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. . I DEPARTMENT OF GENERAL SER VICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. 2 6 3 5 

Page 1 o f  2 

Agency: 

Item No. 

2 

3 

4 

3 

6 

'7 

Schedule 

DivisionIUnit: N/A 

Retention 

Permanent; Retain 5 years, then 
transfer to Archives for 

permanent retention. 

Retain for years and unt i l  
audit requirements are met, then 

destroy. 

Retain for 3 years until all audit 
requirements are met, then 

destroy. 

Permanent. Retain in office. 

Retain for 3 years, then destroy. 

Retain for 5 years and until all 
audit requirements are met, then 

destroy. 

Retain until all audit 
requirements are met, then 

destroy. 

Retain for three years after 
being removed from list, then 

destroy. 

Archivist 
or Division Representative. 

1 Signature: 
Typed N e -S dila cDonald 
Title: &ecuti+e Secretary 

Date: 3, / / 2c.D 

Board of Public Works 
Description 

This schedule supersedes prior schedules. 
Board of Public Works Meeting Agendas, Back-up and 
Transcripts 

All records relating to bi-weekly BPW meetings: agendas, 
back-up and transcripts. 

Procurement Advisory Council 
Records relating to quarterly PAC meetings: agendas, hand- 
outs and summaries 

Procurement Reports 
Various reports created and collected by the BPW as 
required by law 

Wetlands Licenses 
Records related to issuing and maintaining wetlands licenses 
and preserving Maryland's tidal wetlands. 

Regulations (Title 21 & 23) 
Additions, changes and updates to Code of Maryland 
Regulations Title 21 and 23. 

Budget 
Records related to the management of the BPW yearly 
budget. 

Public Information Act Requests 
Inquiries from citizens regarding BPW meetings, procedures 
and duties. 

Debarments 
Files related to State debarments or Agreements in Lieu of 
Debarment including OAG Administrative Complaints, 
Federal documents, letters, mail, newspaper articles, memos, 
etc. 

Date 
/ 

75,' z //> 
, 

/ 
Signature w 

Approved by Department, Agency, 

DGS 550-1 

Schedule Authorized by State 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 2 6 3 5 

Page 2 of 2 

Agency: 

Item No. 

9 
10 

I I 

/ & 

13 

I f 

14 

DGS 550-1 A 

Board of Public Works DivisionNnit: NIA 

Description 
This schedule supersedes prior schedules. 

ARC Files 
Misc. subject files regarding Board activities. 

General Miscellaneous 
All other correspondence, mail, notes, etc., used to perform BPW 

duties. 

DIGITAL 

Debarment Database 
This database includes information on individual and 
companies that the Ofice of the Attorney General has 
recommended for debarment proceedings. 

Wetlands License Database 
This database lists individuals and companies applying to 
the State of Maryland for a wetland's license. 

Procurement Reports 
This series includes various reports submitted by multiple 
agencies which are required to be reported by law. 

Procurement Advisory Council 
This series includes agendas, documents. and meeting 
summaries. 

Board of Public Works Meeting Agendas, Back-up and 
Transcripts. 

This series includes agenda items, back-up, and transcripts. 

Retention 

Retain for 3 years, then 
destroy. 

Retain for 3 years. then 
destroy. 

Retain for 3 years after being 
removed from the list, then 

destroyed. 

Permanent; retain in-house. 

Retain for 3 years and until 
all audit requirements are 

met, then destroy. 

Retain until all audit 
requirements are met, then 

destroy. 

Permanent, Retain for 5 
years, then transfer to 

Archives for permanent 
retention. 



Ins t ruc t ions  - T y p e  o r  Pr in t  a s e p a r a t e  f o r m  fo r  e a c h  n e w  o r  r e v i s e d  -. 
r e c o r d  ser ies.  F o r w a r d  w i t h  R e c o r d s  R e t e n t i o n  S c h e d u l e  ( D G S  

550-1) 

1. D e p a r t m e n U A g e n c y  

Board of Public Works 

D E P A R T M E N T  OF G E N E R A L  AGENCY RECORDS INVENTORY 

S E R V I C E S  2 6 3 5  
RECORDS MANAGEMENT /. - fj / PAGE OF 

D I V I S I O N  

7 2 7 5  W a t e r l o o  R o a d .  P.O. B o x  2 7 5  

J e s s u p ,  ~ b l a r y l a n d  2 0 7 9 4  
410-799-1930 

2. D i v i s i o n  3. U n i t  

N/A N/A 

D E F I N I T I O N :  R E C O R D  S E R I E S :  A g r o u p  o f  re la ted  r e c o r d s  n o r m a l l y  f i led  a n d  u s e d  a s  a un i t  f o r  r e f e r e n c e  a s  w e l l  a s  re ten t ion  a n d  d ispos i t ion  p u r p o s e s .  

4. R e c o r d  S e r i e s  T i t le  5.  Ear l ies t  Year ILa tes t  Y e a r  

1341 i Board of Public Works Meeting Agendas, back-up & to ?EQ,T- 
transcripts 
6. R e c o r d  S e r i e s  Descr ip t ion  (Briefly d e s c r i b e  t h e  t y p e s  o f  informationldocumentslforrns f o u n d  in t h e  ser ies.  I n c l u d e  t h e  p u r p o s e  o r  func t ion  o f  t h e  series.) 

All records relating to the compiling of the bi-weekly (approximately) BPW meetings: 
agendas, back-up documents and transcripts. 
7. Record Series Fonat(s) List all 

Letter Size [7 Microfilm 

Legal Slze [7 Computer Tape 

[7 Audio Tape [7 Floppy Disk 

fJ Bound Book Wdeo Tape 

a Other (specify) t/ (4 f ; OA 2 

11. File is Used 

8. Record Series Sequence 9. Volume 

[7 Alphabetical Number 

[7 Numerical File Drawer@) 
Microfilm Reel@) 

Chronological fJ Computer Tape(s) 
[7 Other (specify) 

Geographical 
10. Annual Accumulation 

Other (specify) - ~ - $ A C & ~ ~ < J  P" yar  
Number 

File Dmer(s )  
Microfilm Reel(s) 
Computer Tape(s) 

[7 Other (specify) 

12. File Becomes Inactive After 

Daily Weekly e( Monthly Annually 

13. Current Location(s) (Bldg.. Floor, Room) 
Treasury Bldg. Room 117 end Basement and Archives 

N e' fu  
Number Month@) [7 Year@) 

14 Is Record Series Duplicated Elsewhere? (If yes. specify agency or ofice ) 
yes @ NO 

15. Access Restrictions (If Yes, cite Law@) 8 Regulation(s) 
[7 Yes [7 NO 

17. Is an Index System used? If yes, explain briefly and describe requirements 
fJ Yes NO 

16. Audit Requiremenls 

[7 None 8 State [7 Federal [7 Independent 
I \ 

18. R e c o m m e n d e d  R e t e n t i o n  

Permanent. Retain 5 years, then transfer to 
the Maryland State Archives for permanent 
retention. 

1 9 .  N a m e  a n d  T i t le  o f  P r e p a r e r  

Melissa Hodges, Records Manager 
20.  P h o n e  

410.260.7335 
2 1 .  D a t e  

7' r !7 . iq  ,+ . 7- 3 



l ps t ruc t ions  - T y p e  o r  Pr int  a s e p a r a t e  f o r m  f o r  I D E P A R T M E N T  O F  G E N E R A L  S E R V I C E S  I AGENCY RECORDS INVENTORY I 
(1 e a c h  n e w  o r  r e v i s e d  r e c o r d  ser ies.  F o r w a r d  w i t h  1 R E C O R D S  M A N A G E M E N T  DIV181,3N ! 11 

ll R e c o r d s  R e t e n t i o n  S c h e d u l e  ( D G S  550-1) 7 2 7 5  W a t e r l o o  R o a d ,  P.O. B o x  275 

J e s s u p ,  M a r y l a n d  2 0 7 9 4  
! 
I 

410-709-1930 

1. D e p a r t m e n V A g e n c y  2. D i v i s i ~ n  3. U n i t  

I1 Board of Public Works 

11 D E F I N I T I O N :  R E C O R D  S E R I E S :  A g r o u p  o f  re la ted ' records  normal ly  f i led a n d  u s e d  a s  a un i t  f o r  r e f e r e n c e  a s  w e l l  a s  re ten t ion  a n d  d ispos i t ion  11 
4 .  R e c o r d  S e r i e s  T i t le  1 5. Ear l ies t  Y e a r l L a t e s t  Y e a r  

A i II 
Procurement Advisory Council to IS'tl~,d- I 
6. R e c o r d  S e r i e s  Descr ip t ion  (Briefly d e s c r i b e  t h e  t y p e s  o f  inforrnationldocurnentslfons f o u n d  i n  t h e  ser ies.  I n c l u d e  t h e  p u r p o s e  o r  func t ion  o f  t h e  11 
series.) II 
All records relating to the compiling of the quarterly Procurement Advisory Council 11 
meetings: agendas, handouts and summaries. 
7. Record Series Format(s) L1s1 all 8. Record Series Sequence 9. Volume 

Letter Size Microfilm Alphabetical Number 

[7 Legal Size Computer Tape 

[7 Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) i~ ; OV 5 

Numerical 

80 Chronological 

Geographical 

Other (specify) - 

File Drawer(s) 
Microfilm Reel@) 
Compuler Tape(s) 
Other (specify) 

Number 

File Drawer@) 
Microfilm Reel@) 
Compuler Tape(s) 
Other (specify) 

11 File is Used 12 File Becomes lnactlve After 

Daily Weekly Monthly Annually -6- 
Nurnner Month@) Year@) 

13 Current Location(s) (Bldg.. Floor. Room) 14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or ofice.) I 
) Treasury Building, Room 1 17 and Archives I/ yes .NO II 

15. Access Restrictions (If Yes, cite Law@) 8 Regulation(s) 16 Audit Requirements 

IJ Yes No 

None $ State [7 Federal Independent 

17. Is an index System used7 If yes, explain briefly and describe requirements 18. R e c o m m e n d e d  R e t e n t i o n  
Yes No 

Retain for 3 years and until all audit requirements are 
met, then destroy. 

1 9 .  N a m e  a n d  T i t l e  o f  Preparer  20. P h o n e  # 21. D a t e  

Melissa Hodges, Records Manager 410.260.7335 . . 7 
(- t4' ', 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCYRECORDSINVENTORY 

each new or revised record series. Folward with RECORDS MANAGEMENT DIVISION 

Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE< C) OF 

Jessup, Maryland 20794 

-. 
410-799-1930 

1. DepartmenffAgency 2. Div~sion 3. Unit 

Board of Public Works 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 5. Earliest YearlLatest Year 
1 

Procurement Reports to q i k y n ~  
6. Record Series Description (Briefly describe the types of informationldocumentslforrns found in the series. Include the purpose or function of the 

series.) 

Various reports created and collected by the Board of Public Works as required by 
law. 
7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 

# ~el te r  ~ l z e  [7 Microfilm I [7 Alphabetical 

Legal Size Computer Tape 

Audio Tape [7 Floppy Disk 

[7 Bound Book Video Tape 

[7 Other (specify) 

Numerical 

[7 Geographical 

Other (specify) - 

File Drawer@) 

Microfilm Reel(s) 

[7 Computer Tape@) 

0 Other (specify) 

10. Annual Accumulation 

Number 

File Drawer(s) 

[7 Microfilm Reel@) 

[7 Computer Tape@) 

[7 Other (specify) 

I I. File is Used 12. File Becomes Inactive Afler 

[7 Daily [7 Weekly Monthly Annually 
-z- 
Number [7 Month@) 81 Year@) 

13. Current Location@) (Bldg.. Floor. Room) 14. Is Record Series Dupl~cated Elsewhere? (If yes, specify agency or office.) 

Treasury Building, Room 1 17 and Basement 
15. Access Restriclions (If Yes, cite Law(s) & Regulalion(s) 

[7 None state [7 Federal [7 Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention 
[7 Yes CCeJ No 

Retain for 3 years and until all audit requirements are 
(1  met, then destroy 

19. Name and Title of Preparer 20. Phone # 21. Date I 
I 

Melissa Hodges, Records Manager 1 410.260.7335 / &?-.,97, 13 
I' I I I1 

DGS 550-4 (Rev 1/93) 



lnstructions -Type or Print a separate form for -.-. 
each new or revised record series. Forward with 

Records Retention Schedule (DGS 550-1) 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
4 10-798-1 930 

DEPARTMENT OF GENERAL SERVICES 

PAGE f! OF l5 

AGENCYRECORDSINVENTORY 

1. Depar!ment/Agency 

Board of Public Works 
I I 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4.  Record Series Title 1 5. Earliest YearlLatest Year , 

2. Division 

Wetlands Administration 

11 Wetlands Licenses to I P f  L 5th , f- 

3. Unit 

N/A 

1) 6. Record Series Description (Briefly describe the types of infonationldocumentslforms found in the series. Include the purpose or function of the series.) I 11 Documents related to issuing and maintaining wetlands licenses and preserving Maryland's I 
11 tidal wetlands. 

7. Record Series Format(s) List all 

17 Letter Size Microfilm 

17 Legal Size Computer Tape 

Audio Tape 17 Floppy D~sk 

Bound Book Video Tape 

B Other (specw) \rWi 

8. Record Series Sequence I 
17 Alphabetical 

Numerical 

6 Chronological 

Geographical 

Other (specify) - 

File Drawer@) 

Microfilm Reel(s) 

Computer Tape(s) 

Other (specify) 

10. Annual Accumulalion I -  
Number 

File Drawer(s) 

17 Microfilm Reei(s) 

Computer Tape(s) 

17 Other (specify) 

Daily Weekly @ Monthly ~ ~ ~ n n u e l l ~  

I I I 

13. Current Localion(s) (Bldg.. Floor. Room) 

11. File IS Used 

Treasury Bldg, Room 1 17 and Basement 

15. Access Reslriclions (If Yes, cile Law@) 8 Regulation(s) 

yes NO 

12 File Becomes lnaclive Aner 

Number 

14 Is Record Series Duplicaled Elsewhere? (If yes. specify agency or office.) 

17 Yes a NO 

16. Audit Requirements 

17 None @ale Federal lndependenl 

17. Is an Index Syslem used? If yes, explain briefly and describe requiremenls I/ 18. Recommended Retention I 

I1 Permanent. Retain in office. 

DSS 550-4 (Rpv 11931 

I1 

19. Name and Title of Preparer 

Melissa Hodges, Records Manager 
20. Phone # 

410.260.7335 
21. Date 

3 fl. J ;! 7, ' 3  L/ 



Ins t ruc t ions  -Type o r  Pr int  a s e p a r a t e  f o r m  f o r  

e a c h  n e w  o r  rev ised r e c o r d  ser ies.  F o r w a r d  w i t h  

R e c o r d s  R e t e n t i o n  S c h e d u l e  ( D G S  550-1) 

1.  D e p a r t m e n U A g e n c y  

Board of Public Works 

D E P A R T M E N T  O F  G E N E R A L  S E R V I C E S  

R E C O R D S  M A N A G E M E N T  D I V I S I O N  

7 2 7 5  W a t e r l o o  R o a d ,  P.O. B o x  2 7 5  

Jessup,  M a r y l a n d  2 0 7 9 4  
410-799-1930 

2. Div is ion  

N/A 

AGENCYRECORDSINVENTORY 

r 
PAGE 3 OF - 

3. U n i t  

N/A 

/ /  D E F I N I T I O N :  R E C O R D  S E R I E S :  A g r o u p  o f  re la ted l records  n o r m a l l y  f i led  a n d  u s e d  a s  a u n i t  f o r  r e f k r e n c e  a s  w e l l  a s  re ten t ion  a n d  d ispos i t ion  I/ 
4. R e c o r d  S e r i e s  T i t le  5. Ear l ies t  Year lLa tes t  Y e a r  

Regulations (Title 21 and 23) to PiTL&hk 
11 6 R e c o r d  S e r i e s  Descr ip t ion  (Br ief ly d e s c r i b e  M e  t y p e s  o f  informationldocumentslforms f o u n d  in t h e  ser ies.  I n c l u d e  t h e  p u r p o s e  or func t ion  o f  t h e  I/ (1 ser ies.)  I1 
11 Documents related to the promulgation process. I1 

I 

7. Record Series Folmal(s) List all 8. Record Series Sequence 9. Volume 

Letter Size Microfilm Alphabetical Number 

Legal Size [7 Computer Tape 

[7 Audio Tape [3 Floppy Disk 

[7 Bound Book Video Tape 

Other (specifv) 

Numerical [7 File Drawer(s) 
Microfilm Reel@) 

[7 Chronological [3 Computer Tape(s) 
Other (specify) 

Geographical 
10. Annual Accumulation 

Other (soecifv) 

Number 

[7 File Drawer@) 
[3 Microfilm Reei(s) 

Computer Tape@) 
Other (specHy) 

11. File a Used 12. File Becomes lnaclive Aiter 

I D a i l y  a Weekly Monthly Annually 
A 
Number ~onth(s) Year@) 

13. Current Location(s) (Bldg.. Floor. Room) 14. Is Record Series Duplicaled Elsewhere? (If yes, specify agency or ofice.) 

Treasury ~ ~ d g ,  Room I 17 n N o M f i r y ( d  Ragiskc 
15. Access Restrictions (If Yes, cite Law(s) d Reguiation(s) 16. Audit Requirements 

[7 Yes [7 NO 

None Stale Federal Independent 
I' 

17. Is an Index System used? If yes, explain briefly and describe requirements 18 .  R e c o m m e n d e d  R e t e n t i o n  

Retain for 3 years, then destroy. 

19.  N a m e  a n d  T i t le  o f  P r e p a r e r  20 .  P h o n e  # 2 1 .  D a t e  

Melissa Hodges, Records Manager 410.260.7335 & $ 7 . / 3  



lnstruct ionq -Type o r  Pr int  a separa te  f o rm  for  

e a c h  n e w  or rev ised record  ser ies.  Fo rwa rd  w i t h  

Reco rds  Retent ion  Schedu le  ( D G S  550-1) 

1 .  Depar t rnenf fAgency 

Board of Public Works 

D E P A R T M E N T  O F  G E N E R A L  S E R V I C E S  

R E C O R D S  M A N A G E M E N T  D IV IS ION 

7 2 7 5  Water loo  Road ,  P.O. Box 2 7 5  

Jessup, Ma ry l and  2 0 7 9 4  
410-799-1930 

2. D iv is ion  

N/A 

AGENCY RECORDS INVENTORY 

i5 PAGE &L 

3. Un i t  

N/A 

DEFINITION:  R E C O R D  SERIES :  A g roup  o f  re la ted reco rds  normal ly  f i led a n d  u s e d  a s  a un i t  fo r  r e fe rence  a s  we l l  a s  re tent ion  a n d  d ispos i t ion  
purposes.  

4. R e c o r d  Se r i es  Ti t le 

Budget 
5. Ear l ies t  Year lLa tes t  Y e a r  

to po//kn& 
6. Reco rd  Ser ies  Descr ip t ion  (Briefly desc r i be  t h e  t ypes  o f  informationldocumentslforms found  in t h e  ser ies.  Inc lude t h e  p u r p o s e  or func t ion  o f  t h e  

series.) 

Documents related to the management of the BPW yearly budget. 

7. Record Series Fonat(s) List all 

Letter Size Microfilm 

Legal Size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

11. File is Used 

8. Record Series Sequence 

Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

12. File Becomes 

9. Volume 

Number 

File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 
Other (specify) 

10. Annual Accumulation 

Number 

File Drawer(s) 
Microfilm Reel@) 
Computer Tape@) 
Other (specify) 

Inactive Afler 

Daily Weekly Monthly Annually 

13 Current Location(s) (Bldg.. Floor. Room) 

Treasury Bldg, Room 1 17 

15. Access Restrictions (If Yes, cite Law(s) 8 Regulation(s) 
Yes No 

17. Is an Index System used? If yes, explain bnefly and describe requirements 
, 

Yes a NO 

Number Month@) Year@) 

14, Is ~ e c o r d  Series Duplicated Elsewhere? (If yes, specify agency or ofice ) 

of yes N~ 

/ 
16. Audit Requirements 

'd None State Federal [7 Independent 
/ 

18. R e c o m m e n d e d  Re ten t i on  

Retain for 5 years and until all audit requirements are 
met, then destroy 

19. N a m e  a n d  T i t le  o f  Preparer  

Melissa Hodges, Records Manager 

DGS 550-4 (Rev 11931 

20. P h o n e  # 

410.260.7335 
21.  D a t e  



Instructions -Type or Print a separate form for I DEPARTMENT OF GENERAL SERVICES I AGENCYRECORDSINVENTORY --. . 

PAGE '7 OF /5 
each new or revised record series. Forward with 

Records Retention Schedule (DGS 550-1) 

Board of Public Works 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. Division 

N/A 
3. Unit 

N/A 
I I 

DEFINITION: RECORD SERIES: A aroup of related records normally filed and used as a unit for reference as well as retention and disposition 11 - .  
purposes. 

4. Record Series Title 1 5. Earliest YearlLatest Year f\ I 11 
6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the series. Include the purpose or function of the 

series.) 

Public Information Act Requests 

Inquiries from citizens regarding BPW meetings, procedures and duties. II 

4- to Yk?$?/V II 

Legal Size Computer Tape 

a Audio Tape Floppy Disk 

[7 Bound Book Video Tape 

Other (specie)- 

Numerical 

9. Volume 

Number 

7. Record Series Format(s) List all 

Leller Size Microfilm 

Chronological b 

8. Record Series Sequence 

Alphabetical 

Other (specify) - 

File Drawer(s) 

Microfilm Reel@) 

1 Computer Tape@) 

Other (specify) 

10. Annual Accumulabon I -  
Number 

File Dr8wer(s) 

Microfilm Reel@) 

Computer Tape@) 

Other (specify) 

Daily Weekly Monlhly Annually 

I I 

Number Month(s) Year@) 

11. File is Used 12. File Becomes Inactive After 

13. Current Location(s) (Bldg., Floor. Room) 

Treasury Bldg, Room 117 

14. Is Record Series Duplicaled Elsewhere? (If yes, specify agency or ofice.) 

yes @ No 

15 Access Restrictions (If Yes, cite Law(s) L Regulation(s) 

Yes NO 

J 

16. Audit Requirements 

' d N o n e  State Federal Independent 

17. Is an Index System used? ~f yes, explain briefly and describe requirements 

Yes No 

Melissa Hodges, Records Manager / 410.260.7335 1 ,&'.:J 7 ,  / 3 /I 

18. Recommended Retention 

Retain until all audit requirements are met, then 
)I destroy 

DGS 550-4 (Rev 1193) 

19. Name and Title of Preparer 1 20. Phone# 21. Date 



DGS 550-4 (Rev. 1193) 
L 

AGENCY RECORDS INVENTORY 

cc 15 PAGE 

3. U n i t  

N/A 

Instruct ions -Type o r  Pr in t  a s e p a r a t e  f o r m  f o r  

e a c h  n e w  o r  rev ised r e c o r d  ser ies.  F o r w a r d  w i t h  

R e c o r d s  Reten t ion  S c h e d u l e  ( D G S  550-1)  

1. D e p a r t m e n f f A g e n c y  

Board of Public Works 

D E P A R T M E N T  O F  G E N E R A L  S E R V I C E S  

R E C O R D S  M A N A G E M E N T  D I V I S I O N  

7 2 7 5  W a t e r l o o  R o a d ,  P.O. B o x  2 7 5  

Jessup,  M a r y l a n d  2 0 7 9 4  
410-799-1930 

2. D iv is ion  

N/A 

D E F I N I T I O N :  R E C O R D  S E R I E S :  A g r o u p  o f  re la ted  r e c o r d s  normal ly  f i led a n d  u s e d  a s  a u n i t  f o r  r e f e r e n c e  a s  w e l l  a s  r e t e n t i o n  a n d  d ispos i t ion  
p u r p o s e s .  

4 .  R e c o r d  S e r i e s  T i t le  

Debarments 
5. Ear l ies t  Year ILa tes t  Y e a r  

to ? f C ~ d  
6. R e c o r d  S e r i e s  Descr ip t ion  (Br ief ly d e s c r i b e  t h e  t y p e s  o f  infonnationldocumentslforms f o u n d  in the ser ies.  I n c l u d e  t h e  p u r p o s e  or f u n c t i o n  o f  t h e  

series.) 

Files related to State debarments or Agreements in Lieu of Debarment including 
OAG Administrative Complaint, various documents, letters, mail, newspaper 
articles, memos, etc. 
7. Record Series Forrnat(s) List all 

I Letter Size C] Microfilm 

Legal Size C] Computer Tape 

C] Audio Tape C] Floppy Disk 

Bound Book Video Tape 

Other (specify) 

11. File is Used 

8. Record Series Sequence 

C] Alphabetical 

Numerical 

8 Chronological 

Geographical 

C] Other (specify) - 

12. File Becomes 

9. Volume 

Number 

C] File Drawer(s) 
Microfilm Reel@) 
Computer Tape(s) 

C] Other (specify) 

10. Annual Accumulation 

Number 

File Drawer@) 
Microfilm Reel@) 
Computer Tape@) 
Other (specify) 

Inactive Afler 

C] Daily Weekly Monthly C] Annually 

13. Current Location(s) (Bldg.. Floor. Room) 

Treasury Bldg, Room 11 7 

15. Access Restridions (If Yes, cite Law@) & Regulation(s) 
Yes NO 

17. Is en Index System used? If yes, explain briefly and describe requirements 

D y e s  C]No 

Number Month@) C] Year@) 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or ofice.) 
Yes Cj No 

16. Audit Requirements 

C] None State Federal Independent 

18. R e c o m m e n d e d  R e t e n t i o n  

Retain for three years after being removed from list, 
then destroy. 

19. N a m e  a n d  T i t le  o f  P r e p a r e r  

Melissa Hodges, Records Manager 
2 0 .  P h o n e  # 

410.260.7335 
21. D a t e  

3, -2 3 - 1  5 



Instructions -Type or Print a separate form for 
AGENCY RECORDS INVENTORY - DEPARTMENT OF GENERAL SERVICES 

each new or revised record series. Forward with RECORDS MANAGEMENT DIVISION 

Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 c;i ,r, 
PAGE ! OF 3 

Jessup, Maryland 20794 
410-799-1230 

1. DepartmenUAgency 2. Division 3. Unit 

Board of Public Works N/A N/A 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 5. Earliest YearILatest Year 

ABC Files (' .<( L to / Z  .-I 

6.  Record Series Description (Briefly describe the types of informationldocumentslforms found in the series. Include the purpose or function of the 

series.) 

Misc. subject files regarding Board activities. 

7 Record Series Forrnal(s) List all 8. Record Series Sequence 9 Volume 

Letter Size [7 Microfilm 5 Alphabelical Number 

[7 Legal Sire Computer Tape [7 Numerical File Drawer(s) 

Microfilm Reel(s) 

0 Audio Tape [7 Floppy Dlsk Chronological Computer Tape@) 

Other (specify) 

Bound Book Video Tape [7 Geographical 

10. Annual Accumu\alion 

dkuio 1.49 Other (specW)L Other (spedhl)  - 
Number 

[7 File Drawer(s) 

Microfilm Reel(s) 

Computer Tape@) 

Other (specify) 

11. File is Used 12. File Becomes Inactive Afler 

Daily [7 Weekly [7 Monthly Annually Number [7 Month@) [7 Year@) 

13. Current Location(s) (Bldg.. Floor. Room) 14. Is Record Series Duplicaled Elsewhere? (If yes, specify agency or office.) 

Treasury Bldg. Room 117 [7 Yes NO 

15. Access Restridions (If Yes, cite Law@) 6 Regulalion(s) 16. Audit Requirements 

Yes NO d None State Federal [7 Independent 

I' 
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention 

[7 Yes No Retain for 3 years, then destroy. 

19. Name and Title of Preparer 20. Phone # 21. Date 

MeIissa Hodges, Records Manager 410.260.7335 s2 -$7 -1$  

DGS 550-4 (Rev 1193) 

- - -  - -  



DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 
Instructions -Type or Print a separate form for 

each new or revised record series. Forward with 

Records Retention Schedule (DGS 550-1) 

1. DepartmenUAgency 

Board of Public Works 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. Division 3. Unit 

1 t 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 5. Earliest YearlLatest Year 

General Misc. 1427 t o ? ~ ( ~ f ~ - k  
6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the series. Include the purpose or function of the 

series.) 

All other correspondence, mail, notes, etc., used to perform Board duties. 

7. Record Series Fonat(s) List all 

Letter Size [7 Microfilm 

Legal Size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

11. File is Used 

Daily [7 Weekly [7 Monthly [7 Annually 

8. Record Series Sequence 9. Volume 

Alphabetical 

[7 Numerical 

Chronological 

Geographical 

Other (specify) 

Number I -  
File Drawer(s) 

Microfilm Reel(s) 

[7 Computer Tape@) 

Other (specify) 

1 10. Annual Accumulation 

File Drawer(s) 

[7 Microfilm Reel@) 

Compuler Tap+) 

Other (specify) 

J 

13 Current Location(s) (Bldg.. Floor. Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or omce.) 

Treasuty Bldg. Room 117 Yes No 

11 15. Access Rest"clions (ryes,  cite Law@) & Regulalion(s) 

I1 
16. Audit Requirements 

1 \d None State [7 Federal Independent 

i'; 

17. IS an Index System used? If yes, explaln briefly and describe requirements 18. Recommended Retention 
Yes NO 

Retain 3 years, then destroy 

19. Name and Title of Preparer 20. Phone # 21. Date 

Melissa Hodges, Records Manager 410.260.7333 2 - 3'1 - i2 
I 

DGS 550-4 (Rev 1IC?i 



DEThTION - Record Sc5es - A p u p  o: relucd records stored elenmnically and used a, a unit for derence as well as ntcdon  I/ 
d dispin'on prrpwcs. ll 

I N ~ ~ . U ~ X ? O K S  - iypc 0: pn's x 
re~s,m? f0.m ior neb w / ~ S ~  

b c!emnic ficord mes. Famad ufith 
Rrcd R ~ n u o n  Scbide (DGS 5551) 

( cows 1d.la.r 

S fm.F .  5 EARLEST YEAWLATEST YYLR 
Debarment Database TO - 

nephp,rrerEm QF G M E P ~  W.YICES 
RECORDS M A P I A C F m  DrYlSION 

X T J  Wscerloo Road, P.O. Bar 275 
JwM~,  M d a d  lU7W 

(410) 799-1930 

'1 2, POLIN ON ACCESS A ! !  USE - PEx$eln or mzch copy I: cstablisbed In uritie:. 1 
j 

Board of Public Works documents are publicly available. 

h 

j lo  L 'PDAmG CYCLES OR CoNDrnm's mv RULES FOR REvCILuO INFowAnoN m lTE ~mli%l 
J 

$ Information added andchanged as needed. 

I 

1 I $?ECD? TEE LOCATION AND MEDIA OF THZ MtU3 FLEl3KlNIC DATA W. Explain tbe m s i o n  caabti~!! IO 
' 

e m  Ibe zccordg d o n  and -ability rhraughout rhc recurd's aulborized life me. 
- - - -  - 

Currently in-house network server. 

2 RECOMMENDED RETEPmON 
Reta~n for three years after being removed from the list, then destroy. 

k?q.tifv m c e  of ~ n f m m ~ a n  ro be mend 
/ I 1 i e ~ i e b a r m e n t  recommendat~ons from OAG. 

I 

U 
PPAPFU 

Melissa Hodges 1 6 v . 2 7  I 

ELECTROMC PXORDS ~ W O R Y  -- -1 

P- h“ of /5 

7 O W  - Idcdfy uselr; of intinmadon g~nn;urd by sysvm 1 
company/individual eligibility to work on a State contract. I 

e 16 ?TILE OFPREPARER 
4 l~ecords Manager 

4 
I 

1 
I 
I 

i 1 
I 
I 

I 
I 

I I 

I 

1 

8 ELECTRONIC RECORD SEWS DESCmT7ON - Briefly huik the infomutionld6cumcnWforrns 
c o d & - m  a seies. hdudc W J ~  ad hdun of the syectm 

This database includesinformation on individuals and companies that the Office of the Attorney General has 
recommended for debarment proceedings. 



- -  - -  - - 
Currently in-house network server. 

I 
'I 

I 

13 TYPED OR PMhTFD N M  OF 14 ELEFRONE I'XJMBER I5 DATE 1 

Mel~ssa Hodges 

FOR P P M N  RECORDS C O m u E  
DGS 550-6A 

..-.. ---.= 

1 



/ /  DERNITION - hmru SMcs - A p p  of relaled records stored clecarmicdy and used s, a unit for reference ;ts wll x rUcn!ion 1 
li sod disposirioo pupwscs. I 

(i ~ ~ ~ . ~ C T ! o ~  - TypC rn pn'm Z I?EPPART- OF Gm=& W S S ' Z C ~  ELE(JmOhqS(C W O P 9 S  a%Q7OAY I' 
r nrmrare fow for mch ne\v/mN.d RECORDS W A C W E V T  DMSION 

e!c-nic ?em3 m,es. F d  dth 7275 W.'sterloa Road, P.0 .  Rox 3TJ . - 
Jemg, Mmylaad ,m Pape -LI- of /IS 1 W3 Re!.en~rm Sc!!rmc ( D G S  550-1) 

5 EARWZST YEAWLATEST Y F  i 
Procurement Reports TO - 

f COxk!! 14.18.3 

lomiwon ro be emen 7 OUTP~JT - Identify usels of iufwrrnaaan g~naatcd by sysrm I 
~ e ~ i ~ f ~ o ~ ~ r n ~ a ! o u s  agencies as well :s Reports are required by law and used for informational 
distribute to many outside agencies and Gen'l Assembly. purposed and to compile additional reports. 4 

d d 
l 

8 ELECIRONfC RECORD SERIES DEXRDT~ON - Briefly desuik th in fbmtion~&~dfor ins  li 

(410) m i 9 3 0  

I 

9 ELIN ON ACCESS .4ND USE - errrc!! copy IT ~ 1 b ! I : ! ~ d  h wriL;q. 
I 

Board of Public Works documents are publicly available. I 

P 

I I'Fb *!P'-!!'f?' 2 DWSlON 
I~oard of ~ u b l ~ c  woiks 

- ln/a 

COIZALLXI m a se-res. Lndudc DJW ad fuF-dan of IJE m. 
 his series includes various repocsrubrnitted-by multiple agencies which are required to be reported by law. Some 
information is reviewed and stored, other information i s  used to compile reports for the General Assembly and Governor. 

r 10 L'PDA77NG CYCLES OR CONDITIONS Aha R W  FOR REWSNG Eh'FORMARON (N fIlE SY'!XEM 

[NO foreseen ihanges or reasons to revise. 
- 

I ll 

3 UNTr 

I n/a - 

I 

I 
! 1/1 I I SPECJFf TIE LOCATlON AND MEDIA OF THe MAE4 ELECTRONIC DATA PILE. Explain h e  pqmsion crtlb6rM UJ l/ 

4 
12 RECOMMENDED RETENION 

Retain for 3 years and until all audit requirements are met, then destroy. 

i 
I 

1 I5 DATE 

e m  Lbe m r d b  recemion and usability thraughout the record's aub i zcd  life cycle. 
-- - 

Currently in-house network server. 

PPAPFT) 

Melissa Hodges 

FOR P F X M N E W  REGORDS C O M P E R  -0 
[ /  Records Manager DCS 550-6A 



S W e  (DSS 550.1) 

6 PJ?UT. lQtntifv source of ~nfcmuuian rn be emend 
Receive information from various agencies as well as 
distribute info to many outside agencies. 

i 
I 

9 F'QtlN ON ACCESS . A N  USE - Ex$&! or mlch copy IT established In ~Lhg. 

Board of Public Works documents are publicly available. Requests may require General Counsel review before release. I 

I 
i i - I .  

10 LTDATING CYCLES OR CONDmU'A5 Aha RULES FOR REnSNG &?FORMATION fN TPJ? SYSTEM 
i 
! No foreseen changes or reasons to revise after PAC mt& take place. 

I I 

1 S,, THE ,CATION AND MEDIA OF TKE MAW ILI-NTC D l i A  PEE. Exp!zin i?i pmy=*ia c~abli%W 
ensure Ibe m l d 5  raentioa and wabiliry Lhraufthout the rcmrd's nutbon'zed lik cyde. 

Currently in-house network server. 

12 RECOMMENDED RETENTON 

l~eta in  until all audit requirements are met, then destroy. 
- 

v n 
- - 

1 1  1 1 470260.7335 I a - 2 7 -  I 
* 

FOR PF- RECORDS C O h @ E n  
DGS SSD-6A 



D!s~).u~~~oKs - ~ y p e  0: @nr a nw~3.r- er G ~ E P W ,  SEP.RCB 
seoyvc fom for each ~eur/mi& iBECOFCDS W A C C d E N T  LB~SIOPI 

I t!tcZ~aic rccafd $ene~. Fatw0.d wth 7Yls waterloo Road, F .0 .  bx 274 

Pd Renoon  Schafule (DC;S 550.1) Jesmp, M~lylaad Lm 

1 COMA! 1d.lE.W (410) mmo 
- - -  

{ I T'EDA!?'-M'AmN 2 DIVISION 3 UNTT 
1Board of ~ u b l ~ c  WO;~; - nla 1 nla 

5 - 

I/ DEFlXnON - Rcnrrl Scrlcs - A g ~ w p  or ~ i l l e d  R W ~ Y  stored ekmcaUy and used iu a uni! for dersnce as wll as rUcmon / 
sad dispmtio~ pygara. 

5 EARLEST YEARtLATEST YEAR 
. I  

TO - 
6 W Wfv m c z  of ~~~fcrmauaa ro be emend 
Various agencies submit electronic agenda docume 

I 

/I R ELECTRONIC RECORD SERIES DESCRIPTION - Briefly kuik Ibc in funnat ion l~u l fom I 

mrnaj3td in a seics. Induck w ~ l w s e  n..  Man of the MItcm I 
This series could includgagenda items, media articles, ema~ls, forms, brochures, maps, blue prints, licenses, contracts, etc. , 

All items are used to created the BPW Meeting Agenda and back-up. Transcripts are sent electronically from the I 

transcribing company. 

4 

i t  ON ACCESS P-NI3 USE - Ex@& or mach copy ~f ~ b l i s k 4  In uriciag. 

Board of Public Works documents are publicly available. Back-up materials may require official PIA request and General 
Counsel review before release. 

I 
[ 1 1 ,  
) 10 n D A m G  C Y m S  OR CONDmom R U B  FOR R E ~ ~ G  C(FOPMARON T X ~  S S ~  

I As technology advances and budgets allow, the BPW will move towards easier and quickerpublic access to record;. The 
- 

actual information kept will pretty much remain the same throughout. 

I 
11 I 

1 1 I .Sl-'ECIlY T i  LOCA7lON AND MEDIA OF THE MAIN ELECTRONIC DATA W. Explain be -lion esabb~5d @ 

t easure Ibe ncordt; reteafion and usabilily lhraufthbut the rcwrd's suhorized life cycle. 
I 

Currently in-house network server. 
i 

i i 
12 RECOMMENDED RETWITON 

I~ermanent. Retain 5 years, then transfer to the Maryland State Archives for permanent retention. 1 I 

- -- 

Melissa Hodges 41 0.260.7335 
L 

i 16 Tl'KE OF PREPARER FOR P F ! W  RECORDS COMPLEE ALSO 

1 I~ecords Manager DGS 550-6A 


