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Agency 
D e p a r t m e n t o f Human R e s o u r c e s 

Division/Unit 
O f f i c e of the S e c r e t a r y / O f f i c e of 
Government, Corporate and Community A f f a i r s 

Item 
No. 

Description Retention 

T h i s S c h e d u l e s u p e r c e d e s 2 3 8 4 i t e m s 4 - 5 . 

R e g u l a t i o n s 

T h e O f f i c e o f G o v e r n m e n t A f f a i r s i s 

r e s p o n s i b l e f o r c o o r d i n a t i n g t h e 

D e p a r t m e n t ' s r e g u l a t o r y p r o m u l g a t i o n 

p r o c e s s a n d p r o v i d e s l e a d e r s h i p a n d 

d i r e c t i o n f o r t h e p r o m u l g a t i o n o f 

r e g u l a t i o n s r e f l e c t i n g new l a w s . T h e s e 

f i l e s c o n s i s t o f d r a f t s , p r o c e s s i n g , 

r e c o r d s , a n d t h e o f f i c i a l f i n i s h e d p r o d u c t 

p u b l i s h e d i n t h e M a r y l a n d R e g i s t e r . 

H i s t o r i c a l a n d E v o l u t i o n a r y R e c o r d s 
A . R e g u l a t i o n C h a n g e s 

L e g i s l a t i v e B i l l F o l d e r s c o n t a i n i n g D H R ' s 
comments a n d p o s i t i o n o n v a r i o u s p r o p o s e d 
l e g i s l a t i o n r e l a t e d t o DHR p r o g r a m a r e a s . 
I n f o r m a t i o n a l s o s t o r e d e l e c t r o n i c a l l y . 

L e g i s l a t i v e P r o p o s a l F o l d e r s c o n t a i n i n g 
d o c u m e n t a t i o n t r a c i n g t h e d e v e l o p m e n t o f 
l e g i s l a t i o n p r o p o s e d b y DHR. 

S c r e e n a f t e r 5 y e a r s 
and d e s t r o y m a t e r i a l 
t h a t i s no l o n g e r 
needed f o r c u r r e n t 
b u s i n e s s e x c e p t : 
T r a n s f e r t o t h e 
M a r y l a n d S t a t e 
A r c h i v e f o r 
permanent r e t e n t i o n 
any r e c o r d s t h a t have 
c o n t i n u i n g 

a d m i n i s t r a t i v e , l e g a l , 
o r f i s c a l v a l u e . 

R e t a i n i n o f f i c e f o r 
5 y e a r s t h e n t r a n s f e r 
t o M a r y l a n d S t a t e 
A r c h i v e s . 

R e t a i n i n o f f i c e f o r 2 
y e a r s t h e n d e s t r o y . 

Re ta in i n o f f i c e f o r 3 
years then t r a n s f e r to 
Maryland S ta te Archives. 
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Agency Division/Unit 
Department of Human Resources O f f i c e of the S e c r e t a r y / o f f i c e of 

Government, Corporate and Community A f f a i r s 
Item 
No. 

Description Retention 

5 

This Schedule supercedes 2384 items 4-5. 

Legislative Report Folders containing 
documentation tracing the development of 
legislative reports authored by DHR. 

Retain in office 
for 5 years then 
destroy. 

DGS 550-1A 



I N S T R U C T I O N S -TYPE OR PRINT A SFPARATF F O R M F O R 
EACH NEW OR REVISED RECORD SERIES. FORWARD WITH 
RECORDS RETENTION SCHEDULE (DGS 5 5 0 - 1 ) 

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 DIVISION 

7275 W A T E R L O O R O A D 
P . O . B O X 275 JI-.SSUP. M A R Y L A N D 2 0 7 9 4 

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

Page 1 of 5 

I D E P A R T M E N T / A G E N C Y 
Human R e s o u r c e s 

2. D I V I S I O N 
O f f i c e o f t h e S e c r e t a r y 

3 . U N I T 
G o v e r n m e n t A f f a i r s 

D E F I N I T I O N - R e c o r d s s e r i e s - A group of related records normally filed and u s e d a s a unit for reference a s well a s retention and d i spos i t ion p u r p o s e s . 

4 . r e c o r d s s e r i e s t i t l e R e g u l a t i o n s 5. E A R L I E S T Y E A R / L A T E S T Y E A R 

T O 

6. R E C O R D S E R I E S D E S C R I P T I O N (Briefly describe the types o f information documents forms found in the Series. Include Ihe purpose or function o f the Series). 

D r a f t i n g , e d i t i n g a n d p r o c e s s i n g r e c o r d s f o r r e g u l a t i o n s 

7. R E C O R D S E R I E S F O R M A T ( S ) 

L e t t e r S i / c Microfilm 

Legal Size Computer Tape 

Bound Hook Floppy Disk 

Audio Tape Video Tape 

Other (Specify) 

8. R E C O R D S E R I E S S E Q U E N C E 

Alphabetical 

N u m e r i c a l 

Chronological 

Geographical 

Other (Specify) 

9. V O L U M E 

F i l e D t a w e r t s ) 
Microfilm Recl(s) 

g Computer Tape(s) 
Other (Specify) 

Number 

10. A N N U A L A C C U M U L A T I O N 

File D r a u e i ( s ) 
Microfilm Reel(s) 

]_ t omptitei 1 ape(s) 
Other (Specify) 

Number 

l l . R L E I S U S E D 

Daily Weekly M o n t h l y Annual ly 

12. F I L E B E C O M E S I N A C T I V E A F T E R 

^ Month(s) Yearfsl 
Number 

13. C U R R E N T L O C A T I O N ( S ) (Bldg. , Floor, Room) 

S S C 2 6 5 
14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? (If yes . specify agency or off ice) 

Yes N o 

15. A C C E S S R E S T R I C T I O N S If yes . cite law(s) & reg.s 

Yes N o 

16. A U D I T R E Q U I R E M E N T S 

None State Federal Independent 

17. IS A N I N D E X S Y S T E M U S E D ? (If y e s . explain briefly and 
describe any software/hardware) 

Yes N o 

18. R E C O M M E N D E D R E T E N T I O N 

S c r e e n a f t e r 5 y e a r s a n d d e s t r o y m a t e r i a l t h a t i s n o l o n g e r 

n e e d e d f o r c u r r e n t b u s i n e s s e x c e p t : T r a n s f e r t o t h e M a r y l a n d 

S t a t e A r c h i v e f o r p e r m a n e n t r e t e n t i o n a n y r e c o r d s t h a t h a v e 

c o n t i n u i n q a d m i n i s t r a t i v e . l e q a l . o r f i s c a l v a l u e . 

19. N A M E A N D T I T L E O F P R E P A R E R 

T e n e P a u l - M c C l e l l a n d , 

G o v e r n m e n t A f f a i r s A d m i n i s t r a t o r 

20. T E L E P H O N E N U M B E R 

4 1 0 - 7 6 7 - 8 9 6 6 

2 1 . D A T E 

4 / 1 1 / 2 0 1 3 

IXiS 550-4 (Revised 1 /93) 



INSTRUCTIONS -TYPE OR PRINT A SFPARATF FORM FDR 
EACH NEW OR REVISED RECORD SERIES. FORWARD WITH 
RECORDS RETENTION SCHEDULE (DGS 550-1) 

DEPARTMENT O F GENERAL 
SERVICES 

RECORDS M A N A G K M E N T DIVISION 
7275 W A T E R L O O R O A D 

P . O . B O X 275 JESSUP. M A R Y L A N D 20794 

AGENCY RECORDS INVENTORY 

Page 2 of 5 

I. DEPARTMENT/AGENCY 
Human R e s o u r c e s 

2. D I V I S I O N 
O f f i c e o f t h e S e c r e t a r y 

3 . U N I T 
G o v e r n m e n t A f f a i r s 

DEFINITION - R e c o r d s s e r i e s - A group of related records normally filed and u s e d a s a unit for reference a s well a s retention and d i spos i t ion p u r p o s e s . 

4. RECORDS s e r i e s t i t l e H i s t o r i c a l a n d E v o l u t i o n a r y R e c o r d s 5. E A R L I E S T Y E A R / L A I E S T Y E A R 

TO 

6. RECORD S E R I E S D E S C R I P T I O N (Briefly describe the types o f information/documents/fomis found in the Series Include the purpose or function o f the Series) . 

R e g u l a t i o n s c h a n g e s 

7. R E C O R D S E R I E S F O R M A T ( S ) 

Letter S ize Microfilm 

Legal Size Compuler Tape 

Hound Hook Floppy Disk 

Audio Tape Video Tape 

Olhcr (Specify) 

8. R F X O R I ) S E R I E S SEQUENCE 

Alphabetical 

Numerical 

Chronological 

Geographical 

Other (Specify) 

9. V O L U M E 

File Drawerts) 
Microfilm Reel(s) 

C Compuler Tapc(s) 
Other (Specify) 

Number 

10. A N N U A L A C C U M U L A T I O N 

File Drawei(s) 
Microfilm Kcel(s) 

1 Computet l ape l s ) 
Other (Specify) 

Number 

I I . F I L E IS U S E D 

Daily Weekly Monthly Annual ly 

12. F I L E B E C O M E S I N A C T I V E A F T E R 

^ Month(s) Yearis) 
Number 

13. C U R R E N T L O C A T I O N ( S ) (Bldg. , Floor, Room) 

SSC 2 6 5 
14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? (If yes . specify agency or office) 

Yes N o 

15. A C C E S S R E S T R I C T I O N S If yes . cite law(s) & regs 

Yes N o 

16. A U D I T R E Q U I R E M E N T S 

None Mate 1 ederal Independent 

17. IS A N I N D E X S Y S T E M U S E D ? (If yes . explain briefly and 
describe any software/hardware) 

Yes N o 

18. R E C O M M E N D E D R F . T E N T I O N 

R e t a i n i n o f f i c e f o r 5 y e a r s t h e n t r a n s f e r t o 
M a r y l a n d S t a t e A r c h i v e s . 

19. N A M E A M ) T I T L E O F P R E P A R E R 

Tene Pau l -McCle l land , 
Government A f f a i r s Admin is t ra to r 

20. T E L E P H O N E N U M B E R 

4 1 0 - 7 6 7 - 8 9 6 6 

2 1 . D A T E 

4 / 1 1 / 2 0 1 3 

DGS 550-4 (Revised 1/93) 



INSTRUCTIONS -TYPE OR PRINT A RFPARATF FORM FOR 
EACH NEW OR REVISED RECORD SERIES. FORWARD WITH 
RECORDS RETENTION SCHEDULE (DGS 550-1) 

D E P A R T M E N T O F GENERAL 
SERVICES 

R E C O R D S M A N A G E M E N T DIVISION 
7275 W A T E R L O O R O A D 

P.O. BOX 275 JESSUP. M A R Y L A N D 2 0 7 9 4 

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

Page 3 of 5 

I DEPARTMENT/AGENCY 
Human R e s o u r c e s 

2. D I V I S I O N 
O f f i c e o f t h e S e c r e t a r y 

3 . U N I T 
G o v e r n m e n t A f f a i r s 

DEFINITION - R e c o r d s s e r i e s - A group of related records normally filed and u s e d a s a unit for reference a s well a s retention and d i spos i t ion p u r p o s e s . 

4. records series t i t l e L e g i s l a t i v e F o l d e r s 5. E A R L I E S T Y E A R / L A T E S T Y E A R 

l ( ) 

6. R E C O R D S E R I E S D E S C R I P T I O N (Briefly describe the types o f information/documents/forms found in the Series. Include the purpose or function of the Series). 

B i l l T r a c k i n g F o l d e r s 

7. R E C O R D S E R I E S F O R M A T ( S ) 

Letter Size Microfilm 

Legal Size Computer Tape 

Bound Book Floppy Disk 

Audio Tape Video Tape 

Other (Specify) 

8. R E C O R D S E R I F S S E Q U E N C E 

Alphabetical 

Numerical 

Chronological 

Geographical 

Other (Specify) 

9. V O L U M E 

File Drawerts) 
Microfilm Reel(s) 

•̂ q Computer Tapc(s) 
Other (Specify) 

Number 

10. A N N U A L A C C U M U L A T I O N 

File Drawet(s) 
Microfilm RccKs) 

2 Computet I ape(s) 
Other (Specify) 

Number 

11. FILE I S U S E D 

l' .nl\ Weekly Monthly Annually 

12. F I L E B E C O M E S I N A C T I V E A F T E R 

2 Month(s) Yearfs) 
Number 

13. C U R R E N T L O C A H O N ( S ) (Bldg. , Floor, Room) 

SSC 2 8 0 a n d 28OA 
14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? (If yes . specify agency or office) 

\ es N o 

15. A C C E S S R E S T R I C T I O N S If yes . cite law(s) & regs 

Yes N o 

16. A U D I T R E Q U I R E M E N T S 

None State Federal Independent 

17. IS AN I N D E X S Y S T E M U S E D ? (If yes . explain briefly and 
describe any software/hardware) 

Yes N o 

18. R E C O M M E N D E D R E T E N T I O N 

R e t a i n i n o f f i c e f o r 2 y e a r s t h e n d e s t r o y . 

19. N A M E A N D T I T L E O F P R E P A R E R 

T e n e P a u l - M c C l e l l a n d , 

G o v e r n m e n t A f f a i r s A d m i n i s t r a t o r 

20 . T E L E P H O N E N U M B E R 

4 1 0 - 7 6 7 - 8 9 6 6 

2 1 . D A T E 

4 / 1 1 / 2 0 1 3 

DGS 550-4 (Revised 1/93) 



INSTRUCTIONS -TYPE OR PRINT A SFPARATF FORM FOR 
EACH NEW OR REVISED RECORD SERIES. FORWARD WITH 
RECORDS RETENTION SCHEDULE (DGS 550-1) 

DEPARTMENT OF GENERAL 
SERVICES 

R E C O R D S M A N A G E M E N T DIVISION 
7275 W A T E R L O O R O A D 

P . O . B O X 275 JESSUP. M A R Y L A N D 2 0 7 9 4 

AGENCY RECORDS INVENTORY 

Page 4 of 5 

I DEPARTMENT/AGENCY 
Human Resources 

2. DIVISION 
Office of the Secretary 

3 . UNIT 
Government Affairs 

DEFINITION - R e c o r d s s e r i e s - A group of related records normally filed and u s e d a s a unit for reference a s well a s retention and d i spos i t ion p u r p o s e s . 

4. records series t i t l e Legislative Folders 5. EARLIEST YEAR / LATEST YEAR 

l<> 

ft. RECORD SERIES DESCRIPTION (Briefly describe the types o f information/documents/forms found in the Series. Include the purpose or function o f the Series). 

DHR Legislative Proposal Folders 

7. RECORD SERIES FORMAT(S) 

Letter Size Microfilm 

Legal Size Computer Tape 

Hound Book Floppy Disk 

Audio Tape Video Tape 

Other (Specify) 

8. RECORD SERIES SEQUENCE 

Alphabetical 

Numerical 

Chronological 

Geographical 

Other (Specify) 

9. VOLUME 

File Diawer(s) 
Microfilm Reel(s) 

2 Computer Tapc(s) 
Other (Specify) 

Number 

10. ANNUAL ACCUMULATION 

File D r a w e e s ) 
Microfilm Reel(s) 

1/2 Computer Tape(s) 
Other (Specify) 

Number 

I I . FILE IS USED 

I'.nk Weekly Month ly Annually 

12. FILE BECOMES INACTIVE AFTER 
3 Monlh(s) Yearts) 

Number 

13. CURRENT LOCATION(S) (Bldg. . Floor, Room) 

SSC 280 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes . specify agency or office) 

Yes N o 

15. ACCESS RESTRICTIONS If yes . cite law(s) & regs 

Yes N o 

16. AUDIT REQUIREMENTS 

None Slate federal Independent 

17. IS AN INDEX SYSTEM USED? (If yes . explain briefly and 
describe any software/hardware) 

18. RECOMMENDED RETENTION 
Reta in i n o f f i c e fo r 3 years then t r a n s f e r to Maryland 
Sta te Arch ives . 

19. NAME AND TITLE OF PREPARER 
Tene Paul -McCle l land , 
Government A f f a i r s Admin is t ra to r 

20. TELEPHONE NUMBER 

410-767-8966 
21 . DATE 

4/11/2013 

DGS 550-4 (Revised 1/93) 



INSTRUCTIONS -TYPE OR PRINT A SFPARATF F O R M F O R 
EACH NEW OR REVISED RECORD SERIES. FORWARD WITH 
RECORDS RETENTION SCHEDULE (DGS 550-1) 

DEPARTMENT O F GENERAL 
SERVICES 

RECORDS M A N A G E M E N T DIVISION 
7275 W A T E R L O O R O A D 

P . O . B O X 275 JESSUP. M A R Y L A N D 2 0 7 9 4 

AGENCY RECORDS INVENTORY 

Page 5 o f 5 

I DEPARTMENT/AGEN CY 
Human Resources 2. D I V I S I O N 

Office of the Secretary 
3 . U N I T 
Government Affairs 

DEFINITION - R e c o r d s s e r i e s - A group of related records normally filed and u s e d a s a unit for reference a s well a s retention and d i spos i t ion p u r p o s e s . 

4. r e c o r d s s e r i e s t i t l e Legislative Folders 5. E A R L I E S T Y E A R / L A T E S T Y E A R 

TO 

6. R E C O R D S E R I E S D E S C R I P T I O N (Briefly describe ihe types o f information documents 'forms found in the Series. Include the purpose or function o f the Series). 

Legislative Report Folders 

7. R E C O R D S E R I E S F O R M A l ( S ) 

Letter Size Microfilm 

Legal Size Computer Tape 

Bound Book Floppy Disk 

Audio Tape Video Tape 

Other (Specify) 

8. R E C O R D S E R I E S S E Q U E N C E 

Alphabetical 

Numerical 

Chronological 

Geographical 

Other (Specify) 

9. V O L U M E 

File Drawcrts) 
Microfilm Reel(s) 

2Q Computer Tape(s) 
Other (Specify) 

Number 

10. A N N U A L A C C U M U L A T I O N 

File D r a w e e s ) 
Microfilm 'Recife) 

1 Computer Tapc(s) 
Other (Specify) 

Number 

I I . FILE IS USED 

Daily Weekly Monthly Annually 

12. F I L E B E C O M E S I N A C T I V E A F T E R 

"* Monlh(s) Yearfs) 
Number 

13. C U R R E N T LOCATION(S) ( B l d g , Floor, Room) 

SSC 280B 
14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? (If yes . specify agency or office) 

Yes No 

15. A C C E S S R E S T R I C T I O N S If yes . cite law(s) & regs 

Yes No 

16. A U D I T R E Q U I R E M E N T S 

None Stale Federal Independent 

17. IS AN I N D E X S Y S T E M U S E D ? (If yes . explain briefly and 
describe any software/hardware) 

Yes No 

18. R E C O M M E N D E D R E T E N T I O N 

Retain in office for 5 years then destroy. 

19. N A M E A N D T I T L E O F P R E P A R E R 
T e n e P a u l - M c C l e l l a n d , 

G o v e r n m e n t A f f a i r s A d m i n i s t r a t o r 

20. T E L E P H O N E N U M B E R 

410-767-8966 
2 1 . D A T E 

4/11/2013 

DGS 550-4 (Revised 1 9 3 ) 


