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- 

Agency DivisionlUnit 
Public Service Commission Administrative Division - Docket Control 

Item Description Retention 
No. 

Amends 1283 - A 
1 .  Item 1 

Retain until case becomes 
A. Formal case material including original transcript. inactive, then scan to Maryland 

State Archives standards. After 
scanning i s  complete, and upon 
verification by the Public 
Service Commission, destroy 
originals. Transfer images to 
Maryland State Archive9 
anrrvltlrj . 

Schedule Approved by Department, Agency, Schedule Authorized by State Archivist 
or Division Representative. 
Date ' I X I I ~  Date 6 - b f i . q  

Signature c k f d b ~  
Typed Name David J. Coll~ Signature 

Title Executive Secretarv 

-a- --- . 



with Records Retention Schedule (DGS 550-1) 

lnstruct~ons --Type or Print a separate form for 

each new or revised record serles. Forward 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

I 1 DeparlmenVPgency 1 2. Division 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

3. Unit I1 

1 DEFINITION - RECORD SERIES: A group of r e i a t k d  records normally 61ed and used as a unit for referLnce as well as relention and d~sposition purposes. 11 

AGENCY RECORDS INVENTORY - 

4 Record Senes i itle I 1691 - B797-r 

i 

1 5 Earl~est Ye3rILalesI Year 

I 

6. Record SeneS Descriolion (Blieny descrih :he lypev o i  infcrmationldocumentSnorm found In Ihe series. lndude the purpose or funci~on o i  the series.) 

&nor size 0 Microfiln* 

0 Legal Sizr fl Computer Tape 

fl Audio Tap? 0 rloppy Disk 

0 Bound Bwk  0 Video Tape 

7. Record Series Fwmat(s) Llsl all 8. Record Series Sequence 9. Volume 

&Drawer@) 

.( . 

0 Computer Tapefs) 

Number 

O Mher (specify) 

0 Alphabetical 

fiumerical 

0 Chronological 

0 Geographical 

C Oth-r (spmiy) 

10. Annual Accumulalion 

d D r s w ( s i  

O Computer Tape(s) - 
Number 

0 Olher ( s M y !  

11. FIIB IS Used 

dV 1Wakly  C Monthly 0 Annually 

13 Cumnt LQcetlon(sl (Bldg . Flnar. Room) 

ICp Gbo( Docrc+c7w-A 
6 .S",~~LCC(\ SSrcet- 
%&-ma<, l4.Q a\ &a3 

15 Access limlrictlons (If Yes. Gale ~ a k ( s )  8 Heguialton(s! 

0 Yes 

12. File Becomes inacilve Afler 

- OMonlh(s) OYear(s1 

Number 

14. Is Record S e h  Duplicated Elsewhere? (Ii yes, specify w m y  or office.) 

16. Audit Requ~rements 

0 None 0 State 0 Federal O Independed 

1 17 Is an Index SrrRm used? If yes, explain bneily and desrribe nauiremnts (1 18. Recommended Retention 11 

1 19. Name a M  TUe of prepam I 20. Telephone Number 

DGS 5 5 W  (Rev 1/131 / 

/I 

21 Date 

( 0 1  \3 


