
DEPARTMENT OF GENERAL SERVICES Schedule No. 2664 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 2 

Agency DivisionlUnit 
Maryland Energy Administration 

Item Description Retention 
No. 

1. ACCOUNTING RECORDS Retain for (3) years or until all 
audit requirements have been 

A. Accounts Payable Invoices fulfilled, whichever comes 
later, then destroy. 

2. GRANTS & REBATES Retain for (3) years or until all 
audit requirements have been 

A. Clean Energy Grants fulfilled, whichever comes 
B. Energy Efficiency & Conservation Block Grants later, then destroy. 
C. Home Performance Rebates 
D. Low to Moderate Income Empower Grants 

3. CONTRACTS & MOUs Retain for (3) years or until all 
audit requirements have been 

A. State and private sector agreements to implement fulfilled, whichever comes 
projects/programs which are assigned to the MEA to later, then destroy. 
manage. 

nt, Agency, Schedule Authorized by State Archivist 

Date 10-3- i 3  
. . 

Typed Name Ralph Scherini Signature 
d ,p&3 q& 

'- 

Title Director Finance, Budget & 
Administration --- --- - 



DEPARTMENT OF GENERAL SERVICES Schedule No. 2664 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) Page 2 of 2 

Agency DivlsionlUnit 
Maryland Energy Administration 

Item Description Retention 
No. 

4. LOANS Retain for (3) years or until 
all audit requirements have 

A. Jane E. Lawton Conservation Loan Program (JELLP), been fulfilled, whichever 
previously known as Community Energy Loan Program comes later, then destroy. 
(CELP) 

B. State Agency Loan Program (SALP) 

5. PROCUREMENT Retain for (3) years or until 
all audit requirements have 

A. Awards made by MEA, including the supporting documents been fulfilled, whichever 
associated with the procurement. comes later, then destroy. 

--- --- - - 



INSTWCTIONS -TYPE OR PRINT A SEPARATE FORM FOR 
-NONOR RERECORD SERIES. FORWARD WITH 

DEPARTMENT OF GENERAL 
RECORDS RETENTION SCHEDULE (DGS 560-1 1 SERVICES 

RECORDS MANAGEMENT DNISION - -  - . . 

n75 WATERLOO ROAD 
P.O. BOX 275 - JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

1. DEPARTMENTIAGENCY MEA - Dl3 2. DIVISION 3. UNIT 

DEFINITKHS-RIoordrwrkr-Agloupofnlatodncordr nomullytlkdnd wednr unltfornfmn#rrwdlrrmtonUonmddkposltbn purpour. 

4. RECORDS SERIES T F n E  haunting Records 5. EARLIEST YEAR / LATEST YEAR 

6. RECORD SERIES DESCRIPTION (Briefly describe the types of inf~nmation/documenMf~rm~ found in the Saies. Include the purpose or fmcth of the Saies). 
Acun~~ts Payabk Invoices. Paid colchacf rebate and gmnt invoices, invoices for ofIioe supplies and services (e.g. telephone, postage, ctc.), omnbdu .. . 'p invokes, amciation du 
spanaarabip$ clgcacy trcmafas, colporote credit card ex- nports and eupporting chmmtation. 

7. RECORD SERIES FORMAT(S) 

lzzszl Microfihn 

LQpl Size 

8. RECORD SERIES SEQUENCE 9. VOLUME 

File DrawMs) 
Mimfib Reeys) 
CompltaTpe(s) 
-(spacify) 

Numba 

I 10. ANNUAL ACCUMULATION 

Fik DmwMs) 
Microfilm Reel(s) 
-Two) 
-(sP=ify) 

Numba 

11. FILE IS USED I 12. FILE BECOMES INACTWE AFTER 
3fiacal 

lolulYl Weekly M m w  MY Mmth(s) 
Numba 

Ezi 
13. CURRENTLOCAnoN(S)(Bldg., Floor. Room) 
File mom 

IS. ACCESS RESTRICITONS If yes, cite hw(s) & rc$s 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or ofiice) 

Yes 

lL AUDIT REQUIREMENTS 

Yes El Nonc k d  I n d e  
I 

17. IS AN INDEX SYSTEM USED7 (If yes, explain brietly and 
describe any sofhvawhdm) 

18. RECOMMENDEDReTENTION 
3 yam or until all audit rapknam have bsco M a d ,  hem destmy. 

19. NAME AND TITLE OF PREPARER 
Dariserdccoakay 
Mmhbtmtive Specialist 

20. TELEPHONE NUMBER 
410 260 7655 ~7740 

21. DATE 
July 1,2013 

DGS 550-4 (Revised 1193) 



DGS 5 5 0 4  (Rcviscd 1/93) 

Floppy Disk 

VideOTape 

4 

INSTRUCTIONS -MPE OR PM A SOPARAW m FOR AGENCY RECORDS INVENTORY 
A C H E 0  RECORD SERIES. FORWARD WITH 

DEPARTMENT OF GENERAL 
- wco~os ~mm SCHEDULE (00s !%0-1) SERVICES 

RECORDS MANAGEMENT DNISION 
7275 WATERLOO ROAD Page 1 Of 1 

P.O. BOX 275 - JESSUP, MARYLAND 20794 

1. DEPARTMENTIAGENCY MEA - Dl3 2. DMSION 3. UNlT 

DEFINITION - Records wrirr - A arwp of nlrt.d meof& nommllyfikd and uud r 8 unlt for nhnnco w wall r nt.ntkn and dl.p#ltion purporrr. 

4. RECORDS SERIES TITLE Grants & Reba- 5. EARLlEST YEAR I LATEST YEAR 

FYOSTOFY 13 

6. RECORD SERIES DESCRWTION (Briefly M b e  the types of in fomat iddoc~0rm8 f d  m the Saies. laclude the paposc a fimction of the Saies). 
ENERGY EFFICIENCY CONSERVATION BLOCK GRANT: Gnmt sgrament, energy audit, appmval doumam, fedaal compliance historical review 
f a m s , m v o i c e s , g a # r a l ~ e n d g r a n t ~ ~ a r t s .  

EMPOWER CLEAN ENERGY GRANTS: Gnmt agraemnf W c a l  pmaadcm review, invoices, grent n?porhg and gcpaal uxmp&we. 

RENEWABLE CLEAN ENERGY GRANTS MEA application. copies of peamits end hsjxdons. tams and conditions, codmatirn of nationally tested components. 
invoices, photos of insmUed systems, historic review f m ,  SDAT pintouts ead maps, genaal wmqmmhw.  

HOME PERFORMANCE REBATES: Signcd d o n  form, maay audit nport, tams and d o n s .  cmtnct f a  impwancats, complUion catificate, sales invoice, 
teet-out farm, mo~lthly pmpm rrgolts. Buy American &caws, mvis Baum review form, site visitldd audit checklist, genaal c m q n m h x .  

7. RECORD SERIES FORMAT(S) 8. RECORD SERlES SEQUENCE 9. VOLUME 

!&zsEd Microfilm ii5!&G4 File Dmwa(s) 
Microfilm Raqs) 
complterTape(8) 

L .  Size Numrical Otha(spe~ify) 
Numkr 

Bound Book Chmnological 

10. ANNUAL ACCUMULATION 

AudioTape bgrephical File thawa(s) 
Microfilm Rceys) - (Specify) Oth=(Specify) conprrtaTape(s) 
Otha (Specify) 

Numba 

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER 
Jfiscal 

Weekly Monthly h d b  MOWS) 
Numba 

m 
13. CURRENT UXATloN(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify ageacy or office) 
60 Wart Stred, Suite300 AnuapolisMD21401 

Yes 

15. ACCESS RESTRICMONS If yes cite law@) & rega 16. AUDITREQUREMEMX 

Yes hd None P d  

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION 
dewri'be any softwsrcmardwan) 3 years oruntil all nuditrequirwsntshaveLxm fdtillcd, thrndeatroy. 
Geothermal Grants FY09 & FYI0 are indexed. All other 

records are alphabetical within each PI. 
lYael No 

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE 
DmieeMcC&ay 410 260 7655 x l l 4  July 1,2013 



1 

MSlRUCTW4S -TYPE OR PRNT A SEPARATE FOW FOR AGENCY RECORDS INWNTORY 
-ED R E O R  SERIES. FORWARD WITH 

DEPARTMENT OF GENERAL 
. R€cow>s SCHEDULE (WS 560-1) SERVICES 

RECORDS MANAGEMENT DIVISION 
7275 WATERU)O ROAD Page 1 Of 1 

P.O. BOX 275 -JESSUP, MARYLAND 20794 

1. DEPARTMENTIAGENCY MEA - Dl3 2. DMSlON 3. UMT 

D E F l l l m O N - R I c o r d r r w k r - A ~ p d n # . d m o r d r n a n n r l l y ~ n d u r r d r a u n f t f o r ~ r m l l n n t . n t k n n d d b p o r l t i o n p u r p o r r r .  

4. RECORDS SERIES TITLE Contracts & MOUs 5. EARLIEST YEAR I LATEST YEAR 

FYOO-N13 

6. RECORD SERIES DESCRWTION (Brie& d e e c f i  the types of i n f d d d o c d a m s  f d  in the Saies. lachde the papose a fimcticm of the Saies). 
stateandpri~sactor~toinop~pj~whichare~dtotheMEAtomaa~gc.Con~tasLordw,~form,comspoadmce,pvcbaee 
cada ,pmgms~invoices .  

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME 

Eiz!sid Microfilm lAfphabahcal File T)rewa(s) 
Microfilm Reerr) 
Computa T W r )  

Legal Size -Tape Nlmmical m ( s p s ~ i f y )  
Numbs 

BougdBodr FIoppy Disk Chronological 

10. ANNUAL AC-TION 

Audio Tape VidmTape Gaoglaphical File h w a ( s )  
Microfiha Rcal(s) 

Ocfia (Swify) mhes (Specify) CompltaTWS) 
r n a ( S w i q )  

Numba 

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER 
3fisc.d 

Plulyl weddy M ~ Y  hub' Mmth(s) 
Numba 

m 
l3. CURRENT U)CATION(S)(Bldg., moOr, Room) 14. IS RECORD SERIES DUPLICATED ELSEWEERE? (If yes, spacify agency a office) 
File mom 

Yea 

15. ACCESS RESTRICTIONS If yes, cite law(s) & regs 16. AUDIT REQUIREMENTS 

Ye3 Fja Noas P d  
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RFXENTION 
describe any sofhvadbdm) 3 yam a until all audit rcqkmmm have b m  Ilfiinsd, thn dcmy. 

ye El 

19. NAME AND TlTLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE 
DmkMcCoakay 410 260 7655 xV40 July 1.2013 
-htrmaea 



-8 -TYPE OR PRHT A SEPARATE FORM FOR 
UCHSED EV~SED SECORDES. FORWMID wm DEPARTMENT OF GENERAL 

- RECORDS RETENTION SCHEWLE (DGS 550-1) SERVICES 
RECORDS MANAGEMENT DIVISION 

I I 7275 WATERUW) ROAD 

I AGENCY RECORDS INVENTORY I 
-~ ~ - I LO. BOX 275-WSUP,MARYLAND 20794 I 

1. DEPARTMENTIAGENCY MEA - Dl3 2. DIVISION 3. UMT 

~ ~ - R I c o r d r ~ - A g r w p d ~ n c o r d . n o m u % y ~ m d u u d n a ~ f o r ~ ~ n ~ n n M k n . n d d h p o r i t i o n p u r p o r # .  

6. RECORD SERIES D-ON (Briefly dsscri the types o f M o n / d o c d f o n n s  f d  in the Saies. Iochde the pnposc a frmction of tho Saies). 
State A g a y  Loan Pqpm (SAIP), Jane E. Lawton Omsawtion Loan Rogram (JELLP), previously known as Conmumi@ h a g y  Loan Rogram (CELP) Applicntioa, 
npoyment 6chalolc, tmhicd report, cdfbxte of good sfandin& fbmcial &atma&, notice of default, fdbi lhy study, audit report, & closing. 

7. RECORD SERIES FORMATO 

lEiS3 Mimtilm 

Imgal size 

Video Tape 

11. FILE IS USED 

I 
13. CURRENT LOCATION@) (Bldg., Floor, Room) 
60 Weads- S ~ i t ~ 3 0 0 ,  A~~polis,MD21401 

15. ACCESS RESTlUCl'IONS If yes, cite law@) & regs 

Yes m 
I 
1 17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
dssai any 80-1 
CELP &n Loans are all iridexed. 

No 

8. RECORD SERIES SEQUENCE I 9. VOLUME 

File Dmwa(s) 
Mkmfihn Reerr) 
ConptttaTapa(s) 
ma(Spbcify) 

Numba 

lo. ANNUAL ACCUMULATION 

File Drawa(s) 
- - w s )  
ColllpaaTspc(~) 
rna(SpcoifY) 

lrlumba 

12. FaE BECOMES INACTIVE ASTER 
3 l k a l  

M a s )  lmd 

14. IS RECORD SERE4 DUPLICATED ELSEWHEREP (Ifyes, specify agcacy a oflice) 

Yes 

16. AUDIT REQUIREMENTS 

None badaal 
18. RECOMMENDEDRETENTION 
3 y s e r e a ~ 1 1 t i l d a u d i t ~ t s h a v e b e m ~ e Q h ~ .  

I 19. NAME AND TITLE OF PREPARER 
DeniscM- 
--a 

20. TELEPHONE NUMBER 
410 260 7655 x7740 

21. DATE 
July 1.2013 



WSlRUCTKmS -TYPE OR PRINT A SEPARATE FOM FOR 
-ED RECORD SERIES. FORWARD 

DEPARTMENT OF GENERAL 
. REcoRos RETENTION S C H W  (WS r n 1 )  SERVICES 

RIXORDS MANAGEMENT DIVISION 
7275 WATERID0 ROAD I P.O. BOX 175 - JESSUP, MARYLAND 20794 

AGENCY RECORDS INVFNTORY I 

1. DEPARTMENTIAGENCY MEA - Dl3 2. DMSlON 3, UNIT 

DEFN(ITON - RIcordr sodo8 - A group of rolatod m#dr nomrrlly fikd and uud .I 8 unit for domm .I wdl u rotontion and dbposition pwposos. 

4. RECORDS SERIESTITLE Rocuranent 5. EARLIEST YEAR I LATEST YEAR 

6. RECORD SERIES DESCRIPTION (Briefly h ' b e  the typas of infonnatiddocum~ntdf~rm~ found m the Series. fiachde the plrpoae or fimction of the Saies). 
Awards made by MEA, inchding the q p t h g  documents associated with the pnmucment. Supporting documentation up to the award and atlawards, mchding RFP, prc- 
propoeal confamce, proposals h m  bidders, procurement tssm review, debriding documents, MBE documents, campondace, copies of cxccutcd contmcts, and other related 
contraotmataial. 

I 7. RECORD S E m  FORMAT(S) 

Legal Size COmPl-Tepc 

Video Tape 

I 9. VOLUME 

File Drawa(s) 
Miaof i  Red(8) 
coWu-TW8) 
-(spocifY) 

Numba 

10. ANNUAL ACCUMULATION 

Fie Dmwa(s) 
MkotihnRdcys) 
CoaapdaTPpc(s) 
-(spec@) 

Nmnba 

3 fiscal m wceldy Monthly Anmrally Moatb(8) hresr(sl 

l3. CURRENTLOCATION(S)(Bldg., Floor, Room) 14.16 RECORD SERIES DUPLICATED -Z (If yes. qez@ ageacy or obEioc) 
File room 

Yes 

( 15. ACCESS RESTiUlcmONS If yc% cite law(*) Bt regs I 16. AUDIT REQ- I 
I Ycs Fa None Pakal 

I 

I 17. IS AN MDEX SYSTJW USED3 (If yes, explain briefly and 18. RECOMMENDEDRETEMlON 
d a c r i b c ~ m y w )  3 y e e r e o r d a l l r u d i t r a q ~ h a v e b e m ~ t t a e a d e s t m y .  

19. NAME AND TITLE OF =PARER I ZO. TELEPrnNE NUMBER 
410 260 7655 ~7740 

21. DATE 
July I ,  2013 




