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AGENCY RECORDS INVENTORY

Department of Housing & Community Development

Division of Credit Assurance

Instructions —Type or Print a separate form for each DEPARTMENT OF GENERAL
new or revised record series. Forward with Records SERVICES
Retention Schedule (DGS 550-1) RECORDS MANAGEMENT PAGE 1 OF _L

DIVISION

7275 Waterloo Road, P.O. Box
275
Jessup, Maryland 20794

410-799-1830

1. Department/Agency 2. Division 3. Unit

Administration

purposes.

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

4. Record Series Title — General Administrative Correspondence

5. Earliest Year/Latest Year - Current & Historical

series.)

and Board of Public Works files.

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

Correspondence such as letters to Governor forwarded to Department for response, correspondence from elected officials, citizens

7. Record Series Format(s) List all
X Letter Size [ microfilm
RLegal Size [ Computer Tape

[ Audio Tape  [] Floppy Disk
[] Bound Book  [] Video Tape
[ Other (specify)hard Drive Storage __

8. Record Series Sequence
X Alphabetical

[ Numerical

[ Chronological

[ Geographical

[ Other (specify) Subject

9. Volume

Number

[X File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

[X Other (specify)_on servers, hard drives, boxes___

Number

10. Annual Accumulation

[ File Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape(s)
] Other (specity)_

11. File is Used

X< Daily B3 weekiy B Monthly [J Annualty

2

Number

[ Month(s)

As outlined in the Records Retention and Disposal Schedule

12. File Becomes Inactive After

R vear(s)

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

Third Floor File area outside director’s office and director’s office

X Yes

x No

14. Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s}

Ovyes XNo

16. Audit Requirements
B None [ state [] Federal [] Independent

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

[ ves X No

18. Recommended Retention:

Retain in office current and prior year. Destroy after two years unless needed for future use.

19. Name and Title of Preparer
Jean Peterson, Director, Program Development
Catherine Lewis, Director’s Assistant

20. Telephone Number
410 514-7358
410 514-7360

21. Date

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for each DEPARTMENT OF GENERAL AGENCY RECORDS INVENTORY
new or revised record series. Forward with Records SERVICES
Retention Schedule (DGS 550-1) ] RECORDS MANAGEMENT pAGE D OF ,ﬁL

DIVISION

7275 Waterloo Road, P.O. Box
275
Jessup, Maryland 20794

410-799-1930
1. Department/Agency 2. Division 3. Unit
Department of Housing & Community Development Division of Credit Assurance Administration

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 - Director’s Reports 5. Earliest Year/Latest Year - Current & Historical

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)

Reports such as Housing Finance Review Committee minutes/agenda, Revenue Bond Advisory Board Agendas, NBW
Loan Committee, other reports, etc.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
[ Letter Size [ Microfiim X Alphabetical _ 3
X Legal Size O computer Tape [ Numerical Number
E] Audio Tape D Floppy Disk D Chronological E File Drawer(s)
[J Bound Book  [[] Video Tape [J Geographical [ Microfilm Reei(s)
[7] Other (specify)hard Drive Storage___ [X] Other (specify) Subject [ Computer Tape(s)

EOther (specify)_on servers, hard drives, boxes___

10. Annual Accumulation
3

Number

X File Drawer(s)

D Microfilm Reel(s)
[ Computer Tape(s)
[ Other (specify)

11. File is Used 12. File Becomes Inactive After
2
X Daily X weekty X ™onthly [ Annually Number O Months)  [X] Year(s)

As outlined in the Records Retention and Disposal Schedule

13. Current Location(s) {Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Third Floor File area outside director’s office and director’s office XYes x No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ ves X No X None [] state [T] Federal [T] Independent
17. Is an Index System used? if yes, explain briefly and describe requirements 18. Recommended Retention:
[ ves E No Retain in office current year and prior year, and then destroy. Data available electronically rom

shared drives.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Jean Peterson, Director, Program Development 410 514-7358
Catherine Lewis, Director's Assistant 410 514-7360

DGS 550-4 (Rev. 1/93)




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

4| new or revised record series. Forward with Records RECORDS MANAGEMENT DIVISION
Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE 3 OF _ i

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division 3. Unit
Department of Housing & Community Development Division of Credit Assurance Administration

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 -Division Documents 5. Earliest Year/Latest Year - Current & Historical

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. [nclude the purpose or function of the series.)

Documents in connection with Policies for Risk Management/Rating, Multi-Family, Single-Family, Maryland Housing Fund

7 Record Series Format(s) List all 8. Record Series Sequence 9. Volume
X Letter Size [ Microfilm [ Aiphabetical 2
K Legal Size [ Computer Tape [J Numerical Number
[ Audio Tape  [_] Floppy Disk [J Chronological X File Drawer(s)
[ Bound Book  [] Video Tape [ Geographical[X] Other (specify) ] Microfilm Ree(s)
[ Other (specify)hard Drive Storage_ _ Subject [ computer Tape(s)

EOther (specify)_on servers, hard drives, boxes___

10. Annual Accumulation
1

Number

E File Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape(s)
[[] Other (specify)

11. File is Used

1 oaily X weekly [ Monthly [ Annually

12. File Becomes Inactive After
1

Number O Months) [ Year(s)
As outlined in the Records Retention and Disposal Schedule

13. Current Location(s) (Bldg., Floor, Room)
Third Floor File area outside director’s office and director’s office

14. |s Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
X Yes x No

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

Oyes Ko

16. Audit Requirements
R None [] State [ Federal [ Independent

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

[ Yes X No

18. Recommended Retention:
As outlined in the Records Retention and Disposal Schedule

19. Name and Title of Preparer
Jean Peterson, Director, Program Development

Catherine Lewis, Director’s Assistant

410 514-7358
410 514-7360

20. Telephone Number 21. Date

DGS 5504 (Rev. 1/93)
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AGENCY RECORDS INVENTORY

Instructions —Type or Print a separate form for each DEPARTMENT OF GENERAL
new or revised record series. Forward with Records SERVICES
Retention Schedule (DGS 550-1) RECORDS MANAGEMENT PAGE _q_ o 5
DIVISION
7275 Waterloo Road, P.O. Box
275

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division 3. Unit

Department of Housing & Community Development Division of Credit Assurance Administration

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 - Procurement Files 5. Earliest Year/Latest Year - Current & Historical

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Inciude the purpose or function of the
series.)

Historical Files containing confidential materials, i.e. Invitations for Bids, requests for Proposals and all responses from
vendors. Complete solicitation files and related documents.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
X Letter Size O Microfilm [ Aiphabetical __5
X Legal Size [ Computer Tape B Numerical Number
[J Audio Tape  [] Floppy Disk [ Chronological [X] File Drawer(s)
[ 8ound Book  [] Video Tape [] Geographical [ Microfilm Reel(s)
[ Other (specify)hard Drive Storage___ D Other (specify) [ Computer Tape(s)

DA Other (specify)_on servers, hard drives, boxes.._

10. Annual Accumulation
3

Number

E File Drawer(s}

- [ Microfilm Reel(s)

[ Computer Tape(s)

[X] Otner (specify) computer H drive

11. File is Used 12. File Becomes Inactive After

(< Daily [] weekly [J Monthly [ Annually Number O Month(s) [ Year(s)
As outlined in the Records Retention and Disposal Schedule

13. Current Location(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Third Floor File area outside room 3.617 x[] Yes x [ No
Some procurement files are duplicated in the DHCD Central Procurement Office.
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
Bves [ONo [ONone [ state [] Federai [] Independent
Procurement files contain company sensitive information and are in locked cabinets Procurement files are audited regularly
17. Is an Index System used? If yes, expiain briefly and describe requirements 18. Recommended Retention:
O ves X No As outlined in the Records Retention and Disposal Schedule
19. Name and Title of Preparer 20. Telephone Number 21. Date
Jean Peterson, Director, Program Development 410 514-7358

DGS 5504 (Rev. 1/93)




AGENCY RECORDS INVENTORY

Department of Housing & Community Development

Division of Credit Assurance

Instructions —-Type or Print a separate form for each DEPARTMENT OF GENERAL
" new or revised record series. Forward with Records SERVICES
Retention Schedule (DGS 550-1) RECORDS MANAGEMENT PAGE_{_ of _5—
DIVISION
7275 Waterloo Road, P.O. Box
275
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit

Administration

purposes.

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

4. Record Series Titte - MHF Annual Reports

5. Earliest Year/Latest Year - Current & Historical

series

MHF Annual Reports to General Assembly, current and historical.

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

7. Record Series Format(s) List all
(X Letter Size 3 microfim
E Legal Size D Computer Tape
E] Audio Tape D Floppy Disk
[ Bound Book [ Video Tape
[ Other (specify)hard Drive Storage___

8. Record Series Sequence 9. Volume

E Alphabetical .

B Numerical Number

[0 chronological (X File Drawer(s)

[J Geographical [ Microfilm Reel(s)
D Other (specify) E] Computer Tape(s)

E Other (specify) on servers, hard drives, boxes _ _

Number

10. Annuai Accumulation

[X Fite Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

[X Other (specify) Computer H drive

11. File is Used

[ Daily E Weekly E Monthly D Annually

Number

12. File Becomes Inactive After

O Monthsy [ Year(s)

As outlined in the Records Retention and Disposal Schedule

13. Current Location(s) (Bidg., Floor, Room)
Third Floor File area outside director’s office & in open area.

O ves

14.1s Record Series Dupiicated Elsewhere? (if yes, specify agency or office.)

O No

MHF Annual Report is also in MHF Finance

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

[] Yes O No

16. Audit Requirements

[JnNone [X state [J Federal []Independent
Procurement files are audited regularly

17. Is an index System used? If yes, explain briefly and describe requirements

O ves X No

18. Recommended Retention:
As outlined in the Records Retention and Disposal Schedule

19. Name and Title of Preparer

Jean Peterson, Director, Program Development

20. Telephone Number
410 514-7358

21. Date

DGS 550-4 (Rev. 1/93)




