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Agency - Division/Unit
Department of Commerce Office of Military and Federal Affairs
Item Description Retention
No.
1. Federal Grant Files Retain in office for Five (5)

File contains grant applications to Federal Government, grant
letters, correspondence and reports.

2. Maryland Military Installation Council Meeting Information

agendas, summaries, reports and minutes.

3. General Information Files

Subject arrangement of original incoming letters, copies of
outgoing letters, memoranda, bulletins, reports, and other
miscellaneous paper relating to non-company grants.

Files includes quarterty Council meetings information such as -

years. Transfer to the State
Records Center for three (3)
additional years and then
destroy.

Retain in office for five (5)
years; then transfer to Maryland
State Archives for permanent
retention.

- thed
ain or one()year,
S;R)gfeten anﬁually and destroy

material that is no longer
needed for current business
with the following exception:
Transfer to the Maryland State
Archive for permanent retention
any material that serves to
document the origin,
development, and
accomplishments of the office
and has continueq
administrative, fiscal, legal, or
historical value.

-

Schedule Approved by Department, Agency, | Schedule Authorized by State Archivist

or Division Representative.

Date  5/25/2016 Date & '075’ "/5'

Signature g# é,#;& /

Typed Name BGen Michael Hayes Signature ]/W

s

Title Managing Director

DGS 5501



Instructions ~Type or Print a separate form for
each new aor revised record sefies. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

_!OF —3

PAGE

410-799-1930
1. Department/Agency 2. Division 3. Unit
DEPARTMENT OF COMMERCE Office of Military and Federal Affairs —

S(’;hedule 2760

‘PUFPOSES.

DEFINITION: RECORD SERIES: A group of related records normai

ly filed and used as a unit for reference as well as relention and disposilion

4. Record Series Title
Federal Grant files

to

5. Earliest Year/Letest Year

series: File contains grant applications to Federal Govérnment, grant letters, correspondence and reports

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

7. Record Series Format{s)  List ali

xKLatler Size [ Microfitm
[ Legal Size [} Computer Tape
O Audio Tape  [] Floppy Disk

[ Bound Book  [] video Tape

8. Record Series Sequence 9. Volume

xﬂmphabetical Number

i [ Numerical M File Drawer(s)

[ Microfilm Reel(s}
O Computer Tape(s)
[ Other {specity)

O ¢hronological

[ Geographical

‘ | 10. Annual Accumulation:

[T Other (specify) - [T Other (specify) _____
' Number
{J Fite Drawer(s}
; [ Microfilm Reel(s)
. [ Computer Taze(s}
[J Other (specifv)
11. File is Used ' 12, File Becomes tnaclive After .
5 yrs - in house
[] Daily [ weekty [J Monthly . [] Annually * Number O Manthis) [ vear(s) /24.-.0:.0 d 5
'As and when needed -3 Y'Y'S - Cente

TAen of e.sfroy

V]

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

401 E, Prall Streel, 17" floor, Baltimore, MD 21202

Oves  x[INo

14. Is Record Series Duplicaled Elzewhere? (N yes, specify agency or office.)

15, Access Restrictions {If Yes, cite Law(s) & Regulation(s)
O ves ﬂ No

. 16. Audil Requiremenls

[dwene [ state [] Federal [] Independent

[Ives Xx[JNe

17. 1s an Index Systam used? If yes, explain briefly and describe requirgments

18. Recommended Retention

Retain in Office for five years. Trznsfer to the State Records Center for
three additional years and lthen destroy.

19. Name and Tille of Preparer
Fidelia Israel, Operations Coordinator

, 20. Telephone Number
410-767-2304

21, Date
July 29, 2016

DGS 550-4 (Rov. 1/33)



Instructions —Type or Print a separate form fof
each new or revised record series. Forward
with Records Retention Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275 2

PAGE
Jessup, Maryland 20794
41D-739-1330

1. Department/Agency 2. Division 3. Unit
DEPARTMENT QOF COMMERCE Office of Military and Federal Affairs —
Schedule 2760

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

4. Record Series Title 5. Earliest Year/Latest Year

Maryland Military Instaliation Council Meeling Information o

6. Record Series Description {Briefly describe the types of information/documents/forms found in the series. include the purpose or function of the
series: Files includes quarterly Council meetings information such as agendas, summaries, reporis and minutes.

7. Record Series Formal(s) List all 8. Record Series Sequance 9. Yolume
m Letter Siza  [J Microfilm M Alphabetical Number
O egaisize  [J Computer Tape () Numerical ite Drawer{s)
1 Microfilm Reel{s}
[0 Audio Tape  [] Floppy Disk [ Chronological [3 Computer Tape(s)
[} Other (specity)
[ eoundBook [ Video Tape {7) Geographical
) 10. Annual Accumulatior:
[T Other (specify) O other (specify) |
Number
ﬁ\FEIe Drawer(s)
[ microfitm Reet(s)
[0 Computer Tape(s)
1 Otner (specify)
11. File is Used 12. Fila Becomas Inactive After ' Y ) FF' ce 5 y eavs
Cloaly [ Weeky C] Monthly [ Annuatly Number [ Montn(s) [ Yearts) thew trnger for

As and when needed y
Pevmanent Retention

13. Current Lacalion{s) (Bldg., Floor, Room)
401 E, Pratt Strest, 17" floor, Battimore, MD 21202

14. Is Record Series Duplicaled Elsewhare? (I yes, specify agency or office.}

O ves '7@ No

15. Accass Rastrictions (If Yes. cite Law{s) & Regulation(s)

] Yes MNo

16. Audil Requirements

~NA

O MNone []siate [ Fedarat [] Independent

17. Is an Index System usad? If yas, explain briefly and dascribe raquirements

18. Recommended Retention
[ ves MNo_

Retain in Office for five years. Then transfer to Maryland Stale Archives

for permanent retention

19. Name and Title of Preparer 20. Telephone Number

410-767-2304

21. Dale

Fidelia lsrael, Operations Coordinator July 29, 2016

DS 550-4 (Rev. 1493)



*
- Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 5§50-1)

DEPARTMENT OF GENERAL SERVICES
v RECORDS MANAGEMENT DVISION

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

410-795-1930

AGENCY RECORDS INVENTCRY
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2. Division

1. Depariment/Agency
DEPARTMENT OF COMMERCE Oifice of Military and Federal Affairs —
Schedule 2760

3. Unit

pufposes.

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

4. Record Series Title

General Information Files

5. Earliest Year/Latest Year

o

refating to non-company grants.

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

series: Subject arrangement of original incoming letters, copies of oulgoing lelters, memoranda, butle‘ins, reports, and other miscellaneous paper

7. Record Saries Farmal(s) Lisl all

% LellerSiza  [J Microfilm
D Legal Size [1 computer Tape
3 Audio Tape ] Floppy Disk

[ Bound Book _[] video Tape

8. Recoard Series Sequence
}é Alphabalical

[ sumerical

O Chronologicat

[ Geagraphical

9. Valume

Iy

Nurber

K File Orawer(s)

[ Micrafilm Pael(s}

{1 compuier Tape(s)
(] Cther (spe=ify)

10. Annual Accumutation

[ Other {specify) - [ Otker (specify}
Number
File Drawe'(s)
[ Microfim Fael(s)
O computer Taps(s)
1 Cther (spe=ity)
11. File is Used 12. File Eacomes Inaclive ARer
[] Daity [ weekly ] wonthiy O Annualiy Number O monthisy ] Year(s)
As and whan needed ‘
1 One yeav

13. Currenl Localion(s)  (Bldg., Floor, Room)
401 E, Pratt Street, 17% floor, Ballimore, MD 21242 !

O ves

x[] Ne

14. s Record Series Duplicated Slsewhere? (If yas, spetify agency or office.)

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

[ ves X[J Ne

16. Audit Requiremenis

%lona []state [JFederal [J Independent

17, is an Index System used? If yas, explain briefly and describe requiraments

[Tves x[One

18. Recommended Retention |2e feaim fov one fen: a~d
Screen annually and destroy material that is no longer needed for
current business with the following exception: Transfer to the Maryland
State Archive for permanant retention any material that serves to
dacument the origin, development, and accomplishments of the office
and has continue administrative, fiscal, legal, or historical value,

19. Name and Titie of Preparer

Fidelia Israel, Operations Coordinator

2(. Telephone Number
410-767-2304

21.Date
July 29, 2016

DGS 550-4 (Rav. 1/93)




