- Schedule No.
ARUNDI &NNEEL Anne Arundel County C-694
q COUNTY OFFICE OF CENTRAL SERVICES Page No.
ent Division
MARYLANTD Records Managem 1 of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE
AGENCY Recreation & Parks Department DIVISION
Item No. Description Ratention

1 FINANCIAL:

Budget Information:

3 Permit Numbers Issued,
course annual passes, etc.
4 Reservation contracts,

Swim Center,
5 Grants,

etc.

Maintenance & Teen; file

information and reports.

Worksheets, budget amendment proposals &
reports, copies of budgets & budget requests
for annual county budget & capital projects.
Relates to development & supervision of the
budget for all divisions of the department.

2 Cash Receipts, register tapes, deposit slips,
cashier reports & cash reconsiliation reports.

Park Entrance Permits,
monthly and seasonal swim passes-AOSC, Golf

Park reservation forms,
Special facilities room reservation forms,
Mayo Beach, Lake. Waterford Park, Arundel Olympic

ie:

of grant

requests by program including guidelines,

Retain in office
until annual county
budget is published
or administrative
use ceases, whichever
is later;_-then
destroy.

Retain for three (3)
years or until audit
requirements have

been met, whichever
is later, then
destroy.

Retain two (2) years
then destroy.

Retain two (2) years
then destroy

Retain three (3) year
then destroy, except

material having
continuing value to
the department, such
material should be
retained until such

U7

value ceases, then
destroy.

Schedule Approved by Schedule Approved by

Records Management Officer deinisuaﬁve Officar

Date Signature | P8 Signature

Schedule Approved by % Schedule Approved by

Agency, or Division Representatve State Archvist /

SEP 0 2 1992 C.
1-24-92 QA ol
Date Figraturd  AeST. TO THE DIE . | Date Signature




11

12

13

14

b. Ranger Reports
c. Registration statistics

FORMS :

Registration forms, R&P programs, AQOSC programs,
School Facility Use forms, Fields, Schools,
facilities

CORRESPONDENCE :
General Correspondence:

This file is a mixture of correspondence
and general reference material, primarily-
with professional, civic.associations, vendors,
individuals and local agencies.

PERSONNEL:
PAA copies-Time sheets, Leave sheets,
department personnel records

Payroll records:FSLA

Retain three (3)
years (last two (2)
in Records Center)
then destroy.

Retain three (3)
years, then destroy
all material no
longer needed for
current business.

retain two (2) years
after termination
then destroy.vu)e
Retain three (3)
years 1in department
then destroy.

ANNE Schedule No.
AR[JNDEL Anne Arundel County C-694
COUNTY OFFICE OF CENTRAL SERVICES Page No.

Records Management Division 2 of 3

‘lbh(lk RYLAND a8

tem No. Description Retention
6 General Ledger Reports: Retain one (1) year
or until value
ceases, then destroy
7 Refund Requests, Programs, Facility reservation,| Retain three (3) vyeafFs
league fees, etc. then destroy.
8. | Purchase Orders, Sub-order Releases, Direct retain in office
payments, etc. until administrative
value ceases, then
destroy.
9 Petty Cash-Expense Statements; Retain three (3) yeats
then destroy.
10 | REPORTS:
Reference files for Recreation division a,b,c, Retain until
containing; administrative value
a. Camp & playground Reports ceases, then destroy}




- Schedule No.
ARUNDI SNNEEL Anne Arundel County C-694
COL]-NTY OFFICE OF CENTRAL SERVICES Page No.

Records Managemen

ftem No. Description Retention

15 | PROJECTS:

Capital project information, site plans, land Permanent. Retain in

plats, blue prints & drawings for each park office until

site maintained by department. administrative value
ceases, thereafter
transfer to State
Archives,

16 | Sub-Division records, plats, maps,correspondence| Retain one (1) year
in office, or until
value ceases, then
destroy. P&Z has
original.

17 | Parks-owned by County Files Permanent. Periodically
transfer to State
Archives.

18 | CONTRACTS:

Leases, Contracts and Agreements, Insurance Retain in office one
policies (1) year after

termination, transfe{
to record center
to retain four (4)

. years, or until put
on microfilm.

19 | MINUTES:

Minutes of Recreation Advisory Board meetings, | Permanent. Period-
papers, studies, reports & correspondence ically transfer to
relating to the Board and its activities. State Archives.

20.| FLIERS: .

Newsletters, Bulletins, Monthly Park Brochures,| Retain one (1) year
Activity Fliers, etc. ‘ or until value

ceases, then destroy:

21.} MISCELLANEOUS:

ACCIDENTS REPORTS-

Retain one (1) year

in office, then .. .

destroy. « ..y :
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INSTRUCTIGNS - -TYPZ OR PRINT A
SEPARATE FORM FOR EACH NE¥W OR

REVISED RECORD SERIES., FORWARD

{DGS 880-1)

¥ITH RECORDS RETENTION SCHEDULE

P.o.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

rmsz_JL_or_éLZ

1,
A.

ARTMENT / AGENCY
County Rec & Parks

-
\

2. DlIVISION

Administration

3. UINIT

DEF INITION -RECORD SERIES.” o7°

ur

OF REILATED RECORDS NORMALLY FlLED
REFERENCE AS UELL AS RETENTION AND DISPFOS

AND USED AS A UNIT FOR
ITION PURFOAES

4. RECORD SERIES TITLE

FINANCIAL

8. EARLIEST YEAR/LATEST YEAR

/92010 /792

3. RECORD SERIES DESCRIPTION (

BRIEFLY DEKSCRINBE THE TYPKS OF lNPOMTION/DOCWTB/FOm FOUND

4N TTHE SERIES.

INCLUDE THE PURPOSE OR PFUNCTION OF THK SEFIES )

Budget Information: Worksheets, budget amendments, proposals, reports,copies,

and requests for annual budget & capital progects. Relate to supervision of the
budget for all divisions of the department.

7. RECORD SERIES FORMAT(S)
LETTER SIZE O MICROFILM
O LEGAL SI1ZE U COMFUTER TAPE
BOOK 0O FLOPFPY DIsSK
a 10 TAPE O VIDEO TAFPE

D OTHER({ SPECIFY)

8.
8 ALPHAEETICAL

0 NUMERICAL

O GEOGRAPHICAL

RECORD SERIES SEQUENCE

x{ CHRONOLOG 1 CAL,

D OTHER(SPECIFY)

9. VOLUME

X FILE DRAWER(S)
O MICROFILM REEL{S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

4
NUMBER

10, ANNUAL ACCUMULATION
& FILE DRAWER(S)
1 O MICROFILM REEL(S)

RUNBER D COMPUTER TAPE(S)

C OTHER(SPECIFY)

(1" yes, ci1Tx Law(s) & reau

LATION S}

FILE 1S USED Yearly 12. FILE BECOMES INACTIVE AFTER
0 pailLY D wEEKLY O MONTHLY 1) O MONTH(S) AKX YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Winterode Building tir yes, sreciry raency or orrice)
D YEsS & NoO
i8. ACCESS RESTRICTIONS O vyeS & No 16. AUDIT REQUIREMENTS

AKNONE 0O STATE O FEDERAL O INDEPENDENT

17, IS AN INDEX SYSTEM USED? |

BRIEFLY AND DESCRIBE ANY

ODvyes B noO

1P YES.E>PLAIN
HARDWARE./ BOFTWARE )

RECOMMENDED RETENT JON

1 year

AND TITLE OF PREPARER

Asé?gggnt to the Director

20.

222-340

TELEPHONE NUMEBER

21. DATE

3

DGS 550-4 (REVISED 2/87)




INSTRUCTIONS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥ OR

REVISED RECORD SERIES. FORWARD

(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

7273 WATERLOO RQAD

¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 275 7l
°
JESSUP, MARYLAND 20794 PAGE _L__oF 45122
1. ARTMENT / AGENCY 2. DIVISION 3. UNIT
AVA. County Rec & Parks .
- Recreation

-} RECORD ORMALL LEKD
DEF INIT1ON -RECORD SERiES.” 9NOUP OF RELATED s N M

AND USED AS A UN!IT FOR

4. RECORD SERIES TITLE
FINANCIAL

REFERENCE AS WELL AS RETENTION AND DISFOSITION PURPOSESR

5. EARLIEST YEAR/LATEST YEAR

1&3937}v417572’

4N 'THE SERIES.

reconsilation reports.

(-] (-] 8 /FORMSE -]
3. RECORD SERIES DESCRIFTION (BRIIFLT DESCRIBE THE TYPES OF INFORMATION/DOCUMENT / FOUN

INCLUDRE THE PURPOSE OR FUNCTION OF THK 'Km!l)

Cash reciepts, register tapes, deposit slips, cashier reports & cash

7. RECORD SERIES FOMT(S) e.
X LETTER S12E O MICROFILM

O LEGAL S1zE O COMFUTER TAPE

RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL

0 NUMERICAL

VOLUME

Bt FILE DRAWER(S)
O MICROFILM REEL(S)
1 O COMPUTER TAPE(S)

NUMBE
o BOOK O FLOPPY DISK 0K CHRONOLOG 1 CAL . D OTHER(SPECIFY)
o
10 TAPE O VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
O OTHER( SPECIFY) 0O OTHER(SPECIFY) D FILE DRAWER(S)
1 O MICROFILM REEL(S)
RUKBPR D COMPUTER TAPE(S)
D OTHER{SPECIEY)

1. pFiLE 1S USED

O DAILY D wEEKLY 8 MONTHLY

12. FILE BECOMES INACTIVE AFTER

E O MONTH( S) 0 YEAR(S)

13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Winterode Building

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir yes, sereciry raEncy or orrice)
OyYEs R NO

w/ho

BEIEFLY, AND DESCRIBE ANY HARDWARE./ BOFTRARE )

0 yes NO

i$. ACCESS RESTRICTIONS O YES 16. AUDIT REQUIREMENTS
{1r yE8, civE LAw(s) & rrauLATION(S) X County
' DO NONE O STATE D FEDERAL D INDEPENDENT
17. 1S AN INDEX SYSTEM USED? - ED:
l1r yes.mxrLaIn 18. RECOMMENDED RETENTION

3 years or until audit.requirements have
been met, . then,dester N Ty
‘ 1deSEEQV T YIS

;

'
'

20.

‘ANE &ND ITLE ?F PREPARER

AssYstant to the Director

TELEPHONE NUMEER

21. DATE

DGS 550-4 {REVISED 2/87)




INSTRUCTIONS - -TYPE OR PRINT A

(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
#1TH RECORDS RETENTION SCHEDULE P.O. BOX 278
JESSUP, MARYLAND 20794 PAGE _jz__or éliz
:T"PARHMDHVAG&KH 2. DIVISION 3. wT
AVA. County Rec & Parks Parks

DEF INIT1ON - RECORD ERIES-A GROUP OF RELATED RECORDE NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISFOSITION PURFOSES

4. RECORD SERIES TITLE
FINANCIAL

B. EARLIEST YEAR/LATEST YEAR

(990 0 (992

B TYPES © » D
3. RECORD SERIES DESCRIPTION |( RIRKFLY DESCRIBE THE 8 OF INFORMATION/DOCUMENTS [FORMS FOUN
‘IN FHE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THK SEFRIES)

Permit numbers issued, Park entrance permits, golf course passes, etc.

7. RECORD SERIES FORMAT(S)

X LETTER S1ZE O MICROFILM

0 LEGAL SizE O COMFUTER TAPE
o BOOK U FLOPPY DISK
a 10 TAPE 0O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
O ALPHABETICAL R FILE DRAWER(S)
O MICROFILM REEL(S)
B NUMERICAL 2 D COMPUTER TAPE(S)
NUMBER 0 oripp(sPECIFY)
0 CHRONOLOGICAL .

[s] OGRAPH] CAL
cE ! 10. ANNUAL ACCUMULATION

O OTHER({SPECIFY) Q FILE DRAWER(S)
] O MICROFILM REEL(S)
KOMEPR O COMPUTER TAPE(S)

1. piLE 1S USED

O pailLy O wEEKLY

O oTHER({SPECIEYY
12. FILE BECOMES INACTIVE AFTER
B MONTHLY N'ﬁ_‘!ﬂ' O MONTH(S) X YEAR(S)

13. CURRENT LOCATION(S] (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

various sites-parks

tsr vyes, seeciFy raeEncry or orrice)
O yYyEs & NO

5. ACCESS RESTRICTIONS O yES

g NnO 16. AUDIT REQUIREMENTS

{(1r vyes, ci17vx taw{s) & rrcuLaTION(S) Count

O ponE: GYSTATE D FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r YRS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWAREK )

Ovyes 0 NO

18. RECOMMENDED RETENT ION

2 years then destroy ™ - ©o

AND TITLE OF PREPARER

q.

stant to the Director

As

20. TELEPHONE NUMEER 21. DATE

222-3403

DCS 3550-4 [REVISED 2/87)




INSTRUCT JQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES,
¥ITH RECORDS RETENTION SCHEDULE

(DGs s8B80-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

FORWARD 7278 WATERLOO RQAD
P.O. BOX 278

JESSUP, MARYLAND 20794

PAcz.jé__or,éZ;Z

1. ARTMENT / AGENCY
A.A. County Rec

2. DIVISION

& Parks Recreation

3. WNIT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FlLED
REFERENCE AS WELL AS RETENTION AND DISPOS

4.
FINANCIAL

RECORD SERIES TITLE

ITION PURPFOBES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
TO

3. RECORD SERIES DESCRIPTION |

Seasonal swim passes,

4N 'THE SERIES.

15 entrance passes

BRIEFLY DESCRIBRE THE TYPES OF INPOMTION/DOCMNTBIPOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 2. VOLUME
tKLETTER SI1ZE O MICROFILM O ALPHABETICAL B FILE DRA¥WER(S)
O MICROFILM REEL(S)
0 LEGAL S1ZE DU COMFUTER TAPE T NUMERICAL 1 O COMPUTER TAPE(S)
NUMBER p OTHER(SPECIFY])
o BOOK O FLOPPY DISK 0 CHRONCLOGICAL .
o] o o] :
10 TAPE VIDEO TAPE GEOGRAPHICAL 10. ANNUAL ACCUMULATION
G: OTHER( SPECIFY) O OTHER(SPECIFY) R FILE DRAWER(S)
O MICROFILM REEL(S)
ROUNEPE D COMPUTER TAPE(S)
0 OTHER(SPECIFEY )
1. piLe 1S USED 12. F|LE BECOMES INACTIVE AFTER
O palLy 0 WEEKLY 2] MONTHLY O MONTH(S) XX YEAR(S)

o

13, CURRENT LOCATION(S] [BLDG.,FLOOR, ROOM)

Arundel Olympic Swim Center

0 yes ¥ no

14, 1S R.ECORD SERIES DUPL ICATED ELSEWHERE?
ts» vyes, serEciry raEncy or orrice)

ACCESS RESTRICTIONS
(1" yes, ciTve Law(s) & rEauLATION(S])

0O yes A No 16. AUDIT

QUIREMENTS

ount
0 NoNE glsnu% O FEDERAL. 0O INDEPENDENT

17.

Oyes ® no

IS AN INDEX SYSTEM USED? (1P vyeS.E)PLAIN
BRIEKFLY AKD DESCRIBE ANY HARDWARE/SOFTWARE )

2 years

RECOMMENDED RETENT ION

TR N el tv s st m e

i ‘n‘g; "“
SRR 1 AV S

j
!

B,
- el O
i ,g L
w Faah 38

]

y e

TITLE OF PREPARER

Assgzzént to the Director

20. TELEPHONE NUMEBER

222-3403

21. DATE ~~ | ooy

DGS 550-4 (REVISED 2/87)




INSTRUCTJGNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

(DGS 380-1)

¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOC ROAD
P.O, BOX 273
JESSUP, MARYLAND 20754

race S _or 27

1. ARTMENT / AGENCY
A.A. County Rec & Parks

2. DlViSion
Parks

UNIT

an R
DEF INIT10N -RECORD SERIES-A OUP OF RELATED RECORDS NORMALLY WILED
REFERENCE AS WELL AS RETENTION AND DISPROS

4. RECORD SERIES TITLE

Financial

AND USED AS
ITION PURFOBES

A UNIT FOR

EARLI1EST YEAR/LATEST YEAR

L7780 10 [772Z

Reservation contracts,

House, etc.

‘tN 'THE SERIES.

forms,

special facilities reservation forms,
Mayo Beach Park, Lake Waterford, Downs,

BRIK DESCRIR =8 © © TION/DOCUMENTS /FORMS FOUND
3. RECORD SERIES DESCRIPTION (PR'EFLY IRE THE TY? F INFoRMA / T8/
INCLUDE THE PURPOSE OR PFUNCTION OF THE -!H1!s,

ie:

Quiet Waters Park, London Town Publik

7. RECORD SERIES FORMAT(S)

R LETTER S1ZzE O MICROFILM

O LEGAL S1ZE U COMFUTER TAPE
a Book U0 FLOPPY DISK
a) 10 TAPE 0O VIDEO TAPE

O OTHER({ SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0 NUMERICAL,

& CHRONOLOGICAL,

9.

VOLUME

% FILE DRAWER(S)
O MICROFILM REEL(S)
1 O COMPUTER TAPE(S)

""”B‘ﬁ O OTHER|SPECIFY)

O GEOGRAPHICAL

O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
OKFILE DRAWER(S)
O MICROFILM REEL(S)
RUNBPR O COMPUTER TAPE(S)

1. piLE 1S USED

O pAlLY D wEEKLY

12.
X MONTHLY

it

0 oTHER(SPECIFY)

FILE BECOMES INACTIVE AFTER
O MONTH(S)

R YEAR(S)

Various park sites

13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

0O yEs 0 No

14. 18 R.ECORD SERIES DUPLICATED ELSEWHERE?
tir ves, srEciFry raExcy or orrice)

13, ACCESS RESTRICTIONS

O vyEs
{tr vea, crTe raw{s) & reautaTiON(S)

& No 16,

AUDIT REQUIREMENTS

a N&Eura_’%l'ATE O FEDERAL U INDEPENDENT

17.

0D YEs X NO

IS AN INDEX SYSTEM USED? {(1F yES.EXPLAIN
BRIEPFLY AND DESCRIBE ANY HARDIARE/SOFTIAR!)

< |»22:yeans.then.destroy.

RECOMMENDED RETENT JON

1'II;MEIWD zrnj:OFl#ETmRER
Assgﬁ%gnt to the Director

20. TELEPHONE NUMEER

222-3403

21

. DATE

DGCS 350-4 (REVISED 2/87)




INSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

EVISED RECORD SERIES. FORWARD

(DGS 380-1)

¥1TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO RQAD
P.O. BOoX 273
JESSUP, MARYLAND 20794

russ_fz_or‘QCZ

1. ARTMENT / AGENCY
A.A. County Rec & Parks

2. DIVISION
Recreation

3. WNIT

DEF IN1T1ON - RECORD SERIES-A GROUP OF REKLATED RECORDS NORMALLY FIlLED
REFERENCE AS WELL AS RETENTION AND DISPFOS

4. RECORD SERIES TITLE
FINANCIAL

AND USKD AS A UNIT FOR
1TION PURPOSES

$. EARLIEST YEAR/LATEST YEAR

/990 v /9927

Reservation forms,

4N TTHE SERIES.

special event contracts,

3. RECORD SERIES DESCRIPTION (BRIKFLY DESCRIBE THE TYYPES Of INPOMT!ON[OOCWTB/'OM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK IBE‘!!B)

7. RECORD SERIES FORMAT(S)

G/ LETTER S12E U MICROFIIM

O LEGAL Si1zE 0O COMFUTER TAPE
BOOK U FLOPPY DISK

a 10 TAPE 0O VIDEO TAPE

0 OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0 NUMERICAL

B CHRONOLOG 1 CAL

9. VOLUME

& FILE DRAWER(S)]

| D MICROFILM REEL(S)

O COMPUTER TAPE(S)
NUMBER 1 oriep(sPECIFY)

O GEOGRAPHICAL

D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
B FILE DRAWER(S)
1/2 O MICROFILM REEL(S)
RUNEPRE DU COMPUTER TAPE(S)

0 OTHER{SPECIFY}

1. piLe 18 USED

O palLy O ¥EEKLY

12.
2 MONTHLY 6

FILE BECOMES INACTIVE AFTER
XX MONTH( S )

O YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Arundel Olympic Swim Center

O YES ® NO

$14. 1S R‘ECORD SERIES DUPL ICATED ELSEWHERE?
fi1r vyes, sPrECiFY saexcy or orrice)

0 yes oKX NO

BRIEFLY AND DESCRIBE ANY HARDRARE/SONTWARE )

2 years

RECOMMENDED RETENT ION

i%. ACCESS RESTRICTIONS 0 vyes B NoO 16. AUDIT REQUIREMENTS
(1w yes, ci1Tx Law(s) & rEauLaTiON(SB]
RNONE O STATE DO FEDERAL 0O INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (1pr vyS.E>PLAIN

b AR ey AR eR, i WM T e

3 b rRYNCTEY ‘g
GHVIADHH | !

L
3

ca remarre e e

As

AND TITLE OF PREPARER

stant to the Director

20. TELEPHONE NUMBER

222-3403

21. DATE

DGS 550-4 [REVISED 2/87)




[

INSTRUCT NS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

IEVISED RECORD EERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72735 WATERLOCO ROAD
P.O. BaX 273
JESSUP, MARYLAND 207%4

AGENCY RECORDS INVENTORY

PAGE 40 Ol’gz

1. ARTMENT [ AGENCY 2.
A.A. County Rec & Parks

DIVISION

Parks

3., lNIT

OEF INITICN-RECORD SER1ES.A ONOUP OF RELATED RECORDS NORMALLY FILXD AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DIBSPOSITION PURFPOAENR

4. RECORD SERIES TITLE ° ’
FINANCIAL

8. EARLIEST YEAR/LATEST YEAR

(789 1o /972

‘tN TFHE SERIES.

Grants, Maintenance & Teen;
information & reports.

3. RECORD SERIES DESCRIPTION ‘DRIIPI.Y DESCRIBE THE TYPES OF IHPOMT!ON/DOCWTS/POM FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THK IBL’!!B)

file of grant requests including guidelines,

7. RECORD SERIES FORMAT({S) 8.

O, LETTER S1ZE 0 MICROFILM

0 LEGAL S12E U COMFUTER TAPE
BoOK U FLOPPY DISK

O Aupilo TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL
O NUMERICAL

% CHRONOLOGICAL,
U GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

3 FILE DRAWER(S)
D MICROFILM REEL(S)
1 O COMPUTER TAPE(S)

"""Bgﬁ O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
® FILE DRA¥WER(S)
1 O MICROFILM REEL(S)
RUNEPR O COMPUTER TAPE(S)

. piLe 1S UsED

O palLy O wEEKLY X MONTHLY

O oTHER(SPECIFY)
FILE BECOMES INACTIVE AFTER
1 8 MONTH(S) X YEAR(S)

12.

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM)

Various park sites

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir yes, seEcirFy raexcy or orrice)
O YES & pnNo

'S. ACCESS RESTRICTIONS OYEs &nNoO
(1" yea, ciTe taw({s] & pEcuraTiON(S)

16. AUDIT REQUIREMENTS

C’NG&PuBEXWTE O rEpDERAL U INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1pr vyES.E)PLAIN
BRIEFLY AND DESCRIBE ANY ".ARD.AREISO"‘AR!)

0 YEs t{/No

»

18. RECOMMENDED RETENTION

3 years

:;&i‘;;d Lo tar Licgeztor
TITLE OF PREPARER 20.

As®istant to the Director 222~3403

TELEPHONE. NUMEER

21. DATE

DGS 5350-4 (REVISED 2/87)




INSTRYCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72783 WATERLOO ROAD
P.O., Bax 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

PAazdég_or_ZJL

1. /AGENCY
A.A. County Rec & Parks

2. DIVISION
Administration

3. WNIT

(-] RK (-
DEF INIT1ON - RECORD mlES-A GROUP OF LATED RECORDE NORMALLY FILED
REFERENCK AS RELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE
FINANCIAL

AND USED AS A UNIT FOR
1TION PURPOSER

5. EARLIEST YEAR/LATEST YEAR

AKZ?b’To [/ 99z~

General Ledger reports.

‘tN THE SERIES.

BRIEFL ESCRIBIK ES OF INFORMA [ DOCUMENTSE /FORMS FOUND
3. RECORD SERIES DESCRIPTION (°R!'%"-Y P THE 77 T1oN/DO /
INCLUDE TMHE PURPOSE OGR FUNCTION OF THK '!mzs)

7. RECORD SERIES FORMAT(S)
XLETTER S1ZE D MICROFILM

O LEGAL S1ZE O COMFUTER TAFPE
2] BOOK 0O FLOPFY DISK
o 10 TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL
£ CHRONOLOGICAL
D GECGRAPHICAL
O OTHER(SPECIFY)

8. VOLUME

X FILE DRAWER(S)}
L O MICROFILM REEL(S)
O COMPUTER TAPE(S)
'““”ditlcnmnu§£c1rv)

10. ANNUAL ACCUMULAT ION
XFILE DRAWER(S)
O MICROFILM REEL(S)
RGHMBPR O COMPUTER TAPE(S)
0 OTHER(SPECIEY)

1. piLE IS USED

0O pajLy 0O WEEKLY

& MONTHLY

ot

12. PILE BECOMES INACTIVE AFTER
O MONTH(S)

& YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Winterode Bldg.

14.

1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, seEciry raExcy or orrice)
O0yvyeEs R NO

{$. ACCESS RESTRICTIONS
(1r ves,

a vyesS 8 No
ci1Te LAw({s) & rEauLATION(S)

AUDIT REQUIREMENTS

X¥XNONE O sSTATE D FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r yES.EPLAIN

==

.

RECOMMENDED RETENT ION (§»§Vﬂ

As

stant to the Director

222-3403

18. ,“w
BRIEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARK )
. J 1 year
O YEs NO ’
‘M A&ﬂ) WPW 20. TELEPHONE NUMEER 21. DATE

DGS 350-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE' FORM FOR EACH NE¥Y OR

IEVISED RECORD SBERIES. FORWARD
#1TH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O., BOX 273
JESSUP, MARYLAND 207%4

PAG:[jz_orjzjz

x.‘l’unwzn1nuzmcv
AWY. County Rec & Parks

2. DIVISION
Recreation & Parks

3. WINIT

DEFINITION-RECORD SERIES-

A GRrOUP OF
AKFERENCE AS NELL AS RETENTION AND DISPOS

RELATED RECORDS NORMALLY WFILED

.

4. RECORD SERIES TITLE

FINANCIAL

AND USED AS A UNIT FOR
LTION PUAPOSES

8. EARLIEST YEAR/LATEST YEAR

3. RECORD SERIES DESCRIPTION (

4N THE SERIES.

Refund requests;

programs,

facility reservations,

leaqgue fees,

BRIKFLY DESCRIBE THE TYPKS OF INFQMTION/DOCMNTB/POW FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK lnmzs,

etc.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
OXLETTER S1ZE O MICROF LM O ALPHABETICAL X FILE DRAWER(S)
O MICROFILM REEL(S)
0 LEGAL S1ZE O COMFUTER TAPE 0 NUMERICAL 1 O COMPUTER TAPE(S)
NGHBER g OTHER(SPECIFY)
o PoOK O FLOPPY DISK £ CHRONOLOGICAL )
o o o
10 TAPE VIDEO TAPE GEOGRAPHICAL 0. AMNUAL ACCLMULAT ION
O OTHER(SPECIFY]) 0 OTHER(SPECIFY) O FILE DRA¥WER(S)
O MICROFILM REEL(S)
ROMBPR O COMPUTER TAPE(S)
O OTHER(SPECIFY)
1. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
O DAILY O WEEKLY X MONTHLY 1 O MONTH(S) B YEAR(S8)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM)

Various park & recreation

sites

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

t1r vyes, srECIFY sraEncy orR oFrFice)
Ovyes XNo

i8S, ACCESS RESTRICTIONS O YES

{ir yes, ciT taw{s) & rEauLATION(S)

X NOo 16.

AUDIT REQUIREMENTS

EXNONE O STATE O FEDERAL U INDEPENDENT
17. IS AN INDEX SYSTEM USED? -
(1r yes.exriaIn 18. RECOMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY H.ARDIARE/ SOFTRARE )
O YES t/ NO 1 year . .
» T - LR !q L] 1
S ANEAR

Qs
é;Z%gnt to the Director

As

20. TELEPHONE NUMEBER

222-3403

21. DATE

DGS 530-4 (REVISED 2/87)




ISTRUCTIGQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

IEVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE

(DGS 880-1) JESSUP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O, BOX 278

MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGEZjL_W’EZjZ

2. DIVISION

;T1l!hxncmwpmzwcy
AVA. County Rec & Parks

All divisions R&P

3. WNIT

DEF INIT1ON-RECORD SERIES.A @MOUP OF REXLATED RECORDS NORMALLY WFILXD
REFERENCK AS WELL AS RETENTION AND DISPOSITION PURPOSES

AND USED AB A UNIT FOR

4. RECORD SERIES TITLE
FINANCIAL

5. EARLIEST YEAR/LATEST YEAR

1220 v [ 992

4N THE SERIES.

3. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIER THE TYPES OF INFOMTlONIDOCMNTS,POM FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THK IKR"IEB)

Purchase order, sub-order releases, direct payments, etc

7. RECORD SERIES FORMAT(S) 8.
KLETTER S1ZE U MICROFILM
0O LEGAL S1ZE D COMFUTER TAPE
a BOOK O FLOPPY DISK
o 10 TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
O ALPHABETICAL
0 NUMERI]CAL
¥ CHRONOLOGICAL
O GEOGRAPHICAL
0 OTHER({SPECIFY)

VOLUME

XX FILE DRA¥ER(S)
O MICROFILM REEL(S)
1 U COMPUTER TAPE(S)

NGMBER g OTHER({SPECIFY)

10, ANNUAL ACCUMULATION
X FILE DRAYWER(S)
1 0O MICROFILM REEL(S)

ROWBPER O COMPUTER TAPE(S)

1. piLE 1S USED

O palLY O ¥WEEKLY & MONTHLY

0 OTHFR(SPFCIEY)
FILE BECOMES INACTIVE AFTER

nnﬁmgr & MONTH( S) O YEAR(S)

12.

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Various park & recreation sites &
winterode bldg.

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes, srEciry raency or orrice)
O YEsS X8 NO

:8., ACCESS RESTRICTIONS D YES 8:No

(1" yes, ciTe LA¥(s) & rEGULATION(S])

16. AUDIT REQUIREMENTS

I NONE O STATE O FEDERAL 0O INDEPENDENT
17. 1S AN INDEX SYSTEM USED1? ey
L1r ves.mxrLaIn 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) s ot et 2
b 1 i e e . . 2 ieq e 2 Y -"":Y"\,Pf 2y 1
o yes JNO +iRgtain in office, }Jnt&%ﬁ/élgﬁ céakes

then destroy

i

AND T)HTLE OF PREPARER

ant to the Director

zol

Assi 222-3403

TELEPHONE NUMBER

-3

21. DATE

DGS 350-4 (REVISED 2/87)




|

INSTRUCTIGNS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVIS]ION
727% WATERLOO ROAD

BOX 2758
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

rmsa1/5'cw 27

1. /AGENCY
ATR. County Rec & Parks

2. DIVISION

All divisions

3. UINIT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY PFILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE
FINANCIAL

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFODES

5. EARLIEST YEAR/LATEST YEAR

(97/ o 1992

3. RECORD SERIES DESCRIFPTION |(
‘SN FTHE SERIES.

Petty cash-expense statments.

PRIKFLY DRESCRIBK THK TYPES OF INPOR"ATION/DOCMNTSIPOM FOUND

INCLUDE THE PURPFPOSE OR FUNCTION OF THK SEFRIES |

7. RECORD SERIES FORMAT(S) 8.

) LETTER S12E O MICROFILM

O OTHER( SPECIFY)

RECORD SERIES SEQUENCE 9.

& ALPHABETICAL

O OTHER(|SPECIFY)

VOLUME

;P FILE DRAWER(S)
O MICROFILM REEL(S)

0O LEGAL S1ZE U COMFUTER TAPE 0O NUMERICAL 1 DO COMPUTER TAPE(S)
'“mad‘E’UnER!§ECUT)

D BOOK U FLOPPY DISK O CHRONOLOGICAL . (

o 10 TAPE 0O VIDEO TAPE 0 GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
Y FILE DRAWER(S)
1/2 O MICROFILM REEL(S)
RUNSPR D COMPUTER TAPE(S)

O OTHER(SPECIFY)

1. piLE 1S USED

O pAlILY 0O wEEKLY O MONTHLY

12. FiLE BECOMES INACTIVE AFTER

6 R MONTH(S) O YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

Various R&P sites

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

fir ves, sPrECIFY r0ENCY OR OFFiIcE)
D YES xNO

i18. ACCESS RESTRICTIONS O YEs XXkNoO
(17 yes, ci1Te Lawls) & reGuLaTION(S)

16. AUDIT REQUIREMENTS

xR NoNE 0O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r vyas.®mOPLAIN
BRIEFLY AND DESCRIBEZ ANY MARDWARE/SOFTWARE )

EIYES u/ NO

18. RECOMMENDED RETENT ION

l.year . .

ANQD Tlf:j OF PREPARER 20.

Asf¥stant to the Director

222-3403

TELEPHONE NUMEER

21. DATE

DGS 5%0-4 (REVISED 2/87)




INSTRUCTIQNS - - TYPE OR PRINT A
SEPARATE. FORM FOR EACH NE¥W OR

IEVISED RECORD SERIES, FORWARD
41TH RECORDS RETENTION SCHEDULE
(DGS 880-1)

P.O.
JESSUP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
BOX 27%
MARYLAND 207%4

AGENCY RECORDS INVENTORY

chs,ﬁé;_orgzgl

;T1l'kwncmnwm=un7

Recreation & Parks

2. Dlvisian

All divisions R&P

3. WNIT

SEF INIT1ON -RECORD SERIES.® OMOUP OF RELATED RECORDS NORMALLY W1LED
REFERENCE AS WELL AS RETENTION AND DISPOS|ITION PURPOAER

AND UEED AS A UNIT PFOR

4. RECORD SERIES TITLE

REPORTS

5. EARLIEST YEAR/LATEST YEAR
19900 [ 9TZ

B " x (-] ON FORMS
5. RECORD SERIES DESCRIPTION ( RIKFLY DESCRIBE THK TYPES OF I[MFORMAT! /DOCWT!, FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES |

4N THE SERIES.

Réference files for REcreation & parks divisions containing;

a. Camp & Playground reports
b. Ranger reports
c. Registration statistics

7. RECORD SERIES FORMAT(S) 8.

MXLETTER S12E O MICROFILM

0 LEGAL S1ZE 0O COMFUTER TAPE
[n]

O NUMERICAL
BOOK U FLOPPY DISK
a 10 TAPE 0O VIDEO TAPE

D OTHER(SPECIFY)

RECORD SERIES SEQUENCE

x ¥ ALPHABETICAL

O CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

G FILE DRAWER(S)
L O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER 0 orypp(sPECIFY)

10. ANNUAL ACCUMULAT ION

® FILE DRAWER(S)
2 O MICROFILM REEL(S)
RUNBERER O COMPUTER TAPE(S)
C_OTHER(SPECIFY )

1. piLE 1S USED

QO palLY 0O WEEKLY XX MONTHLY

12.

RstewE

FILE BECOMES INACTIVE AFTER
O MONTH(S) B YEAR{S)

13. CURRENT LOCATION(S) (ELDG.,FLOOR, ROOM)

Various recreation & parkusites

14.

1S RECORD SERIES DUPLICATED ELSEWHERE?

tir yes, seeciry saency or orrice)
O yEs QNO

!S, ACCESS RESTRICTIONS O YEsS XX NO

(1" vyes, ci1Te LAw({S) & rEauLaTiION(S)

AUDIT REQUIREMENTS

BXNONE O STATE O FEDERAL O INDEPENDENT

17, 1S AN INDEX SYSTEM USED? (1w YRS.E)PLAIN

BRIEFLY AND DRSCRIBE ANY HARDRARE/SOFTWARE )

DYgs B/rm

Retain until
ceases,

RECOMMENDED RETENT JON

-~

administratiye..value ™"}
PRI S A o
destroy e X
t

R A

then

,oaw
Loy &

(iR

|

TITLE OF PRE‘PA!ER
Q.

Asg;zgz;t to the Director

20,

222-3403

TELEPHONE NUMEER

21 . DATE

DGS 330-4 (REVISED 2/87)




INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

EVISED RECORD SERIES. FORWARD

(DGS 880-1)

4ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROQAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

PAGE_jL_OFéZZ_

l.'lLUﬂNEﬂVAGDﬁY

Recreation & Parks

2. DIVISION
All R&P divisions

3. UINIT

DEF INIT ! ON - RECORD ﬁRIES-A GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE
FORMS

REFERENCE AS WELL AS RETENTION AND DISPFOS

1YION PURFOSES

AND UESED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

/297 v0 /2%Zz

3. RECORD SERIES DESCRIPTION (

Registration forms,
School Facilities,

4N 'PHE SERIES.

R&P Program,
Park facilities.

AOSC programs,

School Facility Use,

BRIEKFLY DESCRIBRE THE TYPES OF INPOR‘HATION[DOCMNTB,FOM FOUND
INCLUDE THE PURPOSE OR FUNCTIOR OF THEK sEries |

Fieldds,

7. RECORD SERIES FORMAT(S)
EKLETTER S1ZE U MICROFILM

0 LEGAL S1ZE 0O COMFUTER TAPE
o BOOK O FLOPPY DISK
Dql!:Z'nwc O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0 NUMERICAL
R CHRONOLOGICAL
O GEOGRAPHICAL

0O OTHER(SPECIFY)

9. VOLWME

XX FILE DRAWER(S)
D MICROFILM REEL(S)
1 O COMPUTER TAPE(S)

NUMBER o OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
& FILE DRAWER(S)
O MICROFILM REEL(S)

nm%mwwncmwantn'nwc(s)

O OTHER(SPECIFY)

1. piLE 1S USED

O palLYy O WEEKLY

Gk MONTHLY

12. FILE BECOMES INACTIVE AFTER
1 O MONTH(S)

8 YEAR(S)

Various R&P sites

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti1r yes, sreciFY soErcy orR OFFicE)
O YES x&2 NO

'S, ACCESS RESTRICTIONS

CyES x8 NO 16. AUDIT REQUIREMENTS
(1" yes, c1Te taw(s) & rEGuULATION(S)
: X NoNE O STATE O FEDERAL 0O INDEPENDENT

UY.ES D/NO

i7, IS AN INDEX SYSTEM USED? (1 ves.=E>PLAIN
BRIEFLY AND DERSCRIRE ANY HARDRARE/SOFTWARK)

18, RECOMMENDED RETENT JON

3 years, (last two in records éenter)
then destroy

tﬁ AND TI OF Pﬂf’m
~ d

Assi ant to the Director

20. TELEPHONE NUMEER
222-3403

21. DATE

DGS 330-4 (REVISED 2/87)




INSTRUCT IONS - -TYPE OR PRINT A

(DGS 530-1})

DEFARTMENT OF GENERAL SERVICES

Recreation & Parks

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
EVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
41TH RECORDS RETENTION SCHEDULE P.O. BOX 273
JESSUP, MARYLAND 20794 PAcE [_Z_OF -2—2-
1. JAGENCY 2. DIVISION 3. WNIT

All R&P Divisions

arour © D RECOR NO L LED [-) ED AS UNIT PFOR
DEF IN1T 1 ON - RECORD ERIES-A ” RELATE -1 RMALLY P AND US AS A
REFERENCE AS WELL AS RETENTION ANUD DISPFOSITION PURPOSES

4. RECORD SERIES TITLE

Correspondence

5. EARLIEST YEAR/LATEST YEAR

[759 1o L2272

B TYP (-] N ro
3. RECORD SERIES DESCRIPTION | RIKFLY DESCRIBE THK ES OF INFORMATION/DOCUMENTS /FORMS PFOUND
‘IN 'THE SERIES. R INCLUDE THE PURPOSE OR FUNCTION OF THK SEP1ES |

General Correspondence: This file is a mixture of correspondence & general

reference material, primarily with professional, civic associations, vendors,
individuals and local agencies.

7. RECORD SERIES FORMAT({S)

R LETTER SI1ZE O MICROFIIM

O LEGAL S1ZE U COMFUTER TAPE
o BOOK O FLOPPY DISK
o 10 TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
O ALPHAEETICAL X8 FILE DRAWER(S)
O MICROFILM REEL(S)
0 NUMERICAL 2 O COMPUTER TAPE(S)
NUMBER O oTHER(SPECIFY)
X3 CHRONOLOGICAL,

0 o= ! 10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) RXFILE DRAWER(S)
1 O MICROFILM REEL(S)
KOMG2R O COMPUTER TAPE(S)

O OTHER(SPECIEY)

1. piLE 1S USED

12. FILE BECOMES INACTIVE AFTER

Various R&P sites

QO paiLy 0 WEEKLY 2 MONTHLY 6 & MONTH(S) O YEAR(S)
: RUNBER
13. CURRENT LOCATION(S) (BELDG.,FLOOR,RROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

tir yes, sreciry saEncY OR OFrice)
0O YES DxNO

!5. ACCESS RESTRICTIONS Cyes ONO 16, AUDIT REQUIREMENTS
(i@ yms, cive LAw(S) & rREGuULATION(S)

"XX NONE O STATE 0O FEDERAL O INDEPENDENT

D Ygs l{ NO

i7. IS AN INDEX SYSTEM USED? (I1r YES.EIPLAIN
BRIEFLY AND DESCRIRBRE A-NY MARDIARE/ SOFTWARK )

18. RECOMMENDED RETENT ION

Retain 3 years, then destroy all
material no longer needed for

LR

T Ay

As tant to the Directopr

20. TELEPHONE NUMEER 21. DATE
222-3403

DGS 330-4 (REVISED 2/87)

!




IHSTRUCTIQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

IEVISED RECORD SERIES., FORWARD
41TH RECORDS RETENTION SCHEDULE
(DGS 830-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

PAa;dﬂz_or.ézz

TT‘I';;nEDHVAGBKﬂ

Recreation & Parks

2. plvision

All R&P Divisions

3. INIT

DEF IN1T 10N - RECORD ERlES-A GROUP OF REKIATED RECORDS NORMALLY FiLED
REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

PERSONNEL

AND USED AS A UNIT FOR
ITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR

7¢ 10 (EEZZ/

‘IN FTHE SERIES.

3. RECORD SERIES DESCRIPTION (BRIIPLT DESCRIBE THEK TYPES OF INPOMTIONIDOCWTB,FOM FOUND
INCLUDR THE PURPOSE OR PUNCTION OF THR lnmzs)

PAA Copies; Time Sheets; Leave Sheets; department personnel records.

7. RECORD SERIES FORMAT(S)

Various R&P sites

XD YyEsS D nNO

8. RECORD SERIES SEQUENCE 9. VOLUME
XR LETTER S1ZE O MICROFILM K ALPHAEET 1CAL # FILE DRA¥ER(S)
O MICROFILM REEL(S)
O LEGAL S1ZE 0O COMFUTER TAPE O NUMERICAL 3 O COMPUTER TAPE(S)
NOMBER 0 orppR(SPECIFY)
o BoOK U FLOPPY DISK O CHRONOLOGICAL . (
u] 10 o O
TAPE VIDEO TAPE GEOGRAPHI CAL 10. ANNUAL ACCUMULATION
O OTHER(SPECIFY) O OTHER(SPECIFY) $yFILE DRAWER(S)
O MICROFILM REEL(S)
KROWEPE D COMPUTER TAPE(S)
O OTHER[{SPECIFY)
1. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
O pAILY X wEEKLY O MONTHLY 2 O MONTH(S) B YEAR(S)
13. CURRENT LOCATION{S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

ti® vyes, sreciry raenxcy or orrice)

!35. ACCESS RESTRICTIONS

O YES XBXNO
(1" vyes, ci1Te taw(s) & rEauLATION(S)

AUDIT REQUIREMENTS

XA NOoNE O STATE D FEDERAL 0O INDEPENDENT

i7.

Dvﬁs d/rw

IS AN INDEX SYSTEM USED? (1w vyERS.E)PLAIN
BRIEFLY ANKD DESCRIBE ANY HARDWARE/SOFTWARE)

Retain 2 years after termihdt
then destroy.

RECOMMENDED RETENT JON

P i s
P N

Y
-}\O ‘}1'5

PR
y

]
4

N sl

Qe

tdnt to the Director

As

20. TELEPHONE NUMEER

222-3403

21. DATE

DGS 350-4 (REVISED 2/87)




N

INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

IEVISED RECORD SERIES. FORWARD
41TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

nmz:éhz_orlgjL

Recreation & Parks

2. DIVISION
All R&P Divisions

3. WINIT

DEF INITON - RECORD SER!ES-A GROUP OF RXLATED RECORDS NORMALLY FlLED
REFERENCK AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE
PERSONNEL

AND USED AS A UNIT FOR
LTION PUBPFPOSES

5. EARLIEST YEAR/LATEST YEAR

/1989 10 ]992Z

Payroll records-FSLA

4N 'THE SERIES.

BRIK ESCRIBE 8 © ON /DOC NTS /FORMKS PFOUND
3. RECORD SERIES DESCRIPTION ( I1XKFLY DES 1 THE TYP  INFORMATION/ UMNE /
INCLUDR THE PURPOSE OR PUNCTION OF THE I!R1!8)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER S1zE O MICROFILM X ALPHAEET I CAL O FILE DRA¥ER(S)
O MICROFILM REEL(S}
8 LEGAL S1ZE 0O COMFUTER TAPE O NUMERICAL 2 O COMPUTER TAFE(S)
NUMBER g orpep(sPECIFY)
g BoOK U FLOPPY DISK 0 CHRONOLOGICAL . f
. Binders
D n
10 TAPE VIDEQ TAPE 0 GEOGRAPHICAL 10. ANNUAL ACCUMULAT I1ON
O OTHER(SPECIFY) O OTHER({SPECIFY) O FILE DRAWER(S)
O MICROFIJILM REEL(S)
m%ﬁ!waCQWEHER'ﬂwt(S).
. o orurr(seeciey) Binder
1. wiLE 1S USED 12. F|LE BECOMES INACTIVE AFTER
O pAILY 0 WEEKLY X MONTHLY 3 O MONTH(S) X8 YEAR(S)

Various R&P sites

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir yes, sereciry raency or orrice)
D YES HBxNO

!5. ACCESS RESTRICTIONS

O YES x®xNO
(1" vea, ciTe Lan(s) & rReguLaTiON(S)

AUDIT REQUIREMENTS

O NONE D STATE 38; FEDERAL D INDEPENDENT

17.

O yEs d/no

IS AN INDEX SYSTEM USED? {1r yRS.E)PLAIN
BRIEFLY ARD DESCRIBE ANY HARDIARE/BOFTIAR!)

18.

destroy.

Retain 3 years in department,

RECOMMENDED RETENT JON

Y
e deay vy
[NER} +

Y

~

»

:
awd *

AND TI1 OF PREPARER

Assi to the Director

an

20. TELEPHONE NUMEER

222-3403

21. DATE

DGS 550-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIJES., FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD

41TH RECORDS RETENTION SCHEDULE
(DGS 8380-1)

P.O.
JESSUP,

BOX 278
MARYLAND 20794

PAazéLL_or_gjL

2. Dlvision

;T1l'~znmunmaan7

Recreation & Parks

Administration & Parks

3. WNIT

DEF INITION-RECORD SERIES.A OROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE
PROJECTS

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

1905 vo | 992

‘IN FHE SERIES.

roms
3. RECORD SERIES DESCRIPTION ‘-RIIFLY DESCRIBE THE TYPES OF INFOR‘IATION[DOCMNTB/ FOUND

INCLUDE THE PURFOSE OR FUNCTION OF THK SEFIES )

Capitol project infommation, site plans, land plats, blue prints, & drawings
for each park site maintained by department,

7. RECORD SERIES FORMAT(S)

O LETTER S1ZE O MICROFILM

0 LEGAL S1ZE 0O COMFUTER TAPE
g BOOK 0O FLOPPY DIsSK
J‘IZ::'UEE 0O VIDEO TAFE

X OTHER( SPECIFY)

Maps-Plats, etc

8. RECORD SERIES SEQUENCE 9.
2 ALPHABETICAL
0O NUMERICAL
O CHRONOLOGICAL,
O GEOGRAPHICAL
0 oTHER(SPECIFY)

VOLUME
xg FILE DRAWER(S)
8 MICROFILM REEL(S)

3 O COMPUTER TAPE(S)
""”“‘_ O OTHER{SPECIFY)

10. ANNUAL ACCUMULAT ION
XR FILE DRAWER(S)

3 O MICROFILM REEL(S]}

RONBPRE O COMPUTER TAPE(S)

t1.

O OTHER({SPECIFY}

(1" vyes, ciTe LAw{s) & rEGuLATION(S)

FILE 1S USED 12. FiLE BECOMES INACTIVE AFTER
O palLY 0 WEEKLY 2 MONTHLY O MONTH(S) O YEAR(S)
RUNEER
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
ti1r vyes, seeciry saEncy or oFrice)
L . . o
Administration & parks Winterode Bldg. YES R No
!$. ACCESS RESTRICTIONS O yEs f:NO 16. AUDIT REQUIREMENTS

XXt NONE D STATE 0O FEDERAL D INDEPENDENT

i7. 1S AN INDEX SYSTEM USED? {1 vES.E>PLAIN

BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

O ves !J NO

18. RECOMMENDED RETENT JON

s
o I »

Permanent. Retaiq;in-offiééﬁ%ﬁtpl%
administrative valueﬁ@éﬁké&j' hereafter

,ll
transfer to state archivess

20.

A e,

Assi to the Director

an

TELEPHONE NUMEER
222-3403

21. DATE

v
fe

DGS 350-4 (REVISED 2/87)

.




ISTRUCT 1GNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

IEVISED RECORD SERIES. FORWARD
#1TH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

7278 WATERLOO ROAD
P.O. BQX 273
JESSUP, MARYLAND 20794

PAQEELZBOF‘ELQ’

1. ARTMENT /| AGENCY

Recreation & Parks

2. plvision

Parks

3. WNIT

DEFINITION-RECORD SERiES.® 9NOUP

OF RELATED RECORDS NORMALLY F]LED
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

AND USED AS A UNIT FOR

RECORD SERIES TITLE
PROJECTS

4.

5. EARLIEST YEAR/LATEST YEAR

L5 1o 1992

4N THE SERIES.

3. RECORD SERIES DESCRIPTION ‘-RIIPLY DESCRIBE THK TYPES OF INFOMTIONIDOCMTIIPOW FOUND

INCLUDR THE PURPOSE OR FUNCTION OF THE SEFIES )

Sub-Division records, plats, maps & correspondence.

7. RECORD SERIES FORMAT(S) 8.
O LETTER S1ZE 0O MICROFILM
QAEGAL S1ZE 0O COMFUTER TAPE O NUMERICAL
BOOK O FLOPPY DISK
10 TAPE 0O VIDEO TAPE

o
B OTHER(SPECIFY)

RECORD SERIES SEQUENCE

IXALPHABET ICAL

O CHRONOLOGCAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
@ FILE DRAWER(S)
O MICROFILM REEL(S)

3 O COMPUTER TAPE(S
NUMBE ( )
0 OTHER(SPECIFY])

ANNUAL ACCUMULAT ION
x P FILE DRAWER(S)
6 O MICROFILM REEL(S)
RUHBPR O COMPUTER TAPE(S)

C OTHER(SPECIFY)

{sr ys, ci1Te LAW(S) & rREGuULATION(S)

1. piLE 1S USED 12. F|LE BECOMES INACTIVE AFTER
Q paiLy O WEEKLY X R MONTHLY 1 0 MONTH(S) X% YEAR(S)
_RUNEER
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
, tir vyes, srEciry raexcy or orrice)
Winterode Bldg. XYES D NO
1S$. ACCESS RESTRICTIONS O YES X8 NO 16. AUDIT REQUIREMENTS

ANoNE O STATE D FEDERAL 0O INDEPENDENT

i7. IS AN INDEX SYSTEM USED? (1w vyRS.EYXPLAIN

BRIEFLY AKD DESCRIBE ANY HARDRARE/ BOFTRARE )

O vyEs NO

18. RECOCMMENDED RETENT JON

retain 1 year in office, or until value
ceases, then destroy, P&Z has Qoriginals.

o 10 Covoons,

tagt to the Director

20.

222-3403

Assz

TELEPHONE NUMEER

21. DATE

DGS 530-4 [REVISED 2/87)




\n

INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY¥ OR

FEVISED RECORD SERIES. FORWARD
41TH RECORDS RETENTION SCHEDULE
{DGS 8380-1)

P.O.
JESSUP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROQAD

BOX 273
MARYLAND 20794

AGENCY RECORDS INVENTURY

race 43 or 27

1. {AGENCY 2. DIYVISION

Recreation & Parks Parks

3. WINIT

DEF INIT 1 ON - RECORD SER]ES-A GROUP OF RELATED RECORDS NORMALLY FlLED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

PROJECTS

REFERENCE AS WELL AS RETENTION AND DISFOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR

/965 vo [957

4N THE SERIES.

Parks owned by County-files.

3. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBRE THE TYPES OF INPOMTION[DOCMNTBIFOM FOUND

INCLUDR THE PURPOSE OR FUNCTION OF THEK SEFIES )

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER S1zE U MICROFILM S ALPHAEET 1 CAL O FILE DRAWER(S)
O MICROFILM REEL(S)
X LEGAL S1ZE 0O COMFUTER TAPE O NUMERICAL 3 O COMPUTER TAPE(S)
NUMBER 2 oTHER(SPECIFY)
o BOOK O FLOPPY DISK 0 CHRONOLOGICAL . .
. lFile drawerss& map hangers
8] o] [a] \
10 TAPE VIDEO TAPE GEOGRAPHICAL 0. ANNUAL ACCUMULAT IO
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
3 O MICROFILM REEL(S) goe
KORMSPR O COMPUTER TAPE(S)
O omurp(seeciey)  3POVe
1. riLE 1S USED 12. FlLE BECOMES INACTIVE AFTER
O paiLy »X WEEKLY O MONTHLY O MONTH(S) O YEAR(S)
. RURBEN

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Winterode Bldg.

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

t1r vyes, srecirFry roenxcy or oFrice)
O YES X8 NO

!S. ACCESS RESTRICTIONS O YES >80

{1r yes, ciTe Law(s) & rREGuLATION(E]

16. AUDIT REQUIREMENTS

"Xt NONE D STATE O FEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM USED?! |(I1r YES.EXPLAIN

BRIEFLY AKD DESCRIBE ANY MARDRARE/SOFTWARE )

O vyeS NO

18. RECOMMENDED RETENT ION

Permanent. Periodically’ trarnsfer to
State Archives. BN .

[ 2

20,

‘4;4: Al‘dlé T1 OF PREPARER
-

AssAS$tant to the Director

222-3403

TELEPHONE NUMEER

21. DATE

DGS 5350-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

EVISED RECORD SERIES. FORWARD
41TH RECORDS RETENTION SCHEDULE
(pGS 8B0-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273

MARYLAND 20794

JESSUP,

AGENCY RECORDS INVENTORY

race 2.¢ or A7

1. 'ARTM‘ENT/AGEIK:Y

Recreation & Parks

2. DIVISION

All Divisions R&P

3. INIT

a Q D RECORDS NO (-} SED AS T ror
DEF INIT ) O - RECORD SERIES-A ROUP F RELATE co NORMALLY FILED AND U AS A UN

4. RECORD SERIES TITLE
CONTRACTS

REFERENCK AS WELL AS RETENTION AND DISPOSITION PURPOAES

5. EARLIEST YEAR/LATEST YEAR

1920 v0 /722

(-]
5. RECORD SERIES DESCRIFTION ‘nnl:rt.v PDESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS PFOUND
‘tN 'FTHE SERIES.

Leases, Contracts, Agreements & Insurance Policies.

JNCLUDE THE PURPOSBE OR FUNCTION OF THE SEF1ES )

7. RECORD SERIES FORMAT(S)

B LETTER S1ZE O MICROFILM

O LEGAL S1ZE O COMFUTER TAPE
a BOOK O FLOPPY DISK
o 10 TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
x38 ALPHABETICAL
0 NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL

D OTHER{SPECIFY)

Q FILE DRAWER(S)
O MICROFIIM REEL(S)

] 0O COMPUTER TAPE(S)
NUMBER D orHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
BXFILE DRAWER(S)
O MICROFILM REEL(S)
RUMBER D COMPUTER TAPE(S)

D_oTHER[SPECIFYY

1. wiLE 1S USED

O paAlLY O wEEKLY

2 MONTHLY

12. FiLE BECOMES INACTIVE AFTER

Nﬂ!‘_ O MONTH(S) Q YEAR(S)

Various R&P sites

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyen, srECIFY raENCY OR OFFICE)
0 YES ® NO

'S, ACCESS RESTRICTIONS O YES

BxNo

(1" yes, ci1Te Law(s) & rEauLaTION(S)

16. AUDIT REQUIREMENTS

XB NONE O STATE O FEDERAL D INDEPENDENT

Q YEs S//No

i7. IS AN INDEX SYSTEM USED? (1yr YES.E):PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWAREK)

e —
- aRRaR
A

1
18. RECOMMENDED R#TENTIQ%Kyiga:)é§}E }

Retain in office 1 year after terﬁination
Transfer to Record Center to'retain 4 YES |

or until put on microfilm.
1}

1

t

AND T]TLE W’PR?WUER
LZ. (ELL4>{L4AKJ

As tdnt to the Director

20. TELEPHONE NUMEER 21. DATE
222-3403

-

DGS 550-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

EVISED RECORD SERIES. FORWARD

(DGS 880-1)

#1TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

rumz}%fr—or 27

1. ARTMENT / AGENCY

Recreation & Parks

2. plvision
Administration

3. WNIT

DEF IN1T1ON-RECORD SERIES.? ONOUP OF RELATED RECORDS NORMALLY FILED
REXFERENCE AS WELL AS RETENTION AND DISPFOS

4. RECORD SERIES TITLE
MINUTES

AND USED AS A UNIT PFOR

ITION PURFOSESR
5. EARLIEST YEAR/LATEST YEAR

Lol L2972

correspondence relating

‘IN 'FHE SERIES.

BRIEF DESCRIBK -] (-] oN/D B /rOmMSE o
3. RECORD SERIES DESCRIPTION ( IzrLyY ] THE TYPKS OF INFORMATION/DOCUMENTS/ FOuUN
INCLUDE THE PURPOSBE OR FUNCTION OF THE SERIES)

Minutes of Recreation Advisory Board meetings, papers, studies, reports &
to the Board and its activities.

7. RECORD SERIES FORMAT(S)
HXYETTER S1ZE O MICROFILM
D LEGAL sS1ZE O COMFUTER TAPE
BOOK U FLOPPY DISK
o 10 TAPE 0O VIDEO TAFPE

0 OTHER({SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0 NUMERICAL
X CHRONOLOG I CAL,
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. voLuME
xB FILE DRAWER(S)

O MICROFILM REEL(S)

[ 2 0 COMPUTER TAF’E(S)
NUMBER O orHER(SPECIFY)

ANNUAL ACCUMULAT ION
$xFILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)

1/2

1. piLE 1S USED

8 pailLy 0 wEEKLY

12.

X® MONTHLY RUMEER

0 oTHER(SPECIEYY .

FILE BECOMES INACTIVE AFTER
O MONTH(S)

D YEAR(S)

Winterode Bldg.

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti1r vyes, sPECiFY saEnxcy or orrice)
D yES X0 No

!5 . ACCESS RESTRICTIONS

0 vyes
{i1r yes, ci17ve LAwW(s) & rREquLATION(S)

£ NO 16.

R NoNE O STATE D rFEDERAL O

AUDIT REQUIREMENTS

INDEPENDENT

17.

g YES IV/No

IS AN INDEX SYSTEM USED?! (1 yRS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/BOFT'AR!)

18.
Permanent.

RECOMMENDED RETENT JON

Periodically transfer to

State Archives.

o-

Assis

Amzil OF PREPARER

ntt to the Director

20. TELEPHONE NUMEER

222-3403

21. PATE

DGS 350-4 (REVISED 2/87)




[

INSTRUCTIONS - - TYPE OR PRINT A
SEPARATE FOFRM FOR EACH NEW OR
IEVISED RECORD SERJES., FORWARD

(DGS 8580-1)

41TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O, BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

che;zzécw 27

;71"NMHEHVAGQEY

Recreation & Parks

2. DIVISION

All-divisions R&P

3. INIT

a L 4
DEF IN1T 1 CN - RECORD mlES-A ROUP OF RELATED RECORDS NORMALLY FIlLED
REFERENCE AS RELL AS RETENTION AND DISPFOS

. .

4. RECORD SERIES TITLE
FLIERS

1TION PURFONESR

AND USED A8 A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR

ZZZﬂ'm ZEQZ/

N THE SERIES.

BRIKF DESCRIBER THEK ES OF INFORMA [ DOCUMENTS /FORMS PFOUND
3. RECORD SERIES DESCRIFTION (°"!%FLY ! T INFORMATION/ /
INCLUDE THE PURPFOSE OR FUNCTION OF THEK SEMIFES l

A@wsletters, Bulletins, Monthly Park Brochures, Activity Fliers.

7. RECORD SERIES FORMAT(S)

® LETTER S1ZE O MICROFILM

D LEGAL S1ZE 0O COMFUTER TAPE
ﬂq!EMDBON< O FLOPPY DISK
o 10 TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
0 ALPHABETICAL
O NUMERICAL
XX CHRONOLOGICAL,
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

X% FILE DRAWER(S)
0 MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMBER B oTHER(SPECIFY)

10. ANNUAL ACCUMULATION
30 FILE DRAYER(S)
O MICROFJILM REEL(S)
O COMPUTER TAPE(S)
O oTHER(SPECIFY)

1. piLE 1S USED

O palLy O vEEKLY

1
XX MONTHLY RUMEEY

12. FILE BECOMES INACTIVE AFTER
O MONTH(S)

£ YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM]}

Various Rec & Park sites

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir YES, SPECIFY /GENCY OR orrice)
0O YES P NO

!S. ACCESS RESTRICTIONS O YES XKNO
{1r ves, ci1ve LAw(s) & rEguLATION(S])

16. AUDIT REQUIREMENTS

B NoNE D STATE DO FeEPERAL DO INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1w vyRS.E)XPLAIN

Q YEs B/NO

BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

18. RECCMMENDED RETENT JON

Retain 1 year or until value ceases,
then destroy.

-
o7t

‘ Wlm 20.
«

AssisgfAntd to the Director

TELEPHONE NUMBER
222-3403

21. DATE

DGS 550-4 (REVISED 2/87)




3 . N
INSTRUCTIONS - -TYPE OR PRINT.A
SEPARATE FORM FOR EACH NEW OR

EVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD

41TH RECORDS RETENTI!ON SCHEDULE
{DGS 830-1)

P.O.
JESSUP,

BOX 273
MARYLAND 20794

PAazéngor_&:Z

:T]liknnnanvAaaxn

Recreation & Parks

2. Dlvision

All divisions R&P°

3. UINIT

£ COR
DEF INITION-RECORD SERIES.? OMOUP OF RELATED RECORDS NORMALLY ¥I1LED
REFERENCK AS WELL AS RETENTION AND DISPOSITION PURPOSESR

AND USED AS A UNIT FOR

{. RECORD SERIES TITLE )
MISCELLANEQUS

5. EARLIEST YEAR/LATEST YEAR

1990 vo [ 99z

4N TTHE SERIES.

Accident reports-

3. RECORD SERIES DESCRIPTION (-HIIPLY DESCRIBE THK TYPES OF |NF°MTION/D°CWTB/F°M FOUND

INCLUDE THE PURPOBE OR FUNCTION OF THKX SEFIES)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
® LETTER S1ZE O MICROFILM XK ALPHAEET I CAL X8 FILE DRAWER(S)
O MICROFILM REEL(S)
0 LEGAL S1ZE DU COMFUTER TAPE O NUMERICAL 3 D COMPUTER TAPE(S)
NUMB!E
s BOOK 0O FLOPPY DISK O CHRONOLOGICAL " D OTHER(SPECIFY)
] o
10 TAPE VIDEO TAPE O GEOGRAPHICAL 10. A L ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) X FILE DRAWER(S)
L O MICROFILM REEL(S)
RONGPR O COMPUTER TAPE(S)
O oTHER(SPECIEYY
11 r1LE 1S USED 12. F|LE BECOMES INACTIVE AFTER
O pAlLY 0 ¥vEEKLY MONTHLY 1 O MoNTH( S ) x& YEAR(S)
R RUREER

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

various Rec & Park sites

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti1r vyes, arEciry raEncy or orrice)
HkYES D NO

'3, ACCESS RESTRICTIONS OyvyEs X NO

(1" vyes, ci17Tx LAw{s) & rREGULATION(S)

16. AUDIT REQUIREMENTS

xBt NONE O STATE O FEDERAL U INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r vyES.E>PLAIN

BRIEFLY AND DESCRIBE ANY HARDRARE/ SOFTWARE )

0 vyes U/hm

18. RECOMMENDED RETENT ION

..
) v
g, e

Retain 1 year in'dfgﬂc?wgyhéh?ﬁéstréy.
Y b ’ '

T
AL B

e

3
y

s

o

20.

—Q.AME AND TI OF PREPARER

222~-3403
Assi&€tafit to the Director

TELEPHONE. NUMEER

2(0‘.

ol

i

‘1

T N

H “ s ’ P
21. DATE , ;. .-

DGS 550-4 (REVISED 2/87)




