Schedule No.

Anne Arundel County C-740

. OFFICE OF CENTRAL SERVICES Page No.
. M ARYLAN 5 Records Management Division 1 of 5

RECORDS RETENTION AND DISPOSAL SCHEDULE

AGENCY »nne Arundel County Genperal Schedule A DIVISION

Item No. Description Retention

General Schedule A is authorized for use by
all Anne Arundel County Boards, Commissions,
Committees, Councils, Departments, etc., which
do not have specific records retention
schedules. This schedule indicates minimum
retention periods for the records listed.

Schedule A does not supersede any official
schedule already in force nor does it negate
the requirement to schedule records not
specifically itemized on this schedule. If
additional records are maintained a unique
schedule for each Board, Commission, etc., cgn
be initiated through the Records Management
Officer.

The authority for this schedule is contained
in the Anne Arundel County Code 1989, Title 1,
‘ Sections 2, 7-102, (a) , (b)2.

Additional information on the Anne Arundel
County Records Management Program can be
found by contacting the Records Management
Division.

1. General Accounting Records

Counter Cash Books Retain for two fiscal

Delivery Orders, Receipts & Receiving years then destroy.

Reports

Expense Reports

Gasoline Tickets

Paid Bills, Vouchers and Invoices
(Continued)

Schedule Approved by Schedule Approved by
Records Management Officer Chief Administrative Officer

1D kon 199 W (oo~ = X

Date Signature . Date Signature

Schedule Apprp\_/ed by Schedule Approved by
. Agency, or Division Representative State Archvist

Johs LS s 5/22/—

Date ignéture / Signature
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Item No. Description Retention
1. (Cont.:inued) . _ F Retain for two fiscal
Receipt Books and Receipt Copiles ' years then destroy, °
Requisitions and Purchase Orders | '
Mileage Reports
2. Special Accounting Records
Audit Reports Permanent.
Periodically
transfer to Md.
State Archives
(MsSAa).
3. Budget Records
Annual Budget Submissions Retain annual sub-
Monthly budget printouts missions for five
Workpapers years, then
destroy. Retain
all other papers
for two years,
then destroy.
4 Meeting and Hearing Minutes
Minutes of meetings and hearings of boards, Retain in office
commissions, committees and councils which three years, after
generally document their proceedlngs and transcription,
actions. then microfilm
and retain film
permanently.
Periodically
transfer to MSA.
5L Unofficial Personnel Files
Files contain information on current Screen annually
employees. Files may contain but are not and destroy that
limited to copies of applications, annual ~ material no
reviews, reprimands and disciplinary actions longer needed for
awards, doctor slips, accident reports, current reference.
resumes, etc. Retain remaining
items for two
years after
termination, then
destroy.
LIRS
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Iltem No. Description Retention
6. Leave and Time Sheets
This file contains office copies of employeef Retain for onev
annual leave and daily time recordings. year, then
destroy.
7. FLSA
This file contains original time recordings Retain for four
for all employees, by each department. years, then
destroy.
8 | General Correspondence & Administrative Filep
Subject arrangement of original incoming Screen Annually,
letters, copies of outgoing letters, and destroy that
memoranda, studies, reports, directives, material no longex
policies, and other material related to the needed for current
administration of the division. business. Retain
all other material
. ' for 3 years, then
destroy.
Directives,
policies, and
other material
related to the
planning and
policy of the
development of
the division
retain permanently
for eventual
transfer to the
Md. State
Archives.
9L Reports and Publications
1 . )
This file includes all reports and publica- | Issuing-Ofc Retain 1 copy
tions issued by any element of the Anne PermamentTy; pericically
Arundel County Government including but not| transfer pemanent records
limited to boards, commissions, committees, | to MSA,All-others Retain
etc., which document some-action or until superseded or until
recommendation of the originator. no longer needed; then
' destroy.
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item No. Description Retention
10} Fixed Assets File

Fixed asset printouts (including vehicles)
IRA Forms (office copy)

Lost/Stolen forms (office copy)

Surplus forms (office copy)

Transfer forms (office copy)

Zoning Petition Files

File arrangement by case number, by street
name within election district, and alphabet-
ically by petitioner's name.

A zoning file contains all of the official
documents produced as a result of a zoning
action such as reclassifications, special
special exceptions, variances, or special
hearings. A file may contain the following
order of the Zoning Office, the individuals
petition with attached plat or plats, the
advertisement of the hearing as it appeared
in a newspaper, a certificate that posting
of the property has been accomplished, and a
copy of the cashiers receipt for the
advertising costs and filing fees paid by th
petitioner. 1In addition, should the case ha
been appealed to the Board of Appeals or to
court, the file would contain a letter of
appeal by either the petitioner or the
protestant, and the orders of the Courts and
the Board of Appeals.

Each zoning file is contained in a manila fo
which has been identified with a case number

Zoning Violation Files

The zoning violation file consists of a
manila folder identified by the information
noted above. The folder contains all of the
official documents relating to an alleged
violation of the Zoning Regulations.
(Continued)

Retain fixed

asset printout

for one year, then
destroy. '
Retain all other
completed forms
for three years,
then destroy.

Permanent.
periodically
transfer to MSA.

{
ve
:1

VU

1der

Permanent with
periodic transfer
to MSA.




Schedule No.

Anne Arundel County C-740
OFFICE OF CENTRAL SERVICES Page No.
Records Management Division
5 of 5
Item No. Description Retention
(Continued) Permanent
A minimum file would contain a letter of with periodic
complaint to the Zoning Office; a building transfer to MSA.

inspectors report of the alleged violation;
a summons issued by the Zoning Office to the
property owner; a copy of the Zoning Offices
order; and a receipt acknowledging the
Zoning Offices order. 1In addition, the folder
would also contain whatever additional
documents, such as photographs, which had been
introduced into the case should it have been
appealed to the Board of Appeals or courts.




. DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

ctions - Type or Print a saparats form for each
or revised record serias, forward with Record 7275 WATERLOO ROAD
Retenton Schedule (DGS 550-1) ‘ £.0. BOX 275 75
JESSUP, MARYLAND 20764 PAGE -l OF -—/—

partment/Agency

’47%5 z%cmé/f/ ﬁﬂ‘é

DEFINITION - RECORD SERIES - A group of réﬁwd records normally filed and used as a unit for referance as well as ratention and disposition purposes.
S. Eantiest Yoar/l.am Year

4, Record Series Tite )
6. Record Seres Descripion (Briefly describa the typas of Infomﬂonn/dowmmwfonns found In tho series. Include the purpose or tuncton of the saras.
Covnler Cnghn Boﬁ) Ks, Q/\’\\w»\ ofe\e:cs Reoe! P~ Qet:el v :‘ra PCFM,{S
Experse. Repon-ts, éﬁéo']heT?Ckeds Pq A B lls, Vouvches ~

JY\OO\‘ CQS) M@J\P‘k %@ s+ C‘OWQ:S) /Qégoé.' EOQS s POS) Y\"\\\ \QAae Pfﬂ’bé

2./DMision _ 3. Unit

7. Record Series Formal(s) 8./Record Series Sequence 9. Volume

. O File Drawer(s)
g Cotier Sz O Microfiim ‘ {0  Alphabetical O Mirofim Reel(s)
l O Computer Tape(s)
0 Logal Slze B Computar Tape !ﬂ Numnerical Number 3 * Other (speally)
Bound Book Q Foppy Disk QE/ Chrenological
Audio Tape 0 Video Tape ln Geographical 10. Annual uu’g‘ File Drawer(s)
O Other (spocify) |o Otrer (spedity) cau?anmg)
: —_—— Number Q Other (spealty)
1. ﬂlelsU%d/ ' 12. File Becomes inactive After
aily 0 Waakly ad Monthiy O Month(s) QO Year(s)
! Number
13. Cument Location(s)  (Bldg.. Floor, Room) : 14. Is Record Series Duplicated Elsewhera?
(It yos, specity ageney of offics)
ZQQO ? N O QQA 5/\09 ‘Eb@j O Yes Ne
15. Accass Restrictions OvYes >aTo 16. Audit Requirements
(If Yes, oito Law(s) & Regulation(s) ' .
: & None O Sms O Federal O Independent
17. (s an Index System Used? (it yes, expiain briefly and desaribe 18. Recommended Retantion
any hadware/software
o Yes M “ ' orz ‘éx,&w
Name and Title of Preparer 20. Tolod:wom Number 21. Dats
b fgpre | Q20- 123 /)9 /o5
—_— . - -}

V.
[

Figure 1




. DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

ctons - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
or fevised record serias, forward with Record _ 7275 WATERLOO ROAD
Retondon Schedule (DGS 550-1) ; P.0. BOX 275 paGE S oF /A~

JESSUP, MARYLAND 20764

—

partment/Agency 2.|Dmiglon , 3. Unit

Ste Mpndhs [

DEFINITION - RECORD SERIES - A group of r:%d records normally filed and used as a unit for reference as well as ratention and disposition purposes.
S. Eartlest Year/Latast Year

- J

4. Record Series Tite

Speeial Q@M /ée/w@

6. Record Series Descripton (Briefly dascribe tha typas of lnfommﬂann/dowmonsﬁonns found In tho series. (nclude the purpose or function of the sanres.

(Dot

7. Record Series Format(s) 8. Il-'(md Serles Sequsnce 9. Volume
. 0O File Drawer(s)
Q Letter Size O Microfiim : |G Alphabetcal 0 Microfim Reel(e)
! 0 Computer Tape(s)
0 Legal Slze B Computar Taps B3 Numerical Number 8 ' Other (spedfy)
Bound Book Q Roppy Disk :D Chronological
. 10. Annual Acoymulation
Audio Tape Q Video Tape [0 Geographica ° S File Orawer(s)
O Other (specify) |o Other (speaity) cccxnm rf&‘i?’
: ——— Number 0O Crher (spealty)
11. Rie is Used ' 12. Fie Becomes Inastive After
@ Daiy O Weakly o Monthly O Months) O Year(s)
! Number
13. Cument Location(s)  (Bidg.. Floor, Room) : 14. ls Record Series Ouplioated Elsewhera?
(II yas, Bpecify agency or offics)
Yos O Neo
15. Accass Restrictions O Yes O No 16. Audit Requirements
(If Yes, cito Law(s) & Regulation(s) ‘
O None Q State O Federal O Independent
17. Is an Index System Usad? (It yas, explain briefly and desaribe 18. Recommended Retantion

any hadware/software

O VYes g No | @Q‘:\Mf\@ﬂ\e

Name and Tite of Preparer 20. TmMmbw 21. Dmh/?

2993- 1633




ctions - Type or Print a saparata form for aach

. DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

or revisad record serias, forward with Record 7275 WATERLOO ROAD
Retentgon Schedule (OGS 550-1) ! P.0. BOX 275 ;
JESSUP, MARYLAND 20764 PAGE °F —L

partmentAgency

e Hpundel oty

z.!onon

3. Unk

DEFINITION - RECORD SERIES - A group of ralated records normally filed and used as a unit for reference as well as ratention and disposition purposes.

ot focndlo

S. Eartiost Year/Latast Yoar

o

ys

6. Record Sé/es Descripdon (Briofly dascriba tha typas of Infofmationn/documentsfforms found in the series. Include the purpose or functon of the sares.

7. Record Series Format(s) O.Jﬂmd Series Sequencs 9. Volume
) O File Drawer(s)
DO Lettar Sizo D Microfiim |@ Alphabetical O Microfim Reel(s)
! 0 Computer Tape(s)
0 Legal Slze 8 Computer Tape {8  Numnercal Number B ' Other (spedlly)
Bound Book 0 Foppy Disk }D Chrenological
Audio Tape Q Video Tape |n Geographical 10. Annual v O File Drawer(s)
Q Other (spocify) [o Other (specity) UUCO':‘,,W T::‘g’
: _—_— Number 0O Orther (spedlty)
11. Plio is Used 12. Fie Becomas Inactive Aftar
© Daily O Weakly o Monthiy O Months) O Year(s)
' Number
13. Current Location(s) (Bidg.. Floor, Room) 14. ls Record Series Duplicated Elsewhera?
(lf yu mdly uoney or offics)
No
15. Accass Restrictions O Yes O No 16. Audit Requirements
(If Yas, cito Law(s) & Regulation(s)
O None Q Sute O Federal O Independont

any hadware/sofeware

17. ls an index Systom Used? (If yes, expiain briefly and desaribe

18. Recommended Retantion

~53</w




ctons - Type or Print a saparats form for each
or revised record serias, forward with Record
Retenton Schedule (DGS 550-1)

. DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

PAGE:Z OF -49\

7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20764

QZZ: ) /4%@/ iy

z!onon

3. Unit

DEFINITION - RECORD SERIES - A group of related reecrds normally filed and used as a unit for referance as well as ratention and disposition purposes.

4. Record Series T )
}%(L =7

S. Eaniest Year/Latest Yoar

o

\

CW

v LA
6. Record Sevies Descripjon (Briefly describe the types of Inbhmﬁonn/dowmemsﬂoms found in the series. Include the purpose or function ot the sorles.
: y
- é

%W

ﬁW

L

7 /]
W WM&C&‘JZ@/ &+ U
7. Record Series Format(s) G.IRoeold Series Sequsnce 9. Volums
, 0O File Drawer(s)
O Letter Size O Microflim |G Alphabetical 0O Microfim Reel(s)
: 0O Computer Taps(s)
0 Legal Sze B Computer Tape (B  Numerical Number B ' Other (spedlfy)
O Bound Book O Foppy Disk I8 Chronological
Audio Tape O Video Tape ln Geographical 10- Annus! v O File Drawer(s)
p— o Cver ey o Dotz Pt
: _— Number O Crther (speally)
11. File Is Used ' 12. File Becomes Inactive Aftsr
Q Oaily £ Weakly a Monthly 0O Monthe) Q Yoar(s)
! Number
13. Current Location(s) (Bidg., Floor, Room) 14. ls Record Series Ouplicated Eisswhere?
(lf Yu M mnev °L offics)
{-]
15. Accass Restricions a Yes O No 16. Audt Requiements
(If Yas, dte Law(s) & Regulation(s)
O None O Sute O Federal O !ndependent

17. ls an Index System Used? (if yas, explain briefly and desaribe
any hadware/software .

18. Recommendad Retention

Poimanst

0O VYes Q Neo {
Name and Title of P 20. Tdommm 21. Dats
v AFF " T >3 /f)
av.

Figure 1

-
-—




ctong - Type or Print a separats form for aach

. DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

of revised record serias, forward with Record 7275 WATERLOO ROAD —
Rewnton Schedule (DGS 550-1) ' £.0. BOX 275 )
JESSUP. MARYLAND 20784 pace 2 oF /A~

partment/Agency 3. Unit

%Z}Wwfkﬂ §.220%

2.|Dmigion

DEFINITION - RECORD SERIES - A group of related reeords normally filed and used as a unit for raferance 8s well as ratention and dispositon purpases.
4, Record Series Tite .

l&h J%/’Ub@/ %M&%/Z&/ f/; : |

0
6. Record Sedes'ézc.ﬂmn (Briefly daseribe tha typas of infofmasiann/documentsforms found In the series. Include the purpose or function of the sares.

X P
/}Z?ﬂé’i@'/ %ﬂ/&ﬁ ,
7. Record Series Format(s) 8. lﬁm Serlos Sequence 9. Volums
. . O File Drawer(s)
O Latter Siza O Microfiim |@ Alphabetical O Microfim Reel(s)
: 0O Computer Tape(s)
O Logal Slze 8 Computar Tape I8  Numerical Number B ' Other (apedlly)
Bound Book O Foppy Disk I8 Chronclogical
AudoTape  OVideo Tape & Geograpica O A A Fie Drawarte)
O Other (spocity) o (specity) G Computar rf:&'if’
: Number 0O Orher {spedlly)
11. Rile is Used ' 12. Fie Becomas Inastive After
Q Daiy O Weekly o Monthly O Month(e) Q Year(s)
! Number
13. Cument Location(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhera?
(It yas, specify agensy or offics)
0 VYess O No
15. Accass Restictions O Yes O No 16. Audit Requirements
(If Yas, oite Law(s) & Regulation(s)
O Nons @O St O Federa O Independent

18. Recommended Retantion

Dren cnnicals

17. Is an Index System Used? (If yes, expiain briefly and desaribe
any hadware/scftware

Hetrn 2 Wf&%%m
Zp o023 | 5’%@ -

Figure 1




. DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

ctions - Type or Print o saparata form for sach
or revised record series, forward with Record 7275 WATERLOO ROAD
Retwngon Schodule (OGS 550-1) £.0. BOX 275 PAGE é o / A

JESSUP, MARYLAND 20794

partment/Agency 2.|DMsion , 3. Unit

LE_ #VLW WZ
DEFINITION - RECORD SERIES - A group of relay records normally filed and used as a unit for refersnce as well as ratention and disposition purpages.
S. Eartlost Year/Latast Year

‘-W';X;‘ZL " tone . |
o____

6. Record Series Descripion (Briefly describe tha typas of Infaﬁmﬂann/dowmentsﬁonns found In the series. Include Me purpose or functon of the serles.

Coper 27 omflogea Ghnie *W&% e
“ Oy Fme Mendioge

7. Record Series Formas) 8.|Record Serles Sequence 9. Volume
. O File Drawer(s)
O Letter Size 0 Microflim . IU Alphabetical 0O Microfim Reel(s)
: O Computer Tapa(s)
O Legal Skze B Computar Tape B Numerical Number 0 ' Other (spedlly)
0 Bound Book Q Roppy Disk :n Chronological
. 0. Annual /
Audio Tape Q Video Tape !':' Gaographical k mumum File Drawar(s)
0 Other (specify) ]D Other (specity) - UDCo,::\wbr T:(‘S’)
: Number 0O Orher (spealfy)
11. Flle is Used 12. File Becomes Inactive After
Q Daiy O Weakly o Monthly O Month(s) O Year(s)

Number

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

14. le Record Series Duplicuted Eisswhere?

(lf yes, specify agency or offics)
Yes O No

15. Accass Restricions O Yes D No
{If Yes, cite Law(s} & Regulation(s)

'1 16. Audit Requirements

O None Q Smte O Federal O Independent

17. (s an Index System Used? (If yes, explain briefly and desaribe

18. Recommended Retention

/ (e

Figure 1

21. Damw

/ /2 /35




ctons - Type of Print a saparite form for aach
or revised record serias, forward with Record
Retwentdon Schedule (DGS 550-1)

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

. DEPARTMENT CF GENERAL SERVICES

partment/Agen

@4/’}1{ -

WﬂW 7

2.|Divigion

3. Unit

DEFINITION - RECORD SERIES A group of relaxeé/reeords noarmally filed and used as a unit for referance as well as ratantion and dispasiton purposes.

4, Record Series Tite

FlSH

!

S, Eastiost Year/lLatest Yoar

to

6. Record Senes Descripion (Briefly dascribe the typas of informationn/documents/forms found in the series.

o T o fe 2 gl

Include the purpose or function of the sarles.

7. Record Senes Formai(s) |Rmd Serles Sequence 9. Volums
O Fie Drawer(s)
O Lettar Size O Microfilm |U Alphabetical O Microfim Reel(s)
' 0 Computer Tape(s)
0 Legal Slze 8 Computer Tape !E Numerical Number B ' Other (speally)
Pn Bound Book Q Foppy Disk i2 Chronological
Audio Tape 0 Video Tape |8 Geographica 10 Anud “*E" Fie Drawerts)
0 Other (spocity) o (spedity) 0" Computer Tape(a)
: Number 0O Other (spedlly)
11, Fle ls Used ' 12. Fie Becomes Inactive Aftsr
O Oaiy O Weakly o Monthly O Monte) Q Year(s)
! Number
13. Curmrent Location(s) (Bidg.. Floor, Room) 14. |s Record Series Duplioxted Elsewhere?
. _ (If yoa, epecify agancy or offics)
O VYes O Neo
15. Accass Restrictons O Yes 0 No 16, Audit Roquirements
(if Yes, dite Law(s) & Regulation(s)
C None Q Swmwe O Federal Q Independent
17. Is an Index System Used? (if yes, explain briefly and desaride 18, Recommended Retsntion
any hadware/cofoware A
O Yes a Ne ! 4%%
Name and Title of Pre, 20. Teiephone Number 21, Damn
- 4
L6 /@ 223 Tb>3 /s

r-ngure 1




. DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

ctions - Type or Print a saparate form for each RECORDS MANAGEMENT DIVISION
or revised record serias, forward with Record .7275 WATERLOO ROAD ?
Retondon Schedulo (OGS 550-1) ' P.0. BOX 275 2
JESSUP, MARYLAND 20764 PAGE OF —Z
2.|Divigion 3. Unht

1

DEFINITION - RECORD SERIES - A group of relawgrocords nermally filed and used as a unit for reference as well as retention and disposition purpases.

4. Record Serieq Tite 5. Eartiost Year/Lxtast Yoar
‘6/7/4//1/// [)f/? Y 6//&(._. o M/ﬂ/ﬂ Q;éd

| - P,
6. Record Series Descripion (Briefly dnsmba tha typas of lnhmaﬁonn/dewmensﬁomx found In the series. Include the purpose or function of the sares.

ﬁrﬁmﬂ 002 M P mf/ @W W Wv"’/
Meinpanda, / el

) 5 /ﬂ&%ca/ ~ %//,
maded Bl Qﬂ%

7. Record Series Formay(s) 8.|Record Series Sequance 9. Voiume
I O File Drawer(s)
O Lsttar Sizo 0O Microflim . (3 Alphabetical O Microfim Reel(s)
: 0 Computer Tape(s)
O Logal 8lze B8 Computar Tape (B Nunercal - Number 0 ' Other (apedlfy)
bn Bound Book 0 Roppy Disk I'B Chronological
Audio Tape Q Video Tape ln Geographical 10. Ao mu‘“g' File Drawer(s}
0 Other (speciy) o Other (specity) G Gomporer Tapett)
: ——— Number 0O COrher (spedlly)

12. Fie Becomes Inactive Ater

11. PFile Is Used
O Month(s) O Year(s)

C Caly 0 Weakly d Monthly

Numbaer

14. s Record Series Ouplicated Elsewhera?

13. Current Location(s) (Bldg.. Floor, Room)
("V“ M MOMV or offics)

No
15. Accass Restrictons O Yes O No . 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
. O None a State 0 Federal O Independent
17. s an index System Used? (it yes, expiain briefly and desaribe 18. Recommended Retantion

”m:u::w g Ne . M&m cnnuall, /5
g T

m;m}“;—w >3 " / G5

:-:gure 1




. DEPARTMENT CF GENERAL SERVICES AGENCY RECORDS INVENTORY

ctions - Type or Print a ssparata form for each RECORDS MANAGEMENT DIVISION

or revised record serias, forward with Record » 7275 WATERLOO RCAD
PAGE j OF _Z;L

Retonton Schedule (OGS 550-1) ' P.0. BOX 275
JESSUP, MARYLAND 20794

Do Lttt |7

DEFINITION - RECORD SERIES - A group of rela(e%eords normally filed and used as a unit for raference as well as ratantion and dispasition purposes.

4. Record Serieg)Tite ) S, Eantiost Year/Latest Yoar
A+ - Mﬂ% )
Py j . - W

|- O
6. Record Series’ Descripton (Briefly dascribe ths typas of ln!of!mnﬂann/dowmensﬁonm found In the series. Include the purpose or function of the sorles.
W o3~ %Qa,g,&¢ elorno LAt /éa
' | T
/)
/O@lz/ww:/'f 7 Mé@ _

7. Record Series Format(s) 8.|Record Series Sequence $, Volume
' O File Drawert(s)
O Letter Size 0 Microfiim . (@ Alphabetical O Micofim Reel(s)
5 O Computer Tape(s)
0 Legal Slze B Computar Tape I8 Numerical Number 8 ' Other (spedlly)
O Bound Book Q Floppy Disk _ o Chrenological
Audio Tape 0 Video Tape |2 Geographica 10 Annual Acumuleten e Drawerts)
0 Other (specify) ]l:l Cther (specity) UcCompubr T::(‘S)
: Number O Crher (spealty)
11. Plie is Used ' 12. File Becomes Inactive Afer
Q Daily O Weakly g Monthly O Montys) O Yoar(s)
! Number
13. Current Location(s) (Bldg.. Floor, Room) ; 14. Is Record Series Ouplicated Elsewhere?
{1 yas. speaity agoney or offics)
O VYes O Neo
15. Accass Restrictions O Yes O No 16. Audit Requirements
(If Yas, cito Law(s) & Regulation(s)
O None Q Smwe O Federal O Independent
17. Is an Index System Used? (If yes, expisin briefly and desaribe 18. Recommended Retantion

. | | Copy - Pmanary,
' WN f“"‘/"’b“‘UZ © s 7t

Name and m, of £ 20. Telephone Number 21. Dats

" AP~ >3 / /745

L V.
Figure 1




. DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

ctions - Type or Print a saparats form for aach RECORDS MANAGEMENT DIVISION
or revised record serias, forward with Record 7275 WATERLOO ROAD
Retentgon Schodule (DGS 550-1) ' P.0. BOX 275 }—
JESSUP, MARYLAND 20764 PAGE ZD OF L

partmentAgency , 2./DMsion _ 3. Unit

M | [;///7

DEFINITION - RECORD SERIE%{ A group of related records normally filed and used as a unit for reference a3 well as retention and dispasition purposes.

5. Eanlest Year/Latest Yoar

o

4. Record Series Tite

6. Record Series Descripton (Briefly dascribe tha typas of Infofmationn/documentsAorms found in the series. Include the purpose or functon of the sories.

froctocts, Fes Forme, Coot!Shén Fpma, Maw
Tnma, T '
4 / 4%7974) W .

7. Record Series Formai(s) 6.!&000«! Series Sequence 9. Yolume
. O File Drawer(s)
O Lettar Siza O Microfim . |Q Alphabetical O Microfim Reel(s)
: O Computer Tapa(s)
O Legal Skze . B Computer Tape (B  Numerical Number B * Other (speally)
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