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Ho. Description R«Untion 

Industrial Revenue Bonds (Bonds issued bv the countv 
for he purpose of economic development and/or p u b U c ' 
uti I ity pro lects) . 

Retain for 20 to 30 
years depending on 
settlement terms, then 
destroy. 

Must be reviewed by Office 
of Economic Pevelooment 
before destruction. 
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"IONS--TYPE O R PRINT A 
iTE FORM FOR EACH NEW OR 

RECORD SERIES. FORWARD 
RECORDS RETENTION SCHEDULE 

[DOS BBO • I ) 

DEPARTMENT OF GENERAL. SERVICES 
RECORDS MANAGEMENT DIVISION 

7171 WATERLOO ROAD 
P.O. B O X 27B 

JESSUP, MARYLAND 20794 

^AGENCr RECORDS "INVENTORY 

PACE OF 

APARTMENT/AGENCY 2. DIVISION 2. UNIT 

DEFINITION-RECORD SERIES-* onov* o r M L A T K D weonoi N O I M A L L V F I L E D A N D U S E D A S A UNIT rod 
R E F E R E N C E A S K U AW R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

B. EARLIEST YEAR/LATEST YEAR 

$ • RECORD 
i 

SERIES DESCRIPTION (• R , K F L T D««CR|B.« T H E T Y P E S O F I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
•IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

7. RECORDjSERIES FORMAT(S) 

O LETTER.8IZE O MICROFILM 

^ L E G A L S I Z E • COMPUTER TAPE 

R K U M ) BOOK D FLOPPY D I S K 

I ^ ^ D I O TAPE a V I D E O T A P E 

) £ OTHER(SPECIFY) 

B. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

D NUMERICAL 

• CHRONOLOGICAL 

O GEOGRAPHICAL 

^ OTHER(SPECIFYJ 

VOLUME 
• FILE DRAWER(S) 
O MICROFILM REEL(S) 
O COMPUTER TAPE(S) 

lo d™*S* * <*r"zn( SPEC I FY| 

10. ANNUAL ACCUMULATION 
D FILE DRAWER(S) 
• MICROFILM REEL(S| 

Rtnnrrr ° COMPUTER TAPE(S) 
• O O T H F P ( R P F r i r v ) 

f I . i FILE IS USED 
! Q DAILY D WEEKLY D MONTHLY 

«». CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM| 

FILE BECOMES INACTIVE AFTER 

14. IB RECORD SERIES DUPLICATED ELSEWHERET 
I IF YES SPECIFY AOeNCY OR OFFICE) 
O Y E S ^ N O 

IB. A C C E S S RESTRICTIONS • Y E S X N O 

( I F Y E S , CITE L A W ( S ) * RKOULATION(S) 
i I 

16. A U D I T REQUIREMENTS 

O N O N E O STATE D FEDERAL D INDEPENDENT 

17. IS AN ,INDEX SYSTEM USEDt (|r Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) IB. RECOMMENDED RETENTION 

O Y E S \)f N O 

A N D TITLE OF PREPARER 20. TELEPHONE NUMBER 

.P-aa- yy/0 
21. DATE-

DOS SSO-4 (REVISED 2/87) 


