
RECORDS RETENTION AND DISPOSAL SCHEDULE 

No. C-651 

Agency 
St. Mary's County 

Division 
Office on Aging —SMILE adult day 

Item 
No. Description Retention 

Correspondence 

Copies of in-coming and out-going correspondence, 
including memos to staff and participants. 

Personnel Files 

Personnel files created before the SMILE program 
transferred to County supervision. All continuing 
staff were required to fill out new employment 
forms which are filed separately. 

Job Descriptions 

Written descriptions for each position in 
program. 

Licenses and Inspections 

Copies of all required licenses and inspection 
reports. Includes Adult Day Care Application, 
Fire Inspections, Health Dept. License, building 
leases, safety inspections and safe drinking water 
notice. 

Agreements 

Copies of all contracts with outside services for 
SMILE programs or Centers. 

Retain 3 years. Retain 
current year and 1 year 
prior in office, transfer 
to County Records Center 
and Archives to be held 
2 years, thereafter destroy. 

Retain records of former 
employees for three years 
after date of departure» 
thereafter destroy. Destroy 
files of current employees 
superceded by new files. 

Retain in office until 
superceded, then destroy. 

Retain for 7 years or until 
all audits have been complet 
then destroy. Retain currer 
year and 1 prior year in off 
then transfer to County 
Records Center and Archives. 

Retain for 7 years or until 
all audits have been complet 
whichever is later, then 
destroy. Retain current 
year and 1 year prior in 
office, then transfer to 
County Records and Archives. 

Schedule approved by Department, 
Agency, or Division Representative 

Schedule '. authorized by 

Signature State Archivist 

Page 
No. 



RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation sheet) 

No. C-651 

Page 
No. 2-%^> 

Item 
No. Description Retention 

10, 

11, 

Reports 

Copies of all out-going requests to State agencies 
and auditors for the program. Includes budget 
requests, cost reorts and statistical reports. 

Participants Files 

Participants medical data, agreements, income, 
personal history, current enrollment. Contains 
folders on current participants and those who have 
been discharged. 

Operations Weekly / Monthly 

Files of tally sheets for statistics for each of 
the centers. They are used to compile weekly, 
monthly, and quarterly reports. 

Operations - General 

Subject files, general literature related to the 
office and reference material. 

Documents 

Printed reference material from County and local 
agencies related to the operation of the office. 

Child Care Food Program 

Applications, claims, reviews sent to the State 
Office on Aging. Files also contain copies 
of monthly menus and snack lists. Menus and 
snack lists are required by the State Office 
to be held for 2 years. 

Retain 7 years or until all 
audits are completed, which
ever is later. Retain in 
office 2 years, transfer to 
County Records Center & 
Archives to be held 5 years 
and then destroyed. 

Retain for 5 years after 
participants discharged, then 
destroy. Retain current files 
in office, transfer discharged 
participant files to County 
Records Center & Archives. 

Retain 7 years or until all 
audits completed, whichever 
is later, then destroy. 
Retain 2 years in office, then 
transfer to County Records 
Center & Archives. 

Retain in office for 1 year 
or until administrative use 
ceases, then destroy. 

Retain until superceded or 
no longer of administrative 
use, then destroy. 

Retain 3 years or until all 
audits completed, whichever 
is later ,^heiird(̂ "triOy. 
. Retain '±tf$€i^&fc\irr&nx. 
y.ear';'and* l~*year prior, then 
transfer to County Records 

-, Center. & Archives. 

i 



RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation sheet) 

No. 

Page 
No. 

C-651 

3 ^ 

Item 
No. Description Retention 

12, 

13. 

14. 

15, 

PMA Forms 

All forms used to complete reports, applications, 
agreement projections, and audits required by the 
state for PMA grants. Files contain blank forms 
and copies of completed forms sent. 

Title XIX 

All Title XIX forms and documents used by the 
office. 

Forms 

Copies of various blank forms used by the office. 

SMILE Advisory Council 

Copies of materials related to the Advisory 
Council. Includes articles of incorporation, 
bank statements, minutes, by-laws, policies 
and procedures. Copies are also held by the 
Council's secretary. 
Copies of materials related to the Advisory 
Council includes: 
a. Articles of Incorporation, minutes, by laws, and] 

policy and procedures statements (Some material 
duplicates of Council Secretary's files). 

b. Financial Files (bank statements). 

Retain blank forms until 
superceded, then destroy. 
Retain copies of reports 3 
years or until audits 
completed, whichever is later 
then destroy. Reports can 
be transferred to County 
Records Center & Archives 
after 1 year. 

Retain completed copies of 
reports 7 years or until all 
audits completed, whichever 
is later, then destroy. 
Reports can be transferred 
to the County Records Center 
and Archives after 1 year. 

Retain until superceded, 
then destroy. 

ib. 

Retain Permanently. 
Transfer to County Record 
Center and Archives* afte 
1 year or whenever admin
istrative value ceases. 
Duplicate copies will be 
destroyed. 
Retain 3 years, therafter 
destroy. 

* If no County Archives is in operation, 
transfer to State Hall of Records. 



IfSTRUCT IQMS - -TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(JJOS 5 8 0 -1 ) 

DEPARTMENT/AGENCY 
St.Mary's County 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

2. DIVISION 
Office on Aging 

AGENCY RECORDS INVENTORY 

PAGE OF 

3. UNIT 
SMILE Adult Day Care 

DEFINITION •RECORD SERIES-* m o w o r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION FURFQBEB •_ 

4. RECORD SERIES TITLE 
Correspondence 

8. EARLIEST YEAR/LATEST YEAR 
i a & S — TO 1989 

8. RECORD SERIES DESCRIPTION J B R , B F U V DESCRIBE THE TYPES O P INFORMATI ON/DOCUMENTS / FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE 8EPtES) 

Copies of incoming and out-going correspondence, including memos to staff and participants. 

7. RECORD SERIES FORMAT(S} 
8 LETTER SIZE • MICROFILM 
a LEGAL SIZE • COMPUTER TAPE 
^ ^ O U N D BOOK • FLOPPY DISK 

8. RECORD SERIES SEQUENCE 
Q ALPHABETICAL 
O NUMERICAL 
& CHRONOLOGICAL 
0 GEOGRAPHICAL 
D OTHER(SPECIFY) 

9. VOLUME 
tyriLE DRAWER(S) 
D MICROFILM REEL(S ) 

,1-5 D COMPUTER TAPE|S) 
NUMBER D OTHER( SPEC 1 FY ) 

D AUDIO TAPE Q VIDEO TAPE 
D OTHER(SPEC 1FY) 

8. RECORD SERIES SEQUENCE 
Q ALPHABETICAL 
O NUMERICAL 
& CHRONOLOGICAL 
0 GEOGRAPHICAL 
D OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
[3"F1LE DRAWER ( S ) 
• MICROFILM REEL(S) 

? 
NUMBER w • bro • ryr*— \ \ 

D QTHFBISPFriFV) 
1 1 • FILE IS USED 

sP DAILY • WEEKLY 0 MONTHLY 
1 2 • FILE BECOMES INACTIVE AFTER 

1 0 MONTH( S) JCK YEAR(S) 

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

Garvey Center -main office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
(IF YES, SPECIFY /.OENCY OR OFFICE) 
D YES B NO 

IS. ACCESS RESTRICTIONS • YES BE NO 
(IF YES, CITE LAW(B) ft REGULAT1ON(8) 

16. AUDIT REQUIREMENTS 

xS NONE • STATE D FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF YES,EXPLAIN 
BF.'IEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

0 YES ^ NO 

m 

18. RECOMMENDED RETENTION 
Retain for 3 years. Retain in -office 
current year and one year prior, then 
transfer to County Records Center. 

19. NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

21. DATE 
8/23/89 

DCS 550-4 (REVISED 2/87) 



IMSTKUCT I QMS - - TYPE OR PH I NT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 8 S 0 • I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 2 07 94 

AGENCY RECORDS I N V E N T O R Y 

PACE OF 

I.DEPARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 

Office on Aging 
U N I T 
SMILE Adult Day Care 

DEFINITION'RECORD SERIES-* O R O U P °f R K L A T E D RECORDS NORMALLY PI LED AMD USED AS A UNIT FOR 
HBFTREWCK AS »ELL AS H E T g N T I W AND DISPOSITION PUBPOSEB 

4. RECORD SERIES TITLE 
Personnel files 

8. EARLIEST YEAR/LATEST YEAR 
— P 2 T 0 1Q88 

6 RECORD SERIES DESCRIPTION { *"* ' L"' L" V "ESCRIBE THE TYPES Or INPORMATI ON/DOCUMENTS/FORMS FOUND 
IN T H E S E R I E S . INCLUDE THE PURPOSE OP FUNCTION OF THE SBR-JES) 

All personnel records up to the time SMILE transferred to County supervision. All 
continuing staff were required to fill out new employment forms which are filed 
separately. 

7. RECORD SERIES FORMAT(S) 
£x LETTER SIZE • MICROFILM 
0 LEGAL SIZE 0 COMPUTER TAPE 

^^BOUND BOOK 0 FLOPPY DISK 
0 AUDIO TAPE D VIDEO TAPE 
0 OTHER(SPECIFYJ 

6. RECORD SERIES SEQUENCE 
^jALPHABET 1CAL 
• NUMERICAL 
0 CHRONOLOGICAL 
0 GEOGRAPHICAL 
0 OTHER(SPEC 1 FY J 

9. VOLUME 
C^flLE DRAWER( S ) 
• MICROFILM REEL(S) 

8 " 0 COMPUTER TAPEIS) 
NUMBER 0 Q Y H E R ( S P E C 1 FY ) 

7. RECORD SERIES FORMAT(S) 
£x LETTER SIZE • MICROFILM 
0 LEGAL SIZE 0 COMPUTER TAPE 

^^BOUND BOOK 0 FLOPPY DISK 
0 AUDIO TAPE D VIDEO TAPE 
0 OTHER(SPECIFYJ 

6. RECORD SERIES SEQUENCE 
^jALPHABET 1CAL 
• NUMERICAL 
0 CHRONOLOGICAL 
0 GEOGRAPHICAL 
0 OTHER(SPEC 1 FY J 

I0. ANNUAL ACCUMULAT1ON 
CTXFILE DRAWER( S) 
O MICROFILM REEL(S) 

1 1 1 • FILE IS USED 
Q DAILY • WEEKLY O MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
•nryj D MONTH(S) D YEAR(S) 

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

Garvey Center —main office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
(IF YES, SPECIFY /.OEKCY OR OFFICE) 
O YES EXNO 

15. ACCESS RESTRICTIONS 20 YES • NO 
(IF YES, CITE L A W ( s ) & RBOULAT1 ON IS J 

Maryland annotated Code 

16. AUDIT REQUIREMENTS 

j&NCNE • STATE • FEDERAL 0 INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF YEB,EXPLAIN 

BF.'IEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE ) 

D YES XH NO 

18. RECOMMENDED RETENT 1 ON 
Retain records of former emp,loy«ees"̂ for 
three years af^te.r^dat^'of^depa|:Surev 
from office. |De|t|rjbŷ filê s 'of Iz'urrSnt 
employees superceded by new files. 1 

\ - ' ; \ 
19. NAME AND T1TLE O F PREPARER 
JanBlodgett/County Archivist 

2 0 . TELEPHONE N U M B E R 
(301) 475-7844 

i 
2 1 . JDATE ..... -. \ 

\ 8/23/89. • 

DCS 550-4 (REVISED 2/87) 



INSTRUCTIONS- - T Y P E O R P R I NT A 
SE P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 

B 8 0 • I ) 

DEPARTMENT OF CCNERAL SERVICES 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 8 W A T E R L O O R O A D 
P.O. B O X 2 7 8 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

AGENCY RECORDS : N V E . N T U K Y 

P A C E O F 

1. D E F A R T M E N T / A G E N C Y 

St. Mary's County 
2 . D I V I S I O N 

OFfice on AGing 
U N I T 
SMILE Adult DAy CAre 

D E F I N I T I O N - R E C O R D S E R I E S ̂ A OROUP OF RELATED RECORDS NORMALLY FILED AMD USED AS A UNIT FOR 
REFERENCE AS KEU. AS RETENTION AND DISPOSITION FURFQBEB 

4. RECORD SERIES TITLE 
Job descriptions 

8 . E A R L I E S T Y E A R / L A T E S T Y E A R 

1989 T O iQgQ 
6 R E C O R D S E R I E S D E S C R I P T I O N ( B R' K* U r D , B C I " B L T H K TYFE8 O F INFORMATI ON/DOCUMENTS/FORMS FOUND 

IN THE S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIES] 

Written job descriptions for each position in program. 

7. R E C O R D S E R I E S F O R M A T { S ) 

8 L E T T E R S I Z E • M I C R O F I L M 

0 LE G A L S I Z E • C O M P U T E R T A P E 

^ ^ B O U N D B O O K ° F L O P P Y D I S K 

8. R E C O R D S E R I E S S E Q U E N C E 

^ A L P H A B E T I C A L 

• N U M E R I C A L 

• C H R O N O L O G I C A L 

0 G E O G R A P H I C A L 

0 O T H E R ( S P E C 1 F Y ) 

9. V O L U M E 
t3°FILE D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 
• C O M P U T E R T A P E 1 S ) 

NUMBER Q O T H E R S S P E C I F Y ) 

D A U D I O T A P E O V I D E O T A P E 

O O T H E R { S P E C I F Y J 

8. R E C O R D S E R I E S S E Q U E N C E 

^ A L P H A B E T I C A L 

• N U M E R I C A L 

• C H R O N O L O G I C A L 

0 G E O G R A P H I C A L 

0 O T H E R ( S P E C 1 F Y ) 
10. A N N U A L A C C U M U L A T I O N 

D F I L E D R A W E R ( S ) 
D M I C R O F I L M R E E L ( S ) 

a QTWFBISPFrirYl 

1 1 • FILE IS U S E D 
D D A I L Y • W E E K L Y xH M O N T H L Y 

1 2 • F I L E B E C O M E S INACTIVE A F T E R 
mrmnnr ^ M O N T H ( S J O Y E A R ( S , 

13. C U R R E N T L O C A T I O N ! S ) ( B L D G . . F L O O R , R O O M ) 

Garvey Center - main office 

14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
(IF YES, SPECIFY /.OEKCY OR OFFICE) 
X K Y E S O N O County Personnel office 

15. A C C E S S R E S T R I C T I O N S • Y E S H N O 
(IF Y E 8 , C I T E L A W ( s ) & RBOULAT1 O N ( 8 J 

16. A U D I T R E Q U I R E M E N T S 

& N O N E • S T A T E O F E D E R A L D I N D E P E N D E N T 

17. IS A N IN D E X S Y S T E M U S E D T (IF YES. EXPI.A IN 
BF.'IEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) 

D Y E 8 Sx N O 

18. R E C O M M E N D E D R E T E N T 1 O N 

Retain until superceded." » 

19. N A M E A N D T1TLE O F P R E P A R E R 

Jan Blodgett/County Archivist 
20. T E L E P H O N E N U M B E R 

(301) 475-7844 
21 . D A T E 

8/23/89 

D O S 550-4 ( R E V I S E D 2 / 8 7 ) 



If) STRUCT IQM5- • T Y P E O R PR I N T A 
SE P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 

9 0 0 -1 ) 

DEPARTMENT O F GENERAL SERVICES 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 8 W A T E R L O O R O A D 
P.O. B O X 2 7 8 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

AGENCY RECORDS INVENTORY 

P A C E O F 

j I. D E P A R T M E N T / A G E N C Y 

• St. Mary's County 
2 . D I V I S I O N 

Office on AGing 
3. U N I T 

SMILE Adult Day Care 
D E F I N I T I O N - R E C O R D S E R I E S -A OROUP OP RKLATRO RECORDS NORMALLY PILED AND USED AS A UNIT FOR 

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 
4. R E C O R D S E R I E S T I T L E 

Licenses and inspections 
8. E A R L I E S T Y E A R / L A T E S T Y E A R 

T O 90 
6. R E C O R D S E R I E S D E S C R I P T I O N ( B R , K R I- V DESCRIBE THE TYPES O F I NPORMAT I ON / DOCUMENTS / FORMS FOUND 

IN T H E S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 
I 
i Copies of all required licenses and inspection reports. Includes Adult Day Care application, 
I Fire inspections, Health Dept. License, building leases, safety inspections and safe 
j drinking water notice. 

7. R E C O R D S E R I E S F O R M A T ( S ) 

^ B L E T T E R S I Z E D M I C R O F I L M 

O L E G A L S I Z E • C O M P U T E R T A P E 

A B O U N D B O O K O F L O P P Y D I S K 

O A U D I O T A P E • V I D E O T A P E 

a O T H E R ( S P E C I F Y ) 

8. R E C O R D S E R I E S S E Q U E N C E 

x£k A L P H A B E T I C A L 

G N U M E R I C A L 

° C H R O N O L O G I C A L 

G G E O G R A P H I C A L 

D O T H E R ( S P E C I F Y ) 

V O L U M E 

3" 
N U M B E R 

2 X F I L E D R A W E R ) S ) 
• M I C R O F I L M R E E L ( S ) 
• C O M P U T E R TAPE(S) 
• O T H E R ( S P E C I F Y ) 

I 0 , A N N U A L A C C U M U L A T I O N 
X ® F I L E D R A W E R ( S ) 

3" O M I C R O F I L M R E E L ( S ) 
NUMBEH D C O M P U T E R T A P E ( S ) 

• OTHFBlRPFrirY] 

11 FILE IS U S E D 
D D A I L Y • W E E K L Y X X M O N T H L Y 

12 . F I L E B E C O M E S INACTIVE A F T E R 

13. C U R R E N T L O C A T I O N ! S ) ( B L D G . , F L O O R , R O O M ) 
Garvey Center — main office 

14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
(IF YES, SPECIFY AOENCY OR OFFICE) 
0 Y E S Ck N O 

15. A C C E S S R E S T R I C T I O N S • Y E S XI N O 
(IF YES, CITE L A W ( s ) & RSOULATION(8) 

16. AUDIT REQUIREMENTS 

D N O N E >& STATE X>Sk FEDERAL X 0 INDEPENDENT 

17. IS A N I N D E X S Y S T E M U S E D ? (IF YES.EXPLA IN 
BRIEFLY AKD DESCRIBE ANY HAROBARc/SOFTWARE) 

Q Y E S £j N O 

i e, R E C O M M E N D E D R E T E N T I O N 

Retain for 7 years..or~u"4"t&b amcii'tsj.iulfklled, 
whichever is later, '•StHeri destroy. Retain 
1 year in office, r̂ then transfer superceded 
licenses to County. Records, Ca'nter. ' \ 

I 9. N A M E A N D T I T L E O F P R E P A R E R 

Jan Blodgett/County Archivist 
2 0 . T E L E P H O N E N U M B E R 

(301) 475-7844 
2 I . D A T E 

8/23/89 

D C S 350-4 ( R E V I S E D 2 / 8 7 } 



I) <STHUCT|QMS• - TYPE OH PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

, (BSS 8 80 -1 ) 

DEPARTMENT OF CCNERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS I N V E N T O K Y 

PACE O F 

I^DE FARTMENT / AGENCY 

St. Mary's County 

2. DIVISION 

Office on Aging 

3. UNIT 

SMTT.E Ar inlr n a y Carp 
DEFINITION-RECORD SERIES-* O R O U P o r RELATED RECORDS NORMALLY FILED AMD USED AS A UNIT FOR 

REFERENCE AS WELL AS RETENTION AND DISPOSITION FURFOBEB •_ 
4. RECORD SERIES TITLE 

A g T P P T T I P n l - g 

5. EARLIEST YEAR/LATEST YEAR 
T O on 

9. RECORD SERIES DESCRIPTION (BR,"'TV ° « C R I B E THE TYPES O F IN FORMAT I ON / DOCUMENTS / FORMS FOUND 
_ . , - , N SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES 
Copies of all contracts with outside services for SMILE programs or centers. 

i 

7. RECORD SERIES FORMAT(S) 
§xLETTER SIZE • MICROFILM 
° LEGAL SIZE O COMPUTER TAPE 

^^BOUND BOOK D FLOPPY DISK 
O AUDIO TAPE O VIDEO TAPE 
• OTHER(SPEC I FY) 

6. RECORD SERIES SEQUENCE 
X JBC ALPHABET I GAL 

• NUMERICAL 
D CHRONOLOGICAL 
• GEOGRAPHICAL 
O OTHER[SPEC I FY) 

9. VOLUME 

NUMBER 

&CF1LE DRAWER!S) 
• MICROFILM REEL(S ) 
• COMPUTER TAPE(S ) 
O OTHER! SPEC I FY) 

I 0. ANNUAL ACCUMULATION 
S^FILE DRAWER!S) 
• MICROFILM REEL(S ) 

COMPUTER TAPE(S) 
• OTHgR(RPFrlFY| 

11. FILE IS USED 
O DAILY O WEEKLY E?>MONTHLY 

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

Garvey Center - main office 

12 . FILE BECOMES INACTIVE AFTER 
J O MONTH( S) xn YEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERE t 
I IF YES, SPECIFY AGENCY OR OFFICE) 
D YES XS NO 

15. ACCESS RESTRICTIONS O YES EJtfJO 
(IF YES, CITE LAW(S) & RBOULATION(S) 

16. AUDIT REQUIREMENTS 

D NONE x§ STATE 3 & FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN 
BF.-IBPLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

D YES >9c NO 

18. RECOMMENDED RETENTION 
Retain 7 years or until audits f-ulfilled, 
whichever is later, then destroy. Retain 
current year and 1 year prior in office, 
then transfer to County Records Center and 
Archives. 

I 9. NAME AND T1TLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

21. DATE 
8/23/89 

DCS 550-4 (REVISED 2/87) 



INSTRUCT I QMS- -TYPE OR PR INT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

880 • I ) 

DEPARTMENT OF GENERAL SERVICES 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7278 W A T E R L O O R O A D 
P.O. B O X 278 

J E S S U P , M A R Y L A N D 207 94 

at,?) 
AGENCY RECORDS I N V E N T O R Y 

P A G E 

t. DEPARTMENT/AGENCY 
St. Mary's County 

2 . D I V I S I O N 

Office on Aging 
3. UNIT 

SMILE Adult Day Care 
D E F I N I T I O N - R E C O R D S E R I E S -A G R O U P O P R E L A T E D R E C O R D S N O R M A L L Y P I L E D AND U S E D AS A U N I T F O R 

RE F E R E N C E AS •E L L AS 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 

4. R E C O R D S E R I E S T I T L E 

Reports 
8. E A R L I E S T Y E A R / L A T E S T Y E A R 

aa T O .2Q 

». R E C O R D S E R I E S D E S C R I P T I O N (B"""'L-V OEBCRI BE T H E T Y P E S O P IN F O R M A T I ON / D O C U M E N T S / FORMS F O U N D 
IN THE SERIES. INCLUDE T H E P U R P O S E OR F U N C T I O N OF T H E SEFTIESJ 

Copies of all out-going requests to State agencies and auditor for the program. 
Includes budget requests, cost reports and statistical reports. 

7. R E C O R D S E R I E S F O R M A T ( S ] 

& L E T T E R S I Z E • M I C R O F I L M 

° L E G A L S I Z E • C O M P U T E R T A P E 

ABOUND B O O K ° F L O P P Y D I S K 

° A U D I O T A P E D V I D E O T A P E 

• O T H E R ) S P E C I F Y ) 

8. R E C O R D S E R I E S S E Q U E N C E 

£ A L P H A B E T I C A L 

Q N U M E R I C A L 

O C H R O N O L O G I C A L 

O G E O G R A P H I C A L 

• O T H E R ) S P E C I F Y J 

9. V O L U M E 
13 F I L E D R A W E R ) S ) 
D M I C R O F I L M R E E L ( S ) 

1/2 0 C O M P U T E R T A P E ( S ) 
N U M B K * D O T H E R ) S P E C I F Y ) 

I 0. ANNUAL ACCUMULATION 
® FILE DRAWER)S) 

!/ 2 O MICROFILM REEL(S] 
NUMBE'R 0 COMPUTER TAPE ( S ) 

O fyri-iFt?(sprriFY) 
i l l . FILE IS USED 

O DAILY D W E E K L Y xic M O N T H L Y 

13. C U R R E N T L O C A T I O N ) S ) ( B L D G . , F L O O R , R O O M ) 

Garvey Center - Main office 

1 2 • FILE BECOMES INACTIVE AFTER 
D MONTH)S) £ YEAR)S] 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
I IF Y E S , S P E C I F Y A O E N C Y OR O F F I C E ) 
a YES <j NO 

15. ACCESS RESTRICTIONS • YES NO 
(IF Y E S , C I T E L A B ( S ) a R E G U L A T I O N ) s ) 

16. AUDIT REQUIREMENTS 

D NONE SxSTATE J8CFEDERAL D INDEPENDENT 

17. I S A N I N D E X S Y S T E M U S E D T (|p Y E S . E X P L A I N 
BF.IEFLY AND D E S C R I B E A N Y H A R D B A R E / S O F T W A R E ) 

° Y E S 5 & N O 

18. RECOMMENDED RETENTION 

Retain 7 years or until all audits completed, 
whichever is later. Retain in office 
current current year, and 2 prior years, then 
transfer to County Records Center and Archives. 

I 9. NAME AND TITLE OF PREPARER 

Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

21. DATE 

8/23/89 
D C S 550-4 ( R E V I S E D 2/87) 



1MSTKUCT1 QMS - -TYPE O R PRINT A 
SEPARATE F O R M F O R E A C H NEW O R 
REVISED R E C O R D S E R I E S . F O R W A R D 
WITH R E C O R D S R E T E N T I O N S C H E D U L E 
(D_S 8 8 0 - 1 J 

DEPARTMENT O F GENERAL, SERVICES 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 8 W A T E R L O O R O A D 
P.O. B O X 2 7 8 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

AGENCY RECORDS I N V E N T O R Y 
1MSTKUCT1 QMS - -TYPE O R PRINT A 
SEPARATE F O R M F O R E A C H NEW O R 
REVISED R E C O R D S E R I E S . F O R W A R D 
WITH R E C O R D S R E T E N T I O N S C H E D U L E 
(D_S 8 8 0 - 1 J 

DEPARTMENT O F GENERAL, SERVICES 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 8 W A T E R L O O R O A D 
P.O. B O X 2 7 8 

J E S S U P , M A R Y L A N D 2 0 7 9 4 P A G E *7 O F }S 

- A 
1~'DEPARTMENT / A G E N C Y 

St. Mary's County 
2 , D I V I S I O N 

Office on Aging 
1 . U N I T 

SMILE Adult DAy Care 

D E F I N I T I O N - R E C O R D S E R I E S -A OROUP OF RELATED RECORDS NORMALLY 1 FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOBEB 

4. R E C O R D S E R I E S T I T L E 
Participants Files 

8. E A R L I E S T Y E A R / L A T E S T Y E A R 
1984 T O 1 9 8 ? 

8. R E C O R D S E R I E S D E S C R I P T I O N (BRI,T''L-Y DESCRIBE THE TYPES O F IN FORMAT I ON / DOCUMENTS/FORMS FOUND 
IN T H E S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Participants medical data, agreements, income, personal history, current enrollment. 
Contains both current and discharged participants. 

7. R E C O R D S E R I E S F O R M A T ( S ) 

H X L E T T E R S I Z E O M I C R O F I L M 

D L E G A L S I Z E • C O M P U T E R T A P E 

^ ^ S O U N D B O O K O F L O P P Y D I S K 

O A U D I O T A P E D V I D E O T A P E 

• O T H E R ( S P E C I F Y ) 

6. R E C O R D S E R I E S S E Q U E N C E 

>S A L P H A B E T I C A L 

D N U M E R I C A L 

a C H R O N O L O G I C A L 

D G E O G R A P H I C A L 

D O T H E R ( S P E C I F Y ) 

V O L U M E 

2 
NUMBER 

« C F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 
D C O M P U T E R T A P E | S ) 
• O T H E R ( S P E C I F Y ) 

I 0. A N N U A L A C C U M U L A T I O N 
^ F I L E D R A W E R ! S ) 
O M I C R O F I L M R E E L ( S ] 

N U U B B R D C O M P U T E R T A P E ( S ) 
; • nTHFB(RPFrlFY) 

i l l . FILE IS U S E D 
D A I L Y ° W E E K L Y O M O N T H L Y 

12 , F I L E B E C O M E S INACTIVE A F T E R 
_ _ _ _ _ D MON T H ( S ) • Y E A R ( S ] 
N V M B B B 

13. C U R R E N T L O C A T I O N ! S ) ( B L D G . , F L O O R , R O O M ) 

Garvey Center — main office 

14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
{lF YES, SPECIFY /.OENCY OR OFFICE) 
O Y E S X B N O 

15. A C C E S S R E S T R I C T I O N S O S Y E S O N O 
(lF YES, CITE L A W ( s ) & REOULATI ON(S) 

Privacy ACt 

16. A U D I T R E Q U I R E M E N T S 

S> N O N E O S T A T E ° F E D E R A L O I N D E P E N D E N T 

17. IS A N IN D E X S Y S T E M U S E D T (IF YES.EXPLAIN 
BF.'IEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) 

0 Y E S xft N O 

IB. R E C O M M E N D E D R E T E N T I O N 

Retain for 5 years ,af-fcer:'parj|i'b̂ feb|_s 
discharged, then'^destvro'y^Retain current 
files in office, ttra'risfer discharged | 
participant f iles'i to County Records Center 
and Archives. - v"' * 

I \ 

19. N A M E A N D T I T L E O F P R E P A R E R 

Jan Blodgett/County Archivist 
2 0 . T E L E P H O N E N U M B E R 

(301) 475-7844 
2 I 

°8/23/89 

D O S 350-4 ( R E V I S E D 2 / 6 7 ) 



INSTRUCTIONS-- T Y P E OR PR I N T A 
SE P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 

880 -t ) 

DEPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT D I V I S I O N 

7278 WATERLOO R O A D 
P.O. B O X 278 

J E S S U P , M A R Y L A N D 20794 

US') 
AGENCY RECORDS I N V E N T O R Y 

P A C E ? O F 

1. D E P A R T M E N T / A G E N C Y 

St. Mary's County 
2 . D I V I S I O N 

Office on Aging 
3 . U N I T 

SMILE Adult Day Care 
D E F I N I T I O N - R E C O R D S E R I E S -A OROUP OF RELATED RECORD0 NORMALLY FILED AND USED AS A UNIT FOR 

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOBES 
4. R E C O R D S E R I E 8 T I T L E 

Operations Weekly/Monthly 
8. E A R L I E S T Y E A R / L A T E S T Y E A R 

__&a T O £g 

6. R E C O R D S E R I E S D E S C R I P T I O N { B R ' D " C R I B K T K K TYPES O P INFORMATION/DOCUMENTS/FORMS FOUND 
IN T H E S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE 8BFTIES) 

Files of tally sheets for statistics for each of the centers. They are used to compile 
weekly, monthly, and quarterly reports. 

7. R E C O R D S E R I E S F O R M A T ( S ) 

B L E T T E R S I Z E 0 M I C R O F I L M 

0 L E G A L S I Z E 0 C O M P U T E R T A P E 

^ ^ O U N D B O O K D F L O P P Y D I S K 

0 A U D I O T A P E D V I D E O T A P E 

0 O T H E R ( S P E C I F Y ) 

8. R E C O R D S E R I E S S E Q U E N C E 

£k A L P H A B E T 1CAL 

0 N U M E R I C A L 

O C H R O N O L O G I C A L 

0 G E O G R A P H I C A L 

D O T H E R ( S P E C I F Y ) 

9. V O L U M E 
S3 F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S J 

1/2 Q C O M P U T E R T A P E 1S1 
NUMBER D Q T H E R ( S P E C 1 F Y ) 

7. R E C O R D S E R I E S F O R M A T ( S ) 

B L E T T E R S I Z E 0 M I C R O F I L M 

0 L E G A L S I Z E 0 C O M P U T E R T A P E 

^ ^ O U N D B O O K D F L O P P Y D I S K 

0 A U D I O T A P E D V I D E O T A P E 

0 O T H E R ( S P E C I F Y ) 

8. R E C O R D S E R I E S S E Q U E N C E 

£k A L P H A B E T 1CAL 

0 N U M E R I C A L 

O C H R O N O L O G I C A L 

0 G E O G R A P H I C A L 

D O T H E R ( S P E C I F Y ) 
10. A N N U A L A C C U M U L A T 1 O N 

LT* F 1 L E D R A W E R ( S ) 
O M I C R O F I L M R E E L ( S ) 

NUUBWR ° C O M P U T E R T A P E ( S ) 
D cffHFRlRPFrirvl 

1 M ' FILE IS U S E D 
X S D A I L Y • W E E K L Y ° M O N T H L Y 

1 2 • F I L E B E C O M E S INACTIVE A F T E R 

mrWrr ° M O N ™ ( S ) YEAR( s ) 

13. C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R . R O O M ) 

Garvey Center - main office 

1 4 . I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
(IF YES, SPECIFY /.OENCY OR OFFICE) 
• Y E S K X N O 

15. A C C E S S R E S T R I C T I O N S 0 Y E S <dd>IO 
(IF YES, CITE L A W ( s ) & RBOULAT1 ON(8) 

1 6 . A U D I T R E Q U I R E M E N T S 

• N O N E x8 S T A T E j& F E D E R A L jik I N D E P E N D E N T 

17. IS A N IN D E X S Y S T E M U S E D T (IF YES.EXPLAIN 
BF.IEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE ) 

• Y E S a N O 

18. R E C O M M E N D E D R E T E N T I O N 

Retain for 7 years or until audits completed, 
whichever is later.- Retain current year and 1 
year prior in office, then transfer to County 
Records Center and Archives. 

19. N A M E A N D T 1 T L E OF P R E P A R E R 
Jan Blodgett/County Archivist 

20. T E L E P H O N E N U M B E R 
(301) 475-7844 

21. D A T E 

8/23/89 

D C S 550-4 ( R E V I S E D 2 / 8 7 ) 



UibJh'UCT I QMg- • TYPE O R PRINT A 
SEPARATE F O R M F O R E A C H N E W O R 
REVISED R E C O R D S E R I E S . F O R W A R D 
WITH R E C O R D S R E T E N T I O N S C H E D U L E 

9 9 0 -1 ) 

DEPARTMENT OF CCNERAL SERVICES 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 W A T E R L O O R O A D 
P.O. B O X 2 7 5 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

a > 7 
AGENCY RECORDS I N V E N T O R Y 

P A G E O F / $ 

J 1. D E P A R T M E N T / A G E N C Y 
I 
1 St. Mary's County 

2. DIVISION 
Office on Aging 

S. U N I T 
SMILE Adult Day Care 

D E F I N I T I O N - R E C O R D S E R I E S -A O R O U P OP RELATED RECORDS NORMALLY" FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOBEB •_ 

4. R E C O R D S E R I E S T I T L E 
Operations - General 

5. E A R L I E S T Y E A R / L A T E S T Y E A R 
£ £ _ _ _ _ T O 

8. R E C O R D S E R I E S D E S C R I P T I O N ( B R M"' U T DESCRIBE THE TYPES OF IN FORMAT I ON / DOCUMENTS / FORMS FOUND 
IN T H E S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Subject files, general literature related to the office and reference material. 

7. R E C O R D S E R I E S F O R M A T ( S ) 

& L E T T E R S I Z E • M I C R O F I L M 

Q LE G A L S I Z E O C O M P U T E R T A P E 

^ ^ B O U N D B O O K O F L O P P Y D I S K 

0 A U D I O T A P E D V I D E O T A P E 

0 O T H E R ( S P E C I F Y ) 

8. R E C O R D S E R I E S S E Q U E N C E 

£ A L P H A B E T I C A L 

D N U M E R I C A L 

D C H R O N O L O G I C A L 

0 G E O G R A P H I C A L 

0 O T H E R ( S P E C I F Y ) 

9. V O L U M E 
H F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 

1 1/2 • C O M P U T E R T A P E 1S) 
NUMBER Q O T H E R ) S P E C 1 F Y ) 

7. R E C O R D S E R I E S F O R M A T ( S ) 

& L E T T E R S I Z E • M I C R O F I L M 

Q LE G A L S I Z E O C O M P U T E R T A P E 

^ ^ B O U N D B O O K O F L O P P Y D I S K 

0 A U D I O T A P E D V I D E O T A P E 

0 O T H E R ( S P E C I F Y ) 

8. R E C O R D S E R I E S S E Q U E N C E 

£ A L P H A B E T I C A L 

D N U M E R I C A L 

D C H R O N O L O G I C A L 

0 G E O G R A P H I C A L 

0 O T H E R ( S P E C I F Y ) 
1 0 . A N N U A L A C C U M U L A T 1 O N 

X S F I L E D R A W E R ( S ) 
D M I C R O F I L M R E E L ( S ) 

NuMbgtt D C O M P U T E R T A P E ( S ) 
• C f f H F R / R P F r i f Y I 

1 0 . A N N U A L A C C U M U L A T 1 O N 
X S F I L E D R A W E R ( S ) 
D M I C R O F I L M R E E L ( S ) 

NuMbgtt D C O M P U T E R T A P E ( S ) 
• C f f H F R / R P F r i f Y I 

' 1 1 ' FILE IS U S E D 
D A I L Y O W E E K L Y 0 M O N T H L Y 

1 2 • FILE B E C O M E S INACTIVE A F T E R 
m n U r ^ M O N T H { S ) s Y E A R ( S , 

IS. C U R R E N T L O C A T I O N ! S ) ( B L D G . , F L O O R , R O O M ) 

Garvey Center —main office 

14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
(lF YES, SPECIFY /.OENCY OR OFFICE) 
a Y E S c ^ o 

15. A C C E S S R E S T R I C T I O N S • Y E S ^ N O 
(IF YES, CITE L A W ( s ) A REOULAT1 ON(S) 

16. A U D I T R E Q U I R E M E N T S 

9 N O N E • S T A T E 0 F E D E R A L 0 I N D E P E N D E N T 

17. IS AN I N D E X S Y S T E M U S E D T (IF YES.EXPLAIN 
BF.IEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) 

• Y E S 3d N O 

I 8. R E C O M M E N D E D R E T E N T 1 O N 

Retain for 1 year or-u-nti'l^" ' 
administrative -use ceases!. PJkjU-

••' "-• 7 .v. x 
i •>• 

| • " \ 
19. N A M E A N D T 1 T L E OF P R E P A R E R 
Jan Blodgett/County Archivist 

2 0 . T E L E P H O N E N U M B E R 
(301) 475-7844 

s 
2 1 . (DATE 

\ ' .8/23/89 

D O S 550-4 ( R E V I S E D 2 / 8 7 ) 



IHSTNUCTI QMS - -TYPE OH PHI NT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

880 -1 ) 

DEPARTMENT OF CLNERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

AGENCY RECORDS I N V E N T O R Y 

PAGE tO O F / 5 " 

I 1. DEPARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Office on Aging 

3. UNIT 
SMILE Adult Dav Care 

DEFINITION-RECORD SERIES A OROUP OP RELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
Documents 

8. EARLIEST YEAR/LATEST YEAR 
Actiye TO Inactive 

8. RECORD SERIES DESCRIPTION ( B R , » r L V DESCRIBE THE TYPES OP INPORMATION/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BEFrtES) 

Printed reference material from County and local agencies related to the operation of 
the office. 

1 
7. RECORD SERIES FORMAT(S) 6. R E C O R D SERIES SEQUENCE 9. VOLUME 

; 

BXLETTER SIZE O MICROFILM 
0 LEGAL SIZE Q COMPUTER TAPE 

5& ALPHABET 1CAL 
• NUMERICAL 

30 FILE DRAWER) S) 
• MICROFILM REEL(S) 
• COMPUTER TAPEISI 

NUMBER D OTHER!SPEC I FY) ^^BOUND BOOK • FLOPPY DISK • CHRONOLOGICAL 

30 FILE DRAWER) S) 
• MICROFILM REEL(S) 
• COMPUTER TAPEISI 

NUMBER D OTHER!SPEC I FY) 

• AUDIO TAPE • VIDEO TAPE D GEOGRAPHICAL 10. ANNUAL ACCUMULAT1ON 
0 OTHER)SPECIFY) D OTHER(SPECIFY) ^ F I L E DRAWER! S) 

g., O MICROFILM REEL ( S ) 

• QTHFRlfiPFrlFYI 

1 1 1 ' FILE IS USED 1 2 • FILE BECOMES INACTIVE AFTER 
0 DAILY D WEEKLY K J M O N T H L Y 5 xSxMONTH(S) D YEAR(S) 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET 
Garvey Center —main office (IF YES, SPECIFY /.OENCY OR OFFICE) 

° YES S NO 

15. ACCESS RESTRICTIONS O YES IS NO 16. AUDIT REQUIREMENTS 
(IP YES, CITE L A W ( s ) & REOULAT1 ON(S) 

X&cNONE CI STATE 0 FEDERAL 0 INDEPENDENT 

17. IS A N INDEX SYSTEM USEDt (IF YES.EXPLAIN 
BF.IEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) 18. RECOMMENDED RETENT 1 ON 

Administrative use- retain until 
D YES Xfif NO superceded or no longer of use. 

i f 

19. NAME AND T1TLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE 
Jan Blodgett/County Archivist (301) 475-7844 8/23/89 

DCS 550-4 (REVISED 2/87) 



, INSTRUCT IONS- - T Y P E OK P R I N T A 
! SEPARATE FORM FOR EACH NEW OR 

REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(ggS 990 -1 ) 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7279 WATERLOO ROAD 
P.O. BOX 279 

JESSUP, MARYLAND 20794 

AGENCY RECORDS I N V E N T O R Y 
, INSTRUCT IONS- - T Y P E OK P R I N T A 
! SEPARATE FORM FOR EACH NEW OR 

REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(ggS 990 -1 ) 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7279 WATERLOO ROAD 
P.O. BOX 279 

JESSUP, MARYLAND 20794 PAGE // OF /fT 

I l^DEFARTMENT/AGENCY 
! 
' St. Mary's County 

2. DIVISION 

Office on Aging 

S . UNIT 
SMILE Adult Day Care 

DEFINITION-RECORD SERIES-* O R O U * °r "KLATED RECORDS NORMALLY FILED AND USED At A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 

Child Care Food Program 

EARLIEST YEAR/LATEST YEAR 

1988 7 0 1 9 8 9 

8 . R E C O R D S E R I E S D E S C R I P T I O N { B R , K , ' U V DESCRIBE THE TYPES O P IN FORMAT I ON / DOCUMENTS / FORMS FOUND 
IN T H E S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES 

Application, claims, reviews sent to the State Office. Files also contain copies of 
monthly menus and snack lists. Menus and snack lists are required by the State Office 
to be held for 2 years. 

7. R E C O R D S E R I E S F O R M A T ( S ) 

12 L E T T E R S I Z E ° M I C R O F I L M 

O L E G A L S I Z E 0 C O M P U T E R T A P E 

^ ^ B O U N D B O O K ° F L O P P Y D I S K 

8. R E C O R D S E R I E S S E Q U E N C E 

>OcALPHABET 1CAL 

0 N U M E R I C A L 

• C H R O N O L O G I C A L 

9. V O L U M E 
3D F I L E D R A W E R ! S ) 
• M I C R O F I L M R E E L ( S J 

10" 0 C O M P U T E R T A P E ! S i 
NUMBER D Q T H E R ( S P E C 1 F Y ) 

D A U D I O T A P E 0 V I D E O T A P E 

° O T H E R ( S P E C I F Y ) 

O G E O G R A P H I C A L 

0 O T H E R ( S P E C I F Y ) 
10. A N N U A L A C C U M U L A T 1 O N 

% F I L E D R A W E R ( S ) 
O M I C R O F I L M R E E L ( S ) 

N IM & R D C O M P U T E R T A P E ( S ) 
• OTWrRlSPFriFYl 

10. A N N U A L A C C U M U L A T 1 O N 
% F I L E D R A W E R ( S ) 
O M I C R O F I L M R E E L ( S ) 

N IM & R D C O M P U T E R T A P E ( S ) 
• OTWrRlSPFriFYl 

1 1 " FILE IS U S E D 
0 D A I L Y • W E E K L Y XC£ M O N T H L Y 

1 2 • F I L E B E C O M E S INACTIVE A F T E R 

K t W D M O N T H ( S ) ^ V E A R ( S ) 

13. C U R R E N T L O C A T I O N ! S ) ( B L D G . , F L O O R , R O O M ) 

Garvey Center —main office 

14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
(IF YES, SPECIFY /.OEKCY OR OFFICE) 
D Y E S XB N O 

15. A C C E S S R E S T R I C T I O N S • Y E S Ct N O 
(IF YES, CITE L A w ( s ) * RBOULAT1 ON(S) 

16. A U D I T R E Q U I R E M E N T S 

O N O N E 5xSTATE D F E D E R A L £k I N D E P E N D E N T 

17. I S AN I N D E X S Y S T E M U S E D T {|p YES.EXPLAIN 
BF.IEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) 

D Y E S N O 

18. R E C O M M E N D E D R E T E N T I O N 

Retain in for 3 years or until audits 
completed, whichever is later. Retain 
current year and 1 prior ye'ar'.in office, 
then transfer to County Records"Center. 

19. N A M E A N D T1TLE O F P R E P A R E R 

Jan Blodgett/County Archivist 

2 0. T E L E P H O N E N U M B E R 

(301) 475-7844 

21. D A T E 

8/23/89 

D C S 550-4 ( R E V I S E D 2/87) 



INSTRUCT I QMS--TYPE OR PR INT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES, FORWARD 
WITH RECORDS RETENTION SCHEDULE 

980-1} 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE /X OF / { 

DEPARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Office on Aging 

3 . UNIT 
SMILE Adult Day Care 

DEFINITION-RECORD SERIES-* O R O U F ° R "ELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOBEB •_ 

| 4. RECORD SERIES TITLE 

PMA Forms 
5. EARLIEST YEAR/LATEST YEAR 

FY89 t o 

! 6. RECORD SERIES DESCRIPTION j B R , I C F l - Y "ESCRIBE THE TYPES O P IN FORMAT I ON / DOCUMENTS / FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIES) 

All forms used to complete reports, applications, agreement projections, and audits 
required by the state for PMA grants. Files contain blank forms and copies of completed 
forms sent. 

7. RECORD SERIES FORMAT(S) 
& LETTER SIZE • MICROFILM 
D LEGAL SIZE D COMPUTER TAPE 
^^SOUND BOOK a FLOPPY DISK 
O AUDIO TAPE • VIDEO TAPE 
O OTHER(SPEC IFY) 

8. RECORD SERIES SEQUENCE 
2 & ALPHABET ICAL 
• NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
D OTHER(SPEC I FY J 

9. VOLUME 

NUMI BER" 

&CFILE DRAWER(S) 
• MICROFILM REEL(S) 
0 COMPUTER TAPE(S) 
a OTHER(SPEC I FY) 

I 0. ANNUAL ACCUMULATI ON 
% FILE DRAWER(S) 

g„ a MICROFILM REEL(S) 
NUMbgR d COMPUTER TAPE(S) 

• QTHPB(fiPrrlFY) 

11. FILE IS USED 
° DAILY D WEEKLY X% MONTHLY 

12, FILE BECOMES INACTIVE AFTER 
• MONTH(S) ficYEAR(S] 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 
Garvey Center - Main office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
I IP YES, SPECIFY AOENCY OR OFFICE) 
O YES B NO 

15. ACCESS RESTRICTIONS • YES KJNO 
(IF YES, CITE LAW(S) & RBGULATI ON(S) 

16. AUDIT REQUIREMENTS 

D NONE SXSTATE • FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE ) 

• YES 2QC NO 

1 8 , RECOMMENDED RETENTION 
Retain blank forms until superc^jdetf. -.Retain 
copies of reports^.for-;3*<y^^f^'o1c:^!j]B*t-il>audits 
completed. All f;inaJ\tcbp*ie's'of audits fare to 
be retained permanently. . \ 

I 9. NAME AND TITLE OF PREPARER 

Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 I . DATE 

8723/89 

DCS 550-4 (REVISED 2/87) 



INSTRUCT IQMS--TYPE OR PR INT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

850 -I J 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE /3. OF /S 

T^DEFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Office on Aging 

S . UNIT 
SMILE Adult Day Care 

DEFINITION-RECORD SERIES-* O R O U F o r RELATED RECORDS NORMALLY F1 LED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •_ 

4. RECORD SERIES TITLE 

TITLE XIX 
5. EARLIEST YEAR/LATEST YEAR 

TO 

8. RECORD SERIES DESCRIPTION J B R , ," , | L Y DESCRIBE THE TYPES O P INPORMATI ON/DOCUMENTS/FORMS POUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEFTIES) 

All Title XIX forms and documents used by the office. 

7. RECORD SERIES FORMAT( S) 
I* LETTER SIZE • MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 

BOOK O FLOPPY DISK 
D AUDIO TAPE ° VIDEO TAPE 
d OTHER(SPEC IFY) 

8. RECORD SERIES SEQUENCE 
& ALPHABET ICAL 
• NUMERICAL 
• CHRONOLOGICAL. 
O GEOGRAPHICAL 
O OTHER(SPEC I FY) 

9. VOLUME 
&CFILE DRAWER)S) 
• MICROFILM REEL(S J 

fj" O COMPUTER TAPE ( S ) 
NUMBER D O T H E R ( S P E C | P Y ) 

10. ANNUAL ACCUMULATION 
SKFILE DRAWER(S) 

]» 2
 D MICROFILM REEL(S] 

NUUBW d COMPUTER TAPE{S) 
D QTHFP(sprrirv| 

I II . FILE IS USED 
D DAILY fixWEEKLY D MONTHLY 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOMJ 
Garvey Center - main office 

1 2 • FILE BECOMES INACTIVE AFTER 
1 D MONTH(S) SxYEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YES, SPECIFY AOENCY OR OFFICE) 
D YES x S NO 

15. ACCESS RESTRICTIONS • YES 5 & N O 
( IP YES, CITE LAW(s) & RBOULATI ON(S) 

16. AUDIT REQUIREMENTS 

D NONE S; STATE 50 FEDERAL £ INDEPENDENT 

I 7 , IS AN INDEX SYSTEM USEDT ( |p YES•EXPLA IN 
BF.IEFL.Y AND DESCRIBE ANY HARDWARE/SOFTWARE ) 

O YES g NO 

18. RECOMMENDED RETENTION 
Retain completed copies of reports 7 -years 
or until all audits completed, whichever is 
later. Retain current year and 1' year prior 
in office, then transfer to Cqunty Records 
Center and Archives. 

19. N A M E A N D T I T L E O P P R E P A R E R 

Jan Blodgett/County Archivist 

20. T E L E P H O N E N U M B E R 

(301) 475-7844 

2 I . DATE 

8/23/89 

DCS 550-4 (REVISED 2/87) 



IHSTRUCT|QMS•-TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

950 -I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE OF 

DEPARTMENT/AGENCY 
St. Mary's County 

DIVISION 
Office on Aging 

UNIT 
SMILE Adult Day Care 

DEFINITION-RECORD SERIES-* O B O U P O R "*LATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •_ 

I. RECORD SERIES TITLE 
FORMS 

5. EARLIEST YEAR/LATEST YEAR 
Active TO Inactive 

I. RECORD SERIES DESCRIPTION (BR,KRI-T DESCRIBE THE TYPES O F INFORMATI ON/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Copies of blank forms used by office. 

7. RECORD SERIES FORMAT(S) 
% LETTER SIZE P MICROFILM 
D LEGAL SIZE • COMPUTER TAPE 
^^BOUND BOOK • FLOPPY DISK 
Q AUDIO TAPE O VIDEO TAPE 
O OTHER(SPEC IFY J 

6. RECORD SERIES SEQUENCE 
^ ALPHABETICAL 
• NUMERICAL 
• CHRONOLOGICAL 
O GEOGRAPHICAL 
• OTHER(SPEC I FY) 

9. VOLUME 
* FILE DRAWER(S) 
• MICROFILM REEL(S J 

1 D COMPUTER TAPE(S) 
N U M B K * D OTHER!SPEC I FY) 

10. ANNUAL ACCUMULATION 
£ FILE DRAWER!S) 

2" a MICROFILM REEL(S) 
NlHUbgR a COMPUTER TAPE ( S ) 

• tyrnFB(fiPFriFY| 

i l l . FILE IS USED 
£K DAILY O WEEKLY • MONTHLY 

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

Garvey Center - main office 

12, FILE BECOMES INACTIVE AFTER 
• MONTH(SJ O YEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YES, SPECIFY AOENCY OR OFFICE) 
° YES 5 NO 

15. ACCESS RESTRICTIONS • YES ^ ^ O 
(IF Y E S , CITE L A W ( S ) & R E O U L A T I O N ( S ) 

16. AUDIT REQUIREMENTS 

x8 NONE D STATE 0 FEDERAL Et INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

Q YES 3Ck NO 

18. RECOMMENDED RETENTION 
Retain until superceded. 

19. NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

21. DATE 
8/23/89 

DCS 550-4 (REVISED 2/87) 



IHSTRUCTI QMS - -TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

550 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

tun 
AGENCY RECORDS INVENTORY 

PAGE i*) OF // 

DEPARTMENT/AGENCY 

St. Mary's County 

2. DIVISION 

Office on Aging 
3. UNIT 
SMILE Adult Day Care 

DEFINITION•RECORD SERIES A O R O U P OF RELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

>. RECORD SERIES TITLE 
SMILE, Inc. Advisory Council 

5. E A R L I E S T Y E A R / L A T E S T Y E A R 
F Y 8 9 T O 

6. RECORD SERIES DESCRIPTION (BR,K''l-Y "E8CRI BE THE TYPES O P IN FORMAT I ON / DOCUMENTS / FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Copies of materials related to the Advisory Council. Includes articles of incorporation, 
bank statements, minutes, bylaws, policies and procedures. Copies are also held by the 
Council's secretary. 

7. RECORD SERIES FORMAT( S) 
I&jLETTER SIZE • MICROFILM 
a LEGAL SIZE • COMPUTER TAPE 

BOOK • FLOPPY DISK 
D AUDIO TAPE O VIDEO TAPE 
O OTHER{SPEC IFY) 

8. RECORD SERIES SEQUENCE 
X J & ALPHABETICAL 

Q NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
• OTHER{SPEC I FY) 

9. VOLUME 
20 FILE DRAWER( S ) 
• MICROFILM REEL(S ) 

\/2 a COMPUTER TAPE(S) 
N U M B E R • OTHER(SPECI FY) 

10. ANNUAL ACCUMULATION 
^ F I L E DRAWER ( S) 
D MICROFILM REEL(S) 

NUMBBTH 0 COMPUTER TAPE ( S ) 
• QTHFBjRPFf IFY) 

1 1 FILE IS USED 
• DAILY D W E E K L Y 2& MONTHLY 

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

Garvey Center - Main office 

12 . FILE BECOMES INACTIVE AFTER 
1 D MONTH(S) £ YEAR{ S ) 

14 , IS RECORD SERIES DUPLICATED ELSEWHERET 
(lF YES, SPECIFY AOENCY OR OFFICE) 
9 XYES • NO Council 

1 5 . A C C E S S R E S T R I C T I O N S O Y E S > & N O 
(IF YES, C I T E LAW(S) & R B O U L A T I O N ( s ) 

16. A U D I T R E Q U I R E M E N T S 

gxNONE D S T A T E O F E D E R A L ° I N D E P E N D E N T 

17 , IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) 

• YES 30C NO 

18. RECOMMENDED RETENTION ^•*•*-"?- .r» ^ 
Minutes, articles . of"a.'inc,orporat.itonV bylaws, 
and policies and proGeSdure's —PERMANENT.^ 
Bank statements retain 3 years. If. copies 
from Advisory Council not', available, office 
copies should be transferred to County | 
Records Center and Archives. ... '•• \ 

i •• •. L 
I 9. NAME AND TITLE OF PREPARER 

Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

\ 
2 I . DATE \ 

8/23/89 

DCS 550-4 (REVISED 2/87) 


