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No. C-651
RECORDS RETENTION AND DISPOSAL SCHEDULE Page
No. 1 ” 3
Agency Division
St. Mary's County Office on Aging --SMILE adult day
care
Item ;
No. Description Retention
1. Correspondence
Copies of in-coming and out-going correspondence, Retain 3 years. Retain
including memos to staff and participants. current year and 1l year
‘ prior in office, transfer
to County Records Center
and Archives to be held
2 years, thereafter destroy.
2, Personnel Files
Personnel files created before the -SMILE program Retain records of former
transferred to County supervision. All continuing employees for three years
staff were required to fill out new employment after date of departure;
forms which are filed separately. thereafter destroy. Destroy
files of turrent employees
superceded by new files.
3. Job Descriptions
Written descriptions for each position in Retain in office until
program, superceded, then destroy.
4, Licenses and Inspections
Copies of all required licenses and inspection Retain for 7 years or until
reports. Includes Adult Day Care Application, all audits have been complet
Fire Inspections, Health Dept. License, building then destroy. Retain currer
leases, safety inspections and safe drinking water year and 1 prior year in off
notice. then transfer to County
Records Center and Archives.
5. Agreements
Copies of all contracts with outside services for Retain for 7 years or until
SMILE programs or Centers. all audits have been complet
whichever is later, then
destroy. Retain current
year and 1l year prior in
office, then transfer to
County Records and Archives.
Schedule apgroved by Department, Schedule ‘authorized by

Agency, or

Signature

ivision Representative

)
Title

State Archivist
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(Continuation sheet)
b Page
No. JU%~5
Item
No. Description Retention
6. Reports
Copies of all out-going requests to State agencies Retain 7 years or until all
and auditors for the program. Includes budget audits are completed, which-
requests, cost reorts and statistical reports. ever is later. Retain in
office 2 years, transfer to
County Records Center &
Archives to be held 5 years
and then destroyed.
7. Participants Files
Participants medical data, agreements, income, Retain for 5 years after
personal history, current enrollment. Contains participants discharged, then
folders on current participants and those who have destroy. Retain current files
-been discharged. in office, transfer discharged
participant files to County
Records Center & Archives.
8. Operations Weekly / Monthly :
Files of tally sheets for statistics for each of Retain 7 years or until all
the centers. They are used to compile weekly, audits completed, whichever
monthly, and quarterly reports. is later, then destroy.
Retain 2 years in office, then
transfer to County Records
Center & Archives.
9. Operations - General
Subject files, general literature related to the Retain in office for 1 year
office and reference material. or until administrative use
ceases, then destroy.
10. Documents
Printed reference material from County and local Retain until superceded or
agencies related to the operation of the office. no longer of administrative
use, then destroy.
11. 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 3 years or until all
audits completed, w&ichever
is later, then*q§§tnoy.

.Retain'ip 6fq1 efcurrent
x year ‘and* 17 year prior, then

transfer to County Records

_Centen,& Archives.

»
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o No. SJZ';
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No. Description Retention
12. PMA Forms
All forms used to complete reports, applicationms, Retain blank forms until
agreement projections, and audits required by the superceded, then destroy.
state for PMA grants. Files contain blank forms Retain copies of reports 3
and copiles of completed forms sent. years or until audits
completed, whichever is later,
then destroy. Reports can
be transferred to County
Records Center & Archives
after 1 year.
13. Title XIX
All Title XIX forms and documents used by the Retain completed copies of
office. 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.
14, Forms
Copies of various blank forms used by the office. Retain until superceded,
then destroy.
15. SMILE Advisory Council

Copies of materials related to the Advisory
Council.
bank statements, minutes, by-laws, policies
and procedures.
Council's secretary.

Copies of materials related to the Advisory
Council includes:

a.

Includes articles of incorporation,

Copies are also held by the

Articles of Incorporation, minutes, by laws, and
policy and procedures statements (Some material
duplicates of Council Secretary's files).
Financial Files (bank statements).

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

a. Retain Permanently.
Transfer to County Records
Center and Archives* after
1 year or whenever admin-
istrative value ceases.
Duplicate copies will be
destroyed.

b. Retain 3 years, therafter
destroy.




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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

C6s7)
AGENCY RECORDS INVENTORY

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

/S

———

PAGE [ OF

(
_iapm/maucv

St.Mary's County

2. DIVISION
Office on Aging

3. WINIT

SMILE Adult Day Care

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS

NORMALLY FILED

I

]
* Correspondence

4. RECORD SERIES TITLE

REFERENCE AS RELL AS RETENTION AND DISPFPOS

AND USED AS A UNIT FOR
1TION PURPOSES

5. EARLIEST YEAR/LATEST YEAR

| 6, RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPES OF INFORMATION/DOCMNTS/FOM FOUND

IN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE BEFTES |

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
§ LETTER SIZE O MICROFILM O ALPHABETICAL S F ILE DRAWER(S)
O MICROFILM REEL(S)
0 LEGAL S1ZE D COMFUTER TAPE O NUMERICAL 1.5 O COMPUTER TAPE(S)
NUMBE
‘aouw BOOK DU FLOPPY DISK & CHRONOLOGICAL . U OTHER(SPECIFY)
o} o o
AUDIO TAPE VIDEO TAPE GEOGRAPHI CAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) ¥ 1LE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
. O OTHER(SPECIFY)
|1V e 1s useD 12. FILE BECOMES INACTIVE AFTER
DA o} 0 ’ 1 O MONTH(S XX YEAR(S
& DAILY WEEKLY MONTHLY _ RUWEEE (s) (s)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
tir ves, sPECIFY r0ENCY OR OFFICE)
Garvey Center -main office . OyeEs 8 NO
15. ACCESS RESTRICTIONS OvEs &nNo 16. AUDIT REGUIREMENTS
(1" vyES, ci1TE LAW(S) & REGULATION(S)
X% NONE O STATE O FEDERAL 0O INDEPENDENT
17. 1S AN INDEX SYSTEM USED? :
(17 ves.expLaN 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIEBE ANY HARDIARE/BOFTHARE) . -
: : : Retain for 3 years. Retain 'in office
U yes £ No current year and omne year prior, then
transfer to County Records Center.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Jan Blodgett/County Archivist

(301) 475-7844

. 8/23/89

DGS 350-4 (REVISED 2/87)



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

REV ISED RECORD SERIES, FORWARD

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

CbsT
AGENCY RECORDS INVENTURY

pace 2 or /S

|
\
| WITH RECORDS RETENTION SCHEDULE
i
I
|

__‘s 3580-1)

. DEFARTMENT / AGENCY
|

St. Mary's County

2. DIVISION

Office on Aging

3. WINIT
SMILE Adult Day Care

DEFINITION-RECORD SERIES-

A OROUP OF RELATED RECORDS NORMALLY FI]LED
REPFERENCE AS WELL AS RETENTION AND DISPFOS

4. RECORD SERIES TITLE
Personnel files

AND USED A8 A UNIT FOR
1TI1ON PURPOSES

5. EARLIEST YEAR/LATEST YEAR

—te TO 1083

[ d DOCUMEN FORMS FOUND
6. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPKS OF INFORMATION/ T8/

THE SERIES.

All personnel records up to the time SMILE transferred to County supervision.

INCLUDE THE PURPOBE OR FUNCTION QOF THE SERIES |

All

continuing staff were required to fill out new employment forms which are filed

i separately.
i

7. RECORD SERIES FORMAT(S)

< LETTER SIZE O MICROFILM

0 LEGAL SI1ZE O COMFUTER TAFE
'somn BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAFE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
QALPHAEET I CAL
0 NUMERICAL
O CHRONOLOG | CAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

QFILE DRAVWER(S)

DO MICROFILM REEL(S)
O COMPUTER TAPE(S)
0 OTHER({SPECIFY)

8"
NUMBER

10. ANNUAL ACCUMULAT ION

X
5F|LE DRAWER(S)
o O MICROFILM REEL(S)
RUWEEE O COMPUTER TAPE(S)

0 OTHER(SPECIFY)

[ I IS

FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
0 paiLy 0 WEEKLY O MONTHLY RO O MONTH(S) O YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?!
(1® ves, seeEciFy raency or oFrice)
. . o
Garvey Center --main office YES XENO
15. ACCESS RESTRICTIONS o YveES O No 16. AUDIT REQUIREMENTS

{17 ves,
Maryland annotated Code

CITE LAW(8) & rREGULATION(S)

JAXNONE DO STATE O FEDERAL 0O INDEPENDENT

17.

0O vyes xR NoO

IS AN INDEX SYSTEM USED?! (1r YES.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/BOFTWARE )}

RECOMMENDED RETENT | ON

Retain records of former employeesifor
three years afterwdatewogvdepakﬁmrel

from office. 1De§t;pyff11es ‘of currént
employees supﬁrceded by new flles.

v

L v
- ™

E S

19. NAME AND TITLE OF PREPARER
JanBlodgett/County Archivist

20. TELEPHONE NUMEER

(301) 475-7844

o s

DGS 550-4 (REVISED 2/87)




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

|
i REVISED RECORD SERIES. FORWARD
WiTH RECORDS RETENTION SCHEDULE

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

c6s/
AGENCY RECORDS INVENTORY

/
PAGE _ 2 oF /5

wuo-t)
1

DEFARTMENT / AGENCY

St. Mary's County

2. DIVISION

OFfice on AGing

3. WNIT

SMILE Adult DAy CAre

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY WILED

REFERENCE AS WELL AS RETENTION AND DIsProS

4.

RECORD SERIES TITLE

AND USED AS A UNIT FOR
LIION PURFODES

Job descriptions

5. EARLIEST YEAR/LATEST YEAR
—bG38- TO 1080

6. RECORD SERIES DESCRIPTION (°7'¥FLY PESCRIBK TnE
THE SERIES.

Written job descriptions for each position in pr

TYPES OF INFOMTION/DOCMNTB/FOM FOUND
INCLUDE TMHE PURPOBE OR FUNCTION OF THE BEFIES )

ogram.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
R LETTER SI1ZE O MICROF ILM 3, ALPHABET | CAL OFILE DRAVER(S)
1o O MICROFILM REEL(S)
* 0 LEGAL SIZE 0O COMPUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
' NUMBER o oryepsPECIFY)
BOUND BOOK O FLOPPY DISK 0 CHRONOLOG I CAL
o} o}
0 AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROF ILM REEL(S)
RUWEEEY O COMPUTER TAPE(S)
O OTHER(SPECIFY)
"1l plLE 1S USED 12. F|LE BECOMES INACTIVE AFTER
0 paiLY 0 wEEKLY X® MONTHLY O MONTH(S) O YEAR(S)

HURBER

13. CURRENT LOCATION(S} (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
(i» vyES, sPECIFY rGENCY OR OFFICE)
Garvey Center — main office yes O No County Personnel office
15. ACCESS RESTRICTIONS DYeEs & NO 16. AUDIT REQUIREMENTS
(1r vyes, ci1TE LAW(8) & rREGULATION(S)
X NONE D STATE O FEDERAL D INDEPENDENT
17. IS AN INDEX SYSTEM USED?! (Ir YEB.E)>PLAIN

BRIEFLY AND DESCRIBE ANY HARDIARE/BOFTHARE)

0O YES Qyx NO

18. RECOMMENDED RETENTION . -

Retain until superceded. (f.i<”a

19, NAME AND TITLE OF PREPARER 20,

Jan Blodgett/County Archivist (301) 475-7844

TELEPHONE NUMEBER

21. DATE

18/23/89

DGS 550-4 (REVISED 2/87)




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

REV |SED RECORD SERIES. FORWARD

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

Cbs!
AGENCY RECORDS INVENTORY

OF /f

pace 7

L-_é'ii;” 580-1)

|
I
| WITH RECORDS RETENTION SCHEDULE
|
| 1% DEFARTMENT /AGENCY

|

St. Mary's County

2. DIVISION

Office on AGing

3. WINIT

SMILE Adult Day Care

DEFINITION -RECORD SERIES-

A GROUP

OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE.

Licenses and inspections

AND USED A8 A UNIT FOR
ITION PURPOGES

5. EARLIEST YEAR/LATEST YEAR

T _90

faVal

6. RECORD SERIES DESCRIPTION (BRIKPLY DESBCRIBE THE TYPKS OF INFOMTION/DOCMNTB/FOM FOUND

|

Copies of all required licenses and inspection reports.
Fire inspections, Health Dept. License, building leases, safety inspections and safe

I drinking water notice.
|
1

i
i

THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFRTES )

Includes Adult Day Care application,

|
7. RECORD SERIES FORMAT(S)

QWETTER SIZE D MICROF I LM

0 LEGAL SIZE 0O COMFUTER TAPE
BOUND BOOK O FLOPPY DISK
U AUDIO TAPE O VIDEO TAPE

0 OTHER{SPECIFY)

8. RECORD BERIES SEQUENCE
xBx ALPHABET | CAL
0 NUMERICAL

0 CHRONOLOG I CAL

9. VOLUME
TXFILE DRAVWER(S)
O MICROFILM REEL(S)
C COMPUTER TAFE(S)
NUMBE

0 OTHER|{SPECIFY)

U GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

N X® FILE DRAWER(S)
3" o MicroFILM REEL(S)
ROWEERE O COMPUTER TAPE(S)

a OTHER(|SPECIFY )

1Y piLE 1S USED 12. pF|LE BECOMES INACTIVE AFTER
0 DAILY 0 WEEKLY XX MONTHLY 0 MONTH(S) C YEAR(S)
RURBEN
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL |CATED ELSEWHERE?
Garvey Center -- main office: l1r ves, sepeciry raENCY OR OFFicE)
O YES & NO
15, ACCESS RESTRICTIONS D YES 20 NO 16, AUDlT REQU | REMENTS

{17 ves,

CI1TE LAwW(8) & REGULATION(S)

D NONE XX STATE XXX FEDERAL xR

INDEPENDENT

17,

0 yEs £ NO

IS AN INDEX SYSTEM USED? (1r yus.E>PLAIN
BRIEFLY AND UESCRIBE ANY HARDHARE/BOFTWAR!)

whichever is
1 year in off

RECOMMENDED RETENT JON s

»
iéﬂww <

Retain for 7 year?nor untLlragdﬂts-fulfilled

later, mheﬁ‘destroy Retain
ice, :then transfer superceded

licenses to County; Records; Center-. %

sedir *

18. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

TELEPHONE NUMEER
(301) 475-7844

20,

21. D

‘,,hm""""
A

8/23/89

DGS 550-4 (REVISED 2/87)




. ALSTRUCTIGNS - - TYPE OR PRINT A

| SEPARATE FORM FOR EACH NEW OR

| REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GLNERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

cos|
AGENCY RECORDS INVENTORY

P.O. BOX 2758
P o
580-1) JESSUP, MARYLAND 20794 AcE 5 ¥ /5
+ DEFARTMENT / AGENCY 2. DIVISION 3. WNIT

|
i
|

St. Mary's County

Office on Aging

DEFINITION - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY WILED

REFERENCE AS WELL AS RETENTION AND Dlamros

4. RECORD SERIES TITLE

SMILE Adult Day Care
AND USED AS A UNIT PFOR

1TION PURPOBES
5. EARLIEST YEAR/LATEST YEAR
29 TO __ag.

Aorecements
<

6. RECORD SERIES DESCRIPTION (IRIIFLY DESBCRIBE THE TYPKS OF INFOMTION/DOCMNTS/'OM FOUND

‘IN THE SERIES,

INCLUDE TME PURPOSE

OR FUNCTION OF THE 8!?’!!8,

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

7. RECORD SERIES FORMAT(S)

GETTER SIZE 0O MICROF LM

U LEGAL SIZE 0O COMFUTER TAPE

.sou-m BOOK D FLOPPY DISK

0O AUDIO TAPE 0 VIDEO TAPE
0 OTHER({SPECIFY)

8. RECORD SERIES SEQUENCE
x3Fk ALPHABET | CAL

0 NUMERICAL

D CHRONOLOGICAL

O GEOGRAPHI|CAL

O OTHER(SPECIFY)

9. VOLUME
K FILE DRAWER(S)

O MICROFILM REEL(S)

1/2._ O COMPUTER TAPE(S)
NUMBER D oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

XX FILE DRAWER(S)

1/2C MICROFILM REEL(S)
FWEB(R'D COMPUTER TAPE(S)

O OTHER[SPFCIEY )

1Y piLE IS usED

O pAILY O WEEKLY

12.
G MONTHLY

NUWEER

FILE BECOMES
O MONTH(S)

INACTIVE AFTER
XX YEAR(S)

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

Garvey Center - main office

14.

0 YES x& NO

18 R:ECORD SERIES DUPL ICATED ELSEWHERE?
{ir vyes, seEciry raENcY OR OFFicE)

15. ACCESS RESTRICTIONS

C YES
(ir ves, crTE LAwW(8) & REGULATION(S)

&No

16. AUDIT REQUIREMENTS

D NONE 3 STATE X FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (t» YES.E)XPLAIN
BREIBFLY AND DESCRIBE ANY MHARDRARE/SBOFTWARE )

O YES & NO

@

Archives.

RECOMMENDED RETENT ION N

Retain 7 years'or until audits fulfilled,
whichever is later, then destroy.
current year and 1l year prior in office,

then transfer to County Records Center and

Retain

19. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475~7844

21. DATE
8/23/89

DGS 350-4 (REVISED 2/87)




L LSTRETIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES., FORWARD

DEFARTMENT OF CLNERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

o5l
AGENCY RECORDS INVENTURY

P.O. BOX 278 7
PaGE (b oF /5
550-1) JESSUP, MARYLAND 20794
1. DEFARTMENT /AGENCY 2. DIVISION S. WNIT

I
|
‘ WITH RECORDS RETENTION SCHEDULE
I
i
|
!
|

St. Mary's County

Office on Aging

SMILE Adult Day Care

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

AND USED A8 A UNIT FOR

4. RECORD SERIES TITLE

Reports

REFERENCE AS WELL AS RETENTION AND Dlﬁﬁw

5. EARLIEST YEAR/LATEST YEAR
TO 90

S8

6. RECORD SERIES DESCRIPTION |

IN THE SERIES.

BRIKFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/FOM FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES )

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X LETTER SIZE O MICROFILM £ ALPHABETICAL % FILE DRAWER(S)
O MICROFILM REEL(S)
0 LEGAL SIZE O COMFUTER TAPE 0 NUMERICAL 1/2 O COMPUTER TAFPE(S)
NUMBER O oTrHER|{SPECIFY)
BOUND BOOK O FLOPPY DISK O CHRONOLOG I CAL A
O AUDIO TAPE 0O VIDEO TAFE D GEOGRAPHICAL 10. ANNUAL ACCUMULAT 1ON
O OTHER(SPECIFY) O OTHER(SPECIFY) ® FILE DRAWER(S)
1/2 o microFiLM REEL(S)
RUMEER O COMPUTER TAPE(S)
Q OTHER(SPECIEY)
"1V piLE 1S USED 12. FiLE BECOMES INACTIVE AFTER
O pAlLY O WEEKLY & MONTHLY m O MONTH(S) £ YEAR(S)
13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
tir veEs, sPECciFY sraENCY OR OFFiIcCE)
Garvey Center - Main office 0O yEs & NO
15. ACCESS RESTRICTIONS 0 vyeEs GnNo 16. AUDIT REQUIREMENTS
(1" vyEs, c1TE LAW(8) & REGULATIONI(S)
U NONE &XSTATE 38 FEDERAL 0O INDEPENDENT
17. IS AN INDEX SYSTEM 1 e
! EX USED? {1r ves. exPLAIN 18. RECOMMENDED RETENT ION

BRIEFLY AND DESCRIBE ANY MARDRARE/SBOFTWARE )

0O YEs & NO

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.

19, NAME AND TITLE OF PREPARER 20.

Jan Blodgett/County Archivist (301) 475-7844

TELEPHONE NUMBER

21. DATE

8/23/89

DGS 550-4 (REVISED 2/87)




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

1
| REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENT ION SCHEDULE

DEFARTMENT OF CGLNERAL SERVICES

RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROQAD

cesl
AGENCY RECORDS INVENTURY

P.O. BOX 278

pace 7 _or |3
L_(ss 550-1) JESSUP, MARYLAND 20794
| 1SPDEFARTMENT [ AGENCY 2. DIVISION 3. WNIT

| A
' St. Mary's County

Office on Aging

SMILE Adult DAy Care

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT PFOR

REPFERENCE AS WELL AS RETENTION AND DISPOS]TION PURPOUER

4. RECORD SERIES TITLE
Participants Files

5. EARLIEST YEAR/LATEST YEAR
1984 1o _1989

FORMS D
6. RECORD SERJES DESCRIPTION (DRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/ FOUN

THE SERIES.

INCLUDE THE PURPOSE OR PUNCTION OF TME BEF1ES )

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

7. RECORD SERIES FORMAT(S)

RXLETTER SI1ZE 0O MICROFILM

O LEGAL SIZE

Z‘.kamw o=

0 AUDIO TAPE

0O COMFUTER TAPE
O FLOPPY DISK
C VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
X ALPHABET ICAL
0 NUMERICAL
O CHRONOLOGICAL
U GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

XX FILE DRAWER(S)
O MICROFILM REEL(S)

2 D COMPUTER TAPE(S)
NUMBER b orHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
XX FILE DRAWER(S)
O MICROFILM REEL(S)
ROWGER DO COMPUTER TAPE(S)

O OTHFR(SPECIFY)

P1l. pILE 1S USED 12. FILE BECOMES INACTIVE AFTER
X8 pAalLY O WEEKLY O MONTHLY 0 MONTH(S) 0 YEAR(S)
: _NUNEEN
13. CURRENT LOCATION{S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
fir vyEs, sPECIFY raENCY OR OFFicE)
Garvey Center -- main office O vyES *& No
15. ACCESS RESTRICTIONS 8SYES O No 16. AUDIT REQUIREMENTS

{ir ves,
Privacy ACt

CITE LAW(8) & REGULATION(S)

& NONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED?! (1pr YRS.E)PLAIN
BEIEPFLY AND DESCRIBE ANY HARDWARE/BOFTWARE )

O YES & No

discharged,

and Archives.

RECOMMENDED RETENT ION

Retain for 5 years. aﬂter pargméﬁﬁ%ﬁgsuk
then*descroy.

files in office, ?transfer dlscharged

participant fllesito C%HEEY Records Center

‘Retdin current

o

19. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844

i !
N 5
: 3
v

g o e ‘
21. DATE;, .. | e

L. e8723789

DGS 350-4 (REVISED 2/87)




L ALSTRWCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REV ISED RECORD SERIES. FORWARD
WITH RECORDS RETENT ION SCHEDULE

|
|

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

c65
AGENCY RECORDS INVENTURY

JESSUP, MARYLAND 20794

or )T

PAGE _ &

L_i'i?’5°°')

i 1. DEFARTMENT /AGENCY
1

2. PIVISION

St. Mary's County Office on Aging

3. WINIT

SMILE Adult Day Care

DEFINITION-RECORD SERIES-? 9FOYUP

OF RELATED RECORDS NORMALLY FIJILED

AND UEBED AB A UNIT FOR

REFERENCE AS RELL AS RETENTION AND DISPOS|TION PURPOSESR

4. RECORD SERIES TITLE

Operations Weekly/Monthly

5. EARLIEST YEAR/LATEST YEAR
TO 89

20

§. RECORD SERIES DESCRIPTION (°R'%FLY PESCRIBE THE
AN THE SERIES.

weekly. monthly, and quarterly reports.

|
i Files of tally sheets for statistics for each of the centers.
|
!
|

|

i
:

1

TYrPEgs OF INFOMTION/DOCMNTB/FOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES )

They are used to compile

] 7. RECORD SERIES FORMAT(S) 8.

@ LETTER SIZE D MICROFILM

O LEGAL SI1ZE 0O COMFUTER TAFE 0O NUMERICAL
BOOK O FLOPPY DISK
O AuDlO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE

XX ALPHABET ICAL

O CHRONOLOGICAL
C GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME
X) FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
U OTHER|SPECIFY)

1/2
NUMB

10. ANNUAL ACCUMULAT ION
X FILE DRAWER(S)
O MICROFILM REEL(S)

O COMPUTER TAPE(S)

0 OTHER(SPFCIFY )

1 piLE 1S USED

XA pAjLY 0 WEEKLY O MONTHLY

12. rILE BECOMES

_RoheeE

INACTIVE AFTER
O MONTH(S) £ YEAR(S )

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

Garvey Center - main office

IS RECORD SERIES DUPL |CATED ELSEWHERE!

tir vyES, BPECIFY r0ENCY OR OFFicE)
O YES &xnNO

14.

15. ACCESS RESTRICTIONS 0 yes ddvo

(1@ yEs, cITE LAW[8) & REGULATION(S)

16. AUDIT REQUIREMENTS

O NONE x8 STATE & FEDERAL B: INDEPENDENT

17. IS AN INDEX SYSTEM USED? {1r YRS.EXPLAIN

BRIEBEPFLY AKD DESCRIBE ANY HARDIARE/BOFTHARE)

DYEE & NO

18, RECOMMENDED RETENT JON

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, NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20,

TELEPHONE NUMEER
(301) 475-7844

DATE
8/23/89

21,

DGS 350-4 (REVISED 2/87)




D OALSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REV ISED RECORD SERIES. FORWARD

DEFARTMENT OF CGLNERAL ESERVICES

RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVtN

7278 WATERLOO ROQAD

cLs/
TORY

P.O, BOX 278

._&5 550-1)

|

|

l WITH RECORDS RETENTION SCHEDULE
|

|

|

P
pace 2 or /5
JESSUP, MARYLAND 20794

|
.

1" DEFARTMENT / AGENCY 2. DIVISION s. UINIT
St. Mary's County Office on Aging SMILE Adult Day Care
DEFINITION - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY ®!LED

AND USBSED A8 A UNIT FOR

" 4. RECORD SERIES TITLE
Operations - General

REFERENCE AS WELL AS RETENTION AND DISPOS

ITION PURFOEBER

EX 89 TO

5. EARLIEST YEAR/LATEST YEAR

r
l
i

6. RECORD SERIES DESCRIPTION (

DRIKFLY DESBCRIBE THE TYPKS OF INFOMTION/DOCMNTS/POM FOUND
‘IN THE SERIES.

INCLUDE THE PURPOBE OGR FUNCTION OF THE 8!}.’!!8)
Subject files, general literature related to the office and reference material.

7. RECORD SERIES FORMAT(S)

i
i
I
i
|
| X LETTER S1ZE O MICROF LM

|

O LEGAL SI1ZE 0O COMFUTER TAPE

BOUND BOOK O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8., RECORD SERIES SEQUENCE

O GEOGRAPHICAL

9. VOLUME
£ ALPHABETICAL B FILE DRAWER(S)
O MICROFILM REEL(S)
O NUMERICAL 1 1/2 O cCOMPUTER TAPE(S)
' NUMBER b orHER({SPECIFY)
O CHRONOLOG I CAL

10. ANNUAL ACCUMULAT ION

U OTHER(SPECIFY) X% FILE DRAWER(S)

O MICROFILM REEL(S)

0O COMPUTER TAPE(S)
0 QT}-ERLSPEC]FY)
"1V pILE 1S USED 12. F|LE BECOMES INACTIVE AFTER
DAILY O WEEKLY O MONTHLY 1 O MONTH(S) £ YEAR(S)
£ - D Mo RUNEER
13. CURRENT LOCATION({S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
fir yes, spEcirFY raENCY OR OFFicE)
Garvey Center --main office O YES G;No
15. ACCESS RESTRICTIONS O YES A NO 16. AUDIT REQUIREMENTS
(1" vyes, ci1TE LAW(S8) & REGULATION(S)

17.

@ NONE O STATE O FEDERAL DO [NDEPENDENT

OYES X0 NO

S AN | SYST DY VX
: NDEX EM USE Lir vxs z».ruqn 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

Retain for 1 year or.until i *

.. . R A L | v

.administrative -use ceg&esﬁ PR L
ST T L

'n !A" .

K )

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

20. TELEPHONE NUMEER
(301) 475-7844

21.

" 8/23/89

DGS 550-4 (REVISED 2/87)




B TRYCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

|
i REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF CLNERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O., BOX 273
JESSUP, MARYLAND 20794

AL
AGENCY RECORDS INVENTURY

pace /0 oF |5

L“j'iF;”‘?")

I
| 1. DEFARTMENT /AGENCY 2. DIVISION

i
!
i

St. Mary's County

Office on Aging

3. WNIT

SMILE Adult Day Care

DEFINIT I ON - RECORD SERlES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PFOR

' 4. RECORD SERIES TITLE

Documents

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSEN

5. EARLIEST YEAR/LATEST YEAR

Active _ To _lpaclive

© D
6. RECORD SERIES DESCRIPTION ‘BRII'LY DESCRIBE THE TYPES OF INPOMTION/DOCMNTS/P RME FOUN

‘IN THE SERIES.

INCLUDE THE PURPOSBE OR FUNCTION OF THE SEFIES )

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

!
¥ the office.
| :

1

RXLETTER SIZE O MICROFILM

O LEGAL SIZE O COMPFUTER TAPE
BOUND BOOK U FLOPPY DISK
O AUDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

#X ALPHABET | CAL
0O NUMERICAL

O CHRONOLOG I CAL
0 GEOGRAPHICAL
a oﬁmn(smcnn)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES BEQUENCE 9. VOLUWME

X FILE DRAWER(S)
O MICROFILM REEL(S)

a" C COMPUTER TAPE(S)
NUMBER © oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
XX FILE DRAWER(S)
w O MICROFILM REEL(S)
RUWEPE O COMPUTER TAPE(S)

0 OTHFR|SPECIFY)

P 1V plLE 1S USED

O DALY 0O WEEKLY SMONTHLY

12. rFILE BECOMES INACTIVE AFTER

mﬁw <RBMONTH( S ) O YEAR(S)

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

14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?

tir yES, sSPECIFY rGENCY OR OFFIcCE)
0Ovyes B no

15. ACCESS RESTRICTIONS U YES a8 Nno
(17 ves, ci17TE LAW(S) & REGULATION(S)

16. AUDIT REQUIREMENTS

xBXNONE O STATE 0O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED?! (I1r YRS.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

O vyEs ¥ NoO

L ]

18. RECOMMENDED RETENTION

Administrative use- retain until
superceded or no longer of use.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEBER
(301) 475-7844

Jan Blodgett/County Archivist

21. DATE
8/23/89

DGS 350-4 (REVISED 2/87)




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

i REV ISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
350-1)

7278

DEFARTMENT OF GLNERAL EERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO RQAD

P.O. BOX 278
JESSUP, MARYLAND 20794

cbs)
AGENCY RECORDS INVENTURY

pace _J/_ oF (5

z'

( -
ibtézzpm/mancv

DIVISION

'St. Mary's County

Office on Aging

3. UNIT

SMILE Adult Day Care

DEFINITION-RECORD SERIES:” 9ROUP oF

RELATED RECORDS NORMALLY FI]LED

AND USERD A8 A UNIT PFOR

REFERENCE AS WELL AS RETENTION AND DISPOS]TION PURFOEES

4. RECORD SER!ES TITLE

Child Care Food Program

5. EARLIEST YEAR/LATEST YEAR
1988 TO 1989

BRIEK DE E THE 8 O N JON/DOCUMENTS / FORMS FOUND
8. RECORD SERIES DESCRIPTION (°R'%FLY DESCRIB TYPES OF INFORMATION/ /
INCLUDE THE PURPOSE OR FUNCTION OF THE UBPVZB)

‘IN THE SERIES.

to be held for 2 years.

Application, claims, reviews sent to the State Office.
monthly menus and snack lists. Menus and snack lists are required by the State Office

Files also contain copies of

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
® LETTER SIZE O MICROFILM £X ALPHABET I CAL O FILE DRAWER(S)
O MICROFILM REEL(S)
* 0 LEGAL S1ZE 0O COMFUTER TAPE 0 NUMERICAL 10" O COMPUTER TAFE(S)
: NUMBE
‘Bouw BOOK O FLOPPY DISK O CHRONOLOG ] CAL O OTHER(SPECIFY)
0 o
AUDIO TAPE 0O VIDEO TAPE GEOGRAPH I CAL 10, ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) ® FILE DRAWER(S)
O MICROF ILM REEL(S)
O COMPUTER TAPE(S)
O OTHER|SPECIFY)
P11 piLE 1S USED 12. FiLE BECOMES INACTIVE AFTER
O pAILY 0 WEEKLY XX MONTHLY Eﬁﬂﬂ' 0 MONTH(S) B YEAR(S )
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
. {ir veS, BPECIFY r0FNCY OR OPFICE)
Garvey Center —-main office O YES XZ NO
15. ACCESS RESTRICTIONS OYES &NO 16. AUDIT REQUIREMENTS
(1" yEB, cITE LAB(B) & REGULATION(S)
0O NONE QxSTATE O FEDERAL ¥x INDEPENDENT
17. 1S AN INDEX SYSTEM USED? ED:
Lir ves mrrain 18. RECOMMENDED RETENT JON

BRIEPFLY AND DESCRIRE ANY HARDBARE/BOFTWARE)

U YES & NO

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

18. NAME AND TITLE OF PREPARER 20.

Jan Blodgett/County Archivist

TELEPHONE NUMEER
(301) 475-7844

2). DATE

8/23/89

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

2y
AGENCY RECORDS INVENTORY

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

pace /2 ofF [{

—S:EPARTMENT {AGENCY

St. Mary's County

2. DIVISION

Office ‘on Aging

3. UINIT

SMILE Adult Day Care

DEFINIT I ON - RECORD SERIES.A GROUP OF RELATED RECORDS NORMALLY FJLED
REFERENCE AS WELL AP RETENTION AND DISPEOS

| 4, RECORD SERIES TITLE

PMA Forms

AND USED AS A UNIT FOR
LTION PURPOLES

5. EARLIEST YEAR/LATEST YEAR
FY89 ro

| 6. RECORD SERIES DESCRIPTION (IRIKFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/FOM FOUND

forms sent.

required by the state for PMA grants.

THE SERIES.

INCLUDE THE PURPOBE OR FUNCTION OF THE BEFITES |

All forms used to complete reports, applications, agreement projections, and audits
Files contain blank forms and copies of completed

7. RECORD SERIES FORMAT(S)
X LETTER SIZE O MICROFILM
0 LEGAL SIZE 0O COMFUTER TAPE

‘ouuo BOOK U FLOPPY DISK

D AuplOo TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
HX ALPHABET I CAL
0O NUMERICAL

O CHRONOLOGICAL,

9. VOLUME

XX FILE DRAVWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

0 GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
¥ FILE DRAWER(S)

n O MICROFILM REEL(S)

ROMEPR U COMPUTER TAPE(S)
0 OTHER|SPECIEY )

P11 piLE 1S USED

0 palLy O WEEKLY

12.
3B MONTHLY

21010143

FILE BECOMES INACTIVE AFTER
O MONTH(S)

< YEAR(S)

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

14. 18 R.ECORD SERIES DUPLICATED ELSEWHERE?
Garvey Center — Main office ti® vyEs, sPECIFY raENCY OR OFFIcCE)
0 YES O NO
15. ACCESS RESTRICTIONS 0 YES X3NO 16. AUDIT REQUIREMENTS
(i ves, ci1TE LAW(B) & REGULATION(S)

0O NONE BXSTATE DO FEDERAL O INDEPENDENT

17.

0 yEs XX NO

IS AN INDEX SYSTEM USED?! (1P YES.E>PLAIN
BRIEFLY AKD DESCRIBE ANY MARDRARE/SOFTWARE )

18.

Retain blank forms until superceged
copies of reports, for‘B\yeaf% or“untlloaudlts

RECOMMENDED RETENT JON

‘Retaln

@

completed. All ﬂlnali@opues of audltsiare to

be retained permanently. . !
% + ‘c; - H
'.\
4

NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. D?\TE {
okt .
Jan Blodgett/County Archivist (301) 475-7844 ¥ 8/23/89

DGS 350-4 (REVISED 2/87)




e 65/

' TITLE XIX

INSTRYCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES . T
SEPARATE FOFRM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 3 5
PAGE /2 _oF _/
._85 $80-1) JESSUP, MARYLAND 20794
1% DEFARTMENT / AGENCY 2. DIVISION 3. UNIT
St. Mary's County Office on Aging SMILE Adult Day Care
DEF INIT 1 ON - RECORD SERIES-A GROUP OF RELATED RECORDSB NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DIBSPOS|TION PURPOSES :
4. RECORD SERIES TITLE ' ) 5. EARL.IEST YEAR/LATEST YEAR

eq. TO

~ 7

! 6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNT!/FOM FOUND

FHE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE BBPIZS)

All Title XIX forms and documents used by the office.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X LETTER S1ZE O MICROFILM " X ALPHABETICAL #XFILE DRAWER(S)
) D MICROFILM REEL(S)
O LEGAL SI1ZE D COMFUTER TAPFE O NUMERICAL g O COMPUTER TAPE(S)
NUMBER
M BOOK O FLOPPY DISK O CHRONOLOGICAL ) O OTHER(SPECIFY)
o a] o
AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL. ‘0. Ace 10N
0 OTHER(SPECIFY) . O OTHER({SPECIFY) XX FILE DRAWER(S)

1/2 D MICROFILM REEL(S)
m:vs'/zwﬂ COMPUTER TAPE(S)

D OTHER{SPECIFY)

FILE 1S USED
O palLYy BXWEEKLY O MONTHLY

!n.

12. rF(LE BECOMES INACTIVE AFTER
! O MONTH(S) K YEAR(S )

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

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, sPECIFY roENCY OR OFFiIcCE)
0O YEs & NO

15. ACCESS RESTRICTIONS O YyEs ENO
(sr vyes, ci17vE LAW(8) & REGULATIONIS)

16. AUDIT REQUIREMENTS

DO NONE & STATE X FEDERAL £ INDEPENDENT

17. 1S AN INDEX SYSTEM USED?! (I1r YES.EXPLAIN
BEIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

OYEs ® NO

@

18. RECOMMENDED RETENT ION

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

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Jan Blodgett/County Archivist (301) 475-7844

8/23/89

DGS 550-4 (REVISED 2/87)




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

REV|SED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
850-1)

DEFARTMENT OF GLNERAL SERVICES
RECORDS MANAGEMENT DIVISION

265)
AGENCY RECORDS INVENTORY

727% WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

pace _JY or /5

_WDEPAR’TMENT /AGENCY

St. Mary's County

DIVISION
Office on Aging

2.

3. WNIT

SMILE Adult Day Care

DEFINITION-RECORD SERIES.® @ROVF

OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE
+  FORMS

REFERENCE AS RELL AS RETENTION AND DISPOS

AND USED AS A UNIT FOR
LTION PURPOSES

8. EARLIEST YEAR/LATEST YEAR
Acgixg TO Lpactive

| 8. RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTH/FORM’! FOUND

‘IN

THE SERIES.

Copies of blank forms used by office.

INCLUDE TMHE PURPOBE OR FUNCTION OF THE BEFIES )

7. RECORD SERIES FORMAT(S)
Gk LETTER SI1ZE O MICROFILM
D LEGAL SI1ZE O COMFUTER TAPE

‘aomp BOOK O FLOPPY DISK

0 AUDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHABETICAL
O NUMERICAL

0 CHRONOLOGICAL

9. VOLUME

% FILE DRAWER(S)

0O MICROFILM REEL(S)

1 O COMPUTER TAFPE(S)
NUMBER OTHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

£ FILE DRAWER(S)
2" O MICROFILM REEL(S)
ROMBER O COMPUTER TAPE(S)
0 OTHER{SPECIFY )

1. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
X pAILY O WEEKLY O MONTHLY 0 MONTH(S) O YEAR(S)
NUREER
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
‘ tir vyes, sPECIFY raENCY OR OFFicCE)
Garvey Center - main office 0OYES & NO
15. ACCESS RESTRICTIONS Oyes gyno 16. AUDIT REQUIREMENTS

(17 vyEs, cive LAw(s) & rEGULATION(S)

x® NONE D STATE O FEDERAL O INDEPENDENT

17, IS AN INDEX SYSTEM USED? {1p

BRIEFLY AND DESCRIEE ANY MARDWARE/BOFTWARE }

0 YES X NO

YES,EXPLAIN 18

RECOMMENDED RETENT ION
Retain until superceded.

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

20. TELEPHONE NUMEER

(301) 475-7844

21. DATE

8/23/89

DGS 350-4 (REVISED 2/87)



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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

cLsl
AGENCY RECORDS INVENTORY

Pace _J5_oF 4§

—85 550-1)
W DEFARTMENT / AGENCY

St. Mary's County

2. DIVISION

Office on Aging

3. UNIT
SMILE Adult Day Care

DEF INIT I ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE
SMILE, Inc. Advisory Council

REFERENCE AS WELL AS RETENTION AND DISPFOS

AND USED AS A UNIT FOR

ITION PURPOSES
5. EARLIEST YEAR/LATEST YEAR
—lX89 TO

| 6. RECORD SERIES DESCRIPTION (BRIIFLV DESCRIBE THE TYPKES OF INFOMTION/DOCMNTSIFOM FOUND

Copies of materials

Council's secretary.

‘IN THE SERIES.

related to the Advisory Council.
bank statements, minutes, bylaws, policies and procedures.

INCLUDE TME PURPOSE OR FUNCTION OF THE SEFRITES)

Includes articles of incorporation,
Copies are also held by the

7. RECORD SERIES FORMAT(S)
Q-ETTER SI1ZE O MICROFILM
O LEGAL si1zE 0O COMFUTER TAPE

‘ouup BOOK O FLOPPY DISK

0 AuD1O TAPE O VIDEO TAPE

0O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
x¥%k ALPHAEETICAL
O NUMERICAL
D CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
% FILE DRAWER(S)

O MICROFILM REEL(S)

1[% O COMPUTER TAPE(S)
NUMBER b oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
%X FILE DRAWER(S)
1/2 O MICROFILM REEL(S)
ROWBPR 0 COMPUTER TAPE(S)

O OTHER({SPECIEY)

FILE 1S USED 12. F|LE BECOMES INACTIVE 'AFTER
O DAILY 0 WEEKLY & MONTHLY m O MONTH(S) ¥ YEAR(S)
' 13. CURRENT LOCATION(S) {BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

Garvey Center - Main office

tir ves,

SPECIFY 2.QGENCY OR OFFCCE)
BxYES O No Council

15. ACCESS RESTRICTIONS O YES XX NO 16. AUDIT REGUIREMENTS
(1» vEs, ci1TE LAW(8) & REGULATION(S)
QWNONE O STATE 0O FEDERAL O INDEPENDENT
17. 1S AN INDEX SYSTEM USED?! (Ir vYES.E>PLAIN al

BEIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE }

0O YyEs XX NO

18. RECOMMENDED RETENT ION

e

A

Minutes, articles. 0f°1ncorporatlon&ibylaws
and policies and procedures *_PERMANENT.}
Bank statements retain 3 years.
from Advisory Council not™ dva¥lable, offlce
copies should be transferred to County
Records Center and Archlves. e 3

If cop1es

}
L

~

@

19. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844

. e PR

8/23/89

DGS 350-4 (REVISED 2/87)




