. St. Mary's County Records Center and Archives it
No- o661
RECORDS RETENTION AND DISPOSAL SCHEDULE p
age
1 of 3
No.
‘ Agency Division
St. Mary's County - Economic & Community Developmejt HOUSING AUTHORITY
Item
No. Description Retention
1. Housing Authority Board of Commissioners Minutes
PERMANENT. Retain in office

Minutes of the Housing Authority Board of 25 years, thereafter transfer

Commissioners containg the proceedings of the to County Records Center and

Board. Archives.*

2. General Correspondence

Incoming and outgoing correspondence organized Retain 5 years from calendar

alphabetically within each calendar year. year in which created,

' thereafter destroy. Retain
in office 3 years, thereafter
transfer to County Records
Center and Archives.

3. Reader Files
Copies of all outgoing correspondence generated Retain 5 years from calendar
' by the office arranged in chronological order. year in which created, there-
after destroy, Retain in office
2 years, thereafter transfer
- to County Records Center &
Archives.
4, Grants Administration

Files pertaining to grant-funded projects. a.) Retain 5 years after

a. Project files containing copies of applications, | project completed or 3 years

correspondence, annual reports, personnel files., | after all audits completed,

b. Audit Files - copies of all final audits for whichever is later.

each project, b.) Permanent. Retain 1in offic
25 years, thereafter transfer
to County Records Center &
Archives#*
5. Vendors .

Original invoices and bills from vendors used by Retain S'yearé or until all

Housing Authority office. audits are completed, which-
ever is later, then destroy.
Retain in office 2. years,
thereafter transfer to County
Records Center & "Archives,

Schedule apBroved by Department,
Agency, or

e,

QR L o

‘Schedule .

ivision Representative

r—-
. Spo

Comm.

S{énatufgfy

D V-
z>géi;27

Title Date

authorized by

70
Dat

at




RECORDS RETENTION AND DISPOSAL SCHEDULE No.

C-A41

(Continuation sheet)
Page
No. 2 of 3
Item
No. Description Retention

10.

Past Employee Files

Personnel files containing timesheets, personnel
action sheets, performance evaluations, mileage
claim forms, requests for leave, etc.

Modernization Rehab Program

General files related to the administration of the
Modernization program including ledgers, contracts,
budget information, bids, applications, worksheets,
work assignments, & inspection reports.

Request for HAP Payment / HAP Schedules

Correspondence and forms related to issuing
Housing Authority payment bills to renters /
participants in the program.

Voucher Schedules/HVP/RAP

Requests for payment used by office bookkeeper
to issue checks for the Housing Voucher Paymens,
Rent Allocation Payments, etc. -

HAP Checks

Voucher check copies and cancelled checks for the
Housing Authority programs, including CDC and
Tubman-Douglas units.

Retain, 10 years after
termination of employee,
thereafter destroy by shredding
Retain in office 3 years,
thereafter transfer to County
Records Center & Archives.

Retain 5 years from calendar
year in which created or until
all audits completed, which=-
ever is later, therafter
destroy. Retain in office 3
years, thereafter transfer to
County Records Center and
Archives.

Retain 5 years or until all
audits are completed, there-
after destroy. Retain in
office 3 years, thereafter
transfer to County Records
Center and Archives.

Retain 5 years or until all
audits completed, whichever is
later, thereafter destroy.
Retain in office 3 years,
thereafter transfer to County
Records Center & Archives.

Retain 5 years or until all
audits completed, whichever is
later, thereafter destroy.
Retain in office 3 years,
thereafter transfer to County
Records Center & Archives.




RECORDS RETENTLON AND DISPOSAL SCHEDULE No.

(Continuation sheet)

C-661

Page
No. 3 of 3

Item
No.

Description

Retention

11.

12.

13.

14,

Rent Receipts

Receipts for rent paid by renters in Housing areas
supervised by this office. Receipts are organized
by housing areas and are maintained by different
staff within the Housing Authority.

Terminated Tenants

Files containing the Housing Authority's Section 8
program files regarding information on participating
families and landlords. May include case record,
correspondence, housing assistance payments and re-
examination register, application for housing
assistance, financial disclosure statements, public
assistance and employment inquiries, contracts, and
agreements for tenants no longer participating in
housing programs.

Terminated Landlords

Files containing copies of correspondence form the
St. Mary's County Housing Authority to tenants

and landlords. Tenant correspondence includes
notification of appointments for contract renewals
and agreement of portions of monthly rental payments.
Landlord correspondence includes possible tenant
termination notices and other correspondence.

Inactive Applicants / Former Certificate Holders -

Section 8

Inactive applicant, Former certificate holders,
Single, Ineligible, and Terminated files containing
correspondence, worksheets, pre-applications,
recertifications, income verification, lease
approval, etc. Also contains files with returned
correspondence (not deliverable).

*If no County Archives is being maintained,
transfer to Maryland State Archives.

Retain 5 years or until all
audits completed, whichever
is later, thereafter destroy.
Retain in office 3 years,
thereafter transfer to County
Records Center and Archives.

Retain 5 years or until all
audits are completed, which-
ever is later, thereafter
destroy by shredding.

Retain in office 3 years,
thereafter transfer to County
Records Center and Archives.

Retain 5 years or until all
audits are completed, which-
ever is later, thereafter
destroy by shredding. Retain
in office 3 years, thereafter
transfer to County Records
Center and Archives.,

Retain 5 years or until all
audits are completed, which-
ever is latey thereafter
destroy by shredding. Retain
in office 3 years, thereafter
transfer to County Records
Center and Archives.

.




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

REV ISED RECORD SERIES, FORWARD

DEFARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

WITH RECORDS RETENTION SCHEDULE P.O. Bax 278 pace | or "l’
(DGS 880-1) JESSUP, MARYLAND 20794
FARTMENT /| AGENCY 2. DIVISION 3. UNIT

St. Mary's County

Economic & Community Developmenk

Housing Authority

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

AND UBED AS A UNIT PFOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOBES

4., RECORD SERIES TITLE

Housing Authority Board of Commissioners Minutes

5. EARLIEST YEAR/LATEST YEAR
1971 yo 1989

N FORMES FOUND
8. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPES OF INFORMATION/DOCUME T8/

‘IN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES)

Minutes of the Housing Authority Board of Commissioners containiing the

proceedings of the Board.

® FILE DRAVWER(S)
O MICROFILM REEL(S)
0D COMPUTER TAPE(S)
O OTHER({SPECIFY)

ANNUAL ACCUMULAT 10N
. B FILE DRAWER(S)
on O MICROFILM REEL(S)
ROWEER O COMPUTER TAPE(S)
D oTHER(SPECIEY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER S1ZE D MICROFILM O ALPHABETICAL
BXLEGAL SI1ZE 0O COMFUTER TAPE O NUMERICAL
&'omn BOOK O FLOPPY DISK £ CHRONOLOG I CAL
0 AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL o,
O OTHER(SPECIFY) D OTHER(SPECIFY)
. piLE 1S USED 12. F)LE BECOMES INACTIVE AFTER
O pAILY O WEEKLY 2 MONTHLY 0 MONTH(S)

x® YEAR(SB)

Ko

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
. . {ir ves, spEciry sraENCY OR OFFICE)
Governmental Center - Housing Office 0 vyes & NO
15. ACCESS RESTRICTIONS C YES Kk NO 16. AUDIT REQUIREMENTS

(iFr ves, c1Te LAW(S8) & rREGULATION(S)

QiNONE O STATE O FEDERAL 0O INDEPENDENT

17, 18 AN INDEX SYSTEM USED?! (1P vyRS.E)PLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

Dyes R NO

16. RECOMMENDED RETENT ION

Permanent. Retain in office 25 years,
thereafter transfer to County Records
Center for permanent retention.

'. NAME AND TITLE OF PREPARER 20.

Jan Blodgett, County Archivist (301) 475-7844

TELEPHONE NUMEER

21. DATE

5/14/90

DGS $50-4 (REVISED 2/87)




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

REVISED RECORD SBERIES, FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE ;Z or !:!
(DGS 880-1) JESSUP, MARYLAND 20794
FARTMENT /| AGENCY 2. DIVISION 3. UINIT

St. Mary's County

Economic Development

Housing Authority

DEF INITION - RECORD SERIESOA GROUP OF RELATED RECORDS NORMALLY FILED AND UBED AS

A UNIT FOR

REFERENCE AS WKLl AS RETENTION AND DISPFOSITION PURPOSES

4. RECORD SERIES TITLE

General Correspondence

B. EARLIEST YEAR/LATEST YEAR
e TO ei950-

8.
‘IN THE SERIES.

RECORD SERIES DESCRIPT ION ‘-RIIPLY DESCRIBE THE TYPES OF mrom‘nou/oocuuxuva/rom FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFI1ES |

Incoming and outgoing correspondence organized alphabetically.

7. RECORD SERIES FORMAT(S) 8.

®XETTER SI1ZE O MICROFILM

O LEGAL SIZE D COMPUTER TAPE 0 NUMERICAL
BOOK O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPE

D OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
X8 ALPHAEETICAL

O CHRONOLOGICAL, .
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME
3 FILE DRAWER(S)
O MICROFILM REEL(S)

NWEEW O COMPUTER TAFE(S)

D OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
BXF|LE DRAWER(S)
.50 0O MICROFILM REEL(S)
RUWEERK O COMPUTER TAPE(S)

o

O oTHER(SPECIFY}

1. piLE IS USED 12. FILE BECOMES INACTIVE AFTER
O palLY X WEEKLY O MONTHLY > D MONTH(S) X YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
Governmental Center - Housing Office tir ves, sPreEGiFry reENCY OR OFFIcCE)
Records Center O YES R No

15. ACCESS RESTRICTIONS B YES O No 16. AUDIT REQUIREMENTS

(1@ vye8, ciTK LAW(S) & REQULATION(S)
MD Annotated Code. State Government §10-616¢

& NONE DO STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED?! (1pr YES.E)PLAIN

BrRIEPLY ARD DESCRIBE ANY HARDWARE/SOFTWARE )

0 YEs XX NO

186. RECOMMENDED RETENTION

Retain 5 years from calendar year in
which created, thereafter destroy. Retain
in office 3 years, thereafter transfer to
County Records Center and Archives.

’. NAME AND TITLE OF PREPARER 20.

Jan Blodgett, County Archivist

TELEPHONE NUMEER
(301) 475-7844

21. DATE

5/14/90

DGS $50-4 (REVISED 2/87)




WIS TRWSTIGHNS - *TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL BERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

REVISED RECORD SERIES, FORWARD 7278 WATERLOO ROAD
wi XD
'm.mconns RETENT ION SCHEDULE P.O. BOX 278 PAGE 3 or L‘/
{DGS B80-1) JESSUP, MARYLAND 20794
—‘EFARWIENT/AGENCY 2. DIVISION 3, UNIT

St. Marv's County

Economic & Community Dev.

Housing Authority

SEFINITION - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USKED AS A UNIT POAR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSER

. .

4. RECORD SERIES TITLE

Reader Files

5. EARLIEST YEAR/LATEST YEAR
1981 T 1990

-]
8. RECORD SERIES DESCRIPTION (IRlIFLY DESCRIBE THE TYPES OF INPOMTION/DOCMNTI/POM POUN

THE SERIES.

INCLUDE THE PURPOBE OR FUNCTION OF THE SEFMIES)

Copies of all outgoing correspondence generated by the office arranged in chronological

order.

7. RECORD SERIES FORMAT(S) 8.
XX LETTER SI1ZE O MICROF LM
O LEGAL SIZE 0O COMPUTER TAPE

'owp BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE

D OTHER(BPECIFY) -

RECORD SERIES SEQUENCE v.
O ALPHABETICAL
O NUMERICAL

x& CHRONOLOGICAL
O GEOGRAPH | CAL
O OTHER({SPECIFY)

VOLUME
ZXF |LE DRAWER(S)
O MICROFILM REEL(S)
b O COMPUTER TAPE(S)
NUMBER OTHER({SPECIFY)

10. ANNUAL ACCUMULAT JON
*B FiLE DRAWER(S)
| O MICROFILM REEL(S)
RUMSER O COMPUTER TAPE(S)

' D OTHER(SPECIEY)
1. piLE 18 USED 12. p|LE BECOMES INACTIVE AFTER
0 palLy B WEEKLY O MONTHLY 0 MONTH(S) x® YEAR(S)

_RUREER

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Governmental Center — Housing office
SMC Records Center

14. 1S RECORD SERIES DUPL |CATED ELSE¥WHERE?

(i vyes, sPECcIFY 20ENCY OR OFFiCE)
0O yes £(NO

1. ACCESS RESTRICTIONS X¥ES Q No

(17 vye8, ciTKk LAW(S) & REGULATION(S)
MD Annotated Code.State Government §10-616c

16. AUDIT REQUIREMENTS

ONONE O STATE O FEDERAL O INDEPENDENT

17. 18 AN INDEX SYSTEM USEDY (1P YRS .E)PLAIN
BrRIEFLY AND DESCRIBE ANY MRDIAR!/!O"IAR!)

O yes g No

18, RECOMMENDED RETENTION

Retain 5 years from calendar year in which
created, thereafter destroy. Retain in
office 2 years and then transfer to County
Records Center and Archives.

.NANE AND TITLE OF PREPARER 20,

Jan Blodgett/County Archivist

TELEPHONE NUMEER
(301) 475-7844

DATE
5/14/90

DGS 3%50-4 (REVISED 2/87)




MISTRWSTIGUS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES .
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES., FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE 4/ or /(/
(OGS 8380-1) JESSUP, MARYLAND. 20794
FARTMENT / AGENCY 2. DIVISION . 3. UNIT
St. Mary's County Economic & Community Development Housing Authority

DEFINITION - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOEBES
4. RECORD SERIES TITLE ' ' 5. EARLIEST YEAR/LATEST YEAR
Grants Administration 1979 +To _1990

BRIEFLY DESCRIBK THE TYPES OF INFOMTlON/DOCMNT!/'OM FOUND

6. RECORD SERIES DESCRIPTION |
‘IN THE SERIES. . INCLUDE THE PURPOBE OR FUNCTION OF THEK SEFIES)

Files pertaining ro Grant -Funded projects

a. Project Files - contain copies of applications, correspondence, annual reports,
blue prints, and personnel files.

b. Audit files - copies of the final audits for each grant program.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
xfkETTER SI1ZE O MICROFILM B ALPHABET | CAL - XKFILE DRAWER(S)
O MICROFILM REEL(S)
0 LEGAL S1ZE 0O COMFUTER TAPE O NUMERICAL 4 B coMPUTER TAPE(S)
NMBER o orppp(sPECiFY)
BOOK 0 FLOPPY DISK O CHRONOLOGICAL .
O AUDIO TAPE 0O VIDEO TAPE O GEOGRAPHICAL

10, ANNUAL ACCUMULAT ION
0 OTHER(SPECIFY) O OTHER(SPECIFY) x¥® FILE DRAWER(S)
' .50 O MICROFILM REEL(S)
RUMEER O COMPUTER TAPE(S)
O OTHER(SPECIFY)

1. giLE 1S USED 12. piLE BECOMES INACTIVE AFTER
% DAILY O WEEKLY O MONTHLY ma!.n. O MONTH(S) £k YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Governmental Center - Housing Authority tsr vrs, sepEciIFY saENcY OR OPFicE)
SMC Records Center 0 YES x& NO
15. ACCESS RESTRICTIONS x? YES O No 16. AUDIT REQUIREMENTS

(1r vyes, ciTK LAW(S) & REGULATION(S)

Some personnel files within grant files O NonE BXSTATE XX FEDERAL 0O INDEPENDENT

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

18. RECOMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY MARDRARE/SOPTWARE )

) ) a) Retain.5 years after completion of project
O YE8 ¥ NO or 3 years after all audits are completed,
whichever is later, thereafter destroy.

B) Permanent. Retain in office 25 years,
thereafter transfer to County Records Center &
Archives.

’. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21, DATE
Jan Blodgett/County Archivist (301) 475-7844 5/14/90

DGS 350-4 (REVISED 2/87)



LSTHWSTIQNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES :
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVIGED RECORD SERIES, FORWARD 7278 WATERLOO ROQAD
WITH RECORDS RETENTION BCHEDULE P.O. BOX 275 PAGE { or )v{
({DGS B880-1} JEESUP, MARYLAND 20704
‘:PARTMENT/AGENC‘Y 2, DIVISION 3. WNIT

St. Mary's County Economic & Community Developmenk Housing Authority

SEFINITION - RECORD SERIEB-A GROUP OF RELATED RECORDS NORMALLY FJILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOBITION PURPOSESR

8. M'IEST YEAR/LATEST YEAR
o 1983 To _1990
Vendors

4., RECORD SERIES TITLE

-]
8. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPKS OF IN'OMTION/DOCMNTU/'OM FOUN
N THE SERIES. INCLUDE THK PURPOSE OR FUNCTION OF THE SEFIES)

Original invoices and bills from vendors used by Housing Authority.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
LXLETTER SI1ZE O MICROFILM XK ALPHABET | CAL FxFILE DRAWER(S)
D MICROFILM REEL(S)
O LEGAL SIZE 0O COMPUTER TAPE O NUMERICAL 4 D COMPUTER TAPE(S)
' i RUKBER 0O OTHER(SPECIFY)
BOOK O FLOPPY DISK 0 CHRONOLOGICAL . (
AUDIQ TAPE 0 VIDEO TAFE O GEOGRAPH | CAL 10, ANNUAL ACCUMULAT JON
D OTHER(SPECIFY) 0 OTHER(SPECIFY) BrILE DRAWER(S)
O MICROFILM REEL(SB)
e ——————— D COMPUTER TAFPE(S)
- o o
"' piLe 1S USED 12. FiLE BECOMES INACTIVE AFTER
0 DAILY WEEKLY O MONTHLY 3 D MONTH(S) XX YEAR(B)
Rx _ROMEYE:
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
Governmental Center - Housing Office é':t;:'é ;;zc1rv saENCY OR oFrick)
SMC Records Center
15. ACCESS RESTRICTIONS O YES & NO 16, AUDIT REQUIREMENTS

(vr vyes, c1TE LAW(S) & REGULATION(S) :
O NONE XU STATE XX FEDERAL O INDEPENDENT

17, 18 AN INDEX SYSTEM USED! (1p YRS, E>PLAIN 18. RECOMMENDED RETENT ION
BRIBFLY AND DESCRIBE ANY HARDRARE/BOPTWARE )

. . Retain 5 years or until all audits are
completed, whichever is later, then destroy.
Retain in office 3 years, thereafter

transfer to County Records Center and Archives.

OYEsES © NO

’T\AME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE .

Jan Blodgett/County Archivist | (301) 475-7844 ' 5/14/90

DGS 530-4 (REVISED 2/87)




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

REV ISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

7278

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO ROAD

P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace (o or 14

DIVISION

‘PAR‘I\G‘.NT/AGENCY 2.

St. Mary's County

3. UINIT

Economic & Community DevelopmenE Housing Authority

SEFINITION - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT POR

REFERENCE AS WELL. AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE
Past Employee Files

5. EARLIEST YEAR/LATEST YEAR
-lIZ8. TO _l080.

5. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBKE THK TYPEKS OF INFOMTION/DOCMNTI/PQM FOUND

‘IN THE SERIES.

INCLUDR THE PURPOSE OR FUNCTION OF THEK sEmiEsS)

Personnel files containing timeseets, personnel action sheets, performance
evaluations, milage claim forms, requests for leave, etc.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
PLLETTER SI1ZE O MICROFILM XX ALPHABET | CAL B FiLE DRAVER(S)

O MICROFILM REEL(S)
0O LEGAL S1ZE 0O CGMPUTER TAPE O NUMERICAL 2 O COMPUTER TAPE(S)

BOOK D FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

O CHRONOLOGICAL
O GEOGRAPH|CAL
O OTHER(SPECIFY)

D OTHER(SPECIFY)

10, ANNUAL ACCUMULAT JON
CX¥ ILE DRAWER(S)

on O MICROF ILM REEL(S)

RONBEW O COMPUTER TAPE(S)

- i
0 OTHER|SPECIFY )
. piLEe 1S USED 12. pF|LE BECOMES INACTIVE AFTER
0 pailLY O WEEKLY © MONTHLY O MONTH(S) B YEAR(B)

RUNEEY

13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)
Governmental Center - Housing Office
SMC Records Center

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE!

tir vyzs, seeciFy seEnNcY OR OPFFicE)
OYveES & NO

15. ACCESS RESTRICTIONS R YES Q NO

(1P vyes, c1TK LAW(S) & REauLATION(S)
MD Annotated Code. State Government §10-616h

16, AUDIT REQUIREMENTS

QXNONE O STATE O FEDERAL O INDEPENDENT

17, 18 AN INDEX SYSTEM USED?! {(I1p vES.K)PLAIN
BRIBFLY ARND DESCRIBE ANY MRDIARE/IO"IAR!]

D YES xR NO

18, RECOMMENDED RETENT ION

Retain 5 years after termination of
employee, thereafter destroy by shredding.
Retain in office 3 years then transfer to
County Records Center and Archives.

.. NAME AND TITLE OF PREPARER
Jan Blodgett/ County Archivisf

TEL!FI'DNE NUMEER
(301)475-7844

21. DATE
5/14/90

DGS 350-4 {(REVISED 2/87)




I TRWSTIQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

REVISED RECORD SERIES, FORYARD 727% WATERLOO RQAD
WITH RECORDS RE 10N P.O. 278
TENT SCHEDULE BOX | PAGE 1 or 14_,{
(DGS 880-1) JESSUP, MARYLAND 20794
FARTMENT [ AGENCY 2. DIVISION 3. UNIT

St. Mary's County

Economic & Community Development

Housing Authority

SEF INITION - RECORD saths.A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPORES

4, RECORD SERIES TITLE

Moderization - Rehabilitation Program

8. EARLIEST YEAR/LATEST YEAR
1981 TO.

5. RECORD SERIES DESCRIPTION ‘DRIIFLY DESCRIBE THK TYPES OF INFOMTION/DOCMNTI/'QM rFoUND

IN THE SERIES.

INCLUDE THME PURPOBE OR FUNCTION OF THE sgries)

General files related to the administration of the Modernization program including
ledgers, contracts, budget information, bids and applications, worksheets, work

assignments, and inspection reports.

7. RECORD SERIES FORMAT(S)

8., RECORD SBERIES SBEQUENCE

. VOLUME

@ FILE DRAVER(S)
LETTER SIZE O MICROFILM TICAL
x% Q:ALPHABE D MICROFILM REEL(S)
QO LEGAL SIZE 0O COMPUTER TAPE O NUMERICAL 1 O COMPUTER TAPE(S)
NGHBER 0O OTHER{SPECIFY)
BOOK O FLOPPY DISK O CHRONOLOGICAL .
AUDIO TAPE 0O VIDEO TAFE O GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION

D OTHER(SPECIFY)

O OTHER(BPECIFY)

0 8*FILE DRAWER(S)
D MICROFILM REEL(S)
RUNSENR O COMPUTER TAPE(S)

O QTHER(SPECLIFY )

. piLe 18 useED 2. F|LE BECOMES INACTIVE AFTER
O DAILY O WEEKLY BXMONTHLY 3 O MONTH(S) ® YEAR(S)
13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 4. 18 RECORD SERIES DUPLICATED ELSEWHERE!

SMC Records Center

(tr vs, serEciry sreENcY OR OPFicE)
0 YES E:NO

ACCESS RESTRICTIONS Hvyes 0 nNO

{ir yEB, cITKE LAW|(S) & rREGULATION(S)
MD Annotated Code. State Government §10-616c

15,

16. AUDIT REQUIREMENTS

DO NoNE X STATE #® FEDERAL 0O INDEPENDENT

17, 18 AN INDEX SYSTEM USED?! (1r YRS . E)PLAIN

BRIEFLY AND DESCRIBE ANY HARDRARE/BOPTWARE )

O YES x@@ NO

18. RECOMMENDED RETENTION

Retain 5 years or until all audits are
completed, whichever is later, thereafter
destroy. Retain in office 3 years, thereafter
transfer to County Records Center & Archives.

’ NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20.
(301) 475-7844

TELEPHONE NUMBER

21. DATE '
5/14/90

DGS 550-4 {(REVISED 2/67)




WS TRWSTIQNS - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEVW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
¥1TH RECORDS 1ON P.O. 273
RETENT ION SCHEDULE 0. BOX race ¥ or _Lui
(DGS 580-1) JESSUP, MARYLAND 20794
‘rm/am 2. DIVISION 3. WNIT

St. Mary's County

Economic & Community Development

Housing Authority

OEF INITION-RECORD SERIES.” OMOUP OF RELATED

RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DISPFOS

4. RECORD SERIES TITLE

Request for HAP Payment / HAP Schedules

AND USED AS A UNIT FOR

1TION PURPQEES
8. EARLIEST YEAR/LATEST YEAR

il TO 1090

8. RECORD SERIES DESCRIPTION (IRIIPI.Y DESCRIBE THK TYPES OF INPOMTlON/DOCMNTI/PPM PFOUND

‘IN ‘THE SERIES.
Correspondence and forms related to issuing Housing Authority

INCLUDK TMEK

renters/participants in program.

PURPOSE OR PUNCTION OF THE SEFIES)

Payment bills to

7. RECORD SERIES FORMAT(S)
)Q(LETTER SIZE O MICROFILM

8. RECORD BERIES SEQUENCE

O ALPHABET1CAL

9. VOLUME

d“F1LE DRAWER(S)
O MICROFILM REEL(S)

D LEGAL SIZE 0O COMPUTER TAPE O NUMERICAL 1 O COMPUTER TAFE(S)

RUWBER o OTHER|SPECIFY)

BOOK O FLOPPY DiISK X CHRONOLOG | CAL .
AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL o e 10N

O OTHER(SPECIFY) O OTHER(SPECIFY) £ FILE DRAWER(S)
6" O MICROFILM REEL(S)
— ROXSEW C COMPUTER TAPE(S)

o O OTHER(SPECIFY)

1. piLE 1S USED 12. p|LE BECOMES INACTIVE AFTER
0 DAILY P wERQLY D MONTHLY 3 O MONTH(S) XXYEAR(S )
13, CURRENT LOCATION(S) (BLDG.,FLOOR,RROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

Governmental Center - Housing Office

SMC Records Center

0 YyES &xNO

(1w vyus, sreciry raency or orFrick)

15, ACCESS RESTRICTIONS

{ir ves,
MD Annotated Code.

O YES§ X8 NO

CITE LAW(8) & rEauLATION(S)
State Government §10-616c

AUDIT REQUIREMENTS

O NONE O STATE &xFEDERAL O [INDEPENDENT

17. I8 AN

0 YEE XX NO

INDEX SYSTEM USEDT (1P YES . KIPLAIN
BRIEFLY AND DESCRIBE ANY MARDWARE/SOFTWARK)

18.

RECOMMENDED RETENT JION

Retain 5 years or until all audits
completed, thereafter destroy.
in office 3 years, thereafter transfer
to County Records Center & Archives.

Retain

.. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMEER

(301) 475-7844

21. DATE

DGS 550-4 (REVISED 2/87)

5/14/90




WS TRWSTIGNS -~ TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

REV |SED RECORD SERIES, FORWARD 7278 WATERLOO ROAD

WiITH RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE q or jd
(DGS 880-1) JESSUP, MARYLAND 20794

‘PARWENT/AGENCY 2. DIVISION 3. WNIT

St. Mary's County

Economic & Community Development

Housing Authority

SEFINITION-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DISPOS

4., RECORD SERIES TITLE

Voucher Schedules/HVP/RAP

AND USED AS A UNIT FOR
LYION PURPOEEN :

8. EARLIEST YEAR/LATEST YEAR
1098 TO 1990

-}
5. RECORD SERIES DESCRIPTION (IRIIPLY DESBCRIBK THK TYPKS OF INFOMTION/DOCMN?I/POM FOUN

IN THE SERIES.

INCLUDE THE PURPOSE OR PUNCTION OF THK SEFIES )

Requests for payment used by office bookkeeper to issue checks hor Housing Voucher
Payments, Rent Allocatin Payments, etc.

7. RECORD SERIES FORMAT(S)
XX LETTER SI1ZE O MICROFILM
O LEGAL SIZE O COMPUTER TAPE
BOOK 0O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEBETICAL
0 NUMERICAL
X CHRONOLOG I CAL

9. VOLUME

AX FPILE DRAVWER(S)

) D MICROFILM REEL(S)

0 COMPUTER TAPE(S)
RGWBER o orep(sPECIFY)

O GEOGRAPHICAL
0 OTHER(SPECIFY)

10, ANNUAL ACCUMULAT JON

X0 FILE DRAWER|{S)

-50 o MiIcROFILM REEL(S)
o RT s
e RURNEN O COMPUTER TAPE( )
" piLE 18 usED 2. FILE BECOMES INACTIVE AFTER
Q pAaiLY £ FERQLY O MONTHLY 3 O MONTH(S) XX YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14, 15 RECORD SERIES DUPL ICATED ELSEWHERE?

Governmental Center - Housing Office

0 YES xR NO

(s» ves, srEciIFY soEncy OR OFrick)

15, ACCESS RESTRICTIONS

MD Annotated Code,

B YES
{1 vyes, cIiTE LAW({S) & REGULATION(S)

State Government §10-616¢

Q No 16.

0O NONE FRXSTATE BXFEDERAL O

AUDIT REQUIREMENTS

I NDEPENDENT

17 .

0 YES ¥ NO

I8 AN INDEX SYSTEM USED?! (17 YRS .E)PLAIN
BRIEFLY AND DESCRIBE ANY MARDWARE/SOFTWARK)

destory.

RECOMMENDED RETENT JON

Retain 5 years or until all audits
completed, whichever is later, thereafter
Retain in office 3 years,
thereafter transfer to County Records
Center & Archives.

. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archives

20. TELEPHONE NUMBER

(301) 475-7844

21. DATE

5/14/90

DGS 330-4 {(REVISED 2/87)




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

REV |SED RECORD SERIES, FORWARD
WITH RECORDS RETENTION BCHEDULE
{DGS 880-1)

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

AGENCY RECORDS INVENTORY

pace [0 or JY

FARTMENT /| AGENCY
St. Mary's County

2. DIVISION

Economic & Community Development

3. WNIT

Housing Authority

DEFINIT ) ON -RECORD SERIES-A OROUP OF RELATED RECORDS NORMALLY F}LED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENYION AND DISPOSITION PURPORER

4, RECORD SERIES TITLE
HAP Checks

5. EARLIEST YEAR/LATEST YEAR
1985 To _ 1990

6. RECORD SERIES DESCRIPT ION ‘IRIIPLY DESCRIAE THE TYPEKS OF INFOMT'ON/DOCMNTI/POM FOUND

‘IN THE SERIES.

INCLUDE TME PURPOSE OR FUNCTION OF THK SEF1ES )

Voucher check copies and cancelled checks for the Hou81ng Authority programs including

CDC and Tubman-Douglas housing.

7. RECORD SERIES FORMAT(S) 8.
O LETTER SIZE O MICROFILM
O LEGAL SIZE D COMPUTER TAPE
BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE

x3 OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
O ALPHABETICAL
O NUMERICAL
3 CHRONOLOG | CAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME
GFILE DRAWER(S)
O MICROFILM REEL(S)

m O COMPUTER TAPE (5 )
O OTHER(SPECIFY)

10, ANNUAL ACCUMULAT ION

ZXFILE DRAWER(S)

checks O MICROFILM REEL(S)
o nuutég 0 COMPUTER TAPE(S)
o . O OTHFR(SPFCIFY)
. piLE 15 USED 12. F|LE BECOMES INACTIVE AFTER
O DAILY WEEKLY O MONTHLY 3 O MONTH(S) XX YEAR(S)
® RUREPE
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 18 RECORD SERIES DUPL ICATED ELSEWHERE!
Governmental Center - Housing Office tir yes, seeciry saency or orrice)
SMC Records Center O YES £Q«NO
15, ACCESS RESTRICTIONS X® ves O NoO 16, AUDIT REQUIREMENTS

(lr YES, CITE LAW(S) & REGULATION(S
MD Annotated Code. State Government §10-616¢

O NONE O STATE 8xFEDERAL O |NDEPENDENT

17, 18 AN INDEX SYSTEM USED?! (1pr vES.K)PLAIN

BERIEFLY AND DESCRIBE ANY HARDWARE/SBOPTWARK)

0 YES &x NO

18, RECOMMENDED RETENT ION

Retain 5 years or until all audits are
completed, whichever is later, thereafter
destroy. Retain 3 years in office,
thereafter transfer to County Records
Center and Archives.

.. NAME AND TITLE OF PREPARER 20,

Jan Blodgett/County Archivist

TELEPHONE NUMEER
(301) 475-7844

21. DATE

5/14/90

DGS 350-4 (REVISED 2/87)




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

REVISED RECORD SERIES, FORWARD
WiTH RECORDS RETENTION BCHEDULE
{DGS 5B0-1)

OEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

7278 WATERLOO RQAD
P.O. BOX 2738
JESSUP, MARYLAND 20794

pace _Jl_or l"’l

—'crmrmwum

St. Mary's County

2. DIVISION

Economic & Community>Development

3. WINIT

Housing Authority

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY F]LED

REFERENCE AS WELL AS RETENTION AND DIBPOS

4. RECORD SERIES TITLE

Rent Receipts

AND USEKD AB A UNIT FOR

LTION PURPOBEE
5. EARLIEST YEAR/LATEST YEAR
19830 1990

6. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPES OF lNFOm‘rlOH/DOCMNTI/POM FOUND

‘IN THE SERIES,

INCLUDE THE PURPOSE OR FUNCTION OF THME SEFIES )

Receipts for rent paid by renters in Housing areas supervised by the Housing

Authority Office.
different staff.

Receipts are organized by housing areas and are maintained by

7. RECORD SERIES FORMAT(S)
Q LETTER SI1ZE O MICROFILM
O LEGAL SIZE 0O COMPUTER TAPE
BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE

8. RECORD SERIES BEQUENCE
0 ALPHABETICAL
O NUMERICAL

x:8: CHRONOLOG I CAL

9. VOLUME

< FILE DRAWER(S)

0O MICROFILM REEL(S)
m C COMPUTER TAPE|(S)

D OTHER(BPECIFY)

0 GEOGRAPH | CAL

10. ANNUAL ACCUMULAT ION
*X OTHER( SBPECIFY) O OTHER(SBPECIFY) XX FILE DRAWER(S)
4x6" 6" O MICROFILM REEL(S)
— ROWSER © COMPUTER TAPE(S)
: £ QTHER(SPECLFY )
"'« piLE 1S uUsSED 12. F|LE BECOMES INACTIVE AFTER
0 palLY BXWEEKLY O MONTHLY O MONTH(S) X YEAR(S)

FUmtYE

13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROGOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
. . “{i1r ves, sPeciFY s8ENCY OR OFFIcE)
Governmental Center - Housing Office O YES xB NO
15, ACCESS RESTRICTIONS BxYES 0O NO 16.

(ve ves,
MD Annotated Code.

CITE LAW(S) & REGULATION(S)
State Government.,

§10-616¢

AUDIT REQUIREMENTS

D NONE 8xXSTATE x& FEDERAL 0O INDEPENDENT

7.

O YES B NO

18 AN INDEX SYSTEM USED? (1P YRS .E)PLAIN
B IEFLY AND DESCRIBE ANY HARDWARE/SOFPTWARE )

whichever is

RECOMMENDED RETENT ION

Retain 5 years or until audits are completed,

later, thereafter destroy.

Retain in office 3 years, thereafter
transfer to County Records Center & Archives.

. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20, TELEPHONE NUMEER

(301) 475-7844

21. DATE

5/14/90

DGS $50-4 (REVISED 2/87)




LS TRWSTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF CGENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REV|ISED RECORD SERIES, FORWARD 7278

WATERLOO ROAD

L) Q.
IT™ RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE Il_ or ll,/
(PGS 830-1) JESSUP, MARYLAND 20794
FARTMENT / AGENCY 2. DIVISION 3. UNIT

St. Mary's County

Economic & Community Development

Housing Authority

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY F]LED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSESR

4. RECORD SERIES TITLE

Terminated Tenants

8. EARLIEST YEAR/LATEST YEAR

41983 _ vo 1990

-]
5. RECORD SERIES DESCR!PTION ‘IRIIFI-Y DESCRIBE THK TYPES OF mromnou/oocmnvn/rom rOuUN

THE SERIES.

INCLUDK THE PURPOSBE OR FUNCTION OF THEK SEFIES |

Files containing the Housing Authority's Section 8 Program Files regarding information

on participating families and landlords.

May include case record,

correspondence,

housing assistance payments and reexamination register, application for housing
assistance, financial disclosure statements, public assistance and employment,

inquiries, contracts and agreements.

7. RECORD SERIES FORMAT(S) 8., RECORD SERIES SEQUENCE 9. VOLUME
XE PILE DRAVWER(S)
X LETTER SiZE D MICROFILM }WTICAL
% 4 D MICROFILM REEL(S)
O LEGAL SIZE 0O COMPUTER TAPK O NUMERI]CAL O COMPUTER TAPE(S)

BOOK 0O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

0 CHRONOLOGICAL
D GEOGRAFPHICAL
O OTHER(SPECIFY)

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT JON

xR FILE DRAVER(S)
1.5 O MICROFILM REEL(S)
RUXSER O COMPUTER TAPE(S)

0 OTHER(EPECIFEY])
. piLE IS USED 12. F|LE BECOMES INACTIVE AFTER
O pAlLY O WEEKLY DXMONTHLY D MONTH(S) X2 YEAR(SB)

Rt

I8 RECORD SERIES DUPL |CATED ELSEWHERE!?

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14, _
Governmental Center - Housing Office {ir vze, srzciFy saency or orrice)
SMC Records Center 0O YES XkNO

15, ACCESS RESTRICTIONS  YES Q No 16, AUDIT REQUIREMENTS

(1P ves, c17vx LAW(S) & rREauULATION(S)

MD Annotated Code, State Government §10-Gl16c

O NONE O STATE DBXFEDERAL 0O INDEPENDENT

17, 18 AN INDEX SYSTEM USEDY (1r YRS.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDRARE/SBOFTWARK )

0D YyES BX NO

186, RECOMMENDED RETENT JON

Retain 5 years or until all audits

completed, whichever is later, thereafter
destroy by shredding. Retain records in
office 3 years, thereafter transfer to County
Records Center & Archives.

.. NAME AND TITLE OF PREPARER 20,

Jan Blodgett/County Archivist

TELEPHONE NUMEER
(301) 475-7844

21. DATE

5/14/90

DGS 330-4 (REVISED 2/87)




s TRWSTIQNS - *TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

REVIBED RECORD SERIES, FORWARD
WITH RECORDS RETENTION BCHEDULE
(DGS 380+1)

7278
P'On
JESSUP,

WATERLOO ROAD
BQX 278
MARYLAND 20794

Pace |5 or l‘[

‘,irmmu-ru\m 1. DIVISION
t. Mary's County

Economic & Community Development

3. WNIT
Housing Authority

SEF INITION -RECORD SERIES-A GROUP OF RELATED RECORDB NORMALLY FILED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPORER

0 .

4. RECORD SERIES TITLE

Terminated Landlords

B. EARLIEST YEAR/LATEST YEAR
18830 TO 1986

8. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPES OF IN'OMTION/DOCMNTI/POM rouUND

IN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES )

Files containing copies of correspondence form the SCM Housing Authority to

tenants and landlords.

Tenant correspondence includes notification of appointments

for contracts renewals and agreements of portions of monthly rental payments.
Landlord correspondence includes possible tenant terminations notices and other

correspondence.
7. RECORD SERIES FORMAT(S) 8. RECORD BERIES SEQUENCE 9. VOLUME
RXLETTER SIZE O MICROFILM QXALPHABET | CAL 8 FILE DRAVER(S)
O MICROFILM REEL(S)
O LEGAL SIZE O COMFUTER TAPE O NUMERICAL 1 U COMPUTER TAPE(S)

BOOK U rFrLOPPY DISK
AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

O CHRONOLOGICAL
O GEOGRAPH|CAL
O OTHER(SPECIFY)

O OTHER({SPECIFY)

10, ANNUAL ACCUMULAT jON
O FILE DRAWER(S)

O MICROFILM REEL(S)

RUNBER O COMPUTER TAPE(S)

0 OTHER|(SPECIFY )
"'« piLE 1S USED 12. FiLE BECOMES INACTIVE AFTER
Q palLy O WEEKLY £ MONTHLY m O MONTH(S) BXYEAR(S)
13, CURRENT LOCATION(S) (BLDG.,FLOCR,ROOM) 14. I|B RECORD SERIES DUPL ICATED ELSEWHERE?
(1P vyzs, srECIFY rGENCY OR OPFICE)
SMC Records Center 0 YE8 XXNO
15, ACCESS RESTRICTIONS A YES G NO 16, AUDIT REQUIREMENTS

{vr ves, ciTe LAW(S) & REGULATION(S)
MD Annotated Code. State Government §10-61l6c¢c

O NONE O STATE £,FEDERAL O INDEPENDENT

17. 15 AN INDEX SYSTEM USED?! (1P YRS .E)PLAIN
BRIBFLY AND DESCRIBE ANY MRDIARK/BOPTIARI)

OYEs & NO

18, RECOMMENDED RETENT ION

Retain 5 years or until all audits completed,
whichever is later, thereafter destroy by
shredding. Retain in office 3 years,
thereafter transfer to County Records

Center & Archives.

.. NAME AND TITLE OF PREPARER 20,

Jan Blodgett/County Archivist

TELEPHONE NUMBER
(301) 475-7844

21, DATE

5/14/90

DGS $30-4 (REVISED 2/87)




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

REV |SED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTOURY

7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

PAGE _lﬁ_ or _'l_‘i__

iuo -1)
FARTMENT | AGENCY

St. Mary's County

2. DIVISION

Economic & Community Developmen

3. UINIT

Housing Authority

DEFINITION - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

.

REFERENCE AS WELL A9 RETENTION AND DISPOS

4. RECORD SERIES TITLE

AND USED AS A UNI!T FOR

Inactive Applicants/Former Certificate Holders - Section 8

ITION PURPOSER
B. EARLIEST YEAR/LATEST YEAR
197670 _1990

6. RECORD SERIES DESCRIPTION (-RIIPLY DESCRIBE THE TYPES OF INPOMTION/DOCMNT'/POM FOUND

IN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES )

Inactive Applicant, Former Certificate Holder, Single, Ineligble and Terminated files
containing correspondence, worksheets, pre-applications, recertifications, income

verification, lease approval, etc.

correspondence.

Also contains files with returned (not deliverable)

7. RECORD SERIES FORMAT(S)
PXLETTER SI1ZE D MICROFILM

0 LEGAL SIZE 0O COMPUTER TAPE
.aomp BOOK O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
EXALPHABET | CAL
0 NUMERICAL

O CHRONOLOGICAL,

. VOLUME

QxFI1LE DRAWER(S)
L5 O MICROFILM REEL(S)
: O COMPUTER TAPE(S)
"EEE’." O OTHER(SPECIFY)

0 GEOGRAPHICAL
O OTHER(SPECIFY)

10, ANNUAL ACCUMULAT ION

BXFILE DRAWER(S)
.500 MICROFILM REEL(S)
RUMEEW O COMPUTER TAPE(S)

0 OTHER(SPECIEY)

1. piLE IS USED

0 palLY O WEEKLY

12.
K MONTHLY 3

FILE BECOMES
O MONTH(S)

INACTIVE AFTER
BXYEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Governmental Center - Housing Authority

SMC Records Center

s

D YES XX NO

14, 18 R.ECORD SERIES DUPL ICATED ELSEWHERE?
{ir vyrs, serEciFY soEnNcY OR OFFicE)

15, ACCESS RESTRICTIONS

MD Annotated Code.

X YES

(1P ves, ciTe LAw(S) & REGULATION|S)
State Government §10-616¢c

0 No 16,

O NONE O STATE KX¥EDERAL 0O

AUDIT REQUIREMENTS

INDEPENDENT

17.

D YES xRX NO

IS AN INDEX SYSTEM USED? (1r YRS.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/ BOFTWARE )

RECOMMENDED RETENT JON

. )

Retain 5 years or until all audits are
completed, whichever is later, thereafter
destroy by shredding.
years, thereafter transfer to County Records
Center and Archivgs.

Retain in office 3

1.. NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist’

20. TELEPHONE NUMEER
(301) 475-7844

21. DATE
5/14/90

DGS $50-4 (REVISED 2/87)



http://NORMAL.lV

