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1

No.

All applications, .resume's etc. received in response to _posted
full-time vacancies, or for part-time or temporary work,
volunteers and interns.

BIDS '
Records of all bid agreements are kept in this file.-

.

BUDGET RECORDS
Annual Budget Submissions
Monthly Budget Printouts
Budget Work Papers

CABLE 15 PROGRAMMING FILES o
This file contains Cable 15's program guide which mcludes a
‘monthly listing of programs that airs on the station. '

CONTEST

Contest Literature

Contest Applications

Contest Entry Forms

Completed Entry Forms and Appllcatnons
Correspondence Pertaining to Contest

EQUIPMENT

Files containing warranties as well as equipment problems that
have occurred. The equipment inventory list is also kept in that
file.

~.-

DEPARTMENT OF GENERAL SERVICES .~ . _ [Schedule No." . ..
RECORDS MANAGEMENT DIVISION - S . :
RECORDS RETENTION AND DISPOSAL SCHEDULE ' ‘|Page 1A of 6
(Continuation Sheet) -
Agency “ ~+ Division/Unit
DCA/Cable 15
ltem Description - Retention

'3 years then destroy.

Original applications are
kept by the Office of

Human Resources.

. (UR
-3 .years then destroy. -

Original records are kept

in the Department - of -
- Purchasing. -

5. years then destroy.
Original records are kept -
~ in the Budget Office.

1 year then destroy.

~ 1 year then destroy.

Retain warranties until
they expire.  Retain
equipment problem sheet
for life of the equipment
then destroy. Inventory
list is updated as needed.

DGS 550-TA (Rev. 1/93)




I DEPARTMENT OF GENERAL SERVICES . . = - [Schedule No.: . 5. ”
RECORDS MANAGEMENT DIVISION o N '
RECORDS RETENTION AND DISPOSAL SCHEDULE . |Page 2 of ¢
(Continuation Sheet) N ' R
Agency o - Division/Unit -
| DCA/Cable 15
Item Description o Retention .
No. ' o ' '
‘—‘ - - - l .'
7 FIXED ASSETS FILE e
Fixed asset printouts (including vehicles) . . L | . 3 years then destroy.
Surplus Forms (office copy) ‘ o ' '
8 GASOLINE CHARGE RECORD BOOK - ,
This book records gasoline charges for each vehicle. The | 3 years then destroy.
mxleage at the time gas was put in the vehicle as well as the date | Original records are kept
is fecorded. N | in the. Office of Central
o o "~ | Services.
Subject arrangement of original incoming letters, copies of . 3 years then destroy.
outgoing letters, memoranda, studies, reports, pollcles ‘and -
other materials related to outside agencies.
10 - GOVERNMENT AGENCIES CORRESPONDENCE -
Correspondence between government agencies and Cable 15 is 3 years then destroy
kept in this file. This file includes memorandums, letters, forms '
etc.
11 HAZARDQUS CHEMICALS WRITTEN PLAN .
Cable 15/Cable Administrator's office hazardous chexmcals | Retain as long as is .
wntten plan A , | administratively
valuable, update as
,,,,, necessary. Original ~
records are kept by
OSHA.
12 R | f
Intern/volunteer resume's, evaluatlons program guideisfound = | Retain for duration of
in thns file. . .| internship then destroy
‘| after 1 years. '

DGS 550-TA (Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES Schedule No.. ¢-g19 “
RECORDS MANAGEMENT DIVISION o : ' -
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 6
(Contmuatlon Sheet) o _ \
Agency ~ - Division/Unit
_ DCA/Cable 15 | s | S 3
ltem Description - SRR Retention
No. » _ . : L
13 KEY REQUEST -
A list of key request for the staff of Cable 15. Retain for duration of
- employment then 1 year
-after seperation, then
destroy. The
Department of Central
- Services also has a copy
on file.
14 LETTERS OF APPRECIATION S
Letters of appreciation, cards, notes, memorandums . Retain for duration of
_ employee’s employment
then give to employee -
after separation.
15 MEDIJA LINK ' - o
: Story ideas Cable.15 receives from Media Link for broadcast_ + .., | 1 year then destroy.
purpose. : - '
.16 MEDIA RELEASES ‘ o
Generated by Cable 15 to let the media know what is gomg on “ | lyear then destroy. ‘
| in Howard County. * B
K
17 _ [ | \ :
All mcommg and outgomg letters memorandums from the . 1 years then destroy. -
public as well as staff memorandums ‘
18 MONTHLY REPORT : : :
Reports on the progress of Cable 15. Goals are set and previous 3 years then destroy. .
goals are discussed.

GS 550-1A (Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES - -~ ' |Schedule No. ¢.g19

RECORDS MANAGEMENT DIVISION ‘ : -
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 4 of ¢
(Continuation Sheet) ‘

Agency ‘ . . Division/Unit
DCA/Cable 15 ‘

Item Description S . Retention
No

19 | NEWSCLIPFILE S . -
Morning, evening and weekend sun news articles pertainingto .- | 3 years then destroy.

Howard County. Washington Post articles pertalmng to -
Howard County o

20 Cable 15 Staff News Articles : L Retain as long as.
General News Articles ' : I - administratively valuable. .
Cable News E S

2] OPERATING BUDGET ; _ :
FY Budget Forms (Minor PO's, Partials, étc.) indicating budget . - All  budget forms - .
use. : L *"| pertaining to equipment
' : ' - purchases are obtained .

for the life of the
S equipment then

- ' - .. |* destroyed.  All. other
Lo forms are retained for 2

"years then destroyed.
Office of Finance and

Purchasing retains
- original copies of these
forms. '
22 PERSONNEL FILES _ - :
. Leave request forms, letters of appreciation, change._of status - Retain for duration of.
documents, personal records, correspondence directly addressed o employee stay in Howard
to the employee, personnel forms, etc. : . .. | County  Government.

Office of Management
Services and  the
Department of Human
Resourses also  has
copies of these files.

mm)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Contmuatlon Sheet)

Schedule No. '¢-g819 " B

Page 5 .of &6

DCA/Cable 15

Agency "~ Division/Unit

Item Description

23 PRESS RELEASES

Incoming press releases for story ideas

24 . Correspondence from professional assocwtlons the ‘Cable 15
' employees are members of. : : :

25 SCHEMATICS
Audio cable list

26 SCRIPTS

: Howard Weekly
Howard Today 1 & 2
News 15
Howard Daily
Documentaries

-Caple 15

28 STAFF MEETING NOTES
Cable 15

No. | R

Retention

1 year then destroy.

" 1 year then destroy.

Retain for duration of the
cable layout. Updated as
changes = become
available,

Retain for the life of the
program and.as space
allows. '

. 1 year then destroy.
"Original on file in the
Department of Finance .
and Management
Services.

3 years then destroy.

5GS 550-TA (Rev1793)




DEPARTMENT OF GENERAL SERVICES
, RECORDS MANAGEMENT DIVISION =
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. c;'glg “
, » |

29 IRF MUSIC LIBRARY _ S
Music usage sheets for TRF and Current License Agreement

Services vehicle used by Cable 15 staff. -

31 YEHICLE REPAIR ORDERS

repair orders of commercial garages; they specify the work
requested, the work performed, and the charges. The forms are
used to authorize and charge preventive maintenance services
and repairs which can be performed by County forces. '

32 YIDEO TAPE USAGE FORMS a -
Tracking of videotapes being used by Cable 15 staff members.

No. : | ' ‘ L

Mileage for both Cable 15 vans as well as mileage for Central -

This file requests and authorizes the County Garage, to make
repairs to County-owned vehicles. : The orders are similar to -

Page 6 of 6
A (Continuation Sheet) _ '
Agency - o o Division/Unit
DCA/Cable 15 .
ltem Description Retention

3 years then destroy.

*. 3 years then destroy. -
Originals are kept in th
Department of Central
Services.

Retain -for - duration of .

- warrenty ~or mileage
expiration then destroy.
Originals are kept in th
Department. of Central -
Services. -

1 years then destroy.

DGS 550-1A (Rev. 1/93)
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.1 .
Instructicns - Type or Print a separate form for each
new or revised record series, forward with Record

_—

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

Retention Schedule (DGS 550-1)

JESSUP, MARYLAND 20794

Jepartment/Agency 2. Division

DCA/Cable 15 ' v

PAGE _1 OF 32

3. Unit

4. Record Series Title

APPLICATIONS FOR .EMPLOYMENT

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

5. Earliest Year/Latest Year
5 t0 1998

1) resumes'
2) cover letters

6. Record Series Description (Briefly describe’ the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

A file folder of applications for employmentbcontains:

X Monthly

: 7. Record Series Format(s) 8. Record Series Sequence 9. Volume. ‘
. : ’ O File Drawer(s)
)(Letter Size O Microfilm 0O Alphabetical 2.0 O Microfilm Reel(s)
. " ki O Computer Tapse(s)
a Legaf Size O Computer Tape O Numerical Number O OCther (specify)
O Bound Book D Floppy Disk X Chronological
; . 10. Annual Accumulatio
1 Audio Tape O Video Tape 0O Geographical File Drawer(s)
; - Microfiim Reel(s)
- O Cther (specify) O Gther (specify) O Computer Tape(s)
M Number O Other (specify)
11. File is Used 12. File Becomes inactive After
Q ODaily 0O Wealdy O Month(s) O Year(s)

Number

. 13. Current Location(s) i {Bldg., Floor, Room)

Carroll Building, 1st Floor

\

14. Is Record Series Duplicated Elsewhere?
If yes, specify agency ar offica)
Yes O No Human Resources

. 15. Access Restrictions O Yes
(If Yes, cite Law(s) & Regulation(s)

W No

16. Audit Requirements

x None

O State 0O Federal O Indépendent

3 17. s an Index System Used? {If yes, explain briefly and describe
any hadware/software .
X o

O Yes

18. Recommended Retention

3 yéars then destroy.

Name and Titie of Prepafer

Evelyn Boulware
Admin. Support Tech. I

20. Telephone Number

410-313-3320

21. Date

'3/27/98

GS 5504 (Rev. 1/33)
Figure 1

-25 -
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istructions - Type or Print a separate form for each
3w or revised record series, forward with Record
atention Schedute (DGS 550-1)

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

DEFARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

PAGE _2_ oF 32

Jepartment/Agency

DCA/Cable 15

2. Division

3. Unit

. Record Series Title
BIDS

'EFINITION - RECORD SERIIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

5. Earfiest Year/Latest Year
to 19 9 8

A file folder of

. Record Series Description (Briefly describe the types of informationn/documents/fforms found in the series.

bids contains:

Include the .purpose or function of the series.

Number

1)  bid request o
2) work papers for bids
3) correspondence pertaining to bid- preparation
4) final bid document
~. Record Series Format(s) 8. Record Series Sequence 9. Volume
R - ,K File Drawer(s)
Mener Size 0 Microfilm O Alphabetical 2.0 O Microflm Reel(s)
. ey O Computer Tape(s)
0 Legal Size 0O Computer Tape 0O Numerical Number 0 Other (specify)
[ Bound Book O Floppy Disk )r( Chronological
. al A lati
] Audio Tape 0 Video Tape O Geographical 10. Annual Accumu a'én File Drawer(s)
i . O Microfilm Reel(s)
O Cther (specify) O Other (spacify) O Computer Tape(s)
Number O Other (specify)
11. File is Used ) 12. File Becomes Inactive Atter
O Daily 0 Weekly [x Monthly O Month(s) O Year(s)

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

Carroll Buiiding, 1st Floor

14. Is Record Series Duplicated Elsewhere?
fyes spacify agency or office)
Yes 80 No Purchasing Department

15. Access Restrictions O Yes
(If Yes, cite Law(s) & Regulation(s)

)

16. Audit Requirements

ﬁ( None

0O State D Federal 0 Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software
X e

O Yes

18. Recommended Retention

3 years then destroy.

Name and Title of Prepafer 20. Telephone Number 21. Date

Evelyn Boulware

Admin. Support Tech. I 410-313-3320 3/27/98
35 550-4 (Rev. 1/33)

igure 1

- 25 -
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" .

Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 3__ OF _32

‘ Jepartment/Agency

DCA/Cable 15

2. Division

3. Unit

4. Record Series Title
BUDGET

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

5. Earliest Year/Latest Year
1993 10 1998

6. Record Series Description (Briafly describe the types of informationn/documentsfforms found i the series. Include the purpose or function of the series. .

A file drawer of budget records contains:.

1) budget request
. 2) work papers for budget submission:
3) copy of final budget document
4) correspondence pertaining to preparation of budget
7. Record Series Format(s) 8. Record Series Sequence 8. Volume-
. . File Drawer(s)
etter Size 0 Microfilm O Alphabetical 2.0 O Microfilm Reel(s)
i N O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number 00 Other (specify)
O Bound Book ﬂ;Floppy Disk % Chronological
10. Annual Accumulation
* J Audio Tape Q Video Tape O Geographical n File Drawer(s)
; . Microfilm Reel(s)
O Cther (specify) O Other (spacify) O Computer Tape(s)
Number O Other (specify)
11. File is Used _ 12. File Becomes Inactive After
0 Daily XWeekly O Monthly _— 0O Month(s) O Year(s)
Number
13. Current Location(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yos, specify agency or offics) : )
Carroll Building, 1st Floor x Yes O No Budget, Dept. of Finance
] .
15. Access Restrictions O Yes }é No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) .
x None O State 0O Federal O Independent
" 17. s an Index System Used? (if yes, explain briefly and describe 18. Recommended Retention
any hadware/software :
: : 5 years then destroy.
O Yes x No

Name and Title of Prepafer 20. Telephone Number 21. Date

Evelyn Boulware

Admin. Support Tech. I 410-313-3320 '3/27/98
G5 550-4 (Rev. 1793)

Figure 1

- 25




4
Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

R B R
DEF!\F.'WENT" OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

© 7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _4 OF 32

Jepartment/Agency 2. Division

DCA/Cable 15

3. Unit

4. Record Series Title

CABLE 15 PROGRAMMING SCHEDULE

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

rliest.Y LY
5. Eaf$§t7Y?°ar/lftes ear

6. Record Series Description (Briefly describe the types of informationn/documentsfforms found in the series. Include the purpose or function of the series.

A file folder of Cable 15 programming>schedule contains:

1) monthly program guides
2) cover letters
7. Record Series’ Format(s) 8. Record Series Sequence 9. Volume
. File Drawer(s)
M Letter Size O Microfilm O Alphabetical 2.0 O Microfilm Reel(s)
T : 0O Computer Tape(s)
a Legal Size Q Computer Tape O Numerical Number O Other (speciy)
00 Bound Book O Floppy. Disk % Chronological
) ) ' . 10. Annual Accumulation
] Audio Tape Q Video Tape O Geographical O File Drawer(s)
X‘ ; . . . O Microfilm Reel(s)
m‘;ﬁw MBY]W O Other (specify) O Computer Tape(s)
¥ Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
a Daily 0O Weekly )§ Monthly - O Month(s) ‘O Year(s)

Number

13. Current Location(s) {Bldg., Floor, Rbom)

14. s Record Series Dupiicated Elsewhere?

any hadware/software

O VYes

. .

(If yes, specify agency or office)
Carroll Building, 1st Floor O VYes No
15. Access Restrictions a Yes X No 16.  Audit Requiremem;s
(It Yes, cite Law(s) & Regulation(s) . :
: ﬁ None 0O State 0O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention

1 years then destroy.

Name and Title of Preparer 20. Telephone Number 21. Date
Evelyn Boulware o
Admin. Support Tech. I 410-313-3320 '3/27/98
GS 550-4 (Rev. 1753) ;

Figure 1

95 .




i =
.
.t »
a

Ratention Schedule (PGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record serias, forward with Record

OEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
" 7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

.‘PAGE 5 _oF 32

Jepartment/Agency

DCA/Cable 15

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filad and used as a unit for reference as waell as retention and disposition purposes.

Title

4. Record Series
' CONTEST

arliest_Year/Latest Ye
5. Eafnggt_/Y?:r 199938 ear

contest literature

contest applications

contest entry forms

completed entry forms and application
correspondence pertaining to contest

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

A file folder of contest correspondence contains:

7. Record Series Format(s) 8. Record Series Sequence 9. Volume’
. . : K File Drawer(s)
)il.ener Size O Microfilm O Alphabetical 2.0 O Microflm Reel(s)
. e-r O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number a Cther (speleY)
0 Bound Book O Floppy Disk ' % Chronological
i . 10. Annual Accumulation :
] Audio Tape O Video Tape O Geographical O File Drawer(s)
- . . . O Microfilm Reel(s)
O Cther (specify) 8 Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used - . . 12. File Becomes inactive After :
Q Daily 0O Weekly O Monthly O Month(s) O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room}) 14. |s Record Series Duplicated Elsewhere?
' o, . (If yos, specify agancy or office)
Carroll Building, 1st Floor O VYes - No
15. Access Raestrictions QO Yes No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) =~ ¢ .
- ' ' ﬂ None O State O Federal O independent
17. Is an Index System Usad? (If yes, explain briefly and describe 18. Recommended Retention
hadware/softw. :
any nadware/software 1 years then destroy.
O Yes ﬁ No

Name and Title of Preparer

Evelyn Boulware
Admin. Support Tech.

20. Telephone Number 21,

I

410-313-3320

Date

'3/27/98

GS 5504 (Rev. 1/93)
Figure 1

- 25 -




. 1
Instructions - Type or Print a separate form for each
new or revised record serias, forward with Record

Retention Schedule (DGS 550-1)

\

DEFAKTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
" 7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

PAGE 6. .OF 32°

'.)apartment/Agency‘

DCA/Cable 15

JESSUP, MARYLAND 20794

2. Division

3. Unit

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

4. Re&ord Series Title
EQUIPMENT

5. Earliest ?ear/l.atest Year
1993 101998

6. Record Series Description (Briefly describe the types of informationn/documentsfforms found in the series. Inciude the purpose or function of the series.

A file folder of equipment informatioh contains:

1) equipment inventory sheets
2). warranties
3) equipment deficiencies
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
. : ’ : ﬁ File Drawer(s)
%Letter Size O Microfilm O Alphabetical 5.0 Q - Microfilm Reel(s)
i * O Computer Tape(s}
Q Legal Size O Computer Tape 0  Numerical Number O Other {specify)
0 Bound Book - 0 Fléppy Disk y\ Chronological
: : . 10. Annual Accumulation :
J Audio Tape O Video Tape O Geographical Q File Drawer(s)
; . O . Microfiim Resl(s)
4 Other (specify) 3 Other (spacify) O Computer Tape(s)
Number O Other (specity)
11. File is Used 12. File Becomes Inactive After _ . ‘
O Daily ﬂWeekly O Monthly O Month(s) - .0 Year(s) - ﬁ;-’,‘ :
: Number . . L
13. Current Location(s) (Bldg., Floor, Room}) 14. Is Record Series Duplicated Elsewhere?
o . (If yes. spacify agency or office)
Carroll Building, 1st Floor O Yes No
15. Access Restrictions O Yes y No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) .
: ' )q None O State O Federal O independent

any hadware/software

O Yes

P

17. is an'Index System Used? (if yes, explain briefly and describe

expire.

destroy. _

18. Recommended Retention

Retain warranties until they
Equipment sheets for
the life of the equipment then

Name and Title of Preparer

Evelyn Boulware
Admin. Support Tech. I

20. Telephone Number

410-313-3320

21. Date

'3/27/98

TGS 550-4 (Rev. 1733)
Figure 1

- 25 -
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Instructions - Type or Print a separate form fof each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD :
P.O. BOX 275 ,
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

7 oF 3

PAGE

Jepartment/Agency

DCA/Cable 15

2. Division

3. Unit

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

4. Record Series Title
FIXED ASSETS

5. Eaﬂiesk Qearll.atest Year
to 1998

A file folder of fixed assets files céntains:

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the saries.

1) fixed asset printouts
2) surplus forms
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
o X File Drawert(s)
%Lener Size 0 Microfim O Alphabetical 2.0 "7 O Microfilm Reai(s]
] : O Computer Tape(s)
O Legat Size O Computer Tape O Numerical Number O Other (specify)
O Bound Book O Floppy Disk y;_ Chronological _
. . ' . 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical O File Drawer{s)
~ L O Microfim Real(s}
Q Other (specify) O Gther (spacify) O Computer Tapa(s)
Number O Cther (specify)
11. File is Used 12. File Becomes Inactive After . ;'
O Daily 3 Weekly O Month(s) O Year(s) i

X Monthly

Number

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

Carroll Building,

1st Floor )@ Yes o

14. Is Record Series Duplicated Eisewhere?
(If yos, specify agency or office)
No Dept. of Finance

S

15. Access Restric;tions O Yes
(If Yes, cite Law(s) & Regulation{s)

’XNQ

16. Audit Requirements

X; None 0O State 0O Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention 1

any hadware/software : ’ : '.

y . 3 years then destroy. ;

O Yes (ﬁ No ’

Name and Title of Prepafer 20. Telephone Number 21. Date »

|

Evelyn Boulware _ '
Admin. Support Tech. I 410-313-3320 '3/27/98

GS 550-4 (Rev. 1/93)
Figure 1

- 25 .
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Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEFAFTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0O. BOX 275

Retention Schedule (DGS 550-1) 4
. : JESSUP, MARYLAND 20794

Pace _8_oF 32

Jepartment/Agency 2. Division 3. Unit

DCA/Cable 15

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

5. Eaﬂiest Ybar/l.atest Year
1995 101998

4. Reéord Series Title
GASOLINE CHARGE RECORD BOOK

6. Record Series Dascription (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

A gasoline charge record book contains:

1) gasoline charges for each vehicle
2) mileage and date at time of fule purchase
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
. O File Drawer(s)
O Letter Size 0O Microfilm O Alphabetical 2.0 O Microfim Reel(s)
. ey a Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specify)
O Bound Book O Floppy Disk % Chronological
; . . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
; : . a Microfilm Resl(s)
X%E (%c'fh ¢ 8 Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used ) 12. File Becomaes lnactive After
O Daiy )ﬁw%kjy O Monthly O Month(s) O Years)
Number
13. Current Location(s) (Bidg:, Floor, Room) 14. |s Rgcord Series Duplicated Elsewhere?
' . ) (ifyes. specify agency or office) '
Carroll Building, 1st Floor Yes O NoDept. of Central Services
15. Access Restrictions - O Yes ﬁ No 16. Audit Reguirements
(If Yes, cite Law(s) & Regulation(s)
% None 0O State 0O Federal O Independent
17. Is an'Index System Used? (If yes, eiplain briefly and describe 18. Recommended Retention
any hadware/software : .
y : 3 years then destroy.
O Yes x No
Name and Title of Preparer 20. Telephone Number 21. Date
Evelyn Boulware _ :
Admin. Support Tech. I 410-313-3320 '3/27/98

G5 5504 (Rev. 1/93)
Figure 1

- 05 -




e

Instmctioﬁs - Type or Print a separate form for each
new or revised record sernias, forward with Record
Retention Schedule (DGS 550-1)

DEFAHTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
© 7275 WATERLOOQ ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _9 oF 32

Jepartment/Agency

DCA/Cable 15

2. Division

3. Unit

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

4. Record Series Title
GENERAL CORRESPONDENCE

t

5. Eaﬂiest ?ear/Latest Year

1995 1, 1998

6. Record Serias Dascription (Briefly describe the types of informationn/documentsfforms found in the series. Include the purpose or function of the saries. -

A file folder of general inter-office‘correspondence contains:

1) incoming and outgoing letters

2) incoming and outgoing memorandums -

3) reports

4) policies

7. Record Series Format(s) 8. Record Series Sequence 9. Volume’
s % File Drawer(s) -
ﬁLetter Size O Microfilm O Alphabetical 2.0 a Microfim Reel(s)
. _er O Computer Tape(s)

Q Legal Size 0O Computer Tape -0  Numerical Number O Other (specify)

O Bound Book Q Floppy Disk )( Chronological
Aeerdi - . 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical . O File Drawer(s)
. L a Microfim Reel(s)
a Cther (specify) g Other (spscify) O Computer Taps(s)
' Number O Other (specify)
11. File is Used . 12. File Becomas Inactive After
Q Daily ﬁWeekly O Monthly O Month(s) O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. |s Record Series Duplicated Elsewhere?
. . : {If yes, spacify aggncy or office)
Carroll Building, 1st Floor O Yes ﬁ(‘ No
15. Access Restric_tions O Yes ﬁ No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) .
X None O State O Federal O Independent
17. Is an'Index System Used? (lf yes, explain briefly and describe 18. Recommended Retention ‘
any hadware/softwa .
y © 3 years then destroy.
O Yes ﬁ No

Name and Title of Preparer 20. Telephone Number 21. Date
Evelyn Boulware ,
Admin. Support Tech. I 410-313-3320 '3/27/98

G5 550-4 (Rev. 1/83]
Figure 1

- 25 -




Instructions - Type or Print a separate form for each
new or ravised record series, forward with Record
Retention Schedule (DGS 550-1)

DEEARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

pace 10 oF 32_

.)epanment/Age_ncy

DCA/Cable 15

- 2. Division

3. Unit

4. Record Series Title

GOVERNMENT AGENCIES CORRESPONDENCE

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

5. Earliest ?ear/Latest Year
to 77

6. Record Series Description (Briefly describe the types of informationn/documentsfforms found in the series. Include the purpose or function of the series.

A file folder of government agency cofrespondence contains:

1) incoming and outgoing letters and memorandums
2) studies :
3) reports
4) policies
7. Record Series Format(s) 8. Record Series Sequence 9. Volume .
. File Drawer(s)
)CLener Size O Microfilm O  Alphabetical 5.0 0 Microfim Reel(s)
. Ly 0 Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specify)
O Bound Book O Floppy Disk )( Chronological
: . . : . 10. Annual Accumulation
1 Audio Tape 0 Video Tape 00 Geographical O File Drawer(s)
; ey 0O Microfim Reel(s)
O Other (specify) O Other (specify) O Computer Taps(s)
—_— Number O Other (specify)
11. File is Used . . 12. File Becomes Inactive After :
0 Daily )iWeekly O Monthly O Month(s) O Year(s)
: Number

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

14. Is Record Series Duplicated Elsewhere?

ﬁyes. specify agency or office)

Howard County Government

Carroll Building, 1st Floor Yes a No ;
: Agencies
15. Access Restriqtions O Yes ){INO 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
: O Federal 0O Independent

% None O State

any hadware/software

O Yes

:

17. Is an'index System Used? (If yes, explain briefly and describe

18. Recommended Retention

3 years then destroy.

Name and Titls of Preparer

Evelyn Boulware ,
Admin. Support Tech. I

20. Telephonse Number 21.

410-313-3320

Date

'3/27/98

TS 5504 (Rev. 1/93)
Figure 1

- 05 -




) .

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Scheduls (DGS 550-1)

- DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

page 11 oF 32_

Jepartment/Agency

DCA/Cable 15

2. Division

3. Unit

4. Record Series Title

HAZARDOUS CHEMICALS WRITTEN PLAN

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

5. Earfiest 99arﬂatest Year

1) written plan
2) hazardous chemical list
3) material safety data sheet.

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

A file folder of hazardous chemicals informafion contains:

7. Record Series Format(s)

%\Letter Size

0 Microfilm

O Legal Size ] Computer'Tape
O Bound Book O Floppy Disk
1 Audio Tape 0O Video Tape

8. Record Series Sequence
){ Alphabetical

0O Numerical

O Chronological
O Geographical
a

Other (specify)

9. Volume’
File Drawer(s)
O Microfim Reel(s)
2.0 0O Computer Tapa(s)
Number 0O Other {specify)

10. Annual Accumulation
0 File Drawer(s)
O Microfim Reel(s)
O Computer Tape(s)

Number O OCther (specify)

11. File is Used
O Daily

O Monthly
Number

12. File Becomes Inactive After

O Month(s}) O Year(s)

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

Carroll Building, 1st Floor

14. |s Record Series Duplicated Elsewhera?
(If yes, specify agency or office)

g Yes a

State of MD Dept. of the Environment (OSHA)

No

15. Access Restrictions 0O Yes
(If Yes, cite Law(s) & Regulation(s)

fQNo

16. Audit Requirements

x None

0O State

0O Federal O Independent

any hadware/software i

X we

O Yes

17. Is an Index System Used? (If yes, explain briefly and describe

necessary.

Retain permanently.

18. Recommended Retention

Update as

Name and Title of Preparer

Evelyn Boulware
Admin. Support Tech. I

20. Telephone Number

410-313-3320

21. Date

'3/27/98

GS 550-4 (Rev. 1793)
Figure 1

-25.
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0

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DES A TMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pagE _12 oF 32

Jepartment/Agency

DCA/Cable 15

2. Division

N

3. Unit

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

4. Record Series Title

INTERN/VOLUNTEER PROGRAM FILE

5. Earliest \-"ear/l.atest Year
to_-~-72

A file folder of

6. Record Serias Description (Briefly describe the types of informationn/documentsfforms found in the series. Include the purpose or function of the saries.

intern program information contains:

Carroll Building, 1st Floor

0O VYes No

1) intern resumes'
2) intern applications
3) intern evaluations
4) intern program guide
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
. File Drawer(s)
”)(Lener Size O Microfilm O Alphabetical 2.0 O Microfim Reel(s)
) . O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Cther (specify)
O Bound Book O Floppy Disk }( Chronological I
: ; . 10. Annual Accumulation :
J Audio Tape 0 Video Tape O Geographical O File Drawer(s)
; . O Microfim Reel(s)
0O Cther (specify) O Cther (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used . 12. File Becomes Inactive After '
a Daily {1 Weekly XMonth(y i O Month(s) O Year(s)
s . Number
13. Current Location(s) {Bldg., Floor, Rc;om) 14. s Record Series Duplicated Elsewhere?

(if yos, spacify agysy or office)

15. Access Restn'c;tibns O Yes
(If Yes, cite Law(s) & Regulation(s)

A)KNO 16.

Audit Requirements

k None O State O Federal O Independent
17. Is an'Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software Retain for duration of

O Yes

X

internship then Destroy after 1

year.

Name and Title of Preparer

Evelyn Boulware
Admin. Support Tech. I

20. Telephone Number

410-313-3320

21. Date

'3/27/98

GS 550-4 (Hev. 1/93)
Figure 1

- 925 .
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<

[nstructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 13 oF _32

-

Jepartment/Agency 2. Division

DCA/Cable 15 _

3. Unit

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

4. Record Series Title
KEY REQUEST

5. Earliest 99ar/l_atast Year
1995 01998

1) key request forms

6. Rocord Series Description (Briefly describe the types of informationn/documents/forms found in the seriss. Include the purpose or function of the series.

A file folder of key request information contains:

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
E File Drawer(s)
Letter Size 0 Microfilm Q Alphabetical 2.0 Microfilm Reel(s)
. LY O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Other (specify)
0 Bound Book O Floppy Disk >( Chronological
; . .  10. Annual Accumulation
J Audio Tape O Video Tape O Geographical QO File Drawer(s)
; . O Microfilm Resl(s)
3 Other (specify) 3 Other (spacity) O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Becomss Inactive Atter
O Daily 0 Weekly O Monthly O Month(s) O Year(s)

Number

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

Carroll Building, 1st Floor

14. {s Record Series Duplicated Elsewhere?
(If yos, specify agency or offics)
/)( Yes O No Management Services,
Dept. of Central Services |

15. Access Restrictions O Yes
(It Yes, cite Law(s) & Regulation(s)

)%:No

16. Audit Requirements

O Yes

2

}(} None O State O Federal O independent
17. Is an'Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software S . .
Retain for duration of

employment then 1 year after
seperation, then destroy.

Name and Title of Prepafer

Evelyn Boulware
Admin. Support Tech. I

20. Telephona Number

410-313-3320

21. Date

'3/27/98

GS 550-4 (Rev. 1793) .
Figure 1

- 05 -




e

Instructions - Type or Print a separate form for each
new or revised record serigs, forward with Record
Retention Schedule (DGS 550-1)

DEEARTMCNT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _14 oF 32

Jepartmen¥/Agency.

DCA/Cable 15

2. Division

3. Unit

DEFINITION - RECOhD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Titla

LETTERS OF APPRECIATION

S. Earliest ?earlLatest Year
993 to_1998

Pt

6. Record Series Description (Briefly describe the types of informationn/documentsfforms found in the series. Include the purpose or function of the series.

A file folder of letters of appreciation contains:

1) letters
2) cards
3) notes
4) memorandums
7. Record Series Format(s) 8. Record Series Sequence 9. Volume’
. File Drawer(s)
).Q_ener Size B Microfiim O  Alphabetical 2.0 Q" Microfim Reel(s)
. sk O Computer Tape(s)
O Legal Size O Computer Tape 0O Numerical Number O Other (specify)
O Bound Book O Floppy Disk >C Chronological
: . . . 10. Annual Accumulation
J Audio Tape Q Video Tape 0O Geographical O File Drawer(s)
' . _ O Microfim Reel(s)
O Cther (specify) O Other (specify) O Computer Tape(s)
Number O Other (specify)
i
11. File is Used - . 12. File Becomes Inactive After i
O Daily 0O Weekly O Monthly - O Month(s) a VYear(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
‘ » (If yes, specify agency or office)
Carroll-Build ing, 1st Floor Yes a0 No Howard County Government
- Agencies
15. Access Restrictions O Yes No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
x None O State O Federal 0O Independent
17. Is an'Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software o, .
Retain for duration of

O Yes

)éNo

employee's employment the give
to employee after separation.

Name and Title of Preparer

Evelyn Boulware
Admin. Support Tech. I

20. Telephone Number

410-313-3320

21.

Date

'3/27/98

S 550-4 (Rev. 1793)
Figure 1

.95 .
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Retention Schedule (DGS 550-1)

nstructions - Type or Print a separate form for each
new or revised record serias, forward with Record

DEF AR TMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOQ ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PaGE LS oF 32

Jepartment/Agency

DCA/Cable 15

2. Division ' 3. Unit

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

4. Record Series Tille
MEDIA LINK

i 20 e
Uit e

A file folder of Media Link informatibn contains:

1) tape request

6. Record Series Description (Briefly dascribe the types of informationn/documentsfforms found in the series. Include the purpose or function of the series.

. 2) faxes
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
. )g File Drawer{(s)
)(Le«er Size O Microfim O Alphabetical 2.0 Microfilm Reei(s)
. ° O Computer Tape(s) |
0 Legal Size O Computer Tape 0O Numerical Number 0O Other (specify)
G Bound Book O Floppy Disk % Chronological
i . . 10. Annual Accumulation
1 Audio Tape 0 Video Tape 0O Geographical O File Drawer(s) :
. . O Microfim Reel(s) |;
0 Cther (specify) O Other (spscity) O Computer Tape(s) |
Number O Other (specify) i
11. File is Uged S 12. File Becomes Inactive After |
% Daily 1 Weekly O Monthly - O Month(s) O Year(s)
¢ Number

- 13. Current Location(s)

Carroll Building, 1st Floor

{Bidg., Floor, Room)

14. Is Record Series Duplicated Elsewhera?
(If yos, specify agency or offica)
O Yes No

15. Access Restﬁqtions 0 Yes
(if Yes, cite Law(s) & Reguiation(s)

16. Audit Requirements

)ﬂ None O State

0O Federal

O Independent f

any hadware/software
O Yes /q No

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Retention

1 years then destroy.

Name and Title of Preparér
Evélyn Boulware
Admin. Support Tech. I

20. Telephone Number 21. Date

410-313~3320

'3/27/98

G5 550-4 (Hev. 1793}
Figure 1

- 25 -
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Instructions - Type or Print a separate form for sach
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 16 _ OF 32

Jepartment/Agency.

DCA/Cable 15

2. Division

3. Unit

4. Ret‘;ord Series Title
MEDIA RELEASES

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

5. E ' iost ?ear/l.atest Year
97 to 1998

A file folder of media release informétion contains:

6. Record Series Description (Brisfly describe the types of informationnv/documentsfforms found in the series. include the purpose or function of the series.

1) media coverage of Cable 15 generated stories
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
. . )g File Drawer(s)
Letter Size O Microfilm O Alphabetical 2.0 Microfilm Reel(s)
i i O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number g Other (specify)
O Bound Book O Floppy Disk )@ Chronological
10. Annual Accumulation
" 3 Audio Tape Q Video Tape 0  Geographical . O File Drawer(s)
: . O Microfim Reel(s)
0 Cther (specify) O Cther (spacity) O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Becomes lnactive After
Q Daily }()Neekxy O Monthly O Month(s) O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. |s Record Series Duplicated Elsewhere?
' ’ (If yos, specify agancy or office)
Carroll Building, 1st Floor O Yes }d No
15. Access Restrictions O Yes KNO 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
X None O State 0O Federal O Independent
17. Is an'Index System Used? (if yes, explain briefly and describe 18. Recommended Retention
any hadware/software 5
: 1 years then destroy.
O VYes y No

Name and Title of Preparer

20. Telephone Number 21. Date
Evelyn Boulware :
Admin. Support Tech. I 410-313-3320 '3/27/98
)GS 550-4 (Rev. 1/93)

Figure 1

.25 .




nstructions - Type or Print a saparate form for each
hew or revised record series, forward with Record
Retsntion Schedule (DGS 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

P.O. BOX 275 PAGE 17 OF 32

Jepartment/Agency 2. Division

DCA/Cable 15

3. Unit

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

4. Record Series Title
MEMORANDUM/CORRESPONDENCE

5. Eaﬂiest ?ear/l.atest Year
1997 10 1998

\

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

A file folder of memorandum/correspondence contains:

O Bound Book O Floppy Disk

1 Audio Tape

y' Chronological

1) all incoming and outgoing memorandusm, letters, etc.
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
. _ /g‘ File Drawer(s)
%eﬂer Size O Microfiim 0 Alphabetical 2.0 Microfilm Reei(s)
' . ey 00 Computer Tapa(s)
3 Legal Size O Computer Tape O Numerical Number O Other (specify)
i

10. Annua!l Accumulation

O Video Tape 0O Geographical O File Drawer(s)
. . i O Microfilm Reel(s)
0O COther (specity) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Becomas Inactive After
.0 Daily AWeekly O Monthly O Month(s) O Year(s)
Number :
13. Current Location(s) (Bldg., ‘Floor, Room) 14. Is Record Series Duplicated Elsewhere?
\ ' (If yos, specify agency or office)
Carroll Building, 1st Floor O Yes }J No
15. Access Restrictions O Yes 16. Audit Requirements

(If Yes, cite Law(s) & Regulation(s)

)QNO

O Federal 0O Independent

w None 0O State

17. Is an'Index System Used? (If yes, explain briefly and describe

any hadware/software
# No

O VYes

18. Recommended Retention

1 yéars then destroy.

Name and Title of Preparer

Evelyn Boulware -
Admin. Support Tech. I

20. Telephone Number

410-313-3320

21. Date

'3/27/98

G5 550-4 (Rev. 1/83)
Figure 1

- 05 .




L.
Instructions - Type or Print a separate form for each

new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275

PAGE 18 oF 32

Jepartment/Agency.

DCA/Cable 15

2. Division

3. Unit .

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

4, Reﬁo'rd Series Title
MONTHLY REPORT

5 E di t? fLatest Year
083 Yeg5s

A file folder of monthly reports contains:

1) monthly office reports

6. Record Series Description (Briefly describe the types of informationn/documentsfforms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s)

)(Mommy

Number

8. Record Series Sequence 9. Volume Rk
. g File Drawer(s)
etter Size 0 Microfilm O Alphabetical 5.0 Microfilm Reel(s)
. o O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specify)
O Bound Book O Floppy Disk y( Chronological
. . . 10. Annual Accumulation
J Audio Tape 0 Video Tape O Geographical O File Drawer(s)
, : ' . O Microfim Reel(s)
ar {specify) A A, b{] QO Cther (spacity} O Computer Tape(s)
L4 W Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
D Daily 03 Weekly O Month(s) O VYear(s)

13. Current Location(s) {Bldg., Floor, Room)

Carroll Building, 1st Floor

14. |s Record Series Duplicated Elsewhere?

(If yes, specify agenc  or offica)
O VYes XY No

15. Access Restriqﬁons a Yes
(it Yes, cite Law(s) & Regulation(s)

F]No

16. Audit Requirements

J@ None 0O State 0O Federal

Q independent

any hadware/software

O Yes

"

17. Is an'index System Used? (If yes, explain briefly and describe

18. Recommended Retention

3 yéars then destroy.

Name and Title of Preparer

Evelyn Boulware
Admin. Support Tech. I

410-313-3320

20. Telephone Number 21. Date

'3/27/98

GS 5504 (Rev. 1/93)
Figure 1

.25 .
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j

IR DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
nstructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
hew or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.0O. BOX 275 . -
' JESSUP, MARYLAND 20794 PAGE _19 OF"32
Jepartment/Agency 2. Division ' . 3. Unit
DCA/Cable 15 .

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

i T S. Eaﬂ‘est ?ear/Latest Year
4. Record Series Title | 19|95 oar] s
NEWS CLIP FILE _ 272 tollZ°

6. Record Series Description (Brisfly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
A file of news clip articles contains:

1) Sunpgper Howard County news articles
2) Washington Post Howard County news articles

7. Record Series Format(s) 8. Record Series Sequence . 9. Volume'
: File Drawer(s)
etter Size ' O Microfiim O Alphabetical 2.0 Microfilm Reel(s)
. : O Computer Taps(s)
O Legal Size 0 Computer Tape O Numerical Number Q Other (specify)
O Bound Book a Floppy Disk }C Chronological

10. Annual Accumulation

1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
. . - . O Microfim Reel(s)
08 Cther (specify) O Other (specify) O Computer Tape(s)
Number O OCther (specify)
11. Fileis U 12. File Becomes Inactive After
K Daily 0O Weekly 0 Monthly O Month(s) 0O Year(s)
Number
13. Current Location(s) {Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, spacify ageqcy or office)
Carroll Building, 1st Floor O Yes . /%f No
15. Access Restrictions g Yes 2@ No 16. Audit Requirements
(I Yes, cite Law(s) & Regulation(s)
ﬁ None 0O State O Federal O Independent
17. Is an'index System Used? (if yes, explain briefly and describe 18. Recommended Retention
any hadware/software :
: 3 years then destroy.
O Yes ﬁ No

Name and Title of Preparer : 20. Telephona Number : 21. Date
Evelyn Boulware _ ,
Admin. Support Tech. I 410-313-3320 '3/27/98

GS 550-4 (Rev. 1/93)
Figure 1

- 25 -
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'lnstructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEFAFTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.Q. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _20 oF 32

Jepartment/Agency .

DCA/Cable 15

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group of refated records nommally filed and used as a unit for reference as well as retention and disposition purposes.

4. Reéord Series Title

NEWSPAPER/PERIODICAL

5. Earliest Year/Latest Year
993 4 1998

1) staff news articles
2) general news articles
3) cable news

6. Record Series Description (Briefly describe the types of informationn/documentsfforms found in the series. Inciude the purpose or function of the series.

A file folder of newspaper/periodicélé contains:

7. Record Series Format(s) 8. Record Series Sequence 9. Volume:
. : )ﬁ File Drawer(s)
otter Size 0 Microfilm O Alphabetical 2.0 O Microfilm Reel(s)
: LY O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number - 0 Cther (specify)
O Bound Book 0 Floppy Disk % Chronological
: . 10. Annual Accumulation
1 Audio Tape 0 Video Tape 0O Geographical O File Drawer(s)
i ; . O Microfilm Reel(s)
Q Other (specify) 0 Other (spacify) 0O Computer Tape(s)
A Number O Cther (specily)
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly O Monthly 0 Month(s) Q Year(s)

Number

13. Current Location(s) | (Bldg., Floor, Room)

X

14. |s Record Series Duplicated Elsewhere?
(If yes, specify aggncy or office)

Carroll Building, 1st Floor a Yes No

15. Access Restrictions O Yes
(If Yes, cite Law(s) & Regulation(s)

}(po

16. Audit Requirements

)é None 0O State 0O Federal

O Independent

any hadware/software

O Yes

-

17. Is an'Index System Used? (If yes, explain briefly and describe

reference.

18. Recommended Retention

Retain permanently for future

Name and Title of Prepafer

Evelyn Boulware
Admin. Support Tech. I

20. Telephone Number

410-313-3320

. Date

'3/27/98

GS 550-4 (Rev. 1/93)
Figure 1

- 25 .




DEFARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

knstmcﬁons - Type or Print a separate form for each
ew or revised record series, forward with Record

Retention Schedule (DGS 550-1)

RECORDS MANAGEMENT DIVISION

JESSUP, MARYLAND 20794

7275 WATERLOQ ROAD

P.O. BOX 275 :
PAGE 21 OF 32

Jepartment/Agency 2. Division

DCA/Cable 15

3. Unit

4. Record Series Title
OPERATING BUDGET

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

5. Earliest -Y'earlLa(est Year
o 1996 o 199

6. Record Series Description (Briefly dascribe the types of informationn/d

A file folder of operating

ocuments/forms found in the series. Include the purpose or function of the series.

budget information contains:

1) fiscal year used budget forms (minor po's, partials,
etc.) ;
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
, ' )g File Drawer(s)
otter Size 0O Microfilm O Alphabetical 2.0 Microfilm Reel(s)
: _Ler 0 Computer Tape(s)
0 Legal Size 0 Computer Tape O Numerical Number Q Other (specify)
0J Bound Book O Floppy Disk X Chronological
: ‘ . 10. Annual Accumulation -
3 Audio Tape O Video Tape O Geographical O File Drawer(s)
i R O Microfilm Reel(s)
0 Cther (specify) O Other (specity) . O Computer Tape(s)
Number ‘0 Other (specify)
11. File is Used _ 12. File Becomes Inactive After
0 Daily O Weekly O Monthly O Month(s} O VYear(s)

Number

13. Current Location(s) {Bldg., Floor, Room)

Carroll Building,‘lst Floor

14. s Record Series Duplicated Elsewhere?
(If yes, specify agency or offi

F Yes a No

cCo
6epp. of Finance,
‘Purchasing Dept.

15. Access Restn'qn'ons O Yes
(It Yes, cite Law(s) & Regulation(s)

}{No

16. Audit Requirements

% None Q State

D Federal O Independent

17. Is an'Index System Used? (If yes, explain briefly and describe
any hadware/software

O VYes )ﬂ No

18. Recommended Retention’

Equipment forms retain for the

Name and Title of Prepafer

EvehﬂxBouhEme
Admin. Support Tech. I

20. Telephone Number

410~313-3320

life of the equipment then
destroy. Other forms retain
for 2 years then destroy. .
21, Date
'3/27/98

GS 550-4 (Rev. 1/33)
Figure 1

.25 .




.

nstructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Scheduls (DGS 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECOROS INVENTORY

PAGE _22 oF. 32

Jepartment/Agency.

DCA/Cable 15

2. Division

3. Unit

4. Redord Series Title
PERSONAL FILES

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

5. Eaﬂiest ?ear/l.atest Year
1986 to 1998

6. Record Series Description (Briefly describe the types of informationn/documentsfforms found in the series. Indlude the purpose or function of the series.

A file folder of personal informationé contains:

1) leave request forms
2) letters of appreciation
3) annual reviews
7. Record Series Format(s) 8. Record Series Sequence 9. Volume' ‘
. /g File Drawer(s)
ngtter Size 0 Microfilm O Alphabetical 2.0 O Microfilm Reel(s)
. e 0O Computer Tape(s)
O Legal Size O Computer Tape 0 Numerical Number O Other (specify)
O Bound Book DO Floppy Disk K Chronological
. . . 10. Annual Accumulation
1 Audio Tape Q Video Tape O Geographical O File Drawer(s)
: . 0 Microfilm Reel(s)
Q Cther (specify) O Other (specity) O Computer Tape(s)
Number O Other (specify)
11. File is Used . 12. File Becomes Inactive After
g Daily O Weekly /‘E[}Monthry O Month(s) O Year(s)

Number

13. Current Location(s) {Bldg., Floor, Room)

Carroll Building,

{

X

1st Floor

Yes a

14. Is Record Serigs Duplicated Elsewhere?
If yos, specify agency or office)

‘No Office of Human Resources

15, Access Restrigﬁons 0 Yes
(If Yes, cite Law(s) & Regulation(s)

O No

16. Audit Requirements .

O Independent

ﬂNone O State O Federal

17. Is an'Index Systemn Used? (If yes, explain briefly and describe

g VYes

18. Recommended Retention

Retain for duration

of
employee's tenure.

any hadware/software
F:_ No.

Name and Title of Preparer

20. Telephone Number 21. Date
Evelyn Boulware )
Admin. Support Tech. I 410-313-3320 '3/27/98
GS 550-4 (Rev. 1793}

Figure 1

- 925 .




I

||nstructions - Type or Print a separate form for each

new or revised record series, forward with Record
Retention Scheduls (DGS 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 23 oF 32

Jepartment/Agency

DCA/Cable 15

2. Division

3. Unit

4. Record Series Title
PRESS RELEASES

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

5. Earliest Year/Latest Year
7 10 1998

6. Record Series Description (Briefly describe the types of informationn/documentsfforms found in the series. Include the purpose or function of the series.

A file folder of press releases contains:»

1) incoming press releases
7. Record Series Format(s) - 8. Record Series Sequence 9. Volume
. /b/ File Drawer(s)
atter Size Q Microfilm Q Alphabetical 2.0 O Microfilm Reel(s)
. Ly O Computer Tape(s)
0 Legal Size O Computer Tape QO Numerical Number Q Cther (specify)
Q Bound Book Q Floppy Disk , % Chronological
10. Annual Accumulation
1 Audio Tape O Video Tape QO Geographical O File Drawer(s)
: . O Microfim Reel(s)
0O Other (specify) O Other (specity) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used 12. File Becomes inactive After
O Daily N\/eekly O Monthly O Month(s) O Year(s)
Number
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Dupiicated Elsewherse?
: ' If yes. specify agency or offica} .
Carroll Building, 1st Floor i Yes o NoOffice of Public
Information

15. Access Restrictions O Yes
(it Yes, cite Law(s) & Regutation(s)

)Q\No

16. Audit Requirements

)( None

0O State

0O Federal O Independent

any hadware/software

O Yes

y

17. Is an'Index System Used? (If yes, explain briefly and describe

18. Recommended Retention

, ‘ 1 yéar then destroy.

Name and Title of Prepafer

20. Telephone Number 21. Date
Evelyn Boulware ) .
Admin. Support Tech. I 410-313-3320 '3/27/98 .
GS 5504 (Rev. 1793) '

Figure 1

.25 .




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _24 OF 32

Jepartment/Agency

DCA/Cable 15

2. Division

\

3. Unit

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

4. Record Series Title

PROFESSIONAL ASSOCIATION

5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of informationn/documentsfforms found in the series. Include the purpose or function of the series.
A file folder of professional association. information contains:

1) correspondence from professional associations that the
Cable 15 staff is associated with.

7. Record Series Format(s)

.¥,Létter Size

0 Microfilm

0 Legal Size a Computer-Tape
0 Bound Book O Floppy Disk
1 Audio Tape 0 Video Tape

%%%ﬁ\m| BDDKb

8. Record Series Sequence
O Alphabetical
O Numerical
% Chronological
a Get?graphiwl v

O Other (specify)

9. Volume )
)@ File Drawer(s)
O Microfilm Reei(s)
2.0 O Computer Tape(s)
Number O Other (specify)

10. Annual Accumulation
O File Drawer(s)
O Microfilm Reel(s)
" O Computer Tape(s)

Number 0O Other (specify)

11. File is Used

O Daily 0 Weekly

% Monthly

Number

12. File Becomes inactive After
O Month(s)

O Year(s)

13. Current Location(s) {Bldg., -Floor, Room)

carroll Building, 1st Floor

14. s Record Series Duplicated Elsewhere?

(If yes, specify agancy or offica)
O Yes } No

15. Access Restric;tions O Yes
(If Yes, cite Law(s) & Regulation(s)

)QNO

16. Audit Requirements

X None QO State O Federal O Independent
17. Is an'Index System Used? (If yes, explain briefty and describe 18. Recommended Retention
any hadware/software s
. Retain for 1 year, then
Q Yes >CN° destroy. Retain membership

renewal agreement until the
expiration date then destroy.

Name and Title of Preparer

Evelyn Boulware
Admin. Support Tech. I

20. Telephone Number

410-313-3320

21. Date

'3/27/98

GS 550-4 (Rev. 1733)
Figure 1

- 25 .
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Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

CEF AR TMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECCRDS INVENTORY

Retention Schedule (DGS 550-1)

P.Q. BOX

JESSUP, MARYLAND 20794

21 PAGE _2> oF 32

Jepartment/Agency

DCA/Cable 15

2. Division

3. Unit

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

4. Record Series Title
. SCHEMATICS

5. Earliest Year/Latest Year
1993 4, 1998

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

A file folder of schematics information contains:

1) audio cable list

7. Record Series Format(s) 8. Record Series Sequence S. Volume-
. ﬁ File Drawer(s)
W Letter Size O Microfilm O Alphabetical 2.0 O Microfilm Reel(s)
. &y O Computer Taps(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specify)
O Bound Book o Fioppy Disk )g Chronological
10. Annual Accumulation
] Audio Tape O Video Tape O Geographical n O File Drawer(s)
. . O Microfilm Reel(s)
O Cther (specify) 0O- Other (specify) O Computer Tape(s)
Number O Other (specify)
11, File is Used _ 12. File Becomes inactive After
g a Daily a Weekly O Monthly O Month(s) a Year(s)
Number
| 13. Current Location(s) {Bldg., -Floor, Room) 14. |s Record Series Duplicated Elsewhere?

Carroll Building, 1st Floor

(

0O VYes

If yes, specify ag% or office)
No

15. Access Restrictions 3 Yes
) (If Yes, cite Law(s) & Regulation(s)

k No 16.

Audit Requirements

/@’ None

O Independent

O State O Federal

" 17. Is an Index System Used? (if yes, explain briefly and describe

any hadware/software

O. Yes

X

18. Recommendad Retention

Retain for duration of the
cable 1layout. Update as
changes become available.

Name and Title of Preparer

Evelyn Boulware
Admin. Support Tech. I

20. Teléphone Number

410-313-3320

21. Date

'3/27/98

GS 5504 (Rev. 1/93)
Figure 1

- 95 .




ST ‘ OZEARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
instructions - Type or Print a separate form for sach RECORDS MANAGEMENT DIVISION
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275 .
JESSUP, MARYLAND 20794 PAGE _26 OF 32
Jepartment/Agency 2. Division : 3. Unit
DCA/Cable 15

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

i 5. Earfiest Year/Latest Year
4. Record Series Title : _ . A . 19'359 to 1998
SCRIPTS ‘

6. Racord Serias Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
A file folder of scripts contains:

1) Howard Weekly, Howard Today 1 & 2, News 15, Howard Daily,
and Documentary scripts. :

7. Record Series Format(s) 8. Record Series Sequence : 9. Volume-
/g" File Drawer(s})
K] Letter Size O Microfilm O Alphabstical 5.0 Microfilm Resl(s)
. e O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number a Other (specify)
0 Bound Book XFloppy Disk k Chronological
A 10. Annual Accumulation
] Audio Tape Q Video Tape O Geographical n O File Drawer(s)
. - . O Microfim Reel(s)
0 Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. Fileis U ' 12. File Becomes Inactive After
' Daily 0O Weekly O Monthly O Month(s) O Year(s)
. Number
. 13.- Current Location(s) (Bidg., Floor, Room) 14. {s Record Series thlicated Elsewhere?
; (if yes, specify agepcy or offica)
! . 0O Yes /g( No
m__________carrnll_Building+_lst Floor
' 15. Access Restrictions Q Yes No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
X None O State O Federal O Independent
: 17. Is an Index System Used? (if yes, explain briefly and describe 18. Recommended Retention
§ any hadware/software . )
Retain ofr the 1life of the
Q Yes " No program and as office space
: allows.
Name and Title of Preparer : 20. Telephone Number 21. Date
Evelyn Boulware _ :
[~ Admin. Support Tech. I 410-~313-3320 '3/27/98
OGS 550-4 (Rev. 1/33])

Figure 1
- 25 .
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Instructions - Type or Print a separate form for each
new or revised record serigs, forward with Record
Retention Schedule (DGS 550-1)

DEFAHTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.Q. BOX 275
JESSUP, MARYLAND 20794

PAGE 27_oF 32

Jepartment/Agency

DCA/Cable 15

2. Division 3. Unit

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

4. Redord Series Title

SIGNATURE AUTHORIZATION

. ¥ Y
5. Eirgegs;] Y?:r/i.gtgsg ear

"

1) signature verification forms

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

A file folder of signature authorization information contains:

7. Record Series Format(s) 8. Record Series Sequence 9. Volume:
. " File Drawer(s)
Letter Size 0 Microfilm O Alphabetical 0 Microfilm Reel(s)
. _2_°__ O Computer Tape(s)
D Legal Size O Computer Tape O Numerical Number O Other (specify)
O Bound Book 0O Floppy Disk )( Chronological
10. Annual Accumulation
* 1 Audio Tape 0 Video Tape O ' Geographical i O File Drawer(s)
; . O Microfilm Reel(s)
O Cther (specify) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used ) , 12. File Becomss Inactive After
a Daily 0O Weekly O Monthly O Month(s) O Year(s)
Number
13. Current Location(s) {Bidg.. Floor, Room) 14. |s Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Carroll Building, 1st Floor k Yes O No Dept. of Finance

15. Access Restrictions O Yes
(i Yes, cite Law(s) & Regulation(s)

)@No

16. Audit Requirements

%’ None 0O State

0O Federal

O Independent

any hadware/software

O VYes

o

17. Is an'index System Used? (If yes, explain briefly and describe

18. Recommended Retention

1 yéar then destroy.

Name and Title of Preparer

~ Evelyn Boulware
Admin. Support Tech. I

20. Telephons Number 21. Date

410-313-3320 '3/27/98

GS 5504 (Rev. 1793)
Figure 1

- 25 .




M
Instructions - Type or Print a separate form for each
new or revised record serias, forward with Record

Retention Schedule (DGS 550-1)

OEEARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

‘

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD '
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE _28 OF _32

Jepartment/Agency

DCA/Cable 15

2. Division 3. Unit

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

4, Reéord Series Title

STAFF MEETING NOTES

5. Earliest Year/Latest Year
1995 15,1998

A file folder of staff meeting notes contains:

1) weekly and monthly staff meeting notes

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Format(s)

ﬂeﬂer Size

O Legal Size

0 Microfilm

o Computer.Tape

8. Record Series Sequence 9. Volume-
Alphabeti
a phabetical 2.0
0O Numerical Number

File Drawer(s)

Microfilm Reel(s)
O Computer Tape(s)
3 COther (specify)

Number

)Q Monthly

13. Current Location(s) (Bldg.,-Floor, Room)

Carroll Building,

14. Is Record Series Duplicated Elsewhare?

(If yes, specify ag%rlc:y or offica)

1st Floor O Yes No

O Bound Book O Floppy Disk % Chronological
10. Annual Accumulation

* 1 Audio Tape 0 Video Tape O Geographical " O File Drawer(s)

y . . . O Microfilm Reel(s})-

Other (specify) Drve O  Other (specify) O Computer Tapo(s)
Number O Other (specify)
11. File is Used } 12. File Becomes Inactive After
O Daily O Weekly O Month(s) O Year(s)

15. Access Restrictions O Yes
(If Yes, cite Law(s) & Regulation(s)

.%No

16. Audit Requirements

)( None O State

0 Federal

O Independent

any hadwara/software

0O VYes

-

" 17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Retention

3 yéars then destroy.

Name and Title of Prepafer

Evelyn Boulware
Admin. Support Tech. I

20. Telephone Number 21. Date

410-313-3320

'3/27/98

GS 5504 (Rev. 1/93)
Figure 1.

- 95 .
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Insttuctions - Type or Print a separate form for each
new or revised record series, forward with Record

DEPAKTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY
) (

Retention Schedule (DGS 550-1)

A

P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE 29 oF 32_

Jepartment/Agency

DCA/Cable 15

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as weli as retention and disposition purposes.

4. Record Series Title

TRF MUSIC LIBRARY

5. Eaﬂigg SYT:mfée‘BStB Year

A file folder of TRF Music Library informatibn contains:

1) music usagé sheets

2)

compact disc purchases receipts

6. Racord Series Dascription (Briefly describe tha types of informationn/documentsfforms found in the series. Include the purpose or function of the series.

Number

7. Record Series Format(s) 8. Record Series Sequence ‘1 9. Volume -
: File Drawer(s)
Letter Size O Microfitm O Alphabetical 2.0 O Microfilm Reel(s)
. ° 0 Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specify)
O Bound Book O Floppy Disk ?(Chronological A
] 10. Annual Accumulation
! J Audio Tape 0 Video Tape O Geographical ; O File Drawer(s)
; . O Microfim Reel(s}
0 Other (specify) O Other (spacify) O Computer Tape(s)
Number O Other (specity)
11. File is Used 12. File Becomes Inactive After
a Daily O Weekly /K/Monthly O Month(s) O Year(s)

13. Current Location(s)

(Bldg.. Floor, Room)

Carroll Building, 1st Floor

14. (s Record Series Duplicated Elsewhere?
(If yes, spacify agency or office)
a VYes - No

15. Access Restrictions

A O Yes
(i Yes, cite Law(s) & Regulation(s)

/k[yo

16. Audit Requirements

)( None O State

0O Federal

O Independent

any hadware/software

0O Yes

-

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommendad Retention

3 years then destroy.

L

Name and Title of Prepafer

Evelyn Boulware
Admin. Support Tech. I

20. Telephone Number

410~313-3320

21. Date.

3/27/98

GS 550-4 (Rev. 1733)
Figure 1

-25 -




e

'S L2 g - B

et ' CeFARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) - P.0. BOX 275 , .

o JESSUP, MARYLAND 20794 page _30 oF 32
Jepartment/Agency ’ 2. Division ' 3. Unit
DCA/Cable 15

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

4. Record Series Titla ' , 5. Eﬂ@&& ??jrﬂ.aitggtgear
VEHICLE MILEAGE SHEET T

6. Record Series Description (Briefly describe the types of informationn/documents/fiorms found in the series. Include the purpose or function of the series.
A file folder of vehicle mileage sheets contains:

1') documentation of mileage usage

_

| 7. Record Series Format(s) 8. Record Series Sequence : 9. Volume: '
! )g File Drawer(s)
W lLetter Size D Microfim O Alphabetical 2.0 Microfitm Reel(s)
. ) . 0O Computer Taps(s)
Legal Size 0 Computer Tape D Numerical Number O Other (specify)
0 Bound Book O Floppy Disk _ WX Chronological
: . 10. Annual Accumulation
] Audio Tape 0 Video Tape O Geographical O File Drawer(s)
; : . O Microfim Reel(s)
0O Other {specify) O Other (specily) O Computer Tape(s)
Number O Other (specify)
. 11. File is Used 12. File Becomes Inactive After
g Daily O Weekly )(;Monthly O Month(s) O Year(s)
: Number
: 13. Current Location(s) (Bldg‘._'Floor, Room}) 14. is Record Series Duplicated Elsewhere?
' (If yes, specify agency or office)
Carroll Building, 1st Floor Yes O No Dept. of Central Services
Lf_ - .
15. Access Restrictions a Yes o 16. Audit Requirements
. (If Yes, cite Law(s) & Regulation(s)
ﬁ None O State O Federal O Independent
17, 1s an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software ) .
< 1 year then destroy.
g Yes w No
Name and Title of Preparer : 20. Telephone Number 21. Date
Evelyn Boulware ,
Admin. Support Tech. I 410-313-3320 : '3/27/98
G5 550-4 (Rev. 1/33)
Figure 1

- 25 .
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Retention Scheduls (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace 31 oF 32

Jepartment/Agency. '

DCA/Cable 15

2. Division

3. Unit

4. Record Series Title

VEHICLE REPAIR ORDERS

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for referenca as well as retention and disposition purposes.

5. Earliest Year/Latest Year
1993 o 1998

1) vehcile répair orders

6. Record Series Description (Brisfly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

A file folder of vehicle repair orders céntains:

7. Record Series Format(s) 8. Record Series Sequence 9. Volume-
. /g File Drawer(s)
Letter Size O Microfilm 0 Alphabetical 2.0 Microfilm Reel(s)
. hd O Computer Tape(s)
0 Legal Size O Computer Tape O Numerical Number O Other (specify)
0O Bound Book O Floppy Disk v Chronological
; ’ . 10. Annual Accumulation
- J Audio Tape D Video Tape O Geographical O File Drawer(s)
: . O Microfim Reel(s)
O Cther (specify) O Other (spscity) 0O Computer Tape(s)
Number O Other (specify)
11. File is Used _ 12. File Becomes Inactive After
a Oaily 0 Weekly O Monthly O Month(s) O Year(s)

Number

i 13. Current Location(s)

(Bldg., -Floor, Room)

Carroll Building, 1st Floor

14. [s Record Series Duplicated Elsewhere?
(If yes, specify agency or offica)
Yes O No Dept. of Central Services

15. Access Restrictions 0O Yes
(If Yes, cite Law(s) & Regulation(s)

Jae

16. Audit Requirements

){ None O State

0O Federal 0 Independent

any hadware/software

" 17. Is an' Index System Used? (If yes, explain briefly and describe

18. Recommended Retention

Retain for duration of warranty

. O Yes )( No or mileage expiration then
‘ . destroy. ' |
Name and Title of Preparer 20. Telephone Number 21. Date |
Evelyn Boulware _ : ;
Admin. Support Tech. I 410-313-3320 '3/27/98

GS 550-4 (Rev. 1/93)
Figure 1
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Instructions - Type or Print a separate form for each
new or revised record serias, forward with Record
Retention Schedule (DGS 550-1)

Leet T UEF AR TMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY
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Jepartment/Agency 2. Division

DCA/Cable 15

3. Unit

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

4. Record Series Title
VIDEOTAPE USAGE FORMS

5. Earliest Year/Latest Year
to

1) videotape usage forms
2) tape usage reports

6. Record Series Description (Briefly describe the types of informationn/documentsfforms found in the series. Include the purpose or function of the series.

A file folder of videotape usage forms contains:

O Daily ﬁWeekly

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
File Drawer(s)
‘Letter Size O Microfilm O Alphabetical 2.0 O Microfilm Reel(s)
. . O Computer Tape(s)
0O Legal Size O Computer Tape O Numerical Number 0O Other (specify)
O Bound Book O Floppy Disk X) Chronological
- 10. Annual Accumulation
1 Audio Tape 0 Video Tape 0O Geographical O File Drawer(s)
. . O Microfilm Reel(s)
O Other (specify) O Other (specify) O Computer Taps(s)
Number O Cther (specify)
11. File is Used 12. File Becomes [nactive After
O Monthly 0O Year(s)

O Month(s)
Number :

13. Current Location(s) {Bldg., -Floor, Room)

Carroll Building, 1st Floor

14. s Record Series Duplicated Elsewhare?

(If yes, specify agency or office)
a Yes XY No

15. Access Restrictions O Yes )QNO
(It Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

%Y None O State

0O Federal O Independent

17. Is an'index System Used? (If yes, explain briefly and describe
any hadware/software

O Yes )a No

18. Recommended Retention

3 yéars then destroy.

Name and Title of Preparér

Evelyn Boulware
Admin. Support Tech. I

20. Telephone Number,

410-313-3320

21. Date

'3/27/98

TS 5504 (Rev. 1/33)
Figure 1
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