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i DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
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Agency Kent County Division/Unit Commissioner's Office

Item
No

1

2

3

4

Description

Forms
Various blank forms, leave, letterhead, applications,

evaluation, citizenship, memo, payment, overtime
authorization, etc.

Employment applications (blank)
Employment applications, correspondence, personnel

requisition form

Subject file
Subject files consisting of correspondence, bond reports,

legislation, various fee schedules, reports, drawings,
contracts, tax rates, reference material, handwritten notes,
public notices, notice of public hearings, purchase
authorization's and invoices, training manuals, letters of
credit, audits, impact fees, studies (internet, etc.), grants, tax
records, ethics commission data, proposals, County owned
equipment and vehicle information, lease agreements,
handbooks, resolutions, litigation, bidders list, committee
reports, budgets

Reading file
Chronological file of memo's letters sent from the Kent

County Commissioner's

Approved by Department, Agency, or Division Representative.

Date June 1, 1998

Signature V-^'^'^WC'C^A /^ _A/(j6t*€^ ^—-̂ "tr*-**̂ —•

TvpeName c h a r l e s D. MacLeod

Title County Administrator

Retention

Retain until updated or
superseded, then destroy

Retain until updated or
superseded, then destroy

Refers to items #3-4
Screen annually. Destroy
material having no further
administrative, fiscal, legal, or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives.

Schedule Authorized by State Archivist.

Date fJUN 4 1998

^ y a,- J> ^J /
Signatur£p^^*v'Uv^^'' f^P*""?**" ft" - /

DGS 550-1 (Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
IIECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

5

6

7

8

(Continuation Sheet)

Description

Agreements and resolutions issued by the County
Commissioners

Correspondence, contracts, agreements, proclamations
Agreements/Resolutions/Proclamations passed by the

County Commissioner's
Written agreements, agreement of sale, amendments

County Roads/Bridges/Landings
Various files pertaining to County Roads,

correspondence, deeds, maps, state aid program data, state
roads reports, studies, contracts of sale, etc.

Zoning Map Amendments
Correspondence, maps, amendments to the county

zoning ordinance, notice of public hearings, legislature,
receipts for certified mail, applications for zoning map
amendments, hand written notes, newspaper articles, etc.

Marina operation, Paradee Gas Co., Alger Co., etc.
Consists of hearing minutes, plats, correspondence, etc.

Grants
Edesville project, consisting of water quality bond,

disclosure document, fact sheets, correspondence, audit
reports, contracts, bids, stop work orders, handwritten
notes, financing documents, legal claims, maps, water &
sewer plan and updates, litigation, etc.

Correspondence, financial reports, handwritten notes,
invoice copies, request for payment & status of funds, etc.

Schedule No. •* •^F's? /
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Retention

Retain permanently, transfer
periodically to the Maryland
State Archives

Screen annually. Destroy
material having no further
administrative, fiscal, legal, or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives.

Retain permanently. Transfer
periodically to the Maryland
State Archives.

Retain for 5 years, after grant is
closed and until all audit
requirements have been fulfilled,
then destroy.

DGS550-lA(Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

9

10

11

12

13

(Continuation Sheet)

Description

Grant Programs/studies
Miscellaneous grants/studies consisting of police

services and consolidated study, improved prosecutorial
services, early identification and treatment of delinquents,
etc.

Employee Benefits and policy file
Subject file pertaining to employee benefits and county

policies, such as, insurance plans, enrollment forms,
memos, correspondence, automatic deposit authorizations,
federal tax forms, surveys, expenditure review forms,
tuition reimbursement, County drug policy and procedures,
drug test results, cobra forms, job class reviews, enrollment
change forms, guardian applications, reference material,
federal 941's, etc.

Active Personnel Files
Consisting of time sheets, overtime authorization, leave

summaries, leave records, employee evaluation reports,
correspondence, employee maintenance form, certification
of appreciation, immunization records, applications,
handwritten notes, acknowledgment of receipt for the
personnel policies and procedure manual, etc.

Alcoholic Beverage License Correspondence
Correspondence pertaining to the issuance of liquor

licenses, annotated code, surveys, reference material,
legislative reports, handwritten notes, etc.

Alcoholic Beverage Licenses
Licenses issued for alcoholic beverages, consisting of

licenses, correspondence, application for renewal, site
drawings, etc.

Schedule No. s\ <ZT sp I
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Retention

Retain until grants closed and
for 3 years and until all audit
requirements have been fulfilled,
then destroy.

Retain until superseded or
updated, then destroy.

Retain for 3 years after
termination of employee, then
destroy.

Screen annually. Destroy
material having no further
administrative, fiscal, legal, or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

DGS 550-1A (Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
IRECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

14

15

16

17

18

19

(Continuation Sheet)

Description

Miscellaneous Budget and Insurance files/water &
Sewer projects

Correspondence, computer printouts, copies of checks
and vouchers paid to the County, project fund analysis,
handwritten notes, various federal bond forms, bond
documents, schedules of insurance, insurance bonders,
invoices, final loan applications, partial payment estimates,
grade and step classification plans, etc.

Revenue sharing funds files
Correspondence, invoice copies, statement of

assurances, notice of public hearings, reference material,
etc.

Cassette tapes/Reel to Reel tapes
Public hearings of the County Commissioner's,

summarized and included with the Commissioner minutes.

Commissioner's meeting minutes/minute index
Handwritten minutes of the hearings of the County

Commissioners

Budget ledgers
Ledger sheets showing - account number, account name,

department, date, vendor, expenditures, budget amount,
balance-to-date, requests for journal entry support
documents, etc.

General ledger
Ledger sheets showing - account number, account name,

department, date, vendor, expenditures, budget amount,
balance-to-date, requests for journal entry support
documents, etc.

Schedule No. / ^ ""^p"^? XT—
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Retention

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 8 years, then destroy.

Permanent. Transfer
periodically to the Maryland
State Archives.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Permanent. Transfer
periodically to the Maryland
State Archives.

DGS550-1A (Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
IIECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

20

21

22

23

24

25

(Continuation Sheet)

Description

Minutes - Board of License Commissioner's
Approved minutes dealing with the issuance of beer,

wine and liquor license in Kent County.

Minutes of the Liquor Control Board
Typed minutes of action taken by the Liquor Control

Board

Expenditures
Lists - department, expense category, budgeted amount,

actual/actual YTD, amount left to spend, percent expended,
etc.

Various computer maintenance printouts
Consists of organizational file list, logging file print, W2

print screen, IDDU online information, security, Query/36
online information, file layout of G80 files, keys, system
error log

Miscellaneous Correspondence/Subject Files
Consisting of letters to the County Commissioners from

Maryland State Attorney General, applications for permit to
conduct a carnival, bazaar, or raffle, correspondence to &
from Maryland State Admissions and Amusement Tax
Division, news articles

Government Financial System Manual
Consists of sections that deal with receipts, warrants,

users manual, introduction, definitions, procedures,
programs, etc.

Schedule No. /** "Jfsp/
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Retention

Retain permanent. Transfer
periodically to the Maryland
State Archives.

Retain permanent. Transfer
periodically to the Maryland
State Archives.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain until updated or
superseded then destroy

Screen annually. Destroy
material having no further
administrative, fiscal, legal, or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives.

Retain until updated or
superseded then destroy.

DGS 550-1A (Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
IIECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

26

27

28

29

30

31

(Continuation Sheet)

Description

Financial Excerpts from County Commissioner Minutes
(copies)

Binders containing information on project approved by
the Commissioner's, copies of minutes stapled to 8 lA x 11
sheets.

Miscellaneous Project Correspondence Files
Files containing correspondence relating to - Baltimore

Harbor Project 1971-1976, Shore Erosion Control 1967-
1972, Jail Study Committee 1966-1979, Board of Appeals
decisions, Delmarva Advisory Council 1979-1981, etc.

Employee Retirement Trust Annual Fiscal Reports &
Census Data

Consists of correspondence, trust fund data, handwritten
notes, IRS filings, plan & trust documents, amendments,
etc.

Bank documents
Consists of general fund - savings, checking, revenue

sharing, savings & checking, other funds, deposits,
withdrawals, cash in banks, receipts, tax reveivables, etc.

Wage & tax statements
Employee W2 forms with attched employers W3

(reconciliation of income tax withheld & transmittal of
wage & tax statements

Autopay payroll records
Includes - employee earnings record, payroll transmittal,

payroll summary, payroll registers, labor distribution,
master control, personnel change report, quarterly earning
statements, etc.

Schedule No. /*> yg~£? /
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Retention

Retain for 15 years, then destroy

Screen annually. Destroy
material having no further
administrative, fiscal, legal, or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

DGS 550-1A (Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
IRECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

32

33

34

35

36

37

(Continuation Sheet)

Description

Inventory Records
Includes - county owned vehicle titles, invoices,

correspondence, list of equipment and furniture, vehicle
registration certification, purchase orders, equipment
history reports, warranty information

Public service employee system job description files
Job description for various employment opportunities in

Kent County includes, definition, examples of work,
required knowledge, skills & abilities, minimum experience
& training, job title, etc.

Trailer Permits
Trailer permits listing, name, address, tag number, vessel

registration number, driver's license number, applicant
signature, date, permit number, date & time paid, etc.

Employee Personnel Record (ledger)
Payroll record by quarter - shows earnings, taxes

withheld & net pay
Payroll ledgers

Statement of operations/general balance sheets
Forms showing sales, cost of sales,

general/administrative expenses, and net profit for the
period, (monthly)

Chronological Correspondence File
Correspondence relating to personnel, police, board of

education and other matters regarding the operation of Kent
County, Kent County Council of Government, water and
sewage plan, transportation, old zoning ordinances,
Maryland office of Planning, Technical advisory
committee, etc.

Schedule No. /* ^~g/
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Retention

Retain for life of vehicle and 3
years, then destroy.

Retain until updated or
superseded, then destroy.

Retain for 10 years, then
destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Screen annually. Destroy
material having no further
administrative, fiscal, legal, or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives.



DGS550-1A (Rev. 10/92)

DEPARTMENT OF GENERAL SERVICES
1RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

38

39

40

41

42

(Continuation Sheet)

Description

Personnel Files (terminated)
Paper file containing employment applications,

correspondence, employee time report, appeal hearing
notices, leave record, termination letters, employee
evaluation, salary and performance reviews

Correspondence Files (includes minutes)
Correspondence, insurance claims, excerpts from

minutes, notice to bidders, board of education minutes, files
are sequenced by date and subject.

Building projects/bonds (subject files)
Information regarding various construction projects,

Kent County jail, various Betterton construction projects,
Knocks Folly

Files contain correspondence, specifications, plans, grant
data, financing, blue prints, site drawings, Board of
Education correspondence, Board of Education budget,
court house renovation, Kent Youth origination, Maryland
Rural Development Group, Recycling information, copies
of industrial development revenue bonds

Time Sheets
Employee time sheets, employee name, pay period,

department, regular hours, days worked, totals, signatures

Time card entry (computer printout)

Workers Compensation Files
Employers first report of injury, compensation paid

statement, invoices for medical services, correspondence,
discharge and back to work documents

Schedule No. /* yc~*2 J
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Retention

Retain for 3 years after
termination of employment, then
destroy.

Refers to items #39-40
Screen annually. Destroy
material having no further
administrative, fiscal, legal, or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives.

Retain for 3 years, and until all
audit requirements have been
fulfilled, then destroy.

Retain for 5 years then destroy

DGS 550-1A (Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

Page 9 of 9

Item
No. Description Retention

43

44

Engineering Drawings
Consisting of water and sewer plans, Worton Park -

aerial view, zoning maps, court house plans, Knocks Folly,
landfill operational plans, etc.

Drawings of the towns of Millington, Rock Hall &
Betterton Beach

Kent County land use, transportation plan, general
highway map, roads and utilities plans, site plans, etc.

Subject Files (Eren's Files)
Subject files regarding, budget, audits, financial reports,

notes payable, etc.
File contains correspondence, budget workpapers,

estimated revenues, etc.

Permanent, transfer periodically
to the Maryland State Archives

Retain for 3 years, then destroy

DGS550-lA(Rev. 10/92)



W " JWucS5wsg?TVf^^ iR'NT:-A'SEpARAr'E FORM FOR EACH NEW
EORECORO SERIES FORWARO WITH RECORDS RETENTIONyfevisEi

/sa<EoiSCHEOUIE (OGS 5501)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
R E C O R D S W N A G E M E N T DIVISION

7275 WATERLOO ROAD
PO. BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of relatsd records normilly filed and used is i unit for reference is well a« retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TC

6. RECORD SERIES DESCRIPTION ( Briefly describe the types ol information/documents/torms found in the Series Include ihe purpose or funclion ol the Series;

7. RECORD SERIES FORMAT(S)

,c-;ter Size c Microfilm

a Legal Size a Computer "ece

a Bound Book c Floppy Oisk

a Audio Tape o Video Tace

a Other (Specify)

RECORD SERIES SEQUENCE

o""wpnaCelic3i

G Numerical

D Chronological

a GeoqtaDhicni

D Clher (Specit'vi

9. VOLUME
ile Orawerjs;

a Microfilm Reei JSI
a Computer ^ace \v.

Clhet (Sps::;y)

Number

10. ANNUAL ACCUMULATION
o File Drawer (s)
o Microfilm Reel (s!
a Compuler Taceis)
o Other (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

O Weekly • Monthly D Month(s) D Year(s)
Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

o Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguiation(s)

u res a No

16. AUDIT REQUIREMENTS

a None a Slate D Federal o Independent

17. IS AM INDEX SYSTEM USED7 ;lf yes. explain briefly and
0"\'..':ce any hardware/softwarel

a 'es

18. RECOMMENDED RETENTION

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

S50••• i ' 'r<!5»0 U93l



-- IYPE OR PRINT A SEPARATE FORM FOR EACH NEW

FTEVLSED RECORO SERIES FORWARO WITH RECORDS RETENTION

SCHEDULE (OGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275 - JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENJdRY

Page. Of

1. DEPARTMENT/AGENCY 2. DIV1SIO 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used is i unit for reference is well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenls/forms found in Ihe Series Include ihe purpose or function of the Series)

J

7. RECORD S£WES FORMAT(S|

• ' ' le t ter Size c Microfilm

a Legal Size a Computer Tace

a Bound Book c Floppy Disk

a Audio Tape o Video Tace

o Olher (Specify)

8. RECORD SERIES SEQUENCE

ilpnaCelicai

G Numerical

D Chronological

a Geographical

D Other (Speciv)

9. VOLUME
FfleOrawer(s)

o Microfilm Reel |si
o Compuler Tace (s!-
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (si
a Microfilm Reel (s)
a Computer Tape(s)
a Olher (Specrfy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg . Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguialion(s)

a Yes a No

16. AUDIT REQUIREMENTS

a None a Slate o Feaeral a Independent

17. IS AN INDEX SYSTEM USED? (If yes. exoiain briefly ana

describe any hardware/software!

18. RECOMMENDED RETENTION

a Yes C Mo

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

C\;S '.'.0* (Revised 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARO WITH RECORDS RETENTION
SCHEDUIE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJdRY

Page . Of

3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used is i unit for roforance as well aa retention and disposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of informalion/documents/forms found in ihe Series Include !he purpose or function of the Series!

7. RECORD SERIES FORMAT(S)

o Letter Size o Microulm

a Legal Size • Compuler rece

a Bound Book a Floppy Disk

a Audio Tape 0 Video Tace

a Olher (Specify)

8. RECORD SERIES SEQUENCE

Z Numerical

D Chronological

a GeograDhicai

a Other (SpecitVj

9. VOLUME

30
File Orawer|S!

a Microfilm Reei (S)
a Computer "ace ;s:
a Other (Spsc:!y)

Number

10. ANNUAL ACCUMULATION
a File Orawer ($)
a Microfilm Ree! (s)
o Computer Taceis)
D Olher (Spec:!y)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office

a Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 3 reguiation(s)

a Yes • No

16. AUDIT REQUIREMENTS

a None a Slate D Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly ana

or.cnbe any hardware/software)

Mo

18. RECOMMENDED RETENTION

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

t)r;S 550 < -'"vised 1/93)





INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION

SCHEDU1.E (DGS550I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O BOX 275 • JE5SUP. MARYLANO 20794

AGENCY RECORDS INVENJdRY

-« ^ _ _ _

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series • A group of related recorda normally filed and uied is i unit for reference as well aa retention and disposition purposes.

4. RECORO SERIES TITLE

/

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series Include Ihe purpose or function of the Series)

7. RECORD SERJtS7ORMAT(S)

Letter Size • Microfilm

o Legal Size Q Compuler Tace

o Bound Book c Floppy Disk

o Audio Tape o Video Tape

o Clher (Specify)

RECORD SERIES SEQUENCE

o Alpnacelicai

G Numerical

e^Chronological

a Geographical

a Other (Specrivi

9. VOLUME
File Orawer(s)

o Microfilm Reel (si
a Compuler race is:
a Clher (Sce:;!y)

Number

10. ANNUAL ACCUMULATION
o File Drawer (si
o Microfilm Reel (s)
D Compuler Taoe(s)
D Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly • Monthly Q Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 ieguialion(s)

u Yes a No

16. AUDIT REQUIREMENTS

a None a Stale n Federal a Independent

17. 13 AN INDEX SYSTEM USED7 (If yes. expiam briefly and

•;r.-scnbe any hardware/software)

•: Yes

18. RECOMMENDED RETENTION

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

0< ;s HO



IHSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JE3SUP MARYLANO 20794

AGENCY RECORDS INVENJdRY

Page, or

1. DEPARTMENT/AGENCY 2. DIVISION •3. UNIT

DEFINITION - Records Series • A group of related records normally filed and u«ed is i unit for reference is well as retention and disposition purposes.

4. RECORD SERIES TITLE /f~<9/~&&/0f&st?/^ ^S^J^—T S* A . . — ̂  5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/docuprenls/forms lound in Ihe Series. Include ihe purpose or function of Ihe Series!

7. RECORD SEJHES FORMAT(S|

B^Leller Size • a Microfilm

a Legal Size a Computer 7ece

a Bound Book a Floppy Disk

a Audio Tape o Video Tape

o Olher (Specify) ;

8. RECOR0 SERIES SEQUENCE

Q Alpnatelicai

S""Wurnefical

o Chronological

o Geographical

D Other (Specn'v)

9. VOLUME
Pile Drawer-is:

a Microfilm Reei (si
a Compuler "see ;sl
a Olher (Specify)

Number

10. ANNUAL ACCUMULATION
Q File Orawer (si
o Microfilm Reel (s)
D Compuler Tace(s)
a Olher (Spec:fy)

Number

11. FILE IS USED

a Daily D Weekly

12. FILE BECOMES INACTIVE AFTER

a Monthly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office:

a . Yes n No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguialion(s)

o Yes • No

16. AUDIT REQUIREMENTS

a None a State a Federal • independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

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

. :50-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (D6S-559M)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

Page.

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records 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 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms found in (he Series. Include ihe purpose or function of the Series)

y

7. RECORD SERIES FORMAT(S)

o^Letter Size o Microfilm

tJ^Legal Size D Computer Tsce

a Bound Book a Floppy Disk

a Audio Tape • Video Tace

a Olher (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

D Chronological

D Geographical

D Other (Specify)

9. VOLUME
civ i l e DraIrawer(s)
D Microfilm Reel (s)
• Computer Tace (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
D Microfilm Reel (s)
a Computer Taoe(s)
D Olher (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a 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

D Yes n No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 8 reguidfion(s)

a/Noa Yes

16. AUDIT REQUIREMENTS

a None a Slate o Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, exoiain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes

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

DGS 550-4 (Revised U93)

^



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARO WITH RECORDS RETENTION
SCHEOUIE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJdRY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normilly filed md uaed is a unit for referente is well ig retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORO SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series Include ihe purpose or fund ion of Ihe Series)

7. RECORO SERIES FORMAT(S)

s-*Ce!ter Size o Microfilm

gMT?gal Size a Compuier "ace

a Bound Book a Floppy Disk

a Audio Tape o Video Tace

RECORD SERIES SEQUENCE

a Alpnacelicai

c; Numerical

D Chronological

a Geographical

WOner (Specify

9. VOLUME
•:le Orawer(s)

a Microfilm Reel (si
a Compuier Tace (s:
a Clher (Specify)

Number

10. ANNUAL ACCUMULATION
o File Orawer (s|
o Microlilm Reel (s)
D Computer Taoe(s)
o Olher (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly D Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg . Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

o Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguiation(s)

a Yes • a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal o Independent

17. IS AH INDEX SYSTEM USED? (If yes. exwam briefly ana

c-."..-:De any hardware/software)

c Yes

18. RECOMMENDED RETENTION

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

C 13 550-4 .^r/ised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJdRY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISIO, 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used is i unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Brielly describe the types of information/documents/forms lound in the Series Include ihe purpose or (unction of the Series)

W ^

o^Leller £

7. RECORO SERIES FORMAT(S)

Sjze o Microiilm

regal Size a Computer ~t

a Bound 8ook a Floppy Oisk

a Audio Tjj#6

B<5theT (Specify) J

a video Tace

RECORD SERIES SEQUENCE

a Alpnacelicai

G Numenc3l

G Chronologxal

a Geoqraohicai

a Other (Speciivi

9. VOLUME

B**Me Orawer(s)

a Microfilm Reel (si

a Computer race ;s!

D Other (Spec;!/)

Number

10. ANNUAL ACCUMULATION

D File Orawer (s]

a Microfilm Reel (s)

a Computer Taoe(s)

a Other (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES OUPUCATED ELSEWHERE? (If yes. specify agency or office

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguiation(s)

a Yes a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal Q Independent

17. IS AN INDEX SYSTEM USED? (If yes. exDiam briefly and

describe any haravare/software)

a Yes

18. RECOMMENDED RETENTION

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

".G3 550-1 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD, SERIES FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROA0
PO. BOX 275 • JESSUP MARYLAND 20794

AGENCY RECORDS INVENJdRY

Page. Of

DEFINITION - Records Series • A group of related records normally filed and used is a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/lorms lound inlhe Series Include ihe purpose or function of Ihe Series)

7. RECORD SERIES FORMAT(S)

o Ltfler Size o Microfilm

o Legal Size a Compuier "ace

a Bound Book a Floppy Disk

a Audio Tape n Video Tace

ief (Specify) (

RECORD SERIES SEQUENCE

a Alpnacelicai

G Numenc3l

G Chronological

• Geographical

^—Gthef (Specnnvj

9. VOLUME
a File Orawe;(s)
a Microfilm Reel (si
a Computer race ;s
Q^f5lher (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
o Microfilm Reel (s)
D Compuier Taoeis)
o Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly O Month(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes o No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguiation(s)

a res

16. AUDIT REQUIREMENTS

a None a Slate D Feaeral o Independenl

17. IS All INDEX SYSTEM USED7 (If yes, explain briefly and

i:i-,'..-:ce any hartfrvare/soflware)

C 'as

18. RECOMMENDED RETENTION

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

OGS 550-J i"r<-sea 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISSD RECORD.. SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE (OGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275 • JESSUP MARYLAND 20794

AGENCY RECORDS INVE.NJdRY

Page. Of

1. DEPARTMENT/AGENCY 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used is a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE ;5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms found in Ihe Series Include !he purpose or function of the Senes)

.

7. RECORD SERIES FORMAT(S)

a Ltfter Size a Microfilm

a Legal Size • Compuier race

a Bound Book a Floppy Disk

a Auclo Tape o Video Tape

ief (Specify) (

RECORD SERIES SEQUENCE

a Alphabetical

G Numerical

G Chronological

ja^Clher (SpeC!iv| < ^ 3 ^ C g > * ^ ^ — ^

9. VOLUME
a File Orawer(s)
a Microfilm Reel (si
a Computer face ;s

"Giher (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
D Microfilm Keel (si
a Computer Taoe(s)
D Olhsr (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly a Monthly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

o Yes • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguiation(s)

a res «• No

16. AUDIT REQUIREMENTS

a None a Stale D Feaeral a Independent

17. IS AH INDEX SYSTEM USED? (If yes, explain briefly and
o-/.::oe any hardware/software]

c, 'ss

18. RECOMMENDED RETENTION

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

OGS 550 4 i"r/-sed I/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-11- - '•*>,.

r.»'

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS If ivENJdRY

Page •, Of

1. DEPARTMENT/AGENCY 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used is a unit for reference as well i s retention and disposition purposes:

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TC

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documems/lorms found in the Series Include !he purpose or function of the Series)

J

7. RECORD SSWiES FORMAT(S)

S^Lellei §>z6 O Microfilm

ca'ugal Size a Computer "see

a Bound Book c Floppy Oisk

a Audio Tape a Video Tace

a Other (Specify)

RECORD SERIES SEQUENCE

a Alpnacelicai

G Numerical

o Chronological

a Geographical

(Specify ^^^*^V^--y

9. VOLUME
We Orawer(s)

D Microfilm Reel (si
o Compuler Tace ,'s:
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (si
D Microfilm Reel (si
o Compuler Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly o Momh(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 3 teguialion(s) '

a Yes • No

1b. AUDIT REQUIREMENTS

a None a Slate a Federal o Independent

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER

ZZ 550-^ (Revised 1/93)
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INSTRUCTIONS - IrPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORO SERIES FORWARO WITH RECOROS RETENTION

SCHEDULE (OGS SSO-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

^AGENCY RECORDS iNVENJbRY1

DEFINITION • Records Series • A group of related reco/ds normally filed md used i n unit for rsference is well i s retention and disposition purposes

4. RECORO SER.ES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series Include Ihe purpose or (unction of Ihe Scries)

7. RECORD^SERIES FORMAT(S)

Dweller Siz» a Microfilm

o Legal Size . o Compuier "ace

a Bound Bow • c Floppy Disk

o Audio Tat* Q Video Tace

a Other (Sp-c;fy|

RECORD SERIES SEQUENCE

c Alpnabelicai

Z Numerical

Q Chronological

u Geographical

.a'clner-(Specify

9. VOLUME
D File Orawerjs]
a Microfilm Reel |si
a CpmfSuler race ; ;
B le ther (Spe:;!y)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
D Microfilm Reel (s!
D Compuier Taoe(s)
D Oilier (Spec:(y)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monlhly a Monih(s) a Ye3r(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. die law(s) 3 reg'jialion(s)

a Yes c j ^ S o

16. AUDIT REQUIREMENTS

o None • Slate • Feoeral o Independent

17. IS AN INDE/ SYSTEM USED7 (If yes. exDiain oriefly and

describe .r-i 'nardware/software)

D Yes (J«^?Io

18. RECOMMENDED RETENTION

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

CG3 550-4 (Revise*) •r)31



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM.FOR EACH NEW

REVIS90 RECORO SERIES FORWARO WITH RECOROS RETENTION

SCHE'OULE (DGS t 5 O |

- • &

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. BOX 275 • JESSUP MARYLANO 20794

•AGENCY RECORDS JNVENjbRY*'

Page Of

1. DEPARTMENT/AGENCY 2. DIV1SI0, 3. UNIT

DEFINITION - Records Series - A group of related records normilly filed and used H I unit for reference is well i s retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenls/forms found in Ihe Series Include !Me purpose or (unction of Ihe Series)

7. RECORD^SERIES FORMAT(S)

crieUet Size o Microiilm

a Legal S«» a Compuier "ace

a 8ound BOOK a Floppy Disk

a Audio TaM a Video Tace

o Olher (Specify]

8. RECORD SERIES SEQUENCE

c Aionacelicai

G Numerical

D Chronological

D Geograohicai

a^Clhei

graohicai _

er (Specnvi /l^t?£

9. VOLUME
• File Orawerjs)
o Microfilm Reel (5i
a CpmtSuler face ;'s: yp
e<Ciher (Specify) /"J'i

Number

10. ANNUAL ACCUMULATION
D File Drawer (si
a Microfilm Keel (s)
D Compuier Tape(s)
c Olhsr (Spec:Iy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly o Monih(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes O No

15. ACCESS RESTRICTIONS (If yes. die law(s) 3 reguiation(s)

a Yes 3<^*?Jo

16. AUDIT REQUIREMENTS

a None a Slate D Federal a Independenl

17. IS AN INDE/ SYSTEM USED7 (If yes. exoiain briefly ana

describe .<••/ narctware/soflware)

18. RECOMMENOED RETENTION

a Yes

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

0G3 550-4 (RCVISM •'J31



IKSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVlSct RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEDUlE (DGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAD
PO BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENJdRY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normilly filed and used i j a unit for reference is well as retention and disposition purposes.

4. RECORD SER.ES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series Include Ihe purpose or function ol Ihe Series)

7. RECORD SERIES FORMAT(S)

EMr?iTer Size o Microfilm

o Legal Size a Compuler â

a Bound Book a Floppy Disk

a Audio Tape Q Video Tace

o Other (Specify)

RECORD SERIES SEQUENCE

flpnacelicai

c Numerical

D Chronological

D Geographical

a Other (Specn'vi

9. VOLUME

Number

a File Orawet(s)
a Microfilm Reel |si
• Compuler Tare ;s:

Other (Specify)

10. ANNUAL ACCUMULATION
D File Orawer (si
a Microfilm Reel (si
a Compuler. Tape(s)
o OlhEf (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

Q Weekly • Monthly a Month(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg, Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguiation(s)

c Yes n No

16. AUDIT REQUIREMENTS

D None a Stale a Federal o Independent

17. 13 AN INDEX SYSTEM USED7 ;lf yes. explain briefly and
•".•scribe any hardware/soflwarej

18. RECOMMENDED RETENTION

•: Yes

CJmg&Jf-*:>jz Fj?r~&)/r&_

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

I)'!S 550 ' Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVlSEO RECORO SERIES FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO SOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENJdRY

Page Of

3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used is a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documents/forms found in Ihe Series Include ihe purpose or function of Ihe Series!

7. RECORD SERIES FORMAT(S)

£MT?lier Size O Microfilm

o Legal Size a Compuler "see

a 3ound 8ook a Floppy Disk

a Audio Tape D Video Tace

a Other (Specify)

RECORD SERIES SEQUENCE

flpnacelicai

G Numenc3l

G Chronological

D Geograohicai

a Other I &y

9. VOLUME
a File Drawees I
D Microfilm Reel (si
a Compuler Tace ;'s:

Number

10. ANNUAL ACCUMULATION
o File Orawer (si
a Microfilm Reel (s)
D Computer. Taoe(s)
o Olher (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes • No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguialion(s)

c Yes a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

17. IS AN INDEX SYSTEM USED7 ;lf yes. explain briefly and

inscribe any hardware/softwarej

18. RECOMMENDED RETENTION

•: Yes

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

1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REV1SE0 RECORD SERIES FORWARD WITH. PECOROS RETENTION

itOOS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT OIVISION

7275 WATERLOO ROAD
PO BOX 275 • JESSUP. MARYLANO .2079«

AGENCY RECORDS INVENJdRY

-Page _ ^ Of

1. DEPARTMENT/AGENCY 2.. OIVISION 3. UNIT-

DEFINITION - Records Series - A group of related records normilly filed and used as i unit for referenc^ as wall as retention and disposition purposes.

4. RECORD SERIES 5. EARLIEST YEAR / LATETEST YEAR-

TC:

•* . i •

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documents/forms found in Ihe Series Include ihe purpose or function of the Series)

pjj?7£ ; 7lf/7>z>*3
7. RECOR0 SERIES FORM^T(S)

o Letter Size

a Legal Size

o Bound 8ook

a Audio Tape

o Ciher (Specify)

o Microfilm

o Computer "see

a Floppy Disk

a Video Tape

8. RECORD SERIES SEQUENCE

D AlpnaCeticai

G Numerical

Q Chionolog:cal

• Geographical

a Other (SpeciiVj

9. VOLUME

a File Orawer(s)

a Microfilm Reel is)

o Computer race ;s:

o Clher (Specify)

Number

10. ANNUAL ACCUMULATION

D File Orawer (si

a Microfilm Reel (s)

• Computer Tape(s)

a Other (Spec:(y)

Number

11. FILE IS USED

c Daily

12. RLE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION'S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (II yes. specify agency or office)

o Yes ; D No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 3 reguialion(s)

~ Yes a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

17. IS AN INDEX SYSTEM USED7 (If yes, expiain brjefly and

•scribe any hardware/software)

18. RECOMMENDED RETENTION

.' Yes

]/f'JO J f £~ c5*

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

nr.S SM i ^-vised 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARO WITH PECOROS RETENTION
SJHECUVE-1DSS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. BOX 275 • JE3SUP. MARYLANO .20794

AGENCY RECORDS INVENJdRY '<;~

9:-Page . 7T. "'.. Of

1. DEPARTMENT/AGENCY 2.. DIVISION .3. UNIT'

DEFINITION • Records Series - A group of related rocords normilly filed and used as a unit for reference as well i s retention and disposition purposes.

RECORD SERIES TITLE ^ £ ' * / ? £ > / ' & / 5. EARLIEST YEAR / LATETEST YEAR

TO:

SER6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documents'forms found in Ihe Series Include ihe purpose or function of Ihe Series)

7. RECORO SERIES FORMAT(S)

a Letter Size a Microfilm

a Legal Size a Compuier Tcce

o 3ound Book a Floppy Disk

a Audio Tape a Video Tape

o Ciher (Specify)

RECORD SERIES SEQUENCE

Q Alpnacelicai

c Numerical

G Chronological

a Geographical

a Olher (Speciiv)

9. VOLUME
a File Orawer(s)
a Microfilm Reel |si
• Compuier Tace ;s:
D Clher (Speedy)

Number

10. ANNUAL ACCUMULATION
o File Orawer (si
D Microfilm Reel (s!
n Compuier Taoe(s)
D Olher (Spec:fy)

Number

11. FILE IS USED

c Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly D Monih(s) a Year(s)

Number

13. CURRENT LOCAlipN(S) (Bldg. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes ; o No

15. ACCESS RESTRICTIONS (If yes. cile lawjs) 5 reguialion(s)

-" Yes n No

16. AUDIT REQUIREMENTS

a None a Stale • Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, exoiain briefly and

scribe any hardware/software)

18. RECOMMENDED RETENTION

•-" Yes D Mo

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

OfiS SM < Revised 1/93)
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'INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARD WITH RECORDS RETENTION
SCKEQULE, (DGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275 • JESSUP. MARYLANO 20794

AGENCY RECORDS iNVE.MJdRY

Page Of

1. DEPARTMENT/AGENCY '3. UNIT

DEFINITION - Records Series - A group of related records normally filed and usedlaj-a \ltit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO^

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series Include ihe purpose or funclion of ihe Series

8. RECORD SERIES SEQUENCE7. RECORD SERIES FORHAT(S)

.eller Size O Microfilm

a Legal Size a Compuier rsce

3 Bound Book a Floppy Disk

• Audio Tape o Video Tape

a Other (Specify)

c Numeucal

G Chronological

icai

•ile Orawe!(sl
a Microfilm Reel isi
• Compuier race ;s:
D Clher (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer (si
a Microfilm Reel (s!
D Compuler Taoeis)
a Olher (Specify) .

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes o No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguialion(s)

a Yes . o No

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral • Independent

ir. IS AN INDEX SYSTEM USED? (If yes. exoiain briefly and

describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

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

(V.S :-v,.4 (Revised 1/93)



*. J **



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVtSED RECORD SERIES FORWARD WITH RECORDS RETENTION
$£X£,0UI.E (QGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. OEPARTMEHT/AGENCY '3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used aj-a ufa< for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE j£b*-?£7^/'«g> /^S^/^JlSAfcz/^ T^A^i. -C 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documents/forms found in (he Series Include !he purpose or function of the Series)

J

7. RECORD SERIES FORMAT(S)

.eller Size o Microiilm

3 Legal Size a Computer Tace

3 Bound Book o Floppy Disk

o Audio Tape a Video Tace

•3 Olher (Specify)

8. RECORD SERIES SEQUENCE

G Numencal

G Chronological

• Geographical

ij^Jlher (

"9. VOLUME
File Drawer(s)

a Microfilm Reel [si
• Compuler race ;s:
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
D Microfilm Reel (s)
a Computer Tape(s)
D Olher (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly D Momh(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

• Yes D No

15. ACCESS RESTRICTIONS (If yes cile law(s) S reguiation(s)

D Yes n No

16. AUDIT REQUIREMENTS

a None a State o Federal • Independent

1". IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

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

IV.S :J.v< (Revised 1/93)





INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAD

PO. BOX 275 • JESSUP. MARYLANO 20794

AGENCY RECORDS INVENJdRY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records 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 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types ot information/documents/forms (ound in Ihe Series Include ihe purpose or function o( the Scries!

7. RECORO SERJE8-T0RMAT(S|

P^Letler Size < a Microfilm

o Legal Size a Computer "see

o Bound 8ook a Floppy Oisk

Q Audio Tape a Video Tacs

a Olher (Specify)

8. RECORD SERIES SEQUENCE

G Numerical

o Chronological

• Geographical

a Olher (Specify

9. VOLUME

File Orawei(s)

a Microfilm Reel (si

a Compuler race ;s:

D Clher (Specify)

Number

10. ANNUAL ACCUMULATION

D File Drawer (s)

D Microfilm Reel (s!

a Computer Taoe(s)

a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or olfice)

• Yes o No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 8 reguiation(s)

a Yes ' a No

16. AUDIT REQUIREMENTS

a None a Slate D Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, exniam briefly and

describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

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

".3 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE |0GS 5501)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO BOX 275 - JE5SUP MARYLAND 20794

AGENCY RECORDS INVE.MJdRY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISIO, -3. UNIT

DEFINITION • Records Series - A group of related records normilly filed and usod as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Brielly describe Ihe lypes of informalion/documents/forms (ound in Ihe Series Include ihe purpose or function o( Ihe Series)

TJ ^r7&p*Axl&

7. RECORD SERIES FORMAT(SI

^ [ e i t e r Size a Microfilm

o Legal Size a Computer Tace

a Bound Book a Floppy Disk

a Audio Tape D Video Tace

a Other (Specify)

8. RECORD SERIES SEQUENCE

O""£lphacelicai

G Numerical

G Chronological

a GeoqraDhic2i

a Other (Specify)

9. VOLUME

ile Orawer(s|

• Microfilm Reel (si

Q Computer Tace ;s:

(Specify)

Number

10. ANNUAL ACCUMULATION

D File Oiawer (s)

a Microlilm Reel (s!

D Comculer Taoe(s)

• Olher (Spec:(y)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly a Monthly o Monih(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office

Q Yes • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguiation(s)

i: Yes a No

16. AUDIT REQUIREMENTS

o None a Slate a Federal a Independent

19. NAME AND TITLE OF PREPARER

17. IS t-H INDEX SYSTEM USED7 (If yes. explain briefly and

i::-..-.r;be any hard'^are/software)

18. RECOMMENDED RETENTION

: •' '.'es

;3 550 i 2 ^ 5 ^ |,g3)



INSTRUCTIONS - IYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS J50-1)

A.
DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

PO. BOX 275 • JE3SUP MARYLAND 20794

AGENCY RECORDS INVENJdRY

Page . Of

1. DEPARTMEHTfAGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related record! normally filed and used as a unit for reference as well as retention and disposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms (ound in the Series Include ihe purpose or function of the Series!

f ChecKz 4-

Q File
a Microfilm Reel (s
o Compuier race (

(Specify)

7. RECORD SERIES FORMAT(S

.eller Size a Micronlm

a Legal S12? a Compuier Tace

a Bound Bock a Floppy Disk

a Audio Tate o Video Tace

O<3lher '

RECORD SERIES SEQUENCE

D Alcnacelicai

G Numerical

G Chronological

• C-eoqraDhic3i

.(jxClher (Specsiv

10. ANNUAL ACCUMULATION
a File Drawer (si
o Microfilm Reel (s)
D Comculer Taoe(s)
o Olher (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Monih(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

G Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 4 reguialiop

• Yes a " " No

16. AUDIT REOUIREMENTS

a None a Slale G Federal Q Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly ana
descnet? f-i hardware/soflwarel

18. RECOMMENDED

• Yes Mo

RETENTIONge&fJA? 7*^ Sy^CS /?*%£

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

OGS 55<M (Revisw "531





• INSTRUCTIONS - IYPE OR PRINT A SEPARATE FORM FOR EACH NEW,
REVISED RECORD SERIES. FORWARO WITH RECOROS RETENTION
SCHEOULE (OGS S50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO. BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENJdRY

(
Page O(

1. OEPARTMENTfAGENCY 2. DIVISION 3. UNIT

DEFINITION • Records 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 / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenls/forms found in Ihe Series Include Ihe purpose or function of the Series!

7. RECORD SERIES FORMATISf

P/"'Celter Size a Microfilm

a Legal Site • Compuler Tace

a Bound Bock • Floppy Disk

a Audio Ta^e a Video Tace

Hher (Specify) / * ? ' J\ / /

8. RECORD SERIES SEQUENCE

c AlcnaCelicai

G Numerical

G Chronological

n Geographical

gU"£lher (Specify) / f f e / y ^ '

9. VOLUM
D File Orawer(s)
D Microfilm Reel (Si
a Computer race (•

(Specify)

Number

10. ANNUAL ACCUMULATION
o File Orawer (s)
• Microfilm Kee! (s)
D Comculer Taoeisl
a Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly a Monih(s) o Year(s)

Number

13. CURRENT LOCATION'S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 3 regulation

D Yes j y No

16. AUDIT REQUIREMENTS

D None o Slate o Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly ana

describe r< hardware/software)

,18. RECOMMENDED RETENTION

• Yes

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

OGS 5504





INSTRUCTIONS - fYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORO SERIES FORWARO WITH RECORDS RETENTION

SCHEDULE |DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO. BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page « Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used is i unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenls/forms found in Ihe Series Include ihe purpose or function of Ihe Series)

/

7. RECORO SERIES FORMAT(SI

iVLetler Size a Microfilm

o^tTegal Size • Compuier "ace

a Bound 8ook a Floppy Disk

o Audio Tape Q Video Tace

a Olher (Specify)

RECORD SERIES SEQUENCE

a Alpnacelicai

G Numerical

D Chronological

a GeograDhicai

a^Clher (Soeciv

9. VOLUME
D File Orawer(s)
a Microfilm Reel (:
• Cptwptiler face
•efGlher (Specify)

Number

10. ANNUAL ACCUMULATION
Q File Drawer (si
• Microlilm See! (s!
o Compuier Taoe(s)
o Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly a Monih(s) a Yesr(s)

Number

13. CURRENT LOCATION'S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. die law(s) S reguiation(s)

a Yes

16. AUDIT REQUIREMENTS

a None o Stale o Federal o Independeni

19. NAME AND TITLE OF PREPARER

17. IS AN INDEX SYSTEM USED7 (If yes. exDiain briefly ana

describe any hardware/soflware)

o Yes

18. RECOMMENDED RETENTION

OGS iSO-' (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAD

PO. BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENJdRY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used as i unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series Include Ihe purpose or function of the Series)

1. RECORD SERIES FORMAT(S|

o^Celler Size a Microfilm

Q*<egal Size • Compuier "ace

a Bound 8ook a Floppy Oisk

a Audio Tape a Video Tacs

D Olher (Specify) •

RECORD SERIES SEQUENCE

a Alpnacelicsi

G Numencal

c Chronological

Q Geographical

«-T5lher (Speciiv)

9. VOLUME

/

D File drawees)
Q Microfilm Reel
o CjwpOler face ;';
-a^Glher (Spec:fy) *

Number

10. ANNUAL ACCUMULATION
D File Orawer (s)
o Microfilm Keel (s)
a Compuier Tape(s)
o Olhsr (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

0 Weekly • Monthly a Momh(s) a Ye3r(s)

Number

13. CURRENT LOCATION(S) (Bldg. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

D Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguialion(s)

a Yes

16. AUDIT REQUIREMENTS

a None a Stale D Federal o Independent

17. IS AN INDEX SYSTEM USED7 (If yes. exoiam briefly ana

describe any hardware/software)

18. RECOMMENDED RETENTION

Q Yes

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

OGS 550-4 (ReviseO 5/93)



INSTRUCTIONS - TYPE OK PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O BOX 275 • JESSUP. MARYLAND 20794 Page

AGENCY RECORDS INVENJO'RY

Of

1. DEPARTMENT/AGENCY .2 . 3. UNIT

DEFINITION - Records Series - A group of related records normilly filed and used as a unit for reference it well as retention and disposition purposes.

4. RECORO SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenls/forms found in the Series Include Ihe purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

a L«fer Size a Microfilm

a Legal Size Q Computer Tace

D Bcund Book a Floppy Disk

• AudioTape o Video Tape

o'Othef (Specify) i

RECORD SERIES SEQUENCE

a Alpnaceticai

n Numerical

D Chronological

a Geograrjhicai

a Other (Specify)

9. VOLUME
D File Drawer(s)
o Microfilm Reel (si
D Computer Tace !s!
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
D Microfilm Reel (s)
o Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

a Daily a Weekly

12. FILE BECOMES INACTIVE AFTER

• Monthly D Month(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

"7 / -
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes o No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguiation(s)

a res a No

16. AUDIT REQUIREMENTS

a None a Slate D Feaeral o Independent

17. IS AM INDEX SYSTEM USED7 (If yes, exoiain briefly and

U'-v.,-;be any hardware/software)

a 'ss

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

OGS 550-4 i"«vised 1/93I



INSTRUCTION - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECC«0 SERIES FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO BOX 275 • JESSUP. MARYLANO 20794

AGEW^YAGEWCY RECORDS iHVENJdRY I

Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

4. RECORD SERIES TITLE ./-?/>j&A'JJCS£? "SjtZZDS' & 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly desprice Ihe lypes of information/documenls/forms found in Ihe Series Include ihe purpose or function of Ihe Series

/fee/

7. RECORD SERIES FORMAT(S)

o Leller hze n Microfilm

a Legal ; . ; • a Compuler "ace

0 Bouno Book D Floppy Oisk

o Audio "ace o Video Tace

«T5thei (Eoecify)

ace o V

(Eoecify) / C £ ^ s

8. RECORD SERIES SEQUENCE

a Alpnacelicai

G Numenc3l

G Chronologxal

• Geoqiaohic2i

D Clher (Specitvj

9. VOLUME
a File Orawe^s)
a Microfilm Reel (sj
a Compuler Tace ;;:

,-a Ciher (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
o Microfilm Reel (s)
a Compuler Tape(s)
• Olher (Spec:fy)

Number

11. FILE IS USED

Q Da»f

12. FILE BECOMES INACTIVE AFTER

O Weekly • Monthly 0 Monih(s) D Year(s)
Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguialion(s)

a n-, a No

16. AUDIT REQUIREMENTS

a None a Slate D Federal • a Independent

18. RECOMMENDED RETENTION

19. NAME AND. TITLE OF PREPARER

17. IS AN INCEX SYSTEM USED? (If yes. explain briefly ana
di>sc:::"r »ny hardware/software)

• •> i".

OGS 550-i IRCVH!.-; ,93)



INSTRUCTIONS •• IYPE C« PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENJdRY

Page. Of

1. DEPARTMENT/AGEMCY 2. DIVISION '3. UNIT

DEFINITION • Records Series - A group of related rocords normally filed and used as a unit for reference at well as retention and disposition purposes.

4. RECORD SERIES TITLE Sfr 5. EARLIEST YEAR / LATETEST YEAR

Jl
6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documents/forms found in Ihe Series Include Ihe purpose or function of Ihe Series)

7. RECORD SERIES FCRMATISI

a Letter Size c Microfilm

a Legal Size G Compuler "ace

D Bound Book c Floppy Disk

D Audio Tape c yideo Tace

iuief (Specify)

RECORD SERIES SEQUENCE

a Aionacelicai

C Numerical

G Chronological

a Geograohic3i

Q Clher (Soecitvi

9. VOLUME
O File Orawer(s)
a Microfilm Reel (si
a Compuler race ;s:

a Older (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer (si
a Microfilm Reel (s)
D Computer Taoe(s)
a Olhsr (Specify)

Number

11. FILE IS USED

a Daily a Weekly

12. FILE BECOMES INACTIVE AFTER

a Monthly o Monih(s) D Year(s)

Number

13. CURRENT LOCAIION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

D Yes O No

15. ACCESS RESTRICTIONS (If yes. ale law(s) 5 reguialion(s)

a Yes

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral o Independenl

17. IS AN INDEX SY'JTHM USED7 (If yes. exrjiain cnefly ana

describe .my h.-wiasre/softwarei

18. RECOMMENDED RETENTION

0 Yes Mo

£
20. TELEPHONE NUMBER19. NAME ANO TITLE OF PREPARER 21. DATE

OGS 550-4 (Revised 1/931





|HSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
RFflSEO RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT (DIVISION

7275 WATERLOO ROAD
PO. BOX 275 - JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENJdRY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as wall as retention and disposition ..purposes.

4. RECORD SERIES TITLE

* &

5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informaliojSrocumenls/forms found in Ihe Series Include Ihe purpose or funclion of the Series)

^ ^ ^

7. RECORD SERIES FORMAT(S)

o teller Size a Microfilm

a Legal Size a Compuler "see

a Bound Book a Floppy Disk

0 Audio Tagfi . a Video Tace

/ / /

8. RECORD SERIE^SSEQUENCE

G Chronological

a GeoqraDhicai

a Ciher (Soeoivi

9. VOLUME
a File Orawe!(s)
D Microfilm Reel (si
• Conjpuler Tars ;s
«^Ciher (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Keel (s!
o Compuler Taoe(s)
D Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or olfice)

a Yes • No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S regulation^

a Yes

16. AUDIT REQUIREMENTS

a None a Slate o Feoeral o Independent

19. NAME AND TITLE OF PREPARER

17. IS AN INDEX SYSTEM USED? |lf yes, explain briefly ana
describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

=50-4 (Reviseo 1/931



- l i f t UK KKINI A StPAKAIfc KOKM FOR EACH NEW

REVISED RECORD SERIES, FORWARO WITH RECORDS RETENTION

SCHEDULE (DCS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O BOX 275 • JE3SUP MARYLAND 20794

AGENCY RECORDS INVENJdRY

Of

1. DEPARTMENT/AGENCY 2. DIVISION r UNIT

DEFINITION - Records Series - A group of related records normally filed and uaed is i unit for reference as well aa retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Senes Include Ihe purpose or {unction ol ihe Series)

7. RECORD SERIES FORMAT(S)

o Leller Si;e a Micrcnlm

a Legal St:e a Compuler rsce

o Bound Boc» a Floppy Disk

a Audio Tare a Video "ace

Bother (Soecr'y

8. RECORD SERIES SEQUENCE

a Alpnabelicai

a^rJumencal

G Chronologxai

a Geograohicai

D Clher (Specnv

9. VOLUME
o File Drawees)
a Microfilm Reel isi
o Compuler Taoe ;s:

Specify) _

Number

10. ANNUAL ACCUMULATION
Q File Drawer (si
o Microfilm See! (s)
a Compuler Taoe(s)
• Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office

• Yes D No

15. ACCESS RESTRICTIONS (If yes. die law(s) S reguialion(s)

a Yes .

16. AUDIT REQUIREMENTS

a None a Stale a Feaeral a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly ana
describe .v.t lardware/software)

18. RECOMMENDED RETENTION

a Yes

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

OGS 550-4 (RevisM "i'Vi



INSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARO WITH RECORDS RETENTION
SCHED91E1DGS 530-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD ~- -•

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTdRY

>r~\of.

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records 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 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms found in the Series. Include ihe purpose or function of the Series)

7. RECORO SERIES FORMAT(S)

o Letter Size o Microfilm

a Legal Size • Computer lace

p^Sound Book . ' a Floppy Disk

• Audio^fSpe o Video Tape

jraher (Specify)*

8. RECORD SERIES SEQUENCE

D Alphabetical

• Numerical

rf-Chronological

a Geograrjhical

a Other (Specify)

9. VOLUME
a File Drawer(s)
a Microfilm Reel (s)
• Computer race (s)
a Other (Specify)
/

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (s)
D Computer Taoe(s)
o Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 ieguiation(s)

a Yes

16. AUDIT REQUIREMENTS

a None a Stale o Federal . D Independent

17. IS AN INDEX SYSTEM USED? (If yes. exDiain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

o Yes V Jo

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

DCS 550-4 (Revised 1/93)





INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

A.
D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

PO. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and uaed as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/documents/forms found in Ihe Series Include Ihe purpose cr function of the Series)

7. RECORD SERIES FORMAT(S)

o Letter Size a Microfilm

• Legal Size a Computer Tace

o Bound Book a Floppy Disk

a Audio Tape

P-Otner (Specify)

a Video Tape

8. RECORD SERIES SEQUENCE

Alphabetical

• Numerical

Q Chronological

a Geographical

• Other (Specify)

9. VOLUME
D File Drawees]
a Microfilm Reel (s)
a Computer race (s!
a Other (Spec;(y)

Number

10. ANNUAL ACCUMULATION
o File Orawer (s)
D Microfilm Reel (s)
D Computer Taoe(s)
a Other (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly • Monthly a 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

a Yes • No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S regulation(s)

a Y e s _

16. AUDIT REQUIREMENTS

o None D Stale D Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes

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

OGS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTdRY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION

nilly fileDEFINITION • Records 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 5. EARLIEST YEAR / LATETEST YEAR

' TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of informalion/documents/forms found in Ihe Series Include ihe purpose or function of ihe Series)

7. RECORD SERIES FORMAT(S)

o Letter Size o Microfilm

a Legal Size o Computer "ace

a Boundv8ook a Floppy Disk

a Audio Tape

lher (Specify

a Video Tape

"

RECORD SERIES SEQUENCE

a Alphabetical

• Numerical

Q Chronological

a Geographical

a Other (Specify 1

9. VOLUfl
o File Orawer(s)
a Microfilm Reel (si
a Computer Tare (s)

Other (Specify)

Number

10. ANNUAL ACCUMULATION.
D File Drawer (s)
D Microfilm Reel (s)
o Comculer Taoe(s)
a Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

D Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 5 regulation(s)

D Yes

16. AUDIT REQUIREMENTS

a None a Slate D Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, exciain briefly and

describe any hardware/software)

o Yes

18. RECOMMENDED RETENTION

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

OGS 550-4 (Revised 1/93)





INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 550-1|

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records 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 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series. Include Ihe purpose or funclion of Ihe Series)

7. RECORD SERIES FORMAT(S)

Jgi*b6tTerSize o Microfilm

ja - fega l Size n Compuier Tace

• Bound Book c Floppy Disk

D Audio Tape a Video Tace

D Olher (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

• Numerical

• Chronological

a Geographical

ther (Specify),

9. VOLUME
o File Drawef(s)
o Microfilm Reel (si
• Corjjpater Tace |s!

-8^t5iher (Specify)

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (s)
a Compuier Taoe(s)
D Olhsr (Spec:fy)

Number

11. FILE IS USED

Q Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly D Month(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

• Yes . a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

o Yes

16. AUDIT REQUIREMENTS

o None a Slate a Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

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

DGS 550-4 (Revised 1/93)





INSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEOULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O. BOX 275 - JESSUP. MARYLAND 20794

.«ft*w«fW5!Si!9Risgfttv > • jv
AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 3. UNIT

DEFINITION - Records 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 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenls/forms found in the Series. Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

o Leller Size o Microfilm

a Legal Size a Computer Tece

a Bound Book a Floppy Disk

a Audio Tape a Video Tape

D Other (Specify)

8. RECORD SERIES SEQUENCE

o Alphabetical

s Numerical

a Chronological

n Geograohical

D Other (Specify)

9. VOLUME
D File Orawer(s)
o Microfilm Reel (si
• Computer race (s!
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
D Microfilm Reel (s)
Q Computer Taoe(s)
o Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S regulalion(s)

a Yes artio

16. AUDIT REQUIREMENTS

a None o Slate D Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, exciain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

D Yes No

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

DGS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECOROS RETENTION
SCHEDULE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794

ENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

T—7
DEFINITION • Records 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 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include ihe purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

letter Size . o Microfilm

a Legal Size Q Computer Tace

a Bound Book a Floppy Disk

a Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

• Numerical

D Chronological

• Geographic

(Specify

9. VOLUME

a File Drawees)

o Microfilm Reel (s)

D CjjmpTjTir race

(T'other (Spec;!y)

Number

10. ANNUAL ACCUMULATION

a File Drawer (s)

o Microfilm Reel (s)

a Computer Taoe(s)

o Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly D Monih(s) a Year(s)

Number

13. CURRENT LOCATION'S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

o Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation^

D Yes

16. AUDIT REQUIREMENTS

D None D Stale o Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, expiam briefly and

describe any hardware/software)

D Yes

18. RECOMMENDED RETENTION

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

DGS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTdRY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records 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 5. EARLIEST YEAR / LATETEST YEAR

"TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/documenls/forms found in the Series. Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

.eller Size . a Microfilm

a Legal Size a Compuler Tace

a Bound Book a Floppy Disk

D Audio Tape o Video Tape

D Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

• Numerical

D Chronological

D Geograohi

Other (Specify

9. VOLUME
a File Orawer(s)
a Microfilm Reel |s)
D CpmpTjTer race (s)
Brother (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
D Microfilm Reel (s)
o Computer Taoe(s)
a Olhei (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Monih(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

D Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation^

o Yes

16. AUDIT REQUIREMENTS

a None a State D Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, expiam briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes No

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

OGS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORO SERIES FORWARO WITH RECOROS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

RECORDS iNVENJdRY

Page Of

1,. DEPARTMENT/AGENCY 2. DIVISION UNIT

DEFINITION • Records Series - A group of relatod records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE «5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of informalion/documents/forms found in Ihe Series Include Ihe purpose or (unction of Ihe Series!

s y

7. RECORL>«£RIES FORF^AT(S)

/ J Letter Size a Microiilm

a Legal Size a Computer "see

o Bound Book o Floppy Disk

D Audio Tape a Video Tace

D Other (Specify) •

RECORD SERIES SEQUENCE

D Alphabetical

G Numerical

Q Chronological

• Geograpji

'Other (Speet*

9. VOLUME
D File Orawerjs!
a Microfilm Reel [si
oCawpf f fer Tace ;'s:

-d^Clher (Specify)

Number

10. ANNUAL ACCUMULATION
— D File Orawer (s)

Q Microfilm Reel (s!
- • " Computer Taoe(s)

• Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg, Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguiat

o Yes & No

16. AUDIT REQUIREMENTS

a None a Slate a Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. exoiain briefly anq,

describe any hardware/software)

18. RECOMMENDED RETENTION

D Yes Mo

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

5504 (Revised 1/931



INSTRUCTIONS- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEDULE (DGS 5501)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVE.NJdRY

Page . 01

1, DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used is i unit for reference is well is retention and disposition purposes.
—£•—

4. RECORD SERIES TITLE »5. EARLIEST YEAR / LATETEST YEAR

TC

6. RECORD SERIES DESCRIPTION ( Brielly describe Ihe lypes of informalion/documents/forms (ouna in the Series Include She purppse or funclion of the Scries!

/ ^

7. RECORT>«ERIES FORMAT(S)

<O Letler Size a Microiilm

a Legal Size a Computer Tace

a Bound Book a Floppy Disk

a Audio Tape a Video Tace

a Other (Specify) •

RECORD SERIES SEQUENCE

a AlpnaDelicai

c Numerical

D Chronological

a Geogracji

•Other (Sped*

9. VOLUME

a File Oowerjs!
a Microfilm Reel (si
D rsmpoTer Face ;s:

-dClher (Specify)

Number

10. ANNUAL ACCUMULATION

— D File Drawer (si

o Microiilm Reel (si

a Computer Taoe(s)

a Other (Specify)

Number

11. FILE IS USED

Q Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (8ldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguiaUp

a Yes

16. AUDIT REQUIREMENTS

a None a Stale o Federal o Independent

17. IS AN INDEX SYSTEM USED7 (If yes. explain brielly and,

describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes

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

".3 550-4 (Revised 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEDULE (DGS 550-1|

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAD
PO. BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENJdRY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms lourjfl in Itie Series Include ihepurgose or fundis of information/documents/forms lourjfl in Itie Series Include i

7. RECORD SERIES FORMAT(S)

o Letter Size a Microfilm

o Legal Size a Computer "ace

a Bound Book a Floppy Disk

o Audio Tape t a Video Tape

Jlher (Specify)

RECORD SERIES SEQUENCE

a Alphabetical

G Numerical

D Chronological

a Geographical

9. VOLUME
a File Drawees)
a Microfilm Reel isi
a Computer race is:

2
Number

10. ANNUAL ACCUMULATION
o File Orawer (s)
o Microfilm Reel (si
o Computer Taoe(s)
D Other (Spec:fy)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly G Monthly D Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S regulation

a Yes & No

16. AUDIT REQUIREMENTS

a None a Slate Q Federal D Independent

19. NAME AND TITLE OF PREPARER

17. 13 AN INDEX SYSTEM USED? (If yes. exoiam orieily and

'Ascribe any hardware/software)

•: Yes

18. RECOMMENDED RETENTION R£fi£j&-

W,% SS)« •'Revised 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARO WITH RECORDS RETENTION
SCHEDUIE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

PO. BOX 275 • JESSUP. MARYLANO 20794

AGENCY RECORDS INVENJdRY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and uaed as i unit for reference as well ag retention and disposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

TC

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/documents/forms (ourjfl in the Series Include ihepurfiflse or funchcr)_of-»tie Eerier

7/
s of information/documents/forms (ourjfl in the Series I

7. RECORD SERIES FORMAT(S)

• Lelter Size a Microfilm

o Legal Size a Compuler "ace

a Sound 8ook a Floppy Disk

o Audio Tape t a Video Tace

ilher (Specify)

8. RECORD SERIES SEQUENCE

a AlpnaCehcai

z> Numerical

G Chronological

• Geographical

B^Cther (Specify

9. VOLUME
o File Orawerjsi

O Microfilm Reei (si

o Compuler race ;s:

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
O Microfilm Res! (s!
o Computer Taoeis)
D Other (Specify)

Number

11. FILE IS USED

• Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Monih(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

o Yes • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation.

a Yes &- No

16. AUDIT REQUIREMENTS

a None a Stale o Federal a Independent

17. IS AN INDEX SYSTEM USED? |lf yes. explain briefly and

•.'-•jscribe any hardware/software)

18. RECOMMENDED RETENTION

•: Yes No

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

O'lS SKI« (Revised U93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JE3SUP. MARYLAND 20794

A Y RECORDS INVENJdRY

r Page fT Of

1. DEPARTMENT/AGENCY 2. DIVISION, 3. UNIT

DEFINITION - Records 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 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series Include ihe purpose j r (unction of Ihe Sines)

7. RECORD SERIES FORMAT(S)

Sije ' o Microfilm

Legal Si2e Q Compuier Tace

a Bound Book a Floppy Disk

a Audio Tape a Video Tace

a Olher (Specify)

RECORD SERIESS20UENCE

Sipnacelicai

G Numencal

G Chronological

a Geograohicai

a Other (Soeciiv

9. VOLUME
a File Orawer(s)
a Microfilm Reel
• Computer Tace ;

10. ANNUAL ACCUMULATION
o File Drawer (si
a Microfilm Keel (s)
a Computer Taoe(s)
D Other (Spec:fy)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly 0 Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes o No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S regulalion(sj_

D Yes

16. AUDIT REQUIREMENTS

a None a Stale a Independent

18. RECOMMENDED RETENTION17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and

describe any hardware/soflwarei

19. NAME AND TITLE OF PREPARER

0G3 550-J (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

A G E N C Y RECORDS INVE.NJCJRY

/ P a 9 e Of

1. DEPARTMENT/AGENCY 3. UNIT

DEFINITION • Records 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 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documents/forms found in Ihe Series Include ihe purpose or function of ihe Series!

7. RECORO SERIES FORMAT(S)

Q Letter Size o Microfilm

o Legal Size • Computer Tace

a Bound Book a Floppy Disk

a Audio Tape a Video Tace

Sther (Specify)

RECORD SERIES SEQUENCE

a Alpnabeticai

c; Numencal

o Chronological

a Geograrjhicai

.»f5ther (Specify)

9. VOLUME

a File Orawer(s)

a Microfilm Reel {si

a Computer race '^

(Spec:!-/)

umber

10. ANNUAL ACCUMULATION
a File Orawer (si
D Microfilm Reel (s)
D Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly D Momh(s) o Year(s)

Number

13. CURRENT LOCATION'S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes - a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguiation(s)

a Yes

16. AUDIT REQUIREMENTS

a None a Slate D Federal o Independent

18. RECOMMENDED RETENTION17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and

describe any hardware/software)

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

OGS 550-1 (Revised 1/931



INSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEDULE (OGS 550-1)

A

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO BOX 275 • JESSUP MARYLANO 20794

•AGENCY RECORDS INVENTORY

Page 3c> Of

3. UNIT

DEFINITION • Records 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

ypy
5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenls/forms (ound in ihe Series Include ihe purpose or (unction of Ihe Series)

&J&ty&fep& /
7. RECORO SEBIES FORMAT(S)

^ L e l l e r Size a Microfilm

a Legal Size a Compuler Tace

3 Bound Book • Floppy Disk

O Audio Tape

a Olher (Specify)

a Video Tace

8. RECORD SERIES SEQUENCE

a Alpnacelicai

G Numerical

G Chronological

a Geographical

,a-OTher (SoeciiY)

9. VOLUME
a F:ie Orawef(s)
Q Microfilm Reel |si
a Corrjpuler Tace ;'
B""t5!ner (Specily)^

Number

10. ANNUAL ACCUMULATION
a File Orawer (s|
a Microfilm Reel (s)
o Compuler Taoe(s)
o Olher (Specify)

Number

11. FILE IS USED

c Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly a Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

0 Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguialion(s)

a Yes a Mo

16. AUDIT'REQUIREMENTS

a None a Slaie o Federal a Independenl

1*. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and
describe 3ny haro\vare/soflware)

a Yes

18. RECOMMENDED RETENTION f&&r-

19. SAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER
T

21. DATE y

C>;." :••/,-< [Revised 1/931



IHSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUIE (DGS 5501)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. BOX 275 - JESSUP. MARYLANO 20794

' A G E N C Y RECOROS INVENJdRY

Page. Of

1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series • A group of related records normilly filed and used as i unit for reference as well la retention and dispoaitlon purposes.

4. RECORD SERIES 5. EARLIEST YEAR / LATETEST YEAR
r
TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documerjtB/founsJound in,lhe Serieslncludeihft purpose or function of the Series!

7. RECORD SERIES FORMAT(S)

.Mler Size a Microfilm

o Legal Size a Compuier Tece

a Eound Book c Floppy Disk

a Audio Tape a Video Tace

D Other (Specify)

8. RECORD SERIES SEQUENCE

tipnacelicai

G Numerical

G Chronological

a Geographical

a Other (Soecn'vi .

9. VOLUME
File Orawer(s|

o Microfilm Reel |si
• Computer Tace ;s!
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
o Microfilm Reel (s!
o Computer Taoe(s)
D Other (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes o No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguiation(s)

c Yes

16. AUDIT REQUIREMENTS

a None a Stale o Feoeral a Independent

17. IS AH INDEX SYSTEM USED? (If yes. exoiam briefly ana

'j'.-.WDe any hardware/softwarei

>: Yes

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

;S 550* ^-vised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED. RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT (DIVISION

7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLANO 20794

AGENCY RECORDS iNVENJdRY

Page, Of

3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used is i unit for reference as well as retention and,disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TC

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documents/forms found in Ihe Series Include ihe purpose or.funclicn ol Ihe Series!

h

7. RECORD SERIESJORMAT(S)

.eller Size a Microfilm

o Legal Size a Compuier "ace

Q 8ound Book a Floppy Disk

o Audio Tape • Video Tace

a Other (Specify)

RECORD SERIES SEQUENCE

a Alpnaeelicai

c Numerical

o Chronological

a Geograohicai

Other (Specnvi

9. VOLUME
File Orawer(s)

D Microfilm Reel (si
• Compuier Tacs ;s!
D Clher (Spec:fy) .

10. ANNUAL ACCUMULATION
o File Drawer (si
D Microfilm Keel (s!
o Compuier Taoeis)
D Olher (Specfy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes ale law(s) 5 reguiation(s)

a Yes

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. exoiam briefly ana

describe any hardware/software)

18. RECOMMENDED RETENTION / t/A>772>

a Yes

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

OGS 550-J (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO. BOX 275 - JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of relatod records normally filed and uaed as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TC

7
6. RECORD SERIES DESCRIPTION ( Briedy describe the lypes of information/documents/forms found in the Series Include ihe purpose or.funclicn ol Ihe Series!

7. RECORD SERIESJORMAT(S)

.eller Size a Microfilm

a Legal Size a Compuier 7ace

a Bound Book a Floppy Disk

a Audio Tape D Video Tace

D Other (Specify) Z

RECORD SERIES SEQUENCE

D Alpnabelicai

c Numerical

G Chronological

• Geoqraohicai

Other (Specify |

9. VOLUME
File Orawer(s)

D Microfilm Reel (Si
• Compuier Tace ;s:

Ciher (Spec.!/)

Number

10. ANNUAL ACCUMULATION
a File Orawer (si
D Microfilm Reel (s!
o Compuier Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly Monthly o Month(s) O Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguialion(s)

Q Yes

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral a Independenl

17. IS AN INDEX SYSTEM USED7 (If yes. exrjiain briefly and

describe any hardware/soflware)

18. RECOMMENDED RETENTION

• Yes

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

CG3 550-J (Revised 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REViSEO RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 5501)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJdRY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normilly filed ind uied as i unit for reference as well i t retention and disposition purposes.

4. RECORD SERIES TITL 5. EARLIEST YEAR / LATETEST YEAR

. TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documents/torms found in Ihe Series Include Ihe purpose or function of ihe Series)

7. RECORD SERIES FORMAT(S)

• Letter Size o Microfilm

a Legal Size a Computer Tace

Q Bound Book a Floppy Disk

• Audio Tape

(Specify)

a Video Tace

RECORD SERIES SEQUENCE

a Alcnacelicai

G Numerical

o Chronological

a Geographical

9. VOLUME
a File Orawer(s)
o Microfilm Reel (si
• Corjjpuler Tace ;s

• (Spec;!/)

10. ANNUAL ACCUMULATION
D File Drawer (s)
o Microfilm Reel (s)
D Compuler Taoe(s)
a Olher (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Monih(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

• Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguiation(s)

a Yes

16. AUDIT REQUIREMENTS

a None a Slale a Federal a Independent

17. IS AN INDEX SYSTEM USED? ilf yes. exoiam briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

19. HAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

COS ••.•')•!• (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVIS'EO RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEOULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 - JESSUP MARYLAND 20794

AGENCY RECORDS INVENJdRY

Page -33 Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related rocords normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITL 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenls/forms found in Ihe Series Include ihe purpose or function ol Ihe Series!

7. RECORD SERIES FORMAT(S)

• Letter Size o Microfilm

n Legal Size a Computer Tace

• Bound Book a Floppy Disk

a Audio Tape o Video Tace

(Specify) .

u nuu'u i ape i—' viucu 'ape

p-dther (Specify) X? / 7 JK~ J

RECORD SERIES SEQUENCE

a AlpnaDelicai

G Numerical

D Chronological

• Geographical

5lher

9. VOLUME
a File Oawetis!
a Microfilm Reel (?i
a Corrjpuier race ;s:

i (Specify)

10. ANNUAL ACCUMULATION
D File Orawer (s)
a Microfilm Keel (s)
• Computer Taoe(s)
• Olhsr (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly D Month(s) • Ye3r(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. die law(s) 3 reguiation(s)

a Yes

16. AUDIT REQUIREMENTS

a None a Stale a Federal o Independent

17. IS AN INDEX SYSTEM USED7 (If yes. expiain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

\o
• Yes

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

CGS ;'.•)•' (Revised 1/93)



INSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION ,
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

[ •V 7275 WATERLOO ROAD \
.. P.O. BOX 275 - JESSUP. MARYLAND 20794 *^

AGENCY RECORDS INVENTORY

\V\N-\
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT \

DEFINITION • Records 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 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information7documents/forms found in the Series. Include {he purpose or function of the Series

7. RECORD SERIES FORMAT(S)

D Letter Size .. a Microfilm

a Legal Size D Computer Tape

D Bound Book o Floppy Disk

D Audio Tape o Video Tape

Iher (Specify)/ , /^ /?*( s^ / / 2

8. RECORD SERIES SEQUENCE

a Alphabetical

ip^Numerical

D Chronological

a Geographical

D Other (Specify).

9. VOLUME
Drawer(s)

D Microfilm Reel (s)
D Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
o File Drawer (s)
D Microfilm Reel (s)
D Cojpptfler Tape(s)

^ (Specify) /

Number

11. FILE IS USED

• Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg,, Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

• Yes n No

15. ACCESS RESTRICTIONS (If yes, cite law(s) S reguteti6n(s)

a Yes a / N o

16. AUDIT REQUIREMENTS

a None a State o Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly \

describe any hardware/software)

D Yes

18. RECOMMENDED

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

DGS 550-4 (Revised 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 3. UNIT

DEFINITION - Records 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 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

7. RECORDSJrRIES FORMAT(S)

i f l e l l e r Size a Microfilm

o Legal. Size o Computer Tape

D Bound Book n Floppy Disk

a Audio Tape a Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

D Alphabetical

• Numerical

a Chronological

a Geographical

• Other (Specify)

9. VOLUME
D File Drawer(s)
D Microfilm Reel (s)
a CornpwterTape (s)

5iher (Specify

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (s)
o Computer Tape(s)
D Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly D Month(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulations],

a Yes

16. AUDIT REQUIREMENTS

a None • State o Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/software)

D Yes

18. RECOMMENDED RETENTION

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

OGS 550-4 (Revised 1/93)



INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used is a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly desctibe Ihe types of information/documents/forms found in the Series. Include the pu#»se or function of the Series)

L J

7. RECORD S6RTES FORMAT(S)

a^Letter Size.. a Microfilm

D Legal Size • Computer Tace

o Bound Book a Floppy Disk

a Audio Tape a Video "ace

0 Other (Specify)

RECORD SERIES SEQUENCE

D Alphabetical

• NumericaJ^

<S*Chronological

• Geographical

a Other (Specify)

9. VOLUME
File Drawer(s)

a Microfilm Reel tsi
D Corrj£ulef face ;
B*"Oiher (Specify) .

Number,

10. ANNUAL ACCUMULATION
D File Drawer (si
o Microfilm Reel (s)
a Comcuter Taoeis)
D Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly • Monthly D Month(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes n No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 5 fegulation(s]_

a Yes

16. AUDIT REQUIREMENTS

D None a Stale Q Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain snefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

D Yes

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

OGS 550-1 (Revised t/93|
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
RSVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records 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 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series. Include ihe puffilbse or function of the Series)

7. RECORDSfiRTES FORMAT(S)

a^lel ler Size a Microfilm

a Legal Size a Computer Tsce

D Bound Book • Floppy Disk

a Audio Tape a Video "ace

o Other (Specify)

8. RECORD SERIES SEQUENCE

• Alphabetical

Chronologicai

n Geographical

Q Other (Specify)

9. VOLUME
: i le Drawer(s)

o Microfilm Reel (s)

• Comeutef face (s)

B-"t?iher (Specify)

10. ANNUAL ACCUMULATION

D File Drawer (s)

D Microfilm Reel (s)

a Comculer TaDe(s)

a Olhsr (Specify) _

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly 3 Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

D Yes D No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 3 :eguiation(s|,

• Yes

16. AUDIT REQUIREMENTS

D None a Stale • Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain cnefly and

describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

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

OGS 550-4 (Revised 1/93)





INSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page ^ 5 Of

1. DEPARTMENT/AGENCY

DEFINITION - Records 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 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly desertSeme lypes of information/documents/forms found in Ihe Series. Include the purpose or function ol ihe Series)

7. RECORD^ERIES FORMAT(S)

(j^Lelter Size a Microfilm

a Legal Size a Compuiet "ace

D Bound Book a Floppy Disk

a Audio Tape a Video Tape

a Other (Specify)

8. RECORD SERIES^WtfENCE

e-"Aiphabelical

n Numerical

o Chronological

a Geogracihical

a Other (Specify)

9. VOLUME
File Drawer(s)

a Microfilm Reel (si
o Cjpfpuier Tace ;s
B^Dlher (Specify)

Number

10. ANNUAL ACCUMULATION
D File (Drawer (s|
a Microfilm Reel (s)
a Compuler Taoe(s)
o Olher (Spec:fyl

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regujation(s)

o Yes Sx No

16. AUDIT REQUIREMENTS

a None • Stale o Federal D Independent

18. RECOMMENDED RETENTION17. IS AN INDEX SYSTEM USED? (If yes, explain Briefly and

describe any hardware/software)

20. TELEPHONE NOMBER19. NAME AND TITLE OF PREPARER

OGS 550-4 (Revised 1/93]





INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE [DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTdRY

Of

1. DEPARTMENT/AGENCY 3. UNIT

DEFINITION • Records 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 5. EARLIEST YEAR / LATETEST YEAR

TO1973
6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms found in (he Series Include ihe purpose or function of Ihe Series)

7. RECORD S£Kf£s FORMAT(S)

o^teller S i ja ' ' • a Microfilm

JS^tegal Size a Compuler Tace

• Bound Book • Floppy Disk

a Audio Tape a Video Tape

a Olher (Specify) .

8. RECORD SERIES SEQUENCE

a Alphabetical

• Numerical

a Geographical

p-flffierfsoeciiv I r

9. VOLUME
Rle Orawer(s)

a Microfilm Reel (si
• Compuler Tace (si
a Olher (Specify)

Number

10. ANNUAL ACCUMULATION
D File Orawer (s)
a Microfilm Reel (s!
D Compuler TaDe(s)
a Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg . Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes, specify agency or office)

D Yes o No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguiaiion(s)

a Yes & No

16. AUDIT REQUIREMENTS

a None a Slate o Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. exoiam briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

o Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

CGS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

Page of

1. DEPARTMENT/AGENCY 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used J I a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms found in the Series Include ihe purpose or function of the Series!

7. RECORD/SERIES FORMAT(S)

LettevSize a Microfilm

Legal Size o Computer Tace

o Bound Book a Floppy Disk

a Audio Tape D Video Tape

ler (Specify) o£

8. RECORD SERIES SEQUENCE

D Alphabetical

• Numerical

D Chronological

a GeograDhical

3 / / / T ^ -

9. VOLUME
:ile Drawer(s)

a Microfilm Reel (si
• Computer Tace is!
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microlilm Reel (s)
o Computer Taoeis)
a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly o Monih(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

D Yes • No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reou)ition(s)

a Yes T No

16. AUDIT REQUIREMENTS

a None • Slate • Federal a Independent

17. MS AN INDEX SYSTEM USED? (If yes, exciain briefly and

describe any hardware/software)
18. RECOMMENDED RETENTION

• Yes

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

OGS 550-4 (Revised 1/93)





INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records 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 TITL 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include Ihe purpose or function of the Series)

7. RECORD SERJ£S-FORMAT(S|

©"tetter Size • a Microfilm

• Legal Size • Computer Tece

a Bound Book a Floppy Disk

a Audio Tape o Video Tace

D Other (Specify)

8. RECORD SERJ£» SEQUENCE

[/'Alphabetical

• Numerical

D Chronological

a GeograDhical

a Other (Specify)

9. VOLUME
a File Orawer(s)
a Microfilm Reel (s)
a Ca*rrJ5uter Tace (s)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
D Microfilm Reel (s)
D Comcuter TaDe(s)
o Other (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly D Month(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

D Yes • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 5

a Yes

I 5 leqytation(s)

«r No

16. AUDIT REQUIREMENTS

D None o Stale • Federal o Independent

17. IS AN INDEX SYSTEM USED7 (If yes. explain "iefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes •Jo

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

DGS 550-4 (Revised 1/93)





INSTRUCTIONS •• TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTdRY

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records 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 5. EARLIEST YEAR / LATETEST YEAR

JO,

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documents/forms found in Ihe Series. Include Ihe purpose or function of the Series)

S7

7. RECORD SEiHES FORMAT(S)

avtetter Size a Microfilm

a Legal Size a Computer Tace

a Bound Book a Floppy DisR

a Audio Tape Q Video Tape

a Other (Specify)

RECORO SERIES SEQUENCE

a Alphabetical

£-"Wumerical

a Chronological

a Geographical

a Other (Specify)

9. VOLUME
D File Orawer(s)
a Microfilm Reel (s)
• Computer Tace

a Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s) •
a Microfilm Reel (s)
a Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly a Monthly D Month(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 3 regujajion(s)

a Yes

;) S reguiajic

krNo

16. AUDIT REQUIREMENTS

D None a Stale D Federal o Independent

17. IS AN INDEX SYSTEM USED7 (If yes, expiam briefly and

describe any hardware/software)

o Yes

18. RECOMMENDED RETENTION

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

OGS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR-EACH NEW
REVISED RECORO SERIES FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JE3SUP MARYLAND 20794

AGENCY RECORDS iNVE.MJdRY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISIO 3. UNIT

DEFINITION - Records Series • A group of related records normally filed and used as a unit for reference as well i s retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/fotms found inJhe Series Include ihe purpose or function of the Series!

7. RECORO SERIES FORMAT(S)

• Leller Sii° a Microfilm

a Legal Stf» a Compuler "ace

a . Bound Dock c Floppy Disk

a Audio lace . a Video Tjoe

fiher(Sp~::fy)

RECORD SERIES SEQUENCE

D AlDnaeelic3i

s Numerics!

o Chronological

a Geographical

9. VOLUME
a F:le Drawees;

D Microfilm Reei

• Compuler r-zz° ;s^

(Spe::!y)

10. ANNUAL ACCUMULATION
a File Orawer (si
D Microfilm See! (si
D Compuler Taoeis)
a Olher (Spec:fy)

Number

11. FILE IS USED

a Daily o Weekly a Momhly

12. FILE BECOMES INACTIVE AFTER

a Month(s) a Year(s)
Number

13. CURRENT LOCATION(S) (Bldg . Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

D Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 3 reguiation(s)

a Yes

16. AUDIT REQUIREMENTS

a None o State a Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly sna
describe ••••< nardware/soMwarej

18. RECOMMENDED RETENTIO

a Yes

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

OGS 550-* (





INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH N E V
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records 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 5. EARLIEST YEAR / LATETEST YEAR
— • — •

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series. Include Ihe purpose or funclion of Ihe Series)

7. RECORD SERIES FORMAT(S)

O"*lelter Size a Microfilm

a Legal Size a Compuier Tace

D Bound Book Q Floppy Disk

o Audio Tape a Video Tace

a Olher (Specify)

RECORD SERIES SEQUENCE

a Alphabetical

• Numerical

a Chronological

a Geogragfcical

• (Specify

9. VOLUME
D File Drawer(s)
o Microfilm Reel (s)
a Comgyiei Tace
ss-CTher (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
o Microfilm Reel (s)
a Compuier Taoe(s)
• Olher (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly D Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes n No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reoi/Stion(s)

a Yes $r No

16. AUDIT REQUIREMENTS

a None a Slate o Federal o Independent

17. IS AN INDEX SYSTEM USED7 (If yes. expiam briefly and

describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

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

DGS 550-4 (Revised 1/93)


