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Agency Kent County Division/Unit ~ Commissioner’s Office
Item
No Description Retention
Forms

1. Various blank forms, leave, letterhead, applications, Retain until updated or
evaluation, citizenship, memo, payment, overtime superseded, then destroy
authorization, etc.

Employment applications (blank)

2 Employment applications, correspondence personnel Retain until updated or
requisition form superseded, then destroy
Subject file :

3 Subject files consisting of correspondence, bond reports, Refers to items #3-4
legislation, various fee schedules, reports, drawings, Screen annually. Destroy
contracts, tax rates, reference material, handwritten notes, material having no further
public notices, notice of public hearings, purchase administrative, fiscal, legal, or
authorizations and invoices, training manuals, letters of operational value. Retain
credit, audits, impact fees, studies (internet, etc.), grants, tax permanently any material
records, ethics commission data, proposals, County owned mandated by statute or that
equipment and vehicle information, lease agreements, serves to document the origin,
handbooks, resolutions, litigation, bidders list, committee development, functions, and
reports, budgets accomplishments of the agency.

' Transfer periodically to the
Maryland State Archives.
Reading file

4 _ Chronological file of memo’s letters sent from the Kent

County Commissioner’s

Approved by Department, Agency, or Division Representative.

Date " June 1, 1998

éignature M A}) /Oéq, /—va

TypeName Charles D. MacLeod

Title County Administrator

Schedule Authorized by State Archivist.

Date WUN 4 1998
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(Continuation Sheet)
Item
No. Description Retention
Agreements and resolutions issued by the County
Commissioners
5 Correspondence, contracts, agreements, proclamations Retain permanently, transfer
Agreements/Resolutions/Proclamations passed by the periodically to the Maryland
County Commissioner’s State Archives
Written agreements, agreement of sale, amendments
County Roads/Bridges/Landings
6 Various files pertaining to County Roads, Screen annually. Destroy
correspondence, deeds, maps, state aid program data, state material having no further
roads reports, studies, contracts of sale, etc. 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.
Zoning Map Amendments
7 Correspondence, maps, amendments to the county Retain permanently. Transfer
zoning ordinance, notice of public hearings, legislature, periodically to the Maryland
receipts for certified mail, applications for zoning map State Archives.
amendments, hand written notes, newspaper articles, etc.
Marina operation, Paradee Gas Co., Alger Co., etc.
Consists of hearing minutes, plats, correspondence, etc.
Grants
8 Edesville project, consisting of water quality bond, Retain for 5 years, after grant is
disclosure document, fact sheets, correspondence, audit closed and until all audit
reports, contracts, bids, stop work orders, handwritten requirements have been fulfilled,
notes, financing documents, legal claims, maps, water & then destroy.
sewer plan and updates, litigation, etc.
Correspondence, financial reports, handwritten notes,
invoice copies, request for payment & status of funds, etc.

DGS 550-1A (Rev. 10/92)
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Item
No. Description Retention
Grant Programs/studies
9 Miscellaneous grants/studies consisting of police Retain until grants closed and
services and consolidated study, improved prosecutorial for 3 years and until all audit
services, early identification and treatment of delinquents, requirements have been fulfilled,
etc. then destroy.
Employee Benefits and policy file
10 Subject file pertaining to employee benefits and county | Retain until superseded or
policies, such as, insurance plans, enrollment forms, updated, then destroy.
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
11 Consisting of time sheets, overtime authorization, leave | Retain for 3 years after
summaries, leave records, employee evaluation reports, termination of employee, then
correspondence, employee maintenance form, certification | destroy.
of appreciation, immunization records, applications,
handwritten notes, acknowledgment of receipt for the
personnel policies and procedure manual, etc.
Alcoholic Beverage License Correspondence
12 Correspondence pertaining to the issuance of liquor Screen annually. Destroy
licenses, annotated code, surveys, reference material, material having no further
legislative reports, handwritten notes, etc. 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.
Alcoholic Beverage Licenses
13 Licenses issued for alcoholic beverages, consisting of Retain for 3 years and until all
licenses, correspondence, application for renewal, site audit requirements have been
drawings, etc. fulfilled, then destroy.

DGS 550-1A (Rev. 10/92)
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department, date, vendor, expenditures, budget amount,
balance-to-date, requests for journal entry support
documents, etc.

Item
No. Description Retention

Miscellaneous Budget and Insurance files/water &
Sewer projects

14 Correspondence, computer printouts, copies of checks Retain for 3 years and until all
and vouchers paid to the County, project fund analysis, audit requirements have been
handwritten notes, various federal bond forms, bond fulfilled, then destroy.
documents, schedules of insurance, insurance bonders,
invoices, final loan applications, partial payment estimates,
grade and step classification plans, etc.
Revenue sharing funds files

15 Correspondence, invoice copies, statement of Retain for 3 years and until all
assurances, notice of public hearings, reference material, audit requirements have been
etc. fulfilled, then destroy.
Cassette tapes/Reel to Reel tapes

16 Public hearings of the County Commissioner's, Retain for 8 years, then destroy.
summarized and included with the Commissioner minutes.
Commissioner's meeting minutes/minute index

17 Handwritten minutes of the hearings of the County Permanent. Transfer
Commissioners periodically to the Maryland

State Archives.

Budget ledgers _

18 Ledger sheets showing - account number, account name, | Retain for 3 years and until all
department, date, vendor, expenditures, budget amount, audit requirements have been
balance-to-date, requests for journal entry support fulfilled, then destroy.
documents, etc.
General ledger

19 Ledger sheets showing - account number, account name, | Permanent. Transfer

periodically to the Maryland
State Archives.

DGS 550-1A (Rev. 10/92)
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users manual, introduction, definitions, procedures,
programs, etc.

Item
No. Description Retention
Minutes - Board of License Commissioner’s

20 Approved minutes dealing with the issuance of beer, Retain permanent. Transfer

wine and liquor license in Kent County. periodically to the Maryland
State Archives.
Minutes of the Liquor Control Board

21 Typed minutes of action taken by the Liquor Control Retain permanent. Transfer

Board periodically to the Maryland
State Archives.
Expenditures

22 Lists - department, expense category, budgeted amount, | Retain for 3 years and until all
actual/actual YTD, amount left to spend, percent expended, | audit requirements have been
etc. fulfilled, then destroy.
Various computer maintenance printouts

23 Consists of organizational file list, logging file print, W2 | Retain until updated or
print screen, IDDU online information, security, Query/36 superseded then destroy
online information, file layout of G80 files, keys, system
error log
Miscellaneous Correspondence/Subject Files ,

24 Consisting of letters to the County Commissioners from | Screen annually. Destroy
Maryland State Attorney General, applications for permit to | material having no further
conduct a carnival, bazaar, or raffle, correspondence to & administrative, fiscal, legal, or
from Maryland State Admissions and Amusement Tax operational value. Retain
Division, news articles 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.
Government Financial System Manual
25 Consists of sections that deal with receipts, warrants, Retain until updated or

superseded then destroy.

DGS 550-1A (Rev. 10/92)
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payroll summary, payroll registers, labor distribution,
master control, personnel change report, quarterly earning
statements, etc.

Item
No. Description Retention
Financial Excerpts from County Commissioner Minutes
(copies)
26 Binders containing information on project approved by | Retain for 15 years, then destroy
the Commissioner’s, copies of minutes stapled to 8 Y2 x 11
sheets.
Miscellaneous Project Correspondence Files
27 Files containing correspondence relating to - Baltimore Screen annually. Destroy
' Harbor Project 1971-1976, Shore Erosion Control 1967- material having no further
1972, Jail Study Committee 1966-1979, Board of Appeals administrative, fiscal, legal, or
decisions, Delmarva Advisory Council 1979-1981, etc. 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
Employee Retirement Trust Annual Fiscal Reports &
Census Data
28 Consists of correspondence, trust fund data, handwritten | Retain for 3 years and until all
notes, IRS filings, plan & trust documents, amendments, audit requirements have been
etc. fulfilled, then destroy.
Bank documents
29 Consists of general fund - savings, checking, revenue Retain for 3 years and until all
sharing, savings & checking, other funds, deposits, audit requirements have been
withdrawals, cash in banks, receipts, tax reveivables, etc. fulfilled, then destroy.
Wage & tax statements
30 Employee W2 forms with attched employers W3 Retain for 3 years and until all
(reconciliation of income tax withheld & transmittal of audit requirements have been
wage & tax statements fulfilled, then destroy.
Autopay payroll records
31 Includes - employee earnings record, payroll transmittal, | Retain for 3 years and until all

audit requirements have been
fulfilled, then destroy.

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




DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. é >3 /

Page 7 of 9

Item
No.

Description

Retention

32

33

34

35

36

37

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.

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.
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Item
No.

Description

Retention

38

39

40

41

42

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

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)
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Item
No. Description Retention

Engineering Drawings
43 Consisting of water and sewer plans, Worton Park - Permanent, transfer periodically
aerial view, zoning maps, court house plans, Knocks Folly, | to the Maryland State Archives

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)
44 Subject files regarding, budget, audits, financial reports, | Retain for 3 years, then destroy
notes payable, etc.

File contains correspondence, budget workpapers,
estimated revenues, etc.

DGS 550-1A (Rev. 10/92)
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O Alphatelicat
e
C Chronological

O Geographical

9. VOLUME /
de Orawer!s:

a Microfim Resai (s)
O Compuler Taze is!
/ O Cther (Spazify)

Number

1

. Cther {Specny)

0. ANNUAL ACCUMULATION
o File Orawer (s)
O Microfilm Reei (s)
0 Comgputer Tace(s)
a Other (Specify)

Number

11. FILE IS USED

o Daly O Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

Number

o] Month(s) o Year(s)

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specify agency or office}

DF%; :— > o. Yes o No
15. ACCESS RESTRICTIONS ({If yes. cile !aw(é) & reguiation(s) 16. AUDIT REQUIREMENTS ’
a Yes a nNo a None g State 0O Fegeral 0 Independent

17. 1S AN INDEX SYSTEM USED? (If yes, exoiain onefly and
describe any hardware/software)

g Yes Mlo/

Wé/%/ =S -

18. RECOMMENDED RETENTION PZFMW@)W%{,%
ferz: ’J/%/éf%? Tt S, STEIs

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21.

DATE

"3 £50.4 (Revised 1/93)

) Z (2m=




INSTRUCTIONS --

%

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (D6S 5581)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOQ ROAD
P.0. BOX 275 - JESSUP. MARYLAND 20794

Page 35 of

. DEPARTMENT/AGENCY

2. DIVISION 5‘0)77‘/77 LS/ OrAS

3. UNIT
W@p ﬂf%oe/
DEFINITION - Records Serles - A group of related records normaily filed and used as a unit for refarence as weil as retention and disposition purposes.

4. RECORD SERIES TITLE

% 7 /c/ééf%fﬁ%ﬁ/ /( @&/L/// DS

5. EARLIEST YEAR / LATETEST YEAR

S50 /5T

6. R ORD SERIES DESCRIPTION ( Briefly descripe lhe lypes of information/documents/forms found in (he Series.
ree/r=pns/ s /’esa/x//p

Pass=d £

Include ihe purpose or functicn of the Seres)

< ) SF B LutPt2 5 DR 2
e (D CE/W4/<>Q/D/CD<£/§

Ly 77 =2 /f@/ﬂw/és %/i/‘ 67775,(;-\@: e /e
%/fﬁ/}dﬂygm« |

20. TELEPHONE NUMBER 21

. DATE

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME m//o’
ile Drawer(s
emi o Mictofim O Alphabetical o Merofim Re(ee)i (s)
9/' ‘ i V/ a Computer Ta?e (s)
egal Size a Computer iace umercat % ' O Cther (Specify)
O Bound Book O Floppy Disk a Chronological Numiber
0 Audio Tape 0 Video Tape O Geographical 0. ANNUAL Acc(:; Uglng;;:n?e? (s)
O Other (Specify) O Cther {Speciiy) 8 g;iﬂ::ﬁiie(é;
O Other (Specify)
Number
11; FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Dally O Weekly a  Monthly o] Month(s) [n] Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room} 14. 1S RECORD SERIES DUPLICATED E_LSEWHERE? (If yes. specify agency or office)
% / C) /ﬂ fC‘)@ o Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law{s} & regqujafion(s) 16. AUDIT REQUIREMENTS
0O Yes o O None a State O Federal G Independent
17. IS AN INDEX SYSTEM USED? {If yes, expian crefly and 18. RECOMMENDED RETENTION /WV%)"M%M,
describe any hardware/software) /(7 cf/‘ é’ ,7‘_7 d/@ﬁ / /7 _7.___.
O Yes No
7 M ST e Sy s
19. NAME AND TITLE OF PREPARER

= ,;293 W orr s

OGS 550-4 {Revised 1/93)




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

P.O. BOX 275 - JESSUP. MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

- AGENCY RECORDS INVENJORY

7275 WATERLOO ROAD

Page é

of

1. DEPARTMENT/AGENCY

7 (o

2 o:wsuou&/m‘&/ﬁw 3. UNIT
Y

7

DEFINITION . Records Serles - A group of related records normally ﬁled and used 3 2 unit for re{ere}ta as wall as rotention and disposition putposes.

Z/?ﬂc//z)ﬁs

4. RECORD SERIES TITLE C§M / /{D%/é//‘#&g/

5. EARLIEST YEAR / LATETEST YEAR

/Z%OW

A&f' /=S

9774%

Co

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of in{ormalion/documemslforms found in the Series

VB Fosns fotes erTdes
Cde/;a D

s A W/T' /M /e/apr‘/s -
TECFS of—

Inctude the purpose of funclicn of the Senes)

To Lo Kz
aeg/ ﬁﬁ%/z

0’

7. RECORD SERIES FORMAT(S)

S’Mze o
m a

0 Beund Book a

Microfitm
Compul'er Tzce
Floppy Disk

a Audio Tape Video Tace

mcdy) m

8. RECORD SERIES SEQUENCE

]

9. VOLUME 5/
ile Orawer(s)

Alpnateticat QO Microfilm Reel (si
O Computer Tace (s

Numericat © g O Ciher (Spezify)

Chronolog:cal Number

O Gaograohical 10. ANNUAL ACCUMULATION

File Orawer (s
Microfitm Reet (s)

| o Fi <).
O Comguter Tape(s)
o

Other (Speciy)

O Yes : a wNo

O None

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily 0 Weskly 3 Monthly O Month(s) [s] Year(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
pﬁ@ g Yes a No
15. ACCESS RESTRICTIONS (If yes. cite law(s) £ requiation(s} 16. AUDIT REQUIREMENTS v

o Slate O Fegeral G Independent

17. IS AN INDEX SYSTEM USED? (lf yes. expiain briefly ana

¢iwnrpe any hardware/software)

C es

RECOMMENOED RETENTION /5 ¢ Mg@ L

Re//nﬂ//vu) STi7e =07,

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

SR Z P

C:33 550.4 ‘Zensed 1/93)




INSTRUCTIQNS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEUULE (DGS $30-1)

RECORDS MANAG

DEPARTMENT OF GENERAL SERVICES

7215 WATERLOOQ ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794

' AGENCY RECORDS INVENJGRY
EMENT DIVISION . )

Page 7

of

1. DEPARTMENT/AGENCY

Key7 Lo.

2. nnwsno@/\/ﬁ{/&ﬁjb%

S F s

3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used

as 2 unit for raferance as well as retention and disposition purposes.

4.

RECORD SERIES TITLE 2 p

7 7 %/ep/%ﬁb

S. EARLIEST YEAR / LATETEST YEAR

J2 10 L2 E

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series

P Stfertl rteSIs 7o Fhe
/4 ﬁzdxvme/ N Jtre
/'9'/4’/6 -
Y Y
/77/?;0% oz 5”%7—‘ / /VZ WS 7 S e > /()ﬁ/as-

Lo Vs /Oﬁpléeﬁae/ V7,
ConzZy, Zonrsen
Yt fires - Lo

CEr757 F/;«Z /?Zé?%é

VAP Agiefes - Ee.

Include the purpose or funclicn of the Senes)

== Jadds
/e&ef//cs/%;i

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQU

Ddsze o Microfilm Q Alpnatetical
D’@ze a Compuler Tace S Numerical
O Bound Book O Floppy Disk G Chronolog:cal
o Audio T a Vidio Tace O Geographical
DKr(S:Zidy) Q Cther {Speciiv)

L2 S 5

ENCE 9. VOLUME

D’(Orawer(':‘o)
g Microfilm Reel (s)
O Computer Tace |s!

t 0O Cther (Specily)

Number

10. ANNUAL ACCUMULATION

o File Orawer (s)
Microfilm Reel (s}
Comguter Tape(s)

o
o
a Other (Specify)

Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy O Weekly a Mo-mhly o Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
g a  Yes o No
&7 /64(9
15. ACCESS RESTRICTIONS (I_f yes. cite faw(s) & reguiation(s) 16. AUDIT REQUIREMENTS
a Yes a Neo O None 0 State O Fegeral 0O Independent
17. IS AN INDEX SYSTEM USED? Tif yes, expiam oriefly and 18. RECOMMENDED RETENTION l%éz_’/ M‘ﬁiﬁf? [/
describe any haraware/software)
IR
o e i | ReTeTTion? STdemred’]
19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

WZ,/%’ Vs

%053 5504 (Rewised 1/93)




INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

REVISED RECORD, SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (OGS §50-1) : 7275 WATERLOO ROAD >
o e e 5 ‘ PO. BOX 275 - JESSUP. MARYLAND 20794 Page.&_ o

v

1. DEPARTMENT/AGENCY 2 mwsnow&/’%/ﬂ/ﬁ:}b/{flffﬁ 3. UNIT
S

WerJ Co. ffree

DEFINITION - Records Sarles - A group of related records normally filed and u)ed as a unit for referance as wall as retention and disposiion purposes.

4. RECORD SERIES TITLE 20/0/;()7 W/y/ﬁ ‘g}%ﬁmg EARLIEST YEAR / LATETEST YEAR

TC

6. RECORD SERIES DESCRIPTION {( Briefly descnbe the lypes gf information/documents/forms found in the Series Include ihe purpose or functicn of the Se¢nes)

L Co,/ =y |

CoRISTS op= 2 Mooy Mt - TIFE -
"

7. RECORD SERIES FORMAT(S) 8. RECORD SER!ES SEQUENCE 9. VOLUME
a File Drawe!(s)
O teter Size o Microfilm O Alpnateticat O Microfilm Reel (si
) g/gﬁuuer Tace is:
O Legal Size o Computer Tzce S Numencal , ; Mther {Specily) Zféé(
O Bound Book Q Floppy Qisk G Chronolog:cal Number @"7‘—_
Q Augio Tape Q Video Tace Q Ceographical 10. ANNUAL ACCUMULATION

B’/ - .. : ; é | O File Drawer (g}
@Cther (Specify) éﬁﬁ z&s B/C{r(s_oeczm Q Microfilm Reel (s}

o]
O Comguter Tapels)
O Other {Specily)

Number
11. FILE IS USED . 12. FILE BECOMES INACTIVE AFTER
o Daly a  Weekly a .ﬁonlhly ' : "o Monih(s) ﬁ Year(s)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office)

B prrens7 o ° v

15. ACCESS RESTRICTIONS (If yes. cile law{s) & requiation(s) 16. AUDIT REQUIREMENTS

a “fes M——/ O None a Slate O Fegeral O Independent

— " A
17. 1S AN INDEX SYSTEM USED? (Il yes, expiain brieily and 18. RECOMMENDED RETENTION T/ A F&FWA]M//.

senspe any hargwarel/software) : @ ) ' ﬂgwcﬁ//
G ves eNo/ - . = )”’:-Kf_i_fa:_,_% S y
, o Tt Wt Soge ki es -

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

[t/ T/ 7EZ

0GS §50-4 \Werseq 1/93)




{HSIRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW -
REVIS&D RECORC; SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

X e o m

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

AGENCY RECORDS INVENJORY

Page jr? of

”)

1. DEPARTMENT/IAGENCY

Her’J] Co.,

2 nmsnowﬁ?/ﬂf/ﬂ{/_‘s:bjbw:é'

of e

3. UNIT

DEFINITION - Records Serles - A group of related records normally filed and u,ad a3 a2 unit for re{erenca as

well as retention and disposition purposes.

4. RECORD SERIES TITLE 20,0/

Wi/ﬂ g%,{}m; EARLIEST YEAR / LATETEST YEAR

TQ

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the lypes o! information/documents/forms found in the Series

We—/;a o, Fhrmde=

1750 005
A Co,

£9ﬁ4/5 /5
Co

Include ihe purpose or functicn of the Senes)

Gors [ 5 /‘V/jeh

At éé&%/v; Vo e - 70/»%75"

PP“PD/OJak)@/ e~ _

7. RECORD SER!IES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
O File Drawe!(s)

O Leldter Size O Microfilm C Alphatelicat o Mcrofim Reel (sj
‘ . O Computer Tace is!
0 Legal Size 0 Compuler ‘zce S Numerical Mher (Specily) &x_
O Bound Book Q Floppy Disk C Chronological Number 525"/
Auzio Tape o Vldeo Tace O Ceograohicat 10.. ANNUAL ACCUMULATION
: | O File Drawer (g)
B’K(Speclfy) k K éézés B’OIh{(Soecdv; @/é&é y 0 Microfilm Reel (s}
O Computer Tape(s)
Q Other (Speciy)
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Daily a  Weekly a  Monthly 0 Month(s) a Year(s)
Number
13. CURRENT LOCATION(S) (BIdg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
L= f a7 o e 5 N
15. ACCESS RESTRICTIONS (if yes. cite law(s) & reguiation('s] 16. AUDIT REQUIREMENTS
0 fes m—'l a None g State a Fegeral O Independent
17. IS AN INDEX SYSTEM USED? (If yes, expiain bnefly and 18. RECOMMENDED RETENTION
cerne any hardwarel/software) .
2 ‘es e.\lo/
19. NAME ANO TITLE OF PREPARER TELEPHONE NUMBER 21. DATE

20.

0GS 5804 (Mersed 1/93)

BV




o j
INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FQORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-13 « . '

N

DEPARTMENT OF GENERAL SERVICES

" AGENCY RECORDS INVENJORY .
RECORDS MANAGEMENT DIVISION ‘ : :

7275 WATERLOQ ROAD
PO. 8OX 275 JEaSUP MARYLAND 20794

* Page: X of

P

. DEPARTMENT/AGENCY

%6//7_ oo

/
2 DIWSION&W4/S§/D@@F"L3 uNIT -

SFfoie "

DEFINITION - Records Series - A group of related records normally filed and used as 2 unit for referenca as well as retention and disposition purposes:

4. RECORD SERIES TITLE &ﬂy—m—.

5. EARLIEST YEAR / LATETEST YEAR

TC

A= [ ;

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of jnformation/documents/forms found in the Series

Include the purpose or funclicn of the Scfle.s)

Esisle J7ov/eT, ConisiSTTz

WHEr— Gl oty Bonid - DI's c/p_s = Doc Lo
T s pecrs o 2t Wit

Crnleee s Sfrds

o T2 CoxIapeT= 7= ; s - {574 Qp@@@éﬁ,
o] 77 s ,J/Vﬁ%% - /2 /()Z/Vé’/rg/? chcz///f/e/&/’g

"

A

v

7. RECORD ES FORMAT(S}
yd O Microidm
Legal Size o

Computer Tace

8. RECORD SERIES SEQUENCE

9. VOLUME w/
Te Orawer(s)

a Alphatelical o Microfilm Reef (si
0 Computer Tace (s
G Numerncal 0 Cther (Specily)

O Bound Book C Floppy Disk G Chronolog:cat Number
Q Audio Tape 0 Video Tace O Ceograohicar 10. ANNUAL ACCUMULATION
- . QO File Drawer (s}
a Other (Specify) BOlh/er(Soecu'v; ‘Q/ é M QO Microfim Reel (s
[%4 a Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES lNACflVE AFTER
0 Daly O Weekly 3 Monthly Year(s)

o Month{s}) o
Number '

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

W&’& a Yes o No
15. ACCESS RESTRICTIONS (If yes. cile law{s) & reguiation{s) 15. AUDIT REQUIREMENTS
0 Yes o No o None O Slate O Federal o Independenl

17. IS AN INDEX SYSTEM USED? (f yes. expiain buefly and

describe any haraware/software)
w/

; g ‘Yes

18. RECOMMENDED RETENTION /Qe:ﬁéyu I%:‘ -5)/25 W

FART 15 Closed + l—be'Z_. 41// /ﬂxa/ T
ﬁ%k/:;cgyﬁvﬁ e Lerad [y /ilad

| 19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

5533 550.4 {Rewised 1/93)

IMBR.IZ, /77
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INSTRUCTIQNS -

IYPE OR PRINT A SEPARATE FORM FOR EACH NEW

RWI'S?.'D RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS £%0-1)

f

-

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

M 2. JEaSUPW 20794

DEPARTMENT OF GENERAL SERVICES

N ﬁum RECORDS INVENTORY"

} ;&gg, )
e

ot

Page _5

1. DEPARTMENTIAGENCY

Jen’] Co.

2 mwsno@@%u-
faVar -

DEFINITION - Records Serles - A group of related reco!ds normally filed and used 2

3. UNIT

7/,
/umt {or/o{evonca as

well as retention and disposition purposes.

4. RECORD SERIES TlTLEED = < L////Cff f//—éf’/f/’)//gé.

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Brielly descrbe the types of information/documents/forms found in the Series

Correspprdenvse, oo rl Aepor7s,
WIT7 720 //07—:5" JNVEICE &

Forfgms /”%/ﬂfa)/ 5

/7/ éij -
1 s o // /04/5 EJ

Include ihe purpose of functicn of the Senes)

7472

LAl

7. RECORD,SERIES FORMAT(S)

L
D/Leuel See

8. RECORD SERIES SEQUENCE

9. VOLUME.
O File Drawe!(s)

a Micrehlm G Alpnabeticat O Microfilm Reel (s}
g}wﬂer Tage s i . ,
O Legal Sue | a Computer ‘zce C Numernca! 2 v 2 Ciher (Spezify) 22
0 Bound Buk C Floppy Disk C Chronalog:cat Mumber Féeﬂj‘
0 Audio Tage O Video Tace G Gaographical 10. ANNUAL ACCUMULATION
) O File Drawer (<)
O Other {Speify) zc/nm(soe:;m ?K) [~ O Mcrolim Ree! (s}
a Computer Taoe(s)
O Other {Specdy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daiy a  Weekly a  Monthly o 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)
BASENENT - o o
15. ACCESS RESTRICTIONS (if yes. cite law{s) 3 reguiation(s) 16. AUDIT REQUIREMENTS
aQ Yes ~To T None a State g Fegeral O Independent
17. IS AN INDE/ SYSTEM USED? (I yes, exoiain crieily ana | 18. RECOMMENDED R&ENTION[&)’ DF j}/fs %W
descnbe . ‘naraware/software) C-/%CJ— P i ﬁ ‘ H_
I3 A efwé:m.’,g
o Yes T mm (,a//‘./ %\'9 &‘7—"‘
g5
19. NAME AND SITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

C53 550-4 (Rewisea -

131

/Y. [T




NSIRUCTIQNS - FYPE OR PRINT A SEPARATE FORM FOR EACINEW | DEPARTMENT OF GENERAL SERVICES | - - “AGENCY RECORDS INVENTGHY™ % |

"7.|| REVIS®D RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 450-1) ) : . 7275 WATERLOO ROAD r
- é o R PO. BOX 275 - JESSUP. MARYLAND 20794 Page é of

B Jam———
1. DEPARTMENTIAGENCY 2. mvnsnouﬁéﬁ%e/ 7 3. UNIT
Jerl] Co. otsps ity Comm |

DEFINITION - Records Serles - A group of related reco!ds normaily filed and used a/unlt for ro{evonca as well as retention and disposiion purposes.

4. RECORD SERIES TITLE ED S‘L////Cff m’,{/"f/gs, 5. EARLIEST YEAR | LATETEST YEAR
/7% /T23

6. RECORD SERIES DESCRIPTION ( Briefly descnte the types of information/documentsfforms found in the Series Include ihe purpose or functicn of the Senes)

Correspprdenae, Forrwcs s, Aepor/s, LAl
Wr77e0 /073 /NIBIeE £BP) > fre sy

Ff‘%% 7%//776/&/ =S f//)////t)/.ﬁ EJ

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME.
O File Orawer(s)
D/eller Sze G Microfilm C Alpnapelicat o Microfdm Reel {si

: S}vﬂﬂer Tace s L
O Legal Sue Q Computer Tece Z Numercal 2 E Cther (Specily) .2'7
. Chionolog:cal Mumber Fgﬁéﬁf

O Audio Tace a Video Tage Ceograohical 10. ANNUAL ACCUMULATION

. / . C File Drawer (<)
O Other (Spezify) .53491 (Speciiv) i“) £ Microfim Reel (s

=]
a Comguler Tape(s)
C Other (Speciy)

0

a Bound Bok O Floppy Disk

]

Number
11. FILE IS USED . 12. FILE BECOMES INACTIVE AFTER
o Daily O  Weekly a  Monthly O  Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

BASEHENT o o v

15. ACCESS RESTRICTIONS (if yes. cile law(s) & requiation(s) 16. AUDIT REQUIREMENTS

O Yes ~o O None a Slate O Fegeral Q Independent
17. IS AN INDE/ SYSTEM USED? (If yes. expiamn cueily ana 18. RECOMMENDED RETENTION

describe ¢ nargware/software) ’

O Yes G/{ Saﬂ

18. NAME AND FITLE OF PREPARER : 20. TELEPHONE NUMBER 21. DATE

/7 [F

C3S 550-4 (Rewisea 93)




HSIRVCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
| REVIStG RECORD SERIES FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

4] Co.

b,ﬁ,’p’/ae

2. DIWSIONQMW&WI;;

SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD

SR '6 : PO. BOX 275 - JESSUP, MARYLAND 20794 Page.ﬂ_ o ___
-5,

1. DEPARTMENTIAGENCY 3. UNIT

DEFINITION - Records Serles - A group of related records normally filed and used is a unit for reference as

L.

well as ratention and dlsposition purposes.

4. RECORD SERIES TITLE fﬁwa@f%%w‘

5. EARLIEST YEAR / LATETEST YEAR

PR ST

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsfforms found in the Series  Include ihe pypose of functicn of the Senes)

2,

Wi/se. #iaTs /STt &5 Cﬂ% -
)%//aa SWMS“PQMSD//J v c(};J -

Y

} DT} ci5Tion> + | REFFI7A4] 2/

2

8. RECORD SERIES SEQUENCE

Number

7. RECORD SERIES FORMAT(S) 9. VOLUME
O File Orawer(s)
m a Microfilm bhatetical Q Microfiim Reel (s)
O Computer Tace js:
O tegal Size 0 Compuler ‘ece G Numercal / 0 Cthet gSpe::!y)
= >/ <
O Bound Book O Floppy Cisk @ Chronolog:cal Number e 7
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o Y o No
VY M7 s

15. ACCESS RESTRICTIONS {If yes. cile law(s) & reguiatio 16. AUDIT REQUIREMENTS

O Yes No g None o Slate O Federal a Independent

o ri
17. IS AN INDEX SYSTEM USED? (If yes, expiain oneily ana | _18. WD RETENTIONK&?Z;//‘;?—/N g/f:’j /7 U
descritte v hardware/software) / W // ﬂ'//%/ /7— k//ém

0 Yes Mo oy B -
Deye Leen? /7 Yo fed Tofe De=gre
I N
19. NAME AND TITLE OF PREPARER . 20. TELEPHONE NUMBER 21./DATE 7

My [Z /7

CGS £80-4 {Reviseu 93}
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~ [NSTRUCTIONS
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS £50-1)

- 1YPE OR PRINT A SEPARATE FORM FOR EACH NEW,

-OEPARTMENT OF GENERAL SERVICES -
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Ay

Ked7 Co. &

7275 WATERLOO ROAD 1

- PO. BOX 275 - JESSUP. MARYLAND 20794 Pageé_ or
r % T l
1. DEPARTMENTIAGENCY 2. owision LHIYN )35/70 ﬁ:‘ﬁ 3. UNIT

Crfr e

DEFINITION - Records Serles -

A group of related recordu normally filed and used as a unit for reference as

well as retention and disposition purposes.

s 'RECORD SERIES TITLE M/\fé 6,@}6/ é’,@d
>, IR TR A~ /

w%?—-

4@/5

5. EARLIEST YEAR / LATETEST YEAR

—~| /952 1o

};’/uci A

NV L/AES -

6. RECORD SERIES DESCRIPTION ( Bueﬂy describe the lypes of information/documents/forms lound in the Series

Inctude ihe putpose or functicn of the Senes)

Corres ZZ()J fz)/ie CZ)W{PM/é/"‘ ST /G c v)o;e\s

EF C/WCKS o / Mcb?f‘iﬁ /0/77/ T e C'@’,/_ By JecT
JS » /71/%()4[ LI 77 =D

V&/f/py:; @Jgr y Bowd /g;*/mp ; Brod
Sthedi /e 5 o A%

NE st e Bypiders?
Forool biese

/M//cf

DK2S 7 [ o)

/e:s -

et

/

7. RECORD SERIES FORMAT(

D/Jr&ze

2 Microfilm
O Legal Size o Computer Tzce
O Bound Bk o Floppy Disk
a Audio Tace a Video Tace

8. RECORD SERIES SEQUE CE
C Aienabelicar
Numerncat

-
)

C Chronolog:cal

9. VOLUM
O File Drawe!(s)
a Microfiim Reel (5)
O Computer Tace |{s! o
_E/C(e') {Specity) &L
Number 6@7’

@]

Gzograohical

10. ANNUAL ACCUMULATION

20.

. . o O File Orawer (s)
e o / J .
D'O{er(SDec:fy) / : )Z _/_‘ 42 M'/C{(_Specn‘vy ’4 l?/t/g’ O Microfim Reet (s}
O Comgputer Tapa(s)
a Other (Specify)
Number
1. FILE IS USED " 12. FILE BECOMES INACTIVE AFTER
a Daly O  Weskly 3 Monthly ] Month(s}) a Year(s)
Number
13. CURRENT LOCATION(S} (Bldg., Floor, Roam) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
a  Yes o No
15. ACCESS RESTRICTIONS (If yes. cile law(s) % reguiatiop¢s} 16. AUDIT REQUIREMENTS
o Yes No o None a State 0O Fegeral Q Independent
17. IS AN INDEL SYSTEM USED? (If yes. axpiain brieily ang _18. RECOMMENDED RETENTION
descrite v hardwarel/software) )
o) \\(‘5_
O Yes Mo
19. NAME AND 7ITLE OF PREPARER TELEPHONE NUMBER 21. DATE

2 /5;’ [P

OGS 550-4 {Revispa "5
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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) é o casm—""

- 3

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJORY =
RECORDS MANAGEMENT DIVISION :

‘7275 WATERLOG ROAD
P.0. BOX 275 - JESSUP. MARYLAND 20794

Page o ﬁ

of

1. DEPARTMENTIAGENCY

HervT—Cp.

2. DIVISION

3. UNIT

DEFINITION . Racords Serles - A group of related records normally filed and used 23 a unit for referance as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE

es

Keiewe é/%f'/%/ Friids

5. EARLIEST YEAR / LATETEST YEAR

TR o/ TS

/%/9‘7’"//1/7\9

6. RECORD SERIES DESCRIPTION ( Briefly descrite the lypes of information/documents/forms found in the Series

aprfzspm/_/eﬂac/
ﬁﬁé]@@zzc I ey sl ST,

Include the purpose or functicn of the Senes)

JA D/ Cep/@s ’

/-

7. RECORD SERIES FORMAT(S]

D/@IZE

8. RECORD SERIES SEQUENCE 9. VOLUME

Q File Orawe!(s)

o Microhlm a Alphatetica O Microfilm Reel (s)
/' ymlnr face (.‘g
egal Size O Computer Tzce S Numerical . Cther {Spezily) /3
0 Bound Book T Floppy Disk G Chionological Number /Z’?p yA
O Audio Tape Q@ Video Tace O Geographicas 10. ANNUAL ACCUMULATION
O File Orawer (<)
O Other (Specify) Q’Cﬁ%erm 42/[% E ; O Microfilm Res! (s
Q Comguter Tape!s)
O Other (Specty)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly 3 Monthly o Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Roomy} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
j . o Yes 0 No
15. ACCESS RESTRICTIONS (if yes. cile law(s) & teﬂulauon( ) 16. AUDIT REQUIREMENTS
O Yes z(o/ o None o State QO Federal O Independent

vy

7. IS AN INDEX SYSTEM USED? (If yes. expiain prefly ana

descnbe any hardware/software)

G Yes

18. RECOMMENDED RerenTion f EFFZ & £ &/~ 3 /"\Szﬁz)d
V}fffﬁi&frj;}}é 44/7’{(:514%’/7%:;()/6

M/Iﬁéewﬁf/éd/mfs/

NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

OGS 550.4 (Rewisea 1/93)

Vo 7. B > P




NSTRUCTIONS

SCHEDULE (OGS 550-1)

w, o

~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
‘7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY .+

Page o 15

ot

1. DEPARTMENT/AGENCY

(VT Co.

2. DIVISION

3. UNIT

DEFINITION - Records Satles - A group of related records normally filed and used a3 a unit for raference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

Fles

Keyenre é%f/'/l/f F il s

5. EARLIEST YEAR / LATETEST YEAR

JTB /TS

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/dacumentsifarms found w the Series Include ke purpose or functicn of the Senes)

amzspmz 6A/¢<f/' VP COPIES ;
,.6./’?72/% &“7’ = %@///(;9(74@5/ - N T e Df= }Q/,é//’c_
femr 7S Beferewee /ey i

J - &,

J/

7. RECORD SERIES FORMAT(S)

%uze s
V@ a

Microfim

8. RECORD SERIES SEQUENCE

a Alpnatetical

9. VOLUME
G File Orawer(s)
o Microfilm Resel (s}

s ter Tace :s‘g
. ‘mﬁpeczfy) ___Z;X_

Number

Computer Tzce = Numernical

0 Bound Book Q Floppy Disk € Chronolog:cal Mumber ¢/Z)f77__

Q Audio Tape O Video Tace 3 Gzographical 10. ANNUAL AC(SU?I‘:LO‘:ZIOT "

i wer (s
O Other (Speciy) Q’f{r(SDecﬂ'v) 422 EM/ ’ G Microfilm Ree! (s}
O Comguter Tape!s)

: O Olher (Spazify)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly O Weekly a  Monthly o Month(s}) o Year(s)

—

3. CURRENT LOCATION(S) (Bidg.. Floor, Room)

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

15. ACCESS RESTRICTIONS (i yes. cile law(s) & reguiation(s) | 16. AUDIT REQUIREMENTS
o Yes z(o// a None a Stale O Fegeral O Independent

0G3 550.4 (Revised 193)

17. IS AN INDEX SYSTEM USED? (if yes. expiain bneily ana 18. RECOMMENDED RETENTION
describe any hardware/software)
o Yes Mo// 3 7S,
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
7




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

- i e

-

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

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

¥
Page of

. DEPARTMENT/IAGENCY

Ao Lo

2. DIWSION&”’”WAH‘:;

o e

3. UNIT

DEFINITION - Records Serles - A group of refated reco

rds normally filed :‘nd used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TTLE [ FoR Sl %/X%A ﬁ 5. EARLIEST YEAR I LATETEST YEAR
[ T 20 ¢ 0
eeLl [/ ZPEs
6. RECORD SERIES DESCRIPTION { Briefly describe the lypes of information/documents/forms found in the Series  Include the purpose or functicn of the Seres)
1C P EA RS Yl ﬁz/»rf/‘f
50’77/77/-:%5/9/2&/— ,"5 Str 12l ) eJ Wc/ //Oc‘/
. y ) PPN )
W7 Tite Cowsy
V7o) S5) DROZ I~ S nrd==,
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
a Leter Size G Microfiim O Alpnhatetical o Microfilm Reel (s)
a Computer Tace (st
O Legal Size g Computer “zce S Numernical o Cther (Specily)
O Bound Book O Floppy Oisk G Chronolog:cal Number
QO Audio Jape Q Video Tace O Geographical 10. ANNUAL ACCUMULATION
/ : - O File Drawer (s)
Other (Speciiy) M a Other (Speciiv) O Microfilm Reel (s)
/ . . 0 Comgpuler Tape(s)
/Wéﬁ a Other (Specify)
Number
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
O Daily o  Weekly a  Monthly o Month(s) o Year(s)

Number

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

T

! 2 27 o Yes O No
FFice W /
V4
15. ACCESS RESTRICTIONS (If yes. cile law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
0 es J No O None a Slate O Federal O Independent

17. IS AN INDEX SYSTEM USED? f yes. exoiain orefly and

ureiibe any hardware/software)
54

-
3

‘es

18. RECOMMENDED RETENTION Kg’///fj/)() __}%7\ Z—/rss,

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

OGS 380-4 \Hensea 1/93)

MIR. /S /72 =




{NSTRUCTIONS - FYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECCRO SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 550-1)

-5

7275 WATERLOO ROAD

P

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

PO. BOX 275 - JESSUP. MARYLAND 20794

B -_—
Y RECORDS INVENIGRY ’

/’age 7

AG

of

1. DEPARTMENTIAGENCY

M7 B

EFY e e

2. DIVISION &/‘Uw//ﬁ_ﬁ/ oneers

/

3. UNIT

DEFINITION - Racords Serles - A group of related records normally filed and used 23 a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE ﬂ%&/y%{i S

. Loy (st st el =

5. EARLIEST YEAR / LATETEST YEAR

/fea/ T5 Ner) T s F Tt
e /} ([ o)177)55) 20

6. RECORD SERIES DESCRIPTION ( Briefly desprte the lypes of information/documents/forms found in the Series Inglude the purpose or functicn of the Seres)

m/yé o Jte

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE

9. VOLUME
O Fie Drawer(s)

Number

O Lelter Lize 2 Microfilm O Alphabelicat a Microfim Reei (si
QO Computer Tace is:
Q legal 1ge a Computer Tzce < Numerical N ~a Ciher (Specify)
2 Cistes
G Bound Zock Q Fioppy Disk @ Chronolog:cai Number fe—&
Q Audio “zce O Video Tace 3 Ceograchicar 10. ANNUAL ACCUMULATION
g/ . ; O Fie Drawer (s)
ther (Soecify) 4/’ ce/ '_'/'(é?gé a Cther {Speciiv) O Murofilm Reel (s}
ey O Comgputer Tape(s)
/4/08 = O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Dawy O Weekly 3 Monthly ; O Monih(s) ] Year(s)

13. CURRENT LOCATION(S) (8ldg.. Floor, Room} 14.

IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

17. IS AN INLEX SYSTEM USED? f yes. exotain creily ang

descitx any hargware/software)
B{

18. RECOMMENDED RE:ENTION

/ o
vﬂ"

Qe

/ ‘,

5- ’,Z . W g Yes 0 No
15. ACCESS RESTRICTIONS (If yes. cile law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
a e No a  None g Stale O Federal - @ Independent
- ”~

,/

-

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

" /
2

21. DATE

0G3 550.4 (Reviyws ,93)

[ [T (72




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOOQ ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

Page 8 of

1. DEPARTMENT/AGENCY

kel Co

2. DIVISION @PMM/M
Clfree

F:!. UNIT

DEFINITION - Records Serles -

A group of related rocords normally filed and used as a unit for refarence as
y]

wall as retention and disposition purposes.

4. RECORD SERIES TITLE &p”/ﬂ/x/pz)cf‘-é ”@;
Mnsidas )/ INYIE S EX

7

5. EARLIEST YEAR / LATETEST YEAR

A,

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentsiforms found in the Series

Include

ihe purpose or functicn of the Senes)

////VJ IS MW= 7 b éé,z 2 2/ A ;6_
B 1re /AE Cowis7, Coptrnr 2 S5 429y <

7. RECORD SERIES FCRMAT(SI

8. RECORD SERIES SEQUENCE

20. TELEPHONE NUMBER

21.

9. VOLUME
O Fie Drawer(s)
O Letler Size < Microhim O Alpnhateticas a Microfilm Reel (s)
O Computer Tage is!
0 Legal Suze 2 Compuler Tzce S Numenca! Q Cther (Specilyy
O Bound Book T Floppy Oisk c Chronolog:cal Number /6’//539
O Audo Tape ideo Tage T Geograohical 10. ANNUAL ACCUMULATION
O File Drawer (<)
ther (Speciy) \5 O Cther (Speciiy) O Microfilm Reel (s}
0 Comguter Tape(s)
WM ‘&pk < O Olher (Speciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daiy O  Weekly a  Monthly 0 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)
ﬁ z .WM— a Yes 0O No
15. ACCESS RESTRICTIONS (if yes. cite law(s) & regutation(s) 16. AUDIT REQUIREMENTS
0 Yes o a  None a State O Fegeral g Independent
17. IS AN INDEX SYUTZM USED? {If yes, exoiain cneily ana 8. RECOMMENDED RETENTION 27 g " ?zf 4M
describe any harseare/software ‘ F / &r /% <=/
o Yes % 5‘ me /aﬁ J;
19. NAME AND TITLE 9F PREPARER

DATE

CGS 550-4 (Revised 1/93)

//g/ 528







SCHEDULE (DGS 550-1)

INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

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

AGENCY RECORDS INVENTORY

oy

ot

Page ?

1. DEPARTMENT/AGENCY

NP Co

2. DIVISION W/@/MS—/
CFF s e

3. UNIT

DEFINITION - Records Serlas - A group of related records normaily filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE ﬁ
LN 2 /

st

5. EARLIEST YEAR / LATETEST YEAR

/G722

EXpe/wa/ /7 //zf”

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informati

= 5/646 5%»/,?7 /myﬁ /V?a

497’\ LTz - jewsdh ~

@///w///é%/ﬁae Byl
DATe &, feguiins for Viosontnd
= ”//&Pf‘/ L feren Js - €7

i), //é‘/f/e -

doc umenls/forms found in lhe Series Include

7

Q.‘

ihe purpose or functicn of the Senes)

A

7. RECORD SERIES FORMAT(S}

O Letler Size o Microfilm
O Legal Stze . Q Compuler Tece
0 Bound Book GO Floppy Disk

Q Video Tace

O Audio Ta
ther (Specily)

// o

e

8. RECORD SERIES/SEQUENCE

a Alphatetica
V@‘

C Chicnologicai

9. VOLUME

O File Orawer(s)
a Microllm Reet (s)
O Compuler Tace s’
Jiner {Specily)
Number 45

3 Geaograohica

a Cther {Spectvyy __

2Lt piiomier—

10. ANNUAL ACCUMULATION

O File Drawer (s)
Microfilm Reel (s}
Comguter Tape!(s)

a]
]
O Other (Spacily)

20. TELEPHONE NUMBER

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

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

Number

13. CURRENT LOCATION(S) (Bidg., Fleor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)

gﬁ 5 WM a Yes o No
15. ACCESS RESTRICTIONS (If yes. cile law(s) & reguiation(s] 16. AUDIT REQUIREMENTS

a Yes No G None a  Slate O Fegeral O Independent

j
= () .

7. IS AN INDEX SYSTEM USED? (If yes, expiain briefly ang 18, RECOMMENDED RETENTION ge Wd}éf_ 8%6 /4/{4&2’

describe any hardware/soflware} A 7"

IWCFIL. %(/J D)y =

| e /7/ rb@?/%‘-%
19. NAME AND TITLE OF PREPARER . DATE /

(1% 350.4 (Revisea 1/93)

Mpp /Z, ez




> (§ - ! TPE UK PRINI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEQULE {DGS $%0-1)

\

PO e

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

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

of

(B

1. DEPARTMENT/AGENCY

e oo

e

2. DIVISION &W ﬁjw

. UNIT

DEFINITION - Records Series - A group of related racords normllly ﬁled and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE M}V’W/f&; — gpfdp/:“

_@MMS@M&

6. RECORD SERIES DESCRIPTION ( Briefly descnte the lypes of informa(ionldocumen(s/!orms found in the Serjes

}55 ff«fxﬂcﬁ ﬁf’

5. EARLIEST YEAR / LATETEST YEAR

BEEL,

7

Inctude the purpose or functicn of the Sernes)
. W/— Zﬁ

L) ortor— Lirewis< S0 // ee’? ¢ 509,

7. RECORD SERIES FORMAT(S)

0O Letter Su¢ a Micreilm

O Legal Sce a Computer “zce
0 Bound Boo~ a Floppy Qisk

0 Audio Tare G Video Tage

8. RECORD SERIES SECUENCE
O Alphatelical
2’@:34
C Chronolog:ca

O Ceoqraphicat

9. VOLUME
O Fide Dirawe!!s)
a Microfilm Reei (s)
a Compuler Tace is!
0O Cther (Spezily)
Number

10. ANNUAL ACCUMULATION

j / O File Drawer (<)
E‘O@eciv) éw O Cther ({Speciv) O Merofilm Ree! (s}
o Comguter Tapca!s)
/z 7/4 Mﬂ,{’)/’#a/ﬁl‘)/c O Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a  Daily O  Weekly a  Monthly a  Month(s) 8] Year(s)

Number

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

g % E, W W a Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation{s) 16. AUDIT REQUIREMENTS
a Yes No a None a State a Fegeral G Independent

17. IS AN INDEX 3YSTEM USED? (I yes. axoian onefly ang

describe 1ty nardwarelsoftware)
zNo/

a Yes

18. RECOMMENDED RETENTION

AL es

y3- 7
e e

Cd

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

OGS §50-4 {Rewisea %73

MR Z /7Z75




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

SCHEDBLEDGS $50-1) Z

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

(s

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

-

\;‘

|

‘;\:.*?a,ﬁ-e‘r/ <4 "f'f'"io‘. SN

1. DEPARTMENT/AGENCY

KewT Co.

2. DIVISION Cp/c{ﬁ//‘lfé /W/V/ 3. UNITZ/ Bl
HFre Ceotllrpd éﬁ/fr‘, /

DEFINITION - Records Serles - 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

Y A Vi,

nds

Wiz f’f‘ ///e YAV

5. EARLIEST YEAR / LATETEST YEAR

TQ

6. RECORD SERIES DESCRIPTION ( Bnefly describe the types of information/documents/forms found in the Series.

(25 = [T

Include ihe purpose or function of the Seres)

THped, mrlides of fogim Ta/ime
ﬂ/ The L sreor—(on5l5) Lorid

Py

7. RECORD SERIES FORMAT(S)

O Leller Size O Microfilm

O Legal Size O Computer Tzce
Mrmk 0O Floppy Disk

a Audig Video Tape

8. RECORD SERIES SEQUENCE 9. VOLUME
Q File Drawer(s)
D Alphabetical o Mcrofilm Reel (s)
a Cof’npuier Tace (s}
T Numencal a Other (Specify)
VC{OIogxcal Number

O Geographical 10. ANNUAL ACCUMULATION

. a File Drawer (s)
ther (Specﬁy)«aj X 2 G Other (Speciiy) O Microfilm Reel (s)
O Computer Tape(s)
%S %{}/ / ﬂ@é O Other (Speciy)
M THe= Soredl N
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily o Weekly T Monthly o Month(s) Q Year{s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office)
b O Yes o No
’ -
15. ACCESS RESTRICTIONS (if yes. cite law(s} & reguiation(s) 16. AUDIT REQUIREMENTS
O Yes @(o_—_ O None o State O Federal O Independent

s

7. 1S AN INDEX SYSTEM USED? (if yes, exoiain Criefly and

describe any hardware/software)
e

O Yes

18. RECOMMENDED RETENTION K@LW/KDWWM
T N /7 D=
p7d, SjpTe SFHC e

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21." DATE

,/Zf, )57

DGS 550-4 (Revised 1/93)
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INSIRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACKNEW | DEPARTMENT OF GENERAL SERVICES
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (0GS. 550-1)

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
f? P.O. BOX 275 - JESSUP. MARYLAND 20794 Page /y of

[t ———————————

1. DEPARTMENT/AGENCY 2. DIVISION &MM/&WG— 3. uNiT
eI Lo, e

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

4, RECORD SERIES TITLE E }0 /CXZ,/ —_— 5. EARLIEST YEAR / LATETEST YEAR
X EXD [ Ly = g
TQ

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

EES Dgﬂ"@(ﬁfﬂéécﬁ’o ~; Breappe] =<
Wﬁ.f//ﬂf pe Tl St faod L 77D s
Lef T 74‘ 5/@00/ er?:euﬁgx pe/a?g/eg/ £

7. RECORD SERIES FORMAT(S} 8. RECORD SERIES SE UE_NCE 9. VOLUME
O File Drawer(s)
O Letter Size 0 Microfilm Iphabelical O Microfilm Reel (s}
' O Compuler Tace (s}
O Legal Size a Compuler Tzce S Numernical O Cther (Specily)
O Bound Book O Floppy Disk : O Chronologrcal Number
Q Audio Tape Q Video Tape ’ O Ceographical 10. ANNUAL ACCUMULATION

4 iy o File Drawer (s) .
m@ecnfv)m O Other (Speciiy| O Microfilm Reel (s}
ﬂ . O Computer Tape(s)
; er (Speci
W/%? /—-7?"7—/ .Dé/é’?,/ e O Other (Specty)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daly O Weekly a  Monthly O 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)

15. ACCESS RESTRICTIONS (If yes. cile law(s} & regulation(s) 16. AUDIT REQUIREMENTS

O Yes T O None o Stale O Federal O Independent

17. IS AN INDEX SYSTEM USED? {If yes, expian onefly and | 18. RECOMMENDED RETENTION W y/' 3 s, /Xd,
descnbe.any hardware/software) M W L 4 / / d/ ]__WZM//&” M—

s iy A«egfﬂm ﬁzfapeesﬁ}/

19. NAME AND TITLE OF PREPARER ' 20. TELEPHONE NUMBER 21. DAT

MR . [Z, /72

DGS 550-4 {Revised 1/93]




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

DEPARTME_NT OF GENERAL SERVICES
RECORDS -MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.0. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTGRY

Al

Page _/ 'i of

1. DEPARTMENT/AGENCY

V) (P

2, DMSIONEMM}(S&@X}:% ;3( UNIT

2=

—————

I4
DEFINITION - Records Serfes - A group of related records normally ﬁ{d and used as a unit for reference as

well as retention and disposition purposes,

4. RECORD SERIES TITLE //4/6/0'/(5 &ﬂ/t)&[;ﬁ
ZEZK/J!)Z: 7@?12,{944/ /s _

S. EARLIEST YEAR / LATETEST YEAR

TQ

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsi/forms found in the Series. Include ihe puipose or funclicn of the Series)

Caws15T = op: D on iz S LAST
Logpror /5o >‘9//w/‘;—‘ LOR JUTT Se/Ee -
EE | DPw ppyoe fofsrinzTiond - Serpig

& b //34 &ﬂ//ve/@@%ﬁ O /;//gp) /

T

~

a2

7. RECORD SERIES FORMAT(S)

O Letter Size ' o Microitlm

O Legal Size o Computer fzce
0 Bound*Book O Floppy Disk
O Audio Tape

N 0 Video Tape
a’/ e f il
ther (Specify

Congfer- ST

8. RECORD SERIES SEQUENCE

o

Alphabetical

Numencal

0

=]

Chronological

a

Geographical

o]

Other {Speciiy})

9. 6LUI'£E

Fiie Orawer(s)
Microfidlm Reel (s)
Computer Tape {s)
Cthet ({Specify)

ZMK =
Number 57‘

0000

10. ANNUAL ACCUMULATION.
O File Drawer (s)
O Microfilm Reel (s)

O Computer Tape(s)
O Other (Speciy)

describe any hardware/software}

O Yes SN

RECOMMENDED RETENTION

r‘étgwe/:fs

Number

11. FiLE IS USED 12. FILE BECOMES INACTIVE AFTER

a Daily O Weekly a  Monthly 0o Month{s} [s] Year(s)

Number”
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
\% W /&7\ o Yes o No

15. ACCESS RESTRICTIONS (If yes. cite lawis) & reguiation(s) 16. AUDIT REQUIREMENTS

a Yes ot o None o State O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, expiain ornefly and 18.

T 1T, Lpligeed
7?290 Degirs >y

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

DGS 550-4 (Revised 1/93)
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INSTRUCTIQNS - 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

J Page _ﬁ@ of

1. DEPARTMENT/AGENCY

Hend (o,

LfFr0 e,

2. DIVISION &4/&/52@,{_8/‘ é

3. UNIT

DEFINITION - Racords Series - A group of related records norm_'aliy filed and used as a unit for roferenca’al

well as retention and disposition purposes.

4. RECORD SERIES TITLE W/éé:
Sy

(ol 1&sforad=oe

s,

5. EARLIEST YEAR / LATETEST YEAR

TQ

I

Lon)s)

or /%//7?7/

STy = AcTler%
Wl Siz7e 427797’7””7

g 7 s T2 ey V’/ﬁé Sz
TR (o pridacce To i rmmid, [nn

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

f %e ﬁ, QW/% %/;7

X

7. RECORD SERIES FORMAT(S)

Wize

8. RECORD SERIES SEQUENCE

9. VOLUME 1

O File Drawer(s)

O Yes

e

Q Mcrofilm O Alphabeticat 0 Microfilm Reel (si
0 Col er Tace {s! .
9’993'4 O Computer Tzce T Numencal iner (Specity) M
O Bound Book O Floppy Disk a Chronological C ;Number / 5 %—5 /
o Audio Tape a Video Tape O Geographical e 10. ANNUAL ACCUMULATION
§ Qa File Drawer (s)
D Other (Specify) M@w . O Microfilm Reel (s}
] 0O Computer Tape(s)
a Other (Speciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly o Weekly a  Monthly O Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (B!dg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office}
Ao
Lo W . —
15. ACCESS RESTRICTIONS (If yes. cite law{s) & reguiation(s) 16. AUDIT REQUIREMENTS
o Yes No O None o Slate 0 Federal O Independent
17. IS AN INDEX SYSTEM USED? ({If yes, expian bnefly and 18. RECOMMENDED RETENTION ”&e_ é‘_e,oeh‘? <
describe any hardware/software)

Rerexiow STBIEsren’s =

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

DGS 550-4 {Revised 1/93)
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Lo W&MM v degeme > YL,

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

1. DEPARTMENT/AGENCY

ot Co.

———

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

c*«-"v“"w AR AR
AGENCY RECORDS’ INVENTORY

Page ﬂ_ of

L .
2 mwsnouz ; LA 2— el R
V=

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

4. RECORD SERIES TITLE épl/ /y//g_g/a% C’.Z/%é

§. EARLIEST YEAR / LATETEST YEAR

TQ

6. RECORD SERIES DESCRIPTION ( Brifly describe the Iypes of information/documents/forms found n the Sepis,
(onzs/=7s =3 SET s &
e s AP S ppeieezl, ST i T =

%ﬂ///p’”\f 7‘/.9464/ l//_‘&—s /4/‘ //‘%/zzs &'7“

gy/ W//#Wg

Include the purpose or function of the Seres) &

7. RECORD SERIES FORMAT(S)

O Letter Size . a Microfilm

O Legal Size a Computer Tece
O Bound Book a Floppy Disk

QO Audio Tape Q Video Tape

O Other (Specify)

8. RECORD SERIES SEQUENCE

O Alphabetical

S Numercal

@]

Chronolog:cal

Q

Geographical

a

Other (Speciiy)

9. VOLUME
O File Drawer(s)
O Mcrofilm Reel (s}
O Computer Tace {s!
a Other (Specify)
Number

10. ANNUAL ACCUMULATION
G File Drawer (g)
O Microfilm Reel (s}

o Comguter Taoe(s)
Qa Other (Specify)

Number

11. FILE IS USED

a Daly 0 Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

Number

aQ Month(s) a Year(s)

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

LASCAIEAT @ e o
15. ACCESS RESTRICTIONS (If yes. cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes No O None o State O Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? (if yes, expiamn drefly and
descrnbe any hardware/software)

O Yes No

18. RECOMMENDED RETENTION @/7’;/(] i L W
zZr é“ﬁﬁf@%‘fz{% @657@7é

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

DGS 550-4 {Rewised 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

' GENCY RECORDS INVENTORY

Page &5 of

1. DEPARTMENT/AGENCY

KerT Co.

:_D.lVISION &WIM/JLS/P/&Q" -

s

3. UNIT

DEFINITION . Records Sarles - A group of telatad racerds normally filad and ueed 23 a unit for raference as

well as retention and disposiion purposes.

4. RECORD SERIES TITLE

/‘I/%e)az%é X CERPIs
i 18120 (o Commmrr. 47, A/%LG’\S @5#9}663

5. EARLIEST YEAR / LATETEST YEAR

V728

T

Biwders Coolz,

é(?}w/e.:j
Sheels’

6. RECORD SERIES DESCRIPTION { Briefly describe the lypes of mrormalxon/documems/{orms lound in the Senes

/ ////%;-W/;v//w& 22
- lé/ e Cﬂ/"f/W/éS\S/D/ZQD/ij

@f%wf \5)’79/%[/ S s

Inctude the purpose or function of the

Sernes)

7. RECORD SERIES FORMAT(S)

eller Size . 0 Microfilm
O Legal Size 0 Compuler zce -
a Bound Book O Floppy Disk
a Audio Tape O Video Tape

Q Other (Specify)

8. RECORD SERIES SEQUENCE

s}

Alphabelical

Numernical

0

o Chronological

Other (Specriytyg({) -

9. VOLUME
O File Drawet{s)
O Mcrofilm Reel (s)
o C ler Yan is!
Cther (Specily
Number J/ f

10. ANNUAL ACCUMULATION
) O File Drawer ()
O Microfilm Reel (s)
O Computer Tape(s)
O Other (Specily)

Number

11. FILE IS USED

o Daiy 0O Weekly a  Monthly

12. FiLE BECOMES INACTIVE AFTER

D
Number

Month(s) o Year(s)

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

WM//‘ O Yes o No
15. ACCESS RESTRICfIONS (if yes. cite law(s):yationw 16. AUDIT REQUIREMENTS
O Yes No O None o Slate O Federal O Independent

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

O Yes No

18. RECOMMENDED RETENTION Kg)’ﬁ_/}() =— /(5—7/3;

Trirer esS]ra

Y

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

0GS §50-4 {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 (OGS 550-1)

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

AGENCY RECORDS INVENTGRY

Page 48

Of

——

1. DEPARTMENT/AGENCY

Ken Co.

2. DIVISION &Mﬁ;ﬁs}pk)ef‘ -

of7zee

3. UNIT

DEFINITION - Records Sarles - A group of related records normally filed and used as a unit for reference as

well as retention and disposiion purposes.

4. RECORD SERIES TITLE

Pppe sl 22X CERPIS

5. EARLIEST YEAR / LATETEST YEAR

V728

10

5/%#&/3 Coo) 2,

4(7}0/65
5566/5

oo Co. Covzr. /%A;Z/'/’@ls @2&6@)

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the lypes of informalionldocumenlslforms found in the Series.

Include

the purpose or function of the Series)

/ //a/%?wy//bw 2%
< 2/ T Cortint)ssionierss,
”/f/%w/f T Jo T sy

C‘&WR (XLD Co . N\L/\w%

20.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
a Fite Orawer(s)
eller Size . Q Microfilm O Alphabelicat O Microfilm Reel (s)
o C fer Tace {s!
O Legal Size a Compuler Tzce - G Numercal Cther (Specify) 2
O Bound Book O Floppy Disk o Chronological Number J/M—s
g Audio Tape O Video Tape O Geographigal 10. ANNUAL ACCUMULATION
/, ‘Ig . O File Drawer ()
© Other (Speciy) Other (Specify /Z)a O Microfilm Reel (s}
O Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily 0O Weekly a  Monthly O  Month(s) o Years)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room)' 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)
WM o ot
15. ACCESS RESTRICTIONS (if yes. cite Iaw(s):yz!lim‘\w 16. AUDIT REQUIREMENTS
O Yes No a None a  State O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, expiam brefly and 18. RECOMMENDED RETENTION
describe any hardware/sofiware)
% 10 — 1S Y3,
O Yes No s '
19. NAME AND TITLE OF PREPARER TELEPHONE NUMBER 21. DATE

OGS 550-4 (Revised 1/93)

72 /Z' (A=




(NSTRUCTIQNS - 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 DIVISION
7275 WATERLOQ ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

-'/AGENMECORDS INVENJORY

ya

Page W of -:

1.. DEPARTMENT/IAGENCY

e Co.

2. DIVISION é‘ﬂ/f/&jﬁz/p@ef\zsja uNIT

53//74.8

DEFINITION - Records Serles - A group of related records normally filed and used a3 a unit for referance as

well as retention and disposition purposes.

ke s.

4. RECORD SERIES TMLE A2/4SC . }W/ ﬁ%ﬁ’&/—_ﬁf@/@%y«y EARLIEST YEAR / LATETEST YEAR

TQ

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsiforms found n the Series

ot Lo Tinsg o TES n
5/5%/7}7/?/2 Zé/ﬂf /’51/4'?&7’ VY AR —
Erosjem lom7rel JFET-/972. Jws L Sc
/ﬁ// ~/27. 6’ Orsrd = %’J/g% Dtz ove?s ¢

De/mpnv? //4///5,97 lowwers 1779- S5 : BT

(=

Include ihe purpgse or funclicn of the Senes)

S e S e e =

Gty L.

Letler Size a Microfilm

O Legal Size o Computer “zce
O Bound Book a Floppy Disk
O Audio Tape O Video Tape

O Other {Specily)

8. RECORD SERIES SEQUENCE

O Alpnhabeticat

Numerical

[¢]

[w]

Chronolog:cal

9. VOLUME
O File Drawer(s)
a Miwcroflilm Real is)

W! Tagce is:
Ciher {Spec:fy}
e

Number

3 Ceograp
T
Cther {Spec

10. ANNUAL ACCUMULATION
O File Orawer (s)
O Mcrofilm Ree! (s}
. @ Computer Tapels)
Q Other (Speciy)

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daly O  Weekly a  Monthly o Month(s) [s] Year(s)

) Number

13. CURRENT LOCATION(S) (Bidg.. Fioor, Room} 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)
Lroerpeys > -
15. ACCESS RESTRICTIONS {If yes. cile law(s) & reguiati 16. AUDIT REQUIREMENTS

O Yes No O None O Slate a Federal G independent
17. IS AN INDEX SYSTEM USED? ({If yes, expiain bneily ana 18. RECOMMENDED RETENTION / _

describe any hardware/software) Méé M%’L 1[__

O Yes Mo Mm ﬂ /5W;/ !
18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

it ST ST

.33 $50-4 {Rewised 1/92)




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

. -4 -

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

AGENCY RECORDS INVENJORY

£

Page W

of

1.. DEPARTMENT/AGENCY

erg Co.

2. DIVISION é\ﬂllfy/%/paef\:sj 3. UNIT

4?///'4':'3

DEFINITION - Racords Serles - A group of related rocords normaily filed and used 2s a unit for re‘_!erenca as

well as rotention and disposition purposes.

ke s.

4. RECORD SERIES TITLE AP/ 45SC . }‘”/ ﬁ%’d}%%ﬁ%y«i EARLIEST YEAR / LATETEST YEAR

TC

—_—

(=

6. RECORD SERIES DESCRIPTION { Briefly describe the lypes of information/documentsiforms found jn the Series. Include the putpgse or funclicn of the Senes!

s LomTignsg Lot TES oA
Bod Trore Hopor J7ovieer— /57)- /574 - S/ e
Eresjemw low7rs) JIT-L577. S
/%// ~/Z 76" ﬁﬁﬁ%é'//%?/z% Dtz =fove?s 0

De/mpr 7 %2//2597 Lowresl 1777 S5/ ; ST

St e -

Letter Size a Microfiim
0O Legal Size a Computer Tzce
Q0 Bound Book O Floppy Disk
Qa Audio Tape O Video Tace

O Other (Speciy)

8. RECORD SERIES SEQUENCE
a Alpnateticat
S Numencal

o Chronolog:icat

9. VOLUME
O File Drawet(s}
a Microfilm Reei (s}

Number

rr™

?mc'mér Tage is!
Clher (Spec:fy)

O Geograpty
3 ~1
Cther {Spect

7

10. ANNUAL ACCUMULATION

O File Drawer (s)

O Microfilm Reel (s)
O Computer Tapels)
O Other {Spec:fy)

—_—

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

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

Number
13. CURRENT LOCATION{(S) (Bldg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
j /_ & 5 | o Yes o No
A

15. ACCESS RESTRICTIONS (If yes. cile law(s) & reguiati 16. AUDIT REQUIREMENTS

a Yes No a None a Slale o Fegeral O Independent
17. 1S AN INDEX SYSTEM USED? (Il yes. exoiain brefly ana 18. RECOMMENDED RETENTION

descnbe any hardware/software) P,Mt et

a Yes No 0 \M - 3\6"“‘

18. NAME AND TITLE OF PREPARER

_

20. TELEPHONE NUMBER

21. DATE

be )T /PP

753 550-4 {Rewised 1/93)




INSIRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES " AGENCY RECORDS INVENTGRY "
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION ) RECORDS MANAGEMENT DIVISION .
SCHEDULE (DGS §50-1} .

S 7275 WATERLOO ROAD ——
- -g PO. BOX 275 - JE3SUP. MARYLAND 20794 Page _‘& of

7z
. DEPARTMENTIAGENCY 2 omsmn&y/ldm,&if/ﬂ»ﬁe"_-f 3. UNIT

A/sz, FFT e

DEFINITION - Records Serias - A group of related records normally filed and used as a unit for raference as welil as retantion and disposition purposes.
4. RECORD SERIES TITLEfm /Wec 7ﬁWW7 5. EARLIEST YEAR /| LATETEST YEAR

fMA/«#A V2 Jef i v Ersins °

6. RECORD SERIES DESCR!PTlON ( Briefly describe the Iypes of |nformauon/documen(sllorms foung in the Series Inclucew.ose*o”u%“c)m Seney

w/"//’??;;a /«7&7” //»?5 = /,afé - /y//%/VV’//f:;"
ﬁ”@f“’/’k/f; - %JMJM@Vf ==

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

O File Drawe:(s)
O Letler Size ] o Microfilm 0 Alphatetical a Microfiim Reet (<|

a Compuler Tace s

O Legal Size 0 Computer Tace S Numencal Zj e/' :lner (Specity)
O Bound Book

O Floppy Cisk C Chionologicat Number

O Audio Tape « O Video Tace 3 Ceographical 10. ANNUAL ACCUMULATION

B/ . : - ._5 4 / ___r- o File Drawer (s}

ther (Specrfy) /. Gmsoecm S/ O Microfilm Ree! (s)
.. O Computer Taoe(s)

X/ ); // d a Other (Specify)

Number
11. FILE IS USED - 12. FILE BECOMES INACTIVE AFTER
o Daly O  Weekly 3 Monthly 0 Monih(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Fioor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

‘KWWA/ o Yes _ o No

15. ACCESS RESTRICTIONS (If yes. cite Iaw(s)fr}uialiou{d’ 16. AUDIT REQUIREMENTS
3 Yes o a  None a  Slate O Fegerai a Independent

17. 15 AN INDEX SYSTEM USED? (If yes. exoian onefly ang | 18. RECOMMENDED RETENTION Wz) ,/- Qg)/ﬂé Wd
~ascrbe any hardware/software)
/W,U’F‘Z. 2 ﬁ,,,d,/ e '4/// /’h’exj/_g
: o

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

/Wz /T frr s

0738 850 ¢ iRevised 1/93)



S -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES ’ AGENCY RECORDS INVENTORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (0GS 550-1) : 7275 WATERLOO ROAD ——
M PO. BOX 275 - JESSUP. MARYLAND 20794 Page .‘Q-é of

. s o
7
. DEPARTMENT/AGENCY 2. 0|V15|0N&7/um,£55/74}ef“.5 3. UNIT

/,{Mc:,, EFFT e

DEFINITION - Records Sarfes - A group of related records normally filed and used as a unit for reference as well as retention and disposiion purposes.
4. RECORD SERIES TITLEEW /Wﬁé z: 7/3W: 7 S. EARLIEST YEAR / LATETEST YEAR

777 sz Vo ol Jefr s v nrsins °

6. RECORD SERIES DESCRIPTlON { Bneﬂy descnbe the lypes of mlormatlonldocumemslforms found in the Series lnclucﬂwm%mow Seney

wgﬁé};ﬁafﬂ //’75//A/‘5 - p/’%/V"/'ﬁ;;’—
ﬁﬁcuxﬂ/ﬂg/{ﬁ’; - %JWJ 77 5/77/ [_/«__‘7"’

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Lelter Size ) O Microfilm O Alphatelical a Microfilm Reei (s}

a Computer Tace is!

O Legal Size a Computer Tzce Numencal Zj e!/ :mer (Speciy)
O Bound Book

Q Floppy Cisk C Chronolog:cat Number

O Audio Tape + O Video Tage 3 Geographical 10. ANNUAL ACCUMULATION
/ . : . a File Orawer (g)
e (Specxfy) / BfmSpecn’v; 5/’4@&/’ O Microfilm Ree! (s}
P O Computer Tageis)
45 Z ;

Other (Speciy)

Number

11. FILE IS USED : . FILE BECOMES INACTIVE AFTER

o Daly a  Weekly 3  Monthly a  Month(s) Year(s)
Number ’

13. CURRENT LOCATION(S) (Bldg., Floor, Room) . 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

WWA/ a Yes " o No

15. ACCESS RESTRICTIONS (If yes. cile Iaw(s)j’:(eﬂ/maliou(e?’ . AUDIT REQUIREMENTS
3 Yes No o None a Slate 0O Federal QO Independent

17. 13 AN INDEX SYSTEM USED? if yes, exoiain onefly and . RECOMMENDED RETENTION
“2scrbe any hardware/software)

2 \tfg P
2 Yes ~o

13. NAME AND TITLE OF PREPARER . TELEPHONE NUMBER 21. DATE

. /Z T

063 350 4 iRewised 1/93)
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{NSTRECTIQNS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1) o

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

GENCY RECORDS INVENJORY

/ F’ageﬁé of

1. DEPARTMENT/IAGENCY

'@V//cﬁ

2 0|WS|0N§M/7//d§/DA>@"§
HFre

3, UNIT

DEFINITION - Records Series - A group of related racords normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE J%/VK %CWMM;;

5. EARLIEST YEAR / LATETEST YEAR

7

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series

Include ihe putpose ¢r function of the Sgres) .

Coonds/=75

I = Maé
e

TS S e, //6}/—-5%"//6

/77%//5//455 S b, SHNGS

S //%m%/ =
C /2= /4/.5/7/('//(5/ - %e@e /0/5 /%(/ece///yéés’

7. RECORD SERIES FORMAT(S)
GLE"/'SiV
Legal Size

G Bound Book

a Microfilm
0 Computer Tzce
G Fioppy Disk

0 Audio Tape a Video Tage

8. RECORD SERIES UENCE
lpnacelxc=|

Numencal

C Chronolog:cal

9. VOLUME
O File Orawer(s)
a Microfilm Reel (s)
yu(er Tace {s;
P~
ther {Spec:ly (-
<
72~

//2

Number

O Ceographical

10. ANNUAL ACCUMULATION
O File Drawer (s)

describe any hardware/software)

O Other (Specily) a Cther (Specity) O Microfilm Reel (s)
o Computer Tape(s)
a Other (Speciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Dally O Weekly a Monthly o] Month(s) s} Year(s)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency of office)
‘%—W// O Yes o No
15. ACCESS RESTRICTIONS (If yes. cile law(s) & reguiation(s) .16. AUDIT REQUIREMENTS
O Yes <No/ a None o Slate o Fegeral O Independent
17. 1S AN INDEX SYSTEM USED? Il yes. exotain bneily and 18. RECOMMENDED RE:ENTION,( //47/1) ﬁ- 37&5 /97"&

VT Y flredir,

20. TELEPHONE N

L/ i, ls
" et Bow s
19. NAME AND TITLE OF PREPARER BER 21. DATE

W7 A /%2’

3 £50-4 {Revised 1/93)




|NS|BI_IC]I’QES - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

DEPARTMENT.OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

—————,

AGENCY RECORDS INVENIORY

Hel co.

SCHEDULE (OGS 550-1) 7275 WATERLOO ROAD
j P.O. BOX 275 - JESSUP. MARYLAND 20794 Page
1. DEPARTMENT/AGENCY 2 oms:on&ﬂ(}%& /@,(33,:5, 3. UNIT

of e,

DEFINITION - Records Series - A group of related racords normaily filed and usaed as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE L()ﬁ@ %m%@&&z E

5. EARLIEST YEAR / LATETEST YEAR

/@To_fgﬁ

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of
W/

X /

éf%e////“

information/documents/forms found n the Series

LO-R formas /77 A oA
e/ s -3 [/6@/04:,/[/,9—//@/0 ﬁf‘-" /e/do%e
/’/éa/@/ Tt 7Tl o s ok T

Include ihe purpose or (uncticn of the

Senes)

7. RECORD SERIES FORMAT(S)

a Lelter Size S Microfilm

O Legal Size o Computer ‘zce

8. RECORD SERIES SEQUENCE

0O Alphatelical

o

Numernical

9. VOLUME
File Orawer(s}
Microfilm Reel (s}

Computer Tage {s!

Siher (Specity) _éDX
2>/ & —

62:/

0 Bound Book a Floppy Qisk c Chronological umber
a Audio Tape O Video Tace O Geographical 10. ANNUAL AC;UASLDA;{S; o
G’O@eﬂ!y) E’fﬁ(Specdw ,VD,()& O Microfilm Reel (s}
. - o Comm_,uer Tape!s)
O Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly O Weekly a  Monthly O Month(s) [w] Year(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
% Pt W o Yes o No
15. ACCESS RESTRICTIONS (if yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
0 Yes aNo/ | O None o State O Federal ‘ O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, expiain drefly ang

describe any hargware/software)

a Yes

sz. Y k7

RECOMMENDED RE:ENTION/e ,?70 7‘5‘,‘13 s, /fkd

ﬁﬁ/eéfedﬁﬁ)/ ,<// e

/a/éww/s

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

&)_D&_’)//B/k[k_

DATE

/V/?/&/f =

OGS £50-4 (Revised 1/93)




INSTRUCTIONS .- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION

.AGéNc_v'Rsc'oﬁos'nux’z‘tuidg? o

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

/ Page «30

of

1. DEPARTMENT/AGENCY

Jseny Co.

2. DIVISION &M/’f[5§/m
OF fce.

3. UNIT

DEFINITION - Racords Series - A group of related rac

ords normally filod and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES mLE/4%7’p‘>t//?_/

/%//57/ S preds

S. EARLIEST YEAR / LATETEST YEAR

//(/é////zfs . EM//D/

//%@%///7/ sy ot St
Z/%’p% DU 72070 W%/cff——ﬁpf Jrad;

vyf/fg&ﬁ/‘/z O jer), ﬁ"ﬂx)//a/« ST e -

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series

e LRI /5,4@49,@/ /@/‘//
)’%7’/' /4 /%,ésﬁJ

e

e Senes)

‘TU

/%//' vz

7. RECORD SERIES FORMAT(S) 8. RECORD SER!ES SEQUENCE 9. VOLUME
/ a F:e Orawe!(s)
Letter Size a Microfilm QO Alpnatelicat a Microfilm Reel (si
a Computer Tace s, Lg
3 Legal Suze O Computer Tzce S Numerical e Ciner (Sperify ,&AZ(Z
3 Bound Baok O Floppy Cisk G Chrenolog:cal Number
a Audio Tape . © Video Tage O Ceographical 10. ANNUAL ACCUMULATION
- O File Orawer (s)
a Other (Specify) &W/ =S a~Ciher (Specriv) Q Mcrofilm Reet (s)
o Compuler Tape(s)
% Qa Other (Speciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daiy O Weekly a  Monthly a  Month(s) o Yeze(s)

Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room})

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(I yes. specify agency or office}

W W a VYes O No
15. ACCESS RESTRICTIONS (I yes. cite law(s) & reguiation(s) 16. AUDIT' REQUIREMENTS
a Yes a WNo O None o State o Fegeral O Independent

. IS AN INDEX SYSTEM USED? {If y€s. explain criefly ang

describe any hargware/software)
a/.‘m/

a Yes

18. RECOMMENDED RETENTION

e 12/ F/é(/%’";

v for-BRs. 2w
AT 4 Soed) T e dint 12 prteni s e

—

NAME AND TITLE OF PREPARER

20. TELEPHONE NUMB R 21. DATE

@55’_‘ s
/
M4,

CG5 w44 {Reviseg 1/33)

(61777




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

L

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

———

AGENCY RECORDS tNVENTORY

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

Page \3 /

of

1. DEPARTMENT/AGENCY

W7 Cop

2. DIVISION WMASﬁ'/PLZ(-S
ofF7ee

3. UNIT

DEFINITION - Records Sarles -

A group of related racords normally filed and used as a unit for raference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE /M//{fw—f‘/ i@pfdls

5. EARLIEST YEAR / LATETEST YEAR

/B 723

6. RECORD SERIES DESCRIPTION ( Brlefly descrbe the types of informatiorydocumengssior, sJ,ound n,the S
Wk des = (o Dreied PEY
Cp/”/és/ﬁczf ewf LIST 2 f

f o RAT] 17 7, J& /4/5.

s fopas= ﬁ/a/ef/f’f/ Eiz. //%e/z)/
W BT ///(f’ﬂzw

@fofgfyﬂmz
/SR, T o> (7 TIf G/f‘//ac
ATy AT

q

‘V

7. RECORD SERIES FORMAT(S
arter Size

8. RECORD SERIES SEQUENCE

9. VOLUME /
ile ODrawer(s}

3 Microfilm Iphateticat a Microftim Reel (s)
O Computer Tage s!
O Legal Size 0 Compuler Tzce S Numencal / . _ O Cther (Specify)
Cibs &
O Bound Book C Floppy Disk @ Chronolog:cal Number ﬁ';?
O Audio Tape O Video Tace O Ceographical 10. ANNUAL ACCUMULATION
o File Drawer (s}
O Other (Spectfy) Cther l<oecnv; a Microfilm Ree! (s
O Computer Tape(s)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily a  Weekly 3 Monthly O Month(s) o Years)

Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room}

=Y =)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or olfice}

a  Yes g No
15. ACCESS RESTRICTIONS (/f yes. cite lawis} & reguiation(s) 16. AUDIT REQUIREMENTS
C Yes -9’&0’” O None a Stale 0O Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, exoian tneily and

wemnnbe any hardware/software)

2

‘es

l/éé/é/e s 3
Desirs

18. RECOMMENDED RETENHONﬁ.&%’Z‘)ﬁ
=3

Y =

=S

/

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMB‘( 21.

DATE

0635 $80.4 :Pevised 1/93)
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[MSTRUCTIONS - 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 INVENJORY

Page égv o

1. DEPARTMENT/AGENCY

Lo

2. DIVISION (‘ﬁ/»fms/&’—kf?s

pﬁc’:e

3. UNIT

DEFINITION - Records Serles - A group of related records normally filed and used a3 3 unit for reference as

well as retention and. disposition purposes.

4. RECORD SERIES TITLE /oﬁfé[d \Sff/’//d,e /f/ﬁ}//p/ee

5. EARLIEST YEAR / LATETEST YEAR

TQ

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of

SUsTrer~ 1/&40&1’/@0775«) ﬁﬁs

information/documents/forms found in the Series Include

\/ﬁZ Pesal /1077; ) 7‘5?* /ﬂ/f/é//\j Y
P Jirry s S 2 HeEn] O VL
apé/;/)p)ﬁp'—/() . ﬁ/?/ﬂ///ﬁs o= @_ﬁ X - e 7/4@
Hp Lo/ea’yé/ sk /s dj%é/ LITIES - Jp2te Y tortiiny
Eperiene v»W,{)/%/ ol T 7= =S

ihe purposyfuncucn of the Senes!

A

=
/ -

7. RECORD SERIES FORMAT(S)
etler Size

8. RECORD SERIES SEQUENCE

9. VOLUME E,/
File Drawer(s)

Number

Q Microfilm O Alphatelicas O Microhlim Reel (s)
a Computer Tage {s!
O Legal Size a Compuler ‘zce S Numencal ! : g Dd?ner (Specity)
0 Bound Book O Floppy Disk C Chronolog:cal Number 7%9’7
O Audio Tape O Video Tace T Ceograohicat 10. ANNUAL ACCUMULATION
O File Drawer ()
0 Other (Specily) aﬁspec,f” 4%2/%6_ O Microfilm Reel (s)
. O Computer Taee!s)
a Qtiher (Spaciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daty a  Weekly 3 Monthly a  Month(s) a  Years)

13. CURRENT LOCATION(S) (Bldg., Floor, Roomj)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

—
W} / a  Yes o No
15, ACCESS RESTRICTIONS (If yes. cile law(s) & regunalion(é) 16. AUDIT REQUIREMENTS

Q Yes -a/No// o None g Slate O Federal G Independent

17. IS AN INDEX SYSTEM USED? (I yes, exotain oneily ana

describe any hardware/software)
Mo//

O Yes

18. RECOMMENDED RETENTIONK%/M

YNTIZ Lrpdifiedt &

Siperseded, 7Fen pesEy,

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

OGS 550-4 (Rewised 1/93)

PR I [52




|Nsch1|gu§ ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENIORY

REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEOULE (OGS 550-1) 7275 WATERLOO ROAD

e . PO. BOX 275 - JESSUP. MARYLAND 20794 Page ,i% o ____
1. DEPARTMENT/IAGENCY 2. DIVISION @'Fmﬁ/aﬁﬁff:s 3. UNIT

DEFINITION - Records Serles - A group of related records normally filed and used 23 2 unit for referance as waell a8 retention and disposiion purposes.

4. RECORD SERIES TITLE /Qﬁé//(l 5&//’//&6 /f/%//pfee 5. EARLIEST YEAR / LATETEST YEAR

, e 7 - — 70
/.
6. RECORD SERIES DESCRIPTION { Briefly describe the lypes of information/documents/forms found in the Series Include ihe purposyfuncncn of the Senes)

b Dbl = s pa<s A0 Z/ﬁﬁdf
7//&/2//1/37/@ oA f/em, W2 ==
kpeﬁﬂ/ﬁp—a) . ﬁ/?/ﬂgﬂ/ﬁs DF iV_}‘_/ /(/" e ' vrred
0D L()/ed/ﬁ% ski/fs v"'#é/ 4/ //.4‘25/ TP terieias
Bperrenre wﬁi&//)/x%/ ol T o=

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
/ Fie Orawer(s)
eller Size

a Microfiim Qa Alphateticas a Microfilm Reel (s}
a Computer Tape |s!

O Legal Size o Compuler Tzce S Numericat a Cther (Spezily)

O Bound Book C Floppy Disk © Chronolog:cal Number 769‘7

10. ANNUAL ACCUMULATION

O Audio Tape O Video Tace 0 Ceograohical ; c
: O File Drawer (<)
O Other (Spectly) Cther {Speciiv) Wg_ O Microfilm Reet (s!
O Computer Tape!s)
QO Other (Specify)

Number
11. FILE IS USED - 12. FILE BECOMES INACTIVE AFTER
a Daly a  Weekly a  Monthly o Month(s) Q Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency of office)

15. ACCESS RESTRICTIONS (If yes. cile law(s) & reguiation(s) 16. AUDIT REQUIREMENTS

0O Yes -e/NF// a None g State O Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, exoian driefly ang, 18, RECOMMENDED RETENTION
descrnbe any haraware/sollware)

a Yes .’/lo/" 3 \1VS\'

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

JURR. e fe2

CG3 ££0-4 {Rewised 1/93)




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

..

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

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

Page -3 3 of

1. DEPARTMENT/AGENCY

/62741//— o.

2. DIVISION

DVMW!

ofe?

3. UNIT

OEFINITION - Records Serlas - A group of related racords normaily filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLEﬁ—y//EK /%WTS‘

5. EARLIEST YEAR / LATETEST YEAR

TQ

/

/

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documentsrforms found in the Series

/‘V%//ff/”/ s Z/é//,d/ Wz s Lol zas
/p Jesse, /? /ﬂﬁ/ ﬁﬁ 7l //&sxbe_
9 = Tl DI - for 777w
D7 T /O%/Z _

/

Include ihe purpose or functicn of the Series)

'

7. RECORD SERIES FORMAT(S)

0 Lelter Size G Microfiim

0O Legal Size . 0 Computer Tzce

O Bound Book G Floppy Oisk

Q Audio Tape ~Q Video Tace
ther (Specify) X }/

8. RECORD SERIES SEQUENCE
O Alpnacelical
S Numerical

C . Chrgonological

9. VOLUME

O File Orawer(s)
a Microfiim Reel (s)
o Co

uter Tage |s! .
Cmer (“ce:’/) ,4@
Numger

T Ceographical .
P’@Specn’v -

10. ANNUAL ACCUMULATION

a File Drawer ()
O Microfilm Reel {s)
o Computer Tape(s)
a Other (Specify)

Number

11. FILE IS USED

a Daly O Weekly 3  Monthly

12. FILE BECOMES INACTIVE AFTER

] Month(s)
Number

o Year(s)

13. CURRENT LOCATION(S) (Bidg., Floor, Room}

B e ST

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

a Yes

(If yes. specify agency or office)

O No

15. ACCESS RESTRICTIONS (If yes. cile lawis) & reguiation(s)

a Yes No

16. AUDIT REQUIREMENTS

O None a  Slate O Fegderal

a Independent

17. 1S AN INDEX SYSTEM USED? (If yes, axoiain tneily and
describe any hardware/software)

3 Yes

18. RECOMMENDED RETENTION géfg/o FD/'— /D//-'

e d)&ﬂ”}%

19. HAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21

DATE

CGS %94 {Revised 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES .~ AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION . ) '
SCHEDULE (OGS 550-1) 7275 WATERLOO ROAD .
e P.0. BOX 275 - JESSUP. MARYLAND 20794 Page 3 5 of
‘-
|
1. DEPARTMENT/IAGENCY 2. DIVISION 3. UNIT
HerT Co.

DEFINITION - Records Sarles - 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 / o 5. EARLIEST YEAR / LATETEST YEAR
TRIALER. JZrJn/T=

TC

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentsiforms found in the Series Include ihe purpose or functicn of the Senes)

W//@”//‘/ﬁ// Z/é/// //’?é”%dyf“

/% //9 - fEsse/ Aep 2 ; Dt 4,4% <
9 ﬁ'ﬂ/ VY ol e- IAZE - ferrei7 e

D17 T rime )/%/Z _

/
Ao.—ms\’ Y st Lo el

\:“

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O Fie Drawer(s)
O Leller Size Q Microfilm O Alphatetical a Mwcrofilm Resel (s)

. a Ca uler Tage {s! )
O tLegal Size o Computer Tzce S Numerncal Omer ce:'{) 1@
O Bound Book G Floppy Disk C Chronolog:cal Numgar

Q Audio Tape 0 Video Tace O Geographical ‘ 10. ANNUAL ACCUMULATION
- Y . a File Drawer (s)
B‘O{er (Specily) Y/ X P~ Clher (Speciv Microfilm Reel (s)

o
o Comguter Tape(s)
Qa Other (Specify)

Number

11. FILE IS USED

-

2. FILE BECOMES INACTIVE AFTER

0 Daly O Weekly a  Monthly 0 Month(s) c  Yeas)
Numbet

13. CURRENT LOCATION(S) (BIdg., Floor, Room)

-

4. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office}

A5 ey 57 0 °

15. ACCESS RESTRICTIONS (If yes. cite law{s) & requiation(s) . AUDIT REQUIREMENTS

O Yes .aNo/ O None a State o Fegeral O independent

-
(4]

17. IS AN INDEX SYSTEM USED? (If yes, expiain prieily and 18. RECOMMENDED RETENTION
descnbe any hardware/software)
- \O \\;)(Sa
3 Yes fﬁ/lo—”——

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

A LT 2T

CGS 2434 (Revised 1/93)




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
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SCHEDULE {DGS 550-1) Ty \\
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1. DEPARTMENT/AGENCY 2. omsion [opMMILSjoRE!” _é- 3. UNIT ~

Hew7 Co. \oF e | PGoryed

DEFINITION - Records Serles - 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 4 - 5. EARLIEST YEAR / LATETEST YEAR

Enpplosac fogorpel. foeord] [[‘@g /B5R 0 /T 78

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

@é// /efdﬂfz/ ¢ Slfel = Shpuss f/f%/V/At%(S
1S iR held v AT ¥, g

=

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
. File Drawer(s)

O Lletter Size . Q Microfilm O Alphabetical O Microfilm Reel (s)

) m/( O Computer Tape (s)
O Legal Size o Computer Tape umerical a Other (Specily) A

| | 2z 7= Fpta

O Bound Book O Floppy Disk O Chronological “ Number
a Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION

. File Drawer (s)
1/ 7 ' @ e o
m{){r(Specify)/M/ /2 g O Other (Specify) © 'g'cmmm Ree ((5))
O Copedter Tape(s)
y ﬂ”& -+ 5., 5/ 7“5 Vﬁt?TSpecify)
‘Number AW
/.

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily 0 Weekly O  Monthly 0 Month{s) 0 Year(s)
Number
13. CURRENT LOCATION’(S) (B\dg,, Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, _;pecify agency or office)
%//WW i O Yes . o No

15. ACCESS RESTRICTIONS (If yes, cile law(s) & reguightn(s) 16. AUDIT REQUIREMENTS '

Qo Yes No O None o State O Federal O Independent

18. RECOMMENDED RETENTION ﬁe’ﬁ?—; O o 3 )/ RS d/
VIKTT L fF JPA S T ey 1 s TS

fpre bceofz/ ffled DepDeslz

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

L 73, /575

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly
describe any hardware/software)

0O Yes
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1. DEPARTMENT/AGENCY

Hew7 Lo-

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

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

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page /I/ of
m
2 Dlmsuou&W/sﬁ /pm 3. uNIT L./?//ﬁf"

e ConTiel. Boyie .

DEFINITION - Rocords Setles - 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 ﬂ@@/ Y
RNl Bphyes Shadls

5. EARLIEST YEAR / LATETEST YEAR

W/ .

/

lreperz)
NET ot
[yt ty)

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series.

Foroms éﬁﬂ/f///

S/
/%JW/M&/W/%@ EXeRa=s, el

Include the purpose or function of the

LosT o Sfe

Series)

—The Jrad.

7. 'RECORD SERIES FORMAT(S)
Letter Size a Microfim

8. RECORD SERIES SEQUENCE 9. VOLUME

O File Drawer(s)

0 Alphabetical O Microfilm Reel (s)
. a Co arce (s)
0 lLegal Size o Computer Tape O Numerical ther (Specify)
/S5
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
a File Drawer ()
O Other (Specify) O Other (Specify) O Microfilm Ree! (s)
g Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily a  Weekly a  Monthly o Month(s) a  Year(s)

Number

DC

13. CURRENT LOCA}ON(S) (Bldg., Floor, Room})

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

a  Yes o No

a Yes

15. ACCESS RESTRICTIONS (If yes, cite law(s)jw/,
No

16. AUDIT REQUIREMENTS

a None a State O Federal O Independent

describe any hardware/software)

0 Yes

17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and

e

18. RECOMMENDED RETENTION A”éf_/ﬁ-//d- =Sr—S }//76 /71()¢
UITHL- J7 rehy 7 Heepdsre 2 S

A E éff/l’/ﬂf//eé/wym»/ma/

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21 DATE
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SCHEDULE (DGS 550-1)
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DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP. MARYLAND 20794

Page ,ZZ of

1. DEPARTMENT/AGENCY

KerT Co

3. UNIT

2. DIVISION C:D/WW/ﬁ.ﬁ/p/ﬁ%
Cf e

DEFINITION - Records Serles - A group of related records normaily filed and used as a unit for referenco as

well as retention and disposition purposes.

4. RECORD SERIES TITLE &/fgpﬁé
Co (65 Popthep e fFje

j/C

5. EARLIEST YEAR / LATETEST YEAR

19T

2/

L

6. RECORD SERIES DESCRIPTION ( Briefly descrite the types of information/documents/forms found in the Series.

Lor //cfé/pﬁ/bk{é
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YAYL:

8. RECORD SERIES SEQUENCE

7
9. VOLUME /
Fite Drawer(s)

Letter Size, . g Microfilm o Alphabetical a Microfim Reel (s}
W Tace {s
O Legal Size 0 Computer Tece ZW/ ther {Specify) M
O Bound Book O Floppy Disk Chronological Number C&/é/&%;
7
O Audio Tape O Video Tace O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other (Specify) o Other (Specify) O Microfilm Reet (s}
O Comcuter Tapa(s)
O Other {Speciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly 3 Monthly O Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
-
e
15. ACCESS RESTRICTIONS (if yes. cite faw(s) & reguiation{s) _{- 16. AUDIT REQUIREMENTS
a Yes >~lo/ O None O State o Federal O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, expiain onefly and RECOMMENDED RETENTION '
describe any hardware/software}
o Mﬁ@ Gy 2l ke uSl x>
a Yes P
ST 1P = fer o).
19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

OGS 550-4 {Revised 1/93)
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DEPARTMENT OF GENERAL SERVICES
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7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page,ZZ-_ o

1. DEPARTMENT/AGENCY

KenJ Co

EfF e

2 ovision otz &5/‘7%

3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used as a unit for raference as

well as rotention and disposition purposes.

4. RECORD SERIES TITLE @/fgp/{/DAD pe sz
Col(esPortictne e

5. EARLIEST YEAR / LATETEST YEAR

v/

Lor @Pﬁx&hjg

6. RECORD SERIES DESCRIPTION ( Briefly descrice the types of information/documentsiforms found in the Series. Include the p
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7. RECORD S FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
. File Drawer(s)
Letler Size a Microfilm O Alphabetical . a Microfim Reel (s)
: ;’Eo(mcww Tace {s)
O Legal Size a Compuler Tzze 't“;Nu!y/ ther (Spacily) 34‘5 QS
O Bound Book O Floppy Orsk Chronofogicai Number, Cb/é/c,-‘%; 7
7
a Audio Tape a Video Tace T Geographical 10. ANNUAL ACCUMULATION
o File Drawer (s)
O Other (Specify) g Other (Speciiy) o Microfilm Reet (s)
O Computer Tape(s)
a Qther {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy o Weekly 3 Monthly o Month(s) o] Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Roomj 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
- \
-
%/ T o Yes o N
15. ACCESS RESTRICTIONS (If yes. cite law(s) 5 requation{s) 4~ 16. AUDIT REQUIREMENTS
O VYes ;qo/ o None 3 State O Federal G Independent
17. IS AN INDEX SYSTEM USED? (if yes, expiain onefly and 18. RECOMMENDED RETENTION . v
descnbe any hardware/software) :
/- 5 W}’ = E D ox D
0O Yes e~ —
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

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.Q. BOX 275 - JESSUP. MARYLAN}) 20794

1. DEPARTMENT/AGENCY

Fsan] Cp,

—

2. DlWSlOW ‘
o

Pagea, 9 of

Onpynlss/iX Fm5 = |

3. UNIT

oozl

DEFINITION - Records Serias - A group of related records normally filed and used as I{Iﬂ for reference as wall as retention and disposition purposes.

4. RECORD SERIES TITLE %Qpﬂﬁd F7

(Terzoo

5. EARLIEST YEAR !/ LATETEST YEAR

/G700 /TF

6. RECORD SERIES DESCRIPTION ( Briefly dem lypes of information/documents/forms found in the Series. Include the purpose or functien of the Senes)

PRY2( Frle coctn s
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RECORD_SERIES FORMAT(S)
Letter Size i o

Microfilm
Q Legal Size a Compuler Tzce
o -Bound Book O Floppy Disk
O Audio Tape O Video Tace

a Other (Specily)

G(Drawer(s)

[a] ‘Alcrohlm Reel (s}
uter Tace s!

/fé””

V’\

i)

o
O Comguter Tape(s)
G Other (Speciy)

Number

S Numernicat Olner {Specify) >/
C Chronological Number é’& J:C?é
O Ceographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
a Other (Speciiy) Microfilm Reel (s)

1.

FILE IS USED

a Daily O Weekly 3 Monthly

12. FILE BECOMES INACTIVE AFTER

o] Month(s) ] Year(s)

Number

13.

CURRENT LOCATION(S) (B!dg Floor, Room)

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

Yes O No

15. ACCESS RESTRICTIONS (|r yes. cite lawis) yalion(s) 16. AUDIT REQUIREMENTS
a Yes No O None o Stale O Federal O Independent
17. 1S AN INDEX SYSTEM USED? {If yes. expiain orefly and 18. RECOMMENDED ReTeNTioN AZE T KO =0 5%/&5.
describe any hardware/software) =y~ kY ’
/ ‘4/@" -/'/ S I/ A Do &
" | |ErployerT 7%%9357_‘7
19. NAME AND TITLE OF PREPARER 20. TELEPHONE M(BER

ZES) /ﬁ”)’

DGS 550-4 (Revised 1/93)
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REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD
g P.O. BOX 275 - JESSUP. MARYLAND 20794 Pagkﬁ& or

1. DEPARTMENT/AGENCY 2. DIVISION MM,GS;&)(BC/DJ 3. UNIT
Bet £p. FFre.

I

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 C\/ DP%PD/OJ@{/&i % 5. EARLIEST YEAR / LATETEST YEAR

(nleldes promiyzez) )55 1

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

Co %fﬁ/z/?je/ﬁ&e KIS B E 4/67/7,45

@Déﬂ(]f 1o PUNNT2S ,(/7//4, e /&f/déi/@”
bd. gp Ede 77700 720000

“, /50 g, s %/@Wéﬁaﬂg /cfc;f

7. RECORD § S FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
e Drawer(s)
etter Sige-" : O Microfim a Alphabelicat 0 Microfilm Reel {s)
/ O Computer Tace {s
egal Size a Computer Tace O Numerical O Other(Specify)
O Bound Book O Floppy Disk mm;:al _ Number Z Zé/[‘/ @f

Q Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
| o File Drawer (<}
O Olher (Specify) . o-emme | spec.,y,rﬁ/é f6<57_ O Microliim Reel (s}
0 Compuler Tape(s)
QO Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Datly a  Weekly a  Monthly a Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
-

%ﬁ/’.o o Yes __ O No

[

15. ACCESS RESTRICTIONS (If yes. cile law(s)y%ﬂon(s) 16. AUDIT REQUIREMENTS
No

O Yes a None a State O Federal Q Independent

17. IS AN INDEX SYSTEM USED? (if yes, expiain Snefly and 18. RECOMMENDED RETENTION

descrbe any hardware/software) M‘/ (5& Wef%é %}W//' D/Q)
O Yes -
Shae tfens)-

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER ozyNE
| Z4 Z
Pl ‘%5‘ /W
=
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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.0. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

of

Page 3 P

. DEPARTMENT/AGENCY

Men7 e

—

2 DIVI-?ION@MM/'é.S/M?

oFae

3. UNIT

DEFINITION - Records Serles - A _group of related records normally filed and used 23 a unit for refefence as

well as retention and disposition purposes.

/6/‘/44\/&:7‘ éa/e:s)

4. RECORD SERIES TITLE \gW/]J//{/f "FF‘%/&C/‘S/JP/Z%

5. EARLIEST YEAR / LATETEST YEAR

TC

PoANETS 2 e

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of mformanon/documenls/forms found in the Series

/K/Frﬁf/% o2 /fe oA VIR Ol d@/%/’f"@;/a@
“Co N L - JF2W) DI, 55T JerT oa>
CORST i EJTEn0 LIBVECTSE fnoeld < F2) /

57&5 CoOTPInD 2 Aor 7=
F’//f/)b GT AT \Df?'//% = 0m0c
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Include

‘Q/

the purpose or functicn of the Senes)

éfe('// ﬁ%/bz)_s’i
A KO,

7. RECORDBERIES FORMAT(S)
LettepBize

a  Microfiim
Legal Size a Computer Tzce
O Bound Book O Floppy Disk

Q Audio Tape G Video Tape

erOiher (Specily) ﬁéi ¢ Q/M-//é

8. RECORD SERIES SEQUENCE

O Alphabetical

Numerical

-
o

€ Chronologrcal

3. VOLUME /
File Drawer(s)

a Microfilm Resel (si
O Computer Tace {s!
O Cther (Specify}

Number

O Ceographical

D’MerSpecnv,jL/éﬂég’—

10. ANNUAL ACCUMULATION
O File Drawer (s)

O Microfilm Ree! {s)
0O Computer Tape(s)
O Other (Speciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly 3 Monthly ] Month{s} s] Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
77 e 5 e 0 o
15. ACCESS RESTRICTIONS (If yes. cite Iaww)y‘é(ion(s) 16. AUDIT REQUIREMENTS
a Yes No 0O None g State O Federatl O Independent
17. 1S AN INDEX SYSTEM USED? {If yes, exoian dnefly and 18. RECOMMENDED RETENTION / :
describe any hardware/software) . ‘/{zj - %/(/(‘9//‘ !L /ﬂ OZ) S >
O Yes 210/
S| ey -
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DGS §50-4 {Revised 1/33)
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INSTRUCTIQNS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE {DGS 550-1) Z

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

DEPARTMENT OF GENER"AL SERVICES

AGENCY RECORDS INVENTORY

Page 4,? of

1. DEPARTMENT/AGENCY

ﬁ;:i:"/c/&

2. DIVISION &MW/@D/Q?}ES)

3. UNIT

DEFINITION - Records Serles - A group of related racords normally ﬁlad and used as a unit for reference as

.

well as retention and disposi‘don purposes.

4 BE'C.ORD SERIES‘,TITLE////ﬁgg E 4 /%/6

5. EARLIEST YEAR / LATETEST YEAR

JEGA e L7

7 }'c%/" </ $ep},

6. RECORD SERIES DESCRIPTION ( Briefly descrite the types of information/documents/forms found in the Series.

Em W/ﬁ/me/é#éé/s E)%/ﬁ/ o= /f)/f/% e

/67%

9/915 ) 5//4)@;// _

( 9//6@

Include ihe purpose or functicn of the Senes)

_D/? = PR, 64/

7. RECORD SER R;WAT(S) 8. RECORD SERIE® SEQUENCE 9. VOLUME
O File Drawer(s)
etter Size . a Microfilm Alphabeticat o Microfilm Reel (s)
Z i/Comb uter Tace {s)
O Legal Size o Computer Tece S Numencal ;@7 QOther {Scacify)
O Bound Book O Floppy Disk 0 Chronological Number M
O Audio Tape Q Video Tace O Geographical 10. ANNUAL ACCUMULATION
a File Drawer (s)
O Other (Specif O Other {Specriy) O Microfilm Reet (s)
e (Spectly) O Comgputer Tape(s)
0O Other (Spacify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily g  Weekly 2 Monthly O  Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (B!dg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
— e .
/47;/4%% 5 Y -
15. ACCESS RESTRICTIONS (if yes. cite Iaw(s)yyn!tion(s) 16. AUDIT REQUIREMENTS
O Yes No O None O State O Fegderal 0O  Independent
L
17. IS AN INDEX SYSTEM USED? (Il yes. expiain cuefly and 18. RECOMMENDED RETENTION /{ﬂ—‘ /{)Ff‘ @/ﬂé W )
descnibe any hardware/software) 7———
O Yes No
/m/e psses: &7’/ 2 fetd ///e/aks/r‘
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER . DATE /

L

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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

KT (o

SCHEDULE (DGS 550-1)
/ PO. BOX 275 - JESSUP. MARYLAND 20794 PagenD 22 Of
1. DEPARTMENT/AGENCY 2. owvision COMPMISSJ2RETS | 3 o

FFroe

1EGone.

DEFINITION - Records Serles - A group of rolated records normaily filed and used as a unit for referance as

well as retention and disposition purposes.

4. RECORD SERIES TITLE LJ@M%
Fr/es

Cormpen’sslom

5. EARLIEST YEAR / LATETEST YEAR

/780 /D73

Cﬁ

forl

6. RECORD SERIES DESCRIPTION ( Briefly descnibe the types of information/documents/forms found in the Series.

mp 1775—(’5 Frer /fg&p/?/ p

ELASNT] )oK PR
faiql.éze/f//aeé Co r’@spppdeﬂce
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the purpose or function of the Senes)

NV s

J

RECORD SERIES FORMAT(S)
etter Size '

O Legal Size

Microfilm
Computer Tzce

0 Bound Book

8. RECORD SERIES SEQUENCE

a Alphabelical

W

9. VOLUME
File Drawer(s)
Microfilm Reel (s)

Computer Tace (s} .
Other {Specify) mf
BN

0o0oaoa

/

O Floppy Disk G Chronologrical Number
Q Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
0 File Drawer (s)
a Other (Specify) o Other {Speciiy) Q Microfilm Reel (s)
a Computer Tape(s) .
a Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly O Weekly G Monthly o Month(s) 0  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
-
W a  Yes a Ne
15. ACCESS RESTRICTIONS (If yes. cite Iaw(s):yukion(s) 16. AUDIT REQUIREMENTS
g Yes No' O None o State O Federal O  Independent
17. IS AN INDEX SYSTEM USED? ({If yes, expiain brefly and 18. RECOMMENDED RETENTION /(@/ﬁ'//() Ff’ \{7@
describe any hardware/software) M
— [T DEsIrey
O Yes ™o
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER . DATE
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INSIRULTIONS - 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

AGENCY RECORDS INVENJORY

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

Page / 6‘/ of
i

B

1. DEPARTMENTIAGENCY

2 D'ws'oﬁﬂﬂ/éﬁ/bw/:j’ 3. UNIT

benT Ce.

DEFINITION - Rocords Seties - A group of related reco

DFFIie

rds normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE E’,{)f/ua:/‘/,yj \D/;—y.lx)/éfﬁ'

TQ

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION { Briefly describe the types of

(oM5/57 07 2f—
de'"/— FoeK -

T e O/ 05 -

Lff/@é/’//WM,@/ 223 6/6‘—
/ orer)

mrormalmnldocumentslforms found in,the Series Include the purpose of fungticn of the Seres)

17 =y~ Wa./ 5ade/70 Wa -

AR 11, Vo - Zoz)/x)/ /%Qs

/%/ﬁqés F;/

A

7. RECORD SERIES FORMAT(S}

0 Letter Sie O Microfilm

O Legai Sue C Computer “zce
0. Bound Bk G Floppy Cisk

O Audio Tace C Video Tgce

PG{!(SD'* :fy)

FAN e ,.,4///,; JM

//ﬂd/y,

8. RECORD SERIES SEQUENCE 9. VOLUME
O Fie Draweris;

Q Alpnatetical a Microfilm Reel (s)
Z Numencsi

c Chionolog:cal Number

35“'—-0 Compuler ra:e s
2 Tiner (<c=' i

4-%‘—:7\

O Ceographicas 10. ANNUAL ACCUMULATION

O File Drawer (<}
mcm Wi O Microfilm Ree! (s}

0 Comguler Tapeis)
O Other (Specify)

Number

11. FILE IS USED

~a Daly O Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

[s] Month(s) a Year(s)

Number

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

GsEMNEF

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or office)

g Yes o No

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

—

a  Yes

16. AUDIT REQUIREMENTS

O None a State 0 Fegeral a Independent

17. IS AN INDEL SYSTEM USED? (I yes. expiain oneily ang

describe ¢ hargware/software)
M’

Q Yes

Br7 pdicss T To Tore 44, SiEie
B2 s

18. RECOMMENDED RETENTIO%/Mﬁva)/ //gw;

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE
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SCHEDULE (DGS 550-1} Z

¢

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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

.

. AGENCY RECORDS INVENTORY

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

Page :E :;2 of

L

1. DEPARTMENT/AGENCY

kel co

e ———

2. DIVISION CT;MIM/,_%/DICBEi 3. UNIT
ofFfree

DEFINITION - Records Serles - A group of related records normaily filed and used as a unit for reference as

waell as rotention and disposition purposes.

a. RECOF‘iD SERIES TITLE éu/é/ 4&7—_’67%
(ERerd’s 5 /e<)

5. EARLIEST YEAR / LATETEST

YEAR

195 e JFEH

J

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

SirljecT § fos fegmdins - Budy T /Fudils,
WO 13 /éle‘/E - 7= %%/fé/% - Ee.
/)///6 CDIO%DS z CDf‘rZ:spz»cdeﬂaé’ 5 Ve L///PJ\ |

Wr /K prpecss; EsTirTed. Reveniees: £

J

7. RECORD SEBIES FORMAT(S)
etter Size . o Microfim

Q Other (Specify)

O Legal Size a Compuler Tece
O Bound Book O Floppy Disk
0 Audio Tape Q Video Tape

8. RECORD SERIES SEQUENCE 9. VOLUME

Q File Drawer(s)

o Alphabetical O Microfilm Reel
O Compuier Tace
S Numerical ther (Specify)

G Chronological Number

(s)

(55) X
—jjvé/c /go:/‘_‘

10. ANNUAL ACCUMULATION
O File Drawer (S}

e

Other (Speciiy

Other (Specify)

Number

O Microfilm Reel {s)
a Computer Tape(s)
[n]

11. FILE IS USED

a Daily a  Weekly

a3 Monthly

12. FILE BECOMES INACTIVE AFTER

o0 Month(s) o Year(s)
Number

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

s

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a  Yes o No

15. ACCESS RESTRICTIONS (if yes. cile law(s):?étion(s)
a Yes __ ¥ o

16. AUDIT REQUIREMENTS

G None O State O Federal g Independent

describe any hardware/software)

O Yes

17. IS AN INDEX SYSTEM USED? {If yes. expiain onefly and

lesir%

/18. RECOMMENDED RETENTIOPj __—
Nejmm %—* SIS, e

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE
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