
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. A <r^- sp ^>
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Agency Kent County Division/Unit Treasurer's Office

Item
No

1

2

3

Description

Subject File
Consisting of dog fund claims, correspondence,

legislature, trailer park monthly reports, deposit memos, leave
request forms, newspaper articles, invoices, tax sales, cash
disbursements, check copies, etc.

Office equipment inventory, budget information, child
enforcement intra-state incentive payment forms

State Reports
Various reports, consisting of correspondence, claims for

refunds of real & personal property taxes, assessment change
report, homestead credits, agricultural transfer tax statement,
state tax refund forms, etc.

Motor Vehicle File Forms
Various motor vehicle forms relating to drivers license,

duplicate permits, learners permit, application for title,
manuals, correspondence, handwritten notes, bad checks
returned, application for tag refund, motor carrier
certification, gift certification

Approved by Department, Agency, or Division Representative.

D a t e June 1, 1998

Signature C^"£*6£*c--Q>^ £ /(y/[_4t*cs£~&O^*?

TvtJeName Charles D. MacLeod

Title County Administrator

Retention

Retain for 3 years, then destroy

Retain for 5 years, then destroy

Retain until updated or
superseded, then destroy

Schedule Authorized by State Archivist.

Date

4
Signature^

JUN 4 1998

DGS 550-1 (Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
IRECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

4

5

6

7

8

(Continuation Sheet)

Description

Redemption Certifications
Redemption certifications, memos listing check amount,

certification number, name of property owner, handwritten
notes

Cash disbursement ledgers
Ledger books, consisting of cash disbursements,

authorized bonds and redemptions, automobile taxes paid,
voucher register, etc.

Canceled Checks
Canceled checks, bank statements, adding machine

tapes, deposit slips

Payroll Reports/Payroll Accounts
Payroll Reports -

Payroll register, payroll validation (full detail) each
binder contain multiples bi-weekly pay periods; includes
logging file reports, procedures, check registers, payroll
journals, etc., also includes:
Payroll Accounts -

Employee check register/payroll journal by bank - shows
- employee name, number, cost center, hours, earnings,
deductions, net pay, check number

Real Estate Taxes computer printouts
Computer listing of monthly interest/penalty calculations

- account #, name, tax year, type, amount

Miscellaneous - changes/corrections/tax load change,
description (continued) payment transaction reports, new
construction reports, batch posting (edit), payment
transaction report, cash drawer report, audit trail reports,
daily summaries, etc.

Schedule No. f\ -^C^O CZ.
(^S £/ £?o K^J

Page 2 of 3

Retention

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

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

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

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

Retain for 5 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.

Page 3 of 3

Item
No. Description Retention

10

11

Real Estate tax receipts
Receipts for real estate taxes paid, deposit slips from

various banks, handwritten receipt books, receipts for
deposits made - batched receipts for taxes paid, also
includes:

Tax journal, tax rolls, 24 ledger books - lists property,
bill and distribution number, county & state assessment and
tax amount, total tax and date paid

Accounting records (computer printouts)
Government Financial system

Printouts include receipts register, receipts index file,
receipts data entry, account activity report, cash trial
balance, trial balance, revenue guidelines, expenditure
guidelines, audit detail, etc.

Tax roll books
Listing of tax rolls by district and year, property owners

name, amount of tax accessed, address, map, grid, parcel,
numbers

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

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

Retain for 20 years, then destroy

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



INSTRUCflONS - TYPE OR PRINT A SEPARATE ^C<RM FOR EACH NEW
REVISED RECORO SERIES FORWARD WITH RiCOf.DS RETENTION
SCHEOUIE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WAIEHLOO ROAO
PO. 8OX 275 • JE5SUP MARYLAND 20794

AGENCY RECORDS INVENJdRY

.Paoe Of

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

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

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

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

J
'&u*sf>#f)cr*

y

J

7. RECORDSifffES FORMAT(S) .

oLet ler Size J o Microiilm

• Legal Size • Computer Tace

o Bound Book a Floppy Oisk

a Audio Tape a Video Tace

a Other (Specify)

RECORD SERIES SEQUENCE

D Alphabetical

• Numerical

o Chronological

a Geograohicai

another (Specifyi

9. VOLUME

J_

Re Orawet(s)
o Microfilm Reel (si
o Computer Tace (s:
o Other (Spec:(y)

Number

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

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes • D No

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

a Yes • No

16. AUDIT REQUIREMENTS

a None a Slate o Federal o Independent

17. IS AN INDEX SYSTEM USED7 (If yes. exwain briefly/and
describe any hardware/software)

• Yes

18. RECOMMENDED RETENTION

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

5504 (Revised 1/93)





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

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENJdRY

Page Of

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

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

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

JO

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

/
/ / '

J

7. RECORDSEKfES FORMAT(S) .

a\.e\\et Size Q Microfilm

o Legal Size a Computer Tace

a Bound Book a Floppy Disk

a Audio Tape o Video Tape

a Olher (Specify)

8. RECORD SERIES SEQUENCE

a Alpnaoelicai

G Numerical

o Chronological

• Geographical

ja^Other (Specitv

9. VOLUME
File Orawer(s)

a Microfilm Reel (si
a Compuler race ;s:
a Other (Spec:!y)

Number

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

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 4. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

D Yes D No

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

a Yes a No

16. AUDIT REQUIREMENTS

a None a Stale o Federal o Independent

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

describe any hardware/softwarei

• Yes

18. RECOMMENDED RETENTION

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

; 550-4 (Revised V93)





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

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT OIVISION

7275 WATERLOO ROAD
PO BOX 275 • JESSUP. MARYLANO 20794

AGENCY RECORDS INVENJdRY

Page Of

1. DEPARTMENT/AGENCY 2. OIV1SIO 3. UNIT

DEFINITION., Records Series - A group of related recordi normally filed and uted is i unit for reference as well >a retention and disposition purposes.

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

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

7. RECORD SERIES-FORMAT(S)

fetter Size a Microfilm

• Legal Size a Compuler "see

3 Bound Book c Floppy Disk

3 Audio Tape a Video Tacs

• Olher (Specify)

RECORD SERIES SEQUENCE

o Alphabetical

G Numerical

D Chronological

n Geographical

Jlher (Specify

File Orawet(s)
a Microfilm Reel (si
a Compuler face (s:
D Other (Specify)

Number

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

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes a No

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

a Yes a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

18. RECOMMENDED RETENTION1-". IS AN INDEX SYSTEM USED7 (If yes. explain briefly and

describe any haraware/softwarei

20. TELEPHONE NUMBER19. NAME ANO TITLE OF PREPARER

(V,r> :*•;•* (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENJdRY

Page. Of

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

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

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

^.^^feAS/^t^. &f=V<£ptrr&3.p&CileiU

I&t&ffifcm.
7. RECORD SERIES-FORMAT(S)

teller Size c Microfilm

a Legal Size a Compuier Tace

3 Bound Book c Floppy Disk

• Audio Tape o Video Tace

a Olhef (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

s Numerical

D Chronological

a Geographical

jlher (Speoiv

9. VOLUME
File Orawer(s)

o Microfilm Reel ISI
o Compuier race ;'s:
a Ctner (Specify)

Number

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

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes a No

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

D Yes a No

16. AUDIT REQUIREMENTS

o None • Slate • Federal a Independent

1". iS AN INDEX SYSTEM USED? (If yes. exoiain briefly and

describe any hardware/software)

n Yes

18. RECOMMENDED RETENTION

W
IS. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

• is :v,-t (Revised 1/93)



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

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

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

AGENCY RECORDS WVENJdRY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

TO

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

rfATI7. RECORD SERIES FORMAT(S)

3*"leller Size c Microfilm

3 Legal Size a Compuler "see

• Bound Book c Floppy Disk

a Audio Tape n Video Tape

a Olher (Specify)

RECORD SERIES SEQUENCE

a Alphabetical .

s Numerical

D Chronological

a Geographical

!ther (Specitvi

9. VOLUME
FUeOrawer(s)

a Microfilm Reel (si
a Compuler face ;s:
o Other (Specify]

Number

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

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

D Yes n No

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

a Yes a No

16. AUDIT REQUIREMENTS

a None a Stale o Federal a Independenl

)/'. iS AN INDEX SYSTEM USED? ;lf yes. explain briefly and

describe any hardware/soflwarei

18. RECOMMENDED RETENTION >JO

a Yes

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

;:; :V.-i (Revised 1/93)





INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REV1SE0 RECORD SERIES FORWARO WITH RECORDS RETENTION

.SCHEOyt-EJOGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

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

AGENCY RECORDS IrWE.MJdRY

Page . Of

1. OEPARTMENHAGENCY 2. DIVISION 3. UNIT

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

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

TO.

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

^AT(7. RECORD SERIES FORMAT(S)

a""Ceiler Size c Microfilm

a Legal Size a Computer Tace

a Bound Book c Floppy Disk

• Audio Tape a Video Tace

D Other (Specify)

8. RECORD SERIES SEQUENCE

Q Alpnabelicai

s Numerical

o Chronological

o Geograohicai

5ther (Specify)

9. VOLUME
leOrawer(s)

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

Number

10. ANNUAL ACCUMULATION
o File Orawer (s)
D Microfilm Keel (s)
a Compuler Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes D No

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

a Yes ci No

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral a Independent

17. IS AN INDEX SYSTEM USED? ;lf yes. exoiam briefly ana

describe any hardware/soflwarel

18. RECOMMENDED RETENTION

0 Yes
£>/?

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

'.:; \'A-i (Revised 1/93)





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

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

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

AGENCY RECORDS INVENJdRY

Page Of

DEFINITION • Records Series • A group of related records noimilly filed and used as a unit for^eTerence ai well as retention and disposition purposes

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

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

7
r

y

7. RECORD SEP«S FORMAT(S|

JB'Tetler Size ' o Microfilm

a Legal Size o Compuier Tace

a Bound Book c Floppy Disk

a Audio Tape o Video Tacs

o Olher (Specify)

RECORD SERIES SEQUENCE

a Alpnacelicai

C Numerical

a^rtronological

a GeograDhicai

a Clher (Specivj

9. VOLUME
Re Orawet(s)

a Microfilm Reel (si
a Compuier race ;s:
D Clher (Spec:fy)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
D Microfilm Reel (s)
o Compuier Taos(s)

' a Olhsr (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

D Yes Q No

15. ACCESS RESTRICTIONS (If yes. ale law(s) 3 regulations)

D Yes • No

16. AUDIT REQUIREMENTS

o None o Slate a Federal a Independent

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

describe any harcware/soflware)

a Yes

18. RECOMMENDED RETENTION r

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

550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REV1SE0 RECORO SERIES FORWARO WITH RECORDS RETENTION

•*CKEOIJIE*(OGS 550-1)

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

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

AGENCY RECORDS INVENJdRY

Page Of

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

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

/i

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/documents/forms (ound in Ihe Series Include ihe purpose or (unction o( Ihe Series)

7. RECORD SpiES FORMAT(S)

a'^Leller Size • a Microfilm

a Legal Size a Compuier Tace

a Bound 8ook c Floppy Disk

a Audio Tape a Video Tape

a Olher (Specify)

RECORD SERIES SEGUENCE

a Alpnacelicai

G Numerical

e«"CT!ronolog:cal

D Geograohicai

a Clher (Specify)

9. VOLUME
Pile Orawer(s)

a Microfilm Reel |si
a Computer race ;s:
a Clher (Spec:(y)

Number

10. ANNUAL ACCUMULATION
D File Orawer (si
D Microlilm Reel (s!
D Computer Taoe(s)

' D Olher (Spec:(y)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes D No

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

a Yes a No

16. AUDIT REQUIREMENTS

a None a Slate D Federal Q Independent

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

describe any harcvare/soflware)

18. RECOMMENDED RETENTION

a Yes 3
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

550-4 (Revised 1/93)



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT (DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JE3SUP. MARYLAND 20794

'-•• AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

.TO_

Briefl6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informationVdocuments/forms found in Ihe Series Include ihe purpose or function of Ihe Series)

7. RECORO SERIES FORMAT(S)

o Letter Ize a Microfilm

Q Legal S-zs a Compuier "ace

D Bound Seek D Floppy Disk

a Audio 'ace a Video Tace

iher (Soecify)

RECORD SERIES SEQUENCE

a Alonacelicsi

Ci Numerical

G Chronological

a Geographical

e»-ClheT(Soec!iYj

9. VOLUME
o F:le Orawet(s)
o Microfilm Reel |si
a Cp«tpuler race is
a^Clher (Specify) "

Number

10. ANNUAL ACCUMULATION
• File Orawer (s)
a Microfilm Reel (s)
• Compuler Taoefsj
a Olhsr (Specify)

Number

11. FILE IS USED

0 Da«r a Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

a Month(s) a Year(s)

Number

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

a Yes D No

15. ACCESS RESTRICTIONS (If yas. c:le law(s) 5 regulation^

a Yes ^ No

16. AUDIT REQUIREMENTS

a None a Slale o Federal a Independenl

17. IS AN INCEX SYSTEM USED? ijf yes. explain briefly ana

' descnt1? ;:"v hardware/soflware)

18. RECOMMENDED RETENTION

a YPV Mo

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

CG3 550-4 (f!evij»5 -.931



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

DEPARTMENT OF GENERAL.' SERV4CES v<;
RECORDS MANAGEMENT DIVISION V

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

• A /

Of

1. DEPARTMENT/AGENCY 2. DIV1SIO 3. UNIT

C 2

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

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

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

7. RECORD SERIES FORMAT(S)

o Letter Size a Microfilm

• Legal Size a Computer Tace

a Bound Book a Floppy Disk

a Audio Tape a Video Tace

8. RECORD SERIES SEQUENCE

a Alphabetical

• Numerical

B-CTironological

a GeogtaDhtcal

• Other (Specify)

9. VOLUME
a File Orawer(s)
a Microfilm Reel (s)
a Computer Tape (s).
O-fJfher (Specify)

Number

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

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

D Yes ... a No

15. ACCESS RESTRICTIONS (If yes. cite.'iaw(s) 5 ;eguiation(s)

Aa Yes

16. AUDIT REQUIREMENTS

a None a Slate Q Federal o Independent

18. RECOMMENDED RETENTION17. IS AN INDEX SYSTEM USED? (If yes, exDiain briefly and

describe any hardware/software)

20. TELEPHONE NUMBER19. NAME AND TITLE OF PREPARER

DGS 550-4 (Revised 1/93)





INSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SQHE9ULE'(DCS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

TO

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

7. RECORD SERIES FORMAT(S)

a Leller Size • a Microfilm

a Legal Size a Compuier 'see

a Bound Book a Floppy Disk

D Audio Tape

nVdheri(Specify) / /

a Video Tace

RECORD SERIES SEQUENCE

o Alphabetical

a Numerical

o Chronological

• Geographical

a Olher (Specify)

9. VOLUME
D File Orawer(s)

a Microfilm Reel (s)

D,- Conjfluter Tace (s

Number

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

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

D Yes D No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S rea^tion(s)

a Yes 3T No

16. AUDIT REQUIREMENTS

a None a State o Federal a Independent

19. NAME AND TITLE OF PREPARER

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

describe any hardware/software)

D Yes

18. RECOMMENDED RETENTION

OGS 550-4 (Revised 1/93)





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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY

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

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

TO

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

7. RECORD SERIES FORMAT(S)

D Letter Size Q Microfilm

a Legal Size a Computer Tace

a Bound Book a Floppy Disk

a Audio Tape , a Video Tape

Jlher (Specify)^/

8. RECORD SERIES SEQUENCE

[^-^Alphabetical

• Numerical

a Chronological

a Geographical

o Olher (Specify) .

9. VOLUME
D File Drawer(s)
D Microfilm Reel (s)
• Computer Tace (s)
D Olher (Specify)

Number

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

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

O Yes O No

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

a Yes 3 No

16. AUDIT REQUIREMENTS

a None • Slate a Federal • Independent

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

describe any hardware/software)
and

a Yes

18. RECOMMENDED RETENTION

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

DGS 550-4 (Revised 1/93)



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

-t. :

Page ~SL Of

1. DEPARTMENT/AGENCY 2. 0IV1SIO 3. UNIT

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

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

_TO_A
6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/documents/forms found in the Series Include ihe purpose or funclion of It̂ e Series)

7. RECORD SERIES FORMAT(S)

o Letter Size . a Microfilm

a Legal Size o Computer race

a Bound Book a Floppy Disk

a Audio Tape

sKjlher (Specify) / /

o Video Tape

.unu sen

^f f lphat

8. RECORD SERIES SEQUENCE

Ophabelical

• Numerical

a Chronological

a Geographical

a Other (Specuyj

9. VOLUME

O
Number

D File Drawer(s)
o Microfilm Reel (s)
• Computer Tace (•

5lher (Specify)

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

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes a No

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

• Yes V No

16. AUDIT REQUIREMENTS

D None a Stale D Federal • Independent

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

describe any hardware/software)

a Yes

-18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

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

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

/ ' •

Page ~SL Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

5. EARLIEST YEAR / LATETEST YEAR

TO / SJ.

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

7. RECORD SERIES FORMAT(S)

a Letter Size a Microfilm

D Legal Size o Computer Tsce

a Bound Book a Floppy Disk

a Audio Tape

sKjlher ((Specify)

a Video Taps

8. RECORD SERIES SEQUENCE

tJ^fflph

• Numerical

o Chronological

• Geographical

D Other (Specify)

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

(Specify)

Number

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

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

D Yes o No

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

a Yes V No

16. AUDIT REQUIREMENTS

a None a Slate • Federal D Independent

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

a Yes

18. RtCOMMENDED RETENTION

S

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

OGS 550-4 (Revised 1/93)





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

.. • - . . s . - ... v *•"-.,
DEPARTMEN.TOF GENERAL-SERVICES'- •

REfeORbS'MA'NAGEME^T'DlvisiON '' > " ^
7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 3. UNIT

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

5. EARLIEST YEAR/.LATETEST YEAR

6. RECORD SERIES'DESCRIPTION (•Briefly^describeMheMypes-of-information/d.ocumerts/forrris found'in the Series'. JncliTdeMlTe-purposeNsr function of'the Series) .

J

^ ^ U fe \

7. RECORO SERIES FORMAT(S)

o Letter Size ~ ^

D Legal Size

o Bound Book

a Audio Tape

Q Microfilm

D Compuler "ace

. . . . v .•
\ a. Floppŷ Oisi

D Video Tace

• > N

8. RECORD SERIES SEQUENCE,

D Alphabetical

- - . , • Numerical "< \

D Chronological

n'Geograohical

"O't her ••{Specify j-

-

; o File Orawer(s) ^
a Microfilm Reel i s ) < ^ •
a Computer. Tace {s\

"e^Siher '(Speci(y)«

10. ANNUAL ACCUMULAflON', ^'.^
' Y ~~\' o x File'bfawer"(s) " ~

v D Microfilm Reel (s) ,
• • - . D Computer Taoe(s)\ \ ,

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly a Monthly D Month(s) o Year(s) '•'-•••-'=• s \

Number

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

o Yes D No

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

D Yes

;) S (eauiation|

V -No

16. AUDIT REQUIREMENTS

a None a Stale a Federal o Independent

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

describe any hardware/software)

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page ~APT Of

1. DEPARTMENT/AGENCY 2. DIVISIO 3. UNIT

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

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

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

7. RECORD SERIES FORMAT(S)

a Letter Size D Microfilm

D Legal Size a Computer Tape

D Bound Book • Floppy Disk

a Audio Tape o Video Tape

• S-Ofher (Specify) / / Si ^

RECORD SERIES SEQUENCE

a Alphabetical

— ' • Numerical

D Chronological

a Geographical

another (Specify)

D File Drawer(s)
D Microfilm Reel (s)
• Corppafer Tape

Number

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

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes \ a No

15. ACCESS RESTRICTIONS (If yes, eile'law(s) 8 reoiJlation(s)

a NoD Yes N o •

16. AUDIT REQUIREMENTS

a None a State • Federal D" Independent

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

describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes

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

OGS 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 5501)

D E P A R T M E N T OF G E N E R A L SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page - ^ ' Of

1. DEPARTMENT/AGENCY 3. UNIT

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

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

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

.

7. RECORD SERIES FORMAT(S)

D Letter Size o Microfilm

o Legal Size a Computer lace

• Bound Book o Floppy Disk

a Audio Tape a Video Tape

RECORD SERIES SEQUENCE

n Alphabetical

a Numerical

a Chronological

n Geographical

o Other (Specify)

9. VOLUME

a File Orawet(s)

D Microfilm Reel (si

a Cpfrtpuler Tace \%

(S'Other (Specifyl/g

Number

10. ANNUAL ACCUMULATION

a File Drawer (s)

o Microfilm Reel (si

o Computer Taoe(s)

a Other (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

• Yes a No

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

a Yes

a regujalfon(s)

d^No

16. AUDIT REQUIREMENTS

a None • Stale a Federal n Independent

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

describe any hardware/software)

18. RECOMMENDED RETENTION

D Yes

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

DGS 550-4 (Revised 1/93)




