DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. C g— 2 5

disbursements, check copies, etc.

State Reports

state tax refund forms, etc.

Motor Vehicle File Forms

certification, gift certification

legislature, trailer park monthly reports, deposit memos, leave
request forms, newspaper articles, invoices, tax sales, cash

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

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3
Agency Kent County Division/Unit  Treasurer’s Office
Item
No Description Retention
Subject File
1 Consisting of dog fund claims, correspondence, Retain for 3 years, then destroy

2 Various reports, consisting of correspondence, claims for | Retain for 5 years, then destroy
refunds of real & personal property taxes, assessment change
report, homestead credits, agricultural transfer tax statement,

3 Various motor vehicle forms relating to drivers license, Retain until updated or
duplicate permits, learners permit, application for title, superseded, then destroy
manuals, correspondence, handwritten notes, bad checks
returned, application for tag refund, motor carrier

Approved by Department, Agency, or Division Representative.

Date June 1, 1998

Signature M}) //W

Type Name __Charles D. MacLeod

Title County Administrator’

Schedule Authorized ‘by State Archivist.

Date 41998

slgnam)@m! /% W/

DGS 550-1 (Rev. 10/92)




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

Schedule No. C Z’;g 5

Cash disbursement ledgers

5 Ledger books, consisting of cash disbursements,
authorized bonds and redemptions, automobile taxes paid,
voucher register, etc.

Canceled Checks
6 Canceled checks, bank statements, adding machine
tapes, deposit slips

_ Payroll Reports/Payroll Accounts
7 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
8 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.

A Page 2 of 3
(Continuation Sheet)

Item

No. Description Retention
Redemption Certifications

4 Redemption certifications, memos listing check amount, | Retain for 3 years and until all

certification number, name of property owner, handwritten | audit requirements have been
notes 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

Schedule No. C 27/? 3

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

Page 3 of 3
(Continuation Sheet)
Item
No. Description Retention

Real Estate tax receipts

9 Receipts for real estate taxes paid, deposit slips from Retain for 3 years and until all
various banks, handwritten receipt books, receipts for audit requirements have been
deposits made - batched receipts for taxes paid, also fulfilled, then destroy
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

10 Printouts include receipts register, receipts index file, Retain for 3 years and until all
receipts data entry, account activity report, cash trial audit requirements have been
balance, trial balance, revenue guidelines, expenditure fulfilled, then destroy
guidelines, audit detail, etc.
Tax roll books

11 Listing of tax rolls by district and year, property owners | Retain for 20 years, then destroy

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




INSTRUCTIONS - TYPE OR PRINT A semwe g&-nu FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RICORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD
¥ oA e . Page /

- PO. BOX 275 - JESSUP. MARYLAND 20734 - of
"~ C “ -~ - L " L . a N . A S - . )
. DEPARTMENT/AGENCY 2 omsuon//'f e,%ské/—-— < | 3 uNT |

DEFINIT!ON Records Serles CA group of ralnted record/ungm)y filed ‘and. used s 2 unit-for.raferance as well.as retention and _dlspbqinon pufposes.

5. EARLIEST YEAR / LATETEST YEAR

4. RECORD SERIES TITLE 5%6%%%
| [FEZ STFE

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

CoNSISE7p 557 F ] PP 5 Lo PESPre
4‘7 ~ 54’%//”; =] TA TH V212, 1] onr A /é/ﬂﬁf*/é ;
/ W@”/"Pj 459//5 /g

Include ihe purpose or functicn of the Senes)

Y o s —

8. RECORD SERIES SEQUENCE

7. 'RECORD ES FORMAT(S) 9. VOLUME /
de Drawer(s)
Lelter Size - :

o Microiilm a Alphabelical

o Microfilm Reel (s}
. a Compuler Tace {s!
O Legal Size a Computer Tzce : G Numencal f a Cthet (Specily)
O Bound Book O Floppy Disk G Chronolog:cal Number
Q Audio Tape Q Video Tace 3 Geographicai 10. ANNUAL ACCUMULATION

File Orawer (g)

a
m;pecnv; M‘e—’ Microfilm Reel (s)

u]
a Compuler Tape!s)
O Other (Speciy)

O Other (Specify)

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) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
a Yes : o No
&ff e
15. ACCESS RESTRICTIONS (If yes. cile faw(s) & reguiation(s) 16. AUDIT REQUIREMENTS
O Yes a No a None g State O Federal @  Independent
1
17. IS AN INDEX SYSTEM USED? (if yes. expiain onefly and 18

. RECOMMENDED RETENTION k )/?’/}U Fh 8//?(5
//feapeé/’fr’“y

describe any hardware/software)

—

a Yes

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

RN Z, /55

75 350-4 {Revised 1/93)
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{NSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EAC}.i NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS $50-1)

-~ - -

~ W - L

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 JEaSUP MARYLAND 20794

AGENCY RECORDS INVENTORY

- Page i of

DEPARTMENTIA-GENCY

A/@V/ .

2 omsaon//f 8,%4(/.
9/:%/.' =

3. UNIT

L DEFINITION Racords Serlos JA group of mmed record/un.wu}y filed and used 23 a uml for.reference as well-as retention and disposjion purposes.

+ RECORD SERIES TITLE 5%6%?/%/

5. EARLIEST YEAR / LATETEST YEAR

[ZEZ /TF=E

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

CoNSISTrr 2~ D

L €7/ /7T il 7 7A TH G VT }<. 177on A, /é/@f‘/é ;

Depro, 7 /177e/ 05 -
/VZWJ /0}/03/\
LARES

Inctude the purpose or funclicn of the Senes)

Frrrd C/iPP22s 5 LorPEspPre

L= //f

Y o s —

2 /-:zs/ //I////dfé TEX SAlEs -
D/cséy/':Seﬂ/eﬁf’ CHeri & 60/0/66 Yoy

7. RECORD ES FORMAT(S) .
Letter Size o Microfilm

O Legal Size a Computer Tzce
a Bound Book a Floppy Disk
O Audio Tape O Video Tape

0 Other (Specify)

8. RECOROD SER!ES SEQUENCE
a Allpnacellca(
G Numencal
o Chronolog:cat

O Ceographical

z((ﬁoecn'v; W‘e/

9. VOLUME /
: File Orawer(s)

a Microfilm Reel (s)
O Computer Tace is:

Number

i a Ciner (Specity) ___

10. ANNUAL ACCUMULATION
O File Drawer (<)
o Microfilm Reel (s}
0 Comguter Tape!s)
O Other (Specily)

Number

-

1. FILE IS USED

a Daly a  Weekiy a  Monthly

12. FILE BECOMES INACTIVE AFTER

o
Number

Month(s) a

Year(s)

-

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

49 a Yes O No
/%e
15. ACCESS RESTRICTIONS (if yes. cile law(s) & treguiation(s) 16. AUDIT REQUIREMENTS

a Yes a No o None o State O Federal a Independent

—_

7. IS AN INDEX SYSTEM USED? (f yes, expiain briefly and

describe any hardware/software)
MO/

Q  Yes

18. RECOMMENDED RETENTION

SW

s

9. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

t

%5 350-4 {Revised 1/93)

MR | Z, S5e




CfF S e Epippyents P ENTET o /57_\

//ﬁr/yfgﬁz@ D, CHold £ Af 2/ CE e ST
SR STRTE SAECrTre P smen T Tories -



{NSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES "© AGENCY RECORDS INVENJGRY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION ' ‘
SCHEDULE (DGS 550-) 7275 WATERLOO ROAD
~ P.O. BOX 275 - JESSUP. MARYLAND 20794 Page —a-Za— or
P4

1. DEPARTMENT/AGENCY 2. DIVISIO /{%"fg’/”é 3. UNIT
MHe7 < y

e/ <o e

DEFINITION . Racords Series - A group of refated records normally filed and used as a unit for refarance as well .as retention and disposition purposes.

4. RECORD SERIES TITLE %/@D/V\S 5./52L‘L;éYEAR I LATETEST YEAR
ZE8 /FF>

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

%//P/As /49/76 4%%5/\5//,«7 o~ £ Cor e Spﬁdb/euze
6/9//%5 F /j{ = JE. @A ¢+ 7%/’39/@9@ -
pg/f J ke */x@%mﬂﬂyﬁ/%

/79/{5572;@/ V= 4//7" %04”47/;947/};;’
Ty STres Mcsf’f‘,?”/?aﬁ; Dw%,gzz;

A

\.—l

E

l

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
e Drawer(s)
eller Size C Microidm O Alphabetical O Microfiim Reel (sij
’ a Compuler Tace is'
3 Legal Size O Computer Tzce S Numencal } a Cther {Specily)
3 Bound Book C Floppy Oisk G Chronolog:cal Number
3 Audio Tape O Video Tagce T Geographical 10. ANNUAL ACCUMULATION
‘ - : — . -+ O File Drawer )
3 Other (Specify) ther (Speciiv) WC ! QO Microfilm Reel (s)
—_— a Computer Tape(s)
Q Other (Specify)
Number
11. FILE IS USED . 12. FILE BECOMES INACTIVE AFTER
-a Daiy Qo Weekly 3 Monthly - a  Month(s) o Years)
' Number
13. CURRENT LOCATION(S) (B!dg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office}

pﬁe' @'6 ' a  Yes o No

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

a Yes a No a  None a Slate g Federal a Independent

17. 1S AN INDEX SYSTEM USED? f yes, 2xotain dnefly and 18, RECOMMENDED RExENTlONﬁe )?./ F‘ F /:5
describe any haraware/software)
3 Yes 9’.10/ /Wl) D‘gé/ /Bf

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

L | JIHE. /f [F7Z

0438 "45.4 {Rewvised 1/93)




|NS!EUCTIQES ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

SGHEDULE (OGS 550-1)
~ "

REVNISED RECORD SERIES FORWARD WITH RECORDS RETENTION

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

AGENCY RECORDS INVENJORY

Page ,2 ‘ of

1. DEPARTMENT/AGENCY

Me7 <o

2 mws:oﬁ/{e—zk/g /,,é
FF T

3. UNIT

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

4. RECORD SERIES TITLE

A Aepors

5. EARLIEST YEAR / LATETEST YEAR

/ZEB S PF

CloMs fo— f.

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

///?A’/P/As /QOP/V&S 47/6/6//,0 of— £ Cor T sppxe/eygé
o = JE aA ¢t flrsosomd | -
)Of’pgr?" TIANES ; Fms Ens pren ] TAHAPE Sy,

% S =
/%’7% S Br¥s ; EZ

Lr/Z

/749/{54-5770'7&/ = J/
T2y ST Mﬁf T UK

uWlra

Include the purpose or functien of the Senes)

s

\_—l

l

7. RECORD SERIES FORMAT(S)
elter Size [}

Microflm

3 Legal Size 0 Compuler Tzce
3 Bound Book C Floppy Disk

3 Audio Tape a Video Tace

a Other (Specily)

8. RECORD SERIES SEQUENCE
a Alphabeticat
S Numencal

G Chronolog:cal

9. VOLUME /
ile Orawe!(s)

o Microfilm Reet (s1
a Computer Tacn is:

} a Cther (Specily

Number

O Ceographical

10. ANNUAL ACCUMULATION
Q File Drawer (<)
o Microfilm Reel (s!
o Comguter Tape(s)
O Other (Speciy)

Number

11. FILE IS USED

a Dady O Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

a  Month(s) ]

Number

Year(s)

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(if yes. specify agency or office)

- a Yes o No
W&e
15. ACCESS RESTRICTIONS (If yes. cile law(s} & reguiation(s) 16. AUDIT REQUIREMENTS
o Yes a No O None 3 Slate a Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? f yes, exoiamn orefly and

describe any hargware/software}
E/rlo/

3 Yes

18, RECOMMENDED RETENTION

37%5%0

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

PGS 254 (Rewised 1/93)

Vi )i 7 P, /f f77=




INSTRUCTIONS -~ 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 '

SOEOULE (OGS ssen L |- 7215 WATERLOO ROAD * 2
T et s vt tNTeo L f o tioPO.BOX 275 JESSUP WARYLAND -20784 | Page

~ .

iz

of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

fewd Co . mmmrioeE |

DEFINITION - Records Serles - A group of related records normally filed and used as a2 unit for raference as well as retention and disposition purposaes.

4. RECORD SERIES TITLE Mﬁ//P‘/“ %f/&/ﬁa ﬁ-_%e‘ 5. EARLIEST YEAI‘ZL‘:ETEST YEAR
70 / 7&&37
ﬁ—f%s

6. RECORD SERIES DESCRIPTION { Briefly descnbe the lypes of information/documents/forms found n the Series Include the purpose or functicn of the Series)

VB Tootess MTFor~Jetyodle /5’;75/ I/ 972—2770 z
J)Wgr‘g Lised e; prﬁdﬁfc ng)%t/’/%:’

466‘/""//)&:”5 7%/’7%/7;3 /@p/d,y//;;}; /5’77:/5 -

/77#4/;{,445/' Lorves ;be)a/ eﬂ"’%‘ Snd EVTTT=4s
NCIes - Bl C»écfaké /62777/7/:07/? . LT r)

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

2’{5:2& C Microfilm O Alpnatelicar . a Microfilm Reel (si

a Computer Tace |s:

3 Legal Size a Computer Tzce S Numerical / Qa Cther (Spezify)
3 Bound Book G Floppy Disk o Chronolog:cal Number
a Audio Tape O Video Tage O Geographical 10. ANNUAL ACCUMULATION
- o File Drawer {g)
O Other (Specify) ?m:ecxrv;ékéw— O Microfilm Reet (s)
. . . 74 O Comguter Tape(s)
N O Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly O Weekly a  Monthly . o Monthis) a  Years)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

pfﬁé& o Yes‘ o No

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

QO Yes a No O None O Slale O Federal O {ndependent

i a
17. 1S AN INDEX SYSTEM USED? +f yes. expiam onefly and 18. RECOMMENDED RETENTION W,{) L/x)jfé M/ﬂﬁu

describe any haraware/soflware)

a Yes . e DX cftlpff\?ca/ﬁijﬁ:ﬁf)peamy,

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

g | /B, L7 (295

045 40-4 {Rewised 1/93)
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_SCHEOULE(DGS 550-1)

.

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

Py Tl N -

'DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJORY
RECORDS MANAGEMENT DIVISION

: 7275 WATERLOO ROAD
“ i~ P.O. BOX 275 - JESSUP. NARYLAND 20794

Page "g of

1. DEPARTMENT/AGENCY

JseaF Co

2. DIVISION 3. UNIT

Veasimers 2FF .| .

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

foraa s

4. RECORD SERIES TITLE Mﬁ//;;_ }é%/é/& 676

5. EARLIEST YEAR / LATETEST YEAR

10 CHFE ST

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informatiorvdocuments/forms found wn the Series Include ihe purpose or functien of the Senes)

VB Tt MTor ke /04/’;76/ '@/9775770 z
Drivers Licwse; Duplbenss rommiZs;
Lﬁf?/”/ﬂ& rrs 7‘93/’74?/7;:

Wioyiwphs - Corvres 7
/f/p’725 - /xézl C»éefc/gs ,@3,777/7/:07 S /DVe f‘)

T for ToHe -
pocd exdee s SoHd keyirrs,,

7. RECORD SERIES FORMAT(S)

elter Size C Microfilm

7 Legal Size 2 Compuler Tece
2 Bound Book C Fioppy Disk
3 Audio Tape O Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE 7

9. VOLUME /
e Drawer(s}

O Alphateticai Q Mcrofidm Reel (s)
a Computer Tace is!

S Numencal / o Cther (Spezify)

a Chronolog:cal Number

10. ANNUAL ACCUMULATION
Q File Orawer ()
o Microfilm Reel (s}
O Comgpuler Taoe(s)
O Other (Specify)

T CGeograohical

-
B’Llhe/r(Specﬁv ) éké g

{

Number

11. FILE IS USED

c Daily O  Weskly a Monlhfy

12. FILE BECOMES INACTIVE AFTER

o Month(s) a Year(s)

Number

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

e

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

o Yes O No

QO Yes a No

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

16. AUDIT REQUIREMENTS

a None a State o Fegeral 0 Independent

17. 1S AN INDEX SYSTEM USED? :f yes. expain brefly ang
describe any haraware/software)

e

O Yes

18. RECOMMENDED RETENTION /M‘) ”,0774 /4/0#
oK ét/pef:p’zalai g @3&7—67,

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

CG5S 3.4 (Revised 1/93)

/IHK, A7
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INSTRUCTIQNS - 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 {DGS $50-1) 7275 WATERLOO ROAD </
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page S of

1. DEPARTMENTIAGENCY 2 omsqonffggfla—éjW. 3. UNIT
/{W Ce. /-

DEFINITION - Racords Serles - A group of related records normally filed and used a3 a unit for jdlerenca as well as retention and disposition purposes.

4. RECORD SERIES TITLE idwmA)WM - S. EARLIEST YEAR / LATETEST YEAR
S| (977 L72

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

federpTroe Lord)ZedTmds ; Mermds,
faf ST %7 Chiecit. Sty CarFof7 ers s omd
Ajf/ﬁétﬁc Nz 5= pr’ferﬂ; Droer,
Y WS F TS NPz,

7. RECORD § S FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME /
_ . B e Drawer(s)
Letter Size ' o Microfilm O Alphateticat g Microfilm Reel (s}
. a Compuler Tace {s!
O Legal Size 0 Compuler ‘zce S Numencat . / a Cther (Specify)
a Bound Book G Floppy Disk D’Cmog:cal Number
O Audio Tape Q Video Tape O Geograhical 10. ANNUAL ACCUMULATION
. a File Orawer (s)
O Other (Specify) Q Cther (Speciiv) O Microfilm Reel (s}
a0 Comguter Tape!s)
Qa Other (Specify)
Number
11. FILE IS USED : 12. FILE BECOMES INACTIVE AFTER
G Daly o Weekly a  Monthly a  Month(s}) o Year(s)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

7/FE' | O Yes o No

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

O Yes a No G None o Slate O Fegeral O Independent

16, RECOMENDED RETEMIONM/;_);L) g‘; 3)//’:5, %/4
o L)1 L W/ %Wd}fﬁ&fk//ém@zijg

| " " e Lo Pl DS 75

19. NAME AND TITLE OF PREPARER : 20. TELEPHONE NUMBER 21, D/ATE

L | MEZ. /2 /925

7735 $50-4 {Rewised 1/93)

' 17. 1S AN INDEX SYSTEM USED? (If yes, expiain tneily and
descrnibe any haraware/soflware)




INSIRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
~SCHEDULE(DGS §50-1)

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

AGENCY RECORDS INVENTORY

Page ?’ of

1. DEPARTMENTIAGENCY

NEAT Cp.

2 DIWSION@,&/“‘; %

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

3. UNIT

aronce as well as retention and disposition purposes.

4. RECORD SERIES TITLE /cﬂ—/mﬁﬁ_@t)dgf’w -

5. EARLIEST YEAR / LATETEST YEAR

(977 /725

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

Include the purpose or functicn of the Senes)

fdem/pﬁ;k) Agff'z_ﬁz—/ﬁ’ﬁ%-’)é 5 WferwDs

o fST 7 Check. SoperenT; CarFof7 esTspud
Nigmbel;, A 7mre == frepersy Dwoner,
0 WANFTTE0 NTZs, |

7. RECORD S S FORMAT(S)
Lelter Siie ' Q Microfilm

O Legal Size G Computer Tece

O Bound Book G Floppy Oisk
a Audio Tape Q Video Tape

a Olher (Specily)

8. REvCORD SERIES SEQUENCE
O Alphaceticai
S Numencat
el
O Ceographical

o Clher {Speciiv)

9. VOLUME /
ile Drawer(s)

o Microfim Resl (si
a Computer Tace is!
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17. IS AN INDEX SYSTEM USED? {If yes, expiain briefly and RECOMMENDED RETENTIONKG/W/V /%; \5)// S ﬂ&d
describe any hardware/software) / = / =
/W’Z 4//%(45/ /67////-/ 7=
a - Yes 0 /7—
Vo e leero F/p’/f 0z ,aﬁis“/ﬁ/
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
w

DGS 550-4 {Revised 1/93}
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

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

Page _~ SZ of

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

3. UNIT

SCHEDULE (DGS 550-1) Z
— J
1. DEPARTMENTIAGENCY 2 DIVISION / /22 JeS) T <

HerJ Zo. EA e

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

5. EARLIEST YEAR / LATETEST YEAR

4. RECORD SERIES TITLE @/ﬁ//%ﬁ@%\s .

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

L1707 7 T Kolls &y DIFTTeT mod e
WoperTy Owovers Omme | o7 2=

/A %‘C‘xf&ﬁ@/{ /40/0//—255/ //ﬁ/fi é—'/;%)%f: ./
| /9/6;"’7

9. VOLUME

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

O File Drawer(s)

O Letter Size © O Microfilm. O Alphabetica! O Microlilm Reel (s)
Mer Tace {sjp~
O Legal Size 0 Compuler Tece S Numernical ) E Qther (Specif
O Bound Book QO Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
i . a File Orawer ()
MTQ(Specxly) = a Other (Speciiy) O Microfilm Reel (s}
— P O Computer Tape(s)
} @P z mk . é = O Other (Speciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
2 Daly o  Weekly 3  Monthly ] Month(s) [s] Year(s)

Number

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

13. CURRENT LOCATION(S) 9dg, Floor, Room)
77 VY == Yk
7

15. ACCESS RESTRICTIONS (If yes. cite Iaw(s);yui(on(s)
o Yes No

16. AUDIT REQUIREMENTS

o None o Stlate O Federal O Independent

17. IS AN INDEX SYSTEM USED? (if yes, expiain bnefly and

describe any hardware/software)
m/rlo/

O Yes

18. RECOMMENDED RETENTION /&ﬁ/kg};pyﬂ"
Toer D&éﬂ%

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

felo 75 555

DGS 550-4 (Revised 1/93)
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