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’ DEPARTMENT OF GENERAL SERVICES Schedule No. C XX é.__
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 6
Agency Kent County Division/Unit Budget and Accounting
Item ’
No Description Retention
Basement Office
Correspondence A
1 Memo’s, correspondence, survey data, bond reports, Screen annually. Destroy
budget data, employee benefits, insurance certificates, 911 material having no further
information, bank statements, handwritten notes, contracts administrative, fiscal, legal, or
and agreements, bidders list, facilities studies, grants, revenue | operational value. Retain
information, financial statements, time sheets, request for permanently any material
journal entry forms, petty cash reports, per diem reports, mandated by statute or that
payroll reports, health insurance reports, tax information, serves to document the origin,
invoice copies, resolutions, check copies, etc. development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives.
Governmental financial systems
2 Computer printouts consisting of - expenditure budget Retain for 3 years and until all
worksheet, schedule of budget workshops audit requirements have been
fulfilled, then destroy.
Governmental financial systems
3 Consists of - account activity, balance sheets, history Retain for 3 years and until all
change report, financial worksheets, etc. audit requirements have been
fulfilled, then destroy.
Eren’s Files
Miscellaneous budget files
4 Correspondence, budget hearing outlines, summaries of Retain for 3 years and until all
operating budget, estimate revenues, notes for budget audit requirements have been
hearings, department budget requests, etc. fulfilled, then destroy.

Approved by Department, Agency, or Division Representative.

Date June 1, 1998

Signature W b /L{ MM

Type Name Charles D. MacLeod

County Administrator

Title

Schedule Authorized by State Archivist.

Date __JUN 4 1998

Signature Q"M‘[C /M
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DEPARTMENT OF GENERAL SERVICES Schedule No. C Xg é———’
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 6
(Continuation Sheet)
Item
No. Description Retention
Governmental financial systems .

5 Computer printouts - consisting of - schedule of bills, Retain for 3 years and until all
check register, account activity, disbursement journals audit requirements have been
(feature distributions benefit), disbursement edit listing, fulfilled, then destroy.
receipts journal, cash trial balance, balance sheet,
expenditures guidelines
Telephone bills(paid)

6 Telephone bills with detail records Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Special payroll reports

7 Consists of copies of checks issued, payroll checklist, Retain for 3 years and until all
handwritten work sheets, payroll register, copy of voided audit requirements have been
checks, etc. fulfilled, then destroy.

Audits - year end reports

8 Accountants report, financial statements and Permanent - one copy of each

supplemental information, reports by year. years report, send to the
Maryland State Archives.
Audits - year end reports - work papers

9 Work papers and correspondence - these records are Retain for 3 years and until all

maintained with the audit reports by year. audit requirements have been
fulfilled, then destroy.
Paid Vouchers (Treasurer’s copy)

10 Copies of accounts payable checks with attached Retain for 5 years and until all
commissioners’ payment form - includes notes, travel and audit requirements have been
expense forms, receipts, copies of invoices, billing, fulfilled, then destroy.
worksheets, etc.

Proposed Budget

11 Bound books of proposed budget, book includes - Retain for 3 years and until all
budget data, estimated receipts, and expenditure requests, audit requirements have been
correspondence, etc. 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. C 7;? 5———

Page 3 of 6

hourly rate, hire date, date of birth, pay data, tax data and
deductions

Item
No. Description Retention
Adopted budget
12 Bound book of adopted budget, book includes - Retain for 3 years and until all
organization, estimated receipts, expenditure request, back- | audit requirements have been
up data, construction fund, etc. fulfilled, then destroy.
Financial Statements
13 Copies of yearly financial statements prepared by an Retain permanent, transfer
independent audit firm periodically to the Maryland
State Archives.
Financial reports - reference
14 Various financial reports from other counties and the Retain until updated or
state of Maryland - reference material superseded, then destroy.
Payroll registers
15 Computer printouts of bi-weekly payroll information Retain for 3 years and until all
Includes but is not limited to the following: audit requirements have been
Payroll register fulfilled, then destroy.
Payroll check transmittal form (computer generated)
Payroll reconciliation to general ledger
Payroll journal interface
Payroll worksheet, automatic pay
Payroll
Check copies
16 Copies of payroll checks issued, showing gross pay, Retain for 3 years and until all
deductions and net pay audit requirements have been
fulfilled, then destroy
Payroll
Payroll/employee data _
17 Computer printouts - showing employee name, ss#, 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

Schedule No. C ?2 é—-—-'

earnings, address

Page 4 of 6
(Continuation Sheet)
Item
No. Description Retention
Payroll
Labor distribution (computer printouts)

18 Bi-weekly printout showing labor distribution by general | Retain for 3 years and until all
ledger number, lists - general ledger #, name, gross pay, audit requirements have been
total debits and total credits, includes but it not limited to fulfilled, then destroy.
the following:

Labor and benefits distribution
Disbursement edit list
Disbursement processing
Disbursement journal
Disbursement authorization
Payroll
Payroll validations

19 Bi-weekly computer printouts listing employees by Retain for 3 years and until all
department, hours worked, earnings, withholdings, audit requirements have been
deductions and benefits, validation report. fulfilled, then destroy.
Payroll

Feature distribution deductions
20 Computer printout listing - deduction, amount for, Retain for 3 years and until all
current, MTD, QTD, YTD, and FTD audit requirements have been
fulfilled, then destroy
Payroll
W-2 listing

21 Computer printout, listing 1985 W-2's Same as item #20

Payroll
Check Register
22 Computer printout, listing - check #, amount, employee, | Same as item #20
employee # and check sequence.
Payroll
Year end report payroll
23 Computer printout listing - department, employee name, | Same as item #20

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




DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION C i % 5—‘

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 5 of 6
(Continuation Sheet)

Item :
No. Description Retention
Budget Books
24 Department or program summary of budget estimates for | Retain for 3 years and until all
fiscal year. Lists - program, description, performance units, | audit requirements have been
budget requested and budget approved. fulfilled, then destroy.

Miscellaneous accounting records
25 Federal withholding information, state tax reports, state | Same as item #24
stars reports, levies, treasurers reports, MD retirement data,
includes but is not limited to the following:

General fund journal

General fund journal (Master List)

Revenue fund journal

Check authorization and adjustments

Revenue guidelines

Revenue status & history report

Monthly hospital inpatient reports

Appropriation status & history report

General fund account status & history report

One line budget report

Month end payroll journal

Appropriation transaction journal

Liquidation & expense journal

Accounting files by subject matter

26 Correspondence, copies of checks from the state of Refers to items #26-27
Maryland audit reports, community work programs, Screen annually. Destroy
revenue sharing travel policy, financial reports, land material having no further
preservation and zoning reports. 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.
Correspondence

27 Miscellaneous correspondence to the County
Commissioners from Maryland State agencies, county
departments, and correspondence from associations and
private citizens to various county departments

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




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

Schedule No. c 7;‘? ) £

President and Members of the Commissioners.

Al Page 6 of 6
(Continuation Sheet)
Item
No. Description Retention
Cash receipts
28 Numbered receipts with County Commissioners’ Retain for 5 years and until all
revenue form, adding machine tapes, copy of check, audit requirements have been
invoices, correspondence fulfilled, then destroy.
Estimated revenue reports
29 Copies of estimated revenue reports signed by the Retain for 3 years and after all

audit requirements have been
fulfilled, then destroy.

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




(NSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJGORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION '
SCHEOULE (DGS 550-1)

7275 WATERLOQ ROAD
R PO. BOX.275 - JESSUP. MARYLANO 2079‘ I Page Z of

L T T . ..

5.

Y oeparmMENTAGENCY  © 2 oivsion 61«&/747 - 3. UNIT 5%6/%6‘/&7’_

per7 Coo - /aw”w/ ¥ oFFie

DEFINITION - Records Serles - A group of related records normally filed and used a3 a umt for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE cpffés Mm ' . | 5 EARLIEST YEAR / LATETEST YEAR
T . @TO 7__-

6. RECORD SERIES DESCRIPTION { Briefly descnbe lhe lypes of mformahon/documems/forms found in the Series’ Inclyde .he purpose: of functien of the Scries)

& s 7 e s = Cor 7Z=p o = T SerreET
T, froporits - St /%00/7" BidseT -

G/ /// r‘mﬁ//w«) SR STA= K= A
7, x?»f‘ > CoNTRRETS v/ Sers T

7 fover) T

W= /7 =3 Wﬁ—‘ ///5/&/%04@ ér//ﬁém.
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 5 voLutE /
X E de Diawer(s)
: Iphatetical

eller Size o Mrcrofilm a Microfilm Reel (s}
. : O Computer Tace is:
Legal Size a Computer zce S Numernical a Ciher (Spezily)
0 Bound Book C Floppy Disk C© Chionological Number W
0 Audio Tape O Video Tace O Ceographical 10. ANNUAL ACCUMULATION

. O File Orawer (<)
O Microfilm Ree! {s}
0 Computer Tape!s)
O Other (Specify)

O Other (Specily) _.- Cther {Speciiv)

55/,4/@/ e

Number
11. FILE IS USED ' : 1'2. FILE BECOMES INACTIVE AFTER
o Daly ' a Weékly a  Monthly . h 0 Month({s) o Year(s)
. Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) } _ 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specify agency or office)

SpsmnTtyFZe | o

15. ACCESS RESTRICTIONS (if yes. cite law{s} & reguiation(s) 16. AUDIT REQUIREMENTS

Q  Yes a No G None a  State O Fegeral a independent

17. IS AN INDEX SYSTEM USED? (!l yes. exoian onefly and 18. RECOMMENDED RETENTION S &‘ﬁ/}/ —_ '/‘
dir.crpe any hargware/software) \I I/ 6 ’é

> e | feJerTivw STEje isrentT

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

N/K,/gﬂ’
beew. KT STrlaaressy

00635 3804 viwnseq 1/93)
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IN2{HUG]IQNS - IYPE OR PRINT A SEPARATE FORM FOR EACH NEW
J| REVISED,RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

_Z

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

Page __/ of

1. DEPARTMENT/AGENCY

2. DIVISION &,@/f@ 7=~
e 7
T

3. UNIT

Pl

OEFINITION - Records Serlas - A group of related records normally filed and used 2”2 unit for reference as

wall as retention and disposition purposes.

6/572/}/5

4. RECORD SERIES TITLE @WM@%W%J

5. EARLIEST YEAR / LATETEST YEAR

/LS 0 /G55

| /Jﬂo«é@ﬂé‘

Comppiier70eilis ConsisZinty 7
Biapey Ity Hsbell: Sefpedie o LwdreT
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6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documentsfforms found in the Series Include the purpose or functicn of the Senes)

= WZZ/‘@

7. RECORD SERIES FORMAT(S)

O Letler Size G Microfiim

O Legal Suze ‘ c Computer Tzce
a Bound Book Q Floppy Qisk

Qa Audio Tape O Video Tape

TAHXN

8. RECORD SERIES SEQUENCE
Qa Alphabeticat
G Numencat
© Chionological
0 Ceographigal

NE

~Other {Speciiv)

9. VOLUME
O File Draweris)
a Microlilm Res! (s}

g/?uauler face :j<‘/ ¢
Mhet (S"e::!y).& 2
/) Ciley g

=7 (=
==y

10. ANNUAL ACCUMULATION
O File Drawer {s)
O Microfilm Reet (s}
0 Comgputer Tage!s)
O Other (Spezidy)

Number

11. FILE IS USED

a Daly O Weekly g  Monthly

12. FILE BECOMES INACTIVE AFTER

o
Number

Month(s} a]

Year(s)

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

14. IS RECORD SERIES OUPLICATED ELSEWHERE? (If yes. specify agency or olfice)

J% E : m /-’_ Q Yes o No
15. ACCESS RESTRICTIONS (If yes. cile Iaw(s):mg/ym'atmm 16. AUDIT REQUIREMENTS
a Yes No a None a State O Federal a [ndependent

17. IS AN INDEX SYSTEM USED? (If yes. axpiain prefly and

describe any hardware/software)
-Z?‘Jo/

aQ Yes

18, RECOMMENDED RETENTION Igfé‘/&,é’r‘_?/ff’ 4&2:/
WIITE. 42 sl 7 /?%A’/f’e&twg

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER .

JM.&»VEZFJ//‘@/ %0‘2&7/;/"%

21, 4TE

063 550-4 {Revised 1/93)

. [T /725




(ESIRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES }/;\GENCY RECORDS INVENTORY

REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (0GS 550-1) 7275 WATERLOO ROAD g
/ P.O. BOX 275 - JESSUP. MARYLAND 20794 Pagei o _
L3 e fia s 3
1. DEPARTMENTIAGENCY 2. DIVISION W/ C/f“d" 3. UNIT

<erT Co. AL el TR0

DEFINITION - Records Serlas - A group of related records normally filed and used as a Jlt for referance as well as retention and disposition purposes.

4. RECORD SERIES TITLE ;DV&K/VMZ’CJ/?A %yx)c_/,gbé 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/{prms found in the Series  Include the purpose of funclicn of the Senes)

LowS)ST= of - fFetomT G//W// - By pnne Spes;
M) 5]zr ,,Aéﬁ/%f A7 A =T AP a%/ce/s»

ejc.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. . ) O File Drawer(s)
O Letter S2e - Q Microiilm O Alphatetica O Microfilm Reel (s)

: Z/C’Amoular Tacn 5,4
O Legat Sze a Computer Tzce S Numerncal , : Cther (Spezily) L

O Bound Zook O Floppy Disk C Chronolog:cat Number FL;D:‘f
0 Audio ‘ece O Video Tace a C’ngaDhXC‘” 10. ANNUAL ACCUMULATION

o File Drawer (s)

s 7 -~ I
O Other {Scectfy) ZE/Z' i 42 emr {Spectiv) 4/27/0 ‘6._. O Microfilm Reet (s)

@ Computer Taoe(s)

Cﬂ/”/;//&/“p//"ﬂ%/ﬁ//S _ O Other (Specify)

_g . Number

11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
a Daly a  Weekly a  Monthly 0] Month(s} a Yeat(s)
- Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes_ specify agency or office)

ﬁ/‘%ﬁﬂwf v @ N

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

O Yes 5 a None a  Slate O Fegeral G Independent
/
17. IS AN INCEX SYSTEM USED? (if yes, exowan trefly and 18. RECOMMENDED RETENTION /6. W )
descade ny hardware/software) ~ W %// /J 7/ PE
a Yes M / ‘/ 6
éﬁ-}/f e

19. NAME AND TITLE OF PREPARER : 20. TELEPHONE NUMBER 270 DATE

7. /2/.’/927

€G3 £50-4 (Revises */93)



-INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES : AGENCY RECORDS INVENTORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION : '

SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD g
DR 7 P.O. BOX 275 - JESSUP. MARYLAND 20794 F’GGEi of
s
1. DEPARTMENT/AGENCY 2. DIVISION Pf@/ efva’ . UNIT
P , "
Serdl Co. R

DEFINITION - Records Series - A group of related records normaily filed and used 23 a Knt for referance as well as retention and disposition purposes.

4. RECORD SERIES TITLE ;D‘/gfﬂngﬂﬁé %g,()cd/ﬁté 5. EARLIEST YEAR / LATETEST YEAR

. Z7J 7 e
) 75/’6— ST /5%
6. RECORD SERIES DESCRIPTION ( Brietly descnbe the lypes of information/documents/forms found in lhe Series  Include the purpose of funclicn of the Seres)

(oS )ST= - Ll 2T //// ~ K /?/é%?:'/é \ﬁ/&”/é -
5T or ﬂéﬁ W /6}7/‘ T = oA /{)P/%/dtf/g,

ejc.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. . a File Orawer(s)
O Letter S22 Q  Microfilm Qa Alphateticat a Microfilm Reel (si

: O Computer Tace (s, .
O legal Sze O Computer Tzce S Mumerncal e Cther (Specify) € 50 X
/ C-é{éA o
O Bound Zook Q Floppy Oisk C Chronolog:cal Number 60‘7‘—
4

O Audio Tace O Video Tage O Ceographical ) 10. ANNUAL ACCU::"’ULAT'ON
O File Drawer (s}

- J AN P4 ; ¢ ' =
Q Other (Szecify) Zﬁ Xé e’éﬁr {Spectiv) DpIE | a Microfilm Reel (s}

G Computer Tape(s)

CPW/I/E/“ W 77 /(/7;4;71%— O Other (Specily)
__g Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daiy a  Weskly 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)

5/‘%5//;{@27’ ° ' o o

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

a Yes R g None g Slate O Federat O Independent

/.
17. IS :\NIN..CEX SYSTEM USED? (Il yes, exoiain onefly and 18. RECOMMﬁNDED RETENTION/%—/V p/— /60 /‘ E
S WTTL B Ky T et fomnens
hpve beer fa =

19. NAME AND TITLE OF PREPARER ’ 20. TELEPHONE NUMBER 217 DATE
NI /7 /7757
CG3 550-4 {Revisec 193} W 0 M 56%0% mﬂO&/é/ 6%77(’7/%
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES

REVISED ‘RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 5§50-1) 7275 WATERLOQ ROAD
T W P.O. BOX 275 - JESSUP. MARYLAND 20794

‘- - AGENCY RECORDS INVENJORY = *

Page 3 of

1. DEPARTMENTIAGENCY - 2. DIVISION éﬁfd 7‘:/’
K & /(/'//-é'@, L1 i TI7D F

3. uNlr/_f‘ E,()\_l_q
~/fes

L4

DEFINITION - Records Serles - A group of related record;—notmally filed and used as a l{ﬂ for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE /74/6&, , élfaf"ef%‘-/ﬁﬁ

5. EARLIEST YEAR / LATETEST YEAR

GFS e [T

e,

Uy 122 152 22K =S op= 4’7&6/’%///% ' ‘ :
flevarovas ; pifes for iy T SEHPES
DepGrTrr ST 6/%4&7’/%%/@73; e7z.

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsfforms found in the Series  Include the purpose or functicn of the Senes)
L 3 i — N
A / —— S LWTZI s -
Lorrespp 6&7&6’5@’2733/ M/ﬁjf U L ")
7, ' ===y ==
187 T = [ e 15

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

V@; a Microfim O Alphabelicai
egal Size a Computer Tce S Numencal

0 Bound Book T Fioppy Disk © Chronological

Q Audio Tape O Video Tace O Ceographical

d Other (Specify) Vﬁ(ﬁoecu’v; J/P/Ve—

9. VOLUME
O Fie Orawe(s)
Q Scrofilm Reel (si

a Compuler Tare |s! .
. . VC{;‘:SDEC:M

Number FD-M"—
[ 4

10. ANNUAL ACCUMULATION
O File Drawer (s)
a Microfilm Reet (s}
0 Comguter Tape!s)
Q Other (Speciy)

Number

1. FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER

a Daly O Weskly a  Monthly o Moanth(s) s] Yea(s)

Number

13. CURRENT LOCATION(S) (Bidg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)
j ﬁ\w W" o Yes | o No
15. ACCESS RESTRICTIONS (If yes. cite lawis} & reguiation(s) 16. AUDIT REQUIREMENTS

O Yes . No O None g Slate O Fegeral Q Independent

LRTTZ. S

puanm—
17. 1S AN INDEX SYSTEM USED? {If yes. exoiam oreily and 18. RECOMMENDED RETENTION{&/?,/,%;—,ZV/& /?"d
descrnibe any hargware/software) '7-—/

P

19. HAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

7

. | L ) S Y L

K DATE

OGS +49.4 {Revised 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES |-
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULEY(DGS 550t - ¢ 7275 WATERLOO ROAD 25 - ,
' _ - PO:BOX 275'- JESSUP. MARYLAND 20794 Page __ o, - '

1. DEPARTMENT/AGENCY A - 2 DIVISIONZ :&Z-f‘ 3. uNIT
&Iy > Frorpay

DEFINITION - Records Serles - A group of related records normally filed and used as adfhit for reference as well as retention and disposition purposas. ' ;

4. RECORD SERIES TITLE 5/“/%”7&7! %yx)&% 5. EARLIiST(YEARILATETEST YEAR -k
SYSTzms RS0 L 2R '

6. RECORD SERIES DESCRIéION ( Briefly descnbe the types of information/documents/forms found in the Series Incluce the purpose or functien of the Sernes)
C 9/7?0;//5/5 747/0/5;&25’— [‘ﬂ/l/é/-ﬁw ﬁf: ;{5/ //é
. / -~
of B/ 5, ChecK /(?/5//2/' fcnn @’ ,_
ap@,’,ﬁgg//wf"/w, ol , a%fg LR
T ,D/géz//gfcwc/d/"é LTS e face/pls
Joeenlplt Last/ Trmnt Eaptrees; AL St

"AGENCY-RECORDS INVENJGRY Wt

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. O Fie Drawer|(s)
G Letler Size a Micreilm G Alphatelicat Q Microfilm Reel (s)
a Compuler Tace st
QO Legal Size a Cemputer Tzce = Numenca! a Cther (Spezify)
Q0 Bound Book G Floppy Oisk C Chronolog:ca: Number
o Audio Tace O Video Tace 3 Geographicas 10. ANNUAL ACCUMULATION

’
27 P4 / V/ o Fie Qrawef'(s)
ther (Specify) .4’2 A // Cther {Speciy / /p%f O Mcrofilm Reel (s}

- O Computer Tapels)

P O Other (Specify)
V2 | e

Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
a Daiy T 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)

Y e
15. ACCESS RESTRICTIONS (if yes. cite law(s)

wr 16. AUDIT REQUIREMENTS : -
O Yes = No a None g Slate '

i QO Fegeral O Independent

- ‘
17. 1S AN INDEX SYSTEM JSED? (If yes. expian ornieily ana 18. RECOMMENDED RETENTION /f&/ﬁ/,()/g,—- ‘3)%6, %/&d
describe any ‘hardw.verssitware) // j [ k - e
/ WL S ol 7 gt/ i, T
No

- v fmers z%/%;' /%@‘

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

21. DATE

Wz Wy 8

LGS 850-4 {Reviseq 1/93)
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{NSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES s AGENCY RECORDS INVENI(| W
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION . : v oAt
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD / é

: g PO. BOX 275 - JESSUP, MARYLAND 20794 Page
1. DEPARTMENT/AGENCY 2. DIVISION g&/d e 3. UNIT

JKew] Lo Dl pen ST 2

DEFINITION - Records Serles - A group of related records normaily filed and used as a unA referance as well as retention and disposition purposes.

B T (592 [ i
/ 61‘4 r

6. RECORD SERIES DESCRIPTION ( Bnefly descrite the types of information/documents/forms found in the Senes include ine purpose or !uncucn of the Senes)

/6/ /oép,oe LA s 12272 D=z /eébf@é

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. O Fie Drawer(s)
Q Lefter Size < Microhlm C Alpnhacelicat a Microfilm Reei (s)
é er Tace is!
O Legal Size Q Computer Tzce = Numencal ther (Spec:! J@P q
>/
0O Bound Book < Floppy Oisk C Chienological Number %7_\

a Audo Tape Video Tage 3 Geogachical 10. ANNUAL ACCUMULATION

: / o File Drawer ()
er {Specify) m% ' q,c\{rmoer” O Microfilm Reel (s}
O Computer Tape(s)
A TN T °

Other (Specify)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daiy T  Weekly a  Monthly . [w] Monthis) a Year(s)
Number
13. CURRENT LOCATIONIS) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

5 %éﬁ W a  Yes - o No

15. ACCESS RESTRICTIONS (If yes. cite faw(s) & reguiauon(s} 16.© AUDIT REQUIREMENTS

O Yes No O None S Slate O Fegeral G Independent

17. IS AN INDEX SYSfEM JSED? (If yes. expiain drieily ana 18. RECOMMENDED RElENTION 0/‘* /%l
descrite any haraw.sssitware) V() { Wwﬁ 7——~!

- e b AEA., L P,

19. NAME AND TITLE OF PREPARER : 20. TELEPHONE NUMBER 9{1 DATE

[VR - SZ, [ ZZZ

0GS 5504 (Rewiseq 1/93)




{NSTRUGTIONS - 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 INVENTGORY

of

. Page / '7

1. DEPARTMENT/AGENCY

Lewl Co

2. DIVISION /@TV’—’

b]
Z/D,///)c;

3. UNIT

DEFINITION - Records Saries - A group of relatad recovis‘ normally filed and used :snyrmor roference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE %/ﬁé %ﬁg))%@%—

5. EARLIEST YEAR / LATETEST YEAR

[P2F0

546@//5 -
B c/yaak/ =

6. RECOR? SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in ihe Series. Inctude ihe purpose cr function Qf tha Senes)

Cﬁ//é/é'k;—ﬁﬁ; C’p/a /éc it déeaké ISty -
7%7 o/ é%/@%//57;7 /%4/94/ LTI TS zdpi/{_

///7//9‘// %g/éffé?f CLP Y B F 1L Ao

describe any hardware/software)

P

0O Yes

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
) O File Drawer(s)
O Letter Size O Muerofilm O Alphabetical a Microfim Reel (s}
. O Computer Tace {s!
O Legal Size a Computer Tzce S Numencal O Cther {Spacify)
o Bound Book O Floppy Disk QO Chronological Number
a Audio Tape Q Video Tage O Geograchical 10. ANNUAL ACCUMULATION
e P ' O File Drawer (<)
B'Om/m—(é;éc'ify') / :2 ,& 44 G Other (Speciiy) O Microfitm Reel (s}
5 ’ a Comgputer Tape(s)
/ < O Other (Specify)
p%/f/ A /‘%@/ 7z
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly a Weekly a Monthly g Month(s) o Years)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
W/@/p/f‘— - - - Yes 0 No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
a  Yes 9/-0/ a  None o Slate O Federal O Independent
L /
17. 1S AN INDEX SYSTEM USED? ({If yes, expiain bnefly and 18, RECOMMENDED RETENTION 'Ej/_f-;/dj 7%-;' r_%//xg. M

WP

== < —

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUME(

fwﬁﬁ/flj T

21. DATE

N 7 DO
/

0GS 550-4 (Revised 1/93)

YA 4 iV aa




1. DEPARTMENT/AGENCY

Ker7 (p.

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

2. DIVISION

Artse7

T oty

AGENCY RECORDS INVENTORY

Page / of

3. UNIT

v

DEFINITION - Records Serles - A group of related records normally filed and used as a unit for »refarem.e/as well as retention and disposition purposes.

4. RECORD SERIES TITLE %

75,

2l s — /é/zQ =2l

5. EARLIEST YEAR / LATETEST YEAR

i S

/(/79%“/ S

//eﬂ//e////?z
&y e

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Inctude the purpose or function of the Series)
— J- R B S
L2105 2T 5 HeprT T e ) L, ST e

//V/gf—m/‘%/c) .

7. RECORD SERIES FORMAT(S)

RECORD SERIES SEQUENCE

9. VOLUME
' 0 File Drawer(s)

O Lefter Size . O Microfilm O Alphabetical a Microfilm Reet (s)
' a Computer Tape {s)
O Legal Size 0 Computer Tape a Numerical V3 o Qther {Specify) _________._
Bound Book O Floppy Disk Chronological - Number /
o Audio Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
. a File Drawer {s)
0 Other (Specify) ‘0 Other (Specify) O Microfilm Reel (s)
} :}mpuler Tape(s) .
Other (Specify) M
Number M—
14
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
]
0 Daily a  Weekly a  Monthly O  Month(s) o Year(s)
) Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. IS RECORD SER!ES DUPLICATED ELSEWHERE? (If yes, specify_ agency or office)
/ .
%//’/’/:1 O Yes o No
15. ACCESS RESTRICTIONS {(If yes, cile law(s) & regulation{s) 18. AUDIT REQUIREMENTS
a Yes QN/o o None o State O Federal t)(ependent
17. 1S AN INDEX SYSTEM USED? (If yes, expian briefly and 18. RECOMMENDED RETENTION
describe any hargware/software) 2, V€ )/-'
O Yes m
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

ol /T

DGS 5§50-4 (Revised 1/93)




gy = e Copy of e yres. flpor—
Serid / &D/y /2 e J 4{ = %/fo é/ /‘/C?\g




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

RECORDS MANAGEMENT DIVISION
SCHEDULE {DGS 550-1)

7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES

P.O. BOX 275 - JESSUP. MARYLAND 20794

. AGENCY' RECORDS INVENTORY

Page c%

of

1. DEPARTMENT/AGENCY

kel Lo

2. DIVISION

D i

mr——
27z

e e

3. UNIT

DEFINITION - Records Serles - A group of related records np&lly filed and used as a unit for ro!u@as

well as retention and disposition purposes.

4. RECORD SERIES TITLE @E =K E/bd
/fé/ﬂ%’ -L/J;%KPW%

5. EARLIEST YEAR / LATETEST YEAR

TO

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

W) 7 e ls & Sewe.

///ﬂ/‘/{ }9/%5,2’ S 62/74/ L7 /2:’:30 p//&/é/z)c & __
THEs e Kerords 212 e @777 The

Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer({s)
elter Size a  Microfilm O Alphabetical 0O Microfim Reel (s)
ocC er Tape (s) A
O Legal Size o Computer Tape o Numerical .Z, o&:‘gpeci{y) s@i@s
D Bound Book O Floppy Disk D’ﬁr_o—nalogical Number
0 Audio Tape D Video Tape O Geographical 10. ANNUAL ACCUMULATION
0 File Drawer (s)
O Other (Specify) O Other (Specify} a Microfilm Reel {s)
' a Computer Tape(s)
Qa Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly o Monthly o Month(s) C  Year(s)
. Number ’
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
W o Yes o No
7 C )
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O VYes No O None a] State O Federal m
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION i
describe any hardware/software) '«
/ 7
O Yes No p—— /
bl i L)
bl o —
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE :
Pl /T o
eéf / /f/

DGS 550-4 (Revised 1/93)




NETIO for— Sy s o TT AP s T
/%’7}//@/5/5/&'5 %//g,ééfxz) W/é% T




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

———_—
p—an

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

Page\3

of

e —

1. DEPARTMENT/AGENCY

Kenl (.

2. DIVISION

M/ﬂ"%ﬁm@/xx

—

A1

3. UNIT

~

JL

DEFINITION - Records Series - A group of related records nun/y filed and used as a unit for raferen/as

well as retention and disposition purposes.

Vs

4. RECORD SERIES TITLE 3%4 // ﬂ(@é&f’(— S
Lo eSS 6‘5;0(/3

5. EARLIEST YEAR / LATETEST YEAR

/ 0. Corieaz

o

6. RECORD SERIES DESCRIF/ON ( Briefly describe the types of |nforma(|on/documentslforms found in they Include 1

oo TS )%fﬁ e oK

L7 A ﬂééa/ Crringss jorie/ s 7%7/%%77—
F W /x/&/%fj Nz - v/ezs, /%Wgﬁz_ oA P
c.m% o ///m/oso ///17
= ﬁ/& Z(P sor)

the purpose or function of the Series)

7. RECORD SERIES FORMATl(S) - 8. RECORD SERIES SEQUENCE 9. VOLUME
. 0 File Drawer(s)
a Lelter Size O Microfiim O Alphabetical o Microfilm Reel (s)
’ . i o G uter Tape (s)
a Legal Size O Computer Tape 0 Numerical - G)Otor::?(Spﬂcdy) m
frk G §—
0 Bound Book O Floppy Disk O Chronological Number f‘ k cC A,
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCU":V?IUL[)ATlON( )
O File Drawer (s
. y) / . o
O Other (Specify) / X 7 // Bther (Specnfy) . Z— O Microfilm Reel.(s)
g N ~ O -Computer Tape(s)
7ﬂ ) Z, /@ ‘ - O Other (Specify)
Vintbzr— e
11. FILE IS USED 12: FILE 8§COMES INACTIVE AFTER oS N e N
o o o~ h -
a~Daily ~. . a  Weekly O Monthly ) - O Months), . '@  Year(s)
N Number - . ™ N ' R
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. |S RECORD SERIES DUPLICATED ELSEWHERE? ({If yes, specify agency or office)
/ r—
% / /C ! g W W— o VYes O No
15. ACCESS RESTRéI’IQNS (if yes, cite law(s) & regulation(s 16. AUDIT REQUIREMENTS
O Yes 0 a None o Stlate D. Federal =} lndependem
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION /(/9-//(’/ F‘ 5 )//f’ S /ﬁ)¢
describe any hardware/software) M/ / . ! .__
/ /. /7S A /f/ré/%d/’
e " e f—/f /44 //%6 \th<97’/
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER DATE

OGS 550-4 {Revised 1/93)




Yol Jwvinnes —Basermen7

Fy 75 ’

S5 Bomhiers Hoyas — Jp pulbic foir
ASBEX — B lrle forr jg5o—soms

Fr g7 JIHD i 2Nezs /W//%A/cff'
O Cpdor = @}*—

Fy 7& /D //ﬂ/)f,@% | e riber—s
A Lok = VS

Lz 77y 5T 2 Fr e

JP, MVBASS = e _
5 S A=l /;;7 S




INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES 0(7{ %ENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 5§0-1),

[ 3

7275 WATERLOO ROAD \5
P.0. BOX 275 - JESSUP. MARYLAND 20794 Page of

p— — e t———

— —

—~— a———

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

KewT (. Py AN

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

4. RECORD SERIES TITLE 4%4 Vp‘(@éer_é 5./EARL|E‘ST YEAR / LATETEST YEAR
, » Y 0 CorTEAT
VErsyres = Copor ) i

. -
6. RECORD SERIES DESCRIAON ( Briefly describe the types of information/documents/forms found in the Syne. Include the purpose or function of the Series}

Lopres ﬁwwng )%ﬁ‘é = oKL
)7 FaTdeted Coriniiss jonel s’ Hrpmesr
for 0, WS d=s /1/7725/ Tyl AU FHPEFE =

Forz7s, fece, i I I s DY
WWree ;55/ A/iéfoé} Bl C{;}D/eé oA A

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

0 File Drawer(s)
Q Letter Size . a Microfilm O Alphabeticat O Microfilm Reel (s)

:)ombuter Tace {s)
O Legal Size a Computer Tape 0 Numerical Z : Other (Specrfy)AMgé

. CHey © O X
O Bound Book O Floppy Disk . O Chronological Number M ﬁ ,Q c ﬁé,
a Audio Tape O Video Tape L O Geographicat : ' 10.° ANNUAL ACCU;WULATION
O File Drawer {(s)
O Other (Specify)m_é /)( '/- // ) Other (Specify) /.2 L— O Microfilm Reel (s)
ﬁ g ) o Compuler Tape(s)
: 7 y ﬁ//&&f‘ O Other (Specify)
/1/” é g’ Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O  Weekly QO 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)

/%//-//& " o O Yes : o No

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

O Yes a No a  None a State O Federal ?see dent

' /
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION /(ﬂy/t) = W S /f‘X)cL
describe any hardware/software} ) 2 . 7 4 . =
/ %/(7772_ /9‘// S f L) e 2= S
No

o e E=on fi/f Yo Trer 2 Dty

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

fl. /7 /57F

DGS 550-4 (Revised 1/93)




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

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

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

AGENCY RECORDS INVENTORY

~

Page J/— of .

1. DEPARTMENT/AGENCY N

g . -

2 mwsn?n?ﬂ%@/ Y—
Yr S I e

3. UNIT

Wé‘p

DEFINITION - Records Series - A group of relatad records normaily ﬂlod and used as

Anit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE /0/42095@5[ ,5//&/@/

5. EARLIEST YEAR / LATETEST YEAR
buaily

Brpnd
0 29

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

= ), /D
/Mé@%gﬁfgz«ég

fer e pils »/f/ya/ L lundsTirr& NfegrasTs
Cﬁ//f’ /ﬁ/ﬁa/mé FJo .

Rt A

Include

the purpoge or functicn of the Series)

Jafé? E@///{/ﬁ%o(/

L/ orer)

20. TELEPHONE NUMBER

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. 3 File Orawer(s)
Letter Size : a Microfim O Alphabetical o Microfilm Reel (s)
O Computer Tace {s)
O Legal Size a Computer Tzce S Numencal 3~Cher {Specify) p)(
O Bound Book o Floppy Disk o Chronological Numter z ,t/é/o 5-67
@ Audio Tape O Video Tape T Geographical 10. ANNUAL ACCUMULATION
/ // O File Drawer (s)
a Other (Specxly))épég Other (Spectiy) 50/ ﬁl O Microfilm Reel (s)
: ! O Comgputer Tape(s)
od)/ W/M O Other {Spacify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly 3 Monthly ] Month(s) ] Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
%///61/37—%/%7'/ " o
16. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
a Yes J No o  None g State O Federal O Independent
1. |sd eASr:”Lrlo::; ::Z;iﬁlgjsv?e)m yes. expiain briefly and * | 18. RECOMMENDED RETENTION M’ L f5r 3 %5 W
. Wz /%//W ? Zrd P EAAEHAS
o Yes No
2 frnfTled TEE D e
19. NAME AND TITLE OF PREPARER 4 /

[l /7 P

DGS 550-4 (Revised 1/93) '




Larond)

Lepr” o Fres 54/%///7/%?/ B J/ =7
EsTIm?TE ~ /95723 )95 24w el 4




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

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

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

Page __ é

of

3. UNIT

SCHEDULE (DGS 550-1) Z

1. DEPARTMENT/AGENCY ‘ 2 oms:oué/{?@/\ v
- o

W‘O - YN

DEFINITION - Records Serles - A group of related records normally filed and used as a Ln/" for referance as wall as retention and disposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

TQ

4. RECORD SERIES TITLE 4&)07&4 6/,/%7@7_ -

w

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of in{ormal:'zn/documents/lorms found in the Series., Include the purpose or functicn of the Series)

B d Brel, o= 4~ /Zga/ BredseT

o224 //V_é/%a/as; CR 7yt 7287 104> ye ==y 7y =4
/%%i//fé = dilere /%4/%77 Brressip -
04‘?//67 W ons ] riec] 100 E/DWd// E7E.

/51/5 a%
sees seauce”

7. RECORD IES FORMAT(S) 8. RECORD SERIES SEQU | 9 VOLUME
/ﬁ 0 File Drawer(s)
Letler Size a Microfim , O Alphabetical a Microfilm Reef (s)
O Computer Tace {s)
O Legal Size a Computer ‘zce S Numencal m/fﬁ;r (Specily) é 295
0 Bound Book O Floppy Disk O Chronological Eumberz F%Eé/d/ é;
a Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
g : % O File Drawer (s)
O Other (Specify) ﬂﬁ/,¢ O Other (Specify} ’ O Microfilm Reel (s}
, a Comguler Tape(s)
}g/ \D@}D)QW ’ O Other (Speciy)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly O Weekly 3 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)
%// :/% a 5 l 7—-—b a Yes o No
/ v
15. ACCESS RESTRICTIONS (if yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
o Yes /No O None 0 Slate O Federal O Independent .
Va
T 3
17. IS AN INDEX SYSTEM USED? (Il yes, exoiain brefly ana 18. RECOMMENDED RETENTIONWC/W 3%6 W
; ——— . e/ -
descnbe any hardware/software) W / ) %//
4 St 7 He > T By OlS
O VYes No W ﬂ'— / /] .
/{ L4 / /
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

OGS 550-4 (Rewvised 1/93)




= B
CpFiespl-Biadye7 25 507 7o Deyg =y

%éﬁé/&ﬁ — /G 77//?7é—/75’7/ff51 @

ey



REVISED RECORD SERIES.

SCHEDULE (DGS §50-1) #

INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
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 D of

1.

‘g 6mD -

DEPARTMENT/AGENCY

3. UNIT

2 mwswn)g”%;g?_%
byl s

DEFINITION . Records Serles - A group of related records normally filed and used as a A(cr relarance as well as rotention and disposition purposes.

4. RECORD SERIES TITLE ﬁ/’/%ﬂd/}é @?EWM\;

5. EARLIEST YEAR / LATETEST YEAR

TC

CD/Q/ es
Pl

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

% s il . _
% Gieo Nod=p crrdee T At T

- E&y
377,

iforms found in the Series. Include ihe purpose of functicn of the Senes)

o) il STejertren) s

7. RECORD SE FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
etter Size a Microfilm O Alphabetical a Mcrofilm Reef (s)
O Computer Tace {s)
0 Legal-Size O Computer “zce S Numercal 0 Cther (Specify)
O Bound Book O Floppy Disk cl/({ologx‘cal Number
a Audio Tz;pe O Video Tape O Geographical 10. ANNUAL ACCUMULATION
o File Drawer ()
a Other (Specily) a Other (Speciy) O Microfilm Reel (s}
o Comgputer Tape(s)
a Other (Speciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily 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)
P)
4]7% ‘ o Yes o0 No
15. ACCESS RESTRICTIONS (If yes. cite law{s} & regiation(s) 16. AUDIT REQUIREMENTS
O VYes No o None a Slate O Federal O Independent
- . e ~—
17. IS AN INDEX SYSTEM USED? {If yes, expiain brefly and 18. RECOMMENDED RETENTION %ﬁ /,g//() /%W/f%/w
describe any hardware/software) /" . j / 7—7—>
, e (TR S Jeot o ) L1 T 52
a Yes No i JEE
W/ S )pFe K AT
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

[l B /5

OGS 550-4 (Revised 1/93)




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

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

AGENCY RECORDS INVENTORY

Page ?

of

1. DEPARTMENT/AGENCY

HenZ Cov

%ﬁ%ﬁ%&

2. DIVISION é/f%@?’_ ‘f“"ﬂ

——

3. UNIT

DEFINITION - Records Serles - A group of refated records normally filed and used as a ur;iﬁ/r reference as

waell as retentfon and disposition purposes.

Vi £

4. RECORD SERIES TITLE ?}j/fj/c/gré, 5@/@/—7 —_—

5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes o! mformallonldocuments/!orms found m the Series.

Inctud

e the purpose or functicn of the Series)

VIR 22 s fopnnesm e REPPRIS 75 12 27242~
Coras = PRId e STei= of= VR S22y

Neferere /e

7. RECORD SERIES FORMAT(S)
elter Size O Microfitm

D Legai Size a Compuler Tzce

O Bound Book O Floppy Disk

O Audio Tape O Video Tage

Q Other {Specify) éyépﬁ \ S

8. RECORD SERIES SEQUENCE
Iphabetical

Numerical

[w]

Chronologtcal

[n]

Geographicai

o

Other (Specnfy\)

9. VOLUME
O File Orawer(s)
o Microfilm Reel (s)
a Computer Tape {s)
O Cther {Specify)
Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reei (s)
g Computer Tape(s)
O Other (Specify)

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

a  Daily a  Weekly 3 Monthly ] Month(s) a Year(s)

Number
13. CURRENT LOCATIOIN(S) {Bidg., Floor, Roomy} 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (¥ yes, specify agency or office)
m o Yes D No

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

a Yes No one o State O Federal O Independent
17. 1S AN INDEX SYSTEM USED? {if yes, expiain briefly and 18. RECOMMENDED RETENTION

describe any hardware/software}

O Yes U( D
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

fel [ Z )55

OGS 550-4 (Revised 1/93)
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[NSTRUCTIONS - 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 {DGS 550-1) 7275 WATERLOO ROAD b7
% P.O. BOX 275 - JESSUP. MARYLAND 20794 Page 4';2 ~of
== — — = =
1. DEPARTMENTIAGENCY 2. omision &, W o 3 uNIT .
k Ceo ST ,

DEFINITION - Records Serles - A group of related records normally filed and used ik A fyr reference as

well 4s retention and dlsposlﬂon purposes.

J 2

Vo720

4. RECORD SERIES TITLE W/@//}@/@E/M&/s EARLIEST YEAR / LATETEST YEAR
Sty 2 ',; e —___. L k == . :

/ﬁf’ rzw//" )

6. RECORD SERIES DESCRIPTION ( Briefly descrite the |ypes of mformal|onldocumen(slforms tound in the Sefies.

Lovapfer ‘f%’/fﬁ’?/ﬁ

Include the p pose or functicn of the Sene

ﬁ/; /%f =

@Ver ) |

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. ) O File Orawer(s)
a Letter Size a Microfilm O Alphabetical a Microfilm Reel (s) -
a Computer. Tace {s} .
O Legal Slzg_. O Computer ‘zce 3 Numerical g Cther (Specify)
O Bound Book O Floppy Disk g Chronologtcal Number - .
o Audio Vldeo "ac“ ~ " - 0O Ceogiaphical N 10 ANNUAL ACCUMULAT'ON “
~ ) O File Drawer (s}
Other (Specify) Zj X// O Other (Speciiy) KN o chrohlm Reel [s)
- o Computer Taon(s)
L DIWI(/@/‘.W//. O Other {Speciy)
4 z d Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily o Weekly 3 Monthly o Monih{s) o Yesr(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room} 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or office)
m WL o Yes o No
15. ACCESS RESTRICTIONS (If yes. cite faw(s) 5 16. AUDIT REQUIREMENTS .
a Yes 0 None o State 0 Federal a Independen(
_J
17. 1S AN INDEX SYSTEM USED? {lf yes, expiain criefly and RECOMMENDED RETENTION ﬁe//;-f//() 7 /\ 6 M
descnbe any hardware/software) /
M“ 2 Y St T Kot e s
o Yes VW/ %/é; @9@ P/}g—ﬁ/ C(A:j;
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21, DATE

DGS 550-4 {Revised 1/93)




ﬂ%@%@w‘

%7//57/ 47 ~/9%p

G Cheek TIBOS M7 forres
[CW”PWTEK’ 7@&0"%) /792

/%76// HECORDe L 1777015 To By
Ae%er*,s/ 752 |

70/%, IBL el e el —) %5//7;3— /&%

FF ez

//%/6// &;/ZKSA@f/F/—_— /%;’5/7/%7/:/%‘
F ol foeg




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

—
p—

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTGRY

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

Page_gz o

——

|

1. DEPARTMENT/AGENCY

fer] Co

; DIVISION ﬁké@f 7"’ E

UNIT

v

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

- LK/U‘ZZ;/

well as retention and disposition purposes.

7

4. RECORD SERIES mus_&égok C%D/L%

5. EARLIEST YEAR / LATETEST YEAR

ZZ% /% /

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

Copicns 7 o ay aperis
Zras= S —D A TR S

S S 4

prers

/0577%, |

or functicn of the Seqes)

\5/9@//0/

[sle)
/

RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME

QO Fie Orawer(s)

O Letter Size a Mcrofilm o Alphabetigal o Microfilm Reel (s) -
y/ Wr Tace {s! , g / ly
O Legal Size Qa Computer Tace umerical ‘ther {Specify) Mé —
. t . ) ;o /——

O Bound Book O Floppy Disk o Chronological Number Wbp’/"

Q Audio Tgpe O Video Tape O Geographical 10. ANNUAL ACCUMULATION

/ a File Drawer (g)

JCiher (Specify) G Other (Specty) O Mucrofilm Reel (s)

. o Computer Tape(s)
ﬁ G ﬁ[@% W—. a Other (Speciy)
/ Number

11. FILE IS USED 12. FiLE BECOMES INACTIVE AFTER

a Daily a  Weekly 3 Monthly 8] Month(s}) o Year(s)

Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency or office)
é .
T /ﬁwfw ° o
7 T

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

O Yes No a None O State O Federal O Independent

— e ¢

17. IS AN INDEX SYSTEM USED? (If yes, expian crefly and | 18. RECOMMENDED RETENTION )75/}7’*/ % 'F',, — \5’// S A0

descnbe any hardware/software) y ﬂ - / o ) P

A WRJ} L 12 ey Hedin reizr =ef<
/

19. NAME ANO 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) Z

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION -

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

Page _%_ of

— ——

1. DEPARTMENT/AGENCY

ber7 Ce

 wvson Btz K |swr

W s 25

DEFINITION - Records Series - A group of related)acords normally filed and used as a uﬁﬁ{or reference as

waell ao&ndon and disposition purposes.

4. RECORD SERIES TITLE

D

Cpyier L oye=

5. EARLIEST YEAR / LATETEST YEAR

TO 25?2

VDL, 5547 s

%ﬁ/ﬂf%ﬁ@p

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

A S /2_ S

M4

Inctude the purpose or functicn of the Senes)

Eopfore=
%2;2 s

Dy M/a/

/ﬁ—

(orers)

7. RECORD SERIES FORMAT(S)

O Letter Size a Microfilm
[s] Legal Size o Computer Tace
0 Bound Book O Floppy Disk

a Audio Tape a Video Tape

8. RECORD SERIES SEQUENCE 9. VOLUME

Q File Drawer(s)
Microfijm Reef (s)
t;yﬂ(lfl-:r Tace {s}
Cther (Specify)
e e /’

10. ANNUAL ACCUMULATION

O Alphabetical
y@ar

o -Chronologxcal

0 Geographical

V4 L O File Drawer ()
Vf(l(Specnfy) 42 A / i a Other (Specityy __ O Microfilm Reel (s)
= a Computer Tape(s)
&57' il O Other (Speciy)
P TT /0% s | Erss hrpbertt
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly O Weekly 3 Monthly ’D Month(s) O Year(s)
Number
13. CURRENT LOCAT)(S) (Bjdg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)
iz W o ot
15. ACCESS RESTRICTIONS {If yes. cite lams)jdauon( ) 16. AUDIT REQUIREMENTS
O Yes No a None O State G Federal O Independent
17. 1S AN INDEX SYSTEM USED? (If yes, expiain onefly and 18. RECOMMENDED RETENTION ﬁé’}ﬁ//&) )ﬁ},_. .3)//"‘{) /4/(1{,
describe any hardware/software)
Mx)? Z_ 477 /44/.4/7 /f c///‘en/w
O Yes o /
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

/%é 25 /5

DGS §50-4 (Revised 1/93)
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL. SERVICES - . AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION -

SCHEDULE (DGS $§50-1) 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

—

1. DEPARTMENT/AGENCY | 2 omsion W

HerZl ce. Y otz Z

DEFINITION - Racords Serias - A group of related .records normally filod and used as a uhit for reference as weli“as retention and disposiion purposes.

4. RECORD SERIES TITLE Aﬁéﬁ‘ﬁwﬂﬁ/& ' 5. EARLIEST YEAR / LATETEST YEAR
Compier g7 = | (i

6. RECORD SERIES DESCRIPTION { Briefly descrite the lypes of information/documents/forms found in the Series. Include the purpoge or functien of the Seres)

L) 10eep/y PliiToey - ééao/ /Méb-ﬁ" o

LIS 7 lrs 7 e > & g s =V A@%e/\/ ey
LIZT5 « Z/l Worre, Grans %m
A DedTs o+ /0/% Ol |

/()//e/-< ~)

7. RECORD SERIES FORMAT(S) 8. RECORD SER!ES SEQUENCE 9. VOLUME
O File Drawer(s)

QO Letter Size a Microfim O Alphabetical 0 Microfitm Reel (s}
M/ O Computer Tace is
O Legal Size 0 Compuler Tece umerical Jther (Spec 5

O Bound Book O Floppy Disk a Chronologicai Number Z ; é/c'/ @/

0 Audio Tape a Video Tape a Geographical 10. ANNUAL ACCUMULATION

o File Drawer (s)
O Microfilm Ree! (s)
© Computer Tapa(s)
O Other (Specify)

MTe((Specﬂy) // X// “ O Other (Speciiy) :
g/[, Wby

. FiLE IS USED 12. FILE BECOMES INACTIVE AFTER

Number

a Daiy O Weekly 3 Monthly O Month(s) a Year(s)
' Number

. 'CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

/B = anh °

. ACCESS RESTRICTIONS (if yes. cite law(slylétion(s) 16. AUDIT REQUIREMENTS
No

o Yes o None a Slate G Federal O Independent

. 1S AN INDEX SYSTEM USED? (If yes, xpiain dnefly and 18. RECOMMENDED RETENTION ,QG /Z_ Ff“\g/ﬂs /WT/CZ
describe any hardware/software) / WWZ‘ ﬁ// % ;7 ”//’C?/W =) >E’
Mo

e Ve bz %]/éa/ M%TLF

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

OGS 550-4 {Revised 1/93)
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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

AGENCY RECORDS INVENTORY

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

Page%-/AA of.-

—

e e—

1. DEPARTMENT/AGENCY

bet7 Co

— ——

3. UNIT

2. DIVISION \5//
AC R

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

L g

retention and disposition purposes.

4. RECORD SERIES TITLE /W‘ %Mm 5. EARLIES‘T YEAR / LATETEST YEAR

S G e

VoY w)ﬂw@af
ﬂefﬂé /5 .

6. RECORD SERIES DESCRIPTION ( Briefly descrite the types of information/documents/forms found in the Series. include ihe purpose of functicn of the S_eries)

B/~ Wtfz%/{/y 6/9/77///725 %//QEZ/E |
A/aﬁ/a7; E%/O/?’ﬁéé 57 z?é//?%@%?" |

(orer)

Eﬂ—%fﬂ//ﬁ/\é/ VV/#Q/ péJ,f i

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME

O File Drawer(s)

QO Letter Size : o Microfim a Alphabetical a Mcrofiim Reel (s) -~ f
L a Computer Tace {s
O Legal Size o Compuler Tzce Mﬂm her (Specify) L_
O Bound Book O Floppy Disk o Chionological Number Aé/@ }%;7:———
g Audio Tape .. O Video Tape 0 Geographical 10. ANNUAL ACCUMULA%N
L, 7 o O File Drawer (s)
a Other (Specily) //)(/ o Other (Speciiy) O Microfilm Reel (s}
7 © Compuler Tapa(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
g Daily O Weekly 3 Monthly Year(s)

[a] Month(s) s]
Number ’

13. CURRENT LOCATIONQ) (Bldg., Floor, Room)

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

g Yes

Y
15. ACCESS RESTRICTIONS {If yes. cite law(s) & reqyjeli 16. AUDIT REQUIREMENTS
a Yes 0 None o State a Fegeral O Independent
. _— /
—_—— ] :
17. IS AN INDEX SYSTEM USED? (I yes, expiain orefly and 18. RECOMMENDED RETENTION f CLAO 1o K3 M
describe any hardware/software) I/m—_ f %// /%{ g )= 7 //" s, /0"—5 —

19. NAME AND TITLE OF PREPARER

s Y %M@T@%

20. TELEPHONE NUMBER 21. DATE

X

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} 2

RECORDS MANAGEMENT DIVISION
7275 WATERLOG ROAD

DEPARTMENT OF GENERAL SERVICES

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

[
Page ag é of

——

1. DEPARTMENT/AGENCY

Hef Co.

my//f—

2. DlWSlo&éy/%ﬂ— o

~F .

3. UNIT

N Am =

DEFINITION - Records Saries -

A group of related records normaily filed and used as a unit for reference as

wéll as“tetention and disposition purposes.

4. RECORD SERIES TITLE ]%—/‘ (_‘&/,Dks/f‘ 61////’ 0/(9
bediiTonzs

5. EARLIEST YEAR / LATETEST YEAR

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

Br1nrs) pai—r (el 7T
i, D

crer)

Cerpiuier Y lar 2 R & - Pedicrior
7L BTD, I

8. RECORD SERIES SEQUENCE

Alphabetical

7. RECORD SERIES FORMAT(S)

O Lelter Size o Microfilm
0 Legal Size a Computer jece S Numerical
Qa Bound Book O Floppy Disk O Chronological

a Audio Tape

e ety Mye

O Ceographical

a QOther (Specnn

ﬁ //&//ﬁ/

V

EW&&

9. VOLUME
O File Drawer(s)
O Microfilm Reel (s)
o Computer Tace (s)
@ Other (Specify)
Number é/& g&f

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

W&« Tape(s)
her {Specify)

12. FILE BECOMES IbI{CTlVE AF1/ER

11. FILE IS USED
a Daily O Weekly o Monthly o 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)
» .
15. ACCESS RESTRICTIONS (If yes. cite law(s)yation(s) 16. AUDIT REQUIREMENTS
o Yes ’ No o None g State O Federal o lndependent
17. IS AN INDEX SYSTEM USED? {If yes, exoian criefly and 18. RECOMMENDED RETENTION K@ P)Qﬂ/() = &,@5 %&d
descrbe any hardware/software) m / %
// e Jf7 ot S
O Yes f] / —_——n
facez, et Lo DS e
7 7~
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

0OGS 550-4 {Revised 1/93)
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NSTRUC S -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1) Z

L

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

AGENCY RECORDS INVENTORY

Page gé of

1. DEPARTMENT/AGENCY

ped] Lo

2 mwsmuﬁ//@%@/ =

V5

3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used as A!it for reference as

252y |

well as retention and disposiion purposes.

4. RECORD SERIES TITLE

W——X 4/5/7&7

5. EARLIEST YEAR / LATETEST YEAR

T

6. RECORD SERIES DES

O p/%é’/é/‘

IPTION ¢ ;ne!ly descrite the lypes of information/documents/forms found in the Series

S Ty s B

f the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Letter Size a Microfilm O Alphabetical o Microfilm Reel (s) 7 ’
S )/ O Computer Tace ; /
O Legal Size’ a Compuler Tzce 'W / i Z% @~CTher (Spectt )
O Bound Book Q Floppy Disk G Chronologtcal Number
O Audio Tape O Video 'at:° 3 Geographical 10. ANNUAL ACCUQ’_’IULDAT'ON( |
O File Drawer (s
lher (Specify) / // a Other {Speciiy) O Microfilm Reel (s}
, o Computer Tape(s)
‘5 5 # O Other {Speciy)
pd ”
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly o Weekly a3 Monthly a Month(s) 8] Year(s)
Number
13. CURRENT LOCAT!ON(S) (Bldg., Floor, Roomj 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
/%/ / / (&% O Yes o No
15. ACCESS RESTRICTIONS (If yes. cite Iaw(s)yy(ation(s) 16. AUDIT REQUIREMENTS
a  Yes No a None a  Slate G Federal O Independent
17. IS AN INDEX SYSTEM USED? {If yes, expiam onefly and | 18. RECOMMENDED RETENTION ,€' }/Dﬁ/— \3)// = M
describe any hardware/software) / ﬂ ;
120.210% V7 y ////M
T - WM% /=, ’2@0
4 / Mé_—f
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER DATE

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 550-1) Z

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

AGENCY RECORDS INVENTORY

Page é : 2 of

1. DEPARTMENT/AGENCY

a7 (o,

2. DIVISION

z%aﬂ/

W%

3. UNIT

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

well as feteantion and disposion purposes.

4. RECORD SERIES TITLE QMK /@////675/\

5. EARLIEST YEAR / LATETEST YEAR

70
Z —/

Lomper 397 7.7 /2777

cCrer )

6. RECORD SERIES DESCRIPTION ( Briefly descrice the types of informalionldocumenlslforms found in the Series

Erphyee,; Sy bpeest s

Include xhe purpose or functicn of xhv Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Q Fiie Drawer(s)
a Lelter Size a Microfilm a Alphatetical O Microfilm Resi {s) . :
) o Co & Tace {s)
D Llegal Size O Computer “zce W ther (Spec.‘/)
O Bound Book o Floppy Disk C Chronologica Number Z;{/é)&m/’
O Audio Tape v|deo Tare O Geographical 10. ANNUAL ACCUMULATION
O File Drawer ()
%Specxm Z 'z * Z& o Cther {Speciiv) O Microfilm Reel (s}
. O Comcuter Tape(s)
M eOK /‘/}flﬁé@/ O Other {Specify)
SEGUEA >, Numoer
&
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly O  Weskly 3  Monthly o Month(s) a Year(s)
Number
13. CURRENT LOCATION(S)AJdg Flpor, Roomj 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
15. ACCESS RESTRICTIONS (If yes. cite law(s} % :2qusafion(s) 16. AUDIT REQUIREMENTS
O Yes : No a  None a  Slate G Fegeral O Independent
/[
17. IS AN INDEX SYSTEM USED? {If yes, axpiain onefly and 18. RECOMMENDED RETENTIONM—‘//OF,—-\E)/%, ,%(d
describe any hardware/software) Mm %// 7__
O Yes &7 o i ; 5/;7 / @rt't ﬁ/‘] ;
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

OGS $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 (DGS 550-1) Z

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

Page 42. o
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1. DEPARTMENT/AGENCY

Het/ Co

2

| ﬂ“%t/!/%@f

omsw%{‘gﬁ&ﬂ?// 3 T ‘
sy

DEFINITION - Records Serles - A group of related records

normally filed znd used as a unit for reference as weil as 4nﬂon and disposition purposes.

4. RECORD SERIES TITLE WK ﬁd

d ,4‘7’ o/

5. EARLIEST YEAR / LATETEST YEAR

i B LED

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of |nfor

fﬁu

S~ e T

tion/documents/orms found in the Series.

LIS -
LSRN s 5,

Include the purpose or function of the Seres)

Eo<g

J

o)

D %0%6/%7\

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Lelter Size O Microfilm O Alphabetical O Microfilm Reel {s)
Wler Tace {s
O Legal Size 0 Computer Tece T Numencal / Mher (Specify, s
O Bound Book O Floppy Disk O Chronological Number é/@ﬁﬁ:_
a Audio Tape Q Video Tace a Ceographical 10. ANNUAL ACCUMULAT'ON
g p: a File Drawer (s)
ther (Specify) _/ / & / /Z a Other (Speciiy) O Microfilm Reel (s)
: o Comcuter Tape(s)
=] Olhev {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q Daily O Weekly 3 Monthly o Month(s) o Yeai(s)
Number
13. CURRENT LOCATION(S) (Bld Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)
15. ACCESS RESTRICTIONS (If yes. cite law(s)yétion(s) 16. AUDIT REQUIREMENTS
a Yes ~ No a None g State O Federal O Independent
17. IS AN INDEX SYSTEM USED? {If yes, expiain :nefly and 8. RECOMMENDED RETENTION 9/-‘3 / 6 WJ
describe any hardware/software) . W—
v % A /f‘// / WKS
O Yes Ho
' ‘ b
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER
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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 (0GS 550-1) ' 7275 WATERLOO ROAD 3 ]
ﬁ; P.O. BOX 275 - JESSUP. MARYLAND 20794 Paga D of
1. DEPARTMENT/AGENCY 2. OIVISIONg /@/ ' 3. UNIT
ﬂmﬁ - 4//22///)5/

. DEFINITION - Records, Series - A group of related records normally filed and used as aAor referance as well as retention and disposition purposes.

4. RECORD SERIES TITLE /& L/J éﬁé@/{é 5. EARLIEST YEAR / LATETEST YEAR
Zeadiag 95903

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

_Déﬁﬁ/ DI Pro I SIS Y i 51/27@/

mf?féé %?- )%— w;é 7Er7/E., A/o/b = PorEFe

E
%
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7. RECORD SFORMAT(S) 8. RECORD SERIES SEQUENCE 9, VOLUME
O File Drawer(s)
Letter Size : a Microfilm Alphabelical O Microfim Reel (s)

0 Computer Tace {s}

O Legal Size QO Computer Tzce a Numerical Ez Z @—CTher (Spe x{y) AD%
O Bound Book O Floppy Disk i o Chronological _ Number ﬁm
QO Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION

O File Drawer (s)

O Microfilm Reet (s)
O Computer Tape(s)
Qa Other (Specify)

O Other (Specify)

a

Clher {Spectiy)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily a  Weekly a  Monthly O Monih(s) g Years)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

/%/jmg@7— a Yes — a No

—_

15. ACCESS RESTRICTIONS (If yes. cite law(s) & regyttion(s) 6. AUDIT REQUIREMENTS

O Yes No o None a  State O Federal 8 (ndependent

17. 1S AN INDEX SYSTEM USED? {f yes. expiain 5refly and RECOMMENDED RETENTION fféﬁ; x> /% —~ 8%6 /f/"&_
describe any hardware/software) M W: /W/ % —7 W / , >

0 c W eéf@oﬁ /é/ %ﬂzﬁ‘?

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

(. 23 /77

DGS S50-4 {Revised 1/93)
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD 3 /2
P.0. BOX 275 - JESSUP. MARYLAND 20794 Page y- Of

£

1. DEPARTMENT/AGENCY 2 DMSION)éh%ﬂ 3. UNIT'
o1 i dispasition pui
DEFINITION - Records Serles - A group of related records normaily filed and used as a upt for raferon_ce as woll as retention.and disposiion purposes.

4. RECORD SERIES TITLE /%/60 - %wwﬂ)j/-//()j 5. EARLIEST YEAR / LATETEST YEAR
. . : ‘ ) N B | y : . /%
)Qe(;@rzzlé . o | 27 ) [EER/TTE

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

BderL W77 pkos /o Drese7 o0, STE/E e
T, STHTe s feferis Leyrss
T Byt VS S re s ptd fET rersecrST ek

s

\

\\ . M

. o ( R _:‘, R
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEME 9. VOLUME
N / m!(s)

Letter Size : a Microfilm O Alphabetical ) i a Microfilm Reel {s)
. O Computer Tape {s!
& Legal Size . a Computer ‘zce S Numencal . / Q Qther {Sgacily)
O Bound Book Q Floppy Disk O Chronological Number
QO Audio Tape O Video Tace a Geographical . 10. ANNUAL ACCUMULATION *

O Fiie Drawer (<)

O Microfilm Ree! (s}

O Computer Tapefs)

O Other {Specify) __»

a Other (Specify) ther (Soecn‘wm -

Number
11. FILE IS USED 12. FiLE BECOMES INACTIVE AFTER
o Daly o  Weekly 3 Monthly [m] Month(s) o] Year(s) .
. . Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) . 14. IS RECORD SERIES DUELICATED ELSEWHERE? (i yés, specify agency or office)

77 B ° | e

15. ACCESS RESTRICTIONS (If yes. cite law(s) & rzpdiation(s) AUDIT hEQUIREMENTS '

pry
o

o Yes No O None O State G Federal O [ndependent

: /
5 ' ) / . ) . -
17. IS AN INDEX SYSTEM USED? (lf yes. exoian onefly and | 18. RECOMMENDED RETENTION /3(,/,;/0}%;— 33)//@{), m
» T —ly

. / Lpro Bl ) Sy T o peizren s
| Wéwf%'/%%/ @

19. NAME AND 'i'ITLE OF PREPARER 20. TELEPHONE NUMBER

OGS §50-4 (Revised 1/93)
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW OEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20784 Page éﬁ_ o

—— —

1. DEPARTMENTIAGENCY ‘ 2. DIVISION %@e‘f’:}z 3. UNIT
Her7 Co. Wrbow s

DEFINITION - Records Sarlas - A group of related records normally filed and used as a Afor reforence as well as retention and disposition purposes.

4. RECORD SERIES TITLE /f@é’p///z)mf % - | 5. EARLIEST YEAR / LATETEST YEAR
jy ST FT ie ~ re

6. RECORD SERIES DESCRIPTION ( Briefly descrice the types of information/documents/forms found in the Series. Includg the purpose or function of the Senies)
Corigsppusderdae. L, Copas g W/Sé JT Bser
|He sTA7< o prad. , Sds T eporS,

Cop 12217 M{)Q LBr VE Pre sy IS perlree.
SO Trmpve) Policly, Fopocin ferTs,
Jorl Prieser im0, Ad. Zortns f5a00l TS

7. RECORD SERIES-FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME M/
e Drawer(s)
VK . 2 Microfim Alphabetical O Microfiim Reel (s)
. ] G Computer Tace s}
D’@: a Computer Tzce Numencal : O Other {Specify)

0 Bound Book O Floppy Disk

s}

Q

w]

Chronological Number

O Audio Tape O Video Tape O Ceographical » 10. ANNUAL ACCUMULATION

) . | O File Drawer (s}
. > o N
o oer ety oG <soecn_v=ﬁzéxé@.’ Microfim Reel (s

[s]
a Comcuter Tape(s)
o

Other {Speciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily o  Weekly 3 Monthly o Month(s) ] Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
-— .

%77/2\/ ’ a Yes o No

15. ACCESS RESTRICTIONS (If yes. cite law(s)j‘r/eg(élion(s) 16. AUDIT REQUIREMENTS

a Yes ¥ No a  None a  State a Federal a independent

17. IS AN INDEX SYSTEM USED? (If yes, expiain crefly and 18. RECOMMENDED RETENTION :

s | yse Senerl £EJenitiowxs

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

zéa?é: /T

D635 §50-4 (Revised 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 (DGS 550-1)

7275 WATERLOO ROAD : é
% P.O. BOX 275 - JESSUP. MARYLAND 20794 : Pagf‘«j__ o

I

1. DEPARTMENT/IAGENCY 3. UNIT

/”/ w7 Co. o il e

DEFINITION - Records Series - A group of related records norm’lly filed and used as a m{for reference as well as retention and disposj#n purposes.

4, RECORD SERIES TITLE @pr’%ﬁﬁwz()@ 5. EARLIEST YEAR / LATETEST YEAR
7 V4

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalio?ldocuments/forms found in the Series. Include ihe purpose of functien of the Series}

W ise . CPriZspperieee 7;)///;%.@ d‘fﬁ_
COPI1r7) 55) DAOELS 75477 pprd, ST e :
CDZ//Wi D% ﬁ/(,b/ @p/ﬁi/_%ﬁﬂ:dg/dc-c_ 7/,:/-;,47
s Tion05 gd Wil iz enis 7o
V7R Birs (o Pepls. | |

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)

Microfilm O Alphabeticai .+ @ Miciohlm Reel {5}

- ?zﬂfpuler Tace {s)
0 Legal Size o Computer Tece S Numencal Cther (Spen:xfy)\m___
. /—
o Lot 155)
O Audio Tape Q Video Tage O Geogigetfical 10. ANNUAL ACCUMULATION

/ﬂ/& Q File Drawer {(g)
a Other (Speciy) Other (speciiv) 2V 2, O Microfilm Reel (s}
O Computer Tape(s)

O Other (Specify)

O Bound Book O Floppy Disk 0 Chronological

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daiy a Weekly O Monthly a Month(s) ] Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office}

%f///é) o Yes o No -

15. ACCESS RESTRICTIONS (if yes. cite Iaw(s)::?ation(s) 16. AUDIT REQUIREMENTS
N

g Yes No g None g State 0 Federai O Independent

17. 1S AN INDEX SYSTEM USED? ({If yes, expiain onefly and 18. RECOMMENDED RETENTION

descrbe any hardware/software) Méé—)/ %‘)6‘/7”4‘ /%—}5()7;0
O Yes o éj_é— + CM ;7——’—

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

JEL, RGP

0GS £50-4 {Revised 1/93)




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

SCHEDULE (O5S 550-1) Z

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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

20794

Page _¢Z of

—

1. DEPARTMENT/AGENCY

¥erT Co.

2. DMsmN,gL/d/ﬁjf‘ \’-“ ) ) N
Lo STonly ' ‘

———

3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used as a urf{fov reference as

well as retention and &lsposiuoh purposes.

4. RECORD SERIES TITLE O,%# %&6//&76,

5. EARLIEST YEAR / LATETEST YEAR

i

N\

. ' : . .
6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsiforms found in the Series. Include ihe purpose-or functien of the Series)

Nigrmbered feocc. pis 1oz Cp. Com <
Reverire 5wz, pddry rtammiw S2pes,
Lopy O LHELK, miees, CorTESpredenee.

oM 120 /S ) ST

Number

: : T e t T ! TN S~ ; Y T
“7. RECORD,BERIES FORMAT(S) . . ) - _\ »~ | 8. RECORD SERIES SEQUENCE_ N 9. VOLUME
Lo " . A - . O File Drawer(s)
Leller Size Y. g~Mirofim O Alphabetical 3}, / ; O Microfitm Reel (s)
R AT L . Tl 5/ O Computer Tace (s)
O Legal Size o Computer ‘zce S Numencal ~-- ¢, \ &~ Clher (Specxfy),éé%
' - ¢ ——
O Bound Baok Q Floppy Disk D’@g{cal\ RV Number é&/é/a é /
a Audio Tape O Video Tape O Geograpbical 10. ANNUAL ACCUMULAT'ON
e Q File Drawer (s)
O Other (Specify) Other {Specify) zDﬁr/& . O Microfilm Reet (s}
o Computer Tape(s)
0 Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER N s
o Daily o Weekly 2 Monthly o Month(s) g Years) :

-

14. IS RECORD SERIES DUPLICATED

ELSEWHERE? (If yes, specify agency or office)

13. CURRENT LOCATION(S) (Bldg., Floar, Room)
”~
”///*/Wc/z%fw
- / 7

QO Yes .- O No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & regyfation(s) 16. AUDIT REQUIREMENTS
O Yes No a None o State O Federal O Independent

17. IS AN INDEX SYSTEM USED? ({If yes, expiain onefly and
describe any hardware/software)

: ~- ; y
18 RECOMMENDED RETENTIONK%/K) /%;~ @//—ZS,. 220

LIK7) A /7/L L) JPd ) T Redg el
a Yes Ho Ly o
Wpve beeo f2lE /e TEEn RESiisp.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER / 21. /DATE /

[2d. 25 /7%

DGS 550-4 {Revised 1/93)
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[NSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS:RETEKTION RECORDS MANAGEMENT DIVISION
SEHEDULE (0GS §50-1) 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page _ﬂ o ___
1. DEPARTMENT/AGENCY 2. DIVISION 5&{0/ 7 3. UNIT
BErT ¢ Co- Ao s SRz,

DEFINITION - Records Sarles - A group of related racords normally filed and used as a um{for refarence as well as retention and disposition purposes.

4. RECORD SERIES TITLE O%# W/}Djé, 5. EARLIEST YEAR / LATETEST YEAR
/72/ g 10/ %25

6. RECORD SERIES DESCRIPTION { Briefly descrice the types of informalion/documentsiforms found in the Series. Include the purpose or functicn of the Series)

Nirrrloers< /ﬁé&ég/p/’g e 2 Cp. Co ﬂr}ﬂf/&S/wOeG‘)
% EVEer< o 1 2z, /%Jal//a7 Jza e E S,
\lopy of cr7eck, mitiees, CorTEspopdence.

7. RECORD,SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Qa File Drawer(s)
Letter Size G Microfilm O Alphabetical O Microfim Reel (s)

Q Computer Tace (s)
O Llegal Size o Computer Tzce S Numerical e~ Tiher (Specxry)m

> S -~
Q Bound Book O Floppy Disk @’mglca’ Number 54/ é/ C é@l /

O Audio Tape O Video Tape O Geograpbical 10. ANNUAL ACCUMULATION
e o File Drawer (s)
o Other (Specify) Other (Speciy) KD#,/Lp/ . G Microfim Reel (s}
O Computer Tape{s)
O Other (Specify)
Number
11. FILE IS USED 12. FIiLE BECOMES INACTIVE AFTER
o Daily O  Weekly 3 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 o office}
”~

m a  Yes o No

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

QO Yes No a None a  State O Federal O Independent

y)
17. IS AN INDEX SYSTEM USED? (I yes, expian oriefly and | 18. RECOMMENDED RETENTION K@j’é/ 79, /%;; ig )/f" S. )Q,od
describe any hardware/software) . /(/___ é_ ﬂ’// d 6 . "__:_:_
LIA77 Pt T 7 v
7

. 777,
O Yes o | %‘/@ Aﬁffo 7[,6?):: // Q /Z&JC%@

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

fed. 25 /7%

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
AREYISED PECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION -

SCHEDULE (0GS 550-1) 7275 WATERLOO ROAD j
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page of

. DEPARTMENT/AGENCY 2. DIVISION 6&/4?@7—91—’
Kens 7. DLt TTE o

DEFINITION - Records Serles - A group of related racords normally filed and used as a unit {gr reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 56///%/?7@(/ /Pe}/g/q/lfe 5. EARLIEST YEAR / LATETEST YEAR
A
/{5?0?/" =y | "

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

Coples o= Ffimptad fereptos A 7S

6///&‘ é/ e s, e pnt! Y 2
QF 7,7@ Loperrzz/ss/poe S

. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
R Fie Drawer(s)
QO Letter Size Microfiim O Alphabetical Microhilm Reef (s)

. Compuler Tage {s)
Vme. Computer Tzce umerical ' Cther (Specily)

O Bound Book Floppy Disk a Chronological “ Number

a Audio Tape a Video Tace O Geographical 10. ANNUAL ACCUMULATION

); { File Drawer (s)
a Other {Specify) . a Other {Speciiy) /*5

Q

. O Microfilm Ree! {s)
a Computer Tape(s)
S eﬁ-,z" O Other {Specify)

Number

11, FILE IS USED

e

2, FILE BECOMES INACTIVE AFTER

O Dally O  Weekly a  Monthly a Month(s) s] Year(s}
Number

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

-
>

1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
W ( ‘ o Yes O No

15. ACCESS RESTRICTIONS (if yes. cite law(s) & regyélion(s)

—
o

. AUDIT REQUIREMENTS

a Yes : No O None a Slate O Federal QO Independent

17. 1S AN INDEX SYSTEM USED? (I yes, expiain brefly and 18. 'RECOMMENDED RETENTION

descnbe any hardware/software) 5"\(5 ) c__P\R LA o &,\\'-
O Yes No At Aot AoAES Nk e A MR = e
Ous
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER ¢ . 21. DATE

el /B /P

DGS 550-4 {Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
JREVISED 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 _7

of

1. DEPARTMENT/AGENCY

KesZ .

| 2. DIVISION ﬁ%d}&fﬂ

ek 0 o~

L 3. UNIT

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

well as retention and disposition purposes.

Sepord s,

4. RECORD SERIES TITLE 557/7?/57@4/?@}/&”’//@

5. EARLIEST YEAR / LATETEST YEAR

TQ

Y e

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documentsiforms found in the Serigs. Include the puipose or function of the Series)

Copres o= £z W2l = /e/@ﬁ/’
Ly T lamrfmreT oned

‘ﬁF 7;7@ Loy irz/ss/poe S

==

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Q Fie Diawer(s)
O Lefter Size . a Microfilm 0 Alphabetical O Microfilm Reel (s}
O Computer Tage {s)
ms—lz-; a Compuler zce umencal O Cther {Sgecily)
Qa Bound Book O Floppy Disk g Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
)é‘ [ O File Drawer (g)
O Other (Specify) a Other (Spectiy) 7S O Microfim Ree! (s}
l? ’2 a Comeuter Tape(s)
e a Other {Speciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly o Weekly 2 Monthly a  Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Fioor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
m C: o Yes o No
15. ACCESS RESTRICTIONS (If yes. cite faw(s} & regyélion(s) 16. AUDIT REQUIREMENTS
D Yes 3/ No o None a  State O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, axpiain bnefly and 18. RECOMMENDED RETENTION
describe any hardware/software)
O Yes No
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

el /B /PE

OGS 550-4 (Revised 1/93)




