CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

Schédule No.C g—ﬁé }

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 8
Agency Division/Unit
Treasurer's Office
Item Description Retention
No.

01 GENERAL CORRESPONDENCE Screen annually and destroy
Subject arrangement of original incoming letters, copies |that material having no further
of outgoing letters, memoranda, studies, reports, administrative, fiscal, legal or
directives, policies and other materials related to the operational value. Retain
administration of the agency. permanently any material that

serves to document the origin,
development, and accomplish-
ment of the agency. Transfer
periodically to the Maryland
State Archives.

02 UNOFFICIAL PERSONNEL FILES Retain for three (3) years after
Files contain information on current employees. Files {termination, then destroy.
may contain but are not limited to copies of applications,
annual reviews, reprimands, and disciplinary actions,
awards, doctor slips, accident reports, resumes, etc.

03 LEAVE AND TIME SHEETS Retain for three (3) years, then
This file contains office copies of employees' daily, destroy.
weekly, monthly, and annual leave records including
leave and comptime requests, timesheets, etc.

04 BUDGET RECORDS Retain for three (3) years, then
Annual Budget submissions. Monthly budget printouts |destroy.
and workpapers.

05 BANK DEPOSIT LOG AND DEPOSIT SLIPS Retain for three (3) years and

Binder that may contain date, cashier name and code,
amount of deposit, and disbursement log for invest-
ments. Deposit slips are bank validated.

until all audit requirements have
been fulfilled, then destroy.
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Agency Division/Unit
Treasurer's Office
ltem Description Retention
No.

ELECTRONIC STOP PAYMENTS Retain for one (1) year after
Copy of computer generated stop payment of check fiscal year, then destroy.
which may contain the check number, date issued,
payee, amount of check, stop pay acknowledgment,
reason for stop payment, and date of stop payment.
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Agency Division/Unit

Treasurer's Office

Item Description Retention
No.

07 COPIES OF HANDCUT CHECKS Retain for two (2) years after
May also contain backup documents (i.e., copies of fiscal year, then destroy.
check requests, copies of stop payments and memo
to re-issue check, etc.)

08 WIRE TRANSFERS AND ACH TRANSFERS Retain for two (2) years after
May contain copies of memos instructing monies to be [fiscal year, then destroy.
transferred either by wire or ACH. ACH transfers may
also contain copies of computer generated reports indi-
cating amount of transfer, transferee, receiving bank
account information, effective date of transfer, and
sending bank account information.

09 INVESTMENT INFORMATION Retain for two (2) years after
May contain copies of investment purchase sheets, fiscal year, then destroy.
individual investor's files, and security trust monthly
reports.

10 COLLATERAL REPORTS AND PLEDGES Retain for three (3) years after
May contain information regarding securities pledged, |fiscal year, then destroy.
Statements of Pledged Activity, and authorizations to
deposit and withdraw securities for collateral.

11 BANK STATEMENTS Retain for two (2) years after
May contain copies of General Fund reconciliation, fiscal year, then destroy.
Bank analysis statements indicating monthly fees
charged, and Portfolio valuation statements including
accumulated transactions.

12 CHECK LOG Retain for one (1) year after
Ledger book which may contain dates of check runs, fiscal year, then destroy.
starting and stopping check numbers, and date and
check numbers for all voided and handcut checks.

13 RETURNED CHECK LOG Retain for three (3) years and

May contain actual returned checks for property taxes
or Motor Vehicle tags, copies of letter sent to payer,
date check was returned, name of payer, amount of
check, date notice was sent to payer, date restitution

was made, initials of employee sending letter to payer.

until all audit requirements have
been fulfilled, then destroy.
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Agency Division/Unit
Treasurer's Office
Item Description Retention
No.

14 NIGHT DEPOSITORY LOG Retain for one (1) year after
Contains information regarding items deposited into fiscal year, then destroy.
Night Depository including name, account number,
payment type and amount of payment.

15 ACCOUNTS PAY. & SECTION 8 CHECK REGISTER |Retain for one (1) year after
May contain summary listing of checks paid each fiscal year, then destroy.
week (includes check number, date, vendor number,
name and check amount.

16 MVA ACTIVITY REPORTS Retain for two (2) years after
May contain summaries of tags sold, owners' names, |fiscal year, then destroy
titte number, tag number, fees collected, vehicle class,
registrations voided, etc. from daily MVA activity.

17 DAILY MVA TAG RENEWAL LEDGER Retain for one (1) year after
Ledger includes number of tags sold, state and county [fiscal year, then destroy.
fees collected, and daily totals for each cashier.

18 UTILITY BILLS & ACCOUNTS RECEIVABLE PAID Retain for three (3) years after
Contains paid Utility and Accounts Receivable fiscal year and until all audit
billing receipts and may include customer name, requirements have been
address, account number, invoice number, amount fulfilled, then destroy.
billed, amount and date paid, and cashier validation.

19 CASHIER PRINTER TAPES Retain for six (6) months,
Printer tape of cashiers' transactions including cashier |then destroy.
code, date, type of transaction, receipt number,
document and check validation.

20 A/P & SECTION 8 CHECK SIGN-OUT CARDS Retain for three (3) years and

Log of checks released to individuals which may contain
date of check run, name on check, amount of check,
signature of recipient, initials of person releasing check.

until all audit requirements have
been fulfilled, then destroy.
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(Continuation Sheet)
Agency Division/Unit
Treasurer's Office
Item Description Retention
No.

21 PROPERTY TAX ROLLS Retain for three (3) years after
State Dept of Assess. & Taxation Control totals, fiscal year, then destroy.
computer printouts of property owners, account
number and assessment information used for original
billing for any particular tax type and tax year.

Also includes Homeowner Tax Credit tax rolls.

22 TAX BILLING RECORDS Retain for fifty (50) years after
Tax billing records may contain amount fiscal year and until all audit
of taxes billed for the year, type of taxes billed requirements have been
(county, state, special, charges, etc) and date and fulfilled, then destroy.
amount of payments. Billing record information is
transferred to microfiche periodically.

23 PERSONAL PROPERTY AND PUBLIC UTILITY TAX |Retain for twenty-five (25) years
WRITE OFFS after fiscal year and until all
Copy of each taxpayers tax inquiry screen, query audit requirements have been
reports on amount of taxes owed, accounts receivable |fulfilled, then destroy. '
reports on all unpaid balances prior to write-off, and
copy of write-off report sent to State of MD
Comptroller's Office.

24 TAX PROPERTY MAINTENANCE FILES Address changes-retain for two
Contains information regarding changes to properties |(2) years after fiscal year, then
such as address changes, property transfers (changes |destroy.
in ownership), set-up sheets to create new accounts,
additions/abatements to assessment notices, All other, retain for five (5) year
certifications for personal property billings including then destroy.
public utilities, corporations and business personal
property, and Homestead Credit adjustments.

25 LIEN INFORMATION Retain for three (3) years after

Information concerning liens filed on corporations,
businesses, public utilities including copies of notices,
liens filed, returned mail and correspondence. Also
includes Lien Releases containing release of lien forms,
check requests to release liens, copy from Courthouse
that lien was released including cashier's receipt.

liens are released and audit
requirements have been fulfilled
then destroy.




CHARLES COUNTY GOVERNMENT
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Schedule No.[: 7;? é

Purchaser's Tax Sale Files-check requests, paid tax
receipts, correspondence, court petitions, letters of
satisfaction. Tax Sale Auction-unpaid tax listing,
newspaper ad, incorporated town list, bid list, faxed
deletions. Tax Sale Redemptions, Tax Sale
Foreclosures, Tax Sale Books.

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 6 of 8
{Continuation Sheet)
Agency Division/Unit
Treasurer's Office
Item Description Retention
No.

26 MASS PAYMENT/BILLING INFORMATION Retain for three (3) years after
Files may contain queries, memos, correspondence, fiscal year, then destroy.
Lotus spreadsheets, layout instructions, list of accounts,
manual billings, computer printouts, listing of accounts
paid through Mass Payment program billing tape.

27 SPECIAL ASSESSMENT INFORMATION Retain for five (5) years after
Files may contain any information relating to special fiscal year assessment is paid
assessments including notice of liens, assessment in full and until all audit
information, copy of ordinance, owners of record, plats, |requirements have been
agreements, release of liens, receipts from certified fulfilled, then destroy.
correspondence, printout of lotus spreadsheets, copy
of transfer, tax bills, accumulative transaction listing,
amortization, assessment rolls, journal entries and edit
listings, check requests for refunds, transmittal
forms, copies of checks, general correspondence

28 AUDITORS' BALANCING REPORTS Retain for two (2) years
Assessable base-assessments billed and adjusted. after fiscal year and until all
Accounts Receivable-taxes billed and adjusted. audit requirements have been
Tax Refunds-held and released refund edit lists, refund fulfilled, then destroy.
check register, updated refunds report.

Real Estate Bought at Tax Sale-all tax sale property
purchased by County Commissioners.
Unpaid Tax Listing-all outstanding taxes as of June 30

29 RETURNED MAIL Retain for three (3) years, then
Tax bills and notices returned as undeliverable. destroy.

30 TAX SALE FILES Auction & Redemptions-retain

for five (5) years and until all
audit requirements have been
fulfilled, then destroy.

Tax Sale Books and
Foreclosures-retain for 25 years
and until all audit requirements
have been fulfilled, then
destroy.
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CHARLES COUNTY GOVERNMENT

Schedule NOC." Z,?é

RECORDS MANAGEMENT DIVISION

(Continuation Sheet)

Page 7 of 8

Cashier updates and queries of tax payments, payment
edit listing, payment update and allocation, recalcs

and adjustments on tax accounts, interest updates,
accounts flagged for returned checks and utilities.

Agency Division/Unit

Treasurer's Office

Item Description Retention
No.

31 HOMEOWNER TAX CREDIT FILES AND Retain for two (2) years after
RECAPTURES fiscal year, then destroy.
Homeowner tax credit certificates, listing of homeowners
with certificates paying semiannually, recaptured
homeowners tax credit information and tax credit
recapture release forms, check requests to State for
recaptured tax credits.

32 STATE TAX RECEIVABLE MONTHLY REPORTS Retain for five (5) years after
Copies of reports which include homeowner's tax fiscal year or until all audit
credits, agricultural transfers, copies of E-17 request for |requirements have been
state tax refund, copies of additions/deductions to fulfilled, then destroy.
assessable base, check request for State taxes, copy
of check, state G/L transaction reports, tax receivable
summary, Report of Collectors of State Tax.

33 INCORPORATED TOWNS TAX RECEIVABLE Retain for five (5) years after
MONTHLY REPORTS fiscal year or until all audit
Monthly report of collections including check request requirements have been
for town taxes, copy of check, municipal payment/ fulfilled, then destroy.
adjustment report, G/L transaction report, Report of audit requirements have been
Collections. fulfilled, then destroy.

34 HELD TAX REFUNDS AND PAID PROPERTY TAX Retain for five (5) years after
REFUNDS fiscal year of refund and until
Held Tax Refunds-pending property tax refunds all audit requirements have
including correspondence and backup documentation. |been fulfilled, then destroy.
Paid property tax refunds on corporation taxes, personal
property taxes, real property taxes and public utility
taxes. The file may contain the name of payee, address
amount of refund, check number, reason for the refund,
and any correspondence or back up documentation
for the refunds.

35 PAYMENT ALLOCATION UPDATES Retain for five (5) years after

fiscal year and until all audit
requirements have been
fulfilled, then destroy.
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Record of taxes paid with validation by cashiers.

Agency Division/Unit

Treasurer's Office

Item Description Retention
No.

36 BALANCE OVER TAX SALE Retain for five (5) years after
Correspondence, check requests, assessment notices, |fiscal year of disbursement,
settlement sheet, deeds decree, lotus spreadsheets, then destroy.
copies of driver's licenses, affidavits, memos, death
certificates, chart of heirs, last will and testaments,
petition for letters' testamentary, estate inventory,
appraisals of real estate, list of interested persons
(Register of Wills), tax bills, certified receipts, balance
over tax sale receipt, newspaper printout and
Courthouse listing, certificate of sale, old
correspondence, receipts from certified letters.

37 BANKRUPTCY DEAD FILES Retain for two (2) years after
Closed bankruptcy cases-forms, bankruptcy notices, - (fiscal year in which case was
correspondence containing bankruptcy proceedings discharged/dismissed, then
and dismissals/discharges of debtors. destroy.

38 FRONT FOOT SPECIAL ASSESSMENT CHANGES Retain for five (5) years after
Forms authorizing increases or decreases to special fiscal year, then destroy.
assessments for current or prior years on the tax rolls.

39 PAID TAX RECEIPTS Retain for three (3) years and

been fulfilled, then destroy.

until all audit requirements have




Instructions - Type or Print a separate form for sach
new or revised racord serias, forward with Recard
Ratention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICN

AGENCY RECORDS INVENTCRY -

- 7275 WATERLOQ RCAD
.+ PO.BOX 275
"JESSUP, MARYLAND 20794

PAGE ____

7 |, D epartment/Agency

Charles County Government

2. Division 3. Unit

Treasurer's Office

DEFINITION - RECORD SERIES - A group of ralatad recsrds normally filed and usad as a unit for raferance as well as ratantxon and c'lsposmon purposes ‘

4. Rec_nrd Series Title

Files.

',;,‘Correspondence B CJC/VLG/ (Jl/ﬁﬂé"ﬁ/@é

.

7. Record Series Format(s) 8. Record Se}ies Sequencs ' 9. Volume . e T
o : ,D File Drawer(s)
XILgner Size 0 Microfiim o Alphabeﬂca] "G Microflm Reel(:
. = 1 = Computar Tape(s;
CI Legal Size O Computer Tape
o Bound Book AE] Floppy Disk
"EJAudioTape {J Video Tape )
A Less than e
-0 Microfiim ‘Reel(:
'D.Other (specify) 1 Blnder ' U Computer,Tape(sf
e - ) Number )
1. FleisU . 12. ‘File Becomas Inactive After 5
L Daily O Weekly O Monthly = || %~ : o Month(s)
o : - Number ¢

s

13. Current Location(s) (Bldg., Floor, Room)

' Treasurer's Office.- table in front offlce

14 Is Record Series Duplicated Elsewhars?

.. (if yes, specify agency eor offica)
O Yes ‘a  No

.Actual correspondenceAl
filed in cabinet in bac

‘18, Accass Restricions Q Yes
¥ Yes, cita Law(s) & Regulation(s)

No

16. Audit Requirements .

M None O Sute

offlce.

O Federal -~

any hanwarslsomware

D Yes

;s{)No_

17. Is an Index System Used? (If yes, explain briefly and descnbe

18. R_eiz-omn{endeid Ro:’_t‘fepﬁ:;n A

1‘7 Name and Title of Preparer
Bet:t:y J. Windsor, Head Cashier

20. Telephone Numbef

645- 0709 (x709) _April 29,

19977

535’550—4 (Txav. 1/33]




DEPARTMENT OF GENERAL SERVICES - AGENCY RECCRDS INVENTORY

?maions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
* or revised record saries, forward with Record 7275 WATERLOQ ROAD
Y Retention Schedule (DGS 550-1) P.0. BOX 275
JESSUP, MARYLAND 20794 PAGE ___ OF __
'11, D epartment/Agency 2. Division 3. Unit

D4 |

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and dispasition purposes.

. \ | o 5. Earliest Year/Latest Year
N e P

6. Record Series oescribﬁon (érieﬂy dascribe the types éf‘infonnaﬁonn/dowments/fonns found in mejoﬁes. Include the purposs or function of the sarias.

4. Record Saries Title

\ /
Y
\"\\'
A\ ;
7. Record Series Format(s) : 8. Record Senes Sequengé, 9. Volume
. A - O File Drawer(s)
WLet&er Size O Microfilm a Alphabeﬁal & / "0 Microfilm Reel(s
. ; i O Computer Tape(s)
O Legal Size - O Computer Tape o r\umencal\ / Numbe) O Cther {specify)
| - | < 5 aﬂé&%ﬁ“y‘a‘i
-0 Bound Book . O Floppy Disk . w Chronologml ..
S 10. Annual Accumulation
0 Audio Tape {J Video Tape o] Geogra?ﬁtal \ . O Fie Drawer(s)
‘ oy \ - . O Microfiim Resl(s,
O Other (specify) O Other(specity) O Computer Taps(s)
7y — ’ —_— Number : O Other (specily)
i’l \\
11. File is Used ‘ - , / 12. File Becomes Inactive After
O Daily O Weekly O Ménthiy —_— -0 Month(s) O Year(s)
/U 8. / e
13. Current Lmt:on(s) (Eldg.. Floor, Room) /’ ' "14. Is Record éqdes Duplicated Elsewhere?
. (If yes, specify agency or office)
1.0, e%fum | O Yes A E No
15, Access Restricions  © O Yes No/ | 16. Audit Requirements .
(If Yes. cite Law(s) & Reguiation(s) / \ , 4
. L . ﬁ None (w} Stag\a 0O Federal " O Independent
, // .
17. Is an Index System Used? (if yes, explam/bneﬂy and describe 18. Recommended Retention *
any, hadwara/software - ‘ _ : e N
O Yes - WNO
B R Us= 5—6/%5/7?4. é / ﬂe //p//(

19." Name and Titie of Pm 20. Telephone Number - - 21. Date




Instructions - Type or Print a separate form for each
new or revisad record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -

' AGENCY RECORDS INVENTORY

7275 WATERLOQ ROAD . =
P.0. BOX 275 S
JESSUP, MARYLAND 20794

PAGE

v}, D epartment/Agency

YMM-

2. Division 3. Unit

4. Record Series Tile

Employees leave records

's. Earfiest Yaar/l..atasl Year .

"

'? Employees leave records weekly
‘ ‘ , monthly

weekly and mont;_b,lz I

6. Record Series. Description (Briefly describe the types of mformauonn/dowmanslfonns found in tha sanes |ndude the purposa or funcnon of the serias
- To record employees leave used and accumulated {, . R oo :

cfubj/ ) cm,zu(é(_; e

Current ‘files

7. Record Series Format(s) 8. Record Series Sequence ; 9. Volume LR
: : - . 0 File Drawer(s) -
Gd.stter Size 0 Microfilm @ Alphabetical . "3 Microfilm Reel(s)
- .o Computer Tape(s)
X Legal Size Q0 Computer Tape O Numerical :
OBoundBoock O Floppy Disk O Chronological =~
1 DO Audio Tape O Videa Tape O Geographical _ R
O Other (specify) 'O Other (specify)
1. Fileis Used : R RN FTe Beccmes lnacﬁve Atter ™
) U Daily 0O Weekly X Monthly - - -0 Month(s)

13. Current Location(s) (Bldg., Floor, Room)

‘Treasurer's Office =~ wwtm

14 Is-Record Series Duplicated él.ééwhereé
" (It yes, specify agency o office)
-0 Yes a [No

weekly no-— monthlv yes =

15. Accass Restriciions O Yes
(i Yes. cita Law(s) & Regulation(s)

O No

16. Audzt Requlraments

. _N_qne“ D Sta“

) Dlndepe ‘_l"\dent. :

any hadware/soﬂware
7.9 Yes g No

_.Employees Name

17. Is an Index System Used? (lf yes, explain briefly and describe - -:'-, o

18. Rawmmanded Retanucn&

l‘?; Name and Title of Preparer

20. Telephons Nqniber N B

DTS 550-4 (Rev. 1783)




Instructions - Type or Print a separate form for each
new or revisad record series, forward with Record
Retannon Schedule (DGS 550-1) -

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION .
7275 WATERLOQ ROAD
: P.Q. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY .

PAGE _.__"OF ___°

2. Division

- be 1, Department/Agency

TAosA.

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refersnce as well as retention and disposition purposas.

4 Record Series Tite

Emplbyees leave récords

o0+ | s Earliest YearfLatast Year
' T 1997

To record employees 1eave used and accumu
,Employees leave records weekly'

lated (_/:Mn)

Current files

v " monthly

7. Reéord Series Format(s) 8. Record Series Sequencs 9. Volume S

X File Drawer(s)
za Letter Size 0O Microfim @ Alphabetical 1 "0 Microfilm Reel(s
- __~ .- O Computer Tapa(s)
: G(Lagal Size T Computer Tape O Numerical Number ... .. O Other (specify) .
B D Bound Book 'Q Floppy Disk a Chronologunl - : . :
- 10 Annual Awumufauon R :

Audio Tape 0 Video Tape a Geographlml 7.0 Fie meer(s)
e o -0’ Microfilm Reel(s
Other (specify) =} Other (specn‘y) . 0 Computer Tape(s)

—_— 1. Number D Other (specn‘y)

is U : : L 12. F1e Becomes lnactva After
Daily O Weekly Cx Monthly - = . '-Lf_D Momh(s)

Number e S e -
flscal year TR T Rk

13 Current Lmnon(s) (Bldg Fioor, Room)

ot An
cede 7

Treasurer s Office —

14. Is Record Series Duplicated Elsewhere?. -
(lf yes spec:fy agency or ofﬁce)

weekly ‘no- monthly yes - IO,Q/L'?MP\L/

"15 Am Restrictions - O Yes O No

(¥ Yes. cits Law(s) & Rogulanon(s)

16 AuditRequnrements T R U

- a None D State ,4'- O Federal

17 'Is an Index System Usad? (If yes, explam bneﬂy and describe
any hadware/software

8 Yes - O No
~Employees .name

18v.":.Bemmmec‘1‘ded: RetenUOn S

l‘? f Name and Title of Preparer

20. Telephone Number - <




- . DEPARTMENT OF GENERAL SERVICES - AGENCY RECCRDS INVENTORY.
Instructions - Type or Print a separate form for sach RECORDS MANAGEMENT DIVISION R R T T AT =2
now or revisad record series, forward with Record 7275 WATERLCO RQAD ‘

Ratention Schedule (DGS 550-1) .. P.O.BOX 275 o -
o ' JESSUP, MARYLAND 20794 - PAGE __
h Deparmnt/Agencv 2. Division ' S 3. Unit °
Charles County Government Treasurer's Office

DEriNmON RECORD SERIES - A group of related recards normally filed and used as a unit !or raterance as well as ratennon and disposmon purposes

- 4, Racord Series Tle

Bank Deposit Log 49$¢@/iié7@§%be¢/f£4éQ¢§ET"

6 Record Series Desc:xpnon (Bneﬂy dascribe the types of mfnmmtwnn/dowm nits:

'";Blnder that contalns date, cashler name an .
Ainputs this 1nformat10n daily for each dep051t.

Sde /éé/lf Al ales
/“—f (/’lv\«izs ¢r7u/; a%s,

“t' 7. Record Saries Format(s) 8. Record Series Sequence 9. Volume B
: T - . - O File Drawer(s)
- O Microfim o A)phabemt =0 Microfim Ree:
S . Computer Tapa(
. .0 Computer Tape a f\umencz! Other (spacify)
0 Bound Book = O ﬁopﬁy Disk w Chroncloglcal
D_Audio'l’apé . "DV’deoTape D"Geographnml S .
xpthef {spacity) ‘Z]m{ &/ a -Cther (SPGGfY) NE ‘o Computer Tape(
—_— —_— Number -0 Cther (specdy)
‘11, Flleis Used . REGEATEE : ST AT 12.--Fle Bewmes ln_act:va After "
B ﬁ PET D Weekly O Monthly - BRI S S ) Month(s)
’ IR ) e Number —
. ST LI)/J/L' /{(/w
13. Curment Location(s) (B!dg Floor, Room) ' I 14. Is Record Series Duplicated Elsswhera? . - . (.5‘ e
_ - (if yes, specily agency or offica) . .__/L,{/’Cf«'—-_ ,;:_";;
T heas, c’fa,a bl pa caihet RN ETS G el SEEST
< AL FLEN s A ' >~,4 de, ,u,m!s

15. Access Resticions Qa Yes ,/ No

‘_lé Au:ft Req'ui‘ranwnts_'- L
... (ff Yes. cita Law(s) & Regulation(s) : s o

;17 Is an Index System Usad" (lf yes, explain briefly and desmbe
any hac.‘ware/software

O Yes - ?i No

‘?'~ Name and Title of Praparar
_tty J W1ndsor, Head Cashien




’ DEPARTMENT CF GENERAL SERVICES . AGENCY RECCTRDS INVENTORY
sguctions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION -
- frew or revisad record series, forward with Record 7275 WATERLCO ROAD -
' Ratention Schedule (DGS 550-1) P.O. BOX 275 PAGE OF

"JESSUP, MARYLAND 20734

g |, D epartment/Agency 2. Division : 3. Unit

/ %“/L?M

DEFINITICN - RECORD SERIES - A group of relatad records nermally filed and usad as a unit for referancs as wall as retenticn and disposition purpeses.
4. Record Saries Tile &L M’é, ((,//MLCf L& %) : _ : S. Earlisst Year/Latest Year o .
y ) —_— .

&ewd ﬁ(,ar/ (At Bilawes 2o | 473 5?/? ¥

6. Record Series Description (Briefly describe the types of informationn/decumentsforms found in th? series. Include the purpasa or function of the sanes

J/ 7 // l/(,/bt‘(;-ui‘i(/ ? [(L (/!7‘5/%/

7. Record Series Format(s) 8. Record Series Sequencs : 9. Volume .

o - T File Drawer(s)
O Letter Size 0 Microfitm O Alphabetical o "Q Microfiim Real(s
O Computer Tape(s)
O Legal Size QO Computer Tage O Numerical Number 0 Cther (SM) .

?(Faund Book @] Flbppy Disk )& Chronolegical ‘ _

10. -Annual Accumulation ' :

0 Audio Tape Q Viceo Tape O Geographical . O File Drawer(s)
. ; . - O Microfim Resl(s
O Cther (spacify) O Cther {specify) : O Computer Tapa(s)

' EE— Number O Cther (spacify)

e

JLH A

11. File is Used : 12. File Becomes Inactive After N
O Daily O Weekly O Monthly I O Month(s) O Year(s)
' Number : .
_ ANl
13. Cument Location(s)  (Bicq.. Floor, Room) 14. Is Record Series Duplicated Eisswhere?
(If yes, specify agency or offics)
g :
7*' O . /@/ZQ,M O59N— O Yes ; No
‘15. Access Restricions a Yes %’No . 18. Audit Requirements : 4
(it Yes, cita Law(s) & Regulation(s) RS ) -
. : ' QN_.TQ/ O State O Federal @
17. Is an Index Systam Used? (If yes, explain briefly and describe 18. Recommenced Retention '
any hadware/software ' S g 4 ’ )
5///‘) : 0;4& ¢
8 Yes W No = )/ '

19. Name and Title of Preparer | 20, Telephone Number .| 2t Dats

3 (Rev. 1/




faructions - Type or Print a separate form for each
iew or revised record series, forward with Record
Retsntion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20754

AGENCY RECCRDS INVENTORY

° PAGE OF

v 1, D epartment/Agency

70,

2. Division

3. Unit

4. Record Series Title

Masef Shpes

DEFINITION - RECORD SERIES - A group of related records nomally filed and usad as a unit for reference as weli as retention and disposition purposes.

5. Earil

Year/Latest Year
[1/1/% o ,ﬂ__/W

6. Record Series Description (érieﬂy describe the types éf inféﬁnaﬁcnn/dowments/fcms found in the series. Indlude the purpass or function of the sarias.

el it 4 o cusliie

7. Record Series Format(s) 8. Record Series Sequence 9. Volume ,
) . O File Drawet(s)
O Letter Size 0 Microfilm O Aphabetical "Q Microfilm Reel(s)
. : ' ;_Q_ O Computer Tape(s)
O Legal Size a Computer Tape - .0 Numerical Number O Cther (spedfy)
‘0 Bound Book O Floppy Disk p Chronclogical - boxes - e /"‘W S/ e
. : o, 10. Annual Aecumulahon i
3 Audio Tape 0 Video Tape .0 Geographical O Fie Drawer(s)
’ ; , O Microfilm Resl(s)
. #ome'f {specify) - O Cther (specify) O Computer Tape(s).
T i Numnber O Other (specify)
0 " . s
3" x &
11. File is U : : 12. File Bacomes Inactive After _
- Daily O Weekly O Monthly - O Month(s) O - Year(s)
: . . Number
13. Cumrent Locaton(s)  (Eicg., Floor, Room) 14. s Record Series Duplicated Elsewhere?
(If yes, specily agency or office) 7
(=} Yeos . |ai No c
710, winlscd wé/
15, Awess Rastrictions O Yes # 16. Audit Requirements - .
(i Yes. cite Law(s) & Regulation(s) ' o
: : . O None 0 State O Federal O Independent -
17. Is an Index System Used? (if yes axplain bneﬂy and descnbe 18. Recommended Retsnﬁon e / —
anY hadware/software . o J }ﬁ//‘/ \3/\/
W MMT’L /
. O Yes % No ‘ ,,,_ Q £

19. Name and Tile of Preparer .

f&fﬁ;}f /z;;%/,

20. Telephone Number -

21. Date




structions - Type or Print a separats form for each
or revised record saries, forward with Record
Ratention Schedule (DGS 550-1)

o

DEPARTMENT COF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -
7275 WATERLCO ROAD
P.Q. BOX 275
JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

PAGE___ OF

‘g 1, D epartment/Agency

AL A

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retenticn and dispasition purposes.

4. Record Series T'rlﬂe W}L w/;-é

5. Eaﬂ;astY /Lanaft

b /90 -

6. Record Series Description (én’eﬂy desc'ibe' ihe types of inbmﬁénﬂ&wﬁnﬂoﬁﬁé-f&ﬁé in the saries. include the purpese or function of the sarias.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume .
. - O File Drawet(s)
0 Lettsr Size O Microfilm O Alphabetical "0 Microfilm Reel(s)
: : % O Computer Tape(s)
O Legal Size _ O Computer Tape O Numerical Number O Other (speafy)
0 Bound Book 0 Floppy Disk Chronological 4;?[‘)’/ @\)Q A‘U«OQ
0 Audio Tape O Video Tape D Geographical 10 Annual Aw’m”-mé" File Drawer(s)
o . O Microfim Reel(s)
ﬁ”‘e'. (specity) - - O Other (specify) O Computer Tapa(s)
i — —{ L ) . —— Number O Other (specily)
3 g
11. File is Used : : 12 F'le Becomes Inact:ve After . .
O Daily 0O Weeldy O Monthly o D Month(s) . O Year(s)
: -~ Number - '

13. Current Location(s)  (Bidg.. Floor, Room)

0. Srisem

' - |l 14. 1s Record Series Duplicated Elsewhere?

(If yes, specify agency cr office)
g No

0O Yes .

Hecte

>
7o

15, Access Restrictions O Yes
(tf Yes, cite Law(s) & Regulation(s)

g No .

16. Audit Requirements

O Nene O State

O Federal w Indepandent

any hadwara/software

O Yes - g No

17. Is an Index Systam Used? (i yes explain bneﬂy and describe . -

18, Recomméhded Retention

19. Name and Title of Preparer

focleng,

S} av.

20. Telephone Number

21. Date




-/structions - Type or Print 2 separate form for each
w or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCQ ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECCORDS INVENTORY

PAGE . CF

v 1, Department/Agency

s

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for referencs as well as retention and disposition purposes.

4. R%Tmé}é//q%é

‘sar/Latest

ﬂw_é,/;%é

6. Record Series Dascription (Bn’eﬂy describe the types of informationn/documantsforms found in the series. " Includs the purposa or function of the saries,

| M badh (okiniF

/

// S

O No

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
%Letter Size 0 Microfim O Alphabetical "0 Microfilm Resl(s
' O Computer Tape(s)
O Legal Size O Computer Tape i O Numerical Number &/ Q Cther (specify)
" 0 Bound Book O Floppy Disk K Chronological // .
0 Au ST 10. Annual Accumulation
0 Audio Tape O Video Tape o Ggographlcal O Fie Drawar(s)
: . v ) " O Microfim Resel(s
_ 0 Other (specify) 0O Other (specify) / . T Computer Tape(s)
Ty — —_— Number %ZZ (=] _Other (specity)
| ‘ . ‘ ‘
{ 11. File is Usad : 12. File Becomes Inactive After o T
i a Daily O Weekly O Morthly e ‘O Month(s) O VYear(s) .. - -
:z . W i : Number - ; ’
i 13. Current Location(s) (Bldg.. Floor, Room) 14 Is Reeord’S?hg Duphated Elsawhere7
ency or office by =g (D
/a/ P e /45(/ et

15. Access Restrictions

4 Y_es. cite Law(s) & Regulation(s)

O Yes

y{No,

16.  Audit Requirements . ..

D Yes -

17. Is-an Index System Used? (if yes explain bneﬂy and describe
any hadWare/soﬂware .

" e

18 Recommendod Ratenuon —"'1

19.  Name and Title of Preparer

20. Telephone Number -




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

AGENCY RECORDS INVENTORY

PAGE _ OF

v 1, Department/Agency

FALLA

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retantion and dispesition purposes.

4. Record Series Tile /6"/«“; f/{éww{u‘f C[éc/g u/ul/@m;fé

5. Earfiest Year/Latest

Y,
3/11/751 m_/ﬁ,@ﬁ/;;r

6. Record Series Daescription (Bn'eﬂy dascribe tf\o types of informau‘cnn/dowments/fonns foy_nd in the saries. Include the purpese or function of the serias.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
: - ) O File Drawet(s)
?}Laner Size 0 Microfilm O Aphabetical "0 Microfim Reel(s!
: ' / 0O Computer Tape(s)
O Legal Size O Computer Tape g . Numerical Number . O Other (spedf)f)
O Bound Book O Floppy DEk ' "W Chronologid
. . S s 10. -Annual Accumulation
D Audio Tape O Video Tape O Geographical O File Drawer(s)
o . O Microfim Reel(s)
O Other (specify) O Cther (specify) / ;O Computer Tapals)
™ - i —_— Number /Z/KQ QO Cther (spedify)
11. Fle is Used : o 12. File Becomes Inactive After .
O Daily 0 Weekly © O Monthly L ‘O Menth(s) O Year(s)
13. Cument Location(s)  (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsawhere?
4 {ft yes, specily agency or office) ﬂ . .
QM W &L/éfw \}& Yes .- . 0O No cC FUATL

15, Awes§ Restrictions

O Yes

(K Yes. cits Law(s) & Regulation(s)

___}ﬁNo |

0O Fedaral

16. Audit Requirements . .
. . B N .
0 Nong” O State

any haowara/scftware o

A .
'/@NO' -

0 Yes

17. s an Index System Used? (1f yes explam briefly and descnbe

18 Recommended Retsn

@ :
2 Y W Fy

. Name and Title of Preparer

20. Telephone Number -

21 Dats

| R hodog




SR T

Ny DEPARTMENT CF GENERAL SERVICES . AGENCY RECCRDS INVENTCRY
~/structiens - Type or Print a separate form fer each RECCRDS MANAGEMENT DIVISICN
/iew or revisad recerd saries, ‘orward with Recerd 7275 WATERLCQ RCAD
:/; Ratention Schedule (DGS 530-1) P.Q. BOX 275 -
; JESSUP, MARYLAND 20784 PAGE _ CF ___
* ty ), Deparment/Agency 2. Divisicn 3. Unit
N .
[/dax,

DEFINITION - RECCRD SZER!IES - A group of related records normally filed and used as a unit for referenca as well as retention and dispositicn purpasas.

4. Record Series Title ; = S, Earfiest Year/Latast Year
woe and HCH Han gﬁ/ s b

23 77

8. Recard Serias Dascription (Bﬁeﬂ‘/ describa the types of informaticnnidocumentsiferms found in the series. Include the purpesa or funcion of the sarias.
Ql ‘ — : \ ’ L - I
6 % ¢ 4 CdoaA ‘15‘/ - \\\o P TS
Co o f ‘ )
/\_,L/ 1 ;\;:- ‘_,l\_ g r_ o C S NI
) ;‘ T C _ | 8/
‘ ,: “i_..‘ - :\/L,4 1-':‘ ,;-. C‘\rl&

7. Reccrd Saries Fermat(s) 8. Record Series Sequenca 9. Volume
. C File Drawer({s)
\dLettsr Size 0 Microfim C Alfhabetical ‘0 Microfim Reel(
/ O Computer Tape(s
O Legal Size 0 Computar Tare 0O Numerical Number O Cther (specify)
Q Bourd Ecck C Fioppy Disk w Chrenclogical %/C
- A - . ’ 10.-Annual Accumulation
! 0 Audio Tape O Video Tape O Geograchical : O File Drawer(s)
" . O Miccfilm Reel(.
C Cther (spacify) T Cthar (specily) O Computer Tape(s
-r Number O Cther (specily)
/Lﬁw"ff
11. File is Used : 12. File Baccmes Inactive After
0 Caily O Weakly O Monthly _— O Month(s) O Years)
i /;' . ' Numger :
A PAS ‘{'}"_—f
13. Currant Locaton(s) (Eldg.. Ficer, Reomy) ’ 14. Is Record Series Duplicated Eisewhera?
) {if yes, specify agency of of'Fw) 74 i/
4 Yes s] coo
/Q« ,'l ...'.t;'/'(n:{ .
15. Access Reswiciens . | D’ Yes MNO 18. Audit Reguirements
{if Yes, cita Law(s) & Regulaten(s) ! )
: @ O State O Federal O Independent
17. Is an Index System Usad? (lf yes, explain briafly and describe 18. Reccmmenced Retanton
any hacware/software -
.' | o) v y"é[y’»’ S
O Yes dy/No 7L S
. 7 . 4
. e
19. Name and Tits of Preparer 20. Telephone Number 21. Dats
7
74 by
5

GS 350 (Hev. 1/33) - . —




N/
_-. /structions - Type or Print a separate form for sach RECORDS MANAGEMENT DIVISICN

v DEPARTMENT CF GENERAL SERVICES - AGENCY RECCRDS INVENTORY

> /iew or revised record saries, forward with Record 7275 WATERLCQ ROAD
// Retention Schedule (DGS 550-1) P.0. BOX 275
JESSUP, MARYLAND 20794 PAGE___ OF ___
v 1, D epartment/Agency 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of relatad records normally filed and used as a unit for refersnce as well as retention and disposition purposes.

4, Record Saries Title i S. Earliest Year/Latest Year
oo~
'7./ 15 L.

. i
/!/‘/)!. l Y A TS -

" - el e . 3,

8. Record Series Dascription (Briefly describe the types of informationn/documents/forms found in the series. Include the purposs or function of the series.

I
i . N / ‘. 1 7 .o
i T ) LSt L e

/ N

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
¥ - O File Drawer(s)
B'Lotter Size O Micrefilm O Alphabetical / 'O Microfilm Reel(s’
! . _— O Computer Tape(s)
0 Legal Size O Computer Tape O Numerical Number , 8 Cther (specify)
a
O Bound Book O Floppy Disk i Chronological / ‘
) . 10. -Annual Accumulation
p 0 Audio Tape 0O Video Tape " 0O Geographical O File Drawer(s)
; . O Microfim Reel(s;
O Cther (specify) 0O Cther (specify) ] O Computer Tape(s)
- ) _— Number - - O Cther (speciy)
. B ’.' ‘/7
11. File is Used : - _ 12. File Becomes Inactive After
O Daily O Weekly B Monthly /- &7 Month(s) o Year(s)
Number
13. Current Location(s) (Bldg.. Flcor, Room) 14. Is Record Series Duplicated Eisewhera?
) PR (If yes, spacify agency or office) o
3! J .
15. Accsss Restricions O Yes C! No 16. Audit Requirements
(It Yes. cits Law(s) & Regulation(s) ’ :
& None O State O Federal 0 Indepandent
17. Is an Index Systam Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadwara/software _
- ; T Vs
O Yes gﬁ No r) L S a4
/ / /,-—
/9. Name and Title of Preparer 20. Telephone Number 21. Date

DGS 5504 (Rev, 1/33)




S

‘. /dructions - Type or Print a saparate form for each
. /oW Or revisad record series, forward with Record
-/ Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICN
7275 WATERLOCO ROAD
P.0C. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECCORDS INVENTORY

PAGE___ OF

v 1, D epartment/Agency

NS N
! o~
; 4
Sy '

2. Division

3. Unit

DEFINITION - RECCRD SERIES - A group of related records normally filed and used as a unit for reference as well as ratention and disposition purposes.

4. Record Series Titls | -

of

V& I tj - o

! . .
L ; e

’/

B /,: /

5. Earfiest Year/Latest Year
o

)94 & P

8. Record Series Dascription (Briefly describe the types of informationn/documents/Aorms found in the series. Includs the purpese or function of the sarias.

’

/A / F P Y P B ' TP ’
/1 / /’/ Ao L L A Y/ - sy C oy
i Ky
7. Record Series Format(s) 8. Record Series Sequencs 8. Volume
- O File Drawer(s)
u Letter Size Q Microfilm 0 Alphabetical "0 Microfilm Reel(s’
! / O Computer Tape(s)
O Legal Size Q Cemputer Tape O Numerical Number e O Cther (specify)
O Bound Book O Floppy Disk &) Chronclogical [
-, . 10. Annual Accumulation
) 3 Audio Tape O Video Tape O Geographical O File Drawer(s)
' ) . ; O Micofim Reel(s!
0 Cther (specify) 0O Cther {specify) ) O Computer Tapa(s)
- Number . O CQther (specily)
I
11. File is Used , 12. File Bacomes Inactive After
O Daily O Weekly @/ Monthly A O Month(s) o Year(s)
Number
13. Current Location(s) (Bldg.. Flocr, Room) 14. Is Record Series Duplicated Elsewhers?
o (it yes, specity agency or offica) // .
I Y Yes O No
15. Accsss Restriciions O Yes U/ No 16. Audit Reguirements
(i Yes, cita Law(s) & Reguiation(s) : //—\
web O State O Federal O Indepencent
B .

17. Is an Index System Used? (If yes, explain 'brieﬂy and describe

any hadware/software

O VYes g No

18. Recommended Retention

~ C e .o o7 /
4 oy N
1

19.” Name and Title of Praparer

20. Telephene Number -

21. Date

G5 3504 (Hev. 1/93)




DEPARTMENT OF GENERAL SERVICES
b RECORDS MANAGEMENT DIVISICN
- /18w or revised record series, forward with Record 7275 WATERLCO RCAD

AGENCY RECORDS INVENTCORY

PAGE OF

</ Retention Schedule (DGS 530-1) P.0. BOX 275
JESSUP, MARYLAND 20794
v |, Deparmment/Agency 2. Division
. S~ A
[ 0.

3. Unit

DEFINITION - RECSRD SERIES - A group of related records normally filed and usad as a unit for reference as well as retention and disposition purposas.

4. Record Series Title . / . . .
. S - v e e N A v
Lo s i foo- st 7 J

5. Earliest Year/Latast Year
7/05 w0 _L 25

8. Record Series Description (Edeﬂy describe the types of informationn/documentsdorms found in the serias. Include the purposa or function of the serias,

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
- O File Drawet(s)
G/Letter Size 0 Microfilm O Alphabatical "0 Microfim Reel(s)
! . O Computer Tapa(s)
O Legal Size 0 Computer Tape O Numerical Number . - 0O Other (specify)
4 l/'l:/""7
O Bound Book O Fioppy Disk w Chronological i
- ; . 10. -Annual Accumulation
0 Audio Tape O Viceo Tape 00 Geographical O File Drawer(s)
' . , , O Microfim Reel(s)
D Other (specify) O Cther (specify) ' O Computar Tapa(s)
e -_— Number .- O Cther (specily)
;,//,." g
11. File is Used : 12. File Becomes Inactive After »
0 Daily O Weekly & Monthly ; O Month(s) Year(s)
! Number
13. Current Location(s) (Bldg., Floor, Room) : 14. Is Record Series Duplicatad Elsswhare?
, . L : (If yos. specify agency or office) . //,
TS a e T a7 Yes O No ey
= P 3 194 [
B i X {
15. Access Rastricicns a Yes O/No 16. Audit Requirements
{if Yes. cita Law(s) & Regulation(s) ' TR , .
; @ None\B O State O Federal O Independent
\‘\;/‘/’—
17. Is an Index System Useqd? (If yes, explain briefly and describe 18. Recommended Retention
any hadwara/software - . '
O Yes g’ﬂ No : ' = /" Lo/
19. Name and Title of Preparer . 20. Telephone Number 21. Dats

DGS 3503 (Rev. 1/33)




B S ——

/
’ DEPARTMENT OF GENERAL SERVICES - AGENCY RECORDS INVENTORY
~/structions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISICN .
{iew or revisad record series, forward with Record 7275 WATERLOQ RCAD
’ Retention Schedule (DGS 550-1) P.O. BOX 275
Coq JESSUP, MARYLAND 20794 PAGE __ OF __
/7 [' 1, D epartmenvAgency 2. Division 3. Unit
4 { - ' '
.‘r_,‘ 7L// (/) ’
DEFINITION - RECCRD SERIES - A group of related records normally filed and used as a unit for referance as well as retention and dispesition purposes.
4. Record Series Title . . 5. Earfiest Year/Latest Year
.- J - . . . /: ;TS T . -/ s ?___10‘-, to ..———//' / C\Z’
/— = . ) i i . ;o / . . TSI
8. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the saries.
9 ,/ ., . . -/: X . 3 " . ) ’ . . Vi
/// ( /’ s / I/ - ///_ . }! -':_ ":’/’ //." : ‘v‘,. <:," . . :1_' h i // X
/ i J 3 . {
7. Record Series Format(s) 8. Recard Series Sequencs - 9. Volume
. O File Drawsr(s)
&Y Letter Size O Microfilm C Alphabstical , "0 Microfim Real(s
! i ( O Computer Tapa(s)
O Legal Size O Computer Tape O Numerical Number / o Q Other (specify)
| v
O Bound Book O Floppy Disk Y} Chronological il
. . ‘ : 10. -Annual Accumulation
' 0 Audio Tape 0 Video Tape 0 Geograghical O File Drawer(s)
: . O Microfilm Resl(s
O Cther (specify). O  Cther (specify) / O Computer Tapa(s)
v Number O Cther (specily)
11. File is Used : : 12. File Becomes Inactive After m/ ,
Q Daily O Weekly fg{ Menthiy ! 0O Month(s) &/ Year(s)
- Number
13. Current Location(s) {Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhera?
. . : (If yes, specify agency or offics) 5 _ .
S S ey ] E}ﬁ Yes Q No . i (
15. Accass Restrictons O Yes C\II:\:No 16. Audit Requirements
(it Yos. cite Law(s) & Raguiation(s) ~ / I
- }EL None O State O Federal - 0 indepencent
17. Is an Index System Used? (If yes. explain briafly and dascribe ‘ 18. Recommended Retention
any hadware/software : a
O Yes d No _ ' cz v . o
i ;
19. Name and Tile of Preparar 20. Telephone Number ‘ 21. Dats
DGS 5504 (Rev. 1/33)




. DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTQORY
Structions - Type or Print a separate form for sach . RECORDS MANAGEMENT DIVISION
Jew of revisad record series, forward with Record 7275 WATERLOO ROAD
/ Ratention Schedule (DGS 550-1) P.0. BOX 275
JESSUP, MARYLAND 20794 PAGE___ OF ___
'y |, DoepartmentAgency - ‘ 2. Division : 3. Unit
T haad

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for roference as well as retention and dispasition purpeses.

4. Record Series Title

B o eanrtos T

6. Record Series. Descnpt:on (Bneﬂy desmbo tho typas of mformaﬂcnnldowmensﬁonns found in the senes include the purposa or function of the sanes

\‘ -

7. Record Series Format(s) - .. ] 8 R;éord Series Sequence 9. Volume,,.-f"’
: ) ' \\ : - 2 O File Drawet(s)
)éLetter Size O Microfilm a Afphabeﬁa! / "0 Microfim Reel(s)
C o —_— O Computer Tape(s)
O Legal Size O Computer Tape . 8] r\umenal Number ¢ O Other (specify)
. ’ - -.-:::,._ . . Lo ] . \ - ) ) P 4 .
0 Bound Book O Floppy Disk Chronolo\g_it:d o S
- A _ Coem ot O\ A 10. Annual Accumufation -
B Audic Tape Q Video Tape : ) Geographlal N . QO Fie Drawer(s)
) N L S O ; O - Microfilm Reel(s)
0 Cther (specify) S T o O Cther (speafy) \ L g / , O Computer Tape(s)
- - _— N AR Number M O Other (specily)
11. File is Used ‘ o " || 12. File Bacomes Inactive Aftar o
O Daily OWeeky  ~ , OMontly ff N\ O Month(s) O Year(s)
. . ' M o - Number \
p L LT A ERE
13. Cument Location(s}  (Bldg., Floor, Room) ~= T 4 |S Record Series Buplicated Elsewhera? L
- 5/7{ [/ : / / S If yes, specify agency or office)
T e Ul ¢« 24 é : A Yes . .08 No ' Z({
5. Accass Restrictions O Yes pr_-. | .
(t Yes cite Law(s) & Ragu(ahon(s)

17. Is an Index System Used? (it yes expiam bnaﬂy and describe = L || 18. Recommended Retention L
any hadware/softwars -— = - TR TS WINR | BN g e
oo e S {':.'".-;j RIS | B GRE e .

4

e

..

A..l

1. Namandzof p%% '20. Tolophone Number - - - .| 21. Date




flow or rev:sed record series, forward with Record

- Ratantion Schaclo (DGS 550-1) -

\

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

AGENCY RECCRDS INVENTORY -

PAGE _ OF

e |, D epartment/Agency

N ag

2. Division

3. Unit

4, Record Series Title

,-_"

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a unit for refarence as well'as ratantwn and disposition purpcses.

NE Lle. M)w

V. Earfiest YearfLatest ¥,
A 7hshdv_6/21/9

¥

e

6. Record Series Description (Bneﬂy descn"be the types of mformanonn/dowments/fonns found in the senes

I /ﬁ WJ/H L{/Mm[ s€ cu/> ?/ﬁwj pfﬁ & [Lwnof

Indude the purpose or function of the sories. °

\

/
/7
7
:TE"»"' e j’
7. Record Series Format(s) 8. Record Series Sequence 9. Volume .
. N K - O File Drawet(s)
?é]f.ener Size O Microfilm o 'A!phaaerscat "0 Microfim Reel(s
: : d / ¢ 00 Computer Tape(s)
O Legal Size _ QO Computer Tape . . . Numemzl Number M O Other (specify)
0 Bound Book O Fioppy Disk Chmnologlml - .
BRI : . 8 10. .Annual Accumulation ' 2
0 Audio T;pe' O Video Tape o Geognphml O Fie Drawer(s)
ST . O Microfilm Reel(s
0 Other, (speciy) o omer (specify) / O Computer Tape(s)
T ; \ Number : ’: O Other (specify)
11. Fleis Used : : Ao 12. File Beeomes Inactive After T
0 Daily O Weekly @ Monthly S O Month(s) O Year(s)
o WM N Number * o
13. Cument Location(s)  (Bidg.. Floor, Room) . B 14 Is Recard Serias Duplicated Elsawhere
% - / / ' Z L Cae /yas speafyagency or office) ' @mwk

15. Access Rastrictions a Yes
{tf Y_gs. cite Law(s) & Regulation(s)

s

_4__A¥No_,

T .
16. Waquire\mzns'\ }
P — . \
O None Staﬁs{

0 Fodora R,

any hao\nare/softwara

\D Yes

17. Is an Index System Used? (If yes, expla.m briefly and describe Fre

18 Recommenced Retemmn\ h

F

19. Name and Title ;ZZ@parer

20. Tolephone Number -

21. Dats




y/E . DEPARTMENT CF GENERAL SERVICES . AGENCY RECCRDS INVENTCRY
~/structicns - Type or Print a separate form fer aach RECCROS MANAGEMENT DIVISICN

Jiew or revisad recerd seres. forward with Record 7275 WATZRLCO RCAD
2.7/ Ratenticn Schedule (DGS 550-1) P.0. BOX 275 -
" JESSUP, MARYLAND 20794 PAGE __ CF __

P /'L

v |, Deparment/Agency 2. Divisicn 3. Unit

Traas,

DEFINITICN - RECCRD SERIES - A group of relatad recsrds normally filed and used as a unit for raferanca as well as retenticn and dispositicn purposes.

4. Record Series Title . ! ~ 5. Earfiest Year/Latast Year
AR EW S 7 ’L}%{:‘! ¢ —"® R
’ 7 =5 g7

6. Reccrd Series Description (Eriefly describe the typas of informationn/decumentsforms found in the soriss. Include the purpesa or funciicn of the sariss.

+ ") o -

I pliré s, MLt e daed 5/{ ./’,‘fé_))éf
A pood jooaes
G [ o @ wlst, Ledcs
'l . e

f} ) " VAR I R A A oF
QA LAt J{/ AV S IS S N IR N U0 R

7

7. Recerd Series Format(s) 8. Record Series Sequenca 9. Volume
: - T Fiie Drawer(s)
? Lettsr Size 3 Micrefim ﬁ Alphabetical "0 Microfiim Resl(c
O Computer Tags(s
‘Gdeegax Size 0 Cemptiar Tape O  Numerical Numter C Cther (specily)
B X
d Beund Ecak O Fieppy Disk 5@ Chrenological .
i T - : - 10. Annual Accumulation
! 0 Audio Tape O Video Tape O Geograchical O Fls Orawer(s)
. . O Micofilm Reel(s
O Cther (specify) g Chter (speciiy) O Computer Tape(s)
~ _— Number G Cther (specly)
11. Fieis Used ' 12. File Baccmes Inactive After
O Laily 0 Weakly G Monthly i O Month(s) T Year(s)
’ Number
VN
/@/&0/5?’?\-
13. Curent Lecation(s) (Elcg.. Flocr, Room) _ 14. Is Record Series Duplicatad Elsawhere?
_ (It yes, spacily agency cr offica) J . /
~ Ll . . Z /./ . ;l'! A w Yes O No /'/ s ‘:
C DIt [/ L1 5 ' e
13. Accass Restricicns g Yes Eaf" No 15. Aucit Requirements gﬂji : (ﬂ LAt (7
(If Yes. cita Law(s) & Regulaticn(s) ‘ ) ,
O None O Stats 0 Federal O Indepencent
i. 17. Is an Index System Usad? (If yes, axplain Srisfly and cescrite 18. Reccmmendad Retanticn
any hacwars/software
g Yes \/A No A 5y s \/, '/ o
: J Y

19. Name and Titla of Preparer 20. Telephone Number 21. Date

o
/[é e Ly

UGS 5593 (Rev. 193] o

vy




DEPARTMENT OF GENERAL SERVICES - AGENCY RECORDS INVENTCRY

,-- /
~/structions - Type or Print a separate form for each RECCRDS MANAGEMENT DIVISICN
'ow OF revisad record series, forward with Record 7275 WATERLOO ROAD

4

-/ Ratention Schedule (DGS §50-1) P.O. BOX 275 _
JESSUP, MARYLAND 20794 PAGE CF ___
' 1, Department/Agency 2. Division 3. Unit
Iy
DEFINITION - RECORD SERIES - A group of relatad records normally filed and used as a unit for reference as well as retention and dispasition purposes.
4. Record Series Title o ‘ 5. Earflest Year/Latest Year
Sl /: . JFLR 2L o /7
6. Record Series Dascnpuon (Briefly describe the typas of informationn/documentsforms found in the sanes lndude the purposa or funcacn of the sanes
/
//r ' ; " P ;x IN '.1/ s w . , / ~ . ) e .
.- e . . . : ’ - - 3 '
Jo "y : . A e T A
S 7/ ”;_ Lo g X S A _) . I
L. , f P P e :ft": Al ./ h - -
pE e gl e T A ALE mas
. /,!,/ i "\‘ ./‘. A ) / P /' N ﬁ/ // 73 — é‘,/.//\} ~ foll /{,_ o —
L S - ;
7. Record Series Format(s) 8. Record Series .Sequence 9. Volume
- O Fiie Drawet(s)
& Lotter Size O Microfiim O Aphabetical 'O Micofilm Reel(s’
: / R O Computer Tape(s)
O Legal Size O Computar Tape 0O Numerical Number O Cther (specity)
0 Bound Book O Floppy Disk '@ Chronological L "
o . ' 10. Annual Accumulation
0 Audio Tape O Video Tape O Geographical O File Drawer(s)
. : . . 0O Microfim Reel(s;
0 Other (specify) O Cther (specify) / ‘0 Computer Taps(s)
= _— Number , . O Cther (specify)
S
11. File is Used : L 12. File Bacomes Inactive After .
O Daiy O Weekly * ' Monthly / O Month(s) & Year(s)
Number
13. Current Location(s) (Eidg Floor, Room) 14. Is Record Serias Duplicated Elsswhere?
A : . SN (It yes, specity agency or office) Y
. ' —\/ - IR A O VYes - 0 No s L
‘15, Accsss Restricions O Yes a’No 16, Audit Requirements
{If Yes, cite Law(s) & Regulation(s) ' :
’ ﬁ None O State O Federal 0 independent
17. Is an Index System Used? (If yes, explain briefly and daécribe 18. Recommended Rstention
any hadwara/software
) ﬁ :;::: . '/’ . ) -
0O VYes g No . /
19. Name and Title of Preparer 20. Telephone Number 21 Date

DGS 5508 (Rev. 1/33)




structions - Type or Print a separate form for each
8w or revised record series, forward with Record
; / Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE _ CF

-9 ), Department/Agency

TAUA,

2. Division

3. Unit

DEFINITION - RECCRD SERIES - A grm[:p of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title ' \\, :
EnvothoH Lufo

S. Eariiest Year/Latest Year

5 TE

6. Record Serias Description (Bnéﬂy describe ﬂ'{e

mzm‘m

//4 vaL
\&%/

LI

6/('

6! mfdfmaﬂonn/dowments/férms found i

/M/!/&

j@@ /é%/ :
%0/ //LNL [g 5/,46._'%

//?/ (,,/?g,) 7/?} -/ 7%

fer- (a/é:— il
=Y 92

6/63 U “Ls

@Y Spewnitly W/M%W s

the sonas Include the purposs or function of the saries,

XY/CC%”Z (Su,km“ s >

., f o
ET NCIR /%

Numbgr

7. Record Senes Format(s) 8. Record Senes Sequenee 9. Volume . .
- , O File Drawer(s)
hﬂLensr Size O Microfilm w Alphabenml /9 "0 Microfim Reel(s'
: % O Computer Tape(s)
WLegal Size O Computer Tape ] r\umenczl Number O Cther (SM)_ 4
0 Bound Book O Floppy Disk \;9 Chronologmj Box
10. Annual Accumuiation L
0 Audio Tape O Video Tape /o Geographxal ' .0 File Drawer(s)
i ] O Microfim Reel(s)
0 Other (specity) O Cther (spectfy) / P O Computer Ta.pa(s)l
; '} —— Number 0 Other (specify)
s N, W -
11. Fie is Used : J ‘ 12 F‘le Becomes Inactive After L ey
0 Daily O Weekly / O Monthly O Month(s) O Year(s) - . -

13. Currant Location(s)

YD pletstssare

(Bidg., Floor, Room)

14. Is Record Senes Duplicated Elsswhere?

k 7yes speafy agency or ofﬁce) % @

‘45. Access Restrictions

(i Yes. cite Law(s) & Regulation(s)

O Yes

%.No '

16. Audit Requnramens yufé(. \.t(c;

O None DO Stata 0 Federal

O lndepehdent

any hacfware/softwara

. O VYes

17. Is an Index System Usad” it yes explain bneﬂy and dascribe

-

A

ev,

19. Name and Title of Preparer

%CL%

20. Telephone Number -




«©

- J1aw cr ravisaed recard ssries, forward with Reccrd
/ Ratention Schecule (DGS $S30-1)

DEBARTMENT CF GENERAL SERVICES
AECCRDS MANAGEMENT CIVISICN
7275 WATERLCQ RCAC
P.Q. 8CX 275
JESSUP, MARYLAND 20754

AGENCY RECCRDS INVENTCR'

PACGE CF

2. Civision

3. Untt

‘ DESINITICN - RECSRO SERIES - A group of relatad recerds acrmally fied and usad as a unit ‘or rafarsnca as

well as retanticn and discesiticn purpess.

- Qnudtve

\3sT ,yas; Yf:n sast Year

4, Reczrd Saries Tila .
| \Mise. ‘ﬁa‘ nena “ind. (e SRl Rugmas

 ~

L -

N

8. Recard Serias Deswigticn (én’eﬂy daszite s typss of infﬁnnaﬁcnn/:’cc.‘mentsffcrms feund in he ssries. Induds the purpesa cr funcien of ma.ﬁsde

Qe Srwicd  ando

7. Recard Series Fermat(s)

ﬂnar Sizs

Q Lsgal Sizs

G Micredlm
Q Carnputar Tace

Q Scurd Seck T Fieppy Disk

8. Reccrd Series Sequenca
C Azhabslcal

O Numerical

8. Vclume
O Fis Drawet(z
‘I O Micrzfim Rer
T, Comgutsr Tape

Nun&/){ Cther (specily,

Chrenclegical

10. Anntal Accumulatien : o ‘

{  ©Auda Tazs T Vidso Taca O Gecgrachical O Fie Drawer(s
" C Micsfim Re
T Cther {seecify) - Q Cter (stechy) a L-Ccrr:;_-mer Tape
e Numbse a Cther (spacily!
11. Fieis Used : 12. Fila Seccmas Inacive Atar .
G Daily G Weekly O Mentoly O Mentys) g Year(s)
: Number L
i 13. Curantlocafien(s)  (Sicg.. Ficer, fcem) 14. Is Record Serias Duglicaiad Cisawhers?
g AN N (i yes, sgecily agsncy or ofiics)
i ' { 9
; OO 7 .:) A s . Q Yes Q No .
1 15. Accass Ra.sﬁ::'cr.s \ G Yss O Ne () . » 15. Auch Rsquirements
1 (It Yos. Sta Law(s) & Asguistcn(s) S . :
' : -0 Nena O Stata G Fecaral - & Indepsndant -

any hacwaralseftwars -
Q Yes 34

17. Is an Indax Systam Usac? (If yes, sxgiain brsdy and deszibe

18.

Raccmmendad Ratanticn

peckh”.

I19. Name ard Tida ¢f Preparar

.

20. Tslaphene Number -

21. Cats

UGS 3304 (Hev. 1453}



_~/Aructions - Type or Print a separate form for each
- fiew or revisad racord series, forward with Record
4 Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISICN
7275 WATERLOQ ROAD
P.C. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE __ OF

" {91, Department/Agency

2. Division

3. Unit

DEFINITICN - RECCORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Recard Series Tite .+ ¢ R Y
o nie g /7mﬂﬁ:vﬁ%ﬁ

- ~
o _,? z
i

5. Earliest Year/Latest Year

6. Record Ssiies Descripton (Briefly describe the typas of informationn/documents/forms found in the serias. Include the purpess of function of the sanas,

19. Name and Title of Preparer - 20. Telephane Number

}
! -~ .I /’} o / ey e .‘—\ B / . ’ . B i %
AT < o T F ’ L .—' - T 4\-_ / U i e
- e N GBS — J
/Il,’,'w.m_ LT T 7 Ehe) L/ o / R i ;
| v (Uil e Lo
7. Record Series Format(s) 8. Record Serias Sequence 9. Volume
- O File Drawst(s)
\?)Lener Size 0 Microfilm c/f Alphabetical '3 Microfim Reel(s
ki ' - O Computer Tapa(s)
03 Legal Size 0 Computar Tape O Numerical Number : O Cther (specify)
: ! /-/d/lj
O Bound Book O Floppy Disk 99 Chronolegical /’/ -
\
. 10. -Annual Accumulation
Y A Audio Tape O Video Tape 0O Geographical O File Drawer(s)
’ - . ) O Microfiim Reelis
0 Cther (spacify) O Cther (specify) O Computer Tape(s)
.. Number 7 O Cther (specity)
{1
11. Fileis Used : 12. File Becomes Inactive Aftsr
g Daily O Weekly \g Manthly i & Month(s) g Ysar(s)
: Number
13. Current Location(s) (Bidg., Floor, Room) 14. |s Record Series Duplicated Eisewhera?
. ) s U (I yes, speciy agengy or offics)
S P S O Yes /m No
15. Accass Restriciens Q Yes E]/No : 16. Audit Requirements
(1 Yes. cite Law(s) & Reguiation(s) ' ' »
- 3 Nons O State O Federal {7 Indepsndent
17. Is an.Index Systam Used? (If yes, axplain briefly and describe 18. Recommendsd Retention
any hadware/software
. " 2
O VYes é No ~
21. Dats

DGE 5504 (Rev. 1/33)




ew af revisad recard series, forward with Recerd
/ Ratenticn Schedule (DGS 530-1)

DEPARTMENT CF GENERAL SERVICES
ECCRDS MANAGEMENT DIVISICN
7275 'WATERLCO RQAD
P.O. BCX 275
JESSUP, MARYLAND 20734

AGENCY RECCORDS INVENTORY

PAGE CF

r, 1, D sparumentAgency

/ AL

-

2. Divisicn

3. Unit

DEFINITION - RECCRD S&R

IES - A group of relatad records nermally filed and used as a unit for referenca as well as retention and dispesiticn purposes.

4, Record Series Title
&WCZ 6%#5/&% i

5. Earfiest Year/Latast Year
to

9597

R P PUSPEPROUPSEU

2, '[ g N ;
[ Al
/i } f

8. Recerd Series Dascription (Brisfly dascribe the types of informaticnn/documents/forms found in the saries. Includs the purpesa or funcion of the sarias.

7
!

(i Yas. cite Law(s) & Regulation(s)

‘C Nene N O State
\.__.._,—-—"/

7. Recerd Saries Fermat(s) 8. Record Series Sequenca 9. Volume
- 0 File Drawer{(s)
X] Lotter Size O Micrefim O Alphabetical "0 Microfilm Reel(
! O Computer Taps(:
0 Legal Size G Computer Tace 0 Numerical Numter ézg G Cther {specify)
T Scund Ecck O Fieppy Disk Qf Chrenological i
!
i .
T ' .-Annual Accumulation
| 1 Audio Tape 0O Video Tape O Geograchical 10.-Ann ue O File Drawer(s)
; . O Micchlm Reel(
0 Cther (specify) 0 Cther (specly) O Computar Tape(s
- Number . « . O Cther (speciy)
11. File is Usad 12. File Baccmes Inactive After
g Caily ] Wc-ek!y _ O Menthly O Month(s) O Year(s)
: [/ Number :
/‘Q/ ot d..r TAN
13. Current Location(s) (Elcg.. Fleer, Reem) 14. Is Record Senes Duplicatad Eisewhera?
' : {1t agency cr oﬁm) /§L
7}
P SEC cc ity
15. Accass Restriciens Q Yes D’ No 16. Aucit Requirements

O Federal O Indepencent

any hacdwarse/software

O VYes

MNO

7. ls an indax System Used? (If yes, exsiain triefly and describe

13. Reccmmended Ratan

sen

. Name and Title of Praparar

[\.'["- 2!

20. Telephone Number -

21. Dats

UGS 3503 (Rev. 1/93)




T

structions - Type or Print a separate form for each
~Jiew or revised record series, forward with Record
Ratention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE___ OF

e |, Department/Agency

YAong,

2. Division

3. Unit ‘

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for referencs as well as retantlon and disposition purposes

4.Re%rd56mm6 YA /@/WQSM//MNB/(//&%)

e G,

/3/3//73
(/374 = 1//50/74/

6. Record Senes Description (Bneﬂy describe the types of mformanonn/dowmans/forms found in the sanes lndudo the purposa or function of the senes

O Daily

’ Number_ E

[7(;(/(,(,[ (L L’L (,L,J /(CGSZ'L{'W \J — : f-/,i/ / 7&&(/
\\, . ,r‘é . .
\ ,»’/
\ S/
/ ......
\ , /
7. Record Series Format(s) 8. Record Series Sequence /" 9. Volume o ,
- | o 4 O File Drawer(s)
tter Size 0O Microfilm O Alphabetical g ‘O Microfim Reel(s)
' /"! ' __1__ 1:1 Computer Tape(s)
O Legal Size T Computer Tape O Numerical ./ Number Other (spectfy)
0 Bound Book O Floppy Disk ,&0 Chmnol7:él » _
T A 10. Annual Accumuiation -
0 Audio Tape D Video Tape 0 Geographical \ » O File Drawer(s)
' . of . . .. . 8 Microfilm Reel(s)
. 0 Other (spacify) a sher (SPGGW) /0 R = Computer Tape(s)
e : .!_/——————— Number ; ¢ El Other (specn‘y)
7 ;
11. File is Used : /’-' 12. Filo Becomes Inactive After =~ - S
L O Weekly / O Menthly L 'O Menth(s) O Year(s)

‘13 Current Loauon(s)

/9/M(

(Bldg.,,Floor, Room) /

14. Is Record Series Duplnated Elsewhere” B

, specify a oro ';:

15, Ames Restrictions
(If Yes cite Law(s) & Regu!auon(s)'/

I
’

O Yes /’ y’ No

16 Audit R u'emants
sy

any hadwars/sofMare

. O Yes

e

17. Is an Index System Used? /(lf yes, explam briefly and desmbe o

T o

20. Telephone Number -

21. Date -

|




/structions - Type or Print a separate form for each
iow of revisad record series, forward with Record
'/Retenﬁon Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
~ 7275 WATERLOQ ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ____ CF

4/1 {, Department/Agency 2. Division

>'\/UM .

3. Unit

DEFINITION - RECORD SERIE’S A group of related records normally filed and used as a unit for reference as - well as retentlon and dsposxt:on purposaes.

4. Record Series Title

NP

7{72:” 5‘“75‘//‘” M&hf

4_;1},1

n

6. Rocosd Series Descnpnon (Bneﬂy descnbe tha types of mfunnahonn/dowments/fonns found in the senes Include the purpose or function of the sanes

)%émufzrm /&(o‘% aéu@m

7. Record Series Farmat(s) 8. Record Series Sequence 9. Volume . S
: ) ' - O File Drawet(s)
etter Siza O Microfilm o Alphab'eﬁml / "0 Microfilm Reel(s
. O Computer Taps(s)
O Legal Size_ _ O Computer Tape O Numerical - Number M 0 Other (specify). .
0 Bound Book O Floppy Disk w Chmnologxal . — :
i, -\-\ : ' : 10. Annual Accumulation Sy
O Audio Tape 0 Video Tape o Geographuzl X O File Drawer(s)
) o o N - . / .0 Microfilm Reel(s
0 Other (specify) o Othelf (SDOGfY) TN ___,. - O Computer Tape(s)
- —— | e G Otir (spaciy)
1. Fle is Used : 12. File Becomes,lnactive Attsr - R
O Daily O Weekly O Monthly - .-\ a Mon(h(s) O Year(s)
/W//(_[a—ﬂ\/ Numbaer . , oL
. \ £ S o S

13, Current Location(s) {Bldg., Floor, Room)

/%511/{/;/&%4& [zz/é /

rias Duplmted Elsewhere

agency Of ofﬁce) / /gi

Cf'u(//’Uu/

15. Aceess Restrictions
(t Yps. cite Law(s) & Regulation(s)

O Yes

i MéﬂNo /

16, Audit Requirements

P

/ \w O stte O Fe"dqal
/ - . w0 : .“
17. Is an Index System Used? (If yes oxplam briefly/and descnbo 18. Recommended Ret‘e'ﬁﬁor':_'f' Tt
any. hadware/software : : e T e
D Yes

I13. Name and Title of Preparer

A ﬁ/oc/(,w\gr

20. Telephone Number -




Inst;ucﬁons - Type or Print a separate form for each
new or revisad record sones, forward with Rocord
Retennon Sdnedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
.. 7275 WATERLQQ ROAD
P.O. BOX 275
JESSUR, MARYLAND 20794

AGENCY RECCRpé‘ lN\f -

PAGE ____

1 Dapafmnt/Agency

Charles County Government - f

2. Division

Treasurer's Office

3. Unit

DErleON RECCRD SERIES - A group of related records normally filed and used as a unit for raference as well as ratentxon and c‘ spo on purpose

4, Racord Senes Title

> 0 U

5. YearLatest Year.
4Z§Z§§_m,32zsmnfi

6. Rocord' Senes Dascnpnon (Bneﬂy desm“be the. types of mformat:onn/dowmentslfonns found in the sories. Include the purpcsa or functxon’of tha  saries.

AN x 11 5" ledger book contalnlng dates of check runs,- starting and st:opplng~ hec
numbers, date and check numbers for all v01ded checks and hand cut checks.

' /'/,ﬂ,‘r\, /ﬁ-".

7. Record Series Format(s) 8. Record Series Sequencs 9. Volume
O Letter Size O Micrefilm O Alphabetical .
LT L , Lo U Co e 1 Book
Q0 Computer Tape o Numeriwl' ) 'i- R Number .
O Floppy Disk ﬁf Chrcnolognzl
: - o L 10. Annual Accumulatio
Video Tape * : hm! S T -
.D ! ape, Q. Geonp = Less than -7
Number
SRR =7 . -« .t 12, File Becomes Inacive After
XWeeldy O Monthly - ff -/ O Month(s)
' © 7 - Number ~/,

Yed

13. Currant_Loezuon(s) {Bldg., Floer, Room) ‘

el Treasurer s Offlce vault

Yes

14. Is Record Series Duplicatsd Elsswhers?

"+ - (if yes, specify agency or offics)
) O Ne

‘qa:c/5@t5.¢u4

Chedhs . @Mﬁv

18, Accoss Restrictions O Yes
- - (if Yes, cita Lay((s) & Regu_laﬁon(s)» s

';5(No

186. - Audit Raquiremants .

W E /Ei None

D State _'

ur-'edera:f

18, Rec

20. Telephone Number -

"Apr

21.. Dats o
il 30,

1997




Instructions - Type or Prnt a separate form for each
new or revisad record ssnes, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
P Q. BOX 275

JESSUP, MARYLAND 20794 _

AGENCY RECORDS INVENTORY

PAGE ____ OF

» 1, Department/Agency 2. Dvision

Charles County Government

'I'reasurer" s Office

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a untt for referance as well as retention and dispesition purposes.

4 Record Senes Title
Returned Check Log

K}

S Exfot Yasrlgtast Yoar
/%Zf_ w0 Lresen?”

B

6 Record Senes Dascnption (Brefly descrbe the of informationn/documentsforms found in the ssnes. Include the purposa or funclion of the senss.
pron (Sney wpefs’/ Faxes o MVA Yags ondy -

Actual returned checks along with the letter sent to the customer are kept in this binder

The log contains the following information:

of customer, account of relevant account, amount of check date notice was sent to custome

date restitution was made, and the initials of the employee sending letter to the custome

date check was returned to this office, name

d >

.

7 Record Senes Format(s) 8 Recerd Senes Sequence 9 Volume )
. O File Draws(s)
;2'( Lettar Suze Q Meerofilm O Alphabetical O Microfilm Reel{
1 _Binder O Computsr Taps(s'
O Legal Suze Q Computer Tape O Numencal Number ) & Cther (M)
0 Bound Book 0 Floppy Disk }Zr Chronological —
10 Annual Accumulaton -
A Audio Tape O Video Tape O Geographical O File Drawer(s)
Less than O 'Microfim Reel(s
G.O'tiner (specity) O Cther (specty) 1 _Binder O Computer Tape(s;
—_— Number A Cther (specty)
11 Fie s Used 12. File Becomss Inactve After ‘
[7 Daily A Weeky O Monthly O Month(s) O Year(s)

Number

13 Cument Locabon(s) (Bldg . Fleor, Room)

14 |s Record Senas Duplicated Elsswhers?
(it yes, specidy agency or offics)

(if Yes cta Law(s) & Regulaton(s)

| : - % ]; . E ¢ EE-
Trea?urer s Office ; VAt ) g Yes ﬁ No Copies of correspondenc
are also filed in corre
15. Accass Restnctions a Yes g No > 16  Audit Requrements .~ pondence file in back.

T°O None O State O Fedaral = jgf Independent

17. Is an Index System Usad” (If yes, explain bnefly and descrnbe
any hadware/software
;ﬂ No

O Yes

18. Recommended Retenton k’}?& M é‘/___g)éé‘
vES

L v
R ——— o

I19. Name and Title of Preparer 20. Telephone Number

Betty J. Windsor, Head Cashier

645-0709 (x709)

21 Dats
April 29, 1997

GS 35U-d (Hev 1/33)




S Lo : DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY . .
Sistructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION | T
Jiew or revised record series, forward with Record 7275 WATERLOO ROAD -
=/ Retention Schedule (DGS 550-1) P.O.BOX 275 . _ : e
S . JESSUP, MARYLAND 20734 PAGE___ OF -

91, DepartmentAgency ~* T " | 20wsion T ' 3. Unit

- Charles County Government . Treasurer's Office o

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as ratenuon and disposition purposes

Eamest Year/l.aﬁast Year
1/2/ o_Present

4. Rocord Series Tle ' . .
‘ Night Dep051tory Log L

‘_-~Itemized lists of name, account number, paymen_f; Ltyrpe.,-a‘n amount of ~payment of 'a
'..',‘deposited in nght Depos:.tory. Da11y accountlng of all night depos:.t act1v1ty

7. Record Series Format(s) . - S - 9. Volume SR e
- : i : ' - o O File Drawer(s)
LxLstter Size o Miaomm' : 1 ‘O Microfilm Reel(s)
0 . Computer Tape(s)
‘OlegalSize .. - 0O Computer Tape Number O . Other (specify) ..

9 5" x 11" 'expandlng f11e

'l:l Floppy Dlsk

- 'O Bound Book

S . 10 Annua! Accumulat:on
0 Audio Tape

. ClV'deo Tape R o Geographm
) ' o other (speciy)

‘0 Other (specity)

: "
11 FilensUsed“ S .
- OWeekly
13. Current Location(s) ~ * (Bldg., Floor, Room) = = T R 14 ks Recard Series Duplicated Elsewhers?
. Treasurer ] Offlce (on computer desk shelf v;gyesY;pee_f'y. age;y{o;quﬁca)
-, at Head Cashier's desk) S ‘ _f o Bl -
-15.Awess Restrictons  : . O Yes ... K No ...

(¢ Yes cte Law(s) & Ragulahon(s)

"? NameanchﬂeofPreparef '
Betty J.. Wlndsor, Head Cashler

" April 29, 1997 °




;J-*
1’.?

o Y i0eii nan b ad

-————

~/structions - Type or Print a separate form for each
(ew or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENT! ORY

7275 WATERLOQ ROAD
P.Q. BOX 275
JESSUP, MARYLAND 20794

PAGE ..

OF

g |, Department/Agency

Charles County Government

2. Division 3. Unit

Treasurer's Office

4. Record Series Tile S
Night Depository Log

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a unit for reference as well as retantion and dlsposition purposes.
' 5. Earfiest Year/l.a -

1994 1 199¢

Year

99

deposu:ed 1n Night Dep051tory

6. Record Series Description (Eneﬂy descnbe the types of mfonnauonnldowmantsﬁcnns found in the series. Indude the purpose or function of the sanes E

Itemized lists of name, . account number, payment.type and “amount of payment of all 1tems '
Daily accountlng of all nlght deposit act:1v1ty o

7. Record Series Format(s) - 8. Racord Series Sequenca 9. Volume PR
] : ‘ 0 File Drawer(s)
K Letter Size O Microfilm O Alphabetical 2 "0 Microfilm Reel(s
: v D Corhputer Tape(s)
O Legal Size - O Computer Tape O . Numerical Number (SPGGfY)
O Bound Book ' .-O Floppy Disk } XX Chronological ’YLT@ -
DAudoTape O Video Tape - ‘0 Geographical 10. Annual A °°""'"‘a"r§" ,.L’};D,'awe,(s)
L T . -0 "Microfilm Reel(s
. O Other (specify) . O Other {specify) . ‘ 1 . O Computer Tape(s)
——————~ : —_— o Number XK Other (specity)
: y L4
, .- 6 Y g% Large envelope
11. Fleis Used - ° c Less than 12. Filo Bacomes Inactive Aftar o - : el i
S -8 Daily . 0 Weekly XX Monthly b - =) Month(s) XX Year(s) ..
13, Cument Lmuon(s) (Bidg.. Floar, Room) 14, Is Record Series Duplicated Elsawhere?
' Treasurer's Offlce (1nslde storage boxes gyes\}esspé?? ?ge'?ncxy mzfﬁm)
containing UT bills paid in storage room) : R
15., Access Restrictions - . O Yes ° ;‘(‘(No 16. Audit Requirementﬁ .
(# Yes. cite Law(s) & Regulation(s) T R
- R S o None . O State 0 Federal . O Independent -

] ':?

ﬁNo

any haduare/sofhvare o

o Yes e

17. Is an index Systarn Used? (it yes exp(am brefly and descnbe

518 Racommended Retennon /6 e‘]/-'q—)

0ne Year: 4(5& QW/ 'a/r_ji_'"__

‘? Name andTrﬁo of Prsparer

Betty J. W1ndsor, Head Cashlel'

20. Telephone Number - 21. Date

645-0709 (x709)

April 22,

1997

et v —————————
]
e |




DEPARTMENT CF GENERAL SERVICES

AGENCY RECORDS INVENTCRY

PAGE QF

Instructions - Type or Print a separats form for sach RECORDS MANAGEMENT DIVISICN
new or revised recard series, forward with Record 7275 WATERLCO RQAD
Ratention Schedule (DGS 530-1) P.Q. BOX 275
: JESSUP, MARYLAND 20734
y |, DepartmenvAgency 2. Division
Charles County Government Treasurer's Office

3. Unit

DEFINITICN - RECCRD SERIES - A group of relatad records ncrmally filed and usad as a unit for referance as well as ratention and disposition purposes.

4. Record Series Tile ’,a'{/d Sj,{;ﬁﬂ)’\ ?/
Accounts Payable Check Registers

5. Eartiast Year/latast Year
1/3/97 to Present

akpakls

and name, and check amount).

8. Record Series Descripticn (Briefly describe the typas of informationn/documents/forms found in the series. Include the purpess or functcn of the series.

Summary listing of aceewmts paid each week (includes check number and date, vendor number

7. Record Seres Fermat(s) §. Record Seriss Sequence 9. Velume
. O File Drawsr(s)
y Letter Size O Microfim T Alphabetical O Microilm Reel(s}
1 O Computer Tape(s)
O Legal Size C Computer Tape O Numerical Numter B Cther (specify)
. . 9.5" x 11" expanding file
J Bound Book G Fieppy Disk J@  Chronological
Co . - . 10. -Annual Accumulation
) £ Audio Tape O Video Tape O Geographicai O File Drawer(s)
’ . O Micofim Resl(s)
a Qt?er (specity) O Cther (specify) 1 O Computar Tapa(s)
Number O Cther (specy)
9.5" x 11" expanding file
11. File is Used ) 12. File Beccmes Inactive Aftar
O Daily 3 Weekly O Monthly 1 O Month(s) A Year(s)
~ Number
13. Current Location(s) (Blcg., Floar, Rcom) 14. Is Record Series Duglicatad Elsewhare?

Treasurer's Office (on computer desk shelf ﬁl Yes 0
at Head Cashier's desk)

(if yes, specily agency or ofiica)

No

Accounting Office

15. Accass Resticions QO Yes '@ No 16. Audit Recuirements
(If Yes. cita Law(s) & Regulaticn(s)

0 None O Stats

O Federal O Incepencent

17. Is an Index Systam Usad? (If yes. axglain brisefly and describe 18. Recommended Retsntio

any hadware/softwara Q e‘@ yy; p/\

o Thens

-0 VYes G No 1 year L o
: ! ; 4 .
=S thp%
/9. Name and Title of Preparer 20. Telephone Number 21. Dats
Betty J. Windsor, Head Cashier 645-0709 (x709) April 29, 1997

S—
DGS Sou~ (mav. 1/53)




- jiew or revisad recard ssries, forward with Record
Ratention Schedule (DGS 550-1)

-/structions - Type or Print a separate form for each

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

AGENCY RECCORDS INVENTORY

PAGE ____ CF ____

v |, D epartment/Agency

2. Division

Charles County Government

Treasurer's Office

3. Unit

DEFINITION - RECORD SERIES - A group of related recerds normally fled and used as a unit for referencs as well as retention and disposition purposas.

4. Record Series Title
Accounts Payable Check Registers

5. Earfiest Year/Late
,0; :'///V:o LY

VL

8. Record Series Description (Briefly describe the types of informatienn/documents/forms found in the series. Include the purposs or funclion of the saries.

Summary listing of accounts paid each week (includes check number and date, vendor number

and name, and check amoun

7. Record Series Format(s) 8. Recerd Series Sequence 9. Volume
: O File Drawer(s)
R Letter Size 0 Microfiim D Alphabstical p "0 Microfilm Resel(s)
! O Computer Tapa(s)
0O Legal Size O Computar Tape 0 Numerical Number =} C7er (specn‘y)
anya
0 Bound Book Q Fioppy Disk XX Chronological e Y- £
- {
02 Audio Tape O Video Tape 0 Geographical 10. Annual Accumts anén File Orawer(s)
; . , O Micofim Reel(s)
O Other (specify) O Cther-(specify) 1 O Computer Tape(s)
v Number/ XX Cther (specity)
1 4 .
9.5"X 11" expanding file
11. File is Used : . 12. File Becomes Inactive After .
O Daily 71 Weekly & Monthly 1 O Month(s) ¥ Year(s)

Number

13. Current Location(s) {Bldg.. Floor, Room)

Treasurer's Office - on shelf in back office

14. Is Record Series Duplicated Elsewhera?

(If yas, specify agency or offica)

XL Yes g No Accounting Office

‘15, Accass Restrictions

0 Yes dNo

(i Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

O Nome O State O Federal O Independant

17. Is an Indax System Usad? (If yes, explain briefly ang describe
any hadware/software

O Yes \D No

joa

18. Recommended Retention ﬁ a’}/};:/ /V 7(/—__—
/ 50” £er Y, T Then’
Dﬁé/ r“p/

I9. Name and Titls of Preparsr

Betty J. Windsor, Head Cashier

20. Telephone Number - ‘
645-0709 (x709)

21, Dats

April 22, 1997

DGS 5504 (Hev. 1/53)




Instructions - Type or Print a separate form for sach
new or revisad record saries, forward with Record
Retention Schedule (CGS 530-1)

DEPARTMENT CF GENERAL SERVICES
RECCRCS MANAGEMENT DIVISION
7275 WATERLCQ RCAD
P.0. BCX 275
JESSUP, MARYLAND 20794

AGENCY RECCORDS INVENTCRY

PAGE ___. COF

3 |, D epartment/Agency
Charles County Government

2. Civision

Treasurer's Office

3. Unit

DEFINITICN - RECCRD SERIES - A group of related records normally filed and usad as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Section 8 Check Registers

S. Earliest Year/Latast Year
1/31/96w Present

and name, and check amount).

8. Record Seres Description (Briefly describe the types of informationnidecumentsforms found in the sories, Indude the purposa or function of the sarias.

Summary listing of accounts paid each month (includes check number and date, vendor number

7. Record Series Format(s)

8. Record Saries Secuencs

g. Volume
O File Drawet(s)

¥ Lstter size T Micrefim T Aghabatcal O Micofim Reel(s
1 0O Computer Tape(s)
0 Legal Size 0 Computer Tage T Numerical Number O Cther (specity)
) " (3] v .
0 Bound Scok G Floppy Disk % Chrenclegical 9.5" x 11" expanding file
- L 10. Annual Accumulation
| 0 Aucio Tape G Video Tape O Geographical L b O File Orawer(s)
_ , ess than O Micofim Reel(s
a Qt{'xer (specify) O Cther {specify) 1 O Computer Tape(s)
Number O Cther (specty)
9.5" x 11" expanding file
\/2 AL ﬁic)
11. File is Used 12. File Secomes Inacive After )
O Daily ;’ Weekly T Menthly 2 O Month(s) K Year(s)
Number

13. Current Location(s) (Bldq.. Flocr, Reem)

at Head Cashier's desk)

Treasurer's Office (on computer desk shelf

la)

14. Is Record Seres Duplicatad Elsawhars?

If yes, specify agency or offica)
p Yes ’

No  Accounting Office

15. Accass Rsstricions O Yes
{if Yes. cita Law(s) & Reguiaticn(s)

T No

15, Audit Reguirements

0 None

O State

0 Federal O independent

any hacwara/software

O VYes CJ No

"17. Is an index System Usac? (If yes, exglain briefly and describe 18. Recommencad Retention /?é’;\/% /\7 759_’;\ / )//

Aget FY) TherDasis e

9. Name and Title of Preparar

Betty J. Windsor, Head Cashier

20. Telaghone Number

645-0709 (x709)

2

1. Dats

April 29, 1997

DG T30 (mev. 1,93)




fiow or revised record saries, forward with Record
. / Ratention Schedule {DGS 550-1)

DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICN
7275 WATERLOOQ ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECCRDS INVENTORY

PAGE _ OF

v 1, DepartmantAgency 2. Division

Charles County Government

Treasurer's Office

3. Unit

DEFINITICN - RECORD SERIES - A group of related recerds normally filed and used as a unit for raference as well as retention and dispositicn purposes.

4, Record Series Titla
Section 8 Check Registers

5. Earl
/5/74 to

77?5/

and name, and check amount).

8. Record Seriss Dascripion (Briefly dascribe the types of informaﬁonn/dowment:/fcrﬁ# found in the series. Include the purpose or functon of the sarias.

Summary listing of accounts paid each month (includes check number and date, vendor number

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
- T File Drawet(s)
X Lstter Size O Micrefilm O Alphabetical / "3 Microfim Reel(s
O Computer Tape(s)
Q Legal Size Q Computar Tape O Numerical Number N }a” Cther (specn‘y
gs 1760 177
0 Bound Book O Floppy Disk KX Chronological 75 KN s L G F/s
' . 1. Annual Accumulatien
! 8 Audio Tape O Video Tape O Geographical . O File Drawer(s)
. . o O Microfim Reel(s
0 Cther (specity) O Cther {specily) 1 O Computer Tape(s)
r -_— ' Number XX Cther (specify)
.5" X 11" expanding fil
11. File is Used 12. Fils Becomes Inactive Aftsr
O Daily O Weekly X8 Monthly L O Month(s) XX Year(s)

" Number

13. Current Location(s) (Bldg.. Flocr, Room)

14. s Record Series Duplicatsd Eisewhare?
(If yas, specify agency or offics}

Treasurer's Office — on shelf in back office & Yes O No . Accounting Office
‘15. Access Restricions O Yes O No 16. Audit Requirements
(i Yes. cita Law(s) & Regulation(s) .
O None O State 0 Federal O Independent

. Is an index System Usad? (If yes, explain bneﬂy and describe
any hadwarassoftware

0O Yes 'dNo

18. Recommended Retention

| AeTmim For e
Aer P, Trn aleSTor s,

19. Name and Title of Preparer

Betty J. Windsor, Head Cashier

20. Telephone Number -
645-0709 (x709)

21. Dats

April 22, 1997

DG5S 504 {Hev. 1/§3$




’ DEPARTMENT OF GENERAL SERVICES . AGENCY RECCRDS INVENTORY
Instructions - Type or Print a separate form for sach RECCRDS MANAGEMENT DIVISION
new or revisad recard saries, forward with Record 7275 WATERLCQ ROAD
Ratention Schedule (DGS 550-1) P.O. BCX 275 -
JESSUP, MARYLAND 20794 PAGE ___ CF __
¥ 1, DepartmentAgency 2. Division 3. Unit
Charles County Government Treasurer's Office

4. Record Series Title

DEFINITION - RECCRD SERIES - A group of relatad records normally filed and usad as a unit for raferance as well as retention and disposition purposas.
MVA Activity Reports vﬂ‘af’ / ,(/ ,M,M

’ ; , 5. Earfigst Year/Latast Year
el ot ot Fesenr
/ SO e [', A
—

8. Record Saries Description (Briefly dascribe the types of informatonn/documentssorms found in the series. Includa the purpass or function of the series.

Daily activity reports. summaries of tags sold, owners' names, title no., tag number, fees
collected, vehicle class, registrations voided, for daily MVA acivity in Treasurer's Office
Used to reconcile registration renewal forms and fees collected for and sent to Motor

Vehicle Administration.

’é,f},:é?jk //"’f 77—D~£‘—' 'k/ﬁ AN 'L/ .
7. Record Series Format(s) . i 8. Record Series Seguence 9. Vclume
- O File Drawer(s)
O Letter Siza 0 Microfiim C Alphabetical 2 O Micrafiim Reel(s
A O Comguter Tape(s)
O Legal Size O Computar Tace O Numercal Number . 0O Cther (specify)
. . y 7
O Bound Bock O Fleppy Disk y Chronological //"7 X/f ’( f ke / /5 £
; . . 10. Annual Accumulation
£ Audio Tape 0 Video Tape 0O Geographical n O File Drawer(s)
; . . O Microfim Resi(s
ﬁ%ef {spacity) Computer printouts O Cther (specify) / O Computer Tapg(s)
— (12" x 15" expanding _— O Othet (s
file) SIS ) 47
11. File is Used 12. File Z%ec:mes Inactive Alter
A ‘d( Daily O Weakly O Monthly A Menth(s) O Year(s)
. hY Number
13. Current Location(s) (Bicg.. Flcer, Room) 14, Is Record Series Duplicatad Elsewhara?
(If yes, spacify agency or ofiice)
Treasurer's Office —.in cabinet under MVA /Q{ Yeos O No Motor Vehicle Administr

printer in front offige. tion, Glen Burnie, MD

1S. Accass Rastrictions G Yes 3 No ) 16. Aucit Reqguiramants
(If Yes. cita Law(s) & Raguiaton(s} )
; O None 0O Stata G Fecderal O indepsndent

17. Is an Index Systam Usad? (If yes. explain triefly and cescribe 18. Reccmmended Retention }gé';}'é,'/p ﬁ // =

any hacwars/softwars

O VYes G No | Sd~morrTirs, }/ﬁf_‘F‘// /M

M WW Jgs/pr

ERTIRG ¥l {_,_-_-:_’
19. Name and Title of Preparar -| 20. Telaphons Number
Betty J. Windsor, Head Cashigr 645-0709 (x709) April 29, 1997

GS 3304 (Hev. 1753)




* structions - Type or Print a separate form for each
/18w of revisad record series, forward with Record
5 C/Retantion Schedule (DGS 550-1)

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

AGENCY RECCRDS INVENTORY

PAGE _ OF

v 1, D eparment/Agency

Charles County Government

2. Division

Treasurer's Office

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a unit for refersnce as well as retention and dispasiticn purposes.

4. Racord Series Title
MVA Activity Reports

5. Eamest Year/l.ata Yoar
5- WV A

Daily activity reports.
collected, vehicle class,

Summaries of tags sold,
registrations wvoided,

‘owners' names,

title no., .
for daily MVA activity in Treasurer's Office
Used to reconcile registration renewal forms and fees collected for and sent to Motor Vehicl

6. Record Series Dascription (éﬁeﬂy describe the types of informationn/documentsAorms found in the series. Include the purposa or function of the sarias.

tag no., fees

Number

Administration.
¥ Do not have reports for 10/31/92 through 4/30/93 and 10/1/93 through 10/31/93.
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size 0 Microfilm O Alphabetical y / "0 Micofilm Reel(s)
O Computer Tape(s)
O Legal Size a Computer Tape g0 Numerical Number Cther {
| s b Lile T
O Bound Book O Fioppy Disk XX Chronological X X /€
0 Audio Tape O Video Tape O Geographical 10. Annual At o Drawer(s)
. 0O Microfim Resl
XR Cther (specify) Computer printouts O Cther (specify) / D corr‘\:?te:nTa;;.;S)
—————£12" X 15" expanding Number or (spacify)
file) (RfSx/C r/
Ftle is Usad 12. File Becomes [nactive After
7 Daily O Weekly 6 Month(s) O Year(s)

13. Current Location(s) (Bidg., Floor, Rcom)

14. s Record Series Duplicated Elsewhere?
- (If yas, specify agency or office)

Treasurer's Office . XB Yes O No Motor Vehicle Adminis-
‘tration (Glen Burnie)
‘18, Access Restrictions O Yes a No 186. Aucit Reguirements
(if Yes, cite Law(s) & Regulaticn(s)
: -0 None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hacdwara/software -
O Yes g No Six months
I N
19. Name and Title of Preparer 20. Telephone Number 21. Dats
Betty J. Windsor, Head Cashief 645-0709 (x709) April 22, 1997

UGS 5504 (Rev. 1/53)




=/structions - Type or Print a separate form for each
iew or revisad record ssries, forward with Record
Retention Schedule (DGS 550-1) -

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

AGENCY RECORDS INVENTORY

PAGE _ OF

be 1, D epartment/Agency

7/(%4 ,

2. Division

3. Unit

DEFINITION - RECORb SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposas.

4. Record Series Title

MUH

5. Earfiest Year/Latast Year, /75 /75

42 /9/!
. 1]7%- /;7'7/ £l73 9g3

PMwLaw%

6. Record Series Description (Bneﬂy dascribe the typas of mfonnatzonn/dowmnts/forms found in the sanes Include the purposs or funcuon of !he sanes

7. Record Series Format(s) 8. Record Series Sequence 9. Volume , : C
: . : O File Drawet(s)
O Letter Size 0 Microfilm O Alphabetical g § ‘0 Microfilm Reel(s)
. O Computer Tape(s)
O Legal Size . 0 Computer Tape o r\umanwl Number g Cther (specn‘y) -
waound Book O Floppy Disk ﬁzﬂ Chmnologunl W : R
' 0. ccumulaon -
B Audio Tape O Video Tape D Geogmphml 10. Annual A . nn File Drawer(s)
' . O Microfiim Reel(s)
o Other (specxfy) O Cther (specify) O Computer Tape(s)
v . -—_— Number O Other (specify) -
11, File is Used : 12. File Becomes Inactive Atter L
o 0O Daily 0 Weekly O Monthly : O Month(s) O Year(s)
’ Number ' o
LA Nmber”

13. Current Location(s) (éldg Floor, Room)

O Yes

14. Is Record Series Duplicated Elsawhera?

(1f yes, specify agency or offics)
g Ne

svats A

15. Access Rastrictions - 0O Yes
(i Ygs, cite Law(s) & Rogulaﬁon(s)

%No |

16. Audit Requirements

O None

O State

0O Federal o lndepehdem :

) any hadware/software -

o

"“ “'0 " Yes

17. Is an Index System Usad? (it yes oxplain briefly and describe

18 Recommended Retention

- RERIN
ers o FF T //ﬁéx)
DT 2y, '

ﬁér—

19. Name and Title of Preparer

bels

20. Telephone Number -

21. Date

mﬁm




Instructions - Type or Print a separate form for each
new or revised recerd saries, forward with Record
Ratention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT OIVISION
7275 WATERLOQ RQAD

P.Q. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY .

PAGE ____ OF

» |, D epartment/Agency
Charles County Government

2 Division

Treasurer's Office

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for raference as well as retent:on and dispesition purpcses

4. Racord Series Tile
Dally MVA Tag Renewal Ledger

Yearfatest Year
3424&, cgszn‘/“

for each cashier

6. Reeord Series Descnpnon (Bneﬂy describe the types of mfonnanann/dowmentslfoms found in the saries. Indlude the purpose or funcuon of the sa

Daily ledger includes ‘number of tags sold MVA fees, ‘'state ‘and county fees, and dally._
. This ledger is used to prepare the weekly check request for money sent
MVA in connectlon w1th ‘tag renewals purchased at the Charles County Treasurer 'S Offlce

oa

7. Record Saries Fomiat(S)

%Lettar Size o Microﬁlm

O Legal Size . Cl Computar Tape
O Bound Bock '_,'m Floppy Disk
Gstorgn

_'ci Pter (specity)

8. Record Series Sequanca

Alphabetical
Numerical
Chronological

- Geographical

0O o 0O O

Other (specify)

9. Volume o -3
' O File Drawer(s)
"3 Microfiim Reel(

- ‘Tablets

10. Annual Accumufation - -

‘T ‘File Drawer(s)

@ Microfilm’ Real{

L Computer Taps(s
Number % Cther (Speaf)')
‘ Tablet . 7%

11 Fieis U FIGR
: g zdba:ly - 0 Weekly

’

O Monthly

12, F le Becomes Inactive After

—1

" -Number

C] Month(s)

13. Current Location(s) (Blcg., Floor, Room)

in front office.

Treasurer's Office ~,in MVA printer cabinet

' 14. Is Record Serias Duplicated Elsswhera?
(it yes, specify ager;g or offics)

O Yes

No

‘15. Access Restrictions .0 Yes 0O No

. (f Yes. cits Law(s) & Regulation(s)

7

18. Audit Requirements

i""l ,ﬁ A'-'.None

G Shta

u Federal

- any hadware/softwara
a Yes

17. s an Index System Used? (If yes, explain briefly and descxbe

18 Racommended Ratention ﬂ@- ) ﬁ‘/N"F /“‘ / /

1 Year

Recommend separate ledger “tablet
“be used for each year, with rete
"of perv1ous year only

Name and Ttﬁe of Praparar o

f'Betty J Wlndsor, Head Cashiar

20. Telephone Number

645- 0709 (x709)

21. Dats

April 29, 1997

av. |




|l ==

DEPARTMENT CF GENERAL SERVICES . AGENCY RECCRDS INVENTCORY

Insiructons - Type or Print a separate form for aach RECORDS MANAGEMENT DIVISICN -

new or revised recard saries. forward with Record 7275 WATZRLOQ RQAD

Retention Schedule (DGS 550-1) P.0. BOX 275 -

JESSUP, MARYLAND 20794 PAGE OF
v |, Department/Agency 2. Division 3. Unit
Charles County Government Treasurer's Office

!

DEFINITION - RECORD SERIES - A group of related recerds normally filed and usad as a unit for refarence as weli as retention and dispositicn purposss.

4. Record Series Title : 5. E:«;w( /Year ost Year' o
Utility Bills Paid/Accounts Receivable Paid . rese

8. Record Series Description (Briefly describs the types of informationn/documents/orms found in the series. Include the purposa or function ‘of the sarias.

Utility bill document - includes customers name, address, account number, amount billed,
late payment amount, and amount paid. \m.t‘ﬁffg Gl el

Accounts Receivable ~ includes customers name, address, customer number, invoice number,

amount of payment, type of account, amount paid. Yoo g Y S e
7. Record Series Format(s) 8. Raccrd Serles Sequance $. Volume
/d File Drawet(s)
T Lattsr Siza O Microfim O Alphabstical 5 "0 Microfim Reel(s)
: ) O Computer Tapa(s)
O Legal Sizo O Computer Tape O Numerical Number f(j O:he (specify)
. st »rrc g drede.
OBcund Sock O Fioppy Disk X Chrenological 1o Oivkecs D N f*
i N 10. -Annual Accumulation
1 11 Audic Tape {dJ Video Tape 0 Geogragshical ) O File Drawer(s)
i i O Microfilm Reel(s)
Xomer (specify) Top portion of bill O Cther (specify) 5 O Computer Tape(s)
y . " "
- (3.5" x 8.5") S “Numper gomer(spadfy)
é Gt //c wy cKeS

11. Fleis U 12. rile mas Inactve After
s?Daﬂy G Weskly - O Monthly e Af Month(s) O Year(s)
Numoer
13. Current Location(s) (Eldg.. Flcer, Room) 14. Is Recerd Seres Duglicatsd Zisewhera?
If yes. specify agsgey cr offica
Treasurer’'s Office - file cabinet in ’ éy Yas A Gj%y No )

back office.

13. Accass Rastricdons 0 Yes O No 16. Audit Reqguiremants
(If Yes. cita Law(s) & Regulation(s) _
O None O State 0O Federal O Indepencent

=

: I:n .ayn r:::; i/v:;r: a';Jesad? (If yes, explain briefly and descride 18. R:/ccmmended Retention K@ VI N ﬁ y— 3 )/,(5
| Iret h T L 2y el T

O VYes g No

Wﬁﬁﬁmf' ;///g,w/' Zﬂ/ ;
19. Name and Tila of Praparer 20. Telephene Number 21. Date
Betty J. Windsor, Head Cashijer 645-0709 (x709). April 29, 1997

TGS 5 (Rav. 1,53)




structions - Type or Print a separate form for sach
JJiew or revisad record series, forward with Record
‘Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICN
7275 WATERLOQO RQAD
P.Q. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ____ OF

v 1, Department/Agency

Charles County Government

2. Division

Treasurer's Office

3. Unit

DEFINITION - RECCRD SERIES - A group of related records normmally filed and used as a unit for reference as well as retention and dispesition purposes.

4. Racord Series Title

Utility Bills Paid/Accounts Receivable Paid

5. Egrliest Year/Latgst
I

Accounts Receivable - includes customers name, address,
amount of payment, type of account, amount paid.

' ’

6.-Record Series Description (Briefly describe the types of infcrmaﬁcnn/dowments:%nns found in the ssries. Include the purpesa or funcion of the saries.

Utility bill document including customers name, address, account number, amount billed,
late payment amount, and amount paid. - (Usually top potion o/f

bill sent to customer,

returned with payment for posting to account.) /.. IS

customer number, invoice number,

7. Record Series Fermat(s) 8. Recsrd Seriss Sequence 9. Volume
O File Drawer(s)
0 Letter Size aQ Microfilm O Alphabetical / g Qg Microfiim Reel(s
4 ‘. O Computer Tape(s)
O Legal Size O Computer Tape O Numerical mber J Cther (specify)
. a4 é £7S Z Cxes :
0 Bound Book Q Fioppy Disk # Cchronological
. 10. Annual Accumulation
B Audio Tape 0 Video Tape O Gecgraphical O File Drawer(s)
. . . . ul O Microfim Reel(s
XXOther (specify)  Top portion of bill O Cther {specify) 5 O Computer Taps(s)
_'_—____—(3.5" X 8.5") Number /w”omar(speqify)
cxes
11. Fila is Usad Less than- 12. File Becames Inactive After
O Daily T Weekly y Monthly Vi # Month(s) O Year(s)
Number
13. Current Location(s) (Bidg., Flocr, Room) 14. Is Record Series Duplicated Elsswhera?
’ ’ (If yes, specify agency or offica)
Treasurer's Office - Store room O Yes No
18. Awess Restictons a Yes O No 16. Aucit Requiremants
(It Yes, cite Law(s) & Regulation(s) v : .
’ -8 Nene {3 State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software ‘
O Yes 0 No 1 year )

UGS 5504 (Hev. 193]

21. Date
April 28, 1997

20. Telephone Number -
645-0709 (X709)

19. Name and Title of Preparer

Betty J. Windsor, Head Cashj]er




Instructions - Type or Print a separate iorm for aach
new or revised record sares, forward with Record
Retenton Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCQ ROAD

. P.0. BOX 275
JESSUP, MARYLAND 20734

AGENCY RECCRDS INVENTCRY

PAGE OF

¥ 1, Deparment/Agency

Charles County Government

2. Division

Treasurer's Office

3. Unit

DEFINITION - RECORD SERIES - A graup of retatad records ncrmally filed and usad as a unit for raference as well as rstention and disposition purposes.

4. Record Series Title
Cashier printertapes

5. Earliast Yaar/L.atest Year
7Y%¢ 1o '5“5 ent—

period of six months.

.

8. Record Series Description (Eriefly describe the types of informationn/decuments/Aorms found in the series. Include the purpose or functon of the senes.

Printer tape of cashiers' transactions includes cashier code, date, type of tramsaction,
receipt number, document validation, check validation, and customer receipt. This tape is
a carbon copy of the original, which produces the receipt given to the customer. Each
printer at each cashier station produces tapes which are stored at that location for a

7. Record Serles Fcrmat(s) 8. Record Series Seqguence 9. Velume
T File Drawer(s)
O Letter Size O Microfiim T Alphabstical / (' T Microfiim Resl(s)
. _/'__C__ 0O Computer Tapa(s)
O Legal Size O Computar Tape O Numerical Numbar 5%( Cther { 7\5,)
0 Bound Bock O Ficppy Disk x’ Chronclogical Rells PP
sl
. S 4 . 4
{0 Audio Tape O Viceo Taps - O Geographical 10 Annual AcmUIZien o Orawer(s)
: Printer tape the . —n O Microfim Resl(s)
Cther (specify) O Cther (specify 2L T
K - ¥ size of calculator or { ) —-/5——(— 0. Computer Tape(s)
tape. Number 4 ov}er (s Z:m
2[/ s - i CS
11. File is Usad 12. File Beccmes Inactive After
O Caily }A{ Weekly O Menthly 6 K Month(s) G Year(s)
Number
13. Currant Locaticn(s) (Slcg., Flocr, Reem) 14. Is Racord Series Duplicatad Sisawhere? “il
Under each cashier station at front office (I yes, speciy agency or offica) &
counter. D, Yes No '
15. Accaess Restrictons O Yes O No 16. Audit Reguirements
- {if Yes. cite Law(s) 2 Regulaticn(s) “
0 None O Stats O Federal O independent
17. Is an Index System Usad? (If yes. exclain briefty and describe 18. Racommanded Ratentio o
any hacwararsoftware W/ y 9% /.———- - .
‘ . 6 months
0 VYes 8 No /) W \Dg({_-py

19. Name and Title of Preparar
Betty J. Windsor, Head Cashieq

20. Telaphone Number
645~0709  (x709)

21. Dats
April 29, 1997

CGS 3303 (Fev. /53)




DEPARTMENT COF GENERAL SERVICES . AGENCY RECCRDS INVENTCRY
Instructions - Type or Print a separate form for each : RECCRDS MANAGEMENT DIVISION
new or rovisad racord series, forward with Reccrd 7275 WATERLCO RQAD
Ratention Schecule (DGS 530-1) P.O. BOX 275 -
JESSUP, MARYLAND 20794 PAGE __ CF ___
v |, Department/Agency 2. Division 3. Unit
Charles County Government Treasurer's Office

DEFINITION - RECCRD SERIES - A group of related recards normally filed and used as a unit for reference as well as ratention and cisposition purposes.
4. Record Series Title ar
Check Sign-out Cards /e ‘7/ o _ﬁ/e

8. Record Serias Dascripticn (Briefly describe the types of informationn/documentsiforms found in the series. Includs the purposae or function of the saries.

Date of check rum, name on check, amount of check, signature of recipient, initials of
person releasing check. '

7. Recerd Series Format(s) 8. Recerd Series Sequencs 9. Volume
: C File Drawer(s)
O Letter Size 0 Micreiiim 0 Alphatetcal O Microfiim Reel(s)
O Computer Tape(s)
y Lagal Size O Computer Tape g Numerical Numter / Other (specify)
: e
0 Bound Book C Floppy Cisk % Chronolegical r /.; ‘{W
10. Annual Accumulaticn
1 0 Audio Tape G Video Tage O Geographical " o Fie Drawer(s)
; . g Microfim Resl(s)
8} nger {specity) 0 Cther (spec:fy) - { O Computer Tage(s)
- _— Number Cther (specty)
11. File is Usad . 12. File Becomes Inacive After
0 Daily IE Weakly O Monthly O Month(s) G Ysar(s)
Numbsr
13. Current Location(s) {Blcg., Fleor, Roem) 14, |s Record Seriss Duplicatad Sisawhara?

(If yss, specity agengy cr offica)
Locked cabinet in vault in Treasurer's Officga. O VYes ? No

15. Accass Restricions 3 Yes C No 16. Audit Requiraments
{If Yes. cita Law(s) & Raguiaticn(s)
D None O Stats O Federal O Indepancent

.....

17. Is an Index Systam Usad? (if yes, sxplain brisfly and ceszibe 18. Recommended Retenticn W / 5

any hacdware/softwara

O Yes T Ne WCZ MWL%//M/f—
| I e a e e

4%//4// The /@'fo/pﬂ/

9. Name and Tits of Preparar 20. Talephonea Number 21. Dats
Betty J. Windsor, Head Cashier 645-0709 (x709) April 29, 1997

UGS 330 (Rev. 1/S3)




i Instructions -- Type or print a
j| separate form for each new or

J, revised record series.

| AGENCY RECORDS INVENTORY

Page of

v 1. Department/Agency 2. Division

Treasurer's Office

i 3. Unit/Program

t

|

DEFINITION: Record Series: a group of related records normally filed and used as a unit for reference as well as retention & disposition purposes.

4. Record Series Title _
Property Tax Rolls and Tax Billing Records

i 5. Earliest Year / Latest Year
@ to
|

6. Record Series Description

Property tax rolls:

(Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

Computer printouts of property owners, account number, and assessment information. Tax billing records
also contain amount of taxes billed for the year, type of taxes billed (county, state, special, charges, etc)

and date and amount of payments. Billing record information transferred to microfiche periodically.
1 7. Record Series Format(s) 8. Record Series Sequence 9. Volume
' ! Number
[ | Letter Size | Microfilm ~ Alphabetical \ | File Drawer(s)
T ‘_ ; o || Microfilm Reel(s)
t | | Legal Size " Computer Tape .~ Numerical | | Computer Tape(s)
o T g T i | Other (specify)
|| Bound Book .| Floppy Disk [ Chronological '
i 10. Annual
[_| Audio Tape | Video Tape | | Geographical Accumulation Number
[ Other (specify) ‘ . Other (specify) || File Drawer(s)
i | Microfilm Reel(s)
; i | Computer Tape(s)
i | ___| Other (specify)
i i
11. File is used: 12. File becomes inactive after
[ |Daily i |Weekly | Monthly Month(s) Year(s)
13. Current Location(s) (Building, Floor, Room) . 14. Is record series duplicated elsewhere?
Hoooxx ~ Yes E No (If yes, specify agency or office)
xx x ’
XX X -
15. Access Restrictions 16. Audit Requirements | . None
|l . Yes __X_' NO  (If yes, cite law(s) and regulation(s)) L L L
oox ___~State ' Federal; ;Independent
x County
t  17.1s an index system used? 18. Recommended retention
. !Yes ‘X No Tax Rolls-retain for 3 years after FY, then destroy.
(If yes, explain briefly and describe any hardware/software) Tax Billing Records-retain for 50 years after FY,
i x then destroy.
! x
|

19. Name and Title of Preparer
Adair M. Hocking
Tatle: Deputy Treasurer

301-645-0712

20. Telephone Number

. 21. Date
2/79/98




/structions - Typa or Print a separate form for sach
= /16w or revisad racard series, forward with Record -
/ Ratsntion Schedule (DGS 550-1)

- P.O. .
JESSUP, MARYLAND 20734

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCQ ROAD

BOX 275

AGENCY RECTROS INVENTORY

PAGE CF _

7 1, D epartment/Agency 2. Civision

Yhoas.

3. Unit

DEFINITICON - RECTRD SERIES - A group of related records normally fled and used as a unit for references as well as retention and dispesiticn purpesas.

4. Racord Serias

; ? 5. Earfiest Y:irn.a:ast Year
\E: T Q‘QJ\ 7%&({(/ /Q}' C\Qdu'xc,ks /#///\7 Ry -gT

8. Record Series Das-._ iption (Bneﬂy dasribe the types of i
Reod Gstade Toses 1%k -9 & R3- Qb ,
Corq Towes "R9qa

EPP_ losbap -R4-8S %C\—q;_
whilie Lkiy;

og\.

T i . A A

rma" doc.xmants/fcnns found in rha sanes.;

. ..M: . . o ”' g 997
Fowas. fssiks 80-%) ‘77r /{gp i
Chaeke Ceaati. 140G C C@Q/C LO-R' | , ’
wasc Ot COUNTY COMMISSIONERS -
Voidia Cracks 1479 ‘ [ OF CHARLES COUNTY MARYLAND
: HAPEATA-MARYEAND——
: : TAT CRIA,
7. Record Series Farmat(s) 8. Recard Seriss Sequenca . S, Volume ;
i O File Drawer(s)
c Let’ar Size o Slicrefim O Achabatical "0 Microfim Rewl(:
. SR __H'__ -0 Computsr Taps(s,
. CJLsgaJ Scze - {1 Computar Tage ;s Numencal Number @ Cther (speciiy)
. S . %Mq Lol
o bourd Bock G Fioppy Disk E/Cﬁrcnologxml e 22X \5 Miersliche on
. : ) ~ 10. Annual Ac:xmulat:on .
; _D Audo Tape Q Video Tape -0 'Gecs_rzphtel R "0 *File Drawer(s)
- PR LT i . .0 Microfilm Resl(c
GOther (spec.ry) oo a ‘Cther.(fpecfy)- - D Computer Tapa(s)
"—"————-— e : — Number ‘a Cthar (syecfv)
T A ooe -Hw 9,00‘\' LA - »Lr\ ll
. : © Moo ‘
1. F:Ie is Used .- . T 12. F‘Ia ﬁec:mas lnacuve Aftar .o o
g Daily T O Weekly " O Monthly ... N D Mcnth(s) - O Year(s) il
. R : ‘ o '_.__Npmcer. U : o
Whon Docdsd. i e
13. Current Locaten(s) (Eldg Floor, Room) 14. Is Record Series Duglicatad Elsewhere? i
(If yes, specity agency or cffica)
Yo W 5 Ye & e
15. Accass Restrictions ‘a Yes 16. Aucit Requxrsments o .
- {Hf Yes. cita Law(s) & ngulahcn(s) o S )
T R - __Cl ,ane . D Smta 0 Fecerdd | B’lq_cieper@sn!‘
17. Is an Index System Ussd” (If yes expfam bneﬂy and dGS”YbG 18.

any haduare/scftwara e

.. O Yes - :-:f'G/No

Ra«:mmended Retsnﬁon

5»6%1»

19. Name and Title of Praparar 20.

N

Taleﬁhone NurﬁbAer'_ .

UGS 35048 (Hav. 193]
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wew of revisad record safies, forward with Record
Ratention Schedule (DGS 530-1)

DEPARTMENT CF GENERAL SERVICES

: AGENCY RECTROS INVENTORY
RECORDS MANAGEMENT DIVISION R

7275 WATERLCQ RCAD
P.Q. BOX 275

JESSUP, MARYLAND 20734 PAGE

CF

~s 1, D epartment/Agency

Fluaa,

2. Divisicn-

3. Unit

DEFINITICN - RECCRD SE;

SIES “A group of related ‘recards normally fiied and usad as a unit for referenca as well, as retenticn and cGispesitien purpcsas.

a3
S

4. Recard Sries Title %LC @3

. Ta
TM CO“dO - CBU\

/5. Eatliest YearAatast Year
1950 % 1965 =
1914 - 1G>

/;%{{wﬁ ﬂf{fﬁz‘c@{ 5

’B\J\&Uow

O\ -

~.\.“.

/JlDuL dl w@ u\JDvma;km

o Kol 5

8. Record Serias Da&..phon (Bneﬂy descxbe the types of mfnrmaucnn/doc..mensﬁcr-ns found in the sanas lnduda fhe purposa or func!:cn of !hs sanes 3 f

¥ e

\
7. Record Series Format(s) , 8. Recard Saries Sequanica 3. Volume _
- ' O File Drawet(s)
oater Sizs O Microfim N5 Aghabatl »' "0 Micofim Resi(s
o _BL—I_ ’ O Computsr Tape(s)
] Lsga! Sczs . O Computar Tape D f\umencal Numter - & Cther (specn'y)
a Bcund Bock O Fioppy Disk D Y C‘xr*nologm.l
. 10. Annual Accumulation . )
j D Audio faps O Viceo Tape = Gacgracmtzl . O Fie Drawer(s)
LT o S ‘g Micsfilm Roeel(s)
G O"_‘?f (specity) - Q/ Cmi‘i (scec:ry ) & a Computar Ta.pe(s),
e _ Number B Cther (specly) -
: j.f : \..; Shelves
Fde isUsed .. : f"l . 1 12 Fila Rec:mes Inactve Attsr
"8 a Daﬂy R 0 Weekly .o Ncnﬂ’ﬂy . - O Menth(s) g Year(s) i
R \\_ Number o : '
wku\ QQQ*LDL \ S
13. Current Location(s) (Eldg.. Flocr, Reomy) - -14.%]s Record Series Duplicatad Elsawhers?
T S It yes, speciy agency oroffica) 7
dh a - Yes - B No .
15. Access Restriciens - . O Yes &"No v 18. Auc:';xt‘ Requirements
(i Yes. cita Law(s) & Regqulation(s) % : ' :
el o . - - O None O Stats 0 Feceral - =8 )
17. Is an Index System Used” (lf yes, explain briefly ard dascribe 18. Reccmmended Ra(enncn onamIir e T f-'-.': S
¢ny hadwara/snftware L : S ;_,-.;-; Lo -
- Yss ;_' o
///bﬁéﬂ/ﬂﬁ. 7 AMK""
> cv/@ Jo Jhe /HL.
l‘? Name ard Title of Pfap'ajref 20. Telephone Nurﬁbef_ :

21. Dats {))?ﬂ—é

- DTS 5503 (Fev. 183




- ) DEPARTMENT OF GENERAL SERVICES - AGENCY RECORDS INVENTORY
structions - Type or Print a separate form for each RECCRDS MANAGEMENT DIVISION
- /oew or revised record series, forward with Record 7275 WATERLOO ROAD
Ratention Schedule (DGS 550-1) P.C. BOX 275
: JESSUP, MARYLAND 20794 PAGE_____ OF __ _
e 1, D epartment/Agency ’ 2. Division” =~ 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refersnce as well as retention and disposition purposes.

: HBCC or HBRCS Ho 2 Tcm auk, w- ]
o) Rocord Series o _ 11 S QOfTQA v r“':gwm 6P Tk U, Cold oy | 5 Eaost Yoarkatos Your
rouzispumu_, U iy aaass update. olx, Casdit .P,Nd’% (Elot; —_—

8. Record Senies Description (édeﬂy describe the types of informationn/documents/forms found in the series. Includs the purpose or function of the sares.

o e

= - = e . .
’ N ‘_//' . )

7-fecyrd Sares Format(s) : 8. Record Series Sequence 8. Volume
/ B - O File Drawer(s)
Latter Size 0 Microfim O Alphabetical "0 Mjerofilm Resl(s)
) m/ O Computer Tape(s)
Legal Size O Computer Tape: . Numerical ' Number ) E/cher {speciiy)
O Bound Book O Floppy Disk O Chronological ' ‘
) £ Audio Tape O Video Tape a C;eog:z;phim! . 10. Annual Aecumuiabén File D@ads)
; : . . Z ' R O Micofim Reel(s)
O Cther (specify) . O Cther {specify) 0 : D Computar Tape(s)
< i I — Number EO Ei Cther (specn‘y)
11. File is Used 4 : z/ 12. File Becomas Inactive After ‘
g Daily O Weeldy Monthly D Month(s) .
. . Number -
13. Current Location(s)  (Bldg., Floor, Room) N ' 14. Is Record Seriss Duplicatad Elsewhere?

(i yes, specily agey or office)

15. Access Resticions - O Yes JNo o 16. Audit Requirerments . -
(f Yes, cita Law(s) & »Raguiaﬁon(s)

O None DO State O Federal u/ Independent

7. Is an Indox System Used? (If yes, explain briefly and dascribe | - || 18. Recommended Retention "~ " &
any hadware/software -- R

-. @] ’Yes Co “D/No

19. Name and Title of Preparer ' 20. Telephons Number - 21. Date

DGS 5504 {Rev. 1/93)
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2110w of revisad record series, forward with Record
Ratention Schedule (DGS 530-1)

DEPARTMENT CF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISICN
7275 WATERLCQ ROAD
P.O. BOX 275
JESSUP, MARYLAND 20734

AGENCY RECTROS INVENTCARY

PAGE CF

I, D epartment/Agency

2. Division

3. Unit

£
.‘,.:‘ ’
* I ’ ]
£ 3’\L&u\;vup\5
i
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< 1’) [ ~ A : \% ( QL‘V jes]
- - ;
i
6. Record Sedies ﬂgncn (Eneﬂy_des } 8 types of mmnnaacnn/dcc.xmensﬂor-ns found in the saries. Indude the purpess or funcion of the sanes.

(\/oquy/ pLuu“ch

7. Recard Series Formal(s)

C Lattar Sizs G Micrefim

| 8. Recerd Series Sequanca:

® Alghabetical

9. Volume
O Fiie Drawer(s)
'O Microfiim Resl(s
O Computsr Tape(s)

0 Lagal Size O Cornputar Tape 8/ Numerica!
{Bcund Bock a FIéppy Disk O Chrenclogical L
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! B Audic Tape G Vidso Tape 0 Gecgraphical O Fila Orawer(s)
.. ~ ! O Micofim Reel(s
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Number
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d Al
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Ratention Scheduie (DGS 550-1)

-/sructions - Type or Print a separate form fer sach
iew or revisad recard series, forward with Recard

DEPARTMENT OF GENERAL SERVICES
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P.O. BOX 275
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4. Recerd Saries Titls (‘3 - s. Eztﬁ%Year%a&st Year . wu
w SN ,
- }\) bU“U«\,i..,,J&. C/‘O \Lk BRI e U Slo. BT  AsSSesS
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Instructions - Type or Print a separate form for each
. new or revisad record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES -
RECORDS MANAGEMENT DIVISION -

. AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
*. P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE ___ OF
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3. Unit

,ﬁ//c/f/ é
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s

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refer

ARmrdsem%ZZﬂ;fﬁgw-zf Mw(/04 (////

. 52%—#}41%7#

co as well as retenuon and disposition quses..

5. Earf ?2 %aar/Latest Year /7

i

%ng/
e

7. Record Series Farmat(s)

Eénar Size

8. Record Series Sequence 9. Volume

L . [349 Drawer(s)
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16. Audit Requirerrlenis B
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ey { Apat 13

19. Name and Title of Preparer
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- ':' ructicns - Type or Print a ssparate form fer sach
fiew or revisad recard series, forward with Record
:// Ratanticn Schedule (DGS 550-1)

DEPARTMENT CF GENERAL SZRVICES
RECCRDS MANAGEMENT DIVISICN
7275 WATESRLCO RCAD
P.Q. BOX 275
JESSUP, MARYLAND 20754

AGENCY RECCRDS INVENTORY
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICN

AGENCY RECCRDS INVENTORY

7275 WATERLOQ ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794
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by l, Depammnt/Agency
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2. Division 3. Unit

DEFINITICN - RECCRD SERIES - A gr\aun of relatad records nermally filed and used as a unit for referencs as well as ratentlon and disposition purposes ’

4, Record Series Title
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15. Access Restrictions O Yes ﬁ)No 16. Audit Requirements o
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ReTia/n”

/

f///

Syrs dptin F////W
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Instructions - Type or Print 2 separate form for sach RECORDS MANAGEMENT DIVISION
new or revised record series, forward with Record 7275 WATERLOQ ROAD "~ " ™
Retention Schedule (DGS 550-1) i P.O. BOX 275 . - . .
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oew‘ or mwsad record series, forward with Record
Retention Schedule (DGS 550-1) ’

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7275 WATERLOCQ ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

..  AGENCY RECORDS INVENTORY
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Ao “\ g - O File Drawetl(s)

@Latter Size 0 Microfim O “Alghabetical - 'O Micofim Reel(s
s o C L\' koo O Computer Ta.pe(s)
" 'O Legal Size a Computar Tace : g Nurnenml ayom . : Number & Cther {specify)
..'_tEI-Bcund Bock » CI F‘oppy Disk o Chr-nologx QA& ' ' g E -
“OAudo Tape . . O 'Video Tape o Geograpw’al . 10- Anneal Awmané".’

BT 5 ) ) o Mlcrcﬁlm Reel(s'
| &Other (specity) -~ - _ o Cthar,(s;:scfy) | /o bovis g Compitar Tape(s)
< r,.:\ JJnMr‘t on A C\lckdqm Pores) : .—,__——/ - o Number

: \ .
: 4 7
11. Fileis Used S : o 12 F'la Beccmas Inactve After
Q Daly . - - OWeeky - O Monthly X o Mcnth(s)
o /£ ) Nun'loer i A
o { 7 R - LT PR S
\l). D""Er\ rﬁr}f‘b.";‘u / s y . SR
13. Cument Location(s)  (Bldg.. Floor, Room) ) 14. Is Record Series Dupficatad Elsawhera? |
: : & - . (fyes, spgdfy agency or offica). 7
T . Q  Yes’ g No
1.0 . C\Amryw s D!
15. Acsass Restricions - O Yes o No . 18. Audit Raqunraments U\/
(it Yes. cita Law(s) & Regulaticn(s) Fy ' .
R Sorn p o Nona o Stata . u Federal
17. Is an Index System Usad? (If yes, amlam briefly and daszibe - | 18, Reccmmended Retsnncn /17 . iy
oo anyhad,va_rg/scftwarg . /, zgé&.ﬁ
.3 Yes .- Q/No/ % : }F_ S T R BN _'
. / Charges

19. Name and Title of Praparar 20. Telophone Number - -

SN e o

DG S04 (Hev. 11‘335 .




~/sructiens - Type or Print a separats form for aach
j1ew or revisad reccrd saries, forward with Record
/' Ratenticn Schedule (DGS 530-1)

«

DEPARTMENT CF GENERAL SERVICES
RECCRDS MANAGEMENT OIVISICN
7275 WATESRLCO RCAD
P.O. BOX 275
JESSUP, MARYLAND 20794

=~

AGENCY RECCROS INVENTCRY

v 1, D eparment/Agency
v

L"i’ R

2. Divisicn

OEFINITICN - RECCRD SgR

IES - A greup of relatsd records nermally filed and used as a unit for referenca as well as retention and dispasitcn purposes.

4. Racord Series Titde «
;é\j//l.,

//_/’LQL

e 2

£

= .

(“-'.'"u»'
[ I

+
i
F,

4

§. Earliest Year/Latast Year
to

7
rﬂL

SRS

[

A

. a y
.r"! /-
ANUTCIN 4 /L \L{ o

% IC/\, \,_,. .’..-u.r

‘L-/! L <

,ﬂ;

6. Reccrd Serias Descrpnon (Eriefly describe the types of mfcrrnaucnn/documens/fcrms found in the series.

-

- au: wf

". I

o
L Lo

¥ ‘.,.'L« 3 ar

\ M,l,,ly .s

0..
<‘! Pt

- ’.,

: .’. IL -;‘ s I
# L "ﬁ' ‘}0 /LL
bt

_'C.

/L-J..l
( } n

.
! e 7

.} K

Include the purpcse or functen of the sariss.

! L/ / ! ’J(, 7 e

~

7. Recerd Series Format(s)

}&‘ener Size

O Legal Size

0O Microfiim

Q Computer Tage
O Beund Seck C Ficppy Disk
0 Audio Tape O Video Tape
O Cthar (specify)

-r

8. F‘\ecsrd Series Sequan%
0 Aighabetical

O Numerical

O Cther (speciiy)

9. Volume
C File Drawer(s)
"0 Micofim Resl(s
O Computer Taps(s)
T Cther (specify)

/}7)'»-&{

10. Annual Accumulaticn
T File Drawer(s)
O Micefilm Resli(s,
O Computsr Taps(s)
O Cther (specly)

. Fiais Usad
Caily

/

A jm]
Number

C Monthly

File Beccmes Inactive Alter

Month(s) /@74 Year(s)

. Cument Location(s) (Elcs.. Floer, Reem)

. Is Record Series Duglica

* Yas a

tad Elsawhers?

No

%es, specify agency cr offica)

. Accass Resvicicns
(if Yes, cite Law(s) & Ragulation(s)

Audit Reguirements

O None 0 Stats

O Federal

any hacware/software

0 VYes

wNo
/

7. ls an Index System Ussd? (If yes, explain brisfly and descride

e

AP

R FEGUTOL SO Lo
<, t
dl T ‘ 1 s

,n_/s ._y,‘.a_)

A g i e

o~

18. Reccmmencad Retanton

K ./' ‘2
g oLl
/‘LL‘, 2 oo A
/ - -

;
{

{ -
Ly

-.'_‘ﬂ’ f,(

:-

. Name and Title of Preparer

20. Telephcne Number 21.

Dats

foressy SSU-4 (Rev, 1/83)




DEPARTMENT OF GENERAL SERVICES - AGENCY RECORODS INVENTORY
/structions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISICN
- j1ow of ravisad recard series, forward with Record 7275 WATERLOQ RCAD
+// Retention Schedule (OGS 550-1) P.Q. BOX 275 _
JESSUP, MARYLAND 20794 PAGE __ OF ___
9 |, D eparment/Agency 2. Division 3. Unit
JALASN \

DEFINITICN - RECCRD SERIES - A group of relata& rec:rds normally filed and used as a unit for raference as well as ratennon and disposition purposes.

4, Record Series Title : L // 5. Earliest Yaar/l..atast Year

6. Record Seriss Dascription (Briefly dascribe the typas of mfcrrnauonn/dowmentsffoms fou ém the sefies. Include the purpesa or functmn of the senias.

Ofn/ Wfo/f%ﬂwa” /LL/M,Q/ S /

N /
\~
\
A
Y
\'-
\\:/
7. Record Series Format(s) ) 8. Record Senes Sequence 8. Volume
. O File Drawer(s)
&) Letter Size O Microfim o Nphabeuml\ 7 'O Microfim Reel(:
P O Computer Taps(s,
pagal Size O Computer Tape D h/umenml “\\ Number O Cther (specify)
O Bound Book O Fleppy Disk m ;éhmnologiczl \‘-.,\ : . X 5‘:}2@“
: : \ 10. -Annual Accumnuiation '
0 Audio Tape O Video Tape 0/ Geographical " O File Drawer(s)
. . / . O Micofilm Reel(s
O Cther (specify) D0 Cther (specify) = O Computer Tape(s)
T s Number . O Other (specity) -
11. Fle is Used » 12. File Becomes Inactive After
O Daily O Weeldy /O Monthly -3 O Month(s) O Year(s)
/LW g Nurnber Y
13. Current Location(s) (éidg.. Floor, Roam) ;'/ . Is Record Series Duphmted Esaw{':er:a7
(ifhyes, specity agency er oﬁca) é g &( Ly
! ) ; Y [1
15. Access Restrictions a Yes &N 16. Audt Requirements  *
(i Yes. cita Law(s) & Regulaticn(s) J _
. ] O None O Stats "\ O Federal 0O Independent
/ : ' \
' 7 \,
17. Is an Index System Usad? (If yes. explain briefly and describe 18. Recsmmended Retsntion J’ /V )
any hadware/software . ¢ ﬁ'
- / .
S A 2 AW/ZL F/ [her”
Desir - /

19. Name and Titls of Preparar 20, Telephone Number 21. Date

F(% LU '\9{/

UGS 5509 (Rev. 133)




.ew‘ or ravised record series, forward with Record
7/ Retention Schedula (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY -

PAGE _ OF

JESSUP, MARYLAND 20794

'v |, Department/Agency 2. Division

Fead .

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for referance as wall as ratenuon and cﬁsposxuon purposes

4. Record Saries Tle

Tocnt &M)/ W d/’/’ '()u"fco 1757/

I

i 5. Earfiest Jearll.atest Year

6. Record S;n‘;ii«ijmpuon (Bneﬂy descnbe the types af mformaucnn/dowments/forms foJ- d in the senes " Include the purpose or function of the sanos

V\. F .
7. Record Series Format(s) 8. Record Senes Sequence 9. Volume n/ : R
m_/ : a/ ) File Drawer(s}
efter Size 0 Microfilm Alphabeuml O Microfilm Reel(s)
: c71'/ 0O Computer Tapa(s)
O Legal Size ° O Computer Tape . o. &umerm! } Number O Cther (specify)
O Bound Book O Floppy Disk 6/ Chronologicil B
g a e N s 10. Annual Accumulation, :
DAsdoTape O Video Tape 0 Geographical ) W:a g} File bmwer(s)
o Lk _ Z Microfilm Reel(s)
Q Other (specify) 0 Cther (specify) : Z O Computer Taps(s)
v - ‘1\ Number O Other (specn‘y)
£
/
11. File is Used - S/ 12. File Becomes Inactive After
, D/Kaily OWeeky  / O Monthty % . O Month(s)
: . . ) 7 Nurr_nbgr_ ’ o
.:/'. . :'1':‘-.'1 e /VEVFK .

13. Current Location(s) (Bldg Floor, Room)

7/1& (‘!‘dij /(/Q Cﬁ'/ztlﬁl‘j /LWM

14. Is Record Series Duplicatsd Elsewhere? Q&ig;ﬁ

(it spocn‘y agency or ofﬁee) Z

e

15. Accass Restrictions - Yes/
(If Yes, cita Law(s) & Regulation(s}

/

c@w@ Cutic (’ZmU
16. Audit :quutrements_-,. )

O None . O State O Federal o lndependent

17. Is an Index System Used? (}{ yes explam bneﬂy and descnbe ‘
any hadware/software - /..

L

~DYesA

Retenn;n: 66)/ ,Q)f = 5)/ f:‘S :
. Mg AL /W&O/Wl

18. Recommended

i /u/{ Lt rEtppese A= /W?—’—

19. Name and Title of Preparer 20. Telophone Number -

DGS 5504 (Rev. 193]




Instructions - Type or Print a separate form for sach
new or revisad record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION

AGENCY RECORDS INVENTORY

7275 WATERLCOQ ROAD

A
i

Retention Schedule (DGS 550-1) P.O. BOX 275

JESSUP, MARYLAND 20754 OF

PAGE ____

v |, Department/Agency 2. Division 3. Unit

Fhoad:

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and dispasition purposes.
5. Earii

Year/Latest Year
) /727
8. Record Serias Description {Briefly describe the types of mformanonn/dowmants/fonns found in the series. Include the purpesa or function of the sofies.

4. Record Series Title

2
\ §
g

\ /
7. Record Series Format(s) 8. Record Series Sequence 9. Volume B/ :
a/ . i File Drawer(s)
Latter Size 0O Microfilm QO Alphabetical : "@ Microfim Reel(s)
N £ __L. O Computer Tape(s)
0 Legal Size Q0 Computer Tape .0 Numerical Number O Cther (specify)
0 Bound Book O Floppy Disk ?ﬂ Chronologial ‘/ Jg ,(,Q,ZZH,Q,Z.
. \ .‘? 10. Annual Aw.:mulahon
J 0 Audio Tape O Video Tape O Geographical N F A V File Drawer(s)
S f g At
; . Y 0 Microfim Reel(s)
o C.:tther (specity) O Cther (specify) '( / O Computer Tape(s)
- —_— Number O Cther {specify)
/
11. Fileis Usgy C . 12. File Beccmes Inactive After '
Daily O Weekly O Monthly E [y O Month(s) }ky’ Yoar(s)
' 7/ Number %
Y

1

g 4
14. Is Record Seriss Duplicated Elsewhere?

(If yes, specfy agency or office)
Yos

] ! _ [ ,2/(4‘/&/ Cupets ( sl

16, Audit Requirements_\

13. Current Location(s)

VAL O

(Bldg., Floor, Room)
A "7 -
L e
el

oo

o

"

‘)
15. Access Restrictions g Yes
{if Yes, cite Law(s) & Regulation(s)

el

£
H
i

0O None o Sﬁte O Federal D!ndependent

18. Recommended Ratention Kef/ /() PD;/“
Bt sl Fy s R

[ MéAwJMM// '
| gcyz/W Sfppte bmer>

7

17. Is an index System Used? (If yes, explam briefly and describe f
any hadware/softwara /.

O/No

0 Yes

19. Name and Tille of Preparer 20. Tale;phone Number

21. Date F%'M
WZ |

DGS 550-4 (Rev. 1/53)




: DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new or revised record saries, forward with Record 7275 WATERLCQ ROAD
Ratention Schedule (DGS 550-1) _ P.Q. BOX 275
JESSUP, MARYLAND 20794 PAGE___ OF ____
9 I, D epartmenVAgency 2. Division 3. Unit

DEFINITICN - RECORD SERIES - A group of related records normally filed and used as a unit for referance as well as retention and disposition purposes.

4. Record Series Title ' ‘ 5. Ea?pé Yearfatest Year
. . . - [ to
\. MNOLSD POJ-j PANT / 6U«U~f"‘¢3< Qb P/\u»:i‘ Op\’si
&. Record Series Dascription (Briefly desgébe the types of nfonnahonnldocuments/forms found the series. Indwé f&r_iosa (:3; fj.:;\f:-txi:n::_f1 mé (s\ages
Quesies ,umemas, a&pgb‘ &df %w\’rﬁkfb ) Lo
Ut of o_c_cow'\f"' manu mé) '

Dosr g ﬁiﬂf M@\m CQN\Q"MM(& SQNMS m@fib

. m\\%m CQ\Q\,\@S, chq AD,LC\' bu.&- %1 &L %ﬁggb@

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
- O File Orawer(s)
Eﬁ.ener Size 0 Microfilm O Alphabetical 'O Microfiim Reel(s)
’ . ) ' , _Q_ O Computer Tape(s)
D/ egal Size Q Computer Tape 0  Numerical _ Number @ Cther (SPerY)
O Bound Beok O Fioppy Disk . G/ Chronological . "h.LbS
i . 10. Annual Accumulation
£ Audio Tape O Video Tape O Geographical O File Drawer(s)
; . Q Microfilm Reel(s)
w] (Etfxer (specity) _ . O Cther (specify) } O Computer Taps(s)
_— ‘ L — Number JBC Other (specity)
—tub.
11. File is Used 12. File Bacomes Inactive After
O Daily O Weekly O Monthly 00 Month(s) O Ysar(s)
' Number !
VIS NSV
G <
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yos, specify agen r office)
O hwkdhe O Yes No
15. Access Restricions a Yes V/No . 16. Aucit Requirements

(If Yes. cite Law(s) & Regulation(s) .
’ O None O State

17. Is an Index System Used? (If yes. explain briefly and describe 18. Recommended Retention ' /-
any hadware/software . p :

0 Yes c?/No

19. Name and Title of Preparer 20. Telephone Number

D3S 5504 (Rov. T80
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sructions - Type or Print a separate form for each
/ew or ravised record sefies, forward with Record
Ratention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICN

AGENCY RECCORDS INVENTORY

7275 WATERLOQ ROAD
.P.O. BOX 275

PAGE ___ CF

JESSUP, MARYLAND 20734

=

)

" b9, Department/Agency

2. Division

“/“m/m.

3. Unit

DEFINITION - RECORD SERIES - A group of relatad records normally filed and used as a unit for referancs as well as retenticn and disposition purposes.

{ i .
e
ot

4. Recard Series Titla

(Y

5{3@_1@& Azst

5. Earfiest Year/lLatast Year
w_4b

o Cheel

LotuS 3peh
led L #=e(sS ; +ox DIHS F\ccwnum_'f‘l
Sscs_sme:\f Qe—\.\s

l\)ohce o)

wat ’rj\o.nSde CLL
\NodSheet s

SN
L;{/\ mmo st..:Sme.

Y [eleox o) L,

6. Record Series Dascription (Bneﬂy describe the typas of informationn/documants/orms found in the series. Include the purposs or funaon of the ssnas

491 Ao, Coou o ue,cr_‘(__

dﬂ-ﬂ‘CL”C@w o) amsloc;\ Recats giorie

D'\.Ly\_~ C:LU

e, 3\an@Jae(\ Ustineg, Amo
sIvial unpc,gr edt Osnno QLL!\J—SC)\LLM

}m\.\% Wy, g\d_,Lmo.,«\c,e.,, QuNLAS eb Tecondl

Do S one s

NumberA '

—rhe om‘ ol Hese wes S 4o e dméoi\or\ ded Mo S nial
7. Record Senes Format(s) y 8. Recard Seriss Sequence v 9. Volume m/
E/ : - File Drawert(s)
Letter Size O Microfilm O Alphabetical ~ "0 Microfilm Reel(s
, 0O Computsr Tape(s)
al Size O Computer Tape a . l\umenm! umber O Cther (speciy)
0 Bound Book O Floppy Disk { Chronologuzl
0 Audio Tape 0 Video Tape O * Geographical 10. Annual Accumuaton Fie-Drawer(s)
) o , . O Microfilm Resl(s
0 Cther (specify) O  Cther (specify) \. / D ’ 00 Computer Tape(s)
= B — Number -, O Cther (specily)
. - A ° Y
11. File is Used : 2( 12. File Becomes Inactive After ' T
O Daily 0 Weekly Monthly - a Month(s) Q Years) -

T.0.

13. Currant Location(s)

(Bldg.. Flocr, Room)

14. Is Record Series Duplicated Eisawhers?
(f yes, specity agency or offica) .
Yas g No . . .
Ligns Ledin COuf'i’nOuse

15, Awess Restrictons '
(if Yes. cite Law(s) & Regulaticn(s)

- 3 Yes

%No

16. Audit Requirements

'u Nor}e' O Swe O Federal %depe'nden;

O Yes -

17. s an Index System Used? (If yos, explain briefly and dascribe -
any hadware/software - - BRTU

e

18. Recommended Ratsntion ﬂe—%” Fﬂ/\

Gl 2452 T

19. Name and Title of

Preparer

20. Telephone Number -

DGS 5504 (Rav. 1753]
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Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLCO ROAD

Retention Schedule (DGS 550-1)

P.
JESSUP,

Q. BOX 275
MARYLAND 20794

PAGE __ OF

v 1, DoepartmenVAgency

Fhng.,

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for raference as well as retanuon and disposition purposas.

4. ries Tite W Z%J-U W/WW
/227)2':& s LT Lrghls AT 2o sall Wzﬁ‘”‘%

S. Earliest YaarLatest Year

/9%~ mL__

. |p 6. Record Saries D

ascription (Briefly dascribe the typas of mformanonn/dowments/fonns found in the seriss. Include the purpose or function of the senes

/w /’r’ T,
MS[W S EQ/O’%
7. Record Saries Format(s) 8. Record Series Sequence 8. Volume
O File Drawer(s)
& {atter Size O Microfilm O Alphabetical "0 Microfiim Reel(s)
0O Computer Tape(s)
sgal Size . O Computsr Tape O Numerica Number D Cther (speafy)
O Bound Bock O Floppy Disk . O Chronological J W
; ' 10. An ualAwumulauon ’ L
0 Audio Tape O Video Tape O Geographical " O Fie Drawer(s)
; . g Microfilm Resl(s)
GO'ﬂ'\ar (specify) O COther (specify) O Computer Tape(s)
—_— Number g OCther (speafy)
11. File is Used 12. File Becomes Inactive After ) Lo
O Daily 0 Weekly O Monthly 0 Month(s) g Year(s) - -

Number

13. Current Location(s)

- (Bldg., Floor, Room)

14. Is Record Series Duplicatad Elsewhers?

(If yes, specily agency cr offics)
T0. alesroom BT
2
15. Access Restrictions O Yes D/No/ 16. Audit Requiremants A
{f Yes, cita Law(s) & Regulation(s) 4 .
O None O State O Federal Q’m/dcpendent S

0O Yes

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

e

19. Name and Title of Preparer

18. Recommended Retention Ke‘r_ /0 P/ "f,_w .

F)/ xf)u/ A

g 1

M

DTS 5503 (Rev. v33)




Instructions - Type or Print a separate form for sach
new or rovised record series, forward with Record
Retention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7275 WATERLCQO ROAD
P.QC. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTCRY

PAGE _ OF

2. Division

3. Unit

v 1, DepartmenVAgency N
Fhoad .

DEFINITION - RECORD S:RIES A group of related records normaﬂy filed and used as a unit for reference as well as ratenuon and disposition purposss.

4. Record Series Title

’ SEamestYear/La Y
- - S ) s %o
W{L Lot N 4/, o

6. Record Series Dascription (Briefly descnbe the types of informationn/documents/forms found in the sornies. lnduda the purpese or function of the sanes

i

%’w@ J"«'a“-* ”Z“‘é W W ;Ugm‘/g
| Yl fv yw) ”*"‘74” ot W
: ﬁ//ﬁ/m 5"‘ Gluct o i

3 , Kﬂu 4)4444-1
%zﬁmﬁ mfé Nl 2ot
o ikl Gpdel

/o)

Z; I A bt 7
m jwygrh) "//LCL

- =
7. Record Series Format(s) 8.'Record Series Sequence //' 9, Volume : »
/ - O File Drawst(s)
etter Size O Microfiim O Alphabetical 'O Microfim Reel(s)
. / O Computer Tape(s)
G Legal Size 01 Computar Tape o \t'\'umerical / : Number O Other (specify)
\\, ._{ . N .
O Bound Book Q Floppy Disk o Cﬁronologial,/ / Z /
\ / 10. Annual Accumulation
o Audio Tape 0 Video Tape n] Geog\zphnml 1 File Drawer(s)
' . ‘ , Q Microfilm Reel(s)
O Cther (speacity) 0O Cther (sQecfy) O Computer Tape(s)
LA CM&fLL \L@{ds —_— Number - 0O Cther (specity)
1. File is Used 42, Fie Becames Inactive Afer A
O Daily 0 Weekly O Monthly § e O Month(s) » & Year(s)
% Number —_
_ \'\ W wo@ @d&l/
7 S 4 .
13. Current Location(s) (Bldg.. Floor, Room) Vi 14. Is‘Record Series Duplicated Elsewhere?
K ’ {If yes, specify agency croffica)
0 5 No

; VA ; ' Yes o .
70, W&;’m’y\. / Y e

h

15. Access Restrictions a Yes 16. Audit Rbguiraments

(i Yes. cita Law(s) & Regulation(s)

o Non;\a m/‘@pehdent
18. Recommended’ Retenuon . ﬁﬂ?}/@ g[

Py sred i,
berns

b b=,

O State . 0O Federal

17. Is an Index System Used? (If yes, explam briefly and describe

any hadware/software /
:3/(/ ‘

- e

’

0O VYes

—

19. Name and Title of Preparer 20. Telephone Number 21. Date o .




DEPARTMENT CF GENERAL SESRVICES
RECCRDS MANAGEMENT DIVISION

AGENCY RECCROS INVENTCRY

7275 WATERLCO ROAD
P.Q. BOX 275
JESSUP, MARYLAND 207S4

PAGE OF

-.-’l N

7 ?-,1, D epartmenvAgency

Z)_X/U\&Awm

2. Divisicn

3. Unit

DEFINITION - RECCRD SERIES - A group of relatad tecards r}ormal/l;' dled and usad as a unit for rafarenca as wall as retanticn and cisposition purposas.

4. Record Series Tile \kj . d :Q r O\b b&d?\"

5. Earfiest Year/Latast Year

—_—
LB

8. Record Sedies Dascription (Bneﬂy dascribe the types of mfon'nancnn/doc.mens/foms found in the series. include the purpess or funcian of the sariss.

Cgmpuj@( S;\,UQ"QL@S'

7. Recsrd Series Format(s) 8. Reccrd Seriss Sequancs 9. Volume
. - O File Drawer(s)
C Lattar Size G Micredim Alghabatical ‘O Microfilm Reel
I O  Computsr Tape(:
0 Legal Size g Computer Tage @ Numerical Number. Cther (spsciiy)
und Scok Q Floppy Disk O Chrenological &/
- ’ - ’ 10. neal A ;mulatio
; 0 Audio Tape O Viceo Tace O Gsographical 0. Ann i Un File Drawer(s)
; . . O Micofilm Reell
O Cther (specity) - 0O Cther {scecty) O Computer Tapa(:
—_— Number g Cther (specify)
11. File is Used : 12. Fila Baccmas Inacive Altsr
Q Daily O Weekly O Menthly - O Menth(s) Q- Year(s)
/(/0’) /\ﬂ/ : Number : :
13. Currant Locaticn(s) (Blcq.. Fieer, Reem) 14, Is Recard Series Duplicatzd ",sawh:ra’)
(if yes, speciy agency 2foffica)
Ot ol bw&tu\“a a Yes No
. : u
15, Amss Restrictons a Yss WNO 16. Audit Requirements N
(H Yes. cita Law(s) & Regulaticn(s) ' :
' ‘ : O Nona 0 Stats O Federal M(dependent
17. Is an Index System Usad? (If yes. expiain briefly and dascribe - 18. Reccmmended Retention

any hacware/scftware - -

E/m

O VYes

AT /;;W /f“

/9. Name and Title of Praparar
I

{ : Py

20.

Telephons Number -

UGS 3ed-4 (Rev. 1/83)




structions - Type or Print a separate form for sach
~Jiew or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOQ RQAD
: P.0. BOX 275
JESSUP, MARYLAND 20794

PAGE ___ CF

v I, D epartmen¥Agency

0 o

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposss.

4.Raoord$eries1‘gﬂel/@i>4(/w<//m(/

. jost Year/Latast Year
7/ w0 /77

6. Record Series Dascription (Bneﬂy describe the types of mformauonn/dowmens/foms found in the series. Include the purpose or function of the sanes‘

}A/f Mf MQﬁ /%/éx/’/%xi e fu/cM L

7. Record Series Format(s) 8. Record Series Sequence 9. Volume ‘ S
) : ) - 0 File Drawer(s)
lzﬂ.ener Size 0 Microfilm ‘7@ Alphabetical 3 "0 Microfiim Reel(s)
. O Computer Tapa(s)
O Legal Size ~ O Computer Tape O Numerical Number O Other (speafy)
. K ¢ .
0 Bound Book O Floppy Disk 99 Chronological W = /L’ 492
o L 10. Annual Accumulation
£ Audio Tape O Video Tape .0 Geographical O File Drawer(s)
; . g Microfim’ Rael(s)
O Other (specity) O Other (specify) ’- 0O Computer Taps(s) .
- ] —_— Number O Other (speafy)
11. File is Used : - 12. File Becomes Inactive After S
O Daily 0 Weekly ;ﬁ) Monthiy o Month(s) g Year(s) -

Nurn_t_)gr_ )

13. Currsnt Location(s) (Bldg Floor, Room)

0 MhVu{&wW

No

(if yes, specily agen
O VYes . }if

14. Is Record Series Duplicated Elsewhere?
or offica) .’

18, Aceas Restrictions O Yes
{if Yes. cito Law(s) & Regulanon(s)

P

e 16. Audt:F_iqquirement's o

# None = 0O State

O Federal O Independent

any hadware/software -

Y N

0O Yes

17. Isan lndex Systam Used7 (If yes, explam brisfly and descnbe

18. Ra’wr_ﬁmended Retention . “ i L

9. Name and Title of Preparer

Hocgy

20. Telephone Number -

.21. Date




U Sy

R/ . DEPARTMENT OF GENERAL SZRVICES . AGENCY RECCRDS INVENTCRY
~/sructicns - Type or Print a separate form fer each RECCRDS MANAGEMENT DIVISICN
fiew or ravisad reccrd saries. forward with Record 7275 WATERLCQO RCAD
"7+ 7/ Retention Scheduie (OGS 550-1) P.0. BCX 275 _
' /’ JESSUP, MARYLAND 20794 PAGE ___ CF ___
+ 1y, DeparmentAgency 2. Divisicn 3. Unit
R o ¢ ; K :
T AL AN

DEFINITICN - RECCRD SERIES - A group of ralated recerds normally filed and used as a unit for referenca as well as retention and dispositicn purposes.

5. Earliest Year/Latest Year

4. Record Saries Tme .
o Sale  Fles o—

8. Recerd Seriss Dascripticn (Brisfly describe the types of mfcrmaucnn/documentslfoms found in the senes Includs the purpasa or funcicn of the sarias.

TRETNS L Sreg S - c,cu Lk, Wl Vel Ll E
f o < f o .
L-ﬁ i/, Ll jE LA A Bt / . AL F .
Tax ‘:a_u- /‘r}« _ i L u g paLospr g A4, 10 Ler perrniic
o P T L g i 4
Sl e Laved od@ g ,}/-ﬂ:‘:
T'L( Sa. " 2 Q_L,(:LWU\ /Q\ "y
10k &al e i )
‘ TS a "‘ cY <
7. Record Series Fermat(s) < éO (*‘ 8. Record Series Sequanca 8. Volume

- T File Drawert{s)

‘%.ettsr Size 0 Microfilm - ? Alphatatical . Microfiim Resl(s
O Computer Taps(s)

O Legal Siza 0 Computar Tage ‘g’ Numnerical Numter T Cther (specy)
0 Bound Scck G Ficopy Disk 0 Chrenclogical [\""keg
{ - . . : 10. Annual Accurmulaticn
1 A Audio Tace O Video Tape ) O Geograchical : T Fila Drawer(s)
.. . C Miccfim Resi(s
O Cther (specity) 0 Cther (speciy) O Computer Tape(s)
s ' —_— Number O Cther (specily)
11. File is Usad : 12. Fila Baccmes Inactive After
0 Caily O Weekly O Menthly O Month(s) O Year(s)
7 ; - Numter
OS2~ 28
13. Curment Lecaton(s) (Blcg.. Floer, Room) 14. Is Record Series Duplicatad Eisewhara? /1:};,“;‘,_, ST R
(if yes, specity agency er ofica) Mmopa i g
0 ' Yas g No ) ‘
(7 ‘A"‘/h_ ::’ ; Ll e ‘{ m .
15. Accass Restricions QO Yes g No 16. Aucit Reguiremants
(i Yes. cita Law(s) & Regulaton(s) ' ,
; 0O Ncne O Stts O Feceral /WTncepe‘ ncsnt
17. Is an Indax System Usec? (If yes, explain brisfly and dsscrite 18. Reccmmendsed Retsntcn
any hadwars/software l
O Yes >d’ No
19. Name and Titls of Praparer 20. Telephcne Number - 21. Dats

UGS 5o (mev. 1,E3)
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: o DEPARTMENT OF GENERAL SERVICES - AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each A .'__j_ RECORDS MANAGEMENT OIVISION . i
new or revisad record series, forward with Record L ¥ 7275 WATERLOQ ROAD
Retention Schedule (DGS 550-1) - ' im0 - P.O. BOX 275
_ - JESSUP, MARYLAND 20794 PAGE ___

' 1, Department/Agency . 2. Division ' | 3. unit

FAaa,

2

4. Record Series Title

Cﬁ%

7. Record Series Format(s) - - ' 8.:'-Re¥$ord Series Sequence-/ o 9. Volume .
‘ . ' : EJ/ - — © O File Drawer(s)
O Letter Size a Microf'lm A!phabeucal / 6/ "0 Microfim Ree!(S)
! Rt ) a Computer Tape(s)
O Legal Size a Ccmputer Tape
%Bound Book a Floppy Dlsk o

A Audio Tape m] V'de_o Tape P
- N o a. Mu;roﬁlm Reel(s)
BT —_— o Computar Tape(s)
S : Number ’

0 Other (specify)

*?

. FdeisUs;d/
R Daily : DWeek!y

_(> SN 5 551)

13. Current Location(s) (Bldg.. Floor, Room) // \
o - velt
. /

15. Access Restrictions O Yes m/No
. (i Yes, cite Law(s) & Regulation(s)

12. F19 Becomes Inactive Alter .
: -0 Month(s)

o Number \
- o . L :\

14. Is Record Series, Duplicated Elsewhere?

(if yes, specify agency gr-office)
D Yes Q/:Jz '

16.  Audit Requirements

O None O Stte O Federal .

17. Isan Index System Used? (lf ye /explam bneﬂy and describe 18. Rmmménded quenﬁod'

any hadware/software

C Yes

| I B 'Pél/pJ/c%/éw /0. /z;e
19. Name and Titl of Preparer = . - 2. Tq};é :'r.i.:epN.qupe_(' . o | 21 paw Wﬁw %

a mgw..m




RECCROS

- s/squctions - Type or Print a separate form for each
. 18w or revised racard serss, forward with Recerd
T / atention Schecule (DGS 550-1)

) DEPARTMENT CF GENERAL SESVICES
7275 WATERLCQ ROAD

JESSUP, MARYLAND 20754

AGENCY RECCRDS INVENTORY
MANAGEMENT OIVISION :

P.C. BCX 275

PAGE CF

1, Deparment/Agency 2. Division

3. Untt

| :j/\k,a«zqu@ /
DEFINITICN - RECCRD SERIES - A group of relatad recerds normally fled and used as a unit for rafarané's as wall as retanticn and dispesiticn purposas.
4. Record Series Tle S. Earﬁg Yaarg ar
oy Rﬁdﬂb vd ;Sau ver :&ﬁ\w‘S 102 = Aduestiseer
8. Record Senies Desa"puon (Eneﬂy dss::xoe the typss of mfcmauonn/dcc:.xmantsﬂcr-ns found in tba series. Indluds the purpass er funcion of the sarias.
/‘
Creeld LSS ‘*’b\),z SIS
[N
AdauS: v m&s /
\ / /
i
7. Record Saries Farmat(s) 8. Recerd Saries Sequarica S. Yelume
i (2/ - / O File Drawer(s)
O Lattar Size 0 Micrefim Alphabetical / "3 Microfim FReel(s
o] 5 5 O Computsr Tape(s)
Q Legal Sizs O Computar Tape O Numerical /f Numter Cther (specify)
O Bound Sock G Fleppy Disk a Chrcnolog"féj . b
! 0 Audio Tape O Video Tace o Gacgra.gmcal 10. Annial A .ulatzén Fila Drawer(s)
' - . O . Micofim Reel(s’
a E)tha( {specity) o C‘ﬁar (s:ecfy) ‘-\ " O Computer Tape(s)
~ . , : Number O Cther (specfy)
/ . . :
11. File is Used : i 12. File Be\éqmas Inacive Alter
Q Daily 0 Weekly Q Menthly A\ O Month(s) O Ysar(s)
, Number \ ' -
¢ N P
; \ . A
13. Current Locaticn(s) (Eleg.. Ficor, Rocom) - _,"! 14, Is Recerd Serie}s\Duplim.ad Elsawhere?
- . i © (If yes, speciy agency groffics)
\ . Sy g VYes c)ﬁz . :
e CLC;&_ Q}LLLLLLKJM / R
15. Ams Resticdons Q Yes O No \’ 16, Aucit Requirsments ’ 5 o
{f Yes. cite Law(s) & Regutaticn(s) / \ T S
. ' . ’ // O Neone O Stats \\D Federal Independent -
/ .
17. Is an Index Systam Usad? (If yes, explain bne/y and dascribe 18, Recommended Ratention -~ ‘ '\'-'57-" A
any hadware/scfware - - :
L W fion
. m/ 5 yifﬁ %éu ‘£
Ther’ DT =l
19. Name and Titls ¢f Praparar 20. Tslephaons Number - 21. Dats 4

DGS o0 ('r'{av. 1/§4>




stuctons - Type cr Print 2 segarata form for sach
1w of ravisad recard saries, forward with Record
Ratenticn Schecule (DGS 330-1)

DEPARTMENT CF GENERAL SzAVICES
RECCRDS MANAGEMENT CIVISICN
7275 WATZARLCQ RCAD
P.Q. BOX 75
JESSUP, MARYLAND 20734

AGENCY RECTRDS INVENTCRS

PAGE___oF 7 &

rs ?-,[‘ D spartmant/Agency

Yrpaq,

- 2. Civision

3. Unit

DEFINITICN - R

ZTRD SE-‘d 5 - A group of relatad reccres normally fled and usad as a unit fer referancs as

well as ratenticn and dispesiien puposa

4, Record Saries Tl

e T Sats, Dl T 7

é@é_ﬁé%zé

5. Earfiest Year/Latast Year -
: %& o C\\L .

Q)f\m\g
M M‘O"\ /Q.J.U::Lk., gosm;

| i‘d—d:wd, fu:iﬂ; ‘T:/Sﬂw\

Rsccrd Sedies De&..anon (Eneﬂy describe the types o! mfcm\aucnn/dcc.nen&'fcnns ‘cund in :hs sanes. incuce mc pur;csa cr ‘unc“cn cf the sadas

7. F\egrd Seres Fermat(s)

&Cattsr Siza G Micrefilm

O Lecal Sis Q Camguter Taca |

O Eeund Scok O-Fieppy Disk

e

8. Réc_::ﬁ &n’és Sequenéa_

O Alphakatical /
Oistr. C-)’(gq"

a2~ N.Jrr'erc:l,

a . Cﬁrcno!ogxcal

. Velume oL BT
‘ o ‘@ Fie Drawer(s)
O Micrefim Ree

Beei d O Cemputar Tape
Numtar ] C“zsr (Sy€c"1)

Drouoer‘ 3 s 3 s

10 Arm...a! Ac:“..u.aucn

\}\)\uu\ Ny fU’\/ 4:"{

5 Aucio Tape 0 Video Tape "o aokmonict G Fia Drawer(s)
" 'f DOﬁe( (Séé,c;'fy) : R N CI Mr_—'ﬂm Resl
. e e . Number -
ope . L. o .‘-* oo a : N e
1, FieisUsed .- . _ . ’ s 12. Fiie Seccmes s Inactive Alar . -
: O Daily C]Weekly - /D Mcnthly - . a Mcnth(s)
a ‘ i Numses, . L

Is Recard Sares Duglicated Sisawhera?

1 13. Cumentlecaten(s) ., (Sldg.. Ficer, Reom) ¢ 14,
! ’ 7 - (if yss, s:ec’y agancy o ofica)
To. ) RN ..
15, Accsss Rasticsons G Yss & No 16, Aucit Requirements. . :
(it Yes. cite Law(s) & Reguiaticn(s) s ' AR o I
: . L 0O Nona g sats O Fsdera! G’Indépéndéﬂf :
fl N S

. any h«c\-varulsuf‘wara S ,;
: T !

Y

Q Yes

17. Is an Incax Systam Uscd" (If yss, eaalam briafly .ard cas-'we‘

18.

R.,c:mmanded Ratantcn W/}U 6]

F"f/& Z LA
4/

19. Name and Tits of Pragatar . .

20. Talaphans .\fumber H

LGS 330 (Hev, 15T




_ |  DEPARTMENT CF GENERAL SERVICES . AGENCY RECTRDS INVENTCRY
Jwlctens - Type or Print a separate form fersach | - . RECCRDS MANAGEMENT OIVISICN
iew ar ravised recard sades, forward with Record e 7275 WATESLCQ RG_‘AD

Ratenticn Schacule (OGS 530-1) . I P.O.8OX 275 - , _
kS . JESSUP, MARYLAND 20754 - PAGE

'(II f .
7 91, DeparmanvAgency B 2. Civisicn - N 3. Unit

thea, | T

CERNITCN - RECCRD SESIES - A group of ralated recsrcs nermally Sied and usad as a umit for rafersnca’as weil as ratandon and dispesiicn purpasas

T@ s C&L Pm\m&& i'osz&z;; “ /

| 4. Record Series Tite . Earligst Year/latast Yaar

o Nlp

W QU:.\}.,L,LM an QkJL_ A so.h:..

’-3 fw,‘p&pu,acb anpo\nkwk ma‘f
a;i mabm - as- % Vx‘*

7. Reczrd Saiies Fzrmat(s) © 7| & Recard Sares Sequence’ S S. Velume
. . DR O 5 o Bace ! & File Drawst(s)
; 2{atsr Siza 0 Micradim B Alphatatical E?d\, Prows e 'O Micsfim Ree:
: . . o _ / Y o o Orou.\)..g, S ! Computsr Tape(
O Legal Siza T Computar Tape o : umerics N Numzar O Cther (specty]

Q Zcund Scck

10. Arm.al Accumulatien
B Fia Dr—wer(s)

! 0 Aucio Tage
N E S Foooos - : |m| Mlc':lﬁlm ‘Reel
0 Gt s Gh| B Sherigedy) 2 0 Compuat Tapat
= B  ——— Numter - CJ C“!ar_(suac‘y)

11. Fieis Used . o
G Daily O Weskly

W ﬂmmca;

13. Cumant Lecaten(s) . (Sicg., Ficer, Room) L |l 14, is Reccrd Sariss Ouplicatad Sisewhere? .
g . (it yss, scecly agancyicrofics)
; ) ) R -8 Yss . - @ \No .

12. r-xe cec:mas léac"va Alar
% ;D Mcntﬁ(s) .

: Numoer_ s

)

«

15. Accass Rasmictons a Yss g-fa - . ) A 15. Aucxt qu:.xramants
(if Yos. cita Law(s) & Regulaticn(s) PR

I : B/Inde-pehdént

S =] Nqn.e CI chtza _ CI Fecaral

7. s an Incax Systam Usad? (It yes., axplain bna‘iy and cas::we LA
cny hqcﬂareu‘ocfkﬂafa . S :

Q VYes "‘Q/No

9. Name and Tits of Pragarar ‘ 20. Teleghane Number -~ =~ "

SGS 330~ \rav. 1E3)
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Iﬁsﬂucﬁons - Type or Print a separate form for each
new or revised record series, forward with Record
Ratention Schedule (DGS 550-1) -

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
' 7275 WATERLOQ ROAD

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

P.Q. BOX 275

PAGE OF

v !, DepaﬁnénUAgsncy 2, Division

Fhood .

3. Unit

4. Record Sen'?s Title

DEFINITION - RECORD SERIES - A graup of related reéords normally filed and used as a unit for refergfica as well as retention and disposition purposes. =

!

Vi

H
i

5. Earligst Year/Latast Year

v
R

7. Racord Series Format(s)
Letterv Size O Microfilm

4 DLegal So:ize. a @ﬁbutbr Tape -

:'E‘!'V'Béun_d Bock ; o

. &

O Fioppy Disk

' OVideoTaps -

.0 Other (specity

»r

s:\'Rgcord Series Sequence
enghabeﬁcar
. N H
B S
o jbhrono?bgim_l;" .
- 1.-'53"D Geographxml\
| ot epest

9. Volume

Number
< QOX

10.-Annual Accumulation s :
0O File Drawer(s) .7

O Microfim Resl(s)
O Computer Tape(s) :
- Cther (s_pe_dfy)'

O File Drawer(s)
"0 Microfilm Reel(s)
O Computeér Tapse(s)~
O Other (specify) ..

N .00 -o ] Number -
\ . -
\ R

11. Fileis Used

O Daily " 0 Weekly

i

-0 Monthly

, y _
12. File Bscomes Inactive After

NN = | Momh(s-)_ . j,»-j . O Year(s)

" Number %,
N - - LY

A\

13. Current Location(s)  (Bldg., Flocr, Room) / 14. Is Record Seriés Duplicated Elsewhere?
cor LT . ~ {!f yes, specily agency ot office)
: , : g

O Yes - No

AN
S

15. Accass Restrictions O Yes m/No
- {if Yes. cita Law(s) & Regulaticn(s)

.’;

16. Audit Requirements \

)

.0 None O Sute .

. B@pehdenf

17 l;s. anlndex System Used? (lf yés. explain briefly and des&ib'e
.- any hadware/sottware . B

S ves

18. Rewmmendod Fietenﬁon.

19. Name and Title of Preparer
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e o e bt e a L

-+ Jiew or revisad recsrd series, torward with Record
:// Ratention Schedule (DGS 530-1)

DEPARTMENT CF GENERAL SERVICES
ECCRDS MANAGEMENT DIVISICN
7275 WATERLCQO RCAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECCRDS INVENTCRY

PAGE CF

+ 1, DsparmentAgency

T 0 d,

2. Divisicn

3. Unit

DEFINITICN - RECCRD SESIES - A group of relatad records normally filed and usad as a unit for referenca as well as retenticn and cispositicn purposas.

4, Reccrd Series Title

5. Earliest Year/Latast Year

fonssionin Soor Credid Zis v whur o

| /7‘0‘%‘9&/ o Jie

Lisling - 7

W@Q g fq’i””']d /(L’”‘//‘ 4

Al u?"

/ CEPTE P R R
S T

AN/ o ~
.',.: I I}/\‘ ,, / !‘/-/(7

P

LA S g‘au/ -

S M

8. Reccrd Series Cascription (Sriefly describs the types of inr’onnaﬁcnn/dpcumants/fcrms found in ‘he series. Inciude the purpesa cr funcion of the saries.

S.Ll//(/ Al ALl

(.. /x ,'

T“ ANV ’,.",‘" A e /'// g /A_,{L«-".a:i:-,/.-\;'/g. L7 vl <
L / / S
7. Recerd Saries Format(s) 8. Record Series Sequencs 9. Volume i
T Fiie Drawer(s)
Letisr Siza 0 Microfiim C Alphabetical ‘O Micrefilm Reel(:
O Comguter Taps(s,
O Legal Siza O Computar Tage 97’ Numerical Numter ¢ T Cther (specify)
. Iy yis
O Beund Seck T Fioppy Disk w Chrenolegical // E,
- . 10. Annual Accumulation ]
4 0 Audo 1ape ) 0 Video Tape a Geogmhl@] O Fie Drawer(s)
. . O Micefilm Resl(s
Q Cthar (specify) O Cther (specy) O Computer Tapa(s!
= Number O Cther (speciy)
11, Fie is Used : 12. File Beccmes Inactive Alter
O Qaily O Weekly M Monthly O Moenth(s) O VYear(s)
Number
13. Currant Location(s) (Elcg., Flocr, Reem) 14. Is Record Seriss Duplicatsd Elsewhers?
(if yes, specity agency cr ofica)
T O Yas g No , . g / \/
% sl po o s fmey ua ) e Y
15. Accass Rasuictons a Yes y No 186, Aucit Reguirements /
{If Yes. cita Law(s) & Reguiation(s) /
@ O Stats O Federal O Independent

any hacwaressoftware

O VYas

}ﬁm

17. Is an incax System Usad? (If yes, exzlain brisfly and descrite

18. Reccmmended Retsntion
/ L'
/\j c’l/ e 1 r & At a/L LT/
/‘/ R / gy
[T

19. Name and Title cf Preparer

) T
//j{”/’//v/(/ e

20. Telephona Number

21. Dats

DG z50< (rev. 1753}




faructions - Type or Print a separate form for each
iaw or revisad recard series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20734

AGENCY RECCRDS INVENTCORY

PAGE ____ OF

by 1, D epartment/Agency 2. Division

“Yhaod

3. Unit

DEFINITION - RECCRD SERIES - A group of related records normally filed and used as a unit for raterance as well as retention and disposition purposes.

4. Record Series Title

RE CHP 744 2 s O Y

B (Aad £5

e

6. Racord Series Description (Bneﬂy describe the types of lnformanonn/dowmants/forms ‘tound in the series. Include the purposs or function of the sarias.

FORMS [z RepvRT olv/IAR ﬁa’f

whieh RRE Rl&f‘,o-eqU’ol (’m/n/ / alq/ + 0 TaAns FIR

Subject propes /

VE- H1mIow RS ThX C’Ald:t%

rz/wL/

7. Record Series Farmat(s) 8. Record Series Sequancs 8. Volume
E/Fsle Drawer(s)
Q’{Btt Size O Microfilm Alphabstical / "0 Microfim Reali
:S ' O Computsr Taps(:
al Size O Computer Tape O . Numerical Number g Cther (specify)
Q0 Bound Bock O Fioppy Disk O Chronological
L 0. Annual A latio
3 Audio Tape O Viceo Tape O Geographical 10. Ann ceumuia Dn Eile Drawer(s)
: . O Microfim Reel(
O Other (specify) O Cther (specfy) A O Computer Tape(:
T ' Number - . O Cther (speciy)
Ll foldlon
11. Fieis Used ' o 12 File Becomaes Inactive Aftar B/ -
: Daily 0 Weekly 8 Monthly O Month(s) Year(s)

Number_

(Blag.. Flocr Room)

/C//‘L/~!

13. Current Location(s)

7 0. ‘/f “ /E’(.Cé—

14. Is Record Serias Duplmtad E!sawhera” '
(If yss, specify agency or ofﬁea) o

2 @wwc Wda“'fdf #é‘/

PZa

15. Access Restictions - O Yes
{if Yes. cite Law(s) & Regulation(s)

16. Audit Requirements .

O Nene O Stte O Federdl %depehdent

17. ls an Index System Used? (If yes, explam briefly and describe -
any hadware/software -
i Eﬁlo

Q Yes

18. Recommended Ratention =7 7l

19. Name and Title of Preparer

Q/“/‘ /;_‘

20. Telaphane Number -

21. Dats'

UGS 5504 (Rev. 1753 S



DEPARTMENT CF GENERAL SERVICES . AGENCY RECCRDS INVENTCRY
-Januicaens { RECCRDS MANAGEMENT DIVISICN
/iew or revisad recsrd saries, forward with Record 7275 '‘WATERLCQ RCAD

:// Ratention Schedule (DGS 550-1) P.0. BOX 275 _
JESSUP, MARYLAND 20794 PAGE ___ CF _

Vi v ), D eparment/Agency 2. Divisicn 3. Unit

£ { .
/ 7» SLLALN
DEFINITICN - RECCRD SERIES - A group of relatad records ncrmally filed and used as a unit for rafersnce as well as retention and dispesiticn purposes.
; & ~ . .
4. Record Series Title 6%@ /x_ Y /(V 2 A0 //y 'O / 5 /7// /(/\/ A C}Ifgc}j,%s 5, Earfiest Y?:r/Latesx Year
(£7ARS)

6. Reccrd Seres Dascription (Briefly des<rite the typas of informationn/decumentsrferms found in the series. Includa the purpess or funcien of the saries.

67/gl€6/’vg/wt« %, 070 (ﬂ< Y

[V T

A /'() 2 /[- MJKNM /Vlé/'/(/x(ﬂ N /747)»//!;? ft LS TR '—iélm

/4,’)‘ (Ll e (,‘lﬁ/,(Lu %’" Z (/.!L1 L v u)"-"d”d) C@/J, 4 r‘ E /7 //uj’;q U\L/% Sl
il V,(n),(,wvf) (a“/z,'JS 5)“ a (s .Q,A /\ﬁ Yoo Adt e S M«Lr'/J‘L"'é’/tf &z f

?L’ " //f/z A guss?, ¢ Oply f‘k Loz f’ stz 6/t s /’“"527‘”’

/w,/m 9 p.i /;L Sy A FH AL &/Qg'—/‘faj/" »/,ziz// Gors 3 j St

\
-

,77"//
7. Recerd Serles Format(s) 8. Record Series Sequenca 9. Volume
. T Fiie Drawer(s)
%Lener Size 0 Microfilm O Alphabetical "0 Microfilm Real(:
O Computer Tape(s
W’-egal Size O Computsr Tage O Numerical Number . T Cther (specify)
v " < - < 4 g
Q Bound Seck O Fioppy Disk A [ Chrenclogical J/(/’/u A a2 il
- . 10. An ual Ac:.r-ulabcn ,
} 0 Audic Tape 0 Video Tape O Geograghical " O File Drawer(s)
. . O Microfim Reel(c
0 Cther {specity) O Cther (specily) O Computer Tage(s,
i ) ) Number O Cther (specify)
11. File is Used : .(_v/ 12. Fila Beccmes Inactive After
O Caily O Weskly onthly O Menth(s) O Year(s)
Number
13. Current Location(s) (Elcg., Floer, Roem) 14. Is Becord Series Duglicatad Sisewhera?
: /%lf %sjspecfy agency cr ofiics)
’ O No , : ¢
770’ : fo 75 JL WA ()-//
15, Accass Resviciens Q Yes No : 18. Audit Requiraments .

(if Yes. cita Law(s) & Ragulztion(s) .
O Nens O State O Federal pl Indepencent

17. Is an indax System Usad? {If yes, exglain briefly and csseribe 18. Reccmmended Retenticn
any hacwars/software i

O VYeas y No

19. Name and Titla of Preparer 20. Telephone Number 21. Date

DTS 559 (ev. 153]




STATE REPORT OF COLLECTIONS/TAXES RECEIVABLE REPORT

DESCRIPTION

15. This is a file of duplicate copies of state forms (*) which include monthly general ledger files,
check requests, copies of the remittance check and accompanying work papers. The original is
submitted monthly to the Comptroller of the Treasury. The report details monthly collections of
state taxes transmitted & details taxes receivable.

(*)Stars Report. #Cot/Gad 170

CB Credit Report. #HTC-103

Agric. Farm & Wooded

Claim for Refund of Real & Personal Property Tax Report. #E-17 or OC-020
Additions/Abatements Report. #030, 031, 033, E12

RETENTION

Retain for five (5) years after the end of the fiscal year it represents, or until all audit requirements
have been fulfilled, then destroy.




mcuonoI NETEATIUN ARU DTSPUSAL SCHEDULE ~ I
({CONTINUATION SHEZET) BE ND.
4 nf 14
CESCRIPTICN RETENTICN
Folders of all property sold are retained destrovy.
and £iled together
Retain sale fclders
{deeded properties)
permanently.
Retain all tax sale
folders prior to
IR . / 1944 permanently.
flvg /o P Tl '

132 ASSESSMEMNT CHANGES NOTICE ] Retain £or fiva (5)
The criginal cf the notice is sent from the years after the
Appeal Taix Court of Assessments Office change i1s made or
which directs the Collecteor's cffice to until all audit
incr=ase or decreass an ass=2ssment for the requirements have
currsnft or z=rior years This is the been fulfilled, theh
cfficial autherization to make retroactive destrov.
corre tions on the tax rolls.

Al ///) s .

14 TAX INSTALLMENT ACCCUNTS yV/fT/ Retain for three (3
The County permits the installment payment years aftsr the end
of taxes in advance of the tax due date. A of the fiscal year
card and duplicate are made for each in which the tax wap
installment account; the original 1is the paid or until all
Collecter's ledger card; the copy 1s the audit requirements
taxpayer receipt “hen the account is have heen fulfilled
paid, the two copies are stapled together then destroy.
with the netice of payment. The cards are
itemized accounts pavable which support the
totals reported on financial statements and
carrised in control ledgers

_ _ ,

15 STATE REPCRT OF COLLECTIONS/TAXES { Retain f"r five (5)
RECEIVABLE REPORT ; years after the end
This 1z a r1'9 ¢f duplicate cecpies of Statc cf the flscal year
FormedAG <3 3, the original of which 1is it represents, or
submitted monthly to the Comg roller of the until all audit
Treasury. The report dptalngCO ections requirements have

£ state Taxes transmitted and details been fulfilled, thdn
faxzs recsivable. A—eepy-of--the-State destrov.
wEEFAN T —is—e2burned-to-the -County as. .
acknowledgoment-of the-transmittal, The-Ste— . o

Taxesz Recsjivahle Repert—is—a—monthty-repert |*'7%: ~%*~-A§’;”+/“@ 1o,
whieh—summaTIZe§ Eolleetionsand S R S
. receivablas; }%—fs—prepared”*p*péncil7'and S | IS 00 030 2
J-Fqu“"o“’herrdgd -to-the Office of~ ant o /hmom\-rouui)J\jb,akﬂ}
:'f-:l‘a.".cc Enth LHE = TCEITS Sm D A3 TETY /‘ﬁ\t\‘@_.‘re:pw- Tpaneoes afy WAt
TSR ET The £ile also centains worK '
paper

(REV. 1/€6)

L

mmm.

1/86)




[P USRI S AL T

ow of rewsed recard series, forward with Record
/ Ratention Schedule (DGS 530-1)

) DEPARTMENT COF GENERAL SERVICES
RECCORDS MANAGEMENT DIVISICN
7275 WATERLCQO ROAD

P.Q. BCX 278

JESSUP, MARYLAND 20734

-y |, D epartment/Agency 2 Oivision

%‘/ww

3. Unit

4. Record Series Title

Q/(b Q/\-Ld}-{'s/ QACXL_*\Ons/QbeMQf{\ /M&L Co.bkbf\ / Qﬂ’\\(‘ TOV'L

LA

o 0‘&0\&, CJ.&)L - droeadw N 2ok ~ P-

&L.\.CAA"’!‘\ RolaY P.DT\ qu

BS-ay

‘_54".'1./13556«\‘\- M\Lp'\' kLo\d\o\A&msC\r QMMJ‘:;, P- drcvvons oL e crnonls 000m)<.>’ &S .92 -
U@kkm—km h\ V‘PP/C.&\p P- @,nc;\m,a o dedwoasn Gedm'+ e -

&Vv-9> .

. .

At‘wc U\ow:b& You < ol

"ECM'Q'O’PW{' Fronn . SOy ot k. P QA.LCL\L
aodad 3 0

ot er ol Saek m+h\«5d\;¥ o" umo,ms G/L Trors APL

7. Recard Series Format(s)

8. Recard Saries Sequanca

_-m:arzar Sizs O Microfim O Alshabstical
CI Lsgal Size G.Comvputar Tape a Numenm!
@ 'Sound Book Q Fiappy Disk & Chrerologica
_«{_‘:n Aucio Tape O Vidso Tase al Geosiﬁphiwl

8. Voltme

. O File Drawer(s)
"0 Microfilm Real(
l b.ey 0O Computer Tape(°

o Cther {specity)

Number -

10. Anm.al Accur'u.lat}on

D I O Flle Drawer(s)

a ch:nﬁlm Reel(

' \KT%-JJ\ nﬁ,ﬁ ks C’v

Vf.“cy omar (spec.fy) - Q Cther (specify) O Computst Ta.pe(s
’ —_— ) Number . -
. T 12 F'la nec:mes lnact:ve Altsr
O Daily 0 Weekly O Monthly -

Number

D Month(s)

13. Current Locaticn(s) (Eldg.. Flcor, Room)

14. Is Record Serias Duplicatsd Elsewhere?
(it yes, specily agency er ofrm) h

. -Q  Yes g7 No .
: q O . D\\\.Q,Q!\ o8 m
15. Acsess Restictions G Yes = No 16. Aucit Requirements . . _,U )
{f Yes. cita Law(s) & Regulatcn(s) ST Y
FUC S o O State © . O Federal . Q,lndeggndeq

0O None. .

17. Is an Index Systam Used? (it yes, explain briefly and dascribe. -
any hadware/software - -

RS G_/No

D‘Yss‘

' l‘?; fName and Title of Preparar

\

UGS 50 (Rev. 193]

20. Telaphona Number o




Instructions - Type or Print a separate form for aach
new or ravised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -
7275 WATERLOQ ROAD ~
"P.0. BOX 275
JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

PAGE ___ OF

9 |, Department/Agency

Theod

2. Division

v

3. Unit

.4. Record Series Title

Qq‘m Tf\woql,u, You

5. Earfiest Year/Latest Year .
w _3b 1© 90
F. 8s .. 4s -

PN akeek

6. Record Serias Descnpnon (Briefly describe the types of mforrnanonn/dowments/forms found in the series, lndude the purpose or function of the saries,

g%\,‘.g Forn - GLJ' u,mfca W\m %CQQQJM\JGIL_TW& .m@& ,kw&)@& mc&pn}@
b\ and-mm&mnp@m w\/‘-ﬂ:&h.«,b‘\ B)Am w\u.uo,odnot,

&chu&i-mmmw . I

7. Record Series Format(s) 8. Record Series Sequence 9. Volume LR
. : D File Drawer(s)
&Tlatter Size O Microfilm a Alphabeﬁcal \ QO Microfilm Reel(s)
kot O Computer Tape(s)
_ Olegal Size O Computer Tape D r\umenw Number | Othar (specdy) =
O Bound Book O Floppy Disk g Chronologxw
‘0 Audio Taps O Video Tape O Geographical 10. Annual Accumulaton 'nge,(s)
R . I S O Microfim Reél(s)
o 0319‘7 (specity) g OCther (5}39_‘?‘7) | oo 'O Computer Tape(s)
—_— Number G/Other (specn’y)
11. File is Used e 12. F’le Becomes lnact:ve After
O Daily O Weekly 0O Monthly -~ o D Month(s)
: - ‘ Number
When  Card -

13. Current Loaﬁoq(s) (Bldg.. Floor, Room)

1.0

14. Is Record Series Duplicated Elsewhere?

- {if yss, specity agency or office)
- 27 Yes :

-stessar N Ai?.v«

-  No

15. Accass Rastrictions a Yes
(it Yes, cite Law(s) & Regulation(s)

B-No

16. Audit Requirements

a ane

. c: Stata a Federa! G/ﬁdependen

any hadware/software

G/..No

O Yes

17. Is an Index System Used? (If yes, explam briefly and describe

18 Rmmmended Retanuon /
- //U v

5}#%

9. Name and Title of Preparer

20.. Telephone Number =

21. Dats .




lns&ucﬁons - Type or Print a separate form for sach
new or revisad record saries, forward with Record
Retention Schedule (DGS 550-1) ~

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICN

AGENCY RECORDS INVENTORY

7275 WATERLOQ ROAD
- PO.BOX 275
JESSUP, MARYLAND 20794

PAGE __

OF _

g |, Department/Agency

Thoos -

2. Division 3. Unit

4 Raecord Saries Title.

SM B‘o‘} Q\/ QKZMC. TOW-

DEFINITION - RECORD SERIES - A group of related records norrnally filed and used as a unit for refarance as well as retennon and disposition purpesss. .’

S. Earfiest Year/Latest Year
Stan 95 t9_3%9

E R

[:\—\5
EM, eopin §

P

L\c‘wwitw\a&. Troncd m.q," £ 'Q}U_L

8. Record Series Dascription (Bneﬂy describe the types of rnfomxaacnn/documens/fcnns found in tha series. lndudo tha purposo or funcnon of tha sanes
Skonn J\.P*\' Copan o wp’rs whith ~ da ! hbmw\nr\u\:\)\ag rack s g
adc\mm /d-D.CkL.gc:bxoc\s Ko *

X OML::SO-)QQL J—m SD .):mx&lﬁ&. P'"Q'P

eﬁobc\c\w&@ Apts Aank ko Hhe Shoke m&m& Catbiobions J\L\w\d@ m

a0 chuina GIL_ vbamw\m;@-

gl k‘fm, Jko.« bwndrwa.ccuol C»p.uo

- Number

‘“J"“\“z\ ~pt roenlie Ko Saik
roue . Koutk Sk 'P G\zM H\ Q'urd\. Qed. Voo QA(\LQQD W ra Y nas J~a\ iorm N 1wandoed. . *5.»\, (‘.Q.p
7. Record Series Format(s) ‘ 8. Record Series Sequence : | 8. Volume
: - O File Drawer(s)
& letter Size a Microﬁlm a Alphabenml \ O Microfim Reel(s)
. __b_°i O Computer Tape(s)
L’D’Cegal Size a Computer Tape o I\umencal “Number 8 Other (specity) |
o Bound Book. a F!oppy Disk % Chronologw -
' 10 Annual Accumulahon : :
. B Audio Tape a V‘deo Tape = Geogmphnml . o _ ‘'O File Drawer(s)
: - : et s O Microfim Reel(s)
o O'ttxa( (599‘:‘5") D Other (SP??W)_ ' IR TR I } "Eo« . .0 Computer Tape(s)
< ' e TR Number G 8 Cther (SPGGfY)
1. quis Used s T " . : '12. F'la Becomas Inacﬁve Aftar L .
‘0 Daily * .| O Weakly @ Monthly . .:if| - < c Month(s) . O Year(s)

13. Current Location(s) (Bldg., Floor, Room})

T.0.

14. Is Record Series Duplicated Elsswhers?

(lf yas, specify agency or office)
. B~ Yes O 'No.

15. Access Restrictions ‘0 Yes oo

{if Yes. cite Law(s) & Regulation(s)

Qomo+ro\\er oC 4—)-\@, Tre'\iw-w\
16 Audit Requxrements ’ ’

any hacMare/softwara

o Yas & No

17. ls an Index System Used? (If yes explam briefly and descnbe

19. Name and Title of Prepéfer

20. Telephone Number - -*




s

./structions - Type or Print a separate form for each
- J1ew or revised recard saries, forward with Recard
/ Ratention Schedule (DGS §30-1)

DEPARTMENT OF GENERAL SERVICES -
RECORDS MANAGEMENT OMISION .~

7275 WATERLCQ ROAD -
- P.O. BOX 275 i

JESSUP, MARYLAND 20794 S

.. AGENCY RECCRDS INVENTORY

by 1, D epartment/Agency

e

Z. Civision

DEFINITION - RECCRD SERIES - A group of related rem\:s normally fled and used as a umt for refaranca g.s we(l as retant:on and cispesiticn purposas

4, Record Series Titla - -

6‘}’0:& \‘ovx ﬁLu\wLb(p / Y [OWLWU y Ifap

Eaﬂlest Year/lLatast Year - LA '."-_,;‘.
: <}

;\P.‘s b»pu._,c,(\ M&uclﬂ., How\wwmm W s
OOf\m °b addkuons /38 durEaons Jo o mnoahh_ bc.mu 9

\ =
7. Recard Series Fermat(s) 9. Volume :
@—File Drawer(s)
& Leattar Sizs 0 Micrefim "0 Microfiim Ree
& T Computer Tape(
B’ L9931 Size 0 Computer T, lape Number O Cther (specy)
cx BoundBock O Fioppy Disk
10. Anm.al Ac::'.xmulancn SR
1 A Audio Tape ¢ O Video Tage : B & File meer(s)
- . - O Micofim Reel
0 Cther (spequ) T O Computer Tape(
CrEe— - . O "Cther (spacHy)
. 7/“/ . o .
1. Fieis Used e/ ]
R S = Daﬂy 0 Weekly ~ / C-¥enthly | - Yaar(S)

13. Cument Location(s) (éidg., Floar, R /m)

1-‘... Is Record Senes Dupllatad ..sawnera’l A
(f yes, spem‘y agsncy crofics) 7

{t Yes. cita Law(s) & Regulaiicn(s)

L B Yes RO i
TO gcg-mm\ m
15. Accass Restriciens - O (ss g-No 16. Audit Requu'ements‘ ¢

17. Is an Index Sysam Usad’ (It yes, explam bneﬁy and dascribe L
any hadwa:a/sofbﬁara . s

il ] Yes ONo

19. :'Nama and Title c'f"Praparar

1

G5 5504 (Hev. /93] .

N




[ USRS

/iew or revisad recerd series, forward with Record

& Ratention Schedule (DGS 530-1)

DEPARTMENT CF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISICN
7275 WATERLCO RCAD
P.Q. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECCTROS INVENTCRY

PAGE___ CF

v |, Deparment/Agency

JH I A

2. Divisicn

3. Unit

DEFINITICN - RECCRD SESIES - A graup of relatad recerds normally filed and used as a unit for referencs as well as retention and dispositicn purpesss.

4. Record Senes Title

o snpiras  voon

/////1-1{ / ///

15 >Zbl//(v}/ f/(//lfr’
/""_,J/tli ‘La

5. Earliest Year/Latast Year
to

..

/034 Z/ /e /J /()L’;." ra

ALPET /fL/Q;

8. Record Series Descripn'cn (Briefly cescribs te types ot infcrmaﬁcnn/c‘ncumemsﬁcrms found in the sariss.

£ ) 77 N

'”—/./ (A4 \Z/(/ (

)
@" c,u, f(' /flu—/f/uc,///w /051 L Ju/j L ’7 &/L ¢4 A1

{ ﬂ)l " z'.ng»/!J

Incdude tha purposa or funclion of the saries.

//\6 7

/( ./C/]z ’/’/ /r

piZsiy

7. Recerd Series Fermat(s) 8. Record Series Sequenca 8. Volume
. O Fiie Drawer(s)
Maner Size Q Micrefiim O Alphabetical 'O Micofilm Reelf.
O Computer Tape(s
'“%Legal Size O Computer Tage 0 Numerical Numter T Cther (specify)
O Bourd Sack G Ficppy Disk }w Chrenclogical /{/ Q S
¥ . - .-An lato
| 0 Audo Tape O Video Tape O Geograghical 10 Annual Accrula 3 Fie Drawer(s)
. . O Microfim Reell(:
O Char (spacify) O Cther {speciy) O Comguter Tape(s
Number O Cther (specity)
11. File is Used 12. File Beccmes Inactve Alter
G Caily 0 Weskly ;w‘ Monthly I O Month(s) O Year(s)
Numbper i
13. Current Location(s) (Elcg.. Ficer, Roem) 14. Is Record Series Duplicatad Eisewhere?
(It yes, specify agency cr offica)
7/ %) O VYes No
o
1. Accass Resticiens 3O Yes No 16. Audit Requirements
{if Yes. cite Law(s) & Regulation(s) : :
O Nens O State 80 Feceral Mndeoe, ndent

any hacwara/software

17. Is an indax Systam Uss<? (If yes, expiain trisdly and Jesrta

18. Rec:rpmended Retention

/ /{, ’\/ Ll y’éc"/ »

s o1

O Yss 2N , . AW/ !
# ° . o-r Z{ 1 fs / IR SRR Y B AP A A L7
Aaii peag giod 04 . ofe sitie
.I‘?. Name and Title of Preparer 20. Telsphcne Number 21. Dats

JLs

G5 3504 (Hev. [/£3)




: o DEPARTMENT OF GENERAL SERVICES . AGENCY RECCRDS INVENTORY
/siructions - Type or Print a separate form fcr each RECCRDS MANAGEMENT DIVISION TGRS
ew Of ravised recerd series, forward with Recard ‘ 7275 WATERLCQ ROAD

Ratention Schedule (DGS $50-1) . P.O. BOX 275
' JESSUP, MARYLAND 20794 PAGE

— . CF

Ly I, D epartmentAgency ' 2. Division 3. Unit

\maf" 5

DEFINITION - RECCRD SERIES - A groun of related recercs nermally filed and used/as a unit for refarence as well as ratanuon and dispesiticn purposas

4. Record Series Title &nwy&ﬁ% —T—O\D(\ Towss / TM IZP+ | 5. Earfisst Ye;ri—rast Year .-
BD. Crudids ' ou tUn

6. Record Series Desc:'pucn (Eneﬂy deszribe the\types of mfcnnanonn/dcaxmens/fcms found in the series. Includs the purpose or functon “of the’ .sanas.

'm&%ﬂ%w* C‘P“LS%\Q)W‘) et %@M»ﬂs 1(’!%90& Py /By apt, OIL frors apt
Shok, Yot Pot — ou Mcomt%?%c%w ‘vm.f\m pry s ean - qe,qqmsa }

gy ot o e = (‘J\Lm b 1 o~ ~\J X g M

. [
. ) ’ T -
7. Record Series Formal(s) 8. Record Sar"ies Sequenca 9. Volume o
l .:' - : @ Fie Drawer(s)
@ Lattar Size O Micrefim o\ Alphébaﬁcal ‘ 'O Micrefim Resi
' : \ . : _é___ 0 Computsr Taps(:
- O Lagal Size ~ O'Computar Tape o] rsumencal ~ Number O Cther (specity)
a Bound Sock . a Fk.:hpyADisk & C*{cnologxwl " SRR
] - : - - _ 10. Annual Accumuiation '
‘ 0 Audio Tape . ClVideo Taps u} Giaographx@l = cele : 8 File Drzwer(s)
acif) P ‘ U ' O Microfilm Resil
ot < | o elmen L e
—_— : . ) '—T— R Number g Cther (specrfy)
B . . ) L A :
. . } "
11. File is Used C [ Y 12 Fis Becames nacive Attar | .
QDally - " OWeeky @ Moty = Mon:n(s) . O Ysar(s)
: ' i R AN Number . T
o Yo S :
o { y - B . .
13. Current Locatien(s)  (Bidg.. Fiocr, Roam) i 1. Is Record Series Duplicatad Elsewhere?
. / o \ (it yes specty agency cr oifics)
— . i . G YGS . Q/ No -
ORI j 1 e L
‘ L
‘ 15. Accass Resticions - - O Yes oNo i , 18 \Audt Requu'aments U
\ (i Yes. cita Law(s) & Regulaticn(s) / . T " o
N S : / e "D Nene - O State . O Federal . @ Tndependent
' ’ , 7 e [ ST o . i : Lo
17. Is an Index System Used? (If yos, axplain briefly and 'dascrbe e
any h..dwara/scr‘hﬂara L i S
]

. a‘ Yes ‘:J/No:- | #/J %///g

19. Name and Titie of Praparar 20. Telephona Number - .

Y

UGS 550 (Rev. 1193)




Instructions - Type or print a ‘ | AGENGCY RECORDS INVENTORY |

separate form for each new or ; !
revised record series. Page of
1. Department/Agency ~ 2. Division ' 3. Unit/Program

Treasurer's Office r
i

DEFINITION Record Series: a group of related records normally filed and used as a unit for reference as well as retention & disposition purposes.

i
i

4. Record Series Title ! 5. Earliest Year / Latest Year
Held Tax refunds and Paid property Tax Refunds to

6. Record Series Description
(Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

Held Tax refunds-pending property tax refunds including correspondence and backup documentation.
Paid property tax refunds on coproration taxes, personal property taxes, real property taxes and public

utility taxes. The file may contain the name of payee, address, amount of refund, check number, reason for -

the refund an any correspondence or back up documentation for the refunds.

Tutle: Deputy Treasurer

7. Record Series Format(s) 8. Record Series Sequence . 9. Volume
1 Number
[ Letter Size “1 Microfilm " Alphabetical ' || File Drawer(s) ' :
___ : o ” | Microfilm Reel(s) !
| i Legal Size __i Computer Tape - Numerical | | | Computer Tape(s) !
; | ; [ Other (specify) i
[ Bound Book . | Floppy Disk ' Chronological i |
. ; L " 10. Annual i
D'Audio Tape ' |Video Tape __: Geographical i Accumulation Number
. _ !
[ ! Other (specify) ~+ Other (specify) ’ | ] File Drawer(s) I
T .| Microfilm Reel(s)
. i Computer Tape(s) |
" Other (specify) |
11. File is used: L il 12. File becomes inactive after '
C Daily | , Weekly i Monthly f Month(s) Year(s) .
13. Current Location(s) (Building, Floor, Room) ¢ 14.Is record series duplicated elsewhere?
XX ,_ Yes L No (If yes, specify agency or office) .
xX x i
XX : X . |
15 Access Restrictions < i 16. Audit Requirements |  None .
Yes __)_(_ No (If yes, cite law(s) and regulation(s)) | e o
x . | State _  Federal [X]| Independent ,
x : ! County ;
17. 1s an index system used? i 18. Recommended retention
E Yes X No i Retain for five (5) years after FY of refund and nnull
(if yes, explain briefly and describe any hardware/software) 4 all andit requirements have been fulfilled, then 1,
Dox it destroy. - ‘
) x . B
| z
19. Name and Title of Preparer ;  20. Telephone Number . 21.Date
Adair M. Hocking ¢ 301-645-0712 : . 2/9/98 |
!
|




DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY

Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new or rovisad record saries, forward with Record 7275 WATERLCO RQAD
Retention Schedule (DGS 550-1) P.Q. BOX 275
JESSUP, MARYLAND 20794 PAGE__ OF ___
9 ), D epartment/Agency : 2. Division | 3. Unit

T hoad,

DEFINITION - RECORD SERIES - A graup of related records normally filed and used as a unit for reference as well as ratention and disposition purposss.

4, Record Series Title 5, Earliest Year/Latast Yegr

Qud Quoguty st Qutusdl) | peam

6. Record Series Description (Bneﬂy describe the types of mfonnauonn/dowments/fonns found in the series. Include the purpess or function of the series.

' orme, man ‘ .
77 MW Gyl 71 %W %ﬂ’%:
Wmﬂx %JW//!””J :Z e toms @ﬁ / /,yﬂé .

i Y
7. Record Series Format{s) 8. Record Seriss Sequence 9. Volume
E/ N - : {0 File Drawer(s)
G’Qter Size a Microfilm : Alphabetical A "0 Micofilm Reel(s).
: =] mputer Taps(s)
O Legal Size O Computer Tape O Numerical Number .Cther (specify)
O Bound Book 0 Floppy Disk a Chrbnologial - \{ 40X ﬂ
o ' . O Annual Accumulation
0 Audio Tape 0O Video Tape 0O Geographical O File Drawer(s)
; . o O Microfim Reel(s)
o O'Ter (specify) O Cther (specity) . : ‘[‘:‘2_/_ O Computer Tape(s)
_— Number b Cther (specity)
B
11. File is Used / ¥z 12. File Becomes Inactive After . E/
O Daily O Weekly Monthly 0O Month(s) Ysar(s)
Number
13. Current Lmn'on(s)l (Bidg.. Floor, Recom) ' -14. Is Record Series Duplicated Elsewhera?
_ (if yes, specify agency er offica)
10 = Slrsen | o Yes No
5. Access Restrictions O Yes E/No ’ ‘ 16. Audit Requirements :
{f Yas. cite Law(s) & Regulation(s) ' , B/ :
_ o 0O None DO State D Federal ndependent
17. Is an Index System Used? (If yes, éxplain briefly and describe v 18. Recommended Retention /
any hadware/software } - , Lt e e
" fen for & s, othey [ S
O Yes No 2/ s -
— '
) Pe p T2 r"’p//

19. Name and Titls of Preparer 20. Telephone Number 21. Date

DGS 5504 (Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES . AGENCY RECCRDS INVENTORY
structions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION : .
lew or revisad record sares, forward with Record 7275 WATERLOQ ROAD
J/ Retention Schedule (DGS 530-1) . P.0. BOX 275
: JESSUP, MARYLAND 20794 PAGE__ OF __
tp I, D epartmentAgency ' ' 2. Division 3. Unit -

DEFINITION - RECTRD SERIES - A group of related tecards normally filed and used as a unit for referance as weill as retention and dispesition purp&as.

4. Recard Series Title d:dZ’ : EamastYear
6. Record Series Dascnpuon (Bneﬂy dascribe the types of lnformanonn/dowmans/fonns found in the series. Inciude the purpess or function of th_ :
Forme C/Lflm/m-f,nw SR , g

et pupety 2115

7. Record Series Format(s) 8. Recard Series Sequence 9. Volume E/ e
: - lo Drawet(s)

gr(sngr Size O Microfilm D/ Alphabstical ; "0 Microfilm Reel(

O Computer Tapa(s

Lagal Size . O Computer Tape O . Numerical _ Number ] Oth_e_r (spedfy).
O Bound Book O Floppy Disk O Chronoleogical 4 ‘
S 10. Annual Accumula C
0 Audio Tape O Video Tape O Geographical : ':yp,e Dme,(s)
; . i Mtaoﬁlm Rael(
O Other (specify) D Cther (specify}) l a Cornpmar Tape(s
—_— : —_— Number a C‘ther (SPGG“’Y)
1. Fleis Us;d/ o - ) 12. Fila Bocomes Inactive Atter . ) B/
A Daily O Weekly ] Monthty . Ly, . . O Montys) Year(s)
. . : Number B . L : : 3
13. Cument Location(s) (Bidg., Floor, Room) | J,Mrb-é u~ 14." Is Record Series Duphmted E.sawhere’ .
' S " (If yes, specify agency er offics)
\f/ 1ad, J}Ll’—./’-j//&. éd/{//é by, /{f«u O VYes No .. . .
- 7 N [ J
lj - R - .
15. Access Restricions -~ - O Yes Q/No o 16. Audit Requirements . = ... ... i .
(it Yes. cite Law(s) & Reguiation(s) : N o s a : .ral [ andent
- . S O None to - Fede Indepent

17. s an Index Systemn Used? {If yes, explain briefly and descnbe e
any hadware/software - - e

. 0O Yes - ° No

19.” Name and Title of Preparar ' 20. Telephona Number - _ 21. Date /M%}?

—

UGS 5504 (Rev. 1733]




Instructions - Type or Print a separate form for each
new or rgvisad record saries, forward with Record
Ratention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ___. OF

v 1, Department/Agency

2. Division

3. Unit

Thiad

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a unit for reference as well as retention and disposition purposes.
4, Record Series Title

5. Earjjest Year/Laée  Year
| V)
KL {up W .
6. Record Series Description (Briefly describe the types of mformauonn/dowments/fonns found in the series. Include the purpese or function of the saries.

Mol sstyin ,ﬁ/ M 0/7/ oy, c;/QA/L/u 1{5’/&1} G
A ,ﬂr&?’ 'j /7@/%44&(/ #M W‘&

/Mﬁfmw

7. Record Series Format(s) 8. Record Series Sequencs 9. Volume 9/
m/ - File Drawer(s)
O Letter Size O Microfim Alphabetical "3 Microfilm Reel(s
/ O Computer Tape(s)
egal Size Q Computer Tape 0O Numerical Number O Cther (specify)
O Bound Beok QO Floppy Disk 0 Chronolegical
i . 10. Annual Accumulation
8 Audio Tape O Video Tape O Geographical ﬁ '," L File Drawer(s)
; . : O Microfim Reel(s
O Cther (specify) O  Other (specify) / O Computer Tape(s)
- _— Number O Other (specify)
1. File is Used 12/ : 12. File Becomes Inactive After
Dail 0 Weekly O Monthly O Month(s) O Year(s)

Number

CoMent="

13. Current Location(s)

{Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

‘ . / % (i yes, specify agancy or affica)
70 ‘MCL@('U/ O Yes No
/
15, Accsss Restrictions O Yes G/(o 16. Audit Reguirements
(If Yes. cita Law(s) & Regulation(s) EJ/ :
O Noene O State O Federal Independent

18. Recommended Retention

nti] Filndd
Z//{,C,L /( c:dé#/ V-/(z}/c‘/.ué,(/ /) o
ac‘ovzk/au }&C/P)WJ é}’f'é/? 72_:{2

P25,
Regu/remenils e
e :

17. Is an Index System Used? (If yes, expiain briefly and describe
any hadware/software '

I4

O Yes o

19. Name and Title of Preparer 20. Telephone Number

Mav. 1733}

/. e‘_/&@aw/r;%




Instructions - Type or Print a separate form for each
new or ravised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION
7275 WATERLOQ RQAD

. P.OC. BOX 275 -
JESSUP, MARYLAND 20794

PAGE ___

v |, Department/Agency

%LM ‘

2. Division 3. Unit

4, Record Series Title

Qy%,,{ WW ?M/¢ 7/4&/

gawa

- Ger
é;w

/W

CW W éwﬁu
@971 /A

wﬁﬂﬁw&z&/’/

7. Record Series Format(s) 8. Re&:rd Serieé"Sequenca 9. Volume : E
S - O File Drawer(s) ~
O Letter Size ] Microﬁlm a Alpha'beu’cal "3 Microfilm Reel(s
T __d . O Computer Tape(s)
O Legal Size ' C] Computar Tape Numenml Number " O Other (s 9
'G@md Book - 'C] Floppy Disk ' D Chm ogtwl : AO‘U‘/J ' J"ok‘ s
-8 Audio Tape o Vidgo Tape EI Geographltzl 10. Annual A u!ahon : ,
4 G o'?’ef {specity) Q- Other (W) . _D Compinar Tgpe(
-_— Number . D Other (specrfy)
1. Flﬁe:‘is Used o 12 File Bacomes Inactive After
g Daily 0 Weekly A © .0 Month(s) |
Nurnber R
o S s el Qi

13. Current Location(s) (Bldg.. Floor, Room)

0. - Y

éd/a%ﬂj/?z

14. Is Record S/e7nes Duplicated Elseswhera?
(Ify spaafy agency or offica)

15. Access Restrictions " O Yes
(I Yes. cite Law(s) & Regulation(s)

. any hadWara/software

.0 Yes

17. Is an Index System Used? (If yes, explain briefy and describe . :




/syucions - Type or Print a2 saparate lorm ler

aach

lew or ravisad record sades, lorward with Reccrd

7/ Ratsntion Schecule (DGS 530-1)

DEPARTMENT CF GENERAL SERVICES
RECCROS MANAGEMENT CIVISICN
7275 WATERLCQ RCAD
P.QC. BOX 273
JESSUP, MARYLAND 20734

AGENCY RECIROS INVENTCR'

PAGE CF

—

j

/ ?—,1, D sparsmentAgency 2. Civision

£
~

Q)
OV VDU S

3. Unit

| DEFINITICN - RECSRD SERIES - A group of relatad recards acrmaily died and used as a unit for rafersnca as well as ratanticn and dispesiticn purpess

4, Racsrd Series Title

Jd .
St Paaenos

S. Earjigst Ysarlatast Year
e o

N3 Al -"":, N i
ClogiC K&.aju.c.&r ,

8. Reccrd Series Oascripticn (Briedy deswite :‘Jf‘y‘pss of infermaticnn/decumentsfcrms found in the saries. Indluds the purpess ar uncicn of the sarie.

N N b -
CNLLLeCa i,

i
7. Recard Series Fzmmat(s) 8. Recerd Serles Sequencs 8. Velume
. " 0 File Drawer(-
stiar Siz3 G Micretim G/ Alchabstical [ 'O Micofim Re
00 ,Cemgputsr Tap«
Q Lagal Siza G Comgutar Tage g Numercsl Numter Cther (speciy
1 OBound Seck O Fiegpy Cisk O Chrenological ' { A7)
! 0 Audio Tape C Vidso Taze - O Geograrhical A10.Ar.nua1 Ac::mulauén o Drawer(c
acit - . . O Micofim Re
Di‘v"-er (speciy) O Cther {specify) O Computer Tape
= ’ Numnber O Cther (spacily,
11, Fieis Used 12. Fila Beccmas Inactve Aftar
C Daily O Weskly G Menthly O Month(s) G Year(s)
Number S
; ' B
13. Currant Lacztien(s) (é!c’g., Fieer, Reom) 12, |s Reccrd Sefias Ouglicatad Eisewhara? '
. \ - -~ C . (i yss, specily agsncy er cfica)
~ - N T H H A e,
: NIRRT g _LLQ_C,{.;_,K, T Q  Yes @ No .
i i ¥
- i U
§ 15 Acsess Resuiciens a Yes g No 16. Aucit Rsquiramants
] (¥ Yes. Sta Law(s) & Reguizien(s) T ) )
) ' O Necne O State .0 Fecaral Indepencent -
17. Is an Incax System Usac? (If yes, exzlain briadly and dsscibe 18. Raccmmencsd Retenticn "

any hacwarsissfiware - . o
j O Yes 3 CA)

19. Name ard Tita cf Praparar

v

29. Tslsghens Number -

UGS 3204 (rav. 1L,53)




strucﬁons Type or Pnn( a separate !orm for each
W or revised record series, forward with Record
Retenﬂon Schodule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTC

- 7275 WATERLOO ROAD &~
" P.O.BOX275
" JESSUP, MARYLAND 20734

'y, Di_ab:_immnt/Agency

W,,

2. Division - 3. Unit

4. ReoordSems Tn!e

pm‘\' Q\\ocokpor\ U\{d\ojhof

fn

-if

e»,\ ey O\Qeio U\mg{%dm awcf; ch bﬂ A

4\-“-\,;0 Pnr:t, Q&Pm@ Q<f20QQ,.Aij\ JJ_Q

7. Record Series Format(s)
E’Gtter Size
Cl Lagal Sue

O Microfim

.. O Computer Tape "

“%".'0 Floppy Disk
O Video Tape -

0 9‘.**95&%9%) g

8.'_Racort.1 Series Sequence 9. Volume
O - Alphabetical

O . Numeical -

™ e

7Ee

Number .

U "Microfilm Reel(s)
o Computar Tape(s)

“ @ .Other (specify) _

e DOther (M) 560ue¢ N

-Number .

DWeeIdy |

12. File Becomas lnac*txve Aftar
' L3 Mon!h(s)

'. Number

13.. Cun'ant Lp@ﬁén(s) ’
o 0

“_‘(Bldg.. Floor, Room) '_, _

14. Is Record s;aaes’édplmiéd Elsewhere? =~ - -
- {)f yes, specify agency or ofﬁce)
G Yes ‘.__~:,~_ l‘:/ No .

\ v

15. Access Restnctxons e O Yes

L Yes ata Law(s) 2 Regulanon(s) S ELNO

16, Audt Requif.?mé???

18. Racommended R tsnuo

20. Telephén@bluiﬁér .

_10 Annual Awumulaho




/ Ratenticn Schecule

~/arucsens - Pri P -
frmiczens Type or mt 3 saparats iarm for sach
oW or revisad recsrd seres, forward with Record

7275 WATZSRLCQ RCAD

(DGS 330-1) P.0. BOX 275

OEPARTMENT CF GENERAL SERVICES - |
RECCRDS MANAGEMENT OIVISICN

JESSUP, MARYLAND 20734

2. Divisien

J

i
- I 4. Record Seres Titls

i
| OEFINITICN - RECCRD SERIES - A‘g(cup of ralated reccrds nermally fied and usad as a unit for referanca as "

Pk Plloesm Lpdokt

~a,

PRI

Rmrd Ssnas Dasz

Bﬁnﬂ i 1.“

ascription (..neﬂy dascrite :he types of mfcrmancnn/c‘ccmsntsﬁcms fcund in :ne ssnss. ' _lnduda the purpcsa or ‘unc:cn cf cha

el

kll\"x [TRR W

mm;m
\

(P“*PM- - \O pwcpwb:abo amto%mx:\m% oh.c\»r%

J\QCD&. N i&k &Qc“co (-\dkyuo‘\'rmr\ka 56, g
M&o&o aaeta b\ocﬁ(ok B J\Ucm\n.o.ck cths

@Cattar Sizs

G Lagal Sizs

7. Recerd Sarles Formai(s)

0 Bound Seck

§. Recerd Seriss Séquﬁnca

C aA:chaL-a:'caJ

O Micreiiim
O Comgputar Tage a Nur"an._l !
. O Ficppy Disk . E/C‘*rcnclogxczl

o Rock >

3, Voltme " IR I
i @—File Drawer(:

*A @ Microfim Re

l Dﬂww O Cemputsr Tap.

o O Cther (sgeciy

Numbar ’

'10 Anm.a! Accumulagien,

1 BAudo Tape © O Vicea Tage a Cvcgm.:n.cal i) Drawer(s
S e . R o M‘c.—aﬁlm Re
-8 Cthar (spscify) - - a C‘ber (S"GC‘Y) L O ' Comgutar Tape
T —_ ‘0 . Cther (spacty

"
1. Fieis Used R i 12. F"e Raccmas Incc‘-ve Af:ar 3
~ & Daiy G Weekly O Mently SN
S A e Nurmber .
1 13 Cument Lbczc'cn(s) ", (Eldg.., Ficer, Reem) . ,1’ 4. Is Pec:rd Seriss Dt.pfcz“ad C'sawnera‘) e
! ‘ S ,I o (It yes, seecidy agency crofica) 7 7
Mj L { O ‘Yes & No ;-
15. Acsass Ra.sr:c:'sns - O Yss G-No 18, Aucit Raq..xraman
(if Yes. cita Law(s) & Rsguiaticn(s) : T e
] ' : g Ncne . a Qma - - g G/rqdepenc'en( -

17. Is an Indax Systam Ussd? (If yes, explain breﬂy ard dascrize
any hac.&var s~r’“w=ra i N IR

'C]Yes.

e Ne

/9. Name and Tits of Praparar

S e s

. Tsleghonse Number -

oS _::O—t {Hev. LT3}




: DERARTMENT CF GENERAL SERVICES 7| -"/"AGENCY RECCRDS INVENTORY
Sructions - Type or Print a separata form for sach RECORDS MANAGEMENT DIVISION ~ " | -7 A
iew of rovisad recard saries, forward with Recard o 7275 WATERLCQ RCAD
2/ Ratenticn Schedule (DGS 550-1) . : ' P.C. BOX 275
' ' - JESSUP, MARYLAND 20734
.’,I !
# v 1, DepartmenvAgency 2. Divisicn
Thoet
: ;
DEFNITION - RECCRD SERIES - A group of relatad recerds normaily fiied and used as a unit for referanca as' w
4. Record Saries Tte . . o ' ' §, Earflest YaariLatest Ye
P. \ , : ' 1L QI)AY o 93059
P R0 0codion pdat LT T
Lt LT N M i‘
Nv\:a\h\s\u\ S A
=d i+ Oe&cu : o ;o
P%ccp‘ﬂiig o 7/
» ?w&- \A.P c\a;\b . ) j,
PUMD«'M) To Qn:b or»dts ro QLLJ’V\WL\\«I\/\ ckm u.g
7. Record Saries Fermat(s) 8 Recard Series Sequence B 9. Vo!tme } »
. 2 I : D FleDrzwer(s)
O Lattsr Size © O Microfilm o Alcnabeaaai g 'O Microfim Reel
F oL \?S bndx.; .0 Computer Tape(.
G_Lsgal Size O Computer Tape D f\umerr:sl -
- O Bound Book O Fleppy Disk. + "~ -~ 7~ D/C‘-m:nologld
{ O Audio Taps OVideo Taps *~ = - o Geogrzchxw
w[fr (spacify) . R |- Cther (spec:‘y)
s Dinde : : 1 -
. e - N . t oo ;_ ks -
- S
11. Fie is Used . - i R S A 1?_ F‘Ie Baccmes !nactzve Aﬁsr
g Daily UWeeka 'O Monthly —_
. ' i Numbar ‘ _'.-’f_'--__'-
13. Cumant Location(s) {Bldg., Flocr, Roam) » ..-’“' ~ Il 14, Is Record Series Duplicatad Elsawhere?
S (It yes, specity agency cr of‘m) R
T0O O Yes * @ No. .. .
15. Accass Reswiciens - O Yes O-No , o _ 16, Audit Requnrements R
{ft Yes, cita Law(s) & Rsgulatien(s) C R T
~ o ; @ None u Stata 0 Federal  EIndependent -
'17. Is an Indax Systsm Used? (If yes, ax,(am bneﬂy «nd descrwe Co -.j__: mmen ‘Retentien 57
| any hadwarsisotare - - I S ?7//(7 2
./ S

19, Name and Tile of Preparsr ' 7 20, Teleghone Number o '

GS 3204 (Hav. 1,53)




. v o DEPARTMENT CF GENERAL SERVICES . AGENCY RECCROS INVENTORY
“ i/sauctions - Type o Print a separate form fer sach RECCRES MANAGEMENT DIVISION S
1ew or revised recard series, forward with Recerd 7275 WATERLCQ ROAD

- Ratention Schecule (OGS 550-1) P.0. BCX 275 _
Y JESSUP, MARYLAND 20734 PAGE CF

" L

. ,/ fl" I, D epartment/Agency 2. Divisicn 3. Unit

4 .
/£ : ﬂ\k&fl&)\,\ Q S\ )

DEFINITICN - RECCRD SERIES - A group of relatad tecorcs ncrmally fled and usad as a unit for raferance as well as retenticn and dispasiticn purposss.

4. Recard Saries Tite ﬁw i o /j %/y//@c i&zﬂxastY?:r Year

8. Record Series Dascripton (Enaﬂy dascriba the typss of IR fonn/decuments/Aerms found in the saries. Incude the purpass or funcion of the saries.

Compudes” pwcrev < -

7. Recerd Series Format(s) 8. Recerd Series Sequanca g. Volume
C/ - O Fiie Drawer(s)
C Lattar Sizs G Micrefiim Alghabetical q "0 Micefiim Reel
8/ G Computsr Tape(:
0 Lsgal Size O Computer Tage Numerical ur& + @ Cther (specity)
Bound Back a Fioppy Disk O Chrenclogical : ﬂ(tU S o
\ T s 10. Annual Accumilaticn
! 0 Audlo Tape O Vidso Tare 0 Gecgrachical . O Fie Drawer(s)
i - . . O Micofilm Reel
| n’c,:‘mer {spacify) ~ ‘ O Cther (specify) O Computer Tape:
i ; ’ _— Number O Cther {specify)
i
§ . FieisUsed : . || 12 File Becomas Inactve Attar
a Daiy O Weekly C Menthly , O Month(s) g Ysar(s)
; Number
13. Cumant Location(s)  (Eleg., Ficar, Roam) 14, Is Record Series Duplicatad Sisewhsre?
Co (If yes, specily agsncy g offica) '
: Q &wﬁd\/\« O Yes No .
i e Q |
16. Accass Reﬁc:CnS - O Yes g No : . 18, Audit Requirements . L
{ Yes. cite Law(s) & Regulaten(s) ST . .
' S G None O Sate [ Federal & indepandent -

: 17. Is an Indax System Usad? (It yes, axgplain briefly and dascibe - 18. Reccmmended Retention -~
any hcd\ﬂara/softw:ra = . S

O VYes " m/ No

I9. Name and Tils of Praparsr 20. Telephone Number -

N

UGS 5504 (Hav. 1753)




DEPARTMENT OF GENERAL SERVICES | - AGENCY RECORDS INVENTORY

) ructions - Type or Print a separate form for sach RECCRDS MANAGEMENT DIVISION
oW or revisad record series, forward with Record 7275 WATERLOQ ROAD o
Retention Schedule (DGS 550-1) P.0. BOX 275 . SR

JESSUP, MARYLAND 20794 PAGE ___ OF ____ -.=.&

' / g I, D epartment/Agency ' 2. Division | 3. Unit ' ' '

ﬁuul

DEFINITION - RECCRD SERIES - A group of related recerds normally filed and used as a unit for referance as - well as retennon and dispesition purposas

4. Record Series Title _ S. Earliest Year. Year
S o v

Belgace ! Uy Tac ‘mG
8. Record Series Description (Bneﬂ dascribe the types of informationnidocuments/forms  found in the series. Include the purpcse or unction of the sa
Couaponadancs . Gineal Loy, ASEECARNTS | Sesfiemen §33w— dugs
decree. | Lofus Sf/\ﬁbiéﬁgﬂ"‘ Qg&.w o) HDuu%Q L,m.?_nlj- J“\U_“OL
([ SRUSSLMmy 84~ Ha L =
Geadn C,Q,Lh%\c&iﬁ\— A &M -LQL e» ?aoQ E-&’r&k.

ULXVLVS TeSTorness oxu ESta)e. - Taverto |
ngotmgr;m& QUS@A’\% (?ecax&i—era Lo.ns) ICCLSl (34,&& : W Q)@ﬁm/\q,c
DLW T8 Sode M OS o Puﬂ*’ouﬂ‘ ng’tdhOM us L% ?(Qm ‘b lu_«\(-g“c;r\'

e Quanast, < 10 Shoaw 3\0:& T Yhe owiership o N TS ushich OLO\[\@.CL‘H'\L O(Oum
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