o T Schedule No.
CHARLES COUNTY GOVERNMENT @‘Z;?‘j/

’ RECORDS MANAGEMENT DIVISION _ :
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 9

-f{ Agency T Division/Unit

1 CHARLES COUNTY GOVERNMENT FISCAL SERVICES -

ir item o Description Retention

1 " GENERAL CORRESPONDENCE Screen annually. Destroy

¥ ; material having no further

r Subject arrangement of original incoming letters, " administrative, fiscal, legal,

] ~ outgoing letters, memorandum, and any and all or operational value. Retain
‘ correspondence of the department or it's division. permanently any material

that serves to document

the origin, development, and
accomplishments of the
department or it's divisions.
Transfer periodically to the
MD State Archives.

2 - TIME AND ATTENDANCE Retain for 3 years,
‘ then destroy.. ‘
r ~ Files may contain some or all of the following:
"~ leave requests, comptime request, weekly
timesheets, etc.

I 3 EMPLOYEE PERSONNEL RECORDS Retain for 3 years after
termination, then destroy.
Files may contain some or all of the following: ’
evaluations, awards, training, written correspondence,
etc.

o4 - FISCAL YEAR BUDGETS ' Retain for 3 years,
4 then destroy.
Budget expenditure files for department/division,
tracking of expenses, invoices, purchase orders, check
i requests, budget transfer requests, etc.

Schedule Approved by Department, Schedule Authorized by State Archivist
Agency, or Division Repr

C A ;/?tative

| Date ‘Date  JUN 221998 .

| Signature 1, <. ' p
! Typed Name Edgene I Lauer Signature }ngﬁj&.- /;0"%"‘/
’ Title County Administrator o ’

b e o e ne




Schedule No. i
CHARLES COUNTY GOVERNMENT C. - %7/

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 9
{Continuation Sheet)
Agency , Division/Unit
CHARLES COUNTY GOVERNMENT FISCAL SERVICES
ltem Description Retention
No. ’
5 PRODUCTIVITY MEASUREMENTS Retain for 3 years, then
destroy.

* Annual and cumulative records of statistics used to
document productivity measurement as part of the
annual budgeting process.




Schedule No. ,
(-3

CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 9
: (Continuation Sheet)
Agency Division/Unit
NTY GOVERNMENT FISCAL SERVICES
Item Description Retention
No.
ACCOUNTING DIVISION
1 EMPLOYEE FILES - PAYROLL Retain for 3 years after
employee termination date,
May include voluntary and involuntary withholding then destroy.
authorizations such as W-9 forms, levies and garnish-
ments, health benefits, State taxes, voluntary savings
bonds, deferred compensation, etc. Also may include
wages, position, and direct deposit information.
2 CHECK REQUESTS FOR PAYROLL RELATED Retain for 3 years and until
DEDUCTIONS AND EXPENSES all audit requirements have
been fulfilled, then destroy.
Includes Check Request Forms, worksheets and
any additional information needed for backup.
3 PAYROLL PROCESSING REPORTS Retain for 3 years and until
all audit requirements have
May include: been fulfilled, then destroy.
Hours Entry Edit Lists
Deduction Registers and Reports
Direct Deposit Listing
Payroll EEO Reports
Payroll Pay Detail by Employee
Payroll Pay Detail by Account
Check Registers
Payroll Registers
Workers Compensation Worksheets
Other reports generated by payroll processing
4 EMPLOYEE W-2s Retain for 3 years and until
all audit requirements have
Employer's copy of annual W-2s been fulfilled, then destroy.




CHARLES COUNTY GOVERNMENT

Schedule NOZ“"‘ZS’?/

RECORDS MANAGEMENT DIVISION

Includes paid invoices, packing slips, check requests,
receipts, and miscellaneous vendor correspondence
and information.

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 4 of 9
(Continuation Sheet)
| Agency Division/Unit
CHARLES COUNTY GOVERNMENT FISCAL SERVICES
item Description Retention
No.
ACCOUNTING DIVISION (contd)
5 'EMPLOYER FEDERAL AND STATE REPORTS Retain for 5 years and until
all audit requirements have
Includes Federal Forms 941, 940, Census Reports, been fulfilled, then destroy.
State withholding reconciliations, etc. May be monthly,
quarterly, or annual reports.
6 PAYROLL BANK STATEMENTS, CANCELED Retain for 3 years and until
CHECKS, AND RECONCILIATIONS all audit requirements have
been fulfilled, then destroy.
7 EMPLOYEE FISCAL YEAR ANNUAL LEAVE REPORTS Retain for 3 years and until
' all audit requirements have
Includes employee's leave reports as of fiscal year been fulfilled, then destroy.
end and worksheets to cost out annual accrual for
financial statements.
8 JOURNAL ENTRIES Retain for 5 years and until
all audit requirements have
Includes edit reports, posting reports and backup been fulfilled, then destroy.
documentation. May be generated by AS400
Modules such as Payroll, Accounts Payable,
Inventory, Fixed Assets, Procurement, Revenue
Accounting, Taxes, Utilities, etc.. Also may
be generated manually by accounting division.
9 ACCOUNTS PAYABLE VENDOR FILES Retain for 3 years and until

all audit requirements have
been fulfilled, then destroy.




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. C;‘X?%/

Page § of 9

Agency Division/Unit

CHARLES COUNTY GOVERNMENT FISCAL SERVICES

Item Description Retention
No.

ACCOUNTING DIVISION (contd)

10 BANK STATEMENTS, CANCELED CHECKS,
AND RECONCILIATIONS

May include information on imprest bank accounts,
general accounts payable bank accounts, escrow
accounts, savings accounts, or investment accounts.

11 GENERAL LEDGER ACCOUNT RECONCILIATIONS

Includes accumulative transaction reports, account
balance reports, worksheets(paper or LOTUS), and
any additional relevant information.

12 FORMS 1099 AND RELATED REPORTS

County copies of Forms 1099-Misc, 1099-R, 1099-INT,
and 1099-S which are sent to the IRS annually. Also
includes printouts of 1099 vendor transactions for the
year with summary totals and backup copy of
transmittal tape.

13 FORMS W-9, REQUEST FOR TAXPAYER
IDENTIFICATION NUMBER

Forms completed and returned to County by Vendors
verifying taxpayer name, address and ID Number.
Used to maintain Vendor Master Files and to determine
1099 status.

14 REGISTER TAPES FROM GOLF COURSE

Cash register tapes of all transactions at Pro Shop
and Concession Stand at White Plains Golf Course.

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

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

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

Retain for 3 years after
last transaction with vendor,
then destroy.

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




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.
L—~z344

Page 6 of 9

Division/Unit

Agency
CHARLES COUNTY GOVERNMENT FISCAL SERVICES
Item Description Retention
No.
ACCOUNTING DIVISION (contd)
15 TREASURER'S REPORTS Retain for 3 years and until
all audit requirements have
Daily reports and supplemental information on been fulfilled, then destroy.
transactions processed through the Treasurer's Office.
May include Cashier's Reports(edits and postings),
check remittances, transmittal forms, copies of permits,
Utilities and Accounts Receivable Billing remittances,
Jury Slips, etc.
16 DAILY CASH TRANSMITTAL REPORTS Retain for 3 years and until
all audit requirements have
Daily reports of transactions of the White Plains Golf been fulfilled, then destroy.
Course. Daily Bank Deposit slip and register tapes are
attached. Used to create journal entry.
17 LANDFILL TICKETS AND REPORTS Retain for 3 years and until
all audit requirements have
Includes individual transaction tickets(receipts), daily been fulfilled, then destroy.
cash report/transmittals, and daily transaction reports.
18 ACCOUNTS PAYABLE REPORTS * Retain for 3 years and until

Generated by Accounts Payable processing including:
Summary Check Registers
Detail Check Registers
Batch Edit Lists
Post Vendor Check Report
Handcut and Void Check Reports and backup

all audit requirements have
been fulfilled, then destroy.




-

CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 6”33’7/

Page 7 of 9

Agency

CHARLES COUNTY GOVERNMENT

Division/Unit
FISCAL SERVICES

Item Description Retention 7
No.
ACCOUNTING DIVISION (contd)
19 UTILITIES BILLING REPORTS Retain for 3 years and until
all audit requirements have
Generated by Utilities Billing processing and may been fulfilled, then destroy.
include:
Consumption Proof Reports
Billing, Adjustments, Finals or Penalties Registers
Recalculated Bills edits and reports
Account Aging Reports
New Account Listing
Account Balance Reports
Payment Registers
20 VARIOUS UTILITIES ACCOUNT INFORMATION Retain for 3 years and until
all audit requirements have
May include work orders, request for final readings, been fulfilled, then destroy.
address changes, meter changes, meter test results,
tenant authorization forms, deferred payment plans,
payment extension requests, general correspondence
with customers, manual meter readings, etc.
21 ACCOUNTS RECEIVABLE BILLING REPORTS Retain for 3 years and until

AND BACKUP INFORMATION

Reports generated by the Accounts Receivable
Billing process along with source documents as
backup for transactions. May include: edit listings,
copies of invoices, deferred connection agreements,
worksheets, adjustments, customer aging reports,
payment update reports, etc.

all audit requirements have
been fulfilled, then destroy.




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

{Continuation Sheet)

Schedule No.
C-x5+/

Page 8 of 9

Agency Division/Unit
CHARLES COUNTY GOVERNMENT FISCAL SERVICES
Item Description Retention
No.
ACCOUNTING DIVISION (contd)
22 GENERAL LEDGER AND YEAR END REPORTS Permanent. Transfer
periodically to MD State
Reports generated by the general ledger accounting Archives.
system including Trial Balance, General Ledger(detail
and summary), audit reports, year end closing
reports, financial statements, subsidiary account year
end listings, etc.
23 AUDITED FINANCIAL STATEMENTS AND REPORTS Permanent. Transfer
periodically to MD State
Annual Audited Financial Statements, Single Audit Archives.
and Management Letter prepared by outside
auditors.
24 UNIFORM FINANCIAL REPORT (UFR) Retain for 5 years and until
all audit requirements have
Report prepared annually and submitted to state. been fulfilled, then destroy.
25 FIXED ASSET REPORTS AND RECORDS Retain for 5 years and until

Reports generated by Fixed Asset Reporting system,
including edit lists, posting reports, asset lists,
depreciation reports, disposal reports, queries, etc.
Also included are Forms or other documentation for
new assets, disposal of assets, and transfers.

all audit requirements have
been fulfilled, then destroy.




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule NOC"Z??/

" Page 9 of 9

Agency Division/Unit
CHARLES COUNTY GOVERNMENT FISCAL SERVICES
Item Description Retention
No.
PURCHASING DIVISION
1 PURCHASE ORDERS/REQUISITIONS Retain for 7 years and until
all audit requirements have
Purchase Orders, Requisitions and update, posting been fulfilled, then destroy.
reports.
2 BIDS/CONTRACTS Retain for 7 years and until
all audit requirements have
Records of all formal bid solicitations including been fulfilled, then destroy.
advertisements, specifications, special provisions,
general conditions, contracts, bonds, insurance
certifications, general correspondence relating to bid.
3 STOREROOM RECEIPTS AND INVENTORY

REPORTS

Receipts for issued items, received goods reports,

daily update reports. Also inventory on hand reports.

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




DEPARTMENT OF GENERAL SERVICES AGEN(:.:Y RECORDS INVENTORY

Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION

new or revised record series, forward with Record 7275 WATERLOO ROAD

Retention Schedule (DGS 550-1) P.O.BOX2TS
: . JESSUP, MARYLAND 20794 _ PAGE __ OF ___
¢ 1, D epartment/Agency : " | 2 Dhision 3. Unt

. 4 - | :
(\_‘)K\ R AVE ‘ {)CCOUV\‘\ !r\% par(o\\

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as rotenfion and disposition purposes.
§. Earliest Year/Latest Year

o

4. Record Series Title -—/

(”M (\;AEA fn\P,o\/ﬂe { '(’_5

6. Record Series Dascription (Briefly describe the types of informationn/documentsforms found in the series. Include the purpese or function of the serles.

Y‘%"L ‘F pocth e t—-)“ f; 48‘0 ‘1\0453 . - Y
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
. M Filo Drawer(s)
) Letter Size . D Microfilm JX - Alphabetical 4 D Microfim Reel(s)
__&_. O Computer Tape(s)
0O Legal Size D Computer Tape 0 Numerical . Number D Other (specify)
0 Bound Book D Floppy Disk ] 0 Chronological
1 Audio Tape D Video Tape 0 Geographica 10. h;ﬂ File Drawer(s)
. 0 Microfiim Reel(s)
, S Number O Other (specily)
. Filois Used - | 12. Filo Becomes Inactve Atler £t Rep’s ox med
0 Daijly 0O Weeldy - O Monthly — O Month(s) ] O Year(s)
Number .
13. Gurrent Location(s) (Bldg., Floor, Room) 14. 1s Record Series Duplicated Elsewhere?
N N (I yas, specity agency or office)
Mol e & VYes o N Feisonne \
1_§ Aocoés Restrictions DYes - DONo ' 16. Audit Requirements v

(f Yes, cite Law(s) & Regulation(s)
D None [Swte @ Federal 12 Independent

17. Is an Index System Used? (If brieft anddosenbo 18. R nded Reten ﬁ:
anaynhadﬂ:re/y:oftwaro (s oxplam ’ : seomme elenton K é/ ﬁ /A} r '3/é

" O Yes & No - . f/‘ﬂ//() // D/C)
' / Hg qDeof)'T—-/
19. Name and_'rme of Preparer 20. Telophone Number ) 21. Date

DGS 5504 (Rev. 83—




AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES.
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new or revised record series, forward with Record 7275 WATERLOOQ ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF __
v 1, Department/Agency 2. Division .3. Unit
‘r/}yn\ Qe ers A(Ccun-\;\ & Dm/(ol‘l

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

well as retention and disposition purposes.

4. Record Series Title

po_'./(o\\ Check P\ez(/ue:,'f's )no‘r\ “Culrent

5. Earliest Year/Latest Year
S o

; s .‘/‘gﬂ‘) .
5 e

Spule€s |

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

s ok payiell checls '&?JG"\S yp\m”y ones) ok cherk fE{,J"S“ form 4d an adfilional geiksherte o

/':r chrle vrgwsle e L ‘)N atous  detoctions - an ewployee ﬁv\e\/m e emf‘oynr art. r(sPonsubl( ~h Py
{

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
: M File Drawer(s)
X Letter Size O Microfilm D - Alphabetical ~ D Microfim Reel(s)
AN O Computer Tape(s)
0 Legal Size O Computer Tape 0 Numerical Number 0O Other (specify)
0 Bound Book O Floppy Disk J Chronological
0 Audio Tape D Video Tape O Geographical 10- Annual A e Drawerds)
Lo . ~ O Microfim Reel(s)
O Other (specity) 0 Other (specify) (‘.,1_ ‘ O Computer Tape(s)
—_—  Number O OCther (specify)
1. Fileis Used 7 12. Filo Becomes Inactive After ¥Y ends
D Daily 0 Weekly O Monthly D Month(s) O VYear(s)

Number

13. Current Location(s)

Pa/H\

" (Bldg., Fioor, Room)

C€

X

14. is Record Series Duplicated Eisewhere?

(If yas spoetfy agency or office)
O No

AC(Ouﬁrmi Al Ries

1§. Access Restrictions d Yes
(I Yes. cite Law(s) & Regulation(s)

O No

16. Audit Requirements

O None & State

& Foderal o Independent

any hadware/software

O Yes 0O No

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

18. Recommended Retention

Pl 12
JrE j2renn T //f/eéfzy

FeTzm /o3 7_7

7Y prads

19. Name and Title of Preparer

20. Telephone Number _-

DGS 5504 (Rev. 1793) _ =




DEPARTMENT OF GENERAL SERVICES AGENéY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new or revised record series, fotward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) ' P.O. BOX 275
JESSUP, MARYLAND 20784 . PAGE __ OF ____
v 1, Department/Agency 2. Diision 3. Unit
?:5(0\ \)f’a-«.i‘\.'_’f; IAC((‘W\ mg pqy(o\\

DEFINITION - RECORD SERIES - A group of related records normally filed md used as a unit for reference as well as retention and dspomcn purposos

4. Record Series Title D[ /‘O‘\ P,

x,f_,o(—\s , en e ur(em‘\’

§. Earliost YeariLatest Year
S e

Hoo($ Fr‘!n/ E&"

bh’\u:\"'zw-é ‘}}y ﬁfc‘ucr"‘:w F‘

Ais\‘m‘g
\:a:.:{ s

Dedcetion - pf.c- S SX? ¥

Pq{«o\ \Dt\\/ Me\v N\P‘QYCC
Pﬂyw‘\ Pﬂ\/ h’\o \ - " A(CDUV\“’
Chweck C‘\.c%‘.;'\ccs

6. Record Series Description (Briefly describe the types of informationn/documentsforms found in the series. include the purpose or function of the series.

Qi \-‘v AR oy pa/(o Q\Azli
_Qa.y.'c\ﬂ €to Q{-Pb(*\; , (Weike ¢ s ComP Lot ksheed &
7. Record Series Format(s) 8. Record Series Sequence 9. Volume :
. . X File Drawer(s)
X Lettor Size O Microfiim O ° Alphabetical O Microfim Reel(s)
. D Computer Tape(s)
Q Legal Size O Computer Tape O Numerical Number 0 Other (specify)
D Bound Book D Fioppy Disk ¥ Chronological
0 Audio Tape D Video Tape 0O Geographical 10. Annual umg‘ File Drawer(s)
O Other (speci ; O Microfim Reel(s)
(specify) D . Other {specify) D Computer Tape(s)
——— Number O Other (specify)
1. FloisUsed - 12. Filo Bocomes Inactve Ater FY eds of et auld cep s arn mef,
0 Daily - Weekly O Monthly O Month(s) 0O VYear(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Eisewhere?
(If yes, specify agency or office)
pﬁyf:‘,” Ogsce o Yes U No
15. Access Restrictions o Yos O No 16. Audit Requirements
(¥ Yes, cite Law(s) & Regulation(s) '
O Nonve B State [ Foderal & independent

any hadware/software

- o No

0O VYes

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

18. Rocommended Retention

19. Name and Title of Preparer

20. Tolephone Number

21. Date




DEPARTMENT OF GENERAL SERVICES VAGENI':Y RECORDS INVENTORY

S

Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275 :
. ‘ JESSUP, MARYLAND 20784 . . PAGE _ OF ___
v i, DepartmenVAgency 2. Division 3. Unit
{wsc.m.\\ <P luvre » A(_wuvv}-f\g pﬁylon

DEFleON - RECORD SERIES - A group of related records normally filed and used as & unit for reference as well as retention and disposition purposes.

4. Record Series Title : ’ ’ 5. Earliest Year/Latest Year
* Do.:/[&” L) ats ' _Z3_®_%

6. Record Serias Description (Briefly describe the types of informationn/documents/forms found in the series. include the purpose or function of the sodos

f‘.'_,,\‘_‘”_,.,-( C'Z‘f'f‘j ,_a,(: L) o s /Xg(h’\h*\\m 6@.&1 \L) j% G(A em’}‘ayof’.‘u -Inc‘u;“:“;, a(w\/

,-!'\«

R
aﬁ;;;_&m‘ﬁi of Fiinl col(ecq*oﬂi.

7. Record Series Format(s) 8. Record Series Sequence 8. Volume
X File Drawer(s)
O Letter Size O Microfilm 0 - Alphabetical ) 0’{ O Microfilm Reel(s)
0 Computer Tape(s)
0 Legal Size O Computer Tape 0O Numerical Number O Other (specify)
0 Bound Book O Floppy Disk X Chronological
0 Audio Tape B Video Tape 0 G hical 10. Annua!Acamulat;nFno "
; . O Microfim Reel(s
R(Other (specity) O Other (specify) A '«/R , 0 Conltpuw Tlpo(i)’
—— 1 Number O Other (specify)

. File Becomes Inactive After

11. File ts Usad .
D Month(s) ) O VYear(s)

O Daily 0 Weeldy 3 Monthly —_—
Number

. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
@ VYes O No Z"RS

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

Pa,./¢ A 65 ¢

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

0O Yes & No

15. Access Restrictions a Yes O No Audit Roquirements . o
(i Yes, cite Law(s) & Regulation(s)
) O None (Smte  ©Fedoral [ Independent

19. Name and Title of Preparer 20. Tolophono Number - 21. Dats

DGS 5504 (Rev. 1/93)




Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

nwormsodrocordsenos loma:dwﬂhRoeord 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.0. BOX 275
JESSUP, MARYLAND 20784 PAGE __ OF __
o1, DepartmenvAgency 2. Division 3. Unit
Yl\s Cv’*\ -f_)?.’-J'\(..ff; A.CCOUV\\).V\S pa)/lb"

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

§. Earlies! Year/Latest Year
f1E7 o Pm;&n.l

4. Focord Seres Tie P&«)’w‘_i Dok Sldemest Recondlalions

6. Record Series Dascription (Briefly describe the types of informationn/documentsAorms found in the series. Include the purpose or function of the series.
) . . . R 13 ' Y ST .
Tibe 400 be b ocecie indlude beok SV\P«‘-«,eAs, O/é check ’-s‘hn&s ) backyp Soe misc. Ady's

SNt

soch tecorc - Lialpn Leen .

-7. Record Series Format(s) 8. Record Series Sequence 9. Volume
: B File Drawer(s)
B Letter Size O Microfilm O ° Alphabstical , O Microfim Reel(s)
—_ O Computer Tape(s)
QO Legal Size O Computer Tape D Numerical Number O Other (specity)
0 Bound Book O Floppy Disk . Chronological
- . Annual Accumulation
0 Audio Tape D Video Tape D Geographical 10 B File Drawer(s)
. 8 O Microfiim Reel(s
D Other (specify) D Other (specify) ‘/‘4 o Corr';pubr Tapo(i))
— Number O Other (specify)
11. Filois Used  {iov werthn ugvetly, el Tn Wik ny N 12. File Becomes Inactive After ¥Y eds 2¢ Aut Prtﬁs ae m,
0 Daily 0 Weekly X Monthly —— O Month(s) a Year(s)
1 Number
AR 2 f"\cf'-“l;)" '
13. Cument Location(s)  (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
p ‘\ &C (If yes, specify agency or office)
oy Ve O Yes No
15. Access Restrictions ~ * O Yes O No 16. Audit Requirements
(f Yes, cite Law(s) & Regulation(s)
D None [State [ Federal 2 independent

any hadware/software

O VYes - & No

17. s an Index System Used? (! yes, oxplam briefly and dascribe

18. Recommended Retention

{9. Name and Title of Preparer




AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new of revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.0. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF ___
¢ 1, D epartmenvAgency 2 DMsipn 3. Unit
F‘af_,ga\ Seiviers ‘ /Qccocm‘\'mﬂ Paylc)\_\

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

4. Record Series Title 7’)

5. Earliest Year/Latest Year
q! to e: e

6. Record Series Dascription (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the serles.
Cancedod Crnts L peyprall beok GctouAt g\jwfmj pumeiically oo each M-Mb\-

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Mictofitm D - Alphabetical O Microfim Reel(s)
—— D Computer Tape(s)
O Legal Size O Computer Tape X Numerical by eocin oty Number 'O Other (specity)
O Bound Book 0 Floppy Disk O Chrenological ‘
10. Annual Accumnulation -
B0 Audio Tape D Video Tape D Geographical O File Drawer(s)
. , O Microfim Reel(s)
O Other (specify) O Other (specify) D Computer Tape(s)
— ‘Number O Other (specify)
11. File is Used 12. File Bocomes Inactive Atter
O Daily D Weekly B Monthly — D Month(s) D Year(s)
Number
13. Cument Location(s) (Bldg., Floor, Room) 14. s Record Seties Duplicated Eisewhere?
s (lfyes.spodlyagoporofﬁoo)
po,.w‘l\ SHlang P\{}Oﬁ‘\ O VYes - No
% :
15. Access Restrictions O Yes o No 16. Audit Requirements
(i Yes, cite Law(s) & Regulation(s) . . /
O None [State - Federal 8’ Independent

any hadware/software

'JNO

D Yes

17. Is an Index System Used? (!f yes, explain briefly and describe

18. Recommended Retention

{9. Name and Title of Preparer

20. Telephone Number

Lbcsm'msﬂmr—— =

21. Date




Instructions - Type or Print a separate form for each
new or revised 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.BOX275 .
JESSUP, MARYLAND 20704

PAGE __ OF ____

v I, D epartmenvAgency

' P
T;Ln-‘\ Tt e
AG e I S

Aaou -’)“‘i ng

2. Division 3. Unit

Péy(é!,

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. Record Series Title

f/} P { [ it /QCC {y q\é

§. Earliest Year/Latest Year
ISRt cuient

\.. ; (o P s Y\- r
Lf\_.._ ‘l,; *_.. H P ' NS

enonl Pove accosls Lo isea) year -evd s,

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

19. Name and Title of Preparer

e —————————

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
) XX File Drawer(s)
0 Letter Size D Microfilm D ° Alphabetical 0O Microfim Reel(s)
) 1 — O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number 0O Other (specify)
‘0 Bound Book D Fioppy Disk - 0 Chronological
Annual Accumulation
1 Audiio Tape  Video Tape O Geographicsl 10. S File Drawer(s)
. . ) O Microfim Reel(s)
0 Other (specify) 0 Other (specify) : / A D Computer Tape(s)
- —- Number O Other (specify)
11. Fila is Used 12. File Becomes Inactive After
O Daily D Weekly D Monthly —_— D Month(s) D Year(s)
Number .
13. Cument Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
] (if yos, specity or office)
) st 0% e O Yes No
,1§.'Acoes's Restrictions O Yes 0 No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
D None &'Swte & Federal & Independent
[ 17. Is an Index System Used? (If yes, exp!am briefly and describe 18. Recommended Retention
any hadware/software
» .00 VYes - o No
20. Telephone Numbor 21. Date




instructions - Type or Print a separate form for each
new or revised record sernes, forward with Record
Retention Schedule (DGS 550-1)

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

PAGE __ OF ___

¢ I, D epartment/Agency

-~ e
IR NN 42

-
[ 4 e

JESSUP, MARYLAND 20794
2. Division

A Clov ~h ny

3. Unit
péym\\ -

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 p

f»..\/:a‘.\ :Somnb:\. Ertvies

5. Earliest Year/Latest Year
Yt g

{)‘)Y"C:”‘ 0*\—1 shes 5

6. Record Series Desaiption'(Bﬁeﬂydescribo the types of informationn/documentsforms found in the series. Include the purpase or-function of the series.
e e Sm.’p'\cé by ast0 :sya’tm which 37v.'5 AL s Summany ks smedion ‘?0.‘ h"“*““}’
‘-':>?_-f«‘r«fc (7/L at(,mm‘\s. t«f\’:\ ‘Ec\u‘ds c"k«lsfa'

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
v . B File Drawer(s)
¥ Lettor Size D Microfilm O * Alphabetica! y D Microfim Roel(s)
/2 D Computer Tape(s)
O Legal Size 0 Computer Tape Numerica! Number D Other (specify)
‘0 Bound Book O Floppy Disk X Chronological
o Audio Tape D Video Tape 0 Geographical 10. Uh;n File Drawer(s)
L \ O Microfim Reel(s
O Other (specify) O Other (specity) /a D Corr:pubr Tape(i))
—_— —— Number D Other (spocity)
11. FleisUsed 12 Filo Becomes Inactive After At Rgp. s aw met
D Daily O Weekly D Monthly —— O Month(s) D Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
- (I yss, specity agency or office)
15. Access Restrictions BYes ONo 16. Audit Roquirements
{ff Yes, cite Law(s) & Regulation(s)
E(Indopendont

D None H Sute & Federal

any hadware/software

0O VYes - & No

17. Is an index System Used? (!f yes, explain briefly and describe

18. Recommended Retention

19. Name and Title of Preparér

20. Telophone Number

DGS 5504 (Rev. 1/03)

21. Date




: 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 WATERLOQ ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
v JESSUP, MARYLAND 20794 1 PAGE ___ OF ___
e 1, Department/Agency ) . 2. Division ‘ 3. Unit
Fiscal  Seivices . Acc.Oun~\\p3 -

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

4. Record Series Title . . \ 5. Earliest Year/Latest Year
Souma\ Enfries A dﬂ:\cc 57,1 M to et

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

Cc-r-,;'::,‘\; = ‘r_a:rf“-m,\ V:’Po(“\_« }-ec\'.-* tePo\‘\s ,GV\A‘ each  wotlen o d('«“?c& '30""‘“‘ ev’f‘_‘/ Wi
6‘-7“\?.'.(‘\?&"4' ha("‘f’-\up 'h’!"“, ek :;\'lhf"‘-‘\*fd "{\0( F‘hei'r Q{SP(OVQ‘ ’

7. Record Series Format(s) 8. Record Series Sequence - 9. Volume
Co . 8 File Drawer(s)
#Letter Size D Microfilm O Alphabetical L O Microfim Reel(s)
—_— O Computer Tape(s)
D Legal Size O Computer Tape D Numerical Number O Other (specify)
D Bound Book w] Flpppy Disk O Chronological
. 10. Annual Accumulation
0 Audio Tape D Video Tape 0 Geographical R File Drawer(s)
. . : 0 Microfim Reel(s)
D Other {specity) R Ot?'er (SM% 8 O Computer Tape(s)
11. File is Used 12. File Becomes Inactive After -
& Daily O WeeKly O Monthly - O Month(s) O Year(s)
Number .
13. Current Location(s) (Bldg., Floor, Room) ) 14. Is Record Series Duplicated Elsswhere?
. ’ - (if yes, specify agency or office)
Cwn'\y E)V'lc\ WG, Accoon“(m' n O‘Yf'vcc D Yes No
<! N
15. Access Restrictions O Yes & No | 16. Audit Requirements

( Yes, cite Law(s) & Regulation(s)
O None BfState B Federal . & Independent

17. I:n a;r::g::r iy:;;r;;:ed? (If yes. ;x?lain biiieﬂy and describe - - 18. Recommended Retention /(ej/w ' 6' 3 ‘ G .
o ASHOC tc!y-f;l‘fm viembe(s - //{2 LI L ) e/, .
T e putnel ety e %&//r@/ﬁ% APy mmn
Apuente (‘-,e. 97000} and vp / o ’
§o FYT) b shous A Al LA /é) ﬁzjmﬁﬁ/ ey
19. Name and Title of Preparer 20. Telephone Number .A 421. Date ‘

eV.




DEPARTMENT OF GENERAL SERVICES  AGENCY RECORDS INVENTORY
Instructions - Type or Print & separate form for each RECORDS MANAGEMENT DIVISION
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
: : JESSUP, MARYLAND 20794 - , PAGE ___ OF ___
v i, DopartmenvAgency 2. Division . 3. Unit
ﬂscq\ Setvices A(.Couv\“n& o .-

DEFINITION - RECORD SERIES - A group of related records norrnally'ﬁlod and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Trtle . § ey , 5. Earfiest Year/Latest Yoar
Jovcnal Enlcies ,bo_xggl «m_»_az_rx/f

€. RocordSomsDescnpbon {Briefly describe the types of informationn/documants/forms found in the serigs. Include the purpose or function of the series.

C "\.-1'\5 r‘{ pﬁ].‘\ (cFo(‘\ﬁ ed+ rrPol‘\s ,ar\r_\ rach wn"“en ot ’\(A‘mfd _)O\"M\ e/t\!/ i
e b“\‘-VP e vss echeded e Ihee “PP“W“"

7. Record Series Format(s) 8. Record Series Sequence 8. Volume
8 File Drawer(s)
#Lottsr Size O Microfilm D Apphabetical ' Ly O Microfim Reel(s)
i O Computer Tape(s)
D Legal Size D Computer Tape D Numerical Number J& Other (specify)
O Bound Book O Fioppy Disk O  Chronological Borkeis Boxes
. 10. Annual Accumulation
0 Audio Tape 0 Video Tape O Geographical R mm.:)‘”
- O Micro s
D Other (specity) Other (specify) . W
Aoy o1 —— O Computer Tape(s)
———— -] Number D Other (specify)
11. File is Used 12. File Becomes Inactive After -
o Daily OWeeky O Monthly O Mont(s) O Year(s)
Number ’
13. Curent Location(s) (Bidg., Floor, Room) 14. 1s Record Series Duplicated Elsewhere?
(i yes, specify agency or office)
CO"\"Y B\)v ‘“ﬁ 5‘}'0@ e afeq. bel’h 6 Q VYes & No
15. Access Rsstrictions O Yes ® No | 16. Audit Requirements

(It Yes, cite Law(s) & Regulation(s) _
0O None &' State & Federa & Independent

17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software 1
, d Aol afe\fm viembeis - -
& vos . O No . . :

esch “putml m\f\/
stywerce (e, T7001 and op
Fot FYW)LJ ahonys R

i9. Name and Title of Preparér

20. Tolophone Number




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Instructions - Type or Print a separate form for each ~ RECORDS MANAGEMENT DIVISION
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schadule (DGS 550-1) . PO.BOXZ27S
R : JESSUP, MARYLAND 20764 - PAGE __ OF __
9 ), DopartmenvAgency - ' , 2. Division 3. Unit
Fiﬁa\ Setoees : Accom‘“ns ' -

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

. . - Earfiest Y
el

6. Rocord Series Description (Briefly dascribe the types of informationn/documents/forms found in the series. Include the purpose or function of the saries.
AJP Vender Tiles J.yp"cel'il corlain T pad invoices | pecking 4‘3P5,ok1pp'-n$ documeds | sbre tece'fls ede. Also (an be
Lound any (cmarwndenct ) adderss chn&es ard notes. The {butpcsc of l‘ecp'mﬁ son AP \)H(?v( Ties .s. 45
hee & rec0d of fu,mw\.s dor N"ﬂ’ end swhes receved by he Cp‘m\y. Thete are. veed do racly sppoding ard

wious audid Jesis, ¢
7. Record Series Format(s) 8. Record Serias Sequence 9. Volume
: . - & File Drawer(s)
& Lettor Size D Microfim O Aphabetical D Microfim Reel(s)
' ? O Computer Tape(s)
& Legal Size O Computer Tape & Numerical . Number  Other (specity)
D Bound Book O Fioppy Disk’ | O Chronciogical
DAudoTape O Video Tape O Geographical 10 A A e Drawerts)
, ' D Microfim Reel(s)
D Other (specity) O Other (specify) g O Computer Tape(s)
—_— ) — Number Other (specity)
. FleisUsed  Anywhece fiom 1-5 dily et more. [l 12, Fie Becomes Inactive Atr - Fiscal Year end s
& Daily D Weekly . Monthly O Month(s) O VYear(s)
Number

14. Is Record Series Duplicated Elsewhere? no"twfoﬂy)o'fhu.s way have
If yos, specify fiice .
g:my.s g ? “N‘; ) copes o cm‘?\ck, othec
Lles « ceguirements

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

COM‘\Y &u: \d\nﬁ) )qcccwﬂin\g " .C‘R\}Cf.

. ]
15. Access Restrictions " O Yes & No 16. Audit Requirements
(Hf Yes. cite Law(s) & Regulation(s)

O None & State  Bf Federal & independent

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

18. Recommended R'me ‘\
p\eh'm -For “h'cg Yeals ot ontil all audt (ctu:fewfw“.s
e been complied ”wk'-chevu is lone)ecJ‘}ben Aes\m/, ?

e

O Yes - " No

e —

19. Name and Title of Preparer




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) . P.O.BOX 275 .
JESSUP, MARYLAND 20704 PAGE ___ OF
9 |, D opartment/Agency . 2 Division ' 3. Unit
Fiscal Setvices | | Accomitingy ~
DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit-for reference as well as retention and disposition purposes.
4. Record Series Title g . > ~ §. Earliest Year/Latest Year
Accoorts Pm{qb‘l& NVeadoe Tiles | o Jiscal year 1Y% il

6. Record Series Description (Brioﬂydosaibohotyposofhfomaﬁonmmm found in the series. Include the purpose or function of the series.
AIP Vendor Tiles 'Jyp"ca.!ﬂ/ Comaia The Pq‘d invorces P“‘k:”ﬁ 4\3}55,05‘.”{."3 docomed s ,slotc lrct'.ﬁs ,e“c. Also con be
foend. gy coneapondente | addass charges and votes. The porpose ot l‘ttp"ﬂg sun AP Needsr Tiles O *
howe & tecod of Pqnm\s Jor &,(ﬂ; end s receved by e Cwﬁ\y_, Thewe are veed do fracly sproding ard

wious  audt ‘)96'{5 . ¢
7. Record Senes Format(s) 8. Record Series Sequence 8. Volume
. - . 6 B Fie Drawer(s)
& Letter Size O Microfim - O Alphabetical O Microfim Reel(s)
. < O Computer Tape(s)
& Logal Size O Computer Tape & Numerical Number - @ Other (specity)
' € Bankees Boxes
0 Bound Bock D Floppy Disk 0O Chronological
* 1 10. Annual Accumulation
0 Audio Tape O Video Tape O Geographical ) o mmﬂﬁ
. ’ . D Microfim s
O Other (specify) O Other (specify) H O Computer Tapo(ﬁ))
- oo . Number ~ B Other (specity)
: Bankers Boxes
11, File is Used Tl 12 File Becomes Inactive Atter - Fisca Year end s
D Daily ' Weekly . Monthly 0O Month(s) D Year(s)
. " Number )
4nyuhe.1 {om 33 dimes 4 week ,
13. Cument Location(s)  (Bldg., Floor, Room) ' 14. Is Record Series Duplicated Elsewhere? nct Joily ,Others way hae
‘1 (If yes, specily agency or offics) es do lede othec
Covely Buildin ; inTiam = dice - O VYes No copres o orp
Y : LY 46<cwﬁl\ ) - e | Bles ¢ ceporrements
15. Access Restrictions O Yes & No 16. Audit Requirements 1

(tf Yes. cite Law(s) & Regulation(s) ’
O None & Sute & Foderal & Independent

17. Is an Index System Used? (If yes, explain bn'eﬂyanddssaibl . 18. Recommended Retention
hadware/softw; ' . . . . .
any: ;roso are ‘2‘8_"‘.”\ *Co( ‘\hvce ‘F“'S of on'“ q“ 4,),]‘+ “c,.tcm&/\"s

g Yes "ol o fae been cm{:\:’\e& ,.wl\'uhevcr i lonaerJ‘}hen Ad!my.

19. Name and Title of Preparer 20. Telophone Number 21. Date
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Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Scheduie (DGS 550-1)

— —

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O.BOX 275 -
JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

pace_|_or |

vl Depémnent/Agency

Fiscal Scivces

2. Division

ACCOW\";‘V\g

3. Unit

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

4. Record Series Title

ACcoun"\_S Pﬁ\/‘th\& \)caAor r’l\e_g Amﬂ’cdfm.ﬂ‘\'

§. Earliest Year/Latest Year
£Y%0 % ¥Y98

ks L

VG105

. |
ao Yesis

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
PP Nendor Tiles 4\/;\3(&!{\,/ oot e P“:A invoices | pocking s‘;PS,Q‘\:Pp:nS q\owme.ﬁ'\s')sf‘o«c ece'sls ele. Also cor be
.(‘,\WA .am/ (Oll.‘:.{;:’ndc"/‘-(ﬂ , Q-{'H(('&S C'Nlr»:\:fs ﬂld no'tes. fh¢ ‘Pu‘pox O‘(" LfCP‘mS such t‘?/P Vt’f‘dv( r|’(5 ¥ ‘.’a

~ — e .
tecoid o P“Y""'"ﬁf o Qoﬁdj end SNES receued b\, Ine Cw'ﬁ)l, lheie are ved Ao frack 3{?...(\'43 acd

7. Record Series Format(s)
& Lettor Size O Microfilm
& Legal Size O Computer Tape
0 Bound Book O Floppy Disk
0 Audio Tape D Video Tape
O Other (specify)

8. Record Series Sequence

O Alphabetical
‘& Numerical

0 Chronological

0 Geographical

0O Other (specify)

0O File Drawer(s)

. ~ O Microfilm Reel(s)
__6_3__ 0 Computer Tape(s)
Number R Other (specify)

Bonkors Boyes

9. Volume

__._H O Computer Tape(s)
Number B Other (specify)

10. Annual Accumulation
D File Drawer(s)
O Microfiim Reel(s)

Bunkers Poxes

0 Daily

11. File is Used ﬂn\{whc(c {com ©O- 8 J&P[‘d:ﬂ on dime "r‘{f""
0 Weekly '

g Monthly
Number

12. File Becomes Inactive Atter - ¥15¢a\ Year end s
D Month(s)

O VYear(s)

13. Current Location(s)

(Bldg., Floor. Room)
COun“\Y Bg\\d‘mﬁ“ Sﬁomst Pica bebhnd d'h&c

14. 1s Rocord Series Duplicated Elsewhere? not *rd”y)o*ma way have
(If yes, specify agap or office)
No

O VYes

copies b omplete othec

Lles + wju'\ rements

(If Yes. cite

15. Access Restrictions

O Yes
Law(s) & Regulation(s)

& No

16. Audit Requirements

D None

& State

.

of Foderal & Independent

-0 Yes

_{No

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

18. Recommended Retention
- Bedain for Thece years of onkil al} aud sepiremets
e been compleded | whicheves 18 'onéecl‘ﬂmm des‘fo\/.

DGE 5504 (Rev. 183)

19. Name and Title of Preparer

"20. Telephone Number

21. Date

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

— e e — ——

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

AGENCY RECORDS INVENTORY

PAGE ___ OF ___

v |, Department/Agency

rxs(n\ Sflu-\(,ti

2. Division

A((our\"f"r:‘\. v ’ -

3. Unit

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

4. Record Series Title

Corceled Cireckg s PR 35— o

5. Earliest Year/Latest Year

:M)‘ 96 o grfxw-?

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the serigs. include the purpese or function of the series.
Conceled Checles Jor AP checs (ons piformed cach week, Qors wd inclde any dype

UY i'(|v~‘|“f‘-r~n(5 Cpy & <ok,
7. Record Series Format(s) 8. ‘Record Series Sequence 9. Volume
[ File Drawer(s)
O Letter Size O Microfilm O Alphabeticai _ 8 Microfim Reel(s)
b O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Other (specify)
0 Bound Book O Fioppy Disk 0O Chronological
. 10. Annual Accumulation
8 Audio Tape O Video Tape O Geographical O File Drawer(s)
; O Microfim Reel(s)
8 Other (spocify) . R Other (specify) é O Computer Tape(s)
(once\ed Lhraie Cherka ‘" apeetieal otded LY Ane Number O Other (specity)
ety cleaced and gpelded by ovt -
topy of vadous dzof\ $emd s
11. File is Used qv"\/h)hfﬂ' fiem 1 up 4o 5 dimes 4 month, 12. File Becomes Inactive After ~ F\x“\ Yeat erds o¢ At wl
D Daily D Weekly # Monthly D Month(s) O Year(s)

Number . .
whithever s /Un&et

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

Couy Billing , Aucovrtion - n offce

14. 1s Record Series Duplicated Elsewhere?

(If yes, specify agency or office)
O VYes & No

& No

15, AcoesS-Resuicﬁons O Yes
(If Yes, cite Law(s) & Regulation(s)

16.  Audit Requirements

O None [ Stte & Federal & Independent

17. s an Index System Used? (if yes, explam briefty and describe
any hadware/software

D VYes

& No

18. Recommended Retention

Redain o dncee lymtsg‘h\&n de\g\ro\/

19. Name and Title of Preparer 20. Telephone Number

DGS 5504 (Rev. 1/93) =

21. Date
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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

e —

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

PAGE___ OF ___

v |, D epartment/Agency

r\s(ft‘\ \<:f(=J'xcE.’:

2. Division

A(,( ov "\'}" Y‘(\

8. Unit

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

4. Record Series Title

Co f’~£€\ea Chee kg \ ettt

5. Earliest Year/Latest Year

Joly 'L to June '%

vr J(nﬁ‘“nnct Copy o :ﬁ\)hs,

6. Record Series Description {Briefly describe the types of informationn/documents/orms found in the series. Include the purpose or function of the saries.

Conceled Checns Joc AfP check tuns priformed cach ueeks, Qore wd incide any ype

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawet(s)
0O Letter Size - 0O Microfilm O Alphabetical 5 _ O Microfilm Reel(s)
) ) O Computer Tape(s)
DO Legal Size O Computer Tape D Numerical Number & Other (specify)
_ ) Bankers Boxes
O Bound Book O Floppy Disk 0 Chronological
. 10. Annual Accumuiation
1 Audio Tape O Video Tape 0 Geographical O File Drawer(s)
; . O Microfiim Reel(s)
& Other (specify) Other (specify) 6 O GComputer Tape(s)
net\rd Ciame, Checes n_pyweiieal odee by dne | <o O Other (specify)
oty cleated bank and 3Pcnded by ovf
topy ol vacourn depd wemos

11. File is Used — Tn'rvfc{uew'ﬂ\l

12. Filo Becomes Inactive Atter Ti5¢al Year ends

D Daily 0 Weekly O Monthly — DO Month(s) 0O Year(s)
' Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(if yas, specify agency or office) i
" NN . D Yes & No i
Co\m‘\Y o H-n&) s'{o(aﬁe Atea b?h ~d 5'\&6(_ “ !
15. Access Restrictions O Yes & No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) :
O None State & Federal & Independent

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

D VYes ¥ No

18. Recommended Retention

Re\q:,\ $or dneee yeais J'"hm desho\/

9. Name and Title of Preparer

20. Telephone Number ‘

21. Date

DGS 5504 (Rev. 1/93)

‘Ll

|
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DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
: JESSUP, MARYLAND 20784 - PAGE ___ OF __
v |, Department/Agency 2 Division ) 3. Unit
?\5.’»"'\ S*‘iu‘.\c'\‘i AC(OVV\‘}?'*S' o St

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

5. Earliest Year/Latest Year
6"' » »L‘\ 5.’("-\'5“\5?“-\: 5

4. Record Series Title R
ocmu.w’((s), 4+ 40nd (83 teconci Padions s to_peseet

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

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
: D File Drawet(s)
% Letter Size %1715 D Microfilm , O Alphabetical . O Microfim Reel(s)
D Computer Tape(s)
0 Legal Size D Computer Tape D Numerical Number O Other (specify)
O Bound Book D Floppy Disk - X Chronological Bankeiz B
0. Annual Accumulation
B Audio Tape D Video Tape D Geographical 10. Ann Y O File Drawer(s)
; . O Microfim Reel(s)
D Other (specify) D Other (specify) - O Computer Tape(s)
R — Number O Other (specify)
Biskeis Boxes
11, File is Used 12. File Becomes Inactive Atter = F ¥ ends
X Daily D Weekly O Monthly — D Month(s) O Year(s)
: Number
6“1)"" ety N/ Grnetol Yond wioiwelion
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specity agency or office)
Coualy Bolfing 5’!0(435 Are hehind s\ase + i e o Yes X N
15. Access Restrictions OYes M No 16. Audit Requirements
(¥ Yes, cite Law(s) & Regulation(s) .
O None o Swte o Federal =4 independent

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

"18. Recommended Retention ﬁ@// /17 /- 3
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O VYes ' ﬁNo

21. Date

20. Telephone Number
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2. Division
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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 purposes.

4. Record Series Title
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6. Record Series Description (Briefly describe the types of informatisnnidocumentsfforms found in the series. Include the purpose or function of the series.

7. Record Series Format(s) 8. Record Series Sequence 8. Volume
: D File Drawer(s)
O Letter Size 3 Microfilm D Alphabetical q O Microfilm Reel(s)
. — D Computer Tape(s)
O Legal Size D Computer Tape D Numerical Number B. Other {specify)
D Bound Book O Floppy Disk K Chronological bunkets Bores
. . ’ 9
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13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
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. & 3 '
15. Awes# Restrictions O Yes B No 16. Audit Requirements
(if Yes, cite Law(s) & Regulation(s)
'O None i State i Federal IX. Independent

any hadware/software :

™ No

D Yes

17. |Is an Index System Used? (If yes, explain briefly and describe
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18. Recommewg_// » 3 7%5
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19. Name and Title of Preparer

20. Telephone Number
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JESSUP, MARYLAND 20794 PAGE__ OF __
¢ I, D epartmentAgency _ 2 Division 3 ’ 3. Unit
Fiscal Sewvices S Awwﬁmi - -
DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Serie's Title ~ ’ §. Earliest Year/lLatest Year
Treasuiecs Kspof‘)ts 3 cvitent FY 7 w0 FY27
6. Record Series Description (Briefly describe the types of informationn/documents/fforms found in the series. Include the purpose or function of the saries.
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e, The c\;ﬂ\y (e F\x‘i is » omtiaation A cashet's fr’POC{5 (CCH Nigls 4 7'2°5‘)"‘35 3 and ("”“:’P'A(\mce -
2ol "\i;:e't‘\ef“(«’. ‘s ",IyP\CQ ‘:\/ ‘-FOIV'A ;‘f\ .%‘nf "(;i [0 Ur thck l("”':‘l‘ﬂﬂrus 5 Pw‘C(CP'\Pi ; 4“'\3"“’””‘ ‘GH"‘S ) G';(I:CE p(m:'}
Copes, ard ey slbec ce kied hcc\«vp.
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawet(s)
& Letter Size O Microfim . O Alphabetical . + O Microfim Reel(s)
. e D Computer Tape(s)
o Legal Size D Computer Tape : D Numerical Number - B Other (specity)
- r e
O Bound Book O Fioppy Disk O Chronological Soed on dop A St -Ple cabinels
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13. Current Location(s) (Bldg., Floor, Room) 14. s Record Serias Duﬁl’uatod Elsewhere?
(M yes, specity agency or office)
Com\y Bl N Accovets na - in Wice O Yes No
15. Access Restrictions O Yes & No 16. Audit Requirements
(i Yes, cite Law(s) & Regulation(s) : '
O None (State & Federal & Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software :
a Yes "2 No
19. Name and Tite of Preparer - 20. Telephone Number 21. Date

%Wﬁmﬁ




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
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JESSUP, MARYLAND 20784 PAGE _ OF __
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DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
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5. Earliest Year/Latest Year
Lo o _TY%

6. Rocord Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or funcﬁoq of the series.
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7. Record Series Format(s) 8. Record Series Sequence
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3 Audio Tape D Video Tape 0O Geographical
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8. Volume
0 File Drawer(s)
0O Microfilm Reel(s)
_335__ ‘0 Computer Tape(s)
Number B Other (specify)

Bonkers Boves

10. Annual Accumulation

. O File Drawer(s)
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g O Computer Tape(s)
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O VYear(s)

Whickever 1% longe ¢

13. Current Location(s)

(Bldg., Floor, Room)

. Is Record Series Duplicated Elsewhere?

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

14
. (If yes, specify agency or office)
Coun\iy Bu‘.l&qa R 5%“3( qicn lrh(na :ﬁqsg II O VYes No
. 3 ,
15. Access Restrictions O Yes & No _ 16. Audit Requirements
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O None 'Stte  © Federal 4 Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software . '
-0 Yes M/ No
19. Name and Title of Preparer '20. Telephone Number 21. Date
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DEFINITION - RECORD SERIES - A group of reiated records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Title . : 5. Earfiest Year/Latest Year
Jory Ships, cverent FY Xi) o FYer

6. Record Series Description (Briefly describe the types of informationn/documentsforms found in the series. include the purpose or function of the’series.
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7. Record Senies Format(s) 8. Record Series Sequence 9. Volume
’ @ File Drawer(s)
D Letter Size D Microfilm O Alphabetical O Microfim Reel(s)
__L_ . D Computer Tape(s)
D Legal Size O Computer Tape DO Numerical Number 7+ Other (specity)
O Bound Book D Fioppy Disk =~ . R Chronological
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0 Audio Tape O Video Tape D Geographical D File Drawer(s)
ot . D Microfim Reel(s,
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17. Is an index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software . . . .
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Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION

new or revised record series, forward with Record 7275 WATERLOO ROAD
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’ JESSUP, MARYLAND 20794 . PAGE ____ OF ____
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DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Title ' 5. Earfiest Year/Latest Year
ju)r\,, 5!4_\,5 5 fon- cverent B0 o fY%

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the’series.
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7. Record Series Format(s) 8. Record Series Sequence - 8. Volume
‘ : . 0 File Drawer(s)
D Lefter Size D Microfilm D Alphabetical ¥ 0 Microfim Reel(s)
3 O Computer Tape(s)
D Legal Size D Computer Tape O Numerical Number & Other (specify)
O Bound Book O Floppy Disk 4 Chronological Bunkets Box
. 10. Annual Accumulation
13 Audio Tape O Video Tape O Geographical O File Drawer(s)
. Microfilm Reel(s!
X Other (specify) e < O Other (specify) 1 DDCO,,:::,G:" Ta::(i))
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eaidy i o lelec S2e Pase Number % Other (specity)
Bﬂﬂke (€3 BOX
11. Fileis Used OveC teldd < GF e "“‘"-‘.‘ké)"e"” o ated 12. File Becomes Inactive Atter ¥ scal Year ends
O Daily 0O Weeidy 3 Monthly - O Month(s) O Year(s)
~ Number
4o 89 Back il ffe
13. Current Location(s) (Bldg., Floor, Room) . 14. 1s Record Series Duplicated Elsewhere?
: (If yes, specify agency or office)
Coun\‘y eu‘l&m\ S"DCQQ(_ atea hehind sda € 0 Yes ¥ No
_ _ <) .
15. Acoas§ Restrictions O Yes 'D/No 16. Audit Requirements

(if Yes, cite Law(s) & Regulation(s) .
O None [ State G Federal- & Independent

17. Is an Index System Used? (If yes, explain briefly and describe- - 18. Recommended Retention
any hadware/software ' . . }
. o p\e‘hm 4;( )Yeax o uvall all qd& fctJ-(me/T\S
0O Yes No : )
ase wet | uhichesr s brger Ahen destioy,
19. Name and Title of Preparer ' 20. Telephone Number 21. Date
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Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new or revised record serigs, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
. JESSUP, MARYLAND 20784 PAGE __ OF ___
v/, DepartmenvAgency 2. Division 3. Unit
ﬂsc‘.\ Sewiees A Acwvm\\ﬂg ‘ o -

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

4. Record Series Title . — ’ 5. Earliest Year/Latest Year
W.e.G.C. D&!‘.\,I |MMM\:'HQ‘5JOO(\ Cufre\/ﬁ' » I¥eE w TY%

€. Raeord Series Description (Briefly describe the types of informationn/documents/orms found in the series. include the purpose or function of the serias.
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7. Recard Series Format(s) 8. Record Series Sequence 9. Volume
D File Drawet(s)
3 Letter Size O Microfilm O ° Alphabetical ] [_/ 0 Microfim Reel(s)
O Computer Tapa(s)
WLegal Size [}, O Computer Tape O Numerical Number Other (specify)
0 Bound Book O Floppy Disk & Chronological Leap) acceidion s
10. Annual Accumulatio
0 Audio Tepe D Video Tape D Geographical | " * 0" Fie Drawer(s)
: . 0O Microfiim Reel(s)
D Other (specify) D Cther (specify) , 8 O Computer Tape(s)
———— Number D Other (specify)
11. File is Used 12. Filo Bocomes Inactive Atter F1s¢a\ Yeal exds
O Daily ' Weokly D Monthly D Month(s) . D Year(s)
: Number
13. Current Location(s) (Bldg., Fioor, Room) 14. Is Record Series Duplicated Elsewhere?
P (i yes, specify agency or offwe)
COUI'T\Y Ou l}\m&, 640(.,:)@ »A‘(q kek‘.l\a é‘x‘\sg, O VYes -4
15. Access Restrictions O Yes 2No 16. Audit Requirements
(M Yes, cite Law(s) & Regulation(s) .
D None & State & Federal @ Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software : Rm\, I 3 4 ap 5‘
4 im0t (s, SThen O°S1pY,-
O VYes { No " Y / Y
19. Name and Tite of Preparer 20. Telophone Number 21. Date
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Retantion Schedule (DGS 550-1) - P.O.BOX 278
JESSUP, MARYLAND 20794 - PAGE ___ OF ___
v 1, DepartmenvAgency 2. Division 3. Unit '
Flacal Sewices Accovrt oy -
DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Title . - §. Earliest Year/Latest Year
Weé.C. Dfu\\l haMm‘z‘Hq]s ,curren‘\ Yaz w £Y37
6. Record Series Description (Bﬁoﬁydesaibo&wyposofinmﬂomldoamonﬂom hmdlnthosodu Include the purpose or function of the series.
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7. Record Series Format(s) 8. Record Series Sequence 9. Volume
. O File Drawer(s)
O Letter Size O Microfilm O ° Alphabetical 3 D Microfim Reel(s)
D Computer Tape(s)
Wlegai Size [3)oc O Computer Tape O Numerical Numper Other (spocity)
O Bound Book O Fioppy Disk & Chronological Leap) acceidion Lles
- 10. Annual Accurulation
D Auiio Tape 0 Video Tape D Geographical O Fie Drawer(s)
. O Microfim Reel(s)
D Other (specity) O Cther (specity) 8 D Computer Tape(s)
—— Number D Other (specity)
11. Fileis Used 12. Filo Bocomes Inactive Atter Frseal Yeal eds
O Daily 7' Weekly D Monthly O Month{s) O Yearls)
Number
13. Current Location(s)  (Bldg.. Fioor, Room) . I8 Record Series Dupiicated Elsewhere?
. : . . (If yos, spocify agency or office)
Cowr\)l g‘wlﬁ‘m&, ACL@').‘\.%H\G)— 8} G‘N\‘Le n O Yes & No
15. Access Restrictions - O Yes # No . Audit Requirements
(¥ Yes, cite Law(s) & Reguiation(s) .
D Noe o Sate & Foderal @’ Independent
17. s an Index System Used? (If yos, explam briefly and describe . Recommended Retention
any hadware/software
| : A )
O Yes . No Relin Soc 3 yrs, Then desiioy.

13. Name and Title of P}eparer
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JESSUP, MARYLAND 20784 PAGE _ OF __
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\ Loyl : 3y ’
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DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

S. Earliest Year/Latest Year

4. Reoo.rGSwies Title L[VA‘F“\ Cq:;‘”\ TCKB*S 5/p[a8  to_coriewm

6. Record Series Description (Briefly describe the types of informationn/documentsforms found in the series. Include the purpose or function of the series.
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7. Record Series Format(s) 8. Record Series Sequence 9. Volume
. O File Drawer(s)
O Letter Size O Microfilm . 0O Alphabetical 5 O Microfim Reel(s)
) . O Computer Tape(s)
O Legal Size D Computer Tape . 0 Numerical Number . B Other (specify)
OBound Book 0O Floppy Disk x Chronological
. 10. Annual Accumulation -
0 Audio Tape 0 Video Tape D Geographical .0 File Drawer(s)
' O Microfim Reel(s)
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: ] Number :
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15. Access Restrictions D Yes X No 16. Audit Requirements
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any hadware/software
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Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O.BOX 275 .
JESSUP, MARYLAND 20754

AGENCY RECORDS INVENTORY

PAGE____ OF ____

0/, DepémnenVAgency
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2. Division

Acr,ouﬂ?«\g

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 purposes.

4. Record Series Title

[&A(\\\Q\\ Cqs}\ ¥ L(’Al*’ &kﬁ RQ,P"(‘\S

5. Earﬁest Year/Latest Year
5lERS o gv'sm‘\

Dely cosn 4 ol seles repoids

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the sarias.
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7. Record Sefies Format(s) 8. Record Series Sequence 9. Volume
. Q File Drawer(s)
0 Letter Size D Microfilm O Alphabetical 5 O Microfilm Reel(s)
. ‘D Computer Tape(s)
O Legal Size O Computer Tape "0 Numerical Number 0 Other (specify)
)(aound Book O Fioppy Disk X chronological
0 Audio Tape 0 Video Tape 0O Geographical 10. Annual ulabnon File Drawer(s)
. " 0 Microfim Reel(s)
0 Othr (specity | O Other (specity 2 O Computer Tapels)
—_ —_— Number D Other (specify)
11. File is Used 12. File Bocomes Inactive Atter ¥ Y €93
X Daily O Weekly O Monthly ' O Year(s)

13. Curent Location(s)

Conly Bl |

(Bldg., Floor, Room)

6%(533 A((« beh?nAAé’)W&C'

14. Is Record Series Duplicated Elsewhere?

Il (If yes, specify agen
0O VYes

or office)
No

15. Acoes$ Restrictions D Yes
(¥ Yes, cite Law(s) & Regulation(s)

No

16. Audit Requirements
O None & State

& Fedoral B |ndqpe'n55n:

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

.0 Yes

X No

18. Recommendod Retention

Qw\m ot 2 Yms o¢ v\l | + refu\temeﬁ\é
ae wel | whichevet \a \"'Q” , “then A’.‘Ato\/,

19. Name and Title of Preparer

"20. Telephone Number 4'
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21. Date




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

DEPARTMENT OF GENERAL SERVICES .
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20704

AGENCY RECORDS INVENTORY

PAGE ___ OF ___

v I, D epartment/Agency

F\f;(;a\

Sewces

2. Divisi

'Accoum".\'hs

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 purpeses.

4. Record Series Title

Feceuts D"‘/“U‘e Rf}wd‘(’ ) coccent FY

5. Earliest Yoar/Latest Year
¥y w _¥Y7

@ Sovwecs

Chcc\f |7v dslece - *‘5".4
@- Qe Ch-c' rv\ f§-(:— 30"»333 chere cias w/ cheev voper A
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W

os dedet) ¢ heck earetecs,
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6. Record Series Dascription (Briefly describe the types of informationn/documents/fforms found in the series. Include the purpose or function of the series.
R crece tung u/ checly & ) Pnyec (\AC ard 8 qmnouat,

:ﬁ' :‘.'.‘ cmaur'\

hecs sn A

i u{r\"‘e toconciled checias  eheck (,3*\.;&(. .&Pol‘\; $or s hardest 4 w0rd eheck qloﬁg .

w] ssme nedes e geaide 1y ceason,

D None O State

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
D File Drawer(s)
O Letter Size O Micrefilm O Alphabetical 5 . D Microfim Reel(s)
i O Computer Tape(s)
O Legal Size D Computer Tape O Numerical Number -] Olhq (specity)
&Bound Book O Floppy Disk R Chronological Boind Books
\ 10. Annual Accumulation '
8 Awdic Tape O Video Tape 0O Geographical : O File Drawer(s)
. - O Microfim Reel(s)
D Other (specify) O Other (specify) ﬁ O Computer Tape(s)
—————tm—— .Numbor 8 Other (specity)
M &o k3
11. File is Used ' 12. File Becomos Inactve After ¥15cal Year £eds
D Daily &' Weekly O Monthly v DO Month(s) O Year(s)
Number
A ‘(\:"b) “ mel G oupeY
13. Curment Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
. . . (It yes, specify agency or office)
Coun‘\\/ Bwuhﬁ) A(cc\;-n\ﬁmx- " c&r"(e Q Yes No
15. Access Restictions D Yes & No 16. Audit Requirements
(if Yes, cite Law(s) & Regulaton(s)
f Foderal " Independent

any hadware/software

';No

0O VYes

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

18. Recommended Retention

|

Re‘\a n doc ‘*Mcc yeals o Then dts‘}(o{

19. Name and Title of Preparer

20. Tolophone Number A




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

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

AGENCY RECORDS INVENTORY

PAGE __ OF ___

v ), Dopartment/Agency 2 Dmsion .

Fﬁ“'\ SCN‘\LM Acco‘m‘yfﬂs

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 purposes.

4. Record Series Title

ACCcu.ﬁ.‘k\.’i D&yah‘e ‘z\c,f;ot’\.s 3 Ton cmem’\

5. Earliest Year/Latost Year

TYay w ¥Y46
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6. Record Series Description (Briefly describe the types of informationn/documents/iorms found in the series. Include the purpose or function of the seriss.
het v & check tung w/ check & payee | c\e\.e) and B amount,

@ Qedet Cneee p\ﬂ.«\;vg\ﬁ‘. ~ l'\stms o chetk s W / thec®s yopeyer At RUTITE R Tnvorr gmovals , check ooyt
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7. Record Series Format(s) 8. Record Series Sequence . 9. Volume
Co . D File Drawert(s)
O Letter Size D Microfim D Aphabetical 2 . B Microfilm Reel(s)
: O Computer Tape(s)
O Lega! Size O Computer Tape D  Numerical Number B Other (specify)
& Bound Book O Floppy Disk ® Chronclogical Brleis Boxes
0 Audio Tape O Video Tape O Geographical 10- Annial Acoumulaten o Drawer(s)
. . O Microfilm Reel(s)
O Other (specify) O Other (specify) l D Computer Tape(s)
—— Number B Other (specity)
8».1km:. Boves
1. FileisUsed  Not cfen 12. File Becomes Inactive Atter ¥:5¢al Yeal £ds
O Daily 0 Weeldy 0 Monthly — O Month(s) O VYear(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. s Record Series Duplicated Elsewhere?
. ('t yes, specify agency or office)
CourAY. Bmu‘“&) 5%(:\5( ﬂnq btk.na 5\'«3(_ D Yes No
15. Access Restictions O Yes & No 16. Audit Requirements
(if Yes, cite Law(s) & Regulation(s) ’ .
O None [ State  ©f Federal [ Independent

17. Is an Index System Used? (If yes, explain briefly and describe - 18. Recommended Retention

any hadwaro/software

(No

D Yes
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13. Name and Titl of Preparer 20. Telephone Number

.21. Date




DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
/stuctions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION ' . "
; 1w or revisad record series, forward with Record 7275 WATERLOO ROAD
.o "/'Ratennon Schedule (DGS 550-1) P.Q. BOX 275 : _ i
JESSUP, MARYLAND 20784 PAGE__ OF ___
4 vl Department/Agency 2. Division 3, Unit
Gavax.

DEFINITION - RECORD SERIES - A group of related records norrnally filed and usad as a unit for referance as well as retention and disposition purposes

I (osa bl hncks Sk ”;'%f%}”

6. Record Series Dascnpuon {Briefly describe the types of informationn/documentsAorms found in the series. Includs the purpose or funcnon of the s ssnes '

7. Record Series Format(s) 8. Record Series Sequence 9. Volume e BH .-
. ﬂ File Drawer(s)
O Letter Size 0 Microfim 0 Alphabetical D‘O ‘O Microfiim Reel(s;
0O Computer Tape(s)
O Lsgal Size O Computer Tape )zr) Numerical : : Number O Other (specify)
0 Bound Book O Floppy Disk }zﬂ Chronological -
10.-Annual Accurnulation . - &
0 Audio Tape O Video Tape 0O Geographical ) O -Fie Drawer(s)
' . . . . ' Microfiim Reel(s)
Epo"‘e" (specify) D Cther (specify) - ° : : D - Computer Tape(s)
i ! ‘ ' ~ Number -0 -Cther (speciy) .
11, File is Used S | 12 File Bocomes Inactive Atter =
O Daily O Weekly O Monthly —_— O Month(s)
’ “Number
AL
13. Cument Location(s)  (Bidg.. Fioor, Room) || 14. Is Record Series Duplicated Elsewhers?
(I yes, specify agency or office)
10, wW s W Ve P N g
15. Access Restrictions O Yes . 16. Audit Requirements | LA
{if Yes. cite Law(s) & Regulation(s) : ‘ R
S O None O State O Federal a] lndependent :
17. Is an Index System Used? (if yes, explain briefly and describe X 18. Recommended Retenticn
any haé:varelsoftwara . : , ,
0O Yes w No ' o . ‘ 7
. %2_.15 e % 4

19. Name and Tile of Preparer 20. Telephone Number - .| 21. Date -
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DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each "RECORDS MANAGEMENT DIVISION
new or revised record series, forward with Record ‘ 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
: JESSUP, MARYLAND 20784 PAGE __ OF __
‘e ), D epartmenvAgency . 2. Division 3. Unit -
"/':.f;(_':a Seigied » Auom‘\' ng - : -

DEFINITION - RECORD SERIES - A group of related records normaﬂy'ﬁlod and used as a unit for reference as well as retention and disposition purposes.
S. Earfiast Year/l.atest Year

e 5 Sewer Billipy Repots 045w fY%

4. Record Series Title

6. F'tecord. Series Description (Briefly describe the types of informationn/documentsforms found in the series. Include the purpose or function of the series.

7. Record Series Format(s) 8. Record Series Sequence 8. Volume
: O File Drawer(s)
¥ Letter Size O Microfilm D Alphabetical 3 0O Microfilm Reel(s)
R A 00 Computer Tape(s)
0 Legal Size 0 Computer Tape O Numerical ] Number R Other (specify)
? oL i < ") e <
O Bound Book O Floppy Disk X Chronological o onis eves
. ' X l «
0 Audio Tape O Video Tape O Geographical 10. Annual Accumu A e Oraweris)
. . 0O Microfiim Reel(s)
DO Other (specify) D Other (specity) |- Q O Computer Tapels)
——— ——— Number 8 Other (specify)
Bﬁn‘,‘}(ls E)o)‘.(’ £
11. File is Used 12. File Becomes Inactive Atter Y Y ef\cB
O Daily O Weekly X Monthly - O Month(s) O VYear(s)
: Number
13. Current Location(s) (Bldg., Floor, Room) 14. is Record Series Duplicated Elsewhere?
. . (If yes, specify agency or office)
Cou‘r\“\\\/ Bu\‘d‘z ho ) 64-9"466 /.)Ce_o\ hok,,d 5‘466 | O Yes R No !
15. Access Restrictions ~ © O Yes . § No -l 16. Audit Requirements ;

{If Yes, cite Law(s) & Regulation(s)
O None ©f State @ Federal ¥ Independent

17. Isan Inde:r Sy:;em U:ed" {If yos, explaln briefly and describe 18. Recommended Retention /?@?/ /\) f 3 /"
anyvhadw o/softwar ,?Nd» VM’Z y// % / 7

O Yes - H N e /KMW—W&G.
L e s DS
//&5 /ry
19. Name and Title of Preparer 20. Telephone Number .i 21. Date
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DEPARTMENT OF GENERAL SERVICES .

RECORDS MANAGEMENT DIVISION
7275 WATERLCO ROAD
. . P.0.BOX Z75
JESSUP, MARYLAND 20754

2 bivis’cn '

3. Unit

4 RacedSemsT?ﬂ(/(Z{/

\L.

s Record Series Das... ption (Bneﬂy deszriba the types of i
Read Cstode Tojes 1906 -9 & R3- %
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7. Recard Series Format(s)
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o Lsgal Sae o C! Computar Tage U
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o /WM _
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// u‘d{5 M r/</¢cf // Loss
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Yo

15. Accass Restricions - .03 Yes
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DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O.BOX 275 .
. JESSUP, MARYLAND 20784 | PAGE __ OF __
v 1, D epartmenvAgency . * | 2 Division 3. Unit
ﬁb(q] Seyvices ﬂCCoun-an_ . u‘*“”“&
DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year
- - . T [ . {9 ey
LH’)\F}IQ') EDxl\f:’\c‘\ lYonSQQ:L'D'\ : L3 1E o Presvd

6. Record Series Description (Briefly describe the types of informationn/documentsfforms found in the series. Include the purpose or function of the series.
CO"?’:UM P* 1on Piosd reports - (\mount of satey usaqe Sor a QuIvrer
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Faurmey 2 repisyers - Pmound Wliected by eV vasi surer’s office daily

7. Record Series Format(s) 8. Record Series Sequence 8. Volume
A @ File Drawet{s)
Q'{etter Size - @ Microfilm 0O Alphabetical : : O Microfilm Reel(s)
____3 g ‘0 Computer Tape(s)
O Legal Size O Computer Tape ‘"D Numerical : Number @ _Other (specify)
: Ba&es
O Bound Book O Floppy Disk ;z/’ Chronological
0. Accumulatio
0 Audio Tape O Video Tape O Geographical 10 Annual Accumudation Drawers)
. . . O Microfilm Reel(s)
D Other (specify) : D Other (specify) 10 mputer Tape(s)
- ——— Number Other (specity)
OXE $
11. Fileis Us;? 12. File Becomes Inacﬂvez(ue
Daily D WeekKly O Monthly b Month(s) O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
. (If yes, specify agency, or office)
Wity Billing Stortrao m D Yes No
15 Awes£ Restrictions O Yes fNo ) 16. Audit Requirements

{H Yes, cite Law(s) & Regulation(s) :
O None { State O Federal %dependem

17. Is an Index System Used? (If yos, explaln bneﬂy and describe 18. Recommended Retention
any hadware/software '

. : Bre eyt ?'l"‘* Tt )
ave & B Mmdﬂ
ga/fyrrsﬂddﬂﬂz ‘
L DEST—

19. Name and Titls of Preparer  20. Telophone Number 21. Date
A ad) FRy L juRrs
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DEPARTMENT OF GENERAL SERVICES. AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new or revised record series, forward with Record 7275 WATERLOQO ROAD
Retention Schedule (DGS 550-1) . P.O. BOX 275
: JESSUP, MARYLAND 20794 PAGE __ OF ___
v 1, D epartment/Agency 2. Division 3. Unit
Fiscal Seruices . © Pccount Y g VST R PR

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

4. Record Series Title 5. Earcf;e‘st Year/Latest Year
] S .
chourﬂ Raolounees A1 _to pits

6. Record Series Description (Brisfly describe the types of informationn/documentsfforms found in the series. Include the purpose or function of the"series.

QCCDUQ‘\'& EC;.\\C)YTC,L_ ZQPQ{4 S - man,‘.},‘ IL{ %—“C‘V\Qx Q{\o\foq’i’) Sl ount
. : Al die { ot
ACCoun-\ 5 Feceivable K—_\qmq ZQPQ v+s A o4 Rath manty

ﬂc_.ng M Bolance Kepordt - (RO €n d .
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
' O File Drawet(s)
B/Lener Size 0 Microfim O Alphabetical . D Microfim Reel(s)
. O Computer Tape(s)
D Legal Size D Computer Tape D Numerical Number -4 é.i\er (specity)
X €
O Bound Book O Floppy Disk = . & Chronological
; X Accumulatio!
0 Audio Tape O Video Tape O Geographical 10. Annual Accmilate" Fie Drawerls)
. . , é O Microfim Reel(s)
D Other (specity) O  Other (specify) . O Computer Tape(s)
_ e ~ Number Other (specify)
Bokes
19. File is Uség, ' 12. File Becomes Inactve mA)er
Daily 0 Weekly D Monthly - Month(s) O Year(s)
. Number
13. Cument Location(s) ' (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

o ~ - - (It yes, specify agency or office)
Uditi+y E-.\\t,no\ Store yoom O Yes No

15 Aecesé Restrictions D Yes ; No 16. Au&itRequiremems
(If Yes, cite Law(s) & Regulation(s) B/ .
0 None E/State D Federal Independent

17. Is an Index System Used? {(If yos, explain briefly and describe 18. Recommended Retention (—-‘
any hadware/software ) ‘ . . 0/6
oY E/Nc’ ' - / BC St wrorgu
}e'c,\r end\ W“"‘s‘%‘f{'
TUveT.
9. NSme :)r:d Title of Preparer 20. Tolephone Number 21. Date )
i 9] )—Q,\,) \/.U{Y_S - -
Bfl\&r'):,\ Monasier - 30i- L4YS -J5%TE§ - ) C{")

DGS 5504 (Rev. 1793)
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DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for @ach - RECORDS MANAGEMENT DIVISION ’
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
‘ JESSUP, MARYLAND 20784 i PAGE __ OF ___
v/, Department/Agency ' . 2. Division ‘ ' 3. Unit
F—BCQ.(. Seruice sy . ﬁcqouh#iqq ' Uditidies
DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and dsposmon purposes.
4. Record Serios Title ’ S. Eamest YearfLatest Year
PRS- . b
)q(‘cozm‘fs Zeceivable. yronsauction S
6. Record Series Dascription (Briefly describe the types of informationn/documents/forms found in the series. include the purpose or function of the saries.
Account s Poceivalblle, Paygnmants - camount collecked by el Trrasurec's
0SSy X C\cn Ic.{
1HUDACL t‘_,g\ V4 L\&‘hnc\,- <A wOoun Nt L \lcd 4o wWwstoner
Rolding Tank Tickets -
\,L'\'\a-('r VSR SN
7. Record Series Format(s) 8. Record Senes Sequence - 9. Volume
o X D File Drawer(s)
%etter Size D Microfilm O Alphabetical D Microfim Reel(s)
__/9___ o mputer Tape(s)
D Legal Size 0 Computer Tape DO Numerical Number Other (specify)
. { e
D Bound Book O Floppy Disk ’ Chronological
' 10. Annual Accumulation
0 Audio Tape O Video Tape 0O Geographical . O File Drawer(s)
. . - O, Microfilm Roel(s)
O Other (speciy) D. Other (specify) S O Lomputer Tape(s)
_— —— Number Other (specify)
"
. Flels Usee 12. File Becomes Inactive  Agar
Daily O Weekly D Monthly [ th{s) O VYear(s)
Number
13. Current Location(s) (Bldg., Floor, Room) ) 14. Is Record Series Duplicated Elsewhere?

. (lf yes, specify agency or office)
U\-\s\i-‘—u‘ Bi\\'\r\c\ S-\-Qre._YOO"') Yes No

1;’: Acees& Restrictions D Yes E/ No : 16. -Audit Requirements
(i Yes, cite Law(s) & Regulation(s) { m/ .
O None State o Federal . Indepsendent

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

O Yes a/ No

18. Roeornmended Retention

Y o Z = poned e 2

#%;é/;ﬁ,gé/%z%

KISrry.

9. &ame and Title of f’reparer 20. Telephone Number '- ' 7| 21. Date

dren Liers | AN
Billing WManaser 30/- S -0538 | -

ev.
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DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY

Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION

new or revised record series, forward with Record 7275 WATERLOO ROAD

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

: JESSUP, MARYLAND 20784 - PAGE___ OF ___
's ), DepartmentAgency . | 2. Dwsion . 3. Unit . .
i ; | o S idie
Figca] Seruioes ACC'O““+'n°1 U+ : .°

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

4. Record Serigs Title ) 5. Earliest Year/Latest Year
L’\‘O’K okqurb iwﬂbﬁd

6. Record Series Description (Briefly describe the types of informationn/documents/fforms found in the series. Include the purpose pr function of the saries.
F‘ Nals - hamge o wdividaals 46 o property.
C‘)\QLL ruder Why Y ey yen 4 S(Uﬁ'c\\crﬁng\ meQr\

ruter Qhonge oot - Naw  maker o hawy heen B Wplaced witw

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
& File Drawer(s)
2( Lefter Size D Microfilm D Alphabetical / 0 Microfiim Reel(s)
19 D Computer Tape(s)
0 Legal Size D Computer Tape D Numerical Number B ger (specify)
Y &
1 Bound Book 0 Floppy Disk 2 Chronological
10. An| Accumulati
0 Audio Tape O Video Tape O Geographical | 10 Annual M e Drawerls)
. ; 0O Microfim Reel(s)
0 Other (specify) O Other (specity) : g . O Gomputer Tapa(s)
—_— ————————— Number Other (specify)
Roxe s
11. Fileis U 12. File mes Inactive Al .
] s?Daiiy 0 Weekly O Monthly __g:‘; ﬂ}:ﬂonlh(s) O VYear(s)
: Number
13. Current Location(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

i (it , specify ffice)
U-\}\l'+~3 %;le’\c\ HHore room l:lyesYes i WN‘;

15. Access Restrictions OYes: & No 16. Audit Requirements
(f Yes, cite Law(s) & Regulation(s)

O None O Federal & Independent

17. Is an Indox System Used? (If yes, explain briefly and describe 18. Recommended Retention .
any hadware/software o ge)ﬁﬂ) %f— £/6

g ves o No

19. Name and Titie of Preparer 20. Telephone Number

Auc\re}a] LioRrS

Billing Manuyrr
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et g B, o DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
mmﬁm«m-mmum "RECORDS MANAGEMENT DMSION ge- S
now_or revissd record senies, forward with Record 728 WATERLOO ROAD "
M‘m m (008 550-1) P.O. BOX 718 -

i JESSUP, MARYLAND 20794 PAGE _]_OF 5

v 1, DoparynenvAgency - 2 Diison 3. umt
FISCAL SERVICES PURCHASING

DEFINITION - RECORD SERIES - A proup ¢f relatad recorcts normally fled and used ss & it for rafererca as wel &s reteition and dieposition PUrpOSet.

4. Record Seres Thta
PURCHASE ORDERS/REQUISITIONS

. Earbert Yoar/Lams! Yoo! ;

FY 90 » EY 34

PURCHASE ORDERS/REQUISITIONS

8. Racard Saries Description (Briefy dewcribe the types of informationnciocumentsAorms found in the seres. inchuds the purposs or Anation of the series,

7. Rscord Senes Format(s) 8. Revort Serles Sequence 9. Volume
: - X Fis Drawer(s)
Kiatter Size O Microfim &  Aphabetical D Microfim Real(s)
&3 £ Computer Tape(s)
D Lega! Sus D Computer Tape D  Numeroa 1 Number D Other (specity)
T Beund Book D Floppy Disk 8 Chronologies! ,
0 Audio Tape 8 Vicdeo Taps O Geographice! 10. Annwal w%" Fie M.)
. im Rool
D Oar (spacity) D Other (spocity) 3 Dom”-,wg’
Number G Other (spectly)
11, Fie is Used 12. Fle Becomas (nactive After
D Daily D Weely - M Monthly e o Monihs) B Yearts)
Nurmber
13, Cument Lodation(s)  (Bidg.. Fioor, Room) 14, Is Record Serias Duplioated Eisewhers?
CHARLES COUNTY GOVERNMENT BUILDING (ﬂ »- u-dfy -o-gy or oftics)
 EHREEASING OFFICE i
_OF CYNTRAL STOREROOM
15. _Aaom Rasrictons 01 Yes X No 16. Audt Requirements
{H Yea, cita Law(s) & Ragulation(s) )
N . D Noe DSt D Fedenn D independent
17. is an index System Used? (it you, expiain briefly and describe . Recommended Retention ]
my hadwara/software ,
O Yo & No- 57/ 7 YEARS, Tt/ D5%7

19. Name and Titie of Praparer

.. THOMAS E. KELLEY
CHIEF OF PURCRASING

20. Telsphone Number

(301) 645-0656

21, Dam

7/9/97

R




M-Ym&%t‘mmbm

Retwntion Schedus (DGS 850-1)

now o revisac! record series, forward with Record

P

ODEPARTMENT OF GENERAL BERVICES
RECORDSE MANAGEMENT DMISION
7278 WATERLOQ RQAD
P.O. BOX T3

AGENCY RECORDS WVENT&Y
L -

JESSUP, MARYLAND 20704

PAGE 2 OF 3

v |, D epartmentvAgency

FISCAL SERVICES

2. Division

PORCHASING

2. Unit

4, Record Series Tts

PURCHASE ORDERS/REQUISITIONS -

DEFINTION - RECORD SERIES - A group of relsted records normally fiact and ussd &3 & U for refersnos 83 well & retention and dposition DUrposes.

S. Earliest Yoar/Latest Your
FI 95 © FY 98

PURCHASE ORDERS/REQUISITIONS

§. Record Serias Dascription {Briefly describe the typas ¢f iInformasionnidocumantsforms found in the series. Include the purpess or Amation of the serles.

Spe 7@/ /.

THOMAS E. KELLEY -
CHIEF OF PURCHBASING

(301) 645-0656

7. Record Senas Formas) 8. Record Seres Sequence 9. Voiume
B Fis Drowet(s)
I Latior Size 0 Microfim X Alphabetics) D Miorofim Reel(s)
: f D Computer Tape(s)
w] ugal Sus D Computer Tape D Numenc Number 0 Other (specify)
[ Bound Baok O Fioppy Disk 8 Chronoiogical
D Audio Tape o Video Tape D Geographica) 1. uub‘?n Fiie Drawer(s)
. B Microfim Resi(s)
D Omer (specity) D Othet (specity) , -3 O Computer Tape(s)
Number O Ovwr (specity)
11. Fin is Used 12 %Mmm
X Oaily O Waeekly O Monthy A O Month(s) B Years)
Number
13. Curent Location(s) {Bldg., Floot, Room) 14. s Racord Saries Duplicated Elsewhers?
o ywmt, specity office
CHARLES COUNTY GOVERNMENT BUILDING g ,‘y. um )
- PURCEASING OFFICE - ROOM B-129 : v
15. Accmas Restricsons DYs BN 16. Auch Requrements
{lf Yos. o Law(s} & Regulaton{s}
, O None X Swb 0 Federal O independent
17. s an index System Used? (If yns, explain briefly and desribe 18. Recommentied Reention
any hadware/softwars
O Yau X No 7 YEARS
19. Name and Tite of Preparer 20. Telaphone Numbier 21. Daw

718197

(Hev. 183}

e




. DEPASTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
4 Instructions - Type or Print & separate hnn for aach RECORDS MANAGEMENT DMVIBION 4.
#1 new ot revisad racord senes, forward with Record 72T$ WATERLOO ROAD -
Rewenton Scheduds (OGS 850-1) . P.0. BOX 778 )
JESSUP, MARYLAND 20704 PAGE 3 OF _3_
{v !, Deparrnenvagency 2 Dvwion 3. Uni
FISCAL SERVICES PURCHASING

DEFINIMON - RECORD SERIES - A group of related records normally fllad snd used &s 8 it for felersnce &5 well &s retenion and dsposiion PUrDCess.

4. Record Senes Tite
BIDS/CONTRACTS

£. Earts: Yearianst Yeur
FL 26 w_XY 89

PROVISIONS, GENERAL CONDITIONS, CONTR
CORRESPONDENCE, ETC.

» BONDS,

6. Racord Serias Dascripbon (Bnoﬁymwwwofmmmmm found In the series. inciude the purpose or Ainction of the senes.

RECORDS OF ALL FORMAL BID SOLICITATIONS INCLUDING ADVERTISEMENT, SPECIFICATIONS, SPECIAL

INSURANCE CERTIFICATES, GENERAL

7. Recorg Senat Formai(z) 8. Record Seriss Sequance 8. Votume
4 & Fio Drawer(s)
0 Latter Sgo 0 Microfim O Alphabetoal O Mcrofim Real(s) -
A : A3 O Computer Tape(s)
B iogal Sus 0 Corpuier Tape E Numaernical Number " O Other (speaity)
O Boung Book O Fioppy Disk C Cnronoiogical :
' O Microfim Reel(s)
SO Number 0 Othet (specity)
. 11, F\!nsUs?d 12 Flie Becomes inactive Aftet
o Dally O Waekly E Monthy 7 O Monts) X vearis)
Numbe!
13, Cument Locavon(s)  (Bidg.. Fioor, Room) 14. i Record Seras Diplicstad Elsewhers?
CHABLES COUNTY GOVERNMENT BUILDING (if ynt, specity agsncy ﬂfﬂﬂh)
SING OFFICE 0 Ye P N
OF CENTRAL STOREROOM
15. Acomss Resvicsons Dy B 16. Audt Requirements
{1 Yes. tito Law(s) & Regulation(s)
D Nene & Suw D independant

D Fedsnal

17. is an (ndoex System Used? (M yas, o:phm bmfly and cascribe
any hadware/software

%Yu

WRITTEN LOG BOOK

D No

18. me Retantion

170.%
m 7 Years, 7w DES|T 5y

13. Name and Tite of Praparer

TROMAS E. KELLEY
CHIEF OF PURCHASING

20. Telphons Number

(301) 645-0656

| 21. Date .

DG 5301 (Rev. 1887




» Type ot Print a separate form for each

DEPARTMENT OF GENERAL SERVICES AQENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

new Or revised recors series, forward with Record 7276 WATERLOO ROAD
Relention Schedule (DGS £50.1) P.O. BOX 276
JESSUP, MARYLAND 20704 PAGE 4 OF S
v I, D apartmenvAgency 2. DMaion 3. Unit
FISCAL SERVICES * PURCBASING

DEFINITION - RECORD SERIES - A group of refated records normally nu and used st & unh for refersnce a2 well as remntion and dieposition PUrposss.

4, Record Beres Tile
BIDS/CONTRACTS

8. Rarfiest YowrAalnst Yoar
FY 90w _EX 98

CORRESPONDENCE, ETC,

€. Reccrd Series Dascnption (Briefly describe tha types of informationnidocuthentsforms found In the seriss. Indude the purpese or function of the serles.

RECORDS OF ALL FORMAL BID SOLICITATIONS, INCLUDING ADVERTISEMENT, SPECIFICATIONS, SPECIAL
PROVISIONS, GENERAL CONDITIONS, CONTRACT, BONDS, INSURANCE CERTIFICATES, SPECIAL

e B fg 2

THOMAS E. KELLEY
CHIEF OF PURCHASING

7. Record Senes Format(s) §. Record Baties Ssquence 9. Yolume
& Fis Orawer(s)
T Lette Size 0 Mierofim D Aliphabetical ' D Micoim Resi(s)
=10 B Computer Tape(s)
Jiaga! Size O Computer Tape X Numerical Number D Otwr (specity)
B Bound Book O Fioppy Disk O  Ohronologioal
B Audo Tape D Video Tape D Geographiosl 10. Anrwsl """""";' £3e Drywer(s)
Mioroftn s
D Other (specity) D Other (specity) 1 now Tm))
. — Number Q Other (spechty)
11. Pieis Used 12, Fls Becomas inactive ARer
& Owiy D Weekly O Monthly Z D Months) X Yourts)
Numbet
13. Currant Looadon(s) (Bigg.. Ficor, Room) - 14. I8 Record Beries Duplcated Elsewhare?
. (it yos. epecify or ofice)
CHARLES COUNTY GOVERNMENT BUILDING _ 0 Yes No
PURCHASING OFYICE ROOM B-129 .
_16. Acosss Regtrictions D Yes X No 18.  Audt Requirements
(M Yas. cite Law(s) & Regulaton(s) .
D None BHowte D Federw D independent
17. Is an index Bystem Usad? (If yes. explaln brisfly and dasoride 18. Recommendsd Retention
any hadware/software
- G .8 Neo 3 o
MINIMUM 7 YEARS
WRITTEN LOG ‘BOOK ' :
19. Name and Titie of Preparer . ‘I’W Number . Daw

(301) 645-0656




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
- Type or Print a saparste form for aach RECORDS MANAGEMENT DIVISION
new Of revised record series. forward with Record 7278 WATERLOO ROAD .
Ratention Schedule (DGS 880.1) P.O, BOX 275
JESSUP, MARYLAND 20764 PAGE 5. OF _S_
v i, D spartmenvAgency 2. OMeion " 3. Unit
FISCAL SERVICES 'PUﬁCHASING

DEFINITION - RECORD SERIES - A proup of related records normally fiad and used &s 8 unit for reference as well as retention and depcsiton PUPOSSS.

4. Record Senes Tie
STOREROOM RECEIPTS

6. Eaviiest Yosr/atost Yoo
R v XY 97

STOREROOM SALES RECEIPTS

6. Recotd Series Desonption (Briefly desaribe the typas of infarmatisnn/documenta/iorms found in the serias. inciude the purpese or function of the series,

7. Record Senes Format(s) 8. Record Series Sequence 9. Youume
X M oc-:(.-.)“ )
O Letter Siza -~ O Microfitm 0 Alphabetioa! : 0 Mioofim ()
—_— O Compuer Tepe(s)
O Lagal Size 0 Computer Tape B numerca Number O Other (spaolty)
Ebeund Book O Floppy Disk . 0 Chronologion!
0 Aude Tape T Vides Tepe D Geographical 10. Anrual g Fie Orawer(s)
. Miarofim O]
D Other (specity) D Cther (specity) 1/10 n m T::(':)
S Number O Owhet (spealty)
11. Fle is Used 12. Fia inactive Alter
G Daly O Weekdy B Montty O Monthis) X Yoar(s)
. Numbor
13, mmm Loonbon 5 Gé) ., Floor, Room 14. 18 Record Series Duplicsted Elpewhere?
UtH’Y RNMENT BUILDING f yos, spacify agency
BURCHASING OFFICE : o Ve X M m)
REAR OF CENTRAL STOREROOM
_35. Acosss Restrictions D Yo % No 18, Audt Requirements
(¥ Yes. cite Law(s) & Reguiaton(s)
D Nere JOSu O Federst 13 independent

17. 18 an index Sysiem Used? (If yes, expiain briefly and descride
any hadware/software

O Yes Z No

18 Rooommondod Retenton

19. Name ard Title of Preparar

THOMAS E. KFLLEY
CHIEF OF PURCHASING

20, Yelephons Number

(301) 645-0656
w

21. Dee

7/11/97

V.




