
CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. s\ , ^

Page 1 of 4

Agency Division/Unit
CHARLES COUNTY GOVERNMENT ANIMAL CONTROL/ANIMAL SHELTER

Item
No.

1

2

3

4

Description

GENERAL CORRESPONDENCE

Subject arrangement of original incoming letters,
outgoing letters, memorandum, and any and all
correspondence of Animal Control or the Shelter.

TIME AND ATTENDANCE

Files may contain some or all of the following:
weekly time sheets or time cards, leave requests,
comp time requests.

EMPLOYEE PERSONNEL RECORDS

Files may contain some or all of the following:
evaluations, awards, training, written correspondence
certificates, incident reports, etc.

FISCAL YEAR BUDGETS

Budget expenditure files for departments, tracking
of expenses, invoices, purchase orders, check
request, etc.

Schedule Approved by Department, Schedule Authorized
Agency, or Division ReopeSentative i ^ / /

Signature frLUl/w^^y&^jLs)
Typed Name^tugene t . Lauer Signature JUN 2 2
Title County6/dministrator

Retention

Screen annually. Destroy
material having no further
administrative, fiscal, legal,
or operational value. Retain
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.

Retain for 3 years,
then destroy.

Retain for 3 years after
termination, then destroy.

Retain for 3 years,
then destroy.

by State Archivist

•

1998

^



CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule N o . ^ &^->

Page 2 of 4

Agency Division/Unit
CHARLES COUNTY GOVERNMENT ANIMAL CONTROL/ANIMAL SHELTER

Item
No.

1

2

3

4

5

6

7

8

Description

ANIMAL SHELTER

PROFILE TICKETS - WHITE/YELLOW COPIES

Contain animal ID #, description, status, cage #
treatment given, color, age, test results, intake
person and pick up location.

CAGE CARDS

Cards contain animal description, cage number,
shots given, diet requirements, reclaim, rescue,
adoption information and charges.

COMPLAINT TICKETS - YELLOW COPIES

Contain complaint information, date, time, address,
directions, contact name and dispatch time.

DAILY DEPOSIT RECORD/RECEIPT BOOKS

Daily Deposit Report showing receipt of all monies
collected at the Shelter.

YEARLY STAT AND EUTHANASIA BOOKS

Books contain: monthly reports on stats and euthan-
asia. Stat Book will contain animal intake counts
for each ACO and each County

DAILY COUNT RECORDS

Contains physical and computer counts of all animals
at the Shelter on a daily basis.

ADOPTION CONTRACTS/APPLICATIONS

Original adoption contracts/applications completed
at time customer adopts animal.

RADIO LOG/LOST FOUND FAX/LOST-FOUND REP

Log of all radio calls taken each day. Lost and Found
fax report faxed out 3 times a week. Lost and Found
Reports taken over phone.

Retention

Retain 3 years, then destroy

Retain 3 years, then destroy.

Retain 3 years, then destroy.

Retain 3 years and until all
audit requirements met,
then destroy

Retain 3 years, then destroy.

Retain 1 year, then destroy

Retain 3 years, then destroy.

. Retain 3 years, then destroy



•
CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. >* , - ^ - a

Page 3 of 4

Agency Division/Unit
CHARLES COUNTY GOVERNMENT ANIMAL CONTROL/ANIMAL SHELTER

Item
No.

8

9

10

11

12

13

1

2

Description

ANIMAL SHELTER CON'T.

BILLING RECORDS/OFFICE FILES

Assorted billing records of all invoices, bills, expense
vouchers, monthly reports for drugs, gasoline useage,
work requests, purchase orders, check requests,
traffic reports, license reports, test kit reports/useage,
van mileage, vendor files, Veterinarian files, work
schedules, etc.

CANCELLED CHECKS - IMPREST ACCOUNT

All cancelled checks used to pay vets medical
expenses for adopted animals, rabies reimburse-
ments, rabies clinic expenses, refunds on adoptions,
etc.

PAID VET BILLS/PINK CONTRACT COPIES

Files contain check requests and pink copies of
adoption contracts billed by Vets.

VICS WORKERS SIGN IN SHEET

Sign in sheet for Volunteers in Community Service
showing printed and written names.

VICS WORKERS FILES

Vies workers Court referral forms from three (3)
counties; liability Release and medical forms.

POLICY BOOKS/MEMORANDA BOOKS

Policies of Tri-County Animal Shelter. Memos
concerning procedures at the Shelter.

ANIMAL CONTROL

DOG LICENSES

Individual Licenses issued to dogs in Charles County
as per State Law.

CRUELTY INCIDENT REPORTS
Reports filed by officers - results of investigations.

Retention

Retain for 3 years and until
all audit requirements met,
then destroy.

Retain for 5 years and until
all audit requirements met,
then destroy.

Retain for 5 years and until
all audit requirements met,
then destroy.

Retain 1 year, then destroy.

Retain until service com-
pleted and then return VICs
Office.

Retain until updated or
superceded, then destroy.

Retain for 5 years, then
destroy.

Retain for 5 years, then
destroy.



CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Agency
(Continuation Sheet)

Schedule No. /^ —-=>-o

Page 4 of 4

Division/Unit
CHARLES COUNTY GOVERNMENT ANIMAL CONTROL/ANIMAL SHELTER

Item
No.

3

4

5

6

7

g

g

Description

ANIMAL CONTROL CONT.

ANIMAL CRUELTY NOTICES

Investigation/Seizures notices. Copies of notices
given to citizens in violation of cruelty laws.

CITATIONS

Citations written for violation of animal regulations.

ANIMAL CONTROL BOARD FILES

Copies of subpoenae and complaints filed with the
Animal Control Board.

EMPLOYEE VACCINATION RECORDS

Files tracking rabies vaccination status of all
Animal Control personnel and Charles County
Humane Society employees.

TRAINING RECORDS

Record of all training given to employees.

ANIMAL BITE REPORTS

Maryland State Bite Reports

PHOTO/VIDEO/AUDIO FILES

Recorded investigation files.

Retention

Retain for 5 years, then
destroy.

Retain 3 years, then destroy

Retain 3 years, then destroy

Retain for 2 years after
termination, then destroy.

Retain for 3 years after
termination, then destroy

Retain 1 year, then destroy.

Retain 5 yrs, then destroy.



.uctions • Type or Print a separate form for each
H or revised record series, forward with Record

«tention Schedule (DGS 550-1)

ft, Department/Agency x -

£\T\^QSL (LonW Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20704

2. Division . ,

FVn i rrrJ} ^oV^eLW"

AGENCY RECORDS INVENTORY

PAGE OF

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 5. Earliest Year/Latast Year

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

Time e^cordS

7. Record Series Format(s)

D Letter Size Q Microfilm

pteQal Size • Computer Tape

0 Bound Book 0 Floppy Disk

Q Audio Tape D Video Tape

|& Other (specify)

8. Record Series Sequence

sZf Alphabetical

0 Numerical

D Chronological

D Geographical

Q Other (specify)

11. RleisUsed .
• Daily JO Weekly D Monthly

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

15. Access Restrictions D Yes 0 No
(If Yes. cite Law(s) & Reguiaton(s)

(£rrf,ae*vboL ^ I A *
17. Is an Index System Used? (If yes. explain briefly and describe

any hadware/software

D Yes ^ No

#>
«-

19. Name and Title of Preparer

9. Volume
0 File Drawer(s)

. 0 Microfilm Reei(:
' U Computer Tape(s)

Number 0 Other (specify)

10. Annual Accumulation
D File Drawees)

/ --) 0 Microfilm Reei(t
D Computer Tape<s)

Number D Other (specify)

12. File Becomes Inactive After •
0 Month(s) D Year(s)

Number

14. Is Record Series Duplicated Elsewhere?
(If yes. spacify agency or office)
D Ye* r / N O

16. Audit Requirements

O None 0 State D Federal 0 Independent

18. Recommended Retention

20. Telephone Number 21. Data

^Lac *,0<-̂ "H ^ S V . t / ' i j )



.uctions • Type or Print a separate form for each
H or revised record series, forward with Record

Atenton Schedule (DGS 550-1)

f\t Department/Agency

ftmmok Con-VroiServ/c^S

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20704

2. Division . . :

F)n\r)Mji Co Yvtrol

AGENCY RECORDS INVENTORY

PAGE OF

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 5. Earliest Year/Utest Year
to

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

C\\<L^ rvACL̂  Ccr^-Wu^o ^ r , A C D f C L H , erf Mf\C -TD / IOLOCA^
 :

CJL\.4,'-PICQJJLS , ^ tc_.

7. Record Series Format(s)

D Letter Size D Microfilm

b Legal Size D Computer Tape

0 Bound Book 0 Floppy Disk

• Audio Tape O Video Tape

D Other (specify)

8. Record Series Sequence

B̂  Alphabetical

D Numerical

D Chronological

0 Geographical

D Other (specify)

11. File is Used
0 Daily D Weekly C^ Monthly

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

IS. Access Restrictions D Yes 0 No
(If Yes. cite Law(s) & Regulation(s)

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

0 Yes D No

If. Name and Title of Preparer

9. Volume
D File Drawer(s)
O Microfilm Re«i(s

• ComDUter Taoefs)
Number O Other (specify)

10. Annual Accumulation
Q File Drawees)
Q Microfilm ReeJ(s;

, ^ _ - ^ _ _ • Computer Tape<s)
Number O Other (specify)

12. File Becomes Inactive After •
0 Months) D Year(s)

Number

14. Is Record Series Duplicated Elsewhere?
(If yes. specify aoency or office)
0 Ye* D No

16. Audit Raquirwiwnts

D Nona a Slat* Q Federal 0 Independent

18. Recommended Retention

ck.s-Wt3u

20. Telephone Number 21. Data



7
.uctions • Type or Print a separate form for each

H or revised record series, forward with Record
Atenton Schedule (DGS 550-1)

j / ( Department/Agency . ' .

An\TncUL Corr^oJ'bevV/ces

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX Z75

JESSUP. MARYLAND 20794

2. Division • i

ftru>rcU ayTi~hrDl

AGENCY RECORDS INVENTORY

PAGE OF

3.Unh

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

PiSfoJL V£A£ 60D£e:rs
5. Earliest Year/latest Yew

to

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

\ n voice-si •> O r̂cVAa.s>€- orders, cwa-cic- ^ c ^ _ ^ H > , bod^-e\ \z>i^dor.

7. Record Series Format(s)

O Letter Size 0 Microfilm

E3 Legal Size D Computer Tape

"iS^Bound Book D Floppy Disk

• Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

0 Alphabetical

0 Numerical

S^ Chronological

D Geographical

0 Other (specify)

11. File is Used
~~O-0aily D Weekly D Monthly

13. Current Location(s) (Bldg., Floor, Room)
Pt-r\ \w\X-G. C c r v V r o l OW?t<L<L

15. Access Resthctons "O Yes 0 No
(If Yes. cite Law(s) & Reguiation(s)

V I A- Com'-f /dcn-ViclL

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

O Yes Q No

*

It. Name and Title of Preparer

9. Volume
t l Hie Drawer(s)
0 Microfilm Reei(.<

• ComDUter Taoef*!
Number 0 Other (specify)

10. Annual Accumulation
D File Drawees)

, 0 Microfilm Ree4(s
' O Computer Tape(s)

Number Q Other (specify)

4" &IN4D£R

12. File Becomes Inactive After •
O Months) D Year(s)

Number

14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
O Ye* D No

16. Audit Requirements

O None O Slate 0 Federal D Independent

18. Recommended Retention

*RjL\Guun -Cor- "5 <̂  ?_a/=> Pnr\^ U n"tv \

- *

20. Tetephone Number 21. Date



7
.notions - Type or Print a separate form for each

M or revised record series, forward with Record
Atention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

(( Department/Agency

•̂  Pi i moQ Covrl ro\ ^x i

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

/\MC> copies

5. Earliest Year/Latest Year.
Qt to Pro, ^-\

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

CorrVcu>> : ID ^ 0-P PHnirvto-C, i Gtescnpf ion oP
p e r s o n , Pm\rroJ£ ^ d &

re Sufe,

7.

11

Record Series Format(s)

D Letter Size 0

0 Legal Size O

D Bound Book 0

• Audio Tape D

'p Other (specify)
4-AU pa p*

. File is Used

Microfilm

Computer Tape

Floppy Disk

Video Tape

8. Record Series Sequence

D Alphabetical

D Numerical 3- n d l \ o n

D Chronological 1 ^ '

D Geographical

0 Other (specify)
V -t

9. Volume

Number

J j File Drawees)
D Microfilm Reel(;

• Computer Tape(s
D Other (specify)

10. Annual Accumulation
^ j " File Drawees)

, y O Microfilm Reel(t
' & D Computer Tape<s)
Number O Other (specify)

Daily O Weekly D Monthly
12. File Becomes Inactive After •

D Months)
Number

D Year($)

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
D Ye* JT No

15. Access Restrictions D Yes D No
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

O None D State D Federal O Independent

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

D Yes D No

18. Recommended Retention

-POV 3

I?. Mame and Title of

\nev.

20. Telephone Number 21. Data



.uctions • Type or Print a separate form for each
* or revised record series, forward with Record

«tention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794 .

AGENCY RECORDS INVENTORY

PAGE OF

Department/Agency

A n i mod C o fl~th-1
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

6. EarUest Yaar/UtMt Year ,

t /3 to M l C <-' r r c n4

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

Animal Cte-sc riphoT) , .LAC\£. numbe-r CLmrrvxH is l o cked in .. bftcJc

7. Record Senes Format(s)

D Letter Size D Microfilm

Q Legal Size

D Bound Book

C Audio Tape

(pother (specify)

Lyy L?M

D Computer Tape

D Floppy Disk

• Video Tape

8. Record Series Sequence

£ ( Alphabetical

D Numerical

D Chronological

D Geographical

D Other (specify)

9. Volume

Number

fi( File Drawer(s)
O Microfilm Reel(t

• Computer Tape(s)
D Omer (specify)

10. Annual Accumulation
j£ File Drawees)

_ D Microfilm Re«l(s
•3 D Computer Tape(s)
Number D Other (specify)

11. File is Used
Daily D Weekly D Monthly

12. FjJe Becomes Inactive After •
2. D Mon»h<s)
Number

Yaar(s)

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

T S - , mam ot^ictL, — a
(n Supervisoics 0?C

14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
D Ye* JS No

15. Access Restrictions Q Yes
(If Yes. cite Law(s) & Regulation^)

16. Audit Requirements

D None D Slat* D Federal D Independent

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

D Yes D No

18. Recommended Retention

and Title of Preparer

; r- At

20. Telephorte Number
CS61)

21. Oats

f7



.uetioas • Type or Print a separate form for each
# or revised record series, forward with Record

jtention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX Z75

JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

PAGE OF

if /, D epartment/Agency

A n / rrodl C on'bru ( Se vy I c £S

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.

5. Earliest Yaar/LatMt Year
to

6. Record Series Description (Briefly describe the types of inforrnationn/docurrwnts/rorms found in the series. Include the purpose or function of the series.

LOrr\pI£«. »ryV ~t~lĈ Cc~t - £'1 U-ect O^V -VOT Cc^cJ^ Ccwvp^O.

IS 0\ W-Cn "Vo P\r\\fr\oQ Com-tvtf\ O ^ F I ££!£., \ /e( (ou3 IS f- Cor^-S

7. Record Series Format(s)

0 Letter Size D Microfilm

0 Legal Size D Computer Tape

0 Bound Book D Floppy Disk

• Audio Tape . D Video Tape

lher (specify)
3K3* -"7/a. Ui

8. Record Series Sequence

D Alphabetical

D Numerical

D Chronological

D Geographical

Other

8. Volume

Number

S'/a'x 11"

Ja R e Drawees)
O Microfilm Reel(s)

O Computer Tape(s)
O Other (specify)

10. Annual Accumulation
tf File Drawees)

y 0 O MierofHm Reel(s)
•^ O Computer Tape{s)

Number O Other (specify)

11. File is Used
Daily D Weekly O Monthly

12. File Becomes Inactive After •
T D Month(«)

Number
D Year(s)

13. Current Location(s)
TCA5

(Bldg.. Floor, Room) 14. I* Record Series Duplicated Elsewhere?
(If yes. specify agency or office) " ^
D Ye* O No

15. Access Restrictions
(If Yes. cite Law(s) & Regulabon(sl

a No 16. Aucit Requirements

O None D State a Federal O Independent

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

18. Recommended Retention

D Yes Q No

y °^>
>aid'Tide of I'repare

v. 1/931

20. Teleprtone Number

(61)
21. Date



jUctions • Type or Print a separate form for each
H 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 20794

AGENCY RECORDS INVENTORY

PAGE OF

$ 1, Department/Agency

™i Control
2. Division 3. Unit

TCA S

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

6. Record Series Description (Briefly describe the types of infwrnabcflrvttxumonts/torms found In the series. Include the purpose or function of the'series.

7. Record Series Format(s)

D Letter Size D Microfilm

Bj Legal Size D Computer Tape

O Bound Book

Q Audio Tape

O Other (specify)

• Floppy Disk

D Video Tape

6. Record Series Sequence

D Alphabetical

D Numerical

Chronological

D Geographical

0 Other (specify)

9. Volume

Number

^ e Drawer(s)
D Microfilm ReeJ(s)

O Computer Tape(s)
O Other (specify)

10. Annual Accumulation
D File Drawees)
O MicrofHm Reel(s)

• Computer Tape(s)
Number D Other (specify)

11. File is Used
D^ Daily O Weekly O Monthly

12. File Becomes Inactive After •
~? D Menth(«)

Number
O Year(s)

13. Current Location(s) (Bldg., Floor. Room)
Itx- fr i - iA 6 1 ; p e r visors

14. Is Record Series Dupfoated Elsewhere?
(If yes, specify agency or office)

jar Y«$ a NO

pec
15. Access Restrictions JET Yes O No

(If Yes. cite Law(s) & Regulaton(s)
16. Audrt Requirements

O None a State a Federal O Independent

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

D Yes

18. Recommended Retention

( J



,uetions • Type or Print a separate form for each
H or revised record series, forward with Record

Atention Schedule (OGS 550-1)

DEPARTMENT! OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20704

AGENCY RECORDS INVENTORY

PAGE OF

•>/, Department/Agency

fi n i rmC CoiMroI c -.e s.
3. Unit

DEFINITION • RECORD SERES • 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 £{j T^AN&S /A

STAT5 &OOKS - AM I MAL^/rVTAKE\ IMPOSITION]
S. Earliest Year/Latest Yea/

q 2. bMiC L>r

6. Record Series Descnption (Briefly describe the types of informationn/documents/forTns found In the series. Indude the purpose or function of the series.

e<xx ^ b c o k corvt-avnS' rvNon+hkj r e p o r t o-P sfe-fS., r"£$co<L.

o n

\AJ-\I. o1?-

7. Record Series Format(s)

)SJ Letter Size O Microfilm

D Legal Size D Computer Tape

O Bound Book D Floppy Disk

• Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

P Alphabetical

D Numerical

jS> Chronological

D Geographical

D Other (specify)

9. Volume

JT
Number

O R e Drawees)
O Microfilm Reel(s

O Computer Tape(s)
D Omar (specify)

10. Annual Accumulation
D File Drawees)

A. O Microfilm Reel(s)
** O Computer T«pe(s)
Number Q Other (specify)

4" ^
11. File is Used

O Daily t/vWeekly O Monthly
12. Pile Becomes Inactive After •

& O Month($)
Number

Year(s)

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

14. Is Record Series Dupficatod Elsewhere?
(If yes. specify agency or office)
D Yes # No

15. Access Restrictions }A Yes
(If Yes. cite Law(s) & Regulators)

D No

r~-\ f\

16. Audrt Requirements

O None O State Q Federal O Independent

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

18. Recommended Retention

D Yes O No

20. Telephone Number 21. Dais

»v. 1793)



f
.uctons • Type or Print a separate form for each

H or revised record series, forward with Record
Atention Schedule (DGS 550-1)

# / , D•partment/Agency

/̂ TMPAcd Control Services.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20704

2. Division

T£ t - C0DnTYBr\irYYii_
6HELT€-E.

AGENCY RECOROS INVENTORY

PAGE OF

3. UnH

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 6. Earliest Year/Latest Year .
^ \ C P to Ql Currt nT

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

Cbmpater print- OvA o£ evern ^ t n x J ! m SJMLXV-er \t\ ft-NY doui^ ^ 5-00 pcc^ec,
C o m P A ^ g i - ; n 1 D ^ oC &-W r>€.uj fvn^-vJls. £.\-\-\ex\rvx -Sust-e^ rAcoJln, / p e r m o n - t h
t_or(\pu^-tr p r y M o o t o£ fv\\ tvr>imva .̂S ieou>vr>^ ^>L\S^e^v\A&UJLL\ /

7. Record Series Format(s)

p Letter Size D Microfilm

• Legal Size G Computer Tape

0 Bound Book D Floppy Disk

• Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

D Numerical

& Chronological

D Geographical

D Other (specify)

IV File is Used
ft Daily D Weekly 0 Monthly

13. Current Location(s) (Blbg., Floor. Room)
p \ L e CMSIMET
TCk<b, LAONi^E-Y 6.60KA

15. Access Restrictions JJ^Jfes D No
(If Yes. cite Law(s) & Regulators)

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

D Yes O No

. r\
/ • r /Nam* and.TWejof PrepaVer

(5? ? / U u .
UV*S 30^/^1 ^h©V, 1/̂ JJ)

9. Volume
XS File Drswer(s)

t D Microfilm Reel(t
' D Computer Tape(s)

Number D Other (specify)

10. Annual Accumulation
J5 File Drawees)

~S/A D Microfilm Reel(s
^ S D ComputerTape{s)

Number O Other (specify)

12. File Becomes Inactive After •
f g . D Month(s) 0 Year(«)

Number

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
D Ye* t^ No

16. Audrt Requirement*

D None D State 0 Federal 0 Independent

1̂ Re«mmencW Retention J)ftj/y ({eC^Q^ ffeSfifr

20. Teiephone Number 21. Date

H^i -1 /997
i '



.uctions • Type or Print a separata form for each
H or revisad record series, forward with Record

4tention Schedule (DGS 550-1)

/( Department/Agency

A'V ' toAi.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

2. Division

~[Z\- C00MTV

AGENCY RECORDS INVENTORY

PAGE OF

3. Unit

DEFINITION • RECORD SERIES • A group of related records normally filed and used as a unit tor reference as well as retention and disposition purposes,

5. Earliest Year/UtMt Year ,

V5 to currentQl

6. Record Series Description (Briefly describe the types of informationn/docurnents/torms found In the series. Indude the purpose or function of the series.

7. Record Series Format(s)

Jfl Letter Size O Microfilm

0 Legal Size D Computer Tape

D Bound Book D Floppy Disk

O Audio Tape • Video Tape

0 Other (specify)

8. Record Series Sequence

J$ Alphabetical

D Numerical

0 Chronological

D Geographical

D Other (specify)

9. Volume

Number

{3 File Drawees)
O Microfilm Reel(j)

D Computer Tape(s)
D Other (specify)

10. Annual
2fc*t!e Drawees)

y ^ Mierefilm Reel(s)
A ^ O Computer Tape(s)

Number D Other (specify)

11. File is Used
O Daily Weekly D Monthly

12. File Becomes Inactive After *
O D Months)
Number

>fl Year(s)

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

OP

14. Is Record Series OupGomted Eteewhen*?
(If yes, specify agency or office)
D Yes p No

15. Access Restrictions j6 Yes
(rf Yes. cite Law(s) & Regu^n(s)

D No

V"• v • A . *m\>

16. Audrt Requirements

D None D Slate D Federal O Independent

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

18. Recommended Retention li?*

O Yes • No

• -w

aj(d TOe of Pr,e irer 20. Telephone Number 21. Oats

'7



. / •

,uctions • Type or Print a separate form (or each
H or revised record series, forward with Record

jtention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 207M

AGENCY RECORDS INVENTORY

PAGE OF

flt Department/Agency

2 CoMrc\

3. Unit

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

6. Earliest Year/UtMt Year
4 4 to <\1

6. Record Series Description (Briefly describe the types of inro*rnati©nn/docurnents/torms found In the series. Include the purpose or function of the series.

L l cUL mAur- Calls b^\ dta^J

7. Record Series Format(s)

• Letter Size D Microfilm

P'Legal Size D Computer Tape

D Bound Book D Floppy Disk

C Audio Tape D Video Tape

O Other (specify)

8. Record Series Sequence

D Alphabetical

Chronological

D Geographical

O Other (specify)

9. Volume

Number

Ef File Drawees)
O Microfilm Reel(s)

O Computer Tape(s)
• Other (specify)

10. Annual Accumulation/^
yt^Tik Drawees)

Microfilm Reel(s)
O Computer Tape(s)

Number D Other (specify)

11. File is Used
D Weekly O Monthly

12. File Becomes Inactive After *
D Months)

Number
O Year(s)

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

TCAS
14. Is Record Series Duplicated Elsewhere?

(If yes. specify agency or office)
D Yes p" No

15. Access Restrictions D Yes Q No
(If Yes. cite Law(s) & Regulation^)'

16. Audt Requirements

• None a State O Federal O Independent

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

O Yes r/ No

18. Recommended Retention

curA
d

/9. Name and Title d Preparer 20. Telephone Number 21. Oats

/ ^ <r "7



.uctions • Type or Print a separate form for each
M or revised record series, forward with Record

Atention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20704

AGENCY RECORDS INVENTORY

PAGE OF

# /, D epartment/Agency 3. Unit

DEFINITION • RECORD SERIES • A oroup of related records normally filed and used at a unit for reference at weD as retention and Jsposition purposes.

5. Earliest Year/Latest Year

3 $ 2

6. Record Series Description (Briefly describe the types of intormati<»rtfo©cuments/rormt found in the aerie*. Indude the purpose or function of the "sane*.

b> \\\rt\ records o-f PHA m vc/c^-r bil/s -Per Supp,\\c^ l<n 9\a\\or,

, C G D M T Y L - « S E N J < L H K. I T

7. Record Series Format(s)

O Letter Size 0 Microfilm

•'Legal Size D Computer Tape

• Bound Book D Floppy Disk

13 Audio Tape- D Video Tape

O Other (specify)

8. Record Series Sequence

,zf Alphabetical

D Numerical

• Chronological

O Geographical

D Other (specify)

9. Volume

Number

jd Tile Drawees)
D Microfilm FUel(s)

O Computer Tape(s)
D Omer(spedfy)

10. Annual Accumulation,^' '
" ^ F U e Drawer(s)

n O Microfilm Reel(c)
« - D Computer Tape(s)

Number D Other (soedty)

11. File is Used
O Daily Q Weekly

nn s*f f i If 3

• Monthly
12. File Becomes Inactive After *

7 O Month(s) O Year(s)

13. Current Locaton(s) (Bldg., Floor. Room) 14. If Record Series DupGcated Elsewhere?
(If y»«. specify agency or offioe)
C^ Yes D No

15. Access Restrictions Q Yes D No
(If Yes. cite Law(s) & Regulation(s)

16. Autf Requirements

Q None O State D Federal O Independent

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

D Yes t) No

18. Recommended Retention

3

/9./NaiL anc/ Trtji of Prroa

U. IM
•er 20. Telephone Number 21. Data



.uctions • Type or Print a separate
H or revised record series, forward

jtention Schedule (DGS 550-1)

# / , Department/Agency

Am mot Ovb-ol 6e

DEFINITION • RECORD SERIES • A

4. Record Series Trtie

CCUncjrJtOcdc>-t€£K

form for each
with Record

Wi'ctS, .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20704

2. -Division

Th-Coun-tVf. fW\inxJi .

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

?>-lMPe_ST zxccoorrr

3.

as well

5.

AGENCY RECORDS INVENTORY

PAGE OF

Unit

as retention and disposition purposes.

Earliest Year/UtMt Year ,
™ T to <TT Cl> rren-b

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

uSed
CLnimrxcJli,

Vets,

7. Record Series Format(s)

O Letter Size D Microfilm

O Legal Size • Computer Tape

O Bound Book • Floppy Disk

Q Audio Tape' • Video Tape

(specify)

8. Record Series Sequence

D Alphabetical

pS Numerical

D Chronological

D Geographical

D Other (specify)

9. Volume

Number

D File Drawer(s)
Q Microfilm Reel(s)

O Computer Tape(s)
# Other (specify)

10. Annual Accumulation
D File Drawees)
O Microfilm Reel(s)

_ _ _ _ _ O Computer Tape(s)
Number D Other (specify)

11. File is Used
O Daily £ Weekly O Monthly

12. File Becomes Inactive After *
•7 O MontrKs)

Number
O Year(s)

13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
O Y«s fit No

15. Access Restrictions Q Yes D No
(H Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

O None O State D Federal D Independent

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

18. Recommended Retention )£?•J*&J

D Yes D No



.uctions • Type or Print a separate form for each
u or revised record series, forward with Record

4tention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

f /, Department/Agency 3. Unit

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

4. Record Series Title

VET&lLUb-PD
6. Earliest Yean

<75
Yaar

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

-Pile, of e a t ^ vdt b'di'rV) TV AS O W

U

7. Record Senes Format(s)

D Microfilm

D Computer Tape

D Floppy Disk

2f Letter Size

D Legal Size

D Bound Book

D Audio Tape

D Other (specify)

0 Video Tape

8. Record Series Sequence

D Alphabetical

D Numerical

ES Chronological

O Geographical

D Other (specify)

9. Volume

Number

jtf File Drawees)
O Microfilm Reel(t

D Computer Tape(s)
• Omar (specify)

10. Annual Accumulation
J$ File Drawees)
O Microfilm Re«l(i

Q Computer Tape(s)
Number D Other (specify)

11. File is Used
Daily O Weekly O Monthly

12. Fjie Becomes Inactive Altar •
*3' O Month(s)

Number
X

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

PAST Y ZOOM,

14. Is Racord Sarias Duplicated Elsewhere?
(If yes. specify agency or office)
O Yaa )K

15. Access Restrictions D Yes
(if Yas. cite Law(s) & Regulations),

D No 16. Aucft Requirements

O State D Federal D Independent

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

D Yes

JX

No

18. Recommended Retention

5

^r^ame and T&e of Preparer

1 (

20. Telephone Number

' < 7 : 2 >? - ( 1



.uctiorts • Type or Print a separate form for each
M or revised record series, forward with Record

jtantion Schedule (DOS 550-1)

DEPARTMENT OP GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX Z75

JESSUP, MARYLAND 20704

AGENCY RECORDS INVENTORY

PAGE OF

if i, Department/Agency 2. Division 3. Unit

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

6. Earliest Year/Latest Year
to

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

5 i f j n i'n fi>h££"t oi VlCE>

7. Record Senes Format(s)

yS Letter Size D Microfilm

O Legal Size O Computer Tape

D Bound Book D Floppy Disk

Q Audio Tape . O Video Tape

O Other (specify)

8. Record Series Sequence

D Alphabetical

D Numerical

Chronological

D Geographical

D Other (specify)

9. Volume

Number

BT" File Drawer(s)
D Microfilm Reel(s)

D Computer Tapa(s)
Q Other (specify)

10. Annual Accumulation
, O Rle Drawees)
/A • Microfilm Reel(s)

^~ O Computer Tape(s)
Number O Other (specify)

11. File is Used
Daily O Weekly D Monthly

12. File Becomes Inactive After •
* O Months)

Number
O Yea/(s)

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

, TOP

14. Is Record Series Duplicated Elsewhere?
(If yes. specify agancv or effie*)
O Y»s JS No

15. Access Restrictions D Yes D^ No
(If Yes. cite Law(s) & Regulaton(s)

16. Aucft Requirements

O None O State D Federal O Independent

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

18. Recommended Ratantion

O Yas No u

20. Telephone Number 21. Data



.uctiorts • Type or Print a separate form for each
H or revised record series, forward with Record

Jtention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

l, D apartment/Agency

\mo.t 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 disposition purposes.

6. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types of information^documentsAorms found In the series. Include the purpose or function of the "series.

CO0R.T &£FtLfiRAl_roersV=> C^Coormgs)

7. Record Series Format(s)

O Microfilm

D Computer Tape

D Floppy Disk

•'letter Size

O Legal Size

O Bound Book

O Audio Tape

D Other (specify)

D Video Tape

8. Record Series Sequence

Alphabetical

D Numerical

0 Chronological

0 Geographical

O Other (specify)

9. Volume

Number

J& R e Drawer(s)
O Microfilm Re*J(t

• Computer Tape(s)
O Other (specify)

10. Annual Accumulation
D Re Drawees)

s~. O Microfilm Reel(s!
—̂̂  • Computer Tape(s)

Number O Other (specify)

11. Hie is Used
O Daily 'eekly O Monthly

12. File Becomes Inactive After •
D Mentis)

Number
O Year(s)

13. Current Location(s) (Bldg.. Floor. Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

^ " Y D N O

15. Access Restrictions h Yes D No
(If Yes. cite Law(s) & Regulation(s)

LOCK

16. Audrt Requirements

O None a Slate Q Federal O Independent

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

18. Recommended Retention

D Yes O No
lorms

20. T Number 21. Date



f
.uctions • Type or Print a separate form for each

H or revised record series, forward with Record
«tenton Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

if I, D apartment/Agency

CcrrHrol Se vo

2. Division

-re AS

3. UnH

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

POLICY P>OOKS (3)

6. Earliest Year/Latest Year
J L 2

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

POLICY 9boo\c- \NCL-ODE S> A L L . PoL-LclCS OF TCA S
B O O K - INCLUDES COPIES OF

7. Record Series Format(s)

rTLetter Size D Microfilm

O Legal Size D Computer Tape

D Bound Book D Floppy Disk

O Audio Tape - D Video Tape

O Other (specify)

8. Record Series Sequence

^ Alphabetical - P O L I CY I&OOKS

0 Numerical

"B. Chronoloflical - M

D Geographical

O Other (specify)

9. Volume

Number

O File Drawer(s)
O Microfilm Reel(s)

D . Computer Tape(s)
0 Other (specify)

10. Annual Accumulation
D File Drawees)
D Microfilm Reel(s)

O Computer Tape(s)
Number O Other (specify)

11. File is Used
O Daily

/
O Monthly

12. File Becomes Inactive After •
T O Months)

Number
• Year(s)

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

POLICY 6ooyi*r I • Main OF VxCJc., SUELf
14. Is Record Series

(« yes, specify
D Yes

15. Access Restnctons D Yes
(If Yes. cite Law(s) & Regulabon(s)

16. Audt Requirements

O None D State D Federal D Independent

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

18. Recommended Retention

D Yes O No

>arer 20. Telephone Number

( )
21. Data



4,
actions • Type or Print a separate form for each

* or revised record series, forward with Record
atenton Schedule (DOS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 207*4

AGENCY RECORDS INVENTORY

PAGE OF

$ I, Department/Agency 2. Division 3. Untt

DEFINITION • RECORD SERIES • A group of related records normally filed and used as a unH for reference as wall as retention and dspostbon purposes,

4. Record Series Title

S U
6. Year/Latest Year

6. Record Series Description (Briefly describe the types of infomationrvyocumenltfrorms found in tha aeries. Induda tha purpoaa or function of tha

d 4©

7. Record Series Format(s)

D Letter Size D Microfilm

O Legal Size D Computer Tape

'tfBound Bock O Floppy Disk

O Audio Tape. D Video Tape

D Other (specify)

8. Record Series Sequence

O Alphabetical

£ L Numerical

O Chronological

O Geographical

D Other (specify)

9. Volume

/ cCO

Number

O Rle Drawees)
O Microfilm Reel(s)

o computer Tape(«)
B Omer (apedfy)

10. Annual Accumulation
D File Drawees)

. a Mierefllm Reel(a)
I Vz. bLv«s/vc«. n Computer Tapa(a)
Number O Other (specify)

11. File is Used
Daily •XWeeMy D Monthly

12. File Becomes Inactive After
' T - % Month(«)

Number
D Year(s)

13. Current Location(s) (Bidg., Floor. Room) 14. Is Record Series Duplicated Elsewhere?
(If yes. apadfy agency or offloa)
t Yai , i ] No
C W 4

15. Aooess Restrictions D Yes JS. No
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

O Nona D 8tate a Federal O Independent

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

18. Recommended Retention

Yes D No

j

19. Name and 20. Telephone Number 21.

it



.uctions • Type or Print a separate form for each
H or revised record series, forward with Record

jtention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20704

AGENCY RECORDS INVENTORY

PAGE. OF

lt D epartment/Agency

r/N'~ 'H AI t ^ Pld ,J&Z j '• <JL£

2. Division

, / • •

3. Unit

DEFINITION • RECORD SERIES • A group of related records normally filed and used as a untt for reference as well as retention and dsposrbon purposes.

4. Record Series Title 6. Ea^s iya

A
Yaar

6. Record Series Description (Briefly describe the types of inforrrutiorm/documentsAorms found in the series. Include the purpose or function of the series.

7. Record Senes Format(s)

^Letter Size D Microfilm

0 Legal Size D Computer Tape

• Bound Book • Floppy Disk

O Audio Tape. D Video Tape

D Other (specify)

8. Record Series Sequence

O Alphabetical

D Numerical

5 ^ Chronological

D Geographical

O Other (specify)

9. Volume

Number

• Re Drawees)
O Microfilm ReeJ(s)

D Computer Tape(s)
- p Omer (specify)

10. Annual Accumulation
D File Drawees) .
D Microfilm ReeJ(s)

O Computer Tape(s)
Number f^- Other (specify)

11. File is Used
Daily D Weekly D Monthly

12. Filejfccomes

Number

Inactive After
O Months)

13. Current Locaton(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(H yes, specify agency or offioe)
^ V P No

15. Aooess Restriction* fl£ Yes O No
(If Yes. cite Law(s) & Regulatton(s) _'

16. Audrt requirements

O Nona O 8tate

'

O Federal D Independent

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

18. Recommended Retention

Yes D No

Name and 20. Telephone Number 21. O«t*



.uctions • Type or Print a separate form for each
* or revised record series, forward with Record

«ten«on Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 29704

AGENCY RECORDS INVENTORY

PAGE OF

, Department/Agency 2. Division 3. Untt

DEFINITION - RECORD SERIES • A group of related records normally filed and used at a unit for reference at well as retention and deposition purpose*.

4. Record Series Title

C«t o ts Vi-c CS
6. Year.

6. Record Series Description (Briefly describe the types of infonnat)onrvtiocument»1orms found in the series. Include the purpose pr function of the series.

7. Record Series Format(s)

r Size D Microfilm

O Legal Size D Computer Tape

D Bound Book D Floppy Disk

C Audio Tape - O Video Tape

O Other (specify)

B. Record Series Sequence

D Alphabetical

p? Numerical

& Chronological

D Geographical

O Other (spedfy)

9. Volume

Number

O FOe Drawees)
0 Microfilm Reei(s)

O Computer Tape(s)
Other (speaty)

J2
10. Annual Accumulation

O File Drawees)
O Microfilm Reel(s)

D Computer Tape(t)
Number J& Other (specify)

11. FUetsU
Daily D Weekly D Monthly

12. Foe Becomes Inactive After
- , ~2 O Month(t)

Number
Yaar(»)

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

L
14. Is Record Series Duplicated Elsewhere?

(H yes, specify agency or ofltae)
t* Ym ,U No

15. Aoo»ss Restriction* Q^Yes O No
(If Yes. cite Law(s) & Regulafon(s)

16. Audrt Requirements

O None O 8tate D Federal O Independent

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

18. Reoommended

t^M

Yes D No

/ K)C

Name and Title of ? 20. Telephone Number 21. Oat»



AJrtions • Type or Print a separata form for each
* or revised record series, forward with Record

«tention Schedule (DOS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 27$

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

l, D*P&rtment/Agency 2. Division

•NvN'A ^oA^Jki^/l

3. Unit

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

4. Record Series Title

6. Record Series Description (Briefly describe the types of infcirmationn/documents/rorms found In the series, feotude the Burposeor function of the series.

7. Record Series Format(s)

• Letter Size D Microfilm

O Legal Size D Computer Tape

O Bound Book D Floppy Disk

O Audio Tape . D Video Tape

»r (specify)

8. Record Series Sequence

O Alphabetical

A? Numerical

/f Chronological

O Geographical

D Other (specify)

9. Volume

Number

O File Drawees)
• Microfilm Reel(s)

O Computer Tape(s)
p Omer (specify)

10. Annual Accumulation
O File Drawees)

I/, O MierefHm Reel(s)
' i D Computer Tape(s)

Number & Other (specify)

3"' 4Z
11. File is Used

D Weekly O Monthly
12. File Becomes Inactive After

* 7 O Month<t)
Number

Year(t)

13. Current Locaton(s) jBldg.. Floor. Room)

(

14. Is Record Series Duplicated EJsewnew?
. specify agency or offioe)

Y O No
>s -//

15. Aooass Restriction* I j Yes
(If Yes. cite Law(s) & Reguiation(s)

O No

41
16. AudrtRequinNwnts

O N O M D Slate 0 Federal O Indopcndont

17. U an Index System Used? (If yes. explain bfefly and describe
any haoWara/sortware

18. Recommended Retention

Yes • No

It. Name 21. Date



.uctions • Type or Print a separate form for each
* or revised record series, forward with Record

.etention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

? I, D«partm«nt/Ag»ncy 2. Division 3. Unit

fjrO

DEFINITION • RECORD SERIES • A group of related records normally filed and used as a unrt for reference as well as ratantion and dkpesttionpurposes.

4. Record Series Trtle
f c^^^rrt^f <£<*i*K£/ ir

6. Record Series Description (Briefly describe the types of informatiom/docurnants/rormt found in tha aarias. Include tha purpose or function of the aarias,

7. Record Series Format(s)

P^Letter Size D Microfilm

pi Legal Size D Computer Tape

O Bound Book D Floppy Disk

C Audio Tape- D Video Tape

O Other (specify)

8. Record Series Sequence

O Alphabetical

D Numerical

p(_ Chronological

O Geographical

D Other (specify)

9.VoJuma

Numoar
D Computer Tape(s)
D Omer (specify)

10. Annual Accumulation

Numoar

O Microfilm
• Computer Tepe{s)
O Other (spadfy)

11. File is Used
O Daily O Weekly Monthly

12. FQeBaoomas

Numbar

Inactive Attar
O Months)

13. Current Location(s) (Bldg., Floor. Room) 14. Is Racord Series Duplicated Elsewhere?
(If yet. specify agency or office)

«**>

15. Aooass Restrictions D Yes O No
(If Yes. cite Law(s) & Regulation(s)

16. Audrt Requirements <̂

D Nona O State O Federal O Independent

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

18. Recommended Retention

Yes O No

/

It. Name and 20. Telephone Numbar

Jo/
21. Data



fXietiorts • Type or Print a separate form lor each
M or revised record series, forward with Record

Mention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20704

AGENCY RECORDS INVENTORY

PAGE. OF

I, D epartmervl/Agency 2. Division 9. Unit

DEFINITION • RECORD SERIES • A group of related records normally filed and used as a unit (or reference as well as retention and dspostton purposes.

4. Record Series Title
Cecoi&S

6. Eai«est .Year/Uteft Yaar

6. Record Series Description (Briefly describe the types of informationrVoocuments/forms found In the aeries. Include the

7*22 <

/

or function of the series.

7. Record Series Format(s)

64atter Size D Microfilm

O Legal Size • Computer Tape

D Bound Book • Floppy Disk

a Audio Tape - D Video Tape

O Other (specify)

6. Record Series Sequence

D Alphabetical

O Numerical

jtC Chronological

D Geographical

D Other (specify)

9. Volume

Number

D File Drawees)
D Microfilm Reel(s)

D Computer Tapa(s)
XT Other (specify)

10. Annual Accumulation
D File Drawees)
O Microfilm Reel(s)

_ _ _ _ _ _ D Computer Tape(s)
Number D Other (specify)

11. File is Used
O Daily D Weekly D Monthly

12. File Becomes Inactive After
Months)

Number 4* U Year(s)

13. Current Location(s) (Bldg.. Floor. Room) 14. Is Record Series Duplicated Elsewhere?
Of y « . specify agency or office)

Z ^/jpc^ryt^B^i

15. Aooess Restriction* D Yes D No
(If Yes. cite Law(s) & Regulaton(s)

16. Audit Requirements

O Nona O 8tate a Federal O Independent

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

18. Recommended Retention

8- Yes O No

• * •

20. Telephone Number

(

21. Data



4-

.vctions - Type or Print a separate form tor each
H or revised record series, forward with Record

•etentton Schedule (OGS 550-1)

» j , Department/Agency

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20704

2. Division

AGENCY RECORDS INVENTORY

PAGE OF

3. Unit

DEFINmON • RECORD SERIES • A group of related records normally filed and used as a unit for reference as weC M wtentkm and opposition purposes

4. Record Series Title 6. Earliest Yaar/Utatt Year ,
/T7f » Pvcse'Jr

6. Record Series Description (Briefly describe the types of informattorWdocurnente/iorms found In the sanas. Indud* th* purpose or function of th* sartas.

7. Record Series Format(s)

yti'Letter Size D Microfilm

O Legal Size

O Bound Book

C Audio Tape

D Other (specify)

D Computer Tape

D Floppy Disk

D Video Tape

8. Record Series Sequence

D Alphabetical

0 Numerical

O Chronological

Q Geographical

S.Volum*

Number

0 File Drawees)
O Microfilm Reel(s)

Q Computer Tepe(s)
• R Omer (specify)

10. Annual Accumulation
O Foe Drawees)
O MicrofHm Re^(s)

__„„__ D Computer Tap*(»)
Number O Other (specify)

11. file is Used
O Daily OWeeWy D Monthly

12. Fit* Becomes Inactive Attar
D O Yav(s)

13. Current Location(s) (Bldg.. Floor, Room) 14. It Record Series Duplicated Elsewhere?
(H yes, specify agency or ottos)
O Yat D No

15. Aooass Restrictions D Yes D No
(If Yes. che Law(s) & Regulation(s)

16. Audrt Requir*m*nt»

O None a 8tat* Q D Independent

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

18. Recommended Retention

0 Yes • No f* f-\'rr **

Name and Tit* ol Preparer 20. Telephone Number 21. Oat* r .



.uctions • Type or Print a separate form tor each
* or revised record series, forward with Record

Attrition Schedule (OGS 550-1)

DEPARTMENT Of GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE.

0 apartment/Agency 2. Division 3. Unit

DEFINITION • RECORD SERIES • A group of related records normally filed and used as a unit for taforenoa as well as retention and cUpostton purposes.

4. Record Series Trtie Yaw,

6. Record Series Description (Briefly describe the types of inforrutionn/Qbeuments/forms found in the series. Indude the purpose or function of the series.

7. Record Series Format(s)

r Size O Microfilm

0 Legal Size O Computer Tape

• Bound Book D Floppy Disk

C Audio Tape - O Video Tape

O Other (specify)

8. Record Series Sequence

O Alphabetical

D Numerical

O - ^ Chronological

O Geographical

D Other (specify)

9. Volume
0 Re Drawees)
D Microfilm Reel(s)

D Computer Tapa(s)
D Other (specify)

10. Annual Accumulation
&* File Drawees)
D Microfilm Reel(s)

O Computer Tape{s)
Number O Other (specrfy)

11. File is Used
Q Daily D Weekly D Monthly

12. File I

Number

Inactive After
£L Months) D Yaar(s)

13. Current Location(s) (Bldg.. Floor. Room) 14. to Record Series Duplicated Elsewhere?
(jf yes. specify agency or effiea)
9- Ya« O No

tra.fi

15. Aooess Restrictions D Yes D No
(If Yes. cite Law(s) & Regulation^)

16. AucStRaqu

O Nona O 8tata O Federal O Independent

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

18. Recommended Retention

Yes O No

9. Name and Titie of 20. Telephone Number 21. Data



Atctions • Type or Print a separate form for each
# or revised record Mries. forward with Raoord

«tention Schedule (DOS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

jlt Department/Agency 2. Division 3. Unit

VJTO rwyA

DEFINITION • RECORD SERIES • A group of related records normally filed and used as a unit tor reference as weB as ratantion and deposition purposes.

4. Record Series Title Ya*r/Lat»st Y*ar

6. Racord Swiss Dsscription (Bri«fly doschb« th« typos of informationn/documants/forms found In th» aarias. Induda th» purpos* or function of tha s*ris«.

7. Racord Series Format(s)

• Latter Size D Microfilm

D Uoal Size D Computer Tape

D Bound Book D Floppy Disk

£Audio Tape rWideo Tape

8. Record Serias Saquanoa

O Alphabetical

^ Numerical

^ Chronological

O Geographical

0 Other (specify)

9. Volume

Number

bL File Drawerts)
D Microfilm Re^(s)

O Computer Tape(s)
O Omer (specify)

10. Annual Accumulation
D File Drawerts)
O Mteofilm RaeJ(s)

D Computer Tepa{s)
Number O Other (speerfy)

11. File is Used
D Daily O Weekly O Monthly

12. FOe

Number

Inactive After
D Months) Yaar(«)

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Serias Duplicated Elsewhere?
(H yes. speerfy agency or office)
O YM >C NO

15. Aoosss Restrictions t&* Yes
(If Yes. cite Law(s) & Regulaton(s)

Co. &

O No 16. Audrt Requirements

O Nona D State O Federal O Independent

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

16. Recommended Retention

Yes D No

J.'L
* 6r

&

(9. Name and Title of Pn 20. Telephone Number 21. Date


