Schedule No.
CHARLES COUNTY GOVERNMENT (- X35
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 4
Agency Division/Unit
CHARLES COUNTY GOVERNMENT ANIMAL CONTROL/ANIMAL SHELTER
Item Description Retention
No.
1 GENERAL CORRESPONDENCE Screen annually. Destroy
material having no further
Subject arrangement of original incoming letters, administrative, fiscal, legal,
outgoing letters, memorandum, and any and all or operational value. Retain
correspondence of Animal Control or the Shelter. 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.
Files may contain some or all of the following:
weekly time sheets or time cards, leave requests,
comp time requests.
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
certificates, incident reports, etc.
4 FISCAL YEAR BUDGETS Retain for 3 years,
then destroy.
Budget expenditure files for departments, tracking
of expenses, invoices, purchase orders, check
request, efc.
Schedule Approved by Department, Schedule Authorized by State Archivist
Agency, or Division R entative /
Date _/ sztﬁ]—j/)  Date 2 c. M"
Signature /g2 ’
Typed Name Jffugene T. Lauer Signature JUN 2 2 1998
Title County @dministrator




RECORDS RETENTION AND DISPOSAL SCHEDULE

CHARLES COUNTY GOVERNMENT

Schedule No.
ar-ton

RECORDS MANAGEMENT DIVISION

(Continuation Sheet)

Page 2 of 4

(

Agency

CHARLES COUNTY GOVERNMENT

Division/Unit

ANIMAL CONTROL/ANIMAL SHELTER

Item
No.

Description

Retention

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.

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
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CHARLES COUNTY GOVERNMENT

Schedule No.
X35

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Page 3 of 4

Reports filed by officers - results of investigations.

Agency Division/Unit
CHARLES COUNTY GOVERNMENT ANIMAL CONTROL/ANIMAL SHELTER
Item Description Retention
No.
ANIMAL SHELTER CON'T.
8 BILLING RECORDS/OFFICE FILES Retain for 3 years and until
: all audit requirements met,
Assorted billing records of all invoices, bilis, expense | then destroy.
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.
9 CANCELLED CHECKS - IMPREST ACCOUNT Retain for 5 years and until
all audit requirements met,
All cancelled checks used to pay vets medical then destroy.
expenses for adopted animals, rabies reimburse-
ments, rabies clinic expenses, refunds on adoptions,
etc.
10 PAID VET BILLS/PINK CONTRACT COPIES Retain for 5 years and until
all audit requirements met,
Files contain check requests and pink copies of then destroy.
adoption contracts billed by Vets.
11 VICS WORKERS SIGN IN SHEET Retain 1 year, then destroy.
Sign in sheet for Volunteers in Community Service
showing printed and written names.
12 VICS WORKERS FILES Retain until service com-
pleted and then return VICs
Vics workers Court referral forms from three (3) Office.
counties; liability Release and medical forms.
13 POLICY BOOKS/MEMORANDA BOOKS Retain until updated or
superceded, then destroy.
Policies of Tri-County Animal Shelter. Memos
concerning procedures at the Shelter.
ANIMAL CONTROL.
1 DOG LICENSES Retain for 5 years, then
destroy.
individual Licenses issued to dogs in Charles County
as per State Law.
2 CRUELTY INCIDENT REPORTS Retain for 5 years, then

destroy.




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No

~X35

Page 4 of 4

Agency Division/Unit
CHARLES COUNTY GOVERNMENT ANIMAL CONTROL/ANIMAL SHELTER
ltem Description Retention
No.
ANIMAL CONTROL CON'T.
3 ANIMAL CRUELTY NOTICES Retain for 5 years, then
destroy.
Investigation/Seizures notices. Copies of notices
given to citizens in violation of cruelty laws.
4 CITATIONS Retain 3 years, then destroy
Citations written for violation of animal regulations.
5 ANIMAL CONTROL BOARD FILES Retain 3 years, then destroy
Copies of subpoenae and complaints filed with the
Animal Control Board.
6 EMPLOYEE VACCINATION RECORDS Retain for 2 years after
. termination, then destroy.
Files tracking rabies vaccination status of all
Animal Control personnel and Charles County
Humane Society employees.
7 TRAINING RECORDS Retain for 3 years after
termination, then destroy
Record of all training given to employees.
9 ANIMAL BITE REPORTS
Retain 1 year, then destroy.
Maryland State Bite Reports
9 PHOTO/VIDEO/AUDIO FILES Retain 5 yrs, then destroy.

Recorded investigation files.




N/

" uetions - Type or Print a saparate form for each
«~ or revised record series, forward with Record
Atention Schedule (DGS 550-1)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20764

AGENCY RECORDS INVENTORY

PAGE oF

\

¢ 1, DepartmenvAgency '
A NiMmel C,Oﬁ‘\'rb\ 66‘(\/\(‘,?5

2. Division

AN Control
Pnivel Snelker

' 3. Unit

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

4. Record Series Title

Time Pnd D Hendance.

S s )

S. Ela(rzime tost Your

recent

Time courds
Tome Rocods

6. Record Series Description (Briefly Gescribe the types of informatonn/documentsAorms found in the series. Include the purpose of function of the senas.

7. Record Series Format(s) 8. Record Senes Sequence 8. Volume
. B File Drawer(s)
O Letter Size O Microfilm &~ Alphabetical | O Microfim Reei:
. —_— 8 Computer Tape(s:
_PLegal Size O Computer Tape O Numerical Number D Other {specily)
O Bound Book O Floppy Disk O Chronological
D Audio Tape O Video Tape O Geographical 10. Annual Acc mé" File Drawer(s)
R ' \ ’
B Other (specity) QO Other (specify) /;L aac:om;“ 1’5::(‘3
Number O Cther (specity)
11. File is Used . ’ 12. File Becomes Inactve After g
O Daily /n’ Woeily 0 Monthly O Month(s) C Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Eisewhere?
ez Control Locked (I yos. specity or office)
Animal Shelver o ve N
15. Access Restrictions O Yes g No 16. Audit Requirements
(it Yes, cite Law(s) & Reguiation(s)
o ° O None ([ Sate O Federal D Independent
onfidentiad Y LA
17. s an Index System Used? (If yes. explain briefly and describe 18. Recommended Retention
any hadwaressoftware .
5 ves e Reraun AHyes
ren &QS%O% “
9. Name and Title of Preparer 20. Telephone Number 21. Dats

UGS cou< (mev. ‘m.-.:;
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. . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
.uctions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
~ of revised record series, forward with Record 7275 WATERLOO ROAD
Atention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20784 PAGE __ OF
¢ 1, DepartmenvAgency ' 2. Division 3. Unit

e . | Sevy ',65 Pm»m@Q Control
P mak Conﬁol c Al Srelker

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

4. Record Senies Tile §. Earliest Yoar/Latost Year
. A )
Cmpcoves Peroonnel Reccrps
8. Record Series Description (Briefly describe the types of informatonn/documents/forms found in the series. Inciude the purpase or function of the series.

i les M Cortan Sormne or ol of e ‘CDHD@('\SX |

evaluolioons ;, Gooteds ‘hmu,m,mc} , written Corvespardence
Lot Prcales, ete. '

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
- _ O File Drawer(s)
O Letter Size 0 Microfim ¥ Aphavetical O Microfim Reel(s
D Computer Tape(s)
I\Lagal Size O Computer Tape O Numerical Number O Other (specify)
O Bound Book O Fioppy Disk O Chronological
8 Audio Tape O Video Tape O Geographical 1 A A e Drawerts)
~- ierofil ;
O Other (specity) O Other (specify) auco':::::u:n Tsp.:(‘g'
Number C Cther (specity)
11. File is Used o 12. File Becomes Inactve After @
g Dalily O Weeidy h Monthty 0O Month(s) O VYear(s)
Number
13. Cument Location(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
D Nnveee. Control (i yos. spacity agency of office)
: . Y
P mral Sheltec L e Q Yes O N

15. Access Restictons O Yes O No 16.  Audit Requirements
{it Yes, cite Law(s) & Regulation(s)

$ 0 None O State O Federal D Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
D VYes O No ‘k‘m 5}—[\@.& O‘”%EA"
+erm ination \tren C
: destroy
I19. Name and Title of Preparer 20. Telephone Number 21. Date

5».: SSU= (neV. 158
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L. DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
uctions - Type of Print a separate form for each RECORDS MANAGEMENT DIVISION
~ Of revised record series, forward with Record 7275 WATERLOO ROAD
stention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20764 PAGE _. OF ___
#1, DepartmenvAgency ‘ L 2. Division | o 3. Unit '
Animal Corrol Sevvices A el tonhrol
: Animed Shellte,

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

4. Record Series Title 5. Earliest Yew/Latest Your
F\Scal YEAER BULDGETS

6. Record Series Description (Briefly describe the types of informatonn/documentsAorms found' in the series. Include the purpose or function of the senias.
%Udg@f& expenditore. Liles o d Wislans, Trocking of ex prnses
Pveices y Porcnase orders, Cracc reeqrats , Dudgel Sinder

|

7. Record Senes Format(s) 8. Record Series Sequence 9. Volume
. ) File Drawer(s)
0 Letter Size O Microfilm O Alphabetical O Microfiim Reel(:
0O Computer Tape(s;
S Legal Size O Computer Tape O Numerical Number O Other (specity)
\ .
™ Bound Book O Fioppy Disk ¥ Chronological ¢ BINDER
0 Audio Tape O Video Tape O Geographical e Ann ual _ uia O File Drawer(s)
- . Microfim R
D Other (specity) O Other (specify) | uncom':';‘:n TG::‘(S
) —— Number 0 Other (specify)
4" BINDER
11. File is Used ’ 12. File Becomas inactive After -
~G-Daily 0 Weeidy O Monthty 0O Month(s) O Year(s)
_ Number
13. Current Location(s)  (Blidg., il:ﬁ Room) 14. Is Record Series Duplicated Elsewhere?
AN Lol Control Eice (If yes. specity agency of office)
A n w\\u Shalter— ‘ B Yes 0 Ne
A C_,CO L Y\J“ NGy
. ~/
15. Access Restrictions ‘B Yes G No 16. Auwdit Requirements
(H Yes. cite Law(s) & Reguiaton(s)
. ‘ None Federal ndependent
v A Cont  dent B ° Q Sute o o noen
17. Is an Index System Used? (If yes. explain briefly and describe 18. Recommended Retention
any hadware/software i

Retecin €ovr 2 qead A Lt

O Yes o No G Codlk Re O mmerttS oot lheen
Loteled KHnen dles%'f‘otis CoA
9. Name and Title of Preparer 20. Telephone Number 21. Date

Ulas SOU~4 (mev. i/&.:s —
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" uctions - Type of Print a separate form for sach
~ or revised record series, forward with Record
Astention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20764 PAGE _ OF ___
¢ 1, DepartmenvAgency g 2. Division 3. Unt
Animacl Cortrol Sevvices Aniwe) Sh o
DEFINITION - RECORD SERIES A group of related records nommally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Title 5. Eariiest Year. Your ot
. , U3 wlresen
Profile Hionds — WHiTE AND YEWLOW CoplEs
6. Record Series Description (Briefly describe the types of informationn/documentsforms found in the series. Include the purpose or function of the senes.
Profile tickids wWhin comtain: ID* of animal |, descephon of An el
ACO name or Intelce Person, vl Stakus, heam\ep&/w\ resu XS, +¢g-k
YeSul®s, Chpe ¥ond depositicn of Barwval .
7. Record Series Format(s) 8. Record Series Sequence 9. Volume '
§ File Drawer(s)
D Letter Size O Microfilm O Alphabetical O Microfim Reel(:
. ___Q Ak O Computer Tape(s
O Legal Size O Computer Tape O Numerical 22 NA \, on LWhites, | Number O Orher (specify)
‘ |‘ .
O Bound Book O Fioppy Disk D Chronological | St G/ax 17" duragners
. nosnencol on | 10. Annuat Accumulaton
0 Audi .
/9 Tape O Video Tape 0 Geographical N € HowS \ . :‘. DT':“)(
: ) B Microfim Reel(z
\o Other ?éspocxfy) - O  Other (specity) \ Vg O Computer Tape(s)
—_—— Number O Other (specity)
11. File is Used . 12. File Becomas Inactive After -
W Daily O Weekly O Moenthly O Month(s) O Year(s)
Number
13. Current Location{s) {Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
] ‘ (If yes. specily agency or office)
ANmnal Shelder O Yes B No
15. Access Restrictions 'O Yes Q No 16. Audit Requirements
{# Yes, cite Law(s) & Regulation(s) '
3 O None [ State O Federal O independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software .
‘ ReroLn ‘(:OY 3 LS
D VYes 0O Neo
Hhen &Ls-hmj
. tn
19. Name and Tite of Preparer 20. Telephone Number 21. Date

W:
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.uctions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

~ AGENCY RECORDS INVENTORY

~ or revised record senes, forward with Record 7275 WATERLOO ROAD
atention Schedule (DGS 550-1) P.0. BOX 278
JESSUP, MARYLAND 20764 PAGE __. OF ___
vl D epartmenvAgency 2. Division . 3. Unit
Animet ConJml DeVIcES . Tri - Countyy Animal
Shheltey”

- DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and dispesition purposes.
‘ 5. Year Your
0 wéiv cvrrent

6. Record Series Description (Briafly o‘esm‘bo the types of infomﬁo_nn/déwmonmm found‘in the series. Inciude the purpose or function of the series.

BASIC Animal Desc "lPﬁOﬁ -Lage. Number animal (s located ', bRclk
ot card Shows rAdOP*’«rm resene, reclaim m€ormation.

4. Record Series Title

Cage Corda

7. Record Senes Format(s) 8. Record Series Sequence 9. Volume )
- ﬂ File Drawer(s)
O Letter Size O Microfiim y( Alphabetical 2 O Microfim Reel(s
8 Computer Tape(s)
D Legal Size O Computer Tape 0 Numerical Number 0 Other (specily)
" ]
O Bound Book O Floppy Disk O Chronological 5 x8%"
D Audio Tape O Video Tape O Geographical 10. Annual ‘“""“"‘g‘ File Drawer(s)
' ; ' , D Microfim Reel(s’
"8 .ESPGG}{Y) D Other (specity) . 3 O Computer TaPo(s)
Number C Other (specify)
11. File is Used 12. Filp Becomes inactive After @
o Daily D Weekly O Monthly =2 O Month(s) B Year(s)
Number
13. Current Location(s) {Bidg., Floor, Room) 14. Is Record Series Dupiicated Elsewhere?
TCAS, Main Office. —Lorregt Q1 + (if yos. spocity agency or office)
laaw 5 Vearly drawer {n Super visors 0FC O VYes B No
15. Acoess Rasrictions O Yes M&o 16, Audit Requirements
(f Yes, cite Law(s) & Regulaton(s) '
. O None O State a Federal O independent

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

18. Recommended Retention R&ﬂ/p Fy’/‘
AYEARS, THEN DESTRDY

D VYes 'DNo

/\
\
19 me of Preparer

‘ AN ',A,,k
(ev\




7 -

DEPARTMENT OF GENERAL SERVICES - AGENCY RECORDS INVENTORY
Juctions - Type or Print 2 separate form for each RECORDS MANAGEMENT DIVISION
~ or revised record series, forward with Record 7275 WATERLOQ ROAD
Atention Schedule (DGS 550-1) P.0. BOX 275
- JESSUP, MARYLAND 20784 PAGE __ OF ___
¢ 1, DepartmenvAgency . 2 Dmslon . 3. Unit
Arirved  Control Sevvices TCAS

DEFINITION - RECORD SER]ES - 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 Yoor
b_
CompLaNT NKETS - YELLOW

6. Record Su_-iu Description (Briefly gescribe the types of informationn/documents/forms found'ln the series. Include the pu'poa orfu\ndion of the serias.
Compliimt ficicet - Sllect ou Qov eaen Complaint coll rfﬁe‘gﬂf‘o7 w;\“\@—
S given Ao Animol (ontvrul OF FICER, Velfow (s FiLED & FOo& ook &alor 5

7. Record Series Format(s) 8. Record Series Sequence 9. Volume ’
. 0 Fie Drawer(s)
O Letter Size O Microfilm D Aphabetical q_ O Microfim Reel(s)
0 Computer Tape(s)
D Legal Size O Computer Tape O Numerical Number \ O Orher (specity)
DBoundBook O Floppy Disk B’ Chronological 5/ax i MBS
0 Audio Tape | D Video Tape O Geographical . 10. Annual Aewrnuhb;n/ Fle Draweris)
- , oy B 1y, then v = O Microfim Reei(s)
~R.0ny (specity A Other (specity) B OV, 2 Computs
e ue b be”’mmm' Ot | Tomoer 0 Goer e
then Chromologically
11. File is Used ; 12. File Bocomas inactive After @
. @ Daily D Weekly O Monthly — O Month(s) . O Yearls)
Number :
13. Cument Location(s) (Bidg., Floor, Room) 14. is Record Series Dupiicatsd Eisewhere?
TT AS (If yos, specity agency or offics) >
. . : O Yes 0 No X
JUPERVISLYS OF C
15. Acoess Restrictions Yores O No 16. Audit Requirements .
{if Yes, cite Law(s) & Regulation(s .
) ‘o 4 O None D State O Federal O independent
17. Is an Index System Used? (if yos, explain briefly and describe - 18. Recommended Retention
any hadware/software '
-A - BeTrI W fEr
D Yes 0O No

D1, Trjens DasTeBy;
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3 ) E DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Jctions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
~ or revised record senes, forward with Record 7275 WATERLOO ROAD
atention Schedule (DGS 550-1) P.O. BOX 275
: : ' JESSUP, MARYLAND 20764 : PAGE___ OF ____
¢ 1, D epartmenvAgency 2. Division 3. Unt
Armel ontrel Sevvices TCAS

'DEFINmON - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purpcses.
4. Record Series Title : ' ' §. Earliest YearALatest Yo

cuot 0

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

Dol Deprat Rleevi Shwwing ve oyt of ol Mmoo Cotesteol

ot T CAS.
7. Record Series Format(s) : 8. Record Series Sequence 9. Volume
_ . X File Drawer(s)
D Letter Size D Microfilm D Alphabetcal ‘ O Microfim Reel(s)
, __l__ D Computer Tape(s)
)zf Legal Size D Computer Tape O Numerical Number O Other (specify)
B Bound Book O Floppy Disk & Chronological
o} Aucﬁo Tape D Video Tape D Geographical . 10. Annual ‘“g‘ File Drawer(s)
D Other (specity) O Cther (specify) ' 27/ uam:‘ ng(‘g)
— Number O Other (specity)
11. Fie is Used ) 12. Fdo&cowlmccvow -
/D’ Daily O Weekly O Monthly O Month(s) O Year(s)
13. Cumrent Loaﬁon(.s) {Bldg., Floor, Room) 14. 1s Record Series Duplicated Elsewhere?
COYYent- lept'n Supervisors ofc. (M yss, spoafymgcyuuzﬁa)
PAST YEARS-TCAS LA LLODRY G AcconnT NG o Tieea SORERS ¢FC -

r

15. Access Restictions Yeos O No 16. Audit Requirements
(it Yeos, cite Law(s) & Regulaton(s) C
O None DO State O Federal O Indopendent

F VAL Covmadastace

17. ls an Index System Used? (If yes, expiain briefly and describe 18. Recommended Relention
any hadware/software

| ~ Rekain By |
D Yes /n’No . [///[/]/2‘.:‘”\/%/ %Wﬁél:"/’\s




uctions - Type or Print a separate form for each
# of revised record series. forward with Record
atention Schedule (DGS 550-1)

N

—C .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

- - —

AGENCY RECORDS INVENTORY

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

PAGE __ OF ___

¢, DepartmenvAgency

2. Division ' . 3. Unit
Al Condvol Sevvices Tri- CDQ“‘N A el
. . - She ey
" DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refersnce as well as retentjion and disposition purposes.
4. Record Series Tit . C TATS 5. Y Your
ries Tite EOTHANAS 1A = _ o5 :mormn+
YEARLY STATS BOOKS -

ANIMALS INTAKE|DISPOSITION

6. Record Series Descnption (Briafly describe the types of informatonn/documentsorms found in the series. Include the purpose or function of the series.
eocn bosk contains t rronthly pport of stafs, rescue papers oneoaon
Prneal Tescued ;) Vst of Profiley Yeceved fromn Charks Co. tomane Soaecty:

YEAR END CHART; YEAR END REPORT . |
Evthanosia Stat ook Corvaurs N\on-‘m\u\\\g(\govk oA &aL Ly
Jexs  uncdlusclan

Yecords on ol ae iveaks ﬁwﬁ\cuﬁ\lé,& ak S :
Nows mmuven A oQ

Profile #, ol of Evanaale., o pevformed,
WS vsece+ vt ofF o .

7. Record Series Format(s) 8. Record Series Sequence 9. Volume ’
. D File Drawer(s)
X Lettor Size O Microfilm J  Aphavetical - O Microfim Reel(s
. . B Computer Tape(s)
O Legal §tzo 0 Computer Tape D Numerical Number O Other (specity)
OBoundBook O Floppy Disk gcnmnaogia: 4 BINDER
o Audio- Tape O Video Tape D Geographical 10 Annual Acey ”h;: File Drawer(s)
O Other (specity) O Other (specty) a 0 Comoctar Ten
—_— Number - ® Other (specity)
, 4" BINDER.
. FleisUsed J 12. Filo_Bocomes inactive Ater @
O Daily Weekly D Monthly O Month(s) X Year(s)
Number : )
13. Cument Location(s) {Bidg.. Floor, Room) 14. is Record Series Duplicated Elsewhere?
TCAS (It yos. specity agency or office)
SUPERVISAS OFE(CE O ove Mot
15. Access Restrictons Yes g No 16. Audit Requirements
(f Yes, cite Law(s) & Rognffﬁ (s}
' ° - 8 None D State O Federal D independent
F—,\ /\ ; CL'A'\)CDSQ s A-L_

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

18. Rocommended Retenton 4/7;'//,) F,-'_;—_

SYRS THEN DESTROY At

O VYes
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uctions - Type of Print a separate form for each
~ or revised record series, forward with Record
Atention Schedule (DGS 550-1)

7275

DEPARTMENT OF GENERAL SERVICES |
RECORDS MANAGEMENT DIVISION

JESSUP, MARYLAND 20764

WATERLOO ROAD

P.O. BOX 275 PAGE oF

¢ 1, D epartmenvAgency 2. Division

Anirak Cortrol Sevvices

TRIE- COONTY ARIMAL
SHELTER |

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 purposas.

4. Record Senies Title
DAVWY COUNT RECOROS

5 0e Y:a'] CYL.):\’EM‘

PV ical coont A and oo, Aoady

omputer print ot of eveny Fnimp? N Shnalter N AW,
CompuXer print ouwt of Al new Anvals entenrg sustenn C"\O.ulq/
Computtr print oot of B s imeds feaning sSustem dauty
Monthly veport with atl figuces Bhawn on esn date.

6. Record Series Description (Briefly oesc'lbo the types of informationn/documentsforms fozmd.in the sories. Include the purpose or function of the saries.

' ﬁpprok\mke!
S00 peges
Par monthn

ISR

7. Record Series Format(s) 8. Record Series Sequence ~ | 9. Volume : ’
. O File Drawer(s)
H Letter Size O Microfilm D Aphabetical ' | : O Microfim Reel(s
: 0 Computer Tape(s)
0 Legal Size 0 Computer Tape D Numencal Number O Other (specity)
D Bound Book O Fioppy Disk & Chronological
0 Audio Tape D Video Tape D Geographical 10. Annual :éﬂ File Drawer(s)
. . . _ o
D Other (specity) D Other (specity) ?’/ﬂ nnm;“ T:i:l(g
—_—— " Number O Other (specify)
1%, File is Used ) 12. File Becomes inactive After -
B Daily 0 Weekly D Monthly —_— 0O Month(s) D Year(s)
Number
13. Cument Location(s)  (Bidg., Floor, Room) 14. Is Record Series Dupiicated Eisowhere?
FI\LE CABINET (it yes, specity agency or office)
TCAS, LAONDERY 2060m “ o Yes No
15. Access Restrictions ﬁes O No 16. MMM
(i Yps. cite Law(s) & Regulation(s) .
° ) O None DO State O Federal O independent
B\ O M\S‘:S%w\v\n/b

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

D VYes ‘T No

N

B Retanton _D/?//7 Recod= K=,
YR | TUEN DESTRAY

| RETAINWER | PAGE MONTHLY RE BORT .
COR YRS, TUEN DESTROY

and Tite 20. Telephone Number
i

l?(NM? of Prepp"r
3




DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
Juctions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION .
~ of revised record series, forward with Record 7275 WATERLOO ROAD
aention Schedule (DGS 550-1) P.O. BOX 275 . oF
JESSUP, MARYLAND 20794 1 PAGE __ OF
# 1, DepartmenvAgency . ‘ 2. Division : _ 3. Untt
Animac CONTROL SERvICES [RI- COONTY ANimAL '
o SHELTER

'DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as weil as retention and disposition purposes.
4. Record Series Title : ' 5. YoarLatest Yoo /

| w LYyt adl
ADOPTION € ONTRACTS , ADOPTION APPLICATIONS
6. Record Series Description (Briefly describe the types of informationn/documentsfforms found In the series. Include the purpose of function of the sarias.

AdQF"hé\’) Comireet + Acephion Qoricintione , atlacseet . YPgttuts v Locs—
Qrwreal cdoptial- ldlopte SLMD Corndriet. uhuehs ahowss’ What Lo LyQe TS

Erom Qapptee
7. Record Series Format(s) 8. Record Series Sequence 8. Volume '
. . . K File Drawer(s)
X Lotter Size O Microfiim A& Aphabetical O Microfim Reel(s)
P O Computer Tape(s)
O Legal Size O Computer Tape . O  Numerical _ Number O Orher (specify)
O Bound Book O Fioppy Disk O Chronological
0 Audio Tape D Video Tape 0 Geographical 10, = e Drawer(s)
- . ' !é icrofim Reel
O Other (specity) 0 Other (specity) =] m:n Tapo(g)
r—— Number 0 Other (specify)
11. Fie is Used ) 12. Filg Becomes Inactive After @ .
"~ O Daily XK Weerly O Monthly O Month(s) B Year(s)
Number '
13. Cument Location(s) {Bidg., Floor, Room) . 14. Is Record Series Duplicated Eisewhere?
. . : If yes, specily agency or office
File DRAWER. (D(uter 1N Main OFFICE E:y“va B No )
0E TCAS /
15. Access Restrictions é Yeos O No 16. Audit Requirements
( Yeos, cite Law(s) & RegU (s) '
— . O None D State D Federa D Independent
17. Is an Index Systern Used? (lf yes, explain briefly and describe - 18. Recommended Retention 74
any hadware/software ' ﬁ @?/U v
D VYes D Neo o %YRS ) THEN DE§TROY ) o




.

ucuons Typo of Print a separate form for each
wor rewsod record series, forward with Record
_atention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

"~ AGENCY RECORDS INVENTORY g

7275 WATERLOO ROAD
P.OC. BOX 275
JESSUP, MARYLAND 20784

PAGE___ OF ___

| 2. Division

¢ i, DepartmenvAgency 3. Unit

N 2 X
Ammval Co Y\*l"rc-l XAVICES

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refersnce as well as retenyjon and disposition purposes.
4. Record Series Title '
Ranio Lot BLosT ¢ FOUND FAx, LOST ¢ FOUND REPORTS
6. Record Series Description (Briefly describe the types of infwmﬁohn/déwmonmm found in the sories. Include the purpose o function of the series.
Log of ait vade ulls by da

ClostEd Fpond Fax Sent 3« boedk o vanps radio St&homl Newspapers , e{c,
RC{)L\‘\&[‘F Los{’é Coond ﬁw\wv\(d_s

. Earilest YearLatest Yoar
4w

7. Record Series Format(s) 8. Record Series Sequence 9. Volume '
. & File Drawer(s)
D Letter Size D Microfim 0 Aphabetical , O Microfim Reel(s)
0 Computer Tape(s)
2'Legal Size D Computer Tape Aierryrical Number D Orher (specity)
D Bound Book O Fioppy Disk 9/ Chronological
B Audio Tape D Video Tape (m] Googmphienl 10. o Drawer(s)
O Other (specity) O Other (specity) 7/ o mm'rfp:s)
‘ Number 0 Other (specity)
11. File is Used ; 12. FdoBocomoslnactvoAﬁw -
- | Daily D Weekly O Monthly O Month(s) O Year(s)
Numbu
13. Curmrent Location(s) {Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(i yes. specily agency or office)
’/CA.S . O VYes 2 Ne
™Moun 0+Fice.
15. Access Restrictions D Yes O No 16. Audit Requirements
(if Yeos, cite Law(s) & Rogulaﬁon(ls)'?
O None DO Swte O Federal D independent

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

18. Recommended Retention W/y g/*

0 Yes o Mo dYyenrs cnd tnen O(L%rma,
. ' -
l‘l/_%amo "&rmuzwmpam 20. Telephone Number
‘k/\ /) \)VL\__/— Z%O)— %'SZ’/—)/}




o -

: - DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
uctions - Type or Print @ separate form for each RECORDS MANAGEMENT DIVISION .
~ of revised record series. forward with Record 7275 WATERLOQ ROAD
atention Schedule (DGS 550-1) . P.0. BOX 278 1 P oF
. . JESSUP, MARYLAND 20704 AGE _ OF __
# 1, D epartmenvAgency . - | 2. Owision - K Unit
Ani el Cmr/n'/ Strvic es: TCAS .

'DEFINITION - RECORD SERIES - A group of related records nomally filed and used as a unit for reference as well as retention and disposition purposes.
4. Rocord Series Title : , 5. Ealiest Year/Latest Yoar
S i & “OFC FILES X al
PILLING REcorns, NORMAL OFC FIL
6. Record Series Description (Briefly Gescribe the types of informationn/documentsforms bmd.h the series. Include the purpose or function of the ssries.
Assoted bolling records of nu nvowes+ oills For sopplies for She Her

. EXPENSE. VOUCHE &S NE, PORCMDE ORDELS
MO I THLY LEPORTS Eor EUTHANSIA, Deoas., VAN MlLAé&é GASOL { y
ML inTE NANCE, WORK REQUESTS, (HEUC PEQLESTS | MEMOS, (ORRESPONDENCE

WORIC SCHEDLLES | TRAEFIC REPOTS, COONTY LISENCE REFORTS, TEST KIT REPORTS

7. Record Series Format(s) : 8. Record Series Sequence '9. Volume ’
A o . 2 Fie Drawer(s)
D Letter Size D Microfim Alphabetical DO Microfim Reel(s)
. _.(.2_ 0 Computer Tape{s)
/D’Lsgal Size D Computer Tape O Numerical _ Number O Other (specify)
D Bound Book O Floppy Disk O Chronological
DAudoTape. O Video Tape O Geographical 10 Annual Acoums '%.«,)
- : icrofiim Reel
O Other (specit) D Other (specity) % B Computar Tape(s)
Number O Other (specity)
11. File is Used : 12. File Bocomes inactive After ®
O Daily O Weekly O Monthly ki 8 Month(s) . O Year(s)
A7 voed deg iy pret Files LSede 0Ccpseripnyl -
13. Cument Location(s)  (Bidg.. Fleor, Room) "~ |l 14. Is Record Series Dupiicated Eisewhere?
Trv-Coonty P nad Sheitey : : y yav.?uly W:Y uN:ﬁ“ )
Lo wikiy PO ACCoONt NG
15. Accaess Restrictions 8 Yes O No 16. AudtRoqm\{ums

(i Yes, cito Law(s) & Regulation(s) S :
o ® O Nove DSuate O Federn D independent

17. Is an Index System Used? (If yes, explain briefly and describe "18. Recommended Retention ﬂg)ﬁ / /f7 6 ,/\

any hadware/software

O Yes BN ‘ | | 39atar s 2 w2
B Y B No : #) Mi?@?@e ; . e

- el gl T pasitey.

20. Telephone Number

201 9221715




) DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY -
juctions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
~ or revised record series. forward with Record 7275 WATERLOO ROAD
Atention Schedule (DGS 550-1) P.O. BOX 275
'- JESSUP, MARYLAND 20794 _ PAGE __ OF ___
¢ 1, DepartmenvAgency - . 2. Division . 3. Unit
Animak Conhrol Sevvie €S Tri - Couvnty Rnival.
o Sre Hex
DEFINITION - RECORD SERléS - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
‘ ' ' . z Y Yow .
4. Record Series Titlo 1 %{I :IWC,U rr6ﬂ+
Conultled cneeckS- IMPREST AcounT .

6. Record Series Description (Briefly describe the types of informatonn/documents/forms bund'ln the series. Include the purpese or function of the senies.
Conalled enmecks vsed topry Vets, Mmedical egpensts o
aflopta Animeds, Yaloied Yo imboree mentS, €awerlled conhract
reimborsements, roaies dnies exponss .

7. Record Series Format(s) 8. Record Series Sequence 9. Volume '
. O File Drawer(s)
O Letter Size O Microfiim O Alphabetcal . O Microfim Reel(s)
. | O Computer Tape(s)
O Legal Size D Computer Tape 0 Numerical ' Number K Oher (specify)
O Bound Book O Floppy Disk O Chronological FWE Box
8 Audio Tape- D Video Tape D Geographical 10. Annual h? File Drawer(s)
] i o O Microfim Reel(s)
qovaa\r’{sgecag) O Other (specity) O Computer Tape(s)
Number O Other (specify)
Q4.7 (n essthan s of box
11. File is Used . ) 12. File Becomas Inactive After &
D Daily K Weeky O Monthly s I 0O Month(s) . O VYear(s)
L Number .
13. Cumrent Location(s) {Bidg., Floor, Room) 1 14. Is Record Series Duplicated Elsewhers?
TCAS (it yes. specity agency or office)
Supervisos OFFICE O Yes B No
15. Access Restrictons D Yes O No 16. AudtRoquinﬁnnt:
(it Yes, cite Law(s) & Regulation(s) . - .
: O None O State 0O Federal D Independent

1. l:n ayn r::;::r i/y:;:; atrJ:od? (1 yos, expiain briefly and describe | 18. Recommended Ro?nﬁm'g@’),/q—./k)gf“ o
D ove oM | 5YRS AND FhEN—BEsTRE= 0T/
. B AT Regrremens e

e fr )/ led, Trew Detiory,.




' : - DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

uctions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
~ of revised record series, forward with Record v 7275 WATERLOO ROAD
Atention Scheduie (DGS 550-1) P.O. BOX 275 :
' JESSUP, MARYLAND 20794 PAGE ___ OF ___
# /. DepartmenvAgency : 2. Division o 3. Unit
. P s 5 ) Ve -
Amal Comtrol evvices | TCAS

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refersnce as well as retsntion and disposition purposes.
4. Record Series Title . 5. Year Yoor -
o
VET BiLLs - PD ke
6. Record Seriss Descnption (Briefly Gescrive the types of informatonn/documentsstorms W'lﬂ the series. Include the purpose of function of the series.
Bile of eoviv Vet billig TCAS (1%) - copies pf oo pine Qmﬂwfm
retevved for pa nX/‘.f‘\‘+ , Uheedc rﬁch@

7. Record Series Format(s) 8. Record Series Sequence 9. Volume ’
_ : : . . ,n’ File Drawer(s)
)z( Letter Size O Microfilm O Aphabetical |/ O Microfim Reel(s
_ v ; Z 3 O Computer Tape(s)
O Legal Size O Computer Tape D  Numerical Number O Orher (specity)
O Bound Book O Fioppy Disk }z( Chronological
D Audio Tape D Video Tape D Geographical |10 Annual ‘"'"”"%" Fie Drawer(s)
D Other (specity) O Other (specify) 2: 3 nom:n rf:('i}
' Number O Other (specify)
11. Fie is Used ) 12. Fjlg Becomas Inactive After -
/5 Daily O Weekly O Monthly L O Monts) - & Year(s)
Number L

14. is Record Series Duplicated Elsewhere?

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

Corrent- TCAS, Sipervisos ofc.., File Do gfm\}wfv-ewxfyor”zfﬁa)
— - - : (™ .
PAST Yeaes TAS LALANDRY R00M £ le Drnwer
15. Access Restrictions O Yes O No I 16. Audit Requirements

(it Yes, cite Law(s) & Regulation(s)s :
: R None O State O Federa! £ independent

17. is an Index System Used? (If yes. explain briefly and describe |l 18. Recommended Retention = y—
any hadware/software ‘ ' ﬁaﬁ}/p ©

O Yes No | 2 Yeos ’HWFE’%&S%//VJ //W A
g | ) Bord) TP /e /"‘7'—‘-’"’775’*‘
o7 T A D312

reparer 20. Tetephone Number 21. Da/tl




/

uctions - Type of Print a separate form for each
~ or revised record series, forward with Record
aention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20764

AGENCY RECORDS INVENTORY .

PAGE ___ OF __

¢, D epartmenvAgency

Brymak

2. Division

3. Unit

4. Record Senes Title : -

VIS WORKERS SiG N IN SHEET

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

§. Eariiest YeariLatest Yoar

| JE—,

6. Record Series Description (Briefly oosenbo the types of informationn/documentsforms found in the sories. Include the purpose or function of the sarias.

6(67\ (n Sincet of VIS WORKERS

7. Record Senies Format(s) 8. Record Series Sequence 9. Voiume '
. @ File Drawet(s)
& Letter Size D Microfilm O Alphabetical ‘ O Microfim Reel(s)
— D Computer Tape(s)
O Legal Size O Computer Tape DO Numerical Number 0 Other (specity)
O Bound Book O Floppy Disk & Chronological
0 Audio Tape . D Video Tape D Geographical 1'0. Annual Ao “‘g‘ File Drawer(s)
- icrofilm Reel
0 Cther (specity) D Other {specity) / 4 uamr T:po(g)
Number D Other (specily)
11. Fie is Used ) 12. File_ Becomaes Inactive After -
A Daily D Weekly O Monthly _ O Month{s) O Year(s)
Number :
AS needed - _ -
13. Cument Location(s) (Bidg., Fioor, Room) 14. s Record Series Duplicated Elsewhere?
TTAS, Man ofFice gfm{(wfy oruzfﬁa)
[ ]
FILE CABINET | TOP DPAVER
15. Access Restrictions D Yes No 16. Audit Requirements
(if Yeos, cite Law(s) & Regulation(s) .o .
‘ ° O None D Sute O Federal 'O independent

any hadware/software

] Yos'

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

18. Rocommendod Retention ﬁc’/ﬁ’}ﬂ/ g,——

hyears ot Hhen dﬁsmwg




uctions - Type or Print a separate form for each
~ of revised record series, forward with Record
atention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

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

"PAGE____ OF ___

. D opament/Agoncy

Animet Um’wo\ %wwccs

Z Dwision ' | EL

TCAs

" 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 T‘fﬂe
VI(S WOrkees iLes

8. Earliest Yearlatest Year

”_

6. Rocord Series Description (Briefly describe the types of informationndscumentsforms found in the sariss. Include the purpose or function of the serios,
105 WORKIRS COLRT REFERRAL_FoeMe (BcounTies)
Uiy Q&L&A&;\Mtbl(l\\, Form (Cnevles Copnty ONLV>

Koot unDee L

7. Record Senes Format(s) 8. Record Series Sequence 8. Volume
. & Filo Drawer(s)
)z’ Letter Size D Microfilm A Aphabetical D Microfim Reel(s
' l O Computer Tape(s)
D Legal Size QO Computer Tape O Numerical Number O Orher (specity)
0O Bound Book 0 Fioppy Disk 0 Chrenological
D Audio Tape O Video Tape O Geographical A A o Drawer(s)
0O Other (specity) 0 Other (specity) ( 2 anmr T:p.:(lg
————————— Number O Other (specity)
11. File is Used o 12. File Bocomes Inactive After @
D Daily My O Monthly —_— B Month(s) O Year(s)
Number
13. Current Location(s) (Bldg., Fioor, Room) ’ 14. Is Record Series Duplicated Elsewhere?
CtMoon O0FC L Tl DQP\@@QU—D&ED) g}“‘-{wfymgcyuoﬁa) .
Teps WS oeew <
15. Access Restrictons Yes O No 16. Audit Requirements
(it Yes, cite Law(s) & Regulaton(s) ’
° DO None O State O Federal O independent

any haéaare/soﬂware

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

D. Yes O No retovNed O Court ence Xison - _
) Nes, compleldl Suvice Bl
AN oyeEr—

18. Recommenced Retenton

NO Lopies kept ofdresc -COYMs

9.

20. TCeﬁw Number

Q5é—\715




uctions - Type of Print @ separate form for each
~ 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 20784

AGENCY RECORDS INVENTORY

PAGE _ OF ___

”, D epartmenvAgency
Anirred Ccrrhrol &W\Lts

2. Division

TCAS

3. Unit

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

4. Record Series Title S. Earilgs} Year/Latest Year
PoLicy Books (B) MEMS RANDA  BCOKS ®

6. Record Series Description (Briefly describe the types of infomb’onn/dowmonmm found'ln the series. Include the purpose or function of the series.
PoLicy Boow - INCLUDE S ALL POLILIES oF . TCA S

MEMDRANDA BOOK - INCLUDES (DPIES OF AL MEMORANDA CONC&RN ING
D(O'CCCMYfS o~ TCAS

7. Record Series Format(s) 8. Record Series Sequence 9. Volume '
. 0 File Drawet(s)
B Letter Size O Microfiim X Aphabetical - POLICY Ba0KS S4 O Microfim Reel(s)
A D  Computer Tape(s)
D Legal Size O Computer Tape 0 Numerncal Number Orher (specify)
LAt
D Bound Book O Fioppy Disk W Chrenological -Me mora rndsa_ & B>l M beElS
0 Audio Tape - O Video Tape D Geographical 10. Annull hbg\ File Drawer(s)
- . . ierofil ool
0 Other (specity) O Cther (specity) / IL nnm:" T:po(s)
4 [T BINDERS E— Numbes O Ot (specity
- 4 a9
11. File is Used ; 12. FuloBocom Inactive After -
O Daily s y O Monthly N O Month(s) 0O VYear(s)
13. Currerit Location(s) {Bidg., Flcor, Room) SUE f: ‘I 14. Is Record Series Duplica! . ?
oL_(cY 600\@ |- Ma /nOF FICE, L (i yes, specity office)
p‘ YN - SELRETARYS DESK, SOPEROF O VYes No
MEMD: MAn\; OFFICE - SHELF
15. Access Restrictons O Yes \% 16. Audit Requirements
(¥ Yes, cite Law(s) & Regulation(s) ’ :
° 0 None O State O Federal D independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware:software 'P (_C ’ig
. - no ro :
D Yes O No o u.,) l D ( '
. M v - atad MW
N - 0)/6 — o

20. Tolépgo?o)Numbor
Q3&~\’1 >

21. Date




. | . | [

T,
. DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Actions - Type or Print & separate form for each RECORDS MANAGEMENT DIVISION
~ of revised record series, forward with Record 7275 WATERLOO ROAD
Atention Schedule (DGS 550-1) - P.O. BOX 278
: ! JESSUP, MARYLAND 20764 ‘ PAGE . OF

3. Unit

#l, Do nvAgency 2. Division ‘
! }%Z”md// u/«S:I\//CLS o ;meﬂ/ ﬂz /

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

4. Record Series Title ‘ Year/Latest Yoar
3:5 Licerses _ / M

6. Record Series Description (Briefly describe the types of informationn/documentsiorms found in the series. Include the purPose or function of the series.

jN&Au‘.Au&\ Licermses ssufe& <o . (&USS ) C/anwieS ()wmm s
Per. STATE oo :

° _ O None D State O Federn D independent

7. Record Series Format(s) 8. Record Series Sequence . 9. Volume
- _ . ) ’ D File Drawer(s)
D Letter Size D Microfilm D Alphabetical . (p ¢ 00 + 8 Microfim Reel(s)
L Chmh D computer Tape(s)
D Legal Size 0 Computer Tape B Numerical : Number B8 Other (specity)
‘qBound Book D Floppy Disk O Chronological File Soes s
h £ Audic Tape. . D Video Tape D  Geographical 1. tigi Fie Drawer(s) .
v O Microfim Reel(s)
D Over (spocity) Bl O Other (specity) | Y2 boes /yer< § Computer Tape(s)
n __.Ci eacda ——— Number 0 Other (specity) i
1. Funsur . ' 12. FiloBocomoslnwﬁchM :
Daily B Wookly D Monthly W, Month(s) D Year(s) !
13. Current Location(s)  (Bidg., Floor, Room) 4. s Roeord Series Duplicatsd Elsewhere? !
. spodfy agency or otfice) :
P emal C:»)\vw\ S‘W“\—)ﬁ - Y" \Eh )
Cw.pu\e(?_ % W Qd‘w‘eg
15. Azoess Restrictions O Yes B No 16. Audit Requirements
(it Yes, cite Law(s) & Regulation(s)

17. is an Index System Used? (If yes, oxptam briefly and describe 18 Rocomrmndod Retention

any had«are/softwue A/ ﬁr
y B2 Mokt fon el

‘/*’1‘“as ,Déﬁ'— { .

20. Telephone Number
30l-6¢s~oe3/

21. Dawe

Ny ¢ 1357




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
uctons - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
~ or revised record series. forward with Record 7275 WATERLOO ROAD
atention Schedule (DGS 550-1) " P.O.BOX 275 : .
, . JESSUP, MARYLAND 20764 PAGE __ OF
# ), DepartmenvAgency 2 Dmaon ﬁ | 3. unmh )
i mal (ot /52'02 | "M// ’é“’ ' ' N

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

4. Record Series TMG 8. Ww Your
C roeliy = QQ—PUR*S / hfg:""w7
€. Record Senies Description (Briefly describe the types of informationn/documentsorms mmd in the series. Include the purpose or function of the ‘series,

Eﬂ:m{-s t\”@ \3\6 é\&jvu.«& o Reamdes %M@‘Lam%‘m«s

7. Record Series Format(s) 8. Record Series Sequence $. Volume
. T, ‘ D File Drawer(s)
& Letter Size O Microfilm , D Alphabetical ﬁl D Microfim Reel(s)
. -—b O Computer Tape(s)
O Legal Size D Computer Tape D - Numerical Number © & Other (specify)
: ! g of lghuJG'QS
D Bound Book O Floppy Disk _ Chronological
10. Annud Accumuiation
{ D Audio Tape, D Video Tape D Geographical O Fie Drawer(s) .
. ) . 0 Microfim Reel(s)
D Other (specity) O Other (specify) . / O Computer Tape(s)
S Lot
11. File is Used : 12. File inactive After :
% Daiy D Woekly O Monthly O Monthis) K Yoar) |
Number ' : :
r 13. Cument Location(s) {Bidyg., Floor, Room) 14. is Record Series Duplicated Elsewhere?
(M yos, tpodfv agency or m)
A AL CA\)\'su\ cf& e M B v ? / !
.ﬁ\/uesf R 0/7( e s e z
15. Acoess Restrictions ﬂ Yes O No 16. Audit Requirenents 4 i:
h (It Yes, cito Law(s) & Regulaton(s) ' . L
¢ = &, L Gs D None DO Sue D Federn D independent §
: |
17. Is an Index System Used? (If yos., expiain briefly and describe 18. Recommended Retention
any hadware/software :

/Q Yes O No . | N2 . o
b, yerr by /"’“”L R@@ﬂ@aﬂ?ﬁ}%%’%
20. Telphone Number |

fﬂ/é‘/s -o¢ ?/




DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Actions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
# of revised record series. forward with Record ) 7275 WATERLOO ROAD
atention Schedule (DGS 550-1) { P.O. BOX 278

JESSUP, MARYLAND 20704

PAGE___ OF ___

A vy
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