DEPARTMENT OF GENERAL SERVICES Schedule No. &‘2’ég ‘
RECORDS MANAGEMENT DIVISION ’
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 2

Agency Division/Unit
Washington County Fire and Rescue

Item No Description Retention

1 Local emergency planning committee minutes: quarterly Permanent. Transfer
minutes, newsletters periodically to the MD State
Archives

Contingency plans for various businesses, state parks to handle | Retain until updated or
disasters relating to : warning dissemination plan, emergency | superseded, then destroy
telephone lists '

Hazardous material files Retain for forty (40) years, then
-contains but not limited to: site plans, locations of hazardous | destroy.
material in Washington County

911 Tapes Retain three (3) months, then
reuse

Emergency management statistics for EMS, ambulance, yearly | Retain for 3 years, then destroy
reports, shows: company, day calls, night calls, number of calls

Daily 911 Calls report: handwritten operator data, computer Retain for one (1) year, then
generated daily reports destroy

Quarterly reimbursements: Activities results list, Retain for three (3) years and
correspondence, statements of work, lists program activity by | until all audit requirements have
quarter, quarterly reimbursement expenses claimed for been met, then destroy.
personnel and administration expenses

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

Date JUL 2 0 1999

Signature ’:-\_—ow \,_. Q\\\w\,\ Signature 'Qv!a‘(cc / "%"

Type Name Joni L. Bittner

Date June 21, 1999

Title County Clerk




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C Z—é%

(CONTINUATION SHEET) Page 2 of 2
Item No Description Retention
8 General files Screen annually. Destroy
-contains but not limited to: disaster plans, correspondence, material having no further
invoices, agreements, annual reports, central alarm, FCC administrative, fiscal, legal or
license, emergency management billing, engineering studies, | operational value. Retain
grant projects, drawings, hazardous material plan permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.
9 Capital improvement files - P.O., requisitions, invoice, Retain for three (3) years and
comparison pricing, price quotations until all audit requirements have
been met, then destroy.
10 Fire Co. boundary agreements Retain until updated or

-contains but not limited to: correspondence, boundary
agreements, agreement with various fire companies for

.| responding to alarms throughout the county

superseded, then destroy




NSTRUGIION

SCHEOULE (OGS 550-1)

« TYPE OR PRINT A SFPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARD WITH RECOROS RETENTION

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794 Page : of

{. DEPARTMENT/AGENCY

2.

. UNIT

2. omsmrﬁ'—gf/wf

DEFINITI

- Rocords Sarles - A graup of related records normally filed and used 33 2 unit for reference as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE Mﬁz W&?% //;”0 ) 5. EARLIEST YEAR J LATETEST YEAR
Cotpps pe pron et i

6. RECORD SERIES DESCRIPTION { Buefly descnte the lypes of information/documentsiforms found in the Series

Boner/ oy iom o
%Wd/ﬁ/férzé

’”
Include ihe purpose or functien of the Senes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME /
Fie Orawe!(s)

wter Size a Micreiim W 0 Microfiim Reel (s)

a Computer Tace {s:

0 Legal Size o Computer Tzce S Numercat / O Cther {Specity)

G Beund Book Q Fioppy Disk 0 Chronoleg:cal Number M %

a Auco Tape a Video Tace T Geograshical 10. ANNUAL ACCUMULATION
O File Drawer (<)

a Ctrer {Specify) o Cther {Spectiv) a Microfilm Ree! (s}
O Comgputer Tacels)
0O Othes (Specidy)

e Numbet
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
G Daly 0 Weekly a  Monthly O Month(s) o Year(s)
Number

WURRE T LOCATION(S) (Bldg., Floot, Room)
/@/é/ 7y %

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specty agency or office)

o Yes o No

U Yes g o

15. ACCESS RESTRICTIONS (If yes. cite law{s} % reguialion(s)

16. AUDIT REQUIREMENTS

O None a Slate g Fegeral O Indzpendent

17. 1S AN INDEX SYSTEM USED? (I yes. exciain cneily and
wenpe any hargware/software) ’

‘23

o
g

18. RECOMMENDED RETENTION &7‘7;/’(9)06/7/ 242 p
//}/};%76 e Pe/fzd/cﬁ%/ S

122 . Stete AR s

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21

. DATE

C3S $50.4 Tapsed 193)




INSTRUGTIONS -~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS IMVENJORY
REVISED RECORD SERIES FORWARD WITH RECQRDS RETENTION RECORDS MANAGEMENT QIVISION

SCHEDULE 10GS 550-1) 7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794 Page : of

1. DEPARTMENTIAGENCY 2. DlWSlouﬁ;"ﬂW 3. UNH
B/, Mo 22edtes 0

DEFINITION . Records Serles - A group of related records normally filed and used #§ 2 unit for refarence as well as retention and disposiion purposes.

Cbﬂ?j@f/m/ K 2s /72 ClerTEF
6. RECORD SERIES DESCRIPTION { Buefly descrite ihe lyges of infarmation/documentsiforms found n the Series  Include ihe puipose of functicn of the Series)
*;_71 P/ P25 Fo %f—/ﬂ%é Dirsyiazsse
ﬁf”/{) 72 e Disgsiers
5 / Jo; h)/?l",c)//u7 D) os EFAp AT BC

TS EMerewsy Jakop onze L15TE

7. RECORD SERJES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
. ile Drawer(s)
wier Size 0 Micrehim Ipnaceticas O Microldm Reel (51
O Computer Tace st
0 Legal Size o Ccmputer Tzce S Numerical a Ctner (Spezify)
0 Bzund Book Q Flogpy Disk Q Chronoleg:cal Number cMy F’7;_-
Q Awo Tape g Video Tace O Geographical 10. ANNUAL ACCUMULATION
a File Orawer (<)
a Ctrer (Specify) a Cther (Speciiv) O Microfilm Ree! (s}
o Comcuter Taoels)
O Other {Specily)
o Numbet
11. FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
c Daily O Weekly 3 Monthly O Month(s) a  Year(s)
Number )
13. CURPENT LOCATION(S) Bidg.. Floor, Room) - 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specfy agency or office)

ﬁx)@ a  Yes o No

15. ACCESS RESTRICTIONS (if yes. cile law(s) & requation(s) 16. AUDIT REQUIREMENTS

U Zes a No a None a State a Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? (I yes, exciain oneily ana 18. RECOMMENDED RETENTION K fg ) wpé 51_%//:_
wmespe any haraware/software) ' € / z) M

seded o wpdp7ed, Ther/
DEST 2 Foy7.

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

D ‘es

0
s

038 £50-4 ensed 493)




INSIRUCTIONS - FYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOQWE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD 7
PO BOX 275 - JESSUP. MARYLAND 20794 Page . of

1. DEPARTMENTIAGENCY

2. omsmnﬁ?‘@/’/@mﬁ 3. UNIT

Rocords Serles - A group of reiated records normally filad and used as a2 unit for reference as well as retention and disposidon purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

W2 hdous_ Mipzrysd fThes °

6. RECORD SERIES DESFRIPTION ( Buefly descrte the types of informalion/:iocumenlsl!orms found in the Senes Include ihe ou-'p:ose or funchicn of the Senes)

LOTRING, bie? AT Lijpided To = site flprs g/ =
LOLHTToRs of Mmoo mgter e i
W/féé/v/;@ D '

7. RECORD SERIES FORMAT(S)
wter Size o Micreilm

Q Lzl Size o Ccmputer Tzce
Q Bzund Bock QO Floppy Disk
Q Aucio Tape O Video Tace

O Ctrer (Specily)

8. RECORD SERIES SEQUENCE 9. VOLUME (r_"____./
le Orawer(s)

O Alpnateticar O Microllm Reel (51

a Comguter Tace is:
W D Cther (Specity)
G Chronolog:cal umper  ( ‘[e’, F,/:_‘

O Geograchical 10. ANNUAL ACCUMULATION
. . O File Orawer (s)
Q Cther (Speciiv) O Microlilm Reet (s}

a Computer Tapels)
a Other (Specify)

——

Number

11. FILE IS USED

a Daiy O Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

a Month(s) a Year(s)
Number

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

M/Zif//t/%v Cp,

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

o Yes o No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & requiation(s)

G fes S No

16. AUDIT REQUIREMENTS

O None a Slate 0 Fegeral O Indzpendent

17. IS AN INDEX SYSTEM USED? (il yes. exciain cneily and
wmsspe any hargware/soitware) '

‘ag o

4]

18. RECOMMENDED RETENTION Kﬁ;/ﬂ) f:ﬂ_f— A/-/p/gﬁﬂgd

19. NANE AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21, DATE

C63S 504 Tapsed 1/97)




INSIRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEQULE (DGS 550.1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECOROS INVENJORY

7275 WATERLOO ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 ‘Page . of

1. DEPARTMENTIAGENCY ;

2. DIVISION F/‘/Eﬁl"/ﬁ‘—g’/%—l 3. uNIT

DEFINIWcmd: Serles - A group of related records normally filed and used as a unit for refarence as wall as retenton and dispasiion purposes.

4. RECORD SERIES TITLE

77 7 /?fgé

5. EARLIEST YEAR / LATETEST YEAR

To

6. RECORD SERIES DESCRIPTION ( Bnefly descrite the types of information/documentstforms found in the Series  Incluce ihe pu:pﬁse or functicn of the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
- O File Drawer(s)
O Leter Size O Micrciilm O Alpnateticat a Microfilm Reet (53
a Computer Tace st
a Lezgal Size o Ccmputer Tzce S Numerncal O Cther (Spesily)
0 E-und Book O Floppy Qisk a Chronolog:cal Number
Q Audo Tape O Video Tace O Geograchica) 10. ANNUAL ACCUMULATION
Q File Orawer (<)
O Ctrer (Specify) G Cther {Specifv) 0 Microfiim Ree! (s}
O Comcuter Taoels)
Qa Other (Spezify)
o Numbet
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
C Daiy O Weskly 3 Monthly a  Month{s) O Year(s)
Number
13. CURRENT LOCATION(S) (BIdg.. Ficor, Raom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office)
Wtéff/wﬂé;/ O Yes 0 No
15. ACCESS RESTRICTIONS (if yes. cite law(s) % requation(s) 16. AUDIT REQUIREMENTS
o Yes 3 N g None a Slate O Fegeral O Indzpendent
17. 1S AN INDEX SYSTEM USED? {If yes. exciain cneily and 18. RECOMMENDED RETENTION
w=rte any hargware/software) ’
1D tag S Mo o I/ff\)
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

C6S 350.4 Tepseq 1931
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REVISED RECORD SERIES
SCHEOWLE [DGS 550-1)

INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WiTH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOC ROAD
PQ BOX 275 - JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENICORY

‘Page of

1. DEPARTMENTIAGENCY

Whrstit //VWL/:@ 2.

2. bwsion FHA/ T 5}75/@W <
EMER. . [ tatacsmeidr—

3. UNIT

DEFINITION

acords Seties - A group of related records normally filed and used 2s 2 unit for reference as

wall as retention and disposiion purposes.

/
ST/ IS e =,

4. RECORD SERIES TITLE EMEK%(/ %

) |

5. EARLIEST YEAR / LATETEST YEAR

/ @_TOQ_@—

%7"%//5)

6. RECORD SERIES DESCRIFTION { Bneﬂy descrite the lyges of informalion/documentsiforms found in the Series

&/Méf»"

Include ihe pu‘pose or funclicn of the

TR/EEs [~ ENES 5 Motnbosc s /f&;
lepp/ 75, showws s Loppmo 7 ,D/%//;,;,//é

enes)

7. RECORO

Lter Size a Micrcidm

O Le53l Size o Ceomputer Tece
0 Bcund Bock G Fiogpy Cisk
Q Auco Tape a Video Tace

0 Ctrer (Specily)

8. RECORO SERIES SEQUENCE
a Alcnateticat
umernca!
Q0 Chronoleg:cal
O Ceograghical

a Cther {Spectiv)

G

9. VOLUME /
de Drawe!(s)

O Mwcroflm Reel (si
O Comguler Tage js:
0 Cthet (Spezily)

/
P T

Number

10. ANNUAL ACCUMULATION
a File Orawer (g}
a Microfilm Ree! (s}
O Comcuter Tape(s)
O Other (Speciy)

—_——

Number

11. FILE IS USED

c Daly - O Weekly 3  Menthly

12. FILE BECOMES INACTIVE AFTER

]
Number

Month(s) a  Yezar(s)

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(It yes. specify agency or office)

O Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & requiation{s) 16. AUDIT REQUIREMENTS
\ Yes S wWo a None o Slate 0 Fegeral G Independent

17. IS AN INDEX SYSTEM USED? (I yes. excian cnefly ana
conte any hargware/software) '

‘as o o

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

£35S 5504 Yepsed 193)




[NSIRUGTIQNS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARQ WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJORY
RECORDS MANAGEMENT OIVISION

7275 WATERLOQ ROAQ

PO BOX 275 - JESSUP. MARYLAND 20794 ‘Page : o

1. DEPARTMEMNTIAGENCY

Wehivsioy Lo

2 omsmnﬁ‘/’gf”im

3. UNIT

DEFINIAO

N - Racords Sarles - A group of related records normally filed and used a3 a unit for reference s

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE 9,4/// ﬁ// ﬁ/#/é 4%/\7__

5. EARLIEST YEAR / LATETEST YEAR

(e Ll 7205

6. RECORD SERIES DESCRIPTION ( Buefly descrite Ihe lypes of informalion/documents/forms found in the Series

Include jhe pu.pose or {unchien of the ..clle.w

7 g@?’/" Zal DF, /@Vﬂﬁa

%ﬂ// W7 /72 7// =) 2 for— L /‘?ﬂ&

/W/?//é’/\

7. RECORO SE FORMAT(S)

«ter Size g Micreim
0 Legal Size 0 Cemputer Tzce
QO B-und Book O Fiogpy Qisk
Q Auvzo Tape O Video Tace

QG Ctrer {Specify)

8. RECORD SERIES SEQUENCE
Z~Numetical

o Chronolog:cal

9. VOLUME /
Fde Orawer(s)

a Microfiim Reeal {s)
Q Computer Tace is!

2.,

O Cther {Spegity)

20
Number CZ( /’7_—

O Ceographucal

a Cther (Speciv)

Dri=

10. ANNUAL ACCUMULATION
Q File Orawer (s)
a Microfilm Ree! (s)
0 Comguter Tape!s)
O Other {Specfy)

Nymber

11. FILE IS USED

Q Daidy a  Weekly T Monthly

12. FILE BECOMES INACTIVE AFTER

Number

a  Month(s) o]

Year(s)

13_ CURRENT L OCATION(S) (Bidg.. Fioor, Room)

W%Zﬁ%%/ﬁf

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

a  Yes

(It yes. speaify agency or office)

. IS AN INDEX SYSTEM USED? (If yes. exciain crefly and
amespe any hargwarel/saftware) )

oes

9]
é.

18, RECOMMENDED RETENTION

o No
15. ACCESS RESTRICTIONS (If yes. cile law(s} % requiation(s} 16. AUDIT REQUIREMEHNTS
G Yes 3 No a  None a State O Fegeral O Independent
17

Retarw for— e (1) Ym S >

D& rwrr

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER / A

. DATE

C38 £50.4 Fepsed 1/93)




INSIRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOR0DS RETENTION
SCHEDWLE (OGS §50-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
RECOROS MANAGEMENT DIVISION

7275 WATERLOQ ROAD _
PO BOX 275 - JESSUP. MARYLAND 20724 Page . of

1. DEPARTMENT/IAGENCY 2. omsm}é?’épW 3. uNIT
W/MM&?

DEFINlTlO{ Racords Serles - A group of related records normally filed and used a3 a unit for reference as wall as retention and disposition purposes.

4. RECORD SERIES TITLE QMM&P&/@W%/&?M% EARLIEST YEAR [ LATETEST YEAR

SPZ7 o Ctrp e 7

6. RECORD SERIES DESCRIPTION ( Buefly descnte the lypes of information/documents/forms found in the Senies  Include ihe pu:pf:se or functicn of the Seres!

HeTs 0977 Ly Gorsfor—r b HIZT7:
EXperts s o/ mped por 1 =t
o /

ST TS o= B K LS )0/7,»%
o

7R

RS — o707 Foeos Hezsy /s Lb ST = @I’?’%ﬁﬁkﬁé&z&"}

-

el

7. RECORD IES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
- 4 Fie Drawer(s)
Leter Size

a Micreilm O Algnateticat Q Microflm Reel (s1
O Computer Tace {s:
0 Legal Size a Ccmpuler Tzce G Numengcal ;; a Ctnher (Spezily)
C Bzund Book O Floppy Oisk G Chronolog:cal Number &/}’/ W‘——
Q Audo Tape Q Video Tace O Ceograchicas 10. ANNUAL ACCUMULATION
- O File Orawer (s)
Q Ctrer (Specily) a Clher {Speciv} O Mcrofilm Ree! (s}

O Comcuter Tace(s)
O Other (Specily)

e Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
a Daily o Weekly 3 Monthly ; a Month(s) Q Year(s)
Number '
13. CUREEHTZCATION(S) (Bidg., Floor, Room) : 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. spezify agency or office)
/m 0 Yes O No

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

-

o Yes o WNo O None a Slate O Fegeral G Independent

17. IS AN INDEX SYSTEM USED? (il yes. exciain cnefly ang 18. RECOMMENDED RETENTION
wi=ste any hargware/soflware) )

‘o5 S o Retain for three (3) Years and until
all Audit Requirements have been
19. NAME AND TITLE OF PREPARER u Fulfilled, then destroy.

0138 $50-4 Fepsed 1493




INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEOULE (0GS 5501 7215 WATERLOO ROAQ ,

PO BOX 275 - JESSUP. MARYLAND 20794 Page : of

1. DEPRRTMENTIAGENCY J— 2. DIVISION }Z/—LPQﬂwe— 3. UNIT
/7] 200 LD | ENER, [Mptemremsrt—

ODEFINITION . Hacords Sarles - A group of related records normally filed and used as a unit for referenca as wall as retention and dispositian purposes,

1 LATETEST YEAR

4. RECORD SERIES TITLE W 7 f F/ . 5. EARLIEST Y

L4 / '
Include ihe pu.pose or luncncn of the ScneS)

CorTlnls ye7 7e7 Lyt et /2 DISRSESr /%
(OTEspendenne- /MVA?/C% /% réexafev)?g Z
X K S SS )7 %/&XW A
Lo/ CEN B E/%z:/z W//f//()/ge/%émf// 2

ENgi/ BER Iy ST 0] 7 Py S
DKW W’/ ’U# < /%W%ﬁ/;b WLAN | / (a/a«:)

6. RECORD SERIES DESCRIPTION ( Buefly gescrite the ly;:es of information/documents/forms found in the Series

7. RECORD S S FORMAT(S) 8. RECORD SERIES SEQCUENCE 9. YOLUME /
. e Drawer(s}
L~ter Size O Micreilm lpnatetical O Microfdm Reel (s)
O Compuyter Tace is:
O Legal Si Q Cempuler Tace S Numencal 5%9 O Cther (Specity)
DKGB;}( O Floppy Disk o Chronolog:cal Number w / j
O Auio Tape o Video Tace O GCeograohical 10. ANNUAL ACCUMULATION )
.o a File Drawer (<)
a Ctier (Specify) T Cther {Speciv) O Microfilm Ree! (s}
© Comcuter Tace!s)
O Other (Specidy)
o Numbet
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
g Daily a  Weekly a  Monthly _ a  Month(s) a  Yeas)
Number ’
13. CURRENT LOCATION(S) (Bldg., Floor, Room) : 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office)
VIR A7 g SF 7 . o
15. ACCZSS RESTRICTIONS (If yes. cite law(s} % requialion(s) 16. AUDIT REQUIREMENTS
U fes S No g None a State O Fegeral O Independent
17. IS AN INDEX SYSTEM USED? il yes. exciain cneily and 18. RECOMMENDED RETENTION .
wspe any hargware/soitware) ’ M{Sf é:{f/(/g/— i / ] JZ—P;
D ‘as Z Mo %’
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

1135 $£50-4 Fepsed 1/93)
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INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES
SCHEDULE (DGS 550.1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION
7275 WATERLOQ ROAD
PO BOX 275 . JESSUP. MARYLAND 20794

FORWARD WITH RECORDS RETENTION

1. DEPARTMENTIAGENCY

WestvTay Co.

AGENCY RECORDS INVENJGRY

‘Page : of

2. DIVISION Fm €
Efer T /%g%rmé’/

3. UNIT

DEFINITI

N . Records Serlies -

A group of rolsted records normally filed and used as 2 umt for roference as

well as rotention and disposiion purposes.

4. RECORD SERIES TITLE Cﬂp//ﬂz_ /M/QWQW—'

s

5. EARLIEST YEAR / LATETEST YEAR

TC

>0,

6. RECORD SERIES DESCRIPTION ( Brefly descrte the lypes of information/documentsiforms found in the Seres

f"oe

Include

/_5///2%@ - RV eE COMMPAITZ

we777?‘7—-/<%

ihe pu.pose of (unr.hcn of the Senes!

= fou> /Qr’

used To Furchpse mm7es; /ﬂz for EMeE.
ed sl - Fire Degl

Number

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
/ A / - C”me"s’
Lxter Size o Mwcrehlm phatetic2l O Microfilm Resl (s1
O Computer Tace s!
0 Legal Size a Ccmputer Tzce S Numencal /f a Cther (Spetily)
0 Bzund Bock O Fioppy Disk C Chronoleg:cal Number Qf‘ g:_
Q Audo Tape a Video Tace O Geograchical 10. ANNUAL ACCUMULATION
a Fie Orawer ()
O Ctrer {Specify) a Cther (Speciiv) O Microlilm Ree! (s}
a Computer Tapels)
O Other (Specify)
el Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q Daly a  Weekly 3 Monthly _ a  Month(s) a  Yesr(s)
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