DEPARTMENT OF GENERAL SERVICES Schedule No. /~ 257" 7
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1| of 4
Agency Division/Unit
Washington County : Planning and Community Dev.
Item No Description Retention
1 Variances Screen annually. Destroy
-contains but not limited to: site plans, letter citing approval of | material having no further
variance, application, agreements, depositions, variance administrative, fiscal, legal or
request, copies of ordinance, findings of the circuit court operational value. Retain

permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland

Archives.

2 Metropolitan planning organization Screen annually. Destroy
-contains but not limited to: correspondence, N&A instate material having no further
council members, certification of newspaper ad, text of administrative, fiscal, legal or
newspaper ad, contracts, notice to proceed with work, operational value. Retain
agreements : permanently any material that

serves to document the origin,
2a General files development and
-contains but not limited to: blank forms, correspondence, accomplishments of the
rezoning guidelines, agenda for P.C. meetings, procedure department. Transfer
manuals, resumes, planning act, 1992, wellhead protection, periodically to the Maryland
wildlands designations Archives.

2b Ag appraisal reports: appraisal of ag property by real estate
appraisers, contains: exec. Summary, site and neighborhood
description, assessment, sales history, zoning, site plans and
photos, price per acre, soil types

(Items 2a, 2b use the same retention as item 2 above)

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

Date June 21, 1999 Date rJuL 2 0 1999

Signature P‘:,N \_ %&V\‘-’\\ Signature %—[ cC. M“‘
7

Type Name Joni.L.=Bittner

Title County Clerk
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Item No

Description

Retention

2¢

2d

2e

2f

Clearinghouse Files

-contains but not limited to: MD office of planning, agency
review request, grant applications, pending project budget,
budget comments, review and recommendations

Rezoning cases

-contains but not limited to: drawings, distribution document,
exhibits list, correspondence, account receipt, staff reports,
copies of deeds, minutes of county commissioner’s meetings,
planning master lists, hearing results

Forest conservation and FX exemptions

-contains but not limited to: correspondence, plats, field
sampling data sheet, worksheets, approval/disapproval letter,
request for exemptions, forestry declaration of intent

Site plans

-contains but not limited to: site plans, correspondence, fact
sheet and staff report, approved site plan, permit, agenda for
planning commission meetings, traffic impact analysis, notice
of final permit decision

Minutes of the Washington County Planning Committee:
minutes of regular meetings of the planning commission

Planning commission agenda packets
-contains agenda, copies of information to be presented

Highway interchange study group I - V: study prepared by the
Washington County planning department

-contains: datasheets, maps, analysis and recommendations,
staff reports, site maps

(Items 2c¢, 2d, 2e, 2f use the
same retention as item 2 above)

Permanent. Transfer
periodically to the MD State
Archives

Retain until updated or
superseded, then destroy

Retain until updated or
superseded, then destroy
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Item No

Description

Retention

6

Correspondence of planning staff; director and misc.

Demolition permits

-contains but not limited to: permits, photographs, description
of item to be destroyed, applications, nomination form for the
National Register of Historic Places

Active subdivisions waiting for approval
-contains but not limited to: plats, correspondence, subdivision
transmittal form, coversheet

Receipts/final reports, status reports

-contains but not limited to: development fee receipts, pink
account copies, correspondence, permit activity report, status
of subdivision plats, status reports

Withdrawn plats: correspondence, site plans, SHA notices,
worksheets, input document - additions and updates to
subdivision files, staff reports

Preliminary consultations

-contains but not limited to: schedule of events,
correspondence, summary distribution, plats, environmental
impact studies, P.C. notice

Preliminary final: application site plans; certifications,
approval certifications, plats

Simplified plat approval files
-contains but not limited to: plats, subdivision signature form,
correspondencé

Screen annually. Destroy
material having no further
administrative, fiscal or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions and
accomplishments of the agency.
Transfer periodically to the MD
State Archives.

Retain until project is completed
plus five (5) years and until all
audit requirements have been
fulfilled, then destroy.

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. Transfer
periodically to the Maryland
Archives.

(Items 8a, 8b, 8c, 8d, 8e, 8f, use
the same retention as item 8
above)
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Item No

Description

Retention

8f

Subdivision applications approved plats

-contains but not limited to: correspondence, route checklist,
cover sheets, invoices, site plan, PUD plan review fees
schedule, plats, request for exemptions, site document approval
checklist, applications

Grants

-contains but not limited to: correspondence, estimating sheet,
preliminary project description form, state implementing
strategy and investment program, site maps, project narratives,
applications, applications for federal assistance

Housing rehab loan files

-contains but not limited to: income review, insurance binders,
closeout statements, receipts for certified mail, request for
payment by contractor, settlement statements, permits,
promissory note, right of rescission, mortgage

(use the same retention as item 8
above)

Retain until grant is closed plus
five (5) years and until all audit
requirements have been met,
then destroy.

Retain until grant is closed plus
five (5) years and until all audit
requirements have been met,
then destroy.




INSTRUCTIQNS - TYPE OR PF’NNT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVIGES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (0GS 850-1) 7275 WATERLOO ROAD
PC. BOX 275 - JESSUP. MARYLAND 20794 Page A
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fw — e —— e
1. DEPARTMENTIAGENCY 2 omsioN P/W/V//C)ﬁ Ram
izshiloe Co.  \Coptpg Deyelbp,

DEFtNmOH/moows Setieo - A gioup of related rocerds normally filed and vsed as s unit for rmuuco as well as tatention and disposition purposes.

4. RECORD SERIES TITLE }/ — ;2 A)C‘/‘e ' 5. BARLIEST YEAR | LATETEST YBAR
- S LB o LS 7T
LT

6. RECORD SERIES DESCRIPTION ( Briefly descride the types of information'documents/iorms found in the Series. Inciude ihe purpese of funcusn of ine Series)

£0V7_/A/5 ééﬁ“ NET L) rffem] T s SI7= s s
Zéﬁéf =) T /ﬁa Vo2 ) /éé/?zzf/ae -
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1. Rfcy?,(ES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. <&~7T¢ Drawer(s)
Lelter Size O Microfiim o Alghabetical ' a Microfilm Rest (s)
© Comouter Tape 3)
O Legal Size o Compuier Tape MM o Oiher (Specity)

© Bound Beck O Floppy Disk @ Chronoiogics! Nuber (ol >
B Autio T; O Video Tape . C Geographicat .’ 10. ANNUAL AGCUMULATION
/ - D File Drawer ()

Gther (Speciy) M%ﬁ G Otner (Spacity) o Mereliim Reei (s)

@ Computer Tape(s)
[//?ﬁ aM)de O Other (Spesify)

(AN o EF Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily O Weekly T Monthly O Month(s) o Yearln)

Number

13. CURRENT Locn N(S) (Eldg oom 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (it yes. specify agency or office)

Al 8 ol FZoor |
o Yes ! ¢ No

15. ACCESS RESTRICTIONS {If yes, <ite low(s) § reguation(s) | 16. AUDIT REQWREMENTS |

o Yes B Ne o None o Siate O Federsl O independent

17 1S AN INDEX SYSTEM USED? (If yes, explain biiefly and 18. RECOMMENDED RETENTION
describe any hardware/soitware)

O Yes o No Mée %ﬂ/gle-%/%ﬂm
18, NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER ) . DATE
Wi/

S e
WL SENA Peariead 107 /

T

|




« YYPE OR PRINT A SEPURATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD W1TH RECORDS -RETENTION
SCHEDVLE (DGS $50-1)

EPARTMENT/IAGENCY
/(} /ﬂ?/pxﬂéé

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.G. BOX 275 - JESSUP, MARYI.A!‘O 20794

AGENCY RECORDS INVENTORY

Page DZ

of

2 oM&onP?/?/)l)/
Cornt, Oere 20

3. UNIT

/
DGF!N"IOH Records Serive - A group of reluted records normally flled tnd used as s unit for reference av

well as tetention and disposition purposes.

4, RECORD SERIES TITLE M / VW =S

e~ e

VDR 5T (o Paenticg (s imper,

5. BARLIEST YEAR | LATETEST YEAR

/%YOW

6. RECORD SERIES DE/CRlPl’ION ( Briefly dascride the types of i mlo:matmda:umAform« found in the Series. Include the purpose of funcusn of (he Sefes)

MM/M% DI F7he fe ////é’/‘ //%/ee//z)fé o/~
THe Pl ity Copire) a0,

Number

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME
O File Drawer(s)
O Letter Size O Microfiim © Alphabetical O Microfilm Reet {s)
© Comouter Tape ! W
O Legal Sze G Compuier Tape o - (Specify) __._ég
W O Floppy Disk O Chronalagics! Number 4&/, F 7.
B Audio Tape O Video Tape S Geographical 10. ANNUAL ACCUMULATION
O Filg Drawer (3}
© Other {Specily} o Other (Spacity) O Merelim Ree! {s)
: O Computer Tape(s)
D}?_’e‘ G Oiher (Specily)
. Number
1. FILE IS YSED 12. FILE BECOMES INACTIVE AFTER
a  Daily O Weekly O Monlhly D Month(s) c  Year(s)

n

VRRERT LOCATION(S) (Bidg., Fioor. Room)
Min Bldg= 3red Foor-

14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specily sgency or office)

O Yes ¢ No
16. ACCESS RESTRICTIONS (i yes, cite low{s) & reguiation(s) » 16. AUDIT REQUIREMENTS
O Yes 8 Nao O None ] é&m O Federal

g  independent

171. 1S AN INDEX SYSTEM USED? (I yes expigin briefly and
describe any hardware/software)
o

Yes No

18. RECOMMENDED RETENTION

Yeryodie =/
A e < .

Pef‘M BN EANT, TRINS

7o Tire 17 T

——

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

WC N4 Mesienn 101




SCHEDULE (0GS 550-1)

1. DEPARIMENT/AGENCY ’

INSTRUCTIONS, ~ TYPE OR PRINT A SEPGRATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARD WITH RECORDS ‘RETENTION

e TR

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD 3
P.C. BOX 275 - JESSUP, MARYLAND 20784 Page o, ot

2 omsion )2 PN/ K= L T

st e,

DEFINITION - Records Series - A group of reluted records normally Rled and used as 3 unit for reterence is well as retention and disposition putposes.

(oun. Deyero O

4 RECORD SERIES TITLE ]O/ W

/V//V é’ﬂ/ﬂ/ff /&5/ g2 5. BARLIEST YEAR { LATETEST YEAR
2 ;4%/7{57‘ s o

6. RECORD SERIES CESCRIPTION ( Briefiy descride I.hc types of informaliorydocuments/iorms found in the Seﬁn. Include the pwpose of funcusn of Ihe Senes) ]
LonTz/ Vs < heud s Copres o = S DTS I T DK
To LHe P/‘é{ﬁ f/z)7@dj

1. RECORD SERIES FORMAT(S)

O Leller Size O Microfilm
O Legai Size a Compuier Tape
0O 8Bound Beck O Floppy Disk

:Om/oraw Q Video Tepe
ther (Specily)

S - . _
706///%/6%7 {e 0@%, Corirs ) ss) 00 /Mé/a// 5/7% —

Locse Lez Byrdrs

8. RECORD SERIES SEQUENCE 9. VOLUME

File Drawer(s!

O Alghabetical Microfilm Reet (s)
Comouter Tape !5)

oNTrocal 2 Otver (Speify)
G Chroniogics! . Nymber é‘( P [" 7

C Geographica! 10. ANNUAL ACCUMULATIOK
D Filg Drawer (3)

oOgaQa

O Mercliim Ree: (s)
T Computer Tape(s)
O Othes (Specify)

@ Otner (Specify) :

LHFle

. Number

1. FILE 1S YSED

o Daily O Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

O Month(s) a  Years)

Number

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

#G)M}L()g/ f’ﬁrﬂ%t' O Yes : & No

14, 1S RECORD $ER!ES DUPLICATED ELSEWHERE? (! yes. specify egency ot office)

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

O Yes 0 N

16. AUDIT REQUAREMENTS

o None o State O Federal 0 independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardwere/sollware)

g Yes O No

18, monusnuﬁo RETENTION ﬁ @7’@’_/ O LUrOTTL- Mﬁc/ﬁ?‘?&[
o Superseded ,777@()@6475/

19. NAME AND TITLE OF PREPzER

20. TELEPHONE NUMBER 21. DATE

v
WL SANd Besiean cn/




S ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDVLE {DGS 550-1)

1. DEPARTMENT/AGENCY

P.C. BOX 275 - JESSUP, MARYLAND 20794

_L_/_A@A/ﬂqf' Co.

1&/%)44

DEPARTMENT OF GENERAL SERVIGES
RECORDS MANAGEMENT DIVISION

T See
N

AGENCY RECORDS INVENTORY
w4

7275 WATERLOD ROAO

Page Ot

2. omsion Yo AN/ K o]
(2T

3. UNIT

——

DEFINITION - Rocords Seties - A gioup of related recerds normally flled and used as 8 unit for retesence s

well a8 tetention end disposition purposes.

4 RECORD SERIES rmfé}?—/zé L2

= /‘%zmyf

5. BARLIEST YEAR | LATETEST YEAR

L3

Dleryy L — /

l)e

5)7E ,4/06

/
6. RECORD SERIES DESCRIPTION ( Bne!ldoscr.bo the types of lnlwmalmdccumenislforms found in the Senes inciude Ihe purpose of function of he Serres)

=y (/ )O/’ red & o
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T
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7. RECORD SERIES FORMAT(S)

O Lelter Size O Microfitm
© Legal Size o Compuier Tepe
O Bound Bock O Floppy Cisk
0 Audio Tape a Video Tape
r {Specify)

Lease [ez ) Nderz

8. RECORD SERIES SEQUENCE
O Alphabeticai
O Numerical
O Chronologicst

G Geographics!

r@)
Sty L2,

3. VOLUME
O File Drawer(s)
o Microfilm Reet (s)
© Comouter Tape i3)
o Olher (Specify)
e Lt AT

10. ANNUAL ACCUMULATION
D Filg Drawer (3)
o Mercliim Ree! (s)
© Computer Tape(s)
D Other (Specify)

Number

11. FILE IS YSED

o Daily O Weekly U Monthly

12. FILE BECOMES INACTIVE AFTER

Number

Month(s}

o Yea(s)

URRENT LOOATION )(Bldg FI
/4«:17 rzf /Wr“

14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specify agency or office)

o Yes ¢ No
16. ACCESS RESTRICTIONS (I yes, cite low(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes o No o None O Siate O Federal

0 independent

17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and
describe any hardware/sofllware)
O Yes

O No

18. RECOMMENDED RETENTION

ﬁf’é%/ef;-f@fd T /Vjés/r/

WO s Zr L WJ/;’V%'{

E AND TITLE OF PREPARER

s

20. TELEPHONE NUMBER

21. DATE
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NSTRUCTIQNS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

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

AGENCY RECORDS INVENICRY

Page f
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1. DEPARTMENT/AGENCY

Wt etz (o

2. DIVISION P/,é’/(’//a//u 7
Lomid, DeVe/a/Q,

3. UNIT

DEFINITION

ecords Serias - A group of related records normally filed and used as a unit for reference as

well as retention and disposiion purposes.

4. RECORD SERIES TITLE \5///6—- }Q/Z/QS

5. EARLIEST YEAR / LATETEST YEAR

/IR i rTEpT

6. RECORD SERIES DESCRIPTION ( Brielly describe the lypes of information/documents/forms found in the Series

CorTainas, bue7 VErAipsizadd Joz S5/7e ;f{_fﬂé 5
Corvesppod exce > FReT shes +SIer-. /gcz;f:/;:‘
Hpproved si7e Jan 7 ferrdsi; AyendZ £
717//?/(//17//77 Lo/U172) S=/080 "z TrZFF e
JMPAcT /44//?4/616; Wc‘.e pf-f/‘;{gé 7%,,./”/7\
DECISIDL . Nonpin e/ frse - SIS - O peer e s

Include the purpose or funclicn of the Senes)

7. RECORD SERIES FORMAT(S)

D’(Size Q

Yicrohim

O Legal Size o Computer ‘zce
0 Bound Book O Floppy Oisk
a Audio Tape . O Video Tape

B'O\’ercdy) ‘Lig

8. RECORD SERIES SEQUENCE
a Alphabetical
a’m
O Chronologecal
O Ceographicat

a Cther (Specny)

Siie Ad.

9. VOLUME /
tle Drawet(s)

a Microfilm Reel (s}

gé a Computer Tace {s!
__@_ - e

Number ¢ ZA{V F’/,

O Cthet (Specily)

10. ANNUAL ACCUMULATION
O File Drawer (s)
a Microfilm Reel (s}
O Computer Tape(s)
O Other (Specify) __

Number

11. FILE IS USED

o Daly O Weekly 3  Monthly

12. FILE BECOMES INACTIVE AFTER

O Month(s) a

Number

Year(s)

13. !CURRENT LOCATION(S) (Bldg., Floor, Roam

I

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

U boldz, Brzt F722r~
- O Yes o No
BIAs<e ppr ez 7
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
a Yes a No g None a State O Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? (f yes. expiain driefly and
describe any hardware/software)

g Yes S No

18. RECOMMENDED RETENTION

19. NAME AND JITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

OGS £50-4 {Rewised WJ/
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[HSTRUCTIONS, - TYPE OR PRINT & SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES : AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS -RETENTION RECORDOS MANAGEMENT DIVISION

SCHEDULE (DGS 550-1) 7275 WATERLOOQ ROAD ( "
P.G. BOX 275 - JESSUP, MARYLAND 20784 Page

1. DEPARTMENT/AGENCY 12 owision #:7/ /¢ /V W / Kjﬁ A - _——-—-—._T
T (o Coltaper Devés/50, |

OEFINITION #Records Serios - A group of related records normally Rled tnd used as » unit for reterence as well as tetention and disposition purposes.

4. RECORD SERIES TITLE . . eu@ ' 5. BARLIEST YEAR | LATETEST YEAR
| Corresporid P90 Cir o

6. RECORD SERIES DESCRIPTION ( Briefiy descride the types of mformalzomdo:umonisl‘orms found in the sones Inciude the purpose of functisn of he Setres)
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LQ%@ Lé’ 2/ ‘gj pﬂ— o : O Othes (Specify) ____
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1. FILEIS YSED 12. FILE BECOMES IRACTIVE AFTER
o Daiy o Weekly T Monthly O Month(s) o Year(s)
Number
13 CURRENT LOCAT 1ORN($) Eldg Floor Room) 14, 18 RECORD SER!ES DUPLICATED ELSEWHERE? (1 yes. specily agency or office)

Ve 1) 10 B8 >/ Az
ﬁﬁéeMeﬂ_‘

15. ACCESS RESTRICTIONS (if yes, cite law(s) & reguiation(s) 16. AUDIY REQUIREMENTS

o Yes _ ¢ No

o Yes o No o None o Siate O Fedaal a :ndeoendenl

17, 1S AN INDEX SYSTEM USED? (1 yes, explain bricfy and | 18, RECOMMENDED RETENTION \5' C/E eZA/ //V/Vkly/
describe any hardware/soitware) pC-S fF‘b 7 /Wg f'_ =) / y_ A A”'V//V? /(y o
o e 5 No Fuerdre— d sy Ny sz rio s ) (rer)

e
15. NAME AND rlTLE‘ OF PREPAREE: 20. TELEPHONE NUMBER 21. DAYE
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~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEOWLE {0GS 550-1) 7275 WATERLOO ROAD
P.G. BOX 275 - JESSUP, MARYLAND 20794

1. DEPAR!MEN‘I!AGENCY ’ 2. DISION ;D//‘?/Y//W/Vf 3. uNIT
‘ Ol (M Deye/pg
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DEFINITION - Records Series - A group of related records mormally Rled and used as s unit for reference ts well as tetention and disposition purposes.

4, RECORD SERIES TITLE D e M 0 // 7;‘5 4D Perw}‘T—g 5. zn-aus—sr :e:mmzrzsr YEAR

6. HECORD SERIES DESCRIPTION { Briefly descrde the types of information/documents/iorms found in the Serigs. Include ihe pwpose of functian of Ne Senes;

Cowoiz NS, foteT AET LY T Ted 75% Perriiis
70)7@7"7r7p/75 (copy) 5 Deseryflion o /:
IHen To be desTreyed s SJopHaZ]IONS ;
Npi s TT i for sor 6/{ %ée N 77T Bl
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

O File Drawer(s!
© Leler Size O Micrafilm O Alphabetical O Mictofilm Reel (s)

© Comguter Tape !5)
O Legal Size o Computer Tape W ! a'oﬁ?gpecify)
Ot F7.

0 Bound Book Q Floppy Disk G Chronologicst Nymber
O Audio Tape O Video Tape ) O Geographics! 10. ANNUAL ACCUMULATION
O File Drawer (s)
MYKSpedy)___________ o Other (Specily) O Mercliim Ree {s)
' . © Comguier Tape(s)
82 ) LW' O Cther (Spexify)
{D,Se[‘ f.ﬁ / P //'——Zb, Othes (Specity)
Number
1. FILE IS USED 12. FILE BECOMES IMACTIVE AFTER
o Daily o Weekly g Monthly O Month(s) o Yesift)
J Number
3. CURRENT LOCATION(S) (Rldg.. Floor, Room) 14, 1S RECORD SER!ES DUPLICATED ELSEWHERET (f yes. specify agancy of office)
o Yes c No

15. ACCESS RESTRICTIONS {if yes, cite law(s) & reguiation(s) 16, AUDIT REQUIREMENTS

D Yes o Ne O None o Siae o Fedenl o independent

. i?; Lv:o:n); i:{sd:ga d:;&c:e)m yes, expipin brielly and | 18, R!conuenoso RETENTIOH 37/ yZy0 9, Hohl 70/‘/0'}/&2—;@
Eled §)irs =S Tegss Sl

o ves o to MVTZZ Y 4 M}?’fey//&é/ygﬂ—

19, NAME AND Ti7

20. TELEPHONE NUMBER DATE
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INSTRUCTIQNS - TYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISEQD RECORD SERIES FQRWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEQULE (0GS 550-1) 7275 WATERLOO ROAD 5
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page ot
1. DEPARTMENTIAGENCY - 2. DIVISION /0//?/1//‘7//07 v 3 UNIT
Woastlir/gTon> Co.  |Coppe, Deviety .
DEFINITION - Records Series - Agroug of related rocords normally filed and used as a unit for refarence as well as retention and disposition purposes.

4. RECORD SERIES TITLE 6//5 J/Wé/&/&ﬂ/@@/d/ﬁjﬂ/ﬁj 5. EARLIEST YEAR / LATETEST YEAR
, = / ﬁé T© WZ 2ﬁtj7
Yopreved s

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documents/forms found in the Sertes Include ihe purpose or functicn of the Senes)

COTRIS, 177 AT LMY Jed 72 7 CO T EsSpordenece
/{D%T’ @hec& / 157’" COVEY 6/7€</s //V/z?/(‘,e{ /
s17e e VD 17 e e

//D/CZS s/T=
TS s (B T
E%MW/{ %ﬁ&//’b’éz /O S K / y 5/’7 %30 /4/4//9,0\5

7. RECORD SERJES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME V/
T Orawer(s)
Letter Size

O Microfilm D Alphateticat 0 Microfilm Reel (s)
/ O Computer Tace (st
O Legal Size a Computer ‘zce F~Numencal O Cther (Specily)

Q Bound Book O Floppy Disk G Chronological Number dg fé 7

O Audio Tape O Video Tace O Geograohical . 10. ANNUAL ACCUMULATION

File Orawer (s)
-D‘O/(Specﬁy) a Qther {Speciy)

Microfilm Ree! (s}

a
D Comguter Tape(s)
-5/)6 A/ér O Other {Specify)

0

Number

11. FILE IS USED 12. FILE.BECOMES INACTIVE AFTER

a Daily O Weekly a3 Monthly o Month(s) o  Year(s)

Number
13_ CYRRENT LOCATION(S) (Bldg., Floor. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ({if yes. specify agency or office}
INE E1dy B
o Yes o No

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

C Yes a No a  None a Slate O Federal QO  Independent

17. IS AN INDEX SYSTEM USED? (if '/es, axptan onefly and 18. RECOMMENDED RETENTION
cenibe any hardware/software)

19. NAME AND TITLE OF PREPARER: 20. TELEPHONE NUMBER 21. DATE

0GS $504 -Tenseq 1/93) /
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJORY

Page ’?

(o]}

1. DEPARTMENT/AGENCY

2. DIVISION jj/ﬁﬁ,()//f?

Ortspr o Dese/B0.

7(.—

3. UNIT

N - Records Sarlas - A group of related records.normally filod and used as a unit for tefmence as

well as retention and disposiion purposes.

4. RECORD SERIES TITLE M%A&D/’Z/ﬂ,@ 7D/27§

5. EARLIEST YEAR / LATETEST YEAR

T

dﬂ/‘f’espﬁ/

6. RECORD SERIES DESCRIPTION ( Bneﬂy describe the lyges of information/documents/forms found in the Series

W exbe ST FIPNS SIEAEIICCRS -
ﬁf/’i—fjeﬁ/j - //V/Q”TDﬁdﬁfﬂf,é/)‘/:
o Sebd) WAL, )C‘_\/f>5 STZAF N 7=

Include ihe purpose of functicn of the Senes)

9

2

7. RECURD SERIES FORMAT(S)

0O Legal Size

a Microilm
a Compuler ‘zce
a Bound Book O Floppy Qisk

Q Audio Taoe

G’M(Specdy)

QO Video Tage

feguesr 75 /dzzzé//‘/w/ﬁ/wgfﬁézzzaébéé

8. RECORD SERIES SEQUENCE
O Alpnabelical
efm
G Chronalogicat
J Ceographtcat

a Other {Speciiv)

9. VOLUME
B’F@eqs)
a Microbim Reel {s)
O Computer Tace (s
O Cther (Spacily)

Number W, F7>——

10. ANNUAL ACCUMULATION
O File Drawer (s}
O Microfilm Reel (s)

<iTe AP

a Comguter Tape(s)
O Other {Specify)

2

Number

11. FILE 1S USED 12, FILE BECOMES INACTIVE AFTER

Q Daiy O Weekly 3 Monthly O Month(s) o Years)

Number
URRENT LOCATION(S) (Bldg.. Floor, Ro?—/ 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or office)
Brd F/oor—
/A) 5 éxﬂl‘ / o Yes o No

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

G Yes a No a None o State 0 Federal O  Independent
17. 1S AN INDEX SYSTEM USED? (If yes. exoiain briefly ang 18. RECOMMENDED RETENTION

ciennpe any hargware/software)

2 fes G Mo
19. NAME AND TITLE PREPARE 20. TELEPHONE NUMBER 21. DATE

OGS S50-4 \Twased 1/93) /
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(NSTRUCTIONS ~ YYPE OR PRINT A SEPLRATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS (INVENTORY ’
REVISED RECORD SERIES. FORWARD WITH RECORDS ‘RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (0GS 850-1) 7275 WATERLOO ROAD
P.G. BOX 275 - JESSUP, MARYLAND 20784 Page /p ot

1. DEPARTMENTIAGENCY : ' 2 omsnon??ﬁ/l//y/k),? EX

2 Cw. |\ Cormr, &e;@/éo

DEFINKION - Records Series - A gioup of related records normally filed 1nd used a8 » unit fur reference 2a well as retenton and disposition purposes.

4. RECORD sERIES TLE [/ A &) 7"" F)/)//QL /67 %@PB 5. EARLIEST YEAR [ LATETEST YEAR
R P / /2 3B
S]] s /%e,oo/“ /S

6. RECORD SERIES DESCRIPTION ( Briefly descride mc types of inlormation/documents/iorms found in the Series. Inciude the purpose of luncu:r of the Seties)

CoTTRILS, bote7 2T 2t 0T T2 5 Deve D PHTERS]
Fee [& ae/ /O’F_ \D//)L( JacTT = 49/0/615 - ore

o ewe@ « Lerpy T e Tirele "7]___‘_5__9%
oF s VA /\S/p& Ly ’o77é/Z_ ey =

7. RECORD SERIES FORMAT(S) ' 8. RECORD SERIES SEQUENCE 3. VOLUME
o/ G Fie Orawer(s)
elter Size - O Microfilm T Alphabetical O Microfilm Reet (s}
)

M/ ) Compuyter Tape 5)
Df‘.cqa/IS‘:ze O Compuier lape - merical g o Ober (Specify) e
D Bourd Bock O Floppy Disk | O Chronslogics! Number &[{, F‘7———

B Audio Tape O Video Tope ) & Geographical : 10. ANNUAL ACCUMULATION
. O Fig Drawer (3)

O Other {Specily) © Other (Spacify) . O Mercliim Reet (s)
: ; _ O Computer Tape(s)
/é 4 Yo ' O Othes (Spezity)
‘ Number
1. FILEIS USED . ' 12. FILE BECOMES IRACTIVE AFTER
o Daily O Weekly o Monihly O Month(s] C  VYesr(s)

Number
13. CURRENT LOCATION(S (Edg Floor, Roo ; 14, 1S RECORD $ER!ES DUPLICATED ELSEWHERE? (f yes. specify agency or office)
)27 /2o

AN 1O B ~

O Yes : & No

15. ACCESS RESTRICTIONS {If yes, zite low(s) & regulation(s) 16. AUDIT REQUIREMENTS

O Yes 8 Ne . o Nore o Sile D Federl D independent

17. 1S AN INDEX SYSTEM USED? (If yes. explain briefly aﬁd 18. RECOMMENDED RETENTIOﬂ
describe any hardware/soliware) :

G Yes O No

20. TELEPHONE NUMBER 21. DAYE

|
T

W8 QAL Davieant 10




INSTRUCTIONS, ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENEﬁAL SERVICES AGENCY RECORDS INVENTORY /
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (0GS 550-1) 7275 WATERLOO ROAD
PG, BOX 275 - JESSUP, MARYLAND 20794 Page AZ_ of

1. DEPARTMENTIAGENCY 2. DIVISION /ﬂ;/f/p’d/? = Y5, v
W/@(/ 429 Cowper. Dz’//z:,/

OGFleOﬁ/Rwords Setiou - A group of related records normally fied snd used 35 8 uait for Mmo«a 18 well as tetention and disposition purposes.

4. RECORD SERIES TITLE M gTF"& P Y, 4 J 7‘%0 WWK%” ;mu.us:sr YEAR :'wercs%_ .
DI 3 249 27 D) - |
6. RECORD SERIES’( SCRIPTION ( Briefly cescride the types of information/documents/iorms found in the Series. Include the purpose of funcusst of (he s-nm

CORTZNLS, bt T AT L )0ts T ] &2 PN TR rErxe:
NI /,0157" e (oLl /ﬁ/g/z/éefé df/‘////ceg‘
O pfere 250 A . TEXT - ﬁ/”//ﬂ&éaﬁ/ﬁ%v@%{
COOTRIATS ; AGTIoe T5 720 1177 LD 7
/%r‘e e/mf/u’

7. REGORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME .
/ m
etter Size o Microlilm O Alphavetcal O Mictofilm Reet (s)
o @ Comauter Tape ts)
© Legai Size o GCompuier Tape ' Umerical o Qlher (Specify)
© Bound Beok ) O Floppy Disk G Chronslogicsl Nymber //L/I F/
© Audio Tape O Video Tape , T Geographical 10. ANNUAL ACCUMULATION
D Fig Drawer (3)
COther{Specily) _____ © Other (Spacity) O Mreliim Reet (s)
y © Computer Tape(s)
75/? YA O Othes (Specy) _
Number
1. FILE IS YSED ' 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly U Monthly O  Month(s) Q  Yestis)
‘ Number
URRENT LOCATION(S) (Bidg.. Floor, Rj ; 14, 1S RECORD SER!'ES DUPLICATED ELSEWHERE? (f yes. specify egency of office)
Z’ZZ k) 1) Blds = Brzd F7eorst
3 o VYes G No

15. ACCESS RESTRICTIONS (If yes, <ite low(s) & regulation(s) 16. AUDIT REQUIREMENTS

o Yes o No O None O Slale O federal 9  independent

17. 1S AN INDEX SYSTEM USED? (If yes. explamn brielly and 18. RECOMMENDED RETENTION
destribe any hardwere/soltware)

o Yes .. s & %/ﬁe/'#é FA& /déd ore’

15. NAME AND TlTLZﬂF PREPARER 20. TELEPHONE NUMBER 21. DATE

cetf
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INSTRUCTIQNS, ~ TYPZ OR PRINT A SEPURATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE {DGS 550-1) 7275 WATERLOC ROAD >
PG BOX 275 - JESSUP, MARYLAND 20794 Pawﬁ_ ot

L ]
1. DEPARTMENTIAGENCY 2 DVISION P/,%W A Y1 3. i
8722, Cﬁp Corties . D/ o2

DEFINITION - l/otd- Serios - A group of related rocerds normally filed snd used as a unit for rmuna a5 wall as tetention and disposition purposes.

4 RECORD SERIES TITLE 5:7“ M- < - 5. EARLIEST YEAR | LATETEST YEAR

10

6. RECORD SERIES DESCRIPNON ( Briefly doscrde the: types of vn(umahon:documonw!mm< found in the Scncs Includq the pdlpose ot luncuor 2t the sme:,

CAT 7025, b7 A7 Lok Tad 7o - Cory@ p,a/eoa@ -

Es77 7’/%/}7,7) She=7 - ¥ 4 fé///‘f/ / )D pr/f’C’/T
D@cm/&y//‘pu e S1rte Jrer I ppem 05

ST 6’—7" W OV ET I Wr://")”/‘ //’9/%7' == /’/ﬁQF,
Profecit Nz rv7ivEs / /%;9,0//(‘ /%Td,dc:s

PP 710675 Sor fteroz %ﬁ,e:s//%&ae/« /over)
7. REGORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME m
O’\Ks o Micrafilm .Md : o] :dcrcfd?aneﬂ; (s}

/ © Compuler Tape i3}
Legal Size O Compuier Tape Q Numetical o Ofher (Specify)
© Bound Beck O Fioppy Disk & Chronaiogics! Nember Q{;’,Fj,
O Audio Tape D Video Tape . T Geographical 10. ANNUAL ACCUMULATION

O Fig Drawer (3)
OOther(Specity) ________ o Other (Spaely) o Mercfilm Ree! (s)

;/_p w——%j/a M—'- g gm.;e;ﬁ(i____
/%e , Number

$1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o0 Daily O Weekly O Monthly — e O Month(s) o Yesr(s)
Number
13, ,CURRENT Locmou( ) (Bidg.. Floor, Room) 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specify agency ot office)
MK Bldg - Srod 7o~

O Yes : G No

ﬁzzasme,or

15. ACCESS RESTRICTIONS (If yes, cite law{s) & regulation(s) 16. AUDIT REQUIREMENTS

o VYes 5 No o None o Slake o Federal =] :ndeoendenl

" u::r:r go;a; i:{sdizat :;g:qm yes, explain biiedly and 1s/azcouusno D RETENTION % 73 L/M—Z mﬂ'/ﬂ'&;
DS .5-?54’:65 %W LAV

WLL f2di 7 /%é//fé/?/fxl/g o e

15. NAME AND TITLE . GF PREPARER 20. TELEPHONE NUMBER -21 DATE
WL SN Mevisan 1 /

O Yes O Neo




% &= oYY 277?;/«/5 > )%/ecT //V/O/zf MELT B8 D
Schedw)e ;. CoTra2eT /7 =17 =

Close ou7 Desk 1,173 ; Kegreasr o
FRYMERT Legml we7iGes ; Jun o
JNlerrrenos




S = YYPE OR PRINT A SEPGRATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORUS RETENTION
SCHEQVLE (DGS 550-1)

1. DEPARTMENT/AGENCY

sh T .

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7375 WATERLOC RCAD
P.G. BOX 275 - JESSUP, MARYLAND 2079¢

AGENCY RECORDS INVENTORY

Page /(8

ot

2. DVISION

727
G

‘“

(=T,
7

3. UNIT

R

DEFINITION - Records Series - A group of related recerds normally Ried 1nd uied as » unit for reforence 1s

wall as tetention and disposition purposes.

4. RECORD SERIES TITLE

P@///Q/}V/ﬁ”y Conesi L2 Tmms

5. BARLIEST YEAR [ LATETEST YEAR

10&”’76&7—

Ez/erJ

Cyerte
S o ey LioAs

6. RECORD SERIES DESCRIPTION ( Briefly dosébe 1he types of information/documents/forms found in the Series. Include the pwipose of funcuon ¢f ine Ssries)

CorTrRI RS, fote7 HB7 L Mo, T 7 SE

CorrEsporldcedas = SurtItr
DISFr éz/z//p/& p/zgq" - Errovrze,

IMPHCT STd)Es 2 £.¢. Wb e

4-

Dormad Vz//ﬁbez/e/ppﬂffwzz?

v

L4

éeJJ//e e/
=l

7. RECCRD SERIES FORMAT(S)

etler Size O Microfiim
O Legal Size o Compuier Tape
O Boung Beck O Floppy Disk
O Audio Tape O Video Tage

Ther (Speciy) QD_’/M/%S

8. RECORD SERIES SEQUENCE
0 Alphabetical
O Chronsisgicst
¢ Geographica!

o Otner (Spacity)

'PQ /q/&v

3. VOLUME /
FTe Orawer(s)

O Miciofilm Reet {3)
© Comouter Tape {3)

/ o Other (Specify)
et =

10. ANNUAL ACCUMULATION
D Filg Drawer (3)
O Mercliim Ree! (s)
© Compuier Tape(s)
O Othet (Spezify)

F PREPARER :

Number

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily O Weekly o Montkly O Month(s) o Year(s)

Number
13. CURRENT LOCATIOR(S) (Eldy. Fivor, Room) 14. 1S RECORD $ER!ES DUPLICATED ELSEWHERE? (f yes. specify egancy ot office)
' 7707/
/ '\)’Mé 03 (4 o VYes ¢ No

15. ACCESS RESTRICTIONS (If yes, cite low(s) & reguiation(s) 16. AVDIT REQUIREMENTS

O Yes 0 No o None O State O Federal O independent
17. 1S AN INDEX SYSTEM USEDT (I yes. explain brielly and 18. RECOMMENDED RETENTION

describe any hardware/sellware)

G Yes O No

20. YELEPHONE NUMBER 21. DATE

WA QA4 Dasendt 101
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS ‘RETENTION
SCHEDULE (DGS 550-1)

MZ ﬂ?/pﬂ Co.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOD ROAD
PG. BOX 275 - JESSUP, MARYLAND 20794

L__.._.________._'_.__l_____.“

AGENCY RECORDS INVENTORY
yd

Page / é ot -

o e e ———

1. DEPARTMENTIAGENCY 2. OVISION ?/,?/V/V //‘)f

Coppryzr, ch//% .

3. UNIT

]

DEFINITION

ecords Serics - A group of related recerds normally Rled snd used as 2 unit for Mouuco L]

well as tetention and disposition pusposes.

4. RECORD SERIES TITLE ; 4 )e/,, 54 F/_yaﬁ

5. EARLIEST YEAR { LATETEST YEAR

/9T R Cots 7ETT

6. RECORD SERIES DESCRIPTION ( Briefly descride the lypes of informationidocuments/iorms found in the Series. Include the purpose of funcldnt of (Ne Seres)

Coviz IS, LreT weT i) Ted To = LUK 5/7«5 -
C ﬂr"fajpﬁxod erie; B Zoptig é—W/Je//A/&s
#féﬁJZ Fo— L C, Wééﬁf/?s 70/' ced.
Wgniupl.s ; fesites ; 70//%1)/0/
Wellhezd 727207785,

M;/J/Wkif

Lre=s
T = o~ )9%% -~

o

RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME /
rlie Drawer(s)

© Letter Size O Microfiim habetical o Microfilm Reet (s)
@ Computer Tape i3)
O Legal Size a Compuier Tape O Numerical / o Other {Specify)
© Bound Book O Flappy Disk o Chronslogica! Naber (Al 7
O Audio Tape O Video Tape <} Geogrw 10. ANNUAL ACCUMULATION
O Filg Orawer (s)
© Other {Specly) G Otner (Spacify) O Merclim Ree! (s)
: : 1 T Computer Tage(s)
951‘/;@7_ - T Othes {Specify)
Number
11. FILE 1S USED 12. FiLE BECOMES INACTIVE AFTER
o Daily O Weekly o Monthly O Month(s) o Yestis)

Number

URRENT LOCA\’ION(S) dg Floor,

IO B

Cl

Bl Zor

14. 1S RECORD SER!ES DUPLICATED ELSEWHERE? {1 yes. specify agency or office)

o Yes G No
E/p/;"'
. ACCESS RESTRICTICNS (If yes, <ite low{s} & reguiation(s) 16, AUDIT REQUIREMENTS
O Yes o No G None o é&m O Federal 0 independent
17. 1S AN INDEX SYSTEM USED? (I} ves. expiain biiefly and 18. RECOMMENDED RETENTION
describe any hardware/soilware)
G Yes O N¢
20. TELEPMONE NUMBER 21. DATE

Wk SRAL Maiean 100
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INSTRUCTIONS, - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENEﬁAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITK RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS 550-1) 7275 WATERLOD ROAD —
PG BOX 275 - JESSUP, MARYLAND 20784 Page .&2__ ot

1. DEPARTMENTIAGENCY : 2. DVISION P ﬁﬁ/’/lxyﬂf Y s vr
g 7o2 Cp oM. Deveipp. |

DEmeou/Rocord: Serios - A group of related records normally filed wnd used as s unit for reterence as well as tetention and disposition purposes.

4. RECORO SERIES "“EC/KZOWA/D%e 75/-:766 5. BARLIEST YEAR | LATETEST YEAK

(TG ol TEXLTF
6. RECORD SERIES DESCRIPTION ( Briafiy descride ihe types of informalionidocumants/iorms found in the Series. Inciude the pwpose of functisn of the Seres)

Cﬂﬁﬁ/w LoseT DT L hs T Vo = ML EFF e o/
}O/y/y/yy/y( 2 M eﬂa//éwgw /e -‘;/&?7;’— Fr=7

QPP/}(‘/@- ) 2425 < %UJ/XJ 7 5 ec:r—éb/ée// -

' / | / _

Budoe] Cortrten’’s Seyieus v hec orMpfecd —
TS - ' - |

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME /
/ . Tils Drawer(s!
etter Size

O Microfiim ' T Alphabelcai - O Mictofilm Rest (s)
/ © Comouter Tape s)
O Legal Size a Compuier Tape Umerical o Olher {Specify)
© Bound Book O Floppy Disk : & Chronoiogics! Nyrmber ﬂ[{ . F? .
0 Audio Tape O Video Tape : . O Geographical o 10. ANNUAL ACCUMULATION
O Filg Orawer (s)
© Other {Specily} O Other (Spacity) . O Merclilm Ree! (s

@ Computer Tape(s)

d/ég/ﬂ/ %(56 O Othes (Specity) .
5. "7

Number
1. FILEIS USED f 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly o Monthly 0 Month(s) o Yesu(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) : 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specify agency or office)
o Yes ; ¢ No

15. ACCESS RESTRICTIONS (if yes, <ite low(s} & regulation(s) 16. AUDIT REQUIREMENTS

o Yes o Ne O None o State O Federal a  independent

17. IS AN INDEX SYSTEM USED? (I yes, explain brielly and 18. RECOMMENDED RETENT(O:N
describe any hardware/sollware)

20. TELEPHONE NUMBER 21. DATE

|i
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{NSTRUGTIONS, ~ TYPE OR PRINT A SEPLRATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS ‘RETENTION
SCHEDULE (DG$ 550-1)

1. DEPARTMENT/AGENCY ’

DEPARTMENT OF GENEFllAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.C. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

2
Page '/ é Of

2. DVISION %D/W/()//}/

3. UNIT

—

| shuzzzze Lo,

DEFINHIOM-/mcord- Serics - A gioyp of related resords normally filed 1nd used as 2 tnit for reference s

well as tetention and diaposition purposas.

4. RECORD SERIES TITLE

f{ = ZD/V//‘V/(/

Crose=,

5. BARLIEST YBAR [ LATETEST YEAR

JRET e PETT

Distrbo 7752

6. RECORD SERIES DESCRIPTION ( Briefly descride the types of informationidocuments/iorms found in the Series. Include the purpese of funcusn of (he Serres)

CoOBTZI05, fo 17 W7 Lt M) T TB s DraZbe? 7 2
wMewsT = EXb/biTs LIST -
Corres /Oyzcd Eroce; /%447',z A e&ﬂé/ﬁﬁ/’_
Kepor7 s 2 Coples o Deed
OfF= Cp. Coreriz/sS=s D iers .%//e_e:Z/ H RS,

5/

VZE

> NN T2 s

1. RECORD SERIES FORMAT(S)

etler Size O Microfiim
O Legal Size a Compuier Tape
© Bound Beck O Floppy Disk
0 Audio Tape o Video Tape

&

mzw

8. RECORD SERIES SEQUENCE
o Alphabetkal
O Chronologiest

T Geographica!

o Other (Spacify)

RZ H=

3. VOLUME G’Km ‘

O Microfilm Reet (s)
© Compuler Tape is)
o Other (Specify)

Ot =7

10. ANNUAL ACCUMULATIONR
D Fie Drawer (s)
a Mercliim Ree! (s}
O Compuler Tage(s)
O Othet (Specify)

Nymber

Number

11. FILE 1S USED 12. FILE BECOMES IRACTIVE AFTER

o0 Daily o Weely g Monihly O Month(s) o Yeatir)

Number
1. [URRE;T/'(-}CAz%?w. Floor, Room) 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (1 yes. specily egency ot office)
- 77—-— 3 zzg‘ ' B

6 O Yes ¢ No
15. ACCESS RESTRICTIQNS (I yes, cite law(s) & cegulation(s) 16. AUDIT REQUIREMENTS

O Yes o N o None O Slale O Fedaral O  independent
17. 1S AN INDEX SYSTEM USED? (1 yes, explan briefly and 18, RECOMMENDED RETENTION

describe any hardwere/soliware)

O Yes o No
15. NAME AND TITLE.OF PREPARER 20. TELEPHONE NUMBER 21. DATE

WL SGN4 Meviean 10N




INSTRUGTIONS, ~ TYPE OR PRINT A SEPGRATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 650-1)

1. DEPARTMENT/IAGENCY )

I i 257550 C

| fertine 4o &M/Wé/&@a

OEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD 7 »
PG BOX 275 - JESSUP, MARVIAND 2078¢ Page /, ot

2. DMISION ;ZD/W/I// ; 3. UMt l

DEFINITION - Rocords Series - A gioup of related secords normally filed 3nd used as s unit fur reference a3 well as retention and disposition purposes.

Cortpes Dz Z- e

4. RECORD SERIES TITLE % We S, gé d//l LIS //D,(,g 5. BARLIEST YEAR | LATETEST YEAR

YO

Cover é/}e{:ﬂ}'

Wﬁ/ﬁ’(ﬁéﬁ—[\ PP Btz (. (¢ ?/-/4"’)

6. RECORD SERIES DESGRIPTION ( Briefly descride the types of information'documents/iorms found in the Series. Irciude the pwipose of funcusn of IRe Serres)

CONTEI S, ote T 27T ZINr
oxd SOl - S, 4‘/41/1//5/9@ 7"/2/’4,/0‘5,@;/7 e fazwf—-
: . 4

Wée/d /4/9,0/51290./ _4(2/7/ ée /O/Qaea/ LD TIe
Heprored B Swbd) im0/ 57

Ny jed 7o = PIETS 7 rresp—

7. :E:JMJ/SENWFORMAT(S)
elter Size O Microfifm

O Legal Size * O Computer Tape

O Bound Beok O Floppy Disk

o Audio Ta 0 Videv Tape

8. RECORD SERIES SEQUENCE 3. VOLUME

: Computer Tape i3}

G Numerical g Other (Specify)

U Chroaoiogics! Nuymber é// —/ ’_’; P

File Drawer(s}
Micratilm Re#t (s)

g aa

a

C Geographica! . 10. ANNUAL ACCUMULATION
O Filke Drawer (3)
@ Otner (Spacify) O Merefiim Ree! (s;

O Computer Tape(s)
Q Othes (Spezify)

Number

1. FILE IS YSED

o Daily O Weely O Monthly

12. FILE BECOMES INACTIVE AFTER

O Month(s) o Year(s)

Numbrer

13. CURRENT LOCATIOR(S) (Bidg.. Floor, Room)

14. 1S RECORD $ER!ES DUPLICATED ELSEWHERE? (1 yes. specify agancy of office)

O Yes ¢ No

16. ACCESS RESTRICTIONS (If yes, cite low(s) & regulation(s)

D Yes o Ne

16. AUDIT REQUIREMENTS

o None o Siake O Federal O Independent

17. IS AN IKDEX SYSTEM USED? (I ves. explain briefly and
describe any hardware/soitware)

G Yes O No

wzzfc e/ ////%
KT Joon 2

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

WL SANA Maiiean 10
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= TYPE OR PRINT A SEPRRATE FORM FOR EAGCH NEW
REVISED RECORD SERIES. FORWARD WiTH RECORDS RETENTION
SCHEDULE {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOC ROAC
P.C BOX 275 - JESSUP, MARYLAND 20784

. AGENCY RECORDS INVENTORY

Page /g o

v —————

2. owvsion 7 VRAINY KA
(o pey IA=te=/ED,

Lj/é%wf/mﬂ -

]

3. UNIT

DEFINITION € Records Series - A group of related records normally fled 1nd used as a unit for refesence a8

well 28 tetention and disposition purposes.

4. RECORD SE‘RIES TTLE 6 s 7—6‘ A= /“7/}47/_2?/()

5. BARLIEST YEAR [ LATETEST YEAR

Pl FX EXSripiois (orer)

(T 825, bote 7T NPT LstecsT=d To -
P//g:]’_ ///e/i SRl //,0

leTT e > /g’
Dec)prv sz

D/z)é/“ 2=

6. RECORD SERIES DESCRIPTION ( Briefly descride the types of information'documentsiforms found in the Series. Inciude tha purpose of funcuon of the Sefes;

D77z
WorHshecsS s /ﬁopr— //€<// D15 1205 Prrecd

uesT For EXEMPTions ; /o257

CorTésppedeny=

7

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE
elter Size O Microfiim o Alphabetical
O Legal Size o Compuier Tape m
0 Boutd Bock O Floppy Disk G Chronoisgicsl
O Audio Tape i 0O Videov Tape -G Geographicat
ther {Specly) % G Otner (Spacify)

}%/‘ esT Serijoe.
At g oz r—

3. VOLUME
m;w:{sﬁ
a Microfilm Rest (s)
& Computer Tape i5)
o Olher (Specify)

R

10. ANNUAL ACCUMULATION
D Fie Drawe: (3)
O Merefiim Ree! (s)
O Computer Tape(s)
O QOther (Specify)

19, NAME AND TlTLE‘ZF PREPARER :

Number

1. FILE IS YSED 12. FILE BECOMES IRACTIVE AFTER

o Daily 0 Weekly T Monthly O  Month(s) C  Yest(s)

Number
13. CURRENT LOCATIOR(S, (Eldg Floo( Rexol 14, 1S RECORD $ER!ES DUPLICATED ELSEWHERE? (f yes specify sgency of office)
,4{/(4//0 Bl 3 #Zo0r— -
O Yes ¢ No

16. ACCESS RESTRICTIONS {If yes, <ite low{s) & regulationis) 16, AUDIT REQUIREMENTS

o Yes o No O None O Siale O Federal 0 independent
7. 1S AN INDEX SYSTEM USED? (If ves. expiain brielly and 18. RECOMMENDED RETENTION

describe any hardware/sollware)

a Yes O No

20. TELEPHONE NUMBER 21. DATE

W AN Berviean 1000 /
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INSTRUCTIONRS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENEﬁAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS -RETENTION RECORDS MANAGEMENT DIVISION

SCHEOULE (0GS 850-1) 7275 WATERLOG ROAD I
PC. BOX 275 - JESSUP, MARYLAND 20784 Page /7 ot _ ! ,
™
1. DEPARTMENTIAGENCY : 2. DMISION P W/V/W V5. ot

tsptipgdod Lo Comtize. Devisip
DEFINITION 4ooords Serive - A group of related recerds

normally filed and used as 8 unit for’referance s well as tetention and disposition purposes.

4. RECORD SERIES TITLE 5 . Y7 P / /; F; = é ,})/47—— ' 5. EARLIEST YEAR | LATETEST YEAR
’ / 10 -
 Hoprerals s 42
e

6. RECORD SERIES O PTION { Briefly descrde the types of inlormationidocuments/iorms found in the Series. Inciude the pupose of functan of ihe Senes)

Conjzsinss, bw7 pb7 Lixsi7ad Tor FIAIS;
Sk DWr=s)p02 '<5/ 7/6’—727/‘6 67‘/%/- fpkreappméﬁ-te g

N [ERASe. ,51// #JJ./ 7179./02/ 70 72, /a‘:rﬁ
éﬁéﬁﬁ( /D/@/De//?%- LI W i FenT T L e
1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME ‘ mum

B’@ze o Microfitm rtm O Microfiim Reet {s)

© Comouter Tape i3)
O Legal Size o Compuier Tape : M ! D o Overisoeit)
O Bound Beck O Floppy Cisk G Chrontlogics! Nymbers au, F 7 ’

B Audio Tape o Video Tape . & Geographica! : 10. ANNUAL ACCUMULATION

D Fig Drawer (3)
oG (Speciy) QM% O Other (Specify) . Morofim Ree: (s)

s}
' O Computer Tage(s)
Q

5 D ; /V"Me' Othes (Specity)
! Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weely O Monthly — O Month(s} a  Yesr(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specify agency of office)

ﬁ% EM 6““ 7 o Yes : G No

15. ACCESS RESTRICTIONS {If yes, cite low(s) & regulation(s) 16. AUDIT REQUIREMENTS

O Yes 0 N o None O Slale O Federal O independent

17. 1S AN INDEX SYSTEM USED? (1f yes, expiain brigfly and 18. RECOMMENDED RETENTION
describe any hardware/soltware)

O Yes O Neo

OF PREPARER 20. TELEPHONE NUMBER 21. DATE

WR SRAA Padsan 0%




(NSTRUCTIONS, ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECQORDS -RETENTION
SCHEDULE (DGS 850-1)

1. QEPARTMENT/AGENCY

BsHIMN T Ton o

DEPARTMENT OF GENERAL SERVIGES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PC. BOX 275 - JESSUP, MARYLAND 20794 Pm” of

st ———

2. OMISION P//?/V/V//V P an ENi

C?Wﬁ/&;ﬂ :

DEFINITION - Records Serivs - A gioup of related recerds normally filed tnd used as 3 unit for reference a8 well as tetention end disposition purposes.

4. RECORO SERIES MTLE

F//&‘//M/A)/?/“/ AA)/”Z 770 L TET

5. EARLIEST YEAR | LATETEST YBAR

6. RECORD SERIES DESCRIPTION ( Brefly descride the types of informationidocumants/forms found in the Series. Include ihe purpose of funcudn of Ihe Series)

Hop))erTiom) S172 FINS [ Cerd) Freslians;
Hgprovuel Cer 7o fRehTions; FIR7S;

-

57 b ///_/6/249

7. RECORD SERIES FORMAT(S)

eller Size O Microfiim
C Legal Size o Compuier Tape
O Boutd Bock O Flappy Disk
O Audio Tape O Video Tape

wotfer oesty) S PPN <

8. RECORD SERIES SEQUENCE 9. VOLUME /
rile Drawer(s)

Rl ; 3 O Miciofiln Rest (5)

@ Computer Tape i)

am § o Olber (Specify)

© Chronologicst . ' Nymber c”o gl—-

© Geographica! . 10. ANNUAL ACCUMULATION
D Filg Drawer (3)
o Otner (Spacdy) : o Mercfim Ree! (s)

O Compuier Tage(s)

é/ 72 A/p - QO Other (Spezity) o
Ul Yy LS/ DAD |

1. FILE IS YUSED

o Daily D Weekly T Monthly

12. FILE BECOMES IRACTIVE AFTER

O Month(s) a  Yesrtis)

Number

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

Bjserpreny—

14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes specily egency ot office)

O Yes G No

16. ACCESS RESTRICTIONS (If yes, <ite low(s) & regulation(s)

O Yes 5 No

16. AUDIT REQWREMENTS |

O None o Slate O Federal 0 independent

17. 1S AN INDEX SYSTEM USED7 (i ves expigin briefly and
describe any hardware/soltware)

C Yes G No

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER ’ 21. DATE

WC SAA L Mavisant 104

19. NAME AND TITLEz PREPARER :
——— / = —

|




- TYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY - ¥ [ t

REVISED RECORD SERIES. FORWARD WITW RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 850-1) 7275 WATERLOO ROAD
P.G. BOX 275 - JESSUP, MARYLAND 20794 Page ﬂ_ Of

S BUS—

1. DEPARTMENTIAGENCY ’ 2. OMISION P;WA//W% 3. uNIT
WestsTer (o |Conpore Devedipp| '

~  DEFINITION - Records.Serise' A gioup of related vecardy normally fled and-usei'as s unit for reteience ss well a6, retwntion and disponition purposed, .

4. RECORD SERIES TITLE % Ve _5 / / /55 % Z D 4/0 »5. EATQS?I.YEM‘{ uvs:esr\ "‘\"E\
e VRt h :
B fesT (Frmrs) e

6. RECORD SERIES DESCRIPTION ( Briefly doscrde the lypes of informationidocuments/forms foung in the Series. lr\clude tha p\;baso of luncuor of (fe Sm«;

CorTavns, buT AT Lot/ Ted 7B NCoKfe /feﬂao
/4(5///’2,%& 5/#4/:1/25 CloseowT< 6727«5/!4@0}3
A F - 46/77%’/&[ Mid. - ReguesT o
/%fW é CowJrezaFor or - Se Me/a?“
SThTeres7=- 5 Hern 7= =) “ProMisss p,é' -
/? } eHT ofF— 46:5455/00 /%r?’— 7
egal Sze o Compuier Tape o Numerical Sfﬁffiééiff&ﬁs
O Boung Besk O Fioppy Disk o Chronslogica _Zé;_% 77

aogaa

o Audo Tape O Video Tape ' . & Geographical : : 10. ANNUAL ACCUMULATION
D Filg Drawer (3}
GOher{Specly) O Other (Spaciy) O Muerelim Ree! (s)

o Compuler Tage(s)

me, O Othes (Specify)

Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monthly O  Month(s) T Yesrls)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specify agency of office)

6%5/”&07— o Yes _ G No

15. ACCESS RESTRICTIONS {If yes, cite law(s) & regulation(s) 16. AUDIT REQUREMENTS

O Yes D Ne O None o Stale O Federal O Independent

17. 1S AN IKDEX SYSTEM USED7 (If yes. explan briefly and 18, RECOMMENDED RETENTION
describe any hardweare/sellware)

G Yes o N¢

18, NAME AND TITLE OFZEPARER 20. TELEPHONE NUMBER 21. DATE
WL RGN 4 Maviewd SO0 /
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SCHEDVLE (0GS 850-1)

INSTRUCTIONRS ~ TYPE OR PRINT A SEPURATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARD WITH RECQROS - RETENTION

1. DEPARTMENT/AGENCY ’ : 2. DIVISION P;W/V/A? H

DEPARTMENT OF GENEﬁAL SERVICES
RECORDS MANAGEMENT DIVISION

N U

.

AGENCY RECORDS INVENTORY

Can [

7275 WATERLOC ROAC
P.C. BOX 275 - JESSUP, MARYLAND 20794

- BR

Qmw Dé(dvD

3. UNIT

B

DEFINITION *

ecordy Seriew - A group of related records normally ﬂled tnd used as 8 tnit for rmmu:c is

well as tetention and disposition purposes.

L %%4/?3%4/7%75

5. BARLIEST YEAR | LATETEST YBAR

Y0

Es]Z]e S

D=z /0775/0

EXEC, Sleip7io7624

6. RECORD SERIES DESCRIPTION ( Briafly desctdo the types of informationidocumantslionms {ound in the Smn inciude the puposc of functian of (he Setes) -

p/?/%sﬁz oz S

,Dmﬂxfb W/%/Cé &/)/??/A)s :
/— =S/ 7‘ f—/{/éyéépr-éa@{
.:s,se_-ss/ﬁe/&f' Y

STory: ZD,V/? o/je PLans %7%49/0; -

PL 20 Pers /7&/’ s L zes:

A l:s’cyates FORMAT(S)
etter Size O Microfiim

§ RecoRro seRies sequm/

9. VOLUME
O File Drawer(s)

19, NAME AND TITLE OF PREPARER ;

© Alphabetical a Microfilm Reet (s)
© Comouter Tape i3
© Legal Siee o Compuier Tape o Numerical : g e~ Offer m«n&ﬁi
O Bourd Bek O Flppy Disk G Chronsiogicst Nymber > F7,—-
O Audio Tape O Video Tape O Geographical j 10. ANNUAL ACCUMULATION
/ = vt
O Other (Specily} nm”q{y) A O Mercliim Reet (s
O Computer Tage(s)
gpp/( < O Other (Spezity)
Number
11. FILE IS YSED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monthly D Month(s) Q  Yesr(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specily agency or office)
DS EI PP ENO] :
6 é <. O Yes o No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & reguiation(s) 16, AUDIT REQUREMENTS
o Yes_ o N O None o Sise O Federal o independent
A7. 1S AN INDEX SYSTEM USED? (1 yes. explan biielly and 18, RECOMMENDED RETENTION
describe any hardwere/sollware) . :
O Yes o No
20. TELEPHONE NUMBER 1. DATE

R

WL &EAA Deriend 01 /

o ———




