RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No.

C~-941

Page 1 - of 7

Agency Division/Unit
Worcester County Treasurer’s Office
Item No Description Retention .
1 Assessment and taxation Retain for 3 years, then destroy
2 Check vouchers — from County Commissioners Retain 3 years and until all audit
requirements have been met,
then destroy
3 Tax records — checklists, delinquent reports, commissioner’s | Retain 3 years and until all audit
list, bank records, cap projects, misc review sheets, check stubs | requirements have been met, '
then destroy
4 Food tax Retain 3 years, then destroy
5 Transfer tax Retain 3 years, then destroy
6 Development tax collections — aka ag tax Retain 3 years, then destroy
7 Daily/monthly posting reports — for tax deposits Retain 3 years and until all audit
requirements have been met, .
then destroy
8 Personal property tax liability fee journal Retain until balanced, then
destroy
9 Posted tax bills Retain 3 years and until all audit
requirements have been met,
then destroy
10 Tax load totals Retain 3 years, then destroy
11 Tax levy books — list of all accounts by owner name Retain for 3 years, then destroy

Approved by Department, Agency or Division Representative

Date

Signature \%’\d@b‘f#xmg F

Type Name Harold Higgins
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Finance Officer
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12 Tax sale — account ledgers, check book, 1099 report for tax Tax sales: auctions and
sale purchase, personal account worksheet, certificate of sale, | redemptions, retain for 5 years
ads, financial disbursements records and until all audit requirements
have been met, then destroy; tax
sale books and forclosure, retain
for 25 years and until all audit .
requirements have been met,
then destroy
13 Tax ditch Retain 3 years and until all audit
' requirements have been met,
then destroy
14 Control book — manual, outstanding tax Retain until updated or
' superseded, then destroy
15 Tax payer corre'slp'ondence — taxes, copies for return payment | Retain 2 years from tax sale to
tax sale, then destroy
16 Tax collections report — county and state Retain 3 years, then destroy
17 Tax collections report — town Retain 3 years, then destroy
18 Public debt — report of collectors of state taxes, check stub, Retain 3 years and until all audit
report, department copy, increases/decreases requirements have been met,
then destroy
19 Various financial reports Retain 3 years and until all audit
: requirements have been met,
then destroy '
20 Tax credits — corporate tax returns, tax credit/exemption Retain 3 years and until all audit
' certificates, verification of recaptured homeowners tax credits | requirements have been met,
' ' then destroy ‘
21 Motor vehicle reports — aka weekly report of license tags Retain until updated or
and/or stickers sold by MVA, MDT report superseded, then destroy
22 Room tax — monthly summary, daily summary by city, Retain 3 years, then destroy

accounts out of balance, old system, CPO, by levy year,
report, daily transaction summary, transaction detail
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23 MASS payments — bank reports of payments made to County | Retain for 5 years, then destroy
by taxpayer
24 Fixed asset report — CPO, by department, annual Retain until updated or
' superseded, then destroy
25 Y2K policy Retain 3 yeairs, then destroy
26 Budget files Retain 3 years, then destroy
27 Audit work papers — reference files Retain for 5 years, then destroy |
28 Bond work papers — office statement work papers Retain for 20 years, then destroy
29 Uniform financial report — transmittal and verification Retain 3 years and until all audit
document, retirement, special projects requirements have been met,
then destroy
30 Correspondence — by department/community/state | Retain until no longer needed,
’ then destroy
31 Application’s folders — applications, correspondence Retain until updated or
superseded, then destroy
32 Daily postings — misc review report, transaction summary, Retain 3 years and until all audit
detail summary, food and tax report requirements have been met,
then destroy
33 Out of balance — correspondence, out of balance reports, Retain 3 years and until all audit
taxpayers who didn’t file requirements have been met,
then destroy
34 Misc revenue — permits, misc review report with approval, Retain 3 years and until all audit
| copies of department tickets requirements have been met,
then destroy
35 Deposit account book — manual list prior to entering | Retain 3 years, then destroy
information into computer
36 Daily out of balance account book — uses manual approach Retain 3 years after reconciled,
prior to entering information into computer then destroy
37 Purchase orders — copy, includes month ending report Retain 3 years, then destroy
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38 - Original bank statements - general fund - payroll and Retain for 5 years, then destroy
accounts payable

39 Returned checks — for general fund only with copy of check Retain for 2 years, then destroy
and bank slip (IF), handwritten log

40 General fund check book — banking form, hand completed Retain for 5 years, then destroy

41 General fund bank reconciliations Retain for 5 years, then destroy

42 Bank deposit envelopes — after bank statement is done Retain 3 years, then destroy

43 Checks and prepaid authorization form and copy Retain for 2 years, then destroy

44 Paid bills — genéral fund — manual warrants, board warrants, Retain for 5 years, then destroy
authorized warrants, check copies, original invoice

45 Check vouchers — computer print out of checks with authorized | Retain 5 years, then destroy
warrants list - ’ :

46 Cash investment report — aka commissioner’s list — bills in Retain for 2 years, then destroy
computer (called authorized warrants), commission approval
for payment o

47 Transfer sheets — cdpy deposit slip, land instrument intake Retain for 3 years, then destroy

48 Equipment contracts/invoices, copies — vendor information Retain for 3 years, then destroy

49 1099s/W-9s Retaih fof 3 years, then destroy

50 Performance bond summary — summary, misc revenue report Retain for 3 years, then destroy

51 | Performance bond active — bank statements Retain for 3 years after closed,

then destroy

52 Personal property and corporate adjustments — initials bills and | Retain for 3 years and until all
adjustments that didn’t go out in regular process (new owners, | audit requirements have been
etc.) met, then destroy

53 Corporation collections — notifications in collection process, Retain for 3 years after

correspondence, certificate del cards, printout of account

collection, then destroy
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54 Bad checks — checks, letters sent to taxpayers Retain for 3 years and until all
R ' audit requirements have been
met, then destroy

55 Refund checks requested — check copy, account information, Retain for 3 years, then destroy

notes/correspondence :

56 Correspondence Screen annually. Destroy
material having no further 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 MD State
Archives.

57 Bankruptcy — form B9A, lists company as creditor, debtor’s Retain for 3 years after

account information, district court information ' settlement of claim, then
destroy.

58 Increase/decrease — real property, procedure notes, state Retain for 3 Years, then destroy.

department assessment change report, state refund information

59 Monthly reporting sheets — payment record, Retain for 3 years and until all

increases/decreases audit requirements have been
met, then destroy.

60 Homeowner credits — lists every credit issued Retain for 3 years and until all
audit requirements have been
met, then destroy.

61 BRC conversion file — software conversion Retain for 15 years after final
conversion, then destroy.

62 Financial statements Permanent. Transfer periodically
to the Maryland State Archives.

63 Budgets Retain for 3 years, then destroy.

64 Wire transfers Retain for 3 years and until all

audit requirements have been
met, then destroy.
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Item
No.

Description

Retention

65

67
68

69

70
71
7

73

County Commissioner’s minutes

Water and waste water issues — correspondence, agreements,
contracts

W-2s

Audit workpapers

Manuals and guides

County phone bill reports — reconciliation, procedures, bills

Electrical permits — general ledger entry form, check request

v form

Misc revenue reports, copy, MVA fees

Housing rehab — report with copies of deposits, accounting
sheets with lists of payments

Retain copies for 5 years, then
destroy.

Screen annually. Destroy
material having no further 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 MD State
Archives. -

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

Retain for 5 years and until all
audit requirements have been

met, then destroy.

Retain until updated or
superseded, then destroy.

Retain for 3 years, then destroy.

Retain for 3 years, then destroy.

Retain for 3 years, then destroy.

Retain for 3 years paid, then
destroy. . '
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Item o e
No. Description

" Retention

74 Tax ledgers and cash receipts

screen annually. Destroy
material having no further
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 MD State
Archives.




_ {NSTRUCIIONS .- TYPE OR PRINI A SEPARATE FORM FOR EAGH NEW
« REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

1. DEPARTMENTIAGENCY

W eresddis O

|

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

AGENCY RECORDS INVENTORY

Page ___ or

i

2, DIVISION
Treasurer’s Office

- DEFINITION - Records Serles - A group of related racords normally fil

4. RECORD SERIES TITLE

Cigﬁﬁooéwwkr+}ﬁaﬁziﬁwv

ind disposition purposes.

§. EARLIEST YEAR | LATETEST YEAR

(927v0___

6. RECORD SERIES DESCRIPTION ( Brieflly describe the types of information/documentsiiorms found in the Serles. [nclude the puipose of funclion of the Seties)

7. RECORD SERIES FORMAT(S)

0O Leller Size O Microfilm

O Legal Size 0 Computer Tape
© Bound Book O Floppy Disk

0 Audio Tape o Video Tape

0 Other (Specty)

A bty

8. RECORD SERIES SEQUENCE 9. VOLUME
a File Drawer(s)
O Alphabeticat Q Microfilm Reel (s}
0O Computer Tape (s)
a Numerical o Olher (Spectly)
0 Chronological Number

0O Geographical 10. ANNUAL ACCUMULATION
a File Drawer (s)
O Microfitm Reel {s)
0 Computer Tape(s)

Q Other (Specify)

a Other (Specify)

Number

11. FILE IS USED

o Daily O Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

a  Monih(s) a  Yeais)

Number

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

/@wamaﬂbwml

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency or office}

O Yes . a No

15. ACCESS RESTRICTIONS {If yes, cile law(s) & regulation(s)

O Yes a No

16. AUDIT REQUIREMENTS

0 None a Slate a Federal O Independent

17. 1S AN INDEX SYSTEM USED? (H.yes, explain briefly and
desciibe any hardware/soliware}

0 VYes 0O No

18. RECOMMENOED RETENTION

Al o&}ﬁ Men cleslivy

19. NAME AND TITLE OF PREPARER

B!

20. TELEPHONE NUMBER : 21

. DATE ¢7 // t JM

NAS 5504 (Rnvised 192}

T




_ WNSTRUGTIONS - TYI'E OR PRINY A SEPARATE FORM FOR EACHINEW | DEPARTMENT OF GENERAL SERVICES

- REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7215 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794

1. DEPARTMENTIAGENCY

2.
i

‘4/(90—44‘_4414,900 . " Treasurer’s Office

* DEFINITION - Records Serlas - A group of related racotds ne

. \\_'_’____’__‘_,_’———’
4. RECORD SERIES T\TLE

AGENCY RECORDS INVENTORY

_ Page of

f——
0
|

tention and disposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

‘I8 1w

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalionvdocumentsiiorms found in the Series. Include the puipose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE

O Leller Size O Microfilm 0O Alphabetical
O Llegal Size O Computer Tape a Numerical
O Bound Book * O Floppy Disk D Chronological
Q Audio Tape a Video Tape

O Geographical
0 Other (Specily)

| /oy

O Other (Specify)

9. VOLUME
a File Orawer(s)
O Microfim Reel (s)
O Computer Tape (S)
a Other (Speciy)
Number

10. ANNUAL ACCUMULATION
Q File Orawer (s)
a Microfilm Reet (s)
O Computer Tape(s)
O Other (Specify)

Number

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Daily 0O Weekly O Monthly O Month(s) a  Yeai(s)
Number
1. CI/JRRENI 4LOCAII0N(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency of office)
/Q(f 3 d/J @ G o Yes o No
15. ACCESS RESTRICTIONS (I yes, ciI‘e law(s) & regu|alion(s)l 16. AUDIT REQUIREMENTS
O Yes o No O None O Stale a Fedeal ©  Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18

. RECOMMENDED RETENTION
describe any hardware/sofllware)

O Yes 0 No

19. NAME AND TITLE OF PREPARER

-

20. TELEPHONE NUMBER

21. DATE

7//’5/0—0

06GS 5504 (Ravised 193}




[* INSLRUCTIONS - TYPE GR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY ‘

prcedeo CO

2, 0

DEFINITION - Records Serles - A group of related records notn,

Treasurer’s Office

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

pn nnv ave

AGENCY RECORDS INVENTORY

? of

m

R — | .[.] ]

and disposition purposes,

4. RECORD S‘ERIES TITLE

§. EARLIEST YEAR / LATETEST YEAR

lﬁ@" 10

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentsiiorms found in the Series. Include the purpose or function of the Saries)

Oe/uu»o. TLMM W“'%'W

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
' O File Drawer(s)
O Leller Size o Microfilm O Alphabetical o Microfilm Reel (s)
O Computer Tape (s)
O Legat Size o Computer Tape O Numerical o Other (Specify)
D Bound Book o Floppy Disk 0 Chronological Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL AGCUMULATION
O File Drawer {s)
0 Other {Specily) O Other (Specify) O Microlilm Resel (s)
’ o Compuler Tape(s)
a Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daiy 0 Weekly a  Monthly - O Months) O  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Flootr, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specily agency or office)
z 0 O Yes a No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation{s} 16. AUDIT REQUIREMENTS
O Yes o No 0 None a Slate a0 Federal O Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
descibe any hardware/sollware)
0 Yes O No
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

21, DA.TE’]/ ﬁ/b‘o

0GS 5504 (Revised 1193)




* INSTRUGIHIONS - TYPE OR PIINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SEMES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

<3y

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P ‘ '
L

1. DEPARTMENTIAGENCY '

2. DV Treasurer’s office

DEFINITION - Records Serlas - A group of related racerde normi., ...

H

‘t‘ion and disposition purposes,

4. RECORD SERIES TITLE '
T

5. EARLIEST YEAR / LATETEST YEAR

20's 10

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Informatiorvdocuments/forms lound in the Serles.

Include the putpose or funclion of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9, VOLUME
O File Drawet(s)
O Lelter Size a Microtilm O Alphabetical O Microfilm Reel (s)
O Computer Tape {s)
o Legal Size a Compuler Tape a Numesical O Other (Specify)
D Bound Book o Floppy Disk D Chronological Number
0 Audio Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULA"ON
O File Drawer (s)
O Other (Specil O Other (Specif O Microfim Reel {s)
ot (Speciy) (Specity) o Computer Tape(s)
L " [ 9 z O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily 0 Weekly o Monlhly g Month(s) o Year(s)
. Numbet
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency of oifice)
}Q¢, o JO /@ M O Yes o No
15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulation(s) 16. AUDIT REQU!REMENTS
0 Yes O No g None 0 Slate o Federal 0  Independent
17. 1S AN INDEX SYSTEM USED? (i yes, explain briefly and 18. RECOMMENDED RETENTION
descube any hatdwatelsoltware)
0 Yes 0O No
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

s

DGS 550-4 (Revised 1193}




INSTRUCTIONS -

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION
SCHEDULE {DGS 550-1) .

E Worcester Co.
1

3,1 /5‘;?«"' 40

TYPE OR PIUNT A SEPARATE FORM FOR EACH NEW

AA Rav ase

——
———

Treasurer’s Office

UEFINITION - Records ovloN group of telated roc.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WAIERLOO RDAD

AGENCY RECORDS INVENTORY

Page 0]

UNIT

sy

veiermrwe we Well a8 retention and disposition purposes.

4. RECORD SERIES TITLE

“mB (’/mw»y fRecsito

5. EARLIEST }EAR I LATETEST YEAR
6
-
45 10

(Unsaomd

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of ln(ormalion/documemsllotms found in the Series

. Include \he puipose or function of the Senes)

RECORD SERIES FORMAT(S)

20. TELEPHONE NUMBER

8. RECORD SERIES SEQUENCE 8. VOLUME
Q File Orawerts)
O Lelter Size o Microfilm Q Alphabetical O Microfilm Reel (s)
O Comoutet Tape (s)
O Legal Size a Compuler Tape O Numerical a Other {Specify)
O Bound Book O Fioppy Disk O Chronological Number
O Audio Tape O Video Tace O Geographicat 10. ANNUAL ACCUMULATION
0O File Orawer (s)
Q Other (Specily) O Other {Specify) O Microlilm Reel (s)
O Computer Tape(s)
0 Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daiy 0  Weekly O  Monthly D Month{s) O Yearls)
Number
13. CURRENT LOCATIQGN(S) (Bldg., Floot, Reom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes, speciy agency or office)
a Yes o No
15. ACCESS RESTRICTIONS (/f yes, cite law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
o Yes O No o None O Federal Q Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/sollware)
O Yes__ 0 No .
19. NAME AND TITLE OF PREPARER

~

DATE 7/)7/6"d

DS S5N.4 (Naviced 1793}




_ WSTRUCHIONS .- 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
SCHEDULE (OGS 550-1) 7275 WATERLOO ROAD
mm o " Page of

1. DEPARTMENT/AGENCY )

l
w i Treasurer’s office } ar

- DEFINITION - Records Serlas - A group of related ucordl'\\__.,_. e we e es-a-wHACIGE (EEIENGE WS WOI RS

4. RECORD SERIES TITLE

f

v

retention and disposition purposes,

8. EARLIEST YEAR / LATETEST YEAR

%VM@ ‘72 0. 73

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/fotms found in the Series. Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9, VOLUME
O File Drawer(s)
O Leller Size 0 Microlim O Alphabeticat O Microfilm Reel (s)
O Computer Tape (s}
O Legal Size O Computer Tape a Numerical Q Other (Specfy)
D Bound Book * O Floppy Disk O Chronological Number
© Audio Yape D Video Tape O Geographicat 10. ANNUAL ACCUMULATION
O File Orawer (s)
0 Other (Specdy) O Other (Specily) a Microfilm Reel (s)
o Computer Tape(s)
O Other (Specify) —
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy O Weekly . a0 Monthly a  Month(s) O Year(s)
Number
13. CURRENT LOCATIGN(S) (Bldg., Floos, Room) - 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency or office)

/Q,Hwéa 1D 2w | o Ye .|t

15. ACCESS RESTRICTIONS (i yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS

0O VYes o No

O None O Slate 0 Federal O Independen

17. IS AN INDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTIC
describe any hardwarelsoltware) ‘

Retain 3 years, and until all audit
requirements have been met, then

destroy N
19. NAME AND TITLE OF PREPARER 20

. TELEPHONE NUMBER 21. DATE
| "7// ”j/ )

0 Yes O No

NGS 5504 (Revised 1/93)
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_ INSIPUCTIONS - 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
SCHEDULE {DGS 550-1) 7215 WATERLOO ROAD
- - : B “ge of

[ 1. DEPARTMENTIAGENCY '

U stceddic, Co,

DEFINITION - Rocords Series - A group of 1e)ated r8C0TdS NON..cv;—rrvew-rivw-mevn-mv-n-wms1vi-1orer enve-sv-wen-s=-retenton and disposition purposes,
4. RECORD SERIES TITLE

l

2 & Treasurer’s office

§. EARLIEST YEAR / LATETEST YEAR

M ‘1% Q¢ w97

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documenisiforms found in the Series. inciude the purpose or funclion of the Series)

o

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
QO Leller Size O Microfilm O Alphabetical o Microfilm Reel (s)
O Compuler Tape (s)
a Legal Size a Compuler Tape O Numerical O Other (Specty)
o Bound Book © O Floppy Disk O Chronological Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
O Other (Specily) O Other {Specify) Q Microfitm Reel (s)
v O Computer Tape(s)
’ @ O Othes (Specify)
’ Number

11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER

o Oaily 0 Weekly a  Monthly QO  Month(s) O Year(s)

Numbet

13. CURRENT LOCATION(S) (Bidg., Floot, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

Mﬂ/pé@/&dznj o Yes __ @ Ne

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

D Yes o No

0 None O Slalr ~  Feaderal O Independent

Retain 3 years
17. IS AM INDEX SYSTEM USED? (If yes, explain briefly and 18 ’

. RECOMMENDED RETENTION
describe any hardwarelsollware)

then destroy

O Yes D No

. ) \ ' : _ I
19. NAME EO 20. TELEPHONE NUMBER : 21. DATE
L ke . Sl o

DGS 550.4 (Nevised 493




 INSTRUCTIONS - TYPE OR PIINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

e

o———

1. DEPARTMENT/AGENCY

) ptcoatec

Co.

L—-:..—‘

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD

2, t Treasurer’s office

DEFINITION - Records Serles - A group of related records NOfmany - MYa-snu-usws-as-w-wmy19i-reiwrenve-aw-wen-as-rdtention and dlspoviion purpotes,

of

4. RECORD SERIES TITLE

5. EARLIEST YEAR ! LATETEST YEAR
‘Fs” 10

a

8. RECORD SERIES DESCRIPTION ( Briefly describs lhe types of informatiorvdocumentsfiorms found in the Series. Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
G File Drawer(s)
O Lelter Size o Microlilm O Alphabetical g Microfilm Reel (s}
O Computer Tape (s)
O Legal Size 0 Compuler Tape O Numerical Q Olher (Specdyy
O Bound Book O Floppy Disk O Chronclogical Number
a Audio Yape O Video Tape D Geographical 10. ANNUAL ACCUMUL”“’"
O File Orawer (s)
O Other (Spectly) O Other (Specify) O Microfilm Reel (s)
O Computer Tape(s)
a Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily 0O Weekly a  Monthly g Month(s) o  Yeai(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
)Qw. do /ba/zm) o Yes a No
15. ACCESS RESTRICTIONS (If yes, cite taw(s) & tegulation(s) 16. AUOIT REQUIREMENTS
0 Yes o No o None a Slate - a Fedetal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RET!
describe any hardware/software) Retain 3 years, then destroy
O Yes O No
. - /)
19. NAME /ﬁ%ﬁ W ‘ 20. TELEPHONE NUMBER 2, DAIE/) / /

NGS §50-4 {Ravised 1/93)




MSTRUCTIOHS - TYPE OR PHING A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1) :

Worcester Co.
o

v s rmrem= 10CU w

Treasurer’s office

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WAIERLOO ROAD

AGENCY RECORDS INVENTORY

- aaa. m——vim = anvaa

Page

1. uNIT /

well ae retention and disposition purposas,

of

weres e eee— e

o "W 7 W

§. EARLIEST YEAR / LATETEST YEAR

‘% 10

JIRR GpTey

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Inlovmauonldocumems/!olms lound in the Series. Include Ihe purpese or function of the Series)

7. RECORD SERIES FORMAT(S5) 8. RECORD SERIES SEQUENCE 9. VOLUME
0O File Orawer(s)
btelier Size O Microfitm O Alphabetical O Microfilm Ree! (s) ‘
G Computer Tape (s)
a Legal Size o Computer Tape g Numerical 0 Other (Specily)
O Bound Book O Floppy Disk @ Chronological Number
D Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
0 File Orawer (s)
0 Olhet {Specily) O Other (Specify) O Microfim Reet (s)
o Compuler Tape(s)
0 Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly n-/m O Monthis) G Years) :
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specifly agency or office)
?&M Jm ° o
” .
15. ACCESS RESTRICTIONS (I yes, cite faw(s) & regulation(s) 16. AUDIT REQUIREMENTS
D Yes 0O No o 'None o Slate O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETEM1 . )
descrbe any hardwate/sollwate) Retain 3 years, then deStroy
0 Yes 0O No .
A —_
19. NAME W OF PARER 20. TELEPHONE NUMBER 21. DATE 7// /

DS 5504 (Raviked 1792}




|

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {0GS 550-1) ‘

—
p—

Worcester Co.

——

DEPARTMENT OF GENERAL SERVICES

Treasurer’s Office

ted records normally filed and used 83 a unit for reference as

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
B Page of

3. UNIT

L

|
T N N .,
——

v

4. RECORO S.ERIES TITLE

@@/%w@%@ﬂ A”/f%

‘90 10

s QW

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Intovmalionldocumemsﬂorms found in the Series. Include the purpose or function of the Senes)

well 38 retention and disposition purposes.

§. EARLIEST YEAR / LATETEST YEAR

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawerts)
a Lefter Size o Microfilm Q Alphabetical Q Microfiim Reel (s)
O Computer Tape (s)
Q Legal Size Q Computer Tape O Numerical G Other (Specify)
O Bound Book © Floppy Disk 0 Chronological Number
0 Audio Tape O Video Tage O Geographical 10. ANNUAL ACCUMULATION
o ~ O File Orawer (s)
R4 L
Q Other (Specily) )~ 34 e O Other (Specify) O Microfilm Reel (s)
. 0 Computer Tape(s)
( © Other {Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O  Weekly O Monthly O  Month(g) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency ot office)
M v A’/‘M a Yes g Neo
15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No o None’ O Slate O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, exptain briefly and 18. RECOMMENDED RETENTION
descibe any haidware/soilware i i
' ' ) Retain 3 years, and until all audit
0 Yes O No requirements have been met, then
. destroy
20. TELEPHOMNE NUMBER

21. DATE 7 /7 /5—(/

NS 550.4 {Neviepn 1/8)




|

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

1. Bt Worcester Co.

DEFINITION . Records Serios - A group of related re

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

A mAau aes

«

Treasurer’s Office

AGENCY RECORDS INVENTORY

Page of

13 uwr %
%x/n//é | [taoy

e 48 woll 88 10tention and disposition purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/orms found in the Series. Include the purpose or function of the Senes)

Number

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
a File Drawet(s)
elter Size o Microfilm O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
a Legal Size © Compuier Tape O Numerical Qo Other (Specily)
0 Bound Book O Floppy Disk O Chronological Number
0 Audio Tape a Video Tace O Geographical 10. ANNUAL ACCUMULATION
0 File Orawer (s)
0 Other (Spect O Other (Speci O Microfilm Reet (s)
(Speciy) (Speciy) O Computer Tape(s)
o Other (Specify)
Numbet
11. FILE IS USED 12. FILE BECOMES INACYIVE AFTER
o Daily O Weekly QO Monthly O  Month(s) 0 Yeas)

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

O

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

(i yes. specify agency ot office)

a Yes g No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
D Yes O No o None o Slate O Federal 0 Independent

17. 1S AN INDEX SYSTEM USED? (Il yes, exptain brieflly and
describe any hardware/soltware)

18. RECOMMENDED RETENTION

@W JAobanaedd,

e 2[,,/,,‘; .

20. TELEPHOMNE NUMBER

Dt

I N S ——

NS 9804 (Nnviepd 1193}




 INSLRUCHIINS .1 YPE OR PRINT A SEPARATE FORM FOR EACH NEW
“nevmeo'mm E(UES. FORWARD WITH RECORDS RETENTION
SCHEDL.E (0GS $2:1)

7275 WATERLOO

——

1. DEPARTMENT/AGENCY ’ .
%WLQCG ,

- DEFINITION - Records Serles - A group of related records

1=-'

1

—_—

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

__ P.O. BOX_275.- JESSIP_LARVI MR anzna —

' Treasurer’s office

AGENCY RECORDS INVENTORY

ROAD
~, Page of
[T}

___.6 retention and disposition purposes.

4. RECORD SERIES TITLE

ot Recoso

5. EARLIEST YEAR / LATETEST YEAR

ﬁ)l 10 q{'

S—

Chach ook
W Rk

| 9 91-F¢
‘9L

8. RECORD SERIES DESCRIPTION ( Bilefly describe the lypes of information/documentsiforms found in the Series. Include the putpose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Dtawer(s)
O Leller Size O Microfilm O Alphabetical O Microfilm Reel (s)
D Computer Tape (s)
O Legal Size 0 Compuler Tape a Numerical O Other (Specify) ______
O Bound Bock O Floppy Disk a Chronclogical Number
0 Audio Tape ‘0 Video Tape O Geogrephical 10. ANNUAL ACCUMULATION
O File Drawer (s)
 Other {Spectly) O Other (Specify) O Microfilm Reel {s)
O Computer Tape(s)
O Other {Specify) _______
Z z Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly a  Monthly O  Month{s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14, |S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency o office)
ﬁ/% éw a VYes o No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMERIS
O Yes o No O None a Slale O Federal O Independent
17. IS AN INDEX SYSTEM USED? (i yes, explain briefly and 18, RECOMMENDED RETEN __ | il all audit
describe any hardware/software) Retain 3 years, and unti
requirements have been met, then
O Yes o No destroy
A ————
19. NAME W O%I_’M 20. TELEPHONE NUMBER 21, DATE /[ /

DGS 550-4 (Revised 1/93)




\\

_ INSTRUCTIONS .- TYPE OR PIUNT A SEPARATE FORM FOR EACH NEW
REVISED Rtfoﬂb SEMUES. FORWARD WITH RECORDS RETENTION
SCNE[)U € (UGS 5. -1)

e
g ——

M srceadss Cs,

1. DEPARTMENTIAGENCY , l

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P’Qi BOX 275 - JESSUP, MARYLAND 20794

Treasurer’s office
i

- DEFINITION . Records Serles

- A group of related record

4. RECORD SERIES TLE

& vl/rw'ﬂ

Page of

LLT1S

N

7
is retention and divpoeition purposes,

5./EARLIEST YEAR / LATETEST YEAR

9‘2— 10 94

B~ §%"
Banke ee'
Cap- ﬁ«rf%

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documenis/lorms found in the Series

. Include |

Yuse. Rew ey
Ch. A2ibo

he purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

L.

8. RECORD SERIES SEQYENCE 9. VOLUME
a File Orawer(s)
O Lefter Size 0 Microlim O Alphabetical O Microfilm Reel (s)
: O Computer Tape (s
O Legal Size Qo Computer Tape a Numerical O Other (Specify)
0O Bound Book @ Floppy Disk O Chronological Number
o Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
0 Other (Specy) 0 Other (Specify) 0O Microtitm Reet (s)
© Computer Tape(s)
’g ) Q Other (Specify) .
l Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly o Monlhly o Monlh(s) o Year(s)
Number
1. CURR NT LOCA"ON(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specily agency or office)
g Yes a No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & tegulation(s) 16. AUDIT REQUIREMENTS
O Yes o No O None O Slate O Federal O Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/sofiware)
O Yes 0 No V
19. 20. TELEPHONE NUMBER

21. DATE /7 // f)/”’o

NGS 550.4 (Revised 1/0)




|NS[RUCIIONS IYI'E OR PRING A SEPARATE FORM FOR EACH NEW

: RECORDS MANAG| T DIVISION
SCHEDULE (DGS 550-1) > EMENT D °

7275 WATERLOO ROAD
PO. ROX. 275 . ICCCHD HADVI A0in amsas.

1. DEPARTMENT/AGENCY

meﬁoca

- DEFINITION - Records Serice -

Treasurer’s office

A group of related recoy

DEPARTMENT OF GENERAL SERVICES
nEVI\ED #ECORD SERIES. FORWARD WITH RECORDS RETENTION

AGENCY RECORDS INVENTORY

Page

o

uNIY

t

___d ue retention

and disposition purposes,

4. RECORD SERIES TILE

77 74/&%

5. EARLIES] Y
{

EAR / LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsilorms found in the Series. Include the puipose of function of the Series)

7. RECORD SERIES FORMAHS) 8. RECORD SERIES SEQUENCE

O Lelter Size O Mictolim O Alphabetical
O Legal Size 4] Compﬁler Tape a Numerical
0O Bound Bock © a Floppy Disk O Chronological
0 Audio lTape O Video Tape

9. VOLUME

Number

O File Dtawer(s)
O Microfiim Reel (s)
O Computer Tape (S}
a Other {Specily)

O Geographical
0 Other (Spectly)m / / o Other (Specify)

Number

10. ANNUAL ACCUMULATION

o File Drawer (s)

a Microfilm Reel (s)

O Computer Tape(s)

O Olher {Specify)

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

describe any hardware/sofiware)

O Yes v o No

o Daiy 0O Weekly a  Monthly O Monih{s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency ot office)
[Q/& Ldo /Q)M o Yes o No
15. ACCESS RESTRICTIONS {if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes o No O None 0 Stale O Federal O  Independent
17. IS AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTION

19. NAME ANMUITUE OF PAYER 20. TELEPHONE NUMBER

21. DATE

7//9/"’0

0GS §50-4 (Nevised 193)




< ]
- LA vime e

MSTRUCTIONS -
REVISED RECORD SERIES.
SCHEDULE (DGS 550-1)

L_

1
Worcester Co.

o

TYPE OR PIUNT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES

Treasurer’s Office

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD

Page

of

3. UNIT

Ody &

el mvem wwew ww @ Wi 1O7 TRIRTENCE 80 well a9 retention

and dleposition purposss.

4. RECORD SERIES TITLE

Pested Tag 32

§. EARLIEST YEAR / LATETEST YEAR

V47 10 e

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the lypes of Information/documents/forme found in the Series

. Include the purpose or function of the Sarnes)

21. DATE 7//7/44-)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawer(s)
a Leller Size o Microfitm D Alphabetical O Microfim Reet (s)
O Computer Tape (s)
D Legal Size o Computer Tape O Numerical O Other (Specily)
O Bound Book a Floppy Disk O Chronologicai Number
O Audio Tape O Video Tage O Geographical 10. ANNUAL ACCUMULATION
O File ODrawer (s)
0 Otter (Specty) a Other (Speciy) O Microfitm Reel (s)
O Computer Tape(s)
O Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily 0O Weekly 0 Monihly O  Month(s) o Yearls)
Number
13 CURRENT LOCAIION(S) {Bidg.. Floot, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
. :‘? - O Yes | 0 No
15. ACCESS RESTRICTIONS (if yes, cile faw(s) & regulation(s) 16. AUDIN; REQUIREMENTS “
o Yes 5 N o .NOHBWFWM O Independent y’y) f‘%)
17. 1S AN INDEX SYSTEM USED? (f yes, explain briefiy and | 18. RECOMMENDED REXENTION W Doiso
destribe any hardware/soflware} W M 09'9/ /J— W
0 Yes O No | @ ;(}y‘ikﬁ‘y)/ O/Jy ‘) ep
pa)
19, NAMWLEW 20. TELEPHONE NUMBER

]

DS S5N-4 (Reviend 1193}
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* MSTITGIIONS - 1YPE OR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARU WITH RECORDS RETENTION
SCHEDULE {DGS 550-1) ’

r

Worcester Co.

RLLT I { TV

Treasurer’s office

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOQ ROAD
ST mAvoate . iceqitb MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

~

well ae retantion and dispesition purposes.

3. UNIT

4. RECORD S‘ERIES TITLE

of doad Tkt

5. EARLIEST YEAR / LATETEST YEAR

198 1o

8. RECORD SERIES DESCRIPTION ( Buiefly describe the types of information/documentsiioims found in the Series. Include the purpose of function of the Senes)

7. RECORD SERIES FORMAT(S) 8.
Q Lelter Size o Microfilm
O Legal Size o Compuler Tape
ound Book O Floppy Disk
O Audio Tape Q Video Tage

O Other (Specily) M C)

RECORD SERIES SEQUENCE 8. VOLUME
O File Drawerts)
O Alphabeticai O Microfilm Reel (s)
o Computer Tape (s}
O Numerical O Otlher {Specily)
Bénological Number

10. ANNUAL ACCUMULATION
O File Orawer (s)

O Geographical

O Other {Specify) O Microlilm Reel (s)
o Computer Tape(s)
O Olher (Specify)
Number
1. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
o Daily o Weekly Q  Monthly O Months) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Fioor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or olfice)
%W a Yes g No
AYurte
15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
0 Yes o No o .None a Slale O Federsal O Independent J
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/soltware) Retai
etain 3 years, then destroy
0 Yes . o No .
L2 /} ¥ e - .
19. NAME m'E Olm 20. TELEPHONE NUMBER 21. DATE

/)7 /o0

DS 550.4 (Reviced 1193}




{izdg_(ggngﬁg{s -~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENVION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of

1. DEPARTMENTIAGENCY ! 2. DIVISION 3. UNIT
) tcendio Cn :

DEFINITION - Records Serles - A group of related records notmally filod and used s a unit for reference as well as retention and dispesition purposes.

4. RECORD SERIES TITLE 5. EARLIEST ;EAR | LATETEST YEAR
74& pliloed 2l

8. RECORD SERIES DESCRIPTION ( Briefly describa the types of information/documentsiforms found in the Series. Include the puipose or function of the Seties)

1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Leller Size a Microfilm 0 Alphabetical o Microfilm Ree! (s)
O Computer Tape (s)
U Legal Size o Computer Tape O Numerical a QOther (Specily)
O Bound Book O Floppy Disk D Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawet {s)
0 Othet (Specily) O Other (Specify) O Microfitm Reet (s)
a Computer Tape(s)
a Olher (Specify) ______
\ Q |7 Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
0 Daily O Weekly o  Monthly a  Month(s) o Year(S)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency of office)

JQA'M% LY, o Yes — .

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

0 Yes 0O No

O None D Slate 0 Federal D Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
descibe any hardware/software)

O Yes 0 No

. PN .
19. NAME W oW 20. TELEPHONE NUMBER : 21. DATE /7 // b/ m

DGS 550-4 {Revised 1/93)




B
A |

NSTRUCTIONS - 1YPE OR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

—
—

1. Worcester Co.

-

L T R TR

DEPARTMENYT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Treasurer’s Office

. . 1 ed records normally filed snd used o3 a unit for reference ae

AGENCY RECORDS INVENTORY

Page of

3. UNIT

7 -
\soll ae retention and disposition purposes,

4. RECORD SERIES TITLE

Lot Ly Priod

5. EARLIEST YEAR / LATETEST YEAR

47 o

Fuch of ae oo

14
8. RECORD SERIES DESCRIPYION ( Briefly descrlbUl;e types of Informatior/documenisflorms found in the Series. Include ihe purpose of function of the Senes)

H Gt Pl

7. RECORD SERIES FORMAT(S)

Number

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Diawer(s)
O Leller Size o Microfilm T Alphabeticat o Microfim Reel (s)
O Computer Tape (s}
O Legal Size o Computet Tape O Numerical O Other {Specily)
0 Bound Book o Floppy Disk O Chronological Number
O Audio Tape O Video Tape a Geographical 10. ANNUAL ACCUMULATION
0 File Orawer (s)
O Olher {Spectly) O Other (Specify) O Microlitm Reet {s)
o Computer Tape(s)
O Other {Specify)
Number
11. FILE IS USED 12, FILE BECOMES lﬁACTIVE AFTER
0 Daily O Weekly O Monthly O  Month(s) a  Year(s) i

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or office)
9&&\,‘ Vs »//1%(/&0/ O Yes o No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
Q Yes O No (=] 'None O Slate QO Federal O Independent
17. IS AN INDEX SYSTEM USED? (I yes, explain biiefly and 18. RECOMMENDED RETENTION :
destiibe any hardwarelsoflware) : z m‘u gi ‘ Z ‘
. . f%"a"
_ g Yes O No . W Q. ‘fd&( y /
19. NAME /@%5 W 20. TELEPHONE NUMBER

21. DATE 7//7/"3

DS 9504 (Isviced 1193}




SHSTRUCIIONS - TYPE ON PRINI A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

I

.. ——— —D— D —— ——————————

1. DEPARTMENT/IAGENCY

N prceaden Co .

|

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0O. BOX 275 - JESSUP, MARYLAND 20794 Page

of

2. DIVISION 3 UNIT

- DEFINITION - Records Serles -

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

well as retention

and dispoeltion purposes,

4. RECORD SERIES TITLE

Yo, Tap Fowt's

§. EARLIEST YEAR } LATETEST YEAR

K4

%ro___

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documenis/forms found in the Series. Include the purpose or function of the Series)

1. RECORD SERIES FORMAI(S)

8. RECORD SERIES SEQUENCE

Number

9. VOLUME
O File Drawer(s)
O Leller Size a Microfitm O Alphabetical O Micriofim Reel (s)
O Computer Tape (s)
O Legal Size o Computer Tape g Numerical @ Other {Specdy) __
0 Bound Book Q Floppy Disk 0O Chronological Number
O Audio Tape o Video Tape D Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
0 Other (Specify) \ Q0 Other (Specify) O Microfilm Reet (s)
O Computer Tape(s)
Q Other (Specify)
Numbert
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
"0 Daily O Weekly o Monlhly o Month(s) a  Year(s)

-

3. CURRENT LOCATION(S) (Bldg., Floot, Room)

Koads [oan

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{it yes. specify agency or office)

O Yes o No

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

0 Yes o No O None 0O Slate O Federal 0 Independent
17. IS AH INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

descube any hardware/soltware)

g Yes 8 No

)

19. NAME ANDWPRW 20. TELEPHONE NUMBER 21. DATE

7//3//)«0

DGS 550.4 (Ravised 1193
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*ISSRUCTIONS .. TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
AEVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1) '

Il

i
Worcester Co.

¢

4 RECORD SERIES TITLE ’

Creasurer’s Office

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7215 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page ot

4
10 80 well ae retention and disposition purposes.

5.

EARLIEST YEAR | LATETEST YEAR
155
: TO

betd T o
%Z geee

)0.4%,,,1 Gt WorhadeS
Cotifecet o o ate.

]o ?‘7’2,‘%& Tax dot [luchoa

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Information/documenisfiorms found in the Series. Include the putpose or function of the Senes)

Qiv . , '

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
é-Celler Size O Microfim O Alphabetical 0 Micrefim Reel (s)
o Computer Tape (s)
egal Size a Compuler Tape O Numerical a Qther (Specily)
O Bound Book o Floppy Disk O Chronologicat Number
0 Audio Tape "D Video Tace 0 Geographical 10. ANNUAL ACCUMULATION
o File Drawer (s)
O Other (Spectly) o Other (Specify) O Microfilm Reel (s)
a Computer Tape(s)
O Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily a  Weekly a  Monihly O Monih{s) o Yeais)
Number
13. CURRENT LOCAIION(S) (Bldg Floor, Room) 14, 1S RECORO SERIES DUPLICATED ELSEWHERE? (If yes. specify agency ot office)
‘o
/y\ I O Yes a No
15, ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No a -None o Slale 0 Federal 0 Independeni
. '{,.__
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and | 18. RECOMMENDED RETENTI. v E/?_
descibe any hardwarelsoflware) @nﬁmt O i’
, -—IHV""’ h
0 Yes R 0 No - réqu -ements have been met, then
V) p A dESTEDy, .
19. NAME AN TLHOF § R 20. TELEPHONE NUMBER 21, DATE

Thra/#

S 5504 (Neaviepd 1/93)
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‘ INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
"% “EWSED RECORD SERIES; FORWARD WITH RECORDS RETENTION
y ELHEDULE [DGS 550-1)

|

A ieea e, Co,

?1, DEPARIMENTIAGENCY .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 - - Page of

2. DIVISION ’ 3. UNIT

AGENCY RECORDS INVENTORY

DEFINITION - Records Seilos - A group of relatsd rocords normally filed and used as a unit for reference ae

well ae retention and dleposition purposes.

4. RECORD SERIES TILE

Lot

5. EARLIEST YEAR / LATETEST YEAR
.
<&

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/lorms found in the Series. Include lhe purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

0 Lelter Size o Microfilm

a Legal Size a Compuler Tape
D Bound Book O Floppy Disk
O Audio Tape O Video Tape

0 Other (Specily)

vy

8. RECORD SERIES SEQUENCE 9. VOLUME

0 Alphabelical

g Numerical

- g

Chronological

a

Geographical

Q

Other (Specify)

D File Drawe(s)
0 Microfitm Reel (s}
O Computer Tape {3)
0 Other {Specify)

Number

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

O Compuler Tape(s)
a Othes (Specify)

Number

11. FILE IS USED

o0 Daily O Weekly 0  Monthly

. FILE BECOMES INACTIVE AFTER

Number

g Month(s) a  Years)

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

}Qa—a/do @MMJ

g,

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

g Yes

Ve
19, 'NAMWLE EFARER

o No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes o No 0 None O Slale O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/sollware)
O Yes_ o No
20. TELEPHONE NUMBER

21, DATE

7//‘5/%—0

OGS 550.4 (Revised 1/93)




s

-

;\p

A :
INSTEUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW
AEVISED RECOND SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1) :

I

Worcester Co.

.od rov

DEPARTMENT OF GENERAL SERVICES

Treasurer’s Office

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

saim anvas

Page

of

¥

well as retention and disposition purposes,

4. RECORD SERIES TITLE ‘-7 .

5. EARLIEST YEAR / LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatiorvdocuments/forms found in the Series.

Include the puipose or funclion of the Searies)

1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. O File Drawet(s)
o Lelter Size a Microfilm O Alphabetical Q Microfilm Reet (s}
© Computer Tape (s}
0 Legal Size a Computer Tape a Numerical O Other {Specily)
0 Bound Book a Floppy Disk O Chronologicat Number
O Audio Tape D Video Tape O Geogrephical 10. ANNUAL ACCUMULATION
0O File Orawer (s)
D Other (Specily) O Other (Specify) O Microfiim Reel (s)
O Compuler Tape(s)
O Other {Specify)
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Daily 0 Weekly o Monlhly O  Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or olfice)
L4 13
%,{,d;g//g W&& O Yes O No’
15. ACCESS RESTRICTIONS (il yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENIS
O Yes o No O None O Slate 0 Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION .
descibe any hardware/sollware) etaf" 3 years, and until all audit
requirements have been met, then
a  Yes A g No d
estroy
: e V / )/ . —_—
19 NAME ]@%s Fdee Y 20. TELEPHONE NUMBER 21. DATE 7/ /

DGS 550.4 (Revised 1703}




} Y —

_INSTRUSTIONS .. TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REiegD RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
“SCHELULE {DGS 550-1) 7275 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794 Page or

1. DEPARTMENTIAGENCY ‘ 2, DIVISION

DEFINITION - Records Setlas - A group of related records normaily filed snd used ss a unit for refsrencs as well as retention and disposition purposse.
4. RECORD SERIES TITLE

Tos Qs Bt s | B

8. RECORD SERIES DESCRIPTION ( Briefly descnibe the types of information/documentsiiorms found in the Series. Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
a Lelter Size a Microfiim O Alphabetical o Microfilm Reel (s)
O Computer Tape ()
O Llegal Size O Computer Tape o Numerical O Other (Specily)
Q Bound Book *a Floppy Disk 0 Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
; Microfilm Reet (s)
U Othet (Specil a Other (Specif o
et (Specty) (Specily) O Computer Tape(s)
\g ; ! O Other (Specify)
’ ' Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Qaily o Weekly O Monthly O Monlh(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (f yes. specily agency of office)

@,.&&,6&0& ) O Yes o No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & reguiation(s) 16

. AUDIT REQUIREMENTS

0O Yes o No

0 None a Slate Q Federal D Independent

17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and 18

. RECOMMENDED RETENTION
describe any hardware/sofllware)

O Yes O No

A /L) '
19. NAME A}Kﬁor M 20. TELEPHONE NUMBER : 21. DATE
| | 7o/

DGS 550.¢ (Revised 1793




SCHEDULE (OGS 550-1)

 Worcester Co.

i

[NSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

Treasurer’s office

-~ yruiip ocreiated 1

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. AOX 775 . JESSUIP, MARVIAND 20704 Page o

3. UNIT

/

well ae retention and disposiion purposes,

4. RECORD SERIES TITLE

Bt ok

§. EARLIEST YEAR / LATETEST YEAR

“97 10

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Information/documents/forms found in the Series. Include the purpose of function of the Sanes)

VNl ) Dbl ier @

7. RECORD SERIES FORMAT(S)

O Leller Size o Microfitm

0 legal Size o Compuler Tape
Dfﬁd Book a Floppy Disk

0 Audio Tape O Video Tape

8. RECORD SERIES SEQUENCE 8. VOLUME
- O File Orawet(s)
O Alphabetical 0 Microfilm Reet (s)
o Computer Tape (s)
O Numerica O Other (Specify)
A\ologiw Numbet
0 Geographical 10. ANNUAL ACCUMULATION

0 File Drawer (s)
o Other (Specily) M_QLQ__ T Other (Specily) O Microfim Reet (s)
O Computer Tape(s)
O Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly 0O Monthly O  Month(s) g Yeas)
Number '
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency of office}
aure g Yes O No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
O Yes o No o] iNone o Slale 0 Federal O Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain brielly and 18. RECOMMENDED RETEN
descube any haidware/soflware) Retain until updated or
0 Yes N o No superceded, then destroy
19. NAME AND] F PREPARER 20. TELEPHOMNE NUMBER

21:. DATE 7 // 7 /J‘Q

103 550.4 (Irvised 1/93)

*____[________4__%____4_____._—_______




INSTRUCTIONS -
REVISED RECORD SERIES.
SCHEDULE (DGS 550-1}

1Worcester Co. .

VEFyworw,,s = .

- ’ - ted ¢

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

4. RECORD SERIES TITLE

7275 WATERLOO ROAD

Treasurer’s Office

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

P.O. BOX 275 - JESSUP. MARYLAND 20704

AGENCY RECORDS INVENTORY

Page of

— . —

3. UNIT

7
well as retention and disposition purposes.

§. EARLIEST YEAR / LATETEST YEAR

10

4w%mw

8. RECORD SERIES DESCRIPYION { Briefly descrbe the lypes of Information/documents/lorms found in the Series

. Include the puipose or function of the Senes)

7. RECORD SERIES FORMAT(S)

Number

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawerts)
a Leller Size o Microfilm O Alphabetical o Microfiim Reel (s)
D Computer Tape (s)
a Legal Size o Computer Tape o Numerical O Other (Specily)
Q Bound Book a Floppy Disk mnologicat Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
o File Drawer (s)
0 Other (Specily) O Other (Specify) O Microfiim Reel (5)
O Compuler Tape(s)
a Other (Specify)
Number
11, FILE IS USED 12, FILE DECOMES INACTIVE AFTER
O Daily O Weekly O Monthly o  Monlh(s) g Yeals)

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

/Zm;&?’oﬁﬂ.

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specily agency or office)

g Yes a No
15. ACCESS RESTRICTIONS (! yes, cite law(s) 8 regulalion{s) 16. AUDIT REQUIREMENTS
a Yes o No O None O Slate a Federal 0 Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
destrbe any hardwarelsollware)

O Yes

pal D No
Aa V0 A

18. RECOMMENDED RETENTION

S

Jb 7&% ,4/,4&

19. NAME A t OF/PREPARER

20. TELEPHONE NUMBER

21. DATE
Th7 /o0

DGS 5504 (Neviced 119])




SCHEDULE {DGS 550-1)

~ Worcester Co. ' =

DEFINITION . Hecorow ownies -

INSIRUCTIONS - 1YPE OR PIINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

Treasurer’s office

ogrmep v dt®d Tesuive:

DEFPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
TS~ aavave | iEQRUP. MARYLAND 20794 Page of

3. UNIT

—————— ey

[ o . a0 well as retention and disposition purposes,

4. RECORD SERIES TITLE

Toy butteideio

5. EARLIEST YEAR / LATETEST YEAR

1997 o

il

8. RECORD SERIES DESCRIPTION ( Briefly descibe the types of Information/decuments/forms found in the Series. Include the purpose or function of the Senes)

7. RECORD SERIES FORMAT({S)

O Leller Size o Microfilm

O Legal Size o Computer 1ape
und Book o Floppy Disk

O Audio Tape Q Video Tape

0PA

0 Other (Specily)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawerts)
O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
O Numerical o Other (Specily)
pﬁonological Number

10. ANNUAL ACCUMULATION
O File Orawer {(s)
O Microfilm Reel ($)
O Computer Tapeis)
O Olher (Specily)

a Geographicat

a Other (Specify)

Number

11. FILE IS USED

0 Daily O  Weekly QO  Monthly

12. FILE BECOMES INACTIVE AFTER

O Month(s) o Year(s)

Number

13. CURRENT LOCAIION(S) (Bldg., Floot, Room)

R T

Atrnze,

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ({If yes. specily agency ot office)

g Yes O No

15. ACCESS RESTRICTIONS (il yes, cite law(s) & regulation(s)

a Yes D No

16. AUDIT REQUIREMENTS

] ‘None g State Q Federal O independent

17. 1S AN tHDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/soflwate)

18. RECOMMENDED RETENTION  Retain 3 years, then destroy

20. TELEPHONE NUMBER 21. DATE

2 /i 7R

NGS 5504 (Reviced 1193)




INSIRUCTIONS - TYIE OR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1) ‘

L i

Worcester. Co.

Lated -

Treasurer’s office

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

AGENCY RECORDS INVENTORY

Page o

-

—_—

3. UNIT

well a» ratention and disposition purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

\ﬂ ié; 10

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documenisfioims found in the Series. Include the puipose or function of the Senes)

7. RECORD SERIES FORMAT(S)

0 Leller Size a Microlilm

O Legal Size o0 Compuier Tape
ound Book a Floppy Disk

0 Audio Tape a Video Tace

0 Other (Spectly) p /fD ()

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawerts)
Q Alphabeticai @ Microfiim Reet (s)
O Computer Tape (s)
O Numerical 0 Other (Specily)
Véronological Number
O Geographical 10. ANNUAL ACCUMULATION

0 File Drawer (s)
O Microfilm Reel (s)
0 Computer Tape(s)
O Other (Specify)

O Other {Specify)

e —————————
e ———

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

a Daily O Weekly G Monthly O  Month(s) O Yeails)

Number
13. CURRENT LOCATION(S) {Bldg., Floos, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
‘
a  Yes o No

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

Q Yes O No o bNone O Slate O Federal G Independent
17. IS AN INDEX SYSTEM USED? (if yes, explam briefly and 18. RECOMMENDED RETENTION

descrbe any hardware/sollwate) .

Retain 3 years, then destroy
0 Yes 0 No
20. TELEPHONE NUMBER

21, DATE 7//7 /&’—d




[NSTRUCTIONS - TYP'E OR PIUNT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1) ‘

L

’ —

Worcester Co.

4. RECORD SERIES TITLE

P

Treasurer’s Office

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20764 Page of

13 uar (7no /3;05' bﬁg

<2 :0 aw well ae retention and diepoeition purposes.

5. EARLIEST YEAR / LATETEST YEAR

lféfi 9 T0

CORD SERIES DESCRIPTION ( Briefly describe the types of informationvdocuments/lorms found in the Series. include the puipose of function of the Seanes)
Phbitie et~ R o et of St oo (o)
[§
Unlnde,
r ’

7. RECORD SERIES FORMAT(S)

O Leler Size O Microfilm

O Legal Size a Computer Tape
0 Bound Book O Floppy Disk

O Audio Tape 0 Video Tape

o oter (specty) C PO

8. RECORD SERIES SEQUENCE 8. VOLUME
0 File Draweils)
O Alphabeticai o Microfilm Reet (s)
O Compuler Tape (s)
O Numerical a Qther (Specily)
Chronological Number

a Geographical 10. ANNUAL ACCUMULATION

. O File Orawer (s)

O Other (Specif . 0 Microfilm Reel (s)
(Speci O Computer Tapel(s)
a OQlher (Specify)

Number

11, FILE IS USED

a Daily O Weekly 0 Monihly

12. FILE BECOMES INACTIVE AFTER

O  Monih{s) o Year(s)
Number '

13. CURRENT LOCATION(S) (Bldg., Floot, Room)
Zauner
Vieree

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

a VYes O No

15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s)

O Yes D No

16. AUDIT REQUIREMENTS
a >None O Slate 0 Fedetal [u] lndec)end‘ti:\)‘};,Jj l

17. IS AN INDEX SYSTEM USED? ({If yes, expiain briefly and
describe any hardware/sofiware)

O Yes O No .

L ¥,

al
0” i r
v}j) ,W
18. RECOMMENDED RETENTION 0)’ W

Retain 3 years, then destroy

19. NAME A} OF

20. TELEPHONE NUMBER A 21. DATE 7 / ' / 44)

DGS 5504 {Reviced 1/93)




 (HSTRUCEIONS .. TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

1. DEPARTMENTIAGENCY : 2. Treasurer’s office

14

DEFINITION - Records Series - A group of related records ner...-..,-....-.—...u—u-w------umx'wrm-uuu‘n'wcu‘n/uhnhn asnd disposition purpoees,

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

 Dage of

|

4. RECORD S'ERIES TITLE

5. EARLIEST YEAR /| LATETEST YEAR

IS0 &Y

6. RECORD SERIES DESCRIPTION ( Briefly describa the lypes of informatiorvdocuments/forms found in the Series. Inciude the putpose of funclion of the Sefies)

NAMWEO BAEPARER

7. RECORO SERIES FORMAT{(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
D File Diawet(s)
a Lelter Size a Microlim O Alphabetical O Microfitm Reel (s)
O Computer Tape (s)
O Legal Size Q Computer Tape o Numerical O Other (Speedy)
O Bound Book o Floppy Disk O Chronelogical Number
0 Audio Tape O Video Tape O Geographicat 10. ANNUAL ACCUMULATION
O File Orawer (s)
o Ot el O Other (Specif O Microfilm Reel (s}
Othet (Speaty) (Specity a Compuler Tape(s)
l @ }g 0 z O Other (Specily) ___
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily D Weekly O  Monthly o Monlh(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency of office)
Q&QAQ /@W o Yes . O N
15. ACCESS RESTRICTIONS {If yes, cite law(s) & tegulation(s) 16. AUDIT REQUIREMENTS
o Yes o No a  None o Slate o Federal O Independeni
17. IS AN INDEX SYSTEM USED? (I yes, explain briefly and 18, RECOMMENOED RETE . . .
describe any hardware/soflware) Retain 3 years, and until all audit
‘ requirements have been met, then
a o :
es No destroy
19, 20. TELEPHONE NUMBER

21. DATE 7//3/(»—0

NGS §50-4 (Revised 1/93)




s L iEALINT e immms e e
<G

oo P
INSTRUCTIONS - TYPE OR PIINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1) '

Worcester Co.

UEFINITIUN - ROCOIa® De1iuw » m ygivup ur 18lat

Treasurer’s Office

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

PN ANy a7

AGENCY RECORDS INVENTORY

AR e

o Page of

e R TR,

—

3. UNIT

. veewr=eiCO 88 well a0 retention and disposition purposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

1726 o

CoTifoc ot

7. RECORD SERIES FORMAT(S)

O Lelter Size a Microfilm

8. RECOROD SERIES SEQUENCE 9. VOLUME
&—Fite Orawel(s)
Mp{beﬁcal D Microfilm Ree! (s}

O Computer Tape (s}
Gl/egal Size o Compuler Tape O Numerical y 2 D O Other (Specily)
O Bound Bock O Floppy Disk O Chronoiogical Number
O Audio Tape D Video Tape O Geographical 10. ANNUAL ACCUMULATION
D File Orawer (s)
O Olher (Spectl O Other (Speci O Microfim Reel (s)
et (Specily) (Speciy) O Computer Tape(s)
O Other {Specify)
Number
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
a Daiy O Weekly O Monihly o Month(s) a  Year(s)

Number

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

Lindy'> o4

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency of olfice}

O Yes . 0 No

15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s)

O Yes o] ‘No

16. AUDIT REQUIREMENTS

O None o Slate 0 Federal 0 Independent

17. 1S AN INDEX SYSTEM USED? (if yes. explain brielly and
describe any hardware/soliware)

U Yes O No

18. RECOMMENDED RETENT

Reta.in 3 years, and until all audit
requirements have been met, then

20. TELEPHONE NUMBER 21. DATE

. destroy
7/17 /50

L OGS 5504 (Reviced 1193




 INSTRUCTIONS .. TYPE O PIINT A SEPARATE FORM FOR EACH NEW

<l -REVISEN RECORD SERIES, FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

R

———— ————

‘_____...___ﬂ
1, DEPARTMENTIAGENCY ‘

%JWME)&:

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

2. DIVISION 3. UNIT '

DEFINITION - Recorda Sarles - A group of related racords notmally flled and used an a unit for reference as

wail as retention and dlsposition purposes.

4. RECORD SERIES TITLE

Taf Gttt Cetifecitio

§. EARLIEST YEAR / LATETEST YEAR

O 0 &G

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the puipose or function of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

8. VOLUME
O File Drawer(s)
a Letter Size a Mictolim O Alphabetical O Microfilm Reel (s}
O Computer Tape (s}
O Legal Size o Computer Tape O Numerical Q Other (Specfy)
D Bound Book 0 Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
Q File Drawer (s)
© Other (Spect O Other (Specit O Microfilm Reet (s)
et (Speciy) {Speciy) a Computer Tape(s)
O Other (Specify) ______
\' | t ? Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 ODaily O Weekly o Monthly O Monihis) O Yeai(s)
Numbet
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
o ado Pac o e o
15. ACCESS RESTRICTIONS (If yes. cite law(s) & tegulation(s) 16. AUDIT REQUIREMENTS
O Yes g No o None a Stale o Federal O independent
17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTION
descrbe any hardware/soltware)
O Yes .0 No
19. 20. TELEPHONE NUMBER

21. DATE .7//3/0—1)

06GS 5504 {Revised 1193}

|




>

msmgg;»xgﬁ -~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550.1) '

1.

UBTINIEUI - ROCOIOS Je1ive » m yiviy vi veimued 100

%Worcester Co.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

. ~e mav o ase arssn MIABVE AMR ANTAR

Treasurer’s office

AGENCY RECORDS INVENTORY

Page ol

—

3. UNIT

—

well as retention snd dlsposition purposes.

4. RECORD SERIES TITLE

Vordeeelin +f Recilies

5. EARLIEST YEAR / LATETEST YEAR

76 1o

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsfforms found in the Series. Include the putpose or function of the Sanes)

7. RECORD SERIES FORMAT(S)

P ATer Size

O Legal Size
O Bound Book
0 Audio Tape

O Other (Specily)

O Microfilm
o Computer Tape
o Floppy Disk

o Video Tape

8. RECORD SERIES SEQUENCE
O Alphabetical
O Numerical
Chronological
0 Geographical

O Other (Specify)

9. VOLUME
a File Drawer(s)
0 Microfilm Reet (s)
O Computer Tape (s)
a Other (Specify)
Numbes

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

Number

11. FILE IS USED

0 Daiy

O Weekly

12. FILE BECOMES INACTIVE AFTER

o

Number

Month(s) Q Year(s)

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency ot oifice)

P,M g Yes a No
/ /le .
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No o .None o Stale O Federal O Independent

17. IS AN INDEX SYSTEM USED? {If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/soltware)

0O Yes

19. NAME AM

Retain 3 years,

then destroy

20. TELEPHONE NUMBER

21. DATE 7/}7/0‘5

DS 5504 (Reviced 1/93)
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INSTRUCTIONS TYDPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMEN]’ DIVISION
SCHEDULE {DGS 550-1) ' 7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

|l

L~‘Wo’rcester Co.
‘ Treasurer’s office

———

et rvemmiee wenivw ——mcyrvap vi tmiated tec

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

o

Page

—_— ¢

3. UNIT

7 -
© well ss retention snd disposition purposes.

4. RECORD SERIES, TITLE

5. EARLIEST YEAR / LATETEST YEAR

'76 1o

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Sefies.

Tete, U -

Include the puipose or function of the Saries)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
a File Orawer(s)
b’@ Size o Microfilm 0 Alphabetical O Mictofim Reel (s)
O Computer Tape (s}
o Legal Size o Computer Tape O Numerical O Other (Specily)
O Bound Book o Floppy Disk Aonological Number ' '
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
O Other {Spect O Other {Specif O Microfitm Reel (s)
rer (Spectty) {Specify) o Compuer Tape(s)
O Other (Specify)
Number
11, FILE IS USED 12, FILE BECOMES INACTIVE AFTER
a Daily O Weekly o Monthly D  Month(s) 0 Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency of office}
a  Yes o No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
0 Yes 0 No - o -None O Slale O Federal O Independent
17. IS AN INDEX SYSTEM USED? (i yes, explain briefly and 18. RECOMMENDED RETEN .
describe any hardware/sollware) Retain 3 years, then destr (1)
a Yes O No .
19. NAMWLE W 20, TELEPHONE NUMBER | 21 oate 7/ . /

DS 5504 (Ieviced 1/92)
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INSTRUCTIONS .- TYPE OR PRINT A SEPARATE FORM FOR EAGCH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DOGS 550-1) '

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

cmamiwm sramus AR AATAR

r

Worcester Co. Treasurer’s office

.

AGENCY RECORDS INVENTORY

Page or

~

,,,,,,, ety e e, 1co 80

7 .
waell as retention and disposition purposes.

4. RECORD SERIES TITLE

W oo Vodecte Nepnds

§. EARLIEST YEAR / LATETEST YEAR

(49 o

KA~ Y Lborne Topt
%/%Mm MR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of Informatior/documentsiforms found in the Series. Include the purpose or function of the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE

9. VOLUME
O File Orawelr(s)
O Microfilm Ree! (s)
O Computer Tape (s)
a Other (Specify) [ i
Number J

o Lellet Size O Microfilm O Alphabetical
D Legal Size O Compuler Tape 0 Numerical

O Bound Book o Floppy Disk O Chronological
Q Audio Tape 0 Video Tape O Geographical
0 Olhet {Speciy) _M%“_f_ﬁobﬂ (’FD © Other (Speciy)

10. ANNUAL ACCUMULATION
0 File Drawer (s)
a Microfilm Reet (s)
o Computer Tape(s)

..// —

5 Other (Specify)
Number

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily o Weekly 0 Monthly O  Month(s) Q  Year(s)

Number
1. CU‘RRENI LOCATION(S} (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
¢
trde 'O

p{ﬂﬁﬂb /%( ] Yes o No
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

0 Yes D No o iNone O Slate O Federal Q Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain brielly and 18. RECOMMENDED RETENTIC

describe any hatdwate/sollware) Retain until updated or

0 Yes . o No superceded, then destroy

‘ —
20. TELEPHONE NUMBER ~ | 2. ot 9 / /

DGS 5504 (Neveed 1193)




| INSTRUGIIONS - YYPE OR PRINT A SEPARATE FORM FOR EACH NEW

~TIVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS $50.1)

1. DEPARTMENTIAGENCY ) '
ASecea o G |

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOQ ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794

Page of )
L_______________l___—“

1, DIVISION

AGENCY RECORDS INVENTORY

3. UNIY

DEFINITION - Records Serles - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purpotes,

4. RECORD SERIES TITLE

Wile Vehisly Reah

5. EARLIEST YEAR ! LATETEST YEAR

¢ Y10 ‘s

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documenis/forms found in the Series. Include the purpose or function of the Series)

7. RECORD SERIES FORMAI(S)

O Leller Size Q Microfilm

O Llegal Size O Compuler Tape
© Bound Book * O Floppy Disk

a Audio Tape O Video Tape

O Other (Specily)

9 B g,

8. RECORD SERIES SEQUENCE

O Alphabetical

Q

Numerical

o

Chronological

o]

Geographical

n]

Other (Specify)

9. VOLUME
a File Orawer(s}
a Microlilm Reel (s)
O Computer Tape (s}
O Other (Spectly)
Number

10. ANNUAL ACCUMULATION
O File Orawer (s)
O Microfilm Reet (s)

a Computer Tape(s)
a Other (Specify)

Number

11. FILE IS USED

N

4

12. FILE BECOMES INACTIVE AFTER
a Daiy O Weekly O Monthly — O Monlh(s) o Year(s)
Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency of office)

)Q(}’&— Ac M o Yes a No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS

-0 Yes o No O None O Slate O Federal O Independent

17. (S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

describe any hardware/soflware)

O Yes o No
19. NAME AND TITLE, Of JPREPARER 20. TELEPHONE NUMBER

21. DATE

7//’5/M

NGS 5504 (Revised 1/93)
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- N o

lNSl_BUC!J."!JS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

Worcester Co.

'

Treasurer’s Office

_..ated tocords normally fled)snd used as s unit 107 rererence ay

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Page of

' ﬁu/iomzf%/é Ty

well as ratention and dlsposltion purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

T0

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
0 File Drawer(s)
a Lelter Size 0 Microfilm o Alphabetical O Microlilm Reet (s)
0 Compuler Tape (s)
O Legal Size a Computer Tape o Numerical o Other (Specify)
O Bound Book O Floppy Disk D Chronological Number
o Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
« ' O File Orawer (s)
O Other (Specit ?2 m,_,,@ i‘(,,.dzm O Olher (Specif O Microfilm Reet (s)
et (Specty) (Specily) a Computer Tape(s)
0O Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O  Weekly o Monthly o Month(s) a  Year(s)
Numbet
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
14
,/1/4/(11/(7 a2 ‘VM . a  Yes o No
15. ACCESS RESTRICTIONS {If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes o No a None 0 Slate O Federal O Independent
17. IS AN IHODEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardwarel/soltware) .
Retain 3 years, then destroy
0 Yes 0 No
20. TELEPHONE NUMBER 21. DATE

Do

1S 550.4 (Navised 1/93)




INSTRULTIVINS - TYPPE OR PRINI A SEPARATE FORM FOR EACH NEW
AEVISED MECOND SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1) ‘

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

S
prm—

1. Worcester Co.

t

Treasurer’s Office

(Y

records orimally fled aNO U0 88 8 uni wiTermeea-ud

AGENCY RECORDS INVENTORY

Page ol

e —— T ——————

3. UNiY

well ae retention and disposiion purposes,

4. RECORD SERIES TITLE

&,@,@W,Mw, )

5.  EARLIEST YEAR / LATETEST YEAR

1495 10 179 €

CFo
Ay Loy

€. RECORD SERIES DESCRIPTION ( Briefly desctibe the types of Information/documents/forms found in the Series. Include the purpose or function of the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Oawer(s)
a Leller Size o Microfiim O Alphabetical g Microfilm Reel (s)
O Computer Tape (s)
Q Llegal Size O Compuler Tape o Numerical o Other (Specify)
Maoo\( E/PO o Floppy Disk D Chronological Number
| O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
o File Drawer (s)
O Other (Specil O Other (Specif O Microfilm Reel {s)
et (Specily) (Speciy) a Computer Tape(s)
O Other {Specily)
Number
11. FILE IS USED 12. FILE BECOIMES INACTIVE AFTER
o Daily a Weekly a  Monlhly o Month(s) Q  Yeaus)
Number
13. CURRENT LOCATION(S) {Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency or olfice)
‘/(A/L@Qba ‘o W , O VYes D No
15. ACCESS RESTRICTIONS (I yes, cite Jaw(s) & regulalion{s) 16. AUDIT REQUIREMENTS
a Yes D No O None 0 Slate 0 Federal O Independent
17. IS AN INDEX SYSTEM USED? (if yes, explain biiefly and 18. RECOMMENDED RETENTION
descube any hardware/sollware) :
Retain 3 years, then destroy
0 Yes 0 No
. Ve lﬁ P . N ——]
19, NAM{MLEW 20. TELEPHONE NUMBER

21. DATE 7// 7/&9

DGS 9504 (Rnvised 193)




NSTRUCTIGHS .- TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

e
r—

1. DEPARTMENTIAGENCY :
WWM @ '

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

£.0. BOX 275 - JESSUP, MARYLAND

Page of

20794 .
2. DIVIsioN 3. uNiy

DEFINITION - Records Serles - A group of related records normaily fled and used as a unit for reference ae

well as retention and disposition purposes.

4. RECORD S‘ERIES TITLE

et

5. EARLIEST YEAR f LATETEST YEAR

B,

1427

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsilorms found in the Series. Include the purpose or function of the Series)

|

21 vriw

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
a File Drawer(s)
O Leller Size O Microlim O Alphabetical O Microfilm Reel {s)
O Computer Tape (s}
O Legal Size a Compuler Tape o Numerical O Other (Specify)
0 Bound Book a Floppy Disk Q Chronological Number
a Audio Tape O Video Tape o Geographical 10. ANNUAL ACCUM.UI.ANON
0O File Drawer (s)
0 Other (Speci , O Other (Specif O Microfilm Reet (s)
Otter (Specily) (Spect) a Computer Tape(s)
E! 59 a l, O O Other (Specify)
Numbet
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly 0 Monlhly O Month(s) a  Year(s)
Number
1. CUR/RENI LOCATION{(S) {B\dg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)
/ 8»0'0/:1/3 /bw o Yes o No
15, ACCESS RESTRICTIONS (if yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No O None O Slate O Federal a  Independent
17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETEN
descube any hardware/sollware) R
etain 3 year
S, th
O Yes 0O No » Hhen dCStroy
A
19. NAME WE 0 EBXRER 20. TELEPHONE NUMBER

/1) o

DGS 550.4 (Revised 1733}

|




< ..

REVISED RECORD SERIES.
SCHEDULE {DGS 550-1)

e ———
e—

. 0t Worcester Co.

4. RECORD S'ERIES NTLE

“reasurer’s Office

ms[ggi:kga_s_ - TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW
FORWARD WITH RECORDS RETENTION

BN

cords normany miew s

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

1215 WAIERLOO ROAD

LA VLY

of

Vot Ton 1y

well as retention and disposition purposes,

Page

§. EARLIESY YEAR / LATETEST YEAR

W/f? 10

/3,%/

B W
QM»H

#M}moﬂ«

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/iorms found in the Series

T QJZJ&

. Include the purpose or function of the Saries)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
File Orawet(s)
a Lelter Size a Microlilm G Alphabetical a Microfilm Reel (s)
. D Computer Tape (s)
a Legal Size Q Compuler Tape o Numerical 5, D O Other (Specily)
O Bound Book O Floppy Disk 0 Chronological Number
O Audio Tape D Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
O Olher (Specif O Microfim Reel (s)
O Other (Specily) (Specify) & Computer Tape(s)
O Other (Specify)
Number
". FVD 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly a  Monthly O Month(s) Qo  VYear(s)
Numbet
13. CURRENT LOC TION(S) (Bidg., Floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency of office)
AQ 47 o
‘7 o Yes D No
15. ACCESS RESTRICTIONS {If yes, cite law(s) & regulalion(s) 16. AUDIT REQUIREMEP_ITS
g Yes o No O None O State O Federal O independent
17. IS AN INDEX SYSTEM USED? (I yes, explam briefly and 18. RECOMMENDED RETENTION R
describe any hardware/soltware) etain 3
Years, then destroy
No
20. TELEPHONE NUMBER 21. DATE _7 / /

DGS 5504 (Rnvised 1193)
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N S

INSTHUCTIONS - TYPE OR PRINT A SEPARATE FORM TOR EAGH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE {DGS 550-1) ‘ , 7275 WATERLOO ROAD

PO. BOX 275 - JESSUP, MARYLAND 20784 Page of

|

— Worcester Co.

2. DIVISION
i ¢

Lo

] TN
nevviue ownies - A QToup of related recerds normally filed and used as & unit for reference se well se retention and dleposition purposes,

4. RECORD SERIES TITLE w LAY ~ 0Ll Cap'o 5. EARLIEST YEAR J LATETEST YEAR
m ﬂﬁ ) &M | 10

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documentsfforms found in the Series. Include the purpose or function of the Series)

Back s of Lot nade D lonly Gy Topige

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE . 8. VOLUME
. O File Drawet(s)
a Leller Size a Microfilm O Alphabetical Q Microfilm Reel (s)
O Computer Tape () f
O Legal Size O Computer Tape o Numerical O Other {Specily) ‘
O Bound Book O Floppy Disk D Chronological Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
- O File Drawer (s)
Q Other (Specily) O Other (Specify) . O Microfilm Reet (s)
’ O Computer Tape(s)
O Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O  Weekly 0 Monthly g  Monlh(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (il yes. specify agency ot office)
/ ) ]
st Wl . o
15. ACCESS RESTRICTIONS (il yes, cite law(s} & regulation(s) 16. AUDIT REQUIREMENTS
O Yes g No O None O Slate O Fedesal O Independent
17. IS AN INDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTION
destiibe any hardware/soflware)
O Yes g No . @ja,,‘, b\| |"/
19, NAWHW 20. TELEPHONE NUMBER : 21. DATE _7/ 7/ l

D3S 55N-4 (Reviced 193}




INSTRUCIIUNS - TYPE OR PIUNT A SEPARATE FORM FOR EACIINEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

7275 WATERLOO RDAD :
Worcester Co ! 6N any 97% _IEC]ID LARYIAND 0704 Page o

Treasurer’s office 13w /

well a9 tetention and disposition purposes,

p—— ————

DEFINITION - Records Serics - A group of telsted 1.

4. RECORO SERIES TITLE §. EARLIEST YEAR / LATETEST YEAR

N 55 [hgmests = P2t g

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/iorms found in the Series. Include the puipose or function of the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
O File Orawerls)
Leller Size O Micsofilm O Alphabeticat O Microfiim Reel (s)
O Computer Tape (s)
O Legal Size O Computer Tape o Numerical O Other (Spectly)
0 Bound Bock O Floppy Disk . d"’ﬁonological Number
Qa Audio Tape O Video Tape O Geogtaphical 10. ANNUAL ACCUMULATION

o File Orawer (s)

0 Other {Specty) o Other (Specity) (Apnans o) D Microfim Reel s)

o Computer Tape(s)
O Other {Specify)

Number

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

o Daily O Weekly a  Monthly — O Month(s) o Yea(s)

‘Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, 1S RECORD SERIES PUPLICATED ELSEWHERE? (If yes. specify agency or office)
¢ . a Yes O No
Voiree A -
15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulalion(s) 16. AUDIT REQUIREMENTS

0 Yes o Neo o -None O Slale O Federal O Independeni
17. IS AN INDEX SYSTEM USED? (i yes, explain brieflly and 18. RECOMMENDED RETENTION

describe any hardware/soflwaie)

0O No
l
20. TELEPHOME NUMBER : 21. DATE

7//7/4»&

DS 5504 (Neviced 1193}




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1) '

T Worcester Co.

'

|

'
|

[

m—
——

f | —

R T 1)

Treasurer’s Office

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of

3. UNiT

P

wall as retention and disposition purposes.

4. RECORD SERIES TITLE

§. EARLIEST YEAR | LATETEST YEAR

{ ot boasd RB - °

CPo
Loy 18

Crvvacal

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Information/documents/forms found in the Series.

Include the puipose or function of the Seres)

Y

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Q File Orawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel (s)
o Compuler Tape (s)
o Legal Size o Computet Tape o Numerical O Other (Specily)
m:d Book @ Floppy Disk B'C@ogical Numbet
0 Audio Tape O Video Tace O Geographical 10. ANNUAL ACCUMULATION
a File Orawer (s)
O Other {Spectly) ML_LM O O Other (Specify) O Microfiim Reel (s)
O Computer Tape(s)
a Other (Specify)
Numbet
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
g Daily O Weekly a  Monthly O Month(s) - a Yeat(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or office)
¢ : .
/A\]W/ﬂ e o ves R
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16, AUDIT REQUIREMENTS
O Yes g No o iNone o Slate 0 Federal O Independenl
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION Retain until updated or
descube any hardware/soflware)
o “superceded, then destroy
) 0 Yes O No .
N l/) N s -
19. NAME y@% OM 20. TELEPHONE NUMBER

135 9504 {ftrviced 1/9)




INSTRUCTIUNS - TYP'E OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 5§50-1) '

 Worcester Co.

——

B NP Y. I T T

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

nA ARv ave

WARIIR LIAAUL SR AATAS

Treasurer’s office

AGENCY RECORDS INVENTORY

Page o

—_

[ 3 UNIT

. well a0 retention and dleposition purposes.

4. RECORD SERIES TITLE

VaK  Feley

5. EARLIEST YEAR / LATETEST YEAR

192¢ 10

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentstlorms found in the Series. Include the purpose or function of the Series)

Number

7. RECORD.SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
/ O File Qiawer(s)
Lelter Size O Microfilm O Alphabetical o Microfilm Ree! (s)
o Computer Tape (s)
Legal Size g Computer Tape O Numerical 2 O Olher (Specily)
O Bound Bock O Floppy Disk O Chronological Number
O Audio Tape o Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Diawer (s)
0 Other (Specily) g Other (Specify) 0 Microfilm Reet (s)
g Computer Tape(s)
o Other {Specily)
Number
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly 0 Monthly 0 Month{s) o Year(s)

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

M yes. specily agency o office)

{
/AJ W// 2 el Qo Yes o No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & reguialion({s) 16. AUDIT REQUIREMENTS
O Yes 0O No [n] -None O Slate O Federal O Independent

17. IS AN INDEX SYSTEM USED? (I yes, expiain briefly and
destibe any hatdwatel/soltware)

No

18. RECOMMENDED RETENTION

M

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

Retain 3 years, then destroy

21. DATE 7//7//‘9

——————-

IM3S $50.4 {Ievicpd 1/93)




INSTRUCTIONS .. TYPE QR PRIN' A SEPARATE FORM FOR EACH NEW DEPARTMENYT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION R R v
SCHEDULE (0GS 550-1 ECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

Page ot
" Worcester Co. =

Treasurer’s office 3. uUNIT /

- w e - ee-mp wr w0l TOCOIUN Ay Iveu B UsEE B w101 TeisTence we WeIl a0 retention and dllpo-lﬂon purposee,

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR
- 4
20 aﬁjk | Bes
, |

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documentsfforms found in the Series. Include the purpose or function of the Seres)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE A 9. VOLUME
O File Orawerts)
O Leller Size o Microfilm O Alphabetical Q Microfiim Reel (s)
O Computer Tape (s)
O Legal Size o Computer Tape o Numerical a Other (Specily)
O Bound Book O Floppy Disk ’ O Chronological Numbet _\
O Audio Jape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
. ] o File Osawer (s)
O Other (Specily) O Other (Specify) . 0 Microfiim Reel (s)
i O Computer Tape(s)
a Qther (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily a  Weekly O Monthly g Month(s) a  Year(s)
Number »
13. CURRENT LOCATION(S) (Bldg.. Floot, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or office)

AW’O ,«M o Y‘es | ‘ o No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 reguiation(s) 16. AUDIT REQUIREMENTS

Q Yes o No o .None Q Slate O Federal 0 Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTIC
describe any hardware/soflware)

= Retain 3 years, then destroy
No . {7/
20. TELEPHONE NUMBER : 21. DATE 7 // /

D58 5504 (teviced 119




REVISED RECORD SERIES. FORWARD WITH RECORDS RETENT
SCHEDULE (OGS 550-1) '

IMSTRUCITIONS - 1YIPE OR PRINT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATFRI ON RNAN

ION

Page o
, Worcester Cof Treasurer’s office 5 UNIT /
st gem=p == s=emswu f8c01dS notmally filed snd used s a unit for reference ae well as retention and dispesition purposes.

AGENCY RECORDS INVENTORY

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

T0

Rfosace el

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/lorms found in the Series. inciude the purpose or function of the Senes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 8. VOLUME
O File Drawetts)
0 Leller Size o Mictofilm 0 Alphabetical o Microfilm Reel (s}
O Computer Tape (s)
O Llegal Size a Compuler Tape O Numerical G Other (Specify)
O Bound Book D 'Floppy Disk O Chronological Number
O Audio Tape 0 Video Tace 0 Geographical 10. ANNUAL ACCUMULATION
a File Orawer (s)
0 Other (Speci a Other (Specif o Microfitm Reel (s)
e (Specty) (Speciy) o Computer Tape(s)
O Other {Specify)
Number
11. FILE IS UBED 12. FILE BECOMES INACTIVE AFTER
a Daly o Weekly O Monthly a  Monihs) O Yeax(s)

Number

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

Ulortd jo 1t

14, IS RECORD SERIES DUPLICATED ELSEWHERE?

{0 yes. specily agency or office)

o Yes D No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
O Yes o No o .None 0 Slate 0 Federal O Independent

L———#g———-@-—-—-——-—___.k—“

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
destnbe any hatdware/sollware)

O Yes O No .

ALV)A st

18. RECOMMENDED RETENTION

[ola 5Y, Hher Aok

13. NAME A'{}| OF

20. TELEPHONE NUMBER

21. DATE

217/

DS 9504 (Neviced 11931




INSTRUCTIONS -
REVISED RECORD SERIES.
SCHEDULE (DGS 550-1)

Worcester Co. -

4. RECORD SERIES TITLE

TYPE OR PRINT A SEPARATE FORM FOR EAC!H NEW
FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION
215 WAIERLOO ROAO

A nAv ass

|

Treasurer’s office

siated rey

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Page or

3. UNlT

“%/

i eeee o _4 well a0 retention and dllpo!lﬂon purposes.

8t e P

5. EARLIEST YEAR / LATETEST YEAR
)
198’5 1o

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/lorms found in the Series. Include the purpose or function of the Senes)

offce et ok s

7. RECORD SERIES FORMAT(S)

0O Leller Size O Microfilm

O Legal Size 0 Computer Tape
0 Bound Book a Floppy Disk

0 Audio Tape D Video Tace

O Other (Specﬂy)w

8. RECORD SERIES SEQUENCE
O Alphabetical
. a Numerical
8 Chronological
D Geographical

O Other (Specify)

8. VOLUME
O File Drawei(s)
O Microfilm Ree! (s)
O Computer Tape (s)

Numbet

w .94 a Qther (Spectfy)

10. ANNUAL ACCUMULATION
O File Orawer (s)
a Microfliim Reel {s)

O Compuler Tape(s)
a Other (Specily)

Number

11. FILE IS USED

0 Daily O Weekly

g Monthly

12. FILE BECOMES INACTIVE AFTER

Number

o Monihs) O Year(s)

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

;Za/«»éa/ooﬁ%//%

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes, specify agency or office)

g Yes o No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
O Yes o No O None O State QO Federal QO Independent

destiibe any hatdwarelsoftware)

g Yes s}

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18.

RECOMMENDED RETENTION

[Soe B

5y, Hen hiF,

20, TELEPHONE NUMBER

21. DATE 7 // 7 ///-O

LS 550-4 (Navicad 1191)




IMSTRUCTIONS - TYPE OR PRINE A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

NA mmes ama

|

: Worcester Co. ,
i Treasurer’s office

———

slated race

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD

e crimveew-=e @ wnis G TRIRTENCE 88 Woll 20 retention and dlspesition purposes.

AGENCY RECORDS INVENTORY

Page of
3 uNT .
oottt fcn

4. RECORD SERIES TITLE

§. EARLIEST YEAR / LATETEST YEAR

1945~

A Wdﬁ ot “UW QW
e @W

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of iutorma(ior\/documemsllovms found in the Series. Include the purpose of function of the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE f. VOLUME
O File Diawer(s)
O Leller Size a Microfim O Alphabeticat O Microfiim Reet (s)
D Compuler Tape (s)
a Legal Size o Computer Tape O Numerical a Qther (Specily)
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape o Video Tape O Geographical 10. ANNUAL ACCUMULATION
/ Q File Orawer (s)
O Other (Specil - o Other (Specit O Microfilm Reel (s)
(Speciy) ‘D ¢ L O Computer Tape(s)
Mao—w[ . a Other {Specily)
Number
11. FILE |S USED 12. FILE BECOMES INACTIVE AFTER
0 Daily 0  Weekly O Monthly 0 Monih(s) 0  Years)
Number
13. CURRENT LOCATION(S) {Bldg.. Floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency or office)
4 { [
;./ Jﬁ/u-/ﬂ/ ” W& O Yes 0 No
15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No o >None o Slate O Federal O Independenl
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTIO .
describe any hardware/sollware) etain 3 years, and until all audit
oy . J _requirements have been met, then
o o) ° - destroy
19. NAME Al 20. TELEPHOMNE NUMBER 21. DATE 7/ /

DS 5504 (Ievicpd 1/97)




INSTRUCTIONS -- TYI'E OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

L
. Worcester Co. _

v =

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

...atod toCL

A s ame

Treasurer’s office

7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Page of

3. UNIT

ﬂwu//éﬁ%

—.. well ae retention and disposition purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

1220 1o

8. RECORD SERIES DESCRIPYION { Briefly describe the lypes of Information/documents/{orms found in the Series. Include the putpose or function of the Series)

/24 M'/@W,/Jm;‘

7. RECORD SERIES FORMAT(S)

0O Lelter Size o Microfilm

O Llegal Size O Computer Tape
O Bound Book O Floppy Disk

0 Audio Tape O Video Tace

O Olher (Spectly) ,) - - Axg..,o M

8. RECORD SERIES SEQUENCE

0 Alphabeticai

yﬂl
¥~Chronological

O Geographical

0O Other (Specify)

9. VOLUME
O File Diawer(s)
O Microfilm Reet (s)
D Computer Tape (s)
O Other {Specify)
Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
O Microfilm Reet (s)
O Computer Tape(s)
O Other {Specify)

Number

11. FILE IS USED

o Daiy O  Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

Number

a

Month(s) aQ  Yea(s)

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

potd o b fuce

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(It yes. specily agency or office)

O Yes 0 No
15. ACCESS RESTRICTIONS (if yes. cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes 0 No O None 0O Slale O Federal 0O Independent

17. IS AN HDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/sollware)

U Yes 0O No .

18. RECOMMENDED RETENTION

Mm T D %’"WW/’// Gew

________JL_.____J_—————————*—-——“_{—_-_‘>

pal

20. TELEPHONE NUMBER

21. DATE // // 5 /M

1M3S 5504 (Nrvierd 1197)




|

INSTRUCTIONS - TYI’E OR PIINT A SEPARATE FORM FOR EAGI! NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550.1) ‘

Worcest_er Co.

———

Hated 1ot

p—— e

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DiVISION
7275 WATERLOD ROAD

PO ROY 7R . ICCEIIN LIANUS 40N Aavas

Treasurer’s office

AGENCY RECORDS INVENTORY

Page of
3., UNIT

v - 4&%%}/

well as retention and dhpeolﬁon purposes.

4. RECORD SERIES TITLE

§. EARLIEST YEAR / LATETEST YEAR

275 1o

e

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Information/documenis/lorms found in the Series. Include Ihe puipose o function of the Senes)

4’7’5 . Loten Q%M/@W"/“
- Y.c. y;% )

7. RECORD SERIES FORMAT(S)

eller Size o Microlilm

O Legal Size o Computer Tape
. O Bound Book a Floppy Disk
‘ Q Audio Tape D Video Tape

0 Olher (Specify)

8. RECORD SERIES SEQUENCE
a-Afphabetical
a Numerical
0 Chronclogical
0 Geographical

a Other (Specify)

9. VOLUME
t!(le Drawer(s)

0 Microfilm Reel (s)
O Computer Tape (s)
QO Other {Specify)

Number

10. ANNUAL ACCUMULATION
D Fite Drawer (s)
a Microfilm Reet ($)
o Computer Tape(s)
a Other (Specify)

Number

11. FILE IS USED

o Daily 0 Weekly 0 Monthly

12, FILE BECOMES INACTIVE AFTER

]
Number

Month{s) o Year(s)

13. CURRENT LOCATION(S) {Bidg., Floot, Room)

T rensy 2 “H

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

0O Yes o No
15. ACCESS RESTRICTIONS (I yes, cile law(s) & regulation(s) 16. AUDIT REQUlREMEMS
0 Yes 0O No

17. 1S AN INDEX SYSTEM USED? (Il yes, explain biiefly and
descrbe any hardwarel/sofiware)

0 Yes O No

18. RECOMMENDED RET

: e
18. NAMW&E %M’

20. TELEPHONE NUMBER

O None O State O Federal O Independent

Retain until updated or
superceded, then destroy

21. DATE

7//7/@

DS 350.4 (Revised 1193}




INSTRUCTIONS - T1YPPE OR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION
SCHEDULE (DGS 550-1) '

!

>

Worcester Co.

§ —

,‘,.(Id '

- N . -

4. RECORD SERIES TITI.E

ﬁwﬁ, WM

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD _
P.O. BOX 275 - JESSUP, MARYLAND 2n7aa

Treasurer’s office

AGENCY RECORDS INVENTORY

Page of

Y T ot Yo

s well as retention and disposition purposes,

5. EARLIEST YEAR / LATETEST YEAR

'GY o

Tocas. [Bes 9 2
Tzt
Spnd] T3¢ S5 -

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of \ntovmahonldocumemsllorms found in the Series. Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

RECORD SERIES SEQUENCE 9. VOLUME
0 File Drawer(s)
d'f@« Size o Microfilm O Alphabetical Q Mictofiim Reel (s)
O Computer Tape (s)
0 Legal Size O Compuler Tape a Numerical o Other (Spectly)
0 Bound Book O Floppy Disk mwcal Number
O Audio Tape O Video Tape Q Geographical 10. ANNUAL ACCUMULATION
a—Fie Drawer (s)
O Other (Specil O Other (Specif O Microfilm Reet (s)
(Specily (Speciy) O Computer Tape(s)
/ O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly D Monihly D Monlh(s) O Yeaus)
Number
13. CURRENT LOCATION(S) ({Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
7M 'O /‘ﬂ o Yes o No
15. ACCESS RESTRICTIONS (If yes, cite law(s} & tegulalibn(s) 16. AUDIT REQUIREMENTS
O Yes o No O None O Slate a  Federal QO Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RE1
descnbe any hardware/sollware) .
Retain 3 years, then destroy
0 Yes O No
20. TELEPHONE NUMBER 21. DATE
/17 /o

DGS 550.4 (Revised 1/93)




INSTRUCTIONS -- TYPE OR PIUINE A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

Worcester Co.

DEPARTMENT OF GENERAL SERVICES

' Treasurer’s office

{ AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7215 WATERLOO ROAD

P.Q. BOX 275 - JESSUP, MARYLAND 20794 Page or

0 a0 well as retention and disposition purposes.

4. RECORD SERIES TITLE

0.8l of Pocbarsc

5. EARLIEST YEAR / LATETEST YEAR

7 0

Coreap -
0.8+ Foab. P

8. RECORD SERIES DESCRIPTION { Briefly descnibe the types ol Information/documenis/iotms found in the Series. !nclude the purpose or function of the Senes)

7. RECORD SERIES FORMAT(E)}

B@ Size

O Microfilm
0 Llegal Size D Compuler Tape
0O Bound Book O Floppy Disk
0 Audio Tape 0 Video Tace

.

D Other (Spectly) g d 2) Adia e b&udu,o

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawer(s)
O Alphabeticat O Microfiim Reel (s)
O Computer Tape (s}
O Numerical 0O Other (Specily)
uﬁono]ogical Number

10. ANNUAL ACCUMULATION
o File Drawer (s)
O Microfiim Reel (s)
O Computer Tape(s)
O Other (Specily)

O Geogtaphical

0 Other (Specify)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly G Monlhly O  Month(s) o Year(s)
Numbet
13. CURRENT LOCATION(S} (Bidg.. Floot. Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specifly agency of office)
\‘(M‘ﬂ W O Yes ' O No
15, ACCESS RESTRICTIONS (If yes, cite law(s} & regulalion(s) 16. AUDIT REQUIREMENTS
O Yes a No o 'None g Slate O Fedetal 0 independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMI / '
dest.iibe any hardware/soliware)
0 Yes 0 No Retain 3 years, and until all audit
requirements have been met, then
2. 1eLepHo IESEEOY, 21. DATE

7)1/

3S 5504 {eviced 17970)




PN

]

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1) '

Worcester Co. -

————

R ] : . lated 1.

4. RECORD SERIES 1ITLE

- . .

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

Treasurer’s office

AGENCY RECORDS INVENTORY

Page of

—d

—

L uNIiT

R T R R R R R R RRRRERDEDEEmED—

v
s well ae retention and dlsposition purposes,

§. EARLIEST YEAR / LATETEST YEAR

¢ B B
B

ey

g

(

Cypicof Qep. Tt

8. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of Information/documentsfforms found in the Series. Include the puipose or function of the Senes)

1. RECORD SERIES FORMAT(S)

O Other (Spectly) &_Q%.ZM'LQ

O Other (Specify)

8. RECORD SERIES SEQUENCE

Leller Size o Microlim O Alphabeticat
O Legal Size o Compuler Tape o Numerical
D Bound Book O Floppy Disk mological
O Audio Tape O Video Tace a Geogvaphi{:al

9. VOLUME
Qa File Drawer(s)
D Microfilm Ree!l (s}
a Computer Tape (s}
D Other (Specily)
Number

10. ANNUAL ACCUMULATION
0 File Orawert (s)
0 Microfiim Reet (s)

e .

O Computer Tape(s)
O Other (Specify)

Number
11, FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
a Daily o Weekly 0 Monlhly O  Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or office)
&/f@"/\f\ﬁlv‘a/ 1O M > O Yes O No
15. ACCESS RESTRICTIONS (if yes, cite law(s) & reguialion(s) 16. AUDIT REQUIREMENTS
O Yes O No o None O Stale O Federal O Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain biiefly and 18. RECOMMENDED RETENTIOl
descube any hardware/sollware) '
i . . .
| Retain 3 years, and until all audit
0 Yes 0 No ' requirements have been met, then
g - destroy
19. NAMWLE EFARER 20. TELEPHOMNE NUMBER

e 7// 7/ re

DS 550.4 (Revieed 1/9))




l mslfi{-;‘g!!m_&s -~ YYPE OR PIUNIT A SEPARATE FORM FOR EACH NEW

, DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISEL® RECORO SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
* SCHEOULE (0GS §50-1) 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of

.
1. DEPARTMENT/IAGENCY 2, DIVISION 3. UNIiY

DEFINITION - Records Serles - A group of related recards normally flled and used as a unit for reference as
A. RECORD SERIES TITLE

P
4

well as retention and disposiYon purposes,

§. EARLIEST YEAR / LATETEST YEAR
- »
2 :_Q o______

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Information/documentsi/forms found in the Series. Include the puipose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Letter Size o Microfim O Alphabelical O Microfiim Reel {s)
O Computer Tave (s}
O Llegal Size a Compuler Tape a Numerical O Olher (Specidy}
O Bound Book © a Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
D File Drawer (s)
© Other (Spect O Other (Specit O Microfilm Reel {s)
{Speciy) (Speciy) 0 Computer Tape(s)
l! 7 O Other (Specity)
Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily O Weekly O Monthly g Month(s) O Yeas(s)

Number

13. CURRENT LOCATION(S) (BIdg., Floor, Room) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE? (If yes. speciy agency or officel

F{(M«.J/O ,Q)M 9 Yes Lo

15. ACCESS RESTRICTIONS (I yes, cite law(s) & regulalion(s) 16

. AUDIT REQUIREMENTS

O Yes o No a None o Slale o Federal O Independent

17. 1S AN INDEX SYSTEM USED? (I yes, explain briefly and 18

. RECOMMENDED RETENTION
descrbe any hardware/sofllware)

O Yes O No

19, NAME ANWF PHERAR

NGS 5504 (Revised 1/93)

20. TELEPHONE NUMBER ' 21. DATE

ol >0




INSTRUCTIUNS - TYP'E OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE [DGS 550-1)

Worcester Co.l «

Treasurer’s Office

[ —

VETINFIIVIT - NPGVIue wsiive -

Y74 -
~ yeeap - 10i8ted Tocuiue noymaty nieG snd used as a unit for refarence se well se retention sad dlsposition purposes,

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Page of

-
1 3% unNiy

4. RECORD SERIES TITLE

Oegpuait o8 Bl

5. EARLIEST YEAR / LATETEST YEAR

/_Z%;ro

4

6. RECORD SERIES DESCRIPTION { Briefly describe the types of Information/documents/loims found in the Series. Inciude the purpose or function of the Seares)

B Wﬂ‘

G-

7. RECORD SERIES FORMAT(S)

o Leller Size o Microfilm

0 Legal Size o Compuler Tape
O Bound Book O Floppy Disk

0 Audio Tape 0 Video Tace

O Olher {Specily) M

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawerts)
O Alphabeticai Q Microfim Reet (s)
O Computer Tape (s)
O Numerical a Other {Specily)
O Chronological Number
o File Orawer (s)
O Other (Specify) O Microfilm Reet (s)
O Computer Tape(s)
Q Other (Specify)
Number

1. FILE IS USED

0 Daily 0O Weekly 0 Monthly

12. FILE BECOMES INACTIVE AFTER

a  Monih(s) a  Year(s)

Number

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

Tt » Yoteci

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)

a Yes O No
15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes o No O_ None 0 State O Federal O Independenl

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
destibe any hardwarelsollware)

0 Yes C No .

18. RECOMMENDED RETENTION

Retain 3 years, then destroy

pa)

tm—————————

20. TELEPHONE NUMBER 21. DATE

NGS 5504 (Raviend 119




IMSTRUCTIONS - TYI'E OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {OGS 550-1) :

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

1

Worcester Co.

F_
. Treasurer’s Office

AGENCY RECORDS INVENTORY

Page of

UEHINITIUN - KeCOTO® Serion « A group ot related

= ey

v enw usew ss-e unRTIVY TRivienced 89

well as retention lnd dllpoowon purposes,

4. RECORD SERIES TITLE

§. EARLIEST YEAR / LATETEST YEAR

oo

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of lntorma(ion/dccumenls/lorms found in the Series
e /mww/ ﬁﬁ/@mw Jorir, B

. Include \he putpose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE

O Leller Size 0 Microfilm O Alphabeticai
O Legal Size o Computer Tape O Numerical |
O Bound Back O Floppy Disk a Chronological
a Audio lape o Video Tare a Geographical
Q Other (Specily) M_,_M O Other (Specify)

9. VOLUME i
a File Orawer(s) ]
O Microfilm Reel (s)
a Computer Tape (s)
a OQther (Specily)
Number

10. ANNUAL ACCUMULATION

File Orawer (s)

O Microfilm Reet (s)
o Computer Tape(s)
a Olher (Specify)

o

Numbes

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

a  Daily O Weekly O Monihly QO Monih(s) - a Year(s)

Number
12. CURRENT LOCATION(S) {Bldg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specily agency of office)
L//ﬂz,;wwg 2 A—#ﬁc@ o Yes o No

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

D Yes 0 No o iNone Q Slate QO Federal Q Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18.
descnbe any hatdware/softwaie)

RECOMMENDED RETENTION

/@Jm?/ %&;/Le

0 Yes O No .

Wﬂé”%

AegZsy -

20. TELEPHONE NUMBER

Pt
19, NAME%%&O pHEPSRER

21. DATE .7//?/#.0

DS 55N.4 Neviced 1192)




IMSLRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1) ’

L

1. Worcester Co..

DEPARTMENT OF GENERAL SERVICES

Treasurer’s Office

..+d records normaliy Nied SNG USET B3 B Uni 1vi 1eieiviies 8

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

Page ot

—

well ae retention and disposition purposes,

4. RECORD SERIES TITLE

Protose Qudoco -

5. EARLIEST YEAR / LATETEST YEAR

gﬁ‘?’g, é@ro___

6. RECORD SERIES DESCRIPTION { Briefly describe the types of Information/documents/lorms found in the Series. Include the purpose or function of the Senes)

W%-Mé/@@/'

7. RECORD SERIES FORMAT(S) 8, RECORD SERIES SEQUENCE 9. VOLUME
o File Orawer(s)
0O Lelier Size O Microlitm O Alphabetical O Microfilm Reef (s)
O Compulet Tape (s}
O Legal Size o Computet Tape Cc Numerical o Other (Specily)
O Bound Book o Floppy Oisk O Chronological Number (I
O Audio Tape O Video Tare O Geographical 10. ANNUAL ACCUMULATION
o File Drawer (s)
O Olher (Specily) O Other (Specify) O Microfilm Reel (s)
O Compuiet Tape(s)
g Other (Specify)
Number
13. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O  Weekly Q@  Monthly O  Month(s) O Yeans)
Number
13. CURRENT LOCATION(S) (Bldg., Fioor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)
]
'4@"!/17«9 7~ /%k(: ¢ a Yes . 9 No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
o Yes a No o 'None O Stale O Federal O Independent

destrbe any hargware/sollwate)

0 Yes O No |

17. IS AN INDEX SYSTEM USED? (if yes, explain briefly and 18.

RECOMMENDED RETENTI Regain 3 years, then destroy

- .
19. NAME AFWF W 20,

TELEPHONE NUMBER 21. DATE

Wirled

NS 5504 (Raviend 1/9)




INSTRUCTIONS - TYPE OR PIUNT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

v

t

, Worcester Co, Treasurer’s Office

+

AGENCY RECORDS INVENTORY

Page of

I

3. \#T

\

L

DEFINN Uy ee e —

wall as retention and disposition purposes.

d iecoraw NOIMAaNy " niea INO USEU #3 A uUNIVIOI Teisience 88
4. RECORD SER!ES TTLE

D’“?Wd ,@w&,ﬁﬁ:@;ﬁ “/ﬁm’[ %M/

5. EARLIEST YEAR / LATETEST YEAR

‘74 10

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Infermation/documentsfforms found in the Series

W +0xmﬁa,/@7,

. Include the puipose or function of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
a Leller Size o Microfilm O Alphabetical o Microfilm Reel (s)
O Computer Tape (s}
O Legal Size o Compuler Tape o Numerical a Other {Specify)
O Bound Book O Fioppy Disk O Chronological Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
' ) a File Orawer (s)
O Olher {Specily) O Other (Specify) O Microfilm Reel {s)
o Computer Tape(s)
O Olher (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
D Daily D  Weekly O  Monthly O Monlh(s) 0 Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
/)/ a  Yes g No
15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 reguiation(s} 16. AUDIT REQUIREMENTS
0 Yes o No D None 0 Stale D Federal O Independent

17. IS AN IHDEX SYSTEM USED? (Il yes, explain biieflly and 18.

descrbe any hardware/soltwaie)

RECOMMENDED RETENTION

%9}6’” Y, Huw M‘&

0 Yes

20. TELEPHONE NUMBER

L D68 550.4 (Ravised 119))

21. DATE 7// 7/W




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION

. R e I}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
1275 WATERLOO ROAD

AGENCY

RECORDS INVENTORY

Page

of

~ Worcester Co,
Treasurer’s Office

DEFINITION - Recotds Serioe « S TN

3. UNIT 7

ceveeene- 80 Woll as retention and disposition purposes,

4, RECORD SERIES TITLE

[t imed, Chs

5. EARLIEST YEAR / LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informationvdocuments/forms found in the Series

%MW Fecod onty. _

W//eﬁ

. Include the purpose or function of the Senes)

/u// g arin

k. +

Aok otjo (TF)
Dok

7. RECORD SERIES FORMAT(S) B. RECORD SERIES SEQUENCE 8. VOLUME
Q File Drawet(s)
0 Leller Size o Microliim D Alphabelical @ Microfilm Reel (s)
O Computer Tape (s)
a Lega! Size 0 Computer Tape O Numerical a Other (Specily)
0O Bound Book o Floppy Disk D Chronological Number
o Audio Tape O Video Tape O Geogiaphical 10. ANNUAL ACCUMULATION
O File Drawer (s)
0 Other (Specily) O Olher (Specily) O Mictofilm Reel (s)
O Compuler Tape(s)
D Other (Specily)
Numbet
1. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
D Daily 0 Weekly O Monlhly 0 Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) {Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or office)
. / ’ .
4"@«-@ s 47%‘&((‘ O  Yes 0 No
15. ACCESS RESTRICTIONS (lf yes, cite law(s) 8 regulation(s) 16. AUOIT REQUIREMENTS
0 Yes o No O None O Slate O Fedesal O Independent
17. 1S AN INDEX SYSTEM USED? (if yes, explain brieflly and 18. RECOMMENDED RETENTION
descibe any hardwarelsoliware) <]
: a V(?‘MU A
U Yes o No Wﬁ/ﬂ" \/ (
/)
19. NAME’@& o%M 20. TELEPHONE NUMBER : 21. DATE 7 / /

DS 550-4 (Mavised 1/93)




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

—
r—

‘Worcester Co.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD

Treasurer’s Office

I 1ewvive wunmany 1vw snu useo-ws @ unit 101 rersrence as well as retention and disposition purposes.

AGENCY RECORDS INVENTORY

Page of

3. UNIT7 .

\

4. RECORD SERIES TITLE )

§. EARLIEST YEAR / LATETEST YEAR

7/7’7 10

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of informatiorvdocumenis/lotms found in the Series. Include the putpose ot function of the Series)

)2y ‘ﬁlww "%//ﬂﬂ’wﬁz

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawel(s)
0 Leller Size o Microfilm O Alphabetical o Microfitm Reet (s)
‘ O Compuler Tape (s)
o0 Legal Size 0 Compuler Tape O Numerical O Other (Specify)
O Bound Book O Floppy Disk D Chronological Number
O Audio Tape o Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
' O Other {Specil D Other {Specif O Microfilm Reel (s)
et (Specty) (Specify a Computer Tape(s)
D Other ({Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monthly O Month(s) o Yeal(s)

Number

13. CURRENT LOCATION(S) {Bidg., Floor, Room)

o't/

‘el

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specily agency ot office)

O  Yes o No
15. ACCESS RESTRICTIONS (If yes, cile law(s} & regulalion(s) 16. AUOIT REQUIREMENTS
0O Yes g  No g None a State O Federal O Independent

17. 1S AN INDEX SYSTEM USED? {If yes, explain briefly and
descrbe any hardware/sollware)

0  Yes 0O No

18. RECOMMENDED RETENTION

W 5“~/‘ﬂ‘w ﬁf@m‘%

Pal

20. TELEPHONE NUMBER

21. DATE

'7//7/@

DGS 5504 (Revised 1763}




-

IHSTRUCTIONS - 1YIE OR PIUNT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

_

p—

1 Worcester Co.

4. RECORD SERIES TITLE

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
PO. BOX 275 - JESSUP MARY1AND 20794

Treasurer’s Office

S Pach Rocersidiiss

AGENCY RECORDS INVENTORY

Page of )
| I A—
D B EEE e eles  ———————
3. UNI
g 2

o well e retention and disposition purposes,

5. EARLIEST YEAR / LATETEST YEAR

95 1

8. RECORD SERIES DESCRIPTION ( Briefly descnbe the lypes of information/documentsiforms found in the Series. Include the puipose or function of the Series)

7. RECORD SERIES FORMAT(S)

descibe any hardware/software)

0 Yes 0O No-

Potos5 1 Hhew ey -

8. RECORD SERIES SEQUENCE 9. VOLUME
a File Drawer(s)
o Leller Size 0 Microfim O Alphabetical o Microfiim Reet (s)
O Computer Tape (S)
U Llegal Size a Compuler Tape a Numerical O Other {Specdy)
O Bound Book o Floppy Disk O Chionological Number
D Audio Tape O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
o File Orawer (s)
© Other (Specily) O Other (Specify) O Miciofilm Reel {s)
0 Compuler Tape(s)
! E O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily D Weekly 0 Monthly O Monlh(s) O  Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Fioor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency ot office)
%’)ala A%%é (2 O Yes o No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & reguialion(s) 16. AUDIT REQUIREMENTS
O Yes o No O None o State O Federal O Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

o ya)

20. TELEPHONE NUMBER

.21. DATE 7//7/0-—0

DS 550-4 (Revised 1/93)

_




{HSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

_

"Worcester Co.

(K1)

4. RECORD SERIES TITLE

ook

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

AGENCY RECORDS INVENTORY

Page [o]]

e R R R R ESEDmSmS—————...
i e

3. uNIT
Treasurer’s Office

vell as retention and dlsposition purpoves,

M |

5. EARLIEST YEAR | LATETEST YEAR

745+

Bt ok STt

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/lorms found in \he Series. Include the purpose of function of the Series)

Lo [Fares

7. RECORD SERIES FORMAT(S)

O Leller Size o0 Microfilm

a Legal Size o Compuler Tape
© Bound Book O Floppy Disk

0 Audio Tape O Video Tape

O Olher (Specity) Mm .

8. RECORD SERIES SEQUENCE 8. VOLUME

O File Drawer(s)
0 Microfilm Reel (s)
O Computetr Tape (s)
QO Other (Specily)

O Alphabetical

0 Numerical

2D

O Chronological Number

10. ANNUAL ACCUMULATION
File Drawer (s)

O Geographical

a

19. NAMWEO pHEPARER

O Other {Specify) 0 Microfliim Reel {s)
o Computer Tape(s)
M % Y é 0 Qther (Specify)
. Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly O Weekly a  Monihly 9 Month{s) 0O Yeai(s)
Number
13. CURRENT LOCATION(S) (Bidg.. Float, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency or office)
%M‘L'&l lﬂ & O Yes A 0 No
15. ACCESS RESTRICTIONS (I yes, cile law(s} & regulalion(s) 16. AUDIT REQUIREMENIS
0 Yes o No O None O Slate 0 Fedeial O Independent
11. ISd:\Sl:”ll:LD:nJ; i:&iﬂ,ﬁ;i&?e)(“ yes, explain briefly and 18. RECOMMENDED RETENTION Retain 3 years, then destroy
0 Yes 0 No 5 \{
20. TELEPHONE NUMBER 21. DATE

7 /12 )0

D65 5504 (Ravised 193)




INSTRUCIIONS - TYPE OR PRINE A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WilH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE {DGS 550-1) ’ } 7275 WATERI NN RNAN
L_ ) Page of )
N " Treasurer’s Office
' Worcester Co. '

3. UNIT 7 '

. . : . d Tecards normally filed and used as a unit for refstence as wall as retention and disposition purposes,

4. RECORD SERIES TITLE / [ : 5. EARLIEST YEAR / LATETEST YEAR
M Q{/ 4 Z@é E 'd 3‘ 10

8. RECORD SERIES DESCRIPTION ¢ Bneﬂy describe the lypes of information/documents/forms found in the Serles.

Include the putpose or function of the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE A 9. VOLUME
O File Orawer(s)
O Leller Size a Microfilm O Alphabetical O Microfilm Reel (s)
O Computer Tape (s}
a Legal Size @ Computer Tape O Numerical a Other (Specify)
0 Bound Book O Floppy Disk D Chronolegical Number
O Audio Tape O Video Tape D Geographical 10. ANNUAL ACCUMULATION
. a File Drawer (s)
O Other (Specily) O Other (Specify) i O Microfilm Reel (s)
) o Computer Tape(s)
O Other (Specify)
Number
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
o Daily 0 Weekly 0 Monthly 0 Month(s) 0 Year(s)
Numbet
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)

%Mﬁ(ﬂ Wd&. Q Yes » g No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulalion(s) 16. AUDIT REQUIREMENTS

O Yes 0 No O None 0 Slale 0 Federal O independent

17. IS AN IMDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
descrbe any hardwarel/sollware)

0 Yes . 0 No PJTM QY} ﬁ) M .
19. NAM TLE PEAREYARE 20. TELEPHONE NUMBER : 21. DATE

DGS 5S04 (Ravised 1193)




INSTRUCHIONS - TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

— !

1. Worcester Co.

"

DEFARTMENTY OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WA!ERLOO ROAD

Treasurer’s Office

AGENCY RECORDS INVENTORY

Page

well ae retention and disposition purposes,

of

4. RECORD SERIES TITLE

/M&w }jm,/%éwi

§. EARLIEST YEAR / LATETEST YEAR

2197 1o

m

il Yareartd
) Thonid Waceorls

8. RECORD SERIES DESCRIPTION { Briefly describe the types of lnformalionldocumenls/!orms found in the Series. Include the puipose or function of the Senes)

Gl +  E

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
a File Drawer(s)
0 Lelter Size 0 Microfilm O Alphabetical O Microfilm Reel (s)
o Compuler Tape (s}
a Legal Size O Computer Tape 0 Numerical Q Other (Specily)
0 Bound Book O Floppy Disk O Chronological Number
0 Audio Tape O Video Tape O Geographicat 10. ANNUAL ACCUMULATION
O File Orawer (s)
W R a Other (Specif O Microfilm Reel (s)
O Olher {Specily) {Specify) o Compuler Tepe(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily a  Weekly 0 Monthly 0 Monlh(s) O Yeaus)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency or office)
t
Tepa Y o Yes O No
15, ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s}) 16. AUDIT REQUIREMENTS
O Yes o No O None o Slale 0 Federal Q Independent
17. 1S AN IHDEX SYSTEM USED? (i yes, explain briefly and 18. RECOMMENDED RETENTION —
descnbe any hardware/sollware) \jﬁu\) Q W"?
U Yes O No WE"’ 9 \1 Ji
: /)
19. NAWITL%EM 20. TELEPHONE NUMBER 2. DATE :
/)7 /e

DGS 950.4 (Ravised 1193)




INSTRUCIIQNS - 1YPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

Se———

\. bt worcester Co.

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
Tave wared NN ROAD

reasurer’s Omce

srde normllly-ﬂlld and used a9 & unn vy

AGENCY RECORDS INVENTORY

Page of

T

well a8 retention and disposition purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
24ed’,

T0

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informatiorvdocuments/forms found in the Series. Include the puspose of funclion of the Saries)

Congi: prust-odd o Chesdeo o] (irtereqis Wasnants Zook

7. RECORD SERIES FORMAT(S)

o Leller Size o Microfilm

@ Legal Size a Compuler Tape
D Bound Book O Floppy Disk

O Audio Tape O Video Tape

O Other (Specily) _@ﬁ__fz/li@‘ % mo

8. RECORD SERIES SEQUENCE

a

Alphabetical

a]

Numerical

o

Chronological

[a]

Geographical

[=]

Other (Specify)

§. VOLUME
tf{()rawel(s)

O Microflilm Reet (s)
i 0 Computer Tape (s)
0O Other {Specily)

gD

Number

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

o Compuler Tape(s)
O Other (Specify)

Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Daily 0 Weekly 0 Monlhly O Monlh(s) O Years)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency of office)
. -
Lna'o
7 2 o Yes o No
15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulalion(s) 16. AUDIT REQUIREMENTS
a Yes 0 No o None a Stale O Federal O Independent
17. 1S AN INDEX SYSTEM USED? (i yes, explain briefly and 18. RECOMMENDED RETENTION R -
descrbe any hardware/software) C j‘lé gg 3 647'?;324? ¢
7 - , AR
0 Yes O No- I(MLW' 5 \18
) .
19. NAM I@%\EM 20. TELEPHONE NUMBER 21, DAIE

/)7 /)

06GS 5504 (Revised 1/93)




REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

1
Worcester Co.

——

INSTRUCTIONS - 1YPE OR PRINY A SEPARATE FORM FOR EACH NEW

Tl‘ea s
Surer’s Omc e

_tecords normally filed and useo us a w.... .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
TTTT wATEQLQO ROAD

AGENCY RECORDS INVENTORY

Page of

3 UNIT ,
T ina

88 well as retention and dlspoeition purposes.

4. RECORD SERIES TITLE

AKA Comminrivesc 7

5. EARLIEST YEAR | LATETEST YEAR
é;m" @MM Q’/"“W /ina’d '7/2/ 10 4&?/043

8. RECORD SERIES DESCRIPTION ( Briefly describe lhe lypes of information/documents/lorms found in the Series
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o Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
. R 7 0 File Drawer (s)
0 Other (Specily) MM - a Other (Specify) : o gicroﬁlm RTeel ((5’)
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O Yes 0 No
‘7MM
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19, NAMWLE EPARER 20,

DGS 550.4 (Revised 1193)




IHSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EAGCH NEW DEPARTMENT OF GENERAL SERVICES " AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE {DGS 550-1) ’

7275 WATERLOO ROAD

Worcester Co. Treasurer’s Office

.. ..-nted rocoros nOIMENy M snu useu B8 & L el serereeew 48 WeIl 80 retention and disposition purposes,

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

frosento Dopiy + Gop Qi | 122
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17. IS AN INDEX SYSTEM USED? {If yes, explain briefly and 18. RECOMMENDED RETENTION
desciibe any hardware/sollware)
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L destroy

19, NAMEWO%{’M 20. TELEPHONE NUMBER : 21, DATE 7 /4: 7 / ; )

DGS 5504 (Ravised 1/93)




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW
AEVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1) '

~

Worcester Co.

S

_ —

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727§ WATERLOC ROAD

DN Ny MR ICQQII'D 1ADVI AMN ANY02

reasurer’s Office

AGENCY RECORDS INVENTORY

Page of

3. UNIT ¢

&2

well as ratention and disposition purposes,

4. RECORD SERIES TITLE

S.. EARLlEZT YEAR / LATETEST YEAR

1 790'2.10

@Wl
Ced. At Czeta

/”Px‘\v\%\ow‘\
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et (Speciy) (Secity O Computer Tape(s)
O Other (Specify)
Number
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19, NAMWLE %M 20. TELEPHONE NUMBER 21. DATE

Vol

DGS §50.4 (Revised 1193)







T T TR OOV ]

IMSTRUCTIUNS - TY'E OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION
SCHEDULE {DGS 550-1)

1

Worcester Co.

L

Gt

DEPARTMENT OF GENERAL SERVICES

Treasurer’s Office

S rtevveus venve on yivup wrre(8d 10COTAS NOIMAILY NIGA BN USET 45 & wiirs tvs cwimroence 88

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

Page (o}
kR UNI;é
4 /4

wall ae retention and dlsposiion purposes,

4. RECORD SkRIES TITLE

fDad Checks

5. EARLIEST YEAR / LATETEST YEAR

R

2°s 10

Choo. L1l s20272
ey g
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7. RECORD SERIES FORMAT(S)
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x/ﬁ,wﬁ%/‘o*# a Yes 0 N
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17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION R .
destibe any hardwarelsoltwaie) etain 3 years, and until all audit
requirements have been met, then
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
’ O File Drawer(s)
Qa Lelter Size o Microfilm O Alphabetical D Microfilm Resl (s)
O Computer Tape (s
O Legal Size o Computer Tape O Numerical O Other (Specily)
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15, ACCESS RESTRICTIONS (If yes, cite law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
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17. IS AN INDEX SYSTEM USED? (If yes, explain brielly and
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0 Yes A 8 No .
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8. RECORD SERIES DESCRIPTION ( Briefly descibs the types of iformation/documentsfiorms found in the Series, Include the puipose or function of the Senes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
O File Orawet(s)

destiibe any haldwalelsonware)
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13. CURRENT LOCATION(S) (Bldg.. Floot, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)
/
2 O Yes o No
15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
a Yes a Ne o -None O State 0O Federal 0 Independent
Screen annually. Destroy material h?‘”n%n&m
i ue. Re
17. 1S AN INDEX SYSTEM USED? (f yes, explain biiefly and | 18. RECOMMENDED RETENTION fusther fiscal, legal o operational va

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

ol s

20. TELEPHONE NUMBER

21. DATE 7/);7 / ')

138 55N.4 (Neviend 1191}




INSTRUCTIONS - TYPE OR PRINE A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

—
| ———

~Worcester Co.

\ —

DEFINITION - Records Series

- A group of rofated raee o .

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7215 WATERLOO RODAD
S~ mavoase reenn uAGVIAND 20794

Treasurer’s Office

AGENCY RECORDS INVENTORY

Page or

A uNIT

“

weil 8 retention and disposition purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
vy

el
’ggpg TO

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of lnlormalion/documenlsllorms found in the Series

Liton BNl - leats (D -0e
2 of Ma ﬂ/&d/{y.&.%g
Olealivit Coedl it

R e

. Include the putpose or function of the Senes}

7. RECORD SERIES FORMAT(S)

m Size
D’(gal Size

O Microfilm

RECORD SERIES SEQUENCE

Alphabeticai

9. VOLUME
&Fie Orawer(s)

O Microfilm Ree! {s)
O Computer Tape (s}

21. DATE

0 Compuler Tape 0 Numerical — Q o Other (Specty) __ =
0 Bound Book 0 Floppy Disk O Chronological Number
0 Audio Tape O Video Tace O Geogiaphical 10. ANNUAL ACCUMULATION
O File Orawer (s}
o Ot i O Other {Speci O Micoliim Ree! {s)
Other {Spectly) {Specity) o Computer Tape(s)
O Other {Specily)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly O Monihly O Month(s) o Yearls)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency ot office}
N/ )
/ M = w N o Yes D No
N arrdd ‘o
16, ACCESS RESTRICTIONS (Il yes, cite law(s} & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No o ‘None O Slate O Federal Q Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/soflware) é
ReVze '3/ ﬁig& 2T L tresY ‘yé éz‘”"‘/
U Yes 0 No . /%ﬂ)
A L)
19, NAMEK@‘[E %&M— 20. TELEPHONE NUMBER

TN 775

NGS 5504 {(Neviepd 1193}




INSTRUCTIUNS .. TYPE OR PIINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1) )

T Worcester Co.

DEFINITIUN - KOCOTO® Denoe e m yivup ve rurimiotd

4. RECORD SERIES TITLE

T )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

Treasurer’s Office

LW

AGENCY RECORDS INVENTORY

Page of

———

3. UNIT

ae weil ge retention and disposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

10

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/lorms found in the Series. Include the puipose or function of the Sanes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
O File Diawet(s)
O Leler Size o Microfim O Alphabetical O Microfilm Ree! (s)
O Computer Tape [5)
O Legal Size a Computer Tape o Numerical O Other (Specty)
G Bound Book O Floppy Disk 0 Chronological Numbes
O Audio Tape O Video Tare O Geographical 10. ANNUAL ACCUMULATION
0 File Orawer (s)
O Olher (Spectfy) O Other (Specify) O Microfilm Reel {s)
O Compuler Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily o Weekly O Monthly o  Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office}
%ﬂpﬂy ‘o W - O VYes o No
15. ACCESS RESTRICTIONS (Il yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
g Yes O No o .None o Slale O Federal O Independent
- 1
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTI(
describe any hatdwarel/soliware)
Retain 3 years, then destroy
O Yes 0O No . J
P .
19. NAME AWM M 20. TELEPHONE NUMBER

21. DATE /) // 7 /f’O

NS 95N.4 {Nevised 17901




INSTRUCTIUNS - 1YPE OR PIINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550.1) 7275 WATERLOQ ROAD

-

Worcester Co.

L

l Treasurer’s office

- . : ~ sted.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

DN 0AY 78 | 1ICeelid LABOVI AMN  AN704

AGENCY RECORDS INVENTORY

Page of

13 unir /

) 80 well as retention and disposition purpoees.

4. RECORD SERIES TITLE

Wiowtity RopTincy shhocts

5. EARLIEST YEAR / LATETEST YEAR

1494 0

b /QWW

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/forms found in the Series. Inciude the purpose of function of the Senes)

Q0 Audio Tape < a Video Tage

Feze ;
O Olher (Specily) ,é h%&

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Dtawer(s)
O Leller Size O Microfiim O Alphabelical 0O Microfilm Reet (s)
O Computer Tape (s)
O Legal Size O Computer Tape O Numerical O Other (Specily)
O Bound Book o Floppy Disk DAwnological Number

10. ANNUAL ACCUMULATION
o File Drawer (s)
0 Microfitm Reel {s)
o Computer Tape(s)
O Other (Specify)

0 Geogtaphical

O Other {Specify)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily 0 Weekly O Monthly O  Month(s) a  Year(s) )
Number
13. CURRENT LOCATION(S) (Bldg., Floo, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
g Yes .o No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
QO Yes o No o "None O Slate O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hatdwate/soflware) .
Retain 3 years, and until all audit
. O Yes O No . requirements have been met, then
. ) : destroy. _—
19. NAME ME %M 20. TELEPHONE NUMBER 21. DATE

7//7/;%

138 950.4 {finviepd 1190




INSTRUCTIONS - TYIPE OR PIUNT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

= -

Worcester Co. T ,
: reasurer’s office

1N

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
60 ROY 278 . JESSUP. MARYLAND 20784

AGENCY RECORDS INVENTORY

o

/

well as retention and disposition purposes.

Page

-

3. UNIT

4. RECORD SERIES TTLE

Mvﬂw«) Cre %5

§.. EARLIE%PAR I LATETEST YEAR

v
10

—

%M MW,MW

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Inlormal:onldocumemsllorms found in the Series.

tnclude the purpose or function of the Sanes)

[M3S 4504 {Npwised 1/92)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
O File Drawerts)
a Leller Size o Microfilm O Alphabetical O Microfilm Reel (s)
O Comouter Tape (s)
a Legal Size 0 Computer Tape o Numerical O Other (Specily)
% Book O Floppy Disk D/@ological Number
D Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
C O File Drawer (s)
O Olher (Spectly) f() o Other (Specify) O Microfim Reel (s)
T D Computer Tape(s)
a Oiher (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monlhly a  Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency o office)
P oo T4t Pop, o Yes 9 No
15. ACCESS RESTRICTIONS {If yes, cile law(s) & regulation{s) 16. AUDIT REQUIREMENTS
O Yes a No a -None O Slate a Fedesal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDE| !
describe any hardware/scliware) " Retain 3 years, and until all audit
8 Yes g Ne ' requirements have been met, then
. ya) destroy
19. NAME ME %M 20 TELEPHONE NUMBER 21. DATE ‘7/ / \



[HSTRUCTIUNS - TYPE OR PRINT A SEPARATE FORM FOR EACIH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1) ‘ :

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

e me e sim mmmaa

——mtam eaa

L. Worcester Co.
)

|

——
| —

Treasurer’s Office

werINITION - Records E..iB.' -;Aﬂqvoup of related re.

AGENCY RECORDS INVENTORY

Page of

4

3. UNIT

well as retention and disposltion purposes,

4. RECORD SERIES TITLE

5.  EARLIEST YEAR / LATETEST YEAR

72 1

Meffitts Gromscsim

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Information/documents/forms found in the Series. Include the purpose of function of the Seres)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME i
) O File Drawer(s) !
o Leller Size O Microfilm O Alphabetical O Microfilm Reet (s)
O Compuler Tape {$)
0 Legal Size O Computer Tape o Numerical a Other (Speciy)
O Bound Book O Floppy Oisk Q Chronological Number
0 Audio Tape O Video Tape 6 Geographicat 10. ANNUAL ACCUMULATION
w a File Drawer (s)
0 Other (Spect W — .,Z O Other (Specif O Microfiim Reel (s)
vt (Speciy) | Lae g (Specify) 9 Miaofin Reel 5
' a Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O  Weekly O Monthly O  Monih(s) 0O Yearls)
‘ ' Numbers
13. CURRENT LOCATION(S) {Bidg, Flool, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (it yes. specily agency or oflice)
g Yes o No
15. ACCESS RESTRICTIONS (if yes, cite law(s) 8 regulalion(s) 16. AUDIT REQUIREMENTS
O Yes D No o .None o Slate 0 Federal O Independent
17. IS AN INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED RETENTION ,
descube any hardware/sollware} W . W ’ ,WV m .
0 Yes D No . / 5-’ Y k@"/
N .
19. NAME W& 0 EPARER 20. TELEPHONE NUMBER 2. DATE 7// /

[M3S 5504 (Revised (192




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECOND SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1) ’

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
0N RAY 978 | IEQQIID LARYIAND IN704

AGENCY RECORDS INVENTORY

Page of

—

a0 well ss retention and disposition purposes,

Worcester Co.

l . —_—

Treasurer’s Office 3 uNIT

DEFINITION - Records Serios = A group o related |

4. RECORD SERIES TITLE p - M

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the {ypes of Information/documentsfforms found in the Series. Include the purpose of function of the Sanes)

§. EARLIEST YEAR / LATETEST YEAR

7/

T0

7. RECORD SERIES FORMAT(5) 8. RECORD SERIES SEQUENCE 8. VOLUME
O File Drawer(s)
O Lelter Size a Microfilm O Alphabetical o Microfilm Reet (s)
D Computer Tape (s)
a Legal Size a Computer Tape 0 Numerical © Othes {Specify) __
0 Bound Book o Floppy Disk 0 Chronological Number
O Audio Tape 0 Video Tage B Geographical 10. ANNUAL ACCUMULATION
a File Orawer (s)
O Olher (Specily) O Other (Specify) O Microfilm Reet (s)
O Computer Tape(s)
0 Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o0 Daily 0 Weekly O Monthly 0  Moenih(s) O Yeails)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or office)
a Yes a No
16. ACCESS RESTRICTIONS (if yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes 0 No a >N'one O State O Federal 0 Independent
17. 1S AN INDEX SYSTEM USED? {if yes, explain briefly and 18. RECOMMENDED RETENTION
destrbe any hardwate/sollwate) ‘ \ 5-«\.{ Permanent. Transfer per iOdically
to the Maryland S i
0 Yes o No . ry tate Archives
2\ ——
19, NAM TLE PEAREPARE 20. TELEPHONE NUMBER 21. DATE
~ N S

DS 5504 (Neviced 1193}




INSTRUCTIUNS - TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1) :

L Worcester Co.

—

DEFINITION - Kocorom denus « m yroup verelated fevo,ue Hviey e

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

Treasurer’s Office

Su uesw we @ winyiwe reiwivany B8

AGENCY RECORDS INVENTORY

Page of

/

well ae retention and disposition purposaes.

3 UNIT

4. RECORD SERIES TITLE

1400

5. EARLIEST YEAR / LATETEST YEAR

TO

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of information/documents/forms found in the Series. Include the purpose or function of the Senes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 8. VOLUME
O File Orawet(s)
o Leller Size o Microfilm O Alphabeticat O Microfilm Reel (s)
O Computer Tape (s)
a Legal Size O Computer Tape O Numerical O Other (Specily)
O Bound Book O Floppy Disk O Chronological Number
0O Audio Tape 0 Video Tace O Geographical 10. ANNUAL ACCUMULATION
o File Orawer (s)
0 Othet (Specily) _ o Other (Specit 0 Microfilm Reel {s)
et (Specly) (Specit) o Computer Tape(s)
O Other {Specify)
Number
11. FILE 1S USBED 12. FILE BECOMES INACTIVE AFTER
0 Daily 0  Weekly O Monlhly O  Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? ({If yes. specily agency of office)
o Yes o No
15. ACCESS RESTRICTIONS (Il yes, cite law(s) 8 regulalion(s) 16. AUDIT REQUIREMENTS
D Yes D No =} ‘None O Slate O Federal O Independent
’ ——————
17. 1S AN INDEX SYSTEM USED? (If yes, explain brielly and 18. RECOMMENDED RETENTION
descibe any hardware/sofiware) Retain 3
%\ years, then destroy
U Yes O No
20. TELEPHONE NUMBER

21. DATE 7//7/(7__0

NGS 5504 {(Nevicpd 1193}




INSTRUCTIUNS - TYI'E OR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

L R T T

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

ToTem ssamve s onzos

Worcester Co.

l.

Treasurer’s Offjce

DEFINITION - Records Series - A group of ralated records NOIMENY tisw sriw-ceo

AGENCY RECORDS INVENTORY

o

—

well ae retention and dispesition purposes,

Page

3. UNIT

4. RECORD SERIES TTLE

P N

§. EARLIEST YEAR / LATETEST YEAR

70

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documenisflorms found in the Series. Include the puspose of function of the Sanes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE

0 Leller Size 0 Microfilm O Alphabeticai

a Legal Size O Computer Tape a Numerical

O Bound Book D Floppy Disk O Chronological

0 Audio Tape 0 Video Tape O Geographical
. <

O Other (Specily) ﬁ_/uf_ﬁ@:&.é/td a Other (Specify)

9. VOLUME
O File Drawei(s)
0 Microfilm Reel (s)
O Computer Tape (s)
o Other {Speciy)
Number

10. ANNUAL ACCUMULATION
O File Drawer (s)
0O Microfilm Reet {s)
O Computer Tape(s)
0 OQther (Specify)

Number
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
0 Daily D Weekly 0 Monihly O  Month(s) o Year(s)
‘Number
13. CURRENT LOCATION{(S) (Bidg, Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency ot office}
C Yes O No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
0 Yes 0 No o -None o Slate 0 Federal Q Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION . . :
descabe any hardware/software) Retain 3 years, and until all audit
requirements have been met, then
0 Yes O No : 5 7 destroy
18, NAMWLE REBDARER 20. TELEPHONE NUMBER 21. DATE

/)7 o

DS 8504 (Neviced 1193




INSTRUCIIONS -
REVISED RECORD SERIES.
SCHEDULE {DGS 550-1)

TYI'E ON PRINE A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

1.

DEPARTMENTIAGENCY

DEFINITION - Records Series < A group of related r.

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION
7275 WMERLOO ROAD

MmA mace ama mmmm

Page ol

e

e e e me e cvre ves smrmewnew 88 Woll 88 totention and disposition purposes.

Treasurer’s Office 13 unit

4

RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Information/documents/forms found in the Series

. Include Ihe purpose or function of the Senes)

IS AN INDEX SYSTEM USED? (If yes, explain briefly and
descibe any haidwaie/software)

7. RECOBD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ' 9. VOLUME
O File Orawer(s)
y Aelter Size O Microfiim O Alphabeticat O Microfilm Reel (s}
O Computet Tape (s)
a Legal Size o Computer Tape O Numerical a Olher (Specify)
Q Bound Book O Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
- o File Orawer (s)
O Other {Spec O Other (Specif : O Microfim Reel (s)
el {Specify) {Specify) , © Computer Tape(s)
O Olher (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily 0 Weekly O Monthly D Month(s) 0  Year(s) : J
Number
13. CURRENT LOCATION{(S) {Bldg., Floot, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
a Yes . a Neo
15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
o Yes o No o iNone O Slate QO Federal O independent
17.

18. RECOMMENDED RETENTION

(Wwﬂ o sk

20. TELEPHONE NUMBER ‘ 21. DATE

/174w

D038 8504 (Iaviced 1193)




INSTRUCTIONS - TYPE OR PIINT A SEPARATE FORM FOR EAGH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) : cmst eremian AALR
Page ot
Treasurer’s Offi
1 3, UNIT
Worcester Co. ce /

—

- .ated records normally filed |hd used s a unit for reference as well as ratention and disposition purposes,

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

Wk V2 acle Wako Gooer | —

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/forms found in the Series. Include the puipose or funclion of the Senes)

Crres,

(x
(i

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ' 8. VOLUME
O File Diawet(s)
O Lelter Size 0 Microfilm O Alphabetical a Microfilm Reel (s}
O Computer Tape (S}
O Legal Size . 0 Computer Tape a Numerical a Other (Specify)
O Bound Book 0O Floppy Oisk O Chronological Number
0 Audio Tape O Video Tape O Geogtaphical 10. ANNUAL ACCUMULATION
_ O File Orawet (s)
O Olher (Specily) O Other (Specify) : O Micrafilm Ree (s)
: O Computer Tape(s)
a Other (Specify)
Number
11. FILE IS USED . 12, FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monthly O  Month(s) O Year(s)
Number
13. CURRENT LOCATION(S) {Bidg., Floot, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? ({if yes, specily agency or office)
O Yes 0 No
15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes o No O None 0 State O Federal O Independent

Screen annually. Destroy material having no
17. 1S AN INDEX SYSTEM USED? (I yes, explain briefly and | 18. RECOMMENDED RETENTION  further fiscal, legal or operational value. Retain

describe any hardware/soflware) permanently any n_laten'al that serves to
document the origin, development and

0 Yes o No accomplishments of the department. Transfer
periodically to the MD State Archives

19. NAME WE OF/ABEPARER : 20, TELEPHONE NUMBER : 21. DATE - / /

DS 504 (Ravised 1/93)




+ "' worcester Co.

PISTRUC]JONS - 1Y€ OR PRINT A SEPARATE FORM FOR EACII NEW

...... “ e grwup v TOvEIEY t\-eovda normsily filed and uved 30 & walt for refarence oo

T

OEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIEL. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SOEDALE (OGS $30-1) : . 2778 WATETR () ONAN Page —
o

Treasurer’s Office L umr /

well 18 retention snd dispositen purpeses,

& RECORD SERIES TITLE

) 4~

S. EARUEST YEAR ! LATETEST YEAR

‘1o

8. RECORD SERIES GESCRIPTION ({ Briefly descride the lypes of informstion/documenisforms found in (he Serles. Inciude the purpase or function of tha Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME
a Fie Orawerts)
O Leites Size a Microlim O Abphabetical G Microlim Reel (3)
: : a Comouter Tape ()
a Legal Size G Computet [ape o Numerical Q Othes (Spealy)
0 Bound Book Q Floppy Disk G Chronological ' Number
: . 10. ANNUAL ACCUMULATION
0 Audio Tape - o Videoltace o Gmm o Fie Orawer (5]
gy Q Microtim Reel (s}
Q Olher (Wv)i&;é:&dw O Other (Specify} . ac et Taoets)
: @ O Other (Specfy)
Numbet

11. FILE IS USED

G Oaiy O Weekly O Monlhly

12. FILE BECOMES INACTIVE AFTER

O Months) a  Yea(s)
Number

11 CURRENT LOCATION(S) (Didg, Floor, Room)

14. 18 REéORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency of office)

a Yes . u'No

15. ACCESS RESTRICTIONS {if yes, cile law(s) 8 regulation(s)

G Yes g No

18. AUDIT REQUIREMERTS

O None a Slale 0 Federal 0  Independent

12. 1S AN INHDEX SYSTEM USED? (1 yes, explain briefly and

18, RECOMMENDED RETEHTION'
destibe any hasdware/soltware) : Retain 3 years, and until all audit
i ] requirements have been met, then
destroy
19. NAM LE dF 0. TELEPHONE NUMBER o 21. DATE .
€ e 2 ) // 2 / /2




e — -

PSTHUCT NS - IVTC OR PRING A SEPARAIE FONM FOR EACII NEW OEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RIVIED RECORD SERNE. FORMARD WWIH RECORDS REIENTION RECOROS MANAGEMENT DIVISION

SOEDULE (OGS §30-1) e 7273 WATERLOO ROAD —
Page o

Worcester Co. Treasurer’s Office 3 ‘%ﬂ :

.scorde normaily filed and waed ae s uait for referende s¢

1. OF

woll s retonton and dispositen purpeses.

4 RECORD SERIES TILE i 8. EARUEST YEAR / LATETEST YEAR
(Rl 1) Happopons 75w

6. RECQRD SERIES DESCRIPTION ( Belelly descrbe the lypes of infarmstionvdocumentssforms found in the Gerles. Include the puipcse or function of the Senes)

7. RECORO SERIES FORMAT(S) 8. RECORD szﬁses SEQUENCE ’ 9. VOLUME
a Fie Orawerts)
Q Leiler Sze O Miciolim . ' G Alphabetical Q Microfim Reet (3)
: : a Comouter Taoe (3)
O Legal Size o Compulet Tape O Numerical O Othet {Specdy) oo
O Bound Bock a Floppy Oisk O Chionological Number
a Audo ! Q Video T O Geographical 10. ANNUAL ACCUMULATION
we e R O File Orawer (s)
0 Other (Specdy) ZZZZE_Z: A Other (Speciy) _ G Microlim Reel (s)
Ofhes ¢ n ° ) O Computer Tape(s)
Q Other (Specfy) o
< 2) .
Number

1. FILE!S USED 12. FILE BECOMES INACTIVE AFTER

g Oaiy O Weekly O Monthly Q  Month(s) a  Yeafs)

Number

1. CURRENT LOCATION(S) (Bidg, Floor, Room) 14. 18 RECIORD SERIES DUPUCATED ELSEWHERE? (Il yes. specify agency of oifice)

O Yes . 8 No

15, ACCESS RESTRICTIONS (If yes, cite law{s) & seguialion{s) 18. AUDIT REQUIREMENTS

a Yes o No a None o Sle O Federal Q  Independent

17. IS AN (NDEX SYSTEM USED? (if yes, explain briefly and 18, RECOMMENDED RETENTION
" descrbe any hatdware/soltware) :

W’y MA/E;#% ik, Mew g&%ﬂé ‘
20. TELEPHONE NUMBER | oare 7//7 S




PESIBUCT)ONS - IVIE OR PRINI A SEPARALE FORM FOR EACH NEW OEPARTMENT OF GENERAL SERVICES AGENCY RECOROS INVENTORY
REVISED RECORD SERIES. FORTARD WWTH RECORDS REIENTION RECORDS MANAGEMENT DIVISION .
SAEMAE PGS $30-1} Co 727 WATERLOO ROAD —
Page o —
1. 0 Worcester Co. | Treasurer’s Office 3 Umr / /
© DEMMIIUN * nvserses —veeee vy yoo o, <. . tecarde normaily fled sad wsed a0 & unll for referenes as well 3s retendon and dispositen purpeses,

4. RECORD SERIES TITLE 5. EARUEST YEAR ! LATETEST YEAR

\(\/\W"P /ZXWM - 10

6. RECORD SERIES DESCRIPTION ( Brielly descrbe the types of information/documents/forms found in the Serles. include the puipose o function of the Senes)

7. RECORD SERIES FORMAT(S) 3. RECORD SERIES SEQUENCE 3. VOLUME
O Fie Diawests)
a Leller Size O Mictolim U Alphabetical Q Microfim Reet (3)
; . a Comouter Ta0e (3)
O Legal Size 8 Compulet Tape O Numerical O Othet (Specty) e
Q Bound Bock a Floppy Disk O Chronological Number
o Audia I O Video T O Geographical 10. ANNUAL ACCUMULATION
e e Tace . O File Orawer (3)
0 Othes (Spect Other (Speciy) _ O Microtim Resd (8)
Otles ¢ " ° ¢ ' a Computer Tape(s)
O Other (Spectly) e
Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily O Weekly G Monihy a  Monids) Q  Yeas)

Number

13. CURREHT LOCATION(S) {Gidg, Floor, Room) 14, 18 REéORD SERIES DUPUCATED ELSEWHERE? (Il yes. specily agency of cifice)

a  Yes . ulNo

13. ACCESS RESTRICTIONS (If yes, cile taw{s) 8 teguiation(s) 18. AUDIT REQUIREMENTS

a Yes 0 No O None a Slale O Federal C  Independent

-

17, 1S AN {HDEX SYSTEM USED? (i yes, explain briefly and 18. RECOMMENDED RETENTION
" descbe any hadwaseisollware)

M et WWVZ’@”WW.

20. TELEPHONE HUMBER  J o ome 1/7/¢d




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENVION
SCHEDULE (DGS 550-1)

—

1
Worcester Co.
|

HENT. I TV

Treasurer’s Office

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Page of

A R R R R R R R R O R R
— e {

3. UNIT

v

4 N :

Wvaneny nivu 30U YIRS B8 8 Ut 107 TeieTence 88 well ae retention and dispesition purposes.

4. RECORD SERIES TITLE

§. EARLIEST YEAR / LATETEST YEAR

Yareo 10

[Repils

p/»tru Aveeew

Rt

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/lorms found in the Series. Include Ihe purpose of function of the Seres)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Leller Size o Microfiim O Alphabetical O Microlilm Reet (s)
O Comoputer Tape (s}
O Legal Size O Computer Tape o Numerical a Other (Specily)
O Bound Book 0 Floppy Disk O Chronological Number
O Audio Tape O Video Tace D Geographical 10. ANNUAL ACCUMULATION
. . O File Drawer (s)
O Other (Specily) o] > = O Other (Specify) O Microfilm Reet (s)
0O Computer Tape(s)
/ /%, 0 Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monthly O  Monih{s) O Yeas)
Number
1. CURm;:NI LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency ot office]
C;,VL dﬁ O Yes D No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
O Yes 0 No o ANone o Slate O Fedetal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
desciibe any hardware/sollware)
Retain 3 years, then destroy
Q0 Yes O No
19. name fifb 20. TELEPHONE NUMBER

2. D“E'?//7/N

NS 55N.4 (Nevicpd 1197




INSTRUCTIONS - TYI'E OR PRINT A SEPARATE FORM FOR EACIH NEW
REVISED RECOND SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1) ’

(=

1t
Worcester Co.

Treasurer’s Office

~A10Cvnu HUHIIBNY 1190 811w wees =v = oo

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Page of

. UNIT

-

- a8 well as retention and disposition purposes.

4. RECORD SERIES TITLE

B hoctien ik oty

5. EARLIESY YEAR / LATETEST YEAR

LR 100D

A, ,ZM.%
Ch. Aguss! o

€. RECORD SERIES DESCRIPTION { Briefly describe the lypes of information/documents/lorms found in the Series. Include the purpose or function of the Senes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
a File Diawerts)
eller Size o Microfilm D Alphabetical a Microfiim Ree! (s)
o Comoputer Tape (s)
a Llegal Size o0 Computer Tape O Numerical 0 Other (Specily)
o Bound Book o Floppy Disk amﬂogiw Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
. O File Orawer (s)
O Other (Specty) - / O Other (Specify) D Microlilm Reel (s)
O Computer Tape(s)
o Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Oaily O Weekly 0O Monthly o Month(s) O  Yearls)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency ot office)
O Yes O No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No =] -None O Slate 0 Federal O Independent
17. 1S AN INDEX SYSIEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
destube any hardware/soflware)
'b y Retain 3 years, then destroy
0 Yes 0 No
20. TELEPHOME NUMBER

ﬁ. DA;E 7 //7 /M

NS 9504 (Neviced 1/93)




[MSTRUCTIQNS - TYPE OR PIUINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE [DGS $50.1) ’

|

R
| —

Worcester Co.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

TR WATER AN DNANR

| Treasurer’s Office

A : ) sted tocords normaily filed and used s a unit for reference se

AGENCY RECORDS INVENTORY

Page of

/

well se ratention and dispesition purposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
AL
/ & 10

8. RECORD SERIES DESCRIPYION { Briefly describe the types of Information/documents/iorms found in the Series. Include the purpose of function of the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SER!ES SEQUENCE 9. VOLUME
O File Diawerts)
v@: Size O Microfiim o Alphabetical O Microfilm Reel (s)
o Computer Tape (S}
O Legal Size 0 Computer Tape O Numerical O Olher (Specify)
0O Bound Book O Floppy Disk O Chronological Numbet
o Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
o File Orawer (s)
O Olher (Specify) O Other (Specify) O Microlilm Reel (s)
a Computer Tape(s)
O Olher (Specify)
Numbet
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly Monthly o  Month(s) a  Yeaus)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency ot office)
]
o  Yes o No
%ua,,. ey
15. ACCESS RESTRICTIONS (if yes, cite 1aw(s) & reguiation(s) 16. AUDIT REQUIREMENTS
Q Yes O No o] ANone o Slate 0 Federal 0 Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
desciibe any hardware/sofiware) .
7 Retain 3 years, then destroy
0 Yes 0O No . S Y "
A .
19. NAME 7@& OW 20. TELEPHONE NUMBER

2. DATE_7//7/“J

DGS 5504 (eveced $19))




HSTHYCTIONS - 1YPE 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
SCHEDULE {DGS 550-1) 7275 WATERLOO ROAD
. Page o
L — J
== = ————— =
’ 3. UNIT u
Worcester Co. Treasurer’s Office

_ : .. {ted rdcoras normaily nisd ano uses sy a umiciorreisience s well as retention and disposition purpoees.
4. RECORD SERIES TITLE

: 5. EARLIEST YEAR / LATETEST YEAR
7
4
foicseny S hut e
. o] -
0 /.

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the puipose or function of the Senes)
/tv-// Lapoces ‘7 W - oY ' !
. . i
[
Qeel WW/«&W%»/W — Ui Poed.
7 :

7

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE A 9. VOLUME
/ Q File Drawerts)
Leller Size o Microfiim O Alphabetical O Microfilm Reet (s)
o Computer Tape (s)
O Legal Size o Compuler Tape O Numerical o Other (Specily)
0 Bound Book G Floppy Oisk O Chronological Number
0 Audio Tape O Video Tare O Geographical 10. ANNUAL ACCUMULATION
. O File Drawer (s)
O Other (Spectly) O Ofher (Specify) : O Microfiim Reel (s)
: O Computer Tape(s)
a Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily 0O Weekly O Monthly 0  Month(s) Q  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. 1S RECORD SERIES OUPLICATED ELSEWHERE? (If yes. specify agency or office)
Q Yes O No
%Ayz/éﬁ, | ‘

15. ACCESS RESTRICTIONS (If yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS

D Yes o No a None o State a Federal Q Independent
1. IS AN INDEX SYSTEM USED? (If yes, expiain briefly and 18. RECOMMENDED RETENTION | W
descnbe any hardwarel/software) R .
etain 3 years; th
% » then destroy
O Yes O No .

7} S
19, NAMWE %M 20. TELEPHONE NUMBER : 21. DATE 7 /) / |

M358 5504 {Nevicnd 1/9))




 INSTRUCTIONS -- TYPE OR PRINY A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECOND SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS §50-1) 7275 WATERLOO ROAD
"age of
1. DEPARTMENTIAGENCY : 2. ¢ Treasurer’s office
DU steedlioCo
DEFINITION - Records Serles - A group of related records nosfinaily Niea SN -USET 45 8 UrIN- 191t wresmrien comeemreenv. dAention and dlepoeition purposes.
4. RECORD SERIES TITLE

Aoy Lidgpo +Coob> Raeusts

l@OS/ro

§. EARLIEST YEAR / LATETEST YEAR

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatiorvdocuments/forms (ound in the Series. Include the puspose of function of the Series)

- W’,@M

(I DME7 // 5 /M

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
0 File Orawer(s)
O Lelter Size O Microfilm O Alphabetical O Microfilm Reel (3)
O Computer Tape (S)
O Legal Size O Computer Tape a Numerical o Other (Specdy)
O Bound Book Q Floppy Disk 0 Chronological Number
o Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
o File Drawer (s)
o o Sneci O Other {Specif O Micsofilm Reel {s)
Other (Specty) “ {Specily) G Compuler Tapels)
2 a Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy O Weekly 0o Monthly O Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)
Q&ﬂ,da /@W O Yes " u No
15. ACCESS RESTRICTIONS (Il yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes 0 No ~ a None O Slale 0 Federal O  Independent
SCreen annuaily. LJestroy matenal having no
further fiscal, legal or operational value. Retain
17. 1S AN [NDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTION permanently any material that serves to
describe any hardware/software) document the origin, development and
, accomplishments of the department. Transfer
O Yes o No periodically to the MD State Archives
19. 20. TELEPHONE NUMBER

NGS 550.4 (Revised 1/93)




