
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. C-944 

Page 1 of 5 

Agency 
Worcester County 

Division/Unit 
Public Works/ Water and Wastewater 
Division 

Item No Description Retention 

1 

2 

3 

4 

5 

Ocean Pines water/wastewater - month end, penalty register 

Ocean Pines purchase files - legal documents regarding sale 

Water and wastewater system/files - manages Ocean Pines and 
8 other wastewater systems, correspondence, water and 
wastewater data/tests, agreements, operating costs, 
drawings/plats, engineering reports, technical data for 
equipment, budget 

Project correspondence - inspection fee information, 
notification to other county agencies, recommendation to 
award bid 

Minutes - supervisor meeting minutes, Ocean Pines advisory 
board 1994 

Retain 3 years after all penalties 
have been satisfied, and until all 
audit requirements have been 
met, then destroy 

Retain for 5 years after sale and 
until all audit requirements have 
been met, 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 Maryland 
State Archives. 

Retain 3 years after project 
completion and until all audit 
requirements have been met, 
then destroy 

Retain supervisor meeting 
minutes and copies of Worcester 
County commission minutes for 
1 year, then destroy; retain 
Ocean Pines Advisory Board 
minutes for 3 years, then destroy 

Approved by Department , Agency or Division Representat ive 

D a t e 

Signature 

Type Name John Ross 

Title Deputy Director - Public Works 

Schedule Authorized by State Archivist 

Signature 
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RECORDS RETENTION AND DISPOSAL SCHEDULE 
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Item No ; Description Retention 

6 , Federal Communications Commission license for radio Retain until updated or 
superseded, then destroy 

7 ! Time/leave records Retain for 1 year, then destroy 

8 ! Agreements Retain for life of agreement, 
plus 4 years, then destroy 

9 
i 
1 

I 

| 
i 
1 
1 

Engineering reports 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 Maryland 
State Archives. 

i o ! Payroll information Retain 3 years, then destroy 

1 1 1 

i 

i 

Personnel, general - comp time, change notices, sick leave, 
timesheets, correspondence, benefits, employee lists, job 
descriptions, job postings, rules/regulations, staff meetings, 
training 

Retain 3 years, then destroy 

12 ! Personnel files - employee, includes termination Retain until employee 
termination, send file to HR 

i 
13 i 

i I 
l 

i 
i 

i 

Lot files - Ocean Pines - water meter readings '87, plumbing 
permits - copy, work order '88, correspondence 

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



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

Schedule No. C-944 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
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Item No Description Retention 

14 Bond issue audit files - check requests, invoices, request to 
commissioners for payment 

Retain until project is completed, 
and until all audit requirements 
have been met, then destroy 

15 Meter conversion contractor files Retain for 1 year, then destroy 

16 Meter cards - no longer used, has been automated Retain 3 years and until all audit 
requirements have been met, 
then destroy; retain automated 
version for life of equipment plus 
2 years, then destroy 

17 Work orders - old system Retain 3 years, then destroy 

18 MSDS sheets Retain for 40 years, then destroy 

19 PM program change - equipment changes, 400 system Retain for 5 years, then destroy 

20 Contracts Retain for life of contract plus 4 
years, then destroy 

21 Road cut permit request - application to Ocean Pines to cut 
roads 

Retain for 6 months after 
completion, then destroy 

22 Master customer list Retain until updated or 
superseded, then destroy 

23 Maps, plans, as-builts 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 Maryland 
State Archives. 

24 Inspection reports - paper trail of how something was built Retain 3 years after project 
completion, then destroy 
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RECORDS RETENTION AND DISPOSAL SCHEDULE 
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Item No Description Retention 

25 Engineering projects - shop drawings, contract specs, 
jcorrespondence, transmittals 

Retain 3 years after project 
completion and until all audit 
requirements have been met, 
then destroy 

26 
1 

Operations and Maintenance manuals and catalogs - valve 
information with part and special numbers for 40 pumping 
^stations 

Retain until updated or 
superseded, then destroy 

27 
i 

Daily operations files - OSHA, safety, drivers license (CDL), 
air compressor tank inspections, emergency and hazardous 
chemical inventory report, bids and ads, tests, correspondence 

l 
i 
i 
i 

! 

i 

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 Maryland 
State Archives. 

28 
1 

INPDS permits - state 
i 

Retain for 5 years or until 
renewed, then destroy 

29 Testing data - monthly reports Retain 3 years, then destroy 

30 
i 

Vendor files - purchase orders, invoices, check request 
i 

Retain 3 years, then destroy 

31 : WW & P upgrade - plant records, drawings, electrical, 
engineering report, plant history 

I 

i 
j 

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 Maryland 
State Archives. 

32 
i 

! Pumping stations - sketches, repair information, warranties 

j 

Retain until updated or 
superseded, then destroy 
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Item 
No. 

Description Retention 

33 Accident reports 
i 
i 

i 

i 

j 

! 

i 
i 

1 

i 

i 

! 

i 
i 

I 

1 

I 

I 

I 

1 

Retain for 5 years after year for 
which reports were written, then 
destroy 



jj 
P&rWKfntjL IYPt OH PRtNt A SEPARATE FORM TOR EACH NEW 
wvwco nccono m m FORWARD WITH RECORDS RETEWIIOM 
(ocou.1 pos sso-i) 

D E P A R T M E N T O P G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D M S O N 
7279 WAIERUJO ROAD 

P.O. BOX 279 • JESSUP. UARYIAND 2B7M 

AGENCY RECORDS INVENTORY 1 

Pan* Ol I 

1 . OEPARIMENTIAOENCY a. D I V I S I O N ikJQj^yO 

4. RECORO SERIES TITLE ~ S. EARLIEST YEAR 1LATETEST YEAR 1 

' f f m 

1 RECORO SERIES DESCRIPTION ( Briefly dnenbo the types of MormtJletfotocumerttn'orms found to D M Sarin. Include Iht purpose or function ol the Senes) 1 

1. RECORD SERIES FORMAT(S) 

tr'Cenei Size o Microfilm 

a Legal Size a Computet Tape 

a Bound Book a Floppy Obk 

a AuoTo Tape • Video Tape 

a Other (Snooty) 

1. RECORD SERIES SEQUENCE 

• Aktabetlcal 

• Numerical 

• Chronological 

o Geographical 

O Other (SoeriM 

1. VOLUME 
o Fie Oiawer(s) 
• Microfilm Reel (s) 
a Computer Taoe (s) 
a Other (Sneohl 

Number | 

10. ANNUAL ACCUMULATION 
• Fee Oiawer (s) 
• Maoism Reel (s) 
• Computer Tepe(s) 
a Other (Soealvl 

Number | 

It. FILE 18 USED 

o Oa«y o Weekly o Monthly 

12. FILE BECOMES INACTIVE AFTER 

n UnnlhW n Ynails) 
Number | 

13. CURRENT LOCANON(S) (OkJg. Floor. Room) 14. IS RECORD SERIES DUPLICATED EL8EWHERE? fj| yes. specily agency or office) 

• Yes n No 

IS. ACCESS RESTRICTIONS (II yes. cite M») * iegula»on(s) 

a Yes • Nn 

16. AUDIT REQUIREMENTS 

o None a Slate • Federal a ln*»«— J-' \^ 

17. IS AN INDEX SYSTEM USED? (II yes. explain brretly and 
desctto any hatdwate/so(lw«e) 

a Yes n Ki« 

18. RECOMMENDED RETENTION / ^ V ' t f F « ^ a u d i t 

R e t a i n 3 y n T s l a v e b e n e n m e t , t h e n 
Requirements have 

destroy | 

19. H A M E J ^ E O ^ E ^ ^ " 20. TELEPHONE NUMBER 21. OATE / / 



»«* <* mmt A SEPARATE FORM rOR EAOI NEW 
WVUCT RECORO KRSES. fORWARO WITH RECORDS RETENTION 
ICHEDUU IDGS S30-I) 

" / 

DEPARTMENT OP GENERAL SERVICES 
RECORDS MANAGEMENT DM8tOM 

7273 VMIERLOO ROAD 
P.O. BOX 279 • JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY | 

Pane Of I 

t. DEPARfMENT'AQEftlCY 2. DIVISION £J f -IaJ J. UNIT _ 1 

DEFINITION - Recorda Striae . A area* of related reeorde normeJiy Med end need U a «*lt tar reference M «MH ee retention and dlepeeMoii I « M I H . 

4. RECORO SERIES TITLE 9. EARLIEST YEAR f LATETEST YEAR 

l 9 C TO 

1. RECORD SERIES OIESCRIPTION ( Briefly detenbo the lyptt of HomtUoiVttocumtrttAonn* found in the Series. Induda the purpose or function of iha Sanatl 

7. RECORD SERIES FORMATfS) 

^MeiSat a Microfilm 

0 Legal Size • Computet Tape 

a Bound Bock a Floppy Disk 

o Auto Tape a Video Tape 

a Otlia ISnecfrl 

1. RECORD SERIES SEQUENCE 

Q/Atfobelical 

a Numerical 

a Chronotogical 

a Geographical 

• Other ISoedrt) 

1. VOLUME 
a Fie Orawer(s) 
• Microfilm Reef (s) 
• Computer Tape (si 
a Other iSneerfv) 

Number 

10. ANNUAL ACCUMULATION 
a Fee Drawer (s) 
a Microfcm Reel (s) 
a Computer Tepefs) 
• Other (Soedfvl 

Number 

11. FILEISUSEO 

O Dairy a Weekly a MonlNy 

12. FILE BECOMES INACTIVE AFTER 

a Mnnl^) n Yeail*» 
Number 

13. CURRENT LOCAIION(S) (Oldg. Floa. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (II yes. specify agency or office) 

a Yes a No 

15. ACCESS RESTRICTIONS 01 yes. ale lawte) 8 tegulalkxi<s) 

• Yes a Nn 

16. AUDIT REQUIREMENTS 

a None • State • Federal a Independent 

17. IS AN INDEX SYSTEM USED? pi yes. explain briefly and 
descifa any haroVrare/soflwate) 

0 YeS yy n • M« 

18. RECOMMENDED RETENTION ^ V , 

19. NAME A^BaHHE QvVm!PKRE&*/*^ 20. TELEPHONE NUMBER 

" ° m i l u l * > 



r W l p U C J I O W . IYPE OR PRMT A SEPARAIC FORM TOR EACH NEW 
WVISEO RECORO SERVS. FORWARD WITH RECORDS RETENTION 
tCHEOUll t X U SSO-I) 

1. OEPARTMENT'AQENCY 

DEPARTMENT OP OENERAL SERVICES 
RECORDS MANAGEMENT DM8ION 

TOT WAtmOO ROAD 
P.O. BOX 279 • JESSUP, MARYLAND 207S4 

2 . DIVISION u - . 

AGENCY RECORDS INVENTORY 

Pag.. Of 

3. UNIT 

DEFINITION . Records Scrloo . A groap of related records normally filed and need is a aalt for n ) t n M > — won1 ee rtUnBon Md dttpotMon parpaoee. 

4. RECORO SERIES TITLE d 9. EARLIEST YEARI LATETEST YEAR 

1 2 ^ T 0 

I . RECORD SERIES DESCRIPTION (Briefly dtscnbt the types of HomiJtorfdocumtntt/Tormi round In the Sana*. Include Ins purpost or function of the Senas) 

7. RECORD 8ERIES FORMAT(S| 

• Letter Size • MicroNm 

a Legal Site a Computer tape 

o Bound Book o Floppy Disk 

o Awfo Tape o Video Tape 

O a im (Speedy) slst^fi JL^dtU, 

11. FILEISUSEO 

O Dairy a Weekly • Monthly 

13. CURRENT LOCATION(S) (OWg. Floor. Room) 

15. ACCESS RESTRICTIONS (II yes. cite law(s) S regulation(s) 

O Yes • No 

17. IS AN INDEX SYSTEM USED? (It yes. explain briefly and 
oescito any haroVrate/soflwaie) 

o Yes o No 

19. NAME AMD TITLE P//REPARER 

8. RECORD SERIES SEQUENCE 

a Ak*abelieal 

o Numerical 

cr^rwiotegical 

• Geographical 

a Other (Specify) 

I . VOLUME 
Fie Orawer(s) 

• Microfilm Reel (s) 
• Computer Tape (s) 
o Other (Speedy) 

Number 

10. ANNUAL ACCUMULATION 
• Fie Orawer (s) 
o Microlfen Reel (s| 
• Computer Tapefs) 
o Other (Specify) _ 

Number 

12. FILE BECOMES INACTIVE AFTER 

• Months) a Year(s) 
Number 

14. IS RECORD SERIES OUPUCATED ELSEWHERE? (If yes. speedy agency or office) 

a Yes o No 

16. AUDIT REQUIREMENTS 

• None a Stale • Federal a Independent 

18. RECOMMENDED RETENTION 

20. TELEPHONE NUMBER 21. DATE 



P S T r ™ , Y " E °" P ' " N ' A
 S E P A N A , E F 0 " M R ° R EAOI NEW s S ^ J T " FORWAR0 WITH RECOROS RETENTION 

1. DEPARTMENT/AGENCY 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT DIVISION 

7279 WATERLOO ROAO 
P.O. BOX 275 • JESSUP. MARYLAND 20794 

2. DIVISION XJ 

AGENCY RECORDS INVENTORY 

Page. Of 

3. UNIT 

DEFINITION • R.cord. S . „ M . A „.up .(r.UUd , . , „ , , . „ 8 f w . „ y B U d t n d ^ n . un» f „ r.f.r w... r.t.ntf.n end d.. P,.,« 
4. RECORD SERIES TITLE 

on purpoiM. 

5. EARLIEST YEAR / LATETEST YEAR 

^ T O 

6. RECORD SER.ES DESCR.PT.ON , Briefly desc,*. ( h . t y p M o f worrn.^doeinn.^o i rn . found h .he Sertee. Inch*. ,h. puipose or function of ,h. Sen.., 

1. RECORD^SERIES FORMAT(S) 

o^teltei Size a Miciolilm 

• Legal Size O Computer tape 

• Bound Book a Floppy Disk 

a Audio tape O Video Tape 

a Ollici (Speedy) 

9. RECORD SERIES SEQUENCE 

a Alphabetical 

o Numerical 

o Chronological 

a Geographical 

O Other (Specify). 

9. VOLUME 
• File Oiawer(s) 
• Microfilm Reel (s) 
a ComDuter Tape (st 
a Other (Specify) 

Number 

10. ANNUAL ACCUMULATION 
• File Drawer (s) 
o Microlilm Reel (s) 
• Computer Tspe(s) 
• Other (Specify) _ 

Number 
11. FILE IS USED 

o Daily D Weekly 

12. FILE BECOMES INACTIVE AFTER 

• Monthly 
Number 

• Monlh(s) • Year(s) 

13. CURRENT LOCATION(S) (Oldg. Floor. Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (II yes. specify agency oi olfice) 

a Yes a No 

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation* 

• Yes • No 

16. AUDIT REQUIREMENTS 

0 N o n e • Slate • Fedeial • Independent 

17. IS AM INDEX SYSTEM USED? (If yes. explain briefly and 
describe any haidwaie/soflware) 

18. RECOMMENDED RETENTION 

a Yes a No 

19. NAME AND I 
20. TELEPHONE NUMBER 21. DATE 



I rW(ROC|roW - ITPE OR PRMI A SEPARATE FORM FOR EACH NEW 
1 WVtUO RECORO SERCS. FORWARD WITH RECOROS RETENTION 
1 tocouii pas SSO-I) 

DEPARTMENT OP GENERAL SERVICES 
RECOROS MANAGEMENT DfVtSON 

7778 WATERLOO ROAO 
P.O. SOX 279 • JE8SUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY j 

Pane Of j 

a, D IV IS ION $Q [p _ J. UNIT I 

4. RECORO SERIES TITLE 9. EARLIEST YEAR / LATETEST YEAR 

TO 

I. RECORO SERIES DESCRIPTION (Briefly desert* the lypt* of HormataVdccumtnttflorrmi found In the Series. Indude iht purpose or function of the Series) 

7. RECORO SERIES FORMAT(S| 

tJ^trtleiSBe • Minolta 

o Legal Size • Computet Tape 

a Bound Book a Floppy Disk 

a AuJo Tape o Video Tape 

u Ottwf (SoeofYl 

WO 

1. RECORD SERIES SEQUENCE 

a Aktabeticat 

o Numerical 

t/^oootegical 

o Gecgiaphical 

• Other (Soedftl 

«. VOLUME 
a fie Oiawer(s) 
a Microfilm Reel (s) 
• Computer Taoe (s) 
a Other ISneerfvl 

Number 

10. ANNUAL ACCUMULATION 
o File Drawer (s) 
o Microfilm Reel (s) 
• Computer Tape(s) 
a Other tSnedfv) 

Number 

11. FILE IS USED 

O Dairy • Weekly • Monthly 

12. FILE BECOMES INACTIVE AFTER 

O Mnnlhfs) n Yeailsl 
Number 

11. CURRENT LOCATIONS) (OkJg, Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (II yes. specify agency or office) 

o Yes n No 

IS. ACCESS RESTRICTIONS (II yes. cite law(s) S regulalion(s) 

O Yes • Nn 

18. AUDIT REQUIREMENTS 

• None • Stale • Fedeial • Independent 

17. IS AN INDEX SYSTEM USED7 (I' yes. explain briefly and 
descifce any haicVrarefsoflwaie) 

0 Yes n Nn 

18. RECOMMENDED RETENTION 

19. NAME A N M j ^ F fdfrfa&Jt) 20. TELEPHONE NUMBER '21. DATE j ) 

1111/to 



1 PSirmiOM - ItPt OR PRtNl A SEPARATE FORM TOR EACH NEW 
1 R t W £ 0 * « » •»««•. FORWARD WITH RECORDS RETENTION 
1 SCHEME (DOS SSO-t) 

DEPARTMENT OP GENERAL SERVICES 
RECORDS MANAGEMENT DMSHN 

7Z79 WATERLOO ROAO 
P.O. BOX 279 - JESSUP. MARYLAND 20784 

AGENCY RECORDS INVENTORY | 

Par* Of I 

1 1. OEPARTMENTIAOENCY 2. DTVIStON _*QP'Uj 3. UNIT | 

4. RECORD SERIES TITLE S~\ 9. EARLIEST YEAR 1 LATETEST YEAR 

TO 

6. RECORD SERIES DESCRIPTION ( Briefly desert* (he lypei of Wonntllon/documr«trtom» found ki Ins Series. Induoe the purpose or function of ine Sents) 

7. RECORD 8ERIES FORMAT(S) 

o Lena Size a Mictofibn 

a Legal Size a Computer Tape 

o Bound Book a Floppy Disk 

a Auto Tape • Video Tape 

oaiwfSrxwM h fhtLs4s^> 

6) 

1. RECORD SERIES SEQUENCE 

a Alphabetical 

O Numerical 

• Chronological 

o GeoQiapnicaf 

• Other (Soechl 

1. VOLUME 
• Fie Otawei(s) 
• Microfilm Reef (s) 
• Computer Tape (s) 
• Other fSoeofvl 

Number 

10. ANNUAL ACCUMULATION 
• Fie Orawer (s) 
o Microllm Reel (s) 
• Computer Tepefs) 
a Other fSnedfvl 

Number 

It. FILEISUSEO 

o Dairy a Weekly a Monthly 

12. FILE BECOMES INACTIVE AFTER 

a Unrth^ n Ypsilll 
Number 

13. CURRENT LOCATIONS) (Oldg. Floor. Room) 14. IS RECORD SERIES DUPUCATED ELSEWHERE? (It yes. specify agency or office) 

a Yes • No 

15. ACCESS RESTRICTIONS (II yes. cite tew(«) 8 regulation(s) 

• Yes n Nn 

16. AUDIT REQUIREMENTS 

• None a Slate • Federal • Independent 

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and 
descnbe any hardware/software) 

18. RECOMMENDED RETENTION 

19. NAME / ^ H U I E OF7 P R E P A R E R ^ " ^ 20. TELEPHONE NUMBER 



" . . . 

IH$|pUCJ.IO»tl - TYPE OR PtflNI A SEPARATE FORM rQR EACH NEW 
WV«£0 RECORD SCRdS. FORWARD WITH RECORDS RETENTION 
KM10UI PXU 190-1) 

DEPARTMENT OP GENERAL. SERVICES 
RECOROS MANAGEMENT 0M8WN 

7279 WATERUX) ROAD 
P.O. BOX 27S • JESSUP, MARYIANO 28794 

AGENCY RECOROS INVENTORY 1 

Pam Qf I 

1 1. DEPARtMENT'AOENCY 2 . DIVISION fJ -"VJ 

^ ^ ^ ^ ^ ^ 
1 UNIT 

OEFINITION • Rteeidt Seriee . A group of related records normally «led and used M • n*H for m u m t M well a* retenflon and dlepeelflon perpeeee. 
4. RECORO SERIES TITLE 9. EARLIEST YEAR f LATETEST YEAR 

TO 

8. RECORD SERIES DESCRIPTION (Briefly desert* Iht types of MamsllorVdocumtnhVTorms found hint Series. Include the purpose or function of the Series, 

7. RECORD SERIES FORMATfSI 

O^lellerSize • Mictofsm 

• Legal Size a Computer Tape 

o Bound Book a Floppy Disk 

a Audk> Tape • Video Tape 

O Otlwr (Soeafrl 

9. RECORD SERIES SEQUENCE 

• Alphabetical 

a Numerical 

• Chronological 

• Geographical 

• Otlter IScerirtl 

9. VOLUME 
• Fie Oiawei(s) 
• Microfilm Reel (s) 
a Computer Tape (si 
D Other (Soeafvl 

Number 

10. ANNUAL ACCUMULATION 
• FBe Drawer (s) 
o MicrotJm Reel (s) 
• Computer Tape(s) 
a Other (Snecifvl 

Number 

11. FILE 18 USED 

o Daily • Weekly a Monthly 

12. FILE BECOMES INACTIVE AFTER 

a Monies} a Yeailst 
Number 

13. CURRENT LOCATIONS) (Gldg. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office) 

a Yes • No 

IS. ACCESS RESTRICTIONS (If yes. cite law(s) S iegulatk>n(s) 

a Yes n Nn 

16. AUDIT REQUIREMENTS 

a None • Slate a Federal • Independent 

Screen annually Destroy mflteria.1 having Tin 

17. IS AN INDEX SYSTEM USE07 (ir yes. explain briefly and 
descite any haicVrare/soflware) 

0 Yes n' Mn 

• 

18 RECOMMENDED RETEN1 t u r t l l e r ^ l s c a ^ ' e S a ' o r operational value. Retain 
,. permanently any material that serves to 

P\ru n Q™. document m e origin, development and 
yijyAAAJUAr V^n. accomplishments of the department. Transfer 

periodically to the MD State Archives 

20. TELEPHONE NUMBER 



I I W I P W I J O W - ITPEOR PRINT A SEPARATE FORM TOR EACH NEW 
1 WWSSO RECORO SERW.S. FORWARD WITH RECORDS RETENTION 
1 SQCOUIE FX2S S9»t) 

D E P A R T M E N T O P G E N E R A L SERVICEa 
R E C O R D S M A N A G E M E N T DMSTON 

7279 WATERLOO ROAD 
P.O. BOX 279 • JESSUP. MARYLAND 20784 

AGENCY R E C O R D S INVENTORY 

Pew Of 

1 . D E P A R I M E N T ' A O E N C Y 
2 . D I V I S I O N £)f^y^ 

= = = = = a B = B a S B

= s

a s B B B B = B B B B _ 
1 UNIT 

DEFINITION • Record* Stricc . A |roap of related records nornielly Med end atod te • ««H for reference *e 

4. RECORD S E R I E S TITLE 9. EARLIEST Y E A R / LATETEST Y E A R 

TO 

0. RECORD S E R I E S DESCRIPTION ( Briefly oesenbo the types of HomujUonfdocumerMorms found In the Series. Indud* the purpose or function of the Sane*) 

7. RECORD S E R I E S FORMAT(S) 

0-<etietSize a MicroHm 

a Legal Size a Computer Tape 

a Bound Book • Floppy Disk 

a Auofo Tape • video Tape 

U Otlwr (Speed*) 

8. RECORD SERIES S E Q U E N C E 

• Abhabelical 

o Numerical 

o Chronological 

o Geograpfticaf 

o Other (Soedft) 

1. VOLUME 
• Fie Orawer(s) 
• Microfilm Reel (s) 
a Computer Tape (si 
O Other (Soeedvl 

Number 

10. A N N U A L ACCUMULATION 
o Fie Orawer (s) 
o Microflm Reel (s) 
a Computer Tepefs) 
O Other ISDedfvl 

Number 

11. FILEISUSEO 

O Oairy a Weekly a Monthly 

12. F I L E BECOMES INACTIVE AFTER 

a 
Number 

Months) a Year(s) 

13. CURRENT LOCATIONS) (Oldg. Floor. Room) 14. IS RECORD SERIES OUPUCATEO EL8EWHERE? (If yes. speedy agency or office) 

o Yes o No 

IS. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s) 

O Yes a Nn 

16. AUDIT REQUIREMENTS 

• None • Stale • Federal • Independent 

17. IS AN INDEX SYSTEM USED? (II yes. explain briefly and 
descrto any hardware/soflware) 

• Yes n Nn 

~" J? V J ft ml 

18. R E C O M M E N D E D RETEN1 R e t a i n 3 y e a r s , t h e n d e s t r o y 

19. H A M E A ^ ^ L E ^ t f t f i B ^ ) 20. TELEPHONE NUMBER 21. OATE ^ j , / . 



IMlmitCMS - ItPt OH PRMI A SEPARATE FORM TOR EACH NEW 
WVttEO RECORO SCR* 8. FORWARD WITH RECOROS RSTENItON 
SO«DUI POS S50-I) 

DEPARTMENT OP OENERAL SERVtGBS 
RECOROS MANAGEMENT DrVtSNJN 

7znwAimrx)ROAD 
P.O. BOX 279 • JESSUP, MARYLAND 20784 

AGENCY RECOROS INVENTORY 1 

Pam Of 1 

1. DEPARtMENT'AOENCY 2. DIVISION 4 ) P - t O i ^ n s T ^ ^ ^ ^ - | 

4. RECORO SERIES TITLE f\ \ j 9. EARLIEST YEAR f LATETEST YEAR | 

TO 

8. RECORO SERIES DESCRIPTION ( Briefly dttenbs Iht types of WormatfaVoteumert̂ oimt found ki the Swiss. Indudt tht purpott or function of iht Strm) 

7. RECORD SERIES FORJIATtS) 

cKenei Sue a MiaoMm 

a Legal Site • Computer Tape 

o Bound Book a Floppy Disk 

o AvKfo Tape o Video Tape 

o Other (Sncofv) 

8. RECORO SERIES SEQUENCE 

Cf^habetlcsl 

• Numerical 

• Chronological 

a Geographical 

O Other (ScedM 

9. VOLUME A 
o-^leOiawei(s) 1 
• Miaofikn Reel (s) D 
a Computer Tare (si 11 
a Other (Soeofvl | 

Number | 

10. ANNUAL ACCUMULATION | 
• File Oiawer (s) | 
o Mtootsm Reel (s) II 
• Computer Tape(s) II 
a Other (Soedfvl 

Number || 

11. FILE 18 USEO 

O Daily o Weekly O Monthly 

12. FILE BECOMES INACTIVE AFTER 

n Unnlhltt n YeaKsl 1 
Number || 

11. CURRENT LOCAIION(S) (OkJg. Floor. Room) 14. IS RECORD SERIES DUPUCATED EL8EWHERE? (II yes. specify agency or office) 

a Yes n No 

IS. ACCESS RESTRICTIONS (II yes. cite law(s) 8 tegulation(s) 

a Yes a Nn 

16. AUDIT REQUIREMENTS 

• None o Slate a Federal • Independent 

17. IS AN INDEX SYSTEM USED? (II yes. explain briefly and 
descifce any haidwaie/soflwaie) 

a Yes n u n 

j r *?—f—¥ ' ft _ j / 

18. RECOMMENDED RETENTION 

19. NAME AND lfi^ffijh'R-lfil$k$£4^& 20. TELEPHONE NUMBER v '21. DATE i j 



I W m i O W - IWE OR PRMI A SEPARATE FORM FOR EACH NEW 
1 RIWtEO RECORO SERW.S. FORWARD WITH RECORDS RETENTION 
1 SCHEOUE POS S59-I) 

DEPARTMENT OP GENERAL SERVICES 
RECORDS MANAGEMENT DM8K)N 

7273 WATERLOO ROAD 
P.O. BOX 279. JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY 1 

Pa« Of | 

L DIVISION ^JP'^KJ 3. UNIT I 

OEFIMITIOM - Rscordt StrlM • A grout of related reeorde normally flltd and ated M • « R H for refereaee M M O M reteaSon tad dltpeelfloa pttrpeeee. 

4. RECORO SERIES TITLE y O - y 1 EARLIEST YEAR 1 LATETEST YEAR 

TO 

•. RECORD SERIES DESCRIPTION (Briefly desert* Iht types of WormaUony*>eum*f«*/Tormi found In tho Series, (nefcidt the pwpoto or function of the Stmni 

7. RECORD SERIES FORMAT(S) 

O^lHIer'size • Microfilrn 

a Legal Sbe a Computer Tape 

a Bound Book a Floppy Disk 

a AuJo Tope a Video Tape 

Cl Olfier (Soeofv) 

1. RECORD SERIES SEQUENCE 

ta^habelical 

o Numerical 

a Cfvonoiogical 

o Geographical 

O Other ISoeriM 

8. VOLUME 
fWPSeOrawer(s) 
a Microfilm Reel (s) 
a Comouter Taoe (si 
a Other ISoee***! 

Number 

10. ANNUAL ACCUMULATION 
o FBe Orawer (s) 
• Microtlm Reel (s) 
a Computer Tape(s) 
a Other (Soedfvl 

Number 

11. FILEISUSEO 

o Daily a Weekly • Monthly 

12. FILE BECOMES INACTIVE AFTER 

n Mnnlhrt) a Yeaitsi 
Number 

13. CURRENT LOCATIONS) (OkJg. Floor. Room) 14. IS RECORD SERIES DUPLICATED EL8EWHERE? (If yes. specify agency or office) 

a Yes n No 

IS. ACCESS RESTRICTIONS (If yes. cite taw(s) 8 regulation(s) 

a Yes a Nn 

16. AUDIT REQUIREMENTS 

a None a Slate a Federal • Independent 

17. IS AN INDEX SYSTEM USED? (II yes. explain briefly and 
describe any haidware/soflwaie) 

0 Yes - n Nn 

l/lrJL (J<J 

18. RECOMMENDED RETENTION 

19. ^m^l^^^W^Ml^U&J S— m fj 
20. TELEPHONE NUMBER '21. OATE / / I 



IwiRucjrow - on pnwi A SEPARATE FORM ron EACH NEW 
WVUtO RECORO SCRVS. FORWARD WITH RECOROS RETENTION 
to«ouu IDOS sss-n 

DEPARTMENT OP GENERAL. SERVICES 
RECOROS MANAGEMENT DrVtStON 

7775 WATERLOO ROAD 
P.O. BOX 279 • JESSUP, MARYLAND 29794 

AGENCY RECORDS INVENTORY I 

"* " ! I 1 . OEPARfMENT'AQENCY 2 . DIVISION f ~7aJ 1 U N I T _ 1 

4. RECORO SERIES TITLE / 8. EARLIEST YEAR f LATETEST YEAR 

W TO 

1 " E C 0 R D , E R , E « DESCRIPTION ( BiMly Iht types of Womi«taV(tocumenhVTofmi found In the Sena. Include the pupose or function of ihe Series, 

7. RECORO SERIES FORMATtSI 

o-^etteTsize a Microhkn 

a Legal Size a Computer Tape 

a Bound Book a Floppy Disk 

a Aucfe Tape a Video Tape 

a Otlicf (Soeafvl 

9. RECORD SERIES SEQUENCE 

o Akfobetrcaf 

O^Nwnerical 

o Chronological 

o GeogiaphJcal 

O Other (SoeriM ^ ^ J t 

9. VOLUME 
— ^ a Fie Oiawer(s) 

^ \ O Microfilm Reel (s| 
) ( \ o Computer Taoe (si 

p Other (SoeerfYl 

"dumber 

10. ANNUAL ACCUMULATION 
o FRe Orawer (s) 
• Maoism Reel (s) 
• Computer Tape(s) 
O Other (Soedfvl 

Number 

11. FILE IS USED 

O Daily • Weekly a Monthly 

12. FILE BECOMES INACTIVE AFTER 

n Mirth!*) a YeaUst 
Number 

13. CURRENT LOCATtON(S) (OWg, Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? ( I I yes. specify agency or office) 

• Yes • No 

15. ACCESS RESTRICTIONS ( I I yes. cite law(*) * regulalion(s) 

a Yes a Nn 

16. AUDIT REQUIREMENTS 

o None a Slate a Federal o Independent 

17. IS AN INDEX SYSTEM USEOT ( I I yes. explain briefly and 
descite any haidware/soflwaie) 

0 Yes n N« 

__-_,„,_„__„ Screen annually. Destroy material having no 
18. RECOMMENDEO RETENT10) f u r t h e r fiscal> l e g a l o r o p e r a t i o n a l v a l u e | e t a i n 

jj " /] permanently any material that serves to \c\^pUJU3^' Im^IW document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 

20. TELEPHONE NUMBER 21. DATE _ / / . / , 



IKSlPUCJ.KJJrj . ITPEORPfdNI A SEPARATE FORM FOR EACH NEW 
WVtSEO RECORO StRSIS. FORWARD WITH RECORDS RETENTION 

SCHEDUE ion satvti 
D E P A R T M E N T O P G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D M S t O N 

7279 WATERLOO ROAD 
P.O. MX 279 • JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY ' 1 

Paw a 

1 . OEPARIMENTfAQENCY 1 DIVISION fcj p 

OEFIMITIOM • Records Settee • A group of related records normally Med and Died as a tall for reference aa watt at reton«on and dlepeeWon petpetee. 

4. RECORO SERIES TITLE 

Ih^t Qowl £LdJl Y^U^ 
9. EARLIEST YEAR 1LATETEST YEAR 

TO 

%. RECORO SERIES DESCRIPTION <Briefly deserte lha types of HomaU«Vde<umeid*/rormi found tithe Sottas. Include the purpose or function of the Sertoli 

7. RECORD 8ERIE8 FORMAT(S) 

out let Size a Microf*n 

a legal Size a Computer Tape 

a Bound Book a Floppy Disk 

a Audn Tape • Video Tape 

a Other (Snecdvl 

8. RECORD SERIES SEQUENCE 

a Afctabetical 

• Numerical 

rŷ Ctŵ wwtogiCBl 

o Geop̂ spNcaf 

• Other (SoeriM 

9. VOLUME 
a Fie Oiawer(s) 
a Miaofwn Reef (s) 
a Computer Taoe (si 
n Olhat (Snecdvl 

Number 

10. ANNUAL ACCUMULATION 
• Fie Oiawer (s) 
o Mcroffen Reel (s) 
o Computer Tapefs) 

^ a Other (Snecdvl 

Number 

It. FILE IS USED 

a Daily o Weekly a Monthly 

12. FILE BECOMES INACTIVE AFTER 

a Unmh(t) n Yes«(s> 
Number 

13. CURRENT LOCATIONS) (Oldg. Floor, Room) 14. IS RECORD SERIES DUPLICATED EL8EWHERET (If yes. speedy agency or office) 

• Yes • No 

15. ACCESS RESTRICTIONS (II yes. cite law(s) S regulalion(s) 

0 Yes n Nn 

16. AUDIT REQUIREMENTS 

• None • Slate a Federal a Independent ,]L 

17. IS AN INDEX SYSTEM USED? (II yes. explain briefly and 
describe any haidwaie/soflwaie) 

0 Yes n No 

18. RECOMMENDED RETENTION ^ 

f^JUu jqJ^ fi»r<*' ^ \ . 

20. TELEPHONE NUMBER 21. DATE 1 j 



I rHSirnJcj.row - i t r * cm P R M I A SEPARATE FORM row EACH NEW 
1 WVtttD RECORO MFOES. FORWARD WITH RECOROS RETENTION 
1 tCHEDIM R M S SaOtl 

DEPARTMENT OP GENERAL SERVICES 
RECOROS MANAGEMENT OVtBION 

7775 WATERLOO ROAD 
P.O. BOX 278 • JESSUP, MARYLAND 28784 

AGENCY RECORDS INVENTORY 1 

Pan Of 1 

1 1. OEPARIMEHTfAQENCY 
1 DIVISION f>-^V[J 1 UNIT 1 

DEFINITION • Records Strict • A arose* of related rteeidt normally (Utd and used at a salt for refereaat aa 

4. RECORO SERIES T I T L E ^ ^ - - ^ 9. EARUEST YEAR f LATETEST YEAR 1 

1. RECORO SERIES DESCRIPTION ( Briefly dttcnbt Ilia lypts of HorrnsuWdocumanrtAcflns found si tht Sarin. Indudt Iht purpose or function ol iht Sent-i) 1 

7. RECORD 8ERIES FORMAT(S) 

o^tetlef Siz« • MboHm 

• Legal Size a Computer Tape 

• Bound Book a Floppy Disk 

a Audfo Tape • Video Tape 

U Other (Socctfy) 

8. RECORD SERIES SEQUENCE 

• Aktabetical 

o Numerical 

• Crsonc4ogical 

O Geographical 

• Olher (Sc-eofr! 

6. VOLUME 
a Fte Oiawer(s) 
• Microfilm Reel (s) 
• Computer Taoe (si 

J ^ ° ° , h W 'S«»af»l 

Number tjif/^yo^ 
10. ANNUAL ACCUMULATION 

• Fie Oiawer (s) 
o Microftm Reel (s) 
• Computer Tape's) 
n Other (Soetifv) 

Number 

11. FILE IS U S E O 

O Daily O Weekly • Monthly 

12. F I L E BECOMES INACTIVE AFTER 

n MonJMsl a Yeailsl 
Number 

13. CURRENT LOCATIONS) (OWg. Floor. Room) 14. I S RECORD SERIES OUPUCATEO EL8EWHERE? (11 yes. specify agency ot office) 

• Yes a No 

15. ACCESS RESTRICTIONS (II yes. cite law(s) 8 regulation(s) 

O Yes • Nn 

16. A U D I T REQUIREMENTS 

• None a Slate a Federal o Independent 

U. IS AN INDEX S Y S T E M USED? (II yes. explain briefly and 
desato any ruidware/soflwaie) 

O Yes rv Nn 

• , f) £ ^ 

18. RECOMMENDED RETENTION 

19. NAME AND \\^^^vj^^J^^ 20. TELEPHONE NUMBER '21. DATE ^1,-1 



« W S M £ 2 J P " , N I A S E P A n A , E F o n M r o R E A c t i n e w 

ZSSSSZ:°S»T " « H RECORDS RETENIION 

1. DEPARIMENTfAGENCY 

^ ^ ^ ^ ^ ^ 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT DIVISION 

Wi WATERLOO ROAD 
P.O. BOX 275 • JESSUP, MARYLAND 20794 

2. DIVISION ^ Q ^ " H j 

AGENCY RECORDS INVENTORY 

Page. or 

3. UNIT 

D " ' W I T ' ° N ' " ' " • A ™ ° f " " " " ™ ™ * • «-« „ , ,.f. , „,.„.., ,„,. -
4. RECORD SERIES TITLE " T" - P P ' 

| 5. EARLIEST YEAR / LATETEST YEAR 

«. RECORD SERIE8 DESCRIPTION ( Briefly describe the types ol Wormallon/documenlt/lorm* (eund In the Series. Include the purpose or funclion of ihe Seriet) 

7. RECORD SERIES FORMAT(S) 

O Letter Size o Miciotilm 

• Legal Size a Computer tape 

• Bound Book a Floppy Disk 

a Audio Tape • Video Tape 

a Otliet (Specify) 

9. RECORD 8ERIES SEQUENCE 

• Alphabetical 

D Numerical 

• Chronological 

• Geogiaphtcal 

a Other (Specify) 

9. VOLUME 
a File Orawer(s) 
• Microfilm Reef (s) 
o Computer Tape (si 
a Other (Specify) 

10. ANNUAL ACCUMULATION 
• File Drawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) 
• Olher (Specify) 

Number 
11. FILE IS USEO 

O Daily O Weekly 

12. FILE BECOMES INACTIVE AFTER 

• Monthly 
Number 

• Monlh(s) • Yeai(s) 

13. CURRENT LOCATION(S) (Oldg. Floor Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office) 

° Y e s O No 

15. ACCESS RESTRICTIONS (II yes. cite law(s) S regulation! I(s) 

Q Yes • No 

IS. AUDIT REQUIREMENTS 

a None a Slate • Federal • Independent 

17. IS AM INDEX SYSTEM USED? (If yes. explain briefly and 
describe any hardwaie/soflware) 

18. RECOMMENDED RETENTION 

O Yos • No 

19. NAME AMyJiJ B OF IwPPAtrlR 
20. TELEPHONE NUMBER 21. DATE 



IHSIRUCIIONS .. ITI'E OH PIIINI A SEPARATE FORM TOR EACH NEW 

zsxsxrrommow ,hrecoros = 

1. DEPARtMENTfAGENCY 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT DIVISION 

7273 WAIERIOO ROAD 
P.O. BOX 275 • JESSUP, MARYLAND 20794 

2. DIVISION KJ f *kJ 

AGENCY RECOROS INVENTORY 

Page. Of 

3. UNIT 

m W [ " ° H ' 5 t " " • A fl,0UP " " " " " " " " " " un.« for refer , . , . „ , , „ „„,, „ „ , „ „ . , 
4. RECORD SERIES TITLE _ 

6. RECORD SERIES DESCRIPTION ( Briefly descrrb. .he type, of ln.orrna.loa/docum.nlr/form. found In 

5. EARLIEST YEAR I LATETEST YEAR 

'fl TO 

the Series. Include the purpose or function of lha Serieti 

7. RECOROSERIES FORMAT(S) 

OAellet Size o Microfilm 

a Legal Size a Computer tape 

• Bound Book O Floppy Disk 

a Audio tape o Video Tape 

a Ollict (Speaty) 

11. FILE IS USEO 

O Daily • Weekly O Monthly 

13. CURRENT LOCATION(S) (Oldg. Floor. Room| 

B. RECORD 8ERIES SECMENCE 

o Alphabetical 

a Numerical 

a Chronological 

O Geographical 

a Olher (Specify) 4^ 

9. VOLUME 
• File Orawer(s) 
• Microfilm Reel (s) 
• Comouter Tape (si 

Y£L & ° 0lhe' 'SpecrfY' 
Number 

10. ANNUAL ACCUMULATION 
• File Oiawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) 
a Olher (Specify) _ 

Number 

12. FILE BECOME8 INACTIVE AFTER 

Number 
• Monlh(s) • Yeai(s) 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency ot office) 

o Yes • No 

15. ACCESS RESTRICTIONS (If yes. cile law(s) 8 legulation(s) 

a Yes • No 

16. AUDIT REQUIREMENTS 

• None o Slate o Fedeial • Independent 

W. IS AN INDEX SYSTEM USED? (If yes. explain briefly and 
describe any hardwaie/soflwaie) 

18. RECOMMENDED RETENTION 

o Yes 

19. NAME AMD 
20. TELEPHONE NUMBER 21. DATE 

http://ln.orrna.loa/docum.nlr/form


" " " E ° » A SEPARATE FORM FOR EACH NEW 

£ ™ ^ « 5 T r o n w A n o w , I H ™ 
DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 
7275 WATERLOO ROAD 

P.O. BOX 275 • JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY 

Page. 

DEFINITION . R.,o,, A g t B U p e > , . , . , , „ ^ n o ( m , „ y , ( ^ ^ ^ ^ ^ 

4. RECORD SERIES TITLE ~~ ~ 

«. RECORD SERIES DESCRIPTION < Brlady deer*. ,h, type, of Ne,rn.,.or,dc.urn.nU^rn. found tn ,h . Sarin. Indud. , h e purpose or funclun o, the S.nes, 

5. EARLIEST YEAR / LATETEST YEAR 

TO 

7. RECORO SERIES FORMAT(S) 

ovCeTlef Size • Microfilm 

D Legal Size a Computer tape 

• Gound Book • Floppy Oisk 

• Audio Tape • Video Tape 

U Oilier (Specify) 

11. FILE IS USED 

• Daily • Weekly • Monthly 

RECORD SERIES SEQUENCE 

a Alphabetical 

• Numerical 

• Chronological 

o Geographical 

a Olher (Specify) 

9. VOLUME 
n File Orawer(s) 
• Microfilm Reel (s) 
a Computer Tape (si 
a Other (Specify) 

10. ANNUAL ACCUMULATION 
• File Orawer (s) 
O Microfilm Reel (s) 
a Computer Teoefs) 
a Olher (Specify) _ 

Number 

12. FILE BECOMES INACTIVE AFTER 

Number 
• Month(s) a Year(s) 

13. CURRENT LOCATION(S) (Oldg. Floor. Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office) 

° Y " a No 

15. ACCESS RESTRICTIONS (If y „ . cite law(s) 8 regulalion(s) 

O Yes • No 

16. AUDIT REQUIREMENTS 

• None o Slate • Federal • Independent 

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and 
describe any hardwaie/soflwaie) 

18. RECOMMENDED RETENTION 

a Yes Q No 

19. NAME Afi 
20. TELEPHONE NUMBER 21. DATE 



INSIRUCJ.IONS - ivce on PI . IN I A SEPARATE FORM r 0 R EACH NEW 

s s r r o n m n o w , , h ™ ™ * ™ « ™ 

1. DEPARTMENT/AGENCY 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT DIVISION 

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

2. DIVISION j^J p-^KJ 

AGENCY RECORDS INVENTORY 

3. UNIT 

- ' 
DEFINITION • Recoids Settee. A gtoup ef ttleted record! nofnully flUd ind uted i t t unit for reference co well u teUnoon ind disposition putpoico. 

4. RECORD SERIES TITLE s EARLIEST YEAR I LATETEST YEAR 

«. RECORO SERIES DESCRIPTION ( Briefly describe the lypes of Inlormsllon/documenls/forrns found In Ihe Series. Include Ihe purpose or function of the Series! 

7. RECORO SERIES FORMATS) 

rXetler Size • Microfilm 

• Legal Size • Computet Tape 

• Bound Book a Floppy Disk 

O Audio Tape • Video Tape 

a Other (Speedy) 

I t . FILE IS USEO 

a Daily O Weekly • Monthly 

9. RECORD SERIES SEQUENCE 

• Alphabetical 

• Numerical 

• Chronological 

• Geogtaphical 

D Olher (Specify) 

9. VOLUME 
a File Orawer(s) 
• Microfilm Reel (s| 
• Computer Tape (si 

i, a Other (Specify) 

Number 

10. ANNUAL ACCUMULATION 
• File Orawer (s) 
• Microlilm Reef (s) 
a Computer Topefs) 
• Olher (Specify) _ 

Number 

12. FILE BECOMES INACTIVE AFTER 

Number 
a Month(s) a Year(s) 

13. CURRENT LOCATION(S) (Bldg. Floor. Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office) 

• Yes • No 

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

Q Yes • No 

16. AUDIT REQUIREMENTS 

• None • state • Federal • Independent 

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and 
describe any hardware/software) 

18. RECOMMENDED RETENTION 

• Yes a No 

19. NAME AND-JfllEiOF PrtEBAR 
20. TELEPHONE NUMBER 21. DATE 



« J ; « n , « r n „ B

, V ' ' E ° " * S E P A n A , E F 0 " M r ° « EAOI NEW 

SSSJmJST' ronwAno.vy,,HRECORosreten"om 

1. OEPARIMENTfAGENCY 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT DIVISION 

7275 WATERLOO ROAO 
P.O. BOX 275 • JESSUP, MARYLAND 20794 

2. DIVISION p ^KJ 

AGENCY RECOROS INVENTORY 

Page. Of 

3. UNIT 1 — 
DEFINITION . Rtcoidi Ser in . A gteup ef related records normally flUd and uicd ee a unit for reference t t well as rclcnMon and dlspoeHlon purpoicc. 

4. RECORD SERIES TITLE ^ 5 EARLIEST YEAR ILATETEST YEAR 

' T O 

6. RECORD SERIES DESCRIPTION ( Briefly desert, (he lype. of lnforma.lc*docum.n.s/,orm. found In lha Series. Include the purpose or function of (he Series) 

7. RECORD SERIES FORMAT(S) 

fWellei Size 

O^Cegal'su Legal Size 

• Bound Book 

• Audio Tape 

O Other (Specily), 

• Microfilm 

• Computer tape 

o Floppy Disk 

• Video Tape 

9. RECORD SERIES SEQUENCE 

• Alphabetical 

a Numerical 

o Chronological 

• Geographical 

• Olher (Specify). 

9. VOLUME 
a File Oiawer(s) 
a Microfilm Reel (s| 
• Computer Tape (si 
a Othei (Specify) 

Number 

10. ANNUAL ACCUMULATION 
• File Oiawer (s) 
• Microlilm Reel (s) 
• Computer Tepe(s) 
• Olher (Specify) _ 

Number 
11. FILE IS USEO 

O Daily 

12. FILE BECOME8 INACTIVE AFTER 

• Weekly • Monthly 

Number 
• Monlh(s) • Yeai(s) 

13. CURRENT LOCATION(S) (Oldg. Flooi. Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (II yes. specify agency or office) 

° Yes O No 

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 tegulation(s) 

0 Yes • No 

16. AUDIT REQUIREMENTS 

° N o n e o Slate a Federal • Independent 

17. IS AH INDEX SYSTEM USED? (If yes. explain briefly and 
describe any hardware/software) 

18. RECOMMENDED RETENTION 

a Yes 



I H S i n U C I I O H S TYPE OH PHINI A SEPARATE FORM TOR EACH MEW 

1. DEPARtMENTfAGENCY 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 - JESSUP, MARYLAND 20794 

2. DIVISION 

AGENCY RECORDS INVENTORY 

Page. Of 

3. UNIT 

PCHNITION - Records Scries • A group ef related record* normally filed ind ueed *c a unit for reference n well n retention end dlcpecltton purpoicc. 

4. RECORD SERIES TITLE 5 EARLIEST YEAR f LATETEST YEAR 

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of Mormatlc-rVdccumenls/lorrns found In Iht Series. Include the purpose or function of the Series) 

7. R E C O R O 6ERIES F O R M A T ( S ) 

r^lellei Size 

• Legal Size 

• Bound Book 

• Audio Tape 

a Ollici (Speedy, 

• Microfilm 

• Computer tape 

O Floppy Disk 

• Video Tape 

8. RECORD SERIES SEQUENCE 

O Alphabetical 

• Numerical 

• Chronological 

a Geogtephical 

O Other (Specify) 

9. VOLUME 
a File Oiawei(s) 
• Microfilm Reel (s) 
• Computer Tape (si / u lompuier iape 

/ HLM< °0LHEF <SPEC,'Y, 

' Number 

10. ANNUAL ACCUMULATION 
• File Oiawer (s) 
O Microfilm Reel (s) 
• Computer Taoe(s) 
a Olher (Specify) _ 

Number 
11. FILEISUSEO 

O Oaily • Weekly 

12. FILE BECOME8 INACTIVE AFTER 

• Monthly 
Number 

a Monlh(s) a Yeai(s) 

13. CURRENT LOCAIION(S) (Oldg. Floor, Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency ot office, 

• Yes a No 

15. ACCESS RESTRICTIONS (It yes. cile lawls) 8 regulation! I(S) 

O Yes • No 

16. AUDIT REQUIREMENTS 

a None D Slate o Fedeial • Independent 

17. IS AH INDEX SYSTEM USED? (II yes. explain briefly and 
describe any hardware/soflware) 

18. RECOMMENDED RETENTION 

O Yes • No 

19. NAME AHDJITLEOF PKfiPARER 
20. TELEPHONE NUMBER 21. DATE 



IMSinuc.i.ioNs .. IYI 'E on PHIMI A SEPARATE FORM ron EACH NEW 

zsxsrjF-ronwARO w,tH recoros= 

1. DEPARIMENTfAGENCY 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT DIVISION 

7273 WATERLOO ROAD 
P.O. BOX 275 • JESSUP. MARYLAND 20794 

2. DIVISION j^Jp^hJ 

AGENCY RECORDS INVENTORY 

Page. Of 

3. UNIT 

D E F ' N ' T , 0 N • R ' " • A " " " " " ™ — - M >o> »•» UnO d l i B a . , M a , . . . . . . . . . 
4. RECORD SERIES TITLE ~Y~ ) " ~~1 " " — 

6. RECORO SERIES DESCRIPTION ( Brief., deser*. ,he type, of .n«orm...on/doeUn,.n../,o,m. found In 

5. EARUEST YEAR I LATETEST YEAR 

TO 

Ihe Series. Include Ihe purpose or function of ihe Series) 

7. RECORD SERIES FORMAT(S) 

• teller Size o Microfilm 

• Legal Size O Computer Tape 

o Bound Book a Floppy Disk 

a Audio Tape o Video Tape 

O Other (Specif. 

RECORD SERIES SEQUENCE 

a Alphabetical 

a Numerical 

• Chronological 

a Geographical 

a Olher (Specify) 

9. VOLUME 
a File Orawer(s) 
• Microfilm Reef (s) 
• Computer Tape (s) 
O Olher (Specify) 

Number 

10. ANNUAL ACCUMULATION 
• File Orawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) 
a Olher (Specify) _ 

Number 
11. FILE IS USED 

o Daily 

12. FILE BECOME8 INACTIVE AFTER 

• Weekly a Monthly 
Number 

• Monlh(s) a Year(s) 

13. CURRENT LOCATION(S) (Oldg. Floor Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specrfy agency or office) 

• Yes • No 

15. ACCESS RESTRICTIONS (II yes. cite law(s) 8 regulation! '(s) 

o Yes • No 

16. AUDIT REQUIREMENTS 

o None a Slate a Federal • Independent 

17. IS AM INDEX SYSTEM USED? (II yes. explain briefly and 
describe any hardware/software) 

18. RECOMMENDEO RETENTION 

• Yes • No 

Retain until updated or 
superceded, then destroy 

19. NAME AMD TITLE OF/ffoEPARER 
20. TELEPHONE NUMBER 21. DATE 



IMSinuci.lUNS TYPE Oil PNNI A SEPARATE FORM TOR EACII NEW 
^ S n . 0 r E C O n 0 S E n ' E S r O n W A W 0 W , t H "CORDS RETENTION SQIEDUIE (DOS 5S0I) 

1. DEPARTMENT/AGENCY 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 - JESSUP, MARYLAND 20794 

2. DIVISION kJf'^-J 

AGENCY RECORDS INVENTORY 

Page. Of 

3. UNIT ^ , 

' N m 0 W ' * ' C ° , d A " " " d " " " " "« " " " '> • * » • unit i n r.r.r.nc. . . w.l, r.Une.n and dl .p, . , r p e M . 
4. RECORD SERIES TITLE 

5. EARLIEST YEAR I LATETEST YEAR 

TO. 

the Series. Include Ihe purpose or function of the Series| 

7. RECORD SERIES FORMAT(S) 

• teller Size • Microfilm 

• Legal Size a Computer tape 

o Bound Book a Floppy Disk 

o Audio Tape o Video Tape 

a Other (Sncetfr) 

8. RECORD SERIES SEQUENCE 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Olher (Soecifv) 

9. VOLUME 
• File Orawer(s) 
• Microfilm Reel (s) 

, • Computer Tape (si 

Number 

10. ANNUAL ACCUMULATION I 
• File Orawer (s) 
• Microfilm Reel (s) 
• Computer Tgpefs) 
• Olher (SDecrfvl 

Number 
11. FILEISUSEO 

a Daily • weekly a Monthly 

12. FILE BECOMES INACTIVE AFTER 

n 
Number 

Month(s) • Year(s) 

13. CURRENT LOCATION(S) (Oldg. Floor. Room, 14. IS RECORD SERIES DUPUCATED ELSEWHERE? (If yes. specify agency or office) 

• Yes n w„ 

15. ACCESS RESTRICTIONS (II yes. cite law(s) 8 regulalion(s) 

a Yes n M„ 

16. AUDIT REQUIREMENTS j 

° N w « a Slate a Federal • Independent 

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and 
describe any hardwaie/soflwaie) 

a Yes n - M f t 

Sr.rppn annuallv Destroy material havine no 
18. RECOMMENDED RETENTION 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 

. 1 ^«f*ffr*ft&&£^ 20. TELEPHONE NUMBER 21. DATE J / 



IMSinuci.ioMs - IYI 'E on PHIMI A SEPARATE FORM TOR EACH NEW 

ssxszsrTomMiowm recoros= 

1. DEPARTMENT/AGENCY 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT OIVISION 

7275 WATERLOO ROAD 
P.O. BOX 375 • JESSUP, MARYLAND 20794 

2. OIVISION J$J P 

AGENCY RECORDS INVENTORY 

Page. 

3. UNIT 

DEFINITION • Record* Serlec. A group e( related tccordc normally filed end used *c • unit for reference n well n retention and disposition purpcccc. 

4. RECORD SERIES TITLE 5 EARLIEST YEAR / LATETEST YEAR 

' ^ _ T O 
l 

6. RECORD SERIES DESCRIPTION ( Briefly describe (he types of tnformatlon/documents/forins found In the Series. Include the purpose or function of the Senes) 

7. RECORO SERIES FORMAT(S) 

rVleller Size 

• Legal Size 

a Bound Book 

o Audio Tape 

O Olhci (Spncily). 

• Microfilm 

• Computer Tape 

• Floppy Disk 

o Video Tape 

8. RECORO SERIES SEQUENCE 

a Alphabetical 

o Numerical 

a Chronological 

a Geogisphical 

O Other (Specify) 

9. VOLUME 
a File Oiawei(s) 
• Microfilm Reel (s) 
a Computer face is I 
Q Olher (Specify) 

Number 

10. ANNUAL ACCUMULATION 
• File Oiawer (s) 
a Microfilm Reel (s) 
a Computer Tepe(s) 
a Olher (Specify) _ 

Number 
11. FILE IS USED 

• Daily 

12. FILE BECOMES INACTIVE AFTER 

• Weekly • Monthly 
Number 

• Month(s) a Year(s) 

13. CURRENT LOCAIION(S) (Dldg. Floor. Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. speedy agency or olfice) 

• Yes • No 

15. ACCESS RESTRICTIONS (If yes. cite lawfs) S regulation(s) 

a Yes • No 

IS. AUDIT REQUIREMENTS 

o None a Slate o Federal • Independent 

XI. IS AM INDEX SYSTEM USED? (If yes, explain briefly and 
describe any haidwaie/soflware) 

18. RECOMMENDED RETENTION 

o Yes 

19. NAM 

• No 

20. TELEPHONE NUMBER 21. DATE 



E ! ; ' ! 0 ^ , Y ' ' E °" P U m A S E P A " A , E FORM FOR EACH NEW 

s a Z ^ T " r o n m R O w n H R E C O R 0 S r e t e h S 

1. OEPARIMENf/AGENCY 

DEPARTMENT OP GENERAL SERVICES 
RECOROS MANAGEMENT OIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 - JESSUP, MARYLAND 20794 

2. DIVISION / ) p^yj 

AGENCY RECOROS INVENTORY 

5. EARLIEST YEAR I LATETEST YEAR 

DEFINITION . Records Series . A group o( related rccordc normally filed snd ui.d as • unit for reference ss well ec retention ind dlcpotlMon purpeeee. 
4. RECORD SERIES TITLE 

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of Informatlon/doeuments/lorms found In the Series. Include the purpose or function of the Series) 

7. RECORD 6ERIES FORMAT(S) 

•ta^Leliei Size o Miciofilm 

o Legal Size • Computet Tape 

a Bound Book • Floppy Disk 

a Audio Tape • Video Tape 

O Ollici (Specily) 

9. RECORO SERIES SEOUENCE 

• Alphabetical 

a Numerical 

a Chronological 

• Geographical 

o Olher (Specify) 

9. VOLUME 
o File Orawei(s) 
a Microfilm Reef (s| 
• Computer Tape is) 
a Other (Specify) 

Number 

10. ANNUAL ACCUMULATION 
• File Oiawer (s) 
a Microlilm Reel (s) 
• Computer Tepefs) 
• Olher (Specify) _ 

Number 
11. FILE IS USED 

O Oaily • Weekly 

12. FILE BECOMES INACTIVE AFTER 

a Monthly 

Number 
a Month(s) a Yeai(s) 

13. CURRENT LOCATION(S) (Oldg. Flooi. Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (II yes. specify agency or office) 

• Yes a No 

15. ACCESS RESTRICTIONS (II yes. cile law(s) S legulalion(s) 

O Yes • No 

16. AUDIT REQUIREMENTS 

• None • state o Federal 

U. IS AN INDEX SYSTEM USED? (If yes. explain briefly and 
describe any hardwaie/soflwaie) 

• Independent 

e / V < 

18. RECOMMENDED RETENTION 

a Yes • No 

19. NAME AM 
20. TELEPHONE NUMBER 21. DATE 



IMSinucilOMS .. IVI'6 OH PHINI A SEPARATE FORM rOR EACH NEW 

1. DEPARTMENT/AGENCY 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 • JESSUP, MARYLAND 20794 

3 

2. DIVISION l/@P 

AGENCY RECOROS INVENTORY 

Of 

3. UNIT 

DEFINITION - R.,o,g. 5 . „ M . A , „ . , . „ ^ fl| ^ ^ ^ > ^ 

4. RECORO SERIES TITLE ' 
on puipeiM. 

5. EARLIEST YEAR / LATETEST YEAR 

. T O . 

. . RECORD SERIES O E J ^ N - ^ ^ f o u n d h l n . ^ | n d u d e | h „ ^ „ , ^ , ^ 

7. RECORD SERIES FORMAT(S) 

dVCellef Size 

o Legal Size 

• Bound Book 

a Audio Tape 

• Microfilm 

• Computer Tape 

O Floppy Disk 

o Video Tape 

o Other (Specif,) ^ J^.yl^.^ 

B. RECORD SERIES SEQUENCE 

o Alphabetical 

• Numerical 

a Chronological 

a Geographical 

a Other (Specify) 

9. VOLUME 
a File Orawer(s) 
• Microfilm Reef (s) 
a Computer Tape (si 
• Olher (Specify) 

Number 

10. ANNUAL ACCUMULATION 
O File Drawer (s) 
• MicrolHm Reel (s) 
a Computer Tape(s) 
o other (Specify) _ 

Number 
11. FILE IS USED 

O Daily • Weekly 

12. FILE BECOMES INACTIVE AFTER 

• Monthly 
Number 

a Month(s) a Yeai(s) 

13. CURRENT LOCAIION(S) (Oldg. Floor. Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (II yes. specify agency or office) 

D Y e s • No 

15. ACCESS RESTRICTIONS (II yes. cite law(s) s regulalion(s) 

a Yes o No 
16. AUDIT REQUIREMENTS 

• None • Slate a Federal • Independent 

17. IS AH INDEX SYSTEM USED? (II yes. explain briefly and 
describe any hardwaie/soflware) 

18. RECOMMENDED RETENTION 

a Yes • No 

R e t a i n unti l u p d a t e d o r 
s u p e r c e d e d , t h e n d e s t r o y 



« J , « n T S
 " I Y ' ' E ° " P , " N I A S E P A " A ' E FORM FOR EACH NEW 

1. DEPARTMENT/AGENCY 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT DIVISION 

7279 WATERLOO ROAO 
P.O. BOX 275 • JESSUP. MARYLAND 20794 

2. DIVISION ^jp<^J 

AGENCY RECORDS INVENTORY 

Page. 

3. UNIT 

Of 

DEFINITION . R.,o,d, 5 . , , . . . A „„,„, ,. , . , .„ ^ fl| ^ ^ ^ ̂  ^ ^ ^ ^ 

4. RECORD SERIES TITLE on purpotst. 

5. EARUEST YEAR f LATETEST YEAR 

TO £K^<2Z^t 
6. RECORD SER.ES DESCRIPTION , Briefly descr* y p „ of InformaUon/docun,..^. found t, ,h . Sarin. Include ,he puipose or ,unc.K>n of ,h. S . „ . . , 

7. RECOBO'SERIES FORMAT(S) 

cr Letter Size • Microlilm 

• Legal Size • Computer lape 

• Bound Book a Floppy Oisk 

• Audio Tape a Video Tape 

O Older (Specily) 

9. RECORD SERIES SEQUENCE 

tA^phabelical 

• Numerical 

a Chronological 

a Geogtephical 

o Olher (Specify) 

9. VOLUME 
• File Orawer(s) 
O Microfilm Reel (s) 
a ComDUler face (s) 
a Olher (Specify) 

10. ANNUAL ACCUMULATION 
• File Oiawer (s) 
• Microlilm Reel (s) 
• Computer Tapefs) 
a Olher (Specify) _ 

Number 
11. FILE IS USED 

o Daily • Weekly 

12. FILE BECOMES INACTIVE AFTER 

• Monthly 
Number 

a Monlh(s) a Yeai(s) 

13. CURRENT LOCATION(S) (Oldg. Flooi. Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office) 

a Yes • No 

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

a Yes • No • None a Slate Q Fedeial • Independent 

U. IS AH INDEX SYSTEM USED7 (If yes. explain briefly and 
describe any haidwaie/soflwaie) 

18. RECOMMENDED RETENTION 

a Yes • No 

19. NAME AN 

• 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 

20. TELEPHONE NUMBER 21. DATE 



IHSinUCIJOMS .. IYPE OH PWNI A SEPARATE FORM FOR EACH NEW 

1. DEPARTMENT/AGENCY 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT DIVISION 

7275 WATERIOO ROAD 
P.O. BOX 275 • JESSUP. MARYLAND 20794 

2. DIVISION 

DEFINITION • Rteotdt 

RECORD SERIES 

AGENCY RECOROS INVENTORY 

Page. or 

3. UNIT 

purpotM. ftUndon and dltpotido 

5. EARLIEST YEAR / LATETEST YEAR 

TO 

found In the 8arkH. Include Ihe purpose or function of the Sanes) 

7. RECORITSERIES FORMAT(S) 

oLetter Size 

a Legal Size 

• Bound Book 

O Audio Tape 

a Olhci (Speedy). 

• Miciofilm 

• Computet Tape 

O Floppy Disk 

o Video Tape 

I t . FILE IS USED 

o Oaily • weekly a Monthly 

13. CURRENT LOCAIION(S) (Gldg. Floor. Room) 

15. ACCESS RESTRICTIONS (II yes. cite law(s) S tegulalion(s) 

• Yes a No 

17. IS AH INDEX SYSTEM USED7 (II yes. explain briefly and 
describe any hardwaie/soflware) 

o Yes • No 

19. NAME AH 

8. RECORD SERIES SEQUENCE 

a Alphabetical 

a Numerical 

• Chronological 

• Geographical 

• Olher (Specify). 

9. VOLUME 
File Orawer(s) 

a Microfilm Reel (s) 
a Computer Taw (si 
a Other (Speedy) 

Number 

10. ANNUAL ACCUMULATION 
• File Drawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) 
• Olher (Speedy) 

12. FILE BECOMES INACTIVE AFTER 

Number 

Number 

a Month(s) a Yeai(s) 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office) 

• Yes 

16. AUDIT REQUIREMENTS 

0 None • state o Federal 

• No 

• Independent 

18. RECOMMENOED RETENTION 

20. TELEPHONE NUMBER 21. DATE 



IHSinuci.lONS .. TYPE of« PITINI A SEPARATE FORM TOR EAC1I NEW 

1. DEPARIMENT'AQENCY 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT OtVISION 

7275 WATERLOO ROAD 
P.O. BOX 273 • JESSUP. MARYLAND 20794 

2. DIVISION ^AJ^^KJ 

AGENCY RECORDS INVENTORY 

Page. Of 

3. UNIT 

— — • 

DEFINITION - Record! Sti l t* . A group of related tecotdo notmilly filed ind una oo a unit tef tofotonee ei well n retention and disposition putpoeee. 
4. RECORO SERIES TITLE 

B. RECORD SERIES DESCRIPTION ( Briefly describe lha types of Informatlon/documttdsrTmrni found 

S. EARLIEST YEAR / LATETEST YEAR 

TO 

In Ihe Series. Include Ihe puipose or function of the Series) 

7. RECORO SERIES FORMAT(S) 

D-^eileTsize • Microfilm 

o Legal Size • Computer Tape 

o Bound Book a Floppy Oisk 

o Audio Tape a Video Tape 

Cl Olher (Speed*) 

9. RECORD SERIES SEQUENCE 

• Alphabetical 

• Numerical 

• Chronological 

a Geographical 

O Other (Specify! ""Lut. 

9. VOLUME 
• File Orawer(s) 
• Microfilm Reel (s) 
• Computer Tape (si 
° 0 l n e ' (Soecdv) 

Number 

10. ANNUAL ACCUMULATION 
• File Orawer (s) 
o Microfilm Reef (s) 
• Computer Tape(s) 
a Olher (Specdv) 

Number 
11. FILEISUSEO 

° Daily • weekly a Monthly 

12. FILE BECOMES INACTIVE AFTER 

n 
Number 

Month(s) • Year(s) 

13 CURRENT LOCATION(S) (Oldg. Floor. Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. speedy agency or office) 

a Yes n M „ 

15. ACCESS RESTRICTIONS (II yes. cite law(s) S regulation(s) 16. AUDIT REQUIREMENTS 

Q None a Slate o Federal • Independent 

17. IS AN INDEX SYSTEM USED7 (II yes. explain briefly and 
describe any hardware/soflware) 

• Yes „ • 

18. RECOMMENDED RETENTION; ~ \ ^ 

19. NAME AMD TITLE OF PRB#REfl 
20. TELEPHONE NUMBER 21. DATE / / 

~!flf/n> 



INSTRUCTIONS. IYPE OR PI.IM1 A SEPARATE FORM FOR EAC1I NEW 

zsxsssrFORWAno w,,H ^ - s s s 

1. DEPARtMENT'AGENCJY 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT OIVISION 

7275 WATERLOO ROAD 
P.O. BOX 27S • JESSUP. MARYLAND 20794 

2. DIVISION }fc)P'^ 

AGENCY RECORDS INVENTORY 

Page. Of 

3. UNIT 

m m " ° H ' " " ' • A " f " " " " - - K for referee., a d l 

4. RECORO SERIES TITLE C. /) ~~~ ~ 
AR / LATETEST YEAR 

S. RECORO SERIES DESCRIPTION ( Briefly describe (he types ol Informallon/documanlt/lormt found In (ho Bene*. Include Ihe purpose or function of (he Series) 

P,o. 

7. RECORD SERIES FORMAT(S) 

o/Cellei Letter Size 

• Legal Size 

O Bound Book 

a Audio Tape 

a Olher (Specily). 

• Microfilm 

• Computer Tape 

a Floppy Disk 

o Video Tape 

9. RECORD SERIES SEQUENCE 

• Alphabetical 

• Numerical 

a Chronological 

• Geogtaphical 

a Other (Specify) 

9. VOLUME 
a File Oiawei(s) 
• Microlilm Reel (s) 
a Computer Tape (si 
p Olher (Specify) 

10. ANNUAL ACCUMULATION 
• File Drawer (s) 
• MicrolHm Reel (s) 
• Computer Tepe-fs) 
o Olher (Specify) _ 

Number 
11. FILE IS USED 

O Daily a Weekly 

12. FILE BECOMES INACTIVE AFTER 

a Monthly 
Number 

a Monlh(s) a Yeai(s) 

13. CURRENT LOCAIION(S) (Oldg. Floor. Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency oi office) 

° Yes a No 

15. ACCESS RESTRICTIONS (II yes. cile law(s) & legulalion(s) 

Q Yes • No 

16. AUDIT REQUIREMENTS 

° N o n e o Slate • Fedeial • Independent 

17. IS AM INDEX SYSTEM USED? (II yes. explain briefly and 
describe any hardwaie/soflwaie) 

18. RECOMMENDED RETENTION 

• Yes 
R e t a i n 3 y e a r s , t h e n d e s t r o y 

• No 

19. NAME 
20. TELEPHONE NUMBER 21. DATE 



IMSi r tUCI . IONS .. !Y|.E rjn PIIINI A SEPARATE FORM rOR EACII NEW 

1. DEPARIMENT'AGENCY 

OEPARTMENT OP GENERAL SERVICES 
RECOROS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 • JESSUP. MARYLAND 20794 

2. DIVISION {Q^uJ 

AGENCY RECOROS INVENTORY 

Page. or 

D E " N ' T I 0 W • A 8 > ~ — T — " t f., refer , , . t . n M . n a W w 0 M f B 0 M . 
4. RECORD SERIES TITLE " I ~ — -

5. EARLIEST YEAR I LATETEST YEAR 

fO'> TO 

0. RECORD SERIES DESCRIPTION ( Briefly describe the types of InformatlonfdocumentsAoims found In Iht Bents. Include Ihe purpose or function of Ihe Sanest 

7. RECORD SERIES FORMAT(S) 

O^tellef ' Size 

• Legal Size 

O Bound Book 

O Audio Tape 

• Microfilm 

• Computer tape 

• Floppy Disk 

• Video Tape 

t i Olhci (Specily) 0^1 A AS, 

9. RECORD 6ERIES SEQUENCE 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (Specify) 

9. VOLUME 
• File Oiawei(s) 
• Microlilm Reel (s| 
a Computer Tape (si 
a Olher (Specify) 

Number 

10. ANNUAL ACCUMULATION 
O File Oiawer (s) 
• Microlilm Reel (s) 
• Computer Tepels) 
o Olher (Specify) _ 

Number 
11. FILE IS USED 

O Daily • Weekly 

12. FILE BECOMES INACTIVE AFTER 

a Monthly 
Number 

• Monih(s) a Yeai(s) 

1?. CURRENT LOCATION(S) (Oldg. Flooi. Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency oi office) 

° Y e s a No 

15. ACCESS RESTRICTIONS (II yes. cite law(s) S legulalion(s) 16. AUDIT REQUIREMENTS 

• Yes • No • None • State • Fedeial • Independent 

XI. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and 
describe any hardware/software) 

o Yes 

19. N A M E A t I D i T T l E O f P R E P A R E R 

• No 

Screen annually. Destroy material having no 
18. RECOMMENDED RETENTION 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 

20. TELEPHONE NUMBER 
21. OATE j 



INSIRUCIIUHS IYPE OH PIIINI A SEPARATE FORM TOR EACH NEW 

« w ^ * s r F o n w A n o w , , H r e c o r o s = 

1. DEPARTMENT/AGENCY 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT DIVISION 

7273 WATERLOO ROAD 
P.O. BOX 273 - JESSUP. MARYLAND 20794 

2. DIVISION P'^AJ 3. UNIT 

DEFINITION • R.ccd. S.M.. - A B „ u p „ ,.UUd , . ,o ,d . norm..,, ttt.d t „ d u unt, ,o, , . , . , . „ . . ».„ - , . , .„ , , . , , . n d l Z ^ 
4. RECORD SERIES TITLE 

AGENCY RECOROS INVENTORY 

P a g e . O f 

0. RECORD SERIES DESCRIPTION , Brief., d„cnb. ,h. type, of I n f o r m a ^ u a , . ^ . found fn ,h . Series, .ndude .he purpose or tunc.™ of .he Sen.., 

on purpoMt. 

S. EARLIEST YEAR / LATETEST YEAR 

TO 

7. RECORD 6ERIES FORMAT(S) 

O - t e T i e T " S i z e a Miciolilm 

a legal Size • Computer Tape 

a Bound Book a Floppy Disk 

O Audio Tape O Video Tape 

O Oilier (Speedy) 

11. FILEISUSEO 

a Oaily a Weekly a Monthly 

RECORD SERIES SEQUENCE 

• Alphabetical 

a Numerical 

• Chronological 

a Geogtephical 

D Olher (Specify) 

9. VOLUME 
a File Orawer(s) 
• Microfilm Reef (s| 
• Computer Tape (si 
a Olher (Specify) 

Number 

10. ANNUAL ACCUMULATION 
• File Orawer (s) 
a Microfilm Reel (s) 
• Computer Tspe(s) 
• Olher (Specify) _ 

Number 

12. FILE BECOMES INACTIVE AFTER 

Number 
a Month(s) a Yeai(s) 

13. CURRENT LOCATION(S) (Dldg. Floor, Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office) 

° Y e s a No 

15. ACCESS RESTRICTIONS (II yes. cite law(s) 8 tegulation(s) 

0 Yes • No 

16. AUDIT REQUIREMENTS 

• None a Slate • Federal • Independent 

17. IS AN IHOEX SYSTEM USE07 (If yes. explain briefly and 
describe any hardware/software) 

18. RECOMMENDED RETENTION 

a Yes a No 

19. NAME AND 
20. TELEPHONE NUMBER 21. DATE 



SSISS'S? '" I Y ' ' E ° " P " I N ' * S E P A " A ' E F 0 R H r 0 R EAOI NEW 

1. DEPARtMENTfAGENCY 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT DIVISION 

7273 WATERLOO ROAD 
P.O. BOX 273 • JESSUP. MARYLAND 20794 

1 
2. DIVISION ^ J ^ W 

AGENCY RECOROS INVENTORY 

Of 

3. UNIT ^ 

DEFINITION • R . , 0 , . . S . „ . a . A „oup of , . , . , . a f . e o , a . noimatty fitad f o > i t > t U n B 0 W . „ . , p u 

4. RECORD SERIES TITLE " ~~ 
S. EARLIEST YEAR / LATETEST YEAR 

the Sarin. Include Ihe purpose or lunclion of ihe Series) 

7. RECORD SERIES FORMAT(S) 

d^ileTsie • Microfilm 

a Legal Size a Computet Tape 

• Bound Book • Floppy Disk 

a Audio tape O Video Tape 

a Oilier (Speedy) 

8. RECORD SERIES SEQUENCE 

a Alphabetical 

a Numerical 

a Chronological 

a Geographical 

a Other (Specify) 

9. VOLUME 
a File Orawer(s) 
• Microfilm Reef (s| 
• Computer Tape (si 
a Olher (Specify) 

Number 

10. ANNUAL ACCUMULATION 
• File Orawer (s) 
• Microfilm Reel (s) 
• Computer Tapers) 
• Olher (Specify) _ 

Number 
11. FILE IS USED 

o Daily a Weekly 

12. FILE BECOMES INACTIVE AFTER 

o Monthly 
Number 

a Monlh(s) a Yeai(s) 

13. CURRENT LOCATION(S) (Oldg. Floor, Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (It yes. speedy agency or office) 

a Yes a N o 

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

o Yes • No 

16. AUDIT REQUIREMENTS 

o None o Slate • Federal • Independent 

17. IS AN INDEX SYSTEM USED7 (II yes. explain briefly and 
describe any hardwaie/soflware) 

18. RECOMMENDED RETENTION 

a Yes • No 

19. NAME A N J f f O f OF IWPPAifiR 
20. TELEPHONE NUMBER 21. DATE 



wJl.^'SSL'V? °" Pm' A S E P A f , A r E F ° ™ FOR EACH NEW 

: ° 5 W t s F o n w A n o w , t H r e c o r d s r e t e n t , o n 

1. DEPARTMENT/AGENCY 

DEPARTMENT OF GENERAL SERVICES 
RECOROS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 • JESSUP, MARYLAND 20794 

2. DIVISION 

AGENCY RECORDS INVENTORY 

Page. Of 

1 UN,T l^toOu ~UJa&o-

D E F ' N , T , 0 N " R , " , d ' 5 • A B ' ° " P " ' " ™ * <« * , u n M o n „ , . . . 
4 R " E , ^ ^ ( ^ ^ u D ^ , 

5. EARLIEST YEAR I LATETEST YEAR 

_TO 

0. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Informa.ion/documen.s/foims found in Ihe Series. Include the purpose or function of ihe Series) 

7. RECORD SERIES FORMAT(S) 

o teller Size • Microfilm 

• Legal Size • Computer Tape 

a Bound Book a Floppy Disk 

• Audio Tape • Video Tape 

O Other (Specily) 

RECORD SERIES SEQUENCE 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

D Other (Specify) 

9. VOLUME 
• File Drawer(s) 
• Microfilm Reel (s) 
• Computer Tape (si 
• Olher (Specify) 

Number 

10. ANNUAL ACCUMULATION 
• File Drawer (s) 
• Microlilm Reel Is) 
• Computer Tape(s) 
a Olher (Specify) 

Number 
11 . FILE IS USEO 

• Daily 

12. FILE BECOMES INACTIVE AFTER 

• Weekly • Monthly 
Number 

a Monlh(s) a Year(s) 

13. CURRENT LOCATION(S) (Bldg, Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office) 

• Yes • No 

15. ACCESS RESTRICTIONS (If yes. cile law(s) 8 regulalion(s) 

• Yes • No 

16. AUDIT REQUIREMENTS 

G N o n e D Slate. • Federal • Independent 

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

18. RECOMMENDED RETENTION 

• Yes a No 

19. N A M E A N D TITLE O B / R I P A R E R 20. TELEPHONE NUMBER 2 1 . DATE 

DOS 550 4 (nmriierf 1/93) 



SSISSS" , Y ' ' E °" P " ' N ' A S E P A " A r E F O n M f 0 R E A C" NEW 

s s r ~ ° w , , h r e c o r d s r e t e n t , o n 

1. DEPARTMENT/AGENCY 

DEFINITION • Records Series . A g.oup of t.l.t.d ,.eordi 

4. RECORD SERIES TITLI 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 • JESSUP, MARYLAND 20794 

2. DIVISION 

AGENCY RECORDS INVENTORY 

Of 

3. UNIT 

notm.lly filed .„d used . . . „ | t f 8 > f , f . f . n 8 . w t „ ^ d „ p e „ H o n p | | t p o t M 

5. EARLIEST YEAR / LATETEST YEAR 
T I T L E 

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

iLoL&oJi ci^^ 

7. RECORD SERIES FORMAT(S) 

o teller Size a Microlilm 

• tegal Size • Computer lape 

• Bound Book • Floppy Disk 

• Audio Tape a Video Tape 

O Older (Specify). 

RECORD SERIES SEQUENCE 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

a Other (Specify) 

9. VOLUME 
a File Orawer(s) 
• Microfilm Reel (s) 
a Computer Tape (s) 
• Olher (Specify) 

Number 

10. ANNUAL ACCUMULATION 
• File 0rawer (s) 
• Microlilm Reel (s) 
• Computer Tape(s) 
• Olher (Specify) 

Number 
11. FILE IS USED 

D Daily • Weekly 

12. FILE BECOMES INACTIVE AFTER 

O Monlhly 
Number 

a Monlh(s) a Year(s) 

13. CURRENT LOCATION(S) (Bldg. Floor, Room) 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office) 

• Yes • No 

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulalion(s) 

a Y « . o No 

16. AUDIT REQUIREMENTS 

• None • stale • Federal • Independent 

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

18. RECOMMENDED RETENTION 

• Yes • No 

19. NAME AND TITLE OF PREĴ RER 20. TELEPHONE NUMBER 21. DATE 

DflS 550 4 ((Invrsprt 1/9.1) 



rwipucjjow _ IYPEOR P R M I A SEPARATE FORM rem EACH NEW 
WVtttO pjcopo M B J e i FORWARD WITH RECORDS RETENTION 
ICMtOUU pot m i ) 

D E P A R T M E N T O P GENERAL SERVICES 
RECORDS MANAGEMENT DMSKjN , 

7275 WATERLOO ROAD 
P.O. BOX 279 • JESSUP, MARYLAND 20784 

AGENCY RECORDS INVENTORY 1 

P B M Of B 

1 . OEPARIMENTIAGENCY 2 . DIVISION U f "WX, 1 UNIT 1 

4. RECORO SERIES TITLE s> j J , S. EARLIEST YEAR 1 LATETEST YEAR 

no'* TO 

*• R E C 0 " ° , E R , E " DESCRIPTION (Briefly desert* Ihe types of Horm«llorVo©cumet»t/torms found In the Series. Include Ins purpose or function of ihe Sens*) 

7. RECORD SERIES FORMAT(S) 

0>^tefl« S«e a Microfilm 

a Legal Size a Computer Tape 

o Bound Book a Floppy Disk 

O AurJo Tape • Video Tape 

u Other fSneofv) 

0. RECORD SERIES SEQUENCE 

a AfehabetleeJ 

• Numerical 

• Chronological 

o Geographical 

o Other (SoecfYl 

1. VOLUME 
o^Fle Orawer(s) 
• Microfilm Reel (s) 
• Computer Tape (si 
O Other ISoeofTl 

Number 

10. ANNUAL ACCUMULATION 
a Fie Drawer (s) 
o Microfilm Reel (s) 
O Computer Tapers) 
n Other ISoeci(»l 

Number 

11. FILE IS USED 

o Dairy a Weekly o Monthly 

12. FILE BECOMES INACTIVE AFTER 

n Mnmh(«) a YPMIH 
Number 

13. CURRENT LOCATIONS) (OkJg. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (It yes. specify agency or office) 

• Yes • No 

15. ACCESS RESTRICTIONS (It yes. cite lavris) S regulalk)n(s) 

a Yes • Nn 

16. AUDIT REQUIREMENTS 

a None a Slate • Federal a Independent 

17. I S AN INDEX SYSTEM USED? (II yes. explain briefly and 
descrto any haidware/soflwaie) 

0 Yes n M» 

I/O n 

Screen annually. Destroy material having no 
18. RECOMMENDED RETENTIQ further fiscal, legal or operational value. Retain 

permanently any material that serves to 
^O" document the origin, development and 

^f' , accomplishments of the department. Transfer 
periodically to the MD State Archives 

19. H A M E A N ^ T ^ O F ^ A ^ ^ 20. TELEPHONE NUMBER 21. DATE / 


