RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. C-944

Page 1 of 5

Agency Division/Unit
Worcester County Public Works/ Water and Wastewater
Division
Item No Description Retention
1 Ocean Pines water/wastewater — month end, penalty register | Retain 3 years after all penalties

have been satisfied, and until all
audit requirements have been
met, then destroy

2 Ocean Pines purchase files — legal documents regarding sale Retain for 5 years after sale and

until all audit requirements have
been met, then destroy

3 Water and wastewater system/files — manages Ocean Pines and | Screen annually. Destroy
8 other wastewater systems, correspondence, water and material having no further fiscal,
wastewater data/tests, agreements, operating costs, legal or operational value.
drawings/plats, engineering reports, technical data for Retain permanently any material
equipment, budget that serves to document the

origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

4 Project correspondence — inspection fee information, Retain 3 years after project
notification to other county agencies, recommendation to completion and until all audit
award bid requirements have been met,

then destroy

5 Minutes — supervisor meeting minutes, Ocean Pines advisory | Retain supervisor meeting

board 1994

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 Representative

Date

Signature QlO S\Q/r/
rv

Type Name John Ross

Title

Mo W o7

Date

Deputy Director - Public Works

Schedule Authorized by State Archivist

'JUN 27 2002 -
Signatuf:e j
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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| superseded, then destroy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,
I plus 4 years, then destroy
9 ‘ Engineering reports Screen annually. Destroy
| material having no further fiscal,
| legal or operational value.
: Retain permanently any material
i that serves to document the
| origin, development and
accomplishments of the
’ department. Transfer
periodically to the Maryland
State Archives.
10 Payroll information Retain 3 years, then destroy
11 | Personnel, general — comp time, change notices, sick leave, Retain 3 years, then destroy
' | timesheets, correspondence, benefits, employee lists, job
| descriptions, job postings, rules/regulations, staff meetings,
| training
12 | | Personnel files — employee, includes termination Retain until employee
: ' termination, send file to HR
|
13 || Lot files - Ocean Pines — water meter readings 87, plumbing | Screen annually. Destroy

permits — copy, work order 88, correspondence

material having no further fiscal,
legal or operational value.
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Item No

Description

Retention

14

15

16

17

18

19

20

21

22

23

24

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

Meter conversion contractor files

Meter cards — no longer used, has been automated

Work orders — old system

MSDS sheets

PM program change — equipment changes, 400 system
Contracts

Road cut permit request — application to Ocean Pines to cut
roads ~

Master customer list

Maps, plans, as-builts

‘Inspection reports — paper trail of how something was built

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

Retain for 1 year, then destroy

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

Retain 3 years, then destroy
Retain for 40 years, then destroy
Retain for S years, then destroy

Retain for life of contract plus 4
years, then destroy

Retain for 6 months after
completion, then destroy

Retain until updated or
superseded, 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, then destroy
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Item No

i

Description

Retention

25

26

27

28

29
30

31

32

' Engineering projects — shop drawings, contract specs,
jcorrespondence, transmittals

;Operations and Maintenance manuals and catalogs — valve
unformatlon with part and special numbers for 40 pumping
;statlons

1

IDa11y operations files — OSHA, safety, drivers license (CDL),
‘air compressor tank inspections, emergency and hazardous

chemical inventory report, bids and ads, tests, correspondence

1
|
|
|
i
|

|
i
|

|
NPDS permits — state

iTesting data — monthly reports
‘Vendor files - purchase orders, invoices, check request
!

'WW & P upgrade — plant records, drawings, electrical,
. engineering report, plant history

|
?
|
!
|
|
|

1
|
. Pumping stations — sketches, repair information, warranties

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

Retain until updated or
superseded, 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 for 5 years or until
renewed, then destroy

Retain 3 years, then destroy
Retain 3 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 Maryland
State Archives.

Retain until updated or
superseded, then destroy
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33 éAccident reports Retain for 5 years after year for

)
!
!
1
'
i

which reports were written, then
destroy
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1. DEPARIMENTIAGENCY - ) EN]
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- DEFINITION - Records Serles - A group of related records normally filed snd used as & unit fer reference e

well s¢ retonton and dlepesiton purpeses,
4. RECORD SERIES TITLE

. . . | & earuest vear 1 arerest vear
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¢, RECORD SERIES DESCRIPTION ( Biefy descrie the Iypes of ormationicocumenaom ound i he Seres, Inciud the ppose o functon of the Sanes)

N s Leatis B ¥¥lec Co - Quners

. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

Q File Drawer(s)
o (ete Size O Aphabeticsl : o Microlim Reel ()
' Q Computer Taoe (s)
O Legal Skze

O Numerical \/_2 D Q Other (Specdy)

0O Chronological ' Number

O Geographical 10. ANNUAL ACCUMULATION
: - O File Drawer (3)
Specid Specily O Microfiim Reet (s)
o O et @ Ofhert ) O Compuler Tepe(s)
O Olher (Specify)

O Bound Book

O Audio Tape

. FILE IS USED . FILE BECOMES INACTIVE AFTER -

O Oaily O Weekly O Monlhly o Monih(s) a  Yeas)

Number

. CURRENT LOCATION(S) (Bidg . Fioor, Room) . 18 RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)

o Yes . 8 No

. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s) . AUDIT REQUIREMENTS

O VYes 0 No

O None O Siate O Federll O lndomems

. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and . RECOMMENDED RETENTION M\ all audit
describe sny hardware/soflware) ’ Retai“ 3 yearS, and v
. . \

nts have been met, then

O Yes 0 No . |  requireme
' " destroy

. NAME WEW . TELEPHONE NUMBER - ‘21. DATE
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- DEFINITION - Recorde Serles - A group of related recarde normally filed and used as @ unit fer reference os

4. RECORD SERIES TITLE

§. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of InformationVdocuments/Torms found i the Berles. include the purpose or function of the Senes)

" 7. RECORD SERIES FORMAT(S)
Letler Size

O Legal Size

O Bound Book

0 Audo Tape

O Othet (Speciy)

0. RECORD SERIES SEQUENCE . 9. VOLUME
- u/u O File D1awet(s)

Alphabetical : O Microfim Reel (s)
: O Computer Tape (s)
O Numerical O Qthet (Specily)

O Chondlogicll Nomber

well 8o retention and dlspesiton purpesee,

10. ANNUAL ACCUMULATION
' O Geographical o O File Drawer (s)
Specily O Miciotiim Reel (s)
@ Otter ) 0 Computer Tape(s)
0 Olher (Specify)

11, FILE 18 USED

O Daiy O Weekly O Monlhly

12. FILE BECOMES INACTIVE AFTER

O Monih(s) O Yeas)
Numbet

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

-

vV

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency of oifice)

a  VYes . ' 0 No

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

QO Yes U. No

16. AUDIT REQUIREMENTS

‘Q  None O Slate

17. 1S AN INDEX SYSTEM USED? (I yes, expiain briefly and
descibe any hardware/soflware)

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER

il

VP QPN 5 1t oA
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Number

11. FILE 18 USED 12. FILE BECOMES INACTIVE AFTER

v

O Daiy O Weekly a  Monihly O Month(s) o Yeai(s)

Number
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Q Yes o No O None a Slale O Federsd O independent
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File Diawer(s)
Leller Size O Microfilm
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O Legal Size Q Computer Tape 0 Numerical Other (Specdy)

O Bound Book O Floppy Disk O Chronological Number
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. AUDIT REQUIREMENTS
O Yes
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. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
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6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Information/documentsfforms found in the Beries. Include the purpose of function of Ihe Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
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eller Size O Microlim
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] O Computer Tape (s)
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15. ACCESS RESTRICTIONS (Il yes, cile law(si & regulation(s) 16. AUDIT REQUIREMENTS

Q Yes . 0 No

o None ‘ o Slate

|
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i 1. DEPARIMENTIAGENCY : :. DIvISion % P )
DEFINITION - Recorde Serles - A group of related records normally filed end used as & unit for reference o
4.'RECORD SERIES TITLE

wall 80 retention and dispesiton purpeses, “
8. EARLIEST YEAR / LATETEST YEAR

10

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsfioms found in {he Berles. Include the purpose or function of ihe Senes)

. RECORD SERIES FORMAT(S) 9. RECORD SERIES SEQUENCE 9. VOLUME

: O File Drawet(s)

O Leltes Size a Microlim : O Aphabetical . a Microlim Reef {s)
' 0O Computer Tape (s)
QO Othet (Speciy)

0 Bound Book & Floppy Disk O Chonclogiesl Number

O Legal Size O Computer Tape O Numerical

0 Audo Tape D Video Tape O Geographical 10. ANNUAL ACCUMULATION

. _ O File Drawer (3)
_ e O Microlim Reel (s)
U Other (Specty) M@@.@M O Other (Speciy) O Computer Tepe(s)
. ) a Other (Specily)
(3) e

12. FILE BECOMES INACTIVE AFTER

. FILE 18 USED

O Daiy O Weekly O  Monlhly o Month(s) 0 Yeals)
Number

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

é%/;

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

O Yes "o No

. ACCESS RESTRICTIONS (If yes, cila law(s) & tegulation(s) 16. AUDIT REQUIREMENTS

O Yes 0 No

a None O Slate

. IS AN INDEX SYSTEM USED? (I yes, explain briefly and | 18. RECOMMENDED RETENTION.

desibe any haidwarisolvae 9 a y % /Qéu,_; &f \/

20. TELEPHONE NUMBER 11 (KYE
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1. DEPARIMENTIAGENCY

- DEFINITION - Recorde Serles - A group of related recorde nomdli flled and uved ss & unit for reference as
4. RECORD SERIES TITLE

- . | 5 EARUEST YEAR 1 LATETEST YEAR
z/‘fbﬁ%ﬁ -/ E‘%ﬂ% | 10

§. RECORD SERIES DESCRIPTION ( Briefly descrbe the lypes of information/documentsfforms found in the Seres. include the puipose or function of the Senes)

well 80 retention and dlepesition purpeses,

- ' '
7. RECORD SERIES FORMAT(S) 0. RECORD SERIES SEQUENCE 9. VOLUME -
O File Diawet(s)
efler Size a Microlsm O Alphabetical Q Microfim Reef (s)
- . 0 Computer Taoe (3)
H O Legal Sze O Computer Tape O Numerical O Other (Specdy)
O Bound Book O Floppy Disk O Chonokogicl ' Numbes
a Audio 1 O Video T o 10. ANNUAL ACCUMULATION
we e : . Geogrephical .0 File Diawer (3)
© Other (Specd T Other (Specify © O Microlim Reet {s)
o " ( ) O Computer Tepe(s)
: O Other (Specily)
Number

11. FILE 18 USED 12. FILE BECOMES INACTIVE AFTER

O Oady O Weekly O Monthly o Montiys) o Years)

Number

13. CURRENT LOCATION(S) (Bidg. Floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency ot olfice)

%g‘ o o e

15. ACCESS RESTRICTIONS (if y?s. cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS

Q VYes 0 No . a None a Slale 0O Federal ' O  Independent

Screen annually. Destroy mglten'al having no
H. 1S AN INDEX SYSTEW USED? (1 yes, explon biefy and | 18. RECOMMENDED RETENT " U~cc- 6% or opeshional walue. Retain
descibe any hardware/soflware) b

S ‘ ﬁv\. document the origin, development and
: . : accomplishments of the department. Transfer
0 Yes o’ No periodically to the MD State Archives

19, ummus %ﬁ% ' 20. TELEPHONE NUMBER |, oate 7 / I 7 / 4O

VP ROA & (Ve ead $IRS
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i DEFINITION - Recorde Serles « A group of relsted records normally filed snd used as & unlt for releronce oo
|

well 8¢ retention and dispesition purpeses.

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

6. RECORD SERIES DESCRIPTION { Bilafly descrbe the iypes of information/documents/forms found in the Serles. Include the purpose or function of the Senes)

7. RECORD S8ERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
: O File Drawer(s)
w@sw O Microlim O Alphabetical » : O Mictolilm Reel (3)
) O Computer Tape (s
O Legal Size O Compuler Tape O Numerical O Other (Specdy)
0 Bound Book Q Floppy Disk O Chronological Number
10. ANNUAL ACCUMULATION
Q o
Audio Tape O Video Tape _ Geographical o Fie Orawer (8]
O Microlitm Reel (s)
a .
@ Ot (Speciv) Other Spech) O Computer Tape(s)
O Oiher (Specily)
Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Dady O Weekly O  Monlhly a  Month(s) 0 Year(s)
Number
13. CURRENT LOCATION(S) (Bidg . Floos, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)
%g ' ‘ a  Yes . a No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s) 16. AVUDIT REQUIREMENTS

a Yes 0 No

o None o Slale O Federal O Independent

- . ‘ : n destro
| 17. IS AN INDEX SYSTEM USED? (I yes, explain briefy and | 18. RECOMMENDED Retemy Retain 3 years, the y
describe any hardwate/sollware)

20. TELEPHONE .nuusen | ore 1 / l 5 / s
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1. DEPARTMENTIAGENCY
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- DEFINITION - Recorde Serles - A group of telated recorde normally fited snd used as g unit for teferonce as
4. RECORD SERIES WTLE

well ¢ retention and diepesition purpesee.

p ! : ) | & EARLIEST YEAR / LATETEST YEAR

10

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of iformation/documents/forms found in the Berles. Include the purpese of function of the Senes) '
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

e Orawer(s)
elter Size iceoli a’ﬁmu : g Microlim Reel (3)

: 0O Computer Taoe ()
O Legal Size O Numerical Q Other (Specdy)

O Bound Bock O Chonologicsl Number

O Audo Tape O Geographical » 10. ANNUAL ACCUMULATION

_ , O Flle Orawer (3)

© O Microlim Reet (s)
0 Other {Specily) © Other (Specify) O Computer Tepels)
O Other (Specily)

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monihly O Month{s) a  Yea(s)
Number

13. CURRENT LOCATION(S) {Bidg . Flootr, Room)
W77, '

14. 18 RECORD SERIES DUPLICATED ELSEWNERE? (if yes. specify agency ot office)

O VYes ) . 0 No

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

o Yes ' } o No.

O None a Slate

17. IS AN [NDEX SYSTEM USED? (if yes, explain &ieﬂy and 18. RECOMMENDED RETENTION

desctibe any hardwarelsoliware) %} Y .
| - B 3 s Shens Oy

20. TELEPHONE NUMBER .o 7/ [ ?/ b0

LATAL N 12, BT T U



.SV ST

NIM!W ~ JYPE OR PRINI A SEPARATE FORM FOR EACI NEW DEPARTMENT OF GENERAL SME!
REVISED RECORD SERNES. roum WITH RECORDS RETENTION

§ SOADIRE pas 0. | TS WATERL00 ROAD

m

i 1. DEPARIMENT/IAGENCY %

- DEFINITION - Rocorde Serles - A group of related records normally filed and uced a9 & unit for relerence oo
4. RECORD SERIES TITLE

well as retention and dispesition purpeses.

8. EARLIEST YEAR / LATETEST YEAR

W 77"’5’9 | 10

6. RECORD SERIES DESCRIPTION ( Biefly describe the types of information/documents/fiorms btl'ld in the Beries. Inckude the purpose or function of ihe Senes)

Ernpleite ~erchts e,

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE _ 9. VOLUME

—#Te Orawei(s)
eller Size O Microlim o AFhabetica : O Microlim Reel (s)
’ 0 Computer Taoe (s)

O Other (Specdy)

© Bound Book O Floppy Disk O Chonological Number

a Legal Sze a Computet Tape a Numerical

10. ANNUAL ACCUMULATION

o aphical

O Audio Tape o Vik\o Tape ‘ Geogt o Fie vt (5

het (Spect O Other (Specily O Microfiém Reel (s)
ot " Ofher ¢ ) 0 Compulet Tape(s)
O Olher (Specify)

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

O Oaty O Weekly 0 Monlhly O Mohis) O Years)

Number

13. CURRENT LOCATION(S) (Didg ., Floos, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (Il>yss. specily agency of office)
%& ' _ . O Yes . 0 No

15. ACCESS RESTRICTIONS (f yes, cile law(s) 8 regutation(s) 16. AUDIT REQUIREMENTS

Yes o No O None a Slate

IJ 17. 1S AN INDEX SYSTEM USED? (If yes, explain bneﬂy and 18. RECOMMENDED RélEN“OIl
desciibe any hatdwarelsollware) '

20. TELEPHONE NUMBER ‘21, DATE / /

VP REA § 03e. ua




. -.-&'.‘_-‘:—————.m
NIM]W ~ JYPE OR PRINT A SEPARATE FORM FOR EACII NEW OEPARTMENT OF GENERAL SERVICES
REVISED RECORD SERES, rm WATH RECORDS RETENTION RECOROS MANAGEMENT DIVIBION
SOEDULE PUS 3%0-1) T27S WATERLOO ROAD
'PO. BOX 278 . JESSUP, MARYLAND 20704

| 1. DEPARTMENTIAGENCY

/0

DEFINITION - Recerds Serles - A group of related records aormally filed and used ae & unit for reference oo
4. RECORD SERIES TITLE

well ao retention and dlispesiion purpeses.

8. EARLIEST YEAR / LATETEST YEAR

#J.z@@g - 05 10

6. RECORD SERIES DESCRIPTION ( Bilefly describe the types of information/documents/forms lound in the Beries. Include the purpose of function of the Senes)

O/Céa/v p

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME -

. : O File Drawer(s)
\Mﬂ Size icroli ) O Alphabelicat : O Microfim Reel (s}

. o Computer Tape ()
O Legal Size o Numerica D Othet (Specdy)
O Bound Book

O Chionological ' RGEber

aphical 10. ANNUAL ACCUMULATION

: l.: G.,w O File Drawer (s)
0 Other (Specdy) O Other (Speciy) Z2SY 77 @ :udi:'litm:)’
' O Olher (Specily)

0 Audio Tape

11. FILE 18 USED 12. FILE BECOMES INACTIVE AFTER

O Daily O Weekly O Monlhly O Monih{s) a  Yeans)

Number

13. CURRENT LOCATION(S) (Bidg . Floor, Room) 14. I8 RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of °'_“°°'

W , o e | . 0 Mo

a4

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

0 Yes O No

o None O St O Fedetal O independent

5 Screen annually. Destroy matcnal having no
describe any hardware/soflware) permanently any material 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 zo Eme REPARER 20. TELEPHONE NUMBER : 21, DATE - / / 7 / :

IVWSE REA § (11, cpadt RS

AN




mmcym ~ JYPE OR PRINI A SEPARATE FORM FOR EACII MEW | DEPARTMENT OF GENERAL SERVICES
REVISED RECORD SERRS. FORWARD WTH RECORDS RETENTION RECORDS MANAGEMENT DIVIBION
$o%0E pas $%-1) TS WATERLOO ROAD
' 'PO. BOX 275 - JESSUP, MARTLAND 20794
“\

%IIEMMGENCY % W : | : 2/fd/ / -

DEFINITION - Recarde Serfes + A group of related racords normally filed and used a9 @ unit for tefarence oo
4. RECORD SERIES TITLE

well 80 retention and dispesition purpeses.

/@/”J' %M Q{/t% ?7‘,(_:46 s EA/R;)I;ST Y:OAR'LAI’EYEST YEAR

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documents/forms found In the Seres. Include the puipose of function of Ihe Senes)

7. RECORD SERIES FORMAT(S)

0. RECORD SERIES IEQU!NCE ' 9. VOLUME
: O File Drawer(s)
o (enter Size O Microlim G Aphabetical - : O Microfim Ree! (s)
' 0 Computer Taoe (s)
O Legal Size o Compuler Tape 0O Numerical O Othet (Specdy)
0 Bound BOd( O Floppy Disk Chronological Number
1 10. ANNUAL ACCUMULATION
o]
0 Audio Tape O Video Tape ‘ Geoglqaucd © Fie Orawes (8]
0 O . O Other ’ o Microlim Reel (s)
Ot (Spocty ) (Spech) o Computer Tape(s)
) O Other (Specily)
P-.Jlumbev

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

O Datly O Weekly O Monthly : O Monih{s) a  Year(s)
. Numbes

13. CURRENT LOCATION(S) (Bidg, Floor, Room) 14. 18 RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency ot office)

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

O Yes 0 No . @ None o Siate O Federal O Independent ))(
' AF 17 .
17. 1S AN INDEX SYSTEM USED? (I yes, expla briefly and 18. RECOMMENDED REVENTION 0»0'0’
descrbe any haidware/sollware) . )
O Yes : 0" No e
Aok

19. NAME Al { OF PARER iTELEPHONE NUMBER 21 DATE /
3% /1410




mm;m ~ 1YPE OR PRINI A SEPARATE FORM FOR EACI NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERNS. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION -

SCHEDIRE OOS $30-1) ‘ 7213 WATERLOO ROAD

"PO. BOX 278 . JESSUP, MARYLAND 20794

1. oevmnsnmoencv ' f ”H.)

‘WM Dl ZT Rt T

DEFINITION - Recorde Serles - A group of related racords normally filed snd used as & unit for reference s

well 5o retention and dlepesition purpeses.

4. RECORD SERIES TTLE . | 5 EARLIEST YEAR / LATETEST YEAR
% Jibs T2

6. RECORD SERIES DESCRIPTION { Brlefly describe the lypes of Information/documents/forms found in the Berles. Include the purpose of function of the Senes)

1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

File Drawet(s)

O/Leﬂel Size icrolim . a Alphabetical - Microlim Reef (3)

’ Comouter Taoe (s
O Legal Size 0 Numerical ) D Othet (Specdy)

O Chonckogeal Number [ so.

Geographicat ) 10. ANNUAL Accuuuunon
: ° a Fie Diawer (3)
i ' O Microfim Reel (s)
@ Ofher (Speci O Compuler Tape(s)
O Other (Specily)

O Bound Book

O Audio Tape

0 Other (Speciy)

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

O Oaiy O Weekly O Monthly o Monthis) o Yea(s)

Number

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

v 2 | ] oew |

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

Yes o No a None o Slale

Fl 17. IS AN INDEX SYSTEM USED? (i yes, explain &ieﬂy and 18, REGOM!IENDED RETENTION
describe any hardwate/soflware)

5 Yoo | o o @ y %dﬂaﬁ?
19, NAME AND NWVW 20. TELEPHONE NUMBER ‘21, DATE

7/17%




R

INSIHUCHONS TYP'E O PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD W"H RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 20794 Page

1. DEPARIMENT/AGENCY ' 2 DIVISION @ P’KJ 3 uNir

DEFINITION - Records Serles - A group of related records
4. RECORD SERIES TITLE

AGENCY RECORDS INVENTORY
SCHEDULE (0GS $%0- f) :

normally filed snd used as a unit for refsrence 88 well a8 retention and disposition purpesaes,

. 5. EARLIEST YEAR / LATETEST YEAR
m Corotd 0

6. RECORD SERIES DESCRIPTION ( Briafly descrebe the types of Informationvdocumentsiforms found in the Series

\%WM
hpo Nesw) dtmatad

. Include the purpose or function of the Sares)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

O File Orawer(s)
Q Alphabetical O Microfilm Reel (s)
o Computer Tape (s)
O Legal Size a Computer Tape O Numerical Q Other (Spectly) )

O Leller Size a Mictofilm

O Bound Book O Floppy Disk Chronological Number

Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
AT i O Microfilm Reel (s)
U Othet (gml'y) Olher (spec " o compme' rme(s,
O Olher (Specify)

O Audio Tape O Video Tape

Number

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

G Daily O Weekly T Monthly O Monlh(s) a  Year(s)
Number

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

%‘é g Yes . 0 No

15. ACCESS RESTRICTIONS (Il yes, cite law(s) & tegulation(s)

16. AUDIT REQUIREMENTS
O Yes O No

O None a Slale O Federal O independent
17. 1S AN INDEX SYSTEM USED? {If yes, explain briefly and
descibe any hatdware/sollware)

W ‘4{&"""’

e | j,%w%@‘% e Tt
R ' M#%&M@L_&

19. NAME AWOF /@M 20. TELEPHONE NUMBER 21. DATE Y=/

7/?‘/“7

18. RECOMMENDED RETENTION

LALAR SR S ¥ B BN TS PSRRI O




I"SII!UQ.HONS TYP'E OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES
REVISED RECORD SERIES. FORWARD WiTH RECORDS RETENVION RECORDS MANAGEMENT DIVISION
SOIEDWULE (0GS $50-1) ‘ 7215 WATERLOO ROAD
P.O. BOX 275 . JESSUP, MARYLAND 20754 Page of

4

AGENCY RECORDS INVENTORY

\. DEPARTMENTIAGENCY 2 DIViSioN /

DEFINITION - Records Setles -

A group of related records normally filed and used as a unit for reference ss wall 26 retention and disposition purposes.

' . 5. EARLIEST YEAR ! LATETEST YEAR
e ()edeeo ' £ 10 9¢

4. RECORD SERIES TITLE

6. RECORD SERIES DESCRIPTION ( Briafly describe the types of information/documents/forms found in the Serles. Include the purpose or function of the

5 apon

Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGUENCE 9. VOLUME

- O File Orawer(s)
eller Size O Microlim O Alphabetical

QO Microfilm Reet (s)
0 Computer Tape (s)

/ Q D O Other (Specty)

0 Chronological Number

Q Geographical 10. ANNUAL ACCUMULATION

_ O File Orawer (s)
0 Olher (Specily) O Other (Specily) :é '? {éz 2 é e O Microfilm Reel (s)

O Compuler Tape(s)
O Olher (Spectly)

O Legal Size : Q Computer Tape O Numerical

O Bound Book Q Floppy Disk

QO Audio Tape O Video Tape

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Qaily a  Weekly Q  Monthly Q  Monih{s) 0O Year(s)
Number

13. CURRENT LOCATION(S) (Bldg , Floor, Room)
(%44
15. ACCESS RESTRICTIONS (Il yes, cile taw(s) & tegulation(s)

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency ot office)

O Yes 0 No

16. AUDIT REQUIREMENTS
Q Yes

0 No a None 6 Slale O Fedetal 0 Independent

17. IS AM INDEX SYSTEM USED? (Il yes, explain briefly and

18. RECOMMENDED RETENTION
descibe any hardware/sollware)

o8y, S ooty -

20. TELEPHONE NUMBER 21. DATE
9]

19. NAME AND J1f U7

e Cra g e,



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

|NSIRUC"0NS TYPE OR PRING A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARD W"H RECORDS RETENVION
SCIEDWLE (0GS 550-1) '

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72715 WATERLOO ROAD :

P.0. BOX 275 . JESSUP, MARYLAND 20794 Page of

AGENCY RECORDS INVENTORY

1. DEPARIMENT/AGENCY 2. DIViSioN

3. uNIT )

DEFINITION - Records

Serles « A group of related recorde normaily filed and used as & unit for reference as well as retention and dlsposition purposes.

4. RECORD S'ERIES TILE 5. EARLIEST YEAR / LATETEST YEAR

l MS D5 M . 10
B

RECORD SERIES DESCRIPTION ( Brially describe the types of information/documaentsriorms found in the Serles. Include the puipose or function of Ihe Sanes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

O File Orawer(s)
G/lfllel Size O Microlim - O Alphabetical O Microfiim Reel (s)

O Comouter Tape (s)
o Legal Size Q Computer Tape

O Numerical y Z Q Qther (Specdy)

O Bound Book Q Floppy Disk O Chronological Number

0 Audo T O Video Tape O Geographical 10. ANNUAL ACCUMULATION
o Tape é_/ e * ; eomaphica O File Drawer (s)
0o Spe - 5 .—/L(-n_ﬁ M O Other - O Microlilm Reel (s)
et et 4 ! (Specty) T Computer Tape(s)
O Other (Specily)

Number

. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

G Daily O Weekly G Monthly

O Month(s) a  Year(s)
Number

. CURRENT LOCATION(S) (Bidg . Floar, Room)

-

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

O Yes .3 No

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

0 Yes 0 No

O None 0 Slate O Federal 0 independent

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

o Yes MMVUV}%MT

18. RECOMMENDED RETENTION

19. NAME AW W 20. TELEPHONE NUMBER

21. DATE 7//7/@

[ATSE A X B RFTL ISP PY R 1Y



INSTRUC _I.IUNS

1YPE OR PRINT A

SCHEDWLE (0GS 550-1)

W%M

SEPARATE FORM FOR EACI NEW
REVISED NECORD SERIES. FORWARD WITH RECORDS RETENTION

I 1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20794

Ll

Page

of

——

ezt frea

2 DIVISION Z; ' 3 UNIT
pile Tt 0

WA~

DEFINITION - Records Saries -

A group of related records normaily filed and used as a unit for refsrence as

well as retention and dlsposition purposes.

4. RECORD SERIES WITLE

P Poaseon Change

495

10

5. EARLIEST YEAR / LATETEST YEAR

4860 nuptt

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of informationvdocuments/iorms found in the

8 gesament Chomgo

8eries. Include the purpose o function of the Sernes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME

O Fite Orawei(s)
o-Celter Size O Microfim O Alphabetical O Microfilm Reel (s)
' O Comouter Tape (s}
O Legai Size O Computet Tape O Numericatl é Iy O Other (Specfy) _____
O Bound Book O Floppy Disk 0 Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
i p ¢ 609 am_ O File Drawer (s)
O Other (Spectt O Other (Specif O Microfilm Reet (s)
(Spectn (Speci) O Computer Tape(s)
O Other (Specdy)
: Number
- 11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly Q  Monthly 0 Monih(s) g Year(s)

Number

- 1. CURRENT LOCATION(S) (Bldg , Fioor, Room)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

0O Yes

Q

{1t yes. specily agency ot office)

No

15. ACCESS RESTRICTIONS (It yes, cita law(s) & regulation(s)

i Q Yes O No

16. AUDIT REQUIREMENTS

a None a State O Federal

Q

Independent

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

describe any hardware/sollware)
0 Yes

G No

18. RECOMMENDED RETENTION

RIEY o oy

19,

NAME /moF zLEfF %M

20. TELEPHONE NUMBER 1. DATE

7ﬂﬁw

(AL B R TT PONPORPRP Y S




|NS|RUCHONS 1YP'E OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED NECORD SERIES. FORW:

ARD WIIH RECORDS RETENTION
SCHEDWLE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.O. BOX 275 . JESSUP, MARYLAND 20754 Page

AGENCY RECORDS INVENTORY

2. DIVISION - 3. uNIT

DEFINITION . Records Series - A group of related records normatlly filed and used as a unit for refsrence as well as tetention and disposition purposss.
l 4. RECORD SERIES TTLE

. 5. EARLIEST YEAR/ LATETEST YEAR
| : : ‘
‘ W £F 1o
n

1. DEPARIMENTIAGENCY ' ﬁ

RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/forms found In the Saeries. Inciude the purpose or function of the Seanes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME d/
/ File Orawer(s)
Leller Size 0 Microlim

Q Abphabetical Microfilm Reel (s)
Computer Taoe (s)
egal Size Q Computer Tape o Numerical Other (Spectlyy ____

O Bound Book O Floppy Disk a Chronological Number

0 Audio Tape O Video Tape a Geographical 10. ANNUAL ACCUMULATION

0O File Orawer (s)
0 Other (Specily) O Other (Specily) : 3 go'::‘t::::' R‘:'e((:’,
O Other (Specdy)

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

g Oaily O Weekly G Monlhly

O  Month(s) a  Year(s)
Number

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
%Z O Yes . 0 No

v

15. ACCESS RESTRICTIONS (It yes, cile law(s) & regutation(s)

16. AUDIT REQUIREMENTS
O Yes 0O No

O None . 0 Slate O Federal u] |ndependep|

17. IS AN INDEX SYSTEM USED? (It yes, exptain briefly and 18. RECOMMENDED RETENTION
descrbe any hardware/soliware)

o | il oo TeochCfle 0l 1,
—— o to Aoy -
19, NAMEWOW 20. rzu».epuone NUMBER 2. DATE7 / ’ 7/&%

LAYAR A 2 I BT DN 2




LI emop i b e CN St b8 e

it
e

INSTRUCHIONS .- 1¥PE OR PRINT A
REVISED RECORD SERIES. FO
SCHEDWLE (DGS 850-1)

SEPARATE FORM FOR EACH NEW
RWARD witH RECORDS RETENTION

e

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20704

2 DIVISiON

Zrels Ziie

AGENCY RECORDS INVENTORY

—

Page of

3. UNIT

Caee e P ———————
M

DEFINITION . Recorde

Serles « A group of related vecords normally filed and used as o unit for reference ae

well e retention and disposition purpesas.

|

4. RECORD SERIES TITLE

Koad L3 f2enit Regut

5. EARLIEST YEAR / LATETEST YEAR
"9 10

6. RECORD SERIES DESCRIPTION ( Briafly descrebs the types of Information/documenisfiorms found in the Series. Include the purpose or function of the Sanes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

Number

9. VOLUME
O File Orawer(s)
d:ﬁu; Size a Microfitm O Alphabeticat O Microfilim Reel (s)
’ 0 Computer fape (s)
O Legal Size O Computer lape a Numerical ’ Q Other (Spectly) |
}
© Bound Book Qa Floppy Disk 0O Chronological Number _
0 Audo Tape O Video Tage a Geogrephical 10. ANNUAL ACCUMULATION |
» ? e O File Orawer (s) i
« Olher (Spect O Other (Specif 0O Microlilm Reel (s} .
¢! (Specin e (Specty) O Computer Tape(s) |
O Olher (Specdy) —
Number {
1
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER !
0 Daily O Weekly a  Monlhly g Monlh(s) G Yeai(s)

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or office}

O Yes Q No
15. ACCESS RESTRICTIONS (It yes, cile law(s) & tegulation(s) 16. AUDIT REQUIREMENTS
QO Yes 0O No O None 0 Slale O Federal O  Independent

11. IS AN INDEX SYSTEM USED? {11 yes, explain briefly and
descibe any hardware/sollware)
O Yes

O No

18. RECOMMENDED RETENTION

WVC o 4l GroptiZint Hehin, Ay

19. NAME I\Nzlﬂ.E

OF PRBPARER
I

20. TELEPHONE NUMBER

21. DATE

1 9uo

e e g v,

aad trmae



Mg b, L Lo Loty L

INSTRUCHIONS - TYPE OR PIINT A SEPARATE FONM FOR EACI NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENVION
SCHEDWLE (DGS $50.1) ' '

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

¢ - A group of related records normally flled and used as & unit for reference as

P.0. BOX 275 - JESSUP. MARYLAND 20794 Page o
I’\ ——= B ——
1. DEPARIMENTIAGENCY ’ 1 2. omision /D /’l/ 3. UNIT
DEFINITION . Records Serie

4. RECORD SERIES TITLE o,
I aatel 7#73%%%% ot

well ae retention and disposition purposes,

5. EARLIEST YEAR / LATETEST YEAR

TO

€. RECORD SERIES DESCRIPTION { Briafly describe the types of Informatiorvdocuments/forms found In the Series. Inciude the purpose o function of the Searres)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME

: O File Orawer(s) )
O Lelter Size O Microlhim O Aphabetical O Microfilm Reel (s) |
' a Computer Tape (s) .
O Legal Size O Computer Tape o Numerical (o n G Other {Spectly) |
O Bound Book O Floppy Disk O Chronological Number l
1
Q Audio Tape Q Video Tape O Geographical 10. ANNUAL ACCUMULATION !
O File Orawer (s) %
O Other (Speety) O Other {Speci O Microfilm Reel (s) ;
, (Specih @ Computer Tape(s) |
f /op a Olher {Specily) .
i
Number i‘
. FILE IS USED 12. FILE BECOMES INACTIVE AFTER I
|
g Daiy O Weekly O Monihly O Monih(s) a  Year(s) i

Number

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

Goce

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

g Yes a No ;
L*3
15. ACCESS RESTRICTIONS (Il yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS |
1
0 Yes 0 - No o None 0 Slate O Federal O Independent

17. IS AN INDEX SYSTEM USED? (Il yes, explain briefly and -
descrbe any hardwarelsollware)
0 Yes

O No

18. RECOMMENDED RETENTION

— Retain until updated or
L2t “ZAfg Aates superceded, then destroy

19. NAME Mio TITLE OFzEPARER

20. TELEPHONE NUMBER 21. DATE

15/ s |

[AZAL N A L. B INT PRSP PV



INSIRUCIILNS - 1YPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SEMIES. FORW.

ARD WITH RECORDS RETENTION
SCHEDULE (0GS 550.1) . '

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
£.0. BOX 275 - JESSUP, MARYLAND 20794

~TL

Zeelin

AGENCY RECORDS INVENTORY

Page ot

e o Fento—

—————

. . \ ————ee——
— ]
1. DEPARIMENT/AGENCY : 2 DIVISION ;1 ),ﬂ’ld 3. UNIT -

DEFINITION - Records Setles - A group of related records normally

filed and used as & unit for reference as

well ss retention and disposition purposes,

4. RECORD SERIES TITLE

| e, D, fR

5. EARLIEST YEAR / LATETEST YEAR

TO

I 6. RECORD SERIES DESCRIPTON { Briafly describe the types of Informatiorvdocuments/iorms found in the

Series. include the puipose or function of the Sarnes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

Number

O  Month(s) a

9. VOLUME
O File Otawer(s)
Q Leller Size 0 Microfim O Alphabetical Q Microfilm Reel (s}
: 2 O Comouter Tape (s)
O Legal Size O Computer Tape O Numerical //ﬂﬂ*/m Q Other {Speedy) ____
O Bound Book O Floppy Disk O Chronological Number
|
0 Audio Tape O Video Tape Q Geogrephical 10. ANNUAL Acgu:flug:mr: “
ile
O Other (Specity) O Other (Specity) g gictol‘i::' R:;le(;)’
omp!
Q Other (Specidy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daiy O Weekly G Monlhly

Year(s)

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{Il yes, specily agency or office)

O Yes g No
15. ACCESS RESTRICIIONS (Il yes, cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
O Yes O No QO None a State O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (1f yes, explain briefly and
describe any hatdware/soitwate)

O Yes O No

18. RECOMMENDED RETENTION

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

— |
19. NAME /\Wor W

20. TELEPHONE NUMBER

21. DATE

Al v

LATAL A 4 2 O RETL DRSPS 21



..

INSTRUCHIONS .- 1YI'E OR PRINT A SEPA
REVISED RECORD SERIES. FORWARD
SCHEDWLE (0GS 550.1) .

RATE FORM FOR EACH NEW
WITH RECORDS RETENTION

1. DEPARTMENT/AGENCY '
7
-W

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7218 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 20704 Page o

AGENCY RECORDS INVENTORY

2 DIVistoN /0 3. unit

2l Ot S g

—
.

DEFINITION - Records Setles -

A group of related recorde normaelly

filed and used as a unit for refarence as well as tetention and disposition purpesas.

B

4. RECORD SERIES TITLE . . 5. EARLIEST YEAR I LATETEST YEAR
) [ 4
1 W’ W %0 J 10

. RECORD SERIES DESCRIPTION ( Briefly describe the types of Informatiorvdocuments/iorms found in the Series. Include the purpose of function of the

fosue Lead o o iy, airae Sudt

Sanes)

7. RECORD SERIES FORMAT(S)
Leller Size Q Microlim
a Legal Size O Computer Tape
O Bound Book a Floppy Disk
a Audio fape O Video Tape

@ Other (Specily)

8. RECORD SERIES SEQUENCE 9. VOLUME

File Orawer(s)

Microfilm Reel (s)

Computer Tape (s)

Other (Specdy) ______

Q Abphabelical

O Numerical

O Chronological Number

3 10. ANNUAL ACCUMULATION
9 Geogreptical O File Orawer (s)
a Microfilm Reel (s)
O Compuler Tepe(s)
Q Other (Specdy)

O Other (Specily)

1. FILE IS USED

o Daily Q  Weekly a  Monlhly

12. FILE BECOMES INACTIVE AFTER

O Month(s) a  Yeai(s)
Number

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

%g

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

O VYes 0 No

(74
15. ACCESS RESTRICTIONS (I yes, cite law(s) & regulation(s)

QO Yes 0 No

16. AUDIT REQUIREMENTS

QO HNone a Slale Q Federal QO Independent

11. IS AN INDEX SYSTEM USED? (Il yes, explain briefly and
descrbe any hardware/sollware)

" No

18. RECOMMENDED RETENTION —_—

Pl vy W puped bompiilocs) Hhre Jltclg. |

AL BT ST

20. TELEPHONE NUMBER 21. DATE

-7/1 7/@-




l':‘:\: NE’C':‘ONS 1Y€ OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
1SED RECORD SERIES. FORWARD 'WITH RECORDS RETENVION ' T DIVISION
SHEDULE 1008 S50 _ RECORDS MANAGEMENT DIVISIO|

7218 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page of
©

1. DEPARIMENTIAGENCY 2 DlVlSlON 3. UNIT

WZMM 22 m (JMW

DEFINITION - Records Serles -

A group of velated records normaily filed and used as s unit for reference ss well a9 tetention and dlsposition purpeses.

c . 5. EARLIEST YEAR ! LATETEST YEAR

4. RECORD SERIES TITLE . ﬁ

€. RECORD SERIES DESCRIPTION ( Briafly describe the types of Informatiorvdocuments/forms found in the Serles. Inciude the puipose of function of the Senes)

Qv |
Litoporttid

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE ‘ 9. VOLUME
. O File Orawer(s)
Leller Size Q Microfim O Aiphabelical O Microfim Reel (s) |
: O Computer Tape (s) :
O Legal Size O Computer Tape O Numerical ,Z Q Other (Specdy) ____ |
|
0 Bound Book O Floppy Disk Q Chronological Number :
Q Audio Tape O Video Tape Q Geographical 10. ANNUAL ACCUMULATION l
: ' " o O File Orawer (s) !
0 Olher (Specily) O Other (Specif O Microfilm Reet (s) ;
ety (Specih O Computer Tape(s) |
a Other (Specify)
Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Qaily O Weekly O Monthly O Monlh(s) a  Yeai(s) |

i
Number .

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

Do o o

(4
15. ACCESS RESTRICTIONS (i1 yes, cile law(s) & regulation(s)

16. AUDIT REQUIREMENTS
0 Yes 0O No

a None 0 Slale O Federal O Independent -

' 7 v
17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTION M W
descrbe any hardware/sollware)

. ( M -
o %“7 o el CompllTs e M, |

20. TELEPHONE NUMBER 21. DATE
sl o

NC CIA § Hraiieaa tinne




INSTRUCTIONS - 1YI'E OR PRINT A SEPARATE FORM FOR EACI! NEW
REVISED RECORD SERIES. FORW

OEPARTMENT OF GENERAL SERVICES
ARD WITH RECORDS RETENTION
SCHEOWLE (0GS $50-1) . '

RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P0. BOX 275 . JESSUP, MARYLAND 20794

Hetces A Coen ) | | Tl AT et T

AGENCY RECORDS INVENTORY

——

Page of

— __
1. DEPARIMENTIAGENCY ' 2 DIvisioN /Q V7 ’7_47 3. uNiT

W'(—;d

NS
DEFINITION - Records Sarles - A group of related recorde normally filed and used as & unit for reference as

A

waell a8 retenton and disposition purposes.

4. RECORD SERIES TITLE

/jl OQFW,W#M

5. EARLIEST YEAR ! LATETEST YEAR

10

8. RECORD SERIES DE RlPthN-(—Bdeﬂy-descrm-iho-lypel-o(-lnlormauomdocumcnluloml found in the

- Maalinsnee |
il M’//O’,”?Qw o qecad B s
Yo /owowb (el

8eries. Include the puipose or lunction of the Senes)

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

9. VOLUME
a File Ovawel(s)
O Microfilm Resl {s) j
O Comoputer Tape (s)

; , MMZQomer Spect) _____ |

Number l

_ G- Celler Size O Microfiim O Aphabelical
O Legal Size Q Computer Tape O Numerical
O Bound Book g Floppy Disk O Chronological
0 Avudio Tape O Video Tape O Geographical

N ]
© Olher (Speciy) :g &:9 ;4,_‘,.,41,«0 a Other (Specify)

10. ANNUAL ACCUMULATION |
O File Drawer (s)
0 Microfilm Reel (s) .
o Computer Tapels) |
O Olher (Specily) )

Number f

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Daily O Weekly O Monihly

Number

O Month(s) Q  Yeai(s) :

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

-

%2 a Yes

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

a No

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

0 Yes

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

18. RECOMMENDED RETENTION
descibe any hardware/sollware)

0O Yes

: 0 No
ol

|
O No 0O None a Slate a Federal O Independent

Retain until updated or !
superceded, then destroy

19. NAME AND ,’M’r P 20. TELEPHONE NUMBER

————

2019] o |

21. DATE

[ATARaNR 2 2 B BT P T )



e ime e seema — M TN 3

::‘es\fli's!:g! #:us_ - 1YI'E OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
CORO SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION » .
SGEDWE (0as $50-1) : 7275 WATERLOO ROAD —
P.0. BOX 273 - JESSUP, MARYLAND 20794 Page o
)
1. DEPARIMENT/AGENCY : 2. DIVISION % ) 'O/hJ 3. uNIT
2o~ 2Bl Tt P G, —
4

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

woll ss retention and disposition purpeses.
4. RECORD SERIES TITLE

. P 5. EARLIEST YEAR / LATETEST YEAR
| @% @ MWQ ﬁ“’é’o @row

IT. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informationvdocuments/forms found in the Series. Include the puipose or function of the

Sﬁiﬁ Boity § CdoeTe,,
| OWM'C@SQ o Lonar
A i i

Senes)

1. R:C/OW{ERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME |
O File Drawer(s)
Leller Size O Microfilm . m{habeliul O Microfilm Reet (s) l
O Computer Tape (s)
O (egal Size O Computet Tape O Numerical ’bb G Other (Speciy) !
O Bound Book O Floppy Disk O Chronological Number
Q Audio Tape O Video Tape O Geogrephical 10. ANNUAL ACCUMULATION
» ° eogteph 0 File Orawer (s)
© Olher (Spect O Other (Specil ‘ O Microfiim Reet (s)
(Specin (Speciy ‘ O Compuler Tape(s)
a Other (Specify)
Number

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily O Weekly G Monlhly Q  Monih(s) g Yea(s)

Number

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

%g a  Yes . O No ‘

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

16. AUDIT REQUIREMENTS ‘
O Yes O No

a None g Slale O Federal O Independent

 Screen annually. Destroy material having no —_—
18. RECOMMENDED RETENTION  further fiscal, legal or operationial value. Retain |

permanently any material that serves to [
* document the origin, development and l

17. IS AN INDEX SYSTEM USED? {If yes, explain brielly and
describe any hatdware/sollware)

Q Yes O No

accomplishments of the department. Transfer
periodically to the MD State Archives

~ : | 1
19. NAME AWOFW 20. TELEPHONE NUMBER - 21. DATE 7/1 / ;
4/ 60

IVSE €0A ) e e tinne




INSTRUCTIONS - TYPE OR PrING A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED NECORD SERIES. FORWARD WiTH RECORDS RETENTION RECORDS MANAGEMENT DIVISION .
SQEDWE (0GS 550-1) : 7215 WATERLOO ROAD

: P.0. BOX 275 - JESSUP, MARYLAND 20794 Page of

1. DEPARIMENTIAGENCY 2. DIVISION Z Sp/bt) 3. UNIT

DEFINITION - Records Series - A group of related recorde normally
4. RECORD SERIES THLE

filed and used as & unit for reference 8¢ well as ratenton and disposition purpesss.

) . 5. EARLIEST YEAR / LATETEST YEAR
N , p D5 /QZ/(/,%)@ 10

6. RECORD SERIES DESCRIPTION { Briafly describe the types of Informationvdocuments/forms found in the Series. (nciude the purpose or function of the

Senes)

7. RECO SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ' 9. VOLUME /
/ . File Orawer(s)
Leller Size Q Microlilm

O Abphabelical O Microfim Reel (s) |
Q Computer Tape (s i
O Legal Size a Computer Tape O Numerical a Othet (Specily) }
O Bound Book O Floppy Disk O Chronologicat Number i
O Audio Tape Q Video Tage O Geographical ’ 10. ANNUAL ACCUMULATION |
i ’ eoutephica O File Drawer (s)
t Other (Specily) O Other (Specify) O Microfilm Reel (s)

|
a Compuler Tape(s) ;
Q Other (Specify)

Number

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

G Daily O Weekly O Monlhly

O Monih{s) a  Yeal(s)
Number

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (It yes. specify agency or office) i'

a Yes Q No
15. ACCESS RESTRICTIONS (It yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS ‘
0 Yes O No a  None a Slate O  Federal O independent

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

-
[

. RECOMMENDED RETENTION i

o Yer o N P;J;'”ng FU e tl @%@W '

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

)4/ v

LALAL 2 A B R D Y S )




INSTRUCITIONS - TVI'E O PIINT A SEPARATE FORM TOR EACI NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDWLE {0GS $50-1) . '

M%

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
721 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 20794

2Bl

AGENCY RECORDS INVENTORY

Page of

1. DEPARIMENTIAGENCY ) 2. omvision Z )7V/)4_/ 3. UNIT

DEFINITION - Records

Serles - A group of related records normaily filed and used as o unit for reference as

woll as retention and disposition purposes.

|

4. RECORD SERIES TITLE

ooty ita

5. EARLIEST YEAR / LATETEST YEAR

T0

Mo - Rk

I 6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documaents/lorms found in the Serles. Include the puipose or function of the Senes)

1. RECORD SERIES FORMAT(S)

Number

8. RECORD SBERIES SEQUENCE 9. VOLUME
O File Drawer(s)
% Size O Miciolim O Alphabetical O Microfitm Reel (s)
’ g Computer Tape (s)
O Legal Size O Compuler Tape O Numerical OILD O Other (Specdy) _____
O Bound Book O Floppy Disk O Chronological Number
o 1 O Vi T o ical 10. ANNUAL ACCUMULATION
Audo Tape *eo Tape Geographics O File Orawer (s)
; O Microfilm Reet (s)
 Other (Spe a Other (S
et (Spectfy) Other ( pe‘cﬂy) O Computer Tape(s)
W, “Hla O Other (Specdy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Qo Daily O Weekly O  Monlhly O Month(s) O Yeai(s)

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

‘o

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or office)

Q Yes

a No

15. ACCESS RESTRICTIONS (Il yes, cita taw(s) & tegulation(s)

Q VYes 0O No

16. AUDIT REQUIREMENTS

a  None a Slale

Q Federal o

Independent

17. IS AN IHDEX SYSTEM USED? {If yes, explain briefly and
describe any hardware/sollwate)

0 Yes 0 No

18. RECOMMENDED RETENTION

E 117"’7 :/éE:

V%Y b oclieg.

19. NAME AND ngte OF %

20. TELEPHONE NUMBER

21, -DAIE 5 ” 7’ /w

LA I Ay R TSN

“d tinse



INSTRUCTIONS .- 1Y€ OR PRINT A SEPARATE FORM FOR EACI! NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1) . )

1. DEPARTMENTIAGENCY
22

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

. 121 WATERLOO ROAD
P.O. BOX 275 . JESSUP, MARYLAND 20794

2 DIvISioN ﬂ /PLJ
Wiz sZez

Pege o

B Sa  — Nu

3. UNIT

e ooy

DEFINITION - Records

Serles - A group of related records normally filed and used as s unit for reference as

well 29 retention and disposition purposes.

4. RECORD SERIES TITLE

 Tbrch S

AR | LATETEST YEAR

J

ES‘T Yl

’2 Z%T

po .

’ 8. RECORD SERIES DESCRIPTION ( Briefly describe the Iypes of Information/documents/lorms found In the Beries. Include the puipose or function of the Senes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
u/( O File Orawer(s)
eller Size a Microfilm O Aiphabetical O Microfilm Reef (s)
» @ Computer Tape (s)
a Legal Size a Computer Tape o Numerical < G Other (Speay) _______ |
O Bound Book O Floppy Disk 0 Chronological | Number
a Audio Tape Q Video Tape O Geographical 10. ANNUAL ACCUMULATION
0O File Drawer (s)
0 Other (Specil O Other (Speci O Microfilm Reet (s)
1er (Specily) er (Specily) O Compuer Tape()
O Other (Spectly)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly G Monthly

Number

O Month(s) a

Year(s)

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

oidgr”

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(i yes. specify agency ot office)

O Yes O No
15. ACCESS RESTRICTIONS (i yes, cile law(s) & tegulation(s) 16. AUDIT REQUIREMENTS
i
0 Yes O No 3 None 0O Slale O Federal O independent

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

O Yes 0" No

18. RECOMMENDED RETENTION

Retain 3 years, then destroy

19. NAME §

20. TELEPHOMNE NUMBER

21, DATE 7/}7/&0

Nese tea g oL

aad tinae




INSTRUCTIONS .. 1YIE OR PRING A
REVISED NECORD SERIES. FO
SCHEDWE (0GS 5§50.1)

SEPARATE FORM FOR EACH NEW
RWARO WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7218 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20794

Page

of

1. DEPARIMENT/AGENCY

Wmmz‘;’:

2. DIVISION

\—-‘
3. UNIT

Tt
DEFINITION . Recorde Serles -

A group of relsted recorde normally filed and used as a unit for reference as

wsli as retention and disposition purpesss.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
4
707 10

IT. RECORD SERIEE DESCRIPTION ( Briefly describe the

plod pooedo
Mhawong?
@ Wt ghocal
Lo LRyB-

et

{ypes of Information/documents/forms found in the Series. Include the puipose or function of the Sanes)

(Memrsastnid Ot Cace’)

7. RECORD SERIES FORMAT(S)

eller Size O Microfim
O Legal Size a Computer Tape
0 Bound Book a Floppy Disk
O Audio Tape O Video Tape

U Other (Spectly) _Lon. A /)IA/MQQ

0. RECORD SERIES SEQUENCE
a Abphabelical
O Numerical
@ Chronological
QO Geographical

O Other (Specily)

9. VOLUME
a File Drawer(s)
O Microlilm Reel (s)
O Computer Tape (s)

3. O Other (Spectly) ________ |

|

|

[

i

|

Number !

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

|
0 Computer Tape(s) l
a Other (Specify)

Number

11. FILE IS USED

0 Daily O Weekly Q  Monlhly

12. FILE BECOMES INACTIVE AFTER

Number

O Month(s) Q  Year(s)

1:. CURRENT LOCATION(S) (Bldg . Floor, Room)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

O Yes

(I yes. specily agency of office) I

O Neo

15. ACCESS RESTRICTIONS (i1 yes, cite taw(s) 8 tegulation(s)

a Yes O No

16. AUDIT REQUIREMENTS

G None

a Slate

17. IS AN INDEX SYSTEM USED? {If yes, explain briefly and
descibe any hatdware/soltware)

O Yes Pa) o’ No

18. RECOMMENDED RETENTION

e

19. NAME AiID ﬁlii 0; PEEPXQER :

20. TELEPHONE NUMBER

O Fedetal o

Independent

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

21. DAT

gl oo

(ALl A 4. B RTL PRy I



::c:vl RIUCIIONS - TYPE O PIRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
'SED NECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION :
SQEDWLE (0GS $30.1) : ' 7273 WATERLOO ROAD

Page of

P.0. BOX 275 . JESSUP, MARYLAND 20794

B
1. DEPARTMENT/AGENCY ﬁ /0/14)

. 
) 3. UNIT
W LB B2 NG | Geewm Friea

DEFINITION - Records Serles - A group of related recorde normally
4. RECORD SERIES TITLE

Med and used as a unit for reference as weil ae retention and disposition purpoeas.

. 5. EARLIEST YEAR / LATETEST YEAR
. ,, o o
AL fIe ' ——T10 :

LY 7 el

Inciude the puipose of function of the Series)

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/iorms found in the Berles.

Ao o

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE . 9. VOLUME
' O File Orawer(s) .
o-tefier Size 0 Microlim O Alphabetical O Microlilm Reel (s) |
’ ‘ 0 Computer Tape (s)
O Legal Size o Computer Tape ‘ O Numerical f b O Other (Specily) |
Q Bound Book O Floppy Disk O Chronological ‘ Number !
O Audo Tape O Video Tage O Geographical 10. ANNUAL ACCUMULATION |
a File Orawer (s) |
U Other (Spect O Other (Specit O Microfiim Reel (s)
(Specty) (Speciy) O Compuler Tape(s). I
a Other (Specdy)
Number ]

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Daily O Weekly QO Monlhly

Q  Month(s) a  Yeai(s) l
Number

13. CURRENT LOCATION(S) (Bldg , Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency or office) |

@%ﬁé a  Yes 0 No

15. ACCESS RESTRICTIONS (Il yes, cile law(s) & fegulation(s)

16. AUDIT REQUIREMENTS
O Yes 0O No

O None 0 Slale O Federal O Independent

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

18. RECOMMENDED RETENTION :
describe any hardwarelsollware) % W d./ T 26 /1) Ll m
) - /
. 2

O Yes o No M
A -
19. NAME AND )@ P%M 20. TELEPHONE NUMBER 21. DATE / /

NIE CPA 3 seina ane




INSTRUCTIONS - 1YI'E OR PIINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD wnu RECORDS RETENTION
SCHEDWLE (0GS 550-1) ' )

WM(M'Z:TL

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 275 . JESSUP. MARYLAND 20794

2 DIVISION 44/
W&&,%ZZZL/

Page of

3""’ /

. - \ —
1. DEPARTMENTIAGENCY

DEFINITION - Records Serles - A group o! telated records normally filed and used as a unit for reference se

well as retention and dlsposition purpeses,

4. RECORD SERIES TITILE

Wﬁ?ﬁ%

5. EARLIEST YEAR ! LATETEST YEAR

A

6. RECORD SERIES DESCRIPTION ( Briafly describa the types of Information/documaents/torms found in the

Series. Inchude the puipose or function of the Senes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

Number

0 Month(s) o]

9. VOLUME
O File Drawer(s)
o-Gelter Size O Microhim O Aphabeiical O Microfim Reet (s) l
’ O Compuler Tape (s)
O Legai Size a Compuler Tape O Numerical O Other (Specdy)
0 Bound Book a Floppy Disk 0 Chronologicai Number
Q Audio Ia e 0 Video Tape oG ical 10. ANNUAL ACCUMULAHON
p ° eogteoh 0 File Orawer (s)
Q Olhes (Specit O Other (Specif O Microfilm Reel (s)
(Speai) (Speciy) a Compuler Tape(s)
O Other (Specdy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daiy O Weekly O Monlhly

Yeai(s)

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

Hpee

-

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

g Yes

{1t yes. specily agency or office)

a No

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

a Yes o No

16. AUDIT REQUIREMENTS

a None 0 Slale

O Federal Q

Independent

17. IS AN IHDEX SYSTEM USED? (If yes, explain briefly and
describe any hardwarelsoliware)

O Yes 0 No

18. RECOMMENDED RETENTION

e fy%“?“”

““’L

%M %&W

19. NAME Amor /@MM

>
20. TELEPHONE NUMBER

=2l

[ATAL L A7 B RFTT PRSPPI N




' INSTRUCTIONS .-
REVISED RECORD SERIES. FORWARD
SCHEDULE (OGS 550.1)

. DEPARTMENT/IAGENCY

‘/DOWQQO/

TYPE OR PIMNT A SEPARATE FORM FOR EACH NEW
WITH RECORDS RETENTION

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

AGENCY RECORDS INVENTORY

2. Division

TN G

- DEFINITION - Records Serios -

A group of related records normally filed and used as & unit for reference es

00400 [

well as retention and disposition purposes,

4. RECORD S.ERIES TITLE

0 gitee (W) aglisdatee g
/C/L@.\)IOJ/Y% 20

5. EARLIEST YEAR / LATETEST YEAR

et Enal

8. RECORD SERIES DESCRIPTION { Briefly describa the types of information/documentsiorms found in the Series. Include the purposs or function of the Series)

Povatly, Regotee

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. O Fite Drawet(s)
Q Lelter Size O Microfilm O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
O Legal Size Qa Computer Tape 0 Numerical O Other (Specify)
o Bound Book O Floppy Disk 0 Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
0 Other (Spect O Other (Specif O Microfilm Reel (s)
et (Specty) (Specily) 0 Computer Tape(s)
T Other (Specify)
) /?)/0—70 Number

11. FILE IS USED

0 Daily O Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

O Monih(s) O Year(s)
Number

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

Prado fBann

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

g VYes . 0 No

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

0O Yes 0O No

a None 0 State.

O Federal O Independent

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

18. RECOMMENDED RETENTION
describe any hardware/sofllware)

Wﬂwww

O Yes O No

ald /0{’ ;\dj&ég L%‘&Mt ‘é.u.d
And ake Gudik vt s e Yo

20. TELEPHONE NUMBER

19. NAME Mg TITtE 0 PARER

/A(’n) (Q_’f M}”L/1
21, DAIE

7//§/w

DGS 550.4 (Nevised 1193)



_ INSTRUCTIONS .. YYPE OR PrUINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550. 1)

{. DEPARTMENT/AGENCY

“Asteedp, CO .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

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

2, DivisioN

0 P40

3. uNT Zos Walss -
O A ean P

" DEFINITION - Records Series

- A group of related records

normally filed and used as & unit for reference s well ae retention and disposition purposes.

4. RECORD SERIES TITL

5. EARLIEST YEAR / LATETEST YEAR

‘& 10

8. RECORD SERIES DESCRIPTION ( Briefly descnibe the types of Information/documents/iorms found in the Series

. Include the purpose or function of the Series)

Lot frommnte poctens s5nte

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Leller Size O Microfim O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
O Legal Size a Compuler Tape O Numerical O Other (Specify)
O Bound Book O Floppy Disk 0O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
i icrofi t(s)
o ot il Q@ Other (Speci O Microfilm Ree
Other (Specty) (Specity O Computet Tape(s)
/ é Q Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly a  Monlhly O Month(s) Qo Year(s)

Number

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

Rrado Baun

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

a  Yes . 8 No

-

5. ACCESS RESTRICTIONS {If yes, cite law(s) & regulation(s)

0O Yes O No

16. AUDIT REQUIREMENTS

O None Q Slate O Federal O Independent

-

1. IS AN INDEX SYSTEM USED? (I yes, explain briefly and
descrbe any hardware/soflware)

O Yes 0 No

18. RECOMMENDED RETENTION

m S'(/ 6% @‘V&’ &y\@{ L(«r,l(,é (Q»éf ﬁudéQ”
A Guiirernints ave e e, Ahigns WM?,

19. NAME AND HTLE OF PR

20. TELEPHONE NUMBER 21. DATE
Y n/ o

NGS 5504 (Nnvised 1193)




s emtSRL VRIS

leum; JORS - IYPE OR PRING A SEPARATE FORM FOR EACI NEW | DEPARTMEN NERAL SER

:m:!mmmmn % FORMARD Wk RECORDS RETENIION \RTMENT OF GENERAL SERVICES
| 7273 WATERLOO ROAD

PO, BOX 78 . JESSUP, MARTLAND 20794 Page

N

WM/ %ﬁ;@%ﬁf :. ﬂm 3 umr

" - DEFINITION - Recarde Setles - A group of related recorde normally filed and used a9 o nm\%};’mo 80 well 80 retention and dlepesition purpesss,
4. RECORD SERIES TITLE

w . /? V(/&,Q/ 8. EARLIEST YEAR / LATETEST YEAR
1) i@)w 4 d@% %195&% ' 0’2 1o
6. RECORD SERIES DESCRIPTION ( Biefly descri the ypes of Inormatio/documentsioms found in the Seres. Inchude the pupose or function of the Senes)

ﬂ%a/m@% CQMM% o € e Aagl, WMLW
/@W,}//m

on G |
oy VLX M

7. RECORD S8ERIES FORMAT(S) 0. RECORD SERIES SEQUENCE 9. VOLUME
0/( : o File Drawet(s)
efter Size ictoli Q Alphabetical : O Microfikm Ree! ()
: a Computer Tape (s)
O Legal Size . O Numerical Q Other (Specdy)

O Chonokgicl Number

O Geographical 10. ANNUAL ACCUMULATION
: - a Fie Orawer (3)
© Other (Specd O Other (Specily O Microfim Reel (s)
( " ( ) 0 Computer Tape(s)
- ' O Ofher(Speciy)

O Bound Book

O Audio Tape

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

O Daiy O Weekly G Monihly O Month(s) a  Year(s)

Number

1. CUZR.ENI LOCATION(S) (Bidg, Floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWNERE? (f yes. specily agency of office)

a Yes . O Ne

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

Yes o No O None o site O Federal O Independent

F

- Screen annually. Destroy material having no
17. 1S AN IHDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTIO ¢ 11,cr fiscal, l)e,gal or operational value. Retain
descibe any hardware/sollware) permanently any material that serves to

» . : ‘ - document the origin, development and
o Yes 0 No - . accomplishments of the department. Transfer

periodically to the MD State Archives

Pa) —_ ]
19. HAME AWOF W 20. TELEPHONE NUMBER Lo oate

/m/m

VP PR e aad SR




