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RECORDS MANAGEMENT DIVISION .
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C-948
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Agency
Worcester County

Division/Unit
County Commissioner/Central Files

Item No

Description

Retention

1

2

Leave records
Financial/accounting statements — old ledger size boxes

Insurance — land/equipment

Environmental condition report and proposal
watershed

Studies, reports, plans — water, conservation, comprehensive
plan

— Timmonstream

“origin, development and

Retain for 3 years, then destroy
Retain 3 years, then destroy

Retain until policy is
discontinued, plus 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.

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the

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

Approved by Department, Agency or Division Representative

Date

Signature

Type Name

Title

(ay IS 2062

L A e

Gerald T. Mason

Date

Chief Administrative Officer

Schedule Authorized by State Archivist

JUN 27 2002

Signaturé ;

e /77~
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Division/Unit
County Administration/ Central Files

Item No

Description

Retention

1

2

Leave records
Financial/accounting statements — old ledger size boxes

Insurance — land/equipment

Environmental condition report and proposal — Timmonstream
watershed

Studies, reports, plans — water, conservation, comprehensive
plan

Retain for 3 years, then destroy
Retain 3 years, then destroy

Retain until pblicy is
discontinued, plus 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.

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.
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C-948

(CONTINUATION SHEET) Page 2 of 10
Item No ' Description Retention
6 Civil infractions — lawsuits, civil infractions — paid and District Court — retain for 7
unpaid years after closed, then destroy
7 Proclamations — commendations Retain for 1 yéar, then destroy
8 Code home rule — couhty code, correspondencé with state/ Retain until updated or

general code publishers

9 County and state legislation — smart growth, gambling 1999-
2000, Maryland Legislature 1998, 1999, 2000, food tax —
Ocean City

10 Budget officer information

11 Law — legal documents, attorney/county correspondence

12 Ethics board — general, law and procedures, actions, state

opinions, disclosure of gifts, disqualifications, election
reports, candidate disclosure, findings, complaints, cases

13 Court cases

superseded, then destroy

Retain until updated or
superseded, 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.

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.

District court — Retain for 10
years after closed, then destroy;
circuit court — retain for 50
years, then destroy




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C-948

(CONTINUATION SHEET) Page 3 - of 10
Item No Description Retention
14 Closed session requirement Retain until updated or

15 Competitive bid file

16 Commissioner’s background data

17 Financial management rules

18 Memorial information — press, program, accomplishments
19 County slogan — contest

20 County flag, seal and history

superseded, then destroy

Retain unsuccessful bids for 1
year after bid decision, then
destroy

Retain for 4 years after term
expires, 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 1 year, 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.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

- RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. C-948

Page 4 of 10

Item No

Description

Retention

21

22

23

24

25

26

27

Investment policy — resolution

Legal advertising — notices to papers
Certificate of publications — certificates for notices published
NAACP — correspondence

Circuit court — grand jury, state hospital evaluation, court
reporter

Orphan’s court — correspondence
State’s attorney — correspondence, child support, program

information, agreements, budget information, narcotics lead
team

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, then destroy
Retain for 3 years, then destroy
Retain 3 years, then destroy

Retain for 50 years, then destroy

Retain for 10 years after closed,
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.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C-948

(CONTINUATION SHEET) Page 5 of 10
ll\;:::n Description Retention

28 Elections — elections board information, contrast, vacancy Screen annually. Destroy

information, funding, correspondence 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.

29 Other general government — audit, court house general, court Screen annually. Destroy
house capital outlay, court house projects, telephone systems, | material having no further fiscal,
Ross Street property, Ocean City hall, Snow Hill Elementary, | legal or operational value.
Masonic Hall, Opera House, 3 and 4™ Street bulkhead, Retain permanently any material
Borrow Pit, assessment office and equipment, farm leases, etc. | that serves to document the

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

30 Sheriff — state aid for police protection, mutual aid agreement, | Disperse to appropriate
vehicles, sheriff’s budget and finance, radio and equipment, department, then retain
FCC grant, drug program, vehicles, hot spots, cops fast remainder until updated or

_ superseded, then destroy; keep
current information only.

31 Emergency services — fire marshal, civil defense, specific Disperse to appropriate
hurricane disasters, emergency medical services, medical department, then retain
examiner, emergency operations plans, various 911 files remainder until updated or

superseded, then destroy; keep
current information only.

32 Jail — supplies and equipment, staffing policies, construction Disperse to appropriate

files, jail expansion, juvenile detention facility, inspection
reports, population reports, work release, prisoner complaints,
state prisoners, etc

department, then retain
remainder until updated or
superseded, then destroy; keep
current information only.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C-948

39

companies, fireman’s training center, volunteer fire companies
state aid, LOSAT, membership requirements, fire chief
meeting

(CONTINUATION SHEET) Page 6 of 10
Item Description Retention

No.

33 Comprehensive planning — new Disperse to appropriate
department, then retain

‘remainder until updated or
superseded, then destroy; keep
current information only.

34 Animal control — reports, dog study committee, humane society | Disperse to appropriate

' department, then retain
remainder until updated or
superseded, then destroy; keep
current information only.

35 Personnel — assorted correspondence, policies, personnel office | Disperse to appropriate

search, deferred compensation, public safety personnel review | department, then retain

committee, state pensions, legal holidays, sick leave bank, remainder until updated or

department head meetings, etc. superseded, then destroy; keep
current information only.

36 Development review and permitting — planning commission, Disperse to appropriate

technical review committee, Chesapeake Bay critical area, department, then retain

EDUs, plumbing codes, state clearing house, etc remainder until updated or
-superseded, then destroy; keep
current information only.

37 Fire marshal — forensic investigator Disperse to appropriate
department, then retain
remainder until updated or
superseded, then destroy; keep
current information only.

38 Water and wastewater services — commission membership, Disperse to appropriate

shared facilities, innovative sewage systems, department, then retain
stockton/girdletree sewage plan, Neward sanitary district, remainder until updated or
Ocean Pines sewage plant, etc. superseded, then destroy; keep
current information only.
Volunteer fire and ambulance companies — volunteer fire Retain until updated or

superseded, then destroy




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

| Schedule No. C-948

Page 7 of 10

(CONTINUATION SHEET)
gzm Description Retention
40 Maintenance — general maintenance and operations, safety Disperse to appropriate
program, pest control, boilers, elevators, new shop department, then retain
remainder until updated or
superseded, then destroy; keep -
current information only.
41 Landfills — equipment, alternatives to landfilling, engineering Screen annually. Destroy
and permits, Pocomoke landfill, Snow Hill landfill, Berlin material having no further
landfill, Central landfill, Logtown site, other alternative sites, fiscal, legal or operational
solid waste trips, recycling, road contract value. Retain permanently any
material that serves to
document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives. :
42 Roads — yearly file, equipment, EDA grants, Ocean Pines roads, | Disperse to appropriate
roads employers, amendments to roads inventory, road bonds, department, then retain
state aid, SHA, street lighting, etc. remainder until updated or
superseded, then destroy; keep
current information only.
43 Other public works — Pocomoke airpoft, Ocean City airport, Retain until updated or
safety, gas and fuel oil, cable franchise, energy conservation, superseded, then destroy
central fuel facility, water and sewer plan, eastern shore gas
franchise, Worcester County ride
44 Health — health officer search, health clinics — each site, Retain until updated or
environmental health, health nuisances, Berlin health center, superseded, then destroy
Ford permit fee exemption, Pfisteria, Pocomoke River learning
center
45 Mosquito control Retain for 5 years, then destroy
46 Commission on aging — board membership, MAC centers — Retain until updated or
each site, SSTAP, MYAB superseded, then destroy
47 Other health and social services — PHG, AGH, Pocomoke Retain until updated or

Health Care Corporation, health needs plan, Isle of Wight
Medical Center, nursing homes, Social Services Board, etc. .

superseded, then destroy




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. C-948

Page 8 of 10

Item
No.

\

Description

Retention

48

49

50

51

52

Board of Education — school construction, capital
improvements, athletics, pupil transportation, education task
force, impact fee liaison committee, Stephen Decanter High
School renovation

Wor-Wic Tech — pupil transportation, local advisory council,
pre- Wor Wic

Recreation — board memberships, recreation plan, POS, county
parks, grasscutting, concession privileges, Mid-Atlantic soccer,
complaint, Berlin post office/Ocean Pines, Whaleyville Park,
other parks '

Libraries — library board, specific libraries, archivist grant,
bookmobile

Other recreation and culture — Isle of Wight pavilion, baseball
stadium, historical trusts, historical site survey, Lighthouse -
Sound acquisition, etc.

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

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.

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.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C-948

(CONTINUATION SHEET) Page 9 of 10
gﬁm Description Retention

53 Extension service — building lease, Ag extension service Retain for 4 years after lease

expires, then destroy

54 Natural resources/other natural resources — stormwater Screen annually. Destroy
management, released stormwater management bonds, material having no further
conservation easements, Johnsongrass, gypsy moth, resource fiscal, legal or operational
conservation and development, etc. value. Retain permanently any

: material that serves to
document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

55 Economic development — tourism, housing, EC advisory board, | Disperse to appropriate
housing rehabilitation, private industry council, railroads, bonds, | department, then retain
aluglass, tourist information center, Perdue fertilizer plant, Bel — | remainder until updated or
Act, Rails to Trails, northern visitor center superseded, then destroy; keep

current information only.

56 General debt service — bond rating, various bonding projects, Retain for 10 years after bond
school debts release, then destroy

57 Revenues — admissions and amusement taxes, tax differential, Retain 3 years and until all
income tax, assessments, property tax assessment appeals board, | audit requirements have been
etc. met, then destroy

58 Insurance — bids, NSA liability, old policies Retain unsuccessful bids for 1

year, then destroy; retain

successful bid and policy

information for life of policy
- plus 4 years, then destroy

59 Other public safety — state police, county police force ‘Retain until updated or

superseded, then destroy

60 Annexation/misc — municipal annexation requests, 350" Retain anniversary

anniversary

permanently. Transfer to
Maryland State Archives; retain
requests S years after action,
then destroy
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Page 10 of 10

(CONTINUATION SHEET)
l{}f)m Description Retention
61 Boat landings — specific landings, commercial boat leases for Screen annually. Destroy
WOC, governor’s ramp 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.
62 Other education — marine research center, OC college, medical | Retain until updated or
scholarships superseded, then destroy
63 Students in government — correspondence to schools Retain for 1 year, then destroy
64 Certification Retain until updated or
superseded, then destroy
65 County boards, general — policy, oath, pay information Retain until updated or
superseded, then destroy
66 Capital improvements — correspondence, press information Review and return to DPW
67 Capital projects — correspondence, budget figures, remedial Review and return to DPW
action plan after project completion
68 Treasurer — tax credits and exemptions, uniform financial report, | Review and return to

tax bill, tax sales, personal property tax, room tax

Treasurer’s Dept at end of
project
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{HSTRUCIIONS - TYPE OR PIMMT A SEPARATE FORM T OR;EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727S'WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

1. DEPARTMENT/AGENCY ’ )

U s1eedil Coceilo

2. DIVISION

3. UNIT,

boticd fb

DEFINITION - Ro'covdl Sertes - A group of

ated rocords normally fited and used sa & unit for reference as

woll 30 retention and disposition purposes.

4. RECORD S.ERIES'THLE

L vuee, Reooeds

5. EARLIEST YEAR / LATETEST YEAR

MY 1

8. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documentsfforms found in the Series. Include the putpose of funclion of the Series)

7. RECORD SERIES FORMAT(S)

O Leller Size O Microlilm

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

0 Audio Yape O Video Tape

0 Other (Specily) S~ 3/1,4,.»6 %d&w

8. RECORD SERIES SEQUENCE

o

Alphabetical

a

Numerical

a

Chronological

a

Geogiaphical

=]

Other (Specify)

8. VOLUME
O File Diawer(s)
O Microfilm Reel {s)
O Computer Tape (s)
O Other (Specify)
Number

10. ANNUAL ACCUMULATION
O File Oiawer (s)
D Microfilm Reel (s)
O Compuler Tape(s)
O Olher (Specify)

Number

11, FILE IS USED

o0 Daily O Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

=]

Number

Month(s) o

Year(s)

13. CURRENT LOCZIION(S)_(BIdg., Floot, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(i yes, specify agency or office)

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

17. IS AN INDEX SYSTEM USED? (Il yes, explain briefly and
descibe any hardwarelsollware)

0O Yes 0O No

18. RECOMMENDED RETENTION

WM?Y/ Ahins Bpaney.

Py /)
19. NAME Aufﬁ{w M

20. TELEPHONE NUMBER

DGS 5504 {Revised 193)




REVISED RECORD SERIES.
SCHEDULE {DGS $50-1)

INSTRUCIIONS - 1YPE OR PIUNT A SEPARATE FORM T OR EAGH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

1.

DEPARTMENTIAGENCY ’

2. DIVISION

Cé/-:i . sl

3. UNMM (

DEFINITION - Recorde Serles - A group of vgnd tecords normally filed and used se a unit for refersnce a»

woll as retention and disposition purposes,

LR

RECORD S‘ERIES'IIILE

T An

MM%

5. EARLIEST YEAR | LATETEST YEAR

ba'So_

€. RECORD SERIES DESCRIPYION ( Brielly describe the lypes of Information/documentsiforms found in the Series.

Include the purpose or funclion of the Series)

\
7. RECORD SERIES FORMAT(S)

O Lelter Size o Microhilm

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

0 Audio Tape O Video Tape

¢

0 Other (Specily)

8. RECORD SERIES SEQUENCE
O Alphabelical
O Numerical

O Chionological

a

Geographical

a

Other (Specify)

9. VOLUME
O File Drawet(s)
0 Microfiim Reel (s)
O Computer Tape (s}
0O Olher (Specily)
Number

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

)
NAME ANWF PM

20. TELEPHONE NUMBER

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

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

Numbet
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency of office}
g Yes 0O No

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

O Yes 0 No O None O Stale 0 Federal O Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

describe any hardwarelsoliware)

| [ReTun Y,

O Yes 0 No den

19,

21. DATE

DGS 950.4 (Revised 1/93)



&

INSTRUCIIONS - 1YPE OR PIUNT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE {DGS 550-1)

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

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

WM/MW A Cogomi : W&é

DEFINITION - Records Serles - A group of telated records normally fled and used a» a unit fer refsrance e

woll se retention and disposition purposes.

4. RECORD S.ERIES MILE 5. EARLIEST YEAR I LATETEST YEAR

‘80

\ At 0 )

€. RECORD SERIES DESCRIPTION { Briefly describe the lypes of Information/documenisfiorms found in the Series

Lorid / & 7244;0/%@44

. Include the putpose or funclion of the Series)

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

O File Drawer(s)
© Microfilm Ree! (s)
O Computer Tape (s)
O Other (Specily)

O Leller Size o Microlilm O Alphabetical
O Lepa! Size o Computer Tape O Numerical

O Bound Book D Floppy Disk O Chronological Number

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

. O File Drawer (s)
0 Other (Specily) O Other {Specily) O Microfilm Reel (s)
O Compuler Tape(s)
O Other (Specify)

11. FILE IS UBED . FILE BECOMES INACTIVE AFTER

0 Daily 0 Weekly o Monlhly O Month(s) a
Number

13. CURRENT LOCATION(S) (Bidg., Floot, é:oom) . IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)

O Yes @ No

Yeav(é)

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

0O Yes 0 No O None O Slate O Federal D Independent

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

descibe any hardwarelsollware) p Y ‘ ,(,0 ﬂuﬁg&ﬂﬁ& )Méé
_ WM senZel

O Yes O No
/) e 3 Y) %) Af/f’aj;q
19. NAME AWOF M b TELEPHONE NUMBER 21 DATE

7/// ¢ &0

0GS 5504 (Ravised 1/93)




INSTRUCTIONS - 1YPE OR PIINI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page o

1. DEPARTMENT/AGENCY

2. DIVISION 3. UNIY

DEFINITION - Records Serles - A group olghd tocords normally filed and used ss s unit for reference as

well 9 retention and disposition purposes,

4. RECORD S‘ERIES"IHLE

5. EARLIEST YEAR / LATETEST YEAR

0. RECORD SERIES DESCRIPVION ( Briefly describe the Iypes of informationvdocuments/forms found in the Series.

g ' #'ZZL cz ;éséa.wéw ,'Lﬁlgﬁ. Z’g‘md "9 1o

M t2a_

Include 1he purpose or function of the Series)

Jrnrmrn e ) g Byt

7. RECORD SERIES FORMAT(S)

O Letler Size O Microlilm

O Legal Size 0 Computer Tape
%nd Book o Floppy Disk

0 Audio Tape O Video Tape

0 Other (Specify) l / v

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Diawer(s)
O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
O Numerical O Other (Specily)
O Chronologicat Number
O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
O Other (Specily) O Microfilm Reel (s)
O Compuler Tape(s)
O Other (Specify)
Number

11. FILE I§ USED

o Daily O Weekly 0  Monlhly

12. FILE BECOMES INACTIVE AFTER

O Monthis) O  Years)

Number

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

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

O Yes O No

15. ACCESS RESTRICTIONS {If yes, cile law(s) § regulalion(s)

O Yes O No

16. AUDIT REQUIREMENTS

O None 0 State O Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain biiefly and
describe any hardwarelsoflware)

D Yes D No

Screen annually. Destroy material having no
er fiscal, legal or operational valye. Retain
permanently any materig] that serves to
documeqt the origin, development and
accpmphshments of the department Transf:
periodically to the MD State Archiv;:s o

18. RECOMMENDED RETENTION

)
19. NAME WOFM

20. TELEPHONE NUMBER 21. DATE

Iy + Hoa

(}GS 550.4 (Revised 1193)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM F OR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (UGS 550-1}

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.0. BOX 275 - JESSUP. MARYLAND 20794 Page ot

1. DEPARTMENT/AGENCY

2

2. DIVISION

3. UNIT

(¢}

DEFINITION - Records Serlos - A group of related records

nermally filed snd used as a unlit for reference as

4. RECORD SERIES TITLE

MM, W) /:/ﬁm/m

5. EARLIEST YEAR / LATETEST YEAR
’ [ / ’
7& 3 ,_mfa 5

Tt
W

WWWM;’ /E)Z@ﬂ,

6. RECORD SERIES DESCRIPYION ( Brielly describe the lypes of Information/documentsiforms lound in the Series.

Include the puipose or function of the Series)

woll as retention and disposition purposes,

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
O File Drawer(s)
o Lelter Size o Microlitm O Alphabetical O Microfilm Reel (s)
D Computer Tape ()
O Legal Size 0 Computer Tape O Numerical 0 Other (Specify)
O Bound Bock a Floppy Disk O Chionological Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACgU:lleJL[:::): (5)
U Olher (Specily) O Other (Specily) z g::r:::::vﬁi‘:e((:))
O Other (Specify)
Number
14, FILE 18 UBED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monthly O  Monthis) a  Year(s)
Numbet
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (il yes. specily agency of office)
O Yes . O No
15. ACCESS RESTRICTIONS (Il yes, cile law(s) 8 regulalion(s) 16. AUDIT REQUIREMENTS
O Yes O No O None O Slate D Federal O Independeni
?‘cr(;en ?nnually_ Destroy matenal having no
] urther fiscal, legal or operati :
17. 1S AN INDEX SYSTEM USED? (If yes, explain brielly and 18. RECOMMENDED RETENTION permanently aﬂygmaterizl rt?lgtogzrlv\:;l;le. Retain
descibe any hardwarelsoltware) document the origin, development ando
: accomplishments of the department. Transfer
O Yes ) O No penodically to the MD State Archives
19. NAME E OHP 20. TELEPHONE NUMBER 21. DAIE

i A

)GS 550-4 (Ravised 1/93)




7o)

' IN,S[[WQ]_IQNS - TYPE OR PIINT A SEPARATE FORM FOR EACH NEW
; ““VISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
LS (DGS $50.1)

151 verARIMENTIAGENCGY.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

e ’&_MJW

2. DIVisioN

DEFINITION - Records Serles - A wou;d;nlmd recorde normally

filed and used as g unit for Teference ae well as retention and disposition purpeses,

4. RECORD SERIES WILE

5.. EARLIEST YEAR / LATETEST YEAR

Y S

8. RECORD SERIES DESCRIPTION ( Bilefly describe the t

o

ypes of informaliorvdocuments/forms found in the Series. Include Ihe p

| D (o)

Conel WM — o e [ ﬁ%@) /1D)

1968 - Aﬁ,e_/?t L.

uipose or function of the Series)

7. RECORD SERIES FORMAT(S)

0’@ Size

0 Microlim

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

QO Alphabetical Q Microfilm Reel (s)

O Computer Tape (s)
O Legal Size O Compuler Tape O Numerical , Q G Other (Specily) ______
0 Bound Book o Floppy Disk O Chronologicat Number ’
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
0 Other (Specil O Other (Specif O Microfilm Reel (s)
(Speciy) . (Specily O Compuler Tape(s)
© Other (Specify)
 Number
11, FILE 1S USED 12, FILE BECOMES INACTIVE AFTER
o Daily O Weekly 0 Monlhly a . Mon!h(s) 0 . Year(s)
Number

13. CURRENT tOf:MION(S) (Bidg., Floor, Room)

Codiat

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

s~ 0O Yes ' . D_No

15, ACCESS RESTRICTIONS (i1 yes, cite law(s) & regulation(s)

O Yes 0 No

16, AVDIT REQUIREMEMTS

O None 0 Slale

o Fedelal 0 Independent

17. 1S AN INDEX SYSTEM USED? (It yes, explain brielly and
descibe any hardware/sollware)

0 Yes O No

18. RECOMMENDED RETENTION
Oeitice Coust = Pufiws fos 7Y s hind,

r [

19. NAME AND TITLE OF PREPARER

20. ‘TELEPHONE NUMBER 21, DATE '

I+ #lo




I INSLRUCLIONS - TYPE OR PIINT A SEPARATE FORM FOR EACH NEW
; RVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
i S GTLE OGS 850-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
- 7215 WATERLOO ROAD

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

“I:1. veraRiMENTIAGENCY. :

AGENCY RECORDS INVENTORY

2, OIVISION

for refstence s

3. uNIT

(74
DEFINITION - Records Setles - A group of related records normally flled and used ap []

well ae retention and disposition purpeses,

C T ) | 5. EARLIEST YEAR ! LATETEST YEAR
MMW‘ | | 19975

4. RECORD S'ERIES TITLE

8. RECORD SERIES DESCRIPTION { Brlefly describe the types of Informationvdocuments/iorms found in the Series. Include the pur

pose or funclion of the Series)

‘

7. RECORD SERIES FORMAT(5) 8. RECORD SERIES SEQUENCE 9. VOLUME

Q File Drawer(s)
O Leller Size , O Microlilm O Microfilm Reet (s)
O Compuler Tape (s)

O Other (Specify)

O Alphabetical

© Lepal Size O Computer Tape Numerical

O Bound Book Q Floppy Disk Chronological Number

O Audio Tape O Video Tape Geographical ~ | 1. ANNUAL AccumuLATION

a File Drawer (s)

! ' - Other (Specif O Miciofim Reel (s)

0O Other (Specily) ‘er( pecify) 2 Commte T
o 1.0"'!9' (Specify)

Number

——————— e

1. FILE I5 USED 12, FILE BECOMES INACTIVE AFTER

o Daiy O Weekly a Monthly : , @ . Monhis) O . Yeas)
Number ' '

13. CURRENT LO ATION(S) {Bldg., Floor, Room)
.

;W: Lz~ O Yes A . @ N

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

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

18. AvDIT REQUIREMENIS

0 Yes 0O No

O None O Slate O Federal ] Indepgndenl

gt

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

18. RECOMMENDED RETENTION
descrbe any hardwarelsoliware)

0 Yes O No

19. NAM TLE REGARE 20. ‘TELEPHONE NUMBER : ‘ 21, DATE
18P 18 ) i w8l

5

DGS 550.4 {Rovised 1193)




" INSTAUCTIONS - TYPE OR PRINE A

.; 7LVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SEPARATE -ORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

€7 HTULE (DGS $50-1)

L

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

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

“, DEPARIMENIIAO!NCY

W/MW

2, DIVISION
i LR
(4 .

DEFINITION - Records Serles -

7@%/4@ :
4
A group o' related records normally filed and used a9 s v for 1eference ee wall ae retention and dieposition purposes.

4. RECORD SERIES TITLE

Coole

5. EARLIEST YEAR / LATETEST YEAR
M 10

Co-clos

8. RECORD SERIES DESCRIPTION ( Brlelly desctibe the types of Informationvdocuments/lorms found In the Series

. Include the puipose of function of the Saries)

b W/W/ Meneecd oty /O-wé‘-&a/e,w

7. RECORD SERIES FORMAT(S5)

8. RECORD S8ERIES SEQUENCE 9. VOLUME

O File Orawer(s)

Leller Size O Microlim O Alphabetical O Microfilm Reel (s)
0 Compuler Tape (s)
O Legal Size O Compuler Tape O Numerical ) - @ Olher (Specily) —_—
) [Z&ézé&a
O Bound Book O Floppy Disk O Chronological Number :
0 Audio 1 O Video T O Geographical 10. ANNUAL ACCUMULATION
v Tepe 0 Tepe o9'ep O File Diawer (s)
uon f O Other (Specil D Microfilm Reel (s)
Other (Speciy) (Specil) © Compuler Tape(s)
Q Other {Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
B Daily 0 Weekly O Monthly : O Month(s) 0 Years)
Number

1. CURRENI LOCAIION(S) (Bldg., Floor, Room)

SWW“’

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency or olfice)

L+~ O Yes _ . O No

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

0 Yes O No

16. AUDIT REQUIREMEP_"S

17. 1S AN IMDEX SYSTEM USED? (If yes, explain briefly and
desciibe any hardware/soflware)

O Yes ' D No

O None 0 Siate D Federsl O Independent
18. RECOMMENDED RETENTIOI
Retain unt‘il~u_p$1ted or
superceded, then-destroy
Cnn-ciiy ’ N

/)
19. NAME AWF M

20. TELEPHONE NUMBER 21. DATE

)/ v &/

DGS 550.4 {Revised 119)




l INSTRUCTIONS - TYPE OR PIING A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
.; "SVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
;o © L (OGS 850-1) 7275 WATERLOO ROAD
‘_ P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page o

“II%1. vEPARIMENTIAGENCY. : 2. DIVISION

. M%g s ol Tied Pl

DEFINITION - Records Serles - A group ol Talated 1ecords normally filed and used as o well ae retention and disposition purpesss,

4. RECORD SERIES TITLE 7 5.  EARLIEST YEAR / LATETEST YEAR

M* . ‘ 10

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of information/d

it Moo

/g%,&«&mﬂ/ lff’»oZMf)
Ind Zeg. )77, (799, Dseo
;éco-a/ (/6‘1/' J .,

ocumenis/lorms found in the Series. Include the puipose or function of the Series)

7. RECORD BERIES FORMAT(S) 0. RECORD SERIES SEQUENCE ‘ 9. VOLUME
O File Diawer(s)
O Lelter Size 0 Microlim O Alphabelical O Microfilm Reet (s)
O Computer Tape (s)
O Legal Size o Compuler Tape . O Numerical O Other (Specify)
O Bound Book a Floppy Disk 0O Chronological Number .
0O Audio Tape O Video Tape O Geographical . 10. ANNUAL ACCUMULATION
O File Drawer (s)
0 Other (Specify) O Other (Specify) O Microfilm Reel (s)
0 Compuler Tape(s)
O Other {Specily)
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly o Monthly O Month(s) O  Years)
Number

13. CURRENTY LOC?IION(S)_ (Blii, Floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency o office)
Wr .:~ O Yes ) . 0 No

7
15. ACCESS RESTRICTIONS (I yes, cite law(s) & regulation(s) 16. AUDIY REQUIREMEP_"S

O Yes O No O None O Slale a Fedelal O  Independenl

12, 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
descuibe any hardwarelsollware) Retain until updated or

A hol
O Yes g No W /(’794< superceded, then destroy

A A - .
19. NAME AWOF M 20. TELEPHONE NUMBER : 2. DAIE/ f/ﬁ)

2/l o+

OGS 550-4 {Revised 1/93)



" IHVSIBUVQJVIQMS =~ 1YPE OR PHINT A SEPARATE FORM FOR £ACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
: "‘.V_ISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
;0 FTEDGS $50-1) 7275 WATERLOO ROAD
i P.0. BOX 275 - JESSUP, MARVLAND 20794 Page of _
L . ._______._.___._J
.- " . t
1. DEPARIMENT/AGENCY. 2 DIVSION 3 uNIT g%&m-ﬁ.dt
1
> v - - & . ﬁ'rm ¢
225bc02ZZ] % (/”"VMW% oY o,  Cotitfits

DEFINITION - Records Serles - A group of related records notmally flled and ueed a9 o M

7 reforence ao well ae retention and disposition purpeses,
4. RECORD SERIES TITLE

' - 5. EARLIEST YEAR / LATETEST YEAR
e W f77102¢

1974

Include the puipose or function of the Series)

8. RECORD SERIES CRIPTION ( Brlefly descibe the lypes of Informationvdocumentsi{orms found In the Series.

gt iffecse Srfo

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ‘ 9. VOLUME
O File Drawer(s)
O Leller Size O Microlilm O Alphabelical - O Microfilm Reel (s)
0 Compuler Tape (s)
O Legal Size o Compuler Tape O Numerical . " O Other (Specify)
O Bound Book O Floppy Disk G Chronologicat Number M -
O Audio Tape O Video Tape O Geogiaphical . 10. ANKUAL ACCUMULATION
O File Drawer (s)
0 Other {Specil O Other (Specif O Microfitm Reel (s)
(Specil) (Specily) O Computer Tepe(s)
Q Other (Specily)
Number

1. FILE IS USED 12, FILE BECOMES INACTIVE AFTER

O Daiy O Weekly a  Monlhly O Moths) O Year(s)
Number
1. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency o office)
v, 7&14 |
. . (o I { o No
R=eade A, 7 s es :

15. ACCESS RESTRICTIONS (I yes, cite law(s) & regulation(s) 16. AuDIT REQUIREME!_HS

O Yes 0 No

D None 0 Slate O Federal O Independenl

17. IS AN INDEX SYSTEM USED? (It yes, explain briefly and 18, RECOMMENDED RE
descube any hardwaielsofiware)

Retain 3 years, then destroy

O Yes D No

19. NAME {ILE O PMRER 20. IELEPHONE NUMBEfi : 21. DATE J//”_()
- I &

OGS $50.4 {Revised 1193)




| INSIBUCTIONS - 1YPE OR PIRINI A SEPARATE FORM FOR EACH NEW
; 7"VISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
8 HTGLE {DGS $50-1)

L

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 275 - JESSUP, MARYLAND 20794 Page o A
M. . 4
“1. DEPARTMENT/AGENCY- ' 2, DIVISION . uNIT ol {,5(1@0
. A N - . o
M C&(—@ WW 2 . = i
= &

DEFINITION - Recorde Serles - A group of relsted tecords

notmally filed and ueed as g for tefsrence ae well ae retention and divpesition purposee.

4. RECORD S'ERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

10 10 96

229+ L2
Qomg /.

8. RECORD SERIES DESCRIPTION ( Brlefly describe the lypes of Informationvdocumentsiiorms found in the Series,

(Deresp.

Include the puipose of function of the Saries)

7. RECORD SERIES FORMAT(5) 8. RECORD SBERIES SEQUENCE 8. VOLUME
O File Drawer(s)
o Teller Size o Miciofim O Alphabetical - O Microliim Reel (s)
O Compuler Tape {s)
O Llegal Size O Compuler Tape O Numerical 0O Other (Specify) —_—
—_—
U Bound Book O Floppy Disk 0 Chronological Number
O Audio Tape O Video Tape O Geogiaphical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Olher (Specily) O Other (Specify) O Microfilm Reel (s)
O Compuler Tape(s)
Q Other (Specify)
—
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Daiy O Weekly O Monthly O Monhis) O Yeas)
Number

13. CURRENT LO AIION!S) (Bldg., Floor, Room)
AT e

| ST g —

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

s~ O Yes A . 0 No

7
15. ACCESS RESTRICTIONS (Il yes, cite law(s) 8 regulalion(s)

0 Yes O No

16. AUDIT REQUIREMENTS : !

O None 0 Slale O Federal O Independent

1. 1S AN INDEX SYSTEM USED? (It yes, explain briefly and
descibe any hardware/sollware)

0 Yes ' 0 No

Screen ia_nnualiy. Destroy material having no
further fiscal, legal or operationa] value. Retain
18. RECOMMENDED RETENTION permanently any materia] that serves to
documeqt the origin, development and
accomplishments of the department. Transfer
pertodically to the MD State Archives

—————]

19. NAME ANPYIT O@M

———rrens

21. DATE
I/ oD

20. TELEPHONE NUMBER

Wl

DGS 5504 {Rovised 1193)




" INSLRUCIIONS - TYPE OR PIINT A SEPARATE FORM FOR EACH NEW
;; 7VISED RECOND SERIES. FORWARD WITH RECORDS RETENTION
LT TULE (DGS 850-1)

L

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 20794

‘I, vePARIMENTIAGENCY.

) 4W

2, DIVISION

Page of

S t

DEFINITION - Records

Series . A nmgjo( related records notmally filed and used as o umom\« (1]

woll ae retention and dispesiion purposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

[(#e_ 10_zacs

%ﬂ/w@
O percors
w%nﬁ/fté

8. RECORD SERIES DESCRIPTION ( Brielly describe the types of Information/documents/forms found in the

Elecloi R ks

Comthd it Diaolens

oy
W

Crucy

8eties. Include Ihe puipose or function of the Saries)

7. RECORD SERIES FORMAT(S)

D/{eueu Size

O Microlilm

8. RECORD SERIES SEQUENCE

8. VOLUME g
ﬁ’ﬂolawel(s)

Alphabetical O Miciofilm Reel (s)
O Computer Tape ()
O Legal Size 0 Compuler Tape O Numerical VQ D"- ~ O Othet (Specily) —_—
0D Bound Book a Floppy Disk 0 Chronological Number
ideo T o G hical 10. ANNUAL ACCUMULATION
O Audio Tape 0O Video Tape eographical O File Drawer (s)
J i O Other {Speci O Miciofilm Reel (s)
O Other (Specily) (Specily) & Compuler Tope(s)
O Other (Specify)
Number
11. FILE 15 USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly QO Monlhly 0 Month(s) 0 Year(s)
Number

13. Wy@ Floor, Room)
- ,&ZC./

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specily agency or office)

0 Yes O No

FZLIE A o e e o
I 4
15. ACCESS RESTRICTIONS {If yes, cile law(s) 8 tegulation(s) 16. AUDIT REQUIREMEP_"S '
o Yes O No O None O Slale 0 Federal O Independeni
?‘creen annually. Destroy materia] having no
17. IS AN INDEX SYSTEM USED? (I yes, explain brielly and | 18, RECOMMENDED RETENTI p‘;’;hn;f:‘:;a" legal or operational value. Retain
descibe any hardwarelsoflware) document tl{ any material that serves to

accomplishments of

19. NAME ANDITL 0%

20. TELEPHONE NUMBER

e origin, development and

Periodically to the MD State Archives

the department, Transfer

21. DATE

‘7/// v oﬂ/(fo

DGS 550-4 {Revised 1/93)




I MNSLRYUCIIONS - TYPE OR PRINT A SEPARATE FORM FOR EACIH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
. LVISED RECORD BERIES. FORWARD WITH RECORDS RETENTION

o RECORDS MANAGEMENT DIVISION
€ LT (DGS $50-1) 7275 WATERLOO ROAD

L P.O. BOX 275 - JESSUP, MARYLAND 20754 Page of

= Eammmmme e — S
“1. DEPARTMENTIAGENCY. 2, DIVISION

DEFINITION - Records Serles - A group of rela for reference ee well ae retention and dlspesition puiposes,

4. RECORD SERIES TI1LE e 5. EARLIEST YEAR / LATETEST YEAR
W 0% /i%_?_ro___

8. RECORD SERIES DESCRIPTION ( Briefly descibe the lypes of informationVdocuments/iorms

d records normally fled and used a0 g u

found in the Setles. Include the puipose or function of the Saries)

7. RECORD BERIES FORMAT(S) 8. RECORD SBERIES SEQUENCE 9. VOLUME
O File Diawen(s)
O Leller Size O Microtim O Alphabetical - O Microfilm Reel (s)
O Computer Tape (s)
0 Legal Size © Compuler Tape O Numerical . O Other (Specily) ______
—_—
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geogiaphical : 10. ANNUAL ACCUMULATION
O File Orawer (s)
0 Olher (Specil O Other (Specily O Microfilm Reet (s)
(Speci) (Speci) O Computer Tape(s)
O Other {Specily)
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monthly O Months) © Years)

Number

13. CURRE N(5}) (BldgE Floor, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or olfice)
Wﬁ L:~ O Yes A . @ No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s) 16. AUDIT REQUIREMENIS

O Yes O No

O None 0 Slale O Federal O  Independent

17. 15 AN INDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTION

describe any} hardwareisoflware) D W : - w% Jo Y ﬁ%—&b Céo’?‘f,l, )
O Yes 0 No %W? '{4.,“0'2)‘/' ,{ d(yoj;,,,_“

. Pl/u‘uu ‘2((4# hed I&Lj?“i-z
19. NAME A i1 O% 20. TELEPHONE NUMBER : 21, DATE ﬁT
}zﬁf . Vi & o

DGS 5504 (Ravised 193)




“ MSIRYUCTIONS - 1YPE ON PIINT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
: "‘.\QSED RECORD BERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENI’ DIVISION
LS (0GS $50-1) 7215 WATERLOO ROAD
i P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page o

1, DEPARIMENIIAO!NCY

WWCW [ eonie %0 l UN&’M Lﬁ'&o

DEFINITION - Recorde Serles - A proup olQo

lated recorde normally filed and ueed as o vt of reference ae well as retention and disposiion purpeses,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
C/ZO/MA( M &W o

8. RECORD SERIES DESCRIPTION ( Brieflly descibe the lypes of Informaliorvdocumentsfforms found in the Serles.

Include the purpose or funclion of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE . 9. VOLUME
O File Drawer(s)
a Lelter Size O Microlilm O Alphabelical O Microfilm Reel (s)
O Compuler Tape (s}
O Legal Size O Compuler Tape O Numerical O Other (Specty) ______
O Bound Book a Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical : 10. ANNUAL ACCUMULATION
O File Drawer (s)
U Other (Specily) O Other (Specily) O Microlilm Reel (s)
O Compuler Tape(s)
O Other (Specify)
Number
11, FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Daily O Weekly Q  Monihly O Month(s) o Yeal(é)

Number

13. CURRENT ATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency of office)
% 9 é 2
:@ Z i~ O Yes ‘ . 8 No

15. ACCE(S RESTRICTIONS (If yes, cite law(s) & regulalion(s) 16. AuDIT REQUIREMENIS

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

17, IS AN INDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/sollware)

W Retain until updated or
5 Yes 5 Ko /U?bd superceded, then destroy

18, NAMEW o% 20. TELEPHONE NUMBER : l 21. DATE (P / \

)+

OGS 550-4 (Revised 193)




INSIRUCIIONS - 1YPE OR PRINT A SEPARATE FORM FOR EAGH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
;; 7VISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
;T (OGS 850-1) 7215 WATERLOO ROAD
: P.O. BOX 275 - JESSUP, MARYLAND 20794 Page ol
L |
1, DEPARIMENIIAO!NCY

2. DIVISION 3. UNIT

DEFINITION . Recerds Serles - A group oﬂolnhd vecords normally fled and ueed ag 1(1/((101 refetence oo

well se retention and disposition putposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
W /@»ﬁé/ % , (999 1022

8. RECORD SERIES DESCRIPTION ( Brielly describe the lypes of Informatiorvdocuments/lorms

found in the Serles. Include the putpose or funclion of the Series)

1. RECORD SERIES FORMAT(S)

8. RECORD BSERIES SEQUENCE . 9. VOLUME
O File Drawen(s)
O Lelter Size O Microlilm O Alphabelical - O Microfilm Reel (s)
O Compuler Tape (s)
O Legal Size O Computer Tape O Numerical . " - 0O Olher (Specily)
O Bound Book O Floppy Disk O Chionological Number
O Audio Tape O Video Tape O Geographical : 10. ANNUAL ACCUMULATION
O File Drawer (s)
U Olher (Specily) O Other (Specily) O Microfilm Reel {s)
0 Computer Tape(s)
Q Other (Specily)
Number

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily O Weekly O Monthly O Monlh(s) o Year(é)

Number

1. CURRENT LOC g(S) %?dg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency of oflice)
W7 2 Li. [s] Yes . O No
’ R

15. ACCESS RESTRICTIONS (It yes, cite law(s) 8 regulation(s) 16. AUDIT REQUIREMENIS

O Yes o No

O None 0 Slale O Federal O  Independenl

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

descube any haidware/soflware) %‘V
0 Yes_ o No MW;(/ W/&%IAQW WI&VM

13. NAME AND 11TLE OF PREPARER

20. TELEPHONE NUMBER : 21. DATE

Vi~ £l




| e e

MSLRUCTIONS - TYPE Ot PrUNY A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
; "LVISED RECORD GERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
;o © TGS ss0-) 7215 WATERLOO ROAD
| P0. BOX 275 - JESSUP, MARYLAND 20794 Page o

1. verARIMENTIAGENCY ‘

2 owsion 3. UNIF 20 cﬁ Ya

DEFINITION - Records Serles -

A group of related fecords notmally filed and used as &

of reference e wall ae retention and dispesition purposes, )
4. RECORD SERIES TITLE

. ' . EARLIEST YEAR | LATETEST YeR
‘o %QWO% +EFE0_____

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Informationvdocumentsiforms found In the Serles.

Include the puipose or funclion of the Seties)

7. RECORD SERIES FORMAT () 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)

n{m Size 0 Miciofim O Microfilm Reel (s)

a Compuler Tape (s)
O Legal Size O Compuler Tape : O Numeical . | ﬁ f 2 Q Other (Specily)
O Bound Book O Floppy Disk O Chionological Number ’

O Alphabelical

O Audio Tape 0 Video Tape O Geographical . 10. ANNUAL ACCUMULATION
Q File Diawer (s)
O Other (Specity) O Other (Specily) 0 Microfilm Reel (s)

a Compuler Tape(s)
O Other (Specify)

Number

11. FILE 15 USED 12. FILE BECOMES INACTIVE AFTER

o Daiy O Weekly O Monlhly O Monhis) O  Year(s)

Number .
13. CURRENT _!;o;éz?loms) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or office)
. 0O Yes - Q0 No
DA 1in ¢ . .

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 tegulalion(s) 16. AUDIT REQUIREMEI_HS \

O Yes o No O None O State 0  Federal O  Independenl

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

describe any hardwarelsollware) ¢ ] . ) %
. o Y e L 4

O Yes 5 No W 7Y Kf»&q,/!x/m/ Wl

19. NAME AND YJLE OF P ER 20, 'iELEPHONE NUMBER : 21. DATE /
% _ Wy * £

0GS 550.4 {Rovised 1193}




" INSLRUCTIONS - TviPE OR
.; "“VISED RECORD
CO®ETNLE (DGS 85041

L

PRINI A SEPARATE FORM FOR EACH NEW
SERIES. FORWARD WitH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 20794

I+ vErARIMENTIAGENCY.

WW

2, DIVISION

Page of

3. uNIT gf T‘:,{, 7&,’&@

DEFINITION - Records Serles - A group of v(m'{td tecords normally filed and used as ¢ /417

referonce oo

well 89 retention and dispesition purposes,

4. RECORD SERIES TITLE

niracil Wyl [,

5.  EARLIEST YEAR | LATETEST YEAR

2, 9/

10

8. RECORD SERIES DESCRIPYION ( Briefly describe the lypes of information/documents/lorms found in the Serles.

Include the puipose or funclion of the Seties)

SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

7. RECOR 9. VOLUME
/ QO File Drawer(s)
Leller Size O Microfilm O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
O Legal Size 0 Computer Tape O Numerical O Other {Specily) —_—
O Bound Book Q Floppy Disk T Chronological Number
0 Audio Tape O Video Tape O Geogiaphical 10. ANNUAL ACCUMULATION
a File Orawer (s)
U Other (Specily) O Other {Specify) O Miciofilm Reel (s)
O Compuler Tepe(s)
O Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy O Weekly O Monihly O Monlhs) @ Year(s)
Number .

13. CURREN Al E} (BIZ., Floot, Room})

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specily agency or office)

= W .. O Yes g No
2 g B
15. ACCESS RESTRICTIONS {Il yes, cite law(s) & regulation(s) 16. AUDIY REQUIREMEF_‘IS !
O Yes o No 0 None O Slate Independent

17. 1S AN INDEX SYSTEM USED? {If yes, explain brielly and
describe any hardware/sofiware)

O Yes o

18. RECOMMENDED RETENTION

Ut vegod ot

19. NAME ANQ ANLE,OF

20. TELEPHONE NUMBER

O Federal o]

Retain until updated or
Superceded, then destroy

21. DATE

S +4 /o

0GS 550.4 (Novised 119)



“ INSLOUETIONS - TYI'E OR PRINI A SEPARATE FORM FOR EAGH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
; "f.‘yll_s_so RECORD SERIES. FORWARD WiTH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
. $IELL (0GS 850-1) 7275 WATERLOO ROAD

; P.O. BOX 275 . JESSUP, MARYLAND 20794

Page or

41, oEPARIMENTIAGENGY. - ' 2 owsion 2 n . 3. ygIT ' W) %

DEFINITION - Records Serles

14

N
= A group of related rscords normally flled and used as a unit for refsrence as well as retention and dispesition purposes,

t . | 5. EARLIEST YEAR 1 LATETEST YEAR

ﬁ»@ww

4. RECORD SERIES WTLE

1. RECORD SERIES FORMAT(S) 8. RECORD S8ERIES SEQUENCE l 8. VOLUME
O File Diawer(s)
G Leller Size 0 Microfim G Alphabetical ' A - O Microfilm Reet (s)
: 1. O Compuler Tape (s)
O Legal Size O Compuler Tape O Numerical o " . o Other (Specify)
a Bound Book O Floppy Disk 0 Chronological Number
O Audio Tape O Video Tape O Geographical . - | 19. ANNUAL ACCUMULATION
O File Drawer (s)
0 Olher (Specily) O Other (Specify) O Microlitm Reel (s)
. O Compuler Tape(s)
o_O!her (Specify) ______
* Number
11, FILE IS USED 12. FILE BECOMES INACTIVE APTER
O Day O Weeky O Monihly ' A . O .Monlhs) O Yeas)

Number

13. CURRENT LOC%’ION(SL(BIdg‘, Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency or office)

¢ . L .

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

16. AUDIT REQUIREMENIS

O Yes O No

O None O Slate a. Federal a Independe_nl

Screen annually. Destroy material havm}g{ no.
i . Retain
17, IS AN INDEX SYSTEM USED? (Il yes, explain briefly and 18, RECOMMENDED RE7gj further fiscal, legal otr qﬁﬁ?gvg‘:: el
describe any hardwarelsollware) permanently any materi )
document the origin, development an
| accomplishments of the department. Transfer

0 Yes O No

periodically to the MD State Archives

19. NAME ABD TI]LE OfAHEPARER 20. TELEPHONE NUMBER - 21. DATE
o 7/// o OV /4L<)

0GS 5504 (Ravised 1193)




" INSLBUCIONS -- 1YPE OR PRINT A SEPARATE FORM FOR EACH NEW
i; "SVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

L STUNGLE (0GS $50.1)

51, verARIMENTIAGENCY.

“\J

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794

2, DIVISION (79 T
¢
)

= £ —~fney
14

AGENCY RECORDS INVENTORY

Page of

Vi

DEFINITION - Records Series

= A group of related records normally Aled and used as & unit for reference as

well ae retention and disposition purpeses,

4. RECORD SERIES TITLE

.«M?%

5. EARLIEST Y;A%I LATETEST YEAR

10

CoraX

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informationVdocuments/iorms found In the Series. Include the puipose or function of the Series)

7. RECORD SERIES FORMAT(5)

O Lelter Size O Microtiim

O Legal Size O Computer Tape
o Bound Book O Floppy Disk

0 Audio Tape O Video Tape

O Other (Specily)

8. RECORD SERIES SEQUENCE
O Alphabetical
O Numesical

O Chionological

a

Geographical

a

8. VOLUME )
O File Drawer(s)
O Microfilm Reel (s)
O Compuler Tape {s)
! O Olher (Specify)
Number-

10. ANNUAL ACCUMULATION
0 File Drawer (s)
a Microlilm Reel (s)

Other (Specify)

QO Compuler Tape(s)
O Other {Specily)

Number

v

1. FILE IS USED

O Daily 0 Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

—
Number

O Monhs) @ . Year(s)

13. CURRENT LOC TION{S) {Bidg., Floor, Room)
Ma&;ﬁ%
FZeL gl o

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

2~ O Yes 0 No
15. ACCESS RESTRICTIONS (Il yes, cite faw(s) & regulation(s) 16. AUDIT REQUIREMENIS !
O Yes O No 0 None O Slate O _ Federal. O Independen!
' St .

17. 1S AN INDEX SYSTEM USED? (If yes, explain bilefly and
descube any hardware/sofiware)

O Yes O No

18. RECOMMENDED RETENTION

: pa)
19, NAMWE (}@M

20. ‘TELEPHONE NUMBER

21. DATE °

9 +

/oo

DGS §50.4 {Rovised 119J)




l MUSLBUCLIONS - TYI'E OR PRINI A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
. "LVISED RECORD BERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
L STUTGLE (DGS §50.1)

i; 7215 WATERLOO ROAD

‘ P.0. 80X 275 - JESSUP, MARYLAND 20794 - Page o

“1. DEPARIMENIIAO!NCY:

o M 2, DIVISION | ] \‘ 3&2__ ‘;2 Cﬁ\j;’ tbé W

R %24
DEFINITION . Records Setles - A mouanm.d records nommally filed and used as a unit for reference ae

well ae retention and disposition purposes,

. . | 5. EARLIEST YEAR / LATETEST YEAR
M#W;M%ﬂ/% 10

4. RECORD SERIES TITLE

8. RECORD SERIES DESCRIPTION ( Brlefly describe the types of informalion/documentsilorms found In the Series. Include the puipose or function of the Saties)

7. RECORD SERIES FORMAT(5) 8. RECORD S8ERIES SEQUENCE 8. VOLUME

O File Orawer(s)
O Leller Size O Microlim O Alphabetical . - @ Microfilm Reel (s)

1. O Compuler Tape (s)
O Legal Size o Compuler Tape o

Numerical . / £ - 0 Other {Specify)

O Bound Bock Q Floppy Disk Chronological Number

o G hical . . 10. 'ANNUAL ACCUMULATION
o Toe o Yoo Toe couee . O File Drawer (s)

o o ' Oth i O Microlitm Reel (s)

ouet Sectl : < (Speci) . O Compuler Tape(s)

0 Other (Specify)

* Number

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

O Daiy 0 Weekly O Monthly ' , O Monthis) @ . Yeails)

Number

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

.. O Yes O No
j‘m/@—m&, o i S
L4

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREME!"S

O Yes O No

O None 0 Slate O Federal Q  Independent

. Ll
Screen ?nnulally. Destroy material having no
. further fiscal, legal or operationa] value. Retain
17, 1S AN INDEX SYSTEM USED? ( yes, explain biiefly and | 18, RECOMMENDED RETENTION permanently any material that serves to
describe any hardwarels ollware) A document the origin, development and
: accomplishments of the department. Transfer
- pertodically to the MD State Archives

19. NAME )0 11LE OB REPARER | . "TELEPHONE NUMBER . T
W '@M o )/ £/

OGS 550-4 (Rovised 1/93)

O Yes 0 No




i STLTLE (0GS 550-1)

“I:1. DEPARIMENTIAGENGY. :

INSTBUC1IONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
;; "SVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

‘w

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

2. DIVISION

— | ]

AGENCY RECORDS INVENTORY

Page of

S

DEFINITION - Records Serfes - A proup of ¢

Mhd records normally filed and used s ]

well as retention and disposition purposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR I LATETEST YEAR

10

-

K oportTon

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

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
Q File Orawer(s)
O Leller Size O Microlilm O Alphabelical Q Microfilm Reel (s)
. * @ Computer Tape (3)
O Legal Size O Computer Tape a Numerical -~ O Other (Specily)
O Bound Bock Q Floppy Disk O Chronological Number
0 Audio T Q Video T O Geographical 10. ANNUAL ACCUMULATION
e deo Tepe corap O File Drawer (s)
U Other (Specit O Other (Specif O Miciofilm Reel (s)
' {Specily) . (Specily) 0 Computer Tepe(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monlhly O . Monlh(s) 0 Years)
Number '

13. CURRENT LOCA!ION(S) (Bidg., Floor, Room)

14, 1S RECORD SERIES DUPLICATED ELSEWHERE

... O Yes

? (il yes, specify agency or olfice)

descube any hardware/soliware)

0 Yes 0O No

a No
I X2t o _ . e :
15. ACCESS RESTRIGTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMED_HS \
O Yes o No 0 None 0 State . a. Fe?elal O Independen
' Screen ?nhumly. Destroy material having ro
17, IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION further 1scal, ]

Permanently

F

19. NAME AND_JITLE OF ARER

20. ‘TELEPHONE NUMBER

.. document the origi

€gal or operational value. Retain
any material that serves to

——————-

21, DATE

W + Ploo

DGS 550.4 [Revised 1193)



| INSLRUC]IONS - TYP'E OR PrUNT A SEPARATE FORM FOR EACH NEW
., 7SVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
'.'.: §LESE {DGS 550.1)

“I“1. DEPARTMENTIAGENGY.

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

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

B e e

2, DIVISION

DEFINITION . Records Serles - A group of ¢

oq'd tecords normally Nled and used ae o uM reforence as

well ae retention and dleposition purposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR f LATETEST YEAR

[122

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documentsiforms found in the 8eries. Include the puipose of function of the Series)

Noleces D Popeco

7. RECORD BERIES FORMAT(5)

6. RECORD SERIES SEQUENCE

8. VOLUME
O File Drawer(s)
O Leller Size O Microfilm a Alphabelical O Microfilm Reel (s)
: . O Computer Tape (s)
O Legal Size O Compuler Tape O Numerical . a Other (Specily)
Q0 Bound Bock O Floppy Disk O Chronological Number-
Q0 Audio Tape QO Video Tape O Geographical 10. ANNUAL ACCUM.ULA"ON
. O File Drawer (s)
O Other {Specily) O Other (Specily) 0 Microfitm Reel (s)
. Q Computer Tepe(s)
O Other (Specify) ______
N . B
T Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy O Weekly Q  Monthy g . Monthis) O Yeass)
Number LR '

13. CURRENT LOGATION(S) {Bidg., Floor, Room)
et F R |
Al Farm_

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

1. O Yes .. 8 N

7
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

O Yes 0O No

18. AuDIT REQUIREMEHIS

O None 0 Slate Q Federal o Indgpe_ndenl

17, IS AN INDEX SYSTEM USED? (I yes, explain briefly and
descube any hardwarelsollware)

0 Yes 0 No

18. RECOMMENDED RETENTION

Rlins 3/, Hewdestmys

19. NAME AWF P /

20, 'TEiEPHONE NUMBER 21. DATE

7/// . Oy/l«)

0GS 5504 (Revised 1793)




" I!(_SIBUQ]_!QNS - TYPE OR PIIINT A SEPARATE FORM FOR EACH NEW
i "LVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
L SUILE (DGS 550.1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page of :
1. DEPARTMENT/AGENCY. )

AGENCY RECORDS INVENTORY

2, DIVISION -

5 fod Ji

DEFINITION - Records Serles - A moanlmd tecorde

normally filed and used as a up)

well ae retention and disposition purpeses,

4. RECORD S'ERIES TTLE

fecets of [Rulbecili

5.  EARLIEST YEAR | LATETEST YEAR

88

8. RECORD SERIES DESCRIPTION { Briefly descrbe the lypes of Informationvdocuments/forms found in the Seiles. Include the puipose or function of the Saries)

7. RECORD SERIES PORMAT(S)

O Lelter Size
O Legal Size
O Bound Book
O Audio Tape

O Other (Specily)

O Microlim
O Computer Tape
Q Floppy Disk

Q Video Tape

0. RECORD SERIES SEQUENCE
0 Alphabetical
O Numerical

Chionological

9. VOLUME A
Q File Drawer(s)
o Microfilm Ree! (s)
0 Compuler Tape (s)
a Olher (Specily)

¢

— e

Number

Geographical

" Other (Specity)

10. ANNUAL ACCUMULATION
O File Drawer (s)
O Microlilm Reel (s)
O Compuler Tape(s)
O Other (Specify)

Number v

1. FILE 15 USED

0 Daily

O Weekly

O Monihly

12. FILE BECOMES INACTIVE AFTER

—_— e
Number

] } Month(s)

a . Yegl(é)

13. CURRENT LOC ugm (BIdy., Floor, Room)
W —ele :

i~ T Yes

el
S

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

a No

I
oy
4

0 Yes

[ 4
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regutation(s)

o No

16. AvDIT REQUIREMEMS

O None O Slale

O Federal

o Independenl

0O Yes

17. IS AN INDEX SYSTEM USED? (I yes, explain briefly and
describe any hardwarelsollware)

18. RECOMMENDED RETENTION

Rl 3 ) Hon,

18, NAMWLE 0

- 20. ‘'TELEPHONE NUMBER

21. DATE

7/// o+ OV/G-O

0GS 550.4 (Revised 119




" INSLRUEJIONS - 1vPE OR P

§727LL (DGS $50-1)

Dhrerilis Cacit i

NT A SEPARATE FORM FOR EACH NEW
“YVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

“I:1. vEPARIMENTIAGENGY. '

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7215 WATERLOO ROAD

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

2. DIVISION

DEFINITION - Records Serles - A group of related records normally filed and used as o unit é{‘r/ouunoo [ 1)

4. RECORD SERIES TITLE

Napcp

5. EARLIEST YEAR / LATETEST YEAR

7K_ro.‘l‘mﬂ

Ctreea.

8. RECORD SERIES DESCRIPTION { Briefly describe the types of Informalion/documents/iorms found in the Serles. Include the puipose of function of Ihe Series)

7. RECORD SERIES FORMAT(5)

0. RECORD SERIES SEQUENCE

well e retention and dispoeition purposes.

8. VOLUME
. 8 File Drawer(s)
O Lelter Size O Microldm g Alphabelical ’ _ g Microfilm Reel (s)
: _ . O Computer Tape (s)
O Legal Size O Compuler Tape O Numerical o - O Other (Specily)
O Bound Bock O Floppy Disk O Chronological Number’
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other (Specify) a Other (Specify) O Microfilm Resl (s)
. 0 Compuler Tape(s)
) o] {O!hev (Specify)
b —_—_———
! * Number ~ " -
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy O Weekly o Monlhly X O Month(s) 0 . Yearfs)
Number Lo

13. CURRENT LOC?ION(.S) {Bldg., Floor, Room)

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

.1~ O Yes : - . O No

s SR

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

0 Yes 0 No

16, AUDIT REQUlREMEMS

)

0 None Q. Federal

R

o Slale O Independenl

17. 1S AN INDEX SYSTEM USED? (it yes, explain briefly and
describe any hardwarelsoltware)

O Yes ‘ O No

18. RECOMMENDED RETENTION

DGS 5504 (Rovised 1/93)

19. NAME AND TITLE OF PREPARER

20. "TELEPHONE NUMBER 21. DATE

Vi ¥ Bl




/03

“ INSLBUCTIONS - TYI'E OR PIUNT A SEPARATE FORM FOR EACH NEW
i; 7LVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
L 8T LT (OGS 550-1)

Yy

-

“I-1. verartMENTIAGENGY: :

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

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

2. DIVIsION a% 3. oy

Bodoal Poteo

DEFINITION - Records Serles . A movg

related records normally

fled and used as g unit for teforence ae well ae retention and dispesition purposes,

4. RECORD SERIES TITLE

5.  EARLIEST YEAR / LATETEST YEAR

10

ird.
(ot Repote

§. RECORD SERIES DESCRIPTION ( Briefly describe the types of informatiorvdocuments/lorms found in the 8erles. Includa the puipose of function of the Series)

'%EZ“Z‘

1. RECORD SERIES FORMAT(5)

8. RECORD SBERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Lelter Size O Microfiim 0 Alphabelical O Microfilm Reel (s)
. : © Compuler Tape (s)
O Legal Size O Compuler Tape O Numerical . . ..~ @ Other (Specily)
O Bound Book O Floppy Disk O Chionological Number’
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
U Other (Specil O Other (Specif O Microfilm Reel {s)
' (Speciy) . (Specily) O Compuler Tape(s)
O Other (Specify) _______
Number -
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monlhly O Month(s) o . Year(s)
Number .

13. CURRENT LOGAFION(S) (Bldg.. Floor, Room)
d”/ﬂé&aéﬁ::oéc

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (il yes, specily agency ot office)

O Yes

i e o N
15. ACCESS RESTRICTIONS (It yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENIS '
D Yes O No O None 0 Slate O Federal O Independeni

O

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

0 Yes

0 No

18. RECOMMENDED RETENTION

19. NAME AND TITLE OFRREPARER

il

20. ‘TELEPHONE NUMBER 21, DATE

‘7/,, ¢//aa

DGS 5504 (Rovised 193]




Lo 3

INSTRUCIONS - TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW
i; 7“VISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
LETUSIE (0GS 550.1)

"1, vePARIMENTIAGENCY. :

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page or
3. UNIT

Ot o

DEFINITION - Records Serles -

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

well ae retention and disposition purposes,

4 RECORD SERIES e

O

Cocd

5.  EARLIEST YEAR ! LATETEST YEAR

| /270 70

8. RECORD SERIES DESCRIPTION { Briefly describa the types of Informatiorvdocumentsiforms found in the Serles. Include the puipose of funclion of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
lvl.ﬂ/lev Size O Microfdm O Alphabelical O Microfilm Reel (s)
. Q Compuler Tape (s)
O Legal Size O Compuler Tape O Numerical Q Other (Specily)
O Bound Bock O Floppy Disk O Chronological Number’
O Audio Tape O Video Tape O Geogiaphical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other {Specif O Other (Specif O Microlilm Reel (s)
e (Speciy) (Specily) O Computer Tape(s)
[»] ‘Olher {Specify)
[T
Number
11, FILE ISAUSED 12, FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monthly ) O Monlh(s) O Year(s)
Number )

13. CURRENT LQCMION(S)‘(BIdg.. Floor, Room)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

TFEL B2 2 5 rerme 2~ 0 Yes a N
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16, AuDIT REQUIREMEMS \
O Yes o No Q None a Slale QO Federal O Independen

17, 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and
descube any hardware/sofiware)

0 Yes 0 No

18. RECOMMENDED RETENTION

Rolics, 7&4 10Y Q%ﬁa@é{)ﬂ//, )%zw Qe ,

19, NAME AWOFW

20. ‘TELEPHONE NUMBER

21. DATE

IRREL,

DGS 5504 {Revised 193)
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INSLRUCHIONS - TYPE 01 PluNI A SEPARATE FORM FOR EACH NEW
"‘VISED RECORD SERIES. FORWARD wi
TR (OGS 550-1)

Wm&%

ITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794

Page o

B G| Tt

DEFINITION - Records Serles «

A group of related recorde

normally fed and used as « unit for telerence ae

wall a9 retention and disposition purposes,

4. RECORD SERIES TITLE

el ot

5. EARLIEST YEAR / LATETEST YEAR

AR

@0(%%)'
Chetd.

Gt O, 2
e NawerZecs Fowd Tean

8. RECORD SERIES DESCRIPTION ( Briefly describe the Iypes of information/documentsiforms found in the Series. Include the pus

pose or lunction of the Saries)

7. RECORD SERIES FORMAT(S5)

8. RECORD SERIES SEQUENCE

0. VOLUME
O File Drawer(s)
O Lelles Size 0 Microlim G Alphabetical O Microlilm Re#l (s)
A O Compuler Tape (s)
O Legal Size a Compuler Tape O Numerical ‘ O Olher (Specily)
Q Bound Bock O Floppy Disk O Chronological Number
O Audio Tape Q Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
0 Other (Specily) O Other (Specily) _ O Microfilm Reel (s)
. QO Compuler Tape(s)
: Q Other (Specify)
* Number =
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly 0 Monlhly O Monlh(s) o . Yeav(s)
Number o

1. CURRENT LOCQ?ON(S) (Bldg Floor, Room)

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

0 Yes

17. 1S AN INDEX SYSTEM USED? (IT yes, explain briefly and
descibe any hardware/sollware)

0O No

18. RECOMMENDED RETENTION

«@74_,%47\ i~ O Yes : 0 No
15. ACCESS RESTRICTIONS (Il yes, cite law(s) & regulation(s) 16. AUDIT REQU!REMEMS \
O Yes o No O None o Slate G Federal O  Independenl

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 depanmex}t. Transfer
periodically to the MD State Archives

———

19. NAME Az IIELE OB/PKEPARER

20. ‘TELEPHONE NUMBER

21. DATE

7/// 4—//0-()

DGS 5504 {ovised 193)
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| INSLRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
.; PLVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
L ST (DGS $50-1)

7275 WATERLOO ROAD

I P.0. BOX 275 - JESSUP, MARYLAND 20794 - Page of i
w9, DEPARTMENT/IAGENCY. : 2

ety [ G | Toma b

DEFINITION - Records Serles - A group of related recorde notmally filed and used as & unit for teference as
4. RECORD SERIES TITLE

well as retention and disposition purposes,
C 5. EARLIEST YEAR / LATETEST YEAR
wd@h‘a | 1 17725 +
8. RECORD SERIES DESCRIPTION ( Bilefly describe the types of information/documentsiforms found In the Series. Include the puipose or function of the Series)
Eleelnre froacd 2ully
. % /

7. RECORD SERIES FORMAT(5) 8. RECORD SERIES SEQUENCE 8. VOLUME

O File Drawer(s)
O Leller Size O Microlim O Alphabetical . O Microfilm Reel {s)
O Computer Tape (s)
Q Other {Specily)

O Bound Book O Floppy Disk a Chronological Number

O Legal Size O Computer Tape O Numerical

O Audio Tape O Video Tape O Geographical : 10. ANNUAL ACCUMULATION

O File Drawer (s)
O Other (Speciy) z ::A;c::li::’RT:t:e((:;
O Other (Specily)

Number

U Other (Specity)

——————— e

1. FILE 15 USED 12. FILE BECOMES INACTIVE AFTER

O Daiy 0 Weekly O Monlhly _ O Monlhis) O  Yearfs)
Number S

13. CURRENT LOCA] ON(S)‘(BI ., Floor, Room} 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency ot office)
oAl P . .
f% ‘% L:~ O Yes . 0 No

[”4
15. ACCESS RESTRICTIONS (i1 yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMEMS

O Yes ‘g No 0 None 0 Slate a  Fedeial O  Independenl

Screen annually..' béstroy material h‘;:vini no
tional value. Retain
17, IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETEN} furth:lrn f;::la;alsfill :tre g;:r;a gr;;trves ue
perm :
sy sl _ document the origin, development and
o Yes___ o N accomplishments of the department. Transfer
’ periodically to the MD State Archives

19. NAME A [ OW 20, ‘TELEPHONE NUMBER ‘ S 21, 6ATE
i A

0GS 5504 {Revised 1193)
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l HSIPVCTIONS - TYPE OR PrNT A SEPARATE FORM FOR EACH NEW
. ““VISED RECOND BERIES. FORWARD WITH RECORDS RETENTION

U8 LTGLE (DGS 550.1)
§

%1, verARIMENTIAGENCY. .

4%4/«.@%

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION . '

7215 WATERLOO ROAD

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

o1

"B e e

DEFINITION - Records Serlies - A group of related records normally fled and used ae & unit for reforence ae

well e retention and disposition purpeses,

4. RECORD SERIES TITLE

Y

Y/

5.  EARLIEST YEAR I LATETEST YEAR

‘Co

ﬂ/ OR

10

N e

el ——

%

€. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Informatlon/documents/lorms

found In ths Serles. Include the puipose or funclion of the Series)

Zﬂ% Magsges. Hatt

Opece | -
sl & B Y it [otbhoonct
Brorsneenr N8 | .
mwwﬁa e A Epyoredl

7. RECORD SERIES FORMAT(5)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Lelter Size O Miciofilm O Aphabetical a’ Microfim Reel (s)
0 Compuler Tape (s)
U Legal Size Qa Compuler Tape a Numerical . ' a Other {Specily)
—_—
g Bound Bock O Floppy Disk O Chronological Number
O Audio Tape O Video Tape 0 Geographical 10. - ANNUAL ACCUMULATION
O File Drawer (s)
OOther (Specity) O Other (Specify) 9 Miciolilm Reel (s)
O Computer Tape(s)
O Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monthly O Month{s) a Yeal(é)
Number .

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

by

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency oi olfice)

Lie =] Yes ‘ . O No
15, ACCESS RESTRICTIONS (It yes, cile law(s) & regulation(s) 16. AuDIT REQUIREMEMS \
O Yes B No O None O Slale O Federal O Independenl

V1. IS AN INDEX SYSTEM USED? (Il yes, explain biietly and
desciibe any hardware/sollware)

O Yes O No

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

18. RECOMMENDED RETENTION

frelivi - - -

i pa)

20. 'TELEPHONE NUMBER 21. DAIE

i~ F/w0

DGS 350-4 {Revised 1/93)
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MSIBUCIoNS .

.- "LVISED RECORD SERIES,
L8 TN (OGS 550-1)

i

. ommmzmmcmcv

TJevreeilir_ %

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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD

AGENCY RECORDS INVENTORY

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

i | ot b

3. UNIT

DEFINITION - Records Serles - A moup of related records noimally filed and used ae s unit for teforence se

4. RECORD SERIES TITLE

woll s retention and dispesiton purpeses,

. 5.  EARLIEST YEAR / LATETEST YEAR
A

10

6. RECORD SERIES DESCRIPTION ( Brlelly describe the 1

Ead@ %ZQWJ/
Fee ant

ypes of Inlormallor\ldocumenlsllo:ml lound In the Serles. Include Ihe puipose or funclion of the Saries)

Apteemets

M 9 7‘—14’&@»’50.

ﬁwﬁ /Q”W

7. RECORD SERIES FORMAT(S)

O Lelter Size

O Microlim
O Legal Size Q@ Computer Tape
0 Bound Book O Floppy Disk
O Audio Tape O Video Tape

0 Other (Specity)

———————ee

8. RECORD SERIES SEQUENCE

9. VOLUME
O File Orawei(s)
0O Alphabelical O Microfilm Reet (s)
O Computer Tape (s)
O Numerical O Other (Specily)

————

O Chronological Number

O Geographical 10. ANNUAL ACCUMULATION

O File Diawer (s)
O Microfilm Reel (s)
O Computer Tape(s)
O Other {Specily)

O Other (Specify)

————— e

Number
1. FILE 15 USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly O  Monihly O Monlh(s) o Yeal(é)
Number

13. CURRENT ION(S) (Bldg., Floor, Room)
%ﬁ%

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

.. O Yes 0 No
Lttt Forrn. e
15. ACCESS RESTRICTIONS (i1 yes, cile law(s) 8 regulalion(s) 16. AUDIT REQUIREMEMS \
O Yes 9 No 0 None O Slale 0 Federal O  Independent

17, IS AN INDEX SYSTEM USED? (If yes, explain briefly and
descibe any hardwarelsoltware)

O Yes O No

Di iate department,
18. RECOMMENDED RETENTION. Disperse to appropriate d ,
; then retain renfinder until updated  ~

2 /_—CA or superceded, then destroy. Keep
Chei /L&% current information only. W4

13. NAME AND NITLE REPARER

o e («/JI‘IIM{Z 1.

41Vf/w

20. ‘TELEPHONE NUMBER 21. DATE

DGS 550-4 (Ravised 1/93)




l INSTRUC)IUNS - 1YPE OR PRINT A
.: 7UVISED RECORD SERIES,
8T RETGLE (DGS 550-1)

)/ A

SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENIION

{51, oeraRiMENTIAGENCY.

|

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

2, DIVISION

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Page

of
3. UNIT

B e e

DEFINITION - Records Series - A progp}ol telated records notmally fled and ueed

a8 2 unit for reference o

well ae retention and disposi¥on purposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the 1

Yrsem MNaschel |

ypes of Informaliorvdocumentsfforms found in the Serles.

Opacedeis )V
o et

Include the puipose of function of 1he Series)

7. RECORD SERIES FORMAT(5)

8. RECORD SERIES SEQUENCE 9. VOLUME
Q File Drawei(s)
O Lelter Size O Microlim O Alphabetical Q Microfilm Reel (s)
O Compuler Tape (s}
O Legal Size O Compuler Tape O Numerical Q Other (Specify)
—_—
O Bound Book O Floppy Disk 0O Chionological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
OOther (Specity) O Other (Specify) O Microfilm Reet (s)
a Compuler Tape(s)
O Other {Specily)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monthly O Monh(s) O Years)
Number .

13. CURRENT LOC O7NS)

> Floor, Room)

14, IS RECORD SERIES DUPLICATED ELSEWHERE?  {If yes, specily agency ot office)

current informatiop only,

/(- % . .. O Yes 0 No
15. ACCESS RESTRICTIONS (It yes, cile law(s) 8 tegulalion(s) 16. AUDIT REQUIREMENIS |
O Yes 0 No 0 None O Stale O Federal O independent
17. 15 AN INDEX SYSTEM USED? (I yes, explain briefly and | 18, RECOMMENDED RetenTion | Disperse %o appropriate department, Jﬁaﬁﬂ ‘
describe any hardwarelsollware) then retain r eminder unti] updated o,
. _ Or superceded, thep destr LA ng
0 Yes o No ZZM\ /%/-]’ Gr Alrp i . o Keep s

i )

20. ‘'TELEPHONE NUMBER

r
21. DATE

Dy d Pled

0GS 5504 {Revised 1193)
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" INSLRUCTIONS - TYPE OR PrING A SEPARATE FORM FOR EACH NEW
.; PSVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION

P8 NTULE UGS 550-1)
‘[IF1. vErPARIMENTIAGENCY.

y/7d

Q»—cucﬂé/

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

.

2, DIvision

QD' @hwm e

AGENCY RECORDS INVENTORY

Page of

3. UNITY

G pm&t Eﬁe&@

DEFINITION - Records Serles - A group of related records

normally fled and used ee o unit for reference as well ae retention and dispesiion purpeses,

4. RECORD SERIES 1ITLE 9 o

5. EARLIEST YEAR / LATETEST YEAR

10

8. RECORD SERIES DESCRIPI‘{N { Brlefly describe the lypes of information/documents/lorms

found in the Serles. Include Ihe puipose or function of the Saries)

2@% Retone

<
. - W éa ”‘70 7
é/w y, o pOLo ) .
| % Prteces Vo p, 7>
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE . l/ 9. VOLUME
O File Diawei(s)
O Leller Size O Microlilm O Alphabetical O Microfilm Ree! (s)
O Computer Tape (s)
O Legal Size  Computer Tape O Numerical Q Other (Specity) ______
—_—
O Bound Book O Floppy Disk O Chionological Number
O Audio Tape O Video Tape O Geogiaphical 10. ANNUAL ACCUMULATION
O File Diawer (s)
U Other (Specily) Q Other (Specify) O Microlilm Reel (s)
O Compuler Tape(s)
Q Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly O Monihly O Month(s) o Yeal(é)

Number

13 CQRENI LZC_AIION(S) (Bidg., Floor, Room)

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (il yes, specily agency of olfice)

L:. O Yes . . G N

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

O Yes ‘O No

16. AvDIT REOUlREMEPﬂS

D None 0 Slale O Federal O Independenl

17, IS AN INDEX SYSTEM USED? (It yes, explain briefly and
describe any hardwarelsollware)

0 Yes g No

18. RECOMMENDED RE! Disperse to appropriate department,

%éfp déw’
then retain re inder until

' updated - 7 s
m R,.,[LA .~ Or superceded, then destroy., Keep *
Py current information only,

19. NAME WOW .

20. ‘TELEPHONE NUMBER | 21. DATE

9/ //‘%o”/ 0

DGS 550.4 {Rovised 1193)







.o e TIAES Vadin,

e
——

PSIBUCTONS -~ ITPE OR PRING A SEPARALE FORN FOR EACIE NeW
REVISED AECORD SERS. FORVARD

1. DEPARIMENT/IAGENCY -

WITH RECORDS RETENTION |

[ " "Coad fizeo

- DEFINITION - Recorde Serles » ~

A group of related records normaily fled snd weed ae o unit for reflerence se

well 25 retention and dispositen purpeses,

4 RECORD SERIES WILE

8. EARUEST YEAR ! LATETEST YEAR

TO

oo

§. RECORD SERIES DESCRIPTION ( Brielly descrde the trpes of information/documents/forms found In the Serles.

lmmommoqwbndeSmn

7. RECORD SERIES FORMAT(S) 8. RECORD smss SEQUENCE 9. VOLUME
Q File Orawerts)
O Leiler Size O Mictolim Q Alphabelical G Microlim Reel {3)
; Q Comouter Taoe (s)
O Legsl Size o Computer Tape QO Numerical G Other (Specfy)
O Bound Bock O Floppy Disk 8 Chronological Number
O Audo ! O Video T O Geographical 10. ANNUAL ACCUMULATION
we e Tace . Q Fie Orawer (s)
oot o m O Microfim Reel (s)
et (Speciy) Other (Specify) G Computer Tape(s)
O Other (Specsly) __________
Numb
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Dady O Weekly 0O Monihly O Month(s) Q  Year(s)
Number

13. CURRENT LOCAIION@ (Cidg , Floor, Room)

/gﬁée,
AZ2tege Fmn

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

a Yes o No
13. ACCESS RESTRICTIONS (If yes, cite law(s) & requiationis) 16. AUDIT REQUIREMENTS
O VYes 0 No Q None a Slate O Federal Q  Independent
L - . .
W. IS AN INDEX SYSTEM USED? (I yes, expiainbiiefy and | 18, RECOMMENDED RETENTIC Disperse to appropriate department, 0%
T descbe % . then retain refiinder until updated ;1’{ o
,(2 Z\fﬂ . — / or superceded, then destroy. Keep e
O Yes O No 6 ’

current information only.

13. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

— |z:. DATE ‘7/// NP
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INSLRUCTIONS - TYPE OR PRINI A SEPARATE FORM FOR EACH NEW
P“VISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

© 8 7ULE (DGS 550.1)

|

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 275 - JESSUP, MARYLAND 20794 Page or
; P —— S s—
9, DEPARTMENTIAGENCY. 2. DIVISION 3 UNITV
v P : L, " aA
Ut eciin M (o -@wmm@_@ s

DEFINITION - Records Serles - A group of ullhd records

normally filed and used as s unit for reference as well as retention and disposition purposes,

4. RECORD SERIES TITLE

(e 1 )

5. EARLIEST YEAR | LATETEST YEAR

€7 1o

-

/

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Informatiorvdocuments/forms found In lhe Serles

. Include the puipose or function of the Saries)

Oy Sy Corertl

" £
19. NAME A)(\Wor M

(A b e/ Xod - i“’;":l‘
!’ ! l
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Leller Size O Microlilm O Alphabelical O Microlilm Reel (s)
O Computer Tape (s)
O Legal Size O Compuler Tape O Numerical QO Other (Specily) ——
O Bound Book O Floppy Disk 0 Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
OOMher (Specity) O Other (Specily) O Microfilm Reel (s)
O Compuler Tape(s)
O Other (Specify) ______
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monlhly O Monlh(s) O Yeai(s)
Number
13, CURRENI l,,OCAIION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?  (If yes, specily agency or olfice)
&l / Ly _
Con 2 O Yes .o No
;il L "’/ /"f' /"Z
15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS \
O Yes O No O None O Slale O Federal O Independenl
17, IS AN INDEX SYSTEM USED? (If yes, explain brielly and 18. RECOMMENDED RETENTIC DlSperse to appropriate department
descube any hardwarelsollware) C (t)l:en retain remﬂnder until updated
e o Ko B i AL Superceded, then destroy. Keep
H . current information only.
: ——)

20. TELEPHONE NUMBER 21. DATE

DGS 550.4 (Revised 1/93)
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INSLRUC)IONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
PtVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
& LTNLE (0GS 550-1)

7275 WATERLOO ROAD

) L P.0. BOX 275 - JESSUP, MARYLAND 20794 Page o1
g\\l\

e DEPARTMENT/AGENCY. i 2. DIVISION 3. UNIT

DEFINITION - Records Serles - A plougl related records normally

fled and used as a unit for teference ae well ae retention and dispesition purposes,
4. RECORD SERIES TITLE Q

5. EARLIEST YEAR | LATETEST YEAR
/ Ltconnel Yo
6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatiorvdocuments/forms fo nd in the Serles. Include the pmpon‘o' function of the Series)
(Lormo-Tteol - W ' ~gal W‘{
D e d OWM )
s Aty leosnnt s b |

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

O File Drawer(s)

O Leller Size O Microlilm O Alphabelical O Microfilm Reel (s)
O Compuler Tape (s)

O Legal Size O Compuler Tape O Numerical L{ g QO Other (Specily)

O Bound Book O Floppy Disk O Chronological Number

O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)

U Other (Specily) O Other (Specily) O Miciofilm Reel (s)

O Compuler Tape(s)
O Other (Specily)

Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daiy O Weekly QO Monlhly S a  Monlh(s) O Yeal(s)
Number
13. CURRENT LOCAJJON(S) (BIdg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or olfice)
<&, = e - o
SZ252 -
15. ACCESS RESTRICTIONS (I yes, cile law(s) & regulation(s) | 16. AuDIT REQUIREMENTS \
O Yes 0 No O None O Slale O Federal O Independenl
17, 1S AN INDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTI Disperse to appropriate department,
describe any hardwarelsollware) O , 9 then retain reminder until updated
5k a “opree L or superceded, then destroy. Keep
e ° /Yt 22, o, current information only.
19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE
. [/

- al //c.
iy & £

OGS 5504 (Revised 1/93)
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“ INS{RUC]IONS - TYPE OR PrINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
;i 7SVISED RECORD BERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
;o P DGS 850-1) 7275 WATERLOO ROAD
L P.O. BOX 275 - JESSUP, MARYLAND 20794 Page- o

‘1. oEPARTMENTIAGENCY.

\-\N\
‘ 2._DIvisio g o | s Cotial Aoy
| icerly Coeorton CoCoremcastoncia | vt %

DEFINITION . Records Serles - A wog—o

4. RECORD SERIES HTLE C R . 5. EARLIEST YEAR/ LATETEST YEAR
O eulsprm Roeser %/4/1/”473/7 | 177570

8. RECORD BERIES DESCRIPTION ( Briefly describe the lypes of Informallon/documenisfiorms

Doy loor

1 related recorde normally fled snd used as & unit for reference as well ae tetention and disposition putposds,

found In the Serles. Include the puipose or lunclion of the Saries)

7. RECORD SERIES FORMAT(5) 8. RECORD SE'(ES SEQUENCE ) 9. VOLUME
QO File Draweils)
O Leller Size O Microfim O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
O Legal Size 0 Computer Tape O Numerical . ' a Qther (Specily)
O Bound Book O Floppy Disk 0 Chronological Number
O Audio Tape O Video Tape O Geographical : 10. ANNUAL ACCUMULATION
O File Drawer (s)
U Other (Specily) O Other (Specify) O Microfilm Reel (s)
O Computer Tape(s)
G Olher (Specify)
Number
11. FILE IS USED

12. FILE BECOMES INACTIVE AFTER

O Daiy O Weekly 0 Monthly O Monthis) O Yeas)
Number .

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

| Conleet, ,Q,,l, .. O Yes .0 No

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

16. AuDIT REQUIREMENIS

O Yes o No O None O Stale a Federal O  Independeni

17, IS AN INDEX SYSTEM USED? (I yes, explain brielly and | 18, RECOMMENDED Rere| Disperse to appropriate qepartmegt, )
describe any hardwarelsollware) : then retain remfiider until update pendic
: vov'«aam A or superceded, then destroy. Keep 77

0 Yes o No

.,:!‘4 AL{/@ Y current information only.
19. NAME AWF %M 20. ‘TELEPHONE NUMBER : 21. DATE

'7/// g od/wd

DGS 5504 {Rovised 1193)
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6. .

e e cmTRIEL TS — S n oRy

1 = IVI°C OR PRINE A SEPARAIE FORM FOR EAGIE NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENT

:&"é’”f@ STRES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SOEDULE PGS §30-1) T ‘

. ' . 2 — 3 uwr ‘
R e JPR L S
2t 4

i L]
Serles « A group of related records normaily filed snd waed a9 o wnil for reference as well 23 tetention and dispesiten p peses,

. s EARUEST YEAR ! LATETEST YEAR
\ﬁ !; 0 WWM . :&_ro__
.

6. RECORD SERIES DESCRIPTION ( Briefly descrive the

4 RECORD SEFIES TITLE

t uummmwnusmnmmm-«wmams«m
rpes

- — | ’ 3. VOLUME
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE O Fie Orawerts) (
. Q Microfim Reel (s)
O Llefler Sze O Mictolim ' O Aphabetical Q Comouter Tace (s}
: ' O Other (Specty)
O Legal Size G Compuler Tape O Numerical
. Number
Floppy Disk O Chronological
@ fond Bock ° ) 10. ANNUAL ACCU:;:L;I’ION(S'
O Geographicst o rawer
0 Audio Tape O Video Tage . 8 Micriim Red (5
_ O Other (Specify) : a Computer Tope(s)
0 Oiher (Specdy) a Olhes X

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

M a Memh/(s) G Yeals)
G ODady G Weekly O Monthly
‘ ; fice)
E? {If yes. specily agency of of
ECORD SERIES DUPUCATED ELSEWHER
5 gl N . Floor, Room) 14, ISR
13. CURRENJ LOCAJIO I(S) -~
a  Yes . 9
QW .

b ENTS
15. ACCESS RESTRICTIONS (if yes. cile law(s) & regutation{s) 16. AUDIT REQUIREM

a None O Slate O Federal G  Independent
Q Yes 0 No

. Disperse to appro
17. 1S AN IHOEX SYSTEM USED? (1 yes, explain briefly and 18. RECOMMENL

priate department,

A then retain renfinder until updated
desabe sny haidwareisoltware)

current information only.

a /) . _
; 20. TELEPHONE NUMBER | 21 patE 7/// v Fr
" 19. nm%jﬁﬁtf !

~




S | / AL

“ MSIRUC)IONS - TYPE OR PRINI A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
; 7VISED RECORD SERIES. FORWARD WITH RECORDS RE1ENTION RECORDS MANAGEMENT DIVISION
L€ (0GS 850.1) 7215 WATERLOO ROAD
i P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of :
‘I, vEPARIMENTIAGENCY. ' 2. DIVISION 3. umiv ¢
- 2o Saad ke
ZlprasTin M a’) : @MW%—,M LA ’
T

DEFINITION - Records Serles - A group of related records notmally fited and used s a unit for reference oo
4. RECORD SERIES IITLE

Co 5. EARLIEST YEAR / LATETEST YEAR
TWeale Y \&)@%MM T9 10

well a0 retention and disposition purposes,

8. RECORD SERIES DESCRIPTION ( Bilefly descube the lypes of informalionvdocumentsiforms

found in the Series. Include the putpose or function of the Series)

7. RECORD SERIES FORMAT(5) 8. RECORD SERIES SEQUENCE . 9. VOLUME
O File Drawer(s)
O Leller Size O Miciolim O Alphabelical O Microliim Reel (s)
O Compuler Tape (s)
O Legal Size O Compuler Tape O Numerical . ' Q Other (Specily)
—_—
O Bound Book O Floppy Disk a Chionological Number
O Audio Tape O Video Tape O Geogiaphical : 10. ANNUAL ACCUMULATION
O File Drawer (s)
U Other (Specily) O Other (Specily) O Microfilm Reel (s)
O Compuler Tape(s)
O Other (Specify)
Number

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

o Daily O Weekly C  Monthly O Month(s) O Yeal(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (il yes, specily agency ot office)
Conint Foute .
Mlage A, L. O Yes .8 No

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

O Yes ‘0 No

D None Q Stale Q Federal O  Independen!

17, IS AN INDEX SYSTEM USED? (i yes, explain briefly and 18. RECOMMENDED RE DiSPerse to
descrbe any hardwarelsollware)

der untj]
‘ o Updated
e o /%)e]&m o pet:ceded, then destroy
rrent Informatio, only

-

19. NAME A TITLE OF PARER 20. 'TE[EPHONE NUMBER : 1. vAIc
- Dy & 7w

DGS 550-4 (Rovised 1/9))
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" INSIRUCIIONS -~ TYPE OR PRINI A SEPARATE FORM FOR EAGHH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
“tVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION RECORDS MANAGEMENT DIVISION
;o O LT (OGS 550-1) 7215 WATERLOO ROAD
L P.O. BOX 275 - JESSUP, MARYLAND 20794 Page o —_—
1“1 verARIMENTIAGENCY. :

‘ 2. DIVISION _ 3. UNIW ! ? \
NJ
DEFINITION - Records Serles . A group of related records normally
4. RECORD SERIES TITLE i 5. EARLIEST YEAR / LATETEST YEAR

VM :%(/L;/qp Mﬂw 6770% ‘73 10

8. RECORD BERIES DESCRIPTION ( Briefly describe the lypes of Information/documents/fforms found In the Serles.

fNled and used as a unit for teforence a9 well as retention and disposition purposes.

VitSio Fote ompar, e Clipr,
Ftrernonts 7/%&%7 G B

Vilbwrlive, Foir @m;oawm Wl Gcte

HOTAT (LengZb ] ot tead P )

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Leller Size O Miciolilm O Alphabelical O Microfim Reel (s)
O Computer Tape (s)
O Legal Size O Computer Tape 0 Numerical a0 Other (Specily)
—_—
O Bound Book Q Floppy Disk O Chionological Number
0 Audio Tape Q Video Tape O Geogiaphical . 10. ANNUAL ACCUMULATION
O File Drawer (s)
© Olher (Specify) O Other (Specily) O Microliim Reet {s)
O Computer Tape(s)
O Other (Specily)
—_—
Number

11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daiy O Weekly o Monthly O  Monthis) O Years)

Number

1. CURREEI L?Pg(s Bldg., Floor, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency o office)
W L.. B Yes . .0 No
PP — i ..

15, ACCESS RESTRICTIONS (i1 yes, cile law(s) 8 tegulation(s) 16. AUDIT REQUIREMED_"S

O Yes ‘0O No

O None 0 Slale 0 Federal O Independen!

17, IS AN INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED R!
descibe any hardwarelsoliware)

‘ &/M Retain until updated or
O Yes o No

superceded, then destroy

19. NAME AND TITLE EPARER 20. 'TELEPHONE NUMBL. <l. UVATE ~ /
/5 _ Il ¥ E7w

UGS 3504 (Revised 1/9)
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INSLAVUCTIONS - TYPE OR PRING A
- "VISED RECORD BERIES.

©OET UL (OGS $50-1)

L

SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

51, oEPARTMENTIAGENCY.

%Muza_,cowzf;\’

2. DIVISION

“_\_

AGENCY RECORDS INVENTORY

Page of

3 UNII

Wl Tdso

DEFINITION - Records Serles - A group of related 1ecords normally

Med and used as s unit for reference ae

woll ae retention and disposition purposes,

4. RECORD SERIES TITLE

%W%

5.  EARLIEST YEAR ) LATETEST YEAR

17(

10

6. RECORD SERIES DESCRIPTION ( Briefly desciibe the lypes of informatiorvdocumenis/iorms found In the Series,

. Include 1he puipose or function of 1he Saries)

7. RECORD SERIES FORMAT(S5)

O Leller Size O Microlilm

O Lepal Size a Computer Tape

O Bound Book Q Floppy Disk

Q Audio Tape O Video Tape

U Other (Specily) -

8. RECORD SERIES SEQUENCE
O Alphabelical
O Numerical
O Chionological
Q Geogiaphical

Other (Specily)

9. VOLUME
O File Drawer(s)
O Microfilm Reel (s)
O Compuler Tape (s)
Q Other {Specily)

—_—
Number

————e

10. ANNUAL ACCUMULATION
O File Drawer (s)

O Miciolilm Reel (s)
O Compuler Tape(s)
O Other (Specify)

—————— e

11, FILE I5 USED

0 Daiy O Weekly 0  Monlhly

12. FILE BECOMES INACTIVE AFTER

—_—
Number

O Monih(s) o

Yeal(S)

13. CURRENT LOEA,IION(S) (Bdg., Floor, Room)

oo

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

.~ O Yes

(I yes. specily agency ot office)

O No

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

D Yes ‘0 No

16. AUDIT REQUIREMENIS

O None 0 Slate

17, 1S AN INDEX SYSTEM USED) (I yes, explain brielly and
describe any hardware/sollware)

O Yes

18. REcommENnbep Disperse to ap

Bob.:

current mforma

m m PBEPARE

20. ‘TELEPHONE NUMBER

O Federal O Independent

Propriate de artment,
then retain remfh "

Or superceded, then destroy.

der until updateq

Keep
tion only,

21. DATE

7//¢o°/w

DGS 550.4 [Revised 1/93)
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“ INSIRYCTIONS - TYI'E OR PINE A SEPARATE FORM FOR EACH NEW
. '"VISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
©RTULE (DGS 550- 1}

i

51, vePARIMENTIAGENCY.

2

Co - Coenesienn

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

P.0. BOX 275 - JESSUP, MARYLAND 20794

DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD

Page or

DEFINITION - Records Serles - A wo\u!

of related records notmally filed and used as & unit for reference e

well a0 retention and dispesition purposes,

4. RECORD S'ERIES UTLE

5. EARLIEST YEAR / LATETEST YEAR
'90 10

M 5 Lol

*/@/m«?‘o

iwx W%%ﬂ‘/‘d

6. RECORD SERIES DESCRIPTION ( Brieflly describe the lypes of information/documents/torms

found In the Serles. Include the puipose or function of the Series)

/J\; il %M |

d%(j@ “//“7%

W

Cotlendliie LT,

7. RECORD SBERIES FORMAT(5)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawe(s)
O Leller Size O Microfim O Alphabetical © Microfilm Ree! (s)
0O Computer Tape (s}
O Legal Size o Computer Tape O Numerical Q Other (Specily)
O Bound Book 0 Floppy Disk 0O Chionological Number
a Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
© Olher (Specify) O Other (Specify) O Microfilm Reel (s)
O Compuler Tape(s)
O Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monthly O Monhis) O Year(s)
Number

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

prsdto

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

1. O Yes g No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMEP_IIS '
0 Yes O No D None D Slale O Federal O  Independent
S¢
u,:;(;] g:g :f‘g ;Jestr Oy materia| having no
17, 1S AN INDEX SYSTEM USED? (I yes, explain brielly and 18. RECOMMENDED RETEN Permanent]y anygfn . T Operationg) value. Retajp
describe any haidwarelsollware) documen¢ the onglna’ Zz‘ilﬂla TVes to
e Opment ang
¢ - accomp hmel]ts of an
O Yes O No M"’ Periodically to e mt?esémﬁ'-"' Transtr
: 1ves
1. m«n %gm 20. ‘TELEPHONE NUMBER 21. DATE

Sy & $led

DGS 550-4 {Revised 1/93)
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. 7SVISED RECORD SERIES. FORWARD WITH RECORDS RE1ENTION
S¥ UL (DGS 850-1)

L

IMSLRUCTIONS - 1YPE ON PIUINT A SEPARATE FORM FOR EAGH NEW

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Page of

H-1. DEPARTMENT/AGENCY. '

P.0. BOX 275 - JESSUP, MARYLAND 20794

2, DIVISION

- G, inl %

DEFINITION - Records Series - A group of related recorde

normally fited and used as a unit for teforence ee well as retention and disposition purposes,

4. RECORD SERIES TITLE

| p (fa;.al@)

5. EARLIEST YEAR ! LATETEST YEAR

VY 10

‘.

DA Yrae
Rsanc

Come o Aren )S/@L@,M

6. RECORD BERIES DESCRIPTION ( Briefly describe the types of Informalion/documents/lorms found In the Seiles.

/@w&aﬂ /\O&W
SN A _
“‘%v g Alens

elpalizi 1 Mo 113
Qn/w,,j;v .SQ?? &wa/om/g/w

7. RECORD SERIES FORMAT(5)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Leller Size O Miciohim O Alphabetical O Microliim Ree! {s)
o Computer Tape (s)
O Legal Size @ Compuler Tape O Numerical O Other (Specily) ______
O Bound Book Q Floppy Disk 0 Chionological Number
0 Audio Tape O Video Tape O Geogiaphical 10. ANNUAL ACCUMULATION
O File Drawer (s)
0 Other (Specity) @ Other (Specify) O Microlilm Reel (s)
O Compuler Tape(s)
O Other (Specify) _____
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily 0 Weekly Q  Monthly O Month(s) o Yeal(é)
Number

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

ConZiad
%“’ﬂ—&/f/r& .

1. O Yes . o

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

No

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

O Yes ‘0 No

16. AuDIT REQUIREMENTS

O None O Slale

0 Federal O  Independent

V7. IS AN INDEX SYSTEM USED? (If'yes, explain briefly and
descibe any hardwarelsoltware)

O Yes O No

18. RECOMMENDED RETEN Disperse to appropriate department,
; then retain renfinder until updated

current information only.

18. NAM@ND!IIII. PREPARER

D e——— e —

or superceded, then destroy. Keep
20. ‘"TELEPHONE NUMBER

21, DATE

7/// q'o’/w

OGS 5504 (Rovised 1193)
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I INSLBUC]IONS - TYPE OR PRINI A SEPARATE FORM FoR EACH NEW
; 7VISED RECORD SERIES. FORWARD WITH RECORDS RETENVION
€7 TGLE (DS 550-1) 7275 WATERLOO ROAD

“In, ozmmmsmmomev

WMW

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

‘ P.0. BOX 275 - JESSUP, MARYLAND 20794

"&f""@ e,

AGENCY RECORDS INVENTORY

Page of

il i

DEFINITION - Records Serles - A group opo

Inted recorde hormally filed and used ae o unit for reference oe

woll ae retention and dispoeiton purposaes,

4. RECORD SERIES TITLE

5.  EARLIEST YEAR | LATETEST YEAR

&) 10

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the lypes of Informatlonvdocumenisflorms

/QM %m

Caclicn

wd:znd "I#"w Vj:j:jg lnclude‘ he puipose or funcllon of the Series)
et dossso Pl A
Ry

Woraleo bo- Rude

~

/gdo tmtdnl

1. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawer(s)
O Leller Size O Microlilm O Alphabetical O Microlilm Reet (s)
O Compuler Tape (s)
O Legal Size a Compuler Tape O Numeical O Other {Specily)
—_—
O Bound Book O Floppy Disk O Chionological Number
| O Aol O Video Tape O Geogisphical 10. ANNUAL ACCUMULATION
uclo Tepe g ootep O File Orawer (s)
U Other (Specify) O Other (Specily) O Microfilm Reet (s)
O Computer Tape(s)
O Other (Specify) ____
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE APTER
O Daily O Weekly o Monthly O Monhis) O Year(s)
Number .

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

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

19. NAME AND TITLE OF PREPARER

20. ‘TELEPHONE NUMBER

i~ O Yes 0 No
%% “n, t
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulalion(s) 16. AUDIY REQUIREMEMS \
Q Yes a No Q  None 0 Stale 0 Federal O  Independent
17, IS AN INDEX SYSTEM USED? (If yes, explain bilelly and 18. RECOMMENDED RETENTIO! . .
descitbe any hardwarelsofiware) Retain until updated or
' /%E/Z_mw _ .Superceded, then destroy
0 Yes 0O No

21. DATE

/) o CP_/»«)

UGS 5504 (Revised 1193)
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INSLBUCHIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1)

7275 WATERLOG ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page of

1. DEPARTMENTIAGENCY 2. DIVISION 3. uNIT

. , ) l
)
DEFINITION - Records Serles - A graup of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
(&lea,é;cb | (35 o

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forma found in the Serles.

Jeattts g Joacels | in@wﬂl Foe Bpemple
T, Zach | | a

ol ‘HMM“ Condi

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME

Fite Drawer(s)
O Leller Size O Microfilm O Alphabetical Microfitm Reet (s)

Computer Tape (s}
O Legal Size o Computer Tape a Numerical ) Other (Specify)

0O Bound Book Q Filoppy Disk O Chronologicat ' Number

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

O File Orawer (s)
Olher (Specify) O Microfilm Reel (s)
0 Compuler Tape(s)
O Other {Specify)

0 Other (Specily)

11, FILE IS USED . FILE BECOMES INACTIVE AFTER

o Daily O Weekly O Monlhly O Monthis) Qo Year(s)

Number

13. CURRENT LOGATION(S) {Bldg., Floor, Room) . 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or office)
~

Cepldat ‘ 5 No
;::WM o VYes . | . N

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

O Yes o No

0 None O Slale 0 Federal O independent

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

describe any hardware/software) Retain until updated or

o - MM - - .supercedcd, then destroy

pa) ] .
19. NAME W OMM . TELEPHONE NUMBER : 21, DATE

/) °J<P/w

DGS 550-4 {Revised 1/93)




PESTBUC1)0MS - 1Y1E OR PRINT A SEPARATE FORM FOR EAGI! NEW

FEWIED RECORD SIREK FORTARD WITH RECORDS REIEMTION
SOEIRAE PCS $30-1) .

1. DEPARIMENT/IAGERCY -

- DEFINITION « Records Serles « A group of relsted records normaily filed and wsed so s ualt for reference as
4 RECORD SERIES TITLE

. . LR EARUEST YEAR ! LATETEST
%6@74"‘1‘3 W | T4 10 -

6. RECORD SERIES DESCRIPTION ( Brielly describe the trpes of information/documentsforms found in the Geries.

well 28 retenton snd dispositen purpeses,

lmwm.qwmdrmum

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

~ G Fie Orawerts)
O Leites Size O Micolim . ’ O Abphabetical G Microlim Reel (3)

: Q Comouter Taoe (3)
O Legal Size G Compuler Tape O Numerical Q Othet (Specfy) _________

O Chronological Number

Geographical 10. ANNUAL ACCUMULATION
° . Q File Orawes (3)
Other (Specily ' O Microtim Reel (s)
° ¢ ) ) a Compuler Taoe(s)
Q Other (Specty)

O Bound Bock O Floppy Disk

0 Audio Iape 0 Video Tage

0 Other {Specdy)

1. FILE IS USED 12, FILE BECOMES INACTIVE AFTER

o Daiy O Weekly G Monihly O Moniks) Q  Year(s)
Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES OUPUCATED ELSEWHERE? (I yes. specily agency of office)
W%

SAEL e G Yes : . @ No

15. ACCESS RESTRICTIONS (! yes, cile law(s) & reguialion(s) 18. AUDIT REQUIREMENTS

Yes 0 No 3 None O Slale

17. 1S AN INDEX SYSTEM USED? {If yes, expizin briefly and

18. RECOMMENDED RETENTION
descibe any hardwar e)

e iy

g Y 0 No

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER o I NOAE )/ o J// <)




/5>

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

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

WWC@«;Z:

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 275 - JESSUP, MARYLAND 20794

CI&/W

Page of

1. DEPARTMENT/AGENCY ' 2, DIVISION 3

DEFINITION - Records Serlos -

A group of nht-d tecords normally filed and used as a unit for reforence as

well as retention and disposition pusposes,

4. RECORD SER!ES TITLE

5. EARLIEST YEAR / LATETEST YEAR

l?’q

Boacd Menbeatys

S s TP
InvYR B

8. RECORD BERIES DESCRIPTION ( Briafly describe the \ypes of information/documents/forms found in the Series

MR C Coxtrn - Laeh GF

. Include 1he purpose or function of the Saries)

7. RECORD SERIES FORMAT(S)

O Lelter Size 0 Microfilm

O Legal Size o Compuler Tape

0O Bound Book 0 Floppy Disk

U Audio Tape 0 Video Tape

0 Other (Specily)

8. RECORD SERIES SEQUENCE
0 Alphabetical
Numerical

Chronological

9. VOLUME
O File Orawer(s)
O Microfilm Reel (s)
O Computer Tape (s)
Q Other (Specify)

Number

Geographical

Other (Specify}

10. ANNUAL ACCUMULATION
O File Drawer (s)
. O Microfitm Reel (s)
O Compuler Tape(s)
O Qther (Specily)

11. FILE 1S USED

0 Daily 0 Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

O Monlh(s) (]

Number

Yeal(ﬁ)

13. CURRENT LOC ION(S) {Bldg., Floor, Room)

ek ol

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

a  Yes

(If yes. specily agency or office)

o No

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

O VYes 0 No

16. AUDIT REQUIREMENTS

O None o Slale

17. IS AN INDEX SYSTEM USED? (I yes, explain briefly and
desciibe any hardware/sollware)

O Yes 0 No

18. RECOMMENDED RETENTION

Kile

Superceded,

19. NAME AWOF W
|

20. TELEPHONE NUMBER

O Federal [a]

Independent

etain untjj updated or

then destroy

21. DATE

Wi &

§/wo

DGS §50-4 (Revised 1793)
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INSIBUCIIONS TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW

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

{. DEPARIMENT/AGENCY

| U t02070h  Concrsoy

2

DEPARTMENT OF GENERAL SERVICES

‘ AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION .

7275 WATERLOO ROAD

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

DIVISION 3. UNIT

Cotral fibo

DEFINITION - Records Serles - A group qufl(ld racords normally filed and used as s unit for reference as

well ae retention and disposition purposes,

4. RECORD SERIES TITLE

ﬂ,zé;(w de@wi w‘,&w;jim@

5. EARLIEST YEAR / LATETEST YEAR

/ 7/ 10

Pres
eareas Coilin,

Neins Lsaeat

6. RECORD SERIES DESCRIPTION ( Briefly describa the types of informalion/documentsiforms found in the Serles

. Include the purpose or funclion of the Series)

#'o—o-d/.)/b?/(ﬂwd

Md) MWW
Chosien'o Cotenect

e

7. RECORD SERIES FORMAT(S)

0 Leller Size a Microlilm

O Legal Size a Computer Tape

O Bound Book O Floppy Disk

O Audio Tape O Video Tape

0 Olher (Specify)

8. RECORD S8ERIES SEQUENCE

9. VOLUME
O Fite Orawer(s)
O Microfitm Reel (s)
O Computer Tape (s)
O Qther (Specily)

Alphabetical
Numerical

Chronological Number

Geographical 10. ANNUAL ACCUMULATION
File Orawer (s)
O Microfilm Ree! (s)
O Computer Tape(s)
o

Other {Specify)

Other (Specify)

Number

1. FILE IS USED

O Daily O  Weekly 0 Monlhly

. FILE BECOMES INACTIVE AFTER

O Monihis) O Year(s)

Number

13. CURRENT LOCAII%HOOL Room)

. IS RECORD SERIES DUPLICATED ELSEWHERE?

(i1 yes. specily agency or office)

O Yes .0 No

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

O Yes o No

. AUDIT REQUIREMENTS

0 None O State 0 Federal O Independent

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

0 Yes 0 No

. RECOMMENDED RETEN'

Retain until updated or
~ superceded, then destroy

Rolzn.

19. NAME AWF W

. TELEPHONE NUMBER

21. DATE

Wy & §lw0

DGS 550.4 (Revised 1/93)







[ 7/

) ‘ |NS[BUCI|0NS TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW
i REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
E SEHEDULE (OGS 550-1)

— e
"1. DEPARIMENT/AGENCY

Wm%

2

DIvisioN

Cp.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 -

AGENCY RECORDS INVENTORY

JESSUP, MARYLAND 20794 Page of

DEFINITION - Records Serlos - A group of related rocords

normally filed and used as & unit for reference as

well as ratention and disposition puvpoul;

4. RECORD SERIES TITLE

[ rad of Eolse Tt

5. EARLIEST YEAR / LATETEST YEAR

129 1

QWW

Copctel
o

it \fharapedatic:

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

Include the puipose or lzncllon of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawer(s)
O Leller Size 0 Microfilm O Alphabetical O Microfitm Reel (s)
O Computer Tape (s)
O Legal Size O Computer Tape O Numerical 0 Other {Specify)
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape Q Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
o on i O Other (Specif 0O Microfilm Reet (s)
Other (Speciy) (Specit) O Computer Tape(s)
O Olher (Specify)
Number
11. FILE 18 USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly 0 Monthly g Month(s) a  Year(s)
Number
13. CURRENT LOC?}ION(S) (B!dg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
@ % o  Yes O No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
D Yes o No O None 0 Slale O Federal O  Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and | 18. RECOMMENDED F o’:b/" Waﬂ' CompliZes
describe any hardwarelsoltware) Retain 3 yearsyand until all audit
O Yes o No requirements have been met, then
destroy
19. NAME TLE OFJPREPARER 20. TELEPHONE NUMBER 21. DATE /
7/// & F7 20

DGS 550-4 (Revised 1/93)




[P

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

SCHEDULE (OGS 550-1) 7275 WATERLOO ROAD

WM@M Co- (2

RECORDS MANAGEMENT DIVISION

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of
m
1. DEPARTMENTIAGENCY 2. DIVISION

3 UNIT :

DEFINITION - Records Serlas -

A group or rolated rocords normally filed and used as & unit for reference s

4. RECORD SERIES TITLE

woll as retention and dispositon purposes.

5. EARLIEST YEAR / LATETEST YEAR

' 7210

Tsoppita.
W ﬂdﬂw@w@ W

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

. Include the purpose or function of the Series)

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

O Lelter Size 0 Microlilm O Alphabelical
0 Legal Size O Computer Tape a Numerical

O Bound Book O Floppy Disk 0O Chronological
O Audio Tape O Video Tape O Geographical
O Other {Specily) G Other (Specify}

9. VOLUME
O File Drawer(s)
0O Microfilm Reel (s)
O Computer Tape (s)
O Other (Specify)
Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
Microfilm Reel (s)

o
O Compuler Tape(s)
O Olher (Specify)

Number

41, FILE IS USED 12

O Daily 0 Weekly O Monthly

Number

. FILE BECOMES INACTIVE AFTER

O Month(s) o Yeat(é)

-
P

13. CURRENT LO(Z‘AIIO%MOL Room)

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

17. 1S AN INDEX SYSTEM USED? (If yes, explain bnelly and 18. RECOMMENDED RETENTION
describe any hardwarefsoflware)

X '( — — -
a Yes O No /%L’ZZ"’V

19. NAME ANDZIILE OF% 20. TELEPHONE NUMBER

O  Yes o No
ﬂ&/iayz/ SKeow
15. ACCESS RESTRICTIONS (If yes, cite faw(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes 0 No O None o Stale a Federal O independent

Retain 3 years, then destroy

21. DATE ,7 %/ y / /a—d

DGS 550-4 {Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS REENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1)

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

S ——————————

1. DEPARTMENT/AGENCY ' 2. DIVISION

. 3. uNIT 3 ¢
DEFINITION - Records Serlos - A group of related rnco}d-
4. RECORD S.ERIES TITLE

§. EARLIEST YEAR / LATETEST YEAR
A2 ene i 83 o

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

normally filed and used as a unit for reference as well as retention and disposition purposes,

Include the purpose or funciion of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD S8ERIES SEQUENCE 9. VOLUME

O File Orawer(s)
O Letter Size 0 Microfilm  Alphabelical O Microfilm Ree! (s)

D Computer Tape (s)
O Legal Size O Computer Tape O Numerical 0 Other (Specify)

O Bound Book O Floppy Disk O Chronological Number

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

. O File Orawer (s)

O Other (Specify) O Microfilm Reel (s)
a Computer Tape(s)
a Other (Specify)

0 Olher (Specify)

Number

. FILE IS USED . FILE BECOMES INACTIVE AFTER

a] Daily O  Weekly 0 Monlhly o Month(s) a Yeal(é)

Number

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

O Yes A . O No

. IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specify agency ot office)

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

0 Yes O No

O None 0 State 0 Federal O  Independent

dereen annually. Lestroy matenal having no
o further fiscal, legal or operational value. Retain
17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and . RECOMMENDED RETENTI permanently any material that serves to

describe any hardwarelsoliware) - document the origin, development and
IM&”’" " accomplishments of the department. Transfer
periodically to the MDD State Archives

. TELEPHONE NUMBER : 21. DATE ﬂ
| 91 & ST 20

e C—

0 Yes O No

19. NAME ANO TITLE OF PREPARER




— /7/

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

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (0GS 550-1) 7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page of

1. DEPARTMENT/AGENCY 2. DIVISION

~d
DEFINITION - Records Series -

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

retention and disposition purposes.

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

?
J,A/Ld/% 6 ' 70
8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/lorms found in the Series.

Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Leller Size O Microfilm O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
O Legal Size 0. Compuler Tape O Numerical O Olher (Specify)
0 Bound Book O Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other (Specily) O Other (Specify) O Microfilm Reel (s)
O Computer Tape(s)
O Other (Specily)
Number

11. FILE IS USED

-
~n

. FILE BECOMES INACTIVE AFTER

0 Daily 0 Weekly O Monlhly

13. CURRENT LOCAIION(§) Bidg., Floor, Room) 4. IS RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specily agency or olfice)
P D

;.% % O VYes - . O No

15. ACCESS RESTRICTIONS (Il yes, cite law(s) & regulation(s) 16, AUDIT REQUIREMENIS

0 Month(s) O Year(s)

Number

-

O Yes D No O None O Slate O Fedeial O Independent

Screen annually. Uestroy matenal having no
further fiscal, legal or operational value. Retain

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

permanently any material that serves to
describe any hardware/soflware) - document the origin, development and
: accomplishments of the department. Transfer
O Yes O No ﬁ) periodically to the MD State Archives

) “ e . ———————
19, NAMWG% 20. TELEPHONE NUMBER : 21. DATE /
| 2y ot F/od

DGS 5504 (Ravised 1/93)
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INSTRUCTIONS - TYPPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550.1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

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

1. DEPARTMENT/AGENCY

of
3. UNIT-

bl Jidyo

2. DIVISION

DEFINITION - Records Serles - A group of related rocords normally filed and used as a unit for reference as well an retention and disposition purposes.

4. RECORD SERIES TITLE

(it RW  Cobbecres

5. EARLIEST YEAR / LATETEST YEAR

*76 10

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

Include the purpose or function of the Series)
y . - 4 LS
VJ,ZZ

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Qa File Drawer(s)
0 Leller Size O Microfilm O Alphabetical O Microfilm Reel (s)
0 Computer Tape (s)
O Legal Size 0 Compuler Tape a Numerical O Other {Specify)
O Bound Book D Floppy Disk O Chronological Number
O Audio Tape D Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
} if O Other (Specif O Microlilm Reel (s)
©1 Olfer {Speciy) (Speciy) O Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily 0 Weekly 0 Monthly 0 Monlh(s) O Year(s)
Number
13. CURRENT LOC N{S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency ot office)

Z,

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

Screen annually. Uestroy matenal having no

17. IS AN [HDEX SYSTEM USED? (if yes, explain brielly and
descibe any hardware/sollware)

further fiscal, legal or operational value. Retain
8. RECOMMENDED permanently any material that serves to

-

oy accomplishments of the department. Transfer
s

periodically to the MD State Archives

0 No

document the origin, development and
. TELEPHONE NUMBER

Poat
19, NAMEWOF PAKER

2. DATE7/// o/-Oy/M\

DGS 5504 (Revised 1793)




Lo/

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

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

1. DEPARTMENTIAGENCY

Wm%

2, DIVISION

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

&W

AGENCY RECORDS INVENTORY

3. UNIT

Coitiel, b

DEFINITION - Records Serics -

A group ol related records normally filed and used as & unit for referance [ 1)

well as retention and disposition purposes.

4. RECORD SERIES TTLE

Bt dnseee

5. EARLIEST YEAR | LATETEST YEAR

168

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

. Include the puipose or function of the Series)

FECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
O File Drawer(s)
O Leller Size O Microlilm O Alphabetical O Microfilm Ree! (s)
O Computer Tape (s)
0 Legal Size o Computer Tape o Numerical 0 Other (Specily)
O Bound Book O Floppy Disk 0O Chronologicat Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer {s)
. . icrofi | (s)
© Other (Specil O Other (Specit O Microfilm Ree
Other (Specily) (Specily) O Computer Tape(s)
O Olher (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly o Monthly o Monlh(s) O Year(s)
Number
13. CURRENT LOCAHOﬁN& (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)
Corilinl. ««22
W M o Yes g No
15, ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMEMS
O Yes o No O None O Slate O Federal D Independent

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

U Yes 0 No-

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER : 2

. DATE

I o § e

DGS 550-4 (Revised 1/9))




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD : ;
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of

e r——

1. DEPARTMENT/IAGENCY 2, DIVISION

ascett oty |05 hipug | Coitied i

DEFINITION - Records Serlos - A gvoup of relnted records normally filed and used as a unit for reference as

4. RECORD SERIES TITLE

well as retention and disposition pu§poul.

5. EARLIEST YEAR / LATETEST YEAR

Netzed Rovevecs [t Jolhnt foude. e

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documentsfiorms found in the Series. Include the purpose ot function of the Series)

/%damw/ WJJIZD %WﬂM)&ﬂM
ContorraZion Eansmedo

e

Y, /W W

7. RECORD SERIES F.ORMAT(SD 8. RéORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Lefler Size O Microfilm O Alphabetical 0 Microfilm Reel (s)
O Computer Tape (s)
Q Legal Size O Computer Tape O Numerical O Olher (Specify)
D Bound Book O Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other (Specily) O Olher (Specify) : O Microfilm Reel (s)
O Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monthly O Monlh{s) O Year(s)
Number .
13. CURRENT LOEAIION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)

WJM@"" a  Yes . : . 0 No

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

0 Yes o No O  None O State 0 Federal O independent

Screen annually. l)estroy materal having no
tional value. Retain
17. 1S AN INDEX SYSTEM USED? (f yes, explain briefly and | 18. RECOMMENDED REq further fiscal, legal or operation

to
permanently any material that serves

describe any hardware/sofltware) o e oo, dosclopment and

0 Yes . o No 7 accomplishments of the department. Transfer

periodically to the MD State Archives

19, NAME Ag TILE OFEZEPAEER 20. TELEPHONE NUMBER g 21, DATE / / /

DS 550.4 (Revised 1193)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1)

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

1. DEPARTMENTIAGENCY ’ 2. DIVISION

DEFINITION - Recorde Serlos -

A group of related records normally filed snd used se a unit for reference as well as retention and disposition purposes,

. @ 5. EARLIEST YEAR / LATETEST YEAR
1
M W : 74 10

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

4. RECORD S.ERIES NTLE

Include the purpose of funclion of the Series)

’

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

File Drawer(s)
Microfilm Reel (s)

Computer Tape (s)
G Legal Size O Computer Tape O Numerical Other (Spectly)

3 Leller Size o Microfilm O Alphabeticat

0O Bound Book O Floppy Disk Chronological Number

O Audio Tape O Video Tage Geographical 10. ANNUAL ACCUMULATION

O File Drawer (s)
Olher (Specify) O Microfitm Reel (s)
O Computer Tape(s)
O Other {Specify)

O Other (Specily)

Number

11. FILE IS USED . FILE BECOMES INACTIVE AFTER

0 Daily O Weekly O Monthly O Monlh(s) o Yeal(s)-

Number

13. CURRENT LO%A'HON(S) (Bidg., Floot, Room) . 1S RECORD SERIES DUPLICATED ELSEWHERE? ({If yes. specily agency of office)

St . .Y

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

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

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

- RECOMMENDED | Disperse to appropriate department,
describe any hardware/sofiware)

then retain renfinder until updated
‘ + or superceded, then destroy. Keep
0 v o N fie !
i} ’ W current information only.

19. NAME AN EPF P E . TELEPHONE NUMBER : 21. DATE
| 7/// %/ / vo

DGS 550-4 (Nnvised 1193)
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IHSTRUCTIONS .- 1YPE OR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

1. DEPARTMENTIAGENCY '

Dy beracsen

2, DIVISION

e IR,

AGENCY RECORDS INVENTORY

Page of

3. UNIT

w ﬂL “5,«—‘&“9

(o4
DEFINITION - Records Serlos -

A group of related records normally filed and used a3 a unit for reference sy

well as retention and dlsposition purposes.

4. RECORD SERIES TITLE

§. EARLIEST YEAR / LATETEST YEAR

‘74

TO

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

Include the puipose or function of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawer(s)
O Lefler Size O Microfilm O Alphabelicat O Microfilm Reel (s)
O Computer Tape (s)
0 Legal Size O Computer Tape 0 Numerical Q Other (Specily)
0 Bound Book O Floppy Disk O Chronological Number
0 Audio Tape a Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
M if O Other (Specif O Microfilm Reel (s)
© Other {Specily) (Specily) O Computer Tape(s)
O Other {Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly O Monthly O Monlh(s) 0 Year(s)

Number

13. CURRENT LOGATION{(S) (Bldg., Floor, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(It yes. specify agency or office)

g Yes o No
15. ACCESS RESTRICTIONS (if yes, cile law(s) & regulalion(s) 16, AUDIT REQUIREMEMS
0 Yes 0 No O None O State O Fedeial O  Independent

17. 1S AN INDEX SYSTEM USED? {if yes, explain briefly and
describe any hardware/softwate)

0 Yes 0O No

18. RECOMMENDED RETENTION

/%ﬂr@m’ 10) AKA

M /’w—é’ o & /Z/";?u
Aol vy

18. NAMEWE OFEQEPARER

20. TELEPHONE NUMBER

21, DAE7 /// p f /M

(S 550.4 {Revised 1/93)
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IMSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

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

1. DEPARTMENT/AGENCY

%NON

AGENCY RECORDS INVENTORY

Page of

7R =Y T

DEFINITION - Records Serlos -

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

well as retention and disposition purposes,

4. RECORD SIERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

7Y 1o

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentstorms found in the Series.

Include the puipose or funclion of the Series)

7. RECORD SERIES FORMAT(S)

O Leller Size O Microfilm
o Legal Size o Computer Tape
0 Bound Book 0 Floppy Disk
© Audio Tape O Video Tape

0 Other (Specify)

8. RECORD SERIES SEQUENCE
O Alphabelical
O Numerical
O Chronological

O Geographical

9. VOLUME
File Drawer(s)
Microfilm Reel (s}
Computer Tape (s)
Other (Specily)

Number

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

O Other (Specify)

O Compuler Tape(s)
o0 Other (Specily)

Number

11, FILE IS USED

0 Daily O Weekly o Monthly

. FILE BECOMES INACTIVE AFTER

Number

O Month(s) 0O Year(s)

13. CURRENT LDCATION(S) {Bldg., Floor, Room)
f

Ceopziel

M A

. IS RECORD SERIES DUPLICATED ELSEWHERE?

O Yes

(If yes, specily agency or office)

o No

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

O Yes O No

. AUDIT REQUIREMENTS

O None

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
desctibe any hardware/soflware)

0 Yes

. RECOMMENDED RETENT!

19. NAMZND IIILEQ tRéPARER

. TELEPHONE NUMBER

O Slate

0 Federal D Independent

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

21, DATE

Vi e

DGS 550.4 (Ravised 1/93)




soe e e

ﬂ:w"cmus - FTPE OR PRING A SEPARAIE FORM FOR EACI NEW
REVISED RECORD STRES. mum mu RECORDS RETENIION

1. DEPARIMENT/AGENCY -

VTl %

- - . "
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
PO, BOX 273 - JEBSUP, MARYLAND 20704

2. bvision

- DEFINITION - Records Serles « A group of related records normeily filed snd wsed as s wnil for referenee s

well as retention snd dispositen purpesee,

4. RECORD SER!ES TILE

8. EARUEST YEAR ! LATETEST YEAR

7 o

IMWWO“,WMO{IMSM)

1. RECORD SERIES FORMAT(S)
O Lelter Size
O Llegsi Skze
G Bound Bock
O Audo lape

O Other (Specdy)

8. RECORD SERIES SEQUENCE 3. YOLUME

Q Fie Orawerts)

G Microlim Reel (3)

O Comouter Taoe (3)

O Cther (Specfy) ______

O Abphabelical
O Numerical

O Chronologicsd
a Geoquptu‘l
O Other (Speciy) _

Number

10. ANHUAL ACCUMULATION
a File Orawer (s)
O Microfim Reel ()
a Computer Tape(s)
O Other (Spectfy)

11, FILE IS USED

o Daiy O Weekly

O Monihly

12, FILE BECOMES INACTIVE AFTER

QO  Monih(s) a  Year(s)

Number

13 CURRENT LOCATION(S) (Bidg., Floor, Room)
2y

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes. speciy agency of office)

Q  Yes . a

_No

15. ACCESS RESTRICTIONS (I yes, cile law(s) § reguiation(s)

Q Yes 0 No

18. AUDIT REQUIREMENTS

a None O Slals O Federal O independent .

17, IS AN INDEX SYSTEM USED? {if yes, explain briefly and
* destbe any haidware/sollware)

18. RECOMMENDED RETENTION

et Wwaag&d -é/.do

MW

/ %‘/Uu‘& P /2%

wv,/,,{(
/ ;‘h o demt hd
duém/

7 v
20. TELEPHONE HUMBER

21. DATE 7’/// Q/OV/M



MSIRUCIONS -
; 7'VISED RECoRD

/19

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

WWW

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
; ° #TLEDGS 550.1) 7215 WATERLOO ROAD
L P.0. BOX 275 - JESSUP, MARYLAND 20794
1, DEPARIMENIIAO!NCY 2, bivisioN * k)

Co (2, »

AGENCY RECORDS INVENTORY

Page ot

DEFINITION . Records Serles - A group olg)-lnlod recorde

notmally fled and used an g unit for teference se

wsll a0 retention and dispositon purposes,

4

RECORD S.ERIES TITLE

Dt Pt /5 »

5. EARLIEST YEAR / LATETEST YEAR

'77

6. RECORD SERIES DESCRIPTION ( Brielly descibe the {ypes of Information/documentsiforms found in the

Coundy. OOHW« Foeee

Serles. Include the puipose or function ol the Saries)

7. RECORD SERIES FORMAT(S)

20. ‘TELEPHONE NUMBER

8. RECORD S8ERIES SEQUENCE 9. VOLUME
O File Diawer(s)
O Leller Size O Miciolim O Alphabelical O Microfilm Reel (s)
O Computer Tape (s)
O Legal Size O Compuler Tape O Numerical Q Other (Specily) _______
—_—
0 Bound Book O Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geogiaphical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other {Specily) —_— O Other (Specify) O Microfilm Reel (s)
O Compuler Tepe(s)
O Other {Specify)
-Number
1. FILE 15 USED - 12. FILE BECOMES INACTIVE AFTER
O Daiy O Weekly O Monlhly U Monhis) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency o office)
L e a Yes Q NO
15. ACCESS RESTRICTIONS (if yes, cite law{s) 8 regulalion(s) 16. AuDIT REQUIREMENIS \
O Yes 0 No O None O Stale O Federal O  Independent
17, 1S AN IMDEX SYSTEM USED? (If yes, explain brielly and 18. RECOMMENDED RETENTION R . il dated
describe any hardwarelsollware) R etain unti updaated or
W /(,(ﬁdﬂz/(_ superceded, then destroy
O Yes O No
13. NAME AND TITLE OFPREPARER

21, DATE

i s 8w

OGS 550-4 (Revised 1/93)



50 /24 )

INSTRUCTIONS - TYIE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1)

7215 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page of

AGENCY RECORDS INVENTORY

1. DEPARTMENT/AGENCY ' 2, DIVISION

DEFINITION - Records Setlos

- A'group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

3 5. EARLIEST YEAR / LATETEST YEAR
Wv / WQ/,W 0 180 4

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/documents/forms found in 'Ihe Series.

Mecrisppat Crnepeter fagecaTs

4. RECORD SERIES TITLE

Include the puipose or function of the Series)

7. RECORD SERIES FORMAT(S) B. RECORD SERIES SEQUENCE 9. VOLUME
O File Diawei(s)
O Lelter Size O Microfitm O Alphabetical Q Microfilm Reel (s)
O Computer Tape (s)
O Legal Size o0 Computer Tape o Numerical O Olher (Specily)
0 Bound Book Qa Floppy Disk O Chronological Number
o Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION

O File Drawer (s)
O Mictofilm Ree! (s)
O Computer Tape(s)
O Other {Specify)

O Other (Specily)

a

Other (Specify)

Numbet

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Daily 0 Weekly O  Monthly O  Month(s) O Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
a  Yes 0 No

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

O Yes o No O None O State O Federal O Independent

S 7 L Z e,

{

a
N

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION ﬁz:lm,,g 350 h d,wmwv /gu‘ml ‘N
describe any hardware/soltware)
O Yes 0O No ) p
G
A ¥
1. NAMEWE (MM‘ 20. TELEPHONE NUMBER : 21. DATE

7// o J/w

DGS 5504 (Revised 1193)

<.




Vivd

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

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page o

1. DEPARTMENTIAGENCY ’

Uttty Caee T

_—

2

(%

DIVISION

e —————.
e

3. UNIT

DEFINITION - Records Seirlos -

A group of related rocords normally filed and used as a unit for refsrence as

well as retention and disposition purposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

78 1

-

<

Arlirgo |
@(W. /@wﬁﬁw%ﬁﬂc/ WW 5
| y pw |

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

Include the purpose or function of the Series)

. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Lelter Size 0 Microfilm O Alphabetical O Microfilm Reet (s)
O Computer Tape (s)
O Legal Size o Compuler Tape O Numerical O Other (Specily)
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUM.ULAT'ON
0O File Drawer (s)
; o Other (Specif O Microfitm Reel {s)
O Other (Specify) {Specify) G Computer Tapels)
O Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily 0  Weekly o Monlhly O Monlh{s) 0 Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room}) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency ot office)
o  Yes g No
15. ACCESS RESTRICTIONS (i yes, cile law(s) & tegulation(s} 16. AUDIT REQUIREMENTS
0O Yes 0 No o None O Slate O Federal O Independent
' Screen annually. Destroy matena having no
further fiscal, legal or operational value, Retain
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTIO permanently any material that serves to
descibe any hardware/software) documen't the origin, development and
. accomplishments of the department. Transfer
U Yes O No- periodically to the MD State Archives
,. /) - e . E—
19, NAMWE W 20. TELEPHONE NUMBER 21. DATE

)11 #¢/ro

DGS §50.4 (Rnvised 1/93)



/77

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 550.1)

e

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20794

2. DIvVIsION

Co . (rmmeoviosens

Page of.

o] b

DEFINITION - Records Series

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

well as retention and disposition purposes,

4. RECORD SERIES TITLE

D Zhe Eoeo Tz

5. EARLIEST YEAR / LATETEST YEAR

)3 o

P st

O C Cortrge

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

Cotee

Include the puipose or funclion of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
’ Qa File Drawer(s)
O Lefter Size O Microlilm O Alphabetical O Microfifm Reet (s)
O Computer Tape (s}
O Legal Size 0 Compuler Tape O Numerical a Other (Specify)
O Bound Book O Floppy Disk O Chronological Number
i i o hical 10. ANNUAL ACCUMULATION
O Audio Tape A O Video Tape Geographica o File Drawer (s)
i O Other (Specif O Microfilm Reel (s)
0 Other {Specify) er (Specify) & Compuler Tape(s)
O Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily 0 Weekly O Monthly O Month(s) O Years)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
O Yes a No
15. ACCESS RESTRICTIONS {If yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMEHIS
o Yes o No O None o Slate O Federal 0 Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/sollware) Retain until updated or
O Yes o No (e superceded, then destroy
e RPd,
19. NAME m OFMM_ 20. TELEPHONE NUMBER 21. DATE

’7/// 7 J)/w

NGS 5504 {Revised 1/93)




INSTRUCTIONS - TYPE ON PIINT A SEPARATE FORM FOR EAGH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
. PLVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
;o © T DG 850-1) 7215 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page o

—— ST
A, DEPARIMENIIAOENCY

2, )DIVISION @’

DEFINITION - Records

Serles - A group o! related records fiormally filed and used as & unit for 1eference »s well as retention and dlsposition putposes,

4. RECORD SERIES THL . 5. EARLIEST YEAR / LATETEST YEAR
- /f? 7 10
A '

8, RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/lorms found in the Series

M:ﬁ)/&%&y

. Include the puipose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE . 9. VOLUME
O File Drawer(s)
O Leller Size O Microhim O Alphabetical O Miciofilm Reel (s)
O Compuler Tape (s)
O Legal Size g Compuler Tape : O Numerical Qa Other ({Specily)
O Bound Bock O Floppy Disk 0 Chronological Number
O Audio Tape O Video Tape O Geographical : 10. ANNUAL ACCUMULATION
Q File Orawer (s)
U Olher (Specily) O Other (Specily) O Microfilm Reet (s)
O Compuler Tape(s)
O Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monthiy O Monthis) O Years)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency o office)
- O Yes ) . O No

15, ACCESS RESTRICTIONS (It yes, cite law(s) 8 regulation(s) 16. AvDIT REQUIREMENIS

O Yes o No 0O None o Slate 0 Federal O Independenl

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

Afwwm %WW%
0 Yes ‘ 0 No ‘@fw; ﬁé@%
. NAME AMBTIITLE OF PREPABER 20. TELEPHONE NUMBER : 1 21. oate
G5 /@M = Wy v Fw0

OGS 5504 {Revised 1/93)

1

L




I MSLAYCTIONS - TYPE OR PIINT A SEPARATE FORM FOR EACH NEW
.. “SVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION
& RTNLE (OGS 350-1)

i

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

1, DEPARIMENIIAO!NCY

WW

—————— |
2. pIVISION dé/

i )

' e

Page of

3. UNIT

o Cobed file

DEFINITION - Recorde Serles -

A group o! related 1ecorde

normally filed and used as a unit for 1eference as well ae retention and disposition purpeses,

4. RECORD SERIES TITLE

Coroddica o

5.  EARLIEST YEAR / LATETEST YEAR

95

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Informatiorvdocuments/lorms found In the Series

e

. Include the puipose of funclion of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

8. VOLUME

_ 2

20. TELEPHONE NUMBER

O File Orawet(s)
O Leller Size O Micriolim O Alphabetical O Microflilm Reel (s)
a Compuler Tape ()
O Legal Size o Computer Tape O Numerical ) <~ O Other (Specdy) ___
O Bound Book Q Floppy Disk O Chionological Number ’
i i T oG hical 10. ANNUAL ACCUMULATION
O Audio Tape D Video Tape eogtaphical O File Drawer (s)
I i O Other {Specif O Microfilm Reel (s)
OOther (Specity) ____ er {Specify) @ Computer Tapels)
Q Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
C  Daily O Weekly G Monlhly a  Monlh(s) [s] Year(é)
Number
13. CURRENT LOCATION(S) (BIdg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency of office)
Lsa O Yes o No
15. ACCESS RESTRICIIONS (If yes, cite taw(s) & regulation(s) 16. AUDIT REQUIREMENIS '
O Yes O No O None o Slate R 7 Independen!
etai
17, 1S AN IHDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION Tce ded pd‘?ted
descibe any hardware/sofiware) hell d, or
. W %ad/v\ estl‘oy
0 Yes 0 No )
19. NA

21. DATE

/. qu/M

DGS 550.4 (Revised 1/93)



I SLBUCIIONS - TYI'E OR PIINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
i "‘VlSED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
. e (OGS 850-1)

7275 WATERLOO ROAD

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

"l DEPARIMENIIAO!NC% 2. DIVISION d&/

Lepseeii Ww{ @ Mas o b :’2“" l&:lld 7&&”

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

5. EARLIEST YEAR / LATETEST YEAR
M [deador , |

normally flled and used as o unl! for refsrence as well e retention and disposition purposes,

7. RECORD BERIES FORMKI(S) 8. RECORD SERIES SEQUENCE . 9. VOLUME
O Fite Drawe(s)
eller Size O Miciolim O Alphabetical O Microfilm Reef (s)
. : O Compuler Tape (s)
O Legal Size O Computer Tape O Numerical o , 4 , : Q Other (Specidy) ______
O Bound Book O Floppy Disk ‘ a Chronological : Number’ :
O Audio Tape O Video Tape O Geographical : - | 10. ANNUAL ACCUMULATION
O File Dsawer (s)
© Other (Specify) O Olher (Specify) O Microfilm Reel (s)
. O ‘Compuler Tape(s)
O Other (Specify)
* Number - ¢ -

11. FILE 15 USED 12. FILE BECOMES INACTIVE AFTER

O Daily 0 Weekly O Monthly —_— O Monlh(s) a . Years)
Number e

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

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

.. O Yes . @ No
gl '

15. ACCESS RESTRICTIONS (it yes, cite law(s) & regulation(s) 16. AvDIT REQUIREMENIS

0 Yes o No O None o Slale-: D Fedela! a] Indepgndenl

17. IS AN INDEX SYSTEM USED? {if yes, explain brielly and 18. RECOMMENDED RETENTION . .
describe any hardware/sollware) Retain until updated or

. )&/% W superceded, then destroy
O Yes -0 No -
19. NAME AND 1ITLE OF PREBARER 20. ‘TELEPHONE NUMBER s 21. DATE
/5 . ’7/// v /o

DGS 550.4 (Revised 1193)




INSTRUCTIONS - TYPE OR PIINT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
. PLVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
[t TGS S50.) 7215 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 20794 Page of

“II%1. DEPARTMENTIAGENCY. , v

DEFINITION - Records Serle

- A group of related records normally filed and ueed 9 a unit for 1eference o8 woll as retention and dleposition purposes,

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

CW”M _ 192 10020,
6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Information/documents/lorms
W

found in the Serles. Include the putpose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ' 9. VOLUME
O File Diawei(s)
O Leller Size 0 Microhim O Alphabelical O Microfilm Reel (s)
a Computer Tape (s)
U Legal Size o Compuler Tape O Numerical Q Other (Specdy) ______
O Bound Book O Floppy Disk O Clvwonological Number
0 Audio Tape D Video Tape O Geographical : 10. ANNUAL ACCUMULATION
Q File Drawer (s)
0 Other (Specily) O Other (Specily) O Miciofilm Reel (s)
O Compuler Tape(s)
O Olher (Specify)
Number
11, FILE IS USED 12, FILE BECOMES INACTIVE AFTER
O Daily O Weekly G Monlhly O Monihis) O . Yeass)
Number .
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specily agency ot oflice)
Lx. O Yes ) . 0 Neo
15. ACCESS RESTRICTIONS (I yes, cite law(s) 8 fegulation(s) 16. AUDIT REQUIREMENIS \
O Yes O No O None 0 Slate D Federal O  Independenl

17, 1S AN INDEX SYSTEM USED? {If yes, explain buelly and 18. RECOMMENDED RETENTION
desciibe any hardwarelsofiware)

0 Yes_ _ O No ‘; *W&BM

13. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21, DATE

o/ P oo

DGS $50.4 (Revised 193)




I IMSTRUCHIONS - 1Y€ OR PRINT A SEPARATE FORM FOR EACH NEW
; J%VISED RECORD SERIES. FORWARD WITH RECORDS REIENTION
S NTHLL (DGS $50-)

L

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7215 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page o

. DEPARIMENIIAO!NCY

WM%

+
2. DIvIsION 7, L ouNiT 2% EQ 7 L
[ 4 - o,
1

DEFINITION - Records

Setles - A group o! rolated records notmally filed and used as o unit for reference e

well as retention and dlspesition purposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR ! LATETEST YEAR

QW M’ %W’% | | (227 01724

Coeenep.

8. RECORD SERIES DESCRIPTION ( Brlefly descube the lypes of Informatiorvdocumenistiorms found In the Series

/éwz /“fw-

. Include the puipose of function of the Series)

otk D,

7. RECORD SERIES FORMAT(5) 8. RECORD SBERIES SEQUENCE . 9. VOLUME
. O File Drawer(s)
O Leller Size O Microlim 0 Alphabetical - O Microfilm Ree! {s)
O Compuler Tape (s}
O Legal Size O Compuler Tape O Numerical . @ Other (Specily)
O Bound Book O Floppy Disk a Chronological Number
O Audio Tape O Video Tape O Geographical : 10. ANNUAL ACCUMULATION
a File Orawer (s)
O Other (Specily) O Other (Specily) O Miciofilm Reel (s)
O Computer Tepe(s)
O Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly Q  Monthly O Monih(s) a  Years)
Numbet

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

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

+. O Yes . . O No

15. ACCESS RESTRICTIONS {If yes, cite taw(s) 8 regulation(s)

0O Yes O No

16. AuDIT REQUIREMENIS

O None o Slale O Federal O Independenl

17

IS AN INDEX SYSTEM USED? (I yes, explain brielly and
desciibe gny hardwarelsollware)

O Yes 0 No

18. RECOMMENDED RETENTION <ty S lly

: Pat
15. NAME AND 'WMW

~~
20. ‘TELEPHONE NUMBER : ~21. DATE

Wi o e

DGS 550.4 {Revised 1193)




|

141, vEPARIMENTIAGENCGY.

;. TLVISED RECON
LSRN oGS §50-1)

(os

IUNT A SEPARATE FORM FOR EACH NEW
D SERIES. FORWARD WITH RECORDS RETENTION

INSLRUCIIONS - 1YPE O p

G bt lid

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

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

2, D{Vl?u Cﬁ :z - .

Page of

30&%&4?"%

T >

v
DEFINITION - Records Serles - A gioup of gm records normally fled and used as 2 unit for refsrence e

well o retention and disposition purposes,

4. RECORD SERIES TITLE

5.. EARLIEST YEAR / LATETEST YEAR

192 0

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

7. RECORD SERIES FORMAT(S)

O Leller Size 0 Microhlm

O Legal Size O Compuler Tape

QO Bound Bock O Floppy Disk

O Audio Tape O Video Tape

O Other (Specify)

7
8. RECORD SERIES SEQUENCE 8. VOLUME

O File Orawer(s)
a Microlilm Reel (s)
O Computer Tape (s)
Qa Other (Specily)

0 Alphabetical

O Numerical

—— e

a] Number’

Chronological

O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Microlilm Reel (s)
O Compuler Tape(s)
O Olher (Specify)

Number

o

Other (Specify)

————ee

FILE IS USED

0 Daiy 0 Weekly O Monihly

12. FILE BECOMES INACTIVE AFTER

) Yeal(é)
Number

a Monlh(s) o]

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

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

. Yes [s]

No

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

0O Yes

0O No

16. AuDIT REQUIREMENIS

O None 0 State O Federal 0 Independenl

IS AN INDEX SYSTEM USED? {it yes, explain brielly and
descibe any hardware/sollware)

0 Yes

O No

18. RECOMMENDED RETENTION
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NAME AND TITLE OF PREPARER
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20. 'TELEPHONE NUMBER 21. DATE
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