RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. C-954
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Agency

Worcester County

Division/Unit
Development Review & Permitting

Item No Description Retention
1 Planning — Alcoholic Beverages
Alcoholic beverage licenses — controlled beverage information, | Screen annually. Destroy
applications/renewals, hearing documents, TAM certification | material having no further fiscal,
(coursework), articles of incorporation, certificate of legal or operational value.
incorporation, lease, deed, fire and health approvals, police
department reports, violation reports
2 Bond files — contractor cost estimates, correspondence, Retain for 20 years after final
approvals, construction agreements with financial security security release, then destroy
documents, bond with security, bond with corporate surety
3 Subdivision files — application, correspondence, record plat, Screen annually. Destroy
submitted to Technical Review Committee, staff report to material having no further fiscal,
Planning Committee, preliminary plat/approval, construction | legal or operational value.
plans/approvals, final plat, record plat, receipts Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.
4 Environment Screen annually. Destroy

Water sample files (public) — laboratory service notice,
groundwater appropriation permit, maps, plant design,
construction

material having no further fiscal,
legal or operational value.

Approved by Department, Agency or Division Representative

Date

Signature Z%%M

Type Name

Title

S8 /02

Date

Edward A. Tudor

Director of Development Review

Schedule Authorized by State Archivist

st e /’4"‘7‘*/

JUN 27 2002
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Item No

Description

Retention

10

11

Water sample files (private) — water samples

Reference materials

Rainfall data

Individual property files — well information, copy of building
permit, site plans, correspondence, may have septic
information

Property owner cross reference — card file

Well logs — Ocean City, 3 files by depth

Director
Manuals — various county resolutions, commission meeting
minutes, standards, codes, zoning

Retain water samples for 3 years
after last action taken for a
particular violation, then
destroy; screen remaining items
annually and destroy material
having no further fiscal, legal or
operational value.

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

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

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

Retain until updated or
superseded, then destroy
Retain for 10 years, then destroy
Screen annually. Destroy

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

Retention

12 Worcester County drainage — study, plan, contract, billing,
correspondence, grant information

Personnel ﬁles

Job descriptions
Personnel policies — correspondence
Legislation — bills

Commissioner meeting minutes, copies

Scenic corridor designation and regulations
Legal — correspondence, settlement documentation
Projects — plans, maps, correspondence

Capital improvement plan

Retain study and planning
documents permanently, transfer
periodically to the Maryland State
Archives. Retain remaining
materials for 5 years, then destroy.

Retain copies until employee
termination, then transfer file
immediately to HR

Retain until updated or
superseded, then destroy

Retain until updated or
superseded, then destroy

Retain until updated or
superseded, then destroy

Retain for five years, then destroy

Retain until updated or
superseded, then destroy

Retain for 15 years after final
settlement, then destroy

Retain for S years after project is
complete, then destroy

Retain 5 years after project is
complete, then destroy
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Item No

Description

Retention

22

23

24

25

26

27

28

Town of Berlin — annexation/resolution, enterprise zone,
funds, amendments

Vehicles — bids

Budget

Alphabetic files — agricultural land preservation program,
correspondence, funding, easements, borrow pets,

regulations/policies, computer assessments, review fees,
FEMA, golf course information, impact fees

Board of zoning appeals

Rezoning cases

Flood and flood plan — FEMA

Retain for 5 years after project is
completed, then destroy

Retain for life of vehicle
ownership, then destroy |

Retain 3 years, then destroy

‘Screen annually. Destroy

material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain originals permanently.
Transfer periodically to the
Maryland State Archives; retain
copies for 1 year, then destroy

Retain originals permanently.
Transfer periodically to the
Maryland State Archives; retain
copies until no longer needed,
then destroy

Retain until updated or
superseded, then destroy
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Item e
No. Description

Retention

29 Vehicle accident reports — report, insurance information, auto
loss notice

© 30 CZM Giant information — coastal zone management state and
federal

31 Planning — agricultural land preservation program
Agricultural land preservation program — application,
correspondence with state, commission, soil conservation,
district and planning

32 Critical area — any water areas that go into the Chesapeake
Bay, map, application, invoice for fees, legal correspondence

included with subdivision files

with the Critical Area Commission and the County, early files °

Retain 5 years after final
resolution, 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.
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33 Forestry — receipt (original), map, letter re: compliance, Screen annually. Destroy
application, certificate of title, copy of easement, material having no further fiscal,
correspondence 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.

34 FEMA - reports, technical information, permits issued Retain until updated or
superseded, then destroy

35 Building inspector’s daily report — copies — official copy; Retain for 1 year, then destroy
original — inspector if they want to

36 Inspector file — inspector plans, copy of building and zoning Inspector’s individual file to be
permit, inspection request form, field inspection report, combined with office file (see
building inspection checklist, notes item # 48), after CO or zoning

certificate is issued, then destroy
office set of construction plans;
Destroy remaining documents
having no further fiscal, legal or
operational value.

Screen annually. Destroy

37 Planned unit developrrient - public hearing, review of master material having no further fiscal,
plans, site plans, computation, correspondence, staff review legal or operational value.
notes '

Retain for 5 years, then destroy
- 38 Planning commission information — agendas, meeting notes,
site plan letters

Retain for 2 years after

Text amendment files — applications, correspondence approval/denial, then destroy




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. C-954

Page 7 of

Description

Retention

Site plans (required under section ZS 1-325) — including
supporting documents

Amendments to water and sewer plans — application,
recommendations, staff report, commission resolution

Rezoning files — public hearings, formal notice (starts clock on
appeals), hearing attendance list, list of parties notified of hearing,
county commission files and resolution, staff notes, planning
commission findings, copy of public notice, copy of public notice
ad, staff report, application, maps

Tidal and non-tidal wetlands — reference, regulations

Rental and rehabilitation files — property inspection form,
certification of structural soundness, copy of photos of property,
some folders may have information from the ‘60s

General files — bills (legislation), county legislation, EDU charges,
state growth bill, correspondence, comprehensive rezoning, signs,
US 50 corridor, planning senior committees legislation

Technical Review Committee — preliminary review process — all
proposals should be centralized, duplicated in other areas, site
plans, rolls of plans, committee member’s comments on TRCs

Retain finals permanently; send

"periodically to the Maryland

State Archives. Destroy materials
having no further fiscal, legal or
operational value.

Retain until updated or
superseded, then destroy

Permanent. Transfer files
periodically to the Maryland
State Archives

Retain until updated or
superseded, then destroy

Retain 3 years after project
closes, then destroy

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

Zoning administration — retain
site plans until project
completed, then destroy. Retain
subdivision plans until recorded
in the Circuit Court, then destroy.
Screen remaining files annually
and destroy materials having no
further fiscal, legal or operational
value. '
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gzm Description Retention
47 Comprehensive re-zoning — 102 maps Retain permanently. Transfer
periodically to the Maryland
State Archives.

48 Building and zoning files — permits, receipt, copy of application, | Retain permits, site plans, and
site plan, construction drawing includes plan review record, drawings permanently; transfer
certificate of use and occupancy, zoning certificate, inspection periodically to the Maryland
request form, as-builts, BZA application and includes site plan, | State Archives. Screen
public notification, adjoining property owner, affidavits, annually material and destroy
assessment office information with copy of tax map, minute material having no further
form, staff report (for Board), decision/opinion to requisition, fiscal, legal or operational

| special exception letter of acceptance value.

49 Stormwater management — site plans, as-builts, stormwater Screen annually. Destroy
management plan log, inspection request form, notice of material having no further
construction completion form, permit application, receipt, letter | fiscal, legal or operational
of certification construction completion value.

50 Permanent plans — same building multiple times, construction Retain until updated or
plans only superseded, then destroy

51 References, rules, regulations Retain until updated or

superseded, then destroy
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Screen annually. Destroy matenal 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
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. DEPARTMENT/AGENCY ' ' 2. DIVisioN

N pieealsy o | |

- DEFINITION - Records Serles -

A group of refated records normally filed and used as & unit for Teference as well as retention snd disposition purposes,
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4. RECORD SERIES TITLE

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

Include the puipose or function of the Sefies)

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

QT File Drawer(s)
O Leller Size O Microfim Alphabetical O Microfilm Reel (s)

O Computer Tape (s)
O Legal Size a Computer Tape . Numerical a Olher (Specily)

————————

O Bound Book * Q Floppy Disk Chronological Number

O Audio Tape O Video Tape Geographicat 10. ANNUAL ACCUMULATION
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O Other (Spectly) Other (Specify) O Microfilm Reel (s)
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11. FILE IS USED

12. FILE BECOMES INACTIVE AFTER
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Number
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15. ACCESS RESTRICTIONS (11 yes, cite law(s) & regulation(s)
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0 Yes o No

O None 0 State O Federal O Independent

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

18. RECOMMENDED RETENTION
describe any hatdware/soflware)

0O Yes
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DEFINITION - Records Serios -

A group of rolated records normally filed and used as a unit for reference as we!l s retention and disposition purposes,
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8. RECORD SERIES DESCRIPTION { Briefly describa the types of Informatlor/documents/orms feund in the Setles.

Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME

O File Drawer(s)

0 Lelter Size 0 Microfilm O Alphabetical 0 Microfitm Reel (s)
O Computer Tape (s)

O Legat Size o Computer Tape O Numerical O Other (Specily)
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7. IS AN INDEX SYSTEM USED? (I yes, explain briefly and .
descibe any hardwarelsoflware)
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8. RECOMMENDED RETENTION

0 Yes " O No
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Include the purpose or funclian of the Saries)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
o-Teller Size a Microlilm O Alphabetical o Microfilm Reel (s)
O Computer Tape (s)
O Legal Size a Computer Tape o Numerical 2 .D QO Other (Specilyy _____
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
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P.0. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

Page of

3. UNIT

iy ekl By

DEFINITION - Recorde Serles - A group of related recorde

v
normally filed and used as a unit for reference ss

woll ae retention and dleposition purposss,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LAI’éYEST YEAR
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ComnFicetion

6. RECORD SERIES DESCRIPTION ( Briefly desctibe the types of Information/documents/forms found in the Series.
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7. RECORD SERIES FORMAT(S)

& Cater Size

O Legal Size

a Microlilm

O Computer Tape

O Bound Book QO Floppy Disk

0 Audio Tape O Video Tape

a Other (Specily)

8. RECORD SERIES SEQUENCE

O Alphabetical

er Tiumerical
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9. VOLUME
O File Drawer(s)
a Microfilm Reel (s)
0 Computer Tape (s)
@ a Other (Specify)

Number
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10. ANNUAL ACCUMULATION
O File Drawer (s)
Microfiim Reel (s)
Computer Tape(s)
Otlhet (Specify)
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11. FILE IS USED
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. IS RECORD SERIES DUPLICATED ELSEWHERE?
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a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) & regulation(s)
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17. IS AN (NDEX SYSTEM USED? (If yes, explain briefly and
descibe any hardware/soltware)

0 Yes
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(4

. TELEPHONE NUMBER

E AND IITLE@\

O Federal
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Screen annually. Destroy material havin}g{ no.
further fiscal, legal or operational value. Retain
- RECOMUENDED RETENTION permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives
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DEFINITION - Records Serfos -

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

wall s retention and disposition purposes,

4. RECORD SERIES TlTLE
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5. EARLIEST YEAR / LATETEST YEAR
s

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

7. RECORD SERIES FORMAT(S)

O Leller Size a Microfilm

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

O Audio Tape O Video Tape

© Other (Specity)

8. RECORD SERIES SEQUENCE 9. VOLUME

O File Orawer(s)
Microfilm Reel (s)
Computer Tape (s)
Other (Specify)

——————————

O Alphabetical //—\
O Numerical < . 7 D
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O Geogiaphical

O Other (Specify)

10. ANNUAL ACCUMULATION

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

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
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13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or office)
0/‘/}"'% g Yes o No
15. ACCESS RESTRICTIONS {f yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS o
0 Yes 0o No O None O Slate a ko 2 Independent
17. IS AN INDEX SYSTEM USED? {if yes, explain briefly and 18. RECOMMENDED RETENTION . . "_’: M
describe any haidware/soliware) - ﬁ’/
O Yes o No l »/0/
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19. NAME AWOF M 20. TELEPHONE NUMBER 21. DATE
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Wmc—a—cﬂ; QMWN’W Esitrosmuik

DEFINITION - Records Sesles - A group of related records

normally filed and used as & unit for reference as well as retention and disposition purposss.

4. RECORD SERIES THLE . A 5. EARLIEST YEAR / LATETEST YEAR
“Uatse W Jeo = [Jate, 10
8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series.
U o so0mptin > Y
0l het - e .

Include the purpose of function of the Series)

7. RECORD SERIES FORMAT(S) ’ 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawer(s)
O Leller Size 0 Microfilm O Alphabelicat O Microfilm Reel (s)
O Computer Tape (s)
O Legal Size 0O Compuler Tape O Numerical Q Qther (Specify)
O Bound Book O Floppy Disk 0 Chronological Number
Q Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
0 Other (Spacit o Other (Specif O Microfilm Ree! (s)
et (Spect) (Specity) 0 Computer Tape(s)
a Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q Daily O Weekly a  Monlhly O Month(s) QO Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
O VYes . DO No
15

. ACCESS RESTRICTIONS (if yes, cile law(s) & regulalion(s) 16. AUDIT REOUIREME}_"S

O Yes o No O None O State O Federal O  Independen!

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

describe any hardware/soflware) . /@Wa ’b }I eﬁqﬂm

, ‘ ﬂ%@% S ' 7

0 Yes O No R m q pm /u-w{é : .‘w <
Jas ]

] , 2
19. NAME AND TITLE EPARER 20. TELEPHONE NUMBER 21. DATE B U ma CLJZ:‘ ’
_ L4
m 7// 7/ ) -

NGBS 5504 (Nevised 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 RETENTION RECORDS MANAGEMENT DIVISION .
SCHEDULE (0GS 550-1) 7215 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of ;

1. DEPARTMENT/AGENCY ' -\ DIVISION ~ . 3 UNIT -

DEFINITION - Records Serlos »

A group of related records normaily filed and used as a unit for reference as well 29 retention and disposition purposes.

4. RECORD SERIES TITLE

— . . 5. EARLIEST YEAR / LATETEST YEAR
@qézywa, %W 72 10

€. RECORD SERIES DESCRIPTION ( Briafly describe the types of Informatien/documenisiforms found In the Serios.

Include the purpose o function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE . 9. VOLUME
. O File Drawer(s)
Leller Size O Microfilm O Alphabelical O Microfilm Reel (s)
a Computer Tape (s)
O Legal Size O Computer Tape O Numerical 7D a Other (Specify)
O Bound Book _ Qa Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical - 10. ANNUAL ACCUMULATION
0O File Drawer (s)
© Other {Specily) O Other (Specify) O Microfitm Reel (s)
O Computer Tape(s)
O Other (Specify)
Number

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Daily O Weekly a  Monthly O Month(s) O Yeais)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES OUPLICATED ELSEWHERE? (If yes, specily agency ot office)
0O VYes . 0O No

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

O Yes O No O None o State G Federal 0 Independent

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

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

Pal ———
19. NAME WOW 20. TELEPHONE NUMBER - 21 DATE ‘

ol¥ /wb

0O Yes g No

116GS 550 4 (Naviead 1793



INSTRUCTIONS - 1YPE QR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

RECOROS MANAGEMENT DIVISION
SCHEDULE (OGS §50-1) 7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

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

1. DEPARTMENT/AGENCY

DEFINITION - Records Serles - A group of related records normally filed and used as 2 unit for reference as wall as retention and disposition purpoess,

4. RECORD S.ERIES HTLE 5.. EARLIEST YEAR / LATETEST YEAR
s . ,
/@L«/n}/ﬂzz/ b l2 75750

6. RECORD SERIES DESCRIPTION { Briefly describe the types of informatlon/documents/forms found In Ihe Saries. Include the purpase o function of the Seres)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQlTENCE 9. VOLUME
QO File Drawer(s)
Lelter Size O Microfilm O Alphabelicat O Microfilm Reel (s)
O Computer Tape (s)
O Legal Size O Computer Tape Cl/Num/erical ; Y, O Other (Specily)
Q Bound Book O Floppy Disk O Chronological Number
; O Geographical 10. ANNUAL ACCUMULATION
O Audio Tape O Video Tape ograp o File Drawer (s)
i O Other (Specif O Microfilm Reel {s)
@ Other (Specily) (Speciy) a Computer Tape(s)
Q Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily 0 Weekly 0 Monthly 0 Month(s) g Year(s)
Number
13. CURRENT LOCATION(S) (Bldg . Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
g Yes . 2 No
15. ACCESS RESTRICTIONS (if yes, cile law(s) & regulation(s} 16. AUDIT REQUIREMENTS
0 Yes o No O None a State O Federal 0O  Independent
‘Screen annually. Destroy matenal having no
further fiscal, legal or operational value. Retain
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTI¢ permanently any material that serves to
descnbe any hardware/soltware) document the origin, development and
. accomplishments of the department. Transfer
g Yes O No periodically to the MD State Archives
19, NAME AND mm% 20. TELEPHONE NUMBER 21. DATE /

NGS 580-4 (Navised 1193)



msmucnous 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 (0GS 550-1) 7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page o
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Recorde Serios -

A group of related recorde normally flied and used es & unit for nhuncoq well as retention and disposition purposes.

4. RECORD S'ERIES TITLE 5. EARLIEST YEAR ! LATETEST YEAR

&l M&'A%ﬂ | '¢95 1o

6. RECORD SERIES DESCRIPTION ( Brlelly describe the Iypes of Information/documents/iorms found in the Series. Include the puipose of function of the Series)
Vat

/‘/Wk,

/M@(? Z:/L%@W
M}Q/m
%%M/MM

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
Qa File Drawet(s)
u/\(e:sue o Microfilm o Alphabetical o Microfilm Reel (s)
O Computer Tape (s}
O Legal Size 0 Computer Tape O Numerical (p’ D O Other (Specify)
O Bound Book O Floppy Disk © Chronological Number
s] i i oG ical 10. ANNUAL ACCUMULATION
Audio Tape 0O Video Tage eographica ® Fie Oranwer (s)
0 Other (Spe: O Other (Specif g%, Zoy 0 Microfilm Reel (s)
Other (Specity) (Specify) o Computer Tapeta)
Sap ¥ /M_ﬂ Q Olher (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly o Monlhly o Month(s) a  Year(s)
Number '
13. CURRENT LOCATION(S) {Bldg , Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency ot office)

C  Yes . O No

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

a Yes O No

O None o Slate 0 Federal O  Independent
Screen annually. Destro

further fiscal, legal or o
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTI permanently any material that serves to

describe any hardware/soltware) document the origin, development and

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

19. NAMEWE %}M 20. TELEPHONE NUMBER 21. DATE

219/

Y materia] having no
perational value, Retain

0O Yes O No

QGO & HYaieaa AN



INSIRUCIIONS - TYPE OR PINT 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 AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION :
7275 WATERLOO ROAD

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

2. DIVISiON

DEFINITION - Records Serlas - A group of related records

normally flled and used as a unit for reference 8 well ss retention and disposition purposes.

4. RECORD SERIES TITLE

. 5. EARLIEST YEAR ! LATETEST YEAR
W OW ﬁw / 2‘7&‘%/% 10

¢. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documenisiiorms found in the Serles,

0 pud e

Include the purpose of function of the Seres)

7. RECORD SERIES FORMAT(S)
O Lelter Size o Microfilm
O Legai Size 0 Computer Tape
O Bound Book QO Floppy Disk
O Audio Tape O Video Tape

O Other (Specidy)

8. RECORD SERIES SEQUENCE 9. VOLUME

O File Drawerl(s)
Alphabetical 0 Microfilm Reel (s)

O Computer Tape (s)
O Numerical

@ Chronological Number

44&,/ : Q Other (Specely) _____

0 Geographical 10. ARNUAL ACCUMULATION

O File Orawer (s)
2 Ol (oo 2 Gomper ety
. O Other (Specify)

Number

. FILE 1S USED

0 Daily 0  Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

g Monlh(s) a  Yea(s)
Number

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

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

O Yes . 8 No

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

O Yes O No

16. AUDIT REQUIREMENTS

O None 0 State O Independent

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

0O Yes O No

18. REQOMMENDED RETENTION
W TR AT L W«W”‘“‘/ Mg
il

N
.NAWILE EARPHARE

20. TELEPHONE NUMBER 21, DATE

9//9/ 60

NrIF €6 § thaiiand Ginse




INSTRUCTIONS - TYPPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS $50-1)

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

t——————

1. DEPARTMENTIAGENCY

2. DIVISION

AGENCY RECORDS INVENTORY

Page of

3. UNIT

M

DEFINITION - Recorde Series - A group of related records

notmally filed and used as a unit for umoneHl

well as retention and disposition purpeses,

4. RECORD SERIES TITLE

“Weld Koy

5. EARLIESY YEAR / LATETEST YEAR

10

Oregen C%

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Informationvdocuments/forms found in the Serles

3 Yol - Ay Al

. Include the purpose of function of the Senes)

7. RECORD SERIES FORMAT(S)

0 Other (Specily) E z,éw %&

8.
eller Size O Microfilm
O Legal Size a Computer Tape
O Bound Book a Floppy Disk
Q Audio Tape O Video Tape

RECORD SERIES SEQUENCE
O Aphabetical

O Numerical

a

Chronological

9. VOLUME
O File Drawer(s)
Q Microfilm Reel (s)
O Computer Tape (s)

>/ , Q a Other (Specily) —

Number

a

Geographicat

a

Other (Specify)

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

V)

20. TELEPHONE NUMBER

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Qaily O Weekly O Monihly a  Month(s) a  Year(s)

Number
13. CURRENT LOCATION(S) (Bidg . Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)
g Yes o No

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

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

descrbe any hardwarelsollware) / ) y Z ZZ w@!‘! A

/

0 Yes 0 No

19,

21. DATE

19 )

[ALSLANE 1Y, O RNTL PRSORPRT PP O




IBIB‘R:)M - IYPE OR PRINS A
REVISED RECORD SERES,

SEPARAIE FORM FOR EACI NEW
rom\mo mu RECORDS REIENTION

1. DEPARIMENTIAGENCY -

@L’“;M sl

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION .
WATERLOO ROAD —
0. 50X 275 - JESSUP, MARYLAND 20704 Page o

3 Uy
WL@.@Z@

r

A group of reiated records normaily filed snd used as & unit for referenes se

T

well 28 rstenton sad disposiion purpeses.

. DEFINITION - Records Serles «
4 RECORD SERIES TITLE

RS

5. EARUEST YEAR ! LATETEST YEAR

R YO

8

WM Mﬂf«,

RECORD SERIES DESCRIPTION ( Briefly descrbs the Irpes of information/documents/forms found In the Serles.

lndad-lhomnahmtbndtboSmp

5. Menats

Jj@dméé
?W 0

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O Fie Orawers)
O Leites Size O Microlim Q Abhabelical O Microfim Reel (s)
) Q Comouter Tape (3)
O Legal Size Q Computer Tape G Numerical Q Othes (Specy) _______
© Bound Book Q Floppy Disk G Chronological Number
G Audo | O Video T O Geographical 10. ANNUAL ACCUMULATION
e . weo .ace . O Fie Orawer (s)
O Other (Spect 22 AAr o0y L&/v\,dlﬂ ) O Other (Specily ' O Microlim Reel (s}
! " V. ( ’ O Computer Tape(s)
@ Q Other (Specdy)
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
O Daiy a Weekly a  Monthly O Months) Q  Years)

Number

1. CURRENT LOCATION(S) (Gidg. Fioor, Room)

e Cpiee

14. 1S REC.ORD SERIES DUPUICATED ELSEWHERE? (I yes. specily agency of cifice)

a Yes - No
15. ACCESS RESTRICTIONS 01 yes, cile law(s) 8 feguiation(s) 16, AUDIT REQUIREMENTS
Q  Yes 0O No O None a Slate O Federal O  Independent
!

11. 1S AN INDEX SYSTEM USED? {If yes, expiain briefly and
" destbe any haidwaieisoltware)

18. RECOMMENDED RETENTION .
‘ Retain until updated or
superceded, then destroy

20. TELEPHONE NUMBER

21. DATE 7@//0_0




Py

ntM’m-lmmmumeromrmmlm DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERXES, FORMARD WITH RECOROS REIENTION RECORDOS A
STEDALE (OGS 350-1) .

1. DEPARIMENT/AGENCY -

- DEFINITION - Records

Series « A group of related facords normaily filed sad used as & wait for te{etense ss well a3 retanton snd dlsposition purpeses,

. . . 5. EARLIEST YEAR ! LATETEST YEAR
UWpirshe Co- Koo L2 10

§. RECORD SERIES DESCRIPTION ( Briafly describe the

vy
,ééaw/

4 RECORD SERIES TIILE

irpes of information/documentstorms found In the Seres. lmmmoqwmdmsdm)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME
O Fie Drawerts)
O Leiter Size O Microlim . : O Abhabelical O Miczofim Reel (3)
’ ) ‘ G Comouter Taoe (s}
O legsiSe O Computer Tape O Numerical Q Cthet(Specdy)
O Bound Book Q Floppy Disk Q Chionologicat Number
a 1 O Video T o . 10. ANNUAL ACCUMULATION
Audio Tae o Tase GWW O File Orawer (3)
o Ol O Other 4t ] O Microlim Reel (s)
" (Spectn (Speciy) O Computer Tave(s)
O Other (Specty)
Number

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

O Daiy O Weekly a  Monihly O  Moniks) Q  Yeals)

Number

13. CURRENT LOCAIION(S) (Bidg , Floor, Room) 14. 18 REéORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency of office)

S Lt a

Yes . n_No

- S
T
5,56y

15. ACCESS RESTRICTIONS {1 yes, cite law(s) & reguiation(s) 18. AUDIT REQUIREMENTS per) < &, UQI/J, :

Cal
Ocyy,, <aty,  log,, Sst,
Q Yes o N G None o Slale 0 ac, ey, /J’aayg""’ Or g ¥ Iyg,
De .O’Ilp]l © ory. {'Ia[e pela(l- ny, by
no%ag%”%&g oy 2 Chay Valy, 8 e
y v Se U 0
W. IS AN INDEX SYSTEM USED? (I yes, explain briefly and | 13. RECOMMENDED RETENTION o g, XCthe oo, z%s P o
- desabe any haidware/sollware) R

| et Qplenundi -P Rt
O Yes O’ Neo U s raasfer
19. NAME AND /%r PW 20. TELEPHONE NUMBER : 21. DATE

//&7//0-0




- T T —

} - 1Y€ OR PRING A SEPARATE FORM FOR EACII NEW
REVISED RECORD SERES. FORWARD WiTH RECORDS RETENTION

1. DEPARIMENT/AGENCY - .

2. Division

U ateelzy Cocer "X Q/ﬂé%7 /6-74144"*'&/‘{4 fm?gz;,;/ D2
n DEFINITION - Recorde Series « A group of related records nermaily filed and used ae a wait for u(omt({- 88 well 18 retention snd disposidon purpesee.
4. RECORD SEFIES TITLE

/ LA L,L.-///' : j&éﬁ)

S EARUEST YEAR ! LATETEST YEAR

T0

6. RECORD SERIES DESCRIPTION ( Briefly describe the

Irpes of information/documents/iorms found in the Series. ln:idnﬂnwmoah:umdnho!.mp

7. RECORD SERIES FORMAT(S)

Number

8. RECORD SERIES SEQUENCE 9. YOLUME
W/ O File Drawesrts)
eiler Size O Microlim QO Alphabetical O Microlim Reel ()
p O Comouter Taoe (s)
O Legal Size O Computer Tape O Numerical v Q Qther (Speafy) _______
O Bound Book Q Floppy Disk T Chronological Number
O Audo Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
v O File Orawer (s)
O Other (Specdy) O Other (Speciy O Microfim Reel (s)
( ) Q Computer Tape(s)
O Other (Specty)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daidy O Weekly O Monthly O Monih(s) a  Year(s)

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

14. 18 REéORD SERIES DUPLICATED ELSEWHERE?

(It yes. specily agency ot office)

e —

é P77~ '
gt D2 S Y % -
15. ACCESS RESTRICTIONS (11 yes, cile law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
O Yes O No O None a Slale O Federal O  Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
descrbe any hardware/soltware) v '
O Yes O’ No /
19, NAME A E OF 20. TELEPHONE NUMBER 21. DATE




!Blwc)m-lmoamumsmmrm:Wlm
REVISED RECORD SERES, mmnmcom REIENTION

1. DEPARIBENTIAGENCY -

.///W%

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION .
WATERLOO ROAD —
P.Q. BOX 7S - JESSUP, MARYLAND 20704 Page o —
I e S

2. Division

ool fe~fomtt] |t et

- DEFINITION - Records Sarles «

A gnnp of reiated recards uomﬂy filed and used a9 & wnit for ulomuo (1]

well a8 retention and dispocition purpesss.

4. RECORD SERIES TILE

) 5. EARUEST YEAR / LATETEST YEAR
% @MDWM T0

6. RECORD SERIES DESCRIP!ION { Briefly describe the

nmudummmmnmm lmmmmwmdumum

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ‘ 8. YOLUME
O Fie Otawerts)
O Leller Size O Microlim O Aphabetical G Microlim Reel (3)
’ : Q Comouter Taoe (s)
O Llegal Ske O Compuler Tape S Numerical O Other (Speedy) _______
G Bound Book O Floppy Disk G Chionological Number
O Audo Tape QO Video Tage O Geogiaphical 10. ANNUAL ACCUMULATION
. O File Orawer (3)
0 Othet sm" O Other sped, ' . O Microlim Reel [£1]
( ¢ ) O Compuler Tape(s)
G Other (Speciy)
Number
. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Oaiy O Weekly O Monlhly

O Monih(s) qQ  Yeas)
Number

11 CURREHRT LOCATION(S) (Oidg , Floor, Room)

Gledl e

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (1 yes. specily agency of oifice)

Q Yes . nANo

1%. ACCESS RESTRICTIONS (Il yes, cile Law(s) & teguiation{s)

G Yes O Neo

18, AUDIT REQUIREMENTS

G None g Shle O Fedesal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
" desube any hatdwate/soltware)

a Yes

18. RECOMMENDED RETENTION

Retain until updated or
superceded, then destroy

O No
e et ———————— e

ey

20. TELEPHONE NUMBER 2ONE 5 /0l 0




psmvc;m FYI'C OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERES. FORMARD mn RECORDS REIENTION
SOEDRE OGS 530-1) ’ ’

1. DEPARIMENTIAGENCY -

[ tnmaitiin %ﬂ%—

_ AGENCY RECORDS INVENTORY
RECORDS M DIVISION )

72S WATERLOO ROAD ——
Q. BOX 273 - JEESUP, MARYLAND 20704 Page o

- DEFINITION « Records

V
Sorles « A group ol telated records normaily filed snd used ae o unit for tefetones ss

well 23 retenton and disposition purpeses,

4. RECORD SENES TILE

T

S. EARUEST YEAR ! LATETEST YEAR

'007 10

6. RECORD SERIER DESCRIPTION ( Briefly describe the types of Information/documentsforms found in the Serles.

OW‘”'

lnddnﬂnmnuﬂ:ubndtMSm,

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 5. YOLUME
] O Fie Orawents)
A O Lelfler Size O Microlim Q Abphabetical QO Microfim Resf {3}
. G Comouter Taoe (s)
O Legal Skze O Computer Tape O Numerical Q QOther (Specfy) _______
O Bound Book Q Floppy Disk Q Chronologicai Number
O Audio Tape O Video Tape O Geographica! 10. ANNUAL ACCUMULATION
- O File Orawer (3)
0 Other (Specdy) O Other (Specify O Microlim Reel (s)
¢ ) QO Computes Tape(s)
Q Other (Specsfy)
T Numoer
11. FILE IS USED 12.1 FILE BECOMES INACTIVE AFTER
O Daiy O Weekly O Monlhly a  Month(s) Q  Yeas(s)
Number

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

ey

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

‘T Yes . OANo

15. ACCESS RESTRICTIONS (il yes, cite law(s) 8 regutation(s)

O Yes 0 No

16. AUDIT REQUIREMENTS

G None Q Slate O Federal O  Independest

17. IS AN INDEX SYSTEM USED? {1l yes, explain briefly and
" desube any hatdwaie/soltware)

Q0 Yes o’ No

18. RECOMMENDED RETENTION
Retain until updated or

W W& superceded, then destroy

20. TELEPHONE NUMBER 21. DATE

/0/ / 4O




=% —

1. DEPARIMENTIAGENCY - g

nmug;)m-lmoamummermrmmm:ew DEPARTMENT ERAL SERVICES AGENCY RECORDS INVENTORY

FEVISED RECORD SERES. FORMARD WiTH RECORCS REIENIION mmm Y

SOEDLE (OGS 530-1) . - —
Page o —

R

- DEFINITION - Records Serles - A ,M

of related records normaily filed snd used e a unil for m-muy ae well 3s

—————

tetanton and disposition purpeses,

4, RECORD SERIES TILE

Zogitabivn

5. EARUEST YEAR ! LATETEST YEAR
{
720 o

§. RECORD SERIES DESCRIPTION ( Briefly cescrbe the types of informstionvdocumentsforms lound in the Serles.

lncmath.lmmoov_hmmamo3mp

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
QO Fils Drawerts)
eifer Size 0O Mictolim O Abphabetical G Microfim Reel (s)
a Comoeter Taoe (s)
O Legal Ske O Computer Tape O Numesical }/7) O Other (Specify)
O Bound Book a Floppy Disk & Chronologica Number
0 Audio Iape O Video Tage O Geogrephicat 10. ANNUAL ACCUMULATION
. O File Drawer (s)
0O Olhey (sm" O Other (sped’) O Microlim Reel {s)
O Computer Tspe(s)
O Otlher (Specefy)
Number
11, FILE IS USED 12, FILE BECOMES INACTIVE AFTER
G Daiy O Weekly O Monthly Q  Monts) a  Years)

Number

13. CURRENT LOCATION(S) (0idg . Floor, Room)

v/, c&%z

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

O Yes . UANO

13. ACCESS RESTRICTIONS (1 yes, cile law(s) & fegulation{s)
Q Yes o No

-

18. AUDIT REQUIREMENTS

3 None QO Slats O Federat O  Independent

17 IS AN INDEX SYSTEM USED? (I yes, expiain briefly and
" describe any haidware/sollware)

18. RECOMMENDED RETENTION
" Retain until updated or
superceded, then destroy

20. TELEPHONE HUMBER 21. DATE

242/ /5



ISSTRUCTONS - IYIE OR PRINT A SEPARALE FORM FOR EACI NEW
RIVIIED RECORD SIRNS. FORWARD WITH RECORDS RETENTION
SOKIIRE (OGS 850-1)

{. DEPARTMENT/AGENCY -

WM

—y

2. Dvision 1 urt

N s

Rwiche

- DEFINITION - Records

Series + A group of related records normaily filed snd used as o

unit for umgo (1]

Y

woll 28 retention and dispositica purpeses.

4 RECORD SERIES TIILE

W i, M)@%;%

T 1o

5. EARUEST YEAR / LATETEST YEAR

s

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

Ind:dnltnpumocrhmlimdlhoSm;

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME
O Fie Orawerts)
G{ena Size O Microfim G Alphabetical O Microfim Reet {3)
’ O -Comouter Taoe (3)
O Legai Size O Compuler Tape O Numericai y7> D T Other (Speafy) ______
O Bound Bock 0 Floppy Disk 8- Chronological Number
0 Audo I O Video T O Geogiaphicat 10. ANNUAL ACCUMULATION
e e . O File Orawer (3)
O Other (Spect O Other (Specily) _ O Microfim Reel (s)
o " ( ) G Computer Tape(s)
O Other (Specdy)
Number
1. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
a Oaiy O Weekly O Monihly O Months) g  Yeal(s)

Numbes

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

14. 18 REéORD SERIES OUPUCATED ELSEWHERE? (Il yes. specily agency of office)

e 4 .
f,/¢ a2 = a  Yes g No
1. ACCESS RESTRICTIONS (0 yes, cile law(s) 8 tegulation(s) 18. AUDIT REQUIREMENTS
O Yes o No O None g Slale O Federal O  Independent

17. IS AN INDEX SYSTEM USED? {1t yes, explin briefly and
~ descbe any hardware/sollware)

O Yes 0" No

18. RECOMMENDED RETENTION

Pa)
19. NAME AND 1&&5%

T

20. TELEPHONE NUMBER

21. DATE 7/@/ /M)




. mas ve ey

SOREMAE OGS 530-1)

1. DEPARIRENT/AGENCY -

me

PISTRUCTOKS — TYIE OR PRINT A SEPARALE FORM FOR EACII NEW
REVISED RECORD SERMS. m vmn RECORDS REIENTION

Dpecliy. / Dcce ey irtti @Méi%

- DEFTRITION - Records Sarles - A group of reisted records normaily filed and used a9 & wnit for nf'{-/

..

8¢ well 33 retention snd dispositien purpeses,

4. RECORD SEKIES TILE

S. EARUEST YEAR ! LATETEST YEAR

ericd, Covndars il ¥ :

Py

( 8

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME
C File Orawerts)
O Lelter Size O Microhim O Abphabetical G Microfim Reet (s)
. Q Comouter Taoe (3)
O Llegal Size G Computer lape G Numerical G Othet (Speciy) _________
O Bound Book Q Floppy Disk O Chronokogical Number
8 Auvdio Tape O Video Tape O Geogrephicat 10. ANNUAL ACCUMULATION
. O Fie Orawer (3)
0 Other (Specty) O Other (Specy O Microlim Reel (s)
, O Compuier Tape(s)
O Other (Specdy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
G Daiy O Weekly O Monihly O Monih(s) a  Yeas)
Number

1% CURRERI LOCATION(S) (Bidg , Fioor, Room)

%//d%&

14, IS REfORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of cifice)

O Yes

O_No

15. ACCESS RESTRICTIONS (If yes, cile taw(s} & reguiation(s)

Q Yes a No

18. AUDIT REQUIREMENTS

O None o Slale O Federal O  Independent

17. IS AN IHDEX SYSTEM USED? (If yes, explain briefly and
" desabe any haidwaie/soltware)

O Yes O’ No

18. RECOMMENDED RETENTION

A il i

_ Retain until updated or
superceded, then destroy

pa)
19. NAME Anw; %‘M

T

20. TELEPHONE HUMBER

7/6// o~

l 21. DATE




. -

1. DEPARIMENT/AGENCY -

INSTRUCTIONS - 1Y1°C OR PRING A SEPARATE FORM FOR EACT] NEW

2. Dvision

- DEFINITION « Recotds Sesies «

A group of reiated racards normaily fled snd used ae & wnit for reference as

woll a8 retention and disposition purpeses,

4 RECORD SERIES TITLE

ZLogad

S EARUEST YEAR ! LATETEST YEAR

1o

¢

Ooeris

W pﬂ/wwjﬂz:“"’

RECORD SERIES DESCRIPTION ( Brielly descride the trpes of information/documentsforms found in the Serles.

lmmmqwmdms“u

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 5. YOLUME
O Fie Orawerts)
O Leiter Size O Microlim QO Abphabelical O Microfim Resl {3)
’ Q Comouter Taoe (s)
O Legal Size O Computer laps O Numerical G Other (Specfy) _______
Q Bound Bock G Floppy Disk Q Chronological Number
O Audo Tape O Video Tape 8 Geogeptica 10. ANNUAL ACCUMULATION
- QO Fie Orawer (3)
@ Other (Specdy) O Other (Specily Q Mictolim Reel (s)
( ) Q Computer Tepe(s)
O Other (Specety)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
G Daiy a Weekly G Monlhly O Month(s) Q  Yeai(s)

Number

1 CURRENT LOCATION(S) {Bidg, Floor, Room)

Gl ﬂ%ce_i

14. 1S REdORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency of office)

O Yes . u'No

15. ACCESS RESTRICTIONS (I yes, cile taw(s) & regutation(s)

O Yes O No

18. AUDIT REQUIREMENTS

a  None a Slate O Federal O  Independent

17. IS AN INDEX SYSTEM USED? (1 yes, explain briefly and
" descrbe any hatdwaie/sollware)

Q Yes O No

18. RECOMMENDED RETENTION

Loy, Fpal S %%w& /‘Qflﬂ&p,\.\,}d;}.

19. NAME Am of f5érafien
et et ————

e,

20. TELEPHONE NUMBER

21, DATE 7/&/ /J‘t)




aiET e smms

N!M!m-lmonmumuwrmumm OEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERES. rwm WITH RECORDS REIENTION RECORDS MANAGEMENT CIVISION
SOEILE PGS $30.1) .

1. DEPARIMENTIAGENCY - m
WW% N V7 220N - Iy R 75 Ouneglie

- DEFINITION - Records Series - A group of reisted records normaily filled and used as s wait for ulomuo 38 well a8 retention snd disposition purpeses,
4. RECORD SEKIES TIILE

5. EARUEST YEAR I LATETEST YEAR

/@wﬂﬁ © 'A o . 10

6. RECORD SERIES OESCRIPTION ( Brielly descride the
7
7 Yripo
Oy

nmaummmmmnmsm Immmoqu:tbndms.vm;

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
/ O Fie Drawers)
Leiler Size O Mictolim . ' O Abphabelical O Microfim Reel (s)
) G Comouter Tape (s}
O Legal Skze QO Computer Tape G Numerical QG Other (Speciyy ________
O Bound Bock G Floppy Disk QO Chronological ' Number
: 10. ANNUAL ACCUMULATION
8 Audio lape O Video Tage o Geoq:w’ O Fle Orawet (3)
Q Oibet (Specd O Other Specify ) ) 0 Microfim Reel (s)
Other " ¢ ) QO Computer Tape(s)
G Other (Specty)
Number

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

G Daiy O Weekly O Monihly

O Monihs) a  Years)
Numbes

13 CURRENT LOCAIION(S) {Qidg . Floor, Room) 14. 18 REéORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency of cifice)

%%& 9 Y . O No

1S. ACCESS RESTRICTIONS (f yes, cile law(s) & requistion(s) | 18. AUDIT REQUIREMENTS

O Yes o No

g None g Slale O Fedesal O Independent

17. IS AN INDEX SYSTEM USED? {11 yes, explain briefly and 18. RECOMMENDED RETENTION
" descbe any hardware/soliware)

N MYWWWWWM%

20. TELEPHONE NUMBER ' 21. DATE

0/8,/ 5D




PISTRUCTIONS - IYIE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD STRXES. FORWARD wiTH RECORDS REIENTION

1. DEPARIMENTIAGENCY -

\
DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECOROS M omsion .
m T ——

2. DIVIsion rumr N\ e
LALE A

- DEFINITION « Records

Serles « A group of related records normaily fited and used as s wail for uumu(;z

.

well a3 retention and dispositen purpeses.

4 RECORD SERIES TIILE

5. EARUEST YEAR / LATETEST YEAR

8. RECORD SERIES DESCRIPTION ( Briefly describe the irpes of informationVdocuments/forms found I the Serles.

lnamu'mmootnz\dbndlmsdm)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME
Q Fie Orawerts)
O Leiter Size Q Microlim Q Abphabetical O Microfim Reel (3)
’ Q Comouter fape (s)
O Llegal Size G Compuler ape O Numerica Q Other (Speciy) _________
O Bound Book G Floppy Disk 8 Chronological Number
0 Audo Tape O Video Tage O Geographicat 10. ANNUAL ACCUMULATION
- Q File Orawer (3)
O Othet (Specdy) O Other (Specily O Microlim Reel (s)
( ) G Computer Tape(s)
Q Other (Specty)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daly O Weekly O Monihly O Monih(s) a  Years)
Number

13. CURRENT LOCATIONS) {Tldg . Floor, Room}

Gle ﬂ%/z

14, I8 REEORD SERIES OUPUCATED ELSEWHERE? (I yes. specily agency of office)

O Yes . g

No

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

Q Yes 0 No

18. AUDIT REQUIREMENTS

a None QO Shte O Federal QO  Independent

17. IS AN IHDEX SYSTEM USED? {If yes, expisin briefly and
" desube any hatdware/soltware)

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER

21. DATE 7@//@



SOEDWLE (0TS 350-1) ’ .

1. DEPARIMENT/AGENCY - g

PISIBUCTJONS - IYIE OR PRING A SEPARATE FORM FOR EACI NEW
REVISED RECORD SERNS. FORWARD WITH RECORDS RETENTION

- DEFINITION - Records Series

o/ )
» A group of reisted records normaily filed and used s o unit for referenee as

well as retanton and disposition purpeses,

4, RECORD SENIES TIILE

S. EARUEST YEAR ! LATETEST YEAR

T0

8

RECORD SERIES DESCRIPTION ( Briefly describe the trpes of Information/documents/forms found in the Serles,

lmwmmwmdm.s.m;

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 5. yoLume
O File Orawerts)
O Leiter Size O Mictolim G Abhabetical Q Microlim Reel (s)
' Q Comouter Taoe (s)
O Legal Size O Computer Jape T Numerical Q Qther (Specdy) _____
O Bound Book Q Floppy Disk O Chronological Number
a Audo Tape O Video Tape O Geographicat 10. ANNUAL ACCUMULATION
. O FBe Orawer (3)
O Ciliet (Specdy) O Other (Specily O Microfim Reef {s)
( ) G Computer Tape(s)
G Other (Specdy)
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
G Daily O Weekly Q  Monthly O Month{s) a  Year(s)

Number

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

14. 18 RECbRD SERIES DUPLICATED ELSEWHERE? {If yes. specily agency of office)

O Yes . 3 No

18. ACCESS RESTRICTIONS (1 yes, cile lawis) & reguiations)

O VYes 0O No

18. AUDIT REQUIREMENTS

3 None O Slae O Fedeta G  independent

17. 1S AN INDEX SYSTEM USED? (If yes, expiain briefly and
" descrbe any hatdware/sollware)

18, RECOMMENDED RETENTION

Aoda 5y ayte?u WJ @mom i closliuy

20. TELEPHONE HUMBER

21. DATE 7/02/ /A—D



. RS

SOIEDLE PGS $30-1)

1. DEPARIMENT/AGENCY -

Y toteritid

WSIBUCTIONS - 1YPE OR PRINT A SEPARATE FORM FOR EACI NEW
REVISED RECORD SERES. mmuazgommmnm

2. Dvision

Lumr o

- DEFINITION - Records Series « A group of related records nermaily filed snd used as « wait for refarenes as

————

woll as rstention snd dispositen purpesss.

4 RECORD SERIES HILE

A it

5. EARUEST YEAR ! LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of Inlormationvdocuments/forme found i the Serles.

.

fR it

lmmmmhmmams.m

T. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O Fie Orawerts)
O Leller Size O Mictolim O Alphabelical O Microfim Reel {3)
) O Comouter fape (3)
O Legal Siee QG Computer Tape G Numerical O Othet (Specy) _____
O Bound Bock O Floppy Disk Q Chronological Number
Q Auvdio Tape O Video Tage a . 10. ANNUAL ACCUMULATION
Gm”ha;‘ O Fie Orawer (3)
O Othet Specdy) O Other sped, ’ Q Microlim Reed {s)
( ! ¢ ) QG Computer Tape(s)
Q Other (Specty)
Number
1. FILE S USED 12. FILE BECOMES INACTIVE AFTER L
O Daiy O Weekly O Monlhly O Month(s) Q  Year(s)

Number

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

/e citie

14. 1S REéORD SERIES DUPUICATED ELSEWHERE? (I yes, specily agency of office)

a  Yes : . 9 No

15. ACCESS RESTRICTIONS (1 yes. cite law{s) & reguiation(s)

QO Yes o No

18. AUDIT REQUIREMENTS

O None o Shis O Federal O Independent

17. IS AN INDEX SYSTEM USED? {if yes, expiain briefly and
" desube any hardwase/soltwate)

18. RECOMMENDED RETENTION

Rl 1.ila Vothiots Dusmerebet | The . dioh,

——r

20. TELEPHONE NUMBER

21. DATE 742//0‘0




. e eanTAAIS S

SORILE PGS 530-1)

1. DEPARIMENT/AGENCY -

meﬁzcwz‘i

PISTRUCTIONS - IYPE OR PRING A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERNS. m mn RECOROS RETENTION

2. pvision

- DEFINITION - Records Serles

* A group ol telated recorde normaily filed and used ee & walt for u(uono [

well a3 retanton and dispasition purpeses,

4. RECOROD SEKIES THLE

foud gk

5. EARUEST YEAR ! LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the

umaanammmmmnmsm lndud-m.wmoqwmalmumy

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME
O Fie Otawerts)
O Lelter Size O Microlim O Abphabetical O Microlim Reet (3)
’ Q Cometer Taoe ()
O Legal Size G Computer Tape . 8 Numericf QO Cther (Specify) _________
T Bound Book G Floppy Disk Q@ Chronological Number
QO Audio lape O Video face O Geographical 10. ANNUAL ACCUMULATION
. Q Fie Orawer (s)
O Other (Speciy) O Other (Specty O Microfim Reed {s)
( ! QO Computer Tape(s)
a Other (Specey)
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
G Oaiy O Weekly Q  Monthly Q  Moniks) a  Year(s)
Number

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

14. 18 REdORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency of cifice)

O Yes . U‘No

15. ACCESS RESTRICTIONS {11 yes, cite law(s) 8 requiation(s)

Q Yes a No

18. AUDIT REQUIREMENTS

3 None Q Slale O Federad G Independent

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

g Yes o’ No

18. RECOMMENDED RETENTION  Ro(ain 3 years, then destroy

o

19. Nw "y FPREPARE

%—_._.—‘;

20. TELEPHONE NUMBER T 1. DATE

/9/ o




o /11/0 &3,’/‘5‘--'
MSTRUCIIONS - TYPE OR PRING A SEPARAIE FORM FOR EACIE NEW OEPARTMENT OF GENERAL SERVICES a?m\
FESED RECORD SIRKS. FORMARD WITH RECORDS RETENTIGN - AGENCY RECORDS INVENTORY

1. DEPARIMENT/AGENCY -

. Pt
__DEFINITION - Records Serles « A group of telated records normaily filed and used as & unit for reference as well s tstantion and dispositien purpeses,
4. RECORO SERIES TIILE

. . - 5. EARUEST YEAR ! LATETEST YEAR
(8 .
@W s o )

§. RECORD SERIES DESCRIPTION ( Briely drscrie the iypes of Informationvdocumentaonms found b the Series. Inchude the pupose of function of the Senes) —

(i slliect Zams] ol Bt g o
% W-,/M/M@,JW ?‘L . 7 Qn%a

« Operae o= ;
W@% /@ % %ng .
Rogilidi, [fbcss

, 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE . VOLUME
. | O Fie Drawerts)
. O Leiter Size O Microlim . ’ ) O Abphabeticsl O Microlim Reet {s)
‘ Q Comouter Taoe (s
O Legal Size O Computer lapa O Numetical S/D Q Cther (Speciy) ________
O Bound Bock Q Floppy Disk O Chonological Number
0 Audo Tape O Video Tage 8 Geographical 10. ANNUAL ACCUMULATION
- O Fie Otawer (s)
O Other (Specdy) O Other (Speciy) ) O Microliim Reed (s)
G Computer Tape(s)
Q Qther (Specty)
_ Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
G Daiy O Weekly O Monihly O Monti(s) a  Yeais)
Number
13. CURRENT LOCATION(S) (Bldg , Floor, Room) 14, 1S RECORD SERIES CUPLICATED ELSEWHERE? (I yes. specily agency of oifice)
Ed Lo Wm
G Yes . O Neo
15. ACCESS RESTRICTIONS {1 yes. cile lawis) 8 reguiation(s) 18. AUDIT REQUIREMENTS
C Yes 0 No O None QO Slae O Federd O  Independent
Screen annually. Destroy material having no —
17. 1S AN INDEX SYSTEM USED? {1l yes, expiain briefly and 18. RECOMMENDED RETENTION further fiscal, legal or operational value. Retain
" desube any hardwaseisoltware) . _ T permanently any material that serves to
W &)/W document the origin, development and
O Yes 0 No . accomplishments of the department. Transfer
l periodically to the MD State Archives
20. TELEPHONE NUMBER a. D-ATEV / A .
V/ ol 50




PSTBUCTIONS - TYIE OR PRINS A SEPARATE FORM FOR EACII NEW
FEVISED RECORD SERES. FORMARD WiTH RECOROS RETENTION
SCOEDRE OGS $30-1)

1. DEPARIMENT/AGENCY -

- DEFINITION - Records Serles «

A group of reisted records normaily filed sad used as & wait for reference ss

well a3 retentdon and dispositon purpeses.

4, RECORD SERIES TIILE

Crad if Yoo Bppasatiy

S. EARUEST YEAR ! LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly descride the

Irpes of Informationvdocuments/forms found I the Series. |nduhhwmoufuﬂbndmo3m’

7. RECORD SERIES FORMAT(S}

|

8. RECORD SERIES SEQUENCE 9. YOLUME
Q Fie Orawerts)
O Leller Size O Microfim G Abhabetical Q Microlim Reel {s)
’ Q Comouter Taoe (3)
QO Llegai Ske O Computer Tape O Numerical O Olher(Speafy) ________
O Bound Book a Floppy Disk T Chronological Number
O Audo I O Video T O Geogrephical 10. ANNUAL ACCUMULATION
we ®e . O F3e Orawer (s)
O Other {Specd G Other (Specify) _ O Microfim Reel {s)
( " J O Computer Tape(s)
O Other (Specsy) _______
Number
11. FILE IS USED 12., FILE BECOMES INACTIVE AFTER
O Qaiy O Weekly a  Monihly O  Monihs) Q  Years)
Number

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

Gle G

14. 18 REﬁORD SERIES DUPLICATED ELSEWHERE? {If yes, specily agency of cffice)

Q  Yes

ulNo

15. ACCESS RESTRICTIONS (il yes. cile law(s) & reguiation(s)

Q Yes a No

18. AUDIT REQUIREMENTS

a None O Slale

Q Federal Q

Independent

17. IS AN INDEX SYSTEM USED? {If yes, expiain beiefly and
" desaibe any hatdwateisoliware)

18. RECOMMENDED RETENTION /0,7, Ofernado K tpminaly:

Tt

Oleabrg

Mm% D M, “Med SEily, Oiefosis *

20. TELEPHONE NUMBER

21. DATE

'7/.7//4-0



ot

1. DEPAR!IIEH"ABENC’(

p1e0Zh Cociet

nwucma-lmonml A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES
REVISED RECORD SERIES rmmuatmumnm Y

1 Ut

>de:7z“‘-"

- DEFINITION - Records Sarles - A group of reisted records normaily filed snd used as s unit for relerence so

4. RECORD SEK!ES THLE

. 5. EARUEST YEAR ! LATETEST YEAR
RDWQ @W@ T0

well s retention and dispositon purpecss.

8

RECORD SERIES DEICRIPTION ( Brieflly describe the iypes of Information/documentstorms found in the Serles. Inchude the purpose or funclion of the Senes)

)Vp' B

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE . 9. YOLUME
O Fie Orawerts)
O Leller Size O Mictolim Q Abphabelical O Microlim Reel (s)
) : Q Computer Taoe (s)
O Legal Size O Computer Tape O Numerical Q Qiher (Speay) ______
O Bound Bock Q Floppy Disk O Chronologicsl Number
a Audo | O Video Tace O Geographicat 10. ANNUAL ACCUMULATION
e ® . O Fie Orawer (3)
O Other (Specd O Other (Specify) _ _ O Mictolim Reel (s)
( " ¢ ! O Computer Tape(s)
O Other (Specdy)
Number
. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER '
a Dady O Weekly O Monthly O Monih(s) a  Yeas)
Number &
; ¥
1 cunnmt LOCATION(S) (Bidg, Floor, Room) 14, 1S RECORD SERIES DUPUCATED ELSEWHERE? (it yes. specily agency or oifice) . w
W O e o Yes 8 No '

15. ACCESS RESTRICTIONS {1 yes, cile law(s) 8 regulalion{s)

O Yes 0o N

18. AUDIT REQUIREMENTS : g
G None o Stale O Fedrd O Independent Vppf’w
N

17. IS AN INDEX SYSTEM USED? {if yes, expiain briefly and
" desabe any hardwase/sollware)

18. RECOMMENDED RETENTION /"w’é’m M%W FZon 2y
/Omia/\,. prg,u,g Mﬂw Lo Goe) yacded,

e Oltabiy

20. TELEPHONE NUMBER

21. DATE 7/9/ /M




Blmcmas - m'tonnm A SEPARATE FORM FOR EACIS NEW
REVISED RECORD SERES. m mu RECORDS REIENTION

1. DEPARIMENT/AGENCY -

W%W

?.WS!ON

- DEFINITION - Records Serles « A gnup of related records normaily filed and used ae & wnit for reforonee s

——————

well 23 retentdon snd disposition purpeses.

4. RECORD SEKIES TILE

Lot o Flrofpls:

5. EARUEST YEAR / LATETEST YEAR

't 10

8

FEma

RECORD SERIES DESCRIPTION ( Brielly describe the types of information/documents/torms found in the Serles.

Include the purpose or function of the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME
: O File ODrawerts)
Leiter Size O Microlim O Abphabetical O Microfim Rest (3)
3 Commouter Taoe ()
O Legal Size O Computes Tape O Numerical }/,) D G Other (Speciy)
Q@ Bound Bock O Floppy Disk Q Chronological
a Audo T O Video T O Geogaphical 10. ANNUAL ACCUMULATION
e e . Q File Orawer (3)
O Other (Specd O Other (Specily ‘ Q Microlilm Reel (s)
( " ¢ ) G Computer Tape(s)
O Other (Specey)
Number
11. FILE IS USED 12.’ FILE BECOMES INACTIVE AFTER
O Daiy O Weekly G Monthly O Moniks) G Yeai(s)
Number

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

g/ﬁ%é

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

O Yes . 8 No

15. ACCESS RESTRICTIONS 01 yes, cile law(s) & fegulation(s)

O Yes o No

18, AUDIT REQUIREMENTS

O None o Slate O Federad C  Independent

17. IS AN INDEX SYSTEM USED? yes, explain briefly and
" desabe any haidwaie/sollware)

Q Yes 0" No

18. RECOMMENDED RETENTION .
Retain until updated or
superceded, then destroy

19. NAME NWOF m{_ ﬁ;

e —era————

. e A m——

21. DATE 7/Q//6-<)

20. TELEPHONE NUMBER



llﬂwcmus - lmmml A SEPARAIE FORM FOR EAGII NEW
REVISED RECORD SEROES. rommo mm RECOROS REIENTION

1. DEPARIMENTIAGENCY -

2 tvision ' i rumr A L
- DEFINITION « Records Seties - A group of related records normaily filed and used ae & wait for nlomngzt well a3 retention snd disposition purpesse,
4 RECORD SERIES TILE

8. EARUEST YEAR ! LATETEST YEAR

Vordeote Qovdnk R .

6. RECORD SERIES DESCRIPTION ( Brielly describe the types of Inlformation/documentsftorms found In the Serles. Include the pupose of function of the Sermes)

e

Ciste. s Vol

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ‘ 8. VOLUME
O File Drawents)
G Leiter Size O Microlim QO Alphabetical O Microfim Reet (3)
’ Q Comouter faoe (s}
O Legal Skze Q Computer Tape O Numerical Q Other (Specify) ________
@ Bound Book Q Floppy Disk O Chronological Number
Q Audo Tape O Video Tape O Geogrephical 10. ANNUAL ACCUMULATION
- O File Orawer ()
0 Other (Specdy) O Other (Speciy : O Microfim Reel (s)
{ ! a Computer Tape(s)
Q Other (Specdy)
Numbet

1. FILEIS USED

G OQaiy O Weekly O Monthly

12, FILE BECOMES INACTIVE AFTER

O Moniks) Q  Yeas)
Number

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

@é%/éa@

14. 1S RECbRIJ SERIES DUPLICATED ELSEWHERE? (I yes. specily agency of cffice)

QO Yes : . u_No

15. ACCESS RESTRICTIONS {1 yes, cite law(s) & reguiation(s)

Q Yes g No

18. AUDIT REQUIREMENTS

a None 0 Slats O Federal O  Independerd

17. IS AN INDEX SYSTEM USED? {if yes, explain bnelly and
" desube any hatdwate/soltware)

18, RECOMMENDED RETENTION

P 5 Fc sl st Lo

O Yes 0’ No

e —r——

é@@éﬂwf
20. TELEPHONE NUMBER 21. DATE .7 / 2/ / )




.. s b r—

INSTBUCTIONS - 1YIE OR PRINGE A SEPARAIE FOIM FOR EACI NEW
H RECOROS REIENTION

REVISED RECORO SEREL. FORWARD
SOEDMAE OGS 550-1)

N .

1. DEPARIMENT/IAGENCY - .

W i e

i \‘
3 umr \ .
Ue_ et

- DEFINITION - Records

Serles « A group of related fecords nommaily filed snd used ap 8 unit for referenee as

e

woll 39 retontton and dispositen purpeses.

4 RECORD SERIES TIILE

C’,ZWX:/A@JLQ%: k al

8. EARUEST YEAR ! LATETEST YEAR

T0

Y

RECOAD SERIES DESCRIPTION ( Briefly describe the types of Inlormstiorvdocumentsforms found in the Serles.

lmwm-qwmdms-m:

S

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. YOLUME
O Fie Drawerts)
n/éla Size 0 Microlim O Aphabetical Q Microfim Reel {3)
’ Q Comouter Taoe (3)
O Llegal Size O Computer aps O Numerical , Q‘Z O Other (Specy) ______
O Bound Bock O Floppy Disk Q Chronological Number
O Audo 1 O Video T O Geographical 10. ANNUAL ACCUMULATION
e e . O Fie Orawer (s)
ool O Other i O Microtim Red (s)
't (Speciy) (Speciy) QG Computer Tape(s)
G Other (Specsy)
Number
11. FILE IS USED ‘IZ., FILE BECOMES INACTIVE AFTER
O Daiy O Weekly O  Monthly O Month(s} Q  Yeai(s)
Numbesr

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

ol @W

14. IS REéORD SERIES DUPLICATED ELSEWHERE? {It yes. specily agency or oifice)

a  Yes . 3 No

15. ACCESS RESTRICTIONS {f yes, cile law(s) & reguiations)

O Yes 0O No

16. AUDIT REQUIRERERTS

G None a Slhte QO Federal O  Independent

17. IS AN INDEX SYSTEM USED? (Il yes, explain briefly and
- desabe any hardware/sollware) .

g Y

Screen annually. Destroy material having no
further fiscal, legal or operational value. Retain
18. RECOMMENDED RETENTIO! permanently any material that serves to
document the origin, development and
- accomplishments of the department. Transfer
periodically to the MD State Archives

———————————

(] g’ Neo
19. NAME AWOW

e

———————
- —_—

moare _, o) .

20. TELEPHONE HUMBER




Rl

MSTRUCHIONS - 1YI'E OR PIINI A SEPARATE FORM FOR EACIH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

1. DEPARTMENT/AGENCY '

Lt pte CH

g

DEFINITION - Records Sarloes -

[4

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION :
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page of
2. DIVISION

) 3. uNIt QW _
M%#ﬂfmﬂz} /j//‘?,.wwﬁ‘ - ‘72?:&1

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

W
Ayt

4. RECORD SERIES TITLE,

T0

5. EARLIEST YEAR / LATETEST YEAR

QWJ Lisrd Prsateslins /gwﬁww B %

Coplecatens

6. RECORD SERIES DESCRIPTION ( Brlefly describe the types of Informationvdocuments/forms found in the Series.

Include the purpose of function of the Sanes)

Orap A bbls, Cornin, Ayl O, tech + Donni

7. RECORD SERIES FORMAT(S)

D@ Size a Microfilm

0 Legal Size i O Computer Tape
0 Bound Book QO Floppy Disk
0 Audio Tape " O Video Tape

0 Other (Specty)

8. RECORD SERIES SEQUENCE 9. VOLUME

O File Drawer(s)
O Albphabetical a Microfilm Reel (s)
O Computer Tape (s)

O Numerical [ Qa Other (Spectly)
0 Chronological Number y,L‘Z«%
O Geogrephical 10. ANNUAL ACCUMULATION

O File Orawer (s)

Other (Specify) ZZ L amap ¥ O Microfilm Reel {s)

0 Computer Tape(s)

;/deg_/# O Other (Specify)

a

Number

11. FILE IS USED

a  Daily o  Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

o Month(s) a  Year(s)

Number

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

‘

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

O Yes . 8 No

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

0 Yes o No

16. AUDIT REQUIREMENTS

O None o Stlale 0 Federal O Independent

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

0 Yes g No

Screen annually. Destroy mqtenal having no

18. RECOMMENDED RETENTIO} further fiscal, legal or qperahonal value. Retain
permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer

periodically to the MD State Archives

19. NAME ANQ TITLE OF BRBPARER

20. TELEPHONE NUMBER T “| 21. pare

7// 7./ 0

o

(ALl LA, B BTL RSO P Y]




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 $50-1) . 7275 WATERLOO ROAD
' P.0. BOX 275 - JESSUP, MARYLAND 20794 Pege o
L .
—= ——— | S e S
e
1. DEPARTMENTIAGENCY ' 2. DIVISION 3. UNIT
y - == .
%W% @%&%_M/ézf% @Wﬁ - dicad Greas
L4

DEFINITION - Records Sarles - A group of related records normally filed and used as & unit for reference as well ae retention and disposition purposas.

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

ma/@ (ea | 128 o

8. RECORD SERIES DESCRIPTION ( Brlefly describe \he types of information/documents/lorms found in the Series.

Include the puipose of function of the Seres)

efd

(oplec-alar

Sproiee o Hero . ,
%Wﬁ' %‘MW&&Q &"Mw‘qév

it incluted o ]
M%A«W%L

. 4
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. b/ G File Orawer(s)
Leller Size O Microfilm O Aiphabelical Q Microfilm Reel (3)
/ _D O Computer Tape (s)
O Legal Size O Computer Tape a Numerical 97,, 0 Other (Specify)
0 Bound Book a Floppy Disk O Chronological Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION

Qa File Drawer (s)
Other (Specily) ZZ;( onag ¥ O Microfilm Reet (s)
O Computer Tepe(s)

)Q el # a Other (Specify)

0 Other (Specty)

a

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly O Monihly O Month(s) Q  Yeai(s)
Number
179 CURRENT LOCATION(S) (Bidg , Fioor, Raom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (f yes. specily agency o office)
0O Yes . @ No

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

0O Yes O No

O None a Slate a Federal 0 Independent

Screen annually. Destroy ma.lterial havin% :;i .
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTI further fiscal, legal or operatlonal value.
Ty ———— y material that serves to

ermanently any i
p lc)iocument the origin, development and

- 0 accomplishments of the department. Transfer
periodically to the MD State Archives
1% A MID TILE oF PRepAfen 20. TELEPHONE NUMBER - - 21. DATE

7 ,@M T2 /e0

v

[ATSL LU, I RS DRSPSV



msmucuuus VYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION : _
SCHEDULE (DGS 550- 1) 7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page o
1. DEPARTMENT/AGENCY 2. DIVISION UNIT

d

DEFINITION - Records Series - A group o( velated records normally filed and used as a unit fot reference ae

wall a0 retention and dlsposition purposes,

4. RECORD S‘ERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

?,)MZB, . 74 10

6. RECORD SERIES DESCRIPTION ( Briafly describe the types of Information/documants/forms found in the Series. Include the puipose of function of the Sefies)

Y el ( éﬂzwﬂmﬁ/@é
%ﬂ” 2 %L&MW)

zwz /w Complianoe

W‘Ze 4 .t

.

é@% %LWWM

. /
7. RECORD SERIES FORMAT(S}) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawer(s)
@ Lelter Size 0 Microliim " O Alphabetical Q Microfilm Reel (s)
0O Computet Tape (s)
O Legal Size o Compuler Tape a Numerical O Other (Specty)
2D
O Bound Book a Floppy Disk ) 0 Chronelogical Number 3“
Q Audio Tape 0O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION

O File Orawer (s)
ot o ow ot Ly Jet nap ;e

y M # _ O Other (Specify) ____

d Corutre. )a/aw#

Number
11. FILE IS USED ’ 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O  Monthly O Month(s) a  Yea(s)
Number
13. CURRENT LOCATION(S) (Bidg . Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency o office)

o Choosst a Yes . | N

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

O Yes o0  No 0 None a Slate O Federal O [ndependent

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

describe any hardwarelsollware) permanently any. matena] that serves to
document the origin, development and
O Yes o No accomplishments of the department. Transfer

periodically to the MD State Archives

19. NAME AN OF%W 20. TELEPHONE NUMBER 21. DATE /
) / 7/ )

NrIC CRA 4 Mlaiiaca tinas




INSTRUCHIONS - 1Y€ OR PIINT A SEPARATE FORM FOR EACIH NEW
REVISED RECORD SERIES. FORWARD WiTH RECORDS RETENTION
SCHEDULE (0GS §50-1)

1. DEPARIMENT/AGENCY

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

— ]

AGENCY RECORDS INVENTORY

-

DEFINITION - Records

Setles - A group of related records normally filed and used as & anit for reference e

2 owsion - - 3. uwiT a%a«plad .
, &a/-»‘-r?@% linmgy ~ ?Z:f, @Wnlg

well ae retention and disposition purposes,

4.

RECORD SERIES TITLE,

§. EARLIEST YEAR / LATETEST YEAR

busssonclot frogram |

\

8. RECORD SERIES DESCRIPTION (Briafly describe the types of information/documenisfforms found in the Series. Inciude the purpose or function of the

OGMF -

o ek,

Sernes)

Mé"rfm %

st
h

Conrions, hogl Lonstne. deaZicet ¥

1. RECORD SERIES FORMAT(S) 8. RECORD SER{ES SEQUENCE 9. VOLUME
: ' O File Orawei(s)
o Celter Size o Microlim O Aphabelical O Microfiim Reel (s)
O Computer Tape (s)
O Legal Size O Computer Tape O Numerical O Other (Spectfy) ______
O Bound Book O Floppy Disk a Chronological ~ Number Ya */»7(
vi a G } 10. ANNUAL ACCUMULATION
O Audio Tape o] theq Tape eographical | O File Orawer (5)
. O Other P o O Microlilm Reel (s)
O Other (Spectly) (Specily) 22 L aneg O Computer Tepets)
Pher 41 O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily 0 Weekly 0 Monthly O Month(s) O Yeal(s)
Number
13. CURRENT LOCATION(S) (Bldg . Fioor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency ot office)
‘1~ O Yes 0 No
444 .
15. ACCESS RESTRICTIONS (I yes, cile law(s) & regulations) | 16. AUDIT REQUIREMENTS
0 Yes o No O None O Slate 0 Federal 0 Independent
. 5créen annually. Destroy matenal having no
in bri further fiscal, legal or operational value. Retain
17. IS AN INDEX SYSTEM USED? (il yes, explain brieflly and 18. RECOMMENDED RETENTION further fiscal, terial that serves to
descibe any hardwarefsofiware) permanently any maten d
document the origin, development an
O Yes o No accomplishments of the department. Transfer
periodically to the MD State Archives
19. NAME ANQ TITLE OF PARER . 20. TELEPHONE NUMBER 2_1 DATE ,

e

€en ¢ ol

. timan



msmucnuns 1YI'E OR PRINT A SEPARATE FORM FOR EACI NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARG WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION - .
SCHEDULE (0GS 550-1) 7275 WATERLOO ROAD A
P.0. BOX 275 . JESSUP, MARYLAND 20794 Page o
.\.-i
1. DEPARTMENTIAGENCY ] 2. DIVISION 3 UNIT
%M% Wwﬁ@ /_/v,/vﬁmﬁ /lJ/na, Greaw

DEFINITION - Records Sarles - A group of related records normally flled and used as s unit for nfom\eo as well 2o retention and disposition purpesss.

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

Mﬂj wﬂé&b o 128 1o

8. RECORD SERIES DESCRIPTION ( eueny describe the lypes of Information/documenis/iorms found in the Sertes. Include the puipose of function of the Senies)

&/n«? @r—cw LA ek ?«rﬂom cffz/ofy‘.za/w /\/ﬁdx[

Gt T

1 M,lw 2 “/J 7 7//Ja)

%/%M ()MAJ¢¢4 /fmw(ivo
g/‘.é’« M .///"///éu /‘*‘7"%4)»/

&,
| st %u,k
1 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
. O File Dtawer(s)
o Ceter Size . O Microfiim O Abphabetical O Microfim Ree! (s)
/ p O Computer Tape (s}
O Legal Size O Computer Tape O Numerical ??” O Other (Specty)
O Bound Book Q Floppy Disk . o Chronological Number
O Audio Tape O Video Tape O Geogrephical ’ 10. ANNUAL ACCUMULATION

O File Orawer (s)

O Other (Speciy) G Other (Speciy) Z’Tg( n2p - g g:r“m R;ie::))
W # O Other (Speciy)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monihly O  Month(s) a  Year(s)
Number
1. CURRENT LOCATION(S) (Bidg . Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency of office)

iHjct

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

o Yes . @ No

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

Screen annually. Destroy material hzlwm%{ :;m
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTI further fiscal, legal or operanonal value
S — ntly any material that serves to

ermane
p gocumem the ongin, development andTransfer
accomplishments of the depaﬂmir]\t .
periodically to the MD State Archive

0O Yes O No

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

/07 /0

NIIE BEA & tNaiiaaad finv



INSIRUCIIONS - 1YI'E 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 : .
SCHEDWRE (DGS $50.1) 7275 WATERLOO ROAD

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

1. DEPARTMENT/AGENCY ’

2. DIVISION o 3 UNIT

DEFINITION - Recorde Serles - A group of telated records normally fled end used as a unit for teforence a¢ well as retention and disposition purpeses,

4. RECORD SIERIES TITLE S. EARLIEST YEAR / LATETEST YEAR

74"”%@ - - '74 1o
0.‘ RECORD SERIES DESCRIPTION { Briefly describe the types of Information/documentsfiorms found i the 8erles. Include the puipose or function of the Seres)
Recppl - oug (foi o D) Loack Fresd
e’ WM)
7%@@ _
Cppleca. o
Ao ,(,\('4_}7’ ()7’ \?/,Lr/;{_.

,”Lf.l, ,‘vi ja\/,,,,_q épw% %_24 Wﬁl /MM *

i. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
QO File Drawer(s)
@ Lelter Size O Microhim O Aphabetical O Microfiim Reel (s)
0 Computer Tape (s)
O Legal Size O Computer Tape a Numerical Q Other (Specdy) ______
P
O Bound Book O Floppy Disk © Chronological Number 3 fwra,
i ' o ical 10. ANNUAL ACCUMULATION
O Audio Tape O Video Tape Geographical o File Orawer (5)
A ; O Microfim Reel (s)
O Olher (Spectly) 0 Other (Specify) MM o ¢ ter Tape(s)
' Y s # O Other (Specity)
d Cov : ): a‘# " Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly O Monthly O  Month{s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bidg , Floor, Room) : 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency ot oflice)
}II B
Yl tes
: O Yes . O No
3{{ - Ohnust : '

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

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

. Screen annually. Destroy material having no

17. IS AN INDEX SYSTEM USED? (I yes, explain briefly and | 18. RECOMMENDED RETENTION further fiscal, legal or operational value. Retain
il describe any hardwaielsoflware) permanently any n_mtenal that serves to

) document the origin, development and

O Yes o No 7ﬂ accpmplishments of the depaxtmegt. Transfer
periodically to the MD State Archives

19. NAME AN OF%{\M 20. TELEPHONE NUMBER 2%. DATE .
| - : 7// 7/ 7y

LALSL ol L X, B I D e




INSIRUCHIONS - TYPE

SCHEDULE {DGS 550-1) )

1. DEPARTMENT/AGENCY

OR PRINI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

B

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

2. DIVISION

Dol Reweizen %%

AGENCY RECORDS INVENTORY

Page ot

3. UNIT

fBedy/ Yprry

DEFINITION - Recorde Serlos -

A group of related recorde normaily filed and used as a unit for reference as

well as retention and dispesition purposes.

4. RECORD SERIES TITLE

Fomnp

5. EARLIEST YEAR ! LATETEST YEAR

T0

e

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

Reopes

WM

9;740,

Qacwest

Include the purpose or function of the Series)

Number

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
a File Orawer(s)
éﬁel Size O Microfilm a Alphabetical a Microfilm Reel (s)
O Computer Tape (s)
O Legal Size 0 Computer lTape O Numerical V E Q Other (Specify) ______
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
QO File Orawer (s)
ool d O Other (Specif O Microfilm Reel (s)
Oiher tSpecty) (Speci) O Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o ODaily O Weekly O Monlhly O Month(s) g Years)

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(i yes, specily agency or office)

O Yes O No
15. ACCESS RESTRICTIONS (1 yes, cite taw(s) & regulation(s) 16. AUDIT REQUIREMENTS
0O Yes g No O None 0 Slate O Federat O Independent

0 Yes

17. IS AN INDEX SYSTEM USED? (i1 yes, explain briefly and
describe any hardwarelsollware)

18. RECOMMENDED RETENTION

0O No

(% W&/Mﬁé o JL#M/&/ZM(/ Hew

.Y
19. NAME AND m P%M'

20. TELEPHONE NUMBER

decZined *
21. DATE

7//7 /o0

NGS 850 4 Ravieed 1793)




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

e PSS —
1. DEPARTMENTIAGENCY ’

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DiVISION ’ .

7275 WATERLOO ROAD

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

2. DIVISION

3. UNIT

Bezy! i

DEFINITION - Records Series - A moup‘of telated records

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

4. RECORD SERIES TITLE

i Orapuetss Dulty R

5. EARLIEST YEAR / LATETEST YEAR

I v

Cotpiw = Mlecat
O

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

Include the purpose o function of the Serres)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
tle Drawei(s)
Leller Size o Microfitm B(tphabelical O Microfilm Reel (s)
g Computer Tape (s}
O Legal Size 0O Computer Tape Q Numericat ] D Q Qther (Specily)
O Bound Book QO Floppy Disk 0 Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other (Specily) O Other (Specily) O Microfilm Reel {s)
0 Computer Tape(s)
O Olher (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monthly O Month(s) a  Year(s)

Number

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

1

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

0 Yes _ a No
15. ACCESS RESTRICTIONS (i1 yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes 0 No O None O Slate O Federal QO Independent

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

O No

18. RECOMMENDED RETENTION

Pﬂa.:u\y Ao m““ﬁ‘

P
19. NAME AND WR%M

20. TELEPHONE NUMBER 21. DATE

7//7 o,

NGS 5504 {Naviead 1193)




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

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

- S /)
Zlat cerld C,M(,;,ZZL WMewd, Rowreer ¥ foypidlingy . d/dﬁ / ?ﬂu—r\

4

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

5. EARLIEST YEAR / LATETEST YEAR

uﬁ\\%‘wgw oo éf e "76 10

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

A ‘)‘.,"ﬁ //.(, / ,-/ Lo

c/},p,7 /{4(1/@ 4,~;‘ /‘}*“\"L/,,{‘A /;“/,,:/"

\ Adlt e
\/ ""‘L’L(\ i"/ ,'C‘( :
/

. Include the purpose or function of the Series)

|

’ el
/ w0 AL /\ /n /

/¢ )Ux// x\)M)f) (e U“

Nieleo

& e

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

O File Drawer(s)
0 Microfilm Reel (s)

O Computer Tape (s)
O Legal Size O Computer Tape G’mefical

- b Q Other (Specily)

O Bound Book O Floppy Disk Q Chronological Number

Leller Size O Microfilm O Alphabetical

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)
O Other (Specify)

0 Other (Speciy)

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Daily O Weekly a  Monlhly a
Number

Monlh(s) a  Year(s)

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

O Yes @ No

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

0O Yes o No

O None O Slate O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION L J L1

« JA
descnibe any hardware/sollware) \(_/‘Ml/j "0 andiy. %,ZI to be ¢ Jtywl—(u A ub/ / ///QI/ ce /( (/f(
0 Yes o No L V] 0 M "",I/qu-;:j (s /!/ Ao /\_L“{ y }/i%/& a2y »‘/ Ca , /.2//(;71
o /j\_Lm/L.. : '1‘#&9 /L’jM / Lon ! —

4
19. NAMWLE OéEEPZRER 20. TELEPHONE NUMBER 21. DATE

NGS 550 4 (Ravisnd 1/93)
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IMSTRUCTIONS - TYPE OR PRINI A SEPARATE FORM FOR EACH NEW

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

‘ AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION : )
SCHEDULE (0GS $50.1} 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page of
1. DEPARTMENT/IAGENCY : 2. DIVISION

%%c’%@é&czzg,' QM&WPW o }f*ﬂ‘—»@

DEFINITION . Records Serlas - A group of related records normally filed and used as a unit for reference as
4. RECORD SERIES TITLE

well g0 retention and dlsposition purpoees,

5. EARLIEST YEAR / LATETEST YEAR
W M @ M’ﬂ’fw X{ 10

6. RECORD SERIES DESCRIPTION ( Brlafly describe the lypes of Informatlor/documents/iorms found in the Series. Inciude the purpose or function of the Senes)

Pty [elary Inchuoteo. 2> plore

> gy e

v "
7. RECORD SERIES FORMAT(S) 0. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Letter Size o Microfilm O Alphabetical o Microfiim Reel (s)
0 Computer Tape (s)
O Legal Size a Computer Tape 0 Numerical : : ‘ O Other (Specily)
O Bound Book O Fioppy Disk a Chronological Number
O Audio Tape O Video Tage Q Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s}
i O Other (Specit O Microfilm Reel {s)
@ Otter (Speiy) (Specily 0 Computer Tape(s)
0O Other (Specify)
Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Daily O Weekly 0 Monthly O  Monlh(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency ot office)
g Yes . 8 No

15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AuDIT REQUI_REMENTS

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

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

R N —
o v - g \// W OZ,,Q[// %zm éy&&éw?/

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

7//7/0«)

J

NGS 550.4 (Nevised 19))




IMSTRUCTIONS - 1YP'E OR PRINT A SEPARATE FORM FOR EACIH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 550-1)

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

1. DEPARTMENT/AGENCY

2. DIVISION

>

AGENCY RECORDS INVENTORY

Page

—_—

3. UNIT
~

27

DEFINITION . Records Sertes - A S

g U
group of related recorde normally filed and used as a unit for reference ss well as

Y4
tetention and disposition purposes,

4. RECORD SERIES TITLE

flonrry Commosae bt

5. EARLIEST YEAR ! LATETEST YEAR
IC€0 '/0 10

4 a?
e e

6. RECORD SERIES DESCRIPTION ( Briafly describe the lypes of Information/documents/iorms found in the Serles.

Include the purpose or function of the Saries)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME

Number

QO File Drawet(s)
aCeller Size o Microliim GA/Iphabeliwl O Microfilm Reel {s)
o Computer Tape (s)
O Legal Size O Computer Tape O Numerical Q + O Other (Specily)
O Bound Book Q Floppy Disk O Chronological Number
i i oG ical 10. ANNUAL ACCUMULATION
O Audio Tape O Video Tape eographi O File Drawer (s)
ool , o Other (Specil O Microlilm Reel {s)
Other (Specily) (Specify) O Compuler Tapefs)
O Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly O Monthly O  Month(s) a  Year(s)

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

cﬂﬁé/bé/

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(It yes. specify agency or office)

O Yes a No
15. ACCESS RESTRICTIONS {If yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
0 Yes O No Q None 0 Slate O Federal O Independent

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

0O Yes No

18. RECOMMENDED RETENTION

%ﬁ@ﬂgy, Hlew lealn

19. NAME AND TITLE OF?RER
/ .

20. TELEPHONE NUMBER

v

21. DATE

7//7/@

V0 €O & 10aena tina




MSIRUCIIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 550-1)

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION -
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page or
2. DIVISION 3. uUNIT

DEFINITION - Records Serles - A

up of related racorde normalty filed and used as & unit for n(ouncﬁ

well as retention and disposition purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
. A , 7 o
J/I&L 'S 10

8. RECORD SERIES DESCRIPTION ( Briafly descrbs the lypes of

information/documenisiforms found in the Series. Include the puipose or function of the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawer(s)
Leller Size o Microfilm Q Alphabetical Q Microfilm Reel (s)
O Computer Tape (s)
O Legal Size O Computer Tape O Numerical ch Q Other (Specify)
D Bound Book O Floppy Disk B/Ct'\ronological Number
4] i i O Geographical 10. ANNUAL ACCUMULATION
Audio Tape O Video Tape eographi O File Drawer (s)
; icrofilm Reet (s)
v ol ol O Other (Specit 0 Microf
et (Speciy) (Specily o Computer Tape(s)
G Other (Specify)
Number

1. FILE IS USED

0 Daily O Weekly o Monihly

12, FILE BECOMES INACTIVE AFTER

O  Month(s) a  Year(s)

Number

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

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

O Yes . O No

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

a Yes O No

16. AUDIT REQUIREMENTS

O None a  State O Federal O Independent

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

Q Yes O No

18. RECOMMENDED RETENTION

[ & JO ), Mn
Y ol dppert JE)

19. NAME Anaoqus pr %

.2

20. TELEPHONE NUMBER 21. DATE

219/ 0

AIE RRA M aead tinn




INSTRUCTIONS - 1YPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 550-1)

1. DEPARTMENT/AGENCY

W aferiloil vag

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

2. DIVISION

1

: pgﬂé/ﬂf "‘%““t "Lﬁ//d/m’?z:]

AGENCY RECORDS INVENTORY

Page of
\
. UNIT

Qg

DEFINITION - Recorde Serles -

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

well as retention and disposition purposes,

4. RECORD SIERIES TITLE

At ijl Gn

5. EARLIEST YEAR | LATETEST YEAR

28

10

6. RECORD SERIES DESCRIPTION ( Briefly describe

the types of Information/documents/forms found in the Serles. Include the purpose or function of the Senes)

19. NAME ANZHI&E OF éiAZER

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Leller Size a Microfilm O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
O Legal Size O Computer Tape o Numerical , O D Q Other (Specify) ____
O Bound Book QO Floppy Disk Q Chronological Number
i [ o ical 10. ANNUAL ACCUMULATION
O Audio Tape O Video Tape Geographica O Fis Deower (3}
; O Microfilm Reel (s)
Spe O Other if
O Other (Specily) Other (Specify) B o s
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly O Monlhly O Monlh(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg , Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
. () &0& O Yes a No
15. ACCESS RESTRICTIONS (I yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes O No o0 None O Slate O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION g
describe any hardware/sollware) [ : ’ /
Ao ad :
0 Yes O No ZO 2
20. TELEPHONE NUMBER 21. DATE

NOC CEA & 10aiamd 1A




INSTRUCTIONS - TYI’E OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS $50-1)

1. DEPARTMENT/AGENCY

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

2. DIVISION

AGENCY RECORDS INVENTORY

Page or

3. UNIT

e

DEFINITION - Records Serios -

A group of ulnhd records normally filed and used as & unit for ulonneu

well as retention and dleposition purpoees,

4. RECORD SERIES THLE

5. EARLIE’ST YEAR ! LATETEST YEAR
M
#2510

8. RECORD SERIES DESCRIPTION ( Brlafly describe the types of

<

Mé/z MWWM/QPQ/W

Informationvdocumenisfiorms found in the Series.

Include the purpose or function of the Sernes)

SERIES FORMAT(S)

1. R:cya‘
Lelter Size

8. RECORD SERIES SEQUENCE

9. VOLUME
File Drawer(s)

Number

a
a  Microfilm a Alphabetical . O Microfilm Reel (s)
0 Computer Tape (s}
O Legal Size O Computer Tape O Numerical ] ]: a Othet (Specily)
O Bound Book Q Floppy Disk G Chronological Number
o i i O Geographical 10. ANNUAL ACCUMULATION
Audio Tape QO Video Tape eogtaphi 0 Fie Orawer (5
; icrofilm Reel (s}
ool e D Other (Specit O Microfilm
Othet (Specity (Specily) 0 Computer Tape(s)
O Olher (Specify)
Number
. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly O Monthly [a] a  Year(s)

Monlh(s)

‘:}?{CURRENI LOCATION(S) (Bldg . Floor, Room)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specily agency ot office)

a VYes o No
15. ACCESS RESTRICTIONS (It yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes O No O None o Slale 0 Federal O Independent

17. IS AN INDEX SYSTEM USED? { yes, explain briefly and
descibe any hardwarel/soliware)

O Yes o No

18. RECOMMENDED RETENTION

Mﬁdﬂ&d WW/] ﬁ;wm

e Y
19. NAME Amor/@fw

20. TELEPHONE NUMBER

.

21. DATE

2/9/50

[ATSL-N AT B BT} P S 1




MSIRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACIH 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 278 . JESSUP, MARYLAND 20794 Page

1. DEPARTMENT/AGENCY 2. DIVISION

DEFINITION - Records Series -

A group o( telated racords normalty filed and used as o unit for u'onmsHo well e retention and disposition purposes.

4. RECORD SERIES TITLE . . 5. EARLIEST YEAR / LATETEST YEAR
%! , ; vbé&o / @&5 10
i

6. RECORD SERIES DESCRIPTION { Brlefly describe the types of Information/documentsiforms found in the Series

Wm Nﬁa«wp}

. Include the puipose or function of the Serres)

M é‘w‘zﬂ/‘mr
u&o# 7’ ;()WW "/JL Coprf /Q“‘U’”W fel
%ﬂﬁél/r\? o fregrlatis

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

9. VOLUME
d./File/Drawev(s)

O Microfilm Reet (s)

O Comouter Tape (s)
O Legal Size O Computer Tape 0’(um-erical (/ V&D a Other (Specify)

0O Chronelogical Number

Leller Size a Mictofilm QO Alphabeticai

0 Bound Book Q Floppy Disk

Q i ide a G ical 10. ANNUAL ACCUMULATION
Audio Tape O Video Tape eographica o )
O Other (Specil: O Microfilm Reel (s)
(Speciy O Computer Tape(s)
o Other (Specify)

A Other (Specify)

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily O Weekly Q  Monthly O Month(s) a
Number

Yeat(s)

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

ﬂ%ﬂ,@ . g Yes g No

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

a Yes 0 No O None o Slate 0 independent

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

O Yes o No &%ﬂ M M&/&@(M«&ﬂﬂ/// /a«C'/w
i WA AT Do divoer

19. NAME AWOF% 20. TELEPHONE NUMBER 21 DAT; /

(AL 1A, O ITL PORORPR 7 O




Ol ~epat

PNAO

-l

SIAIHOYY 21VLS ONVIANVIN

2002 ¢& g3d

o AHRTES




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENVION
SCHEDULE (0GS 550-1)

1. DEPARTMENT/AGENCY '

e

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

2. DIVISION

AGENCY RECORDS INVENTORY

Page ol

3. UNIT

P

DEFINITION - Records Serles -

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

well se retention and disposition purposes.

4. RECORD S‘ERIES NILE

T NN - Jecdid it it

5. EARLIEST YEAR / LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION ( Briefly describs the types of

Wm&l @2‘

Informatiorvdocuments/forms found in the Serles.

Include the purpase of function of the Saries)

Number

1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
elter Size a Microfilm a Alphabetical QO Microfilm Reel (3)
O Computer Tape (s}
O Legal Size O Computer Tape O Numerical l a Other (Specify)
O Bound Book O Floppy Disk O Chronological Number
0 Audi i O Geogaphical 10. ANNUAL ACCUMULATION
Audio Tape O Video Tape eogtaphi o File Orawer (s)
; icrofi | (s)
oo * D Other (Specif O Microfilm Reel
Other (Specty) (Specily) o Computer Tape(s)
a Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily o Weekly O Monthly O Monlh(s) O Year(s)

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

%

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(It yes. specily agency or office)

a Yes O No
15. ACCESS RESTRICTIONS (Il yes, cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
Q Yes O No o None o Stale O Federal O Independent

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

a Yes

O No

18. RECOMMENDED RETENTION

ML LW dalods 1+

! @L[‘QZW’ ’

19. NAME AND}%PR%

20. TELEPHONE NUMBER

21. DATE

2019/

NrIC GOA § INaiaad 1inv




INS!BUCIIONS TYPE OR PHINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

1. DEPARTMENT/AGENCY

2t wipe e %

7275 WATERLOO ROAD

DIViSION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Romstivn +Recrnilingy

AGENCY RECORDS INVENTORY

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

I N ———
e T ———————

3 UNIT

Gy (s

DEFINITION - Records Serlos - A %

Qfoup of related recorde normaily filed and used as o unit for reference as

well as retention and disposition purposes,

4. RECORD SERIES THLE

RoZet N R Fte

5. EARLIEST YEAR / LATETEST YEAR

T

—_—

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

W "y
MJW

o

, Incl/deh{pmpou or tunction of the Saries)

Lbme

7. RECORD SERIES FORMAT(S)
Lelter Size O Microfilm

0 Legal Size O Computer Tape

o Bound Book O Floppy Disk

0 Audio Tape O Video Tape

0 Other (Speciy)

8. RECORD SERIES SEQUENCE
O Alphabeticat
O Numerical
Chronological
Geographical

Other (Specify)

8. VOLUME

File Orawer(s)
Microfilm Reel (3)
Computer Tape (s}
Other {Specify)

Vap

Number

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

O Computer Tape(s)
O Other (Specify)

1. FILE 1S USED

O Daily O Weekly T Monthly

12. FILE BECOMES INACTIVE AFTER

Number

O Monih(s) o Year(s)

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

O Yes .

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specify agency of office)

g No

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

O Yes O No

18. AUDIT REQUIREMEP'ITS

0 None 0 Slale

0 Federal O Independent

17. IS AM INDEX SYSTEM USED? (I yes, explain briefly and
describe any haidware/software)

0 Yes 0O No

18, RECOMMENDED RETENTION

Wy AL Prcpeot Cloce, Lon ceainr

19. NAME AND TITLE OF P RER

20. TELEPHONE NUMBER

21. DATE

219/ 40

NGS 550 4 (Ravised 1/93)




INSlﬂUCIIONS TYPE OR PRINT A SEPARATE FORM FOR EACIH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS $50-1)

1. DEPARTMENT/AGENCY

WMW

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

2. DIVISION

Wocuel, Reeir 4 focitliny

AGENCY RECORDS INVENTORY

Page of

N
3. UNIT P '

Fagime

DEFINITION - Records Series - A group ol telated records

normally flled and used as a unit for reference as

well as retention and disposition purposes,

4. RECORD SERIES TITLE 9 f: ’_é %42(,

5. EARLIEST YEAR ! LATETEST YEAR

42 1

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

o
Cl)w

Mﬂwﬂw

2 . ‘g - 2 5

Include the purpose of function of the Series)

@Wﬁ %W@. ik

7. RECORD SERIES FORMAT(S)

b{lle; Size

a Microfilm

8. RECORD SERIES SEQUENCE

cb/up/hab;nml

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

O Legal Size o Computer Tape a Numerical 2’ D O Other (Speefy) ____
O Bound Book a Floppy Disk a Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL Acguglglbﬁm’: )
0 Othet (Specily) ' O Other (Specify) g ::‘:':";':":'R‘_:'e((:;
O Olher (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily O Weekly O Monlhly O  Monlh(s) a  Years)

Number

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

i

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(It yes. specily agency or office)

a  Yes O No
15. ACCESS RESTRICTIONS (It yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
a Yes - O No O None o Slate O Federal 0 Independeni

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

No

a Yes [a]

18. RECOMMENDED RETENTION

periodically

Screen annually. Destroy matenal having no
further fiscal, legal or operational value. Retain
permanently any matenal that serves to
document the origin, development and
accomplishments of the department. Transfer

to the MD State Archives

Va)

20. TELEPHONE NUMBER

21. DATE

217/ 0

neie oA g o,

end tina




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 §50-1)

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

1. DEPARTMENT/AGENCY ’ 2,_DIVISION -

DEFINITION - Records Series - A group of related records normally filed and used

49 & unit for reference as well as retention and dlsposition purposes,

4. RECORD SERIES TITLE &/Z W A ) 5. EARLIEST YEAR / LATETEST YEAR
NP C Ormnits| 98 1o

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

Debiomiman Resisis Pursias” LBTE s tostratiid
Qpliested ym phhso bocaw S
Nt Rone o W YD

Al picsio

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

C’/ p O File Drawer(s)
Letter Size O Microfilm Alphabetical / Microfilm Reel (s)

O \Computer Tape (s)
Legal Size 0 Computer Tape

Numerical \_/Jw/ ]—Du thet (Speedy) ______

O Bound Book QO Floppy Disk Chronological Num

O Audio Tape O Video Tape Geographical 10. ANNUAL ACCUMULATION

O File Orawer (s)
Other (Specify) O Microfilm Reel (s)
O Computer Tape(s)
O Other (Specify)

0 Other (Specily)

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Daily O Weekly O Monthly O  Month(s) g  Yeaxs)

Number

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

O  Yes . B No

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

0 Yes g No

a None o Slale O Federal 0 Independent

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

describe any hardware/sollware) /(';’ o ﬁ W R /Lezz/,,q M )dﬂm "M'/ %«‘P
— Y gubder Uty — il A cp

e ——]
19. NAME ANZITLE OF 'ARER 20. TELEPHONE NUMBER 21. DATE /

NES 550 4 Nrveed 1193)

O Yes 0O No
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REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCIEOULE (0GS 550.1)

—_—_—
i. DEPARTMENT/AGENCY

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

2. DIVISION

Dol fouiiors it

AGENCY RECORDS INVENTORY

Page of

1 uNit 34 5Lj7(/
Lo

DEFINITION - Records Seties - A group of relsted records normally filed and used as & unit for nhma (1

well ae retention and dieposition purposes,

4. RECORD SERIES TITLE

. . ﬁcv%%/

5.  EARLIEST YEAR / LATETEST YEAR

"¢ < 10

0% " TMapw

8. RECORD SERIES DESCRIPTION { Briefly describe the lypes_of-information/documents/forms found in the Series. Include the purpose of function of the Series)

7. RECORD SERIES FORMAT(S)

O Leller Size a Microfilm

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

O Audio Tape O Video Tape

0 Other (Spectly)

a0

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

O Other (Specify)

o. VoLUME |, o+’ AFLAY

O File Drawer(s)
O Microfilm Reel (s)
O Computer Tape (s)
a Othet (Spectly)

102 prusge vushits oo .

Number

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

0 Computer Tape(s)
O Olher {Specify)

Number

11, FILE IS USED

0 Daily O Weekly O Monihly

12. FILE BECOMES INACTIVE AFTER

Number

O  Monlh(s) Qg Year(s)

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

Y

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(I yes. specify agency or office)

17. IS AN INDEX SYSTEM USED? {if yes, explain briefly and
describe any hardwate/soltware)

0 Yes O No

18. RECOMMENDED RETENTION

X¥

Vsl
19, NAMEW&O PHEPARER

20. TELEPHONE NUMBER

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

Screen annually. Destroy material having no
further fiscal, legal or operational value. Retain
permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer

" periodically to the MD State Archives

21. DATE

27740

7€ &6A 4 M iAW




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

DEPARTMENT oF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY
7275 WATERLOO ROAD )

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

1. DEPARTMENT/AGENCY ’

GWISION W - |

L2 crn lind]

3. UNIT W’ﬁ 9 ?””’”7

DEFINITION - Records Series

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

well a9 retention and disposition purposes.

4. RECORD SERIES MIILE -

futiding ¥ Grerty Fesls

5. EARLIEST/!EAR I LATETEST YEAR

2

1 Forte
Pocopd
Ao e

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

Include the purpose or function of the Sertes)

Coitifrents H tacs Deenpiney
9 Codiuc e

M |
R peiat oo
W&

W OAW”'@; WW% M“"JMMM _
_B2A Oppliedtion = roluge, 5 liw, MW@’&&% Yo iy forip Ty Uiimssn, ifedin b,

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME

O File Orawer(s)

Lelter Size O Microhilm O Alphgbetical O Microfilm Reel (s)
/ 0 Computer Tape (s)
O Legal Size 0 Computer Tape Numerical ’ ((ﬂ p O Other (Specdy) _______
0 Bound Book a Floppy Disk O Chronological Number % M
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
; Microfilm Reel (s)
o ot il O Other (Specif o
Other (Specily) (Specity O Compuler Tape(s)
O Olher (Specify)
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Daily O Weekly g Monlhly

O Month(s) a  Yeais)

Number

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

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

O Yes . 8 No

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

O Yes O No

16. AUDIT REQUIREMENTS

O None 0 Slate 0O Federal O Independeni

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

g Yes 0 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

-

19. NAME AND ZLE EF %

21. DATE

2117 /w0

20. TELEPHONE NUMBER

NS S50 4 (faviend 1/93)
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IMSLAUCIIONS - TYPE 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 o

1. DEPARTMENT/AGENCY 2. DIVISION

tteentor Cadezrm | Dot Mt iy |1 D s

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

DEFINITION - Records Serlos - well as retention and dispesition purposes,

4. RECORD S'ERIE TITLE 5. EARLIEST YEAR / LATETEST YEAR

Mg | '80's 1o

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

aﬂvw, 7 WVM . K Lpne ‘

] Gt ot oo

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

O File Drawei(s)
oot Size O Microfilm @ Aphabetical

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

5 -D O Other (Specily) ______

O Chronological Number

O Legal Size a Compuler Tape O Numerical

0O Bound Book a Floppy Disk

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

O File Drawer (s)
0 Olher (Specily) &Q_&M@M D Other (Specify) o Microfilm Reel {s)

a Computer Tape(s)
0O Other (Specify)

Number

1. FILE IS USED . FILE BECOMES INACTIVE AFTER

o Daly - a  Weekly 0 Monlhly O Month(s) Q  Year(s)

Number

13. CURRENT LOCATION(S) {Bldg . Fioor, Room) . 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency or office)

O Yes . O No

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

O Yes 0O No O None o Slale O Federal a0 independent

‘Screen annually. Destroy material havingno ™~ ]
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and . RECOMMENDED RETENT! fyyrther fiscal, legal or operational value. Retain

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

TITLE OF PARER . TELEPHONE NUMBER - |21 DATE

7//7/&9

NG 550 4 (Newiend 1193




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENVION
SCHEDULE {0GS $50-1)

2 a el Conein T

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

2. DIVISION

Revoou V Becnitlng

Qe R

AGENCY RECORDS INVENTORY

Page of

1. DEPARTMENT/AGENCY )

3. UNIT

A D

DEFINITION - Recotds Serles -

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

well as retention and disposition purposes,

4. RECORD SERIES TIILE

5. EARLIEST YEAR / LATETEST YEAR

94 10

6. RECORD SERIES DESCRIPTION ( Briefly descnibe the types of Information/documsntsfiorms found in (he Series.

Include the puipose or function of the Senes)

7. RECORD SERIES FORMAT(S)

Number

8. RECORD SERIES SEQUENCE 9. VOLUME
' O File Drawer(s)
eller Size O Microlilm O Alphabetical O Microfilm Reel (s)
O Computer Tape (s}
O Legal Size O Compuler Tape O Numerical l E O Other (Specify)
0 Bound Book O Floppy Disk a Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUR?ULATION
O File Orawer (s)
0 Other (Specil O Other (Specif O Microfilm Reel (s)
' o (Specty) (Specity O Computer Tape(s)
a Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly O Monihly O  Month(s) a  Yeai(s)

1

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

O Yes _

(it yes. specify agency or office)

0 No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENIS
0 Yes O No O None O Slate O Federal O Independent

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

0 Yes . 0O No

18. RECOMMENDED RETENTION
_ .

pPlinacd b

19. NAME AN§ TITLE OFE ZPARER

20. TELEPHONE NUMBER

v

21. DATE

17 /i

1163 550 ¢ (Naviend 1193)




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

1. DEPARTMENT/AGENCY

WMW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION :
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page or :
\“\J
2. DIVISION 3. uNIT

Ot Rt fecr By [Aoda. % ﬂr»m,;.‘a

DEFINITION - Records Serles -

A group of related rocords normaily filed and used as a unit for reference as

well a0 retention and disposition purposes.

4. RECORO SERIES THILE

5. EARLIEST YEAR / LATETEST YEAR
Wu/mm ) M /Q/L G | 10

6. RECORD SERIES DESCRIPTION { Briefly describe the ypes of in! rmationvdocumants/lorms found in the Serles

. Include the purpose or funciion of the Senes)

7. RECORD SERIES FORMAT(S)

§_Lelter Size O Microfilm

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

O Audio Tape O Video Tape

0 Other (Specily)

8. RECORD SERIES SEQUENCE I 9. VOLUME

O File Drawei(s)
Alphabetical O Microfilm Reel (s)
O Computer Tape (s)

a

O Numerical ] Z a Other (Specify)
O Chronological " Number
O Geographical 10. ANNUAL ACCUM.ULATION

O File Drawer (s)
O Other (Specify) O Microfilm Reel (s)

O Computer Tape(s)
Q Other (Specify)

Number

11. FILE 1S USED

0 Daily O Weekly O  Monthly

12. FILE BECOMES INACTIVE AFTER

0O  Month(s) g  Year(s)

Number

1. [CURRENI LOCATION(S) (BIdg , Floor, Room)

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

o Yes . 0 No

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

0 Yes O No

16. AUDIT REQUIREMENTS

O None 0 Slate O Federal QO Independent

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

0 Yes O No

18. RECOMMENDED RETENTION
e

WWJ&& WWdML Mo

19. NAME ANZ;IYLE OF E;’;ARER

20. TELEPHONE NUMBER 21. DATE

’7//7/o<)

NS 5504 (Rnviend 1193)




