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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C-961
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Agency Division/Unit

Worcester County Recreation & Parks

Item No - Description Retention

-1 Program activity folders — enrollment, attendance records, Retain 3 years, then destroy
correspondence
2 Correspondence Screen annually. Destroy

material having no further fiscal,
legal or operational value.

3 Vendor files — check requests and documentation Retain 3 years and until all audit
requirements have been met,
then destroy

4 Offenders Retain until updated or
superseded, then destroy
5 Accounts payable — purchase orders, paid invoices, check Retain 3 years, then destroy
requests
6 Payroll — bi-weekly time and leave report Retain 3 years, then destroy
7 Employee comp time Retain 3 years, then destroy
8 Revenue — from class fees Retain 3 years, then destroy

Approved by Department, Agency or Division Representative

Date

Signature

Type Name Sharon DeMar Reilly

Title

Director

5/15 02 Date

Schedule Authorized by State Archivist

:JUN 27 2002
Signatufe ' - : -
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Item No

Description

Retention

9

10

11

12

13

14

15

16

Payroll sheets — CPO vacations, sick leave, comp and holiday
report

Budget

Job descriptions n

Personnel files

Parks — jobs to be done/budget for project, state open space
funds

Department policies

Surveys

Capital improvement

Retain 3 years, then destroy

Retain 3 years, then destroy

Retain until updated or
superseded, then destroy

Retain until employee
termination, then transfer
immediately to HR

Retain permanently all MD
Dept. of Natural Resources
Program Open Space Projects
pertaining to Worcester Co.
Parks. Screen remaining
material annually. Destroy
material having no further fiscal,
legal or operational value.

Retain until updated or
superseded, then destroy

Retain for 5 years and until
survey summary is created, then
destroy. Retain survey summary
for 5 years, then destroy.

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




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
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Item No

Description

Retention

17

18

19

20

21

21

Manuals

Worcester County land preservation and recreation plans

Activities — bid process, contracts

Fingerprint files — cards and information

Indemnity form/registration — signed by each participant or
parent or legal guardian, assumption of risk, (in
program/activities folders)

Program analysis — cost analysis, survey results

Retain until updated or
superseded, then destroy

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

-State Archives.

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

Retain for employment life; then
add to personnel file upon
termination. Immediately
transfer file to HR.

Retain life of program/activity,
then destroy

Retain for 5 years, then destroy
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DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARO WTH RECORDS REIENTION % u‘i.’mm OIVISION : . :
takr | 7273 WATERLOO ROAD —
P0. BOX 275 . JEBSUP, MARYLAND 20794 Page or

.0

s = R
. R - -
Warcester Co. o I ) :

- DEFINITION - Recorde Serles « A group of reiated records normally filed and used a9 ¢ unit for reference ae
4 RECORD SERI S TILE

woll 28 retention end disporition purpesss.
. 5. EARUEST YEAR / LATETEST YEAR
W m P 1o

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documents/iorms found in the Berles. Include the puipcse of function of Ihe Senes)

7. RECORD SERIES FORMAT(S) 8. RECCAY "SERJ'%.‘ SEQUENCE 9. VOLUME

/ O File Orawet(s)
Leltes Size O Micolim G Abhabetical O Microliim Reel {s)
: ) : a Comouter Tape (s)
O Legal Size a Compulet Tape G Numerical A/ Z O,Olhet (Speciy) ___
O Bound Book 8 Floppy Disk @—CHronological Number
3 10. ANNUAL ACCUMULATION
Q Audio Tape O Video Tape o Geoozsphai O Fie Drawer (3)
i o O Microtitm Reel (3)
© Othet (Specty) Z’;{Q | ‘7’&1/[&10 . . o Oihef (Spectly) : O Computer Tepe(s)
. . O Other (Specdy) _____
| . :
Number

11. FILE IS USED 12. F-LE BECOMES INACTIVE AFTER

O Daiy O Weekly O Monthly O  Monihis) Q Yea(s)

Numbes

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

s

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

o Yes' . D»No

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

Q Yes o No

a None O Slale O Federal O  Independent

17. IS AN INDEX SYSTEM USED? (1 yes, explain briefly and 18. RECOMMENDED RETENTION
* descbe any hatdware/soliware) :

3 >/ 'Retain 3 years, then destroy

20. TELEPHONE NUMBER

21, oare 7/.3// —
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AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION . .
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- DEFINITION - Records Series »

A group of related records névmlﬂy fled and used as @ unit for reference as weil 2 tetention and disposion

Purpesse.

4. RECORD SERIES TIILE

it

T0

8. EARLIEST YEAR ! LATETEST YEAR

1 8

RECORD SERIES DESCRIPTION { Briefly describe the types of information/documents/forms found In the Berles. Include the puipese or function of the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME
O File Drawerts)
O Lelles Size O Microlim Q Abphabetical Q Microfim Reel (3)
’ Q Comouter Taoe (3)
O Legal Ske O Compuler Tape a Numerical Q Othet (Specdy) ________
O Bound Book O Floppy Disk G Chsonological Number
O Audio Tape O Video Tage O Geographical 10. AKNUAL ACCUMULATION
N O File Orawer (s)
( ) O Computer Tape(s)
O Other (Specdy)
Number
15. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q Daily O Weekly O Monthly 0O Monih(s) Q  Year(s)

Number

13, CURRENT LOCATION(S) (Bldg , Floos, Room)

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

b 'O Yes _ . 9 No
15. ACCESS RESTRICTIONS (I yes, cile law(s) & reguiation(s) | 16. AUDIT REQUIREMENTS
0 Yes o No O None O Slale O Fedesal O Independent

17. IS AN INDEX SYSTEM USED? (I yes, explain briefly and
" descibe any hardwase/soflware)

O Yes 0" No

Screen annually. Destroy material having no
18. RECOMMENDED REJENTION [urther fiscal, legal or operational value. Retain

M * permanently any material that serves to

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

el
19. NAME AWOW

2 document the origin, development and
20. TELEPHONE NUMBER

2. DATE 7/@/ /0,0

—————————

—————————
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DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION ]
WAJERLOO ROAD —
P.0. BOX 275 - JESSUP, MARYLAND 20704 Page o

t

- DEFINITION - Records Serles

+ A group of rslated records normaily filed snd used a9 & unit for refsrence as

well 8s retention and disposition purpesss.

4. RECORD SENIES TITLE

Vonde fis

5. EARLIEST YEAR / LATETEST YEAR

10

8. RECORD SERIES DESCRIPYION { Brlefly describe the lypes of Nmtﬂav&amcﬁlﬂaml lound In the Berles. Inckude the pwipose or function of the Senes)

@/@ %\)J—W + d”“mwmw

7. RECORD SERIES FORMATY(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
f Q File Orawerts)
O Leller Size O Microlim Abphabetical O Microlim Reel (3)
. . O Commer Tape {3)
O Legal Size O Computer Tape O Numerical ’ D Q Other (Specdy) ____
O Bound Book O Floppy Disk G Chronological Numbes
o] I H 10. ANNUAL ACCUMULATION
| Auvdio Tape O Video Tape a Geomphca‘l O Fie Orawes (5)
| oy Q Microlitm Reel (3)
ool o
Other (Specdy) Other (Specify) o c et Tooets)
G Other (Specdy)
Number
1. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
Q Daily O Weekly O Monthly _— O Monihs) G  Yeass)
Numbes
13. CURRENT LOCATION(S) (Cldg, Floor, Room) 14. 1S REdORD SERIES DUPLICATED ELSEWHERE? {It yes. specily agency ot office)
3
G Yes a No
15. ACCESS RESTRICTIONS (1 yes, cite law(s) & feguiation(s) 18. AuDit REQUl_REllEH'IS
a Yes 0 No O None O Slate , O Independent
Retaln
12. IS AN INDEX SYSTEM USED? (1 yes, explain briefly and 18. RECOMMENDED RE‘I’ENTION qu". m "s d
* descrbe any haidwarelsoltware) dCStroy s hyayq € beey untij o audj,
Iy N me
> the

20. TELEPHONE NUMBER

: 21. DATE -7/{;9,//%)
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} SORDKE (pas 330-) o 727 WATERLOO ROAD e
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1 1. b Worcester Co. l[
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4. RECORD SERIES TITLE

> A g1oup of related records normaily filed and used 29 8 unit for refetence se weil as retention and disposition purpeses,

. 5. EARLIEST YEAR I LATETEST YEAR
W %-'C'a/&) 10

§. RECORD SERIEE DESCRIPTION { Brielly cescribe the types of Informstion/documentsforms found In the Beries.

Inchude the pwipose or function of [he Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE . 9. YOLUME
O Fie Drawests)
O Leiter Size O Mictolim O Abphabetical G Microfim Reet (s)
: ‘ : : O Comouter laoe (s)
O Legal Size Q Computer lape O Numerical /7@ O Othet (Specdy) ____
O Bound Book O Floppy Disk O Chonological Number
Q I Video T Q Geogrephical 10. ANNUAL ACCUMULATION
Audo Tape 0 Video Tape R O FBe Drawer (3)
O Ot o #y) . - O Microlim Reel {s)
et (Specdy) Other (Specify) o c et Topets)
QO Other (Speciy) _______
Number

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

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

Number

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

M Juis o

15. ACCESS RESTRICTIONS (1 yes, cile law{s) & reguiation(s) 16. AUDIT REQUIREMENTS

Q No

a Yes o No

3 None a Slale O Federa O Independent

17. IS AN INDEX SYSTEM USED? {If yes, explain briefly and 18. RECOMMENDED RETENTION
- descrbe any hatdwarelsoltware)

W, 7 'JAWW, Thon
@WW o

20. TELEPHONE HUMBER ' 2 oME /9 / b
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DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
' RECORDS MAMAGEMENT DIVISION : )
7273 WATERLOO ROAD —
P.O. BOX 278 - JESSUP, MARYLAND 20704 Page o
2. DIVISioN 3. umr

- DEFINITION - Records

Serles « A group of relsted recorde normaily filed snd used as s unit for refsrence (1]

well 88 retenton and dispositon purpeses,

4. RECORD SERIES TILE

'@&WX %ﬁﬁ%&

8. EARUEST YEAR ! LATETEST YEAR

'97 10

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of Hmmmm found In the Berles. include the purpase of function of the Senes)

fﬁ, s

Number

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawerts)
mﬂ Size O Microlim O Aphabelical O Microfilm Reel (3)
. . O Commuter Tape (s)
O Legal Ske QO Computer lape Q Numerical O Other(Spealy) ____
O Bound Book O Floppy Disk O Chronological Number
0 Audio 1 O Video T O Geographical 10. ANNUAL ACCUMULATION
e Wdeo Tage . Qa File Orawer {s)
@ Other {Specd ; O Other (Speciy ' O Microltm Reel (s)
ot " ¢ ) O Computer Tepe(s)
@ G Other (Specty)
Number
1. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monlhly O Monih{s) Q  Year(s)

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

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

‘T Yes No

15. ACCESS RESTRICTIONS (I yes, cile Law(s) & reguiations)

QO Yes

g No

16. AUDIT REQUIREMENTS

O None O Slale O Federal O  Independent

12. 1S AN INDEX SYSTEM USED? {}f yes, explain briefly and
descibe any hardware/sollware)

18. RECOMMENDED RETENTION Retain 3 Years, then destroy

20. TELEPHONE NUMBER 21. DATE

’_7/02/ /oo

T ———————
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DEFINITION « Recorde Serles - A group of related recorde normaily filed and used a9 & unit for referense as

well 29 retention and disposiien purpeses.

4 RECORD SERIES TITLE

5. EARLIEST YEAR ! LATETEST YEAR

¢

RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/lorms found in the Gerles.

Dewechety Tome ¥ Lasve Kpit-

Include the purposs or function of ihe Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Q Fie Orawerts)
oﬂen/a Size O Microlim T Abphabelical O Microtiim Reet {3)
. Q Comouter Tape (s)
O Legal Size o Compuler Tape O Numerical Q Other (Specily) ________
0 Bound Book G Floppy Disk O Chronological Number
0 Audo T O Video T O Geogrephical 10. ANNUAL ACCUMULATION
e o Tave . O File Orawer (3)
O Ofher (Specd , O Other (Specily) _ O Microlim Reel (s)
< Specin é@“d‘ﬁé t (Specih) Q Computer Tapets)
. (_D . O Other (Specdy)
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daiy O Weekly O Monthly O Monhs) QO  Years)

Number

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

~
/

14. 18 REéORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency ot office)

a Yes . @ No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & reguialion(s) | 16. AUDIT REQUIREMENTS
O Yes 0 No 0 None O Skle O Federal O Independent
17. 1S AN INDEX SYSTEM USED? (f yes, explain briefy and | 18. RECOMMENDED RETENT,
| descaibe any hardarelsollware) Retain 3 years, then destroy .
a Yes 0 No
A =
19, NAME AWOW 20. TELEPHONE NUMBER 21. DATE

e e———————

/97 s
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UEPMTMENTOFBENERALSERWQES

AGENCY RECORDS INVENTORY
RECOROS MANAGEMENT DIVISION : .
7273 WATERLOO ROAD —
P.Q. BOX 273 - JESSUP, MARVLAND 20704 Page of

2. DIVISION |

L L P ¢
oo adurn

_ DEFIKITION - Records Series « A group of reiated racords normaily Ated and used as & usil for refesence se

well 38 retention and dlsposition purpesss.

4 RECORD SERIES TITLE

5. EARLIEST YEAR f LATETEST YEAR

G

6. RECORD SERIES DESCRIPTION ( Brlefly describe the types of InformatiorVdocuments/orms found in the Serles.

Include

the pwpase or function of the Senes)

7. RECORD SERIES FORMAT(S)

3. RECORD SERIES SEQUENCE

9. VOLUME
O File Orawerts)
O Leiler Size 0 Mictolim O Abphabetical O Microliim Reel (3)
. O Computer Taoe (s)
O Llegai Size O Computer Tape O Numerical Q Other (Speciy) _______
O Bound Bock O Floppy Disk v/cwmolooicd Number
O Audio 1 a Vi T O Geographical 10. ANNUAL ACCUMULATION
e Kdeo Tace . O File Orawer (3)
ool o o ; O Microlim Reel (s)
ot (Specdy) ther (Specily) O Computer Tape(s)
Q Other (Specdy)
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monthly O Monihs) a  Yeaus)

Number

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

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

‘a Yes

o No
15, ACCESS RESTRICTIONS (11 yes, cite law(s) 8 tegulalion(s) 16. AUDIT REQUIREMENTS
O Yes o No a None O Slale O Federal O  Independent
17. IS AN INDEX SYSTEM USED? (Il yes, expisin briefly and 18, RECOMMENDED RE‘IENTION_ Retain 3 years, then destroy
descrbe any hatdwase/sollware) . :
O Yes 0" No

19. NAME /@‘LE gm

20. TELEPHONE NUMBER

21. DATE

/91! w0
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DEPARTMENT OF GENERAL SERVICES

wth o . AGENCY RECORDS INVENTORY
ooy Sopeliia) CORDS REIENTION RECORDS MANAGEMENT DIVISION ]
7273 WATERLOO ROAD o
P.O. BOX 273 - JEBSUP, MARYLAND 20704 Page o
1. DE | 2 Dvision k8 I”«lll’D
| ) - (ENEYS zaé/
ter Ca. : —
- DEFINITION - Recosds Serles - A group of related records normaily fled snd used ae & unit for reference as well 28 retention and disposion purpeses.
4. RECORD SERIES TITLE

5. EARUEST YEAR ! LATETEST YEAR

'7'¢aro

6. RECORD SERIES DESCRIPTION ( Briefly descride the types of information/docum

Yaph

ents/orms found in the Berles. lndad-unwmuouwuiondmos-mp

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
dﬁnu Size 0 Microlim O Alphabetical O Microfim Reel (3)
' : O Comoputer Taoe (s)
O Legal Size O Computer Tape O Numerical Q Other (Spea_h)______
O Bound Bock O Floppy Disk m ' Number
a Audo 1 O Video T Geographical 10. ANNUAL ACCUMULATION
e Ko Tace ? . O File Orawer (s)
ool O Other (Specify) . O Microlitm Reel (s)
et (Specty) Other (Specty) O Computer Tape(s)
O Other (Speefy)
Number
1. FILE IS USED

G Daily O Weekly G  Monihly

12. FILE BECOMES INACTIVE AFTER

O  Month(s) a  Yeais)
Number

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

c_é,

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

o Yes _ . O No

0 Yes o No

‘ 15. ACCESS RESTRICTIONS (1 yes, cite law(s) 8 fegulalion{s)

18. AUDIT REQUIREMENTS

a None QO Stale O Fedetal Q independent

|| 17. 1S AN INDEX SYSTEM USED? {if yes, explain bneﬂy and
descibe any hardware/soliware)

18. RECOMMENDED RETENTION

5,?/ * Retain 3 years, then destroy

20. TELEPHONE NUMBER | 2. oare

7/07//0—0
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E FOMMFOREACH MeW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD WiTH RECORDS REIENTION | - RECORDS MANAGEMENT DIVISION : .

sav ~ 7278 WATERLOO ROAD —
P.O. BOX 273 - JESSUP, MARYLAND 20794 Page o

! 2. DIVISION

Worcester Co.

1 Ut

- DEFINITION « Records

Serles « A group eof related records normaily filed and used as & unit for refstence e

well as retention and dispositen purpeses.

4. RECORD SENIES TITLE

fote ks

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly descrie the types of Information/documents/forms found In the Berles.

include the puipose or function of Ihe Senes)

Opo Tate ik davs, Lo . vghroing 00

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawerts)
O Leiler Size O Microlim O Abphabelical O Microfim Reel (s)
) 0 Computer Tape {3)
O Legal Size O Compuler Tape O Numerical Q Other(Specdy) ___
O Bound Book O Floppy Disk O Chonological Number
X 10. ANNUAL ACCUMULATION
QO Audio Tape /Fn Video Tape o Geog:aphu‘i G Fie Orawer (5)
D) g O Mictolim Resl (3)
O Other (Specdy) : O Other (Specily) 0 Computer Topets)
O Other (Specdy)
Number
13, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monthly - G Months) a  Yeas(s)

Number

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

73

14. 1S REéORD SERIES DUPUCATED ELSEWHERE? (If yes. specily agency or office)

O Yes . u.No

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

0 Yes 0 No

18. AUDIT REQUIREMENTS

O None g Slale O Fedesal O Independend

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

0 Yes o’ No

18. RECOMMENDED RETENTI.
- Retain 3 years, then destroy

19. NAME AND mm%M

—

20. TELEPHONE NUMBER

A ————————

| 21. oare 2/a) s
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DEPARTMENTO’OENERALSERVIOEB
RECOROS MANAGEMENT DIVISION
7273 WATERLOG ROAD
P.0. BOX 273 - JESSUP, MARYLAND 20794

2. Division |

Jvvwrue swnes o A GrOUR Of PG fecords normaily fAled and used as & unit for reference as

woll as retention and dispositon purpeses,

4 RECORD SERIES

TILE

5. EARUEST YEAR / LATETEST YEAR

CW

[ 8

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
- @ File Orawerts)
O Leiter Size 0 Mictolim G Abhabelical O Microfim Reel (s)
. O Comouter Tape (3)
O Legal Size O Computer Tape O Numerical Q Other (Speadly) _____
O Bound Book O Floppy Disk O Chronological Number
0 Audio T O Video Tape ﬁ Geographical 10. ANNUAL ACCUMULATION
e * R O File Drawer (3)
O Oihes ) O Olher oy O Microlim Redl {s)
(Specty (Speciy) O Computer Taets)
O Other (Specdy) _____
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daiy O Weekly a  Monihly —_———— G Month(s) a  Yea(s)
Number

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

.

14. IS REéORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency of office)

O Yes o No
15. ACCESS RESTRICTIONS (1 yes, cile law(s) & reguialion(s) 16. AUDIT REQUIREMENTS
Q Yes 0 Ne O None a Stale O Fedeal 'O  Independent

17. 1S AN INDEX SYSTEM USED? g yes, explain briefly and
© desuibe any hadware/soltware)

18. RECOMMENDED RETENTION

N

20. TELEPHONE NUMBER

Retain 3 years, then destroy

21. DATE

/01l eo
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DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
7275 WATERLOO ROAD ——
P.0. BOX 273 - JESSUP, MARYLAND 20704 Page o

2. DVISion | , L umr W |

A group on hlmd fecords normaily fled and used a9 s onit for reference a9
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O Bound Book O Floppy Disk Q Chronological Number
Audio 1 Vi T 1-3 Geogrephical 10. ANNUAL ACCUMULATION
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O Yes o No

3 None g Slale O Fedesal O Independent

17. 1S AN INDEX SYSTEM USED? [ yes, explain briefly and
descrbe any haidwaiel/soltware)

18. RECOMMENDED RETENTION . , o,
VN7 il »@MQZ&W W%, Aei
;(f/”? &%47449 géwzé!&éﬂ} @ N’/Q‘

20. TELEPHONE NUMBER 21. DATE

o) | v




VeI JUNS - mmlASMlEFOMfOREAQINEW
FORWARD WiTH RECOROS REIENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
WAIERLOO ROAD

L —

AGENCY RECORDS INVENTORY

1. Worcester Co. 2. DIVIsion

| .

A 8
PO, BOX 275 - JESSUP, MARYLAND 20704 Page o —

.

1 Uniy

)%‘ZZW

vt U © ReCOITN Serles « A group of related fecords normaily filed and used a9 & snit for referenes L

woll a8 retention snd disposition purpeses,

4 RECORD SERIES TILE

Faobro

S. EARUEST YEAR ! LATETEST YEAR

To

8. RECORD SERIES DESCRIPTION { Briefly describe the types of Information/documentsforms

o e o Loty fo
AT (find Ypiee Lot

found in the Berles. lnchsdnl!nwpmnotlwmams.mt)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME _
O Fie Orawerts)
Leiles Size O Microlim Q Aphabetical O Microfim Reel (s)
. G Computer Tape (3)
O Legal Size a Compulet Tape O Numerical Q Other (Speciy) ______
© Bound Book Q Floppy Disk G Chronological Number
; 10. ANNUAL ACCUMULATION
QO Audio Tape ::l Video 'l’ane o Geogupha;l O Fie Orawer (3)
iy O Microlim Reel {s)
@ Other (Specty) QM@.&M O Other (Specty) . O Compuler Tape(s)
. @ O Other(Specdy) ___
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monlhly —_— O Monihs) G Yeas)
Number

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

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

"\'b‘

4
O Yes u%%:%
. 600%‘%?%0 6‘\;&:%%
¥9. ACCESS RESTRICTIONS (1 yes, ciletaw(s) & reguiaioniz) | 16, AUDIT REQUIREMENTS NS 4(6
%, 05 % %, %%, %,
Qo Yes 0 No O None o Slale O Fedenal o‘*“g;%% %, %, %0 %J,l,)
.
H . Oe“ﬁ‘o/‘é; O@Z)Q/%@%%o
l‘ 0 e
7. IS AN INDEX SYSTEM USED? (1 yes, expiain biiey and | 13, RECOMMENDED RETENTION v Rl ‘“/9%/% %\,
descibe any haidwarelsoliware) . y M L%, %, %, %, %,
0, % C 0
Gy % ® o
0 Yes O No '@‘P 2;% %
Ve ) lﬁ 4 J}&;
19. NAME /\uoﬂ@%} PM 20. TELEPHONE NUMBER

21. DATE - /O// 4.0




o

| rewseo recoro sermes.
| soxnue pas ssa.

1. oer Worcester Co.

- -lmonmusemwe FORM FOR EACIS NEW
FORWARO WITH RECOROS REIENIION

UEPARTMENTOFOENERALSERVIQES
RECORDS MANAGEMENT DIVISION
7273 WATERLOG ROAD
P.0. BOX 275 - JESSUP, MARYLAND 2074

: S
2 pvision _

k8

UNIT
Maj;v:/\

e sewie ~ newwrwe Gurrve o N gsvep virnseu-records nom

ally filed snd used o9 & unit for referenes ss

well a8 retention and dispositon purpeses,

4 RECORD SERIES TILE

0
WMM

S. EARLIEST YEAR ! LATETEST YEAR

Cue ¥

TO

6. RECORD SERIES DEBCRIPTION { Brlafly describe the lypes of Information/documentstorms found in the Serles. Include the puipose or function of The Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawerts)
O Leller Size O Microlim Q Abphabelical O Microlim Reel (s)
’ Q Comouter Tape (s)
O Legal Size © Compuler Tape O Numerical C Other (Specy) _______
O Bound Book O Floppy Disk Q Chronologics! Number
O Audio 1 Vi T u Geographical 10. ANNUAL ACCUMULATION
had . O Video 'ace R O File Drawer (3)
o Ol o &) O Microiim Reel {s)
et (Specdy) Cther (Speciy) O Computer Tape(s)
O Other (Specdy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
G Daily O Weekly O  Monlhly G Monih{s) Q  Yeai(s)
i Number

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE? {1 yes, specily agency of office)

O Yes

O_No

V5. ACCESS RESTRICTIONS {11 yes, cile law(s) & reguiation(s)

Q Yes 0 No

16. AUDIT REQUIREMENTS

8 None 0 Slale

O Federal

O  Independent

17. IS AN INDEX SYSTEM USED? {If yes, expizin briefly and
© descrbe any haidware/soltware)

O Yes g No

18. RECOMMENDED RETENTION

P i o sl o, BT

13, NAME Anp "‘WEPW

20. TELEPHONE NUMBER

21. DATE

519/ 1o




1. ber; Worcester Co.

LA RN ITTIVITR S

] DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
7273 WATERLOO ROAD o
P.0, BOX 275 - JESSUP, MARYLAND 20794 Page o

2. ovision » 3 umir ‘
- WM

NYPVTUE awirew * M yivup vi seaeyg iscords ﬂo"ﬂ.ﬂy filed and used 89 g unit for relerence (L]

woll as retention and dispositon purpeses,

4. RECORD SERIES TILE

8. EARUIEST YEAR ! LATETEST YEAR

'TY 1o

[

|

RECORD SERIES DESCRIPTION ( Briefly descride the types of Information/documents/orms found In the Series.

Inckude the pwpose or function of the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME
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O Daiy O Weekly O Monlhly G Moniis) a  Yea(s)

Number
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t Q Yes o0 No G None a Slate O Federal O  Independent
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1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly O Monthly O Month(s) Q  Yeas)

Numbes

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

M

14. 18 RECbRD SERIES DUPUICATED ELSEWHERE? (If yes. specily agency of office)

Q Yes . U_No

13. ACCESS RESTRICTIONS {1l yes. cile lawis) & reguialion(s)

QO Yes o No

16. AUDIT REQUIREMENTS

G None O Slale O Federal O  Independent

17. 1S AN INDEX SYSTEM USED? (if yes, explain brielly and
descrbe any haidwsre/soltware)

Q Yes 0 No

18. RECOMMENDED RETENTION —

Rults Sy s ooy -

e Pal
19. NAME W OM‘M

20. TELEPHONE NUMBER 21. DATE

“2/91 | o0




