DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. C-963

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1  of 3
Agency Division/Unit
Worcester County Emergency Services
Item No Description Retention
1 Ambulance records — 911 operators complete when call comes | Retain 3 years, then destroy
in, all County except Ocean City, medical information, also on
computer from 1995
2 Emergency medical dispatch — information, recertifications, Retain 3 years after termination,
training then destroy
3 911 daily printout — runs midnight to 11:59 p.m., tapes are run | Retain tapes three months, then
about 2 weeks worth, MD State says 90 days for tapes reuse; retain paper and computer
) ' reports for one year, then
destroy
4 Miles file — police computer miles, certificates, training Retain for 3 years after
termination, then destroy
5 Addréssing — map, plat with every home/lot addressed Retain until projects are
completed, finalized or mapped
on computer, then destroy
6 Miles report — daily Retain 3 years and until all audit
requirements have been met,
then destroy
7 Subdivision and state route files - Plat maps, addressing Retain until updated or
process, developer correspondence, subdivision on state routes, | superseded, then destroy
address requests
8 Large maps — all of county Retain until updated or
superseded, then destroy
9 Vacation and leave requests — employee’s signature Retain 3 years, then destroy

Approved by Department, Agency or Division Representative

Date
Signature
Type Name

Title
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Date

2

Schedule Authorized by State Archivist

JON 27 W2,
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Teresa Owens

Director

sinaturt Z2AE [ P7

y




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

Schedule No. C-963

(CONTINUATION SHEET) Page 2 of 3
Item No Description Retention

10 Employee files — awards, discipline Retain until employee
termination, then forward file to
HR

11 Medical examiner reports — forensic investigations Retain for 10 years, then destroy

12 Scheduling — employees by month Retain 3 years, then destroy

13 General correspondence — incoming/outgoing mail, memos, Screen annually. Destroy

other correspondence affecting department

14 Numbers board — agency in Annapolis 911 phone charges
15 Treasurer’s report — bills

16 | Time clock — punch in info that is eventually included in
incident report (fire and ambulance cards)

17 Maryland emergency management agency/ MEMA ~
correspondence, project information, agreement information
regarding payment for employee

18 Working files — purchase orders, equipment, storm, roads, fire
county correspondence

19 Personnel booklets/benefits

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 10 years, then destroy
Retain 3 years, then destroy
Retain 3 years, then destroy

Retain until employee
termination, then send file to HR

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

Retain until updated or
superseded, then destroy




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C-963

Maryland Coastal Boys program, hazmat grant, bay stations,

Y2K survey, draught restrictions 99, 9911 address campaign,

connective power outage, flo fire, medical director, MAC AC
coast guard, Sam’s Club (bills, info), JAMAR (outside firm),
general correspondence (fire ocher companies), floor tiles,
vehicle file, fire alarm system, ambulance community study,
fire marshal, trowel info, flood (’96), language line file, law
enforcement correspondence, MV A information, shelter,

distance (JAMAR) computer, sexual harassment policy, pets in

disasters, Ocean Pines emergency operations plan, MEMA
equipment/custody receipt, ECJ state prison emergency plan,
hurricane files, Red Cross information, county jail emergency
plan, bills, phone, budget, domestic violence

(CONTINUATION SHEET) Page 3 of 3
Item No Description Retention
20 Medical examiner — correspondence dealing with filling new Screen annually. Destroy
position material having no further fiscal,
legal or operational value.
21 County roads — original files from first addressing project Retain permanently. Transfer
copy to the Maryland State
Archives.
22 Department payroll — time record (signed) Retain 3 years, then destroy
23 Alarm log — alarm received on alarm panel — computer runs a | Retain for 4 years, then destroy
code designating building — county offices, schools, personal
alarms (around neck) and homes
24 General office files (some files may hold contracts) — 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.




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

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

1. DEPARIMENT/AGENGY

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

2, DIvVisiON

ey e

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Page of

DEFINITION - Records Serlos -

A group of rolated records normally filed and usod as & unit for reference as

NR g

well a9 retention and disposition purposes.

4. RECORD SERIES TITLE

&

5. EARLIEST YEAR / LATETEST YEAR

T0

Ve <ot - -

6. RECORD SERIES DESCRIPTION { Briefly describa the types of information/documents/forms found in the Serles

L2054 MW% )9 94

. Include the purpose or function of the Series)

F | @/PL«%M' Complile. soher Call fomecir -
Ore lo- et 0.0,

7. RECORD SERIES FORMAT(S)

O Leller Size o Microfilm

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

O Audio Tape 0 Video Tape

O Other (Specify) M_H_XIJ

8. RECORD SERIES SEQUENCE

a

Alphabetical

Numerical

.o

o

Chrofiological

a

Geoglaphrcal

Olher (Specify) Qﬂl

Q

9. VOLUME
QO File Orawer(s)
a Microfilm Reel (s)
O Compuler Tape (s)
O Other (Specily)
Number

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

0 Computer Tape(s)
a Olher (Specify)

Number

11. FILE IS USED

0 Daily 0O Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

Number

O Month(s) o] Yeav(;s)

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

WWZ%,@/ G/) Cealet

g  Yes

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(It yes, specily agency or office)

AL STatange o Mo
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMEI_HS
0 Yes o No ' D None o Slate O Federal 0  Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and .
descnbe any hardwarelsoflware)
O Yes

0 No

18. RECOMMENDED RETENTION

mwﬂﬂmﬂ%«a

19. NAME ANpIIT o%

20. TELEPHONE NUMBER

21. DATE

’7/// /m

DGS 5504 {Revised #93)



THSIRUC]IONS - TYPE OR PRINI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {UGS 550-1)

1. DEPARTMENTIAGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

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

2. DIVISION . UNIT

Sthevela |

DEFINITION - Records Serlas -

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

A4

well as retention and disposition purposes,

4. RECORD SERIES TITLE

b,

5. EARLIEST YEAR / LATETEST YEAR

TO

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

Include the purpose or function of the Series)

rnactirsy Vedeoct Dooputele o

7. RECORD SERIES FORMAT(S)

— |

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Leller Size O Microlilm O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
O Legal Size QO Computer Tape O Numerical 5_’,1 P Q Other (Specify)
O Bound Book 0 Floppy Disk O Chronological Number
O Audio Tape Q Video Tape o Geographical 10. ANNUAL ACCUMULATION
0 File Drawer (s)
oot i O Other (Specif O Microfitm Reel (s)
Other (Speciy) (Specily 0 Computer Tape(s)-
o Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily o Weekly O Monthly '@ Monlh(s) O Year(s)

Number

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

&W

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

O Yes . 0 No

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

] Yes» O No

16. AUDIT RECIUIREMEP_ITS

O None O Slate 0 Federal D Independem

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

O Yes O No

18. RECOMMENDED RETENTION

RIS Y o T Yon oy

19. NAME AWOF%

20. TELEPHONE NUMBER 21. DATE

20 Lo

DGS §50-4 (Revised 1/93)
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INSTRUCTIQNS - 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 of

1. DEPARTMENTIAGENCY ' 2. DIVISION -

_ 3. uNIT
Vareali Cocarlay inu;//AM - 1rades 4y [43

DEFINITION - Records Serles - A group of related records

normally fited and used s & unit for reference as well ae retention and disposition purpeses,

4. RECORD S‘ERIES TITLE

. 5. EARLIEST YEAR / LATETEST YEAR
7 / / ;@G&% ﬂ(/um . 70

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

Include the puipose or function of the Series)
me’é'ﬂwﬁﬂ/%//"s f/O,‘bz,

%J’W'@W D days o A D o .

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
‘ O File Orawer(s)
O Lelter Size o Microfilm O Alphabetical » 0 Microfilm Reel (s)
O Computer Tape (s)
O Legal Size O Computer Tape Q Numerical 5" O Other (Specify) __________
O Bound Book : O Floppy Disk ' O Chronological Ndber : 5 7
Q Audio Tape o-Tidea Tape QO M O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other (Specify) L0 /P (o] O Other (Specify) IO @ﬂ 0 Microlilm Reel (s)
e ’ " o Compuler Tape(s)
O Other (Specify)
Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

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

Number

13. CURRENT LOCATION(S) (Bldg., Fioor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specify agency ot office)
! — .
Wﬂ/%ﬂ@/?// a  Yes 0 No

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

O Yes o No

O None o Slate O Federal O independent

17. IS AN INDEX SYSTEM USED? {If yes, explain briefly and 18. RECOMMENDED RETENTION . L{@qﬁk H;u P o 1 ; :db.u MLM
descrbe any hardware/soflware) ‘

O,
O Yes ‘ O No m'c { \lﬂ
19. NAME ANWF P%M 20. TELEPHONE NUMBER : 21. DATE

OGS 5504 (Rovised 1/93)




INSLRUGIIONS - TYPE OR PIUNT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED NECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD :

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

1. DEPARTMENTIAGENCY ’

DEFINITION - Records Serlas

2. DIVISION

& —

v A4

- A group of related records notmalty filed and used ss a unit for reference as wall as retention and disposition purposes,

« . 5. EARLIEST YEAR / LATETEST YEAR
M i""é‘b TO

8. RECORD BERIES DEBCRIPTION ( Brlefly deactibe the types of information/documents/lorms found in the Serles.
/. i
Lt ﬂ
Cef ., |

4. RECORD SERIES TITLE

Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Qa File Drawer(s)
O Leller Size O Microfilm O Alphabeticat 0O Microfitm Reel (s)
O Compuler Tape (s)
U Legal Size O Computer Tape O Numericat O Other (Specify)
O Bound Book O Floppy Disk 0 Chronologicat Number

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

O File Drawer (s)

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

© Other (Specify)

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

O Daily O Weekly a  Monthly O  Month(s) O Years)

Number

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

ﬂ%ﬂi@ ] o Yes ' . O Neo

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

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

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

Tersmenatirn
D Yes ' O No % V &%ﬁ/

P .
19. NAME AWOFM 20. TELEPHONE NUMBER : 21. DATE

UGS 5504 (Revised 1/93)

7 //// 0




l INSIRUCIIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

f TEVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
l SUNENULE {OGS 550-1)

%

1. DEPARTMENT/AGENCY

%W

<

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT

7275 WATERLOO ROAD

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

2. DIVISION

AGENCY RECORDS INVENTORY
DIVISION

3. UNIT

Vade oM.

DEFINITION - Records Serlas - A group of related records

A4

normally filed and used as & unit for refsrence as

well as retention and dispositon purposses,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

[ﬂf‘r T0

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

e, ol ] ey ! Gtz

Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

8. VOLUME
O File Orawer(s)
O Leller Size o Microfilm © Alphabetical 0 Microfilm Reel (s)
& Computer Tape (s)
O Legal Size O Computer Tape o Numericat a Other (Specify)
o Bound Book O Floppy Disk O Chronological Number
o Audio Tape O Video Tape Q Geographicat 10. ANNUAL ACCUMULATION
O File Drawer (s)
o ot il O Other (Specif 2 Microfiim Reel {s)
et (Specily) (Specity) O Computer Tape(s)
0 Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly O Monlhly O Monlth(s) a Year(s)

Number

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

WM/ZM%M

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

O Yes

(I yes. specily agency or office)

g No

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

O Yes

o No

16. AUDIT REQUIREMENTS

O None

a Slale

O Federal O  Independent

17. IS AN INDEX SYSTEM USED? (If yes, expiain briefly and .
descnbe any hardware/soltware)
O Yes

O No

18. RECOMMENDED RETENTION

nadepiol
s

Relar 1l pomeesty Grer Complil
pisd 00 mappled oy Compedic , TH)

)
15

19. NAME ANDZIL?OF@M

20. TELEPHONE NUMBER

v

21. DATE

’7/%//@

DGS 5504 {Revised 1193)




INSTRUCTIONS - TYPE OR PRINI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550.1)

1. DEPARTMENTIAGENCY

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

2. DIVISION

-

M‘f—‘

AGENCY RECORDS INVENTORY

Page of

3. UNIT

7//M

DEFINITION - Records Serlos -

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

well as retention and disposition purposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

10

Pa

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

Include the purpose of funclion of the Saries)

7. RECORD SERIES FORMAT(S)

O Lelter Size o Microfilm

O Legal Size 0 Compuler Tape

O Bound Book O Floppy Disk

8. RECORD SERIES SEQUENCE
O Alphabetical
O Numerical

O Chronological

9. VOLUME
O File Drawer(s)
O Microfilm Res! (s) -
O Compuler Tape (s)
O Othet (Specily)
Number

Numbet

O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
[s Xel], if 0 Other (Specif, O Microfilm Reel {s)
't (Speci) (Specily) O Computer Tape(s)
O Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly T Monthly 0  Month(s) o Year(s)

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

371 YA

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes, specily agency or office)

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

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

0 Yes 0 No

18. RECOMMENDED RETENTION

3 \/,zm ed nll a0 fror 4 WMM

qu..w\) Mr

20. TELEPHONE NUMBER

b

1.ODATE

2004 Lo

DGS 5504 (Revised 1193)




" |NS[[!UCJ|0NS TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

{; PEVISED RECORD SERIES,
i BULHULE (DGS 550-1)

!
]
!

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

FORWARD WITH RECORDS RETENTION

1.-DEPARTMENTIAGENGY::. -

MMQ;

2. DIVIsioN

AGENCY RECORDS INVENTORY

Page of )
3. UNIT

Atrneng Foadt

DEFINITION - Records Serlos -

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

well ae retention and disposition purposes,

4, RECORD SERIES TITLE

Aot e TFE

5.  EARLIEST YEAR / LATETEST YEAR

TO

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentsiorms found in the Series

jpld oo
MMW,

. Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Leller Size o Microfilm O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
0 Legal Size a Computer Tape 0 Numerical 0 Other {Specify)
O Bound Book O Floppy Disk G Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
0 Other (Specif O Other (Specif O Microfilm Reel {s)
et Speciy) (Specil) a Computer Tape(s)
2 Other (Specify)
Number
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
0 Daily 0 Weekly G Monthly © 0 Month(s) O Year(s)

Number

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

O Yes

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specily agency ot office)

NAME Wo%

O No
15. ACCESS RESTRICTIONS (I yes, cite law(s) & regulation(s) 16. A\{DIT REQUIREMEHTS ‘
a Yes o No O None O Slate 0 Federal 0  Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and . 18. RECOMMENDED RETENTION .
describe any hardware/sofiware) W : 4 5 d v d ol
o i f Ao, sty
19.

20. TELEPHONE NUMBER

21. DATE

DGS §50-4 (Ravised 1/93)



INSTRUCIIONS - 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 5§50-1) 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of 4
1. DEPARTMENT/AGENCY : 2. DIVISION 3. UNIT
> .

DEFINITION - Records Serlas - A group of related records normally filed and used as & unit for refsrence as well as retention and disposiion purposes.

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

T0

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

aeL of Oty

Include the putpose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Lelter Size 0 Microfilm 0O Alphabetical O Microfitm Reel (s)
0O Computer Tape (s)
O Legal Size 0 Computer Tape O Numerical ’b <, O Other (Specifyy _______
O Bound Book O Floppy Disk o Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
D File Drawer (s)
O Olher (Specity) O Other (Specily) O Microfitm Reel (s)
. . 0 Computer Tape(s)
O Other {Specify)
Number

11, FILE IS USED 12, FILE BECOMES INACTIVE AFTER

o Daily O Weekly O Monthly . T 0 Month{s) o Years)

Number -

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

oo Rl €€ O Yes ' .8 No

15. ACCESS RESTRICTIONS (if yes, cile law(s) & regulation(s) 16. AUDIT REQUlREMElflTS

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

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

descnbe any hardwarelsoflware) '%w W -
O Yes o No . /@'/'flm
s ,ﬂ . .
19, NAMEM{ OM 20. TELEPHONE NUMBER : 21. DATE

DGS 550-4 (Revised 1/93)




! INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
it f}':wsso RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
{g SUredUlE (0GS 550-1) 7275 WATERLOO ROAD
1 P.0. BOX 275 - JESSUP, MARYLAND 20794 - Page of
i"." - Cae R -
' 1. DEPARTMENT/AGENCY ' 2. DIVISION 3. UNIT

’7WWW ‘gmaﬁlu | Wads

DEFINITION - Records Setlos

- A group of related rocords normally filed and used s a unit for reference as
4. RECORD SERIES TITLE '

5. EARLIEST YEAR / LATETEST YEAR

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

well as retention and disposition purposes.

Include the purpose or function of the Series}

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Leller Size O Microfitm O Alphabetical O Microfiim Reel (s)
_ 0O Computer Tape (s)
O Legal Size O Compuler Tape 0 Numerical O Other (Specify)
O Bound Book o Floppy Disk a Chronological Number
O Audio Tape O Video Tape O Geographical . 10. ANNUAL ACCUMULATION
O File Drawer (s)
0 Other (Specil O Other (Specif O Microfitm Reel (s)
ot (Specily) (Specily a Computer Tape(s)
QO Other (Specify)
Number

11. FILE IS USBED 12, FILE BECOMES INACTIVE AFTER

o Daily 0O Weekly O Monthly o Monlh(s) a  Yeas)

Number

13. CURRENT LOCATION(S) (BIdg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specify agency or office)

:We_ O Yes

a No

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

D Yes g No

D None O State O Federal T Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and - 18. RECOMMENDED RETENTION
descrbe any hardware/software)

Relas /L 5 Yetne, Lew c&aﬁa
, Z ’ : ‘
O Yes O No %

' :ﬂ : :
19, NAMEWOM 20. TELEPHONE NUMBER - 21. DATE

DGS 550.4 (Revised 1193)

2y leo




| INSTRUCTIONS .- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW ciEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
if TEVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
a‘ EAEAULE (DGS 550-1)

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

DEPARIMENIIAGENCY 2. DlVISION 3. UNIT

DEFINITION - Records Serlas -

A group of related recorde normally nlod and uud 40 & unit for reference as wall as retention nnd disposition purposes.

. . 5. EARLIEST YEAR / LATETEST YEAR
Wl 4\/‘& 10

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

4. RECORD SERIES TILE

. Include Ihe purpose of function of the Series)

Clirande

2 -

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

O File Drawer(s)
O Alphabetical © Microfilm Reel (s)
0O Computer Tape (s)
O Other (Specify)

O Leller Size O Microlitm

O Llegal Size 0 Computer Tape O Numerical

0 Bound Book O Floppy Disk O Chronological Number

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

O File Drawer (s)

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

O Other {Specily)

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

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

Number

13. CURRENT LOCATION(S) (BIdg., Floor Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes specify agency or office)

W&ZL/f o ves ' | 5 o

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

0 Yes o No O None o Slate a Federal 0  independent

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

O Yes ' o M E //ak)u :
19. NAME AND l[ﬁ% W 20. TELEPHONE NUMBER : 21. DATE

DGS 550-4 {Revised 1/93)

7//2 ZM




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

1. DEPARTMENT/AGENCY

Y teecCed C

h—-—ﬁw

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

[ N

AGENCY RECORDS INVENTORY

Page of

2. DIVISION 3. uNIT

e dtsd 9%/

DEFINITION - Records Serlas -

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

well as retention and dispesition purposes,

4. RECORD SERIES TITLE

W;Q%M\

§.  EARLIEST YEAR / LATETEST YEAR

(499 o

%W

8. RECORD BERIES DESCRIPTION ( Briafly describe the Iypes of information/documentsiforms found in the Series.

Qncole gl

Include the purpose o function of the Series)

7. RECORD SERIES FORMAT(S)

Gﬁ Size

O Legal Size

a Microlilm

0 Computer Tape

D Bound Book O Floppy Disk

O Audio Tape D Video Tape

O Other (Specily) M

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

O Other (Specify)

9. VOLUME
O File Orawer(s)
D Microfilm Reel (s)
O Computer Tape (s)
a Other (Specily)

Number

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

Number

11, FILE IS USED

0 Daily O Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER

Number

O Month(s) ]

Year(s)

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

W%@

a  Yes

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

o No

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

O Yes o No

16. AUDIT REQUIREMENTS

O None 0 Slate

O Federal a]

Independent

. IS AN INDEX SYSTEM USED? (If yes, éxplain briefly and -
describe any hardware/software)

O Yes /)- 0 No

18. RECOMMENDED RETENTION

P Bt

«}Wﬂm Mo, %mo&a//uﬁ

. NAME AND, F PREPAYE

20. TELEPHONE NUMBER

21. DATE

7/@14-0

DGS 550-4 (Revised 1/93)




|Nsmucn0Ns TYPE OR PIINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS 550-1)

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

%

1. DEPARIMENTIAGENCY ) 2. DIVISION

DEFINITION - Records Serios -

A group of related racords normally filed and used as & unit for reference as well as retention and disposition purposes,

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR
I'd

Mﬁ 0

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentsiforms found in the Serles

. Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawer(s)
-0 Lelter Size 0 Microfilm O Alphabetical O Microfitm Reel (s)
O Computer Tape (s)
O Legal Size O Compuler Tape O Numerical O Other {Specify)
0O Bound Book O Floppy Disk O Chronologicat Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION

a

File Orawer (s)
O Microfitm Ree! (s)
a Computer Tape(s)
0 Other (Specify)

O Other (Specily)

O Other (Specify)

Number
11. FILE IS USED . 12, FILE BECOMES INACTIVE AFTER
o Daily D Weekly 0  Monlhly O  Month(s) o Year(ﬁ)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

%Lé g Yes ‘ . 0 No

vV -
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMEP_“S

0 Yes g No

D None O State O Federal D Independent

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

0 Yes ‘ O No ‘ }l
pa)
19. NAME ANDWPR%M 20. TELEPHONE NUMBER . 21. DATE

OGS 550-4 {Revised 1/93)

2/u e




IHSLRUCTIONS -- 1Y1E OR PIUINT 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

. | T " ]

well as retention and disposition purposes.

1. DEPARIMENT/IAGENCY )

DEFINITION - Records Serios

- A group of related records normally filed and used ae & unit for refsrence as

4. RECORD S.ERIES TITLE §.. EARLIEST YEAR / LATETEST YEAR

Aed Crres, P b — - T

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

Include the puipose or funclion of Ihe Series)

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

O File Drawer(s)
O Leller Size 0 Microfilm O Alphabelical 0 Microfim Reel (s)
a Computer Tape (s)

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

O Bound Book O Floppy Disk O Chronological Number

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

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

O Olher (Specify)

O Other (Specify)

. FILE IS USED 12, FILE BECOMES INACTIVE AFTER

o Daiy D Weekly 0 Monlhly "D Month(s) O Year(s)

Number

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

7,4&%::—’4_,5%@‘@ 0 Yes

0 No

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

0O Yes O No

0 None O Slate O Federal 0  Independent

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

madened)

0 Yes 0O No

/ byl 4
19. NAME me % ! » : 21. DATE

’7/%//0—9

DGS 550-4 (Rovised 1/93)




SCHEDULE (DGS 550-1)

1. DEPARTMENTIAGENCY

WW

|NS[BU§]|0_NS TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

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

2 DMSlON 3. UNIT

DEFINITION - Records

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

7

woll as retention and disposition purposas.

4. RECORD SERIES TITLE

_ 5. EARLIEST YEAR / LATETEST YEAR
M W | 191910

auges

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatiorn/documenisiforme found in the Series

. Include the purpose or function of the Series)

Lofency i Lomap. myopitin 917 yohome

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ' 9. VOLUME
O File Drawer(s)
O Leller Size a Microfilm o Alphabetical O Microfilm Ree! (s)
0 Computer Tape (s}
O Legal Size O Compuler Tape O Numerical O Othet (Specify)
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical . 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Othet (Specif O Other (Specify 2 Microfitm Reel
(Specty) ( ) a Computer Tape(s)
QO Other (Specify)
Number

11. FILE IS USED

O Daily O Weekly O  Monlhly

12, FILE BECOMES INACTIVE AFTER

O Month(s) a Year(é)
Number

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

Pt

) ereto—

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

O  Yes @ No

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

O Yes O No

16. AUDIT REQUIREMENTS

O None o Slate O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and
descrbe any hardwarelsoflware)

O Yes _ ey O No

7o

18. RECOMMENDED RETENTION

@DVW yeax, J(?/@uﬂ/lﬂ;y

19. NAME ANDATN

20. TELEPHONE NUMBER 21, DATE / :
21y LM)

DGS 550-4 {Revised 1/93)




INSLRYCTIONS - 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.O. BOX 275 - JESSUP, MARYLAND 20794 Page of .
1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

DEFINITION . Records Serlos - A group of related records normally filed and used as a unit for reference as wsll se retention and disposition purposes,

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR
{
_ %@o«/cw 0 10

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documentsiforms found in the Serles

. Include Ihe purpose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
O File Drawer(s)
o Leller Size O Microlim O Alphabetical O Microfilm Reel (s)
‘ O Computer Tape (s)
0 Legal Size o Computer Tape 0 Numerical : Q Other (Specily)
0 Bound Book - O Floppy Disk O Chronological Number
o Audio Tape O Video Tape O Geographical : 10. ANNUAL ACCUMULATION
. O Fite Drawer (s)
i ; icrofi t (s)
O Other (Specil O Other (Specif O Microfitm Ree
(Speciy) ( " a Compuler Tape(s)
O Other (Specify)
Number

11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER

o Daily O Weekly O Monthly a  Month(s) a  Years)

Number

13. CURRENT LOCATION(S) (éldg., Floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency of office)

fm . : o Yes

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

o No

0 Yes O No

O None o Slate O Federal O Independent

7. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and - 18. RECOMMENDED RETENTION
describe any hardwarelsofiware)

e - %MWWO JU&NMM

19. NAME AND IITL; OF PREPZZ 20. TELEPHONE NUMBER : 21. DATE / /

DGS 550-4 (Revised 1/93)




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

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

1. DEPARTMENTIAGENCY ’ 2. DIVIsioN

i i s i %WM\. limfrjz”zé

DEFINITION - Records Serios - well as retention and dispesition purpoess.

A group of related records normaily filed and used as & unit for refarence as

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

T0

8. RECORD SERIES DESCRIPTION ( Brtefly describe the lypes of information/documents/forms found in the Series. Include the purpose or function of the Series)

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

O File Orawer(s)

0 Microfitm Reel (s)
O Computer Tape (s)
a Other (Specily)

O Leller Size g Microfilm Alphabetical
o Legal Size O Computer Tape Numerical

0O Bound Book O Floppy Disk Chronological Number

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)

G Olher (Specify)

Number

11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER

O Daily 0 Weekly O Monthly o
Number

Month(s) Qg Years)

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

W. 0O Yes » . B No

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

0 Yes O No | g None O State O Federal O independent

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

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

" 2l

DGS 550-4 {Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

y PUVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
BLILOLE (OGS 550- )]

1 DEFARIMENIIAGENCY

WWM

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

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

2, DIVISioN 3. unir

MW

DEFINITION - Records Serlas -

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

well a0 retention and dispesition purposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

. %%%W Agerag //?75)77/@ N

8, RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsforms found in the Serles.

Include the purpose or function of the Series)

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

O Other {Specily)

8. RECORD SERIES SEQUENCE . 9. VOLUME
_ O File Drawer(s)
O Alphabetical ©Q Microfiim Reel (s)

O Computer Tape (s}
O Numerical - Q Other (Specily)

——————

Chronological Number

Geographical 10. ANNUAL ACCUMULATION

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

Number

11, FILE IS USED

O Daily 0 Weekly O Monlhly

12. FILE BECOMES INACTIVE AFTER

O Monlh(s) o Year('s)
Number

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

fM

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

o Yes . @ No

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

O Yes 0 No

16. AUDITY REQUIREMEP}TS

a None o State O Federal O Independent

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

0 Yes O No

18. RECOMMENDED RETENTION

B O

B HaeanBavnco Qudl !

20. TELEPHONE NUMBER 21. DATE

| ’Z/////w

DGS 5504 [Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS 550.1)

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

———

1. DEPARTMENT/AGENCY 2. DIVISION 3. uUNIT

DEFINITION . Records Serlos -

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

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

T0

6. RECORD BERIES DESCRIPTION ( Briefly describe the types of lnlormallonldocumenls/fotma found in the Series.

ﬁoﬂ

Include the purpose or function of the Series}

A
dede G- Grusso,

i

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

Q File Drawer(s)
O Leller Size O Microfilm O Alphabeticat o Microfilm Resl (s)
: @ Computer Tape (s)

O Legal Size O _Computer Tape ' O Numerical Q Other (Specify)

0 Bound Book O Floppy Disk 0 Chronological Number

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

0 File Drawer (s)
O Other {Specify) O Microfilm Reel (s)
O Computer Tape(s)
Q Other (Specify)

O Other (Specify)

11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER

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

Number

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

N T A

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

O Yes . 8 No

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

O Yes o No

o None O State O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and . 18. RECOMMENDED RHEN"DN_}A’M—L&,‘] m‘,w/?z
describe any hardware/software) «
Lo—mespsdHarong o

. 9

o es o No *,mg Logol 40 puocntional madie /@Jm/@ommua@
19. NAME THE OF PARE ) 20. TELEPHONE NUMBER 21. DATE

R | 7///4»

DGS 5504 (Revised 193) - D QQT e S XAl fu
%wwwﬁﬁmmw%@)mmﬁmﬁﬁwmﬁ




INS[BUC]_IONS TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

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

AGENCY RECORDS INVENTORY

1. DEPARTMENTIAGENCY

DEFINITION - Records Serlos -

1. DIVISION

L4 7

A group of nlnhd records normally flled and used as & unit for reference as well as retention and disposition purposes.

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

[lcernt ko Y sp | —

8. RECORD SERIES DESCRIPTION { Briefly describe the lypes of Informallonldocumenlsl!orma found in the Series.

Include the purpose o function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
O File Oiawer(s)
O Leller Size o Microfilm O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
O Legal Size o Computer Tape O Numerical O Other (Specify}
0O Bound Book O Floppy Disk 0 Chronological Number
O Audio Tape O Video Tape O Geographical . 10. ANNUAL ACCUMULATION
O File Orawer (s)
O Olh if O Other (Speci O Microfitm Reel (s)
Other (Specity) (Specity) . O Computer Tape(s)
O Other (Specify)
Number

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Daily O Weekly O Monthly

O Month(s) O Year(s)
Number

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

%@ o Yes ' ' . 0O No

v

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

O Yes O No

0 None 0 State 0 Federal O Independent

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

describe any hardware/sollware) P ( : W V‘ W :
o Yes . a No W ‘W

19. NAME AND JHLE OF P ER 20. TELEPHONE NUMBER : 21. DATE /
| I

OGS 550-4 (Revised 1/93)




|Nsmucuons 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 5501} 7275 WATERLOO ROAD '

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

1. DEPARTMENT/IAGENCY ' 2. DIVISION 3. UNIT

A4

|94
DEFINITION - Recorde Saries - A group of ralated records normally filed snd used as & unit for reference as

well as ratention and disposition purposes,

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

%,Ué(/c,aé % To

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

. Include the puipose or funclion of the Series)

Crenes. pleateny WW““&%’“‘“E

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawer(s)
O Leller Size o Microfilm O Alphabetical O Microfilm Ree! (s)
O Computer Tape (s)
O Legal Size O Compuler Tape O Numerical 0O Other (Specify)
O Bound Book O Floppy Disk @ Chronological Number
O Audio Tape Q Video Tape o Geographical . 10. ANNUAL ACCUMULATION
. O File Orawer (s)
0 Other (Speci O Olher (Specif D Microfiim Reel {s)
(Spesity) (Speciy) O Computer Tape(s)
a Other (Specify)
Number

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily 0 Weekly O Monlhly

g Month{s) O Years)
Number

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

W‘ O  Yes ‘ . 0 No

15. ACCESS RESTRICTIONS (If yes, cite faw(s) & regutation(s) 16. AUDIT REQUIREMENI’S

O Yes g No

O None O Slate O Federal O Independenl )
. _ - —
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION W D/TVM% . W“‘p /}’Yw@um
descnbe any hardwarelsollware) e : f N
_ e #m b P W«a
. [}
O Yes o No amm%m,u;mm »&zgd MWW il /S%M

Val) .Im/)/nﬂm

19. NAME AND, FP E 20. TELEPHONE NUMBER : 21. DATE
. o, / -0

NGS 550.4 [Revised 1193 W and MM
e M Mwmctfy% A « )W%“




INS[BUCII()NS TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WiTH RECORDS RETENTION
SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY

WM

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

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

. UNIT

S Qoo fle s

g’.

t

Cner

DEFINITION - Records Serlos -

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

v

well a9 retention and disposition purposes,

4. RECORD SERIES TITLE

M /wa%

5. EARLIEST YEAR / LATETEST YEAR

i 00

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

Oy P o Pk Bty g

. Include the purpose or function of the Series)

7. RECORD SERIES FORMAT (S}

8. RECORD SERIES SEQUENCE

9. VOLUME
O File Drawer(s)
V@ev Size O Microfilm O Alphabetical O Microfilm Reet (s)
O Computer Tape (s}
O Legal Size O Computer Tape a Numerical 0O Other (Specify)
O Bound Book a Floppy Disk 8 Chronological Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other (Specil O Other (Specif o Microfilm Reel (s)
et (Speciy) (Speciy) O Compulter Tape(s)
O Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monlhly O Month(s) O Year(s)

Number

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

r Py v 4

14, IS RECORD SERIES DUPLICATED ELSEWHERE? {1t yes, specily agency or ollice)

O  Yes

O No
15, ACCESS RESTRICTIONS ‘(Il yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No O None o State 0 Federal 0  Independent
17. 1S AN INDEX SYSTEM USED? (I yes, explain briefly and . 18. RECOMMENDED RETENTION
describe any hardware/software oy /M’ N
' ’ Aoy éld’xmﬁm W W‘M
O Yes O No /M'WQ M M M&&M
Qlosncenn &) Hohas n«»-/’m ﬂwfiﬂmnp&@'éﬁtﬁw;tﬂg
19,

20. TELEPHONE NUMBER 21. DATE

7/////»0

i_.g\q ]

DGS §50-4 (Revised 1/93)
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INS[BUCIIONS FYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION
SCHEDULE (UGS 550-1)

1. DEPARIMENIIAGENCY

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

2. DIVISION

Enmecy s

AGENCY RECORDS INVENTORY

Page of )
—-————-——-“_""'___J
3. UNIT

DEFINITION - Records Serlos -

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

well 8¢ retention and disposition pusposes,

4. RECORD SERIES TITLE WW )

5. EARLIEST YEAR / LATETEST YEAR

T0

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documentsiforme found in the Seres

. Include the purpose or funclion of the Series)

7. RECORD SERIES FORMAT(S)

eller Size o Microfilm
O Legal Size 0 Compuler Tape
0O Bound Book O Floppy Disk
0 Audio Tape D Video Tape

O Olher (Specily) %@twdz

8. RECORD SERIES SEQUENCE
O Alphabelical
o Numerical
O Chronological
O Geographical

O Other (Specify)

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

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

Number

11. FILE IS USED

0 Daily 0 Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER

a

Number

Month(s) a]

Year(s)

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

i

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(if yes. specily agency or office)

a  Yes a No
15. ACCESS RESTRICTIONS (If yes, cile taw(s) & regulation(s) 16. AUDIT REQUIREMEMS
0 Yes o No O None o Slale 0 Federal D independent

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

O Yes O No

18. RECOMMENDED RETENTION

BB P

Hhon ey

Play
19, NAME AWOF W

20. TELEPHONE NUMBER

21. DATE -

'7//1 /ow

DGS 5504 (Revised 1/93)



WSIRUCTIONS -. TYPE OR PRINI A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
; TEVISED RECORD BERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
| $LEDULE (DGS 550-1) 7275 WATERLGO ROAD

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

. A
"’1, DEPARTMENT/AGENCY.

WWM‘“%_ ' D%.J% T

DEFINITION - Records Serlos -

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

5. EARLIEST YEAR | LATETEST YEAR
@Q&,ﬂu %—2_ ‘9 B 10

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

4. RECORD SERIES TITLE

Include the purpose or function of the Series)

M%M‘ol on alacrs Kbrel - Lompoullls Ao 45
boder Arospualicty bbddg. = Lo, 0 foces, s00pwnte, friome

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

O File Drawer(s)
O Lelter Size O Microfilm O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)

O Legal Size 0 Compuler Tape a Numerical a Olher (Specify)

O Bound Book © Floppy Disk Chronological Number

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

. O File Drawer (s)
O Other (Specily) ()‘EQ d n. aﬁrnﬁﬂzzb Other (Specily) O Microfim Reel {s)

O Compuler Tape(s)
O Other (Specify)

Number

1. FILE 1S USED . FILE BECOMES INACTIVE AFTER

O Daiy O Weekly O Monthly O ° Month(s) 0 Year(s)

Number

13. CURRENT LOCATION(S} {Bidg., Floor, Room} . 15 RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency ot office)

%ﬂé O Yes o No

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

O Yes O No

O None 0 Slale O Federal 2  Independent

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

0 Yes . 0O No %W\’ L/R%\JW
19. NAME ANW P%M 20. TELEPHONE NUMBER : 21. DATE p
- 201/ 1o

_

NGS 550.4 (Navised 1/93)




e — L i NOTE!

A
IHSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVIC AGENCY RECORDS INVENTORY
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENVION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550.1) '

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

1. DEPARTMENT/AGENCY

WMW

DEFINITION - Records Serles + A group ol related recorde novmllly ﬂlod and used gél/nlt lg((i'olluno

2. DIVISION

T
well as retention and dispositien purposes,

4. RECORD SERIES TITLE 5. EARLIEST YEAR | LATETEST YEAR
% / /#& %f/z‘% wy _)VR} U

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of lnlormallonldocumenls/!orms found in the Series. . Include the purpose of function of the Saries)

/c%bar/i;*

Ty . #m \ 9‘%
‘hxwucaé DMMZR “49‘“[ Qf P Wi}:
mae A< Do aoZut e ¢mW
A&mlﬂwé‘—m M# ) ‘f,ow
IamAaR WWB s Mg
Rty | ot

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

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

O Leller Size o Miclolilm Alphabetical
O Legal Size O Computer Tape

O Bound Bock O Floppy Disk Chronological Number

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

O File Orawer (s)
Other (Specify) 0 Microfilm Reel (s)
0 Computer Tape(s)
O Other (Specify)

O Other (Specily)

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

O Daily O Weekly O Monthly 0 Month{s) o Years)

Number

13. CURRENT LOCATION(S) (Bidg., Fioor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency or office)

f Heresoa, o Yes

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

bNo

O Yes O No 0 None 0 Stale O Federal O Independent

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

describe any hardware/software) : M 4 2! u 25

O Yes . MMP‘—W"-«\
Y .. v/ , memm

20. TELEPHONE NUMBER : 21. DATE

2 / 40
0GS 5504 (Rovised 1/93) : aw,\jv 7%4&) W%ﬁ w/,nd m W

13 NAME ANDJINLEAS
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