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RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. C-964

Page 1 of 3

Agency Division/Unit
Worcester County County Administration/ Grants
Administration
Item No Description Retention
1 Grants 1996 — CDBG, TEFAP (Emergency Food Assistance), | Retain each grant for life of
Rail to Trail, Victim Witness, County RIDE, Social Security, | grant, plus 5 years, then destroy
SSTAP
2 Schedule of federal financial assistance — includes audit Retain for life of grant, plus 5
reports years, then destroy
3 Audit package — correspondence requesting information from | Screen annually. Destroy
Department of Social Services, various reports as response to | material having no further fiscal,
above request Legal or operational value.
4 Worcester County Initiative to Preserve Families — agreement, | Retain grant agfeement for life

correspondence, memo of understanding, purchase orders

of agreement, plus 5 years.
Then screen annually remaining
documents and destroy any
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.

Approved by Department, Agency or Division Representative

Date

Signature

Type Name

Title

5/3/0 2

Date

7

Sandy Lyter

Grants Administrator

Schedule Authorized by State Archivist

'JUN 27 am,

Signatufe '

Vel
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RECORDS RETENTION AND DISPOSAL SCHEDULE
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Item No

Description

Retention

5

10

11

12

13

WCCO local management board — work papers

Housing rehab — lien releases, correspondence, pay off
information, promissory note, agreement

Highway safety grant

Volunteer fire state aid

Jail expansion/state reimbursement

U.S. Department of Justice grant — LLEBG program

Subordination agreement

Transportation grant — SSTAP

County Ride - correspondenc.e, financial information *99

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 15 years after loan is
paid, then destroy

Retain for life of grant, plus 5
years, then destroy

Retain for life of grant plus 5
years, then destroy

Retain for life of grant plus 5
years, then destroy

Retain for life of grant plus 5
years, then destroy

Retain until loan is paid in full
or grant expires plus 4 years,
then destroy ’

Retain for life of grant plus 5
years, then destroy

Retain life of grant plus 5 years
and until all audit requirements
have been met, then destroy




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

Schedule No. C-964

(CONTINUATION SHEET) Page 3 of 3
Item No Description Retention
14 Department of Housing and Community Development — Retain for life of loan/grant plus
Special loans 5 years, then destroy
15 Worcester regional GIS program — FY 99 NPS final report, Retain for life of loan/grant plus
DNR quality report 5 years, then destroy
16 Coastal bay grant application — septic systems Retain for life of grant plus 5
years, then destroy
17 CDBG - Housing Retain for life of grant plus 5
years, then destroy
18 State of Maryland grants Retain for life of grant plus 5
years, then destroy
19 Federal and state grants — information for various available Screen annually. Destroy
grants material having no further fiscal,
legal or operational value.
20 CDBG - policies and procedures, workbook (2) Retain until updated or
superseded, then destroy
21 Worcester County transportation program (SSTAP) Retain most recent 3 versions,
then destroy
22 Office of Justice programs Retain until updated or
superseded, then destroy
23 Worcester County rating agency visit binder — overview of Retain until updated or
local economy, business and economy, financial, policies and | superseded, then destroy
procedures, capital improvement plan, managing growth,
quality of life, county strengths
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8. RECORD SERIES DESCIUPTION { BrieNly descrde tho types of mfarmalion/documenisrionms faung I the Senes. Inciude the puapote of furction of the Series) ]

wsl) g0 retontion and dleposiien purpese.

y 1. RECORD SERIES FORMA) (B) ) §, RECORO 8ERIES SEQUENCE . 9. VOLUME
Q Fite Diawee(s)
O Leiter Sge O Micioldm O Abhsbstical O Microfim Rewt (n)
0 Compuiw Teoe (3)
O Legsl Size 0 Compuler Tapa O Nymerical O Other (Bpacily)
O Bound Book a Floppy Disk O Chionological Number
0 Audio Tepe O Video Yepe o wa 10, ANNUAL ACCUMULATION
© File Drawer {8)
O Other (Specd! a Ohe O Microlkm Reet (s)
e (Specly) (Specty) © Compuier Tapels)
0 Other (Specify)
Numbet
5. FILE IS USED 12, FILE BECOMES INACTIVE APTER
O Daiy O Weekly O Monihly o Moniks) a  Yewm(s)
Numbet
13. CURRENY LOCATION{S: (Bidg., Fiool, Room) 14, IS RECORD SERIES DUPLICATED ELEEWHERE? (i yes. specily agency ar office)
%ﬂ o ™ ' . 0N
l— ¥ v
15. ACCESS RESTRICTION: (If yes, cita law(s) § teguialion(s) 16. AUDIT REQUIREMENTS H
a Yes 0O No © None O Sials a Federel O  indepenten

17. 15 AH INDEX SYSTEM USED? (il yes, explain brielly and 19, RECOMMENDED REYENTION
descrse any hargwaieisofiware)

O Yes o M ' M%OJW/Ls‘ /ﬂ;\w

A —cp— - -
19. NAME A F 20. TELEP hum 21. DA
R e T

!

DGR ASA ¢ Mrvised 1B}
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AGENCY RECORDS INVENTORY

IMSTRIVCTIONS .. YY1/ O Pt A& SEPANATE FONM FOR EACH NEW
FEVISED RECOND BERKS. FORWAND WY RECORDS REVENTION
SEHEDAE (0GS 830.1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD

P.O. BOX 275 . JE48LP, MARYLAND 20784 Pege ol
1. DEPARIMENVAGENCY 2. piision 3 Umiv
pa Yo Godwio
) . v L..}A s N " e

DEFINITION . Rocatde Serlen « A group of refated 190014 narmatly Mled and waed ax § unit for reference "
4. RECORD SEMIES T/1L¢ . e /

9. RECORD SENIE® DESCRIPYION ( Bilefly descibe the ypes

wail aa ratention and diepositien purpeses,

8. EARLIESY YEAR / LATETESY YEAR
fd‘"_to_ém

of Informationvdocumemisfioimy found n the Baries. include Ihe puipces of funciion of the Sers)

L. FB& /44?‘%

7. RECORD SERIES FORM AI(S) 5. RECORD GERIES SEQUENCE 9, VOLUME
b . Q Fite Drawer(s)
O Lelior Sue a Miciolim O Aphabeticsl Q Microtim Reef (s)
- 0O Compuies Tape (9!
a Lepal Sige U Compuiet Tepe Q Numerical O Othee Specily) ____
O Bound Book O Floppy Disk Q Civonologicsl Numbaer
Audio Vigeo T, 0 Geogeaphicat 10. ANNVAL ACCUMULATION
° tove ° e . O Fie Diawe: (3)
Spacily) ____ 0 Other (Spec O Micsofilm Reef (8)
O e " " O Compuvier Tepe(s)
O Olhes (Specily)
Number
11, FILE Is USED 12. PILE BECOMES INACTIVE AFTER
0 Uay 0 Weekly D Mondhly O Monthis) Q  Yearls)

it

Number

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

14. 1S RECORD SERIEB DUPLICATED ELSEWHERE? (f ys. specily agency o citice)

0 VYes 0 No
18. ACCEQ RESTRICTION 3 {It yes, cite law(s) 8 reguiation(s) 16. AUDIT REQUIREMENTS
D Yes D No O None o Slale O Fedatal O independen

12. 15 AN INDEX SYSTEM USED? {If yes, explain brietly and
vestnbs any hesdwstels ol(were)
a  Yes '

O Neo

18. RECOMMENDED RETENTION

13. NAME AND Wnsrg :

20. TELEPNONE NUMBER 1. DATE

Eho- éy" )"U

DGS $50-¢ Movises 197
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M1 RUCIIONS .

MVILED RECORD SERIES.
SCHEDULE (DS 350.1)

1. DEPARTMENT/AGENG"

VYPE O § N1 A SEPAAIE FORN FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL BERVICES
RECORDS MANAGEMENT DVISION

1275 WATERLOD ROAD

PO. BOX 276 - s85UP, MARYLAND /]

1 Division

AGENCY RECORDS INVENTORY

Page

3. uny '
%&»&f@ ai'i'““"“‘

B DEFINITION - Recosde Bortas - 4 Proup of telated ragerds netmally fied and uved as o wolt for teferangs ms

woll 20 1etuntion and dispasitien purpenes.

| 4. AEcoRD BEMEB L1 U

/zb-uﬁm dﬁnéj""“ (pcae mai

0. EARLIESY YEAR | LAVETEST YEAR

2 o_Lams

RECOND NERIEG FORMAT(E) 0. RECORD SERIES SEQUENCK . VOLUME
. O Fie Drowens)
© Letier Size O Microfiim O Aphsbeticat © Mictoliim Resl (o)
Q Compuier Tape (9
Q Legst Sze 0O Computer Tape © Numercy G Othey {Sperdy)
-'—-&—__
O Bound Boock © Floppy Disk © Chionological Number
Audio T D Video Tape O Geographical 10. ANNUAL ACCUMULATON
° we : © Fle Orawer (9)
(Snecily O Other (Bpeciy 0 Microlim Real (v)
0 Other e o O Compvter Tapels)
O Other (Specity) . ____
Nymber
” 11, FILE |8 YSED 12, FILE BECOMES INACTIVE AFTER
a Oawy 0 Weekly 0 Monthly O Monih(s) 0 Yeas)

Nutnber

13. CURRENT LOCATION(S) (Didg. iocr, Room)

0 Yes

14. I3 RECORD SERIES DUPLICATED ELSEWHERE? (i yes. soecily ngency o1 office)

0 No

13. ACCESS RESTRICTIONS (If yes, cite law(s} & reputation|s)

O Yes g No

15, AUDIT REOUIREBEMS

O None O Sple

O Federnt D

Independent

1}

17. IS AN INDEX SYSTEM ULED? (If yes, explain biiefly ang
descibe any hesdwarelso iware)

U Yes : 0 No

10. RECOMMENDED RETENTION

Y

W/’l&“’ ‘Y

IG5 350.4 (Novisen 1my)

0. VELEPHONE NUMBER

_—

%

2. DAIE,

67/) - /4

Jro
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INSIRULIQNS - DYIE GI PRENY A SEPARATE Foru FOR EACI NEW
IVISED RECOND SEMES, §IRWARD WITH RECORDS RETENTION
MHEIAE (VTS 550-1)

1. DEPARIRENTIACENCY

e e i
OEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVIBION
7275 WATERLOD ROAD

P.O. BOX 275 . JESSUP, MARYLAND 20704

ﬂ DEFINIVION - Reco-de Sertap - A proup of ralated

tecorde nosmslly Alsd sod used e & wnit for teferonse as

well 8¢ tetonlion and Clapesion Purpesne.

4 RECORO SERIES MITLE

%AW&&:A AAJ

§.  EARLIEBT YEAR f LATETEGT YEAR

f’&w.a?au/

6. RECORD BERIEE DEACRIPLION ( Briefly doscide 1he fypes of Wdormyilon'documenis/ioims found ih the Saries, Inchide the puipose or function of 1he Sees)

<s 7AIP

. 1. AECORD SERIES FORMA '(8) 8. RECORD SERIER BEQUENCE ). YOLUME
D Fite Orawer(s)
O Lelter Sge o Miciolim © Aiphsbetica) O Microlem Reet (3)
O Computer. Teoe {8V
O Legal Size O Computer Tepe O Numwrical é" O Other (Bpactly}
B Bound Gook O Floppy Disk 0 Cheonologics! Number
D Audio Jape 0 Video Tope 0 Geogiaphical 10, ANNUAL ACGUMULATION
O Fila Diawet (3)
® Othes (Specily) O Ollwr (Spec O Miorotim Reel (5)
(Specty "l O Computer Tape(s)
O Other {Specily)
E ) Number
11, FILE I8 USED 12. FILE BECOMES INACTIVE AFTER
0 Daily 0 Weekly O Monlhly Q  Momn(s) a  Yems)

Numbe

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

14. 13 RECORD SERIES DUPLICATED ELEEWNERE? (I yey. specify agency o1 office)

D Yes

o Yes O Ne
5. ACCESS RESTRICTIONS (! yos. cite lawis) & legulations) | 16. AUDIT REQUIREMENTS
O HNe " a None O Sige O Fedarel ©  independent

17. IS AN INDEX SYSTEM USED? (i yes. explam brielly and
desube any hardware/so Iware)

U Yes N O No

10 RECOMMENDED RETENTION

JAYY (‘é-t ol

[l &3 L

L1y

. NAME ANW M 2. VELEPNONE NUMBER "1 . ome e
| Plio S
L — —— ——

DS $80 8 (Anveed 197
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SENEOULE UGS 350-1)

1. DEPARIMENYIAGENC

WSTRUCIRUNG - 1¥I'€ O £ IONT A SEPARATE FORM FOR EACH Ngw
REVISED RECORD GERIES. FORWANL WiTH RECORDS RE}ENTION

e = — -
OEPARTMENT OF GENERAL SERVICES AGENCY RECORDE INVENTORY
RECORDS MANAGEMENT DIVISION
7273 WATERLOQ ROAD

PO. BOX 275 - JEGSUP, MARVLAND 20784 Page ot

4 Uivision

3. UL ) .
M Ck drds’

H ) DEFINTION « Retorde Sertes -

A group of related recerde Sarmally Bled snd wase a9 o enit far reforenee os well 8¢ rstsnfion and #haponilen POIpOee. I

4. NECORD SENIES TWIL::

8. EARULIEST YEAR 7 LATETEST YEAR

./ RN

0. RECOAD BERIEE DESCNIPTION ( Briatly descrbe the iypes of miormglion/documaniaiomsy

@kbm .

- -

]!Ln diygeal -t,;./e.v - '9'7

tound in the Series. Inciude 1he purpote of tunction of e Seies)

1. RECORD SERMIER FORMAT(B)

0. RECORD SERIES SEQUENCE 9. VOLUME

B Fie Drawet(s)

O LeRer Size O Microlim O Aphabelical O Microkm Rewl (3)
/ O Compvier Tape (s}
O Legsl Sae a Compuler Tepe O Numarical / 2 ; O Oher (Specdy) . _______
€ Bound Book a Fioppy Oisk 0 Chronokgical 7/ Numbdw
6 Audvo Tepe O Video Tepe a Geogiaphical 10. ANNUAL ACCUMULATION
: O File Oizwer (3)
het . © Other ’ 0 Microlivo Roel ts)
tl Other (Specdy) ____ (Gpecty) ____ O Computer Toouts)
o Ovhr (Spectly)
Number
1. FRE 8 USED 12. FILE BECOMES INACTIVE AFTER
D Daky C Weely O Moniy ———— O Mos) @ Yemls)
Numbder

13. CURRENT LDCATION|t ) (Brdg.. Floor, Room)

14. 13 RECORD BERIES DUPUICATED ELGEWHERE? @t yes. specify agency of office)

DGS S50 feviand 179)

O Yes o No
{| 18 Access RESYAICHONS 1 yes, cite lawis) 8 cequiationis) | 16. AVDI REGUIRENENTS
O Yes 6 No O Nome o Sigte o Fedenl O independeni
¥7. 1S AN (NDEX SYSTEM USED? (1 yes, explain buefly snd | 10. RECOMMENDED REVENTIC .
tescrbe any hardwarel: oftware) Retain 3 years, and until all audit n
: then
v oYes o No requirements have been met,
o , destroy
19, NAME A ﬂ; r%’ 2. YELEPNONE NUMBER 20 DATE o
Ylh Kt /o0
e, =y = —— s o
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WSTAUCHIONS . YYrE 05 PHING A SEPANATE FORM FOR EACI NEw DEPARTMENT

OF GENERAL SERVICES AGENCY RECOR
REVISEO RECORD AETIES. 1 ORWAND WITN Q¢ REY CORDS MANAGE M8 08 INvENTORY
SCHEIRRE ucs 3504 o R N nnumma':»m o )
PO, BOX 275 . JEASUP, NARVLAND 20784 Pege

1. OEPARTMENYIAGENCY : P

3 UN, o
}/&,‘ lvvd- o & }J"‘\‘M‘.v‘

DEFIMIION - Rocu-dn Sorles - A yroup of esluted rscerdsy Rosnndly fed snd used o9 o unit for teferense as
4. RECORD SENIES TITLE

wall 09 elenfion end Siepoeiven PEIpetee.

§. EARLIEST YEAR / LATETEST YEAR

/7 D/CDQZL&&MAC zé'a""“' (D MC"\D) 27w

. RECOAD SERIES DESCRIPTION ( Brlslly descide the types of information/documentsorms found i the Sorien. Inckie the purposs or function of ine Saeries) ]

Oe,ﬂ.. A 0;7/ /L%"’f} 4 &‘I“'nmq...iz;r 0!’»-60\40;04,@,‘}

7. RECORD SERIES FORMA! ¢§) 8. RECORD GERIES SEQUENCE . B VOLUME

O File Drawests)
O (eler Size o Microlim O Aphabeticsl O Migohim Reel (3)

Q Computes Tape i)
O legal Sqe 0O Computer Tape G Numeriesl 0 Other (Specdy)

© Bound Book a fioppy Disk Q@ Chionologics) Number

O Audio Tape O Video Tape O Geographical 10. ANRUAL ACCUNULATION

’ O Fis Orawer (1)

OOWet{Speedy) . © Ohwr (Specify O Microlim Resl (s)
‘ " ' O Computer Tape(s)

Q Oirer (Spaclly)

———— e —

Nomber . :

91, FILE )§ USED 12. FILE BECOMES INACTIVE AFTER

0 Daily a  Weekly O  Monihly O Monins) O Yamis)
Numder

n CURRENT LOCAIION(S) : Didg.. Floor, Room) 14. 18 RECORD SERIES DUPLICATED ELSEWHERE? (4 yes. spacify agency ar oiike)

O Yes . B No

15. ACCESS RESIMICYIONS i yes, cite law(s) & reguistion(y) 15. Aunly REGU"!EIE”“

0 Yes ___ 0 No O None O St O Fedos! O  independent

11. 18 AN INDEX SYSTEM US3D7 (W yes, explain buielly and 18. RECOMMENOED RETENSION : ,
describe aiy hasdwarelsol:- ware) ' . s -, 1 Y,
- Redoes L s / 7 A —Afu [l 5,
o No ‘/Z/L e ,
g 4 LW 4
A% VA/ it
20. YELEPHONE NUNMBER 21. DATE

Fho =51 /oo

NAS 850 & Rmised RN
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- CEFINITION « Rerordn Series .

: ; 16/24
410 632 3131; Dec-27-01 12:41PM; Page

-
wumwmm AGENCY RECORDS MVENTORY
RECORDS AAMAGEMENT OnisIon
713 WIERL.00 ROAD - ——
PO. 30x 713 . Jw, WenLAD aan Poge a

& by
; . )J v Gl digo

naaan

4 RECORD SENES L

well 2y setengen ang divpositen PSrpeess,
8. EARUEST YEAR ¢ LATRTERY VEAR

e

79 1w
& REcoRD "m'""“’"'“(MMWMdeMhNM tnckxds the owpere of Nnciion of e Senes)
Fy a9 NPS Jund flog,s -
.. SR
-— N 4 s .
7. RECORD SERIES FONMA 1:4] 8. RECORD SERIES SEQUENCE 9. VOLUME
O Fie Orawans)
O Lefier Sie O Micggim D Abhabeticnl ' C Micofim Rest fy)
L B Computer Tspe f3)
-] lepu Ske Q Compuer laps O Numevies 2 Other {Speciy)
© Dound Book O Floppy Digk O Chronoiogicat Numder
0 Audo npe O Video iage a Gm [[ % ANNUAL ACCUNULATION
. Q Fie Divew |9y
OOher(Specir) © Other (Speciy) O Micsoiin Red in)
O Computer Tavwes)
O Qther (Spectly)
Number
11, FILE 15 UBED 12 FILE DECOMES IRACTIVE AFTER
‘Q Daly O ‘Neeky O Monihy D MomNy) O Yem(s)
Number
T CURRENT LOCATIONIS) (310, Floos, Room) 14, 19 RECORD SERIEE DUPLICATED ELSEWNERE) 01 yos. speciy apency o aifice)
: g Y o No
1 l‘
18 ACCESS RESTRICTIONS [ yes, o lawis) § tequalionts) | 18 AUDIT ATQUINEMENTS
Q0 Yoy Q0 Ne 0 None a S O Fedead O Independen

12, 15 AN Inoex system usED?Y ot yea, explain brielly and
drsude amy Mmmﬂ

0 Yes ) a

Screen annually, Destroy matenial havma no
forther fiscal, legal or operational value. Retain ="
8. RECOMMEHDED REVEHT permanently any matenal that serves to
document the origin, development and
accomplistments of the department. Transfer
periodically to the MD State Archives

1% NAME ANO TITLE OF PREARER

20. TELEPHONE NUMBER , 2i. oare J’/o*- ~§, e
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410 832 3131; -
wmmmam mww
mﬁmﬂm
1T WITR00 NOAD

—

Page a

———me

d vt
i ) t
£ .«K--J‘"‘- oA iy

N

oy filed and nead o0 ¢ 9aH fo¢ refovence oy well 55 tetaados and dispasiven BErpoven,

4 RECORD SEMIES M E

G}M/::[ /é }4“"‘5‘ W‘L“i - :iro____

' CORD GERIES DEBCRIPIION ( Brelly geserbe e {rpes of

A wmwm:ummmn

" 7. RECORD SEMES FOAMAYS) & ABCORD SENES sEQUENCE 9. voLume
G Fla Dipwarty)
o lefle Ske O Microtam @ Aphobeticy/ 0 Micofim Reel fy)
O Comuter fepe 10
O Legat Sie O Compue Iace S Nuneicsl O, Giher (Specily)
Q@ Bound Bock Q Flgey Disk O Chronolegical Nunder
Q Audo | O Video ! o sohicad 10, ANNUAL ACCUMULATION
» *e Geor . Q Fle Ciawer (9)
OOhe(Specty) ___ © Other (Specity) a Computer Yaputs)
" Q Other (Specy)
4 as @b)f’"
‘.' “
1L ALE s usED 12, FILE DECOMES INACTIVE AFYTER
‘a Dsiy O Weckly O Moniny — O Noudy) QO Yean)
MNurnber .
n HY LOCANONIS) [dg. Floor, Room) 4. 18 RECOAD SERIES DUPLICATED ELSEWHERES 08 yeu. specily agency of oifice)
2 0 Ye o No
13, ACCESS RESTRICTIONS 0t yes. cle bw(s) 8 seguiation(s) 16 AUDIT REQUIAERIENTE
0 Yes 0O N o Wone O Stae O Fedendd O independent

1. 1S AN INDEX 3YSTEM USED? m yes, explain briefly ang
desate any hardwarelso twane)

i '?2&—7@&%”

1. RECOMMENDED RETENTION

Redues s o Yot U 5, A, e

1. NAME AND 11ILE OF PREPARER

20, TELEPHONE NUMBER , 2. oare Ble-Fw |
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FIVSID RECAD SIRER  FORNVD WTH RECORDS e Ot iy ‘mwwm AGENCY RECORDS PVENTORY

BANAGEMENT

.

Puge o

L DEPARINENTIAGENCY -

DEFIMITION « Rocueds Serten « A graup of selsted records

aermally flsd sad uued ae § enlt for Taforanse ae well 30 Jotantien and Sleporiten purpones,

4 RECORD SERIES TILE

7. RECORD SERIEI FORMA: (%) 0. RECOAD SENES STAUENCE

. G Aphsbetical
O Legs 8¢ O Computer Teps S Numeicsd

@ Lettr Sue O Mioo/dm

@ Dound Bock O Floppy Disk O Chronalogical Nunber

O Audo Inpe O Video Inge O Geopephics 18, ANNUAL ACCUMULATION

. ‘ ¢ ) ) S Fle Diawer {3)
O Ot (Spocty) L3 “gar g fpen dic. D Other (Spncihy] . 3 Ui res 64
. O Othes (Speedy)

———bet—

Number

1. FILE 18 USED 12. FILE BECOMES INACTIVE AFTER

.G Uady O Weekly O Monihy

— Q MonMs) O Yewy)
Numbes

11 CURRENT LOCAIIONIS) €1y . Flecs, Room) 14, 18 RECORD SERIES DUPUCATED ELSEWNERE) B yes. specily agency o otfica)

O Yo . Q@ Neo

v
3. ACCESE RESTRICTIONS (1 yes. cie taw(z) & reguistion(s) 15, AUDIT REQUIREMENTS

9 Yoo _ 0 Mo 0 Nom QO Siste Q  Indepencent

17, 13 AN INDEX SYSTEM USED 01 yes, exphain briefly and 18. RECOMMENDED RETENTION

:::EW Redoei Gusd ey flis 5, A d!;:;(% _

19, NAME AND 111LE OF PREPARER 20. TELEPHONE HVUMBER 11, OAlE aﬂm -5 /” /o—o
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WRIGR00 NOAD
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RECORDS MANAGEMENT CVIBION ]

Pae o o

l ?_\4 ik (i b

—

- DENMNITION « Rocords Sortes . A 9roup of reisted rape

#9 asronnlty fied ad peod oo o wnlt 107 1oleronee o

4 RECORD SENIES TITLE

woll 18 Ut and Slspesiten puspeses,
L EARLIEST YEAR/ LATETEST YEAR

1)

& RECOAD SERIES DESCUPTION ( By Orscrbe the tpes of rmesaviocumaeyrerms forsd 1 e S, P oo s o i :

’. RECORD SENIES FORRAT(S)
) O Leller Size O Migoldn
O Legal Se a Computer laps
O Bound Bock © Floopy Disk
D Auts Irpe O Vdeo fce
O Othet (Specy) _/_ = D oo 4@ Aopdee
. Pz

. RECORD SERIES SEQUINCE
Q Aphmbeticl
© Numericd
O Chronokogicel
9 Geopephica
O Otver Spnaly)_

9. VOLUME
O Fis Diaweres)
D Miguiim Resl iy
G Commdw lme it
0 Other (Specty)

e ———

Number

10. ANNMUAL ACCUMULATION
O Fle Dsawer (s)
D Microiim Reel fs)
O Computer Tepets)
Q Other (Speesy)

—— s
Number

1. FLE 18 vsED

‘'O Osiy O ‘Neekly O Monityy

12 FILE BECDMES INACTIVE AFTER

R

Number

O  Momshis} O  Yewms)

13 CURNENS l.l?tMlO“(Sl ¢34y, Floor, Room)

-

14, 15 RECOAD SERIES DUPLICATED ELSEWNENE? (1 yes, secily agency o otfice)

g Yes

o No

1. ACCESS RESIRICIIONS {1 yes, cle awis) 8 regulation]s)
2 Yo 0 Ne

15, AUDIT REQUIREMENTS

Q None 0 Shaie

0 Indepencent

1. IS AN INDEX SYSTER UsiD? @ yos, explainn briefly and
detcsde oy hwdwmessolivare)

O Yex

8. RECOMMENDED NETENTION

frelacs Guact b pbo. s 7 R izl e

1. BAME AlD TITLE OF PRESARER

20. TELEPHONE NVMBER

, 2. ont.,,f/,-o -8 [
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ARTMENT OF GENERAL SERVICES AGENCY RecoRDS MBTonRY
RECos Dlmlﬂlllmn .

Ohvanon

Poge -— O

e ——
\f

DERHITION - Recosds Sortes -

' .}AA ;’-L-j"v a d"‘“"**‘ :

| o recoRp sEnvEs L

woll 49 retentne sad dispertten PPOeee.
L EARUEST YEAR ¢ LATETESY Yean
‘f? 10

1. RECORD SERIER FORMAI(S) 0. ACCORD SENES SEQUENCE % VOLVME
O Fis Oiswerts)
O (eller Size O Microldm O Aphsbetical Q Miguin Red y)
. O Comouter taoe ts)
o Leg She O Compuet Inpe 0 Numerical O Ooe(Spacly)
© Oound Bock 89 Flppy Dist O Chronalogical Numoer
" D Awol 0 Video Ts O Googschica 10, ANNUAL ACCUMULATION
hat . - a Goopsobical _ Q Fie Drawes ()
0 Othey — M O Microfim Redl (3)
1%»—1_4._.;_, (,é" O Other (Speclly) O Compun Teoets
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