DEPARTMENT OF GENERAL SERVICES Schedule No. /)% 7 y
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3
Agency Division/Unit
Hagerstown Public Safety/Fire Department
Item No Description Retention
1 Building inspection files Destroy material having no
-contains but not limited to: inspection reports, further Legal, Administrative,

correspondence, complaint reports, building permits, zoning Fiscal or Operational value.
certificates (copies), final inspection reports

2 Training attendance reports by subject (sign in sheets) Retain for the length of
employee’s service, then destroy

3 Protective clothing/personal clothing issued Retain for the length of
-contains but not limited to: background investigations, list of | employee’s service, then destroy
type of clothing issued signed by the firefighters, clothing

issued

4 Firefighter training record: listing by firefighter of training Retain for three (3) years after

- | recetved, subject, hours, instructors, training record, termination of employment, then

correspondence, certificate of completion, student record destroy.

5 Personal information files: information form, intelligence Retain until updated or
reports superseded, then destroy

6 General files/personnel Retain for three (3) years after
-contains but not limited to: employment applications, sick termination of employment, then

leave report, personnel forms (blank), physicals, I.D. badge destroy.
applications, exit interview forms

Approved by Department, Agency or Division Representative Schedule Authorized by State Archivist

Date [0 - PP Date IDEC 3 1999

i y ﬁfm ) /
Signature 4‘"’ Signature C. y éé‘;ﬁ-'“

Type Name GeorgiAnn N. Breichner

Title City Clerk




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. /% ?,V

(CONTINUATION SHEET) Page 2 of 3
Item No Description Retention
7 Vehicle specification files: specs for vehicles purchased, Retain for life of vehicle, plus
specs for any equipment added to the vehicle, invoices, two (2) years, then destroy
brochures, manuals, correspondence
8 Vehicle service and repair files Retain for life of vehicle, plus
-contains but not limited to: repair and maintenance record, two (2) years, then destroy
invoices, damage reports, MVA accident report
9 Driver’s daily vehicle inspection report of each vehicle: Retain for three (3) years and
vehicle I.D. number, tag number, test performed until all audit requirements have
been met, then destroy.
10 Knox box files: location of knox boxes in various city Retain for life of knox box, plus
buildings, installations two (2) years, then destroy
11 Apparatus and equipment: test performed on apparatus and Destroy material having no
equipment, correspondence, testing specifications, cost tab further Legal, Administrative,
sheets, invitation to quote, inspection certifications, annual Fiscal or Operational Value.
testing reports
12 General files Sreen annually. Destroy
, -contains but not limited to: correspondence, annual reports, | material having no further
minutes of meetings, board of public safety, minutes of administrative, fiscal, legal or
captains meetings, attendance records, 911 plan, news operational value. Retain
articles, petty cash, press releases, staff meetings, check permanently any material that -
request serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.
13 Purchasing records (3™ copy) Retain for two (2) years, then

destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. /.. AU

(CONTINUATION SHEET) Page 3 of 3
Item No Description Retention
14 Investigations Retain for ten (10) years, then
-contains but not limited to: investigation report, photo, destroy.
handwritten notes
15 Maryland Fire Incident Reports — Retain for five (5) years, they

destroy.




INSTRUCTIONS ~ TYPEVOR PRINT A SEPARATE FORMWFOVR EACH‘NEW
REVISED RECORD SERIES FORWARQ WITH RECOROS RETENTION
SCHEOULE (DGS $50-1

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794 Page : ot

1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

Mpgercsizign’ P//é/)&é}?ﬁé;@ Fire

OEFINITION - Records Serlas - A group of related records normally filed and used a3 a unit for reféfence as wall as retention and disposition putposes. '

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

Bis Jdywry fspaTion fFhes | —

6. RECORD SERIES DESCRIPTION (4refly descrte the types of information/documents/forms found in the Senies  Include ine pu.'p/ose or functien of the Seresy

CONIZ)R25, bict NoH Ly 12/ 7 To 7 INVSPET)on? 0efor/s
Corresprodenie ; Complhit? h2I 757
Bles e 1455 Fer-pes 7 o~ ZDM/;/Zder-Tc@p/és .
FINBL INspeest7on’ Seprr)s 5 7a ”

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
oter Size a Micrefiim {pnatetcar a Microfidlm Reel (si

O Comguter Tace js!

0 Legal Size a Ccmputer Tzce S Numencal O Ciner {Specily)
0 B2und Baok O Fioppy Qisk 0 Chronolog:cat Number G‘(-, ﬁ’_
Q Aucia Tape Q Video Tace T Geograghical 10. ANNUAL ACCUMULATION
. - O File Drawer (s}
Q Ctrer (Specily) a Cther (Speciiv) QO Microfilm Ree! (s!

O Comcuter Tapels)

6%67_— O Other (Specilyy

el Number

-

11. FILE IS USED 2. FILE BECOMES INACTIVE AFTER

Daty O Weekly a  Monthly _ o Month(s) o Year(s)
Number

Py

4. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. spezify agency of olfice)

om); :
<
/ o Yes o No

15. ACCESS RESTRICTIONS (If yes. cite law{s) 5 reguiation(s)

13. CURRENT LOCATION(S) (Bidg.. Flaor. Room)

=re glppn” B

—
o

. AUDIT REQUIREMENTS

U fes 3 No G None a Slate O Feogertal G Independent

17. 1S AN INDEX SYSTEM USED? (tf yes. exciain cneily and 18. RECOMMENDED RETENTION
uente any hargware/software) ’

T e Grewerat FIAe St o

19. NANE ANO TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

€638 S04 Fensed 1/93)




NSIRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDNS RETENTION
SCHEOULE (DGS 550-1}

RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 2074

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTJORY

Page of

1. OEPARTMENT/AGENCY

Zﬁ%ﬁjﬂfd/

2. DIVISION

Wé&/‘/ 69%

3. UNIT

AR 2

OEFINITION - Records Serles - A group of related racords narmally filed and used as a unit {or reference as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE

ﬁ#/x///ﬁ; ezt Sapry 7=

§. EARLIEST YEAR /| LATETEST YEAR

/70 CHI7E27

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

Incluce ihe pu.pose ot functicn of the Senes’

Portlgnoce Bopord'= &y Sréde7 7,

(/AT //Oéla:ls

RIES FORMAT(S)

. RECORO
Lester Size

8. RECORD SERIES SEQUENCE

9. VOLUME /
Fie Drawer(s)

\\_,f-

Number

O Micichilm O Alphatencat O Microfim Reet (s}
a Computer Tace is!
Q Legal Size o Ccmputer Tzce umencal z a Ciner (Specily)
G Bzund Book a Floppy Disk O Chronolog:cal Number %Fz_
0 Aucio Tape a Video Tage T Geograghical 10. ANNUAL ACCUMULATION
a File Drawer ()
a Ctrer (Specify) a Clher (Spectiv} G Microfilm Res! (s}
O Comculer Tace!s)
W O Other (Specily)
s Number
11, FILE IS USED 12, FILE BECOMES INACTIVE AFTER
@K O Weekly 3 Monthly ©  Month(s) o Year(s)

13. CURRENT LOCATION(S) (B!dg., Floor,

Free 20 &

oom)

g Yes

14, IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

C No

15. ACCESS RESTRICTIONS (If yes. cite law(s} & requiation(s)

v Yes o No

16. AUDIT REQUIREMENTS

O None a State

O Fegeral

O Independent

17. IS AN INDEX SYSTEM USED? (I yes. exciain creily ang

e erpe any hargware/software)
r/ﬂo/

T as

Tt

18. RECOMMENDED RETENTION

ng%f For e
L) & /ee‘;u écfr/:V’/;zJ—#

J

n—

19. NANME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

’ /

21. DATE

£638 §80-4 Tepsed 1193)




[RSIRUCTIONS - TYPE O PRINT & SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION RECOROS MANAGEMENT DIVISION

SCHEQWLE (DGS 550-1) 7275 WATERLOO ROAD )
PO BOX 275 - JESSUP. MARYLAND 20794 Page : of

. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

/%%W:#’/m/ A éﬁﬁ’ﬁ“ oy DT

OEFINlTION Records Series - A group of related records normaily filed and uud s umt for eleunca as wall as rotention and disposition purpases.

4. RECORD SERIES TITLE p,/DWM &/ﬁ%j / 5. EARLIEST YEAR / LATETEST YEAR
\ CHITE
| A /d:szr i

§. RECORD SERIES DESCRIPTION ( Brefly descrte the lypes of jfarmation/documentsiforms found In Lhe Senies  Include ihe pu.'p?)se or functicn of the Senes)

CONP NS, boir7 /MW“L//Z'/ZE&/ I 7 .é’#&kjr‘mz;d
Jovesy W 17125 /«/ o7 of~ Jyppe /ﬁ‘ @,/me%/,m,

JES0 FIrEf g s - Jﬁ%«zﬁ
Pro 7’7907%/ o+ /’6/ /Zﬁ#/ e L Jseired
k perseis/ &/ﬂ/’///ﬁ/ /é:.sz/sfd’ Tl Is

j/y/mﬂég/-' = 999,

& /x//?/ﬂ/e,

7. RECORD SE FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
/S . / File Drawet(s)
~ter Size a Micreilm Alchatenical / a Microfilm Reel (s

a Computer Tace is?

a Lezal Size o Comgputer Tece S Numencal O Cther (Spezily)
QO Bzund Book a Floppy Disk G Chionoleg:cal Number &k, //7 -
o Auco Tape G Video Tape O Geographica 10. ANNUAL ACCUMULATION

o File Drawer (<)

O Microfilm Ree! (s}
O Comcuter Taoe!s)
Q

W Other (Specily)
- Evg/re Co. e

0 Ctrer (Specily) a Cther {Speciy)

11. FILEIS US ’ 12. FlL‘{BECOMES INACTIVE AFTER
Dally 0 Weekly a  Monthly _ O Monith(s) O Year(s)
Number
KURPENT LOCATION(S) (Bldg.. Floar, Roopm) : 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
/ﬁ//y 7 a Yes 0 No

15. ACCESS RESTRICTIONS (If yes. cite law(s} % requiation(s) 16. AUDIT REQUIREMENTS

o Yes o No O None a Slate a Fegeral O Independent

17. 1S &M INDEX SYSTEM USED? (I yes, exgiam cnefly and | 18. RECOMMENDED RETENTION K@fj/,@ ﬁf\/" S 7%

wssnce any hargware/software)

\ _ V=7 Yoeels Seri?se
- ' sl 51/4[64’ 7 or

19. NANME AND TITLE OF PREPARER 20. TELEPHONE NUMEER / 21. DATE

CriS 850.4 Fensed 1/93)




SCHEOULE (OGS 550-1)

INSTRUGTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

 AGENCY RECORDS INVENJORY

‘Page of

1. DEPARTMENT/IAGENCY

Maperssiowmn>

2. DIVISION

Tl e St

3. UNIT

CEFINITION - Racords Sarias - A group of releted records normally filed and vsed as a unit for rafagénce as

oreDerT

wall as retention snd disposilan purposes.

4. RECORD SERIES TITLE

Fire F/}/fép %ﬂ/z& frored,

5. EARLIEST YEAR / LATETEST YEAR

[T ClIFE T

/Z'ézen/zﬁd

TRE 89/0//07

6. RECORD SERIES DESCRIPTION { Bnelly gescrite the lypes of in!ormalid ‘documents/forms found in the Series

Lo, BINES  LehSTo27

{544&%1;7‘

j{ecﬁm/ Lo Frizs
oF c@mp/ef 2 éy’m/g/ﬁf@ﬁw

Vel ez ol Fir rzﬁ;@éf‘é

75

/ Y ﬂf‘/%%/ ﬁ
%L/fé W= / ) -

/pz{/ezét‘ “

d@"T /C &

7. RECORD § S FORMAT(S)
erter Size

Q0 Lzgal Size

O Micrefilm

a Ccmputer Tzce

O Beund Book QO Floppy Disk
0 Auzio Tape O Video Tace

Q Ctrer (Specily)

8. RECORD S ENCE
Alpnatetical

Numeuncat

(8]

[a]

Chranolog:cal

9. YOLUME /
File Orawer(s)

a Microfim Reel (s}
a Computer Tace |s!
a Cther (Spezily}

Cue F7

Number

Geograohical

8]

Cther (Spectv)

NI

10. ANNUAL ACCUMULATION
O File Drawer (s)
o Microfilm Ree! (s}
O Comcuter Tapels)
O Other (Specify)

T

‘as

o Numbet
11. FILE IS USED » 12. FILE BECOMES INACTIVE AFTER
GK O Weekly g Monthiy ‘ O Momh(s) O Yeads)
Number
13 CURRENT LO ATION(S) (Bldg Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or office)
C  Yes a No
15, ACCESS RESTRICTIONS (if yes. cite law(s} & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes 3 No G None a State O Fegeral O independent
—r
17. 1S AN [NDEX SYSTEM USED? (f yes. excian cnefly ana 18. RECOMMENDED RETENTION ﬁé?%/,{) y < RGeS
aennpe any hargware/software) ’

Bz Jer 72287

o, Ae,cﬁ

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBK

21. DATE

L3S $50-4 Tensed 1931




INSTRUGIIONS - IYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARD WITH RECORQS RETENTION
SCHEDULE [DGS 550-1)

7275 WATERLOQ ROAD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION

PO BOX 275 . JESSUP. MARYLAND 20734

AGENCY RECORDS INVENJORY

Page . ot

1. DEPARTMENTIAGENCY

[t rest B

2. DIVISION

eletpo \5/44”—"@74/-

3. UNIT

Fre /Mah=/

CEFINITION - Records Serles - A group of telsted records nosmally filed and used 23 2 umt forr

onco as woll as retention and disposition purposes. !

4. RECORD SERIES TITLE

Ferzpm!. i erneoes o jes

5. EARLIEST YEAR / LATETEST YEAR '

[T X C4tLVERTT

6. RECORD SERIES DESCRIPTION ( Briefly descrite the types of information/documents/forms found 1n the Senes

INFDrmastions Fortet ; INfel serie fe

. ”
Include ihe purpose or funclicn of the Senes)

/7S
Z

7. RECORD_SERIES FORMAT(S)
Lester Size D

Micrefiim
0 Legal Size o Zemputer Tece
O Bzund Book O Fioppy Disk
Q Aucio Tape O Video Tace

O Cirer (Specily)

8. RECORD SERIES SEQUENCE
2 Alpnatelca

S Numerncal
O Chronolog:cal

O Geographical

0

Cther {Speciv)

9. VOLUME M‘/
e Drawer(s)

O Microfilm Reel {s)
O Computer fa:n is!

2 Q Cther (Specily
Number % 'P; 7 >

10. ANNUAL ACCUMULATION
Q@ File Drawer (<)
C Mcrolilm Reei (s}

NIHE

O Comcuter Tape(s)
a Other (Specify)

Number

11. FILE IS USE
Datly O Weekly

3 Monthly

12. FILE BECOMES INACTIVE AFTER

Number

a  Month(s) o Year(s)

13. CURRENT LOCAJION(S),(Bldg., Floor, Ragm)

FHE LM B

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

o Yes O No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMERNTS
U Yes 3 No C None a Siate O Fegeral G Independent

17. IS AN INDEX SYSTEM USED? (If yes, exciain gneily and
ueste any hargware/soliware) '

‘ag y‘l‘/

OV SkefPe =
27

18. RECOMMENDED RETENTION é@/ﬂ ﬂWA M‘
éﬁdeé[ =

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER]

21. DATE

Cr3S $50.4 Fensed 1193)




INSIRUCIIQNS -- TYPE QR PRINT A SEPARATE FORM FOR EACH NEW

UOEPARTMENT OF GENERAL SERVICES AGENCY RECOROS (NVENJGRY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEOULE {0GS 530-1 7275 WATERLOO ROAD :
PO BOX 275 - JESSUP. MARYLAND 20794 Page . ot

1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

z’z%é/”a?l' e ethre é%%ﬁ [Frre Deprs

OEFINlTION Records Series - A group of reisted records normally filed and used as a um( for raf8rence as

4. RECORD SERIES TITLE /%6 / /gﬁ_ﬁ?/’// 4

well as retention and disposiion purposes.

5. EARLIEST YEAR / LATETEST YEAR

Grenier=2.-

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lypes of information/@ocumentsiforms found in the Seres

TC

Incluce ine pu.pose or functicn of the Senes’

Cowtams, birT A7 Zindifer 7 = Enplognreaecss
/4/0///6/97’ﬁx76 Y, S/EK. L, EVE /@W/Z’" frersomroed.
FEij[g/y/g//z) /7 5)0/9%\'5 4. £ 6@@
WP 0 tronss s TEXTT JWTErited farrss B,

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

9. VOLUME /
/ Fie Qrawe!(s)
o Micrehlm Alpnatelical

Q Microfilm Reel (s)
a Computer Tace |s!
G Numencal O Ciner (Specily)

Q B2und Book a Flogpy Cisk a Chronolog:cal Number c,[// p 7,

O Awio Tape O Video Tace

Leter Size

0 tezzal Size o Ccmputer Tzce

O Geograohical 10. ANNUAL ACCUMULATION »
. - 0 File Drawer (s)
0 Ctrer (Specify) Q Clher {Spectiv) O Mcrofitm Ree! (s}

O Comcuter Tapels)

W Q Other (Speefy)

Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
D{ O Weekly 3 Monthly _

a Month(s) o Yeat(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floar, Room) 14, IS RECORD SERIES OUPLICATED ELSEWHERE? (Il yes. specify agency or office}
P' fZ W/f// U @ a  Yes O No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & requiation(s) 16. AUDIT REQUIREMENTS
G ofes 3 Ne 0 None 0 Slate 0O Fegeral O Independent

17. IS AH INDEX SYSTEM USED? if yes. axpiain cneily ang 18. RECOMMENOED RETENTION %g- %
wmespe any hargware/software) ' @ p / ;

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBEP/ 21. DATE

Cri§ 2504 Tenseg 1/93)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION

AGENCY RECORDS INVENTORY

7215 WATERLOO ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 Page of

1. DEPARTMENTIAGENCY

2. DIVISION 3. UNIT

et~

4%7%6/575/%1/

DEFINITION - Rocorda Serles - A group of related records normally filed and used as a unit for foference as wall as retention and disposition purposes.

4. RECORD SERIES TITLE

VeI fe SPE0 [t Tlmnes F7 e

5. EARLIEST YEAR / LATETEST YEAR

10

IPECIF
Tie Vetile,

6. RECORD SERIES DESCRIPTION ({ Buefly descnte the lypes of information/do

— NP/ =S /'
P s ls - Lorres ppodece, B,

e Seres

cumentgforms found n Incluce ihe pu:p?:se functicn of the Sepes)
o FBr Jeh)e/ms /o;//a/ g

speci e dipns For

<

/

S 2L e I ES

7. RECORD SE FORMAT(S)
wter Size a

Micreilm

0 Legal Size o Cemputer Tece
Q Beund Book g Fioppy Disk
a Audo Tape O Video Tace

a Cirer (Specify)

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

a Alpnat Q Microfilm Resl (s)
Qa Computer Tace is?

3 O Cther {Spezily)
Number dl‘{r F /- &

Numericat

Q Chronolog:cal

10. ANNUAL ACCUMULATION
O File Drawer ()
a Microfilm Ree! (s}
a Comguter Tape(s)
O Other (Speciy)

O Geograohicat

a Cther {Speciy)

Vehitle vb,

Number

11. FILE IS USED

C Daly

O Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

o Month(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Roo)
Fire Zdkw éli/,

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

g Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes o Wo O None a Slate 0 Fegeral O independent

17. 1S AN INDEX SYSTEM USED? (I yes. excian cneily and

wmeste any hargware/software)
a.‘-lo/

o ‘es

18. RECOMMENDED RETENTION Rg%Z/;{)/;';/‘ /,/Fé ﬁF
Vehiete, phes' 2 Jemrs, 1 hee
destr r‘l‘ DP% / /

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 2.

DATE

C638 §80.4 Fenseq 1/93]




REVISED RECORO SERIES
SCHEQULE (OGS 550-1)

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

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJORY
RECORDS MANAGEMENT DIVISION

7275 WATERLQQ ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 Page . o]}

1. DEPARTMENT/AGENCY

//A?(ZMZ%M/

2. DIVISION

/Oz/é//aé/ﬁ:'ez@

3. UNIT

)47/&4[5‘797/_

DEFINITION . Records Serles - A group of related racords normally filed and uved zs a unit for ra{ennce as

wall as retention and dlsposition purposes.

4. RECORD SERIES TITLE

Vol Seryise

5. EARLIEST YEAR / LATETEST YEAR

/577 0 _Ltes /@7—'

Aepz ol

6. RECORD SERIES DESCRIPTION ( Bnefly descrite the lypes of informalion/documents/forms found in the Seties

CONIZY OB, bt 7 N7 Lo 7 7ot ] 2 Ryt by WP,
pecord /x/z/p/a% DiPtipsee Nepr

//@{//W/%WF/ =

. ”
Incluce the pu.pose ot funclicn of the Senes}

/°7" - My77

7. RECORD SERIES FORMAT(S)
@ Leter Size Q

8. RECORD SERIES SEQUENCE

9. VOLUME /
de Qrawer(s)

Micreiilm O Alpnatelipa O Microfitm Reel (s)
/ a Computer Tace s
0 Lezat Size o Cemputer Tzce Numencal a Ctner (Specity)
0 B2und Book 0 Floppy Disk Q0 Chronolog:cal Number
Q Audio Tape 0 Video Tace 0 Geograohical 10. ANNUAL ACCUMULATION
O Fide Orawer (<)
a Ctrer (Specily) a Clher {Speciivy O Mcrafilm Ree! (s}
O Comcuter Taoe(s)
‘é /0 & W_, Q Other (Speefy)
- Nuymber
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
D{ a Weskly 3 Monthly a  Month(s) Q  Year(s)
Number
FCURPENT LOCA!ION(S) (Bidg.. Floor Rogm) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency ot office)
/ ‘ ‘g / O Yes a No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation{s) 16. AUDIT REQUIREMENTS
U Yes 3 No a None

a State O Feogeral G Independent

17. 1S AN INDEX SYSTEM USED? \if yes. exciain oneily and

uente any hargware/software)
9’{"/

o 'ss

18. RECOMMENDED RETENTIONAMZ/K)?D/;\A}FE D/:
)/ﬁ/wa/g f/}us 2 S5 4

13. NAME ANO TITLE OF PREPARER

20. TELEPHONE NUMBF,/ 21. DATE

CAS $50.4 Zepseq 14931




REVISED RECORD SERIES
SCHEOULE (DGS 550-1)

INSIRUCIONS -~ TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORQS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION

AGENCY RECORDS INVENTORY

7215 WATERLOQ ROAD

DEFINITION . Records Serles - A group of related records normally filed and used as a unit for reléfence as

wall as retention and d

PO BOX 275 - JESSUP. MARYLANG 20794 ‘Page of
1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT
/7%45/‘ y 472 Pﬂé//(b \6,4,;%/74 fore =2,

lsposition purposes.

4. Recoro series e DTV E jO ‘D/y//y Z’é/é/tf/
NPT s> Kepr=7—

5. EARLIEST YEAR/

LATETEST YEAR

JIR3 10 Cofy e

IV ) oro g7 7= s yelyake o2,

Ly T DIT5eer pros diily SRz)s.
L0677 Vehiete 1 Wp. 7754 A —~T=S

6. RECORD SERIES DESCRIPTION ( 8nefly descrice the lypes of information/documents/forms found i the Series  Include ihe ou:p/c:se or functich of the Senes)

st/
et

7. RECORD S S FORMAT(S)
wter Size a Micrchim

8. RECORD SERIES SEQUENCE

Q Alpnateligal
& Numerical

9. VOLUME /
de Orawer{s)

a Microfitm Reel (s)
a Computer Tace s:

have been fulfilled, then destroy.

19. NANE AND TITLE OF PREPARER

L3S $50-4 Tensed 1/93)

Q Legal Size o Ccmputer Tece O Crher (Specity)
0 B2und Book o Floppy Disk 0 Chronoleg:cal Numbet
G Aucto Tape O Video Tage 2 Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
Q Ctrer (Specily) a Clher (SOEC!iVl o Microfilm Ree! (s}
0 Comguter Tape(s)
/ O Other (Spezity)
o Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
p/baxly/ O Weekly 2 Monthly a  Month(s) Qo Years)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Roam) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice)
Fire 2%, /.
/ //{/ g a Yes o No
15. ACCESS RESTRICTIONS (if yes. cite law(s} & requiation(s} 16. AUDIT REQUIREMERNTS
U Yes o wWo O None o State O Fegeral O independent
17. 1S AN INDEX SYSTEM USED? (If yes. exciain oneily and 18. RECOMMENDED RETENTION
wneste any hargware/software) ’
. ; i i ents
= T Retain for 3 years and until all audit requirem




[RIRUCTRINS - TYPE OR PRINT A SEPAHATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEOULE (OGS 550-1}

DEPARTMENT OF GENERAL SERVICES

AGENCY RECOROS INVENIORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOQ ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 Page of

{. DEPARTMENTIAGENCY

e %

2. DIVISION

o0 .:55;4'@77 -

3. UNIT

Fre D57,

DEFINITION . Records Series - A group of relsted records normslly filed and used a3 a unit fod(eunco as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE

Kuiox Bos f~/es

§. EARLIEST YEAR / LATETEST YEAR

/FL3 1o Lttr VST

L2577 2

6. RECORD SERIES DESCRIPTION ( Briefly descrnte the ypes of informalior/documents/forms found in the Sertes  Incluce the pu:pjose or functicn of the Ser:es‘
, JWEX BoXEs a2 V217245 C,
KM/////?J ;- /«/67’71)7 Y JosT @2z BAds,

PREX By Contzrio Megs To g0 Foceass 7o
///%;,541/ /%,0// S HHe Erve ﬂF‘ F/—;\‘@

7. RECORO SERIES FORMAT(S)
wier Size

a Lesal Size

a Micrefilm

o Ccmpuler Tzce
QO EBrund Book 0 Floppy Disk
Q Aucio Tape a Video Tace

G Ctrer (Specily)

8. RECORD SERIES SEQUENCE

3. VOLUME /
/ File Drawet(s)
Alpnateticar

Qo Microfiim Reel ()

O Computer Tace is:
S Numencal y) a Cther (Speciy)
a Chronolog:cal Numbet - H;_\
3 Geographical 10. ANNUAL ACCUMULATION
Q File Orawer (s)
a Cther (Spectiv) O Microlilm Ree! (s}

O Comcuter Tapels)
O Other (Specify)

Numbet

11, FILE IS USED
Daily O Weekly

a  Monthly

12. FILE BECOMES INACTIVE AFTER

O Month(s) Q  Year(s)

Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room}
Fire /e 8,

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

o Yes

o No

15. ACCESS RESTRICTIONS (If yes. cite law(s} & reguiation(s)

U Yes 3 No

16. AUDIT REQUIREMENTS

o None a Slate 0 Fegeral O Independent

17. IS AN INDEX SYSTEM USED? i yes. excian cnefly ana
weste any hargwarel/software) ’

‘as

o

)

18. RECOMMENDED RETENTION
1EFTS
7/

R
WX BEX, Phes 2

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

7/"97,

21. DATE
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INSTRUCTIONS .- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (0GS 350-4 7275 WATERLOO ROAD
PO BOX 275 - JE3SUP. MARYLAND 20724 Page . [o]]

1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

s Tmnn Dbl 5/4,%/@. fore D=pr—

7

/DEFINIT!ON < Records Setles - A group of related records normally filed and used as a unit for rgfbrencae as well as retention and disposiion purposes.

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

WPprsTins +Epiyr S iyt —
/

6. RECORD SERIES DESCRIPTION { Bretly descnte the lyges of information/documents/forms foung in the Sertes  [nclude the pu-'pf:se or funclicn of the Seres)

T2 peryorwted or ST st T P T
Cﬂxzﬂfj/,ggz é"p/“ﬁf@;&puﬁe/@?f - //e“;%7 | ,
SpeeiFlen sy CosT 1772 é%%%:f/ Y

To Buwrre /4/@/9507750 Cor A Fren ) oras - g,

15107 fepor 7= ; £72

) ”

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES S NCE 9. VOLUME /
. :le Drawer(s)

Leter Size a Micrciilm Alpnatetical a Microlilm Reel {s)

O Compuier Tace is®

G Lesal Sie Q Computer Tzce S Numencal / O Ciner (Specify)
O Bound Book Q Floppy Qisk a Cheonologcal Number &M/ ﬁ’.
Q Awdo Tape a Video Tace a GqufaOh(CZ' 10. ANNUAL ACCUMULATION

O File Drawer ()

a Ctrer {Specily) o Clher [SDEC!(VJ D Microfilm Ree! (s}
O Computer Tape(s)
a Other (Speciy)
o, Nurmbet
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily 0 Weskly a  Monthly _ o Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bidg.. Figor,,Room) - 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or office)

& S0 &,

o Yes O No

15. ACCTSS RESTRICTIONS (If yes. cite law(s) 5 requiations) 16. AUDIT REQUIREMENTS

U Yes 3 WNo G None G Slate O Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (f yes. exciain cneily and 18. RECOMMENDED RETENTION
unnee any hargware/soflware) )

LT ke Greneral e feetoo

19. NAME AND TITLE QF PREPARER 20. TELEPHONE NUMEBER 21. OATE

C63S 804 Fepsed 193




INSTRUGTIONS -

SCHEDULE (DGS 550-1)

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

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJORY
RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 Page of

1. DEPARTMEMNTIAGENCY

2. DIVISION

2,40 STy

3. UNIT

DEFINITION Recorda Serles - A group of relsted records normally filed and used u 2 unit for

e Depz—

arence a3 well as retention and dispasiion purposes,

4. RECORD SERIES TITLE

Generzl /s

5. EARLIEST YEAR / LATETEST YEAR

/ﬁmW

6. RECORD SERIES DESCRIPTION

Coviazps,

bd. 72 O bhe S
Weeting s -

Newws/ip)f

5WM6£

7Y%

Y A z,da e Hepords
S - S
717/22 £ e,

Bneﬂy dascnte the lypes of mformauonldocumenlsl(orms found in_the Series

W7 35 L Jed T -
W%ﬂ JprrTs;

Lb;c—l}ce/zhe DU-D.OSB}IbclICﬂ ZZI e tenes) - _
M lgFEs o Me<tivers /

;M Vites CopTE/ls
o d s T ot

é’%é féﬁs/%/@%c%

Hegirdsy

Lo =>

1. RECORO SERIES FORMAT(S)
wter Size

8. RECQROD SERIES SEQUENCE

9. VOLUME /
/ de Orawer(s)
Alpnatelic2

a AMicrenim 0 Microfiim Reel (81

a Computer Tace (s

O \egal Size a Computer Tece S Numencal O Ctner {Specily)

a EBzund Book a Floppy Cisk 0 Chronoleg:cal Number 6[/ v 5 7’

a Aucdo Tape O Video Tage O Geograghical 10. ANNUAL ACCUMULATION
a File Orawer (s}

a Ctrer (Specily) a Cther (Speciivy a Murofilm Ree! (s!
0 Comcuter Tape!s)
a Other {Specily)

. Number
11. FILEIS US - 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly 3 Monthly =] Month(s) a Yezr(s)

Number

13. CURRENT LO

Fire

7TION(S) {Bldg.. Floor,, Room)

W B)

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

a  Yes O No
15. ACCESS RESTRICTIONS (If yes. cite lawis} & requiation(s) 16. AUDIT REQUIREMENTS
U Yes 3 WNo a None a Slate O Fegeral G Independent

17. IS AN INDEX SYSTEM USED? (f yes. exciain gneily ana

wmerite any hargware/software)

‘2s

e

18. RECOMMENDED RETENTION

o Lrexicrzl. J9 e Ao lme

19. NAME AND TITLE OF PREPARER

21,

20. TELEPHONE NUMBER DATE

CO3S §50-4 Tmpsed 1/93)




REVISED RECORD SERIES
SCHEDULE (DGS 5501

" INSIRUCTIONS ~ [YPE QR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJCORY

7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

Page of

1. DEPARTMENTIAGENCY

OEFINITION - Rocords Serles - A group of related records normally filed and used as a unit {,

2. DIVISION

s opetss

3. UNIT

reference as

oz L2557~

well as retention and disposiion purposes.

4. RECORD SERIES TITLE

)0%/?'}%/&;7 ferorals

§. EARLIEST YEAR / LATETEST YEAR

[Tz O]

Ve
Include ihe puipose or funchicn gf the Sernes)

6. RECORD SERIES DESCRIPTION { Briefly descrite the types of information/documents/forms found jn the Series
Covpals, b7 287 Zinijed Jo = P22

I

7. RECORD SE “FORMAT(S)
~ter Size o]

Micrcilm

8. RECORD SERIES SEQUENCE

Q Alpnaceticas

Z-tTumencsl

9. VOLUME /
ile Orawer(s)

a Microfiim Reel (51
a Compuler Tace js:

Fire Bt &)

0 Le3al Size O Zcmputer Tzge 0 Cther {Specify)
© 8zund Book O Floppy Oisk Qo Chronoleg:cal Number C L/ v /;i Z_,
O Audo Tape O Video Tace O Geograchica) 10. ANNUAL ACCUMULATION
O File Orawer (<)
a Cirer (Specily) a Cther {Speciiv) o Microfilm Reel (s}
o Comguter Tape!s)
}/éwpr\ a Other (Spezcidy)
e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly J  Monthly a  Month(s} o Year(s) d
Number
13. CURRENT LOCATION(S) (Bldg.. Flogr, Rgom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or alfice)

o Yes

O No

15. ACCESS RESTRICTIONS (If yes. cite law(s} & requiation(s)

L Yes a No

16. AUOIT REQUIREMENTS

G None a Slate a Fegertal

G Independent

17. IS AH INDEX SYSTEM USED? il yes. exciain cnefly ang
wesnpe any hargwarelsoftware) ’

D fes

o

18. RECOMMENOED RETENTION H&Z/ﬁ)
S hen 4@77"5%

S~ g/ng

19. NANE AND TITLE OF PREPARER

20. TELEPHONE NUMBER 2

. DATE
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INSIRUCTIONS -- TYPE QR PRINT A SEPARATE FORM FQR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEOULE (DGS 550-1)

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

AGENCY RECORDOS INVENJORY

Page of

. DEPARTMENTIAGENCY

/7‘/44%‘57‘ o

2. DIVISION

Z@fé/zc ééf’é%ﬁf

3. UNIT

Fore Morshe)

DEFINITION . Racords Sarles -

A group of related records normalily filed and used a3 2 um! for (ofar

1 wall as retention and disposition purpeses.

4. RECORD SERIES TITLE

INVEsFS 75770475

5. EARLIEST YEAR / LATETEST YEAR

TQ &MW

6. RECORD SERIES DESCRIPTION

Buelly descnte the tyges of information/documents/forms found n the Senes

COOPT S, botd F WoF L prf 72l T e /NI 7
}%e/oﬂr'f" p//pﬁ» - I lorsTTEe M PS5 AT

P
Include the purpose of functich of the Senes)

T TEKD

L

7. RECORD SE FORMAT(S)
Leter Size a Micreilm

9. VOLUME /
File Drawer(s)

IS AN INDEX SYSTEM USED? If yes. exciain oneily ang
wsipe any hargware/software) ’

‘2s

“lo

Alpnateticat a Microlim Reel {s)
a Comgputer Tace is!
0 Legal Size o Cecmputer Tzre S Numeuncal 0 Ciher (Specily)
0 B-und Book G Floppy Qisk T Chronoleg:cal Number d”y F;'
O Auzo Tape O Video Tace O Geograshical 10. ANNUAL ACCUMULATION
O File Orawer (2)
o Ctrer (Specily) O Clher (Speciiv) O Microfilm Ree! (s}
O Comcuter Tape!s)
Q Other (Spezily)
e Number
11. FILE IS US 12. FILE BECOMES INACTIVE AFTER
Datly a Weekly 3 Monthly a  Month(s) O Year(s)
Number
13. CURRENT LOCATION{S) (Bidg.. Floar, Rogm) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
}{//’Z /9%/%”%/ a  Yes O No
15. ACCESS RESTRICTIONS {If yes. cite [aw(s} 3 requalion(s) 16. AUDIT REQUIREMENTS
¢ Yes 3 WNo O None g Siate QO Fegeral O Independent
17. 18.

fhewdest7s 25

For /2

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

S
J
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