RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES

Schedule No. /[/7—% '

RECORDS MANAGEMENT DIVISION

Page 1 of 2
Agency Division/Unit
Hagerstown ‘Public Works
Item No Description Retention
1 Municipal stadium Retain for life of
-contains but not limited to: Suns lease agreement, seating, lease/agreement, plus two (2)
concessions, maintenance lights, history, newspaper articles years, then destroy

2 City park files Screen annually. Destroy

-contains but not limited to: drawings, history, reading material having no further

material, art festivals, walking trails, water quality study, play | administrative, fiscal, legal or

equipment checklist, equipment funding, incident reports, lease| operational value. Retain

agreements permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

3 Invoices: landfill, light, water bills, landfill receipts, store Retain for three (3) years and

receipts (stock room) until all audit requirements have
been met, then destroy.

4 Job work cards for each employee (timesheets) Retain for three (3) years and
until all audit requirements have
been met, then destroy.

5 Purchase orders (copies) Retain for two (2) years, then .
destroy.

6 Personnel Retain for three (3) years after

‘ -contains but not limited to: personnel actions, workers comp., | termination of employee, then
vacation requests, vehicle accident report, doctor slips, destroy.
certificate of training, grievance, applications

Approved by Department, Agency or Division Representative

Date

Signature ép%%» ﬁ%%

Type Name _ GeorgiAnn N. Breichner

Title

SO — FF

Date

City Clerk

Schedule Authorized by State Archivist

DEC 3 1999

Signature )@w«fé. /M




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

Schedule No. /%76 .

(CONTINUATION SHEET) Page 2 of 2
Item No Description Retention
7 Brochures/catalogs: equipment, maintenance Retain until updated or
superseded, then destroy
8 General files Screen annually. Destroy

-contains but not limited to: accounting reports, alarm
permits, botiler inspections, pesticides training, regulations,
photos, police department, press releases, vehicle inspections,
union way, equipment inventory

material having no further
administrative, 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.




REVISED RECORD SERIES
SCHEOWLE (OGS $50-1}

INSTRUGIONS — TYRE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECOROS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20784

AGENCY RECOROS INVENJORY

‘Page of

1. DEPARTMENT/AGENCY

Lo

2. DIVISION

Wby,

NA =

3. UNIT

/DEFlNlTION - Records Serles - A group of related records normally filed and uved as a unit for referenca as

wall as rotenton and disposiion purposes.

4. RECORD SERIES TITLE

M, e/ ppd. S 7 Q%c/}z/ﬁg

5. EARLIEST YEAR / LATETEST YEAR

/%To C‘JJ/V&’() ~

nesjed Jo

6. RECORD SERIES DESCRIPTION ( 8nefly descrite the types of infarmation/documents/forms found in the Seres Inglude ihe pu:pf:se or functicn of the Scnes)

CowFZINS, boteT ADT L/ ‘
Wgreepen’s - \9%47’/77 LN ESH IO, y 223/
Z7 ég/ /%/5:57&7‘/ /’ /Memoﬁ;aér\%z% =z

o SRS /,’6/7656_

7. RECORD SERIES-FORMAT(S)
&7 Luter Size

a Micreiim

8. RECORD SERIES SEQUENCE

MM

9. VOLUME /
de Drawer(s)

a Microfiim Reel (s)
a Comguter Tace st

Number

Q L2gat Size a Ccmpuler Tzce S Numencal j a Cther (Specity)
O 8zund Book a Floppy Oisk Q Chranological Number 61’(’ F 74
Q Audo Tape G Video Tage O Geograchical 10. ANNUAL ACCUMULATION
. O Fie Orawer (5)
G Ctrer ({Specily) G Cther {Speciiv) O Microfilm Reel (s}
O Comeuter Tapals)
a Other (Speciy)
o Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly O Weekly 3 Monthly g Month(s) Q  Yez(s)

13. CURRENT LOCATION(S) (Bldg..,Floor, Roam) :

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. spexify agency or office)

;6/441 Y7, 5 A /é# =~ a  Yes a Neo
15, ACCESS RESTRICTIONS (If yes. cite faw(s} % requiatian(s) 16. AUOIT REQUIREMENTS
o Yes g No G None a Slate O Fegeral O Indzpendent

17. IS AN INDEX SYSTEM USED? (if yes, excian cneily ang
wi=emoe any hargware/software) '

‘e

‘as

— |

| eZs= /)

18. RECOMMENDED RETENTION /&fz/,() 6/" 4/ /;:3,9/('
rEE 2] s 2,

YeHS , IHew pestiroq

19. NAME AND TITLE OF PREPARER

L

20. TELEPHONE NUMBER

21. DATE

Q68 £80.4 Fanseq 1931




INSIRUCIIONS ~ TYPE OR PRINI A SEPARATE FQRM FGR EACH NEW OEPARTMENT OF GENERAL SERVICES
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEOWLE (0GS 330-1) 7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794 Page . of

AGENCY RECOROS INVENJORY

Mze S i omnie | Joble, brais

DEFINITION - Records Series - A group of related records normally ﬁled(tﬁi used 23 3 unit for refarenca as well as retention and disposiion purposes,

4. RECORD SERIES TITLE

6. RECORD SERIES DESCRIPTION ( Brefly descnte the lypes of infarmation/documents/forms found in the Sertes  Incluce ihe Du:pﬁse or functicn of the Senes!

Cortezins, b7 AE7-4irsi7ed T ;D PIFWAINTS -

. - S
/¥/<57'z’>_/“7 5 e 07 Y o e A - /?PT_/%';//V;#/'
Wf?“//{/vf Tz /s Logter L)y Fe Sty
| )”/)9/ Egiyphat ¥ CHheci L4 7 Eginfrreny”
Fiid /by ] /A/cWa/ﬁf% 7L f%@wiﬁ
» Dy ~ -
7. RECORO S FORMAT(S) i 8. RECORD SERIES\ECUENCE < 9. VOLUME
“./:e{ T G e o o

a Microfiim Rest (51
O Computer Tace is:

Numerical {Z a Crner (Spezily) __
Q0 Beung Bogk Q Floppy Qisk G Chronolog:cal Number CL{ s F::7 .

a Auwdo Tap a Videa Tape T Geograchical 10. ANNUAL ACCUMULATION )
. . O File Orawer (s)
trae (Specify) ,MW/5 Cther {Speciv) G Microfilm Ree! (s}

Q Lesal Size o Computer Tzce

(4]

[a]

0 Comcuter Tapels)
a Other (Specify)

e Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
D/wly/ O Weekly g Monthly . a  Monh(s) O  Yesrs)
Number ’
13. CURRENT LOCATION(S) (Bldg.. Flogr, Room) : 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)

Weewtrrrir/. ///zﬂy, o v o o

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

U Yes a No O None 0 Slate a Feoeral G Independent

17. IS AN INOEX SYSTEM USED? (|f yes. exciain cnefly and 18. RECOMMENDOED RETENTION
woce any hargware/software) ' .
_— 52 enerzzl 67&/@2«277%7
:: Ies [ .~l°

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21

. DATE

L

C63S $50.4 Fepseqg 1/93)
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NS [RUCIIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARO WITH RECOR0DS RETENTION
SCHEOUWLE (OGS $50.1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJGRY
RECORDS MANAGEMENT OIVISION

721S WATERLOQ ROAQ

PO 80X 275 - JESSUP. MARYLAND 20794 Fage of

1. OEPARTMENTIAGENCY

fdverstoin?

2. DIVISION

3. UNIT

i by 2 X

4; OEFINITION - Records Serias - A group of related records normally fikd and used as 2 unit for refarenca as

wall as ratentfon and dispesiion purposes.

4. RECORD SERIES TITLE //I/W\j

5. EARLIEST YEAR / LATETEST YEAR

o CUUFELF

6. RECORD SERIES DESCRIPTION ( Bnefly descnte Ihe lyges of information/documents/forms found in the Series Include ihe ourpﬁse or functien of the Senes)

L ipatd 20/ — A//éfl [T~ Bl
Loy Kecep7s
Horos Newerpfs sz Koo

7. RECORD SERIES FORMAT(S)
a Luter Size a Micreim
0 Legal Size o Ccemputer Tace

O Beund Sock d Floppy Oisk

I

9. VOLUME /
File Drawes(s)

a Micrafilm Reel (s1
0O Computer Tace (s
O Ctner (Spezly)

Ly fr—

8. RECORD SERIES SEQUENCE

Q Alpnateticat

-

Numerical

0 Chronolog:cal Number

>

Q Auo Tgge 0 Video Tace O Ceograghical 10. ANNUAL ACCUMULATION
/ // -y 0 File Orawer (g)
frat (Specify) ther (Spectiv] M o Microlilm Reel (s}
a Comguter Tape!ls)
/ - a Other (Specidy)
/ s / //// é Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly a  Weekly a Monthly aQ  Month(s) O Year(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Roam} 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
a  Yes a No
15. ACCZSS RESTRICTIONS (If yes. cite law(s! % requiation(s) 16. AUDIT REQUIREMENTS
U Yes g No O None a State Q Fegeral G Indzpendent
17. IS AN INDEX SYSTEM USED? (f yes. exciain cneily ang 18. RECOMMENDED RETENTION
w=ege any hargware/software) ’
i ssg zm/ Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.
19. NAME AND TITLE OF PREPARER 20. Ti

C38 $50.4 Tepnsed 1931

.

~!i




INSTRUGSIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEQ RECORD SERIES FORWARD WITH RECOR0DS RETENTION

SCHEDULE (OGS 350-1) 7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

‘Page of

. O

1. OEPARTMENTIAGENCY 2 SION

,/V//U/ﬁﬂ/é’ﬂdf

3. UNIT

Bbtle bedorks

DEFINITION - Records Serles - A group of related records noimally ﬁled and usaed as a2 unit for reference as

well as retenton and disposition purposes.

4. RECORD SERIES TITLE

ok L/ﬂfk Czrid s

S. EARLIEST YEAR / LATETEST YEAR

ot YETF

§. RECORD SERIES DESCRIPTION ( 8nefly descrite the tyces of m!ormauon/documenlstlorms found i the Series

| T_mecﬁéefjj

r— A7

Incl%ne ourpose or funclicn y- Senes)

8. RECORD SERIES SECUENCE

7. RECORD SERIES FORMAT(S)
Later Size o]

9. VOLUME /
e Qrawer(s)

—‘D/‘f’ a

Meriors ol /é

Micrciim O Alpnaceticat a Mictolilm Reel ($)
O Comguter Tace (st
0 Llegatl Size o Ccmputer Tzce S Numencal O Ctner (Spezily)
C B=und Book o Floppy Oisk a Chronolog:cal Number g )y j;;/ «
' d
G Audo Tage 0 Video Tace 3 Gesagrachicat 10. ANNUAL ACCUMULATION
. a File Orawer (<)
0 Citer (Specty) o Clher {Speciv) O Microlilm Resl (s}
O Comcuter Tape!ls)
O Other (Spacify)
e, Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
atly a Weskly 3 Monthly c  Month(s) o Year(s)
Number
13. CURRENT LOCATION(S} (Bidg., Fioor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or office)

Yes o No
15. ACCZSS RESTRICTIONS (If yes. cile law(s} & requiation{s) 16. AUOIT REQUIREMENTS
U fes a No G None o Slate O Fegeral O independent

17. IS AN INDEX SYSTEM USED? (If yes. exciain cneily ang

weste any hargware/software)

2 ‘as

vlo

18. RECOMMENDED RETENTION f@g/‘gﬂ/—j W/ﬁ

19. NAME AND TITLE QF PREPARER 20. TELEPHONE NUMBER

21. DATE

€68 §50.4 Fepgeq 1190




INSTRUGIIQNS — TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARQ WITH RECOROS RETENTION
SCUEDWLE (0GS 550.1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT CIVISION

AGENCY RECORDS INVENJGRY

727S WATERLOQ ROAD
PQ BOX 275 - JE3SUP. MARYLAND 20794

‘Page

of

1. DEPARTMEMNTIAGENCY

Morrerss 7500

2. OIVISION

3. UNIT

/4’//&/5?//?/%: -

)&A/é,//é’,

//)ﬂr/«f

OEFINITION - Racords Sarlas - A group of related records normally filed and used 23 2 unit for refarence as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE

/ﬁ M@/) FS= p/?/?r‘ﬁ éﬂﬁ/cﬁﬁ

5. EARLIEST YEAR / LATETEST YEAR

)90 U1 7T

6. RECORD SERIES DESCRIPTION ( Brefly descrite the types of information/documentsrfarms found in the Sertes  Include ihe putpﬁse or functicn of the Senes;

7. RECORD SERIES FQRMAT(S)
@ L~ter Size

o Micreilm

RECORD SERIES-SECUENCE
Alpnateticat

9. VOLUME /
de Orawer(s)

a Microfilm Resl (5:
Q Computer Tace (s:
Q Lezat Size a Cempuler Tzce S Numencal é a Ciher (Spezily)
a Bzund Book O Fiorpy Qisk Q Chronolog:cal Number C[:( v/ ;‘b
a Auzo Tape Q Video Tacs Q Geograchica 10. ANNUAL ACCUMULATION
. a File Orawer (<)
a Ciray (Speciy) Q Clher {Speciiv) O Microfilm Rest (s}
O Comcuter Taoe(s)
a Other (Specfy)
o, Number
11, 12. FILE BECOMES INACTIVE AFTER
0O Weskly a Monthly ] Manth(s) ] Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Figar, Room) . 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or office)
Meperes 5/ W%ﬁ— o 5 o
15, ACCZSS RESTRICTIONS (If yes. cite faw(s} % requition(s) 16. AUOIT REQUIREMENTS
L Yes a No C None a Slate O Fegeral G Independent

17. IS AN INDEX SYSTEM USED7 lf yes. axcigin cneily ang
wotpe any hargware/software) '

‘as

18.

RECOMMENDED RETENTION

Hef2Z/ 0 o2 yeors
o et A= ey a

19. NAME AND TITLE OF PREPARER 20.

TELEPHONE NUMEER

21. DATE

0638 $50-4 Yanseq 193]




WSIRUGIIONS ~ TYPE QR PRINI A SEPARATE FORM FOR EACH NEW ODEPARTMENT OF GENERAL SERVICES
REVISED RECOROD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEQULE (OGS 550-1) 7275 WATERLOO ROAD

PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORODS INVENJCRY

‘Page . of

. DEPARTMENTIAGENCY 2. DIVISION

MZ =577 1 247 /&///a//; W/V’Ae

Flve Lo

DEFIN!TION Rocords Saries - A group of related records normally fileg/and used as a unit for reference as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE 4

Yersor el

§. EARLIEST YEAR / LATETEST YEAR

[T Cher ey

§. RECORD SERIES DESCRIPTION ( Brefly descrite the lypes of infarmation/documents/forms found in the Series  Include

Wﬂd{zﬁ/’s 5'0/74 //%é/f PAD

//”/4//1///1// E—)@ G evpres
N=1033

//i/ﬁ/bf% Seoubosls

Con'# s, LT W ES fnd)Tad 7B frzanons, Z

%&/M 6/49/*&“ Docjzr /:5// ’5 7 Cé/\’/?%/‘w%? D

ine ou.pose or luncticn of the Senes;)

#ﬁo//d%//pxo 5

7. RECORO SERI GRMAT(S) 8. RECORD SERIES SEQUENCE
wier Size a Miciciilm ~Alphateticar

9. VOLUME /
de Drawer(s)

Q Microfilm Reel (s)
. Q Computer Ta:= s
a Ctner (Spesily

A ____
—Nm—amff

O Lezat Size C Ccmputer Tzce G Numencal
O B-und Book 0 Fioppy Oisk Q Chronolog:cal
Qa Aucio Tape 0 Video Tace T Ceograchical

Q Clrer (Specily)} Clher (Speciiv)

/I//f%/@

10. ANNUAL ACCUMULATION
Q File Orawer (5}
a Microfilm Ree! (s}
O Computer Tape!s)
a Other (Specify)

MfEr1prvs ¢ ///y/ﬂf’ﬁ o ves

e Number
1. FILE IS USED : 12. FILE BECOMES INACTIVE AFTER
M O Weskly a Monthiy . Q  Monmhis) O Year(s)
Number
12. CURRENT LOCATION(S) (Bldg Floar, Room) 14, IS RECORD SERIES OUPLICATED ELSEWHERE? (If yes. specily agency o office)

o No

15. ACCZSS RESTRICTIONS (If yes. cite law(s} 2 requiatian(s) 16. AUDIT REQUIREMENTS

LU Yes S No O None g Slate g Feogeral

R O Independent

‘a5

0
&

17. IS AN INDEX SYSTEM USED? f yes. axcian cnefly ang 18. RECOMMENDED RETENTION Kdz/ﬁ 6/ 3 é:‘ E / E
u=esce any hargware/software) .

WT TP SPF DA

90K =)

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

21. DATE

C63S 5.4 Fenseq 17931

lf




SCHEDULE (DGS 550-1)

INSTRUCIONS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARQ WITH RECORQS RETENTION

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

AGENCY RECORDS INVENJORY

Page : of

1. DEPARTMENTIAGENCY

Y ey

2. DIVISION

) roee

3. UNIT

Wgééa L A s

/OEFINITION Racords Seties - A group of relsted racords normally ﬁled and used 3as 2 unit for referenca as

wall as retention and disposion purposes.

4. RECORD SERIES TITLE

éé ///Zs/é’/%

Dfé

5. EARLIEST YEAR / LATETEST YEAR

ro. LA VERTT

6. RECORD SERIES DESCRIPTION ( Buefly descnbe the lypes of mfo:mahonldocumemsrlorms found n the Series

s
Include ihe purpose or functicn of the Seres)

E- g1 et ; pHINI) ERAEE

7. RECORO SE FORMAT(S) 8. RECORD SERIES UENCE 9. VOLUME /
- Fde Drawer(s)
o Micrenlm Alpnatetical O Microfilm Reel (si
a Computer Tace [s!
Q Lezal Size Q Ccmpuler “zce S Numencal a Cther (Spezily)
O Bzund Book O Flogpy Disk o Chronolog:ca Number CZ{ /7 F: 7 -
a Audio Tape O Video Tace O Ceographicat 10. ANNUAL ACCUMULATION
. Q File Orawer (<)
O Ctrer (Specily) O Cther {Spectiv) O Microfiim Ree! (s}
O Computer Tace!s)
a Other (Specity)
el Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
G Daly o Weekly a  Monthly a  Month(s) o Year(s)

Number

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

Hlezripl. Lpkly-nr

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

(Il yes. specify agency or office)

o Yes o No
15. ACCEzSS RESTRICTIONS (If yes. cite faw(s! & reguation(s) 16. AUOIT REQUIREMENTS
L Yes a WNo O None a Siale O Fegeral G Independent .

17. IS AN INDEX SYSTEM USED? (Il yes, excian creily and
aespe any hargware/software) '

‘as

LT

18. RECOMMENDED Re.sunongef"//() ;{WZ_
of” Superseded,

L apdter

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

C68 $80.4 Zmased 11931




INSTRUGTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE [DGS 550-1)

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

AGENCY RECORDOS INVENTCORY

Page : of

2. DIVISION

1. DEPARTMENT/AGENCY

@MW,V//M%

3. UNIT

Gloe Jyorae<

OEFINITION - Racords Serles - A graup of related records normally filed and uul/n 2 unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

brentriml fTikes

S. EARLIEST YEAR J LATETEST YEAR

ST o Lbtr T O

YasTic)pes /‘2//%/0

2))ce Dep7 7 frass

JASPEETT D/a.s/ o,

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

CONGZ5, i T N&AZintiied T2 2
#//%/‘/% Wgr/%// 5 B ﬂ//er /4%':’/0
5 i 277005 5 @7%

% 5/6%5

Incluce ihe pu.pose ot functicn of the Senes}

JPEOOLAT 7 / epr A
=/ /D)

J& /7/a/e
/?y/ £ 7%//@%@0’7’

Q Ctrer (Specify)

[a]

Cther {Spec:iv)

Jvenrt ory prer)
7. RECORD SE FORMAT(S) / LB. RECORD SERIES SEQUENCE
045 a Micrenim Mlon/aceucal
Q Legal Size o Cempuler Tzce G Numercat
Q B-und Book . a Floppy Disk o Chronolog:cal
Q Audo Tape O Video Tace O Ceographiczl

9. VOLUME /
e Drawer(s)

O Microfiim Reel (51
a Computer Tace is:
Cther (Spec:ily)

Number c Y/ f£-7:\

10. ANNUAL ACCUMULATION
O File Drawer (<}
Micralilm Ree! (s}

o]
O Comcuter Tapels)
Q Other (Specity)

Number

11. FILE IS USED

0 Weekiy T Monthly

Number

12. FILE BECOMES INACTIVE AFTER

a Month(s) o] Year(s)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. spezify agency or olfice)

13. CURRENT LOCATION(S) (B! Flogr, Room)
Mewrer 2l //}/fw—ﬂfé’

o Yes g No
15. ACCESS RESTRICTIONS (if yes. cite faw(s) & requiation(s) 16. AUDIT REQUIREMENTS
U Yes 3 No G None a State Q Fegeral o Independent

17. IS AN INDEX SYSTEM USED? (il yes. exciain creily ang
w=espe any haraware/software) '

‘as {

18. RECOMMENDED RETENTION

s € Grener- 7/5/; Y =2

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

21. DATE

CS 504 Fensed 1/9])
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