RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES

Schedule No. A7) £ 23

RECORDS MANAGEMENT DIVISION

Page 1 of 4
Agency Division/Unit
Hagerstown Utilities/Water
Item No Description Retention
1 Engineering drawings for as-built water lines, boundary Permanent. Transfer
surveys, fire protection details, road construction plans, sewer | periodically to the Maryland
collection system, watershed plans State Archives
2 Vehicle records/equipment Destroy material having no
-contains but not limited to: insuring and licensing of motor further Administrative or
vehicles, registration 9copy) invoice, specifications, manual, Operational value.
report of delivery
3 Accounting reports: variance reports, misc. accounting reports, | Destroy material having no
budget worksheets, invoices further Administrative or
Operational value.
4 Work cards: employee number, name, new work/maintenance, | Retain for three (3) years, then
total hours, date, part number, quantity, location destroy.
5 Payroll reports: time card edit reports Destroy material having no
further Administrative or
Operational value.
6 Edgemont Dam files: permits, application for payments, safety | Screen annually. Destroy
improvements progress meetings, drawings 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.

Approved by Department, Agency or Division Representative

Date

Signature éﬁ'yf&%‘f A 7B cccrinen

Type Name GeorgiAnn N. Breichner

Title

(= 1O — PF

Date

Signature

City Clerk

Schedule Authorized by State Archivist

DEC 3 1999

')Q.M(c. /90«/04 ’




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

Schedule No. /%ég

(CONTINUATION SHEET) Page 2 of 4
Item No Description Retention
7 Washington County files Destroy material having no

-contains but not limited to: district court suits filed, utility
installation permits, Washington County planning comm.

8 General alpha file

-contains but not limited to: affirmative action, airport, EPA
regulations, brochures, C.1. programs, claims, health issues,
local climatological data, fees and service charge, booster
stations and tanks

9 Project files

-contains but not limited to: drawings, water construction
permits, applications, correspondence, drawing review,
instruction to bidders, bonds, specifications

10 | Monthly reports
-contains but not limited to: yearly summary, monthly
summary by plant; date, operator hours, gallons treated

further Legal, Administrative,
Fiscal or Operational value.

Destroy material having no
further Legal, Administrative,
Fiscal or Operational value.

Screen annually. Destroy
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.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RE-CORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. /%ég

Page 3 of 4

Item No Description Retention

11 Meter record cards for each meter maintained by the city: Retain for life of equipment, plus

location, make, size, style/model two (2) years, then destroy

12 Planning department files Destroy material having no
-contains but not limited to: correspondence, site plans, annual | further Legal, Administrative,
reports of the planning commission Fiscal or Operational value.
Note: Record copies are located in the Planning Department.

13 State of MD files Destroy material having no
-contains but not limited to: certification of plant operations, further Legal, Administrative,
program open space, SHA permit requests, DHMH Fiscal or Operational value.
monitoring, MOSH citations, SHA traffic control

14 Fire hydrant inspection: hydrant number, location, make, date, | Screen annually. Destroy

leaks, results of flushing, date repairs made

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.




M L2,

Page 4 of 4

Item No

Description

Retention

15

Weekly/monthly reports to the city administrator: water dept
activities for the week, projects completed, problems corrected,
handwritten notes; monthly reports: recap of weekly reports,
various services performed by the dept for the month

Bl

Destroy material having no
further Legal, Administrative,
Fiscal or Operational value.




INSIRUCIIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW CEPARTMENT OF GENERAL SERVICES AGENCY RECOROS IMVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

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

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

togerstoun LAl o e~

DEFINITION - Records Seties - A graup of reiated racords nocmally filed and used 23 3 unit for telerence as

wall as retention and dlspasiion purposes.

4. RECORD SERIES TITLE W/Mﬁ//{)fﬁ/%h///% 5. EARLIEST YEAR / LATETEST YEAR
' /ZZTOW

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lypes of informationvdocumentsiforms found in the Senes  Incluce ihe purpﬁse or functicn of the Sernes)

Dr i 74/‘ o S B e T (T [ NS )
Jﬂ/mz/\;r SHIVEYS ¢ = P;Wé%%
Kowd ConsT7 FYe )0//9/1/5/’ SewrErlofeple

SfSTIm; WS ped plens: EIC |

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. Q Fie Drawer(s)

O La~ter Size Q Micreitim Q Alpnatencat 0 Microfilm Resl (51 ’:.//’«!f.—
Z’?uﬂer Tace is!
0 Lezal Size Q Zcmputer Tace S Numencal r Z/ Jther (Spezily) %

C B-und Bock O Fioppy Qisk G Chronoleg:cal Number B// o~ F/-,/
Q Auwda Tape o Videa Tace O Geographical 10. ANNUAL ACCUMULATION
/ ) . . Q File Orawer (s}
Ttar (Specily) M/X/ z 5 o Clher (Specivi O Micralilm Ree! (si
l/ O Computer Tape!s)
A ; a Olher (Specidy)
PV /oS S22 -
o Numbet
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 QOaly a Weekly 3 Monthly i a  Month(s) o Year(s)
Number '

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

Meror i, /%/ﬁ’/ cﬁ%p

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

g Yes o No

15. ACCESS RESTRICTIONS (if yes. cile law(s} & requiation(s} 16. AUOIT REQUIREMENTS

L Yes a3 No a  None a State O Fegeral T Independent

7. ls:u::oasn); i:;s:y:;ar:e,ur fes. excan cnelly ang | 18, RECOMMENDED RsrsrmoneP@)" M,q/V@tﬁ o Wj{‘é/‘
__ Werrodiesty 7o Fhe 177
- Siede AR Ires,

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Cr3S $53-4 Jmpsea 1/93)




INSIRUGIONS - FYPE OR PRINT A SEPARATE FORM FOR EACH NEW OEPARTMENT OF GENERAL SERVICES AGENCY RECORDS IMVENJORY
REVISED RECORO SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT QIVISION
SCHEQULE (OGS 530-1) 7275 WATERLOO ROAD _
PO BOX 275 - JESSUP. MARYLAND 20794 Page : of
1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT .
L7 SJoin’ PPN i - =7/ ;»

DEFINITION - Racords Serlas - A group of reiated records normally filed and used as 1 unit !oir rlefenng'p as wall as rotention and disposition purposes. i

4. RECORD SERIES TITLE ' _ M?O{z‘%‘ 'IV7 5. EARLIEST YEAR / LATETEST YEAR |
VehiJe Movordss [ Egue progmerr | “PHT

6. RECORD SERIES DESCRIPTION ( Bnelly descrte the lyges of information/documents/forms foung in the Sentes  Include ihe pu.'p/ose or funchicn of the Senes}

COWIDINE ¢ Losif WET L KiTd T2 7 /Sl A4~
Lijcentstwy 7f~ M7 Jfiifas /7727/5 o)
[0 Py fresce ; Spebt 27 prOs © /%/?Wz?éf
NP7 of Del)iery s £72. ezl T o

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. voLul
. de Drawet(s)
Later Size a Micrchlm O Alpnatehca a Microfdm Reel {s) 2’
O Computer Tace ‘st 7 ;/
0 Lezal Size Q Cemputer Tzce tTumencal 0 Cther (Specily) C ‘.
0 Beund Book Q Floppy Disk g Chronolog:cal Numbet
a Audo Tape C Video Tace T Geographicat 10. ANNUAL ACCUMULATION
. . Q File Orawer (€)
o Ctrer {Spectly) a Clher ({Specsvy a Micrafilm Reei (s
o Comcuter Tape!s)
/ Qa Other (Specify) _
o Numbet
11. FILE IS USE 12. FILE BECOMES INACTIVE AFTER
Baily a  Weekly a  Monthly _ a  Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S} (BIdg., Floar, Room) - 14. 1S RECORD SERIES OUPLICATED ELSEWHERE? (Il yes. specify agency or office)
Wewmor4#L. W»p/f/f‘ .

15. ACCESS RESTRICTIONS (If yes. cite law(s} & reguiation(s) 16. AUDIT REQUIREMENTS

U Yes 3 No a  None o Slate O Fegeral

[ —

17. 1S AN INDEX SYSTEM USED? (i yes, exciain cnieily and 18. RECOMMENDED RETENTIO My—}x)fZ//()fbf ﬁ‘é
wmsnge any hargwarelsoftware) ’ - -

) %./ = & 7%3 kéé/oéz xff,zﬂ /775”//

/ s 27 TEPS o iy

19. NAME AND TITLE QF PREPARER L 20. TELEPHONE WUMBER A 1{1 DATE
/

nw -
C633 504 Tmpged 14931 . /‘D/g%'

/77




hw vt Sliagg

SCHEOWE (OGS 550- ‘)

[ TEYYN

S e HLLUD G TG

RECUHRUS MANAGEMENI UIVISION

72715 WATERLOO RQAD
PO BOX 275 - JESSUP. MARYLAND 20794

Page

of

1. DEPARTMENTIAGENCY

SAreras75100)

2. DIVISION

LA s

3. UNIT

W/?/é/f*

EFINITION . Records Serles

- A group of refated records notmally filed and used a3 1 unil for reference as

wall as retention and disposiion purposes.

4. RECORO SERIES TITLE

fectinr Ty ferpris

S. EARLIEST YEAR / LATETEST YEAR

/7%0 /77;7

ETC.,

c/—

o K W

6. RECORD SERIES DESCRIPTION ( Bretly de / cnte the types of information/documents/forms found in the Senes  Include the pulpose ot functien of the Senes)

VPR woe fHepprd S ; WIS E. Feoma g
/ﬁﬂfwﬂ/j vg/ﬂéez/’h)}r‘k 6}5&/6, VSRS -

7. RECORD SERIES-FORMAT(S)
Lettet Suze

O Lezal Size

a Micrciilm

Q Ccemputer Tzce

8. RECORD SERIES SEQUENCE

O Alpnatetical

umencat

9. VOLUME

[a] Com Tace s
: 2 her (‘oec.'rl&{fé_

[a] F'Ie Orawer(s)
Microfitm Reet (s)

Number

a Bsund Book O Floppy Disk a Chronolog:cal Number &L// Y i 7‘,
a Auco Tape a Video Tace T Geograchical 10. ANNUAL ACCUMULATION
. ’./ O File Orawer (<)
ﬂ@(slaecdy) a Clher {Speciv) O Microfilm Ree! (s}
0 Comcuter Tape!s)
O Other {Speziy)
e Number
11. FiLE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly O Weskiy 3 Monthly a  Month(s) o Year(s)

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

Memerz L L4y éz;p

-

4. IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or olfice)

have.beenrfulﬁli—d—t 0y.
) 227 e

CriS £59-4 Tasteq 4931

i/ 10 FPET 7

o VYes a No

15. ACCESS RESTRICTIONS (If yes. cite laws! % reguiation(s} 16. AUDIT REQUIREMENTS

U Yes 3 No 0 None a Stae o Fegeral a indzpendent
17. IS AN INDEX SYSTEM USED? (I yes. excian cneily ang 18, RECOMMENDED RETENTION

w=espe any hargware/software) )

‘es =% | i ments
’_____________,_,

19. NAME AND TITLE OF PREPARER 2. d j ///A,‘»

\\




Dl igita L LU T e sl FURM FGR EALH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHUEDWLE {DGS 550-V)

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

AGENCY RECORDS INVENJORY

Page ot

1. DEPARTMENTIAGENCY

APt Z TEoL

2. DIVISION

LA Frims

3. UNIT

L,

/~

/OQNITION + Racords Serles - A group of related records normally filed and used a3 1 unit for refetence as

wall as rotention and dispositfon purposes.

4. RECORO SERIES TITLE

LJﬂr‘/( Orrsds

5. EARLIEST YEAR / LATETEST YEAR

195G 0 LA/ TENT

Ditlfy bbris cpsds. S

Dg—fg// /4?/&7——4/?)’ 5)//

6. RECORD SERIES DESCRIPTION ( Buefly descrite the lypes of informalion/documentsi/forms found in the Series Include ihe ourp/ose of funclicn of the S¢ries)
) ) 5 _ ) /
& Adp/"/z = : ‘
P7ZNE] ot Sy ey - Tz, L,
ya s

T ¢ Lﬂ%‘/’é&/vﬂ&“

Number

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME
. ' O Fde Drawer(s)
a Lwter Size O Micrciilm O Alpnatepca a Microfilm Reel (s)
a Capeftter Tace :
a Lezal Size O Ccmputer Tzce ” Numencal ‘ ‘ther (5022:57%
’ . ., a——
a B:und Book Q Floppy Oisk a Chronolog:cal Number éb/ ’, F /
a Awcio Tap Q Video Tace 0 Geograchical 10. ANNUAL ACCUMULATION
/  / Q Fie Orawer (5)
ther (Specdy) a Cther (SDCC!iVl A Microhlm Res! (s}
O Comcuter Tape!s)
Dﬁ' O Other (Specity)
o Number
11, FILE IS US 12. FILE BECOMES INACTIVE AFTER
Daily O Weskly T Monthly O Month(s) o Years)

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

My 22 54, é?p

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

(it yes. specify agency or office)

Sh

a Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law{s} 5 reguiation{s) 16. AUDIT REQUIREMENTS
U Yes a W O None QO State a Fegeral O  indapendent

17. 1S AH INDEX SYSTEM USED? (i yes, excian cneily ang 18. RECOMMENDED RETENTION

wente any hargware/software)

‘as S

feta o for- B rers

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

21. DATE

€38 §50:4 Tenseq 1497




SCHEDULE (OGS $50-1)

HELCURUS MANAGEMERT DIVIGIUN
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

Page . of

1. DEPARTMENTIAGENCY

7?1«,{/

2. DIVISION

Yo e

3. UNIT

Lo A~

DEFINITION - Records Series - A group of telated racords normally filed and used as a unit for refarence as

wall as rotention and disposiion purposes,

4, RECORD SERIES TITLE

Pty ferpr7=

S. EARLIEST YEAR f LATETEST YEAR

Misy o

6. RECORD SERIES DESCRIPTION ( Briefly descrite the tyges of information/documentsiforms found in the Seties

Compiesec 76/1/5/27%

. ’
Include ihe puipase or funclien of the Senes!

r 2/ %?/ﬂ/ﬁi% 2 Tivre Comd Eli
Repory; ETC.

7

7. RECORO SER ORMAT(S)
ater Size

QO Lezal Size

a Micreilm
0 Ccmputer Tzce
0 Brund Book 0 Fioppy Disk

a Awio Tage a Video Tace

sz A2 X L

8. RECORD SERIES SEQUENCE
O Alpnatelica
Numerncal

0 Chronolog:cat

9. VOLUME
O Fie Drawer(s)

é O Microfilm Reel (s
g’ga/mguw Tace (st

2 ; ‘ner {Specity) _@@5
Nurkber &L, — ;

T CGeograohical

a Clher (Spectv)

D/

10. ANNUAL ACCUMULATION
O File Drawer (<)
O Microfilm Reel (s}
O Comcutes Tape(s)
a Other (Speciy)

Number
11, FILE IS USED 1.2. FILE BECOMES INACTIVE AFTER
a Daly a Weaekly a  Monthly o Month(s) a  Years)
Number
13. CURRENT LOCATION(S) (Bldg. Floar, Room) : 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (Ir‘yes. specify agency or olfice)
Menprapl 4925 -SHeop | o v | o
15. ACCESS RESTRICTIONS (If yes. cite law(s) & teguiatian(s) 16. AUOIT REQUIREMENTS
L Yes a o 0 None a Slate O Fegertal a  Independent

17. 1S AN INDEX SYSTEM USED7 (I yes. exciain cneily and
wence any hargwarel/sollware) '

‘as

18. RECOMMENOED RETENTION

Retain-f
ha¥e been

19. NAME AND TITLE OF PREPARER

Ci3S 4504 Tenged 1931

. ){F?me?gistr a.ud't@ifw ¢ .
‘z&%/fﬁ/ﬁ/” I

A%V/.

.




HUviob U HELUHU Skillbs P UHWARU WiITH KECURUS RETENTION

‘ RECORDS MANAGEMENT DIVISION
SCHEOWLE (OGS 550-1) 7215 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794 Page : o
1. DEPARTMENTIAGENCY 2. DIV\SION 3. UNIT

DEFINITION Records Saries - A group of related records normully ﬁled and used 23 2 unit for reference as well as retention snd disposiion purposes,

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

Eaéfeﬂf i Dizhy -6%’6 (2 LUTTET

6. RECORD SERIES DESCRIPTION ( Bnetly descrite the types of informalion/documentsilorms found in lhe Series

Include ihe putpose or functicn of the Senes;

Ferne75- Haples7ioe 6: 70 e ls ’\5@
/Wfrb/e/rfe/z)g )D/' 7ﬁ‘)<1: /4/657/7(/ S LV, /t)/z%
/

7. RECORD S S FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
- 94/ e Qrawet(s)

Lter Size a Micteiim pnatetica 0 Microfitm Reel (5)

0 Computer Tace s:
0 t&53l Size Q Zcmputer Tzce S Numencal O Ctner {Specily)

0O Ezund Bock Qa Floppy Disk a Chronoleg:cal Number ﬁ/f, /—— Zv

8]

Ceographica 10. ANNUAL ACCUMULATION

Q Audo Tap O Video Tace
/ . .- Q File Orawer (<)
et (Speciy) M/‘/j 5 Clher {Spectiv) O Microfilm Reel (s}

[s]

a Comguter Taoels)
O Other (Specity)

el Numbert

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daly O  Weskly 3 Monthly _ O Month(s) O Year(s)

Number
13. CURRENT LOCATION(S) (Bldg Floar, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency of office)
MK/Mﬂ} /)44 7/5% a  Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & requiation(s) 16. AUCIT REQUIREMENTS

U Yes a o Q" None Q State 0 Fegeral a Independent

17. IS 2N INDEX SYSTEM USED? il yes. exciain oneily and 18. RECOMMENDED RETENTION
w=2sbe any hargwate/software) )

S 17 2 %4/5@24%;,@572&712@

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

C63S 4534 Tanged 1931




P AN S IV I [T G AR [SI R HELURUS MANAGEMENT UIVISION
SCHEQULE (OGS 550-1)

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

1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

/%/@6/@5’7% o/’ M/’// ﬁeé ~ W/??é/\e

/FINITION Records Serles - A group of related recards normally filad and used 23 a unit for ceference as wall as retention snd disposition purposes.

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

W higTon Lo fores 2t 72—

§. RECORD SERIES DESCRIPTION { Bnefly descr::e the tyges of informatio documemsl;orms found in the Series Include ihe purpo:e or funcuien of the Senes)

CONFTINGS bia T NVE7 L) 170 7ed 75 DISTreF &
Wﬁf’fdéf//é ﬁ/fd LA 1A /,()57‘/@//&7);4;

Fermis; Wéf/V/V//?/U Co. Plmaove vy Crp.

y

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES ENCE 9. VOLUME /
- Fie Orawer(s)
~ler Size a Micreiilm “ Alpnatelica

0 Microfim Res| lsl
a Computer Tace

Numencal g Q Cther (Spezily)
Q B-und Book O Floppy Disk G Chronolog:cat Number &ﬁ/ 7,,

0 Lezal Size Q Ccmputer Tece

Q

0 Audo Tape O Video Tace O Geograghical 10. ANNUAL ACCUMULATION
. . o File Diawer ()
0 Ctrer (Specify) a Cther (Soeciv) O Microfdm Res! (s
0 Comcuter Tape!s)
a Olher {Specdy)
e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily a  Weskly a  Monthly _ O Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) - 14. IS RECORD SERIES OUPLICATED ELSEWHERE? (If yes. specily agency or olfice)

MEM2r7 gL Sy « | o o

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

[ 3 WNo a- None a State a Fegeral a Indapendent

17. 1S AM INDEX SYSTEM USED? if yes, exciam .nollv and 18. RECOMMENDED RETENTION
uerte any hargware/software)

o e Bovereat s x%,)ﬁzu

19. NAWE ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Cr3S $53-4 Fmasea 1493)

I




REVISED HELURU SEHIES  FURWARU WITH RECURUS RETENITION RECOROS MANAGEMENT DIVISION
SCHEDWE (DGS 550.1)

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

{. DEPARTMENTIAGENCY 2, DIVISION 3. UNIT

YtperSs 7N 1 R VD~

DEFINITION - Records Setles

« A group of relsted records normally filed and used 23 2 unit for reference as wall as retention and disposition purposes.

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

57 oF /’//4/*7/?/0@/ /'(7635 [T Cler 7]

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lypeymtmal|onldocumenlsnorms found n the Senies Include ihe pu:pose or funchicn of the Serres)

Contezinls, bict = TS+ CErTIFIes o
cfF P//é*/w‘— PR jf - [rog 7 ofen
Spree; s, H/? ;Qéf“/‘f/f ﬁ z%&ﬁ% - Dttt

Mo/ T zr+ive. - M Os #+7-&) 7‘7?»259/ SHH
TreEEse cbdtrol - £75,

7. RECORD SERIES-FORMAT(S) 8. RECORD SERIES ENCE 9. VOLUME /
- le Orawer(s)
Luter Size a Micrciim Alpnacenica 0 Microfilm Reel (53
a Computer Tace |s:
0 Legal Size Q Cemputer Tece G Numencat a Ciner {Specily)
O Bzund Book a Floppy Disk G Chionolog:cat Number O[,{, f‘:?b
Q Audo Tape a Video Tace a Geograchicat 10. ANNUAL ACCUMULATION -
PR Qa File Orawer (<)
Q Citay (Specily) O Cther (Speciv) O Mwcrollm Reet (s}
O Comcuter Taoe(s)
a Other {Specidy)
L Number

-

11. FILE IS USED 2. FILE BECOMES INACTIVE AFTER

a Daly O Weskly a  Monthly i a  Month(s) a
Number

Year(s)

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

Merfor g2, jﬁ’/

—_

4. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

o Yes 0O No

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

—
on

. AUDIT REQUIREMENTS

U es o No a' None a Stae 0 Fegeral T Independent

17. IS AN IHDEX SYSTEM USED? (I yes, exciain cneily and 18. RECOMMENDED RETENTION~fI =~

wseriee any hargware/software)

‘ag a/‘lo/ﬂ . ’ -
' A LA Y2t
L S LAl 3 77 L4 LV}
19. NAWE AND TITLE QF PREPARER 20. TELEPHONE NUMBER&\ / 21. DATE .

A4
0FiS $604 Jmased YB3




HLviskl PECURL SEHIES
SCHEOULE (DGS 950-1)

FUHWAHU WIIH RECURUS RETENTION

RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

Page

ot

1. DEPARTMEMNT/AGENCY

/44‘6/:'9’7%1/7)

2. DIVISION 3. UNIT

Yl s

i e

DEFINITION Rocords Serles «

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

wall as retention and disposion purposes.
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