RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. /%4.3

Page 1 of 4
Agency Division/Unit
Hagerstown Utilities/Lights
Item No Description Retention
1 Transformer CDs: transformer number, make, style, location, | Retain for life of transformer,
date installed plus two (2) years, then destroy
2 Electric meter cards: meter inventory cards - meter, purchase | Retain for life of equipment,
date, type plus two (2) years, then destroy
3 Pole cards listing location of electrical poles Retain for life of electric pole,
plus two (2) years, then destroy
4 Correspondence/general files Screen annually. Destroy
-contains but not limited to: correspondence, safety reports, material having no further
testing work order forms, drawings, substation reports, CDL administrative, fiscal, legal or
operators, CIP files, newspaper articles, cable legislation, anti- | operational value. Retain
trust settlements, newsletters permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.
5 Finance records Retain for three (3) years and
' -contains but not limited to: petty cash reports, retail sales tax, | until all audit requirements have
billing and project summary, warrants, overtime reports, been met, then destroy.
Potomac Edison bills

Approved by Department, Agency or Division Representative

Date

Signature zépifpﬂm 2 %WM

Type Name

Title

((— 10 —FF

Date

GeorgiAnn N. Breichner

City Clerk

Schedule Authorized by State Archivist

|DEC 3 1999

Signaturevgﬂfwéc- ,/;oé;%’ﬂ




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule Neo. /%43

Page 2 of 4

Item No Description Retention

6 MD Public service comm.: various reports, comments, staff Destroy material having no

recommendations, investigations further Legal, Administrative,
Fiscal or Operational value.

7 Weekly hour analysis - computer generated: payroll hours Retain for three (3) years and
report, lists - sick, vacation, holiday until all audit requirements have

been met, then destroy.

8 Correspondence files: correspondence sent by the department, | Retain for two (2) years, then
log sheets in front of each book destroy.

9 Purchase order logs, purchase order copies Retain for three (3) years and
until all audit requirements have
been met, then destroy.

10 Personnel folders Retain for three (3) years after
-contains but not limited to: attendance record, certificates, termination, then destroy.
absentee report, correspondence, request for leave, medical
Invoices

11 Administrative files Screen annually. Destroy

-contains but not limited to: purchase contract data,
correspondence, purchase list by vendor, power outages, staff
notes, staff meeting minutes, procedures, drawings, bid lists,
insurance carrier, scrap sales, city safety committee

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.




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

Schedule No. /% é 3

(CONTINUATION SHEET) Page 3 of 4
Item No Description Retention
12 Annual reports from various government agencies, DOE, Retain until updated or

public service commission, hazardous waste reports, asbestos,
chemical inventory records, EPA reports, PCB inspection logs,
PCB storage area

13 Personnel job descriptions/open job notices, testing forms,
retirement information, performance evaluations, union
grievances

14 City department files

-contains but not limited to: board of utilities meeting minutes,
files containing information re: city departments,
correspondence, weekly status reports, planning commission
minutes, drawings

15 Electric meter cut-in cards: owner, location,
installation/repairs, installed by, inspector name

16 | Weekly/monthly street light reports: street lights replaced, new
installations, project activity, after hours callouts

17 Substation plant files
-contains but not limited to: drawings, maintenance books,
invoices, reference material, specifications, standards

18 Computer printouts: meter listing by address, meter demand
history

superseded, then destroy.

Retain for three (3) years after
termination of employee, then
destroy.

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 life of equipment, plus
two (2) years, then destroy

Retain for life of equipment, plus
two (2) years, then destroy

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 life of equipment, plus
two (2) years, then destroy




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. /. £ 3

(CONTINUATION SHEET) Page 4 of 4
Item No Description Retention

19 Service Retain for three (3) years and
-contains but not limited to: service agreements, drawings, until all audit requirements have
handwritten notes, inspection tickets, work authorization been met, then destroy.

20 Lines Retain for three (3) years and
-contains but not limited to: drawings, photos, P.O. (copies), until all audit requirements have
transformer tests reports, inventory reports, handwritten notes | been met, then destroy.

21 Drawings/plats Retain until updated or

-contains but not limited to: substation drawings, easements,
parking garage, lines, tax maps, customer service prints,
facilities, lighting

superseded, then destroy




Pl IIVG NS - TPk U PHRIND A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDWLE (DGS 550-1)

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

AGENCY RECORDS INVENJORY

Page ot

1. DEPARTMENTIAGENCY

Jrecrs o100

2. DIVISION

W%A e

3. UNIT

EFINITION - Records Saerias - A group of related racords normally filed and used as a unit for raference as

futr 275

wall as rotention and disposiion purposes.

4. RECORD SERIES TITLE

TR PAS Former ods

5. EARLIEST YEAR / LATETEST YEAR

[7ES7 CLr VeI ]

6. RECORD SERIES DESCRIPTION ( Brelly descnte the lypes of informalion/documentsiforms found in the Senes  Include the putp’ose or funchien of th
e . -/— B

L 1S/ — ] RS

" 3 . i -

Z % 577 z)/()/' DW /A)éf Z’//:fa/ 7

-

e~ AP ' V= 5

2 Scnes}

2z

=r3

7. RECORD SERIES FORMAT(S)

0 Leter Size Q Miceehilm

O Legal Sie o Cemputer Tzce
Q Bsund Book QO Floppy Disk

0 Auco Tape a Video Tape

ety ZWX

8. RECORO SERIES SEQUENCE
a Alpnacenca
MM
O Chronolog:cat
O Ceograohicat

a Ciher {Sopectiv)

A///%étfr\

9. VOLUME /
Fie Drawer(s)

a Microfim Reel (5)
Q Computer Tace i<t
O Cther {Specity)

Number

10. ANNUAL ACCUMULATION
Q File Orawer (<)
O Microfilm Rest (s}
0 Comguter Taoe!s)
a Other (Specily)

Number

11. FILE IS USED
Daly 0 Weekly

3 Monthly

12. FILE BECOMES INACTIVE AFTER

@]
Number

Month(s) - Q

Year(s)

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

HRS5 Pplie s

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(I yes. specily agency or olfice)

a  Yes a No
15. ACCESS RESTRICTIONS {If yes. cite law(s) 5 reguiation(s) 16. AUDIT REQUIREMENTS
G fes g Ne a None a State 0 Fegeral a Independent

17. IS AN INDEX SYSTEM USED? I yes. axciamn cneily and

wmerpe any hargware/software)
Vﬂo/

‘es

18. RECOMMENDED RETENTION

T hens e/

Refa/ v for Lif~e @~
TR Forr7er p?f; 2 gemr;

19. NAME AND TITLE QF PREPARER

L

20. TELEPHONE NUMBER

2l
yd

21. DATE

€3S £50-4 Fensed 1/93)




UGG idig = D rh & UK PRINE A SEPAHATE FUKM FUR EACH NEW
REVISEQD RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDWE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS IMVENJORY

7275 WATERLOQ ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 Page : or

1. DEPARTMEHT/IAGENCY

.hz 72 = /’DP()/O

3. UNIT

Lot /o7

2. DIVISION
/ =

4FINITION - Racords Satles - A group of related records normally filed and usad a3 2 unit for raferonce as

wall as retention and disposiion purposes,

4. RECORD SERIES TITLE

Electrie M@?%P Crreds

5. EARLIEST YEAR !/ LATETEST YEAR

194 Crtt e

6. RECORD SERIES DESCRIPTION ( Brefly descnte the lyges of informatior/documentstforms found in the Sertes

M@%&r\ //c)//e,«ﬂ?‘ﬁry Cpy s — fAST s
Méj‘fe ~ Pwreprse C{/47/€/< 77,9,5 =y

P
Include ihe purpose or functicn of the Scries)

1. RECORD SERIES FORMAT(S)

8. RECORD SER!ES SEQUENCE

9. VOLUME /
de Drawert(s)

O Later Size Q Micrciilm a Alpnacelic, QO Microfilm Reel (51
X Q Compuler Tace is:
O tegal Size o Computer Tzce umencal 0 Cther (Specily)
Q0 Bzund Book Q Floppy Disk 0 Chronolog:cal Number
O Auwdo Tage Q Video Tace a Geograchical 10. ANNUAL ACCUMULATION
. o File Drawer (<)
@ Cirar (Specily) ZZZC Z@g O Clher (Soectiv) 0 Mrolilm Reel (s
O Comcuter Tapa(s)
Mé%’g r- dpﬂ O Other (Speciy)
-
e, Number
1. FLEIS US 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly 2 Monthly 0O Month(s) - Q@  Year(s)

Number

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

SR Bplln. ST,

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specify agency or olfice)

a  Yes a No

15. ACCEZSS RESTRICTIONS (If yes. cite law(s) & reguation(s)

v Yes g WNo

16. AUODIT REQUIREMENTS

O None 0 Slate O Fegetal O Independent

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

wmnsee any harawarel/software)
wo/

‘es

o

18. RECOMMENDED RETENTION Kéﬁ//&/zﬂphﬁﬁé
Fh=0

iﬂf/ /775%7’ Phes 22 e,

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER/ 2.

DATE

Ci38 ££0.4 Tepsea 1/93)




|N'1“(U£ DHONS -
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEOWLE (OGS 550.1)

1YPE QR PRINT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOQ ROAD
PO BOX 275 . JE3SUP. MARYLAND 20794

AGENCY RECOROS IMVENJGRY

Page of

1. DEPARTMENTIAGENCY

f/)?’féfb’zé)g)/d

2. DIVISION

U s

3. UNIT

LSGHT

/EFIN!TION Racords Sattes - A group of related records normally filed and used as 2 unit for raference as

well a3 retention and disposiion purposes.

4. RECORD SERIES TITLE

o/ crrds

S. EARLIEST YEAR / LATETEST YEAR

)IAT o Cle TETT

fojes,

6. RECORD SERIES DESCRIPYION ( Briefly descrite the types of information/documentsiforms found i the Series

’”
Include ihe ouvoose ot 1ur7n of the S¢nes}

Chrd s /déﬁ&7 focrdion o E

A

L

7. RECORD SERIES FORMAT(S)

8. RECOROD SERIES SEQUENCE

9. VOLUME /
File Drawer(s)

0 Leter Size a Micrchilm Q Microfilm Real (s)
O Computer Tace is!
a Legal Size a Ccmputer Tzce a Crner (Spezity)
O Brund Book a Floppy Disk Q Chronolog:cal Number ﬁw ” F= Z‘_
a Auzo T, Video Tage a Geoq,aohlcz‘ 10. ANNUAL ACCUMULATION
/ a Fie Drawer (s)
Ctrar (Specily) /V 5 . a Cther (Speciivy O Merofim Res! (s}
: 0 Comcuter Tape!s)
Q Other {Speciy)
e, Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
“ O Weskly 3 Monthly O Month(s) 0 Year(s)
Number
13. CURRENT LOCATION{S) (Bldg., Floor, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
7. 7.
Wm é/ 4 a Yes a No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & regquiation(s) 16. AUOIT REQUIREMENTS
U fes 3 No o None a State 0 Fegeral G Indapendent

17. 1S AN INDEX SYSTEM USED? (If yes. exctain cneily and

wmesee 3ny hatgware/softwate)
42.‘10/

‘as

. RECOMMENDED RETENTION

5/@4’/’ wA@}a{g ﬂFi’;\ S

Hhen/ deé Irele

afg/@ffg,

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21, DATE

C138 8504 Zensed 1/9])




REVISED RECORO SERIES
SCHEDULE (OGS 550-1)

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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOQ ROAQD

AGENCY RECORDS INVENJORY

PO BOX 275 - JESSUP, MARYLAND 20794 Page or
1. DEPARTMEMTIAGENCY 2. DIVISION 3. UNIT
4 -4 i A ] -
/5T PIN A %‘/// 77 == 41747
/OEFINITlON - Records Series - A group of telated records normally filed and used as a unit for reference as

well 3 retention and disposition purposes,

4. RECORD SERIES TITLE

COMTSPPOLER S /et ot

5. EARLIEST YEAR / LATETEST YEAR

(BT bt Tz 7

/s/,

6. RECORD SERIES DESCRIPTION ( Bnetly descrite the lyces of informalion/documents/forms found i the Senes  Incluce the purp’ose or functicn of the Senes)

COYZI0S, bty T WET L), 7 757 LorvBsprde
Il g;’;-/ A eLPr7 S //étgﬁif LPri, Lt S orrets -
D/M’M%s - Sl=TBT oA/ /ef’ﬂr’f?' CDL- oferzlss-

&/ p /f/‘/g/éz NeLSpPer~ e fes - pble
&7??343" JEOF1 T s seiAte el
Vyeivs fetrers T E]O. 4

ﬁC@,
/

/

7. RECORD SE FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
Fie Orawer(s)
L~ter Size a Micreilm phatetica S_——e Microlilm Resl (s)
/ - O Computer Tace s:
Q Lesal Size a Ccmputer Tzce G Numerical a Cther (Specify)
C Bzund Book a Floppy Disk O Chionolegical Number &{ﬂ /‘/7‘
Q Auzio Tape a Video Tace 3 Geograohica 10. ANNUAL ACCUMULATION
QO File Drawer (s}
O Ctber ({Specily) Qa Cther (Speciivy 0 Microlilm Ree! (s}
o Comcuter Tape!s)
a Olher (Specily)
e Numbet
11. FILEIS US 12. FILE BECOMES INACTIVE AFTER
Daty o Weekly 3 Monthly g Month(s) O Year(s)

Number

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

25 B p. 5T,

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(if yes. specify agency or office)

a  Yes o No
15. ACCEZSS RESTRICTIONS {If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
L VYes g No o None a Slate Q Fegeral G Independent

17. IS AN INDEX SYSTEM USED? (i yes. exciain cnefly and

wmeste any hargware/software)
Q’-'lo/

‘as

18. RECOMMENDED RETENTION

B5E renersz) fohe ffeden 776

19. NAME ANO TITLE OF PREPARER

20. TELEPHONE NUMBER

21,

DATE

C6S £504 Tepsed 1/93)




NSTRUG:IONS ~ TYPE QR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARQ WITH RECORDS RETENTION RECORDS MANAGEMENT OIVISION

SCHEOWLE (0GS 3501} 7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20734 Page : of

1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

Wazr=s 751,240 Ui ams Lo

P
/OEFINITION Racords Sarfes - A graup of related records normaily filed and used as a unit for reference as wall as retention and disposition purposes.

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

FIRPACE /?e'apr‘a{s JH B v CHCTERT]

6. RECORD SERIES DESCRIPTION ( Brefly descnte the lyges of informalion/documents/forms found in the Series  Inciude ihe ou:p?:se or functicn of the Senes)

CONSISTI pf=, bt T N7 Liti]ed 757
fpe#y Crasto Kepor73; R/ Sofes 75 -
6/////774/ Fro r/zfcf—' =Y w%/%%/y’ 11224575

J
ﬂszr—‘?L;me He ,ﬂp/ﬂ/ =5 7007‘?/%%@//5/&0
B))/s.

FORMAT(S) 8. RECORD SERIES ENCE : 9. VOLUME /
- Fie Orawer(s)
¥ Alpnacencat

Lxter Size 0 Micrcidm O Microfilm Reel (5)
Q Computer Tace s:

7. RECORO S

Q Legal Size a Cempuler Tzce S Numerncal ;.) a Cther {Specily)
O E-und Book O Floppy Disk 0 Chronoleg:cal Number %F 7
a Awdio Tape O Video Tace T Geograchical 10. ANNUAL ACCUMULATION

a File Orawer (s}

© Ctrer (Specily) o Cther {Speciv) © Mcrolilm Ree! (s}
O Comcuter Tape!s)
O Other (Specity)

s Number
1. 12. FILE BECOMES INACTIVE AFTER
O Weekly : 3 Monthly _ O  Monih{s) o Year(s)
Number )
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) : 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or office)

HY s Bphie. ST - o o

5. ACCESS RESTRICTIONS (If yes. cite law(s! & requiation{s) 16. AUDIT REQUIREMENTS

—

L Yes a WNo a None a Siate a Fegerai G Independent

-

. IS AN INDEX SYSTEM USED? |If yes. excian cnefly ang 18. RECOMMENDED RETENTION
~-s0e any hargware/software) )

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

19. NAME AND TITLE OF PREPARER 200

CriS $50.4 Teaseq 1493}




Ul UG gy - E0h & UILPHINL A SEPARATE FURM FUR EACH NEW
REVISED RECORD SERIES FORWARO WITH RECQROS RETENTION
SCHEDULE {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

7215 WATERLOQ ROAD

L PO BOX 275 . JESSUP. MARYLAND 20794 Page ol
1. DEPARTMENTIAGENCY 2. DIVISION ’ 3. UNIT
e/ =T UP )y F ez Ll 5T

/DEFINIT!ON - Racords Seties - A group of related records normally filed and used as a unit for reference as

wall #% retention snd disposiion purposes.

4. RECORD SERIES TITLE _

Md Jludto Serrice Conu,

S. EARLIEST YEAR / LATETEST YEAR

/G5B Cliry@eTy—

=70,

6. RECORD SERIES DESCRIPTION ( Brelly descrte the tyges of information/documentsiforms found in the Sernies Include ihe purpﬁse or functien of the Senes}

VH) Dles ﬁeﬁﬁﬂf:s - Corptendis - STZFY—
ﬁé@ﬁwméﬂ/dé%"éﬂg; JVhesTr

»7/9:/—/0/625/*

J)@/;Zé W/fézé/ﬁ:ﬁfs bcfs e 7%@ 5.

1. RECORD § S FORMAT(S)
Leter Size

8. RECOROD SERIES SEQUENCE
Alpnatetical

9. VOLUME /
Fde Drawes(s)

Number

O Micteilm O Microfilm Reel (51

a Computer Tace s

0 tegal Size a Cemputer Tzce G Numencal O Cther {Specily)

Q 8zund Book a Floppy Cisk O Chionologicat Number % {’ 7”

a Auzo Tage Q Video Tace O Geograohical 10. ANNUAL ACCUMULATION
O File Drawer (s)

0 Ctrar (Specify) O Cther {Spectivy O Mcrafilm Rest (s}
0 Comeuter Tapefs)
O Other (Specity)

e Numbet
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q Daly O Weekly 3 Monthly g  Month(s) Qa  Year(s)

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

Y25 B l7D ST,

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes, specify agency or office)

a  Yes O No
15. ACCESS RESTRICTIONS (If yes. cite tawis} & requiation(s) 16. AUDIT REQUIREMENTS
U Yes 3 No a None a State 0 Fegetal O Independent

17. IS AN INOEX SYSTEM USED? (i yes. exciain cnefly ana

w=sste any hargware/software)
-B’?-lo/

‘2§

18. RECOMMENDED RETENTION

UsE Fayerl. e RTAEmbo

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21, DATE

€633 £80-4 Tensed YN




Dediienc il VLU E I A SLERRATE FUHM FUR EALH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDWLE (DGS $50-1)

UEFPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOQ ROAD
PO BOX 275 - JE3SUP. MARYLAND 20794

Page

(o]}

1. DEPARTMENT/AGENCY

//W/-'S,ﬁa//t/

2, DIVISION

Vi) Frimes

3. UNIT

Lo OT

DEFINITION . Racords Series - A group of related records normally filed and used as 1 unit for refatence as

wall as rotenton snd disposition puiposes,

4. RECORO SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

/FES e it VT

zra

L()éék/.,/ /%741/:5 %Vﬁ?/;/ﬁ/ S

6. RECORD SERIES DESCRIP{ON ( Brniefly descnibe the types of informalion/docurpéntsiforms found in the Sernes Include the purp?)se of functien of the Senes)

cDm/mﬁgp feycf/zz%;d : )0/47/@// A,

)?epwf/’; LASTS — %) Cf — fFPPFTERD —

/S

Number

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SECUENCE 9. VOLUME
) O fie Drawer(s)
0 Leter Size a Micrcilm O Alpnatepedr a Mwcrolilm Reel (s}
P
0 Ca Tace s}
Q Legal Size O Ccmpule! “ece &7 Numencal Ctner (Spezity) A
0 B-und Book Q Flogpy Qusk O Chronolog:cat Number
a Audo Tape G Video Tace O Geograohical 10. ANNUAL ACCUMULATION
/ a File Orawer (<)
itar {Specily) a Clher (Speciiv) O Mcrotim Rest (s}
O Comguler Tape!s)
WE E R Z7 C Other {Speciy)
el Numbet
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly Weekly 2 Monthly a  Monih(s) o Year(s)

13. CURRENT LOCATION(S) {Bldg., Flaor, Raom) :

HA5 BdAD, ST

-

4. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specify agency or olfice)

L.

20.

€68 $53-4 Fensea 1/93)

Q  Yes o No

15. ACCESS RESTRICTIONS (i yes. cile law(s! 5 requialion({s) 16. AUDIT REQUIREMENTS

U fes o No a None a State 0 Fegeral O Indapendent
17. IS AN INDEX SYSTEM USED? (i yes. exciain oneily ang 18. RECOMMEMNDED RETENTION

w=erte any hargware/software) ’ .

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

19. NAMWE AND TITLE OF PREPARER




(NS LRUGIIQNS - §YPE OR PRINT A SEPARATE FORM FGR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECOROS IHVENJORY
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION RECORDS MANAGEMENT DIVISION
SCHEOULE (OGS 350-9) 7275 WAIERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794 Page . of
1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT
Srers75mR WAl Fries | LighT-

/DEFINITION Records Serles - A group of related records normally filed and used 23 a unit for reference as wall a#retention and disposition purposes.

4. RECORD SERIES TITLE

Corvesppuderee (5 e T tatiior—

. RECORD SERIES DESCRIPTION ( Brelly descrite the types of information/dacumentsiforms found n ihe Seres  Include ihe purp?:se o functien of the Senes)

COr 7y e es/Oﬁ/Oa/ ECCE Sedf éy’]?ie D@D/,
ij Sheels 2 FroaT B <7k &D/<

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. Q Fie Orawer(s)
O L«ter Size a Mictcidm O Microfidm Resl sy
0 Computer Tace is!
0 Legal Size a Computer Tzce G Ciher (Specily)
m Q Flogpy Disk a Chronolog:cat Number
g Audo Tape O Video Tage O Geograohica) 10. ANNUAL ACCUMULATION
. .. a File Drawer ($)
@ Ctrer (Specify) O Cther {Spectivy 0 Microlilm Ree! (s}
: O Computer Tapets)
D }9#_-6 a Other (Speciy)
e Numbet
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
,BK O Weekly a  Monthly ] O Momh(s) - O  Years)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) : 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

HRAE5 Brlss, <J, o e 5 o

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

U fes a No a None o Slate O Fegeral O Independent

17. IS AN INDEX SYSTEM USED?7 (Il yes. exciain urlellv and 18. RECOMMENDED RETENTION K) //‘ 2
weesee any hargwarelsoftware) M
i reg Mﬁ 7 / &f .

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

-

CriS $50-4 Janseq 193




u - TYPEOR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEQULE {DGS 550-1) 7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT OIVISICN

PO BOX 275 - JESSUP. MARY(AND 20794

AGENCY RECORDS INVENJORY

‘Page of

1. DEPARTMENTIAGENCY

2. DIVISION

LI e

3. UNIT

L)5hbT

DEFINITION . Records Serles

- A group of related records normaily filed and used as a unit for rafarence as

wall as retention and disposifon purposes,

4. RECORD SERIES TITLE

 Bprabise Drders

5. EARLIEST YEAR / LATETEST YEAR

/ 0 AN TE

6. RECORD SERIES DESCRIPTION { Briefly gescrite the lypes of informalion/documentsiforms found in the Sertes

P 1 oIS B o= Lp/«, =

Include ihe pu.pose o functicn of the Senes)

P2 Copyes

L3S §80.4 Tepsed 1/93)

7. RECORD IES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
. ) ide Orawer(s)
w~ier Size a Micrefim Dhatetical O Microfilm Reel {53
Q@ Computer Tace is:
O Legal Size 0 Ccmputer Tzce S Numerncal O Cinet (Spesify)
o B-ung Book g Floppy Qisk O Chronolog:cal Number CM - F?
0 Awdio Tape O Video Tace O Geograchical 10. ANNUAL ACCUMULATION
O File Orawer (<)
aQ Ctrer {Specify) O Clher {Speciv) a Microlilm Reeal (s}
o Computer Tace!s)
a Other (Speciy)
el Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
m{ O Weeky a Monthly _ O Month(s) @  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
Y45 Ll tr ST o e o N
15. ACCESS RESTRICTIONS (If yes. cite law(s! & reﬂmanon(s) 16. AUDIT REQUIREMENTS
U Yes 3 Ne O None o Slate o Fegeral O Independent
17. IS AN INDEX SYSTEM USED? (if yes. exciain cneily and 18. RECOMMENDED RETENTION
wrte any hargware/software) ' L
i ‘as s“/lo/ Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.
19. NAME AND TITLE OF PREPARER 2. 1




INSTRUGTIONS -~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENIJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECOROS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD '
PO BOX 275 - JESSUP. MARYLAND 20794 Page : of
1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT
L7 2SIB I’ M%///ﬁfs Lt

/{FIN!TION Rocords Serles - A group of related records normally filod and used 33 2 unit for referonca as wall as retention and dlsposifon purposes.

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

PArowis 177700 /67% /LB Ll T T

§. RECORD SERIES DESCRIPTION ( Briefly descrite the types of information/documents/forms found in the Sefies  Incluce ihe pu-p@se aor funchien of the Senes;

LI BUE Loir7 o4 nai el 75 = P Ehse CondlrSeT—
<D/¢‘/"é/7 CZ?/‘/“@ F@Vdexl/ce Pre r‘&éﬁé e L)ST L 7
l/éfl/dﬂf“ - Fower 194/ es SN s

S1PFF /W‘”ﬁ el s e roced L(f?fij'

5&% 7 Pén/eé’ C‘ / é/%Fgf} CpM%ﬁfé’ézéz/&r)

DA w4 /é73 ' kisis rERCE 0;9,74/8,_%

v

7. RECORD_9ERIES FORMAT(S) 8. RECORD SE SEQUENCE 9. VOLUME /
. Fie Qrawer(s)
Lwter Size a Micreiilm Alpnaceticat a Microfilm Reet (s}
a Computer Tace is:
a Legal Size a Cemputer Tzce G Numerica! O Cther (Spetily)
0 Baund Book O Floppy Disk o Chronolog:cal Number d//, A:‘7 ,
a Auwio Tape o \ideo Tace O Geographicas 10. ANNUAL ACCUMULATION
’ . O File Drawer {g)
0 Ctrer {Specily) a Clher (Spectiv) O Mcrofitm Reet (s}
O Comcuter Tage!s)
Qa Other (Speciy)
o, Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daiy a  Weekly 3 Monthly } Q Month(s) o] Yezar(s)
Number
1:| CURRENT LOCATlON(S) (Bidg.. F(oor Room) . 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office}
o Yes 0 No

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

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

17. IS AN INDEX SYSTEM USED? If yes. axciain cneily and 18. RECOMMENDED RETENTION
w=enpe any hargwarel/software) '

| e fmﬁ_ﬁ/e fd’ Lo

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

C6iS S804 Fapsed 14/93)




MM/Z/Z?@/ Z/fé 7 Dapl 6/42F°€7L7 Corsier,
MeeTn'7s 17 i dEs 5 Fe, DI ss;
ETe.,




WSIRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION RECORDS MANAGEMENT OIVISION

SCUEDWLE (OGS 3501 7275 WATEALOQ ROAD _
PO BOX 275 - JESSUP. MARYLAND 20724 Page . of

AGENCY RECORDS IMVENJCORY

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

Hbgers7en” Mb%z//‘ =2 Nz 7

/DEFINITION « Records Sarlas - A group of rolated records normally filed and used as 2 unit for reference as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
. ety BERE
LA /{e/ﬂp/ﬂ/é JPET 10 CL/ DS T
6. RECORD SERIES DESCRIPTION ( Bnefly descrite the lypes of information/documentsiforms found in the Senies  Include ihe putpﬁse of functicn of tha Sernes)
pr—— - . - .———/% -
/gfﬁﬁ/é ﬁ‘p/% VPSS PlAS Fpi ErNIIrEAT A

Doe - Fultve Serrode cpMM/éé/bfL)’EE /
% /

(2 rd pias W nste Hepor 7S ; /36°S/25
C %M/&%Ai‘ﬂ//gyﬁ @ecp{%é -7
Kepor/= f JLB 2542 /ﬁ&@é WA e
s E7E. a

7. RECORD SE “FORMAT(S) 8. RECORD SERIES § ENCE 9. VOLUME /
/ - Fie Drawer(s)
Lter Size a Micrciilm Iphatenhica 3 i

O Microfilm Reel (59
O Compuler Tace is:

Q Llezgal Size a Zcmputer Tzce G Nuymercal o) a Cther (Specily)
=und Book O Floppy Oisk Chionolog:cal A” Y Ff—

[

a Number
a Auwco Tape O Video Tace O Geogqraohicat 10. ANNUAL ACCUMULATION ‘
. . O File Orawer (<)
Q Otter (Specily) O Cther (Soecivi Microfilm Ree! (s}

o
o Computer Tapels)
O Other (Specfy)

o Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q Daly a  Weekly 3 Monthly i a  Month(s) O Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) . 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)

HAS Bpllp, ST+

a Yes a No

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

G Yes 3 No a None a Slate O Fegeral O Independent

17. IS 211 INDEX SYSTEM USED? (Il yes. exciain onefly and RECOMMENDED RETENTION Pg,—MZ{/M W}«

wmeste any hargware/software)

A feriedieaty To 7 pord, SFE
’ IES,

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

C68 £80.4 Fepsed 193




DEFINITION - Records Saries - A group of related records normally filed and used as z unit for reference as wall{retonﬂon and disposiion purposes.

INSTRUGTIONS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED AECORD SERIES FORWARD WITH RECOROS RETENTION RECORDS MANAGEMENT DIVISION
SCUEOULE 1DGS 530-1 7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794 Page . of
1. DEPARTMENTIAGENCY 2. DIVISION 3 UNIT
. 4 kY M -
% ’/75 2/ S Tou A" Y AL Dee s N ASeroT

4, RECORD»SERIES TITLE Pépéﬁ/l//(jeé- ’ S. E/ARLZT YEAR [ LATE;;EAR
NPA DEsery pliowzs /2 oy Vb hidims| S /

6. RECORD SERIES DESCRIPTION ( Bnefly descnte the 1yfes of information/documentsstorms foung in the Senes Incluce ihe pu:p'f)se ot funclien of the Senes)
N ﬁ/?W/M7 NI § 72«57’}2}7 Bz 5
/ggﬁ remre /,77’7% s M/&ﬁb/&/’ 706%;,%/;7?//&@

=587 V21057 5 95 - LN on) FI7 EY 2N A2 -
= 7 g

7. RECORQ/SERIES FORMAT(S) 8. RECORD SERIES_SEQUENCE 9. VOLUME
. e Drawer(s)
-
- phatetical

Lxter Size 0 A\icrehim O Microfitm Resl (s)

O Computer Tace {s!

0 Bzund Book 0 Floppy Disk Q Chronoleg:cal Number M/ F 7.,

O Legal Size a Zcmpuler Tzce S Numenca! 2 O Cther (Spezify)

a Auwco Tape Q Video Tace O Geographicat 10. ANNUAL ACCUMULATION
. Q File Orawer (5)
O Ctrer (Specify) Q Clher (Speciv) O Microlim Ree! (s
o Comguter Taoels)
o Other {Specty)
e Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily a  Weekly 3 Monthly _ O  Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) : 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice)
y} g‘ ; /: z- 7—: a  Yes a No

15. ACCESS RESTRICTIONS (If yes. cite lawis) 3 requialion{s) 16. AUDIT REQUIREMENTS

G Yes 3 WNo G None a Slate Q Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? (Il yes, excia oneily ana | 18. RECOMMENDED RETENTION «67&2/,() Fpl" B yesss

wessee any haraware/software)

‘25 z‘o/’ ﬁ@M/Mﬁ_—DU/ 7%6/'/
‘ A

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NU@ 21. DATE

C63S 850.4 Tepsed 1/93)




SCHEQULE (DGS $50-1)

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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTGRY

7275 WATERLOQ ROAQ

PO BOX 275 - JE3SUP. MARYLAND 20794 Page of

1. OEPARTMENTIAGENCY 2. DIVISION

Hper=Jomn” b/y@/ﬁfe«s

3. UNIT

L/foT

/DEFlNlTION < Rocords Sarles - A group of reiated records normally filed and used 23 a unit for reference as well as retention and disposition purposes.

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

Crty Dep7 Lo JIT e Cler i |

6. RECORD SERIES DESCRIPTION ( Briefly descrite the types of informatiorvdocuments/forms found i the Senies  Include the ourpf)se ¢ funclicn of the Sen

CONPRINS, botr7 W57 L 17772 T 5> Borpred o W/ oms
WeE777g N TRS ~ east) [7/25 Conrmpirio,
Ao ste7 7807 fe: ity Deprarimen/s -
ClVEsprprence. Wedi]y Shotis Fepors.

FIanw NG Corthrizsiond Aipriss - =

DI A 7\5; ETC., /

7. RECORD SEBIES FORMAT(S) 8. RECORD SER! EQUENCE 9. VOLUME /
/ ; de Orawer(s)
wter Size O Micichim o Microfiim Reel {51
O Computer Tace is:
a Lezal Size a Cemputer Tzce S Numencal O Cthet {Specily)
O Bzund Book Qo Fioppy Qisk 0 Chronological Number M ﬁ:_
Q Audo Tape a Video Tace a Geographicz! 10. ANNUAL ACCUMULATION
o File Orawer (5)
g Ctrer (Specily) Q Ciher (Spectiv) G Microfilm Reet (s}
O Comcuter Tapels)
,6 . .De@ O Other (Specify)
/ '
ol Number
11. FILEIS US 12. FILE BECOMES INACTIVE AFTER
Datly O Wesekly 3 Monthly i C  Month(s) o Year(s)

Number

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

Y256 BlFn ST-

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

{it yes. specify agency or office)

a  Yes a No
15. ACCESS RESTRICTIONS (If yes. cite law(s} & requiation(s} 16. AUDIT REQUIREMENTS
¢ Yes 3 No Qg None a  Slate a Fegeral C independent

17. 1S AN INDEX SYSTEM USED? (if yes. exciain cneily ang

wesnte any hargware/software)
-2m:/

‘as

18. RECOMMENDED RETENTION

UsE€ Lrentr- %/%7/722)

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21,

DATE

€638 8504 Tepsed 1931




WS LHUGIGNS - TYHE UR PHINT A SEPARALE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEDWLE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
RECORDS MANAGEMENT OIVISION

7215 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794 Page : ot

OEPARTMEMTIAGENCY

AZWKK fdzsz)

2. DIVISION 1. UNIT

Wi Fres | LiohT=

DEFINITION Records Serles -

A group of rolated racords normally filed and uved as a unit for teletence as wall

retenton and dlsposition purposes.

4. RECORD SERIES TITLE E/WC ‘ Wfé}a—\ 5. EARLIEST YEAR !/ LATETEST YEAR
Cle7= 0 Lpreds

6. RECORD SERIES DESCRIPTION ( Buelly descrite the tyges of informalionvdocumentsiforms found in the Seties

. 7’
tnclude ihe puipose ar funcliien of the Senes)

mdﬂ/ér‘ L DC/?7L' 2.0, /Mé/’é?//z?f O//Q%L}?//g
/Uéfz//m/ £y ; fj@f@ff‘ wonis E7a.

7. RECORD SERIES FORMAT(S)

0 Leter Size a Miceciilm
0O Legal Size O Cemputer Tece
O Beund Book O Fioppy Cisk

8. RECORD SERIES SEQUENCE

9. VOLUME
D*Pﬂe’ml(sl
Q Alpnatet a Microfilm Reel (s)
/ O Computer Tace ‘st
Numencal } f l { a Ctner (Specily)

a0 Chronolog:cal Number a/, F ;‘,

g Awdo T Video Tace O Geograchical 10. ANNUAL ACCUMULATION
. .- a File Dtawer (<)
trar (Specily) éé x O Clher (Speciiv) O Microfilm Reel (s}
- o Comcuter Tape(s)
tD % Q Other (Specty)
) Numbet

11. FILE IS USED '
Dailly O Weskly a  Monthly

12. FILE BECOMES INACTIVE AFTER

o Month(s) - @ Year(s)
Number

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

Y25 Bplin, ST

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes. speciy agency or office)

a Yes a No

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

U fes a No

16. AUDIT REQUIREMEHNTS

O None a Slate 0O Feoeral O independent

17. 1S AN INDEX SYSTEM USED? (M yes. excian cneily ana
w=nsge any hargware/software) ’

tag %

18. RECOMMENDED RETENTION RﬁfZ/X)ﬁP ,4//% 9/’._"_“
% /%6/07‘}0/»45 R yerrs,

l/p'//

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

Ci3S £50.4 Tapseq 1193}




s L0 L L A SLE AIOATE FUHM FGH EALH NEW UEPARTMENT OF GENERAL SERVICES AGZNCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION
SCHEDWLE (DGS 550-1)

7275 WATERLOQ ROAD
PO BOX 275 . JE3SUP. MARYLAND 20794 Page . of

1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

gersstoond it fims | L bT

AEFINITION Records Serles - A group of related records normally fited and used as a unit for rafarence as

wall as retenton and dlspasiton putposes.

4. RECORO SERIES TITLE

lOeeil), v //Wp/zﬂf///f SHet L)l

6. RECORD SERIES DES(.( {PTION { Bnelly descnte the type m!ormallonldocumenls/!orms foudl in the Series

5. EARLIEST YEAR / LATETEST YEAR
ol TEC7

s
Incldde ihe puipose or funclicn of the Senes)

L)=s7=— :5%7"9@74-4///4/‘ S ﬂg@/%ed
NELO JRI7ZUST oo <

)D y OVedT /et V’/7? FT=r thz/nﬁ o) laii=

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
B Fide Drawer(s)
wter Size a Micerchilm Q Alpnately 0 Microlilm Reel (s)
a Computer Tace /<!
Q Legal Suze a Computer Tzce fumercai } O Cther (Specily}
O Bzund Book Q Floppy Disk Q Chronolog:cat Number 0[//,
g Audo Tage a Video Tace O Geographical 10. ANNUAL ACCUMULATION
. . a File Drawer (<)
O Ctrer (Specily) C Clher {Speciiv) Q Microhim Ree! (s}
’ R a Comcuter Tapefs)
@% a Other (Specily)
o Numbet

-,
~

. FILE BECOMES INACTIVE AFTER

11. FILE IS USED
ally O Weekly a  Monthly

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

HRS BplTo <7,

(o] Monih(s) - © Year(s)
Number

-

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

a Yes a No
15. ACCESS RESTRICTIONS (If yes. cile taw(s} 5 reguiation(s) 15. AUDIT REQUIREMENTS
U Yes ' 3 wo 0 None a Slate O Fegeral O indapendent

17. 1S AN INDEX SYSTEM USED? (f yes. exciain oriefly and . RECOMMENDED RETENTION MLZ/ W 7% r 4 P /&'é ﬁﬂ
wmeste any hargware/software) )
/ W Flhes R SEHE,
— s Jetin 2%

19. NAME AND TITLE OF PREPARER 0. TELEPHONE NUMBER A

. DATE

Cri§ $80-4 Janseq 193)




WL HIOHS - ) THE U PRIND A SEPARALE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORO SERIES FORWARO WITH RECOROS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS 530-1) 7275 WATERLOO ROAD
PO BOX 275 . JESSUP. MARYLAND 20794 Page : of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

,},//?45/’37[5/4)/0 Wﬁ/ Frex N Lt o7

EFINITION - Records Sarles - A group of ralated records normally filed and used as a unit for rafarenca as well as retention and disposition purposes.

4. RECOROD SERIES TITLE

e stotono Pt s | i

6. RECORD SERIES DESCRIPTION ( Bnelly descnte the types of waocumemsuorms founa in the Sertes Include the purp’ose or lunclien of the Senes)

COVFZIS ) bt T A?-L I/ 7T=d 7S = DEIAVDZS -

ngyf&d/é/(ﬁce B o) é /M/ﬂ/c& / g
Kepzrerre yuiie /"7/%» 5)9@//‘70/477»5,

5%’/%)4%

7. RECORD SER ORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
. / le Drawer(s)
ater Size Q AMcrciilm phatelical

a Microhlm Reel (s)
O Computer Tace s:

0O Legal Size 0 Ccmpuler Tzce G Numericai O Cthet (Specity)
O Beund 8ook O Floppy Cisk a Chronolog:eat Number
Q Audio Tape G Video Tace O Geograohucar 10. ANNUAL ACCUMULATION

[a]

o Comcuter Taoa(s)
a Other (Speciy!

. . a File Drawer (5)
D—C\ercxly) \Dg EH [2 ngj;z/ Clher (Speciv) O Microlim Reel (s}

o Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o/{ O Weekly o Monthly : a  Momhis) - Q Years)
Number
12. CURRENY LOCATION(S) (81dg.. Floor, Room) , 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or office)

#a? é/' 5&' /JEO' 5T,§ o Yes a No

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

U fes 3 No a None a Slate 0 Fegeral O Indapendent
17. IS AN INDEX SYSTEM USED? (I yes. exciain cneily and 18. RECOMMENDED RETENTION

w=espe any hargware/software) ’ ; -/- f

i ves 5/(/ M é ﬁ
19. NANE ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

L

0438 £80.4 Jenseq 1/93)
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[ S O AL V"] YT W)

SCHEOULE (DGS 580- 1)

PUbieaniiy ol B QUhily Ketk o

HECORDS MANAGEMENT UIVISION
1215 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

Page of

1. DEPARTMENTIAGENCY

//Mz 7 D2 #2

2. DIVISION

Uit Frims

3. UNIT

L)o T

AEFINITION Records Series - A group of refsted records normally fited and wead a3 2 unit for reference as

wall as rotentlon snd disposiion purposes.

4. RECORD SERIES TITLE

é’ﬁM,OM?L /\74*’ T TS

S. EARLIEST YEAR [ LATETEST YEAR

1257 10 LM T 07—

6. RECORD SERIES DESCRIPTION ( Bnefly descrite Ihe types of information/documentsiforms found in the Series

I gfef\z /éf/_/z)f) '
Met er Dewﬂﬁd,.ﬁlsﬁp-y

=t

. 7’
tnclude the purpose or functicn of the Senes)

7. RECORQD SERIES FORMAT(S)

8. RECORD SERIES SECUENCE

9. VOLUME
0O File Drawer(s)

o Leter Size a Mereilm Q Alpnatetica Microldm Re«l (sa
0 Legal Size a Ccmputer Tzce umerical Mher (Speci! /)
a B-und Baook 0 Floppy Qisk O Chronolog:cal Number d}( Y~ ’- v
a Aucdo Tape Q Video Tace 3 Geograohical 10. ANNUAL ACCUMULATION
// a File Orawer {s)
21 (Specily) X O Cther (Spectiv) 0 Microlilm Rest (s}
] a Comcuter Tape!s)
_l 9_’%—6' O Olher {Specidy)
o Numbet
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q Dady O Weskly g Monthly o Month(s) o Year(s)

Number

13. CURRENT LGCATION(S) (Bdg., Floot, Room)

HR45 BBLFD, <77

g Yes

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or olfice)

O Neo

15, ACCESS RESTRICTIONS (i yes. cite lawis) & reguiation(s)

v Yes a Ho

16. AUDIT REQUIREMENTS

Q' None a Slae

O Feaeral Q Independent

17. 1S AN INDEX SYSTEM USED? (Il yes. exctain cneily and

wswsrte any hargware/sofiware)

-

‘as

iy,

18. RECOMMENDED RETENTION W,()ﬁ/‘él/@
127437, Fles /69/5

o=

19. NANWE AND TITLE OF PREPARER

20. TELEPHONE NUMB{

21, DATE

0638 8504 Tepseq 1/93)




HEVISEU RELURUD SERIES  FURWARU WIIH RECOR0OS RETENTION

RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS 550-1)

7275 WATERLOQ ROAD
PO BOX 275 . JESSUP. MARYLAND 20794

Page : (o]}

1. DEPARTMENTIAGENCY 2 DIVISION

3. UNIT

/«/c;«/ o

FINITION . Records Saries - A group of related records normally filed and used a3 a unit for raferenca as

wall as re(endon and disposition purposes.

4. RECORD SERIES TITLE

S Eri /e e

S. EARLIEST YEAR / LATETEST YEAR

/7B LUt Py 75—

6. RECORD SERIES DESCRIPTION ( Brelly descrite the lyges of information/documentstforms found in the Series

Include ihe ou:pose or funclicn of the Senes)

/%/%#zr/zzz on);

CORF 125, bt 7 N2 Lt 120/l T D 5 5 Z/Z e
Wgreemen?s; DR IN7S hnid 1577
/;WT% R T e ST S T

7. RECORD S S FORMAT(S) 8. RECORD SERIES SEQUENCE
Lter Size 0 Micrciilm cfn‘lm\ac{

0 Legal Size a Ccmputer Tace G Numencai
O Bcund Book Q Fioppy Cisk g Chronolog:cal
Q Auco Tape 0 Wideo Tace O Geograohical

[a]

9. VOLUME /
He Drawet(s)

0 Microfiim Real (s)
O Computer Tace is!

3 ; O Cther {Specity)
Number w - F?

10. ANNUAL ACCUMULATION
QO File Drawer (s)
Mictotilm Rea! (s}

/Wé L —
B | St

la]
0 Comeputer Tape(s)
Q Other (Specily)

Number

11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
D/Lally/ 0 Weskly 9 Monthly _

a  Monih{s) a  Year(s)

19. NAME ANO TITLE OF PREPARER 20. Tt

CMiS £53-4 Fansed 4931 N

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room) : 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. speaify agency or office)
Y35 B ltr ST. o s o o
15. ACCESS RESTRICTIONS (If yes. cite law{s) & reguiation(s} 16. AUDIT REQUIREMENTS

uoofes O WNo O None o Slate 0 Fegeral 0  Indzpendent
17. IS AN INDEX SYSTEM USED? (M yes, exciain vﬂ“”' and 18. RECOMMENDED RETENTION

x=otee any hargaare/software)

‘e , T - Retain for 3 years and until all audit requirements

have been fulfilled, then destroy.
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HECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1)

7275 WATERLOO ROAD
PO BOX 279 - JESSUP MARYLAND 20794 Page . ot

DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

bé%/(/‘é?%w/u L//7/ =< - Aﬁ?,éf

/EF!NITION Records Saries - A group of related records normally filad and used 21 1 unit (or ralarenca as

wall as totantdon and disposition purposes.

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

LneEs | /G286 Citr Ve~

6. RECORD SERIES DESCRIPTION ( Bnefly descrte the lyges of information/documents/fotms found in the Sertes

. s
fnclude the ourpose o funclien of tha Senes)

&ﬂ/f//ﬁ//&j boig T AT Lopt)Tad TS - DI KIS >
P/?prz’?éf /9 2 CDp/eé) Wwﬁrfwer\

TesT Reppris  Jo Vfwry /?epDﬁT
Hrzd //m S AEFES

Q Microfilm Reel ($)
O Computer Tace (5!

7. RECORD SERI RMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
A S FTOTETST
w~ter Size a Micrehlm Alpnatetical

O Lezal Size o Ccmputer Tzce S Numencat { ; Q Ctner {Specity)
O Bcund Book O Fioppy Disk a Chronolog:cal Number OL{ P /:-‘?7'1\
2 Ceograohic 10. ANNUAL ACCUMULATION

O File Drawer (s}

O Audio Tape O Wideo Tace
iter (Specily! ) \’5 Cther (Spectivy O Microlim Reet (st
» O Comcuter Tape(s)

O Other (Specily)

[a]

rect Number

-

11. FILE IS USED 2. FILE BECOMES INACTIVE AFTER

o OCaly O Weskly g Monthly . 0  Month(s) o Year(s)
Number

-

13. CURRENT LOCATION(S) (B!dg., Floor, Raom) 4. IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or office)

H26 Bpl72 ST | oo | .

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

—
on

. AUDIT REQUIREMENTS

v Yes a No Q' None a  Slate a  Fegeral a  Indzpendent

17. 1S AN IMODEX SYSTEM USED7 {lf yes. excian meﬂv and 18. RECOMMENOED RETENTION
wmesce any hargware/soflware)

‘ag Elo/

19. NAWE AND TITLE OF PREPARER 20,

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

———————
P ——
——

€138 $50-4 Yensed 19])




SCHEDWLE {DGS 550-1)

HL LU LU o .}L.. FORGARU it TH RECURUS ReTEHIIUN

RECOROS MANAGEMENT OIVISION

7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 2074

Page

of

{. DEPARTMENTIAGENCY

%@exfafwy

2. DIVISION

o i

3. UNIT

Lo/ o7

OEFINITION Records Serias -

A group of related records normally filed

nd usod as 1 unit for reference as

wall as rotenton and dlsposiion purposes.

4. RECORD SERIES TITLE Df‘%/{)//%,é//o/y’g

5. EARLIEST YEAR / LATETEST YEAR

/574

10 CUTTEL T

6. RECORD SERIES DESCRIPTION ( Bretly descrite the types of informatiorn/documenis/forms found in the Series

A@//"f‘é’//zzs LiiT Al L fet T
\M%«J/A«;/é ERs=t7en S J77RK).

Z/,f/e;;, 7,?4( VA é - Cns Joperes,
Frn, / i< - 4/747_’

Include the nuxpose or functien of the Scnes.

=75 » SukS77 720

e A /Q

'

7. RECORD SERIES FORMAT(S)

0 L«ter Size Q Micrcilm

Q Legal Size a Ccmputer Tzce
0 Beund Book QO Floppy Cisk

O Aucgo Tape O Video Tace

m:‘(soemry) -Dg W//%

8. RECORD SERIES SECUENCE
Q Alpnatelicar

S Numencal

(o]

Chronalog:c2l

9. VOLUME

/(2

Number

Q File Drawer(s)

Q0 Microfilm Reel 5) r/ 7
g}neme: face (s 7
Giner (Soecity) FTL RS

Cie-

O GCeograohica

m. porre

18. ANNUAL ACCUMULATION °

O File Drawer (s}
O Microfdm Reef (s}
O Comcuter Tapefs)
O Other (Specily)

Number

et Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a( O Weekly 3 Monthly 0 Momh(s) O Yeards)

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

YRS B A0 ST

14, IS RECORD SERIES DUPLICATED ELSEWHERE?

0 Yes

(If yes. specify agency or olfice)

O No

15, ACCESS RESTRICTIONS (If yes. cite law(s} 2 requation(s)

v Yes g No

16. AUDIT REQUIREMENTS

Q' None a Slate

O Feogeral

a Independent

17. IS AN INDEX SYSTEM USED? (N yes, axciain onefly and

~sge any hargware/saftware)
rno/

v fas

g~ Spersedad,

18, RECOMMENDED RETENTION /(67%//1/ M/{/%;A %MZ?J
Foer

A=y

19. NAME ANO TITLE OF PREPARER

20. TELEPHONE NUMBER Q.

DATE

€3S $50.4 Tanseq 1/93)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20724

AGENCY RECORDS NVENJGRY

Page : of

1. DEPARTMENTIAGENCY

/MW@%EM/A/

2. DIVISION

U s P

3. UNIT

LIShT

OEFINITION Records Sarles -

A group of related records normally filed and used 23 a unit for referenca as

7
well as retention and disposition purposes.

4. RECORO SERIES TITLE

Persompel Fo)fers

5. EARUIEST YEAR / LATETEST YEAR

9 Cles 7T

6. RECORD SERIES ODESCRIPTION ( Brefly descrite the tyges of information/documentsiforms found in the Serfies

COMFZING, boir T N7 LI 7/ oL T B 2 (P en i
Record- Cerd Freaies;
Corres podzree 7
Wied)er/ )\ vorees;

Include

the pu.pose o functicn of the Seres)

NVEr=

%éd e fee /@e;@"‘/
L ES] 7o Zr%z/e -

7. RECORD SERIES FORMAT(S)
Loter Size

Q Legal Size o

a Micrehim
Computer Tece
O B-und Book Q Floppy Cisk
O Auco Tape O Video Tage

O Ctrer (Specily)

8. RECORD SERIES-SEQUENCE
Iphateticat

S Numercal

G Chionoleg:cal

9. VOLUME /
ile Orawer(s)

Qa Microlilm Reel {s)

é a Camputer Tace is:
!2{ a Ciner (Specily)

CU-F7.

Number

O Geograchica

Qa Cther {Speciiv)

N e

10. ANNUAL ACCUMULATION
O File Drawer ()
O Microfilm Ree! (s}
O Comguter Tace(s)
O Other (Specity)

Number

11, FILE IS USED '
Daty a  Weskly

J  Monthly

12. FILE BECOMES INACTIVE AFTER

g  Month{s) ]

Number

Yeze(s)

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

H3s Bplto ST

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. spezify agency or olfice)

a Yes a No
15. ACCESS RESTRICTIONS (if yes. cite faw(s) & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes o Ne a None a  Slate O Fegeral G Independent

17. 1S AN INDEX SYSTEM USED? (If yes, exciain cneily ang

winesee any hargware/software)
:/."lo/

‘a8

RECOMMENDED RETENTION g@%}/{j FD/—‘B
M e~ Ter 7 7o

/'Pf/ ‘

=

W

19. NANE AND TITLE QF PREPARER

20. TELEPHONE NU’-(

corTec|

21. DATE

,\\V

C6S 8504 Tansed 1/93)
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