
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

Page 1 of 3

Agency
Hagerstown

Division/Unit
Finance/Treasurer

Item No Description Retention

Tax refunds: notice of refunds by date - amount, name, current
year, prior year, assessment, check number, date

Debit vouchers
-contains but not limited to: debit vouchers, adding machine
tapes, daily deposit checkout sheet, check copies, tax bills,
partial payment, notice of unpaid taxes

Tax credit applications: correspondence, applications for
property tax credits

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

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

Property tax aged trial balance: computer generated - trial
balance, work papers, assessment added to rolls, adjustments,
supplemental taxes (edit list), refunds, dept status reports

Insufficient funds (returned checks), check reconciliations
(computer generated), G/L activity

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Approved by Department, Agency or Division Representative

Date // -

Signature ^

Type Name GeorgiAnn N. Breichner

Title C i t y C l e r k

Schedule Authorized by State Archivist

'DEC 3 1999
Date

Signature



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Item No

6

7

8

9

10

11

12

Description

Paid tax bills: copy of tax bill, adding machine tape

Bonds
-contains but not limited to: correspondence, coupon
redemptions

Downtown assessment district fees
-contains but not limited to: statement of account,
correspondence, DAD collection action; includes bills, billing
corrections, legal action, address listings

Various computer reports
-contains but not limited to: refunds, tax exemptions,
assessments added to the rolls, collection reports, cash
register transaction log, daily tax trial balance, G/L reports,
North Potomac St. parking deck reports

Delinquent tax bills, copy of tax bill, returned envelope,
correspondence

Bankruptcy
-contains but not limited to: correspondence, copies of stock
certifications, disclosure statements, proof of claim, fee
receipts, orders, motion filings, plans, notice of dismissal

Delinquent personal property taxes (corporations)
-contains but not limited to: correspondence, statement of
account, certificate of collector

Schedule No. /\/~ £>£

Page 2 of 3

Retention

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for life of bond, plus six
(6) years, then destroy

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

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain as long as
administratively valuable,
destroy when superseded.

Retain for two (2) years after
settlement of claim, then
destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item No

13

14

15

16

17

(CONTINUATION SHEET)

Description

Vendor files - market house vendors/farmers market fees:
invoice, billing change form, receipt, application form,
correspondence

Daily deposit checkout sheets: adding machine tapes, debit
voucher, corrections, receipts, deposit tickets (copies), fund
reconciliations, computer generated daily posting, parking
deck receipts

Tax sale notices - computer generated
Note: Record copy located at the Washington County Circuit
Court. ^,« .

Tax roll books - computer generated: name,, description of
property, liber/folio, land use, assessment

Daily tax receipts
-contains but not limited to: adding machine tapes, copies of
tax bills, cashier tapes

Schedule No. / ^ / " £>&**
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Retention

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 three (3) years and
until all audit requirements have
been met, then destroy.

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

Retain for twenty (20) years,
then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOUIE (OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

PO BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECOROS INVENJORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used is i unit for reference as well as retention and disposition purposes.

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

6. RECORD SERIES DESCRIPTION ( Briefly describe ihe lypes o( informalion/documents/forms found in Ihe Series Include ihe purpose or function of Ihe Series!

7. RECORD SERIES-FORMAT(S)

Kter Size a Microfilm

a legal Size o Compuler "ace

a S'.und Book a Floppy Disk

a Audo Tape a Video Taps

o Cifcer (Specify)

11. FILE IS USED

a Daily D Weekly • Monthly

8. RECORD SERIES SEQUENCE

a Aipnaeeiicai

a Chronologxal

• Geograohicsi

D Other (Soecivi

9. VOLUME

a F:le Orawer(sl

a Microfilm Reel (si

n C

Number

10. ANNUAL ACCUMULATION

a File Drawer (si

a Microfilm Reel (si

• Compuler Tape(s)

• Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

D Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. die law(s) i reguialion(s)

i: ?es 3 No

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral o Independent

17. IS AM INDEX SYSTEM USED7 [If yes. sxpiain onerly and

i>-.-.::ce any haraware/soflware)

18. RECOMMENDED RETENTION -3

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

1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED 9ECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEOIAE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT 0IVISION

7275 WATERLOO ROAO
PO SOX 275 • JE3SUP. MARYWNO 20794

AGENCY RECOROS INVENJO'RY

Page . O(

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normilly filed and used as a unit for reference as well as retention and disposition purposes.

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

6. RECORD SERIES DESCRIPTION ( Brielly describe ihe lypes of informalion/documents/forms found in Ihe Series Include the purpose or function of Ihe Series!

7. RECORD SERIES FORMAT(S)

Q Le;ief Size a Microfilm

a legal Size , a Ccmpuier 'ace

o Ecund Book a Floppy Disk

a Audo Tapg^ a Video Taps

-er (Specify)

8. RECORD SERIES SEQUENCE

• Alpnacelica^

a Chronological

• Geoqraohicai

a Other (Speaivi

9. VOLUME
a~F:le Orawer{s)
• Microfilm Reel (si
D Compjjier race ;s
B*"dther (Speci.'i

Number

10. ANNUAL ACCUMULATION
a File Orawer (si
a Microlilm Reel (s!
D Computer Taoe(s)
o Other (Specify!

Number

11. FILE IS 12. FILE BECOMES INACTIVE AFTER

Daily D Weekly a Monthly D Monih(s) a Yesr(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 3 reguiation(s)

i: Yes a No

16. AUOIT REQUIREMENTS

a None a Slaie • Feoeral o Independent

17. IS All INDEX SYSTEM USED7 (If yes. exciam cnsfly and

o--.-..-:ce any harCrvare/soflware)

18. RECOMMENDED RETENTION

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

C'".S 5J0-J 1/931



INSTRUCTIONS - TYPE Of) PRINT A SEPARATE FORM FOR FAf.H NEW
REVISEO RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOUIE [OGS 550-1)

1. DEPARTMENT/AGENCY

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO

PO BOX 275 • JESSUP. MARYWNO 20794

2. DIVISION

AGENCY RECOROS INVENJORY

Paoe • Of

3. UNIT

/ DEFINITION • Records Series • A group of related records normally filed and used as a unit for reference is well aa retention and disposition purposes.

4. RECORD SERIES TITLE

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of

7. RECOROSEitfES FORMAT(S)

sr\.f.\n Size a Microiiim

a Legal Size a Compuler "ace

a Bwnd Book a Floppy Disk

a Audo Tape a Video Tacs

a Citef (Specifv)

11. FILE IS USED

a Daily a Weekly a Monthly

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

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

i: Yes a No

17. IS Ail INDEX SYSTEM USED7 (if yes. exoain crieily and

o- .vse any haroare/software) ^^,

19. NAME ANO TITLE OF PREPARER

5. EARLIEST YEAR / LATETEST YEAR

TO

nformation/documents/forms (ound.in Ihe Series Include ihe purpose or function of Ihe Series!

i

8. RECORD SERIES SEQUENCE

a Alpnacetjcaf'

a^Numencai

o Chronological

• Geograohicai

o Clher (Soecivi

9. VOLUME

a File Orawer(s)

o Microfilm R e e l (S)

o Computer race \s\s? - .
s*f5tner (Scec»yl *£%%S\CZ-£>

Number "•'".

10. ANNUAL ACCUMULATION

a File Orawer (s)

0 Microiiim Res! (s!

• Compuler Taoe(s)

a Other (Scecifyl

Number

12. FILE BECOMES INACTIVE AFTER

D Month(s) a Year(s)

Number

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

a Yes a No

16. AUDIT REQUIREMENTS

a None a Slate o Feaeral o Independent

18. RECOMMENOED RETENTION

20. TELEPHONE NUMBER 21. DATE

1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARO vlTH RECQROS RETENTION
SCHEOUU IOCS 550-1) <?

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROA0
PO BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENJORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

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

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenis/forms found in Ihe Series Include ihe,puipose or function of the Series!

7. RECORO SERIES FORMAT(S)

a L«ier Size a Micrci'ilm

a Legal Size o Compuler "ace

Q B'.und 8ook a Floppy Disk

a AutJo Tape a Video Tacs

!iher (Specify) .

8. RECORD SERIES SEQUENCE

a Alpnaeelicai

Iumenc3l

a Chronological

a Geograohicai

a Clher (Speciivi .

9. VOLUME
O F:le Orawer(s)
a Microfilm Reel
a Compuler Tacs ;;:

Number

10. ANNUAL ACCUMULATION
o File Drawer («)
a Microfilm Reel (s)
O Compuler Taoe(s)
• Olher (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

0 Weekly a Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg. Floor 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes O No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguialion(s)

i: Yes a No

16. AUOIT REQUIREMENTS

a None a Slate o Feaeral o Independeni

17. IS Ail INDEX SYSTEM USED7 ilf yes. explain Briefly and
o-.v:ce any hardware/software)

18. RECOMMENDED RETENTION

'5S Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

19. NAME ANO TITLE OF PREPARER 20.,

1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUIE (OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECOROS MANAGEMENT OIVISION

7275 WATERLOO ROAO

PO BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used is a unit (or reference as well is retention and disposition purposes.

RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/lorms found in Ihe Series Include ihe purpose or function of the Scries!

it

7. RECORO SERIES FORMAT(S)

o LKier Size a Micrciilm

a Legal Size o Computer Tace

a Ecund Book a Floppy Disk

; a Video Tace

8. RECORO SERIES SEQUENCE

a Alpnacelicai

o Chronologxal

• Geograohicai

a Clher (Soeciivi

9. VOLUME

File Orawer(s)

o Microfilm Reel |si

D Compuler Tace ;s:

a Other (Spec:.'y)

Number

10. ANNUAL ACCUMULATION

a File Drawer (:)

a Microfilm Reel (s!

a Comculer Taoeis)

D Other (Spscfy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

O Weekly • Monthly D Month(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes c No

15. ACCESS RESTRICTIONS (If yes. die law(s) S reguialion(s)

i: Yes a No

16. AUOIT REQUIREMENTS

a None a Slate Q Feaeral a Independent

17. IS AM INOEX SYSTEM USED7 |lf yes. exaain Briefly and

i::-.v:ee any harcvare/software)

18. RECOMMENDED RETENTION

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

19. NAME ANO TITLE OF PREPARER

1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO PECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEOUlE (OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT OIVISION

7275 WATERLOO ROAD
PO BOX 275 - JE3SUP. MARYLANO 20794

AGENCY RECOROS INVEMJORY

Page. Of

1. OEPARTMEMT/AGENCY 2. OIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normilly filed and used is i unit for reference is well i t retention and disposition purposes.

4. RECORO SERIES TITLE P#U 7m S/'/Js 5. EARLIEST YEAR / LATETEST YEAR

6. RECORO SERIES DESCRIPTION ( Briefly describe ihe lypes of information/documenis/lorms Jouna in Ihe Series Include the purpose or function of Ihe Series!

^ 6
Ct?Pii

7

7. RECORO SERIES FORMAT(S)

a Itfter Size a Micrciilm

a legal Size a Ccmpuler 'ace

a B'-und 8ook a Floppy Disk

a Audio Tape^--f' a Video Tace

fiher (Specify)

RECORO SERIES SEQUENCE

a Alpnacelij

a Chronological

• Geographical

a Cther (Speaivi .

9. VOLUME
File Orawer(s)

a .Microfilm Reel isi
o Compuler Tace ;'s:
D Cmer (Spe::!y)

Number

10. ANNUAL ACCUMULATION
a File Drawer (:)
a Microlilm Ree! (s!
a Compuler Taps(s)
o Other (Specfy)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly o Momh(s) D Yesr(s)
Number

13. CURRENT LOCATION(S) (Bldg . Floor Room 14. IS RECORO SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office

D Yes D No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S (eguiation(s)

i: res a No

16. AUDIT REQUIREMENTS

a None a Slaie a Feaeral a Independem

17. IS AM INOEX SYSTEM USED7 (If yes. explain oneily ana

i:--.v:ee any hardware/software)
18. RECOMMENDED RETENTION

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

19. NAME ANO TITLE OF PREPARER 2O.i

CIS 5J0J 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FDR FACH NFW
REVISEO RECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEOIAE (OGS 550-1)

DEPARTMENT OF G E N E R A L S E R V I C E S

RECORDS MANAGEMENT 0IVISION

7275 WATERLOO ROA0

PO BOX 275 • JE5SUP. MARYLANO 20794

AGENCY RECORDS INVENJtiRY

Paoe Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

z DEFINITION • Records Series • A group of related records normally filed and uied is i unit for reference is well is retention and disposition purposes.

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

6. RECORD SERIES DESCRIPTION ( Briefly describe ihe lypes of information/documents/forms lound in Ihe Series Include ihe purpose or funclicn of Ihe Series!

7. RECORO SERIES'FORMAT(S)

Q*x*!tet Size a Microfilm

a 1*531 Size a Computer "ace

o B'-und Book a Floppy Disk

a A«so Tape a Video Tacs

o Cihef (Soecifv)

RECORD SERIES SEQUENCE

a Alpnacelicsi

S^Numerical

a Chronological

a Geoqraohic3i

o Cther (Soecivi

9. VOLUME

o Microfilm Reel ISI

o Computer Tacs ;;:

a cmer (Soecrfvl

Number

10. ANNUAL ACCUMULATION

D File Orawer (si

n Microfilm Reel (s!

a Computer Taoe(s)

• Olhei lSe»c:(vl

Number

11. FILE IS USED

a Daily _ a Weekly

12. FILE BECOMES INACTIVE AFTER

a Monihly D Monih(s) a Yearfs)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

D Yes • No

15. ACCESS RESTRICTIONS (If yes. ate law(s) S reguialion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

D None a Slaie a Feaeral a Independent

f'iS fiO-t 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO &ECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEOUlE |0GS 550-1) /

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROA0
PO BOX 275 • JESSUP. MARYLAND 20/9*

AGENCY RECORDS INVENJORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed ind used is t unit for reference as well ja retention and dlspoaitjon purposes.

4. RECORD SERIES TITLE $yCUW7&U?A?/£*

£ ^ - —£.—r"~^^

5. EARLIEST YEAR / LATETEST YEAR

?TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of informalion/documents/forms found in Ihe Series Indues ihe purpose or funchon of Ihe Series!

y

i/aadtye PUus/teaL 4 ^
7. RECORO SERIES^E0RMAT(S)

,K!er Size a Micrciilm

O Lfrjal Size • Ccmpuler Tace

o E'.vind Book a Floppy Disk

a Audio Tape a Video Tacs

o O < f (Specify)

RECORD SERIES SEQUENCE

SipnaCeticai

c Numerical

a Chronological

• Geograohicai

a Cther

9. VOLUME
File Orawer(s)

a Microfilm Reel isi
n Compuier race ;s:
a Cmer (Spec»y)

Number

10. ANNUAL ACCUMULATION
a Pile Orawer (si
a Microlilm Reel (si
a Computer Tape(s)
a Other (Specify!

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

O Weekly Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or offics)

a Yes Q No

15. ACCESS RESTRICTIONS (If yes. cile law(s) I recuialion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate Q Feoeral a Independent

17. IS AM INDEX SYSTEM USED7 (If yes. explain cnstly ana
i:-.v:oe any hardware/software)

18. RECOMMENDED RETENTION

;: 'as

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

CIS 550-1 :>vsed 1/931



INSTRUCTIONS - TYPE on PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARO WITH RECORDS RETENTION
SCKEOUU IOCS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAO
PO BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

Page .

1. /K1. /KPARTMEHTrAGENCY 2. DIVISION 3. UNIT

y^OEFINITION • Records Series - A group of related records normally filed and used is a unit for reference as well a> retention and disposition purposes.

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

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series Include ihe purpose or function of Ihe Series!

7. RECORO SERIES FORMAT(S)

a L~ler Size a Microfilm

a Legal Size a Computer "ace

o Evjnd Book D Floppy Disk

a Audio TacB^^^^ a Video Jace

& (Specify) _,

RECORD SERIES SEQUENCE

o Alpnaeelicai

G Numerical

a Chronological

a Geograohicai

9. VOLUME
o F-le Orawer(sl
a Microfilm Reel is)
• CorrjcuTer Tacs ;;
0**Giher (Spec:!

Number

10. ANNUAL ACCUMULATION
a File Orawer ( j |
0 Microfilm Ree! (si
a Compuier Taoe(s)
a Olher (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg:. Floor Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

o Yes ' Q No

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

i: Yes G No

16. AUDIT REQUIREMENTS

a None a Slate n Feaeral a Independent

17. IS AM INDEX SYSTEM USED7 (If yes. exc:am orie/ly and
<::-.v:ce any haware/so/tware)

18. RECOMMENDED RETENTION

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

19. NAME AND TITLE OF PREPARER 20.

CIS 550-J avied 1/931



r



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED 9ECORO SERIES FORWARD WITH RECOROS RETENTION
SCHE0U1E (OGS 550-l|

DEPARTMENT OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT (DIVISION

7275 WATERLOO ROAO
90 BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECOROS INVENJORY

Page. Of

1. OEPARTMEHT/AGENCY - 2. OIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and uied is a unit for reference as well as retention and disposition purposes.

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

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/documenis/forms found in the Series Include She purpose or function ol the Series!

7. RECORO SERIES FORMAT(S)

o i«ter Size a Miaciilm

0 legal Size o Ccmpuler 'ace

a E'.und Book a Floppy Disk

a Au<so Tape a Video Tacs

fef (Specify)

RECORD SERIES SEQUENCE

a Alpnacelic3j,

a Chronological

a Geograohic3i

a Clher (Specifyi

9. VOLUME

FileOrawer(s)

o Microfilm Reel (si

o Computer Tacs ;s:

D Clher (Specify)

Number

10. ANNUAL ACCUMULATION

a Pile Drawer (S)

a Microfilm Reel (s!

o Comcuter Taoe(s)

• Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

O Weekly O Monthly o Momh(s) • Ye3r(s)

Number

13. CURRENT LOCATION(S) (Bldg Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes D No

15. ACCESS RESTRICTIONS (If yes. ale law(s) i reguialion(s)

i: Ves • No

16. AUDIT REQUIREMENTS

D None a Stale O Feaeral O Independen!

U . IS AM INDEX SYSTEM USED7 (If yes. exciain Briefly and

o-.viee any harff«are/software)

18. RECOMMENDED RETENTION

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

1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEOIAE (OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

PO BOX 275 • JE5SUP. MARYLANO 20/94

AGENCY RECOROS INVENJdRY

Page . or

1. OEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used is j unit for reference is well as retention and disposition purposes.

4. RECORD SERIES TITLE

'— 7
PTION ( Bneiyee:

5. EARLIEST YEAR / LATETEST YEAR

6. RECORO SERIES DESCRIPTION scnbe ihe lypes of infoimalion/documenls/forms found in Ihe Series Include She purpose or function of ihe Series! .

) l

7. RECORO SERIES FORMAT(S)

.rter Size O Micrct'ilm

a Legal Size a Compuier "see

D E'.und 8ook a Floppy Disk

a Aucjo Tape a Video Taps

a Cif«f (Specify)

8. RECORD SERIES SEQUENCE

G Numerical

o Chronological

• Geogiaohicsi

n Clher (Soeciiy)

9. VOLUME

R e Diawerfsl

o Microfilm Reel (Si

n Compuier Tacs ;s:

a Clher (Specify)

Number

10. ANNUAL ACCUMULATION

a File (Dower (s)

D Microfilm Res! (s!

• Compuier Taoe(s)

a Other (Specify!

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Yesr(s)

Number

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

hh
14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office

a Yes • No

15. ACCESS RESTRICTIONS (If yes. die law(sl S reguialion(s)

i : res • No

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral D Independent

17. IS AM INOEX SYSTEM USED7 i,lf yes. explain Briefly ana

i:=-.v:ee any haroare/soflware)

18. RECOMMENDED RETENTION

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER

CIS H&-* 1/93I



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVtSEO RECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEOUlE (OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT 0IVISION

7275 WATERLOO ROAO
PO BOX 275 . JE3SUP. MARYUNO 20794

AGENCY RECOROS INVENJORY

Page ,

1. OEPARTMENT/AGENCY 2. OIVISION 3. UNIT

/DEFINITION - Records Series - A group of rattled records normally filed ind used is i unit for reference as well as retention and disposition purposes

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

TC

T
6. RECORD SERIES DESCRIPTION ( Bnelly describe Ihe lypes of informalion/documents/forms found in Ihe Seney Include ihe purpose or (unction of the Series!y In

7. RECORO SERIES_FORMAT(S)

l^ter Size a Micicfilm

a Ltjal Size • Compute? "ace

a E'.und 8ook a Floppy Disk

a AuOo Tape a Video Tacs

a Other (Specify)

8. RECORD SERIES SEQUENCE

fipnaeelicai

S Numerical

a Chronological

• Geographical

a Clher (Soeciivi ,

9. VOLUME
H e 0rawef(sl

D Microfilm Reel tsi
• Compuler face ;;
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer ( j |
a Microfilm Res! [%\
D Compuler Tapsis)
D Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

O Weekly • Monthly a Monih(s) O Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. ale law(s) S reguialion(s)

i: Yes • No

16. AUOIT REQUIREMENTS

a None a Slate o Federal o Independeni

17. IS AH INDEX SYSTEM USED7 |l( yes. exciam cneily and

tf-.vce any hardvare/soflware)
18. RECOMMENDED RETENTION

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

19. NAME ANO TITLE OF PREPARER 20. i

'JO* ^vsed t/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEOUU (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275 . JE3SUP. MARYLANO 20794

AGENCY RECORDS iNVENJdRY

Page . Of

1. OEPARTMEHT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

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

6. RECORD SERIES DESCRIPTION ( 8nelly describe ihe lypes of informalion/documents/forms found in Ihe Series Include ihe purpose or function of the Scries!

7. RECORO SERIES FORHAT(S)

Q^f^ler Size a Micrciilm

a Legal Size a Computer Tacs

a Bvjnd Book a Floppy Disk

a Aoio Tape o Video Tace

G Other (Specify)

8. RECORD SERIES SEQUENCE

c Numencal

a Chtonologxal

• Geograohicsi

a Other (Soecii'vi

9. VOLUME
File 0rawer(sl

a Microfilm Reel tsi
a Compuier Tacs ;'«:
a Cinef (Spec;.'-/)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
a Microfilm Reel (s!
a Compuier Taoeis)
a Olhsr (Specify)

Number

11. FILE IS USED

0 Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly G Monthly a Month(s) a Ye3r(s)

Number

13. CURRENT LOCATION(S) (Bldg. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

0 Yes Q No

15. ACCESS RESTRICTIONS (If yes. die law(s) S reguialion(s)

i: Yes • No

16. AUDIT REQUIREMENTS

a None a Slate o Federal a Independent

17. IS All INDEX SYSTEM USED7 |ll yes. exp:am cneily and

.v-.v:ce any hardware/software)
18. RECOMMENDED RETENTION

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

1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEOUU (OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECORDS MANAGEMENT (DIVISION

7275 WATERLOO ROAO
PO BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENJORY

Page.

1. OEPARTMEMT/AGENCY 2. DIVISION 3. UNIT.

DEFINITION • Records Series • A group of related records normally filed ind uied is i unit for reference is well is retention and disposition purposes.

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

T O .

6. RECORD SERIES DESCRIPTION ( Briefly describe ihe lypes of informalion/documents/forms found in Ihe Series Include ihe purpose or function of the Series!

7. RECORO SERIES FORMAT(S)

^a*T»;ler Size Q Micrciilm

o Legal Size • Computer Tace

a Evjnd Book

a Audio Tape

(Specify)

a Floppy Disk

a Video Tacs

•BtJit̂ r (Specify) J/^iMlS^^

8. RECORD SERIES SEQUENCE

a Alpnaoelic3i^

fumerical

a Chronological

• Geograohicai

o Clher (Soecivi .

9. VOLUME
o File Orawer(s)
Q Microfilm Reel (si
• Comgyler Tace ,'s_
Q*-Ctner(Spec:.'

Number

10. ANNUAL ACCUMULATION
a File Drawer (S)
a Microfilm Res! (si
a Computer Taoe(s)
D Other (Specify)

Number

11. FILE IS U

Daily

12. FILE BECOMES INACTIVE AFTER

0 Weekly 3 Monthly a Momh(s) a Year(s)

Number

13. CURRENT LDCATION(SHBIdg. Floor. Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (It yes. specify agency or olfics

a Yes • No

15. ACCESS RESTRICTIONS (If yes. ale law(s) S reguialion(s)

1: Yes • a No

16. AUDIT REQUIREMENTS

a None a Slate a Feoeral o Independent

17. IS All INDEX SYSTEM USED? ilf yes. exciam Briefly and

>'/-.v:ce any harcvare/soflware)
18. RECOMMENDED RETENTION

•'• 'es

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

f.S 550-1 3Vsed 1/93!



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEOUIE IOCS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT 0IVISION

7275 WAfEnlOO ROAO
PO BOX 275 • JE3SUP. MARYUNO 20794

AGENCY RECORDS iNVENJdRY

Page .

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normilly filed and u««d as a unit for reference as well is retention and disposition purposes.

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

£*jn—

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documents/forms lound in Ihe Series Include the purpose or function ol the Series)

RECORD SERIES SEQUENCE

Sipnaeeticai

Z Numerical

a Chronologxal

• Geograohic3i

a Clher (Speoivj

9. VOLUME
o File Orawef(s)
o Microfilm Reel i

B-"CTRe7(Spe:»y)

Number

10. ANNUAL ACCUMULATION
a File Orawer (:i
a Microlilm Reel (s!
a Computer Taos(s)
• Other (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly • Monthly a Monih(s) a Yesr(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORO SERIES DUPLICATED ELSEWHERE? (K yes. specify agency or office

a Yes a No

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

i: Yes • No

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral o Independent

17. IS AM INDEX SYSTEM USED7 (If yes. exp:am Briefly and

••.•-.vice any harcXivare/software)
18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER
t ' f f f

20. TELEPHONE NUMBER 21. DATE

C I S 550-J 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARQ WITH RECOROS RETENTION
SCHEOUU (OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO SOX 275 • JESSUP. MARYLANO 20/94

AGENCY RECORDS INVENJO'RY

Page. Of

DEFINITION • Records Series - A group of related records normally filed and uied is i unit for reference as well is retention and disposition purposes.

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

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/documenis/forms (ouna in the Series Include ihe purpose or funclion ofthe Series!

J

'/L

7. RECORD SERIES FORMAT(S)

Q iKIer Size a Microfilm

o Isgal Size o Computer Tace

a Ecund Book a Floppy Disk

• Audo Tapg^

P<?lhef (Specify)

a Video Taps""'

8. RECORD SERIES SEQUENCE

Ipnacelicai

jmennl

O Chronologxal

a Geoqraohicai

D Clher (Soeoivi

9. VOLUME
'File Otawer(s)

a Microfilm Reel (s
a Cjwptiier race ;s
B^Clfiet (Spe:;!y)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
a Microfilm Ree! (s!
a Comculer Taoeis)
O Other (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly D Month(s) a Year(s)
Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes • No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguiation(s)

i: Yes a No

16. AUOIT REQUIREMENTS

a None a Slate o Feoeral o Independent

17. IS All INDEX SYSTEM USED7 \\l yes. excisin crieily and

i:--.v:ce any hardware/software)

18. RECOMMENOED RETENTION

'2S

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

CIS HO' =vsed 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARO WITH RECORDS RETENTION
SCIIECUU |0GS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECORDS MANAGEMENT 0IVISION

7275 WATERLOO ROA0

PO BOX 275 - JE3SUP MARYLANO 20794

AGENCY RECORDS IMVENJORY

Page, Of

1. OEPARTMEHT/AGENCY 2. DIVISION, 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

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

6. RECORD SERIES DESCRIPTION ( Briefly describe (he lypes of informalion/documenls/forms found in Ihe Series Include Ihe purpose or function ol Ihe Series!

>

J

7. RECORD SERIES FORMAT(S)

a l«ier Size a Micrciilm

a Legal Size o Compuler Tace

D E'.und Book a Floppy Disk

a AucJo Tape a Video Tace

RECORD SERIES SEQUENCE

a Alpnaceljcai

o Chronological

• Geoqraohicai

a Clher (Speciivi

9. VOLUME

File Orawer(s)

D Microfilm Reel isi

o Compuler face (s:

a Clher (Spec:.'-/)

Number

10. ANNUAL ACCUMULATION

a File Drawer («)

a Microlilm Reel (s!

D Computer Taos(s)

D Olher (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

O Weekly a Monthly a Momh(s) • Year(s).
Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes D No

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

i: res • No

16. AUDIT REQUIREMENTS

o None a Slate D Federal a Independenl

17. IS Ail INDEX SYSTEM USED7 ilf yes. exc:am one/ly and

c-.v:ee 3ny harcware/software)

18. RECOMMENDED RE

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER

HO* 'vsed 1/931


