DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. /%éé

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3
-| Agency Division/Unit
Hagerstown Finance/Treasurer
Item No Description Retention

1 Tax refunds: notice of refunds by date - amount, name, current | Retain for three (3) years and
year, prior year, assessment, check number, date until all audit requirements have

been met, then destroy.

2 Debit vouchers Retain for three (3) years and
-contains but not limited to: debit vouchers, adding machine until all audit requirements have
tapes, daily deposit checkout sheet, check copies, tax bills, been met, then destroy.
partial payment, notice of unpaid taxes

3 Tax credit applications: correspondence, applications for Destroy material having no
property tax credits further Legal, Administrative,

Fiscal or Operational value.

4 Property tax aged trial balance: computer generated - trial Retain for three (3) years and
balance, work papers, assessment added to rolls, adjustments, | until all audit requirements have
supplemental taxes (edit list), refunds, dept status reports been met, then destroy.

5 Insufficient funds (returned checks), check reconciliations Retain for three (3) years and
(computer generated), G/L activity until all audit requirements have

been met, then destroy.

Approved by Department, Agency or Division Representative

Date

Signature

Type Name

Title

[/ -0 7F

Da

te L
s Signatureg""“‘(c' /f Z:

GeorgiAnn N. Breichner

City Clerk

Schedule Authorized by State Archivist

'DEC 3 1999




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

Schedule No. /- A/

(CONTINUATION SHEET) Page 2 of 3
Item No Description Retention
6 Paid tax bills: copy of tax bill, adding machine tape Retain for three (3) years and
until all audit requirements have
been met, then destroy.

7 Bonds Retain for life of bond, plus six
-contains but not limited to: correspondence, coupon (6) years, then destroy
redemptions

8 Downtown assessment district fees Destroy material having no

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

9 . 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

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

11 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

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

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

(CONTINUATION SHEET)

Schedule No. /1// éé

Page 3 of 3

Item No Description Retention

13 Vendor files - market house vendors/farmers market fees: Screen annually. Destroy
invoice, billing change form, receipt, application form, material having no further
correspondence 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.

14 Daily deposit checkout sheets: adding machine tapes, debit Retain for three (3) years and
voucher, corrections, receipts, deposit tickets (copies), fund until all audit requirements have
reconciliations, computer generated daily posting, parking been met, then destroy.
deck receipts . :

15 Tax sale notices - computer generated Destroy material having no
Note: Record copy located at the Washington County Circuit further Legal, Administrative,
Court. st : Fiscal or Operational value.

16 Retain for twenty (20) years,

*| Tax roll books ~ computer generated: name, description of then destroy.
property, liber/folio, land use, assessment
17 Retain for three (3) years and

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

until all audit requirements have
been met, then destroy.




WSIRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJGRY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION -

SCHEDULE (0GS 550-1) 7275 WATERLOO ROAD _

PO BOX 275 - JESSUP. MARYLAND 20794 Page of

|

1. DEPARTMEMNT/IAGENCY 2. DIVISION 3. UNIT

/_._—‘?

/%?:/?/‘—)7“////;7 Fo420 7 5= s o 2=

DEFIN!TION Records Series - A graup of refated records normally filed and used as a unit for reference as

wall as retention and disposiion purposes.

4, RECO»RD SERIES TITLE =77 _ /W g?”%

5. EARLIEST YEAR / LATETEST YEAR

[Dl5 CutrTET]

NEFDeme o~

@97'2

.

6. RECORD SERIES DESCRIPTION ( Bretly descnte the lyges of information/documents/forms found in the Series

gécwwzé &y Dppre -
5%%)@ - %/ﬂyy;;ﬁ/ W/C/cf Otz r /’&’WT&/?‘/‘
Frior ofzmsr— .ﬁs\—.seéé/,afe/ﬂ/ %&/4 /ab,

B
Include ihe pu.pose or functicn of the Senes)

7. RECOROD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. Q File Qrawer(s)
Larter Size G Mictehilm Q Alpnatetical a Microfidm Reel (s)
O Legal Size O Cemputer Tace umetical ef (Specity) @fg
Q B2und Book Q Fioppy Disk a Chronoleg:cal Number
Q Aucio Tape O Video Tace a Geograghical 10. ANNUAL ACCUMULATION
a File Drawer ()
G Ctrer {Specily) @ Clher {Speciv) a Microfilm Ree! (s}
o Computer Tacels)
CD% O Other {Specity)
el Number
11, FILE IS USED 12, FILE BECOMES INACTIVE AFTER
QO Daiy a Weekly a3  Monthly o Month(s) a  Year(s)

Number

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

0/77 2 — JesT

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

/ a  Yes . a No
15. ACCESS RESTRICTIONS (if yes. cite law(s} & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes 3 No O None a State O Fegeral G Independent

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

wnree any hargware/software)

T ‘ss w10

18. RECOMMENDED RETENTION Kéﬁ/,dﬁf— 5

110 desF ey, .

19. NAME AND TITLE OF PREPARER

21,

20. TELEPHONE NUMBER DATE

C63S §504 Tmpased 1/93)




INSTRUGIIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEQULE (OGS 5350-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENJORY

‘Page of

1. DEPARTMENTIAGENCY

/%?? 772

2. DIVISION

ol 77 A et

3. UNIT

7/%/??/‘\ |

DEFIN!TION Records Saries - A group of related records normally filed and used as 2 unit for referenca as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE

M/“:"—'%V&Jef‘s

5. EARLIEST YEAR / LATETEST YEAR

/ /Wﬂé%//%@

6. RECORD SERIES DESCRIPTION { Bunelly gescrite the types of information/documents/forms found in the Series

T oo . ﬁ/w/y

éhe&?’ Check 09;9/&5// 77X 6///5 Tl
THIENT; Wethee o7 inPrD Trmeas =

Include ihe pu.pose of funclicn of the Senes)

cﬁﬁlf-//% LT Vot LoptJmd T - D\fé/f/éwcéffs

D TZW

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
; Q -File Drawer(s)
0 Lw~ter Size a Micrehilm O Alpnateticas Microfidm Rest (51
/ a Com r Tace s;
Q Legal Suze o Compuler Tzce umerical 2 Mther (Specily) @&5
O Bcund Book T Floppy Disk o Chionolog:cal Number
O Video Tage , O Geograohical 10. ANNUAL ACCUMULATION .
O File Orawer ()
Q Clher (Spectiv) G Microfitm Ree! (s!
) O Computer Tapels)
“D%.Z' O Other (Specily)
e Number
11. FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
M g  Weskly a  Monthly c  Month{s) a  Year(s)

Number

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

o fy///f‘// /57, F/W/—“

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

g Yes o No
15. ACCESS RESTRICTIONS (If yes. cile law(s) % reguiations) 16. AUDIT REQUIREMERNTS
U Yes o o a None o Stale O Fegeral C Independent

17. 1S AN INDEX SYSTEM USED? (i yes. axciain cneily ana

geenpe any hargware/software)
E’NO/

‘a5

18. RECOMMENDED RETENTION

VNP2 B ey

\beew /’7/’%/

Re?’??/A/ Df" 3

s S0
AN = S E

19. NAWE AND TITLE OF PREPARER

{

20. TELEPHONE NUMBER

54/&%7?2%

21. DATE

C138 §50.4 Fepsed 1/93)




INSTRUCTIONS ~ T'YPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE (OGS 550-1)

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

AGENCY RECORDS INVENJORY

‘Page of

1. DEPARTMENT/IAGENCY

Slrer—7s )

2. DIVISION

/:_ pll e, 7 L

3. UNIT

TV f o=

/DEFINITION Records Serles - A group of related reco

rds normxlly filed and used 33 a unit for reference as

wall as rotention and disposition purposes.

4. RECORD SERIES TITLE

//ﬂ?( Cr= 54[/7—/

ﬁ/ I

5. EARLIEST YEAR / LATETEST YEAR

T0

6. RECORD SERIES DESCRIPTION ( 8riefly descnte the types of

information/documents/forms found.in the Senes

s
Include ihe puipose or functicn of the Senes)

Cor Y2 }oz%a/ e/cbe - /4/0/// ESFFTE/S [ /D/—'/Céf*?;
TEX W CLre ed )7 = é/"

Number

7. RECORD IES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
- G File Drawe!(s)
Laster Size a Micrcitm iyﬁf Q Microfilm Reel (s)
’ O Cogeuter Tage s
Q Lezal Size Qo Ccmpuler Tzce Numerical ?ﬁu:‘:cp"’ &2‘ £S
Q B-und Book a Floppy Disk O Chronolog:cal Number
Q Audo Tape Q Video Tage O Geographicat 10. ANNUAL ACCUMULATION
O File Orawer (s)
Q Ctrer {Specily) a Cther (Spectv) 0 Microfilm Res! (s}
O Comguler Tape!s)
\D # O Other {Specidy)
e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly 3 Monthly a  Month(s) g Year(s)

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

ot / S~ )5 |
74’ } 7 F (77 S a  Yes a No
15. ACCESS RESTRICTIONS (if-yes. cite law(s} & requiation{s) 16. AUOIT REQUIREMENTS
L fes S No G None o Siate O Fegeral O Independent

17. IS AN INDEX SYSTEM USED7? (if yes, exciain cneily ang

wmsnte any hargware/software)

‘a5

18. RECOMMENDED RETENTION

se Gerer? VNP =5

19. NAME ANO TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

C38 8504 Tenseq 1/93)




INSTRUCTIONS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD V]TH RECORDS RETENTION
SCHEQULE {DGS 550-1} i

¢

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJCRY
RECORDS MANAGEMENT DIVISION

7275 WATERLOQ ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 ‘Page of
1. DEPARTMENT/IAGENCY 2. DIVISION 3. UNIT
A?%?&fés,?ﬁzéz/ oyt st~y

DEFINITION - Records Series - A group of related records normally filed and used a3 a unit for reference as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE

7 tpersy Ty Hamd 7/5/}4 K%/;%r(czﬁ

S. EARLIEST YEAR [ LATETEST YEAR

TQ

)57 Rien' 75
£Ic.

6. RECORD SERIES DESCRIPTION ( Bnefly descrite the lypes of information/documentsiforms found in the Senes  Include :ne_purpase or functicn of the Senes)

Comprfer gescraizd Trpl- Bt ; Lebrik,
)0/4705/&5 o HsseSsS Kfea T filled T o = 5 -
' - Supplepen Bl TeNes }/52('7‘467’“
BTG, fef unids - 758, Depl. SI777s Hefrr7s

= T

7

7. RECORD SERIES FORMAT(S)

C‘;Hy/ﬁ%%—/éTF

8. RECORD SERIES SEQUENCE 9. VOLUME
Q Fie Orawer(s)
O Luter Size a Micichim O Alpnacencai O Microfim Reel (5)
/ Qa Compuler Tace is:
0 Legal Size a Ccmputer Tzce @*Numercsl Thet (5955:!'/)%.
0 Bound Book 0 Floppy Oisk T Chronolog:cal Number
Q Auwcio Tape Q Video Tage T Geograhical 10. ANNUAL ACCUMULATION
) s/ QO File Drawer (<)
fter (Specily) @ Clher (Speciv) O Microfim Reet {s!
O Computer Tapels)
Z )ﬁ_ Q Other (Specity)
. Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
G Daily 0 Weskly a  Monthly QO  Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?

{If yes, specify agency or office)

! a  Yes g No
15. ACCESS RESTRICTIONS {if yes. cite law(s} & reguiation(s) 16. AUDIT REQUIREMENTS
G fes 3 No a None a Slate O Fegerai G Independent

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

wimenee any hargware/software)
e{o/——

‘as

et

18. RECOMMENDED RETENTION
—

Retain for 3 years and until all audit requirements

. have been fulfilled, then destroy.

TN
'
i

19. NAWE AND TITLE OF PREPARER

C038 §80.4 Tepsed 14/93)




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

RECORDS MANAGEMENT OIVISION
7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJORY

‘Page

o
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT
z%’c’?@/:fy‘w/x/ W (Edf rEY~

DEFINITION - Records Saries - A group of related records normally filed and used as a2 unit for reference as

wall as ratention and disposiion purposes.

4. RECORD SERIES TITLE

NS

s fyg/ﬁwec

S. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Bnefly descrite the lypes of

7iv

information/documentsrforms found In lhe Series

NS~

Inciude the pu.pose or functicn of the

C/%&Kﬁ fifrerwred die To S CHfeck

T L Corporc geseratal)

Senes)

O Video Tace

<

Q Auco Tape
@ Clrer (Specify)

7
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
. File Drawer(s)
G Luier Size a Micrciim O Alpnatetigal a Microfilm Reel (53
/ O Computer Tace s!
0 Lezal Size o Ccmputer Tzce #=~Numencal a Cther (Specify)
O Brund Book O Floppy Qisk

C Chronolog:cat
T Geograohical

O Cther {Spectiv)

Dpe.

Number

10. ANNUAL ACCUMULATION
O File Drawer (g}
o Microfilm Ree! (s}
o Comguter Taoels)
a Other (Specify)

Number

1. FILE IS USED

C Daly O Weekly 3 Monthly

12. FILE BECOMES INACTIVE AFTER

s}
Number

Month(s) o Year(s)

13. CURRENT LOCATION(S) (BIdg.. Floor,

City ity /gf%n

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

g  Yes

{If yes. speaify agency or office)

o No

15. ACCESS RESTRICTlONS (it yes. cite law(s} & requiation(s)

o Yes a No

16. AUDIT REQUIREMENTS

O None o Slate

O Fegeral

O Independent

17. IS AN INDEX SYSTEM USED? (If yes. exciain L,nnm/ and

wmanbe any hargware/software) d

‘as

18. RECOMMENDED RETENTION
RS

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

19. NAME AND TITLE OF PREPARER

x

C635 3804 Fepsed 1/93)




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

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

 AGENCY RECORDS 1MV ENJORY

‘Page . of

1. DEPARTMENTIAGENCY

2. DIVISION

Wm

3. UNIT

/797;;@@73%//

DEFINITION - Records Serias - A group of related records normally filed and used as a unit for reference as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE p 2/ ! 7’2

Bk

5. EARLIEST YEAR / LATETEST YEAR

[0 Clt) TETF

6. RECORD SERIES DESCRIPTION ( Bnelly descrite the lyges o

{ information/documents/forms found in the Sertes

s
Include ihe puipose or functicn of the Senes)

CEPY oF ] ,5/7/ Sl g #rp e T,

v

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME /
le Orawer(s)

Number

a Leter Size a Micrcilm a Alpnatel) a Microfilm Resi (51
’ 0O Compuler Tace st
O Legal Size o Ccmputer Tece Z Numercal a Cther (Specify)
Q0 Beund Book G Floppy Disk O Chronolog:cal Number
Q Aucio Tape .~ a Video Tace T Ceagraotucat 10. ANNUAL ACCUMULATION )
. a File Drawer (5)
irer (Specify) T Cther (Spectiv) a Mcrofiln Res! (s}
" . - O Comguter Tape!s)
P #lg'/cz , Q Other (Specify)
o Number
11, FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
Daly O Weskly a Monthly O Month(s) a  Yesr(s)

13. CURRENT ZOCATION(S) (Bldg.. Floor, Room)s

/?//* JSF = for—

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(it yes. specily agency or olfice)

o Yes a No
ﬁ9/3
15. ACCESS RESTRICTIONS (If yes. cite law(s) & requiation(s} 16. AUDIT REQUIREMENTS
U Yes a WNo o None a Slate O Fegeral T Independent

17. 1S AN INOEX SYSTEM USED? (lf yes. exciain oneily ang
wmespe any hargware/software) ’

3 ‘as =5

18. RECOMMENDED RETENTION

—_

19. NAME AND TITLE OF PREPARER

200

0638 §580.4 Ympased 193)

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




INSTRUCIIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE (OGS 550-1)

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

AGENCY RECORDS INVENJCRY

Page ot

1 DEPARTMEHTIAGENCY

Mf s’

2. DIVISION

Foveyee.

3. UNIT

7756’,%1/ =

DEFINITION Records Series - A group of refated records normally filed and used a3 a unit for refarence as well as retention and disposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

a. RECORDSERIESTITLE’gﬂ E /\5 /% y e/vW._

6. RECORD SERIES DESCRIPTION ( Brelfly descrite the lypes of information/documenistorms found in the Senies  Include ihe au.pose or funclicn of the Sernes)

CORNB NS, bt T ABT Lype/fed 75 = CorTEsp
prpﬁ/&é Red-enfOTT o1 S

7. RECORD SERIES“FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
. e Orawer(s)
eter Size a Micreilm Q Alpnateticai O Microfilm Reel (s;
. o Computer Tace s:
0O tegal Sre a Zcmputer Tzce & Numencal f f O Cner(Spesity)
O Beund Book O Floppy Disk o Chronological Number
Q Aucio Tape O Video Tace O Geograohica 10. ANNUAL ACCUMULATION )
C File Drawer (<)
O Cter (Specify) O Cther (Speciiv) O Mucrolilm Ree! (s}
O Comcuter Tape!s)
Dlg%a QO Other (Specily)
el Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
c DBaly .9 Weekly a  Monthly _ o Month{s) o Year(s)
Number '
13. CURRENT LQCATION(S) (BIdg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
CIJ 7 ‘;//"—’/\ﬂ"/ //\ o Yes ‘ . o No
15. ACCESS RESTRICTIONS (If yes. cite law{s} % reguiation(s) 16. AUDIT REQUIREMENTS
v es a o O None a Slate O Fegeral O Independent
17, IS 2N INDEX SYSTEM USED? (il yes, exciain oneily and 18. RECOMMENDED RETENTION gem C )76 A/ DF
w~anpe any hargware/software) ' }
_— déﬁzjo WS & IEHrS e
19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

= P
=

€3S §50.4 Fepseq 1/931




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

SCHEOULE (DGS 550-1)

?

7275 WATERLOO ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 ‘Page of

3. UNIT

e,

1. DEPARTMENT/AGENCY 2. DIVISION

Y e P o iyt

DEFINITION - Records Series - A graup of r~ehted records normally filed and used 23 2 unit for refarence as well as retenton and disposiion purposes.

\

4. RECORD SERIES TITLE CEDDWWA) %%MQ{)T

5. EARUIEST YEpR | LATETEST YEAR
4

Distroag(ben) Fees LTy

6. RECORD SERIES DESCRIPTION ( Brefly descrite the types of infoymalion/documents/forms found in the Senes Include the pu:p/ose or functien of the Seres)

CONTIING, lotiTn e Lo i dad T2 7 B etreed o ey
Corresppndlesce - DAD ColfecTion’ T on) . ?
. » / o
IHEldes £1)s - Aiflinty Correafions ; g foid;
Hiress liezjags; £72,

o Gl S e secped o

7. RECORD SERIES.EGRMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
/. e Orawer(s)
Leter Size a Mherciim . Iphateticas a Mcrofidm Reel (51
O Compuler Tace st
Q Legal Size 0 Compuler “ece G Numerical Z a Cthet (Specily)
O Bzund Book O Floppy Disk a Chronological Number &%/ f 7 "
Q Auwo Tape O Video Tace T Geograohica) 10. ANNUAL ACCUMULATION
) . a File Drawer ()
o Ctter (SDECX“{) o Clhet (_SDEC‘J‘V) a Microlilm Reet (s}
' O Comguter Taoe!s)
O Qther (Specily)
el Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly O Weekly. a Monthly a  Month(s) o Year(s)
] Number
13. CURRENT L QCATION(S) (BIdg.. Floor, Rqom) : 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
City ) - ;;{;Z, —_ |
/?/ / 5— / a Yes : a No
15. ACCESS RESTRICTIONS (if yes. cite faw(s} & requiations) 16. AUDIT REQUIREMENTS
U Yes o No a  None a  Slate G Fegeral G Independent

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

wesenpe any hargware/software)

_18. RECOMMENDED RETENTION

e Lrepirasif e FAo 770K

PR

19. NAME AND TITLE OF PREPARER

21,

20. TELEPHONE NUMBER DATE

€638 S804 Fepsed 1/93)




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

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

AGENCY RECORDS INVENJORY

‘Page . of

1, ,E/PARTMENTIAGENCY

/5%@/257P B2

2. DIVISION

FoNn o8 e

3. UNIT

%ff/"

DEFlNlTlON Records Serfes - A group of related records normally filed and used a3 a unit for reference as wall as retention and disposion purposes.

v

4. RECORD SERIES TITLE

S. EARLIEST YEAR / LATETEST YEAR

VI Tk ﬁﬂMﬂzﬂE/—* / 6309//77

§. RECQRD SERIES DESCRIPTION ( Buelly descnt:e the tyges of mlormal(omdocumemsnorms found in the Sefies Include the ou.pose ot {unctien of the ..cne;.

Computer gererztd Separ 7=, Coofzis b7 2

cif TIoX EXEM S J1oA%E
%Ziw@f e T 7‘%5”/2“‘3//é é?//@//m/
20 7S ; CHSH hegrs/=r /E/ﬂ@/fﬁ/fﬁ/’/ -

T TR, Gtene= s &/t }
AL ﬁﬁwwéf@%g/x)’f%/c /ge;%/’,és

7. RECORO SERIES FORMAT(S)

/W’&v*-\

8. RECORD SERIES SEQUENCE 9. VOLUME

O File Drawer(s)

Q Leter Size a Micrciilm ' O Alpnaceticat Microfim Reel {s)
2 e}("““‘ face s
O legal Size o Cemputer Tzce S Numencal / thet {Specify)
O Bcund Book O Flogpy Oisk @ Chronolag:cal Number W - =
Q Awdo Ta T Ceograohical 10. ANNUAL ACCUMULATION

Video Tace .
. a File Orawer (s)
W 4/6 O Microfilm Ree! (s}
O Computer Tapels)
Qa Other (Specily)

Ctrer (Specify)

Number

11. FILE IS USED ‘ 12. FILE BECOMES INACTIVE AFTER

ally O Weskly 3  Monthly i o]

Number

Monthis) o Yezr(s)

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

13. CURPENT CATION(S) (Bldg.. Floor, Room) 14
ey 7%}9 Y~ )T~/ o

o Yes . @ No
15. ACCESS RESTRICTIONS (if yes. cite lawis} % regusation(s) 16. AUDIT REQUIREMERNTS
U Yes 3 WNo O None a Slate 0O Fegeral G Independent

17. IS AN INDEX SYSTEM USED? (If yes. axciain urmlv ang 18.
Gsnbe any hargware/software)

RECOMMENDED RETENTION

_ U
P
= o Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.
19. NAME AND TITLE OF PREPARER 20,
035 S804 apsed 193) ’ -
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REVISED RECORD SERIES
SCHEDQULE (DGS 550-1)

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

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

AGENCY RECORDS INVENJORY

‘Page of

1. DEPARTMENTIAGENCY

S eon >

2. DIVISION

Fousat e

3. UNIT

Ty Zs S &S

,/DEFINITION - Racords Serles - A group of related records normally filed and used as a unit for reference as

well as retention and dlspoudon purposes.

4. RECORD SERIES TITLE

S. EARLIEST YEAR / LATETEST YEAR

JGFOL e Cttf VST

D/ et T Ll

Oﬂ}gy

6. RECORD SERIES DESCRIPTION ( Brefly descrite the types of information/documentsHorms found in the Sertes

/

’
Include ihe puipose or functien of the Senes!

oF TN Z%/// fotzrmed evvelore;

F @fﬁUJ e/Vbe

7. RECORD SERIES FORMAT(S)

O Lxter Size

8. RECORD SERIES SEQUENCE

3. VOLUME /
e Orawe(s)

Number

a Micrcidm O Alpnateticay : o Mcrofilm Reel (51 ]
. / O Computer Tace is:
0 Legal Size o Ccmputer Tzce = Numencal 25 O Ciher {Specily)
Q Bzund Book GO Flogpy Disk a Chronolog:cal Number % /-'7:__
Q Auwio Tape G Video Tace a Geograohical 10. ANNUAL ACCUMULATION
O File Drawer (s)
2t (Specify} a Cther {Speciiv) o Microlim Res! (s}
; 0 Comguter Tapa(s)
} >lg,7[-—6— O Other (Speciy)
e Number
11. FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
Darly O Weekly 3 Monthly G Month(s) a  Yesar(s)

c RPENT LOCATION(S) (Bidg., Floor, Room)

Sl )< o

14, IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or olfice)

o Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law{s) % reguiation(s) 16. AUDIT REQUIREMERNTS
U Yes o Ne a None a  Slate O Fegertal O Independent

17. IS AN INDEX SYSTEM USED? (if yes. exciain uﬂ"llv and

wsspe any haraware/soﬂware)

‘28 Mo

18. RECOMMENDED RETENTION

i e ﬁg}éf’/ﬂ Y Aﬁﬂf =S
73771

4 Wéf/y vﬂe@deﬂ’

Vo 1he3

19. NANE AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21,

DATE
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INSTRUGIHONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION RECORDS MANAGEMENT DIVISION

SCHEOWLE (DGS $50-1) 7275 WATERLOO ROAD ‘
PO BOX 275 - JESSUP. MARYLAND 20794 Page . of

3. UNIT

ey S e Dzt e

DEFINITION . Rocords Saries - A group of related records normally filed and used as a2 unit for refarence as

1. DEPARTMENT/IAGENCY A 2. DIVISION
3 -~

wall as retention and disposition purposes,

4, RECORD SERIES TiTLE S. EARLIEST YEAR / LATETEST YEAR

By Apptos /@ﬁm/ﬁ’]\
Cﬁ/l/jLé/Mé‘ 7 %f//////éa’ /D z CW‘/’"’ /Opxz:é’@gj
C@/D/ﬁs = Sk 66/77‘/&%7"2/06 ~ D fsiope
W/%ZW 2 o~ 9F§/,4/M Féefécf//o“g-

Ortbers - /Mﬂﬁp/z) ﬁ 073 [ F ) Z.2=y 5
F Dis W//Q%A s BT, =4

7. RECORD SERIES FORMAT(S) | 8 RECORD SERIES SEQUENCE 9. VOLUME /
. = J de Orawer(s)

wier Size Q Mictciim & Alpnateticat a Microfdm Reel (53
’ 8 Computer Tace is!
Q tezal Size o Cemputer Tzce S Numencal O Cthert {Specily)
O Bound Bock O Floppy Qisk a Chronolog:cal Number &// r}: "7,
O Aucio Tape Q Video Tace O Geograghical 10. ANNUAL ACCUMULATION

O File Drawer (5)
o Microfilm Ree! (s}
a Comguter Taoels)
O Other (Specidy)

O Ctter (Specily)

]

Cther {Spectin

e Number
11. FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
a DBaily a  Weekly a  Monthly i Cc  Month(s) o Year(s)
Number '
13. CURRENT LOCATION(S) (Bldg Flaor, Room}) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
)/;7/ 7;;/ /é? F ﬁ’ o Yes a No

15. ACCESS RESTRICTIONS (if yes. cite taw(s} 3 requiation(s) 16. AUDIT REQUIREMENTS

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

17. IS AN INDEX SYSTEM USED? I yes. exciain onefly ana | 18. RECOMMENDED RETENTION E Z//QF" =TS

a8 any hargware/software) Y
__— A< 172 F B 4//;//%
‘ | D desirey.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

21. DATE

€638 8504 Fmased 1/93)




{NSTRUGTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 Page ot

1. DEPARTMENTIAGENCY"

e

2. DIVISION

Foarzee

3. UNIT

Ty 2 e s —

AEFINITION - Records Saries - A graup of r;mod records normally filed and used as a unit for (waenca as

wall as retention and dispesitton purposes.

4, RECORD SERIES TITLE .

(

. (COI POor+7//pns /
J?é///t/gmfxﬂ/ )Z[Spyyé 9z

S. EARLIEST YEAR / LATETEST YEAR

2T o s

© LT

Collects r;
Wﬁ%é = =~

COMI NS, fosiT s 18] T2 = COr =500
Stpi= Mem/c /%dc’i:;z cerr F/Cﬁfé o=

6. RECORD SERIES DESCRIPTION ( Briefly descrice the tyges of information/documents/forms found in the Sene;/lnclude ihe pu:pf)se or functicn of the Sernes}

W= Ve

/

-

7. RECORD SERIES FORMAT(S)

Leter Size

8. RECORD SERIES SEQUENCE.

9. VOLUME Q/
Hle Drawer(s)

o Micrciim Iphatetcal O Microfilm Reel (51
O Computer Tace is:
o lezal Size o Ccmpuler Tace S Numencal a Cther (Specily)
O Beund Book o Floppy Cisk G Chronological Number
O Audio Tape O Video Tace O Geograchicas 10. ANNUAL ACCUMULATION
) O File Orawer (s}
0 Ctrer (Specify) a Clher {Spectiv} O Microfilm Ree! (s}
O Comguter Tapels)
O Other (Specify)
. Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
c Daly O Weekly a  Monthly G Month(s) a  Year(s)

Number

13. CURRENT LGCATION(S) (Bidg., Floor,

Cidy /7 /:/éph

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

wimeste any hargwarelsoftware)

‘25

a  Yes 0 No
15. ACCESS RESTRICTIONS (if yés. cite law(s) % requiation(s) 16. AUDIT REQUIREMENTS
U Yes 3 No O None g Slate O Fegeral O Independent
17. IS AN INDEX SYSTEM USED? I yes. exciain crieily and 1.

18. RECOMMENDED RETENTION
At M

Retain for 3 years and until all audit requirements

19. NAME AND TITLE OF PREPARER

have been fulfilled, then destroy.

20.,

063§ $50-4 Jessed 193)




INSIRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE (OGS 550-1) :

L

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOQ ROAD _ -
PO BOX 275 - JESSUP. MARYLAND 20794 Page : o

1. DEPARTMENTIAGENCY

2. DIVISION 3. UNIT

/  OEFINITION - Records Series - A group of related records normalily filed and used as a unit for reference as well as retention and disposiion purposes.

4. RECORD SERIES TlTLE/ /[’D/’ 5. EARLIEST YEAR / LATETEST YEAR
Cudor oo Y N

6. RECORD SERIES DESCRIPTION ( Bnelly‘ descnbe the lypes of informalion/documents/forms found in the Series  Include the pu.'pSSe or funclicn of the Senes)

% Wkg’%%ée %f 'f:s/)’f/?//%—efé ST
Fees: Jrabe ) B/neCosas 2 - fareyyy =
Bplestion fovreg; cosvespoiadonte z

7. RECORD SERJES FORMAT(S)
~ler Size O Micreilm

0 Legal Size 0 Cempuler Tzce
Q B-und Bock O Fioppy Cisk
QO Aucio Tape O Video Tace

G Ctrer {Specify)

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

iphatetcal a Microfdm Reel ()
O Compuler Tace s}

S Numerical _,_ QO Cther {Specily)

o Chronolog:cal Number
O Ceograohical 10. ANNUAL ACCUMULATION

. . O File Orawer (g}
© Clher {Speciv) o Microlilm Ree! (s

O Computer Taoels)

W Q Other {Speciy)

Number

11. FILE IS USED

a Daly a  Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

0 Month(s) o Year(s)
Number

13. CURRENT LOCATIE N(S) {Bidg., Floor, Room}

&/7/%?/ S SF ey

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

0 Yes , o No

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

L Yes 3 No

16. AUDIT REQUIREMENTS

g None a Slate 0O Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? {lf yes. exciain cneily ang
wsnpe any hargwaref/software) '

3 sag E/?-lo/‘,

18. RECOMMENDED RETENTION

o€ Gener=7L ﬁé /?4?/7250

19. NAME ANO TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

€635 $80-4 Tensed 1/93)




INSIRUGTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOR0OS RETENTION
SCHEQULE (OGS 550-4)

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

AGENCY RECORDS INVENJORY

‘Page of

1. DEPARTMENT/AGENCY

2. DIVISION

st

3. UNIT

T sty 2=

,é/m:;m///

Kd

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

wall as retention and dlsposiion purposes.

4. RECORD SERIES TITLE

D/ﬁ/y ﬁéﬁﬂw’ﬁ/fﬂk

5. EARLUIEST YEAR ! LATETEST YEAR

10 CHITEY 7

ﬂ/zfé/&ff

6. RECORD SERIES DESCRIPTION ( Briefly descrite the types of mlormauon/documen(s:(orms lound in the Senes

//%/f/

(ofmes : A0

Correcjjo 9(,{:’)

Include

e 7pes; D

}szﬂzfzz—ﬂ/ //0/@7@[@‘:73/66
Fm/zi f)’ Ceon DA/A/L //9773//1% @p/wpwéf—ye/a{ffm

ihe ou.pose or functicn of the

Dely

cr1es)

DU e -

AL

4

Vs
7. RECORD SERIES FORMATI(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
/ - O File Orawe!(s)
Lc‘.ger Suze a Mictcilm a Alpnateticat Q Microlim Reel m
0 Lezal Size a Cempuler Tece Z~Numencal “Iner (Speciy
QG B-und Book a Floppy Disk a Chronolog:cai Number c [/./ F 7
{
O Auctio Tape O Video Tace O Geograohical 10. ANNUAL ACCUMULATION .
/ O File Orawer (<)
et (Specily) m_ a Cther (Speciv) O Microfilm Res! (s}
. O Comguter Taoe!s)
D’?%Q O Other (Spezify)
PRt Number
11, FREIS U 12. FILE BECOMES INACTIVE AFTER
Datly O Weskly 3 Monthly . o Month(s) o Year(s)
Number
13 CURRENT CATlON(S) {Bidg., Floor, Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (" yes. specify agency or office)
,—( @
? p / /\ o Yes o No
15, Cess RESTRICTIONS (If yes. cite taw(s) % reguiation(s) 16. AUDIT REQUIREMENTS
U es a o G None a Slate QO Fegeral O Independent
17. 1S AN INDEX SYSTEM USED? (il yes, exciain cneily and 18. RECOMMENDED RETENTION e;"c?//}/ﬁﬁ 3/5&/3 44(1
wsnge any hargware/software) ' % L I\
_— UprATL 77 ;{l LI EMENTS e
e & L e 6)//;// fd/d&ﬁ/ oL
-
19, ‘

NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21.

DATE

C63§ 3504 Fansed 1/93)




WSIBUGTIONS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT ODIVISION

-

AGENCY RECORDS INVENJCORY

7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

‘Page of

1. DEPARTMENTIAGENCY

Wef:f/‘,m/

2. DIVISION

[oA 72y e

3.

Ty i~

UNIT

DEFINITION Records Sarles - A group of related records normaily filed and used as 2 unit for refarence as

wall as retention and disposiion purposes,

4. RECORD SERIES T”LE//_-W 5% Mdég

5.

EARLIEST YEAR / LATETEST YEAR

10 WW

6. RECORD SERIES DESCRIPTION { Bnefly descnte the types of information/documentsiorms found in the Senes

L
Include ihe puipose of functicn of the Senes)

Cﬁlfb(zpzzfér* 7“&#@/“575& 7’/?_;( 5&/6 /%7/%';8\-5

7. RECORD SERIES AArT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. O File Orawer(s)
eter Size a Micrenlm Ipnateticat O Mcrofilm Rest (s)
O Computer.Tace {s:
0 Legal Size o Compuler Tzce & Numencal 3 MYEH(;: W) =
QO Bzund Book 0 Flogpy Disk G Chronolog:cal Number
a Aucio Tape O Video Tace O Geographical 10. ANNUAL ACCUMULATION ,
QO File Drawer (s}
O Cteer (Specily} a Cther {Speciiv) C Mcrolilm Ree! (s}
a Comcuter Tape!s)
O Other (Specily)
e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
C Daiy O  Weekly 3 Monthly a  Month(s) Q  Year(s)
Number
13. CURPENT LOCATION(S) {Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
7?/7ﬁ/ /\J’ y— g Yes o No
15. ACCESS RESTRICTIONS {If yes. cite law(s) & requiation(s) 16. AUDIT REQUIREMENTS
L Yes o Wo g None g Slate O Fegeral G Independent
17. IS AN INDEX SYSTEM USED? (Il yes. excian cnsilyv and 18. RECOMMENDED RETENTION \P@,W#M %..
wi=srbe any hargware/software) (
3 ‘a5 M j g‘ /p éZ// 6 wv
| ST T e /l/ﬁ’ _
19. NANE AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
|

0638 £50.4 Fensed 1493




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO 80X 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

‘Page of

1. DEPARTMENTIAGENCY

2. DIVISION

IR PPN e

3. UNIT

i

OEFINITION - Racords Series - A group of related records normally filed and usaed as a unit for referenca as

wall as retention and disposiion purposes,

4. RECORD SERIES TITLE ﬁ ﬁp// gﬂ@Ké

S. EARLIEST YEAR { LATETEST YEAR

/ZZZTOMM

6. RECORD SERIES DESCRIPTION ( Briefly descnte the types of information/documents/forms found i the Senes  Include ihe pu:p’ose or functicn of .the Sertes}

COMPUTIET geperatad —showos: MFM <) DEscryizs,]

7. RECORD SERIES FORMAT(S)

Q Leter Size a Mcrgilm
0 Lezal Size o Zcomputer Tzce
Q Bzund Book a Fioppy Disk

.

Video Tace ™

a Awdo Tap . a
. . J A
?@;l Zz p__)_f_,é?‘

2% essme/yﬁ sy -

8. RECORD SERIES SEQUENCE
P NOmendal

g Chronolog:cal

Fie Drawer(s)
E? g Microfilm Rest (s} ) _
a Cpmfiuter Tace %
Z G{H:?;e::!y) Wé
Number ( // / =; v

O Geograotucat

g Cther {Specivy

WP

10. ANNUAL ACCUMULATION
Q File Orawer (5)
o Microfilm Ree! (s}
O Comcuter Taoe!s)
a Other (Speciy)

‘a5

=

o Number
11, FILEIS USED 12. FILE BECOMES INACTIVE AFTER N
a Daily O Weekly a  Monthly o Month(s) a  Year(s)
) Number
13. CURRENT LOGATION(S) (Bidg., Floor, Room) / : 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency of office)
/7 2 Z:;_%é‘ F =/ g  Yes g No
= 7,
15. ACCESS RESTRICTIONS (If yes. cite law(s} & requation(s) | 16. AUDIT REQUIREMENTS
L es a No g None o Siate Q Feogeral O Independent
~ o
17. 1S AN INDEX SYSTEM USED? (I yes. excian crieily and | 18. RECOMMENDED RETENTION 5&%’2/,(9 )Pb/ - é)p 5/97@*3
wmstpe any hargware/software) ’

A== oy

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

068 8504 Tepsed 1/93)




INSIRUCIIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEQULE {0GS 550-1) . 7275 WATERLOG ROAD v

PO BOX 275 - JESSUP. MARYLAND 20784 Page of
1. DEPARTMENTIAGENCY 2. DIVISION, 3. UNIT
%}%7#5”/// o= VB s e

DEFINITION Records Series - A group of related records normally filed and used a3 a unit for referenca as

wall as retention and disposilon purposes.

4. RECORD SERIES TITLE CD&//y /}ﬁ(%wg

5. EARLIEST YEAR !/ LATETEST YEAR

/ o CHTTECTE

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

Confams, bi7 45 L7 7 - 7
Copyas Z’F Tiox Bids ; Costtiergpes,

Include

ihe pu.pose or functicn ¢f the -cll&al

%Mﬁe/g«@fs

”~

J

7. RECORD SERIES FORMAT(S)

O Leter Size Q Micrciilm

0O Legal Size C Cemputer Tece
0 Bsund Book T Floppy Disk

a Aucio Tape 8 Video Tape

octs i) AT

8. RECORD SERIES SEQUENCE
Zyﬁ
Numerical

G Chronological

9. VOLUME /
ile Drawe!(s)

0 Microfiim Real (51
o Computer Tace ist
a Cther {Specily

Numbet

T Ceograohical

o Clher (Spectiv)

e

10. ANNUAL ACCUMULATION
QO File Drawer (s}
O Microfilm Reet (s}
O Computer Tape!s)
O Other (Spec lyl

Number

1.

O Weekly 3 Monthly

12. FILE BECOMES INACTIVE AFTER

a
Number

Month(s)

O Year(s)

13 %RPENT LOCATION(S) (Bidg.. Floor, Roal
A ) = Z?ﬁ/’“
5 %?’/ﬁ/ﬁ&

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

a Yes

(it yes. specify agency or office)

o No

15. ACCZSS RESTRICTIONS (if yes. cile law{s) & reguiation{s)

v Yes g Wo

16. AUCIT REQUIREMENTS

G None a Slate

g Fegeral

G independent

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

Gmtoge any haroware/soilware)

o fzs

o

)7 fe

| ww/f/f//ecz

18 RECOMMENDED RE?H’ION /?67"2//1/7%/‘6764/'5 /%

i)/ Etr 7SS %/&
W L]

19. NAME ANO TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

Cr3S 804 Tmpsed 1/93)




