RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. M, 7 /

Page 1 of 3
Agency Division/Unit
Hagerstown Administration/Human Resources
Item No Description Retention

1 Grievance files 4 Destroy material no further
-contains but not limited to: grievance documents: first to third | Legal, Administrative, Fiscal or
steps, correspondence, appeals, handwritten notes Operational value.

2 Misc personnel files Screen annually. Destroy
-contains but not limited to: notification of loss of insurance material having no further
coverage, election of continuation of coverage, COBRA administrative, fiscal, legal or
program, overtime policy, increases - hourly employees 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.

3 Department files Screen annually. Destroy
-contains but not limited to: correspondence relating to material having no further
position budget and expense postings, annual risk assessments, | administrative, fiscal, legal or
legislative requests, personnel selection forms, training operational value. Retain
sessions, position openings permanently any material that

serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

4 Seasonal employment Retain for three (3) years after
-contains but not limited to: change notifications, pay increase, | termination of employment, then
correspondence, employment applications, resumes, destroy.
withholding certification, direct deposit forms

Approved by Department, Agency or Division Representative

Date [l AR —FF Date
Signature é’?"’dh’"’ %W
Type Name GeorgiAnn N. Breichner

Title

City Clerk

Schedule Authorized by State Archivist

IDEC 3 1999

Signature Q""‘j c. @

L




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Schedule No. /;/, 7 /

Page 2 of 3

Item No Description

Retention

5 Life insurance: forms (blank), flexible spending accounts,
applications, spending account activity reports, change
request forms, employee enrollment forms, insurance change
request :

6 Retirees

-contains but not limited to: medical insurance claim, change

of address, medical enrollment forms, correspondence, notice
of retirement, retirement application, application for disability
retirement, statement of disability, exit interview

7 Personnel files

-contains but not limited to: increase actions, performance
forms, worker’s comp documents, withholdings statement, ,
correspondence, change notifications, step increases

8 Training files: training programs offered to employees, tuition
agreements, interview training

9 Various computer generated reports
-contains but not limited to: personnel roster, personnel report
by department, list of active/terminated employees

10 EAP files (Employee Assistance Program)

-contains but not limited to: programs offered to employees,
usage reports, monthly statistical reports, correspondence, bid
documents

11 Employee safety program files
-contains but not limited to: manuals, emergency evacuation
plans, safety assessments, disability awards

Retain until updated or
superseded, then destroy

Retain for five (5) years after
death of employees , then
destroy.

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

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

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

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




o

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. MW

rosters, accident reports

(CONTINUATION SHEET) Page 3 of 3
Item No Description Retention

12 Police/fire dept retirement plan: minutes of the police/fire Permanent. Transfer
employees retirement plan committee meeting, notice of | periodically to the Maryland
meetings (newspaper), pension trust trial balance State Archives

13 Employee benefit enrollment: Includes medical files, invoices | Retain for length of employment
for medical treatment and medical claim forms, enrollment plus 30 years, then destroy
forms completed by employees for various health and dental
benefits, active and retired employees (file is maintained with
Employee Personnel files)

14 General files Screen annually. Destroy
-contains but not limited to: affirmative action, ADA, budget, material having no further
health agencies, CDL drivers.test, dress standards, employee administrative, fiscal, legal or
assistance program, code of ethics, MOSH, performance operational value. Retain
evaluations, union documents, EEO, FOIA, manuals permanently any material that

. ; serves to document the origin,
s development and
accomplishments of the
department. Transfer
- periodically to the Maryland
State Archives.

15 Worker’s compensation files: paid invoices to W/C Retain until termination, plus 3
administrators, first report of injury. File is now maintained on | years, then destroy.
the HRIS

16 City employee-drivers: MVA forms/reports CDL driver Destroy material no further

Legal, Administrative, Fiscal or
Operational value.




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

SCHEQULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
v RECORDS MANAGEMENT OIVISION
: 7275 WATERLOO ROAD

PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

‘Page ot

1. DEPARTMENT/AGENCY

M s /oo

2, DIVISION

el

W

3. uNiT /ﬂﬂﬁ%/’ ﬁé&){/@
P e

/DEFINITION Racords Series - A group of related records normally filed and used 23 2 unit for reference as

R

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE &Oé%jﬂde F/?/e\s

S. EARLIEST YEAR / LATETEST YEAR

/925 Cltl TR T

Neles

6. RECORD SERIES DESCRIPTION { Bnelfly descrite the lypes of informalion/documentstforms found, in the Series

CoF 7.5, brr? w27 4o
AR HenT S~ Frrs7 10— /7”?/57_5’
Co rﬁ"&\/pfpﬂdfﬁﬁ&e/f

W2 ) e

Inctude ihe pu.pose or functicn of the Senes)

/2= LprfIEIZZAN S

A7

7. RECORD SERIES FORMAI(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
. [~R Eie "aaer‘s' g
~ter Size a Micrehim lpnateticar a Microfilm Resl {s)
: 0 Computer Tace is!
Q legal Size o Ccmputer Tzce S Numencal a Ctner {Specity)
O Bzund Book O Floppy Disk O Chronoleg:cal Number
a Aucio Tape O Video Tace O Geograchica 10. ANNUAL ACCUMULATION
Qa File Orawer (s)
o Ctrer {Specily} a Cther {Speciv) O Mcrofilm Res! (s}
© Comguter Tapels)
W Q Other (Specily)
. g : Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q Daly 0 Weekly 3 Monthly o Month(s) a  Year(s)

Number

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

Cry HyH -

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

’) a  Yes a No
15. ACCESS RESTRICTIONS (if yes. cite law{s) & requiation(s) 16. AUDIT REQUIREMENTS
L Yes 3 No G None a Slate O Fegeral G Independent

17. 1S AN INDEX SYSTEM USED? (Il yes. exciain cneily ana
wmente any hargware/software) '

‘as

Ho

8]

18. RECOMMENDED RET ENTION

71755//%77”9/

3/@9@

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

C138 5804 Tepnsed 1493)




" DEFINITION - Records Serles - A group of related records normally filed and used as a unit for ro}avonca as wall as rotention and disposition purposes.

INSTRUGTIONS - 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
SCHEDULE (OGS 550-1) ' 7275 WATERLOO ROAD ;
PO BOX 275 - JESSUP. MARYLAND 20794 Page : of
1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT
. ./— . D)
HGES DL oD MO N ==/,
[ 4 / 7 +

4. RECORD SERIES TITLE . > y 60 Uéé' F-/ » 5. EARLIEST YEAR / LATETEST YEAR
Mise Ferson: SN A

6. RECORD SERIES DESCRIPTION ( Brefly cescrie the Iyres of information/documentsioims foung n the Seres  Includ jhe puigose or functicn of the Senes;_
Combrpins, bu7 Ner e = \
LoSS i s zwee Corerzgs Eleet]onr o2~
COWtN s Tiond, o Corer’5€; b rz P//Z/ﬂ?/v -
DverTiase 7%/)’(',7 - pryERSES —Hoer 7

Employecs; '’

7PL 77 AT ) ond OF)

7. RECORD SERIES.FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME My//’
. de Orawe!(s)
«ler Size o Micrefim lpnatetica O Microfilm Reel (5}
. ) Q Computer Tace is!
O Lzzal Size o Cemputer Tece S Numertca! 2 O Cther {Specityy
0 Beund Book O Floppy Disk o Chronolog:cal Number a(’ F 7‘
o Audo Tape O Video Tage O Geogradhical -1 10. ANNUAL ACCUMULATION
. a File Orawer (s)
o Ctrer (Spectly) a Clher (Spectiv) O Microfilm Rest (s}
O Comguter Taoe!s)
O Other (Specify)
o Number
11. FILE IS USED ) 12. FILE BECOMES INACTIVE AFTER
Q Daily O Weekly a3 Monthly i a  Month(s) o Year(s)
Number ’
13. CURRENT LOCATION(S) (Bidg., Floor, Room) - 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice)
" )
/57/—_ W/\ s} Yes O No

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

v Yes 3 No O None a Slate O Fegeral T Independent

1.

-~

IS AN INDEX SYSTEM USED? il yes, excian cneily ana 18. RECOMMENDED RETENTION
wvnge any hargware/software) '

T e dmieal, e R

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

CAS 8504 Tepsed 1/93)




SCHEOULE (OGS 550-1)

INSTRUCTIONS -- 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 IMVENJCORY

7275 WATERLOO ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 ‘Page : of

1. DEPARTMENT/AGENCY

/%#qeﬂ‘s/ 2 /0

2. DIVISION

-
)

3. UNIT

Y=V P% o ==t

AEFINITION - Racords Seties - A group of related racords normally filed and used as a unit for referenca as

wall as retention and disposiion purposes,

4. RECORD SERIES TITLE

DePLRT Ierensy, %

§. EARLIEST YEAR / LATETEST YEAR

FXPenlse. Fe

6. RECORD SERIES DESCRIPTION ( Bnetly descrite the lypes of informalion/documents/forms found in the Series  Include ihe bu:p’ése or functicn of the Senes:

CoNsIsT= pp=, o7 A LTI 7o ] & = CorTaspon] —
ENC< Tl T 72— Pos/Tiow & zzéf)_‘f;—
ogfxojg - '
Hasessirren]s - Do
Fersoismes Sé//@/ J
SESS/ 2025 5 FosiT i EPpes 135

vmnl SrSK
/s L 19T e X%éﬁs__/g—
P Jor 1S 7T b a0

7. RECORD SERIES FORMAT(S)
wier Size a Micchim

@@5

m

o Microfidm Reel {51
O Computer Tace (3!

8. RECORD SERIES SEQUENCE

Iphateticas

9. VOLUME

CiTy PSS = I

o Legal Size o Ccmputer Tzce G Numernical . / a Cther (Spezily)
O B-und Book O Fioppy Qisk G Chronolog:cal Number CL/, WT
O Aucio Tape O Video Tace T Geogradhical 10. ANNUAL ACCUMULATION
Qa File Orawer {s)
o Ctrer (Specify) a Cther (Speciiv) G Microfilm Reet (s}
Q Computer Tapels)
/g O Other (Speciy)
o Dersy.
e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
c Daly O Weskly a  Monthly g Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

L

O Yes o No

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

U Yes 3 Ne

16. AUDIT REQUIREMENTS

o None o Slate O Fegeral O Independent

17. IS AN INQEX SYSTEM USED? (if yes. exciain sneily and
wenenpe any hargwaref/software) '

‘as

0
>

18. RECOMMENDED RETENTION

Use Grenerzl /7 /e /67‘5"”7/%”/

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21,

DATE

C635 280-4 Fensed 1193)




INSTRUGCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARD WITH RECORDS RETENTION
SCHEQWLE (OGS 550-1) ’

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

AGENCY RECORDS IMVENJCORY

of

‘Page

1. DEPARTMENTIAGENCY

Hooer=Tproe

2. DIVISION

JR2IMI.

3. UNIT

FEr Zo st

AF!NFHON - Records Serles - A group of related records normally filed and usad as a unit for reference as

wall as retention and disposidon purposes.

4. RECORD SERIES TITLE

SersoZL E/ﬁ/éy%w

5. EARLIEST YEAR / LATETEST YEAR

/

§. RECORD SERIES OESCRIPTION ( Bnefly descrite the types of information/documentsiforms found i the Senies  Include the pu:p%se o functicn of the Senes)
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME .
: wier Size Q Micrehlm pnatetical O Microfiim Reel {s)
Q Computer Tace st
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Number
13. CURRENT LOCATION(S) (Bldg.. Floor_j:ooﬁm)/ . 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or olfice)
CWAI;//’.M Dp‘ o Yes O No
15. ACCzSS RESTRICTIONS (If yes. cite law(s} % reguiation{s) 16. AUDIT REQUIREMENTS
G VYes 3 No O None a  Slate O Feogeral G Independent
17. IS AN INDEX SYSTEM USED? (I yes. excian cnefly ang 18. RECOMMENDED RETENTION

fefz/0 for—3 77
B i A

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER /

21.

DATE

0138 £50.4 Jmased 1/93)




INSIRUCTIONS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISEQ RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOWLE (OGS 550-1)

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

AGENCY RECORDS INVENJCRY

‘Page of

1.

DEPARTMENT/AGENCY 2. DIVISION

Mg Teon Y,

3. UNIT

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

wall as retention and disposifon purposes.

4. RECORD SERIES TITLE Z{ / /Kf //ﬂj///’. Z/&df

5. EARLIEST YEAR / LATETEST YEAR

SN CUYESH

6. RECORD SERIES DESCRIPTION ( Buefly descnte the lypes of information/documents/forms found in the Sernes

Fo /’/745[4/%{/@__ Flexible S
PpplierTrs Dz 5;9&%4’/
ﬁe)m/?g . B e /4367
E/V//’ // WW/ /::' r—/995

7
Incluce ihe pu.pose or luncucn of the Sc”e;)
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7. RECORD SERI ORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
/{ e Te Orawer(s)
wier Size Q Micteldm Cnatetcas Qa Microfdm Reel (s
: O Computer Tace st
0 Legal Size o Compulet Tzce S Numerical g g a Cther (Specily)
Qa Beund Book a Floppy Disk a Chronolog:ca! Number GM F 7_
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QO Other (Speciy)
o Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
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Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
1 y /?}/ s o Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & regusation{s) 16. AUDIT REQUIREMENTS
U Yes 3 WNe a None a  State O Fegeral G Independent
17. IS AN INDEX SYSTEM USED? (I yes. exciain oneily ana | 18. RECOMMENDED RETENTION ﬁd’ﬁ/)\/ M/{/fﬁé /Jgﬁd
wepe any hargware/software) ’
/ r~sed—d 7” 77
. = 1% 51'706 & é&/ 7
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21, DATE

C138 $20-4 Fepsed 1493)




IBSIRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT OIVISION

SCHEOQWLE oGS 330-H 7275 WATERLOO ROAD ;
PO BOX 275 - JESSUP. MARYLAND 20734 Page . of

1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

SR o | frEmenrd

\
CEFINITION - Rocords Series - A group of related records normally filed and usad 23 2 unit for reference as well 23 retenton and disposition purpases.

4, RECORD SERIES TITLE g _7———‘ 5. EARLIEST YEAR / LATETEST YEAR I
el rees Jj& LuyTET |

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lypes of information/documents/forms found in the Series  Include ihe pu.pﬁse or {uncticn of the Senes)
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME ' /
le Orawer(s)

m a Mictehilm Iphatetical a Mwcrofilm Rest (s}

O Computer Tace {s!

o Legal Size o Cemputer Tzce S Numencs! / 7_‘ O Ctner{Specily) ______

\

5

O B-und Book G Floppy Oisk a Chronolog:cal Number
O Audio Tape @ Video Tace O Geograchical 10. ANNUAL ACCUMULATION
. . a File Orawer (s)
G Ctrer {Specily) a Clher (Speciv) _ = O Microfim Res! (s}
O Comguter Tace!s)
a Other (Specify)
PRecl Number

-

11. FILE IS USED 2. FILE BECOMES INACTIVE AFTER

Q Daly Qo  Weekly 3 Monthly i o Month(s) a  Year(s)
Number ’
13. CURPENT LOEATI?) (Bldg Floor, Room) : 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency of clfice)
/ =7 3 o Yes o No

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

-

6. AUDIT REQUIREMENTS

G Yes o W G None a Slate O Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? (I yes. excian criefly and | 18. BECOMMENDED RETENTION W ﬁ WA/ 5 [
w=mpe any hargware/software) ' ) /
N ‘ss C Mo Wé/ Wm y

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

Cri8 $50.4 Zepsed 1/93)




INSTRUCTIONS - 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 INVENTORY

SCHEOULE {DGS 550-1)

7275 WATERLOQ ROAD

PO BOX 275 . JESSUP. MARYLAND 20794 ‘Page of

1. OEPARTMENT/AGENCY 2. DIVISION

3. UNIT

}’péf&/t/‘/oeé

ﬁ[g‘ﬁéfﬁ oL %/M//l)—
DEFINITION - Rocords Serle‘s

- A group of related records normally filed and used 33 2 unit for referenca as well as rotention and dispesiion purposes.

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

sl =5 /85
, =

[YECL ) 27 14

. - ¢
Include ihe puipose or functicn of the Seres)

Conss)s)s EF= fidT NGTLymyJed T2 = Weoresse
»i&??}/?j; Py mmmxre f2r s - lorisers
COMPO Aveis 177G - NIBIES B Wiadicrsy
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6. RECORD SERIES D4ESCRIPTION ( Bnefly descrite the lyges of informatidn/documentstforms found n the Series

8. RECORD SERIES SEQUENCE

a Micreilm pnatencal o Microfiim Reel (s)
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o Legal Suze o Ccmputer Tzce S Numerical fTner (Specity) m

<

G Bzund Book a Floppy Disk C Chronolog:cal Number CLZ« F 7,
O Aucio Tape Q Video Tace T Geograghical 10. ANNUAL ACCUMULATION
Q File Drawer (<)
O Otrer {Specify) ___ O Cther {Speciiv) O Microfilm Rest (s}
O Comguter Tace!s)
W Qa Olher (Specify)
sy Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
G Daly O Weskly a  Monthly c  Month(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bidg., Floar,

CHy 1~ o= NN

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

a Yes a No
15. ACCESS RESTRICTIONS (if yes. cite iaw(s) & requiation(s) 16. AUDIT REQUIREMENTS
G Yes g No o None a Slate O Feogeral O Independent

17. IS AN INDEX SYSTEM USED? I yes. exciain cneily and
wmeste any hargware/software) ’

18. RECOMMENDED RETENTION g@ﬁ;/,‘; §/“ 3 yeEsEeS
KFETerTTEr B 57015, ] ez se >
Destroe

20. TELEPHONE NUMBER

‘a5

4}

19. NAME AND TITLE OF PREFARER

21. DATE

4

C6S §50.4 Tensed 1/93)
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{NSTRUGTIONS -- TYPE QR PRINT A'SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETEN”ON
SCHEOULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20734

AGENCY RECORDS INVENTCORY

Page Of

1. DEPARTMENTIAGENCY 2. DIVISION

%//% =72 e

3. UNIT

o=

well as retention and disposiion purposes.

OEFleON Records Series - A group of related records normaily filed and used as a unit for reference as
4. RECORD SERlES TITLE

TR 0 Fodbo=

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCR!PTlON { Bneﬂy descnbe the lypes of mlotmanonldocumemst(orms found in the Senes

Fllgs relz/ i 7o /AR e s
o Eny 9 e N

T tere e //"ﬁ//////f?

Include
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/ﬁf‘egxfzﬁa“f =~

the pmpase ar functicn of the Senes)

7. RECORD S FORMAT(S) 8. RECORD SERIES SEQU € 9. VOLUME /
. File Drawer(s)
Later Size G Micreilm 8 Alpnateticat a Microfilm Reel (s}
O Computer Tace is!
O Legal Size o Ccmpuler Tzce G Numencal Q Cther {Specily)
QO Bcund Book a Floppy Disk G Chronolog:cal Number évm /—F—f—'
a Auwto Tape O Video Tace T Ceograchicas 10. ANNUAL ACCUMULATION
Qa File Drawer (<)
0 Ctrer (Specily) o Clher (Spectiv} G Microlilm Ree! (s}
O Comguter Tapels)
O Other (Specify)
o, Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q0 Daily 0 Weekly 3 Monthly O Month{s) o Year(s)
Number
13. C %ENT LOCATION(S) (Bldg.. Floor Room)/ 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or office)
Y fST OO~ o v I
15. ACCZSS RESTRICTIONS (If yes. cile law{s} % requiation(s) 16. AUDIT REQUIREMENTS
U Yes a Ne O None a Slate o Fegeral T Independent
I
17. IS AN INDEX SYSTEM USED? |If yes. exciain cnefly ang 18. RECOMMENDED RETENTION %/l) F/b 3 %
w=tnpe any hargware/soltware) ' T-
s o ©r /é/’?’ﬁ//l//?#/pﬂ 7%@(/ /%
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Ce38 £50.4 Tepsed 1/93)




SCHEOULE {DGS 550-1}

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

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

AGENCY RECORDS INVENTORY

‘Page : of

1. DEPARTMENT/AGENCY

ST 2

2. DIVISION-

3. UNIT

Y=/ Sowwred

777
/DEFINITION - Records Saries - A group of related records normally filed and used as a unit for reference as wall as retention and disposifon purposes.

4. RECORD SERIES TITLE

e DS Fh

%@/73

§. EARLIEST YEAR / LATETEST YEAR

(% Fre —

T 2 e

6. RECORD SERIES DESCRIPTION ( Brefly descnte the lypes of in!om\/alioﬁocumemsﬂorms found In the Senes Ipclude ihe pu:pf)se ot functicn of the Sernes)

Cons)s75 of, birT ~
Kosjzr; Persommel Reporr <,
LisT —oF HotT e STEMunisTeq iy

= tersoumnisd
D%DZ/T

7. RECORD SERIES FORMAT(S)

a L~ter Size a Micreilm
0 Legal Size 0 Cemputer Tzce
a Bcund Book G Floppy Oisk
a Awcio Tape O Video Tace
21 (Specily} ) 4

8. RECORD SERIES SEQUENCE
Q Alpnateticas
G Numercal
@ Chronolog:cal

O Ceographical

ther (Spectiv) m_

9. VOLUME
O File Drawer(s)
Q Microfilm Reet {5 ’
O Computer Tace s

Ther (Specily
i, £

10. ANNUAL ACCUMULATION
Q File Drawer (s}
G Microfilm Reet (s}
O Comeputer Tape!s)
O Other (Specily)

Numbert

11. FILE IS USED

G Daily O Weskly a  Monthly

-,
n

. FILE BECOMES INACTIVE AFTER

o
Number

Month(s) o Years)

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

CHty 12 h)—JsT

—

—

4. IS RECORD SERIES DUPLICATED ELSEWHERE?

(if yes, specify agency or office)

winste any hargwarefsoftware)

‘as S Mo

o Yes o No
15, ACCESS RESTRICTIONS (If yes. cite law(s} & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes 3 No a  None a Slate O Federal - O Independent
17. IS AN INDEX SYSTEM USED? (If yes. exciain crieily ang 18. RECOMMENDED RETENTION

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

19. NAME AND TITLE OF PREPARER

L

€135 $504 Tepsed 1/93)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJGRY

7275 WATERLOC ROAD
PO BOX 275 - JESSUP. MARYLAND 20724

‘Page of

1. DEPARTMENTIAGENCY

WW/&

2. DIVISIQ,

AN

3. UNIT

Sy el

DEFINIT!ON Records Series - A group of related records normally filed and used as a unit for referenca as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE E }Q—P F)—k

Erip Jopee Sk el = /P20y ey

5. EARLIEST YEAR / LATETEST YEAR

/2 o Cter 77—

He
o E AEfPr

/’ééy?pwg

6. RECORD SERIES DESCRIPTION { Bnefly descrite the types-of informalion/documents/forms found in the Series

Cﬂwj /S 9}:_—70/‘9 VUSRS 9/7::‘

e Bid
S

W oA 3,

Include t

<77 W
wme V<

s
(7=t

Number

7. RECOROD S FORMAT(S) 8. RECORD SERIES N‘CE 9. VOLUME /
. File Drawer(s)
Lester Size G Micieiilm Alpnatehica G Microfilm Reel {5y
a Compuler Tace is®
Q0 Lezal Size a Ccmpuler Tzce S Numercal / 2 a Cther (Specily)
O B2und Book a Floppy Disk a Chronoleg:cal Number % K—s
Q Audo Tape a Video Tage a Geograchica 10. ANNUAL ACCUMULATION
Qa File Diawer ()
O Ctter {Specify) a Ciher (Speciiv) a Merofilm Reet (s}
o Comculer Tape!s)
O Other {Specily)
ol Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Dally o Weekly a  Monthly a  Month(s) o Year(s)

13. CURR ENT LOCATlO

O/y

) (BIdg., Floor, Room)

— A7

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(if yes. specify agency of office)

wmenpe any hargware/soitware)

1 ‘ag C o

use Gerersl

a  Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law{s) & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes 3 e G None a Slate o Fegeral G Independent
17, IS AH INDEX SYSTEM USED? (If yes, exciain cneily and 18. RECOMMENDED RETENTION

% ,%7"@(/779/1/

Py

9. NAHE AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

L3S 8504 Fepsed 1/97)




INSIBUCIIONS ~ FYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORO SERIES FORWARQ WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION '
SCHEOWLE (DGS 550-1)

7275 WATERLOQ ROAD _ '
PO° BOX 275 - JESSUP. MARYLAND 20794 Page : of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

#@%faﬁz&w D, N frsmend.

OEFINITION - Records Series - A group of ralated records normally filed and used as a2 unit for refarence as well as retention and disposition purposes.
4. RECORD SERIES TITLE FW@% 6%77 S. EARLIEST YEAR ] LATETEST YEAR

6 RECORD SERIES D RIPTION ( Briefly descrite the lypes of information/documentsiforms found in the Senies  Include ihe purpose or functicn of the S¢ :e

CoR)Brn2s, 17 7 M?’Z//ﬂ//@/ /D Y LSS
EMer ge/%: Evmpaadion PIosST 5’9/‘:‘5”?
%5 7’ DiSibs L 7%& >

1. RECORD SER RMAT(S) 8. RECORD SERIES SEQ GE- 9. VOLUME /
. e Orawer(s)
Alphatetica

Lester Size Q Miciciilm a Mwcrofdm Reel 51
) g Computer Tace (st

0 Legal Size Q Ccmputer Tace G Numencal A O Crner(Specity)
0 Beund Book O Floppy Oisk a Cheonolog:cat Number de f / [
Q Augio Tape a Video Tace a

Geograchical 10. ANNUAL ACCUMULATION ‘
. Q File Orawer (<)

Q Ctter {Speciy) a Cther {Speci) G Microfilm Ree! (s}
: O Comcuter Taoe!s)
C Other (Spaciy)
el Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q Daily O Weekly a  Monthly - o Month(s) a  Yezr(s)

Number

-

13. CURRENT LOCATlON(S) (Bidg., Floor, Room) 4. IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or office)

0/7‘7 y/ "’/éf/f h g Yes o o No '

15. ACCESS RESTRICTIONS {If yes. cite Iaw(s) & requiation(s)

—
o

. AUDIT REQUIREMENTS

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

17. IS Al INDEX SYSTEM USED? (Il yes. axciain onefly and 18, RECOMMENDED RETENTION R@@/A/ WZ W;d
wi=vrpe any hargware/software) ’
o~ Superead=d, thew desiroy

19. NANE AND TITLE OF PREFARER 20. TELEPHONE NUMBER 21. DATE

Y

s}
5y

T3S $50.4 Tepsed 1/93)




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

AGENCY RECORDS INVENJORY

SCIIEDULE (OGS 550-1) 7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794 Page : ot

1. DEPARTMENT/AGENCY 2. DIVIS{ON 3. UNIT

CEFINITION - Rocords Seties - A group of reiated records normaily filed and used as a unit for reference as

#}7?5/:9/5%74/ 2P0 feresperer=d

waell as retention and disposition purposes.

4. RECORD SERIES TITLE pp//&e F/‘%W 5. EARLIEST YEAR/ LATETEST YEAR
‘ 10 O TERT
RetiremmesT foloes i

6. RECORD SERIES DESCRIPTION ( Briefly descrnite the tyges of information/documentsiforms, found 0.the Series  Include the Du.'psse ¢ functicn of the Senes)
WMIWKIZs Zf A o) s E=rotyems
ﬁ@ﬁ@w&f/‘ ///1;%7 ﬁﬁ%ﬁ/ﬁf«—\%&_e ==
,”j‘?—// 77 /V/<S WM;{@’) )' /%,C/Zé/&e) J) 2]
I R )il 52 O '

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SECUENCE 9. VOLUME Mr'/
- ) e Drawer(s)

~ter Size O Micrciim ipnatetical a Microfilm Resl (s)
O Compuler Tace {s:
0 Legal Size a Ccmputer Tzce S Numerncal /, 0 Cther {Specify)
2.
Q Bcund Book Q Floppy Oisk o Chronological Number W, )C:-ZZ
O Auwto Tape O Video Tace O Geograchical 10. ANHUAL ACCUMULATION
. . QO File Orawer (¢)
a Ctrer {Speciy) o Ciher {Speciv) G Mcralilm Ree! (s}
O Comcuter Tace!s)
O Other (Specily)
e, Number
11. FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
C Daily O Wesekly 3 Monthly _ a  Month(s) a  Year(s)
Number o
13. CURRENT LOCATION(S) (Bldg., Floor, Room) . 14. IS RECORD SERIES DUPLICATED ELSEWHERE? - (If yes. specify agency or office)
CITY ST Fbo— | o o no
15. ACCESS RESTRICTIONS (If yes. cite law(s) & regusation(s) 16. AUDIT REQUIREMENTS
¢ Yes 3 WNe a None 0 Slate O Fegeral G independent

1 ‘s < Mo

Phchives.

17. IS AN INDEX SYSTEM USED? (f yes. exciain onefly ang | 18. RECOMMENDED RETENTION 7’%/" /W/Vf/&f’ ///37%{,25 r—

Perivdica)l, 7o the i, Gy

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

CriS $580.4 Tmpgeq 1/33)




INSIRUCIIONS - IYPE OR PRINT A SEPARAFE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARD WITH RECORDS RETENTION
SCHEQULE (OGS 550-) 7275 WATERLOG ROAD

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

PO BOX 275 - JESSUP. MARYLAND 207294

AGENCY RECORDS INVENJCORY

Page of

1. DEPARTMEMNT/AGENCY

[roney = o D

2. DIVISION

A%

3. UNIT

o o=

AEFINIT!ON Records Serles - A group o{ related records normally filed and used as 2 unit for refarence as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE £z //eé é&l}ff/
ELV D, //MW7

§. EARLIEST YEAR / LATETEST YEAR

[P ot Ty T

6. RECORD SERlES DESCRIPTIO /Qne(ly descnte the |

oI 22 Co2,

3 /.

%ﬁ'\;’otmaliomdocumemslfoms found in l?e;;hf%ugor functicn loWe;a.
ﬁ;,—- Lor P ﬁéﬂ//#%peﬂ/fgé &/ﬂgf;‘f
e +Ketireo ;E/ﬂgf/" /ee;s

7. RECORD/SERIES FORMAT(S) 8. RECORD {ES SEQUENCE 9. VOLUME /
. e Drawer(s)
Lecter Size a Miceeilm Alpnatelical O Microfilm Reel (s}
" a Computer Tace s
0 Legal Size 0 Ccmpuler Tzce S Numencal O Cther (Specily)
0 B2und Book a Floppy Disk O Chronological Number
O Auto Tape O Video Tace O Ceograohica) 18. ANNUAL ACCUMULATION
Q File Orawer (<)
0 Ctrer (Specify) G Cther {Speciy; G Microfilm Ree! (s}
O Comguter Tapefs)
O Other (Specily)
el / ‘ : ' Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
c Baly O Weekly 3 Monthly o Month{s} Q Year(s)
Number
13. CURPE/TyCATION(S) (Bldg.. FloorRﬁ/ 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office)
5/77 "é’ 7/ o Yes g No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes 3 No O None a Slate a Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? (Il yes. exciain cnefly and
wmesge any hargwarel/software) '

‘25 c

Pl +

18. RECOMMENDED RETENTION WV ﬁ/—‘éjé g

afcféﬁ—v%

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

L

21. DATE

0138 §80.4 Fepsed 1/93]




INS[RUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJCRY

REVISEQ RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS 550-1) 7275 WATERLOQ ROAD _
PO BOX 275 - JESSUP. MARYLAND 20794 Page : of
1. DEPARTMENTIAGENCY 2. DIVISIO 3. UNIT

I 2T o0 54D PN, W e

/DEFINIT!ON Records Series - A group of related records normaily filed and used as 1 unit for reference as well as retention and disposiion purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
4'54/2//274 ' % 0. Gt TEesT

6. RECORD SERIES DESCRIPTION ( Buelly descnte the types of information/documents/forms found in lhe.Senes . !nc!uce ihe pu.pose or funclicn of the Senes)

CoLOF Y=, bar7 257 2, 17 T5 = 4F/:7 rMpBTIre.
HeTion PP B1odsST S, #éof,cfc)@s
LDl Brvies TSST Dreas 5%%).

Em /D EE2 fFBShS]
B Lo s #%%f%ryw Crdoe op=

Wf"//ﬁ/c) meae,y/ks/ EED: SO/ il

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

wter Size o Micrehim ipnaceticas a Microltm Reel 51

O Computer Tace st

N

-v
]

G Legat Size o Computer Tzce G Numencal 0 Cther {Spezily)
0 8zund Book O Floppy Oisk a Chronolegical Number
Q Audo Tape a Video Tace O Geograchica) 10. ANNUAL ACCUMULATION

C File Orawer (<)

o

i —

a Cteer (Speciy) O Clher (Speciv o Microfilm Ree! (s}
O Comguter Taoe!s)
O Other {Speciy)

o Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q Daly O Weekly a  Monthly _ a  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)

&/7?/%?//”/57_/::_ o0y~ g Yes o No

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

o Yes S WNo g None o Slate O Fegera G Independent

17. IS AN INDEX SYSTEM USED? (if yes. exciain oneily and 18. RECOMMENDED RETENTION

|: -.-..-I;ce any hargware/software) B M 5 = WéL j’/’/é
JUEEEEE ReFentos,s

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

0138 £50:4 Fmpseq 1/93)
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INSTRUGTIONS ~ 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 DIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOQ ROAD
PO BOX 279 - JESSUP. MARYLAND 20794

‘Page Qf

1. DEPARTMENT/AGENCY

e

2. DiVisio

Lo o

S Soaniel

3. UNIT

/DEFIN!TION - Racords Sarles - A graup of relatad records normally filad and used as 2 unit for referenca as

well as retention and disposition purposes,

7 <

4. RECORD SERIES mLEM/-‘b/er-\d é/{,{/wy;/?v()

S. EARLIEST YEAR / LATETEST YEAR

V) 2z W

6. RECORD SERIES DESCRIPTION ( Brefly descrige Ihe lyges of information/documents/forms foung in the Series  Include ihe pu.'pf:se or functicn of the Senes;

b Y2V = T h/c =Y y
W/%Wé//?l.s oS, ﬁﬁpppy\p/:: / » /% J ,%

7. RECORD SERI QRMAT(S)
Lester Size a Micreidm

Q Legal Size

Q Ccmputer ace

O Bzund Book a Floppy Cisk

8. RECORD SERIES SEQUENCE
o Alpnacetical

mencat -

Qa Chronolog:cal

9. VOLUME
e’m:;

a Microlitm Reel (53
O Computer Tace st

52 O Ctnet (Specily)
Number Cé/,/:'/':_

wiesnee any hargware/software)

‘a3

8}

Q Audio Tape Q Video Tace T Geograshical 10. ANNUAL ACCUMULATION
Q File Orawer (<)
a Ctrer (Specify) a Clher {Speciiv) O Mcrofilm Rest (s}
O Computer Tacels)
Mé/ O Other (Specity)
Bl Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
G Oaly O Weekly T Monthly o Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) . 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
W /é////j L a  Yes o No
15. ACCESS RESTRICTIONS (if yes. cite law{s) & regusalion(s) 16. AUDIT REQUIREMENTS
U Yes 3 No o None o State O Fegeral G Independent
17. IS AN INDEX SYSTEM USED? Il yes. excian gneily and 18.

RECOMMENDED RETENTION Re%g/
Fhew de=trp

N For é//'fﬁ/‘s)

Z

19. NAWE AND TITLE OF PREPARER

L

/

20. TELEPHONE NUMBER

21.

DATE

€138 $80-4 Fepseq 1/93)




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

B

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
! 7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 2074

AGENCY RECORDS INVENTORY

‘Page : of

1. DEPARTMEMNT/AGENCY

Y =7 P 2,

2. DiVisigN

SLA-

3. UNIT

Yzrsoe ="

AEFINITION - Rocords Serles - A group of related records normally filed and used as a unit for reference as

wall as retentdon and disposiion purposes.

4. RECORD SERIES TITLE Cl f"f W/D/'éé"gbﬁ;@@

5. EARLIEST YEAR / LATETEST YEAR

/s Cit/ Tes7

6. RECORD SERIES DESCRIPTION ( Buetly descrte the lypes of information/documentsiforms found in the Serntes  Include ihe pu:pf)se or funclicn of the Senes}

MVIF 27255 /KM/”E}’ DL Driver fas]erss
Weeident Heper 7.

7. RECORD § FORMAT(S)
Lerter Size o]

\icreidm

0 Lezal Size a Cemputer Tzce
a Brund Book a Floppy Qisk
Q Audo Tape O Video Tace

QG Cther {Specify)

8. RECORD SERIES SEQUENCE
phatetica

< Numencal

© Chronological

9. VOLUME /
File Drawer(s)

a Microfiim Real (s)
O Comguter Tace is:
0 Cther (Specify)

Number O A E’Z——

a]

Geograohicat

0

_Clher {Speciv)

10. ANNUAL ACCUMULATION
Q File Drawer (<)
a Microfilm Res! (s}
O Comcuter Taoels)
a Other (Specify)

Number

11. FILE IS USED

a Daly O Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

a Month(s) [e]

Number

Year(s)

13. CURRENT LQCATION(S) (Bldg.. Fioor, Room) :
oo —

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(if yes. specify agency or alfice)

&/’ }7 /5/;// /é 7 f o Yes g No
15, ACCESS RESTRICTIONS (If yes. cite law(s} 3 reguiation(s) 16. AUDIT REQUIREMENTS
G Yes 3 No G None a  Slate O Feogeral O Independent

17. IS AN INDEX SYSTEM USED? (If yes. exciain oneily ang
aere any hargware/software) ’

‘ag

9]
5

18. RECOMMENDED RETENTION R%/U ﬁfaé"}
#76//71@#“9/,

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

C638 £80.4 Fepseq 1/93)




