
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

Page 1 of 4

Agency
Hagerstown

Division/Unit
Administration/City Clerk

Item No Description Retention

1 General files
-contains but not limited to: sewer easements, permits,
property acquisition, budget, cable documents, charter/home
rule, surveys, lease, downtown marketing plan, FOIA requests,
downtown parking, retirement/pension, minutes, policies

Budgets - year end: fiscal year budget books, general fund,
capital improvement, community development, enterprise
fund, supplements

Mayor and council agendas for meetings

Bonds
-contains but not limited to: public improvement bonds, water
quality, economic development, partnership with other groups,
industrial development

Ordinances: public hearing notices, correspondence, site plan,
recital, contracts of sale, Addendums, copies of ordinances,
lease agreements

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, Fiscal,
Administrative or Operational
value.
Permanent. Transfer
periodically to the Maryland
State Archives

Retain for life of bond, plus five
(5) years, then destroy

Permanent. Transfer
periodically to the Maryland
State Archives

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

Date DEC 3 1999

Signature



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item No

6

7

8

9

. •

10

11

12

13

(CONTINUATION SHEET)

Description

Contracts/agreements for the sale and purchase of land
-contains but not limited to: deeds, chandler foreclosure,
notice of dismissal, mortgage documents, lease agreements,
easement deeds, settlement papers

Minutes of the mayor and city council: planning commission,
board of parks, economic development commission, planning
commission, mayor and city council

Resolutions by the mayor and city council

Amendments to the city charter

Melp agreements: easement/right of way agreements

Deeds and agreements for the sale.of property to local
businesses

Community development mortgages and deeds to convey
property to Hagerstown, mortgages/modified loan
agreements, second mortgage

Annexations/enlargement of corp. boundaries, resolutions,
site drawings

Schedule No. /if- % ^
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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.

Permanent. Transfer
periodically to the Maryland
State Archives

Permanent. Transfer
periodically to the Maryland
State Archives

Permanent. Transfer
periodically to the Maryland
State Archives

Permanent. Transfer
periodically to the Maryland
State Archives

Destroy material having no
further Legal, Fiscal,
Administrative or operational
value.
See Item 11 above

Permanent. Transfer
periodically to the Maryland
State Archives



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item No

14

15

16

17

18

19

20

(CONTINUATION SHEET)

Description

Comprehensive development plans: planning commission
public hearings, minutes

Newspaper articles from various papers re: golf course,
elections, city held festivals, baseball team

Cassette tapes of meetings of the city council

Council members work session Files (copies)

General files
-contains but not limited to: abandoned motor vehicles,
correspondence, alcohol and drug policy/programs, minutes of
business climate commission, policies, landfill use fees, light
rate studies

Contracts - construction
- contains but not limited to: specifications, agreements,
certificate of insurance, rules and regulations, handwritten
notes, correspondence, proposals, specifications estimates,
P.O.

Zoning files
-contains but not limited to: public hearings, correspondence,
drawings, traffic analysis, sign up sheets for public hearings,
petitions, notice of cancellation of public hearings, resolutions

Schedule No. fifi, y ^ £
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Retention

Permanent. Transfer
periodically to the Maryland
State Archives

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

Retain for eight (8) years, then
reuse.

Retain until no longer required,
then destroy.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for life of contract, plus
three (3) years, then destroy

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item No

21

22

23

24

(CONTINUATION SHEET)

Description

Mayor and council meetings: weekly open sessions, work
sessions
-contains but not limited to: handwritten notes,
correspondence, business plans, agenda, agreements, program
descriptions, brochures, drawings, site plans, annual financial
reports

Boards and commissions
-contains but not limited to: correspondence,
membership/resumes, newspaper articles, board member
manual, progress reports, annual reports

m
Engineering drawings presented at^council meetings for
proposed projects

City Charter, Code BOCA Codes - Plumbing, Electrical, Fire,
Building, Property Maintenance, etc.

Schedule No. AS* / 7 ^ k
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Retention

Permanent. Transfer
periodically to the Maryland
State Archives

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, Fiscal,
Administrative or Operational
value.

Permanent, transfer periodically
to the Maryland State Archives.



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARO WITH1 RECOROS RETENTION
SCHEDULE |0GS 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 8OX J75 - JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

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

7. RECORD SERIES FORMAT(S)

9^C?ier Size a Microfilm

a Legal Size a Compuier "see

Q ecund 8ook a Floppy Disk

a Au3o Tape a Video Tacs

a Oifer (Specify)

8. RECORD SERIES SEQUENCE

e-filpnaeelicai

G Numerical

a Chronological

• Geograohic2i

n Clher (Soeciivj

File Orawer(s)
o Microfilm Reel (si
n Compuier Tace ;s:
D Olher (Specify)

Number

10. ANNUAL ACCUMULATION
• File Orawer (s)
a Microfilm Reel (s!
D Comculer Taosis)
a Olhsr (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly 3 .Monthly a Momh(s) a Year(s)
Number

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

s&pt

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

"^ a Yes • No

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

i: res a No

16. AUDIT REQUIREMENTS

a None a Slate Q Federal a Independent

17. IS AH INDEX SYSTEM USED7 (If yes. exesain Briefly and

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

'es C Mo

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

'IS SJO-« =>vsea 1/93)



&J.



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM fOH EACH NEW
REVISEO BECORO SERIES FORWARD WITH RECORDS RETENTION
SCHEOUlE (OGS 5501)

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 ROA0

PO BOX 275 - JESSUP. MARYUANO 20/94

AGENCY RECORDS lUVENJdRY

Page . Of

1. OEPARTMEMT/AGENCY 2. DIVISION 3. UNIT

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

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

TO

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

7. RECORD SERIES FORMAT(S)

.tfler Size a Micrciilm

a legal Size a Computer "ace

a Ecjnd Book a Floppy Disk

a Audo Tape a Video Tape

her (Specify) .

8. RECORD SERIES SEQUENCE

0 AlpnaCeliC3i

3« humeiical

a Chronological

a Geograohicai

a Clher (Soeciivi

9. VOLUME

Q File Drawer(s)

a Microfilm Reel isi

a Computer Tacs \v.

a Other (Specify)

Number

10. ANNUAL ACCUMULATION

a File Orawer (s)

a Microfilm Reel (s!

o Computer Taoe(s)

• Other (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

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

a Yes a No

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

u '<es a No

16. AUDIT REQUIREMENTS

a None a Slate o Federal o Independent

17. IS All INDEX SYSTEM USED? (If yes. axpiain crieily and

o-.v:ee any harcvare/soflware)

18. RECOMMENDED RETENTION

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

19. NAME AND TITLE OF PREPARES

f.S HO* t/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO BECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEOUlE (OGS 5501)

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 DIVISION

7275 WATERLOO ROAD

PO BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECOROS INVENJO'RY

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 purposesritoi

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

TO

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

7. RECORD SERIES FORMAT(S)

a LKter Size a Microfilm

o le^al Size Q Computer Tace

Q S'.und 8ook a Floppy Disk

a Video Tace

(Specify),

a Aucio Tape

-B-CTr^f (Spe

RECORD SERIES SEQUENCE

a Alpnacelicai

wnencal

a Chronological

• Geoqraohicsi

a Clher (Specii'vi

9. VOLUME
a File Orawer(s)
O Microfilm Reel (si
a Compuier Tace ;s:

a Other (Spe:.!yJ

Number

10. ANNUAL ACCUMULATION
D File (Drawer (si
a Microfilm Res! (s!
O Comculer Taoe(s)
a Olhsr (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

13. CURRENT LOCATION(S)(8ldg Floor. Bbom) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (II yes. specify agency or office

o Yes a No

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

i: 'J'es n No

16. AUDIT REQUIREMENTS

a None a Slate o Feoeral o Independeni

17. IS Ail INDEX SYSTEM USED7 \\\ yes. axpiam cnsfly and

iv.v:ce any harcvare/soflware)

18. RECOMMENDED RETENTION

- 'es C MO

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

ens sjo-i t/931



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

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

RECORDS MANAGEMENT OIVISION

7275 WAfESLOO ROAO

PO BOX 275 • JESSUP. MARYLANO 20794

AGENCY RECORDS INVE.MJO'RY

Page. Of

1. OEPARTMEHT/AGENCY 2. DIVISION 3. UNIT

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

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

TO

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

J

7. RECORO SERIES FORMAT(S)

.Kler Size a Miacnim

a Le53l Size a Compuier Tace

a Ec-jnd Book a Floppy Disk

a Au<jo Tape a Video Tape

o O.ef (Specify)

RECORO SERIES SEQUENCE

a—Wlpnacelicai

c; Numerical

o Chronologxal

• Geograohical

a Cther (Soeciivi

9. VOLUME

File Orawer(s)

a Microfilm Reel |si

a Compuier Tace \V.

o Oiner (Specify)

Number

10. ANNUAL ACCUMULATION

a Pile Orawer (:i

a Microfilm Reel (s!

o Compuier Taoe(s)

Q Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

Q Weekly • Monthly D Morah(s) a Year(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) S reguialion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate o Feaeral o Independent

17. IS Ail INDEX SYSTEM USED? |lf yes. exp:am oriefly and

i'.:-.v:ce 3ny haraware/soflware)

18. RECOMMENDED RETENTION flgXT^JJtP j t P

•'• ' e s • Mo

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

CIS iJO-i =-vsed 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO CECORD SERIES FORWARO WITH RECORDS 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

RECOROS MANAGEMENT DIVISION

7275 WAfESLOO ROAO

PO BOX 275 • JESSUP. MARYbVNO 20794

AGENCY RECOROS iNVENJdRY

Page .

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

6. RECORD SERIES DESCRIPTION ( Bnedy describe Ihe lypes of informalion/documenls/forms found in Ihe Series Include ihe puipose or function of Ihe Scries!

s

y

8. RECORD SERIES SEQUENCE

G Numerical

Q Chronologxal

a Geograohic2i

a Clher (SoecitYi .

9. VOLUME

Re Orawer(s)

a Microfilm Reel (si

a Compuler face ;s:

D Other (Specify)

Number

10. ANNUAL ACCUMULATION

a File Orawer (s)

a Microfilm Reel (s!

a Comculer Taoeis)

o Other (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly D Momh(s) a Year(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 lawfs) I recuialion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate o Feoeral o Independeni

17. IS AM INDEX SYSTEM USED7 (If yes. exciam one/lv and

' " • • . i ! any haraware/soflware)

'•'• ' es

18. RECOMMENOED RETENTION

19. NAME ANO TITLE OF PREPARER

CHS 5H-4 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARD 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
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO BOX 275 • JE5SUP. MARYLANO 20794

AGENCY RECORDS INVENJO'RY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Record] Series • A group of related records normally Hied and uied as a unit for reference as well as retention and disposition purposes.

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

TC

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informalion/documems/forms'loundjn the Series Incluge She putpose or funclion ol the Series!

7. RECORD SERI|S^£GRMAT(S)

,«ler Size a Micrcfilm

a L»gal Size a Compuier Tace

o B'.und Book a Floppy Disk

a AixSo Tape a Video Tace

O Oirver (Specify)

RECORD SERIES SEQUENCE.

Alpnacelicai

z, Numerical

a Chronological

a Geograohicai

a Clher (Soeciivi .

9. VOLUME
a File Orawer(s)
a Microfilm Reel (si
a Compuier race ,'s:
o Clher (Spec;.'-/)

Number

10. ANNUAL ACCUMULATION
a File Drawer (j)
a Microfilm Ree! (s!
o Computer Taoeis)
a Older (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes a No

15. ACCESS RESTRICTIONS (If yes. die law(s) 8 reguiation(s)

i: '<es • No

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral o Independent

17. IS AM INOEX SYSTEM USED7 ill yes. excian cns/ly and

i:-—.v:ee any harCT^are/soitware)

18. RECOMMENDED RETENTION

'2S C Mo

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

'iS 5J0-4 :>vsed 1/93I



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARD" WITH RECOROS 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 ROAO
PO SOX 275 - JE3SUP. MARYIANO 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 is a unit for reference as well js 'etention and disposition purposes.

4. RECORD SERIES TITLE

Tio/f

5. EARLIEST YEAR / LATETEST YEAR

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

7. RECORO SERIES FORMAT(S)

a l~ler Size o Microfilm

a legal Size o Computer Tacs

a E'.und Book a Floppy Disk

a Audo Tape^ a Video Tape

CTOhef (Specify).

8. RECORD SERIES SEQUENCE

a AlpnaCelicai

Jumencal

a Chronological

• Geographical

a C'lher (Soeciivi .

9. VOLUME
a File Orawer(s)
O Microfilm Reel |Si
o Computer Tace ;s:

Number

10. ANNUAL ACCUMULATION
D File Orawer (si
o Microfilm Reel (s!
o Computer Taos(s)
D Other (Specify)

Number

11. FILE IS USED

• Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

13. loor 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (l( yes. specify agency or office)

a Yes o No

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

i: '<es a No

16. AUDIT REQUIREMENTS

a None a Stale a Feaeral n Independent

17. IS Ail INDEX SYSTEM USED7 (If yes. explain cneily and

c-.v:ce any haroware/software)

'•'• ' s s

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

Cr;S JJO-J ^^sed 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISF.0 RECOR0 SERIES FORWAR0 WITH RECOROS RETENTION
SCHEOUU |0GS 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 DIVISION

7275 WATERLOO ROAO

PO BOX 275 • JE5SUP. MARYUNO 20794

AGENCY RECOROS IUVENJORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used 29 1 unit for reference as well as retention and disposition purposes.:enrJc

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

6. RECORD SERIES DESCRIPTION ( Briefly descrite Ihe lypes of information/documents/forms found in Ihe Series Include ihe purpose or function of Ihe Scries!y yp o d o s o s o u d n Ihe pp

7^^

7. RECORO SEFy«'FORMAT(S>

.Mer Size Q Microfilm

a itgal Size a Computer "ace

D E'.und 8ook a Floppy Disk

a Audo Tape a Video Tape

-ef (Specify)

RECORD SERIES SEQUENCE

a Alpnaceticai

a Chronologxal

a Geoqraohicai

a Clher (Soeaivj

9. VOLUME

Rle Orawer(s)

a Microfilm Reel (si

• Compuler Tace ;s:

a Clher (Spec:.1-/)

Number

10. ANNUAL ACCUMULATION

O File Orawer (SI

o Microfilm Res! (s!

a Comculer Taoe!s)

D Other (Spec:ly)

Number

11. FILE IS USED

O Daily a Weekly

7

3 Monthly

12. FILE BECOMES INACTIVE AFTER

a Mamh(s) o Year(s)

Number

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

a Yes D No

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

1: res • Ho

16. AUDIT REQUIREMENTS

a None a Slate o Federal o Independent

17. IS AM INDEX SYSTEM USED7 ilf yes. explain oneily and

<::-.-..-:ce any hardware/software)

18. RECOMMEN0ED RETENTION

19. NAME AND TITLE OF PREPARER

JH-i s^sed 1/931



INSTRUCTIONS - nrPE on PRINT A SEPARATE FORM FOR EACH NEW

REVISEO RECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEOUIE (DGS 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 20794

AGENCY RECOROS INVENJdRY

Page . Of

1. OEPARTMEHT/AGENCY 2. DIVISION 3. UNIT

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

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

TC

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series Include ihe purpose or (unction of Ihe Scries!^- „

7. RECORD SERIES>0RMAT(S)

.Kler Size a Micrciilm

a Legal Size a Computer "ace

o Ewnd Book a Floppy Disk

a Aucjo Tape a Video Tace

a Other (Specify)

RECORD SERIES SEQUENCE

a Alpnacelicsi

s-fJumerical

O Chronological

• Geoqraohical

a Clher (Soecnvj

9. VOLUME
a File Orawer(s)
a Microfilm Reel
D Computer race ;s
I>—CTKer (Spec;!1,

Number

10. ANNUAL ACCUMULATION
D File Orawer (si
a Microfilm Reel (si
a Compuler Taoe(s)
• Other (Specify!

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

13. CURRENT LOCATION(S) (Bldg./loor. Ro<3m 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

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

i: res a No

16. AUDIT REQUIREMENTS

a None • Slate • Federal a Independent

17. IS AH INDEX SYSTEM USED7 (If yes. explain Briefly and

o- .vse 3ny harcMare/software)

•'• ' a s

18. RECOMMENDED

19. NAME AND TITLE OF PREPARER

CIS fiOJ 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR FACH NPW
REVISEO RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOUIE (CGS 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 BOX 275 - JE3SUP. MARYLANO 20794

AGENCY RECOROS INVENJdRY

Paae Of

1. DEPARTMEHT/AGENCY 3. UNIT

DEFINITION • Records Series - A group of related records normilly riled and used is i unit for reference is well as retention and disposition purposesreten

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

TO

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

7. RECORO SERIES FORMAT(S)

wer Size a Micretilm

a Legal Size o Computer "ace

Q Ecund Book a Floppy Disk

a Audio Tape a Video Tace

a Other (Soecifv)

RECORD SERIES SEQUENCE

a Alpnacencai

<3""flumeric3l

o Chronologxal

• Geograohicai

a Clher (Sneciivi

9. VOLUME

a File Orawet(s)

a Microfilm Resl is I

a Compiler face Isj
S-CtheniSoscifv r ^

Number

10. ANNUAL ACCUMULATION

a File Orawer (si

a Microfilm Res! (si

a Computer Taoe(s)

D Other IScec:fvl

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes • No

15. ACCESS RESTRICTIONS (If yes. ale law(s) 5 reguialion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate • Federal o Independent

17. IS AM mOEX SYSTEM USED7 (If yes. explain crisiiy ana

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

'•'• 'ss

18. RECOMMENDED

fiS Sid* 3vsed 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO BECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEOUIE (DCS 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 (DIVISION

7275 WATERLOO ROAD
PO BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENJO'RY

Page. Of

1. OEPARIMEHT/AGENCY 3. UNIT

DEFINITION • Records Series - A group of related records normilly filed and used is a unit for reference as well JS 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 found in Ihe Series Include ihe purpose or function of the Series)

7. RECORO SERIES_F.ORMAT(S)

Kter Size a Micrcfilm

o le^al Size • Computer "ace

a E'.und 8ook a Floppy Disk

a AucJo Tape • Video Tape

a Oih« (Specify)

8. RECORD SERIES SEQUENCE

• Alpnacelicai

3""TIuriieNC3l

a Chronologxal

a Geograohicsi

• Other

9. VOLUME
a File 0rawer(sl
• Microfilm Reel |S)
o Compuiei Tace ;s

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
o Microlilm Ree! (s!
D Computer Taoe(s)
a Other (Spec:(y)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

0 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

a Yes a No

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

i: Yes a No

16. AUDIT REQUIREMENTS

D None a Slate a Feaeral O Independent

17. IS AN INDEX SYSTEM USED7 (If yes. exesam cneily ana

o-.vfce any harc^areysoftware)

'es

18. RECOMMENDED

19. NAME ANO TITLE OF PREPARER

fJS Hi-' s'vseo 1/93)



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

DEPARTMENT 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. 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 uied is i unit for reference as well as retention and disposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES OB^CRIP^roN ( Briefly describe ihe lypes of information/documents/forms found in Ihe Series Include ihe purpose or function of Ihe Scries!

7. RECORD S6R1ES FORMAT(S)

L^ler Size a Miaciilm

o Legal Size a Ccmpuler "ace

a E'.und 8ook a Floppy Disk

a Audo Tape a Video Tacs

o CiKef (Specify)

RECORD SERIES SEQUENCE

a Alpnacencai

Cmerical

o Chronologxal

• Geograohicai

o Clher (Specnv) .

9. VOLUME

Number

10. ANNUAL ACCUMULATION

0 File Orawer (S)

a Microfilm Kee! (s!

a Computer Tapeis)

D Other (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes a No

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

i: res a No

16. AUDIT REQUIREMENTS

o None a Slate a Federal o Independent

17. IS AM INOEX SYSTEM USED7 (If yes. exciain cnerly and

i:--.v:ce 3ny haraivare/soitwarel

'•'• ' a s

18. RECOMMENDED RETENTION

19. NAME ANO TITLE OF PREPARER

1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO 9ECOR0 SERIES FORWARD WITH RECOROS RETENTION
SCHEOUlE IOGS 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 ROA0
PO BOX 275 • JE5SUP. MARYLANO 20794

AGENCY RECOROS iNVENJdRY

Page , Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

TO

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

8. RECORD SERIES SEQUENCE

a Alpnaeelicai

lumencal

D Chronological

• Geographical

D Clher (Specify i

9. VOLUME
a File Orawer(s)
a Microfilm Reel (si
a Compuier Tacs ;s:
o Clher (Spec:!y)

Number

10. ANNUAL ACCUMULATION
0 File Orawer (s)
a Microfilm Reel (si
a Computer Tape(s)
a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

0 Weekly • Monthly a Momh(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 a No

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

i: Yes • No

16. AUDIT REQUIREMENTS

a None a Slaie a Feaeral o Independent

17. IS Ail INDEX SYSTEM USED? (If yes. exp:am oneily and

.:••-. vice any harc\vare/software)
18. RECOMMENDED

fen P
C Mo

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

C'.S <:0 1/931



INSTRUCTIONS - TYPE OH PRINT A SEPARATE FORM FOR EACH NEW
REVISED BECORO SERIES FORWARO WITH RECORDS RETENTION
SCHEOUIE |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 BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECOROS INVENJORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

4. RECORO SERIES TITLE A EARLIEST YEAR / LATETEST YEAR

TC

6. RECORO SERIES DESCRIPTION ( Bnelly describe Ihe lypes o/ information/documenis/lorms found in Ihe Series Include ih& purpose or function of Ihe Series)

7. RECORO SERIES FORMAT(S)

o L^ler Size • Microfilm

o Legal Size • Ccmpuler TECS

o B'.ynd Book a Floppy Oisk

a Audo Tape a Video Tape

a O-ef (Specify)

RECORD SERIES SEQUENCE

a Alpnacelicat

C Numerical

a Chronological

• Geographical

o Clher (Soecitvi

9. VOLUME
O File Orawer(s)
a Microfilm Reel (si
a Compuler face ;s:
a Clher (Spe:»y)

Number

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

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly • Monlhly 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 office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. ate law(s) 5 ceguiation(s)

L: Yes a No

16. AUOIT REQUIREMENTS

a None a Slate o Feaeral a Independent

19. NAME ANO TITLE OF PREPARER

17. IS AM INDEX SYSTEM USED7 ilf yes. explain cnsrly and

c- .v :ce any haraware/soilware)
18. RECOMMENDED RETENTION

CIS S50-< 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEOUlE (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 0IVISION

7275 WATESLOO ROAO
PO SOX 275 • JE3SUP MARYUNO 20794

AGENCY RECOROS INVENJdRY

Page . Of

1. O.EPARTMEHT/AGENCY 2. DIVISION 3. UNIT

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

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

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenis/forms (ound in Ihe Series Include ihe purpose or (unclion of Ihe Series!

7. RECORD SERIES FORMAT(S)

o Iwer Size a Micrciilm

a legal Size a Computer Tsce

a E'.und Book a Floppy Disk

a Autjo Tape a Video Tape

8. RECORD SERIES SEQUENCE

<e""»ipnaceiiC3i

C Numerical

o Chronological

a Geograohicai

a Clher (Speoivi

9. VOLUME
R e Orawer(s)

D Microfilm Resl
• Computer Tacs ;s:
D Clher (Spec:!y)

Number

10. ANNUAL ACCUMULATION
a File Orawer (Jl
a Microfilm Reel (s!
a Computer Tapeis)
c Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

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

o Yes o No

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

i: Yes 3 No

16. AUDIT REQUIREMENTS

a None a Slate n Feaeral o Independeni

17. IS AH INDEX SYSTEM USED7 (If yes. explain cnsfly and

i:s-.v:ee any haroare/so/lware)
18. RECOMMENOED RETENTION

:: 'es C Mo

J

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

1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARO WITH RECORDS RETENTION
SCHEOUU IOGS 550-1) y

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. MARYLANO 20794

AGENCY RECORDS INVENJORY

Page ,

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

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

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

fte6. RECORO SERIES DESCRIPTION ( Brieflfdescrifce Ihe lypea'of informalion/documents/forms found in Ihe Series Indues ihe pufpose or function of the Scries!

/

7. RECORO SERIES FORMAT(S)

a Iwer Si2e a Microfilm

a Ltjal Size o Compuier Tacs

a B'.und Book a Floppy Disk

a Audo Tape a Video Tape

RECORD SERIES SEQUENCE

a AipnacetiC3i

a Chronologxal

• Geographical

a Clher (Specnvi

9. VOLUME
PHe Orawer(s)

a Microfilm Reel (s i
D Compuier face ;;:
o Ciner (Speoiy]

Number

10. ANNUAL ACCUMULATION
a Pile Drawer (s|
a Microfilm Reel (s!

' o Compuier Taoeis)
a Olhsr (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly a Monih(s) a Ye3r(s)

Number

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

a Yes n No

15. ACCESS RESTRICTIONS (If yes. die law(s) 4 reguiation(s)

i: Yes u Mo

16. AUDIT REQUIREMENTS

a None a Slate o Federal o Independent

17. IS AH INDEX SYSTEM USED7 ilf yes. exc:ain Briefly and
i:--.v:ce any harcfivare/soflware)

18. RECOMMENDED RETENTION

'•'• ' e s C Mo
/

i / %

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

Cf.S SiO-i avsed 1/931



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

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 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records nocmifiy filed and used is i unit for reference as well is retention and dlspoaitjon purposes

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

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms found in the Series Include She purpose or fugcticn ol the Series!

^

7. RECORO SERIES-FORMAT(S)

Mti Size a Microfilm

a Legal Size a Computer Tace

D Bcjnd 8ook a Floppy Disk

a Aujo Tape a Video Tace

a Ctf-ef (Specify)

G Numencal

a Chtonologxal

n Geographical

O Clher (Specify i

File Orawer(sl

a Microfilm Reel (si

a Computer face (s:

a Ciner (Specsfy)

Number

10. ANNUAL ACCUMULATION

a File Orawer (s)

a Microfilm Ree! (si

a Computer Tapeis)

D Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes a No

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

i: Yes • No

16. AUOIT REQUIREMENTS

a None a Slate o Federal o Independent

17. IS AM INDEX SYSTEM USED7 (If yes. explain cneily and

c-.v:ce any hardware/software)

18. RECOMMENDED RETENTION

: : 'es • MO

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

f.S IJ0.4 =wsed 1/93)





INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO PECORO SERIES FORWARO WITH RECORDS RETENTION
SCHEOUIE |0GS 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 WATESLOO ROAO
PO BOX 275 • JE3SUP. MARYIANO 20794

AGENCY RECOROS INVENJdRY

Page. Of

1. OEPARTMEMT/AGENCY 2. DIVISION

d
3. UNIT

/ DEFINITION • Record] Series • A group of related records normally filed and uied as a unit for reference as well as retention and disposition pu rposes.

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

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

f

7. RECORD SERJ£3'F0RMAT(S)

.Kter Size a Microfilm

a le-al Sizg^—^ a Compuier "ace

i'.und 8ook a Floppy Disk

a Audio Tape. a Video Tace

<r (Specify)

8. RECORD SERIES SEQUENCE

c Numerical

a Chronological

• Geograohic3i

a Clher (Speoivj

9. VOLUME

o Microfilm Reel |si
D Compuier Tace (s-
D Clher (Spe::fy)

Number

10. ANNUAL ACCUMULATION
a File Orawer (S)
o Microfilm Res! (s!
O Compuier Taoeis)
a Other (Specify!

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

13. c; 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes a No

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

i: Yes a No

16. AUDIT REQUIREMENTS

a None Q Slate O Federal a Independent

17. IS AH INDEX SYSTEM USED7 |lf yes. exciain criefly and

.:--.-.-:ce any haroware/soflwarel
18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHE0W.E (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 ROAO
PO BOX 275 - JESSUP. MARYUNO 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

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

^H^A^At^^/c^,-

7. RECORD SERIES FORMAT(S)

O»»t*?ler Size a Miaciilm

O Legal Size 0 Computer Tsce

'.und Book a Floppy Disk

a AucSo Tape^- a Video Tace

.OCTlver (Specify) <

RECORD SERIES SEQUENCE

•B-fllpnaeelicai

C Numerical

a Chronologxal

a Geograohicai

o Clher (Speciivi

9. VOLUME
File 0rawer(s]

a Microfilm Reel (si
o Compuler Tacs is;
a Clher (Spec;.'y)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
o Microfilm Res! (s!
o Comculer Taoe(s)
a Olher (Spec:(y!

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a 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 o No

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

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate a Feoeral a Independent

17. IS AM INDEX SYSTEM USED7 ilf yes. exc:ain orierly and

i:--.v:ee any harcrware/soflware)

18. RECOMMENDED RETENTION

:•' 'es Mo

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

C'iS iiOJ »vsed 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOUIE (OGS 55O-I|

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 BOX 275 • JESSUP. MARYWNO 20794

AGENCY RECORDS INVENJCJRY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normilly filed and uiod is i unit for reference as well is retention and dispositt on purposes.

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

i TO.

Ihtfiypes of ii6. RECORD SERIES DESCRIPTION ( Briefly describe Ihtfiypes of informalion/documents/forms found in Ihe Series Include the purpose or (unction of Ihe Scries!

5o
& S / &

7. RECORD S£Rt£~S FORMAT(S)

.wer Size o Microfilm

a lejal Size a Compuler Tace

a B'.und Book a Floppy Disk

a Audo Tape a Video Tape

rver (Specify)

8. RECORD SERIES SEQUENCE

a Alpnacelicai

o Chronological

• Geograohicai

0 Clher (Specivi

9. VOLUME

a Microfilm Reel (si
D Compuler Tace ;s:
O Cther (Specify]

Number

10. ANNUAL ACCUMULATION
a File Orawer (S)
o Microfilm Reel (s!
o Comculer Taoeis)
o Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly O Monthly a Momh(s) o Year(s)

Number

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

D Yes o No

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

c Yes a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

17. IS AM INDEX SYSTEM USED7 (If yes. expiam cneilv and

iv-.viee any haroware/soitware)
18. RECOMMENDED

'as Mo

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

C I S JM-* 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED PECORO 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

RECORDS MANAGEMENT [DIVISION

7275 WATESLOO ROAO

PO BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Paoe Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

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

7. RECORO SERIES FORMAT(S)

Size a Micrctilm

a Legal Size a Compuier lace

cund Book a Floppy Disk

a Aixio Tape a Video Taps

RECORD SERIES SEQUENCE

-B""SIpnaeelic3i

G Numencal

0 Chronological

a Geograohicai

• Clher (Soeeivi

9. VOLUME

0 File Drawees!

a Microfilm Reel (si

a Compuier race \%'.

o Other (Soec;!vl

Number T ^ i _

10. ANNUAL ACCUMULATION

a File Drawer (si

a Microfilm Reel (s!

a Compuier Tapeis)

a Othsr lSc5c:fy\

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a 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 olfics

D Yes . D No

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

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate D Federal a Independent

17. IS AH INDEX SYSTEM USED7 |lf yes. explain oneily and

c-.v:ce any haroivare/soflware)

18. RECOMMENDED RETENTION

:: 'es Mo

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

CIS JJO-* =>v«ed 1/931
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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 ROA0

PO BOX 275 - JE3SUP. MARYLANO 20794

AGENCY RECORDS iNVENJdRY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used JJ 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/documents/forms found in Ihe Series Include ihe purpose or function of Ihe Series!

7. RECORO SERIES FORMAT(S)

o iKier Size a Miaciilm

• Lejal Size a Computer "ace

a Sound 8ook a Floppy Disk

a AucJo Tape a Video Tace

fcw (Specify),

RECORD SERIES SEQUENCE

a AlpnaCelicai

c Numerical

a Chronologxal

• Geograohicai

!Ther (Specs

9. VOLUME

V
a File 0rawer(sl

a Microfilm Reel (si

a Computer Tace ,'s:

• Clher (Specify) :

Number

10. ANNUAL ACCUMULATION

a File Orawer (si

a Microfilm Reel (s!

• Computer Taoe(s)

• Olhsr (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes a No

15. ACCESS RESTRICTIONS (If yes. die law(s) I reguiation(s)

i: ''es a No

16. AUDIT REQUIREMENTS

a None a Slate o Federal a Independeni

17. IS AM INOEX SYSTEM USED7 ijf yes. exciam oris/ly ana

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

18. RECOMMENDED RETENTION

•'• ' e s C Mo

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

Cf.S iM-t =v5eo 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUU (CGS 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 OIVISION

7275 WATERLOO ROAO
PO BOX 275 • JE5SUP. MARYLAND 20794

AGENCY RECORDS INVE.MJdRY

Page. Of

1. DEPARTMENT/AGENCY 2. OIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normttfy filed and used is i unit for reference a» well is retention and disposition purposes

, RECORD SERIES T,TLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/lorms found in Ihe Series Inatude Ihe purpose or funclfcn. of Ihe Scries!

7. RECORO SERIE5-FORMAT(S)

L"«ier Size a Microfilm

Q Le5al Size a Compuler Tacs

o Scund Book a floppy Disk

a AuOo Tape a Video Tacs

0 Cifcef (Specify)

8. RECORD SERIES SEQUENCE

• AlpnaceliC3i

a Chronologxal

• Geographical

a Clher (Speciivi

9. VOLUME
Re Orawer(s)

a Microfilm Reel (si
o Compuler Tacs (s:
D Clher (Spec;!y)

Number

10. ANNUAL ACCUMULATION
a File Orawer {<)
a Microfilm Res! (si
D Compuler Taps(s)
a Olhsr (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

O Weekly a Monthly D Momh(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 o No

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

i: Yes a No

16. AUDIT REQUIREMENTS

D None a Slate o Federal o Independent

17. IS AM INDEX SYSTEM USED7 (If yes. explain crieily ana

c-.v:ce any haroxare/soflware)

'•'• ' a s

18. RECOMMENDED RETENTION

19. NAME ANO TITLE OF PREPARER

C'.S S50-J 1/931




