OCEAN CITY
FINANCE DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

scHepuLe No. M F L
7

PAGE 1 OF

Agency  Mayor & City Council of Ocean City, Maryland Division/Unit Finance Accounts Payable
ITEM
NO DESCRIPTION RETENTION
1 Accounts Payable Files Retain for 3 years and until all audit
Contains: check copy, invoice requirements have been fulfilled, then destroy
2 Fuel Tax Files Retain for 4 years and until all audit
Contains: state special returns-diesel user work | requirements have been fulfilied, then destroy
| sheet, fuel reports, Airport fuel sheet
summary, EOM fuel readings, fuel inventory
analysis, pump totals reconciliation report, fleet
report-fuel by department report, fuel tickets
3 Payroli canceled checks Retain for 3 years, then destroy
4 General Fund canceled checks Retain for 3 years and until all audit
’ requirements have been fulfilled, then destroy
5 Daily cash summary sheets Retain for 3 years and until all audit
Daily cash summary reconciliation sheet, requirements have been fulfilled, then destroy
adding machine tape, deposit ticket, adjusting
journal edit list, G/L summary distribution
report, batch invoice report
6 Pension cash reconciliation and reports Retain for 3 years and until all audit
Contains: combined statements of plan net requirements have been fulfilled, then destroy
assets, pension journal entries, copies of email, '
generic check register, copies of checks,
monthly reports
7 Journal Entries: Retain for 3 years and until all audit

Wire transfers, correspondence, journal entry
memo, invoices, etc

"APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION ’

DATE 03/10/00
SIGNATURE /7'\}&-5/1— (orsB—

TYPE NAME Martha B_ennett

TITLE Finance Administrator

requirements have been fulfilled, then destroy

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE APR 11 2080

SIGNATURE Q"IAIC. /Mw/:
7 |

{




OCEAN CITY
FINANCE DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.

B4

PAGE 2 OF

Agency Mayor and Counci! of Ocean City, Maryland

Division/Unit Finance Accounts Payable

ITEM
NO

DESCRIPTION

RETENTION

10

1

Bank Reconciliations

Contains: bank statements, deposit tickets,
copies of checks, G/L entries, canceled checks,
Recycling account, copies of checks, customer
reconciliation reports

Grants:

Contains: boardwalk grant, ambulance grant, 98
block grant, open space, marketing grant,
summary of costs, correspondence, copies of
invoices, financial status reports, request for
funds, final request for reimbursement

Fees/Taxes

Contains: sales & use tax, admission tax, bingo
receipts, alcohol license fees, rents and
concessions, Wastewater rent, room tax, excise
tax, copies of invoices, correspondence

Fleet reports/equipment

Computer reports-equipment charges by
account number, transaction update offset by
account listing, fuel transaction update error list

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

Retain for life of grant plus three years, then
destroy

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

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




OCEAN CITY
FINANCE DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-zg

PAGE 3 OF 7

Agency Mayor and Council Ocean City, Maryland

Division/Unit Finance Payroll

ITEM
NO DESCRIPTION RETENTION

1 Payrall Reports - Paper Retain for three years and until all audit
Payroll distribution, error listing register, direct | requirements have been fulfilled, then destroy
deposit register, deduction register, hours proof
listing
{Employee payroll record is on the computer
and maintained for three years)

2 Wage Attachments Retain for life of agreement plus three years,
Wage attachments, District Court satisfaction of | then destroy
judgement, payroll deduction agreement,
various states

3 Federal/State tax records Retain for three years and until all audit
Contains: W-3 transmittal of wage and tax requirements have been fulfilled, then destroy
statements, E4 annual survey of government
employment, Maryland Quarterly, 941's.
Deferred compensation plan (457), state
employees credit union

4 Direct Deposit Authorization Retain for three years and until all audit
Authorization form, copy of check (employee requirements have been fulfilied, then destroy
checking account), etc.

5 Child Support Retain for life of withholding, then destroy
Child Support wage withholdings, memo to
establish wage withholdings

8 Workers compensation (third party sick pay) Screen Annually. Destroy material having no
Contains: report of group claims paid, US tax further legal, administrative fiscal or
information monthly report, premium invoice, operational value.
correspondence

7 W-2 reports, year end payroli information used

to create W-2 for employees

"APPROVED BY DEPARTMENT, AGENCY, OR

DIVISION REPRESENTATION

DATE

SIGNATURE )’n\adl—- M

TYPE NAME

TITLE

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

SCHEDULE AUTHORIZED 8Y
STATE ARCHIVIST

DATE APR 11 2000

sqcnmuéﬁ""‘jc' / Wﬁ '




OCEAN CITY
FINANCE DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. ‘ 2
7

PAGE 4 OF

Agency Mayor and Council Ocean City, Maryland

Division/Unit Finance Administration

ITEM
NO DESCRIPTION RETENTION

1 Subject file Retain for three years , then destroy
Contains: budget reports, correspondence,
payment/report calendar, stock requisitions,
purchase orders

2 Licenses Retain for three years and until all audit
Contains: License file changes, fee calculation, | requirements have been fuifilied, then destroy
business master inquiry, tax account master .
inquiry, correspondence, license report-
occupational license, trader's license

3 Subject file Screen annually. Destroy material having no
Includes: Airport, Blue Cross/Blue Shield of Md, | further administrative, fiscal, legal or
capital improvement program, discover card, operational value. Retain permanently any
investments, long term debt, Md Stadium material that serve to document the origin,
Authority, Dun and Bradstreet, arbitrage, CNET, | development and accomplishments of the
CAFR, revenue book, Wastewater, cash department. Transfer periodically to Maryland
receipts, accounts receivable, etc State Archives.

4 Employee Information Files Retain for three years and until all audit
Iinciudes: employee evaluations, increment requirements have been fulfilled, then destroy
justifications, job descriptions, employee
duties, vacation requests

5 Comprehensive Annual Financial Reports Permanent. Transfer periodically to the
(CAFR) Maryland Archives.
{ncludes: annual financial report,
correspondence

6 Audit Reports: OMB Circular-A-128, single audit | Permanent. Transfer periodically to the
act of 1984, supplemental financial report Maryland Archive.

"APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE

S|GNATUR:2M§J{1-— M

TYPE NAME

TITLE

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

APR 14,
DATE R " <

SIGNATURE g:;j c. /f%“/




OCEAN CITY
FINANCE DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M 79{

PAGE § OF

Agency Mayor and Council Ocean City, Maryland

Division/Unit Finance Administrative

ITEM
NO DESCRIPTION RETENTION

7 Md State Uniform financial Report Retain for three years and until all audit
Information required by the Dept of Legislative requirements have been fulfilled, then destroy
services to prepare the local government
financial reports, correspondence

8 Budget Reports Retain for three years and until all audit
Budget workpapers, first and second reading of | requirements have been fulfilled, then destroy
the operating budget, legal notices, final fiscal : -
year budget book
9 Audits Permanent. Transfer periodically to the

Audit workpapers, final audit reports, Maryland Archives
correspondence, audit RFP

10 Lease Financial Agreements Retain for life of lease agreement plus three
Computer leasing, 800 MHZ, etc years, then destroy
Contains: correspondence, cash flow analysis,
lease/purchase agreement, purchase orders,
schedule of payments, vehicle lease, etc

1" Bonds: Retain for life of bond plus three years, then
for General Obligation, Refunding, Improvement | destroy
Includes: bond proceeds bids, project
schedules, expenditures, project budget report,
new issue book entry, correspondence,
-workpapers, bond books, construction fund, etc

12 Computer Reports Retain for three years and until all audit

Inciudes: support schedules, summary general
ledger, balance sheet, summary budget report,
revenue reports, budget to actual, pension, long
term debt, risk management, trial balance,
expenditures and encumbrances, etc.

requirements have been fulfilled, then destroy




OCEAN CITY
FINANCE DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. gg
7

PAGE 6 OF

Agency Mayor and Council Ocean City, Maryland

Division/Unit Finance Billing & Collection

ITEM
NO DESCRIPTION RETENTION

1 Property transfers forms ghat show seller, Retain until all audit requirements have been
buyer, address, property description, amount fulfilled, then destroy
due, etc

2 Miscellaneous Accounts Receivable Retain until all audit requirements have been
Contains: Misc. revenue inquiry, remittance fulfilled, then destroy
form, adding machine tape, invoice inquiry,
remittance advice, etc

3 Application for business license Retain until all audit requirements have been
Contains: application, license renewal fulfilled, then destroy

4 Misc Medical Claim Payments Retain for three years and until all audit
Contains: Audit Trial reports, payments, requirements have been fulfilled, then destroy
correspondence, patient collection report,
explanation of payment, remittance advice,
provider voucher, insurance call-in information
sheet, EMS registration face sheet

5 Computer reports Retain until all audit requirements have been
Contains: adjustment update register, payment | fulfilled, then destroy
update register, combined billing update,
adjustment update, trial balance, cash update,
cash posting, tax billing interface

6 Utility Bills Retain until all audit requirements have been

Includes: copy of bill, payment stub returned
with payment, customer receipt, adding
machine tape

Please Note: The recommendation by Roberts
Organizational Services for items 1, 2, 3, 5, and
6 is as indicated.

" APPROVED BY DEPARTMENT, AGENCY, OR

DIVISION REPRESENTATION
DATE

SIGNATURE MW

TYPE NAME

TITLE

fulfilled, then destroy

Recommended retention: Retain for three
years and until all audit requirements have
been fulfilled, then destroy.

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE APR 11 20

SIGNATURE W&. / 607’«);

i
!




OCEAN CITY
FINANCE DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE No. W

PAGE 7 OF

Agency Mayor and Council Ocean City, Maryland

Division/Unit Finance Billing and Collections

ITEM
NO DESCRIPTION RETENTION
7 Misc Computer Reports Retain until all audit requirements have been
Charge update report, invoice billing register, fulfilled, then destroy
cash updates, adjustment updates
8 Tax Reports Screen Annually. Destroy Material having no
Includes: parcel listings, tax roll, tax payments further legal, administrative, fiscal or
edit list operational value
) Property Tax Payments

Includes: remittance stub, adding machine tape,
tax certificate, accounts receivable inquiry,
check stub, disbursement check voucher

Please Note: the recommendation by Roberts
Organizational Services for items 7 and 8 is as
indicated.

Retain until all audit requirements have been
fulfillied, then destroy

Recommended retention: Retain for three
years and untll all audit requirements have
been fulfilled, then destroy
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WiTH RECORDS RETENTION

SCHEDULE (0GS 550-1}

——

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION :

o =_

. Page / of z%_.

3. UNIT

/fé&WW'" fﬁvﬁé/c

Lreesy Loty

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

well as retention and dnposmo

purposes.

4. RECORD SERIES TITLE

%ﬂ//ﬂf ‘P/f[/fé/f /’//:e@

§. EARLIEST YEAR { LATETESRYEAR,

77

Cofznecs z

6. RECORD SERIES DESCRIPTION ( Briefly describe the !ypes of information/cccumentsiforms found in the Series.

s CheeK 50)07/ /’VW@/

Incluce the purpese or function of the Series:

7. RECORD SERIES FORMAT(S) . 8. RECORD SERIES UENCE - 9. VOLUME /
o ' File Drawer(s)
O Letter Size a Microfiim Alphabetical a Microiilm Ree! {sj
. _ » . 0O Computer Tape i3)
O tegal Size O Computer Tape a Numerical é Z C Other (Specify)
O Bound Bock O Floppy Disk a . Chronological “Number O/ ’
0 Audio Tape D Video Tzpe T Geographical 10. ANNUAL ACCUMULATION
: ) . 0 File Drawer ()
" O Other {Specify) T Other (Specifyj T Microfilm Reel {s}
O Computer Tape(s)
1/@4/49 r— O Other {Specily)
' Numbper
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily 0O Weekly O Monthly a Month(s) o] Year(s)
- Number
13. CURRENT; LOCAT[ON(S) (Bldg.; Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency or cifice)
D : } /: z /pﬁ a Yes S No
Tryfer
s
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No g None O State O Federal a independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED F
describe any hardware/softwa : . .
esarbe any arelsoftware) Retain for 3 years and until
O Yes o No all audit requirements have
been fulfilled, then destroy .
19. NAME AND TITLE OF PREPARER R ;

20. TELEPHONE NUMbcn -

38 5504 (Revised 1/93)




I INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECOR0S RETENTION
SCHEDULE (DGS 550-1}

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

AGENCY RECORDS INVENTORY

APageL_i__ of /g

1. DEPARTMENTIAGENCY

2. DlV‘lSlgN

Forsapte

3. UNIT

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

well as retention and disposition purposes.

4. RECORD SERIES TITLE

Vs Blor)7iles

5. EARLIEST YEAR / LATETEST YEAR

T0

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/cccumentsiforms fcund in the Series. Incluce the purpose or function of {he-Serigs;

5&/4‘@ S iy

7. RECORD SERIES FORMAT(S)

a Letter Size a Microfilm

O Legal Size O Computer Tape
D Bound Book O Floppy Disk
O Audio Tape o Video Tepe

O Other {Specify)

8. RECORD SERI EQUENCE
Alphabetical

a Numerical
o Chronological
G Geographical

O Other (Speciiy)

Verdpr—

3. VOLUME /
File Orawer(s)

a Microfilm Ree! (s}
O Computer Tape {3} .
a Other (Specify)

“Number

10. ANNUAL ACCUMULATION
O File Drawer (sj
O Microfilm Reei {s)
a Computer Tape(s)
Q Other (Specify)

Numbper

11. FILE IS USED '
}ZDaily/ D Weekly © & Monthly

12. FILE BECOMES INACTIVE AFTER

[a]
Number

Month(s) o]

Year(s)

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or cffice}

Z 7///7/ ST —
— >
A / } S T o Yes 2 No
. -
15, ACCESS RESTRICTIONS (if yes, cile law(s) & regulation(s) | 16. AUDIT REQUIREMENTS
a Yes : . o No o None o State O Federal O independent

'i7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

O Yes i o No

18. RECOMMENDED RE

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

i8. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBEn

- 5504 (Revised 1/93)




INSTRUCTIONS ~ 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 DIVISION

SCHEDULE (OGS 550-1) 7275 WATERLOO ROAD - . _ﬁ—
P.O. BOX 275 - JESSUP, MARYLAND 20734 - Page of

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

RIS FL sz | E?%Ag/,é

DEFINITION - RecouZSeries - A group of related records normaily filed and used as a unit for reference as weil as retention and dnposuhon purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR
frral- 7% Tiehels A
6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/cccumentsiforms icund in the Series. lnclude the purpose of !uncuon o the :cn-s.

CnyFnis: cﬁf% wl. Kelron s - Dyl 5=~
L2 Shae =L fers /s By T S ramde

Shay - ék//y/yrﬁy Eﬁ/%f /feﬁ'—j S el

J Ve Tore, s 02/ 5/ norp Jerey s /Zawlx%b
#epe ] A ,ﬂf‘ﬁ‘" ﬁ}eé— & /cpgﬂﬁ?;;
Repor 7, Frel- Tenes;

7. RECQRD S FORMAT(S) o 8. RECORD SERIES SEQUENCE - 9. VOLUME /
o . File Drawer(s)
Lelter Size O Microfilm C Alphzbetical O Microfilm Ree! {s
o _ : 0 Comouter Tzoe i3}
O Legal Size 0 Computer Tape . . 0 Numerical / ;‘Z C Other (Specify)
O Bound Book O Floppy Disk G Chronologica! “Number d/ }
Audio Tap O Video Tzge o Geographical , 10. ANNUAL ACCUMULATION
/ ) : - . O File Drawer (s}
ther (Specify) a Other (Speciy) : © Microfilm Reel {sj
) O Computer Tape(s)
0 Other (Specify) _
Numbert
‘1. FILE IS USED : 12. FILE BECOMES INACTIVE AFTER :
Eﬁ O Weskly O Monthly ‘ 8 Month{s) o Year(s)
. Number
3. CURRENT LOCATlON(S) (Bldg Floos, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? iif yes. specify agency o cffice}
4 —— —_—
% / -—-/ j/ F’ 2 a  Yes - a No
TR /e
. - '\ .
5. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation{s}) 16. AUDIT REQUIREMENTZ/
0 Yes i : o No O None State a Federal G Independent
7. 1S AN INDEX SYST_EM USED? (if yes, explain briefly and 18. RECOMMENDED RETY
describe any hardware/software) : . .
Retain for § years and until
o Yes a No all audit requirements have
: been fulfilled, then destroy
3. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBEh l - meem

550-4 (Revised 1/93)
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i

INSTRUCTIONS -~ 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
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

‘Page ,ql of /&2

i

1. DEPARTMENTIAGENCY

2. DIMISION (-

otz =

3. UNIT

o) oy

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

Moo T fFre

well as retention and disposition puarposes,

4. RECORD SERIES TITLE

Ypper)—Comeeped Cheehis

5, EARLIEST YEAR ! LATETEST YEAR

10 Mp

'

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documentsiforms fcurd in the Series. Include the purpose of function 3i the Sefies;

| &é"/t/&f//;g/ Ll ks

7. RECORD SERIES FORMAT(S) .

G Lefter Size O Microfim .

Q Llegal Size a Compqter Tepe
» O Bound Book o Floppy Disk
0 Audio Tape [u] Video Tepe

’ a’tﬁr(Specify)

O Alphabetical
a’m
O, Chronologica!

G Geographical

8. RECORD SERIES SEQUENCE

9. VOLUME /
File Drawer(s}

a Microiilm Ree! isj

' O Computer Tape {5) .
C Other (Specify) .

‘Number &/ ’ s

10. ANNUAL ACCUMULATION
0 File Drawer (s}

© O Other (Speciy] G Microfifm Reet {s}
' a Computer Taoe(s)
/‘p / \ O Other iSpeciiy) ____
W %ﬁd —
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Oaiy G Monthly a  Month(s) c fear(s)

a  Weekly

Number

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

Loty o) — | ST T oor—

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? if yes. specify agency = cifice}

O Yes S No
P .~
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes : . O No O None 0 Slate 0 Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardwarel/software)
a

Yes, O No

18. RECOMMENDED RETENTION

/"D/r

Rtz 2 3 Jemr

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

S 550-4 (Revised 1/93)




INSTRUCTIONS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WiTH RECORDS RETENTION
SCHEDULE (BGS 550-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20734

‘Page Q _ of _&

1. DEPARTMENT/AGENCY .

zA ?WC/fy—

2. DIVISION ¢ 3. UNIT

7

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

well as retention and disposition purposes.

4. RECORD SERIES TITLE

Tonierwel fruod Comesfad S s

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cccumentsiforms found in the Series. Include the purpose aor function of ihe Saries;

7. RECORD SERIES FORMAT(S)

a Letter Size u] Microﬁlm

8. RECORD SERIES SEQUENCE

O Alphabeticg
umerical

9. VOLUME /
rile Drawer(s)

0 Microfilm Rest is;
o Computer Tepe 3}

O Legal Size O Computer Tzpe C Other (Spsciiy) :
O Bound Book O Floppy DOisk G Chronological "Number a/ ™
- Q Audio Tape O Video Tape T Geographica! 10. ANNUAL ACCUMULATION
- . O File Drawer s}
' ther {Specify O Other (Specity) G Microfilm Reel {sj
o Computer Tape(s)
m 5 é a Other {Specify)l
) ) Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily o Weekly G Monthly a  Month(s) a  Year(s)

Number

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

ﬁff/' S ) ST T o~

14. 1S RECORD SERIES OUPLICATED ELSEWHERE? {if yes. specily agency or cffice!

o Yes S No
. T
5. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes a No a None a Slate a Federal a Independent

i7. IS’AN INDEX SYSTEM USED? {If yes, explain briefly and
describe any hardware/software)

O Yes O No

18. RECOMMENDED |

Retain for 3 years énd until
all audit requirements have
“been fulfilled, then destroy

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUM.._..

. 550-4 (Revised 1/93)




] INSTRUCTIONS - 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 DIVISION

‘ SCHEDULE (OGS $550-1) ) 7275 WATERLOO ROAD ’ - g

! P.O. BOX 275 - JESSUP. MARYLAND 20794 - Page _é_ of .‘4/2.._
|

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

e Ay frrigere |\ WB) Bl

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

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

D%//y%// 5///7»77%’/51@67; .7

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cccumentsiforms feund in the Series. Include the purpose or function of the Saries:

.

- DLy A 6///7//7752:/ JZarrOo L T pp> \5}&_,7,‘: .
%Jd{l///r I 02 T e - Depasi 7 ///4/267“‘ %4, P
R T L rs7 &/A QI//WW%,% DI Tore

Toeppr T B e Mepr 7

7. RECORD_SERIES FORMAT(S) o 8. RECORD SERIES SEQUENCE - : 9. VOLUME /
e ile Drawer(s)

Letter Size O Microfilm O Microiilm Ree! is;
o _ 0 Computer Tepe {3) .
O Legal Size O Computer Tape Numerical 7 O Other (Specify) .
o Bound Book O Floppy Disk o Chronological “Number ﬁo VP
o Audio Tape O Video zpe G Geographical ) 10. ANNUAL ACCUMULATION
o ‘ . o . D File Drawer is}
a Other (Specify) . a Other {Speciiy} v o Microfilm Reet (s}
0 Computer Taoe(s)
W a Other iSpeciiy)
) Number
11. FILE iS USED 12. FILE BECOMES INACTIVE AFTER
Daily - O Weekly - G Monthly ' O Month(s) o Year(s)
. Number
13. CURRENT LOCATION(S) (Bldg.; Floor, Room) . 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {it yes. specify agency =r cffice}

2/77 M ) ST FTeer— | o v . ek

15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDlT- REQUIREMENTS

O Yes S . o No O None O Slate a Federal a Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RET
describe any hardware/software) -

Retain for 3 years and until
Qo Yes : o No - all audit requirements have

been fulfilled, then destroy
19. NAME AND TITLE OF PREPARER 2. TELEPHONE NUMBER y | v

5 5504 (Revised 193)




INSTRUCTIONS —~ 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 DIVISION

{ SCHEDULE (DGS 550-1) . 7275 WATERLOO ROAD .

| PO. BOX 275 - JESSUP, MARYLAND 20794 . Page 7 o /92
' 1. DEPARTMENTIAGENCY 2. OIVISION\ 3. UNIT

Lrepy Crty onire | %ws%;/ﬁéé

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

4. RECORD SERIES TITLE /%}';Od%%/dﬁﬂ)v +—— 5. EARLIEST YEAR / LATETEST YEAR
/@ﬁ/ﬁlg —104ZE

6. RECORD SERIES DESCRIPTION ( B.fieﬂy describe the :y;.yes of inférma{ionlccc-.:men:s'forms found in the Series. Include the purpose or function 3f the Series: C. N
- fe&iped j/o/,zrﬂ% 577‘7/&6/' Cofpeas o= My (s -
- lenerze e k. SST=r - CoPres = Sheaks - 7
WS Hor Ky 7 7
(7 / qﬁ/vs -
_ - | /

\

7. RECORDBERIES FORMAT(S) o ’ 8. RECORD SERIES SEQUENCE - 9, VOLUME /
o ’ File Drawens)
Lelter Size a Microfiim v o Alphabetical . O Microfilm Reet is;
' ] ) _ O Computer Taoe !3)
O Legal Size a Computer Tape ) lumerical : o Other {Specily)
o Bound Book : O Floppy Disk a Chronalogical “Number
o AudigAspe O Video Tzge S Geographical , 10. ANNUAL ACCUMULATION
: . . O File Drawe! (s}
" & Other (Specify) /7, o Other (Specify) : ' O Micrafilm Reel {s}

0 Computer Tape(s)
/%X }’/ : O Other iSpecify)

] Number

11. FILE IS USE ' » 12. FILE BECOMES'INACTIVE AFTER

v z{ O Weekly o Monthly ‘ O Month(s) C - Year{s)

. . Numbet
13. CURRENT LOCATION(S) (Bldg.; Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or offica!
Y IR LT oo~ | o | e
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regutation(s) 16. AUDIT REQUIREMENTS h

o Yes _ . O No O None o Slate O Federal O Independent

17. IS AN INDEX SYSTEM USED? {If yes, explain briefly and 18. RECOMMENOED F
describe any hardware/software n "

' " Retain for 3 years and until

O Yes O No ' all audit requirements have

been fulfilled, then destroy ,

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUML

: 550-4 (Revised 1/93)




. INSTRUCTIONS -~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS $50-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page S of _.Q__

1. DEPARTMENT/AGENCY

2. DIVISION

6:1/;"7/0‘14&

3. UNIT

7
DEFINITION - Records Series - A group of related records normally filed aad used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE ’///(/’A /& 7@&%@5‘

5. EARLIEST YEAR / LATETEST YEAR

AL ol 577

€. RECORD SERIES DESCRIPTION ( Briefly cascribe the types of information/cocumentsiforms fcund in the Series. Include the purpose of function of the Seties;

Gm?/f 025 2 g, ST rre H e Dprrss7 TS

Chectss

)O/'és pf" Mea K -
ecyrl,
éh@/—— e S~ /@p/é

/=

/D/V /{QOD

NS D~ CoAVE S frd =

o oo TS [Copras o,ﬂ‘chgs) -

é—
e

Letter Size o] Mi_croﬁlm

o Legal Size O Computer Tzpe
D Bound Book O Floppy Disk

a] \/ideo

) :’yiolee Tepe
" @ Bther (Specify) M

8. RECORD SERIES SEQUENCE
O Alphabeticzi
O Chronologica!
G Geographical

Q Other (Speciy)

Dpfe

9. VOLUME /
' Tile Drawer(s)

O Microfilm Ree! is}
o Computer Taoe {3} |
c Other (§ w..«)

C-Z

“Ndmber

10. ANNUAL ACCUMULATION
o File Drawer s;
G Microfilm Reet {sj
Q Computer Tzpe(s)
a Other {Specify)

Numper
1. FILEIS US _ 12. FILE BECOMES INACTIVE AFTER:
Dally O Weekly G Monthly a  Month(s) a  Year(s)

Number

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

S — [T, F;/aor"*

L A{L%f

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specify agency =r cffice!

a Yes S No
FloorStprzzee.
. .
5. ACCESS RESTRICTIONS (If yes, cile Iaﬂ{)& regulation(s) 16. AUDIT REQUIREMENTS
0 Yes : . o No O None o State O Federal O Independent

iT. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and
describe any hardware/software)

O Yes ) 8 No

18. RECOMMENDED RETE

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

9. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

. 5504 {Revised 1/93)




lNS.TEUCTIQNS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS §50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page E of &?

—

1. DEPARTMENT/AGENCY

peem ity Porrmesne (TS Bprl<.

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

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

\/Pﬁ//y%b/— E/fjf//-;:ﬁ\s 10 WF7

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cecumentsiforms found in the Series. Include ihe purpose of funclion of the Series: ’

LIre Trpisf~=rs ; Correspre e el

| E/é[/”"/ /%/»/5/" P77 = y1 e,
\
7. RECORD-SERIES FORMAT(S) 4 8. RECORD SERlEs SEQUENCE 9. VOLUME
o ~ a File Drawsr(s)
Letter Size o Microfilm O Microiilm Ree! isj
' . _ a Computer Tepe {3} .
O Legaf Size a Computer Tzpe u]

Other {Specify) .

O Bound Book S Floppy Disk O Chronological “Number

O Audio Tape D Video Tzge G Geographical 10. ANNUAL ACCUMULATION
) : S . O File Drawer sj )
. a Other (Specify) @ Other {Speciiy) : G Microfilm Reel {s]
: " O Computer Tape(s)
v ! O Other {Speciiy) _____
) Number .
1. FILE IS YSED 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly G Monthly g Month(s) c  Year(s)
. Number
13. CURRENT LOCATION(S) (BldgA.‘ Floor, Room) / 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency o cffica}
i }'ﬁ?// — }J&7 onr—
) ’ o Yes a No
. ‘ : '\

5, ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS :

D Yes O No O None o State O Federal O Independent
i7. 1S AN INDEX SYSTEM USED? ({If yes, explain briefly and 18. RECOMMENDE

cribe hardwar :
des! . any hardware/software) Retain for 3 years and until
D Yes o No all audit requirements have
been fulfilled, then destroy

19. NAME AND TITLE OF PREPARER .. wAIL

20. TELEPHONE N\

. S50-4 (Revised 1/93)




INSTRUCTIONS —~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

'Page Z ﬂ Y/ %

1. DEPARTMENT/AGENCY

oty e

2 DIVISION

6‘/1//7’/r/¢<,

3. UNIT

Wacfs /»%yﬁé/e

DEFINITION - RecordZSeries - A group of related records normally filed and used as a unit for reference as well as retention and duposmon purposes.

4. RECORD SERIES TITLE

Y e

5. EARLIEST YEAR / LATETEST YEAR

PRS0 /755

6. RECORD SERIES DESCRIPTION {( Brie.’ly describe the types of information/cocuments/forms found in the Senes.

pr‘zmzs -

.5///7//;/,%7

ﬁ'//azls

LK Gy g ] - pRrhsn o=

Gk %%/77 Pt SpyFes ;

F &92; . Oorvess D

Iy PHes - /;'Mf,o&/%éﬁﬂ%—tﬁ
iy //: ol Aﬂéf ;/4‘.5;—7_;;/—_- &/Wé///‘ exﬁwf

Include the purpose or function of the Seties:

W

= - /77/7%/4? //oy 5;3 x)}.
ve - Copres D,:

/7’7/7%75 7 S

vres]

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE - 9. VOLUME /
Fite Drawer(s)
Alphabetical .

Letter Size a Micofim a Microfilm Ree! is;
) o 0 Computer Tape 3}
O Legal Size O Computer Tape 0 Numerical Z c Other (Spectiy) _ .
O Bound Book O Floppy Disk O Chronological “Numbar &r / P
O Audio Tape O Video Tepe G Geographical 10. ANNUAL ACCUMULATION
_ : T O File Drawer s
0 Other (Specify) O Other (Specify) G Microfilm Reet (s}
Q Computer Tape(s)
é 7__: a Other {Speciy)
é ’ / ' Number
i1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
z{ T Monthly O Momhis) o Years)

O  Weekly

Number

+3. CURRENT LOCATION(S) (B\dg Floor, Room)

% 77 4/~ [ 57 fzsv/*

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency =1 cifice!

o Yes : - g No
. T
5. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes : . o No o None o State a Federal O Independent

:7. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and
describe any hardware/software)

O Yes a No

18. RECOMMENDED RETENTION gﬁ—?f’;//l/ F’—A /6} F- ﬁ/C

%é?f—;ﬁfé 2 EPRS, F o>

‘8. NAME ANO TITLE OF PREPARER

20. TELEPHONE NUB(ER 21. DATE

5504 [Revised 193)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FQR EACH NEW
© REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 2079¢

AGENCY RECORDS INVENTORY

'Page 4'2 of 4 :2

1. DEPARTMENT/AGENCY

premw CrFty

2 DIVISION , -

IR A =

3. UNIT

]S Kéy&é/&

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

well as retention and duposmon purposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR { LATETEST YEAR
] 10

s

Loy Ao, A -

Op,(?c ﬁdﬁ/vzﬁ

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/cocumentsiforms icund in the Series.

COM?/&S' Setas — rse iz '//M/GS/DAD//?X g
e ctond Looee= f=e es - //é,a%s =
- WwpstE OB = /@ezﬂ’ Hoorzz

ToN ¢ s, EXice 77 Kepor 7=
copyes ﬁ/:/m/cm Lorrespoadense -

/

Lelter Size o Microﬁlm

8. RECORD SERIES NCE
Alphabetical

9, VOLUME /
rile Drawer(s)

a Microiilm Ree! isj

o » a Computer Tape /3] .
O Legal Size o Computer Tzpe a Numefical o Other (Specify)
O Bound-Book © Floppy Disk O . Chronological “Number &, E
@ Audio Tape O Video Tepe O Geographical 10. ANNUAL ACCUMULATION
: T O File Drawer (s}
" @ Other {Specify) O Other (Speciiy) O Micrafilm Reel (sj.
a Computer Tape(s)
O Other {Specify)
Number
11. FILEIS US 12. FILE BECOMES INACTIVE AFTER
Daily . O Weekly G Monthly o Month(s) C  Year(s)
- Number
13. CURRENT LOCATION(S) (Bldg‘; Floor, Room}) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. speciw agency or office}
h ] .
«‘/7 S, — J=7 o r——
" O Yes o No
s
15. ACCESS RESTRICTIONS (if yes, cile law(s) & regulation(s) | 16. AUDIT REQUIREMENTS
a Yes a No O None O . State O Federal G independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETE
describe any hardware/software) ' .
Retain for 3 years and until
o Yes 0 No all audit requirernents have
- been fulfilled, then destroy I
19. NAME AND TITLE OF PREPARER ' 20. TELEPHONE NUMBER '

; 5504 (Revised 193)




SCHEDULE (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 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS {NVENTORY

Page _/é_ of Z&_

1. DEPARTMENT/AGENCY

2. DIVISION

3. UNIT

TS SRl e

L= d)éu{ -

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

well as retention and disposition purposes.

4. RECORD SERIES TITLE

Flesr HeporTs) Eweypricss

5. EARLIEST YEAR / LATETEST YEAR

P25 [P

¢
Z2

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informztion/cccumentsiforms found in the Series. Include the pyrpese ar function of the Series)

Conoaprrfzr— feforrFS— &L«//D/y@ﬁé/ff/& Ly
el A ter s = 7 AT tondA 2
1715 Ly ST i — e LTI AT
Pz 1 7or~ LtsF=

7. RECORD SERIES FORMAT(S) ‘

a Letter Sze o Microfilm

C Legal Size o Computer Tabe
O Bound Book O Floppy Disk
0 Audio Tape ] \/ideo Tepe

" m@> =
Jihx ] )

8. RECORD SERIES SEQUENCé
C Alphabetical
efnm
G Chronologica
] G_eographical

© QOther (Speciiy)

o

8. VOLUME

a File Drawer(s)
a Microfilm Reel (sj
o Computer Tape s} .
Tther (Specify) .
Number

10. ANNUAL ACCUMULATION
O File Drawer {s)
O Microfilm Reei {s}
O Computer Tane(s)
Qa Other {Speciiy)

Number

11. FILE IS USED
eDain/ O Weekly

G Monthly

12. FILE BECOMES INACTIVE AFTER

o
Number

Month(s) ] Year(s)

13. CURRENT LOCATION(S) (Bldg.. Floar, Room) A

Al 7(;‘745?'//" /=T F/DD —

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency ot office}

o  Yes 3 No
. ™
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regutation(s) 16. AUDIT REQUIREMENTS
O Yes : . g No a None a Slate

Q Federtal a  Independent

describe any hardware/software)

O Yes, O No

17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and

18. RECOMMENDED RE

Retain for 3 years and until
all audit requirements have

15. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBE.

“been fulfilled, then destroy

3 550-4 (Revised 1/93) N




-

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

ODEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

vPage _/ /p

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

! 1. DEPARTMENT/AGENCY

Ll ey Efe

2. DIVISION

Foune e

3. UNIT

M. Best 577

DEFINITION - Records Séries -

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

" 4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

S

ST e

CHFR e

6. RECORD SERIES DESCRIPTION ( Briefly cescribe the types of informztionvcocumentsiforms {ound in the Series.

//VK/A//&S - rz /&ﬁ/‘/ - K/A/a;/f %/,Z///féé/&/cz/ o=/

CHitood Jagpraie s V55 7 /?/édp//ef‘éﬁ&/
A5 Loy s o i

/ CDW/%/’%//M/%@ Thpes CNET=

W@/@V/{e gﬁﬁ/{ -

Includa the purpose or function 3 the Series:

WMQ%/—* 65 s

7. RECORD SER|ESFORMAT(S)
etter Sze .

o Microfilm’

O Legat Size o Computer Tepe
ound Book O Floppy Disk
-0 Audio Tape O Video Tepe

" 0 Other (Specify)

8. RECORD SERIES SEQUENCE

A 1*/@7"/

9. VOLUME /
e Drawer(s)

G Microfilm Ree! |s;
0 Computer Tepe i3} .

.5/ C Other (Specify) .
“Number C, €

10. ANNUAL ACCUMULATION

File Drawer s}

G Microfiim Reet (s)
a Computer Tape(s)
O Other {Specify)

Iphabetical .

O Numerical

o Chronological

T Geographica!

(o]

o Other (Speciiy)

O Yes o No

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily - a  Weekly G Monthly a  Monih(s) C - Year(s)
. : Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or office)
YN - AT F T oo | o | o 1o
: - S

‘5. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

a Yes : . o No a None o Slate a Federal Q Independent
:7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION i,

describe any hardware/software) [45 M s Z_ _ %ﬁ[é. /ﬁ .

9. NAME AND TITLE OF PREPARER

20,

Peyiéd,

TELEPHONE NUMBER 21. DATE

5504 (Revised 1/93)




INSTRUCTIONS - 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 INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

-Page ;2; o _Z£ p

1. DEPARTMENTIAGENCY Ajeg/,/
L) Ftr

2. DIVISiON

FIa i e

3. UNIT

/[75.

DEFINITION - Records Series - %up of ralated records normally filed and used as a unit for refarence as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

EMployee A mniZino 7l

5. EARLIEST YEAR / LATETEST YEAR

/PP [F2

i

6. RECORD SERIES DESCRIPTION ( Bne'ly describe the types of informztion/cccumentsiforms found in the Series.
- PD
\/pé desery )ED//@/US 4

/ﬂ/&/é/d/% EMP

Ny /&%/ﬁ@s

Inciuce

V=2

ﬁwﬁ% - Ma&ﬁ%p ﬁeﬁ/&f

T JINES -

the purpose or function si ihe Sszries;

e @Me/cﬂ“

7. RECORD SERJES FORMAT(S) ' 8. RECORD SERIES SEQUENCE - 9. VOLUME /
o rile Drawsi(s)
etter Size 0 Microfilm phabetical O Microiilm Reet js;
) o _ . O Computer Teoe !s
O Legal Size o Computer Tape o Numerical o Other (Specily)
O Bound Book O Floppy Disk o Chronological ‘Number ( '/, /=
O Audio Tape O Video Tape G Geographical 10. ANNUAL ACCUMULATION
. ] . 0 Fite Drawer s
" 0 Other {Specify) O Other (Speciiy) G Micralilm Reet {s}
0o .Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly o Monthly y o Month(s) G Year(s)
- Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency =t office;

— &7,

77}?/

oDy O Yes a No
. . T
15. ACCESS RESTRICTIONS (If yes, cile law{s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes O No O None a State a Federal Q

Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software) -
o

Yes, No

18. RECOMMENDED RETEN

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

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

5 5504 (Revised 193}




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

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

‘Page = of ﬂ

1. DEPARTMENT/AGENCY

[REmn” 20T

2. DIVISION

;%71//?//@ =

3. UNIT

B

DEFINITION - Records Serie’s/ A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

«. recoro series 1iLe (24295 /{Z/@Aé}//gﬁ %W%,?A
FM#MA//;ZA/%/’f / MF#B

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION { Briefly describe the types of informatiorvdocumentsiforms found in the Series. Include the purpese of function o the Saries;

) .

‘/A/&////% g ted F /?/Véyfz / /0//7”’
C'ﬁ/‘@spp,cz/e,dae

o Microfilm

‘g Compule.' Yape

O Legat Size

a Bound Baok QO Floppy Disk

O Audio Tape a] Video Tepe

0 Other (Specify)

8. RECORD SERIES SEQUENCE
O Alphabetical

merical

a . Chronological

9. VOLUME /
) rile Drawer(s)
Microfilm Ree! is}
_ A

Computer Tepe {3) .
“Number

an

Other (Speciiy)

A~

=] Geographical

@ Other {Specify)

/ﬂ/z

10. ANNUAL ACCUMULATION
o File Drawer (s}
G Microfilm Reei {sj
O Computer Tape(s)
O Other (Specily)

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

a Daily O Weekly G Monthly o Month(s) Cc ° Year(s)

; : Number
13. CURRENT LOCATION(S) (Bldg Floor, Room} 14, IS RECORD SERIES DUPLICATED EtSEWHERE‘I {If yes specify agency <t office}
;//#%//’—/Q/_F/W/ [n} Yes 3 No
.~

15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS

0 Yes O No O None a Slate Q Federal Q Independent
17. IS AN INDEX SYSTEM USED? {If yes, explain briefly and 18. RECOMMENDED RETENTION

describe any hardware/software)

Permanent. Transfer periodically

O Yes C No to the Maryland Archices.

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

- 5504 (Revised 1/93)




: INSTRUCTIONS - 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
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

Vi
‘Page ;é of W

1. DEPARTMENT/AGENCY

LLesz 7 (‘//é

2. DIVISION

Forieree

3. UNIT

/7

DEFINITION - Recotd&éries - A group of related records normaily filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

or i /%W/"’Z; |

5. EARLIEST YEAR / LATETEST YEAR

TTFR L5

6. RECORO SERIES DESCRIPTION ( Briefly describe the types of information/cccumentisiforms found in the Series. Include the purpose of function 3f the Sariess

OB OYReicd G~/ R =
SIS Aok T AT 7

7. RECORD SERIES FORMAT(S)

O Lelter Size a Microﬁlm

8. RECORD SERIES SEQUENCE

C Alphabetical

3. VOLUME Pm/ :
2 Orawer(s)

g Microfilm Reet {sj
o Computer Tape (s} .

O Legal Size o Computer Tape W / o Other (Specify) .
Vm O Floppy Disk O . Chronologica! “Number " é.
O Audio Tape O Video Tzpe G Geographical 10. ANNUAL ACCUMULATION
T O Fite Drawer (s}
" @ Other (Specify) o Other (Speciiy) O Microfilm Reet-{s}
’ a Computer Tape(s)
/é!fz a Other (Specify) '
o . Number
i1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly G Monthly o0 Month{s) a - Year(s)

Number

$3. CURRENT LOCATION(S) (Bidg.. Floor, Room)

"/79/7//?// — /=77 //’79’/9/\

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or cffice}

a Yes g No
e
15, AQCESS RESTRICTIONS {If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes : . a No o None o Slate a Federal a Independent

iT. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

O Yes O No

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

Permanent. Transfer periodically
to the Maryland Archices.

ssameuwa)




{NSTRUCTIONS ~ 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
7275 WATERLOQ RCAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

‘Page <2 o j@

1. DEPARTMENT/AGENCY

i v T

2. DIVISION

3. UNIT

=

DEFINITION - Records S(ies - A group of related tecords normally filed and used as a unit for reference as

well as retention and disposition purposes,

4, RECORD SERIES TITLE

MD STH7e

5. EARLIEST YEAR I LATETEST YEAR

(T L2725

1

= /@W/-V/

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cccumentsiforms fcund in the Series. Include the purpose or function of the Seties;

o mmsee resened Ly Fo= PP 5T
ZFW% 7o PrEpEr e |
PR IRl ST Pl e TS - o e

WMW)/@

A /ﬁwfé

a Microfilm

[s] Compute.' Tapé

O legal Sze
o Bound Book O Floppy Disk
- O Audio Tape o \/ideo Tepe

" O Other (Specify)

8. RECORD SERIES SE_QUENCE
O Alphebetical
umerical
0. Chronological

O Geographical

a Other (Specify)

/zﬁ&

9. VOLUME / .
2 Drawer(s)

O Microiilm Ree! is;
O Computer Teoe (3} .

C. =

‘Number

i o Qther (Spectiy) .

10. ANNUAL ACCUMULATION
O File Drawer 3
G Microfilm Reet {sj
O Computer Tape(s)
0 Other {Speciy) :

Number

. FLEIS useD 7£ﬁﬂl‘y

O Daiy O Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER

o
Number

Month(s) o Year(s)

13. CURRENT LGCATION(S) (Bldg.. Floor, Room)
}»«7 W2 MF%W\

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency r cffical

o Yes T No
S
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) | 16. AUDIT REQUIREMENTS
O Yes : N o No C None 0 State O Federal O Independent

17. IS AN INDEX SYSTEM USED? (if yes, explain briefly and
describe any hardware/software)

a VYes - o No

18. RECOMMENDED RETENTION

Retain for 3 years and until
all audit requirements have

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

been fulfilled, then destroy

.5 5504 (Revised 1/93)




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

SCHEDULE (DGS 550-1)

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

AGENCY RECORDS INVENTORY

'Page é of /D

1. DEPARTMENT/AGENCY

e LT

2. DIVISION

o2y =

3. UNIT

75

DEFINITION - Record

eries - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

4 Ma/éef/é&ﬁhz;

5. EARLIEST YEAR / LATETEST YEAR

ST 0 R

6. RECORD

RIES DESCRIPTION ( Briefly describe the lypes of information/cocumentsiforms !

cund in the Series. Incluce

the purgose or UﬂC'lOﬂ i the Series;

brrdre] //ﬁrk P /57@»,;37»«[ Ee%/,of =

= ﬁ
/’{’_A/»?Z_ F'y,

7,5’

e

gz/%?e_vf‘ ,&026 >

7. RECORD SERIES-FORMAT(S) l 8. RECORD SERIES SEQUENCE 9. VOLUME /
. ) File Drawer(s)
etter Size o Microfilm Q Alphabeticai O Microiilm Rest {sj
: . E—N-/ O Computer Tepe i3}
o Legal Size o Computer Tape Umerical 3 T Other (Sp c""')
B’m O Floppy Disk Q. Chronologica! “Number & Y
a Audio Tape O Video Tepe O Geographica! 10. ANNUAL ACCUMULATION
: ) " O File Drawer (s}
O Other (Specify) O Other {Specity) 8 Microfilm Reel {s}
. a Computer Tzoe(s)
/ “ATY) O Other {Specify)
' . Number
‘1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
aily O Weekly G Monthly a  Month(s) c - Year(s)
. Number
‘3. CURRENT LOCATION(S) (Bldg Floor, Room 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency or cffica
'j%y/é% / 157’ ﬁﬁ/ ~ a  Yes a No
. Ty
5. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation{s) | 16. AUDIT REQUIREMENTS
a Yes a No 0 None a Slate Q Federal Q Independent
7. 1S AN INDEX SYSTEM USED? {if yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/software) .
o : _ Retain for 3 years and until
Q Yes o No all audit requirements have
been fulfilled, then destroy ‘
3. NAME AND TITLE OF PREPARER 20.. TELEPHONE NUMBER PRV TS

5504 (Revised 1/93)




{NSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS $50-1)

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD

7w 28

P.0. BOX 275 - JESSUP, MARYLAND 20794 .Page
1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT
My T /) g 2 P 27 '8‘

DEFINITION - Records

Ties - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

ods 7=

§. EARLIEST YEAR / LATETEST YEAR

(P10 /ZFF

6. RECORD SERIES DESCRIPTION ( B'n'e.'ly describe the types of information/cccumentsiforms found in the Sefies  Inclucz ihe purpose of funclion of the Series; . '
. //J/ /’7/7/‘ & /@%/05'/’6/’ . /V/élZ_ %////ﬁépﬁf'/\i -
| &Df@épﬁészxf% - nds 7K F/O/ - |

7. RECORD SE ORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
. ~ile Drawer(s)
‘ Letter Size o Microfilm O Alphabetical _ O Microfilm Ree! isj
’ o . ) Qo Computer Taoe {3} .
O Legal Size O Computer Tape W / 72_ © Other (Speciy)
Bound Book O Floppy Disk . Chronologica! "Number c, F-:
o Audio Tape D Video Tape G Geographical 10. ANNUAL ACCUMULATION
: S O File Drawer isj
" © Other (Specify) O Other (Specily) G Micofilm Resi {s).
O Computer Tzpe(s)
g W O OQther iSpecify)
’ Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
. a Daily 0O Weekly G Monthly a  Month(s) a  Year(s)
. : Number
13. CURRENT LOCATION(S) (Bldg,.- FIOOI’,Rﬁ)/ 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency =r cffice!
1 .
/}‘W &?%/%— /67/ Cor— O Yes o No
. .
5. ACCESS RESTRICTIONS {if yes, cite law{s) & regulation(s) 16. AUDIT REQUIREMENTS
D Yes o No O None 0 State g Federal O Independent
i7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/software) '
' Permanent. Transfer periodically
0 Yes 9 No to the Maryland Archices.
19. NAME AND TITLE OF PREPARER . 20. TELEPHONE NUMBER

5504 (Revised 1193}




i

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

SCHEDULE {DGS 550-1) 7275 WATERLOO ROAD

1. DEPARTMENT/AGENCY

9&54/(/ 6‘/7%' P

2. DIVISION

Fonsepee

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Z o L

- Page

3. UNIT

ME

DEFINITION - Records Seffes

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

—

4. RECORD SERIES TITLE

L Erse foaimy 25 Srmengals,

5. EARLIEST YEAR / LATETEST YEAR

s el

!

b

6. RECORD SERIES DESCRIPTION ( Briefly cescribe the types of m.oréxonluccumem/forms ‘cund in the Series.

inciude the purpese or funclion of the Senes:

CLIP90UE Aﬁ/%/v/ 5 FOPIYSZ 5 = E

Cﬂx)v"z/u\s Corres
P Ure ﬁse Q”a/

ﬁ'ﬁ }@é/&/e k& 67/"

Pp/c)a/ze/t)ée, Crs i b
/ PLrebRse

erss e, e

%fée//&/e/z)/»

9F /%7/6/50%5 -

7. RECORD § S FORMAT(S) 8. RECORD SERIES SEQUENCE
Letter Size - O Microfitm Iphabeticat

0O tegal Size O Computer Tepe o Numerical

O Bound Book O Floppy Disk : =} Chronolcgicai
O Audio Tape g Video Tepe T Geographicai

0 Other {Specify) [n] Oth.er {Specify)

9. VOLUME /
Fiie Drawer(s)

a Microfilm Ras! {s;
o Computer Tape {3}

L=

Number

i 0 QOther {Speciiy)

10. ANNUAL ACCUMULATION
. O File Drawer (s}
Microfilm Reel (s}

[a]
a Computer Tzpe(s)
a Other {Specify)

Number

11. FILE IS USED

-
_é%é*/fg/
FILE BECOMES INACTIVE AFTER

/ 12
Weekly G Monthly

a Daily

Number

a Month(s) c Year(s)

13. CURRENT LOCATION(S) {Bldg., Flocr, Reom) 14.
-///7 )/ — F7/ U

IS RECORD SERIES DUPLICATED ELSEWHERE?

{Iif yes. specify agency sr cffice}

Yes S No
vy
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes o No g None a State G Federal ‘o Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18.
describe any hardware/software)

0O Yes O No

S Jes j”

RECOMMENDED RETENTION e 2N For— Lot /% o=
| e é//fy/’é€We,e)}‘70/A/5 3\ /e/;rzs 3

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

3 5504 (Revised 1193)




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

1. DEPARTMENT/AGENCY

e’ O For

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

AGENCY RECORDS INVENTORY

. Page Iq of /p

———

2. DIVISION

ot

3. UNIT

=y

DEFINITION - Records 549 - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

i| 4 RECORD SERIES TITLE

| Lo

5. EARLIEST YEAR / LATETEST YEAR

z% —

VBBl Bosk EW

6. RECORD SERIES DESCRIPTION { Briefly describe the types of informatiorvaccumentsiforms found in the Series.

B Gentrwl LX) jerToen %%5’
f’ //I/A/p//efé; Gorend )%cf/g%é,é/{;&
| Experdly/Tres . o SpdagHeplor 7=
Xfff // Oy =S ﬁm
f%@gﬁé A Kpp@ dp,(/é#*zf D ﬁz/ -

inciuce the ourpos= or function <f the Senes;

Fr ot T S, Aé!/

//r)j //V;D/ LEffx]

T = LD
Mﬁk

7. RECORD SE FORMAT(S)
Letter Size

8. RECORD SERIES SEQUENCE

9. VOLUME /
~ie Drawer(s)

7 Microfilm O Alphabeticai O Microfim Ree! {sj
a/ o Comouter Tape 5)
O Legal Size o Computer Tape umerical {" O Other (Specify)
ound Book  Floppy Disk 0’ Chronolcgicat Number C L, f{:
O Audio Tape G Video Tape T Geographicai 10. ANNUAL ACCUMULATION
. G File Drawer s}
a Other (Specify) Other (Specify) a Microfiim Reet ()
o Computer Tape(s)
/6% O Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily a Weekly o Monthly o  Month(s) a  Yearis)
Number
13. CURRENT LOCATION(S) (Bldg., Fioor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency or cffice}
-/// / // W/ g  Yes S No
. N
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulaticn(s) 16. AUDIT REQUIREMENTS
a Yes a No o None a State O Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardwarel/software)
O Yes

O No

RECOMMENDED RETENTION

@ap<i ws 3B Vierrss
ﬂféﬁ%ﬁ 4

=

Ketzn

5/’/ //[7 D/C

D

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUléER

21. DATE

1S 5504 (Revised 1/93)




INSTRUCTIQNS ~ TYPE OR PRINT A SEPARATE FORM FdR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (0GS 35¢:1) 7275 WATERLOO ROAD 7
| P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page 22 o / (%
i — ——————ee
i/ 1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

Ve O7 Nz | MAB

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

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

| Cﬁ/%;w/éf/&w/i%‘ —He

i

6. RECORD SERIES DESCRIPTION ( Briefly cescribe the types of informaztion/documentsiferms found in the Senes. Inciuce the purpese or ‘unction of :h2 Senes;

/ /l/é/%aé% 5@0/09/‘7’ @454/4/2?5 = St /WH
" = //5 ;. sg/?/ At 5&567— 5 &//%W/%Z =/
? ﬂeppn/ /*ﬁl/w//tcf @Qﬁ/z s ﬁ//% = yz

fé/té'f/ o2 /Dﬁj /e/‘/7744/_e 47—_ / sK /V/%V%%/g,&f

f—%A %é"/ﬁa% E:;Oe/y’é/’ /as o NCLp T ) 7 /V&es
Efe .

v

7. RECORD SER-IES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME
' = e Drawar(s)
a Letter Size a Miérofiim M@i’cai 3 Microfilm Reet isj
: a £ &1 Tepe {3) L
O Llegal Size c Computer Tepe . Erfvm;l . . Tther (Speciiy) ﬂ/ 4’
a Bound Book Q Floppy Disk a Chronological . - Number &/ F,:
O Audio Tape O Video Tege O Geographical - 10. ANNUAL ACCUMULATION

w]

Sile Drawer {s)
S Microfilm Resl {s)
o Computer Tape(s)
O Other {Specily)

Dml(s"ec“y) M a .O;h;er (Specify]
J4%)) Drte/ feprry—

— e
/ /{ /&6_ Number
"11. FILE IS USED / 1{rFlLE BECOMES INACTIVE AFTER
a Daily Weekly G Monthly ' " @ Month(s) S Year(s)
. ) Number .
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specily agency <r cifica)

[

-// 7 #/?// /éf f/ﬁpf\ a  Yes : S No

15. ACCESS RESTRICTIONS {if yes, cite taw(s) § regulation(s) 16. AUDIT REQUIREMENTS

o Yes O No C None a State O Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETEN:

describe any hardware/software) Retain for 3 years and until

all audit requirements have
been fulfilled, then destroy

O Yes_ 0 No.

&Y., WAL

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

S 5504 (Revised 193)




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

i

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

. 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

‘page _/_ of fz

i DEPARTMENTIAGENCY

a0 Co 7Ly

2. DIVISION

Fonsznne

3. UNIT

742&//5//

DEFINITION - Records Sefies

- A group of rolated records normally filed and used as a unit for reference as

well as fetenion and disposition purposes.

4. RECORD SERIES TITLE

st/ /@9/7’ e

5. EARLIEST YEAR / LATETEST YEAR

Y5

417

6. RECZ( SERIES DESCRIPTION ( Bne’ly describe the types of mformchcxmocumen isiforms found in the Series.  incluce the purpose of function of the Series

24 DI 7 b e > - ERRO s -
ot /

/ﬁ;z@/?’r—

/
=

Horr=s (s s A/é///gy

DiresT DepasiF ¥ 7/{67’_ Mé/&

/

e I /O% .
oA R /Ozfaf ,%{%p Z;jj ) - %ﬂ{f%

7. RECORD SERIES FORMAT(S)
O Lefter Size a Microfim
o Legal Size o Computer Tape

O Bound Book

O Audio Tgpe
E’@ecﬁy)

O Floppy Disk
a Video Tepe

=

8. RECORD SERIES SEQUENCE
O Alphabeticg
umerical

0. Chronologicat

| 3. VOLUME

O File Drawer(s)
O Microliim Rset {sj

O Computer Teoe ‘ag Eé
if @—Omer (Specly) /

o F

“Number

o] Geographicel

10. ANNUAL ACCUMULATION
O File Drawer s}

o Other (Speciiy G Microfilm Reet s}
a Computer Tzpe(s}
/ /Yf// : /;' / ﬂ W O Other iSpeciy)
g f o= %ZW Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Kily ’ O Weekly o Monthly O Monih(s) o Year(s)
. Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. spesify agency r cifica:
_//f//%/ /5}#9?} Q Yes a No
. -~
15, ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
a Yes : ' . a No o None a State Q Federal O Independent
17. (S AN {NDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENT ,
describe any hardware/softwa : . :
any e software] Retain for 3 years and until
O Yes o No all audit requirements have
been fulfilled, then destroy
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER L

3 5504 (Revised 1/93)




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

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

AGENCY RECORDS INVENTORY

Page 92 of ‘Z

' 1. DEPARTMENTIAGENCY

, 2. DIVISION . 3. UNIT
LY C’/Z F/:V/%&é : %//’5//
DEFINITION - Recordv{eries - A group of related records normally filed and used as a unit for reference as well 43 retention and disposition purposes.

4. RECORD SERIES TITLE

Wrg2 %%jlﬁéﬂ_

§. EARLIEST YEAR / LATETEST YEAR

/PR3 TP

W 27223 é/?%’

6. RECJ D SERIES DESCRIPTION ( Briefly describe the types of informaztion/documentsiforms icund in the Series. Include the purpose of function <i the Series:

W e tS ;) Dishiet L onr T %ﬂf’ 77 7670
A wa@Wﬂ/ﬂ%’ er/r*//a/gé/azxwa GrBenes/

o Microfilm

7. RECORD SERIES FORMAT(S)
Letter Sze

O Legal Size a Computer Tapé

O Bound Book O Floppy Disk
O Audio Tape O Video Tepe

" 0 Other (Specify)

8. RECORD SERIES SEQUENCE
o] Alphgbelical
0. Chronological
[u] Ggographicel

@ Other (Specify)

Drre.

9. VOLUME /
rile Drawer(s)

0O Microiiim Reel isj
O Computer Tape {3}
C Qther (Specily)

‘Numbar

10. ANNUAL ACCUMULATION
a File Drawer (s}
G Microfiim Reei {s}
a Computer Tape(s)
Q Qther {Speciiy):

Numbper

i1. FILE IS USED
“Dailly O Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER

a]
Number

~Month(s) c

‘fear{s)

i3. CURRENT LOCATION(S) (Bldg Floor, Room)
;{7 HBY—~ )7 /4799/—‘

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specify agency =t cffice}

a Yes S No
N e
5. ACCESS RESTRICTIONS (If yes, cite law(s) & regufation(s) 16. AUDIT REQUIREMENTS
o Yes : . o No [a] Noﬁe O State O Federal O Independent

:7. 1S AN INDEX SYSTEM USED? ({!f yes, explain briefly and
describe any hardware/software)

a Yes - a No

18. RECOMMENDED RETENTION % 672 K /%;, // F D)C?

iy

P, s B /w/.:—s

:9. NAME AND TITLE OF PREPARER

20. TELEPHONE NUI&BE/

21. DATE

550-4 (Revised 1/53)




[NSTRUCTIONS ~ 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 DIVISION
SCHEDULE (DGS $50-1) . 7275 WATERLOO ROAD . \g 7
P.O. BOX 275 - JESSUP. MARYLAND 20734 Page or _4
1. DEPARTMENT/AGENCY 2. DIVISION : 3. UNIT

el éfﬁ . | FPurr e ¥Ry

DEFINITION - Records Dées - A group of related records normally filed and used as a unit fo.r reference as well 2s retention and disposition purposes.

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

Federsd /éf??é- Tk v prod= Ll

6. RECORD SERIES DESCRI[ON ( Briefly describe the types of informzlion/decumentsiforms fcund in the Series  Include the purpose of funcuon of the Series; .

Conrpns: Wt 3TRrsmis7el ol irevmx.
ﬁﬁ/ém@zﬁ% E 4} sl Seryisy o 7 Sopterzvieedy
W’P/ﬁ/mé/ﬂ?/ PIARy L L Bty 7ers Z g2

R Cormp endopiTomn 12070 /,l‘f =F

SF EM}D/pyegé Lreds T /MD/O /@@ﬂﬁ—d

T

7. RECORD SERIES FORMAT(S) - 8. RECORD SERIES SEQUENCE - 8. VOLUME /
: ’ ’ File Drawer(s)
etter Size a Microfilm : O Alphabetical _ a Microfiim Ree! isj
. ' / o Computer Tepe {3} .
O Legal Size © Computer Tape . . urnerical . g o QOther (Speciy) .

O Bound Book Qa Floppy Disk G Chronologica! "Numbar /7 -

O Audio Tape a Video Tepe a Geographical ' 10. ANNUAL ACCUMULATION _
. - . O File Drawer ys)

O Other (Specify) ;j Other (Specify} O Microfitm R_eet {si.
) 0 Computer Tzpe(s)
W O Other (Speciiy)
) Number
11. FILE IS USE 12. FILE BECOMES INACTIVE AFTER
Daily a Weekly o Monthly g Month(s) a  Year(s)
- Number
13 CURRENT L CATION(S) (Bldg Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or cifical

> / /"”/j pr—- o v : © 3 Mo

15. ACCESS RESTRICTIONS {If yes, cile lsw(s) & regulation(s) 16. AUDIT REQUIREMENTS

O Yes : . o No o None a  State O Federal O  Independent

i7. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

describe any hardwarelsoftware) Retain for 3 years and until all

O Yes o No ' audit requirements have been
) v : fulfilled, then destroy.

:8. NAME AND TITLE OF PREPARER g 20. ’I;ELEPHONE NUMBER

5504 (Revised 193)




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

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION ]

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

V4
'Page ;2 of jz

| 1. DEPARTMENTIAGENCY

ey &/%Z/

2. DIVISION

o zzil e

3. UNIT

DEFINITION - Records

ries - A group of related records normally filed and used as 2 unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

\D) m%/f%?léf/%Zpb

§. EARLIEST YEAR { LATETEST YEAR

(Bof T

6. RECORD SERIES DESCRIPTION { Briefly cescribe the m;oﬁ@:maﬁon/cocumems/rorms icund in the Series. Include the purpese or function o the Serigs:

ot hor 727

77, COPY of Lok (Erplipens

G&%wa %MMVZ;'@%, o

7. RECORD SEBIES FORMAT(S)  ~
elter Size a Microfilm

O Legal Size a Compule.' Tepe

O Bound Book O Floppy Disk
O Audio Tape o Video Tepe

o Other (Specify)

8. RECORD SERIES SEQUENCE
C Alphabetica
Nurerical

O . Chronological

9. VOLUME /
Fie Drawer(s)

Microfilm Rest isj

a
' O Computer Taoe {51 .
/ fZ- o Dther (Speciiy) .

‘Number c,f’-

10. ANNUAL ACCUMULATION
O File Drawer (s}
G Microfiim Reet {sj
©. Computer Tape(s)
2 Other {Speciiy) :

O Geographica!

‘@ Other (Specify]

D

Number

G Monthly

‘1. FILE IS USED
Daily - 0 Weekly

12. FILE BECOMES INACTIVE AFTER

O Months) o Yearis)

Number

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

Sty WV

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agancy sr officed

o Yes o No
- -
‘5, ACCESS RESTRICTIONS (iIf yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes 0o No 0  None O Slate O Federal O Independent

7. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and
describe any hardware/software)

a Yes o No

18. RECOMMENDED RETENTION

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

-3. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

5504 (Revised 193)




[NSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORﬂ FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES |’ AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION L
SCHEDULE (DGS 550-1) . 7275 WATERLOO ROAD . _:5,, 7
PO. BOX 275 - JESSUP, MARYLAND 20794 Page of ~
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

LU E2 ﬂ/}éc/

oz Ry 7724

DEFINITION - Records,@es - A group of related records normally filed and used as a unit fo} reference as well as retention and disposition purposes.

}

' 4 RECORD SERIES TITLE

ety Ul Beyoper T

5. EARLIEST YEAR / LATETEST YEAR

____ro[ZZ?

6. RECORD SERIES DESCRIPTION { Briefly describe the !ypes of information/eccumentsiforms fcund in the Series. Include the purpose or function Si the Szries:

Il SegmperT Ldse L2 oo zs = M 7=

| Estmtlist W/&e M%Aﬁ/é o7 gyl

" i7. 1S AN INDEX SYSTEM USED? ({If yes, explain briefly and

7. RECORD SER{ES FORMAT(S)

Letter Size o Microfim
O Legal Sze a Commef Tape
O Bound Book o Floppy Disk
a Audio Tape ' a V‘i.deo.Tace

" D Other {Specify)

8. RECORD SER!ES SEQUENCE - 9. VOLUME /
‘ v Fie Drawer(s)

C Alphabetical ) ) O Microillm Rze! {sj
/ : O Computer Tzoe i3}
umernical . / i 2 o Other (Speciiv) .

O Chronological “Number é, / .

G Geographical 10. ANNUAL ACCUMULATION
- o O File Drawer (s}
G Microfilm Reel {s)
o Computer Tape(s)
0O Other {Speciiy) :

O Other {Specify}

Dife

Number

11. FILE IS USE

Daly =~ - O Weekly G Monthly

12. FILE BECOMES INACTIVE AFTER

a  Month(s) c Year(s)
Number :

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

3/47//7_4//-— /éraf/?éf\

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? §f yes. specify agency =1 cffice!

15. ACCESS RESTRICTIONS (If yes, cite law{s) & regulation(s)

0 Yes : . o No

G Yes - S No
.
16. AUDIT REQUIREMENTS
O None a State a Federal Q  independent

describe any hardware/software)

O Yes O No

18, RECO‘MMEN‘I.'J@ RETENT{ON R 671'/? /() = A/ /é;, (D/C
VO hbelers ) ﬁéﬂZ%ﬁp of

9. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER - . 21. DATE

- 550-4 (Revised ¥93) -




INSTRUCTIONS

SCHEDULE (DGS 550-1)

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

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

" Page é of _f[

| 1. DEPARTMENT/AGENCY

2. DIVISION . 3. UNIT
« . ~
i
Lhemy Citer Forsane. Yot/
DEFINITION - Records 4ries - A group of related records normally filed and used as a unit for reference as well 43 retention and disposition purposes.

P4, R’ECORD SERIES TITLE M/ﬁl’féf/’é ép/ﬁfp,
(THired Yot 510K o1 )

5. EARLIEST YEAR / LATETEST YEAR

'@o Z%

6. RECORD SERIES DESCRIPTI

( Briefly describe the types of infdf

éw)%a%zs : feperT o e,
TBX I MFBr i Tron0 S o2, iy /904@/‘7“;0/—‘ S trrn

melion/cccumentsiforms ‘cund in the Series.

wiriee s Lorve opﬁx)a/gwe

b

Include the purpose or funclion i .?e Szries;

Clopms 13

Leller Size a Microfilm

O lLegal Size o éompqle! Tapé

8. RECORD SERIES SEQUENCE

C Alphabetical
ﬂ@:ﬁ

3. VOLUME /
rile Drawer(s)

Q Microfilm Reset (s}
o Computer Tcoe {3)
© Other (Spec:

O Bound Book O Floppy Disk O . Chronologica! Numbnr ﬁ;ﬁ f— ; g
O Audio Tape ] \ﬁdeo Tepe G Geographicat 10. ANNUAL ACCUMULATION
: o O File Drawer is;
0 Other (Specify) © Other (Specify) O Microfilm Reei {s}
a Computer Teoe(s)
@ [? %- Q Qther {Specify)
} A Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly o Monthly O Month{s) o - Year(s)

Number

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

/H// /764/ — /ST f~fopr—

14,

o Yes

IS RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specify agency or cffice

3 No

5. ACCESS RESTRICTIONS (If yes, cite law{s) & regulation(s)

a Yes : N o No

16. AUbIT REQUIREMENTS

O None O State

O Federal Q

independent

7. IS AN INDEX SYSTEM USED? (i yes, explain briefly and
describe any hardware/software)

O Yes - O No

18. RECOMMENDED RETENTIO}

.3. NAME AND TITLE OF PREPARER -

20. TELEPHONE NUMBER

Destroy material having no
further legal, administrative
fiscal or operational value ' :

5504 (Revised 1193).




INSTRUCTIONS ~ TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS $50-1}

CEPARTMENT OF GENERAL SERVICES

RECOROS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

P.O. 8OX Z;S-vgg&wﬁm 20794 'F’age 7 of ’7
l 1. DEPARTMENT/AGENCY _ 2. DIVISION : 3. UNIT
; . - al o
_gdoepn’ Cf"/T/ 76?//7,04& )0%1//)5//

DEFINITION - Records Se‘.vés - A group of related records normally filed and used as a unit for reference as

well 2€ retention and disposition purposes.

4. RECORD SERIES TITLE

W-2 KefrJ=

5. EARLIEST YEAR / LATETEST YEAR

S SR

%f/ﬁé

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/cccumentsiforms fcund in the Series.

Include the purpose or function 5i tha 3zries:

E/Oof ﬂfyfﬁ// /V/}/w%,o srsemd /‘

7. RECORD SERIES FORMAT(S} -

O Letter Size o Microfiim

0 Legal Size o éombuta Tapé
O Bound Book O Floppy Disk

0 Audio Tape o Vld"O Tepe

G Specy) M
Fu))

8. RECORD SERIES SEQUENCE
C Alphabetical
lumerical
O Chronological

o] Geographical

9. VOLUME

0 File Drawsr(s)
o Microiilm Reel {s)

‘Number

10. ANNUAL ACCUMULATION
File Drawer (s}

a

Number

© Other (Specify} a Microliim R.eel ('s?
/e/% e S nes s
Number
1. FILEIS USED 12. FILE BECOMES INACTIVE AFTER
' 9] baily 0 Weekly v 5 Monthly | O Month(s) C  Years)

3 CURRENT LPCATION(S) (Bidg.. Floor, Room

bl fes? o O

{S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specify agency =t cifical

o Yes S No
‘5. AQCESS RESTRICTIONS (if yes, cite law(s) & regulfation(s) 16. AUDIT REQUIREMENTS
O Yes : . o No o  None O Slate g Federal - Qo Independent

7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

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

18. RECOMMENDED RETENTIO!
describe any hardware/software)
a Yes o No
-3. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

5504 (Revised 183)




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

ey Ly

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794 or

» Page /

1. DEPARTMENT/AGENCY y

e (it

2. DIVISION ~

oy,

3. UNIT

DEFINITION - Records Sg¢fies -

A group of related racords normally filed and used as a unit for reference as

well as ratention and disposition purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Bricfly describe the iypes of informztion/cocumentsiforms fcund in the Series.

ContZI s Lo

/O
P}%/Vmﬁﬁmqaﬂﬂf‘u &?Zﬁ/Vd//?/" 57‘“

#7 67 ////é/f"p/dé

incluce the purpose of function 5f the Serfies:

éf’/%f/@ﬁ/f Loy ves

y2%

e ﬂ/ze/zs/*

AL E -

/

7. RECORD SERIES FORMAT(S)

Letter Size s] Micro.‘ilm

O Legal Size o Computer Tepe:

8. RECORD SERIES UENCE - 9, VOLUME /
' ’ 7 File Drawer(s)
Alphabetical . a Microfilm Rese! (s}

0 Computer Tape {3} .

o Numerical ! c Qther (Speetiy)
O Bound Book O Floppy Disk o . Chronological Numbar c p F N
Q Audio Tape O Video Tzpe & Geographical 10. ANNUAL ACCUMULATION
) : ) . o File Drawer {s;
" @ Other (Specify) a Other (Specify) O Microfim Reel {s}
’ 0 Computer Tape(s}
; . a OQther (Speciiy)
‘6” ‘/&'7 Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly G Monthly a  Month(s) c  Year(s)
- Number
13. CURRENT LOCATION(S) (Bldg Floos, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {f yes. specify agency or office!
; 7% -
/}77 J// / é g Yes : 3 No
. . N
15, ACCESS RESTRICTIONS {If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes : e o No a None a State a Federal ~ O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

describe any hardware/software)

No

O Yes a

BT o 3 e

Thew desires

.19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

- §50-4 (Revised 1/93)




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

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD . /‘f
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page ot

1. DEPARTMENT/AGENCY

ey’ Cofer

2. DIVISION . 3. UNIT

ozt NL/e=se

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

. 4. RECORD SERIES TITLE

L)lbes = <

5. EARLIEST YEAR / LATETEST YEAR

1995 /255

6. RECORD SERIES DESCRIPTION ( Bricfly describe the types of informationvcecumentsiforms icund in the Series. Include the purpose or function af the Series;

LONIUE : Leense e Lmpas ; [Ee Coleukdlinn
Busives= Jrasizr ob gy

1z o @prréjppxz[éva%' Lo dse %ﬁ/”?—
2 C“/“/Oé”ﬁxz)ﬁ// 4/ &fﬁécﬁs/- »ﬁﬂehcjs /,/ceepa?é

L 72k o pierdl Kotz

Y

Z

0 Microfiim

o Computer Tapé
O Bound Book O Floppy Disk
‘0 Audio Tape V o Video Tepe

0 Other (Specify)

8. RECORD SERIES SEQUENCE - 9. VOLUME /
’ File Drawer(s)

Microiilm Ree! sj
Computer Tepe 3}
Qther (Specify) )

Nnoo

C Alphabeljca
Numerical /

© Chronological “Number &, % P

T Csographical ) 10. ANNUAL ACCUMULATION
: O File Drawer s
o Other (Speciiy) : ' G Microfilm Reet (s}

O Computer Tape(s)

[ Q Qther iSpecify)
Dufe. L e

Number

1. FILEIS US
Daily o Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

a  Month(s) c Year(s)
Number

3. CURREh;jCATION(S) (Bldg._. Floor, Room)

14, IS RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify egency ot cificel

o Yes : T No

N .

e %/7/:_,&7’ oo
yA .

"5. ACCESS RESTRICTIONS {if yes, cite 1aw(s) & regulation(s)

o Yes ; . o No

16. AUDIT REQUIREMENTS

o None o State . O Federal o Independent

7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

a Yes a No

~18. RECOMMENDED

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

4. NAME ANO TITLE OF PREPARER

20. TELEPHONE NUM. D e

5504 (Revised 1/93)




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

SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page / of /qr

/

—

2. DIVISION

sy =

1. DEPARTMENT/AGENCY

resyd /%/

o B
=S

DEFINITION - Records Se

es - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

4z Lerse 772 é%&é/?ﬁ

5. EARLIEST YEAR / LATETEST YEAR

1777

P/ﬁ/aﬁ
- A /gr“«» /%//J/" — fﬂ
//f‘ qu/é é7LZ'/

N ( Briefly cescribe the types o( nformation/cocumenisiferms fcund in the Series.

/ 7/74/%%2/"‘7’;7 P77 — ééﬁb& S

Include the purpose or ‘unction of the Series:

Sepfer
Jafc/’/afzd ;

7. RECORD S FORMAT(S) A 8. RECORD SERIES SEQUENCE 9. VOLUME /
o Tile Drawer(s)
etter Size 0 Microfilm phabeticzi a Microfilm Ree! {sj
. ’ a Computer Taoe {5
O Lega! Size O Computer Tzpe O Numerical /;3 C Other (Specify) ___ .~
O Bound Book G Floppy Disk o . Chronologica! “Number d F
Q Audio Tape a Video Tepe G Geographical 10. ANNUAL ACCUMULATION
: S a File Drawer i}
O Other (Specify) 0 Other (Specify) G Microfilm Reei {s}
a Computer Tape(s}
W Q Other (Speciiy)
' Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O  Weekly G Monthly O Month(s) C  Year(s)
. Number
13. CURRENT LOCATION(S) (Bldg Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency ¢ office}
//& W/ ,67'_ a Yes S No
- S
15. ACCESS RESTRICTIONS {if yes, cite law(s} & regulation(s) - 16. AUDIT REQUIREMENTS
aQ Yes 0O No o None O State O Federal O tndependent
17. IS AN INDEX SYSTEM USED? (If yes, expiain briefly and 18. RECOMMENDED RETENTIC
describe any hardware/software : ) - :
g ) Retain for 3 years and until all
o Yes o No audit requirements have been
s fulfilled, then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

38 5504 (Revised 1/93)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

Page & of 7

1. DEPARTMENT/AGENCY

e 0

2. DIVISION

Forzspee

3. UNIT 6////0’//11
7

DEFINITION - Record/Serie: - A group of related records notmaily filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

Myst . poconads foroyon /o

5. EARLIEST YEAR ! LATETEST YEAR

/%04227

6. RECORD SERIES DESCRIPTION {(

Briefly describe the types of information/cocumentsilorms ¥

cund in the Series.

COROFZIN2S: 117152, Keviexne /aodi //"

//;ﬂ/”/?? //2/4//07 Wiz hsise 7z

Incluce the purcese ot ‘unction 3f the

“cc

K 6/'///7%24/02”/&

e 7 //VVP/Ae

//%?m 7 55/«1/%7/%{/46/% w e7s

7. RECORD SERIES FORMAT(S) .

O Lelter Sie O Micrefim
O Legal Size C Computer Tzpe
O Bound Book . Floppy Disk

0 Vides Tep

a Audio Tape
?@) Mﬁ/}ﬁ

8. RECORD SERIES SEQUENCE - 9,
O Alphabetical
umerical

O Chronological

z D.

VOLUME /
rile Drawer(s)

O Microfiim Reet {s)
0O Computer Tape {3} .
QOther (Spectiy) .
&’ /-

“Numbsr

o] Ggographical

0 Other (Specify)

D=

10. ANNUAL ACCUMULATION

o File Drawer s}
O Microfilm Reet {s}
0 Computer Taoe(s)
Q Other (Specify)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily o Weekly G Monthly a  Month(s) o Year(s)
- Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency o1 office!
A é 5 2
A & //'— M 7z o Yes I No
.
15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes : 0 No o None O State a  Federal O Independent
17. 1S AN INDEX SYSTEM USED? (i yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/software) Retain for 3 years and until all
o Yes o No audit requirements have been
fulfilled, then destroy.
)
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER C e e

5 5504 (Reviced 1153




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
" REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
~ SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DMMISION
T275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

_&_f_Z__

1. DEPARTMENT/AGENCY

a2 L0t

—

2. DIVISION

s 2

N // A
Cﬁ/é&%{b

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

4. RECORD SERIES TITLE

/%M/ Vsiion o Pt v Lmerse

5. EARLIEST YEAR [ LATETEST YEAR

ORD SERIES DESCRIPTION ( Briefly describe the types of information/cccumentsiforms fcund in the Series.

o

Incluce the purpose or function 5i the Szrie

NS - % ol ST OF - LiensE %gﬂg&ﬂyz -

7. RECORD SERIES FORMAT(S)
O Lelter Size O Microfim

o Computer Tepe

8. RECORD SERIES SEQUENCE

O Alphabetical

E’Nm/

9. VOLUME
g Microiilm Res! {s;
O Computer Taoe (3}
-~

O Legsl Size : { o Other {Speciiy)
O Bound Book O Floppy Disk O Chronological “Number ar } ’
O Audio Tape O Video Tepe T Gaographical 10. ANNUAL ACCUMULATION
: o O File Drawer is;
" @Ulher (Specify) SNZ2ZZ O Other (Specify] O Microfilm Reet {sj
. o Computer Tzpefs)
Wé Q Other iSpeciiy)
' Number
11. FILE IS USED , 12. FiLE BECOMES INACTIVE AFTER
Daily - O Weekly G Monthly o Month(s) c  Year(s)

Number

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specify agency or cffice}

// / éﬁé// 57—?/9/'\ a Yes a No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes : . o No O None o Slate a Federal a Independent
17. IS AN INDEX SYSTEM USED? (If yes, eXpIaiin briefly and 18. RECOMMENDED RE:
describe any hardware/software) Retain for 3 years and until all
o Yes . . o No audit requirements have been
fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBE.

35 5504 (Revised 1/93)




! INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES ' AGENCY RECORDS INVENTORY
i REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION : ’

RECORDS MANAGEMENT DIVISION y)
SCHEDULE {DGS 550-1) . 7275 WATERLOO ROAD . 6{ ,?'
PO. BOX 275 - JESSUP. MARYLAND 20794 . Page or

7

7
-
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNlr,g//////a

ey d/%% 147228 ~ 52/Zfd//ok)é

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

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

Mist Meditw! Claspies Gt fie 7= et

6. RECORD SERIES DESCRIPTION ( Briefly cescribe the types of information/cocyMentsiforms found in the Series. Include the oﬁrpose af function 9f the Sefies:
CoI s = froats? T I70L frofor 7= 7 fpnt Ty
CorrZoppidecos ; Py zoflarite fopor 7
Jian % 4 e /
EXplanizlion, OF FRdmest; ferittncee Mier

70@ ///Je ~ PL/,/)&&/’,‘ T BB NS ITAEL ﬁé’//—/ /

Y it E17S feg /73717200 Fore
heasT; ' ' '

7. RECORD ES FORMAT(S) . 8. RECORD SERIES SEQUENCE - 9. VOLUME /
S : Tile Drawer(s)
Letter Size a Microfiim O Alphabetical ] O Microfitm Reet is)
L _ 0O Computer Tepe (3}
O Legal Size O Computer Tepe . ) o Numerical 3 o Other (Speciiy) .
O Bound Book O Floppy Disk O Chronological _ ‘ “Number &/ /L:.
a Audio Tape O Video Tzpe . O Geographt 10. ANNUAL ACCUMULATICN
. : ) . O File Drawer (s}
" O Other (Specify)

Other (Specify) , ) G Microfilm Reel (s}
- -
O Computer Tape(s)
' a Other (Specify)

) Number
1. Fly/ . . 12. FILE BECOMES INACTIVE AFTER
Daily - 0 Weekly G Monthly O Month(s) o Year(s)

. . . ' Number
13. CURRENT LOCATION(S) (Bldg.; Floor, Reom 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {it yes. specify aéency or cifice
3/’7}754//"‘/{;0&# o Yes : S No
15, ACCESS RESTRICTIONS {if yes, cite faw(s) & regulation(s) 16. AUDIT REQUIREMENTS ™

a Yes : o No o None 0 State o FeQeraI O independent

17. (S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENOED RETEN:

describe any hardwarefsoftware) Retain for 3 years and until all

: : audit requirements have been
a Y N .
= o o fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER e _ ;

3 550-4 (Revised 4/93)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

T27S WATERLOO ROAD
PO. BOX 275 - JESSUP, MARY(AND 20734

‘Page .Si:— of ;2/

.

!
" 1. DEPARTMENT/AGENCY

ity Lot

2. DIVISION

3. umrg////yj/n

o snre

Lo e T B

DEFINITION - Records Ser'yfz- A group of related records normally filed and used a3 a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

/777

l’ﬂ/%p/%r Ai/é,@ﬁ/”%j

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cccumentsiforms found in the Sefjes. Inclyce the purpose o function oi the Series:

. é‘pﬁ‘ﬁw vy T edl M

- Priment

| (ﬁ/?/»%/c% - CHs it

= 4 7/\:_%75/= 7

_ F updipte KegiSlery Compivd.
Biwy Hpdote ; b

%J/ STIg K M,Qéﬁ%' //’r-w-fé

Wﬁ% Crett f257707 e

TX B TS 0

7. RECORD SERIES FORMAT(S)
O Letter Size [s] Miuoﬁjm
D Legal Sze o Computer Tapé
O Bound Book o Floppy Disk
- O Audio Tape ‘ o] Video Tepe
" p-Ofher (Specify) £
/4% /)

=4

8. RECORD SERIES SEQUENCE 9. VOLUME

O File Drawer(s)
C Alphabetical : . O Microfiilm Reet is} -

O Compuestabe 33,2
DO Numerical Thher (Specify) (i}
o . Chronological “Number

LB

10. ANNUAL ACCUMULATION
o File Drawer (s}
O Microfilm Reet (s}
O Computer Tape(s)
QO Other {Specify) )

-] Ggographicél

Number

a  Monthly

11. FILE IS USED
Dally - O Weekly

12. FILE BECOMES INACTIVE AFTER

[a Month(s) aQ - Year(s)

Number

‘3. CURRENT L CA?(S) (Bldg.. Fioor, Room

Wy Sy ds7 /72

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency ot cffice}

O Yes : 3 No

i5. ACCESS RESTRICTIONS {If yes, cite law(s) & regulation(s}

a Yes . : o No

16. AUDIT REQUIREMENTS

o None o State O Federal O Independent

7. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

O Yes " O No

18. RECOMMENDED RETENTIO

Rétain fdr 3 ye:irs and until all
audit requirements have been
fulfilled, then destroy.

‘9. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

5504 (Revised 1193)




INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES | AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (OGS 550-1) . 7275 WATERLOO ROAD . Z <7
P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page of —
. y4

———

1. DEPARTMENTIAGENCY 2. DIVISION  _ - 3. umug////;f/y
e & 7é /7//;&/1/& = : 59//54//0/05

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

4. RECORD SERIES TITLE ' S. EARLIEST YEAR / LATETEST YEAR

Ul Lire B —elZZ

6. RECORD SERIES DES(RIPTION ( Briefly describe the !ypes of information/documentsiforms fcund in the Series. Incluce the purpese or function 3f the Series:

IVEndes = Copy o K45 [~/ T L
Wt }ﬂﬁ/ﬁéd{—’ CUsIZefer~ fe&fxpf/f W/ﬂf
MichilTmpe;

7. RECORD SERIES FORMAT(S) - 8. RECORD SERIES SEQUENCE - 9. VOLUME /
: ' ’ File Drawsr(s)

G Leller Sze o Micofim O Alphabetical ) O Microiilm Rae! {s)
) ’ - O Computer Tzoe {3}

O Legal Size o Computsr Tepe umerical / Z C Other (Speciy) .

O Bound Book : O Floppy Disk a . Chronalogical “Number c, F,
. Audio Tg ' O Video Tepe  _ T Geographical 10. ANNUAL ACCUMULATION
/EE . y T . O File Drawer isj
. e (Specily) é / Zﬁ Q Other (Speciy] . G Microfilm Reei {s}
0 Computer Tzoe(s}
Q@ Other iSpeciiy)

:D% ‘Number

11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
Daily - O Weekly G Monthly _ O Month(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.; Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency 2r cffical
Fbor

>/ 7‘7 bﬁf%‘//« J577

a  Yes : . 3 No
. s
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

a Yes : . g No a  None O State o Federal O independent

17. IS AN INDEX SYSTEM USED? (if yes, explain briefty and 18. RECOMMENDED RE

describe any hardware/software) Retain for 3 years an duntil all

a Yes o No audit requirements have been
fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER ) 20. TELEPHONE NUMBE

3 5504 (Revised 1/93)




! INSTRUCTIONS -
]
!

. SCHEDULE (DGS 550-1)
!

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

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

"Page 7 of /qr

1. DEPARTMENT/AGENCY

Lo Ly

2. DIVISION

Fozee.

3. UNIT g/ ///;0
Lo TIEn

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

well as retention and disposition purposes.

4. RECORD SERIES TITLE

Mise Lompurdor /fﬂ”;ﬁbf L=

5. EARLIEST YEAR / LATETEST YEAR

—_ 70 Z%

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cecumentsiforms fcund in the Sefies.

C
s

Include

/////&&5 // //ff/é/cf“

the purpese of function af the Saries;

7. RECORD SERIES FORMAT(S)

O Lelter Size 0 Microfilm
O Legal Size 0 Computer Tepe
O Bound Book

O Floppy Disk

0 Video Tepe

yﬁ e
ther {Specify)

8. RECORD SERIES SEQUENCE
O Alphabeticg
Numerical

o Chronologica!

8. VOLUME

a File Drawer(s)
Microiilm Ses! {sj
ch 3]
Other (Speciiy /63
Numbnr

O Geogrephical

10. ANNUAL ACCUMULATION

) a File Drawer is;
O Other (Speciiy] a Microfilm Reel (s}
) O Computer Tspe(s)
a Qther (Specify)
Number
11. FILE IS USED '12. FILE BECOMES INACTIVE AFTER
o Daily o Weekly G 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 o cffice!

ﬁ"/f/ Mo/ — /éf‘/ﬁ—'/ﬁf;r\

o  Yes O No
. . -

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) | 16. AUDIT REQUIREMENTS

a Yes o No O None a State O Federal O Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETEN!

describe any hardware/software) Retain for 3 years and until all

O Yes o No audit requirements have been

: fulfilled, then destroy.

18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

‘\

3 550-4 (Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 550-1)

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

AGENCY RECORDS INVENTORY

‘Page 7 7

of

| 1. DEPARTMENT/AGENCY .

L) Cv e

2. DIVISION.

S poytres

3. UNIT ﬁ // <
dﬂ/cﬂ//

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

well as cetention and disposition purposes.

" 4. RECORD SERIES TITLE

T Kt =

§. EARLIEST YEAR [ LATETEST YEAR

10 &ﬁ&

=2l /,57’

6. RECORD SERIES DEGCRIPTION ( Briefly describe the types of information/cocumentsiforms

It 2 frReel AiSTiet

found in the Series.

-~

/

Incluce the purpose or function of the Series:

g /ﬁ///r =3 /@/Maﬁ'

7. RECORD SERIES FORMAT(S)

O Lefter Size

0 Mictofilm
O Legal Size O Computer Tzpe
0 Bound Book 0 Floppy Disk

] :JAu}Taeé O Video Tape
" @ Other (Specify) z;z:z: @ =

%)/

8. RECORD SERIES SEQUENCé
Q Alphabetics
r@)/

O Chronological

G Geographica!

@ Other (Specify)

9. VOLUME
a File Drawer(s)

a Microfilm Res! (s} .
Q er Teoe {5}y
Z Other {Specily)

-

"Number

10. ANNUAL ACCUMULATION
O File Drawer (s}
O Microfilm Reei {s),
o Computer Tape(s)
Q Other {Specify)

Numbder
1. FILEIS US 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly G Monthly a  Month(s) C  Year(s)
. Number )
3. CURRENT LOCATION(S) (Bldg Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE’) {If yes. specify agency ot cffice}
’// /?/ ’/gj%p/ O Yes 3 No
-
"5, ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) | 16. AUDIT REQUIREMENTS
O Yes : . g No 0 None o State o Federal O Independent
7. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETEN‘
describe any hardware/software) Destroy material having no
. further legal, administrative '
Yes O No fiscal or operational value ‘, '
.3. NAME AND YITLE OF PREPARER - 20. TELEPHONE NUMBER B i

5504 (Revised 1193}




“ . o~

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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20784

AGENCY RECORDS INVENTORY

" Page i of éé
e

1. DEPARTMENT/AGENCY

2 ezt

2. DIVISION

[ s e

3. umrﬁ//& ,
.&’p/,// Al

DEFINITION - Records Se/ries - A group of related records normaily filed and used as a unit for reference as

well as retention and disposition purposes.

|
!

4. RECORD SERIES TITLE

%fwfrﬁ Tox Frrees? =S

§. EARLIEST YEAR [ LATETEST YEAR

6. RECORD SERIES DESCAIPTION { Briefly describe t

/,(/4/4«/55

types of informalion/cocumentsiferms fcund in the Seri

feyrs #7577 é

es Include th; purpose or function 9f ihe Sefies;

TIHE! TX Ler T T s, 7, Wﬁ‘/ﬁ/&éfwz,é
///"?M//‘/ dé@k\ 5742,4. D/.séé//"e’emg‘)f—’

555&/4 / L e -

J

hY

7. RECORD SERIES FORMAT(S)
O Letter Sze o Microfilm
O Legal Size o Compuler Tapé

O Bound Book O Floppy Disk

‘ :W O Video Tz
& Bther (Specify) CA@K 6/2(5’

8. RECORD SERIES SEQUENCé
[a] Alph;betical
e
0. Chronologicat
G Geographicai

0 Other (Specify)

Dzt

9. VOLUME /
File Drawer(s)

a Microiilm Ree! {sj
a Computer Tape 3)
c (Other (Speciiy)

LFm

F&

“Number

10. ANNUAL ACCUMULATION
O File Drawer sj
G Microfiim Reel (s}
o Computer Tape(s)
© Other {Speciiy)

Number

11. FILE IS USED
Daily O Weekly

12, FILE BECOMES INACTIVE AFTER

o Monthly g Month(s) o Year(s)
Number
:3. CURRENT LOCATION(S) (Bldg Floor, Room 14. IS RECORD SERIES QUPLICATED ELSEWHERE? -{lf yes. specify agency =r cificel
W ﬁ / [5 7 F/ a Yes o No
5. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation{s) 16. AUDIT REQUIREMENTS
0 Yes : . a No o None a Slate a Federal O  Independent
7. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENT
describe any hardware/sofiware) ‘ . .
g Retain for 3 years and until all
o Yes ' o0 No audit requirements have been
fulfilled, then destroy.
.3. NAME AND TITLE OF PREPARER 20.

TELEPHONE NUMBER

5504 (Revised 1/93)




