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FINANCE DEPARTMENT
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Agency

ITEM
NO

1

2

3

4

5

6

7

Mayor & City Council of Ocean City, Maryland

DESCRIPTION

Accounts Payable Files
Contains: check copy, invoice

Fuel Tax Files
Contains: state special returns-diesel user work
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

Payroll canceled checks

General Fund canceled checks

Daily cash summary sheets
Daily cash summary reconciliation sheet,
adding machine tape, deposit ticket, adjusting
journal edit list, G/L summary distribution
report, batch invoice report

Pension cash reconciliation and reports
Contains: combined statements of plan net
assets, pension journal entries, copies of email,
generic check register, copies of checks,
monthly reports

Journal Entries:
Wire transfers, correspondence, journal entry
memo, invoices, etc

Division/Unit Finance Accounts Payable

RETENTION

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

Retain for 4 years and until all audit
requirements have been fulfilled, then destroy

Retain for 3 years, then destroy

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

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

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

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

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE 03/10/00

SIGNATURE ACLM

TYPE

TITLE

NAME Martha

Finance

Bennett

Administrator

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

APR 11 vm
DATE

SIGNATURE



OCEAN CITY
FINANCE DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.
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Agency Mayor and Council of Ocean City, Maryland Division/Unit Finance Accounts Payable

ITEM
NO DESCRIPTION RETENTION

10

11

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.
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Agency Mayor and Council Ocean City, Maryland Division/Unit Finance Payroll

ITEM
NO DESCRIPTION RETENTION

Payroll Reports - Paper
Payroll distribution, error listing register, direct
deposit register, deduction register, hours proof
listing
(Employee payroll record is on the computer
and maintained for three years)

Wage Attachments
Wage attachments, District Court satisfaction of
judgement, payroll deduction agreement,
various states

Federal/State tax records
Contains: W-3 transmittal of wage and tax
statements, E4 annual survey of government
employment, Maryland Quarterly, 941's.
Deferred compensation plan (457), state
employees credit union

Direct Deposit Authorization
Authorization form, copy of check (employee
checking account), etc.

Child Support
Child Support wage withholdings, memo to
establish wage withholdings

Workers compensation (third party sick pay)
Contains: report of group claims paid, US tax
information monthly report, premium invoice,
correspondence

W-2 reports, year end payroll information used
to create W-2 for employees

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE

SIGNATURE

TYPE NAME

TITLE

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

Retain for life of agreement 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

Retain for life of withholding, then destroy

Screen Annually. Destroy material having no
further legal, administrative fiscal or
operational value.

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

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE APR 1 J

SIGNATUR



OCEAN CITY
FINANCE DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.
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Agency Mayor and Council Ocean City, Maryland Division/Unit Finance Administration

ITEM
NO DESCRIPTION RETENTION

Subject file
Contains: budget reports, correspondence,
payment/report calendar, stock requisitions,
purchase orders

Licenses
Contains: License file changes, fee calculation,
business master inquiry, tax account master
inquiry, correspondence, license report-
occupational license, trader's license

Subject file
Includes: Airport, Blue Cross/Blue Shield of Md,
capital improvement program, discover card,
investments, long term debt, Md Stadium
Authority, Dun and Bradstreet, arbitrage, CNET,
CAFR, revenue book, Wastewater, cash
receipts, accounts receivable, etc

Employee Information Files
Includes: employee evaluations, increment
justifications, job descriptions, employee
duties, vacation requests

Comprehensive Annual Financial Reports
(CAFR)
Includes: annual financial report,
correspondence

Audit Reports: OMB Circular-A-128, single audit
act of 1984, supplemental financial report

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

Retain for three years , then destroy

DATE

SIGNATURE

TYPE NAME

TITLE

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

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

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

Permanent. Transfer periodically to the
Maryland Archives.

Permanent. Transfer periodically to the
Maryland Archive.

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

APR 1 \
DATE

SIGNATURE >»*>



OCEAN CITY
FINANCE DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.
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Agency Mayor and Council Ocean City, Maryland

ITEM
NO

7

8

9

10

11

12

DESCRIPTION

Md State Uniform financial Report
Information required by the Dept of Legislative
services to prepare the local government
financial reports, correspondence

Budget Reports
Budget workpapers, first and second reading of
the operating budget, legal notices, final fiscal
year budget book

Audits
Audit workpapers, final audit reports,
correspondence, audit RFP

Lease Financial Agreements
Computer leasing, 800 MHZ, etc
Contains: correspondence, cash flow analysis,
lease/purchase agreement, purchase orders,
schedule of payments, vehicle lease, etc

Bonds:
for General Obligation, Refunding, Improvement
Includes: bond proceeds bids, project
schedules, expenditures, project budget report,
new issue book entry, correspondence,
workpapers, bond books, construction fund, etc

Computer Reports
Includes: 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.

Division/Unit Finance Administrative

RETENTION

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

Permanent. Transfer periodically to the
Maryland Archives

Retain for life of lease agreement plus three
years, then destroy

Retain for life of bond plus three years, 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.
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Agency Mayor and Council Ocean City, Maryland Division/Unit Finance Billing & Collection

ITEM
NO DESCRIPTION RETENTION

Property transfers formsf hat show seller,
buyer, address, property description, amount
due, etc

Miscellaneous Accounts Receivable
Contains: Misc. revenue inquiry, remittance
form, adding machine tape, invoice inquiry,
remittance advice, etc

Application for business license
Contains: application, license renewal

Misc Medical Claim Payments
Contains: Audit Trial reports, payments,
correspondence, patient collection report,
explanation of payment, remittance advice,
provider voucher, insurance call-in information
sheet, EMS registration face sheet

Computer reports
Contains: adjustment update register, payment
update register, combined billing update,
adjustment update, trial balance, cash update,
cash posting, tax billing interface

Utility Bills
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.

TYPE NAME.

TITLE

Retain until all audit requirements have been
fulfilled, then destroy

Retain until all audit requirements have been
fulfilled, then destroy

Retain until all audit requirements have been
fulfilled, then destroy

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

Retain until all audit requirements have been
fulfilled, then destroy

Retain until all audit requirements have been
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
f I 2000

SIGNATURE



OCEAN CITY
FINANCE DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.
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Agency Mayor and Council Ocean City, Maryland Division/Unit Finance Billing and Collections

ITEM
NO DESCRIPTION RETENTION

Misc Computer Reports
Charge update report, invoice billing register,
cash updates, adjustment updates

Tax Reports
Includes: parcel listings, tax roll, tax payments
edit list

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 9 is as
indicated.

Retain until all audit requirements have been
fulfilled, then destroy

Screen Annually. Destroy Material having no
further legal, administrative, fiscal or
operational value

Retain until all audit requirements have been
fulfilled, then destroy

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



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. z Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST>Y£AR.

TO/

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/cocuments/forms found in the Series. Induce the purpose or function of ;fie Scries!

7. RECORD SERIES FORMAT(S)

a Letter Size a Microfilm

• Legal Size • Computer Tape

D Bound Book o Floppy Disk

• Audio Tape D Video Tape

a Other (Specify)

8. RECORD SERIES^SeOUENCE

^Alphabetical

o Numerical

a . Chronological

D Geographical

D Other (Specify)

9. VOLUME
rile Orawer(s)

a Microfilm Reel (si
• Computer Taoe (si
G Other (Specify)

Number

10. ANNUAL ACCUMULATION
Q File Drawer is;
o Microfilm Reei (si
a Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly • Monthly Q Month(s) a Year(s)

Number

13. CURRENT LOCATJON(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency cr office')

a Yes : • No

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

a Yes ; . D No

16. AUDIT REQUIREMENTS

o None o State a Federal a Independent

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

18. RECOMMENDED F

a Yes o No

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

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMbc

3S 550-4 (Revised 1/93)



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

I SCHEDULE (DGS 550-1)

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

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

AGENCY RECORDS INVENTORY

Page i Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

. J TO

6. RECORD SERIES DESCRIPTION ( Briefly desaibe Ihe types of informaiion/accumews/forms found in Ihe Series Include Ihe purpose or function of ifie Series:

7. RECORD SERIES FORMAT(S)

a Letter Size a Microfilm

a Legal Size . a Computer Tape

D Bound Book o Floppy Disk

o Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIES^EQUENCE

Alphabetical

a Numerical

a Chronological

D Geographical

D Other (Specify)

9. VOLUME
File Drawer(s)

a Microfilm Reel ;s)
a Computer TaDe !s)
a Other (Specify)

• Number

10. ANNUAL ACCUMULATION
a File Drawer {%)
a Microfilm Reel (s).
a Computer Taoefs)
a Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes a No

!5. ACCESS RESTRICTIONS (If yes. cile law(s) 8 regulation(s)

a Yes ._ D No

16. AUDIT REQUIREMENTS

a None a Slate a Federal • Independent

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

18. RECOMMENDED RE

a Yes_ • No

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

i9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBtn

. 550-4 (Revised 1/93)



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

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O BOX 275 • JESSUP. MARYLAND 20734

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of inforrr.atiorVcccuments/forms found in the Series. Include the purpose, or function of the Series;

7. RECORD S p j f i S FORMAT(S)

^^Letter Size 0 Microfilm

• Legal Size a Computer Tape

a Bound Book a Floppy Disk

D Audio Tage^- • Video Tape

(Specify)

8. RECORD SERIES SEQUENCE

D Alphabetical

D Numerical

o Chronological

D Geographical

• Other (Specify)

9. VOLUME
File Drawer(s)

D Microfilm Reel (si
o Computer Tace ;s)
c Other (Specify)

Number

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

Number

' 1 . FILE IS USED 12. FILE BECOMES INACTIVE AFTER

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

Number

3. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency v office)

a Yes • a No

5. ACCESS RESTRICTIONS (If yes, cile tew(s) 8 regulalion(s)

a Yes a No

16. AUDIT REQUIREMENTS

D None e f State a Federal o Independent

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

describe any hardware/software)
18. RECOMMENDED RET

a Yes

r/ye
a No

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

i. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

550-4 (Revised 1/93)



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

1. DEPARTMENT/AGENCY

D E P A R T M E N T OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

2. DIVISION ..

AGENCY RECORDS INVENTORY

/

Paqe ^ ^ Of ' < ^ )

3. UNIT

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

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

6. RECORD SERIES DESCRIPTION ( Briefly describe the sypes of information/documents/forms found in the Series. Include the purpose or function of ;he Series;

7. RECORD SERIES FORMAT(S)

o Letter Size a Microfilm

a Legal Size a Computer Tape

D Bound Book o Floppy Disk

D Audio Tape Q Video Tape

0"Oiher (Specify) L*v/£C*J*9^>

11. FILE IS USED

a Daily o Weekly D Monthly

13. CURRENT LOCATIONS) (Bldg.. Floor, Room)

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

O Yes D No

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

a Yes a No

19. NAME AND TITLE OF PREPARER

8. RECORD SERIES SEQUENCE •

• Alphabetical

e^urnerical

D , Chronological

o Geographical

D Other (Specify'!

9. VOLUME ^ ^ ^
a i r i l e Orawer(s)
a Microfilm Reel ;sj

I a Computer Tape ;s.i .
^ J . C Other (Specify)

' Number ^ ^ V / ^

10. ANNUAL ACCUMULATION
a File Drawer {s;
c Microfilm Reel (si.
a Computer Taoe{s)
a Other i'SDecifv)

Number

12. FILE BECOMES INACTIVE AFTER

a Month(s) • Yeans)

Number

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

a Yes • • 3 No

• * • * *

16. AUDIT REQUIREMENTS

a None a Slate • Federal a Independent

18. RECOMMENDED RETENTION / ) JL—s-p

20. TELEPHONE NUMBER 21. DATE

.S 550-4 (Revised 1/93)



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
RECOROS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypss of information/cccumen!s/forms found in Ihe Series. Include the purpose or 'unciion or ;he Series;

7. RECORD SERIES FORMAT(S)

a Letter Size a Microfilm

a Legal Size • Computer Tape

n Bound Book o Floppy Disk

•• Audio Tape o Video Tape

8. RECORD SERIES SEQUENCE

D Alphabetical

a^Numerical

• Chronological

o Geographical

a Olher (Specify)

9. VOLUME
rile Orawer(s)

D Microfilm See! ;s.i
o Computer Tace [si
c Other (Spec:;y)

' Number

10. ANNUAL ACCUMULATION
a File 0 rawer (s)
D Microfilm Reel (si
D Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

• Daily ' • Weekly

12. FILE BECOMES INACTIVE AFTER

a Monthly a Month(s) • Year(s)

Number

13. CURRENT LOCATIONS) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency ;r office":

D Yes ; ' • NO

!5. ACCESS RESTRICTIONS (If yes. cite law(s) S regulalion(s)

a Yes ; . • No

16. AUDIT REQUIREMENTS

a None a State a Federal • Independent

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

18. RECOMMENDED I

a Yes o No

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

19. NAME AND TITLE OF PREPARER 20. TELEPHONE

550-4 (Revised 1/93)



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

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

RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page, Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/dccuments/forms found in the Series. Include the purpose or funciion of ;he Series;

/ ^ ^

7. RECORD^€R1ES FORMAT(S)

Letter Size a Microfilm

• Legal Size o Computer Tape

D Bound Book a Floppy DisK

a Audio Tape o Video Tape

D Other (Specify) •

8. RECORD SERIES SEQUENCE

•

a . Chronological

D Geographical

o Olher (Specify)

9. VOLUME
File Drawer(s)

O Microfilm Reel ;s)
a Computer TsDe ;3.l
• Other (Specify)

Number i *

10. ANNUAL ACCUMULATION
a File Drawer (sj
O Microfilm Reel (si
D Computer Taoe(s)
• Olher (Specify)

Number

11. FILE IS USED

'Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes : a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

o Yes : ._ a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

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

18. RECOMMENDED RET

O Yes_ a No

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

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

i S5O-4 (Revised 1/93)



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

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

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

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

d diDEFINITION - Records Series • A group of related records normally filed 2nd used is a unit for reference is well as retention and disposition purposes

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informauon/sccumenlsyforms found in the Series Include Ihe purpose or function of ;he Series

/

7. RECORD^RIES FORMAT(S)

Letter Size • Microfilm

• Legal Size o Computer Tape

a Bound Book o Floppy Disk

a AudiprTape ^ • Video Tape__

.zfOlher (Specify)4

8. RECORD SERIES SEQUENCE

• Alphabetical

Numerical

D Chronological

G Geographical

a Other (Specify).

9. VOLUME
File Orawer(s)

• Microfilm See! ;Si
o Computer Tace -si
• Other (SpsK'y)

Number

10. ANNUAL ACCUMULATION
a File Drawer is;
D Microfilm Reel (si
a Computer Taoefsj
o Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

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

Number

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

o Yes • o No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 8 regulation(s)

o Yes ; ,_ • No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

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

18. RECOMMENDED F

D Yes a No

Retain for 3 years and until
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
REVISEO RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

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

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 2079*

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( 8riefly describe Ihe types of inforrnalion/Cocuments/forrr.s found in the Series Include the purpose or function of ;he Series:

7. RECORD^eRIES FORMAT(S)

a^Letler Size D Microfilm

n Legal Size o Computer Tape

o Bound Book D Floppy Disk

Q Audiojspe . D Video Tape

(Specify).

8. RECORD SERIES SEQUENCE

D Alphabetical^

Jumerical

Q Chronological

• Geographical

D Other (Specify),

9. VOLUME
riis Drawer(s)

o Microfilm Reel jsi
a Computer Taoe -si
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer (s;
c Microfilm Reel (si
• Computer Tsoefs)
a Other (Specify)

Number

11. FILE IS USE

Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly • Monthly a Monlh(s) a Year(s)
Number

CURRENT LOCATIONS) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or office')

a Yes • a No

!5. ACCESS RESTRICTIONS (If yes. cite la«(s) S regulation(s)

a Yes : . D No

16. AUDIT REQUIREMENTS

a None a Slate a Federal • Independent

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

18. RECOMMENOED RETE

a Yes_ a No

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

!9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

5SM (Revised 1/S3)



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

D E P A R T M E N T OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

Page.

1. DEPARTMENT/AGENCY 2. DIVISION

^

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

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

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cccumen!s/forms found in Ihe Series. Include ihe purpose or function of 'he Series

7. RECORD'SERIES FORMAT(S)

a Legal Size

D Bound Book

D Audio Tape

a Other (Specify)

a Microfilm

a Computer Tape

o Floppy Disk

Q Video Tape

8. RECORD SERIES SEQUENCE

c Alph

H^Numerical

o Chronological

o Geographical

a Other (Specify) _

9. VOLUME
n File 9rswer(s)
a Microfilm See! ;s)
o Computer Taoe ;s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer is)
o Microfilm Reel (s)

' a Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS U^E

a^Dai ly

12. FILE BECOMES INACTIVE AFTER

n Weekly D Monthly a Monih(s) G Year(s)
Number

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

a Yes • a No

!5. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

D Yes : o No

16. AUDIT REQUIREMENTS

a None a Slate • Federal a Independent

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

18. RECOMMENDE

a Yes_ a No

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

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NL

. 55W (Revised 1/93)



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

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. o<

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cocumenls/forms found in the Series. Include the purpose or 'unction of ihe Series;

7. RECORD SERIES FORMAT(S)

<0"-Cetter Size • Microfilm

D Legal Size D Computer Tape

D Bound Book • Floppy Disk

a Audio Tape a Video Tape

• Other (Specify)

8. RECORD SERIES SEQUENCE

alphabetical

a Numerical

o . Chronological

c Geographical

D Other (Specify)

9. VOLUME
Pile Orawer(s)

D Microfilm Rse! {s.;

a Computer Taoe ;3j

c Other (Specify)

1 Number

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

Number

11. FILE IS USED

Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly o Monthly a Month(s) C Year(s)

Number

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

a Yes • • No

!5. ACCESS RESTRICTIONS (If yes. cite law(s) S regulalion(s)

o Yes ; ._ D No

16. AUDIT REQUIREMENTS

o None a Slate a Federal a Independent

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

18. RECOMMENDED RETENTION

• Yes • No 3

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

_ •

21. DATE

550-4 (Revised V93)



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

D E P A R T M E N T O F GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

Page Of

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

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

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

/^^ro

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/Cocuments/forms found in Ihe Series. Include the purpose or function o: ihe Series;

7. RECORD S^«fES FORMAT(S)

'letter Size . o Microfilm

a Legal Size a Computer Tape

D Bound-Book o Floppy Disk

a Audio Tape D Video Tape

• Other (Specify)

8. RECORD SERIESS^firtf

ja*'Alpnabe!ic3l

D Numerical

o Chronological

D Geographical

D Other (Specify)

NCE 9. VOLUME
rile Drawer(s)

a Microfilm Reel ;'s)
o Computer TaDe ;s)
• Other (Specify)

' Number

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

Number

11. FILE IS US

Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly D Monthly D Month(s) c Year(s)
Number

13. CURRENT LOCATION(S) (Bldg.. Floor, 500m) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes • ' a No

15. ACCESS RESTRICTIONS (If yes, cite law's) S regulation(s)

a Yes ._ a No

16. AUDIT REQUIREMENTS

a None • . State a Federal a Independent

I7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETE

o Yes • No
Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

. 55<W (Revised 1/93)



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

j SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

Page Of

3. UNIT

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

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

6. RECORD SERIES DESCRIPTION ( Briefly describe the iypes of information/cccumenls/forms found in (he Series. Include the purccse or 'unction of the Series;

7. RECORD SERIES FORMAT(S)

o Letter Size • Microfilm

n Legal Size O Computer Tape

• Bound Book o Floppy Disk

o Audio Tape ^ a Video Tape

finer (Specify) t

8. RECORD SERIES SEQUENCE

a Alphabetical

•e-Wumerical

a Chronological

• Geographical

D Other (Specify)

9. VOLUME
D File Orawer(s)
a Microfilm Reel ;s)
a Computer Taoe is)

Number

10. ANNUAL ACCUMULATION
o File Drawer (s)
o Microfilm Reel (s)
a Computer TaDe(s)
a Other (Specify)

Number

11. FILE IS USED

Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

D Yes : a No

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

o Yes ._ a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RE

a Yes_ a No
Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy

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

i 5SM (Revised 1793)



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

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

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

DEFINITION • Records Slries • A group ofgroup of related records normally filed and used as a unit for reference as well as retenbon and disposibon purposes.

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

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/cocumenis/forms found in Ihe Series. Induce Ihe purpose or function of ihe Series:

7. RECORD SERl£8-fORMAT(S)

LellerSize a Microfilm

D Legal Size a Computer Tape

•B-"Bound Book o Floppy Disk

a Audio Tape o Video Tape

n Other (Specify)

8. RECORD SERIES SEQUENCE

Ciphabetical

D Numerical

D Chronological

• Geographical

a Other (Specify).

rileOrawer(s)
o Microfilm Reel (si
o Computer Taoe -s!

' c Other (Specify)

Number

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

Number

11. FILE IS USED

Daily

12. FILE BECOMES INACTIVE AFTER

n Weekly a Monlhlv a Month(s) • Year(s)

Number

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

a Yes • o No

:5. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulalion(s)

a Yes ; . D No

16. AUDIT REQUIREMENTS

a None a Slate • Federal a Independent

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

18. RECOMMENDED RETENTION

• Yes_ o No

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

550-4 (Revised V93)



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

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

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

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - ^r^jroup of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

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

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/cccuments/forms found in the Series Induce ihe purpose or funclion o: ;he Series;

7. RECORD SEFJIES FORMAT(S)

Letter Size a Microfilm

a Legal Size • Computer Tape

D Bound Book o Floppy Disk

D Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

D Numerical

O Chronological

a Geographical

o Other (Specify)

9. VOLUME
rile Qrawer(s)

a Microfilm Reel ;s;
a Computer Tace Jsi
• Other (Specify)

Number

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

Number

11. FILE IS USED..

"Daily

12. FILE BECOMES INACTIVE AFTER

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

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

a Yes : a No

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

• Yes ; . • No

16. AUDIT REQUIREMENTS

a None a Slate • Federal a Independent

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

18. RECOMMENDED RETEN

O Yes_ a No

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

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

i S50-4 (Revised V93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATF FORM FOR FACH 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. MARYLANO 20794

AGENCY RECORDS INVENTORY

Pane ~ ^ ~ Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

4. RECORD SERIES TITLE

6. RECORD SERIES DESCRIPTION ( Briefly describe !he types of information/Cocumefi's/fcrms found in Ihe Series. Include Ihe purpose or function of ;he Series.:

7. RECORD SERJJ

Letter Size

• Legal Size

D Bound Book

D Audio Tape

a Other (Specify).

RMAT(S)

D Microfilm

o Computer Tape

n Floppy Disk

a Video Tape

8. RECORD SERIES SEQUENCE

o Alphabetical

a—WGrnerical

D. Chronological

a Geographical

Q Other (SDecifvi

9. VOLUME

• Number

riieOrawer(s)
a Microfilm Reel (si
a Computer Taoe ;'s)
c Other (Specify)

10. ANNUAL ACCUMULATION
D file Drawer (s)
D Microfilm Reel (si
D Computer Taoefsi
a Other 'Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly o 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 i f office)

o Yes G No

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

D Yes • No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

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

18. RECOMMENDEO RETENTION

• Yes a No
Permanent. Transfer periodically
to the Maryland Archices.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

5SM (Revised 1/93)



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

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

7275 WATERLOO ROAO
P.O. SOX 275 - JESSUP. MARYLANO 20794

AGENCY RECOROS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/aocuments/fofms found in the Series. Include the purpose or function of ;he Series:

7. RECORD SERIES FORMAT(S)

D Letter Size o Microfilm

• Legal Size o Computer Tape

B--B5und Book n Floppy Disk

o Audio Tape a Video Tape

a Olher (Specify)

8. RECORD SERIES SEQUENCE

• Alphabetical

jmerical

D Chronological

o Geographical

a Other (Specify).

y

9. VOLUME
TleOrawer(s)

a Microfilm Reel (si
a Computer TaDe is)
o Other (Specify)

' Number

10. ANNUAL ACCUMULATION
D File Orawer (sj
a Microfilm Reel (si
a Computer Tsoe(s)
a Olher {Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly a Monlhlv a Month(s) • Year(s)

Number

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

a Yes : a No

!5. ACCESS RESTRICTIONS (If yes. cile law(s) S regulation(s)

a Yes ,_ a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

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

18. RECOMMENDED RETENTION

a Yes_ • No
Permanent. Transfer periodically
to the Maryland Archices.

!9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

550-4 (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 ROAO
P.O. BOX 275 - JESSUP. MARYLAND 207M

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cccumentsVforms found in the Series. Include the purpose or function of me Series;

/

7. RECORD SERLE8^0RMAT(S)

Teller Size D Microfilm

• Legal Size • Computer Tape

• Bound Book D Floppy Disk

• Audio Tape o Video Tapa

D Other (Specify)

8. RECORD SERIES SEQUENCE

• Alphabetical

Jumerical

• . Chronological

D Geographical

a Other (Specify).

9. VOLUME
rile Drawer(s)

a Microfilm Res! is;
a Computer Taoe isi
c Other (Specify)

Number

10. ANNUAL ACCUMULATION
• File Drawer {si

a Microfilm Reel (si
• Computer Tarje(s)
a Other (Specify)

Number

11. FILE IS USED

• Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

13. CURRENT LOCATIONS) (Bldg. Floor Room)/- 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency v office

o Yes - a No

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

• Yes ; . D No

16. AUDIT REQUIREMENTS

o None D Stale a Federal a Independent

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

18. RECOMMENDED RETENTION

a Yes_ a No

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

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

.3 5504 (Revised V93)



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

D E P A R T M E N T OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY RECOROS INVENTORY

Page. Of

1. OEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

4. RECORD SERIES TITLE

3ERI

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the iypes of information/cccumenls/fomis found in ihe Series. Include the purpose or function oj the Series.;

RECORD SERIES-FORMAT(S)

Cetter Size • Microfilm

a Legal Size G Computer Tape

Bound Book • Floppy Disk

D Audio Tape 0 Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

-s—Wurfierical

o . Chronological

Q Geographical

a Other (Specify)

9. VOLUME _
ile Orawer(s)

a Microfilm See! jsj
a Computer Tape ;3.i

Z? c Other (Specify)

Number ^ 3 - v /~Z

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

Number

12. FILE BECOMES INACTIVE AFTER

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

Number

3. CURRENT LOCATIONS) (Bldg., Floor, Room

f ^
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency zi cfficai

o Yes • a No

5. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

Q Yes ._ a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

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

18. RECOMMENDED RETENTION

a Yes 0 No

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

j . NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARO WITH RECOROS RETENTION

SCHEOULE (DGS 550-1)

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

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROA0
P.O. BOX 275 • JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. '7 o>

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

6. RECORD SERIES DESCRIPTION ( Briefly desaibe Ihe lypes of information/Cccuments/forms found in Ihe Series Induce ihe purpose or function of ihe Series.:

7. RECORD SEjJl«"FORMAT(S)

c3 Letter Size Q Microfilm

a Legal S i ze^ - - - ^ a Compuler Tape

a b o u n d Book n Floppy Disk

a Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

D Alphabetical

O—fJumefical

D. Chronological

a Geographical

D Other (Specify)

9. VOLUME
rile Qrawer(s)

D Microfilm See! ;sj
o Computer Taoe (si
c Other (Specify)

• Number

10. ANNUAL ACCUMULATION
D File Drawer is;
c Microfilm Reel (s).
a Compuler Tsoefs)
a Other (Specify)

Number

11. FILE IS USED

. a Daily

12. FILE BECOMES INACTIVE AFTER

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

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

"bf/pr/A-
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency v office:

a Yes : a No

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

• Yes : ;_ D No

16. AUDIT REQUIREMENTS

o None a Slate a Federal a Independent

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

18. RECOMMENDED RETENTION

a Yes. a No
Permanent. Transfer periodically
to the Maryland Archices.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

550-4 (Revised V93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Se/fes - 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

nformation/acc6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/accumems/forms fcund in the Series. Include the purpose or function of the Series;

7. RECORD SERtES FORMAT(S)

Tetter Size • a Microfilm

a Legal Size o Computer Tape

a Bound Book • o Floppy Disk

a Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIES SF,

Mphabeticsi

a Numerical

a Chronological

• Geographicai

• Other (Specify).

9. VOLUME
rile Qrawer(s)

a Microfilm See! is;
a Computer Taoe (si
a Other (Specify)

Number

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

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

"Weekly o Monthly a Month(s) c Year(s)
Number

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

a Yes • No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

D Yes • No

16. AUDIT REQUIREMENTS

D None a Slate o Federal a Independent

17. IS AN INDEX SYSTEM USED7 (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

Q Yes_ a No

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

3 550-4 (Revised 1/93)



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

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

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

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/accuments/forms found in the Series. Induce the purpose or function :f :he Series;

7. RECORD SEJUffS FORMAT(S)

Letter Size a Microfilm

n Legal S i z e ^ . ^ • Computer Tape

,0 ' i iound Book o Floppy Disk

• Audio Tape D Video Taps

a Other (Specify)

8. RECORD SERIES SEQUENCE

D Alphabetical

Jumerical

o 1 Chronological

• Geographical

n Other (Specify) ,

9. VOLUME
rile Orawer(s)

a Microfilm See! (s)
• Computer Taoe [s)
c Otner (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
Q Microfilm Reel (si
a Computer Tarje(s)
• Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

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

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

a Yes n No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulaticn(s)

D Yes D No

16. AUDIT REQUIREMENTS

a None a State a Federal a Independent

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

18. RECOMMENDED

o Yes • No

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

550-4 (Revised 1/93)



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

D E P A R T M E N T OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

Page .Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of inforrnation/documents/fcrms found in the Series. Include the purpose or 'unction or :ne Series;

7. RECORD SERIES FORMAT(S)

Q Letter Size a Microfilm

o Legal Size n Computer Tape

c Bound 8ook n Floppy Disk

a Audio Tape o Video Taps

B<JlheT(Specify)

8. RECORD SERIES SEQUENCE

Jphabeticai

jmerical

a Chronological

• Geographical

a Other (Specify)

9. VOLUME
n -:ie Orawer(s)
a Microfilm_Sesl (
a CojjieflTer TaDe ;3L<7 /

Number

10. ANNUAL ACCUMULATION
D Pile Drawer (s)
o Microfilm Reel (s)
• Computer TaDe(s)
n other (Specify)

Number

11. FILE IS USED

a Daily

2. FILE BECOMES INACTIVE AFTER

Weekly D Monthlv a Month(s) c Year(s)

Number

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

"* VPZ>/—

14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or cfficei

o Yes ; G No

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

a Yes a No

16. AUDIT REQUIREMENTS

D None a State Q Federal a Independent

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

18. RECOMMENDED RETENi

a Yes_ • No.

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

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 1.1. tsm k.

:S 550-4 (Revised 1/93)



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

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

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of TL
i 1. DEPARTMENT/AGENCY 2. DIVISION

Sefie

3. UNIT

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

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

ECjBR6. RECjeRD SERIES DESCRIPTION ( Briefly describe the lypes of information/cocuments/fo'ms found in Ihe Series. Include ihe ourpose or function of the Series;

/ / ' * /

7. RECORD SERIES FORMAT(S)

a Letter Size a Microfilm

a Legal Size a Computer Tape

D Bound Book a Floppy Disk

D AudioTĵ pe ^ o Video '

)ther (Specify),

8. RECORD SERIES SEQUENCE

D Alphabetic^

Jumerical

D. Chronological

D Geographical

D Other (Specify).

9. VOLUME

• File Orawer(s)

a Microfilm See! (si

D Computer Taoe -a

a—SffleT (Specfy)^C

' Number

10. ANNUAL ACCUMULATION

a File Drawer ,s;

n Microfilm Reel (si

a Computer Tsoe(s)

• Other (Specify)

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Monlh(s) c Year(s)

Number

13. CURRENT LOCATION'S) (Bldg.,' Floor, Roorn 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency st office1!

a Yes : a No

15. ACCESS RESTRICTIONS (If yes. cite tew(s) S regulation(s)

a Yes ; ._ o No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

17. IS AN INOEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

18. RECOMMENDED RETENT

D Yes_ a No

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

19. 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 RECORO SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

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

RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

6. RECdR6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/documents/forms found in Ihe Series. Include Ihe purpose or function c; me Series;

7. RECORDSfiftfES FORMAT(S)

a^Lelter Size a Microfilm

D Legal Size a Computer Tape

• Bound Book a Floppy Disk

a Audio Tape a Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

a Chronological

a Geographical

o Other (Specify)

9. VOLUME

File Drawer(s)

a Microfilm Reel (sj

a Computer Taos is)
• Other (Specify)

• Number

10. ANNUAL ACCUMULATION
a File Drawer (sj
c Microfilm Reel (si
a Computer Taoe(s)
a Other {Specify)'

Number

12. FILE BECOMES INACTIVE AFTER

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

Number

3. CURRENT LOCATION(S) (Bkfg., Floor, Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency v office)

a Yes • o No

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

• Yes . D No

16. AUDIT REQUIREMENTS

o None a Slate a Federal a Independent

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

18. RECOMMENDED RETENTION

O Yes • No

:9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMB 21. DATE

55CM (Revised 1/93)



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

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

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

AGENCY RECORDS INVENTORY

Page, Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly desaibe Ihe types of information/dccuments/forms found in Ihe Series Indude Ihe purpose or function of ;hs Series;

y
y\

7. RECORD SEgJCS FORMAT(S)

Letter Size a Microfilm

a Legal Size o Computer Tape

D Bound Book a Floppy Disk

• Audio Tape a Video Tape

D Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

Jufnerical

O. Chronological

• Geographical

D Other (Specify).

9. VOLUME
rife Orawer(s)

a Microfilm Res! (sj
a Computer Tape [s)
c Other (Spec:;/)

• Number

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

Number

12. FILE BECOMES INACTIVE AFTER

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

Number

13. CURRENT LQCATION(S) (Bldg., Floor 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency v cfficsi

• Yes ; a No

\5. ACCESS RESTRICTIONS (If yes. cile law(s) 8 regulation(s)

a Yes : ,_ D No

16. AUDIT REQUIREMENTS

• None a Slate o Federal a Independent

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

18. RECOMMENDED RETENTION

a Yes a No

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

;9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 - JESSUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe typesofjf^rmalion/documents/forms found in Ihe Series Include the Durpose or 'unction of ;he Series.:

7. RECORD SERIES FORMAT(S)

Letter Size a Microfilm

• Legal Size D Computer Tape

D Bound Book o Floppy Disk

• Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

n

D . Chronological

o Geographical

• Other (Specify)

9. VOLUME

ik

•ile Drawer(s)
• Microfilm Reel jsj
o Computer Taoe is)
c Other (Specify)

' Number

10. ANNUAL ACCUMULATION
• File Drawer (s)
c Microfilm Reei (si
• . Computer Taoe(s)
D Other (Specify)

Number

',1. FILE IS USED

"Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

3. CURRENT LOCATION(S) (Bldg., Floor, RoomJ 14. IS RECORO SERIES DUPLICATED ELSEWHERE? (If yes. specify agency cr office)

o Yes • u No

"5. ACCESS RESTRICTIONS (If yes, cite law(s) S regulation(s)

o Yes ; . a No

16. AUDIT REQUIREMENTS

o None a Stale Q Federal a Independent

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

18. RECOMMENDED RETENTION

a Yes_ • No

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

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

550-4 (Revised 1/93)



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

1. OEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLANO 20794

2. DIVISION

AGENCY RECORDS INVENTORY

Paae ^ Of _ V

3. UNIT

DEFINITION - Records/Teries - 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

• A

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/accuments/forms found in the Series. Include the purpose or function c; ;he Series:

7. RECORD S£fitCSFORMAT(S)

o ' te l te r Size a Microfilm

a Legal Size a Computer Tape

D Bound Book o Floppy Disk

a Audio Tape a Video Tape

a Other (Specify)

11. FILE IS U S E p ^ - ^

p^Dai ly • Weekfy • Monthly

13. CURRENT LOCATION^) (Bldg, Floor, Room) /

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

a Yes • No

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

a Yes a No

•9. NAME AND TITLE OF PREPARER

8. RECORD SERIES SEQUENCE •

c Alphabetical^^

o-fJumerica!

a Chronological

o Geographical

• Other (SDecifv)

9. VOLUME ^ ^ * ^ ^
a"""riie Drawer!s)
a Microfilm Reel jsj

, a Cotnouter Taoe -si .
/ / , _ _ , C Other (SDeesv)

/ ^ ~ / , rz=
Number C- - - ' ^ ' / ,

10. ANNUAL ACCUMULATION
a File Drawer ;s)
o Microfilm Reei (si
D Computer Taoe(s)
a Other /SDecifv)

Number

12. FILE BECOMES INACTIVE AFTER

a Month(s) C Yeans)
Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency cr office!

• Yes • a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

18. RECOMMENDEO RETENTION Q^J^yj

20. TELEPHONE NUMBER 21. DATE

: 55(M (Revised V93)



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.

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as w e l l « retention and disposition purposes.

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

ION( -zf
6. RECORD SERIES DESCRIPTION( Briefly describe the types of infdfmation/Cccuments/forms found in (he Series Include the purpose or funciion of ;foe Series;

fl L

7. RECORDS£R|ES FORMAT(S)

Letter Size D Microfilm

• Legal Size o Computer Tape

a Bound Book o Floppy Disk

a Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

D Alphabetical

Jumerical

a . Chronological

o Geographical

D Other (Specify).

9. VOLUME
rile Orawer(s)

D Microfilm Reel ;'s)
D Computer Taoe ;s)
c Other (Speafy) .

' Number

10. ANNUAL ACCUMULATION
a File Drawer is;
• Microfilm Reei (si
Q Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

!3. CURRENT LOCATIONS) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or cfficei

a Yes : ' a No

!5. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulalion(s)

a Yes ; . a No

16. AUDIT REQUIREMENTS

o None a Slate a Federal a Independent

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

18. RECOMMENDED RETENTION

a Yes a No

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

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

550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORO SERIES. FORWARO WITH RECORDS RETENTION

SCHEOULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROA0
P.O BOX 275 - JESSUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

TTt ?=*7
Paae / Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

Series - A group ofDEFINITION - Records group of related records normally filed and used is a unit for reference as well « retention and disposition purposesZ
4. RECORD SERIES TITLE

6. RECORO SERIES DESCRIPTION { Briefly describe the types of information/cccumenSs/forms found in (he Series. Include the purpose or function of ;hs Series:

7. RECORD SERIES FORMAT(S)

o Letter Size o Microfilm

• Legal Size o Computer Tape

n Bound Book Q Floppy Disk

a Audio Tape _ D Video Tape

a-(3lheT(SDecifv) / /

8. RECORD SERIES SEQUENCE

D Alphabetical

• Chronological

n Geographical

D Other (SDecifv)

j

9. VOLUME
D File Drawer(s|
a Microfilm Reel ;si
a Corriputer_l£2e (si

(Snec:;v)

10. ANNUAL ACCUMULATION
a File Drawer is;
• Microfilm Reel (si
a Computer TsDe(s)
D Other i'Soecifv)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency ;r office

a Yes a No

•S. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

D Yes Q No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

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

18. RECOMMENDED RETENTIOI

a Yes o No

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

3. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

5SW (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 RECOROS INVENTORY

Paqe Of

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

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

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

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of informalion/Cocumenlyforms found in Ihe Series. Include Ihe purpose or function of ihe Series:

7. RECORD SERIES FORMAT(S)

•a^Letter Size o Microfilm

D Legal Size n Computer Tape

D Bound Book o Floppy Disk

a Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIES__§£QUENCE

Alphabetical

D Numerical

Q Chronological

o Geographical

a Other (Specifvi

9. VOLUME

j

rile Orawer(s)
a Microfilm Ree! ;sj
a Computer Tace ;'s)
c Other fSpecifv)

Number

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

Number

11. FILE IS USED

0 Daily '

12. FILE BECOMES INACTIVE AFTER

n Weekly o Monlhly a Month(s) c Year(s)

Number.

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

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

O Yes o No

16. AUDIT REQUIREMENTS

a None a Slate • Federal o Independent

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

18. RECOMMENDED RETENTION

a Yes a No

!9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORO SERIES. FORWARO WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O SOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

6. RECORD SERIES DESCRIPTION ( 8riefly describe the types of information/cccumenis/forms found in Ihe Series. Include the curpose or 'unction of ;he Series.

/

7. RECORD SEiH€S FORMAT(S)

a^lel ler Size o Microfilm

D Legal Size a Computer Tape

Q Bound Book • Floppy Disk

o Audio Tape D Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

c Alphabet ica l

B^Numerical

D Chronological

• Geographical

D Other (Specify)

9. VOLUME
rile Drawer(s)

• Microfilm Reel is}
• Computer Taos (si
c Other (Specify)

' Number

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

Number

11. FILE IS USE

Daily

12. FILE BECOMES INACTIVE AFTER

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

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

Q Yes • o No

5. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

D Yes ; . • No

16. AUDIT REQUIREMENTS

• None D Slate a Federal a Independent

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

18. RECOMMENDED

a Yes a No

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

3. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUM

550-4 (Revised 1/93)



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

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

RECOROS MANAGEMENT DIVISION

727S WATERLOO ROAO
P.O. BOX 275 • JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION

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

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

6. RECORD SERIES OESCRIPITON ( Briefly describe Ihe types of infofmation/dccumenis/fcrms found in Ihe Series. Include the purpose or function of the Series:

^

7. RECORD S£BKS FORMAT(S)

outfitter Size a Microfilm

• Legal Size • Computer Tape

D Bound Book D Floppy Disk

a Audio Tape a Video Tape

a Olher (Specify)

8. RECORD SERIES SEQUENCE

flphabelical

o Numerical

D . Chronological

o Geographical

D Olher (Specify).

9. VOLUME

rile Orawer(s)

• Microfilm See! is)

a Computer Taoe -si

G Other (Specify)

Number

10. ANNUAL ACCUMULATION

a File Drawer (sj

c Microfilm Reei (si

a Computer Taoeisi

o Olher (Specify)

Number

11. FILE IS USED

a Daily Q Weekly

12. FILE BECOMES INACTIVE AFTER

G Monthly D Monlh(s) c Year(s)

Number

13. CURRENT LOCATIONS) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency ;r office)

o Yes • n No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulalion(s)

a Yes ; , _ a No

16. AUDIT REQUIREMENTS

a None a Slate • Federal a independent

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

describe any hardware/software)

18. RECOMMENDED RETENTIC

D Yes_ O No

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

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

3S 550-4 (Revised 1/93)



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

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

7275 WATERLOO ROAO
P.O BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypss of information/flccuments/forms found in !he Series. Induce the purpose or Junction of the Series:

7. RECORD SERIES FORMAT(S)

a Leller Size o Microfilm

a Legal Size a Computer Tape

D Bound 8ook • Floppy Disk

a Audio Tapg^ a Video Tape

8. RECORD SERIES SEQUENCE

a Alphabetical

lumerical

• Chronological

o Geographical

D Other (Specify) .

9. VOLUME
pile 0rawer)s]

a Microfilm See! ;sj
a Computer Tace jsi
c Other (Specify)

Number

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

Number

11. FILE IS USED,

Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes : a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

a Yes ; D No

16. AUDIT REQUIREMENTS

D None • State o Federal D Independent

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

18. RECOMMENDED RETENTION

a Yes_ a No

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

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

=
5 550-4 (Revised 1/93)



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

D E P A R T M E N T OF G E N E R A L SERVICES
RECOROS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

5. EARLIEST YEAR I LATETEST YEAR

6. /RE<CORD SERIES DESCRIPTION ( Briefly describe the types of information/Cccuments/forms found in the Series Include the purpose or function or ;he Series;

j

7. RECORD SERIES FORMAT(S)

o Letter Size a Microfilm

a Legal Size • Computer Tape

o Bound Book a Floppy Disk

a Audio Tape r o Video Tape

a-tJfher (Specify).

8. RECORD SERIES SEQUENCE

a Alphabetical

o Chronological

a Geographical

a Other (Specify).

9. VOLUME

>L
fl5"Orawer(s)

O Microfilm Ree! ;S.;
a Computer Tace is)
c Other (Specify)

' Number

10. ANNUAL ACCUMULATION
a File Drawer is;
a Microfilm Reel (si
o Computer Tsoe(s)
D Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

D Weekfy o Monthlv a Month(s) c Year(s)

Number

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

a Yes ; a No

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

o Yes ; . D No

16. AUDIT REQUIREMENTS

• None a Slate a Federal a Independent

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

describe any hardware/software)
18. RECOMMENDED RE:

a Yes a No

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

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

;S 550-4 (Revised V93)



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. MARYLANO 20794

AGENCY RECORDS INVENTORY

J

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

6. RECORD SERIES DESCRIPTION ( Brieny describe Ihe lypes of information/docy(<(enls/forms fc-iund in Ihe Series. Include the purpose or function of ;he Series:

7. RECORDJfiflES FORMAT(S)

-ef^Leller Size a Microfilm

o Legal Size O Computer Tape

D Bound Book o Floppy Disk

o Audio Tape D Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

D Numerical

D Chronological

• Geogra

9. VOLUME
"Hie Orawer(s)

• Microfilm See! {si
a Compuler Tape -si
• Other (Specify)

' Number

10. ANNUAL ACCUMULATION
a File Orawer (s;
G Microfilm Reel is)
a Computer Taoe(s)
a Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

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

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

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

a Yes : a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

• Yes ; ,_ a No

16. AUDIT REQUIREMENTS

a None a Stale a Federal a Independent

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

18. RECOMMENDED RETENl

a Yes • No

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

19. 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 RECORO SERIES. FORWARO WITH RECORDS RETENTION

SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION

DEFINITION - Records SerjpS - 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

ERI6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/cccuments/forms found in Ihe Series Include the purpose or function of ihe Series:

7. RECORD SERIES FORMAT(S)

o Letter Size a Microfilm

• Legal Size D Computer Tape

D Bound Book o Floppy Disk

a Audio Tape^- ^ o Video Tape

Jfher (Specify).

8. RECORD SERIES SEQUENCE

o Alphabetical

a Numerical

D . Chronological

' • Geographical

Jther (Specify)

9. VOLUME
D rile Drawer(s)
D Microfilm See! ;'s; /
a Cornouifit-FaSe \-i\a J

Number

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

Number

12. FILE BECOMES INACTIVE AFTER

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

Number

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

tyJ
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office':

D Yes : a No

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

• Yes ; . D No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

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

18. RECOMMENDED RETENTIO

a Yes. • No

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

'9 . NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECOROS RETENTION
SCHEOULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROA0
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION _

DEFINITION - Records Se/fes - 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

z/c6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/documents/forms found in the Series. Include the purpose or function of ;he Series.:

7. RECORD SERIES FORMAT(S)

o Letler Size o Microfilm

a Legal Size a Computer Tape

D Bound Book • Floppy Disk

a Audio Tags . o Video Tape

Ither (Specify).

8. RECORD SERIES SEQUENCE

a Alphabetical

lumerical

a Chronological

• Geographical

a Other (Specify).

-We

9. VOLUME
Hie Drawer(S|

a Microfilm See! ;'sj
D Computer Tase ;si
c Other (Soscsy)

Number

10. ANNUAL ACCUMULATION
a File 0 rawer is;
n Microfilm Reel (s)
a Computer Taoefs)
a Other {Specify)

Number

11. FILE IS USED,.

Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly G Monthly D Monlh(s) O Year(s)
Number

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

a Yes • . D No

15. ACCESS RESTRICTIONS (If yes, cite tew(s) 8 regulation(s)

a Yes . a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

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

18. RECOMMENDED RF

a Yes • No

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

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBE

; 5SM (Revised 1/93)



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

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

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

AGENCY RECORDS INVENTORY

Page. :z Of

1. DEPARTMENT/AGENCY 2. DIVISION

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

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

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/dccumeffis/forms found in the Series. Include the purpose or function of the Series;

7. RECORD SERIES FORMAT(S)

o Letter Size a Microfilm

a Legal Size o Computer Tape

o Bound 8ook a Floppy Disk

a Audio^Bpe ^7 o Video Taps

• (Specify) -

8. RECORD SERIES SEQUENCE

• AlphabelicgL-—""

a^Nurnerical

D Chronological

D Geographical

D Other (Specify)

9. VOLUME
• File Orawer(s)
a MicrofilmSee! ;sj
• GpfSuter face ;s

Other (Specify)

Number

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

Number

11. FILE IS USED

D Daily a Weekly

12. FILE BECOMES INACTIVE AFTER

o Monthly a Month(s) a Year(s)

Number

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

a Yes • No

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

a Yes ; . a No

16. AUDIT REQUIREMENTS

a None a State a Federal a Independent

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

18. RECOMMENDED RETEN1

a Yes_ • No

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

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

< 550-4 (Revised V93)



INSTRUCTIONS - TYPE OR PRINT A SP.PARATF FORM FOR FACH NFW

REVISED RECORO SERIES. FORWARO WITH RECORDS RETENTION

SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
R6COR0S MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

Paae Of

'

1. DEPARTMENT/AGENCY , 2. DIVISION

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

4. RECORD SERIES TITLE

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of infomation/cocuments/forms found in the Series Include the purpose or function of "he Series;

7. RECORD SERIES FORMAT(S)

D Letter Size a Microfilm

a Legal Size Q Computer T2pe

D Bound Book a Floppy Disk

• Audio Tjpe' a Video Tape

(Soecifv)

8. RECORD SERIES SEQUENCE

a Alphabetic^-'''

p^Numerical

o Chronological

G Geographical

• Other (SDecifvi

9. VOLUME
• File Orawer(s)

D Microfilmgss! ;'sj ^_ t

{& J

Number

10. ANNUAL ACCUMULATION
a File Drawer i'sj
a Microfilm Reei (sj.
a Computer Taoe(s)
a Olher (Specifv)

Number

11. FILEISUS

Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

D Yes a No

5. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

a Yes • No

16. AUDIT REQUIREMENTS

D None a Slate D Federal • Independent

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

18. RECOMMENDED RETEN

a Yes o No

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

i. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

550-4 (Revised 1/93)



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

6. RECORD SERIES DESCRIPTION ( Briefly describe tbe*1ypes of informalion/documents/fcrms found in the Series Include the purpose or function of ;he Series;

,

J
j

7. RECORD SERIES FORMAT(S)

a Letter Size a Microfilm

a Legal Size o Computer Tape

• Bound Book o Floppy Disk

• Audio T a p e ^ - ^ . D Video Tape

«r6ther (Specify) <

RECORD SERIES SEQUENCE

a Alphabetical

B""flumerical

D. Chronological

• Geographical

a Other (Specify)

9. VOLUME
nle Orawer(s)

• Microfilm Reel ;s)
Q Computer Taoe i'3)
c Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (sj
• Microfilm Reei (si
a Computer Taoefs)
o Other (Specify)

Number

11. FILE IS USED

Daily

12. FILE BECOMES INACTIVE AFTER

n Weekly D Monthly D Month(s) c Year(s)

Number

!3. CURRENT LOCATION'S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency cr office)

D Yes • a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

o Yes ; . a No

16. AUDIT REQUIREMENTS

o None a Slate a Federal o independent

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

18. RECOMMENDED RETENT

a Yes_ a No

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

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

55<W (Revised 1/93)


