OCEAN CITY SCHEDULE NO. /’17 ZA

FINANCE DEPARTMENT

RECORDS RETENTION AND DISPOSAL SCHEDULE ' PAGE 1 OF 1@
Agency ‘ " Division/Unit
Town of Ocean City Public Works Administration
ITEM
NO DESCRIPTION RETENTION
1 Vendor File: Retain for 3 years and until all audit
. Contains purchase orders; invoices; requirements have been fulfilled, then destroy.

correspondence; hand written notes.

2 Miscellaneous Files: . Retain for 3 years, screen annually, they
Contains bid forms; safety meetings; destroy.
miscellaneous correspondence.

3 Work orders/work assignments. Retain for 3 years, then destroy.
4 Personnel Medical files. Retain for 3 years then destroy.
5 Payroll Reports. Retain for 3 years and until all audit
requirements have been fulfilled, then destroy.
6 Bid Books:
| Bid specifications for various Public Works Retain for 3 years and until all audit
Projects; Bid spread sheet; correspondence; requirements have been fulfilled, then destroy.

bidder’s list; bid information; bid brochures; etc.

Projects:
7 Contains correspondence; inspection reports; Retain for 3 years, screen annually, then
permits;’ construction contracts; purchase destroy.

orders; draft reports; proposals.
Specifications; drawings; construction reports;
progress meeting minutes; etc.

Miscellaneous subiject files:

8 Payroll records; sign sales; accident reports; Retain for 3 years, then destroy.
correspondence; city department files; landfill
tickets; etc.
Airport Project:

9 Resident relocation; apron expansion; master Retain for 3 years, screen annually, then
plan; construction; land acquisition grant file; destroy.

corporate harigar.

APPROVED BY DEPARTMENT, AGENCY, OR SCHEDULE AUTHORIZED BY
DIVISION REPRESENTATION STATE ARCHIVIST ,
DATE FERKUARY 17, 2000 DATE I . APRLT p

SIGNATURE g«uw—( C. / 5“;%»1  /




]

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

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

Page _/

o
7

1. DEPARTMENT/AGENCY

LEAY Ot

2. DIVISION

)ﬂFéZ/&///%S

3. UNIT

DEFINITION - Recordy/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

Verdor e

5. EARLIEST YEA

{ LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/ccgumentsiforms fcund in the Sernes

| COMZINMS = Pyprzfomass Z%‘Cﬁ ’/A///Azf Cor7== /9/7

ok Wyrtter

Include the purpese o functio

Saries

n si he

7. RECORD SERIES FORMAT(S) . >8. RECORD SERIES SEQUENCE 9. VOLUME /
. R o// File Drawer(s)
Letter Size a Microfim 'phabeticat 7 O Microfilm Ree! is
) . O Computer Tepe {3} .
C Legal Size © Computer Tape a Numerical g’ Q Other (Specify)
0O Bound Book O Floppy Disk T . Chronological ‘Number Oy / -
- Q Audio Tape a Video Tepe G Gsographical 10. ANNUAL ACCUMULATION
: S O File Drawer (s}
" O Other (Specify) O Other (Specify) O Microfilm Reei {s}
' a Computer Tape(s)
0 Other {Speciiy)
yendor—
Number
11. FILE IS USED 12. FiLE BECOMES INACTIVE AFTER
aily O Weekly G  Monthly 0 Month(s) o Year(s)
Number
13. CURRENT LOCATION S) (Bldg Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency =r cifica}
/ a  Yes 3 No
: _ ,\
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes o No 0 None a State Q Federal G independent
_17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENOED RETEI .
describe any hardware/software) : Retain for 3 years and until
all audit requirements have
o Yes o No been fulfilled, then destroy
] ‘ -
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER e vl

3S 5504 {Revised 1/93)




i SCHEDULE {DGS 550-1)

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

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

AGENCY RECORDS INVENTORY

' Page X of Q
) 7

1. DEPARTMENT/AGENCY

el Etes

2. DIVISION

BLLe jobr i

3. UNIT

| DEFINITION - Records 94es - A group of related records normally filed and used as a unit for reference as well as rotention and disposition purposes.

4. RECORD SERIES TITLE

ATse, =) _/es

5. EARLIEST YEAR | LATETEST YEAR

iz

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

\Dé/OW -

Include the purpose of function 2 the Series;

CorHzZINS 2 L5 Z 7‘7/,/:-77;5 Cor 7B e Lontv A éﬁ;%f?
5&775 -l Wgae,//e@/q«?/ﬂ” M/ S/

7. RECORD SERTES FORMAT(S)

Letier Size O Microfiim
O legal Size a Comﬁuler Tape
"0 Bound Book o Fléppy Disk
o Audio Tape ' o V]ideo Tepe

O Other (Specify)

8. RECORD SERIES § UENCE -
lo Numerical . |
0. Chronologicat

=i G;ographica!

6 Other (Specify)

A sy

9. VOLUME /
e Drawer(s)

Microfilm Ree! {sj
Computer Teoe !5} .
QOther (Specily)

Nn oo

“‘Numbsr

10. ANNUAL ACCUMULATION
O File Drawer (s}
G Microfilm Reei {s}.
o Computer Tape(s)
o QOther {Specify)

Number

11. FILE IS USE

Daily - o Weekly G Monthly

12. FILE BECOMES INACTIVE AFTER

o
Number

Month(s) o] Year(s)

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

LT ST

-
bl

IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency =1 cffice}

o Yes S No
) o~

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

0 Yes : . o No O None o State a Federal O Independent
17. 1S AN INDEX-SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION i .

describe any hardware/software) Destroy material having no

¥urther legal, administrative
O Yes o No f~iscal or operational value

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER -

‘GS 5504 (Revised 193)

[21. UAlE




]

INSTRUCTIONS — 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.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page \3 of q
A

1. DEPARTMENT/AGENCY

iy é/ﬁ

2. DIVISION

foldlve Ly Zss

3. UNIT

DEFINITION - Records,%ies - A group of related records 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

%Z%ﬁD

5. RECORD SERIES DESCRIPTION ( Bne“ly des

Oﬂ NS <

ép’/fﬂw £ 17
Ny be=r s

the types of mrormcuon/* Cume'us:forms {cund iq the Series.

/7< EVZ 4_4/’“

Include the purpose o function 37 the Series:

/é’/< =Y fﬁ%@ﬁs -

/ee L7 /7745 '£4>A/ /ﬂ/%éfﬁ /éé/d/

o Microfilm

7. RECORD SERIES FORMAT(S)
elter Size

8. RECORD SERIES SEQUENCE
Alphabeticzal

3. VOLUME / _
/5’_ Tile Drawsr(s)
g a Microfitm Reet s}

0 Computer Tzpe {3}

O Legal Size o Computer Tapé 0 Numerical g o Other (Speciiy) .

0 Bound Book O Floppy Disk o Chronological “Number C/ / -

a Audio Tape O Video Tege T Geographical 10. ANNUAL ACCUMULATION

) : . Q File Drawer s}

" O Other (Specify) O Other (Specify) O Microfilm Reet {s}

— 0 Computer Tzoe(s)
QW/ > O Other {Specify)
' Number
11. FILE IS USED 12. FiLE BECOMES INACTIVE AFTER
Daily O Weekly G Monthly a Year(s)

Number

Month(s) o]

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

b5 S e

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specify agency or cffica}

O Yes 3 No
) .
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
a Yes : . a No 0 None o State QO Fegeral Q independent

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

o Yes O No

18. RECOMMENDED RETENTION

ﬁ@d Jéfff'

gfﬁ/ﬁj Fr—o/é/?/fé

19. NAME AND TITLE OF PREPARER V

20. TELEPHONE NUMBER

21. DATE

'S 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)

1. DEPARTMENT/AGENCY

i O

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION

PRl by K

Z
Page 7‘ Of i

3. UNIT

DEFINITION - Records,ﬂées - A group of related records normally filed and used as a unit for referencs as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

FerSpappid Metics %5

5. EARLIEST YEAR / LATETEST YEAR

(275 L2

Cofpnis s Coriesrz

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/gecumentsiforms fzund in the Series. Inciude ihe purcese or function of the D:ﬂ"S, -

éfli@:/ Dr=" éA//Oé - D) per.
| Wﬂﬁ_ /fg/ 22 T Lflr 5‘4/—///—/74/9;@

7/.

i

Letter Size a  Microfilm

C Legal Size o Computer Tepe
O Bound Book O Floppy Disk
O Audio Tape -0 Video Tepe

a Other {Specify)

8. RECORD SERIES S NCE
Iphabetical
a Numerical

O Chronological

3. VOLUME /
p-Fiie Srawer(s)

a Microfilm Reet {sj
o Comouter Taoe |s)
T Other (Speciiy)

Number

O Geographical

a Other (Speciiy)

S

10. ANNUAL ACCUMULATION
O File Drawer {s)
3 Microfilm Reel {s)
0 Computer Tape(s)
O Other {Specify)

Number

11. FILE IS USED
| Daily O Weekly G

Monthly

12. FILE BECOMES INACTIVE AFTER

Number

a Monthis) a

fear(s}

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

{if yes, specify agency or cfficel

;éf ==/ o Yes S No
.
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
. O Yes o No O None O Staie o Federal O independent

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

O Yes O No

77561) (./&57% /2y.

. RECOMMENDED RETENTION ﬁéﬂ/ /17 ﬁ Van 3 /55/-‘{5

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

JGS 550-4 (Revised 1/93)




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

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

L 4. DEPARTMENTIAGENCY

ey Loty

2. DIVISION

Puldin bty K=

AGENCY RECORDS INVENTORY

-Page é of /q

3. UNIT

DEFINITION - Records 949: - 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

)%v/// Y e 52

§. EARLIEST YEAR | LATETEST YEAR

e

CORD SERIES DESCRIPTION Briefly describe the types of information/documentsiforms fcund in the Series.

<l /q/é/eff*

S

CEPISS — DIt Fprmetne

Include the purcese or function of the Senes)

%ﬂ////" Vo = %//é/ WV Lesrl e %/é/“é'z*’

7. RECORD SERIES FORMAT(S)

O Letter Size O Microfiim
O Legal Size o Computer Tepe
0 Bound Book O Floppy. Disk

O Audio Ta O Video Tege

4 =

8. RECORD SERIES SEQUENCE
O Alphabeticai .
W
O Chronological

[s] Ggographical

O Other (Specify) _

foy Ferrzd,

Tie Drawer(s)

9. VOLUME
G Microiilm Reel is)
3 Comouter Tepe {s)
o

g Other (Spectiy)
Number ( ;,} -

10. ANNUAL ACCUMULATION
O File Drawer (s)
G Microfilm Reel {s}
o Computer Tape(s)
O Qther {Speciiy)

Numboer
11. FILE IS USED 12. FiLE BECOMES INACTIVE AFTER
Daily O Weekly G Monthly g Month(s) c  Year(s)
’ Number
13. CURRENT LOCATION(S} (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {if yes. scecify agency <r cifical
éj— @ a Yes C No
. T
’ 15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
i O Yes o No o None O State a Federal O  Independent
y 17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RET
describe any hardware/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

IGS 5504 (Revised 1193)




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTQRY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (0GS 550-1) 7275 WATERLOO ROAD Z q
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page _ £ of y

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

Oleny Lor Lo e s

DEFINITION - Recordg/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

ﬁ/ﬁzﬁ/& | SRR 10 ZPD

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/dccumentsiforms found in the Series. Inciuce the purpose or function of {he Series:

s Zr 17205 ST e
é?réﬁi%’% o) G m@/m/ﬁ@

5/%/44‘ s A/Lﬁ/ = B4 /,afr//%f o B 25

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

O File Drawer(s)
Letter Size o Microfim T Alphabeticai - O Microiilm Reel {s; -
/ o Computer Tae :-E'Z
O Legal Size a Computer Tape umerical ' g S—eter{peciy ‘5
O Bound Book O Floppy Disk ) O Chronological Number 0/ 7 -
0 Audio Tape O Video Tape T Geographical 10. ANNUAL ACCUMULATION
: . a File Drawer s}
O Other {Specify) T Other {Specify) T Microfilm Reei (s
a Computer Tape(s)
g a Qther {Speciiy)
Number
11. FILE IS USED _ 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly o Monthly @ Month(s) a  ‘Years)
Number ’

13. CURRENT LOCATION S BldumLRoom 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or offica?

LEFP &)

G Yes ‘T No

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

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

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

describe any hardware/software) ’
Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy

O Yes C No

' 19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUR

3GS 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)

i
i

|
¢

[

' 1. DEPARTMENT/AGENCY

ey d/%/

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

AGENCY RECORDS INVENTORY

Page 7 of rq

2. DIVISION

DLl JbrHs

3. UNIT

———

DEFINITION - Records/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

Pl b K 7%/@72—

'

5. EARLIEST YEAR / LATETEST YEAR

/%) 1727

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/decuments/forms fcund in the Seres

COWIZINES Lorrzsponidenrse - Aped] 700 /5
}’%/%7/ [ onsI T2 75,0 ﬂﬁW Wz b=
27 %gzs -
épxﬁ’ T e
255 W g /(? /% /I/M/cz 67—_3

bheporr7s; fromr=

D= - DABFT Hepor?s -

SP20. F//(L/‘?f 2057 Df? U

inciuce the purpose or function of the Series;

=

@

7. RECORD SER ORMAT(S)
etter Size s}

Microfilm

2 Legal Size a Computer Tape
O Bound Book O Floppy Disk
0 Audio Tape a Video Tep

a’O/ .
ther (Specify ﬁ

8. RECORD SERIES SEQUENCE

W

a Numerical

O Chronologica!

o

Geographicat

0O Other {Specify)

P e

9. VOLUME /
rile Drawer(s)

o Microfilm Ree! (sj
a Computer Tepe (3}

/{D Other (Speetiy)
Number ﬁ, F P

10. ANNUAL ACCUMULATION
O File Drawer (s}
O Microfilm Reel {sj
a Computer Tape(s)
3T Other {Specify)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
e{ O Weekly G Monthly ] Month(s) o] ‘fear(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes, specify agency o cffica}

bS5 7 SITE=]

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

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

o Yes g No

-
oo

. RECOMMENDED RET

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

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 $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

e ———

—

" Page 2 of

1. DEPARTMENT/AGENCY

| ﬂWﬁ/’

——

2. DIVISION 3. UNIT

s

LA

———

74
/

| DEFINITION - Records Spffies -

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 o Sodey Tk

5. EARLIEST YEAR / LATETEST YEAR

. 6. RECORD SERIES DESCRIPTION {( Br'e"ly describe the types of information/documentsiforms fcund in the Series.

/ﬂcb’af/ﬂce

ﬁ//
s
TICRE] S 5 7T

- o jubemn
;; D] 7=

Include the ourccse or unc'.on <f the Senes;

-~/ Wgz//

7. RECORD § FORMAT(S) 8. RECORD SE SEQUENCE 9. YOLUME /
12 Srawer(s)
Q Microfilm Alphabetical O Mcroiiim Ree! {s)
o Comouter Tape ()
o Legal Size O Computer Tzpe o Numerical / o OtherSpeetiy) .
O Bound Book O Floppy Disk a Chronological Numb“r c F
o Audio Tape O Video Teze O Geographical 10. ANNUAL ACCUMULATION
. G File Drawer {3)
O Other (Specify) a Other (Specify) G Microfilm Reel {s)
0 Computer Tape(s)
6 : W a Qther {Specify)
Numper
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily O  Weekly C  Monthly ] Month(s) [s] fear(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specily agency or office}
b5 7 ST TE e}” o ves =
S
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No 0 None o State a Federal C  Independent

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

o No

. RECOMMENDED RETENTION Rem e jf_ IaPe D @?//25

ﬁeﬁa/&éﬁ/{

J

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 (DGS 550-1)

1. DEPARTMENT/AGENCY

el 5/% Ty

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794 Page

A

——

2. DIVISION 3. UNIT

Bt

s

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

/%//4/9 T ]

5. EARLIEST YEAR | LATETEST YEAR

. 6. RECORD SERIES DESCRIPTION ( Briefly Jescribe the types of information/documantsiferms isund in the Series.

Inciude the purccse or function & the Sefies:

/{ %Mf/dpdff/ﬁﬁ 60/‘ =t EV/O/%V;;/@@

- Weier F247)

dﬁ/ﬂé%é%?‘/d/ - M//

;;Wh%« ion poroe Sperer—

y////é///&/c)

7. RECORD SE FORMAT(S)
Letter Size

o Microfiim

0 Legal Size a Computer Tape
0 Bound Book O Floppy Disk
0O Audio Tape O Video Tec

8. RECORD SERIES SEQ £ 9. VOLUME
o File Drawef(s}
W o Microfilm Res! {s;
o] 5 f .
O Numerical 4 =Other (Qpecmgy
o Chronolcgical Number c,, I;,:

10. ANNUAL ACCUMULATION

0 Geographicai ! )
. T File Orawer {s;

O Other (Specify) O Other (Specify) a Microfiim Reei {sj

. O Compuler Tape{s)

2. 3 Other {Specify)
A o
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily o Wéekly G Monthly a  Month(s) o Year(s)
Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE? v(lf yes. specify agency or cffice}

o Yes’ o No
. . ~

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

a Yes a No O None o State O Federal T Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTIC

describe any hardware/sofiware) . .

Destroy material having no
a Yes o No further legal, administrative

19. NAME AND TITLE OF PREPARER

fiscal or operational value

20. TELEPHONE NUMBER

35 5504 (Revised 1/93)




