TOWN OF OCEAN CITY
HUMAN RESOURCES

SCHEDULE No. M & (D

RECORDS RETENTION AND DISPOSAL SCHEDULE PAGE 1 OF 1
Division
HUMAN RESOURCES
ITEM # DESCRIPTION RETENTION
1 Active Personnel Files:
Withholding forms, insurance data, employment documents, retain for 3 years after termination, then destroy
demographic information, status log, action forms, letters of
acknowledge, certificates, commendations, performance
reviews, disciplinary actions, miscellaneous notices to
employee, policy acknowledgments, miscellaneous requests,
medical notices, deferred comp.
City Department File: screen annually, destroy material having no further legal,
2 administrative fiscal or optional value.
Information/ general correspondence relating to city depts.
3 General Subject File
Anniversary increments, budget, cola, correspondence, IRS screen annually, destroy material having no further legal,
Health Match report, employee service awards, new hire administrative fiscal or optional value.
reports, surveys, city policies, budget, EEOC annual reports,
IRS reports, immigration -9, inventory list, family leave act,
new hire report, blood bank, pay scales, etc
4 Advertised Positions Applications:
EEOC Applicant Flow data. Applications, list of interviews, retain for 3 years then destroy.
General correspondence related.
5 Alcohol/Drug Testing:
Contracts, test policies, testing proceduresfforms. Full time & retain for 3 years after termination, then destroy.
temporary results for pre-employment, random, reasonable
suspicion, post accident. Computer reports.
6 Job Classifications:
) retain until revised, then destroy.
All full time descriptions. Some inactive/temporary.
Temporary Employee Payroll File: retain for 3 years after termination, then destroy.
7 Mass new hires/termination forms, rate changes, demographic !
changes, payroll forms, payroll action forms.
8 Insurance File: :
Contracts, forms, paid claims reports, policy information, screen annually, destroy material having no further legal,
change administrative fiscal or operational value.
9 Cobra Records: detail of participants retain any active file for length of benefit. After termination
: retain 5 years.
Destroy material having no further legal, administrative fiscal
or optional value.
10 - i, " . " Screen annually, destroy material having no further legal,
Employee Grievance File: hearing information administrative fiscal or optional value
" Affirmative Action Plans retain until updated or superseded, then destroy.

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE 02 1 %’\J rewsed)
SIGNATURE

TYPE NAME __ Rogg} Weyeman

TITLE Human Resources Director

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

APR 11 008

c. /W/

DATE

SIGNATURE

P:\HRFORMS\RETENT.WPD




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLCO ROAD

{ P.O. BOX 275 - JESSUP. MARYLAND 20794
] 1. DEPARTMENT/AGENCY - 2. PIVISION 3. UNIT
Ll eppt) Ly %’ 9//7. 7/, TS 2

AGENCY RECORDS INVENTORY

/
_Page A of /f/

DEFINITION - Records S

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

, 4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

=

6. RECORD SERIES DESCRIPTION ( Briefly cescribe the types of information/cecumentsiforms icund in the Series.

Witge +Tex STFIere /s [ W-7
- Jefaned a5 o ey ) rerb e s vl

!

Include the purpose or u"lcnon of the Series;

7. RECORD IES FORMAT(S)

Letter Size a Microfilm
O Legal Size’ 0 Computer Tape
O Bound Book o Floppy Disk
a] A.udio Tape O Video Tegce

Q Other (Specify)

8. RECORD SERIES SEQUENCE
T Alphabeticai
‘ O Chronological
0 Geographical

o Other {Specify)

9. VOLUME /
. rite Drawer(s)

O Microfilm Ree! sj
0 Comouter Tape {51
o Other (Speciy)

Number /)/ ﬁ

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

5.5, /I//),

O Computer Tzoe(s)
a Other {Speciy)

Numbper

11. FILE IS USED

a Daily O Weekly G Monthly

12. FiLE BECOMES INACTIVE AFTER

Numbet

a Month{s} [s} ‘fear(s)

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specify agency or cffica}

N /
- blg / "'&? /’/ /é / g Yes o No
(= 69/77 :
15. ACCESS/ESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes O No O None a Slate a Federal G Independent

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

o Yes a No

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

Retain for 3 years and until

all audit requirements have
been fulfilled, then destroy.

l

38 550-4 (Revised 1/33)
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T
i INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

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

AGENCY RECORDS INVENTORY

;.
/7 of /?7

‘Page

1. DEPARTMENT/AGENCY

LL 8 é) 7[%

Hesarns:

——

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

Motve e foles

5. EARLIEST YEAR / LATETEST YEAR

Y

- Dy
Koo

W%J/M L %@// DEf =

c. RECORD SERIES DESCRIPTIGN (it descs e ypes of omaionGocumensiors o . S, ncode 1 papcss 1 ocron of he 55s
Cond2unzs = Ponrss) St 5 /ﬁék/%ﬂdfﬂfﬁéj’
@%j ﬂWg/ggﬁ//Q, /. '
TP 7770 = S s e AOKNII
Wk/’ﬂﬁ/ﬁﬁwﬁ—éﬁ /’ébﬂ///ﬁcf//%gﬂiﬁ/' %ﬁp@W
cD/éP//OA/////ff/%/g - SIS
=) 7=

p/"‘/ﬂﬁ?//;-/g /_ :

\

- s

7. RECORD SE ORMAT(S)
etter Size

0 Legal Size

a Microfilm

a Computer Tzpe G Numerical

O Bound Book O Floppy Disk

a Audio Tape O Video Tepe 0O Geographicz!

0 Other (Specify)

. " ) - B
B. RECWNCE 7
Iphabeticai
o Chronolegica!
a Other {Specify)

N =

P

3. VOLUME 7//
~ile Drawer(s)

a Microfilm Res! (s;
o Computer Tece 51

3 p a Other {Speciiy)
e O T

10. ANNUAL ACCUMULATION
a File Drawer {s;
Microfilm Ree! (s}
Computer Tspe(s)
Other {Specily)

Number

Number

1.

FILE IS USED
Daily O Weekly

G Monthly

12. FILE BECOMES INACTIVE AFTER

Number

g  Month(s) o] ‘fear(s)

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

%

/AW/ '-/ZV/R %ph o

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specify agency or cifica}

Yes S No
15. ACCESS RESTRICTIONS (If yes, cite iaw(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes : : o No a None a  State O Federal O independent

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

O Yes O No

18. RECOMMENDED RETENTION ﬁéﬁ/é’/)‘) 7%0 r— 3//6/7-(5 ‘
BfFzrTermtingfio, '7%@/&@&@

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

38 5504 {Revised 1/33)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION - J
SCHEDULE (DGS 550-1) . 7275 WATERLOO ROAD L<
P.0. BOX 275 - JESSUP, MARYLAND 20734 - Page %& or AZ_
¢
1. DEPARTMENTIAGENCY 2. DIVISION : 3. UNIT
Jremn O i e S22 T

DEFINITION - Records Sepes - A group of related records normally filed 2and used as a unit for reference as well as retention and disposition purposes.

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

XZ/I/Z/K//%/ ;//Wé s

6. RECORD SERIES DESCRIPTION ( r'e‘ly describe the types of information/cecumentsiforms found in the Series. Incluce the se or function 9f the Series;

?’f z//Q é)ﬁ//é? A Exz/ﬁ///z/zﬂf N FAS

7. RECORD SERtES FORMAT(S) 8. RECORD SERIES SEQUENCE - 3. VOLUME /
- ' File Drawer(s)
Alphabetical

Letter Size o Microfiim O Microfilm Rest is)

. . ' a Compuler Tzpe !3) )
o Legal Size Q Computer Tepe - o Numerical : / 13 c Other (Speciiy) .

O Bound Book G Floppy Disk G Chronclogica! “Number é, F:

-

O Audio Tape O Video Tzpe O Gzographical _ 10. ANNUAL ACCUMULATION

’ s : a File Drawer {s;
T Microfilm Reei {s}
a Computer Tsoe(s)
Q Other {Specify)

a Other (Specify) ‘a Cther {Specify)

Number
1. FILEIS USE ‘ : . 1_2. FILE BECOMES INACTIVE AFTER
baily ’ O Weekly ‘G Monthly » 0O Month(s) o Year(s)
Number
; RENT LOCATION(S) (Bidg.. Floor Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or office!
%W /g/(] 2220 a Yes - : o No
.
3. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
a Yes : . -0 No a None a Slate O Federal O Independent

. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION %" /()7‘1, L(,/
describe any hardware/software) @ ﬂ /(/ %
o Yes o e Z d{/ﬁéféc‘@/@’ 7%547 =</ /5 /‘/

- NAME AND TITLE OF PREPARER » 20. TELEPHONE NUMBER 21. DATE

3504 (Revised 193}




Payroll Forms

Insurance Data
Demographic Information
Employment Documents




- Section 1II:

Status Log
Action Forms




. Performance Reviews




Section V:

Disciplinary Actions
Miscellaneous Notices to
Employee




Section VI:

Policy Acknowledgements
Miscellaneous Requests
Medical Notices

Deferred Compensation




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

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

1. DEPARTMENT/AGENCY

| geemy ez

2. DIVISION

/7[///%‘;1/1/

1) S

AGENCY RECORDS INVENTORY

o T

——

_Page

p— e —— ———

3. UNIT

DEFINITION - R

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

well as retention and disposition purposes.

f

4. RECORD SERIES TITLE

1y Deppglipen/ /50

5. EARLIEST YEAR / LATETEST YEAR

(22570 /257

Vil wsier

6. RECORDéERlES DESCRIPTION ( Briefly describe the types of information/cccumentsiforms fcund in the Series. Incluce :he ourcose of :’uncnoc af the

ContZinis; //Vﬁp‘//f//ﬁ/bﬁ/(f/ ez /Vf
Erg P/Q/ee TZSK B 2s; Lot
Mﬁ/%’/éf} EFE

Cpr@ppdwae/ - ﬁ/;/}g /7/65/0/

vy ferref; 15,

Series)

72 Oy DA~
K%

7. RECORD SERI| RMAT(S)
Letter Size

QO  Microfilm

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

a Other (Specify)

8. RECORD SERIES SEQUENCE
phabeticat
G Numerical
O Chronological
o] Ggographiqal

o Other (Specify)

beor.

3. VOLUME /
Fite Drawer(s)

a Microfilm Ree! {s;

O Computer Tape (3}
f f a Qther(Specfy) ____
A=

Number

10. ANNUAL ACCUMULATION
O File Drawer {s)
O Microfilm Reel {s)
g Computer Tape(s)
O Qther {Specify)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily 0 Weekly G Monthly a] Month(s) ] ear(s)
: Number
13. CURRENT LOCATION(S) (Bidg., Floor, Roo 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency =t cffice)
mn/ .
V/W é//":% W/ a  Yes 3 No
e

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

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

describe any hardware/software) Destroy material having no

O Yes o No further legal, a@muusua0ve

fiscal or operational value _

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

38 550-4 (Revised 1/93)




ll\I:STRi.TCT‘IONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

SCHEDULE {DGS 550-1)

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 207394

. Page«3 of /E{

e —————

1. DEPARTMENT/AGENCY

peqn C/fq‘ |

2. DIVISION

S

s

UNIT

VTS

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

well as retention and disposition purposaes.

4. RECORD SERIES TITLE

Geperz) Sl e

5. EARLIEST YEAR / LATETEST YEAR

1T 0 (572

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/decumentsiforms fcund in the Series.

Lontges: O 10 Vs B

Incluce ihe ourcose or function =f the Series)

; W 54%/55 E70 .

/ /.97" 20 pon 27
%épﬂW— /%ﬂ/ //7/ @éd / WS /@epﬁ/‘ﬁ

/M/V/f/’%f'p/ﬂ.x 777 /4///5/,% LT T Fmnly
ZWVé T s M e @ap/y Tl Bk -

7. RECORD SE FORMAT(S)
etter Size

O Legal Size

o Microfilm

C Computer Tape
O Bound Book 0 Floppy Disk
O Audio Tape O Video Tepe

a Other (Specify)

8. RECORD SERIES SEQUENCE
phabetical

a Numerical

O Chronologicat

9, VOLUME /
rite Drawer(s)

O Microfilm Reel {sj
a Computer Tape {5}
o Other (Specify)

C. /=

Number

T Gecegraphica

Q Other (Specify)

Sl ST

10. ANNUAL ACCUMULATION
o File Drawer {s)
O Microfilm Ree! {sj
0 Computer Tape(s)
O Other {Specify)

i Number
11. FILE IS USED 12. FiLE BECOMES INACTIVE AFTER
Daily O Weekly G Monthly g Month(s) o fear(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency r office)
Q ;7 %// ’—W 74, g Yes = No
~
15. ACCESS RESTRICTIONS {If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
| .
a Yes O No g None o Stlate O Federal O Independent _
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/software) Destroy material having no
O Yes o No further legal, administrative
fiscal or operational value
19. NAME AND TITLE OF PREPARER 20.

TELEPHONE NUMBER

JGS 5504 (Revised 1/93)




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

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION , J
L7

7275 WATERLOO ROAD /7'
P.O. BOX 275 - JESSUP, MARYLAND 20794 . Page ~

1. DEPARTMENT/AGENCY

BB Lot

3. UNIT

2. DIVISION

A

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

well as retention and disposition purposes.

4. RECORD SERIES TITLE

ez Ffoi

5. EARLIEST YEAR / LATETEST YEAR

_ ST

(V725) (1277)

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of mformcuonldccumemSIforms cund in the‘S./ ies. Incluce the purpcse or function of ihe Senes;

CORAFZZINES 2 P onos i 115 /4/&/&,175,«/7‘ - Blet é/ -

COLK 5 Corre 5:30204 ever JHS ﬂ@f%v% /V/%?’Zé

/‘féﬁﬁr’/ ; E/%Q/ﬁ S/ Ve /WM /é L

Ve
/

re /fqﬂp

Sier v /S =272

7. RECORD SERIES FORMAT(S)

elter Size

O Microfilm
O Legal Size o Computer Tepe
O Bound Book O Floppy Disk
a Audio Tape O Video Tace

O Other (Specify)

8. RECORD SERIES SEQUENGE 9. VCLUME
phabetical a Microfilm Rae! {sj
O Computer Tape [3)
o Numerical 2 Other (Spectiy)

c

o Chronologicat Number

10. ANNUAL ACCUMULATICON
O File Drawer {s)
3 Microfilm Reet {s)
© Computer Tape(s)
3 Other {Specify)

O Geographicat

O Other (Specify}

| Sike \/@7"

Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
- O/Mily/ O Weekly G Monthly o Monthis) o ‘earis)
Number
13. CURRE /TyCATION(S) (Bldg., Floor, Rcom) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or office)
014)7 _X/JF p’\ Qg  Yes T No
15. ACCESS RESTRICTIONS (If yes, cite law(s} & regulation(s) 16. AUDIT REQUIREMENTS h
O Yes o No O None O State O Federal O Independent

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

O Yes . o No

19. NAME AND TITLE OF PREPARER

18. RECOMMENDED RETENTION
o Destroy material having no
further legal, administrative
fiscal or operational value
20. TELEPHONE NUMBER : chn wAse

3S 550-4 (Revised 1/83)




INSTRUCT ION

SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY

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

pend Lr

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

AGENCY RECORDS INVENTORY

- /
. Page é of A%é

2. PIVISION

2 =<

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

lyert el 74 /7‘” s @/Af

5. EARLIEST YEAR / LATETEST YEAR

e )
; I7e %pmfdgﬁa@

6. RECORD SERIES DESCRIPTION ( Briefly cescribe the types of m.orr*c'xonldccumcn(s/forms fsund in the Sernes

COOFZUIS ¢ LS =res 7= %pp//cwfas T
AP it 7o Atz « Erpleyrresl

LIsT B Jite. rrewns -
Job deesa r=,

/&,4% oA 7

inciuca ihe purpose ar function of ¢ h“ Jenesy

=%

~ /D/O 67L_

7. RECORD ES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
. ~he Orawer(s)
Letter Size a Microfilm Iphabeticai T Microiilm Ree! {sj
a Computer Taoe (3}
Q Legal Size o Computer Tape . G Numerical Z " o Other (epw,,,
O Bound Book O Floppy Disk " o Chronologica! Number &/} v
O Audio Tape O Video Taze g Geographicai 10. ANNUAL ACCUMULATION
a File Drawer (s}
O Other (Specify) o Other (Specify) O Microfilm Reel (s}
/ o Computer Tape(s)
,\/% % | g Other {Speciiy)
229
Number
1. 12. FILE BECOMES INACTIVE AFTER
O Weskly G Monthly a] Month(s) [n] ear(s)
Nurmber
13. CURRENT LOCATION(S) {Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency cr cffice}
/ /?/ ’—g A 22~ g Yes g No
-
15. ACCESS RESTRICTIONS {If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
a Yes o No 0 None o State O Federal a Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 8. RECOMMENDED RETENTION pu— N
describe any hardware/software) 2/ /() / 6?
O Yes O No %w %
19. NAME AND TITLE O? PREPARER 0. TELEPHONE NUMBER 21. DATE

S 5504 (Revised 1195) .




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

1. DEPARTMENT/AGENCY

LA=247,

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION yi
7275 WATERLOO ROAD 7 4/
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page f 7/ -
= —_— 11—‘
2. DIVISION 3. UNIT

DEFINITION - Records 5/m7ies - A group of related records normally filed and used as a unit for reference as

weil as retention and disposition purposes.

4. RECORD SERIES TITLE

/Zéﬂ%é/ﬁ i

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTI

T
S —7

For 225 « 7

)22
)%/‘7

Briefly describe the types cf information/c

mentsiforms 'curd in the Senes Incluce ihe purpese of ‘unctio 2 3enes;
Cﬁ‘)f‘f//%' /eéf/&//g/es - /6:5 ’% &zL

R =

VG pd e — 5/%/1/5/09/72?’32 -

/; 74 ///We

) ijfx/ Wl —

£, EDL S

7. RECORD SERIES-FORMAT(S)
elter Size

O Legal Size

a Microfilm
[a] Compu!er Tape
O Bound Book o Floppy Disk

O Audio Tape a Video Tep2

0 Other (Specify)

9. VOLUME /
rie Drawer(s)

d Micrefilm Ree! (s;
a Comoputer Tzee (3

8. RECORD SERIES SEQUENCE
Alphabeticai

G Numerical g T Otner {Speciiy)
a Chronolcgical Number &/; >
o Geographicai 10. ANNUAL ACCUMULATION

s O File Drawer {s}
T Other {Specify) O Microfilm Reet {sj

a Computer Tape(s)
a Other {Specify)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
D/K O  Weekly G Monthly o Month{s) C Year(s)
Number
13. CURRENT LOCATION(S) (8!dg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency =r cffice}
C"//W%?'//_‘XMJ pp//‘ a  Yes S No
15. ACCESS RESTRICTIONS {If yes, cite law(s} & regulation(s) 16. AUDIT REQUIREMENTS h
. O Yes o No o None o State a Federal O Independent

17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and
describe any hardware/software)
o

Yes No

RECOMMENDED RETENTION Kdz/ oY F— o~ 3 (%/’5
%’37%/* N D) %eyzggﬁ By

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

3S 550-4 {Revised 1/93)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY

RECORDS INVENTORY

SCHEDULE (DGS 550-1}

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARY[AND 20794

1. DEPARTMENT/AGENCY 2. QIISION

W% &/f'/ s fez<t =S

j
page A o [T
_ /7

R

3. UNIT

e —

DEFINITION - Rec&s Series - A group of related records normally filed 2nd used as a unit for reference as

well as retention an

d disposition purposes.

4. RECORD SERIES TITLE

§. EARLIEST YEAR / LATETEST YEAR

(527 [P

/Vw/éyfrﬁﬁ@ﬁw

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsiforms ‘cund in the Series.

Ceipnss : Sl-s7i /o?iefé//éﬁ/?//
éw”f?/f% - Ve oS e

Incjude the purpose or function 2f the

Sernies)

%/cd-

e /zgcw—/ S

8. RECORD SERIES SEQUENCE

7. RECORD SEf FORMAT(S)
elter Size

9. VOLUME /
rite Drawer{s)

19. NAME AND TITLE OF PREPARER

a Mictofilm C Alphabeticsi O Microfilm Ree! {sj
VN/ a Comouter Tane {5}
O Legal Size O Computer Tzpe umerical / a Other {Speciiy)
O Bound Book O Floppy Disk o Chronolcgica! Number drf?
O Audio Tap o deeo T T Geographicai 10. ANNUAL ACCUMULATION
/ O File Drawer (s)
ther (Spec|fy) 7 6 . o Other (Specify] O Microfifm Reel (s}
O Computer Tape(s)
/ )(// : ! )}% a Other {Specify)
Number
11. FILE IS USE 12. FiLE BECOMES INACTIVE AFTER
Daily » O Weekly o Monthly O Month(s) o fear(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ({If yes. specify agency =r cffice}
-”l // W ’—W T Yes T No
S
15. ACCESS RESTRICTIONS (if yes, cile taw(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No o None o State a Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTIO
describe any hardware/software) Destroy material having no
.. ive
O Yes a No further legal, administratr
- fiscal or operational value
20. TELEPHONE NUMBER -
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INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEQ RECORO SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY

2d ez C/%/

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

2. DIVISION

ferrpin Asrn o=

AGENCY RECORDS INVENTORY

i

- Page Z _ 0‘4_

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

Jel d/ﬁﬁfxﬁéfbﬁxfé

§. EARLIEST YEAR / LATETEST YEAR

__ L7727

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsiforms found in the Series. Incluce the purpose o function of the Series)

CONTIING ? ok Lo 2070840 5

' 7. RECORD § S FORMAT(S)
, Letter Size

8. RECORD SERIES SE

9. VOLUME /
e Drawer(s)

a Microfilm Alphabetical Q Microfilm Reel (s}
. O Computer Tape (s)
0O Legal Size O Computer Tape O Numerical g a Other (Specify)
O Bound Book a Floppy Disk Q@ Chronological Number &/ / 2
O Audio Tape O Video Tzpe O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other (Specify) T Other (Specify) O Microfilm Reet (s)
. a Computer 7ape(s)
a Other (Specify)
ol s ‘
T A D
Numbper
1. 12. FILE BECOMES INACTIVE AFTER
0O Weekly a  Monthly a] Month(s) a  Year(s)

Number

13. CURRENT LOGATION(S) (Bldg., Floor, Rcgm) ,
Crte % »5744 F/;D/\

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specify agency cr office)

o Yes 3 No
15, ACCESS RESTRICTIONS {if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes o No o None o State O Federal 0 Independent

17. 1S AN INDEX SYSTEM USED? (!f yes, explain briefly and
describe any hardware/software)

O Yes

No

1.3. RECOMMENDED RETENTION Kéfg/h? MWZ
oI Swperseded ’ Fhreo desirs

‘A
roy

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

3S §50-4 (Revised 1/93)




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

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

1. DEPARTMENT/AGENCY

e’ Oty

2. DIVISION

tiptdy frs 2y 22

AGENCY RECORDS INVENTORY
[

pe L o ST

3. UNIT

DEFINITION - Record(Senes - A group of related records normally filed and used as a unit forlreferenca as

well as retention and disposition purposes.

4. RECORD SERIES TITLE /]/@/0 Wp

5. EARLIEST YEAR / LATETEST YEAR

By

| /#é%ﬂﬂ/ffc /zmﬂ%%ﬁ/ T |

|
' 6. RECORD SERIES DESC TION ( Briefly describe the types of mformcuon/dcc.ur/ slformg ind in the Series.

- NMias s 74770
55# /ﬂ; //f/f

Inciuce iha surpose or function of the Series)

/Vf%z: -
g

Mth Emp/oyeas Lostod, pxo ewel (1 sme

Z
7. RECORD IES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
File Drawer(s)
Letter Size O Microfilm Q Alphabeti O Microfilm Ree! {sj
) a Computer Tape s}
O Legal Size O Computer Tape Numerical / a Other (Specify)
O Bound Book O Floppy Disk O Chronologicai Number &/ /
O Audio Tape O Video Tepe O Geographical 10. ANNUAL ACCUMULATION
O File Drawer {s)
a Other (Specify) a Other (Specify) ___ O Microfilm Ree! (s}
a Computer Tape(s)
M W{ O Other (Speciiy)
7 Numbper
11. FILE IS USE 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly G Monthly 0 Month{s) a  Year(s)

Number

13 CURRENT LOCATION(S} (BIdg., Floor, Rool
/%/ f'g,;/ fggﬁ/

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

{If yes, speciff/ agency or cffice)

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

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

O Yes

1heo d=

No

7‘7’5‘/,

18.- RECOMMENDED RETENNONK@PZ /d/

f5r- 3 )é%/sj

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

21. DATE

GS 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

o/ T

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

v T2 o 727

2./DIVISION

%7 Al

&S

UNIT

DEFINITION - RetAs Senes 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 7(/6

S T, - .56/? s
/W&//fﬂ%éﬁff -

2L

§. EARLIEST YEAR / LATETEST YEAR

Yy

6. RECORD SERIES D

Mxﬁ?/w, L(/
Cer<hi~ ) f 7

Wéﬂ/ 2%

VA %»'?”
P@Z/

PTION Br-e‘ly descnbe e .ypes or infermation/dccumentsifenT

curc in lhe Series

56

ﬁMg

!nc.ufte the purpese or fungtion 2f the Senes:

y/”/?%’ 7M'

7&&/2'9/)/»&-31_-.

Letter Size o Microfim

0 legal Size O Computer Tape

8. RECORD SERIES
Alphabeticzi

a Numerical

9. VOLUME /
rile Draweris;

a Microfiim Reet isj
o Zomputer Tace (3}
o Dther (Speciiy)

/

O Bound Book O Floppy Disk 0 Chronological - Number 6,/
o Audio Tape O Video Tepe G Geographiczi 10. ANNUAL ACCUMULATION
. O File Drawer s}
3 Other (Specify) O Other (Speciiy) G Microfilm Reet {sj
a Computer Tape(s)
/ a Other (Specify)
Number
11. FILE IS USE 12. FILE BECOMES INACTIVE AFTER
Daily O  Weekly o Monthly a  Month(s) c Year(s)
Number
13 CURRENT LOCATION(S) (Bldg., Floor, Ry) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. scecify agency or cifice}
/ g/(/ ﬂp . a  Yes Z No
. e
15, ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
a  Yes o No o None o State O Federal S Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and | 18

describe any hardware/software)

O Yes o No

' RECOMMENDED RETENTION
K0 Fr—
}41;’2# Jer mynuz 7o, 777

3 /Z/?/S
i

é o

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

3S 5504 (Revised 1/93)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

y)
20794 Page 57 of 4—

1.

OEPARTMENTIAGENCY

Ly O

2. SION
&ZZI//A’/ P2 22

3. UNIT

DEFINITION - Rece!d/s Series - A group of relat;d tecords normally filed and used as a unit for reforence as well as retention and disposition purposes.

4. RECORD SERIES TITLE le/ﬁj/ %’ —/Mff;}tc‘:g 5. EARLIEST YEAR / LATETEST YEAR

NN (TS

o7

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informationvcecumentsiforms fcund in the Series. Incluca the purpose or function i the Sefies; :

2 s - COIFEHP
Déﬁéﬂé/ﬁwflﬁf

Dl /) + popLIciTan’s | Lol s,
WIS e bor A2

CHIGUE > Lk /e 220
| fBIPFS

okt LS,

/

Y /"

2 LS

Ny

1

W

2 7

8. RECORD SERIES SE NCE -
iphabetical

3. VOLUME /
rile Drawer(s)

] Mic:o.’ilm a Microiilm Ree! is;
L a Computer Tape s}
O lLegal Size o Computer Tzpe QO Numerical / C Other (Spectity) .
O Bound Book O Floppy Disk Qa Chronological “Number &, ///:
a Audio Tape O Video Tzpe G Geographical 10. ANNUAL ACCUMULATION
: ‘ L O File Drawer (s;
© Other (Specify) O Other (Speciiy) G Microfilm Reet (s}
a Computer Tape(s)
Q Other {Speciiy)
Number
‘1. FILEISUS 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly o Monthly 8 Month(s) o Year(s)
o : - Numbet
“3. CURRENT LOCATION(S) (Bidg.. Floor, Rogm) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or cifice}
3 k
’/’ /" %’F/é‘; ro a  Yes S No
) l - e
5. ACCESS RESTRICTIONS {If yes, cite law(s) & regulation(s) 16.. AUDIT REQUIREMENTS
o Yes : . o No O None o State O Federal O independent
7. IS AN INDEX SYSTEM USED? (I yes, explan brefly and | 18. RECOMMENDED RETENTION 9 24 93/47 for lerlth o~
describe any hardware/software) W E’ } I
e Enp 07177&97_‘
o Yes o No ﬁmﬂegatﬂmmm- /
MAWP ws 3o )/el?f-‘-‘i
—
3. NAME AND TITLE OF PREPARER TELEPHONE NUMBER

20.

Meﬂ)dfé‘fe/

5504 (Revised 193]




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

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

AGENCY RECORDS INVENTORY

>Page ‘g, of A:’S

! 1. DEPARTMENT/AGENCY

Hesw ot

2. DIVISION

S PN T Y )

.<$

3. UNIT

DEFINITION - Recordy/Series -

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

* 4. RECORD SERIES TITLE

Eﬂé&/ﬁyé’é 7y sreties

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SER!ES DESCRIPTION ( Bne'!y describe the types of information/Cocumentsiforms found in the Series

02%2//65 A /ﬁé/Dﬁ/&éﬁ
GRI) F2 25 f 7=, = S VT ,/g; .
W =S I

A Y

inchuce the purpose or function 3 the Series;

VS0 AN

ﬁ’aja'ro Z EE] ;

, -
ALS

7. RECORD SERIES FORMAT(S)
etter Size O Microfilm

O Legal Size o Computer Tzpe

O Bound Book O Floppy Disk
Q Audio Tape o \/ideo Tepe

0 Other (Specify)

8. RECORD SERIES SEQUENCE
a Alph;be(ica!
urnerical
Q. Chronological
0 Ceographical

0 Other {Specify)

Dz

9, VOLUME /
rile Drawer(s)

O Microiilm Reet {s}
a Computer Teee {5} .
o Other (Speciy)

G’F

Numbor

10. ANNUAL ACCUMULATION
a File Drawer (s}
a  Microfilm Reel (s}
O Computer Tzoe(s)
O Other {Speciiy)

Number

1. FILE IS USED )
Daily o Weekly G Monthly

12. FILE BECOMES INACTIVE AFTER

a]
Number

‘Aonth(s) c Year(s)

3. CURRENT LOCATION(S) (Bldg.. Floor, Rcﬁy
Ty W) ~ e f 7

—

4. IS RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specily agency or cifice!

:. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

o Yes o No
] — Cvey

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

a Yes . o . No o None o State 0 Federal O Independent
*. IS AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENT!ON

describe any hatdware/software) Destroy material havmg no

a Yes : g No further legal, administrative

fiscal or operational value

3504 (Revised 153)




