OCEAN CITY
PLANNING & COMMUNITY DEVELOPMENT

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. /47 Qé

PAGE 1 OF 3

Agency Town of Ocean City

Division/Unit Planning & Zoning Department

ITEM
NO DESCRIPTION RETENTION
1 Building Permits Retain for 50 years, then destroy.
- Contains but not limited to: conditional
approval, site plans, correspondence,
building inspectors, office inspection
report, building permit application,
drawings, material list report, calculations
report, bond estimate sheet, plumbing
permit, notice of additions/corrections,
etc.
2 Alteration Permit Retain for 50 years, then destroy.
- Same as Building Permits.
- Pending permits (contains same as
above).
3 Housing Code Violations Screen annually. Destroy material having no
further legal, administrative fiscal or
- Contains, but not limited to, hand written | operational value.
notes, correspondence, right of appeal
notice, photos, certified mail receipt,
housing report, subpoena, staff contact
report, etc.
4 Building Plans/Engineering Drawings
Screen annually. Destroy material having no
- Contains, but not limited to, further administrative, fiscal, legal or
renovation/additions - site plans, operational value. Retain permanently any
correspondence. material that serves to document the origin,
development and accomplishments of the
department. Transfer periodically to the
Maryland State Archives.

|
APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE '%1 0/ ap

SIGNATURE!

"

TYPE NAM Jesse C. Houston

TITLE Director Planning & Communit
Development

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST
APR 11

-

DATE

SIGNATURE ﬁ"""’[ c. / W/"
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5 Sign Permits

- Same as No. 1 above.

6 Mobile Home Permits

- Same as No. 1 above.

7 Project Files

- Contains, but not limited to, site plans,
file report, zoning analysis, application for
site plan and property resubdivision
review, application for Planning and
Zoning approval.

8 Board of Zoning Appeals

- Contains, but not limited to, Appeal
Board minutes, photos, master site plans,
addition plans, votes, correspondence,
resolutions, notice of public hearings,
agenda.

9 Board of Port Wardens

- Contains, but not limited to, cash receipt,
site plans, correspondence, building
permit application, application for Board
of Port Wardens, notice to grant permit,
notice to reconstruct, etc.

10 Board of Adjustment and Appeals

- Contains, but not limited to,
correspondence, hearing schedule notice,
site plans, notice to appear - adjustments
and appeals, building permit application,
treasurer’s receipt.

11 Public Hearings - Conditional
Use/Rezoning

- Contains, but not limited to, agreements,
treasurer’s receipt, temporary conditional
use permit, minutes, notice of public
hearing, conditional use applications, site
drawings. .

Retain for 50 years, then destroy.

Retain for 50 years, then destroy.

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

Permanent. Transfer periodically to the
Maryland State Archives.

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

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

Permanent. Transfer periodically to the
Maryland State Archives.
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12

13

14

Subject Files

- Contains, but not limited to, National
Estuary Program application,
correspondence, Sanitation monthly
reports, One Maryland Program, Water
Quality Coastal Bays, American Shore &
Beach Preservation District, Repetitive
Loss Properties, log sheets, building
reports, etc.

Audio Tapes

- Contains, but not limited to, Board of
Zoning Appeals, Planning and Zoning
Commission, Board of Port Wardens, and
Board of Adjustment and Appeals

Inspections/Complaints/Subjects

- Contains, but not limited to, inspection
schedules, complaints, follow-up reports,
unsafe properties, correction notices,
housing code forms, zoning violations,
scheduled reinspections, press meetings,
etc.

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

Retain for 3 years, then destroy.

Screen annually. Destroy material having no
further legal, administrative fiscal or
operational value.
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. RECORDS RETENTION AND DISPOSAL SCHEDULE

scHEDuLE No. AT G >

PAGE 1 OF 3

Agency Town of Ocean City

Division/Unit Planning & Zoning Department

ITEM

DESCRIPTION

RETENTION

Building Permits

- Contains but not limited to: conditional
approval, site plans, correspondence,
building inspectors, office inspection
report, building permit application,
drawings, material list report, calculations
report, bond estimate sheet, plumbing
permit, notice of additions/corrections,
etc.

Alteration Permit

- Same as Building Permits.
- Pending permits (contains same as
above).

Housing Code Violations

- Contains, but not limited to, hand written
notes, correspondence, right of appeal
notice, photos, certified mail receipt,
housing report, subpoena, staff contact
report, etc.

Building Plans/Engineering Drawings
- Contains, but not limited to,

renovation/additions - site plans,
correspondence.

Retain for 50 years, then destroy.

Retain for 50 years, then destroy.

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

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

|
APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE 7/'//10/ ap
SIGNATURE
TYPE NAM

TITLE

DATE

"

Jesse C. Houston

irector Planning & C un

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

SIGNATURE %‘( c. / 77’"/

APR 11 18

Development
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12

13

14

Subject Files

- Contains, but not limited to, National
Estuary Program application,
correspondence, Sanitation monthly
reports, One Maryland Program, Water
Quality Coastal Bays, American Shore &
Beach Preservation District, Repetitive
Loss Properties, log sheets, building
reports, etc.

Audio Tapes

- Contains, but not limited to, Board of
Zoning Appeals, Planning and Zoning
Commission, Board of Port Wardens, and
Board of Adjustment and Appeals

Inspections/Complaints/Subjects

- Contains, but not limited to, inspection
schedules, complaints, follow-up reports,
unsafe properties, correction notices,
housing code forms, zoning violations,
scheduled reinspections, press meetings,
etc.

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

Retain for 3 years, then destroy.

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




. . ]

’

-
Y

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

. REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS 350-1) . 7275 WATERLOO ROAD , : g

P.0. BOX 275 - JESSUP. MARYLAND 20794 y Page_,L_ of .&_
1. DEPARTMENT/AGENCY _ 2. DIVISION /OAW/I///(f/ 3. UNIT
oeen Lty LItz

DEFINITION - Recor{Senes - A group of related records normally filed :nd used as a unit for referance as well as retention and disposition purposes,

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

P tersrtimn Vo T /G52 JTZ2

6. RECORD SERIES DESCRIPTION ( Brie’ly describe the types of informaztion/documentsiforms ‘cund in the Series. Incluce the purpese or ‘unclion of the Series;

Cofis; AMJ/%’W»;L% yBraPds T 6;19%' .
CorrZzspyrcdeies, <5m/ % S 7ores; pﬁé’a&
B2 D /9(/6/9/*’7‘ Bl VT 2 T AR

- DA ﬁw///vﬁé/ 1%4'7?/7/?/- e //@PrT Cspd Ll s 77 /Qs
Aep a0 Bonid Estiimmrs= ééee//”}p/»fméfﬂf
p 7 7/ A/ﬁ’ 2e ﬂ/ %ﬂ//’/p/aééﬂ/f //Dzlsf =l

7. RECORD §| S FORMAT(S) . 8. RECORD SERIES SEQUENCE . 9. VOLUME /
] ‘ Fite Drawer(s)
Letter Szze a Microfilm O Alphabetical ) . 3 Microfilm Res! {sj
’ . ’ O Comouter Tape {31 .
o Legal Sze - @ Computer Tape = - ) W —3 Z C Other (Specify) .
O Bound Book O Floppy Disk 0. Chronological “Number &/ I .
O Audio Tape O Video Tzpe o Geographical ) 10. ANNUAL ACCUMULATION
/ . 4 a File Deawer s}
" @rOther (Specify) a Other {Specify) : . G Microfim Reel {s},
f O Computer Tape(s)
Q Other {Specify)
/ 77/ . _
. . . Number
{1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER -
Dally O Weekly G Monthly » _ a  Month(s) o ‘Year(s)
. Number )
3. CURRENT LOCATXON(S) (B|dg Fioor, Room 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency =t cffical
7 ? 7 ;// w a  Yes - S No
. R
5. ACCESS RESTRICTIONS {If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

a Yes : : o No "0 None . .0 State a  Federal O Independent

7. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTIO’Q“‘;OB‘ materiaH kﬁlp Fr__.
describe any hardware/software) %mm ( /

‘fhwde;srp

-3. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21, DATE 7

o Yes O No

5504 (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

AGENCY RECORDS INVENTORY

/

"Page é\ o _/ :_jz

| 1. DEPARTMENT/AGENCY

= R

2. DIVISION )%/7/747/ 7/
Zotl s

3. UNIT

DEFINITION - Records

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

well as retention and disposition purposes.

' 4. RECORD SERIES TITLE

Km/z/,f/y 7” e e / S

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION { Brve‘ly describe me types of xn!o:mcuonlcgrnents:forms found in the Series. Incluce the purpese or function 9i the :—n==

L D s Sl 2a3s Arizs

F e )@2/ oy Ao éwhpmﬁs ;AV@

7. RECORD SeRIES FORMAT(S)

Letter Sze o Microfilm

. O Legal Size O Computer Tape
O Bound Book T Floppy Disk
0 Audio Tape o Video Tepe

8. RECORD SERIES SEQUENCE
C Alphabetical
O Chronological

G Gsographical

9. VOLUME /
rile Drawear(s}

O Microfilm Ree! is;
vomouler Tace i3)
a Other (Speciiy)

/30
,/"'

"Number

10. ANNUAL ACCUMULATION
a File Drawer s;

O Other (Specily) a Microfilm Reet {sj
o Computer Tape(s)
70 ’; O Other {Speciiy)
/ // Number
11. FILE IS USED _ 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly G Monthly a  Month(s) g Year{s)

Number

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

14.

IS RECORD SERIES OUPLICATED ELSEWHERE?

{If yes. specify agency or cifica!

-/;7‘7 ///ZVJ o Yes 3 No
. IS
15. ACCESS RESTRICTIONS (I yes, cile taw(s) & regulation(s) | 16. AUDIT REQUIREMENTS
a Yes o No o None a State O Federal O Independent

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

o Yes 0O No

19. NAME AND TITLE OF PREPARER

20. TELEPHONE N.

‘\"'\ .

18. RECOMMENDE _ﬂ E i:& ;z gfp’/,-_-,{ M/_;{,

fanheﬂegahrd:m
" fissatropemtional-yalue

2

- 5504 (Revised 193)




|

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

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

‘Page _157 :Z 1

——

1. DEPARTMENT/AGENCY

e s Fer

3. uNIT

2. DIVISION }&#/VM&? '
ZeAages

—— ]

DEFINITION - Records Séries - A group of related records normaily filed and4sed as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

B 12

5. EARLIEST YPAR / LATETEST YEAR
/ 0L f% 5

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cccumentsiforms found in the Series. Include (he purpose of function of the 3eriss:

\Sﬁﬂﬂé /%5 N /

y

7. RECORD S FORMAT(S)

Letter Size 0 Microfim
a Legal Size a] Computer Tapé
. D Bound Book O Floppy Disk

O Video Tepe

0 Audio Taf -
' VO((S::TY) M

8. RECORD SERIES SEQUENCE

9. VOLUME /
File Dr2

er(s}

Qther (Speciiy)

o~

2

Q. Chronolagical “Number

O Micyafiim Rest (s;
mouter Taoe {3} .

10. ANNUAL ACCUMULATION

=] Geogfaphical )
. a File Drawer s;

b Other (Specify)

Lecm? xo.

Qa Qther (Speciiy)

Number

O Microfilm Reet {s}
a Computer Tzpe(s)

1. FILE is y&fD

Daily O Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER

O Monihs) O Yearis)

Number

13. CURRENT LOCATION(S) {Bidg.. Floor, Room)
/—.Q

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency <r office!

-
11y //f//———gﬂ 5 Yes : s e
LRl S
..

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

a Yes : . o No 0 None a State O Federal Qa Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTIOI efz/~ f:’

describe any hardwarelsoftware) - 4 —or &b 7

a Yes ' o No Fusther-tcgal-administative y 5&/3’ |

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

e a— |

3 5504 (Revised 1/93)




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

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

AGENCY RECORDS INVENTORY

‘Page & of _/‘;7Z

\

—

1. DEPARTMENT/AGENCY

o2 L7t

AosZez

2. DIVISION )W/;f;ﬂﬂ /&?/

3. UNIT

DEFINITION - Records Séfies - 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

Mot /e %/%& s

5. EARLIEST YEAR { LATETEST YEAR

Pt 1225

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informztion/cecumentsiforms found in the Series.

'5/4;4/{6 = 4/p//

Include the purpose o function of the Series;

-

ERIES FORMAT(S)
Letter Size . a Microfilm
O Legsl Size o Combutar Tabe
O Bound Book o Floppy Disk

a] deeo ), Tepe

8. RECORD SERIES SEQUENCE

Numerical
o . Chronologica!
o] Geographical

Q Other (Specify)

Vefmf W,

3. VOLUME /
File Drawer(s)

O Microfijm Ree! isj
a Combuler Tepe 5} )
i = Other (Specify) .
C. —

“Number

10. ANNUAL ACCUMULATION
a File Drawer (s}
O Microfim Reel (s}
0 Computer Tape(s)
Q Other (Speciy)

Number

1. FILEIS Y

Daily a Weekly G Monthly

12. FILE BECOMES INACTIVE AFTER

a
Number

Manth(s) a  Year(s)

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

//7’7/ M)~ At F/W/\

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specify agency or cffice}

g Yes a No
VerV 27 VA 2 ‘
-~

:5. ACCESS Resmcnous {f yes, cite law(s} & reguiations} | 16. AUDIT REQUIREMENTS

0 Yes : ) a] No O None 0 Slate a Federal 0 Independent
:7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION A) —

describe any hardware/software) : & 4 6 2 6‘4&5’

a Yes : o No furtherlegal-administrative %5/()
:9. NAME AND TITLE OF PREPARER ‘ 20. TELEPHONE NUMBER

| oleéffzf——

550-4 {Revised 1/93)




! {NSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES |’ AGENCY RECORDS INVENTORY
i REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION :

SCHEDULE (DGS 550-1)

) 7
. 7275 WATERLOG ROAD : . \f /:5/
' P.O. BOX 275 - JESSUP, MARY(LAND m794 . Page o

1. OEPARTMENTIAGENC\: péﬁw 2. DIVISION ﬂ”/y/”/ 3. UNIT
Lot Zogirs

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

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

%7/6/,&7 &Jf’ /ﬁlﬁjﬁ% 12230 [ 2F5
Y 4 - B
6. RECQORD SERIES DESCRIPTION ( Briefly describe the types of information/cocumentsiforms fzund in the Series. Incluce the purpose of function of e Sefies)

Cotamss ; fapd Whit oo #trEs; CorrEspoadeis:
%pf’ Wppest. VErras; f%‘ﬁfﬁc Wf’dﬂ/ﬂé

2L i ﬂ/éf/,f)z efm/‘/ ; \514é>0p€/)/9, S
CVW /épﬁ/‘// =g .

7. WS FORMAT(S) ’ 8. RECORD SERIES SEQUENCE - 9. VOLUME /
o i rile Drawer(s)
Letter Size ‘ a Microfilm O Alphabetic .. O Microiilm Ree! isj
. 0O Computer Tape {3) .
O Legal Size a Computer Tepe - _ Vﬂm‘ Eg o Other (°D°"' —_

O Bound Book o Floppy Disk O . Chronologicat “Number &/f -
.0 Audio Tape O Video Tape o Geographicel 10. ANNUAL ACCUMULATION
- . Q File Drawer s}
Q Other (Specify a Other (Specify) O Microfilm Reei {s}.

O Computer Tape(s)

}/ /74,97‘7;0 % L /S

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER :
M O Weekly o Monthly ' O Months) O Year(s)

Number

13. CURRENT LOCATION(S)‘(BIdgA.» Floor, Room) 14. IS RECORD SERIES OUPLICATED ELSEWHERE? {If yes. specify agency =t cffice}
/ e

Sy Her) 5t f

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

17. 1S AN INDEX SYSTEM USED? {if yes, explain briefly and 18. RECOMMENDED RETEN
describe any hardware/software) Pestroy material having no

O Yes : : o No Further legal, administrative
ﬂscal or operational value
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER R

—_— —eeeeed |

5 5504 {Revised 193)
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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 f/]/ of _Z“;/

1. DEPARTMENT/AGENCY

e L7

3. UNIT

2. DIVISION pM/V/VA&/

Zpon%

DEFINITION - Records Series -

A group, of related teco(ds t\o(ma(ly filed and used as a unit for reference as

well as ratention and disposition purpases.

4. RECORD SERIES TITLE 5////
5;7/.//.;?/7/

5. EARLIEST YEAR | LATETEST YEAR

/750 /FFS

5706:0) e

6. RECORD SERIES DESCRIPTION { Bnc'ly cescribe the types of informztion/decumentsiforms icund in the Series. Include the purpese or funclion ai the Series:

Rewwvizets «w//%/é/ﬂ*u@ — &= s
e | |

CorEepoe2té

/V%J Lo l) i
L2 C.fs (A

Z

/%0)

7. RECORD SERIES FORMAT(S)

O Letter Size o Microfilm
o Legal Size o Computsr Tepe
O Bound Book Q Floppy Disk

o Video Tepe

i it JW//U‘LS

a Audio Tape

./ —
8. RECORD SERIES C UENCE -
Alphabetical

9. VOLUME /
File Drawer(s)

a Microfilm Reel isj
o Computer Tape {3

/W fa) ’“her q crvrl)_—__—

//Vé/ﬁs

10. ANNUAL ACCUMULATION
Q File Orawer s
G Microfilm Reel {5}
o Computer Tape(s}
a Other {Specify)

O Numerical

a . Chronological “Number

u} Geographical

n Other {Specify)

Sz

Number

‘1. FILE IS USE 12, FILE BECOMES INACTIVE AFTER

M O Weekly G Monthly O Monih(s). @ ‘earis)

. Number
3. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency =f cffice}
// +‘7 4/ > crr— a  Yes | : S No
N - N

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

o Yes - : o No O None D State O Federal C independent

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

No

a  Yes [»]

Use Gepgrero/ /W/‘ Zﬁ /%%F

18. RECOMMENDED RETENTION

w

. NAME AND TITLE OF PREPARER

|20 TELEPHONE NUMBER

21. DATE

5504 {Revised 1/93)




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

i SCHEDULE (DGS $50-1)
¥

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

AGENCY RECORDS INVENTORY

"Page 7 of _,/‘17/

3. UNIT

i 1. DEPARTMENTIAGENCY‘ 2. D(V\SIONPA%/VM”%
ey Crfc 2@#}”7 -

DEFINITION - Record(Serles A group of related recards normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

WWJ/W F/Zeo

5. EARLIEST YEAR / LATETEST YEAR

[T 0 [ 777
6. RECORD SERIES DESCRIPTION ( Briefly cescribe the types of information/cccumentsiforms |

cund in the Series. Include the purpese or function of ihe S:nw
G«? ,y/,cg cﬂr'f'za/oppa(e/adz SvT= plpnts-
- Z ﬂ/t//x/)f %

VA B s> f/’éﬁ"

yﬁo /CW;DKD

@j//éﬂ%/ﬁ@ﬂél//g Loy

/ﬂ/yy/w//cfft?ﬁx)ﬂ% i ‘/’5'4

7. RECORD SERIES-FORMAT(S)
2 Lelter Size

O Legal Size

a] Microﬁlm
o Computer Tapé
o Bound Book O Floppy Disk

. O Audio Tape

0 Video Ts.....
ther (Specxfy)m

9. VOLUME

8. RECORD SERIESSEQUENCE
' O File Drawer(s)
' ‘Alphabeticz O Microiiim Ree! is;
y/ WT&DE 5y
umerical Other (Speciiy) .
- .
O Chronologice! "Number

10. ANNUAL ACCUMULATION
g File Drawes s}
O Microfiim Reel (s}
a Computer Tzpe(s)
a Other {Specify)

G Geographical

a Other {Specify)

Number

11. FILE IS US

Daily O Weskly G Monthly

12. FILE BECOMES INACTIVE AFTER

o Month(s) o - Year(s)

Number

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

&//VW ke s

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

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

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

O Yes O No

18. RECOMMENDED RETENTION
Destroy material having no
Fgrther legal, administrative
F1scal or operational value

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

3 5504 {Revised 1/93)




{NSTRUCTIONS -~

SCHEDULE {DGS 550-1)

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

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

a

" Page 7

yZ=a

1. DEPARTMENT/AGENCY

LEERO Crey

3. UNIT

2 omsnon)ﬂzﬁW//C}?
oAV

DEFINITION - Records Series - A group of related records normally filed and used a3 a unit for reference as

well as retention

and disposition purposes.

i

: 4. RECORD SERIES TITLE

Copred Zemsees fpresd =

5. EARLIEST YEAR / LATETEST YEAR

_ w/7PZ

6. RECORD SERIES DESCRIPTION { Bn’eﬂésc:tbe the lypes of informztion/cocumentsiforms ‘cund in the Senes. Incluce the purpose of funcnon of the Series;

Gpﬂ/fff/w

lorye

0w el ipstred )i w7 ;
/770%92‘ 5/7’ Phoarnds -

/DAD)PA/

%/4/%/,«5‘4;;/7 7_—:, ./ /%w Z

%fe«ff

v’ /géplz//p/cks W’ e o=

Letter Size o Microfilm

o Legal Size o Compqte.' Tepe
0 Bound Book O Floppy Disk

D Video Tepe

9. VOLUME

8. RECORD SERIES ENCé .
O Numerical |
o Chronologica! Number

File Drawsr(s)
Microiilm Ree! {sj
Computer Tape {5) .
QOther (Specify)

NDOoOD

O Geographical

10. ANNUAL ACCUMULATION

' ) o File Drawer (s

Other {Specify) o Other (Specify) G Micrafilm Reel {s}

0 Computer Taoe(s)
. Q Other {Specify)
Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

a Daily O Weekly G Monthly a  Month(s) c  Year(s)

. Number
13 C_URRENT LOCATION(S) (Bldg Floo;ﬁoom) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or cffice}
) — 2wl Feor— '
7 ‘Z C/ . o Yes o No
-~

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

O Yes o No g None O State O Federal O Independent

i7. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and
describe any hardware/software)

QO Yes o No

18. RECOMMENDED RE

to the Maryland State Archives.

i9. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBL

Permanent. Transfer periodically

. 5504 (Revised 1/93)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

" Page 49 of é’;'?_‘l

l 1. DEPARTMENT/AGENCY

&7y F e 7

2 DIVISION }p/y,(//(/ﬂ/ /
Lo’

3. UNIT

y
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

722V g

Cordpyres:Corres
A Hppepls

/%/J/@ZZ@@Z;—)%@%

6. RECORD SERIES DESCRIPTION ( Briefly dascribe the types of information/cocumentsiforms f

cund in the Series. Incluce

Z

Srizn i 2

S 5572 Pl ////;ée/’
.f///Aéx/
/ /%///?4// /@4  ~

W

the ouroose or funcuon af ihe Series 2 ;

W/W 3

Nt hO,”

a M icrofilm

O Legal Sze s} Compule.' Tapé
O Bound Book O Floppy Disk
s] \/ideo Tepe

Y

Other (Specify)

8. RECORD SERIES SEQUENCE
Numerical

O . Chronological

9. VOLUME

Q File Drawsr(s)
a Mlcronlm Ree! (sj
er Tace s} .

"'mer (Q ety
W[Z s

G Geographical

O Other (Specify)

/&fr.‘

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

:3. CURRENT LOCATION(S) (Bldg Floor,
///—/ Ve g,y f? o/

Number
11. FILE IS USE 12. FILE BECOMES INACTIVE AFTER
‘ a{/ a  Weekly G Monthly a Monkh(s) a  Year(s)
. Number
14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency <r cifice!

a  Yes T No
5, ACCESS RESTR!CT!ONS {If yes, cite taw(s) & regulation{s) | 16. AUDIT REQUIREMENTS
a Yes o No a  None o State a Federal Q  independent
7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/software) Destroy material having no
o v Ayirther legal, administrative
o Ye Mo Fiscal or operational value

3. NAME ANO TITLE OF PREPARER .

20. TELEPHONE NUMBER

&ty WAL

vw'f

$50-4 (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
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

‘page _//

o /77/
-

" 1. DEPARTMENTIAGENCY

et Cfor

2. DIVISION p]/%’//W/V‘j/
Zoprcs

3. UNIT

-~
DEFINITION - Records Series - A group of ralated recocds normally filed and used as a unit for refetence as

wall as retention and disposition purpases.

4. RECORD SERIES TITLE

Aule Mewyizms

5. EARLIEST YEAR / LATETEST YEAR

Y.,

6. RECORD SERIES DESCRIPTION (¢

/%M

riefly describe the types of informaztion/cocumentsiforms {6

‘cund in lhe Series.

57/«/’77?//525 Mo/ emrens - TS Lrer s
7 &”7 9”?76’0/4/;@09(_ LoE Py szr 7o /V/// ==

Sl fordefo %M/‘//Vf
VAT S I Ay it

Incluce the ourpose of function of ihe Series;

/ez:'e/}ﬂ"

d&MJ/// pﬁ% LS =

7. RECORD SERIES FORMAT(S)

Letter _Size_ 0 Microfilm
o Legal Size o Combu\e: Tepe
0 Bound Book O Floppy Disk
QO Audio Tape o dee

w@mﬂ@%‘s

8. RECORD SERIES SEQUENCE
O Alphabetical

O Numerical

[=]

. Chronologicz!

[n] G;ographics__!

o-

QOther (Specify)

9. VOLUME

O File Drawer(s)

O Microfilm Ree! {5}

o Computer Tape i3} .

< Other (Speciy)
“Number

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

Number

1. FILE IS USE
Daily O Weekly G Monthly

12. FILE BECOMES INACTIVE AFTER

a]
Number

Month(s) o]

‘fear(s)

13 CURRENT LOCATION(S) (BIdg.. Floor, Rpom)
24 fy a[ ey

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{if yes, specify agency cr cffice)

¢ o Yes S Ne
/ﬁ / & '/'ks
. N
5. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes : . o Ne a None a  State a Federal a  Independent

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

O Yes ) O No

118, RECOMMENDED RETENTIO

Permanent. Transfer periodically

i9. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

to the Maryland State Archives.

550-4 (Revised 1/93)




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

i

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

VA

7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20734

'Page 4 ,% of ézf

1. DEPARTMENT/AGENCY

ey L 7&:/

3. UNIT

2. DIVISION )07}? 77 M/f?/l

20

DEFINITION - Records Series - A group of related recotds normally filed znﬁaed as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE 64/5\/@7’957&5

5. EARLIEST YEAR !/ LATETEST YEAR

L2 0 /2

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informztionfcccumentsiforms fsund in the Series. Include the purpose of function of the Series;

Cﬁﬁfz VR 2 == = W) Bry 257
U enoe- ﬂ/t/ Sl on) /%9

Cor7 e zsp2

N MW/A#A&

Cops72Z- g@@
Pldzer v
%fzrﬁeé -

~

L

G- L#TE B

ff?/ D =0

23

/w//@&a

As/ﬂc/f’ Pepetri e
/ %eﬁ/_-s - Z//%/ /&7/4@”/5 =73

¥

,{5’-

7. Ryg FORMAT(S)
Legal Skze

O Bound Book

O Audio Tape
ther (Specify)

o Microfim
g Computer Tabe
0O Floppy Disk

O Video Tzpe

8. RECORD SERIES SEQUENCE 9. VOLUME

O File Drawsr(s)

T Alphebetical O Microiilm Raet {8}
M/ - a oy
umerical

Computer T,

TMher (Spectly)

"Number é,’f_

O Chronological

10. ANNUAL ACCUMULATION

G File Orawer s}

G Microfilm Reel {s}
o Computer Tzpe(s)
a

O Gsographical

O Other (Speciyj

Other {Specify)
Number

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

z{ O Weekly G Monthly o Month(s) a  Years)

) . Number
3 CURRENT L CATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency o1 cifica!

__.-
QO Yes : ' o No
S
. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16

aQ Yes : . o No

. AUDIT REQUIREMENTS

o None o State a Federal O Independent

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

a  Yes O No

18. RECOMMENDED RETENTION

. %MJA /? é?’f‘:z?/‘a/s
6 74D

2. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

5504 (Revised 1193)




! |NSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
© REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

4
SCHEDULE (DGS 550-1) . 7275 WATERLOO ROAD 4/,4
: P.O. BOX 275 - JESSUP, MARYLAND 20794 Page __A (5 _ o Z,

—

i 7
1. DEPARTMENTIAGENCY 2. DIVISION ,%WW/ 3. UNIT
{

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

4. RECORD SERIES TITLE

5. EARLIEST YEAR § LATETEST YEAR
%/J/ﬁ Topes 170 L7

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsiforms found in the Series. Include the purpose of funclion 9f the Series;

boprd Z PRV WP /%?’/f//y//ﬁff— %
borrd o= }gﬁ M//’j&dﬁ/’ | - |

7. RECORD SERIES FORMAT(S) - 8. RECORD SERIES SEQUENCE - - 9. VOLUME
o ) . o File Drawer(s)
O Letter Size O Microfilm Qa Alphabetical 0 Microiilm Reel {sj
| - ’ / O Computer Tape s} .
O Legal Size © Computer Tape . umerical : : O Othet (Speeify) ___ .
Iyﬂ/ G Floppy Disk o . Chronclogical “Number Wﬁ;//& 7/ ;fef
Audio Tape Q Video Tepe O Geographical _ 10. ANNUAL ACCUMULATION
: . ] . . O File Drawer {s)
" 0 Other (Specify) O Other (Specify) : O Microfilm Reei {s}
) O Computer Tape(s)
)/é ﬁ },~ Q Other {Specify) ___~
' Number ;
11. FILE IS USED ) 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly o Monthly a  Monih(s) o Year(s)
. - Number
13. CURRENT LOCATION(S) (Bldgw 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency =r cffica}
CHY ) 42
-/}%7 7/ / g Yes - i 3 No
ol /z F1E25
== R S
15. ACCESS RESTRICTIONS (if yes, cite iaw{s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes ; . o No a  None a  Slate O Federal a Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION - :
describe any hardware/software) : ’ ’ ﬁ /() > F 3 : ‘-”%/%
. / P
. e i
P v | Hheo deasi= »
| . e 13
N I
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 1 21. DATE

 550-4 (Revised 1193)




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 Y /

SCHEDULE [DGS 55¢-1) . 7275 WATERLOO ROAD | ) 7 p
P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page of _Z/Z

1. DEPARTMENTIAGENCY 2. DIVISION P/}?/V/f/' Aff/ 3. UNIT
L2 Sty - | Zoaziy

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

4. RECORD SERIES TITLE ' 5. EARLIEST YEAR f LATETEST YEAR

/A@,O%f;’pﬂs/é’pw/émdg/yﬁé,éﬂg’ A
L 4 v Cd
6. RECORD SERIES DESCRIPTION ("Bricfly cescribe the types of information/cccumentsiforms found in the Series. Include the purpose o funclion o, the Sefies;

Cowvtmmis = IWESPTioed> TEhadic/=s; Lonapl 15
F'//y b~ L0 ﬁg)mﬁ/a - k/xf/@ﬁ?—”e /0/’;2/7‘
C&/"/Z?”p/?// s 7 YRS/ A &xé @/.
Z P/W l/péﬁ-f‘ ,‘,(5 @/xza/w/ed e/@e@g;ls/ ;

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

' o Microtim O Alphabeticel _ 3 Microfilm Ree! isj
‘ o B// : ) a Computer Tape {3) .
a Legal Size a Computer Tape - ) umerical . _ : é © QOther (Spec -1) —_—

O Bound Book Q Floppy Disk Q Chronological ‘Number - 44 7~

O Audio Tape o \/ideo Tepe : G Geographical ) : 10. ANNUAL ACCUMULATION
: o . a File Ocawer (s}
Microfilm Reel {s}

O Other (Specify) 'O Other (Speciiy) G
O Computer Tape(s)
\'D #7%- O Other iSpeciiy)
) ' Number

11. FILE IS USED ' _ _ 12. FILE BECOMES INACTIVE AFTER .

m O Weekly G Monthly S O Month(s) O  Yearis)

. Number ‘
13. CURRENT LOCATION(S) (Bldgq' Floar, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {tf yes. specify agency or cifical
211y Mo/ — Zned = |
-J *7 / ﬂ pp O Yes . 3 No
N T

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

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

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 8. RECOMMENDED RETENTION

s any gt ‘ Destroy material having no
Further legal, administrative
Fiscal or operational value

Py

Q Yes DNQ

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER : 1. wALE

3 550-4 (Revised 1/93)




'r INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES | AGENCY RECORDS INVENTORY
'{ REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD

‘! P.O. BOX 275 - JESSUP. MARYLAND 20734 . Page ,? or /A Z

/]
| 1. DEPARTMENTIAGENCY . 2. DIVISION p/&/l//l/’//v/”/ 3. UNIT

LB oy pr,«'/f/ frd L Wﬁdezﬁé

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

4. RECORD SERIES TITLE Ap&-ra[ & f— 5. EARLIEST YEAR / LATETEST YEAR

forT Wit zs 2 L2

6. RECORD SERIES DESCRIPTION ( Bricfly describe the types of information/cccumentsiforms fcund in the Series, Incluce the purpose or function 3i the Series;

Cortzprs: Conp farepros7e Phoeis; Colfespoesiore

—
i ——

Bt itrg Pt T 0 TS ST msd
gﬁ/f"/&/ﬁ’; yF LA js/azs/— /%5‘235/570@&7*
FErrzs= pofooe 75 /econoct7id? s ers

‘~v

1

7. RECORD S FORMAT(S) - 8. RECORD SERIES SEQUENCE - 8. VOLUME
o ' G File Drawer(s)
Letter Size O Microfilm Alphabetical QO Microfiim Rest isj
- - . a Computer Teoe i3} .
O Legal Size O Computer Tape - Q’lﬁ:\-c—a—l_ o Other (Spectiv) ;
o Bound Book O Floppy Disk O Chronolegical “Number
0 Audio Ta O Video Tepe O Geographical 10. ANNUAL ACCUMULATION
/ - S . . O File Drawer (s}
ther (Specify T Other {Speciiy) , G Microfilm Reel {sj
O Computer Tape(s)
O Other {Specify)
1. FILE S USED _ 12. FiLE BECOMES {NACTIVE AFTER
o Daly O Weekly O Monthly O Month(s) o - Year(s)
. . Number ’
13. CURRE .OCATION S).(Bldg.,. Floor, Roorp) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? {Iit yes. specify agency or office!
o 2
y . K a  Yes - a No
gkt fiz f 7=
. S
i5. ACCESS RESTRICTIONS (If yes, cile aw(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes i . O No C None o State Q0 Federal O  Independent

7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETE
describe any hardware/software) . . .
! o : Destroy material having no
O Yes O No further legal, administrative
: 4 : fiscal or operational value

:8. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

550-4 (Revised 1/93)




