
OCEAN CITY
PLANNING & COMMUNITY DEVELOPMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.

PAGE 1 OF 3

Agency Town of Ocean City Division/Unit Planning & Zoning Department

ITEM
NO 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 periodically to the
Maryland State Archives.

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE

SIGNATURE1

TYPE NAMc Jesse C. Hous ton

TITLE Director Planning & Community
Development

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

11
DATE

SIGNATURE
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Sign Permits

- Same as No. 1 above.

Mobile Home Permits

- Same as No. 1 above.

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.

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.

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.

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.

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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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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Agency Town of Ocean City Division/Unit Planning & Zoning Department

ITEM
NO DESCRIPTION RETENTION

_L

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 periodically to the
Maryland State Archives.

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE

SIGNATURES

3
TYPE NAME Jesse C. Houston

TITLE Director Planning &Development

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

APR W
DATE I

SIGNATURE
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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.

•fc



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

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION

r—
- Records Series - A group of

3. UNIT

DEFINITION 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 information/documenis/fcrms found in Ihe Series. Induce the purpose or -unciion of ;he Series;

7. RECORDiSESTES FORMAT(S)

ar**Lelter Size o Microfilm

• Legal Size • Q Computer Tape

a Bound Book a Floppy Disk

a Audio Tape^ a Video Taps

pfJther (Specify) ^

8. RECORD SERIES SEQUENCE

D Alphabetical

p--WCmerical

o . Chronological

D Geographical

a Other (Specify)

9. VOLUME
File Drawer(s)

o Microfilm Ree! ;sj
a Computer Tape is)
c Other (Specify)

Number

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

Number

12. FILE BECOMES INACTIVE AFTER

D Weekly o Monthly a Monih(s) • Year(s)

Number

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

a Yes • a No

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

a Yes : ._ D No

16. AUDIT REQUIREMENTS

o None a State a Federal a Independent

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

18. RECOMMENDED R E T E N T . O ) ^ m a t ( S J a H m

i n g 1 ^

• Yes o No

.3. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
n

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 G E N E R A L SERVICES
RECOROS MANAGEMENT DIVISION

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

J-

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Recorjfs 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 ( 8riefly describe the lypes
r

le lypes of informction/cocu:umentyforms found in Ihe Series. Include the purpose or 'unction of ;he Series;

7. RECORDSeRlES FORMAT(S)

JoLetter Size a Microfilm

o Legal Size o Computer Tape

D Bound Book o Floppy Disk

D Audio Tape , D Video Tape

p-Oiher(Specify)«

RECORD SERIES SEQUENCE

D Alphabetical

p^urnerical

a Chronological

o Geographical

D Other (Specify)

9. VOLUME
-ile Qrawer(s)

a Microfilm See! ;si
• Computer Tace -si
G Other (Spe::;y)

Number

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

Number

11. FILE IS USED

Daily ' D Weekly

12. FILE BECOMES INACTIVE AFTER

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 or offices

D Yes : • a No

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

• Yes ._ a No

16. AUDIT REQUIREMENTS

D None a Slate • Federal a Independent

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

18. RECOMMENDE

• Yes • No

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

. 550-4 (Revised 1/93)



1 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 •J" Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Sefies - A group of related records normally filed and4jsed as a unit for reference as well as retention and disposition purposes.

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

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

7. RECORDJSftTES FORMAT(S)

ca**L.eltef Size o Microfilm

a Legal Size o Computer Tape

D Bound Book o Floppy Disk

D Audio Tage Q Video Tape

5ther (Specify),

RECORD SERIES SEQUENCE

a Alphabetical

'Numerical

Q Chronological

D Geographical

D Other (Specify)

9. VOLUME
File Qra^er(s)

a MicfBfilm See! (si
D fiwnputer Taoe ,'3.i
& Other (Spscify)

' Number

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

Number

11. FILE IS U8ED

c/Dai ly

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes 3 No

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

• Yes ._ a No

16. AUDIT REQUIREMENTS

D None a Slate a Federal a Independent

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

18. RECOMMENDED RETENTIOI

Q Yes a No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

> S5O-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 ROAO
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. OEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Sfries • 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 types of mformotion/flccumenis/forms found in Ihe Series. Include the purpose or function of ;he Scries;

7. RECORD'SERIES FORMAT(S)

<y Letter Size a Microfilm

• Legal Size o Computer Tape

a Bound 8ook a Floppy Disk

a Audip/Tape D Videotape

Bother (Specify).

8. RECORD SERIES SEQUENCE

o AlphabejieSi

^ 'Numerical

o . Chronological

a Geographical

• Other (Specify)

9. VOLUME
File Orawer(s)

a Microii/m See! is)
a Cpsitxiter Tape Is)
p^Dther (Specify)

Number

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

Number

11. FILE IS US

Daily ' D Weekly

12. FILE BECOMES INACTIVE AFTER

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 or office)

D Yes • o No

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

• Yes ; ,_ D No

16. AUDIT REQUIREMENTS

o None a State o Federal a Independent

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

18. RECOMMENDED RETENTION

• Yes O No fitfthor legal, ndminirtrativf

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

_•
J55(H (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

RECOROS 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^roup of related records normally filed and i/sed as a uniunit 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/documerits/forms found in Ihe Series. Include the purpose or Junction of trie Series.:

7. RECORD SEAfES FORMAT(S)

ja^Letler Size a Microfilm

a Legal Size a Computer Tape

n Bound Book o Floppy Disk

a Audio Tape o Video Tape

D Other (SpecifyV^fc/zZ2iSc/£c^!5r /

8. RECORD SERIES SEQUENCE

a Alphabetic

lumerical

a . Chronological

a Geographical

a Other (Specify).

9. VOLUME
File Orawer(s)

a Microfilm Reel {s}
a Computer Taoe ;s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
• Microfilm Reei (si.
a Computer Taoe(s)
a Olher (Specify)

Number

11. FILE IS USEQ,

Daily

12. FILE BECOMES INACTIVE AFTER

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

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

a Yes • s No

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

a Yes ; ._ u 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 RETEN

o Yes D No

Pestroy material having no
purther legal, administrative
•fiscal or operational value

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER * • . t/MlC

i 550-4 (Revised 1/93)



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

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

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 diiposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms round in Ihe Series. Include the purpose or function or ;he Series:me aeries, inciuce me DUICOSS or 'Uncnon

7. RECORD SERIES FORMAT(S)

a Letter Size a Microfilm

a Legal Size a Computer Tape

D Bound Book o Floppy Disk

a Audio Tape , o Video Tape

D'Cther (Specify) £*~i&l4S/As^^>

7

8. RECORD SERIES^SetTUENCE

D Numerical

a . Chronological

D Geographical

a Other (Specify)

9. VOLUME
rile Orawer(s)

o Microfilm Reel (sj
Q Compuler Taoe (si
n Other rSnojjfy)

Number

• IULAT-"10. ANNUAL ACCUMULATION
D File Orawer (sj
• Microfilm Reel (s)
a Computer Taoe(si
a Other {Specify)

Number

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes • • No

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

O Yes : ._ a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal o Independent

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

18. RECOMMENDED RETENTION

a Yes • No

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

5SCM (Revised 1/93)



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

| SCHEDULE (DGS 550-1)

i

DEPARTMENT OF GENERAL SERVICES
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 - 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 the types of information/cccuments/forms found in the Series. Include Ihe purpose or function of ;ne Series

7. RECORD SERIES-FORMAT(S)

Letter Size a Microfilm

a Legal Size Q Computer Tape

• Bound Book a Floppy Disk

a Audio Tape, , a Video Tape

ae the r (SpecifyX

8. RECORD SERIE^SEQUENCE

Numerical

D Chronological

G Geographical

D Other (Specify).

9. VOLUME
D rile Orawer(s)
D Microfilm See! ;sj
D ConpuWr'Taoe ;sj

(Specfy)

Number

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

Number

12. FILE BECOMES INACTIVE AFTER

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

Number

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

o Yes ; a No

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

o Yes a No

^Destroy material having no
farther legal, administrative

or operational value

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

i 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD 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

727S WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Paoe Of

i 1 . DEPARTMENT/AGENCY 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.

i 4. RECORD SERIES TITLE

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

7. RECORD-SERIES FORMAT(S)

or Letter Size o Microfilm

a Legal Size a Computer Tape

D Bound Book • Floppy Disk

D AudioJ^pe D Video Tape

• (Specify)- f

RECORD SERIES^S«JUENCE

O^lphabetical

o Numerical

D Chronological

o Geographical

a Other (Specify)

9. VOLUME

o rile Qrawer(s)

n Microfilm See! ;sj

D Computer Taoe -3)

c Other (SDSC::'Y)

Number

10. ANNUAL ACCUMULATION

a File Drawer (S)

•c Microfilm Reel (s)

D Computer Taoe(s)

a Olher (Soecifv)

Number

11. FILE IS USED

a Daily o Weekly

12. FILE BECOMES INACTIVE AFTER

D Monthly a Monlh(s) O Year(s)

Number

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

• Yes • a No

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

0 Yes D 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. RECOMMENOEO RE

a Yes a No Permanent. Transfer periodically
to the Maryland State Archives.

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBL

. S5(M (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. SOX 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 Ihe types of informstion/Cocuments/forms found in the Series. Include the purpose or function of ihe Series

4rf^^

7. RECORD SERfES FORMAT(S)

Letter Size a Microfilm

a Legal Size a Computer Tape

D Bound Book o Floppy Disk

D Audio Jape o Video Tape

f<Other (Specify)^

8. RECORD SERIES SEQUENCE

• Alphabetic,

Numerical

a . Chronological

Q Geographical

o Other (Specify).

9. VOLUME
a File Orawsr(s)
a Microfilm See! ;sj
a CjowflterTaoe ;sj

(Saepfy)

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

Number

11. FILE IS USEJJ

Daily

12. FILE BECOMES INACTIVE AFTER

• Weekfy 0 Monthly a Month(s) a Year(s)

Number

3. CURRENT LOCATION(S) (Bldg Floor Ro£g)) 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)

• Yes : . • 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 a No

Destroy material having no
rtfirther legal, administrative
Pascal or operational value

.3. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 1.1. UAlL

550-4 (Revtsed 1/93)



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

D E P A R T M E N T OF 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. UARYLANO 20794

AGENCY RECORDS INVENTORY

Paae / / Of

1. DEPARTMENT/AGENCY 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

(briefl6. RECORD SERIES DESCRIPTION (briefly describe Ihe Jypes of in'ormclion/Cocumenls/forms found in Ihe Series. Include Ihe purpose or funclion of ihe Series;

7. RECORD SERIES FORMAT(S)

er"Letter Size Q Microfilm

a Legal Size a Computer Tape

D Bound Book a Floppy Disk

• Audio Tape • Video Tape

8. RECORD SERIES SEQUENCE

a Alphabetical

• Numerical

a . Chronological

o Geographical

Q Olher (Specrfvi

9. VOLUME
a rile Orawer(s)
a Microfilm Res! is)
o Computer TaDe -;sj
• Other fSoecifv)

1 Number

10. ANNUAL ACCUMULATION
a File Orawer (s;
a Microfilm Reel (si
a Computer Taoe(s)
n Olher fSciecifv)

Number

12. FILE BECOMES INACTIVE AFTER

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

Number

13. CURRENT LOCATIONS) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency ir cfficaj

a Yes a No

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

• Yes D No

16. AUDIT REQUIREMENTS

a None a Slate 0 Federal a Independent

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

18. RECOMMENDED RETENTIO

a Yes a No Permanent. Transfer periodically
to the Maryland State Archives.

i9. 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 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. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

4. RECORD SERIES TITLE » <,/^/>\J 1*221—J^YA*?'~< I 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/cccuments/forms found in the Series. Include tne purpose or function of ;he Series;

?. RECORD SyUeS" FORMAT(S)

'Letter Siz§ - " D Microfilm

l e g a l Size • Computer Tape

D Bound Book • Floppy Disk

D Audio T a p j ^ - ' D Video Tape

•effiiher (Specify)

RECORD SERIES SEQUENCE

D Alphabetical

•Juirierical

Q Chronological

• Geographical

D Other (Specify).

9. VOLUME

• Number

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

Number

12. FILE BECOMES INACTIVE AFTER

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

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

a Yes • ' a No

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

• Yes : ._ D No

16. AUDIT REQUIREMENTS

D 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

D Yes a No

3. 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 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 ROAO
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

J-

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Sjtnes - 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 lypss of information/documents/forms found in the Series. Include the purpose or funclion of ;he Series:

7. RECORD SERIES FORMAT(S)

o Letter Size a Microfilm

• Legal Size a Computer Tape

D BoundIBjpk-^' o Floppy Disk

a^Audio Tape a Video Tape

o Other (Specify)

8. RECORD SERIES SEQUENCE

• Alphabetical^.

B*-f5umerical

Q. Chronological

• Geographical

• Other (Specify)

9. VOLUME
a Pile Orawer(s)
D Microfilm Reel ;s)
a Computer Tape ,'s)
• Other (Specify)

' Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
O Microfilm Reel (si
0 Computer Tape(s)
• Other (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

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

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

a Yes • a No

15. ACCESS RESTRICTIONS (If yes, cile 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 RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

; 550-4 (Revised V93)



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 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 - Recoras 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

(Briefly

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION (Briefly describe Ihe types of information/dccuments/fcrms found in the Series. Include the purpose or 'unction of.the Series.;

ytzsy/cJ? czzu^

7. RECORD SEgieSTORMAT(S)

B^Leller Size D Microfilm

a Legal Size o Computer Tape

a Bound Book a Floppy Disk

a Audio Tape o Video Taps

a Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabeticalp

a^Numerica

D Chronological

G Geographical

a Other (Specify)

9. VOLUME
rile Orawer(s)

• Microfilm See! ;s|
D Computer Taoe (si
c Other .(Specify)

Number

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

Number

11. FILE IS USED,

Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

13. CURRENT LpCATION(S) (Bldg., Floor Room[

24'
14. IS RECORD SERIES DUPLICATED ELSEWHERE7 {If yes. specify agency or office)

D Yes • c No

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

a Yes ; ; ^_ a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal • Independent

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

18. RECOMMENDED RETENTION

a Yes o No

Destroy material having no
£irther legal, administrative
/fiscal or operational value

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

i 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)

D E P A R T M E N T OF G E N E R A L 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

7* 7"
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 ( Brisfly describe Ihe types of information/cccumenis/forms found in the Series. Include the purpose or function or ihe Series:se or iuncnon or ins icnss; r

7. RECORDSSftTES FORMAT(S)

^Let ter Size a Microfilm

• Legsl Size a Computer Tape

a Bound Book • Floppy Disk

a Audio Tage. / o Video Tape

^

8. RECORD SERIES SEQUENCE

•«! Alphabelical

D Chronological

a Geographical

o Other (Specify) ,

9. VOLUME
D rile Qrawer(s)
D Microfilm Ree! ;si
a Computer Taoe {si
c Other (Specify)

Number

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

Number

•A. FILE IS USED

a Daily a Weekly

12. FILE BECOMES INACTIVE AFTER

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

3. CURREUULOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency sr office)

a Yes • • No

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

• Yes ; . D No

16. AUDIT REQUIREMENTS

o None D State a Federal a Independent

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

18. RECOMMENDED RETE

• Yes o No

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

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

550-4 (Revised 1/93)


