
Schedule No

Page/ of

Agency

Town of Ocean City, Maryland

Division/Unit

Public Works Construction

ITEM
NO DESCRIPTION RETENTION

Subject files:
Airport, sidewalk maintenance, bids, concrete
recycling, manuals, bus shelters, drawings,
SHA, contracts, underground storage tanks.etc.

Division accounts:
Bulkheads, leases, storm drains, snow, water
street light retrofit, etc.

Projects:
Boardwalk, city hall renovation, convention
center, various street improvements,
engineering projects, site drawings.

Budget files:
Annual reports, change forms, budget
worksheet, correspondence, equipment
purchases/large and small.

Personnel files/blank forms:
Various personnel forms, personnel files for
each employee, includes: leave report,
performance appraisal, change/action requests,
disciplinary action report, increment
justification form (copies-originals to H.R.)

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 life of lease plus three years, then
destroy.

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

Retain for three years after termination,
then destroy.

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE

SIGNATURE

TYPE NAME

TITLE

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE I f 2000

SIGNATURE



Schedule No. /rf } PC?

PageOof

Agency

Town of Ocean City, Maryland

Division/Unit

Public Works Construction

ITEM
NO DESCRIPTION RETENTION

10

11

Engineering drawings:
Drawings for various city construction projects:
Sediment/erosion control, sequence drawings,
plan view, details, utility plans, water main
profile, etc.

Storm drain files:
Contains but not limited to:
Site drawings, correspondence, agreements,
maintenance reports, sediment control plan,
etc.

Water projects:
Contains but not limited to:
Information for various water construction
projects, purchase orders, correspondence,
contracts, utility permits, water meter pricing,
etc.

Sidewalk condemnation:
Contains but not limited to: customer master
file inquiry, bills for repairs, invoices,
condemnation notices, UPS certified mail
receipts, etc.

Storms:
Snow removal policy, damage 1992, hurricanes,
hurricane plans, etc.

Employee files:
Contains but not limited to:
Leave of absence request forms, doctor notes,
etc.

Retain for life of project plus 1 year, then
destroy.

Retain for life of project/agreements plus 1
year, then destroy.

Retain for life of contract plus 3 years, then
destroy.

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

Retain until updated or superseded, then
destroy.

Retain for 3 years, then destroy.

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE /oo

SIGNATURE

TYPE NAME

TITLE

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE I t .

SIGNATURE
/



OCEAN CITY
FINANCE DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.

PAGE 3 OF 3

Agency

Town of Ocean City, Maryland

Division/Unit

Public Works Construction

ITEM
NO DESCRIPTION RETENTION

12

13

14

Misc. subject files:
Contains but not limited to:
Equipment files, field change orders, insurance
certificates, silt fence info., correspondence,
brochures, storm drain vendor information,
employee forms, purchase order copies,
training info., employment applications, etc.

Vendor files:
Contains but not limited to:
Packing slips, bills of lading, purchase orders,
etc.

Maryland Department of Transportation:
Driver vehicle condition daily reports

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.

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

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE

SIGNATURE

TYPE NAME

TITLE

?>A.'6Ut6CL

SCHEDULE AUTHORIZED BY

STATE ARCHIVIST

DATE APR I f ;nm

SIGNATURE



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
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 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 informction/accumenls/forms found in Ihe Series Include Ihe purpose or function of ;he Series.:

7. RECORD SERIES^fORMAT'S)

teller Size a Microfilm

a Legal Size a Computer Tape

D Bound Book o Floppy Disk

a Audio Tape^ o Video Tape

8. RECORD SERIES SEQUF

D Numerical

D Chronological

G Geographical

a Other (Specify)

9. VOLUME
File Orawer(s)

D Microfilm Rse! ;s>
D Computer Tace is)
• Other (Spec:;y)

Number

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

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly • 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 : n No

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

O Yes ; . a No

16. AUDIT REQUIREMENTS

a None a Stale a Federal a Independent

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

18. RECOMMENDED RETENTION

• Yes a No

IS. 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
REVISEO RECORO 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. UARYLANO 20794

AGENCY RECORDS INVENTORY

J_
Page Of

DEFINITION - Recolfls 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 OESCRIPTION ( Briefly describe the types of in/ormation/documents/fcrms found in the Series Include the purpose or function of ;he Series;

7. RECORD SERIES'FORMAT(S)

Letter Size a Microfilm

Q Legal Size a Computer Tepe

o Bound Book n Floppy Disk

a Audio Tape • Video Taps

n Other (Specify) ]

8. RECORD SERIES SEQUENCE

Ciphabeticsl

D Numerical

a . Chronological

o Geographical

a Other (Specify).

9. VOLUME
le Orawer(s)

a Microfilm Reel (s)
a Computer Tape {Si
• Other (Specify)

' Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
o Microfilm Reei (si
a Computer Tape(s)
o Other (Specify)

Number

11. FILE IS US

Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes : a No

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

D Yes ; ._ a No

16. AUDIT REQUIREMENTS

• None a Slate a Federal o Independent

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

18. RECOMMENDED RETENTION

a Yes_ • No

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

3 550-4 (Revised 1/93)



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

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

7275 WATERLOO ROAO
P.O. BOX 275 - JESSUP. UARYLANO 2079«

AGENCY RECORDS INVENTORY

• _

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION

a£
3. UNIT

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

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

6. RECORD SERIES DESCRIPTION { Briefly describe Ihe types of informatiortfcccumentstforms found in Ihe Series Include [he purpose or function of ;hs Series; "of ;hs Series;

7. RECORD SEftfES FORMAT(S)

o'Letter Size a Microfilm

a Legal Size a Computer Tape

D Bound Book • Floppy Disk

o Audiolspe a Video Tape

Jiher

8. RECORD SERIESSEOtjENCE

a^Alphabetical

D Numerical

a Chronological

D Geographical

D Other (Specify)

9. VOLUME
rile Orawer(s)

a Microfilm See! \%\
a Computer Tace (s.i
c Other (Spsc::y)

' Number

10. ANNUAL ACCUMULATION
a File Drawer \%\
c Microfilm Reel (si
D Computer Taoe(s)
a Other {Specify)

Number

11. FILE IS US

Daily a Weekly

12. FILE BECOMES IMACTIVE 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 oiTicsi

a Yes • a No

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

a Yes ; . a No

16. AUDIT REQUIREMENTS

a None • State a Federal a Independent

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

18. RECOMMENDED RETENTION

Q Yes o No

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

550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISEO RECORD SERIES. FORWARO WITH RECOROS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

I /
Page. Of

1. DEPARTMENT/AGENCY 3. UNIT

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

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

CQKD!6. RECQKD SERIES DESCRIPTION ( Briefly desaibe Ihe lypes of informaiion/cccuments/forrris found in Ihe Series. Include Ihe purpose or function of the Series;

7. RECORDS^RIES FORMAT(S)

•B-'lelter Size a Microfilm,

a Legal Size D Computer Tape

D Bound Book o Floppy Disk

D Audio Tape a Video Tape

o Other (Specify)

8. RECORD SERIES§£etlENCE

ts^Aiphabetical

a Numerical

a Chronological

• Geographical

a Other (Specify)

9. VOLUME
ue urawef(s)

a Microfilm Reel ;'sj
a Computer Taoe 'si
c Other (Spsc::'y)

' Number

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

Number

11. FILE IS USED^

Daily

12. FILE BECOMES INACTIVE AFTER

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

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

o Yes - • No

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

a Yes ; . o No

16. AUDIT REQUIREMENTS

a None a State a Federal a Independent

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

18. RECOMMENDED BPTPMTinu

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

19. NAME AND TITLE OF PREPARER 20. TELEPHONE Nl

i 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS S5O-I)

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. MARYLAND 20794

AGENCY RECORDS INVENTORY

Paoe Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

iSeries •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 IMelypes of information/documensyforms found in Ihe Series Include the purpose or function of the Series:

7. RECORD SERIES FORMAT(S)

0*Teiier Size a Microfilm

D Legal Size a Computer Tape

D Bound Book • Floppy Disk

a Audio Tape a Video Taps

a Other (Specify)

8. RECORD SERIES SEQUENCE

Ophabeticsl

• Numerical

• . Chronological

D Geographical

a Other (Specify).

rife Orawer(s)
a Microfilm Reel ;si
a Computer Tape ;s.i
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer (sj
D Microfilm Reel is}
a Computer Tapeis)
a Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes : a No

:5. ACCESS RESTRICTIONS (If yes. cite bw(s) 8 regulation(s)

• Yes ; . a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

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

18. RECOMMENDED RETENTION

a Yes a No

3

.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. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

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

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

AGENCY RECORDS INVENTORY

Paae Of / /

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

1 4. RECORD SERIES TITLE

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

7. RECORD SERIES FORMAT(S)

D Letter Size • Microfilm

Q Legal Size o Computer Tape

o Bound Book a Floppy Disk

a Audio Tape o Video Tape

8. RECORD SERIES SEQUENCE

c Alphabetical

a Numerical

a . Chronological

• Geographical

fherfSpecrivi

9. VOLUME

Number

a File Drawer(s)
a Microfilm Res! ;sj__
a Comouist-fsr^sj
e-3iheT(Spse::y) ,

10. ANNUAL ACCUMULATION
D File Drawer vs)
D Microfilm Reel is)
O Computer Taoe(s)
a Other rsoecifv)

Number

11. FILE IS USED

D Daily o Weekly

12. FILE BECOMES INACTIVE AFTER

a Monthly a Monlh(s) • Year(s)

Number

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

a Yes a No

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

o Yes a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

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

• Yes

18. RECOMMENDED RETENTION

_

55<M (Revised V93)



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
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O. BOX 275 • JESSUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/cocumems/forms found in the Series Include the purpose or funcnqa of the Series:

si / i—d=* ^

7. RECORD SE£«S FORMAT(S)

Letter Size a Microfilm

a Legal Size a Computer Tape

a Bound Book a Floppy Disk

a Audio Tage-^' a Video Tape

Brother (Specify) d?

8. RECORD SERIES SEQ

a Numerical

a . Chronological

a Geographical

a Other (Specify).

9. VOLUME
rile Orawerfs]

a Microfilm Reel is)
a Computer Taoe (s)
c Other (Specify)

• Number

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

Number

11. FILE IS USED

o Daily a Weekly

12. FILE BECOMES INACTIVE AFTER

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

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

D Yes : ' a No

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

a Yes : . • No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

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

describe any hardware/software)

a Yes

18. RECOMMENDED RETEN

19. NAME AND TITLE OF PREPARER

j 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS S50-I)

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

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 I LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly cfescribe the types of informalion/cccumenis/forms found in the Series. Include the purpose or function of ;he Series.:

RMAT(S)

a Microfilm

• Computer Tope

• Floppy Disk

D Video Tape

8. RECORD SERIES SEgl

ja-'Alphabetical

a Numerical

D Chronological

a Geographical

D Other (Specify).

9. VOLUME
"TiieOrawer(s)

Q Microfilm Reel ;s)
D Computer Taoe ;s)
• Other (Specify)

Number

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

Number

11. FILE IS USED

• Daily

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes : o No

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

• Yes . a No

16. AUDIT REQUIREMENTS

a None a Stale a Federal • Independent

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

18. RECOMMENDED RETENTION

.9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUM

SSW (Revised V93)



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. 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 lypes of informalion/Cocumenls/forms found in Ihe Series. Include Ihe purpose or function or ;he Series;

/

pp /

7. RECORD SERtK FORMAT(S)

e^Leller Size a Microfilm

D Legal Size a Computer Tape

• Bound Book a Floppy Disk

• Audio Tape D Video Tape

D Other (Specify)

8. RECORD SERIES SEQUENCE

D Numerical

D . Chronological

D Geographical

a Other (Specify)

9. VOLUME
•ile Qrawer(s)

• Microfilm Reel ;s)
Q Computer TaDe ;3I
c Other (Specify)

Number

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

Number

11. FILE IS USED.,

^Daily a Weekly

12. FILE BECOMES INACTIVE AFTER

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

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

a Yes • a No

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

D Yes D No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

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

18. RECOMMENDED RETF"Tinu

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

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

550-4 (Revised 1/93)



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

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

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

i S«fi<DEFINITION - Records S«fies - 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

/I
6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of informalion/Cccuments/forms found in Ihe Series. Include the purpose or function of the Series;

j >

RMAT(S)

D Microfilm

o Computer Tape

o Floppy Disk

o Video Tape

8. RECORD SERIES SEQUENCE

• Alphabetical

o Numerical

D Chronological

D Geographical

)lher (Specify)

9. VOLUME
rile Qrawer(s)

• Microfilm Reel ;si
a Computer Taoe -s)
c Other (Spscs'y)

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

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly a Monlhly a Monih(s) • Year(s)

Number

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

a Yes • a No

•5. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulations)

• Yes . a No

16. AUDIT REQUIREMENTS

a None a State • 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

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

550-4 (Revised V93)



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

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

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

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

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

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

EyD6. RECORD SERIEyDESCRIPTION ( Briefly describe Ihe types of information/cccuments/forms found in Ihe Series. Include the purpose or function of \

7. RECORJ^SERIES FORMAT(S)

Letter See a Microfilm

• Legal Size a Computer Tape

a Bound Book • Floppy Disk

a Audio Tape o Video Taps

Q Other (Specify)

8. RECORD

Alphabetical

a Numerical

Q Chronological

C Geographical

C Other (Specify)

9. VOLUME
File Orawer(s)

a Microfilm Reel (sj
a Computer Taoe (s)
D Other (Specify)

' Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
D Microfilm Reel is)
D Computer T=oe(s)
o Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

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

Number

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

D Yes • a No

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

o Yes ._ a No

16. AUDIT REQUIREMENTS

0 None a Slate a Federal a Independent

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

18. RECOMMENDED RETENTION

o Yes D No

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

S5O-4 (Revised 1793)



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

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

RECOROS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY
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i 1. DEPARTMENT/AGENCY • 3. UNIT

DEFINITION - RecoraVSeriea - 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 information/documents/forms found in the Series. Inclucle the purpose or 'unption of ;hs Series;

^ s y y ^ 9 d ^ ^ ^ ^ .

7. RECORD SE>«t5 FORMAT(S)

B^Lelter Size o Microfilm

D Legal S j p ^ ^ a Computer Tape

'Bound Book a Floppy Disk

a Audio Tape O Video Tape

D Other (Specify)

o Numerical

Q. Chronological

D Geographical

a Other (Specify).

:ile Orawer(s)
o Microfilm See! (s)
a Computer Tase is)
c Other (Specify)

1 Number

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

Number

11. FILE IS USE

Daily ' a Weekly

12. FILE BECOMES INACTIVE AFTER

a Monthly • Month(s) • Year(s)

Number

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

a Yes ; 3 No

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

o Yes ; ._ a No

16. AUDIT REQUIREMENTS

D None a Slate a Federal a Independent

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

18. RECOMMENDED RETENTION

D Yes a No

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

_

550-4 (Revised 1/93)



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

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

RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 2079«
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: 1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

~7
eries • A group of

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

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

6. RECORD SERIES DESCRIPTION ( Briefly desaibe the types of informanon/cocuments/forms found in Ihe Series. Include Ihe purpose or function of ;he Series:

7. RECORD SERIE

Letter Size

• Legal Size

a Bound Book

D Audio Tape

O Other (Specify).

SAT(S)

D Microfilm

o Computer Tspe

o Floppy Disk

a Video Taps

8. RECORD SERIES

• Numerical

a Chronological

a Geographical

D Olher (Specify)

l

9. VOLUME
rile Qrawer(s)

D Micofilm Reel ;s.i
• Compuler Taoe (si
• Olher (Spec::/)

' Number

10. ANNUAL ACCUMULATION

D File Orawer is;

a Microfilm Reel (si

a Compuler Taoe(s)

• Olher (Specify)

Number

11. FILE IS US 12. FILE BECOMES INACTIVE AFTER

a Weekly o Monthly a Momh(s) c Year(s)

Number

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

a Yes : a No

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

a Yes ; . a No

16. AUDIT REQUIREMENTS

o None a Slate o Federal a Independent

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

describe any hardware/software)

18. RECOMMENDEO RETENTION

a 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 RECORO SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

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

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

AGENCY RECORDS INVENTORY

' I / _

Page or

1. OEPARTMENT/AGENCY 3. UNIT

- Rectos SeriDEFINITION • Records Series - A group of related records normally tiled 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/sccumenis/forms round in the Series Include me purpose or funciion of ihs Series;

7. RECORD SERIES FORMAT(S)

o Letter Size o Microfilm

o Legal Size • Computer Tape

D Bound 8ook o Floppy Disk

D Audio T i p e - - — o Video Tape

TOIher (Specify)

8. RECORD SERIES

Alphabetic

Numerical

O Chronological

a Geographical

D Olher (Specify) .

ENCE 9. VOLUME
ils Qrawer(s)

• Microfilm Rse! is)

D Computer Taoe is)

C Other (Specify)

' Number

10. ANNUAL ACCUMULATION
D file Drawer js)
c Microfilm Reei is)
a Computer Taoe(s)
a Olher (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

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

Number

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

a Yes ; a No

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

o Yes ,_ D No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

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

18. RECOMMENDED RETENTION

a Yes a No d until all

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

350-4 (Revised 1/93)


