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Agency

City of Frederick

Division/Unit
Finance

Item No

Description

Retention

1

Single audit

Ordinances, copies

Alphabetic files — family self-sufficiency program, fire
companies, fixed asset file, AETNA, automation counselors,
Mid-Atlantic, MPFOA

Investment files — all investment activity, investment policy,
banking services

Agreements — leases, grants, annexation

Banks — correspondence, statements, requests-wire funds

Property sale information

Permanent. Transfer
periodically to the Maryland
State Archives

Retain until no longer needed
for reference, then destroy.

Screen annually. Destroy
material having no further 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 until updated or
superseded, then destroy

Retain for life of agreement,
plus 4 years, then destroy

Retain 3 years, then destroy

Retain for 5 years after
settlement and until all audit
requirements have been met,
then destroy

Approved by Department, Agency or Division Representative

Date

’ SN
Signature %‘%W D,
TypeNameM‘ D. Leisenring /
e~

Title

December /5'), ,2001ﬂ

Date

Chief Financial Officer

Schedule Authorized by State Archivist

JAN 0 8 2002

Signatugg - té ’{?&#Z:
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Item No

Description

Retention

!/
)2

1>

19

I

)7

Projects

Audited financial statements
Grants

Bond information
Leases

State and federal agency information — fiscal service report,
admission and amusement tax, state aid for police protection,
state assessment correspondence, unclaimed process reports

Journal ent_ries — system, manual
Bank reconciliations

W-2s

1099 information

Reports updated through GM (software)

Retain for life of project, plus 3
years, then destroy

Permanent. Transfer files
periodically to the Maryland
State Archives

Retain for 5 years and until all

-audit requirements have been

met, then destroy

Retain for 20 years after bond
redemption, then destroy

Retain for 4 years after lease
expiration, then destroy

Retain for 5 years and until all
audit requirements have been
met, then destroy

Retain 3 years and until all audit
requirements have been met,
then destroy

Retain 3 years and until all audit
requirements have been met,
then destroy

Retain 3 years and until all audit
requirements have been met,
then destroy

Retain 3 years and until all audit
requirements have been met,
then destroy

Retain monthly reports for 3
years, then destroy; retain year
end reports for 5 years, then
destroy
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Item No Description

Retention

} q Payroll reports

0 o | Accounts payable invoices
a , Cancelled checks
AL Public review adopted budgets

23 Comprehensive annual financial report

o l/ Miscellaneous receivables — daily receipts and update billing
information for airport, rents, leases, parking, property links,
accidents to city property, health insurance

2 6 | Cash receipt recap

Q¢ Project files

Q 7 Purchase orders over $5000

Qg/ Payroll — department copies

Q ? Personnel files

Retain cumulative reports until
updated or superseded, then
destroy. All others, screen
annually. Destroy material
having no further fiscal, legal or
operational value.

Retain 3 years, then destroy
Retain for 3 years, then destroy
Retain 3 years, then destroy

Permanent. Transfer files
periodically to the Maryland
State Archives

Retain 3 years and until all audit
requirements have been met,
then destroy

Retain 3 years and until all audit
requirements have been met,
then destroy

Cancelled bids - retain for 1 year
after award, then destroy;
successful bids — Retain for 5
years and until all audit
requirements have been met,
then destroy

Retain for 3 years after paid, then
destroy

Retain for 3 years, then destroy

Transfer originals to HR; retain
copies until termination of
employee, then transfer
immediately to HR
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Description

Retention

Vendor applications

Credit applications

Purchase orders under $5000

Accounting reports, daily

Purchase orders, cancelled

Exception reports

Pager files

Policy related

Special programs — disadvantaged business

Bids

Purchasing committee minutes

Personnel, copies

Y2K — originals

Invoices, coded copies

Retain until entered into
computer, then destroy paper
copies after 6 months; electronic
— Retain until updated or
superseded, then destroy

Retain for 1 year after first
order, then destroy

Retain for 3 years after paid,
then destroy

Retain for 3 years, then destroy

Retain for 3 years after
cancelled, then destroy

Retain for 3 years, then destroy

Retain for lifetime of pager, then
destroy

Retain until updated or
superseded, then destroy

Retain until updated or
superseded, then destroy

Retain 3 years and until all audit

requirements have been met,
then destroy

Retain for 3 years, then destroy

Transfer originals to HR; upon
termination of employee,
transfer copies to HR

Retain 2 years after all audit
requirements have been met,
then destroy

Retain until updated or
superseded, then destroy
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INt(e)m Description Retention
17 (/ MVA titles Retain until vehicle is sold, then

g
7
97
7

Y49
5D

51

52

53

Emission coupons — check request, inspections, certificates
Payroll - liens judgements, child support judgements

Pension investment information — acuarial (copy), monthly
reports, annual reports

Payroll — 941s, quarterly tax payment report

Insurance — all liability/risk, non-medical claims, policies,
correspondence, less reports

Certificates of insurance

Budget — original

Correspondence

Business tax — daily cash updates, billing proofs, check
requests copies, correspondence 1996-1999, month end
reconciliations, return payment stubs

transfer title to purchaser; retain
copies until vehicle is sold, then
destroy

Retain until updated or
superseded, then destroy

Retain for life of withholding,
plus 3 years, then destroy

Retain monthly reports for 2
fiscal years; all else, keep 20
years, then destroy

Retain 3 years and until all audit
requirements have been met,
then destroy

Retain for life of policy, plus 3
years, then destroy

Retain until updated or
superseded, then destroy

Retain 3 years and until all audit
requirements have been met,
then destroy

Screen annually. Destroy
material having no further 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 3 years and until all audit
requirements have been met,
then destroy
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Ttem Description

Retention

No

5‘(/ Real estate tax — property transfer sheets, tax roll, state
assessment proof, billing, monthly collection proofs,

correspondence

4§ 5 | Permit receipts - building, electrical, plumbing

S’Q Parking citation receipts, copies
&) | Bills, paid

5’X Trader’s license

5 ? Building permit, copy
(/ O Monthly reconciliation report — gas/diesel

{o / | Diesel tax report, copy

{» Z | Requisitions, originals

{» 2 | Issue ticket

Q 9/ Sale of material — to replace/repair damaged equipment

[, 5~ | Delivery log

Q A Water and sewer billing — service orders, regular and final

billing registers, return payment stubs, delinquent notice

reports, daily updates, customer information changes, postings
for billings

Retain 3 years and until all audit
requirements have been met,
then destroy

Retain 3 years and until all audit
requirements have been met,
then destroy

Retain for 3 years, then destroy

Retain for 3 years, then destroy

Retain until updated or
superseded, then destroy

Retain until location is
approved, then forward to water
meter office

Retain 3 years and until all audit
requirements have been met,
then destroy

Retain for 4 years, then destroy

Retain originals for 3 years, then
destroy

Do not retain paper copy; retain
electronic copy for 3 years, then
destroy

Retain for 3 years, then destroy
Retain for 3 years, then destroy
Retain 3 years and until all audit

requirements have been met,
then destroy




INSTRUCTIUNS -- TYPE ON PINNT A SEPARATE FORM TOR EACIE NEW
REVISEDN RECOND SERIES. FONWARD WITH RECOROS RETENTION
SCHEDULE (OGS $50-1)

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.0. BOX 278 - JESSUP, MARYLAND 20784

1.0 ERT/AGENCY ’ [ J DIVISION
City of fnlcn-& Teimanee

AGENCY RECORDS INVENTORY

Page of

—t——

o

DEFINITION - Recorde Setien « A group of related tecords neimally Rled snd used a3 s unit for reference s

woll 09 retention and dlepositon purposss,

4. RECORD SERIES TITLE
&WWM

S, EARLIEST YEAR / LATETEST YEAR

/47010 )

V N
8. RECORD SERIES DESCRIPTION ( Briefly cescribe the lypes of informatiorvdocumentsiiotms found in the Series

. Include the purpose or funclion of the Senes)

1. RECORD SERIES FORMAI(S)

Numbet

8. RECORD SERIES SEQUENCE 9. VOLUME
O O File Diawer(s)
07 Lefler Size o Microfim O Aiphabelical l O Microfiim Reel (s)
Dond. O Comouler Tape (s}
o legal Sze o Computer Tape O Numerical 2 O Other (Specty)
Bound Book O Floppy Disk {D~Chronological Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
) O File Drawer (s)
O Other {Specil O Microfilm Reel (s)
O Ottt {Speciy) (Spect) 0 Compuler Tape(s)
O Other (Specify) —
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daiy P Weekly o Monlhly 0 Monih{s) o Years)

12. CURRENT LOCATION(S] (Bidg., Floot Room)

|- oylact

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(it yes. specily agency or ollice)

”

G . Yes No
Vadd 4 :
15. ACCESS RESTRICTIONS {If yes, cite law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
Qg Yes, 0 No 0 None o Slale O Federal O Independent

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

o Yes_ o No

18. RECOMMENDED RETENTION

mdmww

/)
19. NAME /@%e W

20. TELEPHONE NUMBER

21. DATE

78 -

/a/l?/o«)




INSTRUCTIONS -
REVISED RECOND SERIES.
SQOEDULE (OGS 550-1)

TYPE O PIINT A SEPARATE FORM FOR EACII NEW
fORWARD WITH RECORDS RETENTION

ODEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 . JESSUP, MARYLAND 20794 Page of

t ity of frdcn&“"’%lmm

e e R ERERREEERwRR,
P —————————

2, umt? Z—'*’ z

————
———

DEFINITION - Records Settes - A group of related racords noimally Mled and veed o0 8 unit for reference o

well as retention and dluposition puiposes,

4, RECORD SERIES TITLE

/l/df/vu&t/n/cég

8. EARLIEST YEAR / LATETEST YEAR

1997 10

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of informatiornvaocumentsiiorms found in the Series

. Incluge the purpose or funclion of the Senes)

1. RECORD SERIES FORMAL(S)
@/Lﬁize o Microfilm
a Llegal Size o Computer Tape
O 8ound Book o Floppy Disk
O Audio Tape | O Video Tape

O Othet (Specty)

8. RECORD SERIES SEQUENCE 9. VOLUME

%{j{, Q File Drawer(s)

[lg 0 Miciolilm Reel {s)
O Computet Tape (sl
Q Other (Specdy)

O Alphabelical
O Numerical

Chronological Number

O Geographical 10. ANNUAL ACCUMULATION
G File Orawer (s)
Q Microfiim Reel {s)
O Compuler Tape(s)

O Olher (Specify)

O Other (Specily)

11. FILE 158 VEED

a Daily P Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

O Monih(s) o Year(s)

Numbet

13. CURRENT LOCATION(S) .(Sldq..flool. Room)

(S

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency or office)

%4«;?&2 o

No

15. ACCESS RESTRICTIONS (i yes, cile law(s) & regulation(s)

O Yes, 0O No

16. AUDIT REQUIREMENTS

O HNone o Slate O Federal O Independen!

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

UYes- o No

18. RECOMMENDED RETENTION

o)

\.Q,bnt.f-r E

W %@%mw

pa)
ot R e 2o

20. TELEPHONE NUMBER 21. DATE

9 /2§ — /é// /59




INSIRUCTIONS -
REVISED RECORD SERIES.
SCHLDULE (0GS 5%0-1)

TYPE OR PRING A SEPARATE FORM FOR EACH NEW
FONWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20784 Page o

ENT/AGENCY

o3y of

10%

of Fredeiidi™.......

m——————— e ———

3. UNIT i? 2

DEFINITION - Records Setles - A group of related records notmally fled and uved ss o unit for reference se wail ss retention and dlepesi¥on purposes,

4. RECORD SERlES TITLE

gﬁou

§. EARLIEST YEAR / LATETEST YEAR

)12+

8. RECORD SERIES DESCRIPTION ( Briefly descibe the types of informatiovaocuments/lorms found in the Series.

Include the purpose or tunclion of (he Series)

ww@@ﬂQMMﬁimm%

(7
W&/}MM /O‘AW f ‘, P
\)/'}f \i% -
- \ —_—
Ridreason (Q\\s\\&ma\o'\fb
T. RECORD SERIES FORMAT(S) 8, RECORD SERIES SEQUENCE 9. VOLUME
e 2, G~File Diawer(s)
o”Lelter Size a Microfim O Alphabetica! O Microlilm Reel (s)
O Computer Tape (s}
a Legdl Sze o Computer lape O Numerical Q Othet (Specify)
O Bound Book o Floppy Disk O Chronolegical Number
o Audio Tape O Video Tape O Geogaphicat 10. ANNUAL ACCUMULATION
O File Dsawer (s)
O Other (Specdy) © Other {Specily) Q Microfilm Reel (s)
O Compulet Tepe(s)
O Other (Specily)
Number
11. FILE 16 USED 12. FILE BECOMES INACTIVE AFTER
o Daily N Weekly O Monthly O Monih(s) o Years)

Numbert

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

l/‘u'iﬁ/‘“ Ok, -

14,

1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or olfice)

O Yes . O Ne

15. ACCESS RESTRICTIONS (i yes, cite law(s) & regulation(s}

O Yes, 0 No

s

1€.

AUDIT REQUIREMENTS

8" None O Slate O Federal O Independent

17. (S AN INDEX SYSTEM USED? (If yes, explain biielly and
describe any hardware/soliware)

oYesA 0 No

18.

Screen annually. Destroy material having no further
RECOMMENDED RETENTION fiscal, legal or operational value. Retain permanently
any material that serves to document the origin,
development and accomplishments of the department
Transfer perivdically to the MD Archives.

19. NAME ANWF %M

20.

TELEPHONE NUMBER

< WReR

ul?@wfm

,ﬁeﬂm
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NSTRUCIIUNS - FYPE O1t PRING A SEPARATE FORM TOR EACH NEW .| DEPARTMENT OF GENERAL SERVICES AGEN
REVISED RECOND SENIES. FONWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION GENCY RECOROS INVENTORY
SCHEDULE (DGS $50-1) ) 7215 WATERLOO ROAD

P.O. BOX 215 - JESSUP, MARYLAND 20794 Page ot

e ————

1 DwsﬁkllAGEN;* f' ! ‘ DIV\SlON# < | b UNII;! z

DEFINITION - Recotds Series - A group of related records normaily Aled and uned a9 s unlit for referencs ae

woll 09 tolention and dlspositien purpores,

4. RECORD SERIES TITLE 3. EARLIEST YEAR / LATETEST YEAR
( . = y
Dyre ST ;ﬁ Les | 949 10 2ae0

¢. RECORD SERIES DESCRIPTION ( Brieflly descibe the lypes of information/documents/forms found in the Series. Include the purpose of lunction of the Senes)
\ — [
r
Sumedls Prtey

/% WEQ//LW Ly WL ;,52?

1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
6 Fie Ora
P e Orawer(s)
o_Leller Size o Microfim O Alphabetical / 0 Microfilm Reel (s}
0 Computer Tape s}
O Llegal Size 0 Compuler Tape o Numerical G Other (Specidy)
O Bound Book o Floppy Disk chmonologlcal \/ Number
© Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
. O File Orawer (s)
© Ottt (Specdy) " O Other {Specily) Q Microfiim Reel (s)
. 0 Computer Tepel(s)
a Other (Specify) -
Numbet
11, FILE IS USED 12, FILE BECOMES |ﬁACYIVE AFTER
o Daily 0 Weekly 0 Monthly O Month(s) o Yearls)
Numbet
13. CURRENT LOCAIION(S] (Bldg Flool Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency ot office)

lQ}«ﬁé O Yes . 0 No

15. ACCESS RESTRICTIONS (Il yes, cile law(s) & reguiation(s) 16. AUDIT REQUIREMENTS

o Yes, 0 No O None 0 Slate O Federal O independent

17. 1S AM INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

descrbe any hardware/sollware)
] A AT v )OWQMM/Q/[ Ao

Yes, O No
‘ a . , MJ’,M&
19. NAME Auzy MEF P 20. TELEPHONE NUMBER 2. DATE

Tog ~10/)9/ s




NS{RUCTIUNS - TYF'E Ot PIUNT A SEPARATE FORM FOR EAGH NEW
REVISED NECORD SEMIES. FONWARD WITH RECORDS RETENTION
SCHLOULE (OGS 5%0-1

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page (o]}

105,5A anmczu;f f' l c‘*kol\ﬂsw“% I ¢

———

1. UNIT 2 ) ,

|

DEFINITION - Records Seties - A group of telated records normally Ried snd used se s unit for reference o

woll a0 tolentfon and dleposion purpeses,

4. RECORD SERIES TIILE

5. EARLIEST YEAR | LATETEST YEAR

/4947 102 £aveed

%W@)

Aconto
P

8. RECOAD SERIES DESCRIPTION { Briefly describe the Iypes of informalion/documents/lotms found in the Seties

. Include the puipose or function of the Series)

7. RECORD SERIES FQRMAT (S}

8, RECORD SERIES SEQUENCE 9. VOLUME f
. O~ File Drawer(s)
Ufle/ﬂm Size o Microfim O Alphabetical i } . O Microfilm Reel (s}
S~ 0 Compuler Tape is)
" Legal Size 0 Compuler 1ape 0 Numerical a Other (Specdy)
O Bound Book O Floppy Disk o-Chionclogieal ‘1 - Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
) O File Drawer (s)
O Other (Spect O Other (Speci Q Microfim Reel (s}
! (Speciy) (Specil) o Compulet Tape(s)
O Othet (Specify) _____
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Dady p Weekly a  Monlhly O Month(s) 0 Yeal(s)

Numbet

1. CURRENI LOCATION(S) (Bldg., Fioor, Room)

|t -0 8-

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

e

(It yes. specily agency or office)

0 No

15. ACCESS RESTRICTIONS (Il yes, cile law(s) 8 regulation(s)

g Yes, 0 No

[

16. AUDIT REQUIREMENTS

O None o Slate O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly gnd
descibe any hardware/soliware)
O Yes . O No

18, RECOMMENDED RETENTION WW’ v&%a ﬂ,f«,ummf
\hunt Lo, dtTissy. 7

1. umWeo EPARER

20. TELEPHONE NUMBER 2. OAIE

9&?"’

16 /155




INSTRUCTIUNS -- TYPE ON PRINE A SEPARATE FORM FOR EACH NEW

REVISED RECORD SEMIES.
SCIEOULE (OGS $%0-1)

FONWARD WITH RECORDS RETENTION

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

1 D?$E¥GEN” f' l ; Mvmuou .

—— i

3. UNIT iz )

e aae—

DEFINITION - Recotds Setlea « A group of related racords netmally Rled snd used a9 o unit for refarence se well 8o rstention and dlsposi¥on purpoess,

4. RECORD SERIES TITLE

Ooniboo

5. EARLIEST YEAR | LATETEST YEAR

'S
0 _s0_R0-00

8. RECORD SERIES DESCRIPYION ( Briefly descrbe the iypes of informalionvdocuments/forms found in the Series. Include the puipose of lunction of 1he Sares)

Dtz tr

/%'LW Cqdeie Geendo

7. RECORD SERIES FORMAI(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
File Diawet(s)
3 {etter Size o Microlim d@eliul [ O Microfiim Reel (s)
O Comoputer Tape (s}
g Legal Size o Computer 1ape 0 Numerical Q Other (Specy)
O 8ound Book o Floppy Disk 0 Chionological Number
a Audo Tape O Video Tage O Geographical 10. ANNUAL ACCUMULATION
) O File Drawer (s)
) © Other (Specit Q Microliim Ree! ()
0 Other (Specdy) (Specily) o Computer Tape(s)
O Other (Specify) _____
Number
11. FILE 16 USED 12. FILE BECOMES INACTIVE AFTER
o Daty 0 Weekly O Monthly O Month(s) o Yeas)

Numbet

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

l@%vp' "”OlH;“

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or office)

O Yes 0 No

15, ACCESS RESTRICTIONS (il yes, cile law(s) & regulation(s)

O Yes, 0 No

»

16. AUDIT REQUIREMENTS

o None o Slate O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain brielly and
descibe any hatdware/soliware)

oYes. O No

18, RECOMMENDED RETENTION

_/@Jmfby/%d%ﬁ?" |

)
19. NAME A}%@or M

20. TELEPHONE NUMBER 21. DATE

9 /0g - 10/)9{ o




INSTRUCTIONS .. TYPE Oft PINNT A SEPARATE FORM FOR EACH NEW
REVISED NECOND SERIES. FORWARD Wﬂ_H RECORDS RETENTION
SCHEDULE (OGS 5%0-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

Page ot

e‘ emmceuzf f' l c‘

——

e —
s mand

X UNI’; 2 I

DIVISION # (
wlNfopls

DEFINITION - Recorda Setles « A group of relatad tecords nermally Mied and used ss a unit for referance ae

wall a8 rotention and disperition puiposaes,

4. RECORD SERIES TITLE

§. EARLIEST YEAR I LATETEST YEAR

/Qfﬂ 10_S2pv-0

6. RECORD SERIES DESCRIPTION { Briefly descibe the types of informationvaocumentis/lorms found in the Sefies

. Include the purpose or tunclion of t1he Sernes)}

1. RECORD SERIES FORMAT(S} 8, RECORD SERIES SEQUENCE 9. VOLUME a/
/ {/Q_ File Drawet(s)
Lelter Size o Microfim O Alphabetical O Miciolilm Reet (s)
O Computer Tape (s)
O Legal Size o Computer Tape Q Numerical G Othet (Speciy)
O Bound Book o Floppy Disk o/Chionological ' Number
Q Audio Tape 0 Video Tape O Geographicat 10. ANNUAL ACCUMULATION
) O File Drawer (s)
O Other (Specil Q Microfitm Reel (s)
O Other (Spects) (Speciy] 0 Compuler Tape(s)
O Other {Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Dady 0 Weekly O Monthly Year(s)

O  Month(s) o
Numbet ’

13. CURREN1T LOCAIION(SI (Bldg Floar, Room)

149(-%% i

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency ot office}

%@/{\,4‘,@/ .o

g Yes No
15, ACCESS RESTRICTIONS (Il yes, cile law(s) & tegulalion(s) 16. AUDIT REQUIREMENTS
a VYes, D No O None o Slate O Federal O Independent

17. IS AN INDEX SYSTEM USED? {If yes, explain briefly and
descroe any hatdwaie/sollware)

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER 21. DATE

/58 20/)% /5




INSTRUCTIONS .. TYPE ON PIUNT A SEPARATE FORM FOR EACH NEW
REVISED RECOND SERIES. FONWARD WITH RECORDS RETENITION
SCIEDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.O. BOX 275 . JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

Page of

EENY o Fredend Lo

———
e

e e

3. UNIT 22 m !

DEFINIYION Recorde Sarlen - A group of related records normelly filed and uned ss o unlt for referance as

woll as retention and dispesiion puiposes,

4, RECORD SERIES 'IITLE

/W}l %

s, EARLIEST YEAR I LATETEST YEAR

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informaliorvdocumentsfiorms found in the Series

. Include the purpose or tunction of [he Senes)

7. RECORD SERIES FORMAT(S)

eiter Size o Microfim
o legal Sze 0 Computer Tape
D Bound Book o Floppy Disk
O Audio Tape | O Video Tape

O Other (Specty)

8. RECORD SERIES SEQUENCE 9. VOLUME
A" File Diawer(s)
0 Microlilm Reel (s)
O Computet Tape (s

O Other (Specily)

O Alphabelica!
O Numerical

©”Chronological Number

10. ANNUAL ACCUMULATION
O File Orawer (s)
0 Microfitm Reel (s)
O Computer Tepe(s)
O QOther (Specify)

0 Geographical

o Other (Specily)

11. FILE IS USED

g Weekly

O Dafy O Monthly

. FILE BECOMES INACTIVE AFTER

O  Monih(s) o VYear(s)

Nymber

13. CURRENT LOCATION(S) (Bldq Fioar, Room)

lA = Op], .. pudfl. —CH.
/I/W-/ C,H‘ #

. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specily agency ot office)

O Yes

15. ACCESS RESTRICTIONS (Il yes, cile law(s} & reguialion(s)

O Yes, 0 No

. AUDIT REQUIREMENTS

o None o Slate O Federal

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefty and
describe any hatdware/sollware)

o Yes_ o No

. gt Ll polica 31, Aen
oLy

Pal
1. nm/ﬁ%u%%

20. TELEPHONE NUMBER 21. DATE

D/at - o //9/@




NSTRYGIIUNS - TYPE OR PIUNE A SEPARATE FORM FOR EAGH NEW
ALVISED RECORD SEMIES. FORWARD WITH RECORDS RETENTION
SCITOULE (0GS $%0-1}

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.0. BOX 278 . JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of
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3. UNIT 2! Zm Z

DEFINITION - Records Setlee - A group of related records normally Rled snd used a9 s unit for reference ae

well o0 relention and dlepesition purpoess,

4, RECORD SERIES M7

GAAMAL%;LW Mzt

§. EARLIEST YEAR / LATETEST YEAR

940 0_) 9855

8. RECOAD SERIES DESCRIPTION ( Briefly describe the lypes of informalion/documents/forms found in the Series. Include the purpose of funclion of Ihe Senes)

C) Fﬁ R /L&ﬁ}/“%ﬁd 4.,&,1,?,,”,&;@?%,% mZL -1 9F5 5.

7. RECORD SERIES FORMAL(S)

8. RECORD SERIES SEQUENCE 9. YOLUME

©~File Drawet(s)

3/ Leller Size o Microfim O Aiphabetical O Microlilm Reef (s)
O Compuler Tape (s)
o legal Size o Computer Tape 8] Nygrical 2 2 O Other (Speciy)
O Bound Book o Floppy Disk ol-Chronological /14[, Nufnber
. i O Geographical 10. ANNUAL ACCUMULATION
O Audio Tape O Video Tape eograp S Fle Drawat (8]
. 0 Microfilm Reel (s)
0 Other il
G Other (Specth) (Speci) 0 Compuler Tepe(s)
' O Other {Specify)
Number
11, FILE 16 USED 12. FI.LE BECOMES INACTIVE AFTER
a Daiy n Weekly O Monthly O Monlh(s) O Years)

Number

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

|- CK

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency or office}

UYes. C No

O Yes " No
22 VY4 .
15. ACCESS RESTRICTIONS (il yes, cile law(s) 8 regulation(s) 16. AUD|T_REQUIREMENIS
O Yes, 0 No O None o Slate O Federal O independent
17. 1S AN INDEX SYSTEM USED7 (If yes, explain brielly and 18. RECOMMENDED RETENTION =~ R
4
descrioe any hardwarelsoltware) A PR BP@k ,

Damifer) pecsclieidy B Thy 7.

2

*

20. TELEPHONE NUMBER

"’%‘Zz ¢ =10 )2/




NS{RUCIIONS - TYPE QN PIINI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SEMIES. FORWARD WITH RECORDS RETENTION
SCIEDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7215 WATERLOO ROAD

P.O. BOX 278 - JESSUP, MARYLAND 20784 Page of
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DEFINITION - Recotde Saties « A group of related records normally flied and used ae a unit for reference oe

well us retentien and dlaposition puiposes,

4, RECORD SERIES THTLE

oo

§. EARLIEST YEAR / LATETEST YEAR

/7@10&4—«&0

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of informatiorvdocumentsiorms found in the Series

. Include the purpose or function of the Series)

SERIES FORMAI(E)

T. ny
Lelter Size

8. RECORD SERIES SEQUENCE 9. YOLUME

Y

.
O~File Drawer(s)

o Microlim O Aiphabelica! , o Microlitm RTeeI (s}
Legal Size o Compuler lape B’Nu/merica| p/”; . ﬁ"’ , W g g?r:::n:lsec:ec?m "
O Bound Book o Floppy Disk 0 Chronolegical Number
O Audio Tape - O Video Tape 0 Geographical 10. ANNUAL AC:U::LDA"::J: .
O Other {Specty) O Other (Specity) A o-nce. g g::g::'ﬂ;:ﬂe(:)
Q Othet (Specify)
Numbet
11. FILE IS USED 12. Fl'LE BECOMES IﬁACYIVE AFTER
o Daty p Weekly 0 Monthly Yeai(s)

O Month(s} o]
Number '

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

(/@47{4 —0pt

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes, specily agency of office)

orfo

O Yes

15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulalion(s)

O Yes, 0 No

16. AUDIT REQUIREMENTS

U/F ederal | e/lndepenOem

O None State

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

oYes- O No

18. RECOMMENDED RE'IEN'IION

VY e M

R T L

i

A
19, nms;@%& orfepEPAfeR

20. TELEPHONE NUMBER

ot~ /)3

G fat -




MSTRUGIIUNS .- TYPE OR PIINMT A SEPARATE FORM FOR EACH NEW
REVISED NECORD SERIES. FOAWARD WITH RECORDS RETENTION
SCHEDULE (DGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
F.0. BOX 275 - JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

Page of
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DEFINITION . Records Serles -

A group of related records nermally fled sad veed a0 s unit for reference se

wall o9 rotention and dleposition purposes.

4. RECORD SERIES 'IIILE

fornd Dl it

S, EARLIEST YEAR / LATETEST YEAR

/ C_%f_"oém

8, RECORD SERIES DESCRIPTION ( Briefly descibe the types of informatiovaocuments/iorms found in

the Series. Include the purpose or funclion of the Series)

Numbet

7. RECORD_SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE $. VOLUME
/ ( uﬂe Drawet(s)
Lelter Size o Microlim QO Aiphabetical o Microliim Reel (s)
O Computer Tape (s)
a Legal Sige o Computer Tape © Numerical O Other {Specity)
O Bound Book o Filoppy Disk Q Chronological Number
Videa Tape O Geographical 10. ANNUAL ACCUMULATION
G Audo Tape o Videa T oiep O File Orawer (s)
O Other (Speci Q Microfiim Reel (s}
O Other (Specdy) (Specily) O Compuler Tape(s)
O Other {Specify) ______
Number
11. FILE 16 USED 12. FILE BECOMES INACTIVE AFTER
a Dady n Weekly O Monlhly 0. Monih(s) O Year(s)

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

- o Yss

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specily agency ot office)

oTe

v

7

, Y
il

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

O Yes, o0 No O None

o

o Slate

0 Fedeial O Independent

17. 1S AN INDEX SYSTEM USED? (I yes, explam brielly and
descibe any hardware/soliware)

18. RECOMMENDED RETENTION

o v o lehery .

No

Rlacs foc 200, Sose

20. TELEPHONE NUMBER

/)
18. NMWMLW

"5t 1o 3/v0
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INSTRUCIIUNS - TYPE ON PHINT A SEPARATE FORM FOR EACH NEW

OEPARTMENT OF GENERAL SERVICE Y
REVISED RECOND SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMEST DIVISION s AGENCY RECOROS INVENTORY
SCHLOULE (0GS 5%0-1) 7215 WATERLOO ROAD

P.0. BOX 275 . JESSUP, MARYLAND 20784 Page ot

é“:k E%\csu;’ f' : ; DIVISION . (% | W _ B—

DEFINITION - Recotds Setles < A group of telated records normally filed snd uysed o9 s unit for refetence as

woll a8 relention and dlepesition purpores,

4, RECORD SERIES NILE §. EARLIEST YEAR / LATETEST YEAR

%W [ 992 Ijxo Dm0

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatiorvdocuments/iorms found in the Serles. Include the putpose or lunclion of the Sernes)

Dy | Pty

1. RECORD-SERIES FORMAIL(S) 8. RECORD SERIES SEQUENCE ‘ 9. VOLUME P
/ La-File Diawe(s)
LellerSize g Microfdm Alphabelicat 0 Microfilm Reel {s)
O Comoputer Tape (s
Legal Size o Computer Tape O Numerical / é © Other {Speciy)
D Bound Book a Fioppy Disk O Chionological " Number
g Audio Tape O Video Tape O Geographica 10. ANNUAL ACCUMULATION
. o File Orawer (s)
O Other (Speciy) O Other {Specity) ___________ Q Microfilm Reel (s)
) y 0 Compuler Tepe(s)
O Other (Specify)
Number
11. FILE IS UEED 12. FIJLE BECOMES INACTIVE AFTER
a Daty B Weekly O Monlhly — o Monih(s) o Yeas)
Number '
12. CURRENT LOCATION(S] (Bldg., Floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERET (If yes. specily agency or office)
lm%I/c,Hl S E/Yes o No
15, ACCESS RESTRICTIONS (i yes, cile law(s) 8 regulation(s) 16. AUDIT_REQUIREMENIS
O Yes, D No O None o Slate O Federal o@noam

17. IS AM INDEX SYSTEM USED? ({If yes, explain brielly and 18. RECOMMENDED RETENTION

descibe any hardwarelsoliware) ! ‘ .
o v o N ML{%W,@%&WW,W&MJL%
19. NAME OFfEREP 20. TELEPHONE NUMBER 21. DATE -
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IMSTRUCIIONS - FYPE ON PRING A SEPARATE FORM FOR EAGH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FONWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
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Ci¥y of Frederiek oo | Conjitrlteo

DEFINITION - Recorde Sertes - A group of related records nermally filed and used 89 s unit for reference o

4. RECORD SERJES TITLE | 5. EARLIEST YEAR J LATETEST YEAR
1/&6{'@’ Q'\]b _,éWL@Z, % 9% {470’)10

€. RECORD SERIES DESCRIPTION ( Briefly descrbe the lypes of informalion/documenisfiorms found in the Series. Include the puipose or funclion of the Senes)

Juooal fooucee (P
OLCLWW_@/@:&}» ~ &)’W"“’UW"% 7&5[
ety Qudl Joor Pilice D Tk

“ &/\/_@) @ 3 Q@Qﬁ«ﬁ.yﬂ‘ /)f @’M&p ‘

\
Ay .

ol aimiie [rseies [,

woll 88 1etention and dlepenition purporaes,

T. RECORD SERIES FORMAT(S) !v. RECORD SERIES SEQUENCE 9. VOLUME
B~File Diawer(s)
o Lelter Size o Microlim {o” Aiphabetical ( G Microflilm Reel (s) {
O Computer Tape (s} F
o Legal Size o Compuler lape 0 Numerical O Other {Speciy)
O Bound Bock o Floppy Disk O Chronolegical Number
o Audo Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
) ) O File Drawer (s)
O Oihet (Specdy) O Other (Specily) Q Microfilm Reel (5)
B o Computer Tape(s)
O Other (Specily)
Number
11, FILE I8 USED 12. fl'LE BECOMES INACTIVE AFTER
a Daiy ﬁ Weekly O Monlhly — o Monih(s) o Years)
Numbet
12. CURRENT LOCMION(Sl.(BIdgl,‘FiooI, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency ot oflice)

Aol

/
O Yes . goNo

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

G Yes, o No O None 8 Slate O Federal O Independeni

17. IS AN INDEX SYSTEM USED7 (If yes, explamn biielly and 18. RECOMMENDED RETENTION

descrbe any hardware/soltware) i f ’e 7/ and el 287 @“_M MW"'M'

O No w
o Yes . e, Ua{f/‘rﬂ
. Pay
19. NAME Am(or W 20. TELEPHONE NUMBER 21. DATE / A_.é '

P/2 & - /0




WNSTRUCIIONS - TYPE Oft PUNT A SEPARATE FORM fOR EACH NEW
RLVISED RECOND SERIES. FONWARD WITH RECORDS RETENTION
SCIEDWRE (DGS 5%0-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of
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3. UNIt

(e /2*/ g

DEFINITION - Records Satfes «

A group of related racords normally fisd snd used se o unit for refesance as

woll as totention and dlapesition puipeses.

4, RECORD SERIES TTLE

futn p( g u:é "l

S. EARLIEST YEAR / LATETEST YEAR

149/ 108 br-0

v

8. RECORD SERIES DESCRIPTION ( Brieflly describe the lypes of Informationvaocuments/forms found in the Series. Include Ihe puipose or function of Ihe Series)

7. RECORD SERIES FORMAI(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
it s O File Drawer(s)
(4
eftﬁ;;aze o Microlim O Alphabelical L dandlns o rolim Reel )
O Computer Tape (st t
o Legat Size o Compuler lape 0 Numerical_- O Other (Speciy)
™ : 1000 00lennls fiy o
O Bound Book 0 Floppy Disk o*Chuonological Numbet
a Audie Tape O Video Tape O Geographica! 10. ANNUAL ACCUMULATION
) O File Drawer (s}
o o Other (Spect O Microfiim Ree! (s}
Othet (Specty (Specty) 0 Compulet Tepe(s) l
Q Ofher (Specity) ____ [
Number
11. FILE 16 USED 12 FI‘LE BECOMES INACTIVE AFTER
a Daty p Weekly O Monthly O  Month(s) o Yeas)
' Number
1J CURRENI LOCATION(S) (Bidg.. Floct Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or oflice)
- C.
/ “J
{1 - O Yes e(o—.
Q’UM \«/3?’ .

15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulalion(s)

O Yes, 0 No

16. AUDIT REQUIREMENTS

[

O None ndependent

a State O Federal

17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and
descrbe any hatdware/sollware)

oYes~ 0 No

18. RECOMMENDED RETENTION

MM 5 Y oo f Ll O M?/&!M:M
Aot

20. TELEPHONE NUMBER 21. DATE

bisn, Foutfullect | Mo, hainsy
9 fof —/o /?’/@&




{NSTRUCTIONS .. TYPE OR PIING A SEPARATE FORM FOR EACH NEW
REVISED RECOND SERIES. FOAWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECOROS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 278 - JESSUP, MARYLAND 20794 Page of

€ty of frdwa{k"'“"’%w

3. UNIT

—

—

DEFINITION - Recorde Serles - A group of related recerds noimally filed and used s & unit for reference oy

well a9 relention and dlaposition purpoees.

4. RECORD SERIES TITLE

Poah /\%QQOV)C /] ia¥ton

8. EARLIEST YEAR / LATETEST YEAR
Fl 1992 1o 200/

>

6. RECORD SERIES DESCRIPTION ( Briefly descube the lypes of informatiorvdocuments/ioims found in the Series

. Incluge the puipose or funciion of the Senes)

7. RECORD SERIES FORMAT (S}

' Leller Size

o Microlilm
\Véqal Size © Compuler Tape
O Bound Book o Floppy Disk
O Audio Tape © Video Tape

Y,
0 Other (Specily)

8. RECORD SERIES SEQUENCE 9. VOLUME
2. o Fie Drawet(s)
O Alphabetical O Microfilm Resl (8)
o Compuler Tape (s}
O Numerical Q Other {Specily)
¢ Chronological Dy, cnotRn, Number

10. ANNUAL ACCUMULATION
O File Drawer (s)
O Microtilm Reel (s)
o Computer Tape(s)
O Other (Specify)

O Geographical

" 0 Other (Specity}

Number

1. FILE IS USED

o Daiy D Weekly ﬂ( Monthly

12, FILE BECOMES INACTIVE AFTER

O Monihis) O Yea(s)
Number 2

13. CURRENT LOCATION(S) (Bldg FGom Room)

Sl .

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)

s

p W - O Yes o No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulalian(s) 16. AUDIT REQUIREMENTS
a Yes, 0O No O None 0 Slate O Fedetal O Independent

17. IS AM INDEX SYSTEM USED? (I yes, explain biiefly and
descibe any hatdware/soliware)

g Yes 0O No

4

ARER

19. NAME A ITLE OF

20. TELEPHONE NUMBER

an. DAléf /0//?/&0

NGS 5504 {Nevgend 3y
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INSTRUCTIONS - TYPE O PRMINT A SEPARATE FORM FOR EACH NEW
REVISEN RECONO SERIES. FONWARD WITH RECOADS RETENTION
SCHEDWULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

E.R Eimcenc‘v* f' l v‘

P.0. BOX 275 - JESSUP, MARYLAND 20794 Page of
DIVISION . 2 UNIT -
I
/
o S L &

Botls | uyalts

DEFINITION - Records Setles - A group of releted racords normsily Rled snd used a9 s unit for reference a¢

woll us relention and dleposiion puiposes,

4. RECORD SERIES TITLE

M- o>

8. EARLIEST YEAR ) LATETEST YEAR

194/ 10| 999

8. RECORD SERIES DESCRIFTION { Briefly descrbe the lypes of informatiorvdocuments/iorms found in the Series. Include the putpose or funclion of (he Senes)

7. RECORD SERIES FORMAI(S)

8. RECORD SERIES SEQUENCE 9. VOLUME

/ {b O File Diawer(s)
[ 78w o Micoliim Reel (s)

O Leller Size o Microfim Alphabeticat
O Computer Tape (s)
o Legal Sze 0 Compuler Tape 0 Numerical / / / O Other {Specty}
R 2
O Bound Book 0 Floppy Disk O Chronological Number
a Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
) O Fite Drawer (s)
. Microfilm Reel (s)
oou O Other (Specil o
Qthe) (Speciy) . (Specih) D Compuler Tepe(s)
" o Other (Specify)
Numbet
11. FILE IS USED 12, FI'LE BECOMES INACTIVE AFTER
o Daily u Weekly o Monthly O Monih(s) C  Years)

Numbet

13. CURRENT LOCATION(S) (Bidg., Floot, Room)

/Q@gf.;f./, ..

Vﬂ@\’/ v

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or ollice}

O Yes o~HNo

15. ACCESS RESTRICTIONS (Il yes, cite law(s) § reguiation(s)

O Yes, 0 No

16. AUDIT REQUIREMENTS

B(deoendenl

O None o Slate O Fedecal

17. IS AN INDEX SYSTEM USED? (Il yes, explain brielly and
describe any hardware/soliware)

O Yes O No

18. RECOMMENDED RETENTION _ A R
M%ﬂ« 3y Ma/ua.wj Mfdudw/u%m .
SIneady “"?Ae&-m Lenw Wﬂ‘:) £ hew é?le,ez;ﬁ A

21. DATE

20, TELEPHONE NUMBER /
/?/ +O

7 /28 - /0

18. NW!LE é 2EPARER




INSTRUCTIONS - TYPE OR PIUNT A SEPARATE FORM FOR EACIH NEW
REVISED RECOND SERIES. FONWARD WITH RECORDS RETENTION
SCHEDULE (OGS $%0-1)

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

AGENCY RECORDS INVENTORY

Page
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3. UNIT

(e olo . /Qﬁeﬁaéw

!/

Y vl

DEFINITION - Records Serlen - A group of refated tec

ords noimally Rled and ysed ss o unll for refesance as well 88 selention and dlepesiton purposes.

4. RECORD SERIES TITLE

8. EARLIEST YEAR J LATETEST YEAR

? ,b&mi/‘ 'ﬂ, 6//6
4/99’/ 10/ 592 - 1p4r's

4

—

ot

8. RECORD SERIES DESCRIPTION { Briefly describe the lypes of information/socuments/iorms found in the Series

. Include the purpose or funclion of Ihe Sertes)

7. RECORD SERIES FORMAI(S)

8. RECOARD SERIES SEQUENCE

E@i;l

9. VOLUME

| Jonden

O File Drawer(s)

O Lefter Size o Microfim O Microfitm Reel (s)
O Computer Tape (s)
o legal Size g Computer Tape O Numerical ‘é @ Other (Spectdy)
_ A_\L
O Bound Book © Floppy Disk © Chonological Number
A ideo T O Geographical 10. ANNUAL ACCUMULATION
a Audio Tape O Video Tape glapl o Fle Drawer (5]
O Other (Speci O Microfilm Ree! (s}
@(Smcﬁ) (Speci) O Compuler Tape(s)
. O Other {Specily) ______
Number
11. FILE I§ USED 12 FIILE BECOMES INACTIVE AFTER
o Daiy p Weekly 0 Monlhly o0 Month(s) o Years)

Numbet

13. CURRENI LOCAIION(SI (Bldg Fioar, Room)

//Q
/@)M

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency ot olfice}

o

o Yes

15. ACCESS RESTRICTIONS (If yes, cite taw(s) & regulation{s)

O Yes, 0 No

16. AUDIT REQUIREMENTS

0 None g Slate O Federal

17. IS AN INDEX SYSTEM USED? (if yes, explain brielly and
describe any hardware/sollware)

o Yes O No

d@noam
18. RECOMMENDED RETENTION

- Gondd st 2l Qeecle!
/édz P Zﬂm bt e, Lhew Aoakoy

Pat

21. DATE

P/

20. TELEPHONE NUMBER
Y




INSTRUCTIUNS .. FYPE Oft PIUNI A SEPARATE FORM T OR EACH NEW
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DEPARTMENT OF GENERAL SERVICES
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Fereders

Anwartl

‘ENHAGENCY

3. UNIT

oy,

DEFINITION - Records Sarles - A group of retated records normally filed and used e9 a unit for refstence as

well as retention and disposition purposes,

4. RECORD SERIES TITLE

Pepacts Lpdated Trveugn, G (Paffiee

§. EARLIEST YEAR / LATETEST YEAR

Wa%\ 10 %1’5

8. RECORD SERIES DESCRIPTION { Briefly describe the types of Informatiorvdocumenis/iorms found in the Series

Wooso b Monocd) Aedger)

. Include 1he puipose or funclion of the Series)

7. RECORD SERIES FORMAT(S5}

8. RECORD SERIES SEOUENCE

9. VOLUME

2 File Orawer(s)

o Letter Size o Microlilm 0O Alphabelicat Q Microliim Reel (s)
O Computer Tape ($)

O Legal Size o Computer Tape 0 Numerical \D O Other (Specify)

O Bound Book a Floppy Disk g Chronalogical Number Teoon e S

g Audio Tape o Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Diawer (3)

© Other (Specty) Q Other (Specily) O Microfilm Reel (s)
0 Computer Tape(s)
O Other (Specify) —

Numbet
11. FILE I8 USED 12. FILE BECOMES INACTIVE AFTER
o Daily V Weekly a  Monthly o Month(s) o

Year(s)
Number A

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

Pooecrect® ' eleae 4 3 Flone

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or oflice)

O Yes Q/ No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
a Yes, 0O No O None 0 Slate O Federal O Independent

17. IS AN INDEX SYSTEM USED? (I yes, explain briefty and
describe any hardware/sollware}

o Yes O No

18. RECOMMENDED RETENTION

Rlasi Tnorttly o flsds > Y, Then Aoclivy
Al et oo 5, Lhew lithrag

19. NAME AZ TITLE OF PZPARER

20. TELEPHONE NUMBER

" fop - 10 3/io

NGS 5504 {Revsed 1M3)




{NSTRUCTIONS .. TYPE OR PIINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. §ORWARD WITH RECORDS RETENIION
SCHEDULE (OGS 550-1

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

£.0. BOX 275 . JESSUP, MARYLAND 20794 Page of

NGS 5504 (Newised 1193}

l1.n mmcsuz’ f' l ;

DIVISION
L

R UNI: | W@? )

DEFINITION - Recorde Serles - A group of selsted recerds nermally filed and uved o9 & unit for refarence as

weil a9 rotention snd disposition purpones,

4. RECORD SERIES TITLE

/%w\CQ\\ Retorr

8. EARLIEST YEAR / LATETEST YEAR

q
F‘-?%\[‘i r(:) o3

- WA

6. RECORD SERIES DESCRIPUION ( Brieflly describe the lypes of informationvdocumenisfiorms found in the Series

. Include ihe puipose or funclion of the Senes)

7. RECORD SERIES FORMAT(S)

6. RECORD SERIES SEQUENCE

9. VOLUME
@ File Orawer(s)

Number

g@-Aelter Size o Microlim O Alphabetical o Microfilm Ree! (s)
O Computet Taope (s}
a legal Size O Computer Tape O Numerical R O Otber (Specily)
i o Chi i 50
O Bound Book o Floppy Disk hronological Number %Meg
O Audio Tape O Video Tage O Geogiaphical 10. ANNUAL ACCUMULATION
0 File Drawer (s)
O Ot (Specd O Other (Specit O Microtilm Reel (s)
(Specty) (Speci) 0 Computer Tape(s)
O Other (Specify)
Number
11. FILE IS5 USED 12. FILE BECOMES INACTIVE AFTER
o Daiy B Weekly & Monthly O Monlh(s) o

Year(s)
2

12. CURRENT LOCATION(S) (Bldg.. Ficor, Room)

Paserrect 1 8 2" Fiy

O Yes

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specily agency or office)

& No

15. ACCESS RESTRICTIONS (if yes, cile law(s) & regulatian(s)

O VYes, 0 No

.

16. AUDIT REQUIREMENTS

O None a Slate

O Federal O Indepengent

17. IS AM INDEX SYSTEM USED? (If yes, explain briefly and
descibe any hatdware/soliware)

O Yes O No

18. RECOMMENDED RETENTION

XN T DY dwwwmw
Uromir A TN

0 TITLE Q
Q

19. NAME REPARER

20. TELEPHONE NUMBER

. DAT

/ééé’ /9//?//#)




INSTRUCIIONS --
REVISED RECORD SERIES.
SOEDULE {DGS $50-1)

TYPE Oft PIMNT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD

PO. BOX 275 . JESSUP, MARYLAND 20754 Page

of

| 1. DERA ¥Ejmceucv f' “"‘

——

DIVISION
AL il

3. UNKT

Bto. Vo

DEFINITION - Recorde Serles - A group of related records normally fied and uved #0 2 unit for reference o9

well e retention and dispesition purposes,

4. RECORD SERIES TITLE

AL oS Thogbe IOoeS

5. EARLIEST YEAR / LATETEST YEAR

93 10 AN\

6. RECQRD SERIES DESCRIPTION ( Briefly describe the lypes of information/documenis/forms found in the Series

. Include the purpose or funclion of the Seres)

7. RECORD SERIES FORMAT(E)

21. DATE

8. RECORD SERIES SEQUENCE 8. VOLUME
) O File Drawer(s)
o Leller Size O Microfim w Alphabetical YO\, \rbee_\/\ / Q Micralilm Reel (s)
s O Computer Tape ($)
O Legal Size o Computer Tape 0 Numerical C\ QO Other (Specty)
O Bound Bock o Floppy Disk o Chronological Number ﬁ%& m eC
o Avdio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
a File Orawer (s)
O Other (Specdy) O Other (Specily) O Microfitm Reel (s}
0 Computer Tape(s)
r O Other (Specify)
Numbet
11. FILE IS UBED 12. FILE BECOMES INACTIVE AFTER
a Daly 0 Weeily o Monthly O Monhis) O  Yearfs)
Number 7
13. CURRENT LOCATION(S) (Bldg Fiool Roam) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ({if yes, specily agency or oflice)
Prase cneny .. oy 5 N
Y, _cd es
"4 27 Dol
15, ACCESS RESTRICTIONS (Il yes, cile law{s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes, 0O No 0 None O State O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explan brielly and 18. RECOMMENDED RETENTION ﬂ&w -
describe any hardware/sollware) /%,@M 5 y/ (ﬂ/ ¢
a Yes 0 No
s
19. NAME Wor/@% 20. TELEPHONE NUMBER

G S~ /@///Q/M

06GS 550.4 Nevised 1193)




INSTRUCIIONS .- FYPE OR PRINT A SEPARATE FORM T OR EACH NEW
REVISED AECOND SERIES. FONWARD WITH RECORDS RETENTION
SCIEORE (OGS $50-1)

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

I1. D.R imcsuc‘v* f' l ‘;&wsmuiw

AGENCY RECORDS INVENTORY

Page of

LR UNIE ‘ )00//& \

DEFINITION - Recorde Serles - A group of related tecerds normally filed snd uved o9 & unlit for reference as

well as retention and dlsposition purpoves,

4, RECORD SERIES TITLE

Concsled Unechay

5, EARLIEST YEAR / LATETEST YEAR

Y{? . uﬁg o

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Informatiorvgocumentsfiorms found in the Series. Include Ihe purpose of funclion of the Senes)

)| Concetied CreahS for Rancoll 8 Disursements ((mmms/m&b\e)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
T File Deawet(s)
O Leller Size o Microlilm O Alphabetica! Q Microfilm Reel (s)
O Computer Tape (s}
a legal Size O Computer Tape Q/Numecical/Pe( 13NVt oY a Othet (Specily)
O Bound Book o Floppy Disk © Chronological Number
g Audio Tape Q Video Tape O Geographical 10. ANNUAL ACCUMULATION
0O File Drawer (s)
© Other (Specty) O Other (Specily) O Microfilm Reel (s)
0 Computer Tape(s)
o Other (Specify) —
< Pryes
Numbet
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy P Weekly & Monthly __l____ O Monhis) & Yesi(s)
Numbet 2

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

Sovre o™ . AN

-

4. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(It yes. specily agency or office)

@ O Yes E/ No
Seene. o0 Aot
15. ACCESS RESTRICTIONS (i yes, cite 1aw(s) 8 regutation(s) 16. AUDIT REQUIREMENTS
O Yes, S/ No O None a Slale 0 Federal O Independent

19. NAMEWS OF ARER

17. 1S AN INDEX SYSTEM USED? (if yes. explamn brielly and 18. RECOMMENOED RETENTION
descibe any hatdware/sollware
' ) M"{’ 2 T M’y’
. |
g Yes a No
20. TELEFHONE NUMBER 1. DATE

9/2¢ — Jo )5/

OGS 5504 {Navised 193)




NSTRUCTIONS - TYPE ON PNt A SEPARATE FORM F OR EAGH NEW
REVISED RECORD SERIES. fONWARD WITH RECORDS RETENTION
SCUEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTQRY

Page of

ENTIAGENCY

Coby of

of Fredevic™ ...

i

3 UNI'I

locts g

DEFINITION - Recorde Sarles - A group of related records normally filed and used a9 & unit for reference ae

well a0 retention and disposltion purpases,

4. RECORD SERIES TITLE

“RublicReview ﬁdo@ﬁd /‘?3“‘3%@‘

(5 EARLIEST YEAR / LATETEST YEAR

Q3 109004

8. RECORD SERIES DESCRIPTION { Briefly describe the \ypes of Informaliorvdocumenis/forms found in the Series.

Include Ihe puipose of funclion of the Series)

1. RECORD SERIES FORMAT(E) 8. RECORD SERIES SEQUENCE 9. VOLUME
S O File Drawer(s)
0 Leller Size a Microlilm O Alphabetical R O Mictolilm Reet (s}
M o Compuier Tape {s)
o Legal Size a Compuler Tape o Numerical 2 . O Other (Specily)
O Bound Book a Floppy Disk o Chronological Number
<
G Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
0O File Drawer (s)
O Other (Specdy) O Other (Specify) O Microfilm Reel (s)
o Computer Tape(s)
O Other (Specify)
Number
11. FILE 15 USED 12, FILE BECOMES INACTIVE AFTER
a Daty 0 Weekly O Monthly O Monh(s) O

Yeat(s)
Number A

13. CURRENT LOCATION(S) (Bldg F!ool Room)

LA .

14. 1S RECORD SERIES OUPLICATED ELSEWHERE?

o es Copyianllice, C o)

Cal

(It yes. specily agency or office)

0 No

15. ACCESS RESTRICTIONS (Il yes, cile law(s} 8 regutation{s)

a Yes, D No

s

16. AUDIT REQUIREMENTS

a None 0 State O Fedeial O Independent

12. 1S AN INDEX SYSTEM USED? (M yes, explain brielly and
descibe any hatdware/sofiware)

O Yes o No

18. RECOMMENDED RETENTION

MM%Y/WW &&G’T”“‘? ‘

19. NAME AND TITLE OF FPREPARER

A
v

20. TELEPHONE NUMBER 21, DATE

/74@

2 /o4 ~ /6

NGS 5504 (Revsed 113)




——

NSTRUCTIONS .. TYPE O PRINT A SEPARATE FORM TOR EACH NEW
REVISED NECORD SERIES. FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS $30-1)

7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORODS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page o
1.0 “ENNAGENCY f DIVISION 3. UNIT

DEFINITION - Recorde Serles < A group of telated tacords noimally fited and used 5o 2 unit for reference oy

well 98 tetention snd dispesition purposes.

4. RECORD SERIES TITLE

C,Omp(e,\\eﬁﬁ\\fe NDrowal Fiaonciol) /\T’\Q@o@\ |

5. EARLIEST YEAR ! LATETEST YEAR

/9867 1o SR

6. RECORD SERIES DESCRIPTION ( Buiefly describe the types of information/documenis/iorms found in the Series

. Include Ihe puipose or function of the Senes)

7. AECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE

o Leller Size o Microlitm a Alphabetical
a Llegal Size o Computer Tape O Numerical

v~ Bound Book O Floppy Disk O Chrenologicat
a Audio Tape O Video Tape O Geographica!
O Other (Specdy)w O Other (Specily)

8. VOLUME
O File Dtawet(s)
2.4) O Mictolilm Reet (s
© Computer Tape {s)
a Other (Specily)
MWM:
Number

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

O Computer Tepe(s)
O Other (Specifyy ____

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daiy 8 Weekly a  Monthly

Number

O Month(s) o Yea(jj;)

13 CURRENT LOCATION(S) (Bldg Fiool Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(it yes. specily agency or office)

SV Flooe 10 .
Wbc&meﬁ \° ) a Yes a Mo
15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
o Yes, O No O None 0 Slale o federal O Independenl

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

18, RECOLA&ENDED RETENTION
descrbe any hardware/soliware)

(2l o
g Yes O No

aopafer Jopss-decalsy

Tocever 724y Ind Mate Ceobemo |

20. TELEPHONE NUMBER

19. NAME Ag 'lll]:E QOF, PARER

21. DATE

?/af -

/@/?’/M

NGS 5504 Nevised 19))




INSTRUCIIONS - TYPE O PIINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SENIES. FOAWARD WITH necor_ms RETENTION
SCHEDULE (OGS $50-1}

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

1053 snmcenc‘v’ f' l ;

AGENCY RECORDS INVENTORY

Page of

DIVISION Lf

(\. ANl )VQ’CJ

——

3. UNIT

(4 Z‘(//s))« /@‘ﬁ

DEFINITION - Recorde Series - A group of related recotds normally fied and used ss o unit for reference o

weil a8 retention and dlsposition purpoees.

4 RECORD SERIES TITLE

S acc o flaccin bt

5. EARLIEST YEAR I LATETEST YEAR
-
1995 10 & s2-0

@&J%
/Lb,\,la) ﬂa«ﬁl\‘?
P

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the lypes of informaliorvdocuments/iorms found in the Series. include the puipose or funclion of the Senm

Reciend ol Ul foclliny Ot -
PQJ@Z'Y‘& y

/L/ J/J

¢ L i &
/\,fw dpiirana.

(e @41/%
a/(adzu‘é j) a"%‘

7. RECORD SERIES FORMAI(S)

B Lelter Size o Microfim

8. RECORD SERIES SEQUENCE

9. VOLUME

Q File Drawer(s)

O Alphabeticat O Microfilm Reel (s)
O Compuler Tape (s! |
i ler | a N | O Q Other {Spectly)
g Legal Size U. Computer lape umerica 5 ‘Z»yu}éd
O Bound Book o Floppy Disk - Chionological Number
' ideo Ta O Geographical 10. ANNUAL ACCUMULATION
O Audio Tape O Video Tape eograpl o File Drawer (5]
; O Microfim Reel (s)
o Other (Speeily)
© Ottt Speciy) . (Specit) 0 Computer Tape(s)
0O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily u Weekly o Monlhly o Month(s) O Yeai(s)

Number

17. CURRE;‘I LOCATION(S] (Bidg., FIOOI Room}
] @2/ w{ ’
e ft MWW

O Yes

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specily agency or office)

a%

[

15, ACCESS RESTRICTIONS (Il yes, cile law(s) & regulation(s)

O Yes, 0 No

3

16. AUDIT REQUIREMENTS

0 None o Slale o]

Federat d”ﬁd:p(endenl

17. IS AN INDEX SYSTEM USED? (!f yes, explain brielly and
descrbe any hardware/soliware)

O Yes 0 No

ety “hbone Ut

18. RECOMMENDED RETENTION

’M&A«&“‘)’M

,M,;J MW

ER

19. NAME 2@%&5 OF,

20. TELEPHONE NUMBER

2. DATE

7’/&{ /0 / /7/4«@ “




INSTRUCIIONS
REVISED RECOND SERIES.
SCHEDWULE (DGS $§50-1)

- TYPE Ol PRINT A SEPARATE FORM I OR EACH NEW
FORWARD WITH RECORDS RETENIION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLQO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 . JESSUP, MARYLAND 20794 Page (o]
ENUAGENCY DIVISIQN ~ 3 uwnD

DEFINITION - Records Serles - A group of related records ncimally filed and ured ss a unit for reference ss

well ss retention and dlepositon purposas,

4. RECORD SERIES TITLE

QQS\\/R&)Q\D* /RQCQQ

5. EARLIEST YEAR / LATETEST YEAR

AR\

0. RECORD SERIES DESCRIPTION ( Briefly describe the types of Informatiorvdocuments/forms found in the Series

Dady secapo foted onwizitly

. Include the puipose or function of the Senes)

7. RECORD SERIES FQRMAT(S)

describe any hardware/sollware)

a Yes a No

8. RECORD SERIES SEQUENCE 8. VOLUME
O File Orawer(s)
O Lelter Size a Microlilm O Alphabetical Q Microfilm Reel (s)
O Compuler Tape (s)
o Legal Size a Computer Tape O Numerical \a a Other (Specily)
= ’bolcscx
O Bound Book a Fioppy Disk - Ehronological VX Sracies Number
O Audio Tape C Video Tape O Geographical '10. ANNUAL ACCUMULATION
. O File Drawer (s)
O Other (Smdy)m%@ O Other (Specily) O Microtim Reel (s)
0 Computer Tape(s)
r “Res Croodiny O Other (Specify) ___
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy P Weekly g~ Monthly O Monis) O Yearis)
Number -
13. CURRENT LOCAIION(S) (Bldg Fioot Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency or olfice)
= - o v o No
Y cd_ es
74 23 Fae
15. ACCESS RESTRICTIONS {if yes, cite taw(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
O Yes, D No O None O Slate O Fedesal O Independeni
17. IS AN INDEX SYSTEM USED? (I yes, explain brieflly and 18. RECOMMENDED RETENTION

Rlir 3V Ord il ol Gucdih
W{»ﬁwm A‘%&)/ﬁ&bml

19. NAMEW OFf ABER

20.

TELEPHONE NUMBER 21. DATE

Faof -

/0 /%o

|

NGS 550.4 Revsed 1193}




DR~

)lé ,

SAEOME (OGS $%0-1)

HS{RUCIIUNS - 1YI'E ON PIKt A SEPARATE FORM FOR EACH NEW
REVISED RECOND SERIES. FONWARD WiTH RECORDS RETENTION

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

AGENCY RECOROS INVENTORY

Page ot

1 u; Rﬂ&imzu;f f'T/f £ -

DIVISION

1. UNIT

%i%%wa

DEFINITION - Records Serles - A group of related tecords notmaily Aled snd uved as & unit for refersnce a0

well 30 tetentfon and dllpé.l!cn [PL-TITTR

5. EARLIEST YEAR / LATETEST YEAR

(945 10 2pee

- [Pte, REPS

6. RECOAD SERIES DESCRIPTION ( Briefly descrbe lhe lypes of informatiorvcocuments/iorms lound in the Series. Inchude the puipose of tunclion of the Senes)

1. RECORD SERIES FQRMAI(S)

D/l{ﬂ‘ef Size

g Microfilm

8. RECORD SERIES SEQUENCE

3. VOLUME
G’mOrawex(s)
‘ a Microfdm Reef (s}

Number

a Alphabetical

QO Computer Taoe (st

Q Legal Size a Computer lape O Numersical O Other {Specily)

O Bound Bock o Floppy Oisk © Chionclogical Number

O Audio Tape O Video Tace O Geographical 10. ANNUAL ACCUMULATION
Q File Drawer (s)

o Other {Specdy) O OCther (Specily) O Mictolilm Reet {s)
QO Computer Tape(s)
O Other {Specily)

Number
11, FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
a Daiy D Weekly 0 Monthly O Menth(s) o Year(s)

13. CURRENT LOCATION(S] (Bidg.. Floar, Room)

.

14. 1S RECORD SERIES DUPLICATED ELSEWHERET (Il yes. specily agency or office)

Yes a No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
a Yes, o No O None D Slate O Federal d/\{ep.encem

descrbe any hardware/soltware)

g Yes g Ne

17. 1S AN INDEX SYSTEM USEDT (Il yes. explain briefly and

Onecllel /Do

19. NAME AND

20. TELEPHONE NUMBER

Dtoroobit /@x@»ﬂ%—m

[ ]
18, Z;commeuoeo RETENTION ’MM% N ”#E'-W | L V'
b i ?

21. DATE

ol = 10 /)7/e

NGS S04 (Newsed 107)




NS|RUCTIONS -
REVISED RECORD SEMIES.
SCHEDULE (OGS $50-1)

TYPE O PRINT A SEPARATE FORM FOR EACIHI NEW
FORWARD WITH RECORDS RETENTION

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

AGENCY RECORDS INVENTORY

Page of

»| 1 n‘ ‘enmcmcv f' l ‘&wsuou %ML

|

3. UNIY ¢
/,’Zaw«/imﬁ

DEFINITION - Records Serles - A group of related records normally filed and used ss ¢ unit for reference o

well 38 retentien and dlspesiton purpones,

4, RECORD SERIES 1

WW Zﬂ/bm //u«wﬁ S, o0 w0

5. EARLIEST YEAR / LATETEST YEAR

1772 30 2 g

8. RECORD SERIES DESCRIPTION { Briefly describe the 1ypes of Informatiovdocumenis/iorms found in the Series

P00 ., 2usts, Tragew ¥ food Gppeet , Loguodls

. Include Ihe purpose or funclion of the Senes)

7. RECORD SERIES FORMAT(E)

8. RECORD SERIES SEQUENCE 9. VOLUME
o/ : ) oFie Drawer(s)
Lelter Size o Microliim o Aiphabelical O Microfilm Ree! (s)
Q Computer Tape (s)
O Llegal Size o Compuler Tape O Numerical Qa Other (Specily}
o Bound Book o Floppy Disk O Chionological Number
a Audio Tape O Video Tape a Geographicat 10. ANNUAL ACCUMULATION
O File Drawer ($)
O Other {Speciy) Oﬁ(Specify) M_ O Microlilm Reel {s)
O Computer Tape(s)
O Othet (Specily)
Number
11. FILE IS UEED 12. FILE BECOMES INACTIVE AFTER
o Datly P Weekly O Monthly O Month(s) o

Year(s)
Number

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

& ves

(It yes. specily agency or office)

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

a  Yes, O No

-

16. AUDIT REQUIREMENTS

O None 0 Stale O Ffedeidl O independent

1S AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hatdware/soliware)

E

o Yes__ o No

18. RECOMMENDED RETENTION

Aition > WM/MNWM

15. NAME AND TITLE OF

20. TELEPHONE NUMBER 21. DATE

B - 00 /b

OGS 530.4 {Revised 1193}




INSTRUGIIONS - TYPE OH PIINT 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.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

—————

———,

pe‘wii";" f veders

DIVISION '

P honny

DEFINITION - Records Sarles - A group of related records nermally filed and used a9 s unit for reference o9

well a8 retention and disposition purposes.

4. RECORD SERIES TILE

W’W* Copmo

§. EARLIEST YEAR / LATETEST YEAR

199% 10 Zavo

8. RECORD SERIES DESCRIPTION { Briefly describe the lypes of information/documents/orms found in the Series. Include the purpose or funclion of the Series)

7. RECORD SERIES FORMAT(E)

NAME Auogmc OF %

G2 -)2/9/ 0

’

55 550.4 (Revised 1793

8. RECORD SERIES SEQUENCE 9. VOLUME
0O File Drawet(s)
o Lelter Size o Microfilm O Alphabetical O Microlilm Reel (s}
o Comouter Tape (s}
O Legal Size o Compuler Tape O Numerical O Olher (Spectly)
O Bound Book O Fioppy Disk © Chionological Number
O Audio Tape O Video Tape O Geographical 10, ANNUAL ACCUMULATION
O File Diawer (s)
U Other lsmc",) O Other (specr’y, O Mictotilm Reel s)
O Compuler Tepe(s)
O Othet (Specifyy ____
Numbet
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily 0 Weekly o Monthly O  Monlh(s) o Year(s)
Numbet
12. CURRENT LOCATION(S) (Bldg.. Floar, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency ot olfice)
o= g Yes a No
15. ACCESS RESTRICTIONS (il yes, cite law(s) 8 tegulalion(s) 16. AUDIT REQUIREMENTS
l O Yes, D No D None D Slate O Federal D Independenl
17. IS AN INDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTION
descrbe any hardware/soliware) — : : : m
o Yes o No /&(/ et /b yl L4 7” ‘
E 19, 20. TELEPHONE NUMBER 21. DATE
06G




e

INSTRUGTIONS — TYS'E ON Pilids A SEPARATE FORM FOR EACIHE NEW
AEVISED RECORD SERIES. FORWARD WITH RECORDS RETENHON RECORDS MANAGEMENT DIVISION
SQEDWE (DGS $30-1)

727S WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

. Ot Enmcsu;f f' I ‘ #\J/nw;/w

P.O. BOX 273 - JESSUP, MARYLAND 20794 Page or
Pa
DIVISION 1. UNIT

WMO

DEFINITION - Recorda Serlen - A group of related records normally filed snd used ag » unit for refer

ance 30 well 5o retention snd dleposi¥on purpeses,

4 RECORD SERIES MILE

Vysoanid Fite

5. EARLIEST YEAR/ LATETEST YEAR

10

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the lypes of informaliorvdocuments/forms found in the Series

. Incluce ihe purpose or function of ihe Senes)

1. RVSERIEB FQRMAT(S]
Letter Size

O Legal Sze

o Microfim

o Computer Tape
O Bound Bock o Floppy Qisk
O Audo Tape O Video Tape

O Other {Specdy)

8. RECORD SER! QUENCE
Alghabetical

a Numerical
O Chionclogical
O Geographicat

O . Other {Speciy)

9. YOLUME
Q File Qrawer(s)
Q Mictolim Reet (s)
C Computer Taoe (s}
Q Othes (Specfy)
Number

10. ANNUAL ACCUMULATION
O File Orawer (s)
O Microfilm Reel {s)
O Computer Tape(s)
O Other (Spectly)

Number
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
o Daidy o Weekly O Monthly O Monlh(s) o Year(s)
’ i Number
13. CURRENT LOCATIONI(S]) (Bldg.. Floar, Room} 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency ot office)
T a Yes a No
15, ACCESS RESTRICTIONS (il yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
O Yes, a No g None o Slate C Federal O Indepencgenl
17. 1S AN INDEX SYSTEM USED? (If yes, explam brielly and 18. RECOMMENDED RETENTION e, z %
describe any hardware/soltware) l ? 7 !
o o wwmalﬂa % N 19
19,

20. ‘IELEPHONE NUMBER

. DATE

//a//a/f—t)

70’?5’

0635 S04 Newsedt 19T




INSTRUCIIUNS - TYPE QI MINNIT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FOAWARY WITH RECORDS RETENTION
SOZDWLE (OGS $%0-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTQRY

1S WATERLOQ ROAD

PO. BOX 279 - JESSUP, MARTLAND 70794 Page o

1 DE‘%EN;GENC‘Y* THE ‘&wsm\% <

1. UNIT

S

H

DEFINITION - Records Serles - A group of related records normaily Mled snd uved a9 & unit for referencs as

well 80 retention and dlvpesi%on purpovas,

4, RECORD S.ER!ES MILE

/2 W W‘C_%ﬂ

CQM—\)
10

5. EARLIEST YEAR/ LATETEST YEAR

/)’b&u\)-’

po et

70-(,1/0,(,6/0_

8. RECOAD SERIES DESCRIPTION ( Biiefly describe the lypes of Informaliorvaocuments/lorms found in the Series

. Incluge the puipose or funclion of the Senes)

’

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME
. d . Qa File Qrawer(s)
g Lefter Size o Microfilm O Alphabetical /%"‘é O Mictofilm Reel (s}
O Comoulet Tape ()
o Legal Size o Computer Tape O Numerical Q Other (Specily)
O Bound Bock a Floppy Oisk a Chronological Number
g Auda Tape a Videa Tace Q Geographical 10. ANNUAL ACCUMULATION
G File Orawer (s)
© Other {Specty) T Other (Specily) O Miciofilm Reel (s}
o Compuler Tape(s)
A OQlher (Specily)
Number
11. FILE IS USED 12. FILE BECOMES IHACTIVE AFTER
a Dady P Weekly 0 Monthly o Monih(s) o Year(s)
: Numbet
13. CURRENT LOCAIION(S) (Bidg.. Fioar, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specily agency or office)
T o Yes 0 Ne
15. ACCESS RESTRICTIONS {il yes, cile law{s) § regulalion(s) 16. AUDIT REQUIREMENTS
o Yes, 0 No O None o Slale g Federal O Indepencent

17. 1S AN INDEX SYSTEM USED7 {if yes, explain briefly and

destibe any hardwarelsoliware)

C  Yes - a No

18. RECOMMENDED RETENTION

%»u
Wmﬂomw N

.AJT_ Z )

19. NAME AND TITLE QF PREBARER

A
=

20. TELEPHONE NUMBER 1. DATE

7758 —

1019/

065 B4 Nenspt 1197




NSTRUCTIONS ~ TYPE ON PIINE A SEPARATE FORM FOR EACH NEW

REVISED RECOND SERIES. FONWARD WITH RECORDS RETENTION RECQROS MANAGEMENT DIVISION
SCIEDWE (OGS $50-11

727S WATERLOO ROAD
P.O. BOX 275 . JESSUP, MARYLAND 20794

OEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Page ot

t‘ ERUAGEH;* f ; *kumsm i ¢ |

v»,}@ i

DEHNHION - Recotds Setles - A group of relsted records notmally filed snd used ae ¢ unit for relersnce g0

well ae retention and dleposilon purposes.

4, RECOROD S.ENES nILE

5. EARLIEST YEAR / LATETEST YEAR

1997 10 Zpse

8. RECORD SERIES DESCRIPTION ( Briefly descrde lhe lypes of Informatiorvaocumentsilorms found in the Series

o gusalia @W

. Incluce the puipose or funclion of (he Seres)

7. RECORD SERIES FQRMAI(E] 8. RECORD SERIES SEQUENCE
o Tee Size o Microlim O Alphabetical
O (egdd Size g Computer Tape g Numerical
O 8ound Book Q Floppy Oisk O Chonological
O Audo Tape O Videg Tage O Geogiaphicat

T Other {Spectdy)

O Other (Specily)

8. VOLUME

Q File Drawer(s)
/ O Microfilm Reel (s)
O Computer Taoe (8)

Q Qthet (Specrly)

Number

10. ANNUAL ACCUMULATION
Q Fhe Orawer (s)
O Microfitm Reel {s)

o0 Computer Tape(s)
O Other {Specify)

Number

-
-

. FILE IS USED

-

2. FILE BECOMES INACTIVE AFTER

; Number

o Dafy o Weekly O Monthly O Month(s) C  Year(s)

—
(=]
-

. CURRENT LOCATION(S) {Bidg.. Floar, Room)

4 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)

T g Yes &n.@(,&, Z&Q ] 340

Pt pnen 7 /%M
15, ACCESS RESTRICTIONS (if yes, cite law(s) § regulalion(s} - 16. AUOIT REQUIREMENTS
O Yes, 0 Ne a(one o Siate G Federal Q Indepengent

17. 1S AN INDEX SYSTEM USEDT (If yes, explan brieflly and RECOMMENDED RETENTION
descrbe any hardware/scllware)

v W’VWW“‘MWW

19. HAME AND,MJLE QOF PR ER 20. TELEPHONE NUMBER

21. DATE

/96 - /0 //7%@

NG5 S04 (Rewgen 107}




INSTRUCTIONS — TYPE ON PN A SEPARATE FQRM FOR EACIE NEW
REVISED RECONOD SERIES.
SO®DULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278 - JESSUP, MARYLAND 20794

FQAWARD WITH RECORDS RETENTION

AGENCY RECORDS INVENTORY

Page ot

1

DERARIMENTIAGENCY Tﬁé‘ - DIVisiON - .
Ei¥y o Fredessdll” oo

l UMW

DEFINITION - Recorde Serles « A group of related racords normally Aled snd used e 2 unit for referencs os

well 80 1etentaon snd dlepesiton purpoees,

4,

RECORD SEAMS MITLE

e hmios) Qo Uinddso B 442+

S. EARLIEST YEAR / LATETEST YEAR

48 10lowv

§. RECORD SERIES DESCRIPTION { Briefly descibe (he types of Informationvdocuments/forms found in the Series. Inchuce the puipose or funclion of the Series)

. RECOROD SERIES

FQRMAT(S) 8, RECORD SERIES SEQUENHCE

9. VOLUME
Q File Drawer(s)
QO Lelter Size a Micraliim a Alphabetical a Mictollm Reel (s)
O Computer Taoe (s}
GO Legal Sze a Computer Tape bﬁrical QO Other (Specily)
O Bound Bock a Floppy Oisk O Chionological Number
0 Audo Tape O Video Tape O Geographicat 10. ANNUAL ACCUMULATION
O File Otawer (s)
. Microfilm Reel {s)
T Other [Specd O Other (Speciy) Z;ﬂ@ o
Othet (Spect) ! O Compuler Tape(s)
O Other {Specify)
Number
11. FILE 18 USED 12. FILE BECOMES INACTIVE AFTER
o Dady 0 Weekly o Monthly o Month(s) o Yeai(s)
. Number
13. CURRENT LOCATION(S) {Bldg.. Floot, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes, specily agency or office)
- o Yes o No
15. ACCESS RESTRICTIONS (I yes. cile law(s) 8 reguialion(s} 16. AUDIT REQUIREMENTS
a Yes, 0O No O None o Slate O Federal O independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and

18. RECOMMENDED RETENTION
destibe any hardware/sollware)

a Yes g No

&Mbt/@%@/o//-\mn,o&ﬁua,

19,

NAME ANOD TITLE QF PREPARER 20. TELEPHONE NUMBER

21, DATE

2 flog” ~15//3/d

0655 8N4 Navsed 107




Py — —

HSTRUCTIONS - TYPE Oft Plittt A SEPARATE FORM FOR EACH NEW
REVISED RECOND SENIES. FORWAND WITH RECORDS RETENIION
SQIEOULE (OGS $%0-1

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

<79 WATERLOQ ROAQ

P.0. BOX 27% - JESSUP. MARYLAND 20754 Page

of

1. DE RgENUAGEHCY ‘

THE - o .
F 'dﬁd& f/ruwwwwed

1. UNIT

DEFINITION - Recordy Series < A group of reiated records notmally filed and used ss 5 unit for reference 31

well 19 retention and dlsposition purporas,

4. RECORD SIERIES NILE

Cocsuniiny [opu®, b,

5. EARLIEST YEAR/ LATETEST YEAR

10

Q’w.!g }Qau}lo-

NS
oF ity

¢. RECORD SERIES DESCRIPTION ( Briefly descride the lypes of Informatiorvaocuments/torms found in the Series. Include the putpose or funclion of the Senes)

Rpato - wpdats Gedl: habansco, Mesota) PO w Aoy, ol

1. RECOROD SERIES FORMAI(S)

i

Numbet

8. RECORD SERIES SEQUENCE 3. VOLUME
Q File Orawet(s)
O Leltes Size o Microlim O Afphabelical © Microfilm Reel (s)
O Computer Tace (s}
O (egal Size g Compuler lape O Numerical O Other {Specify)
O Bound Bock o floppy Disk O Chionological Number
U Audo Tape O Video Tace O Geographical 16. ANNUAL ACCUMULATION
QG File Orawer (s)
O Other (Specdy) T Other (Specily) O Microlilm Reeli (s)
. 0 Computer Tepe(s)
U’H.M,v O Other (Specify)
JMO"M Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Dady 0 Weekly o Monthly o Monih(s) Qo Year(s)

13. CURRENT LOCAIIQGNIS) (Bldg., Floor, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specily agency ar office)

o

Q  Yes . a No
15, ACCESS RESTRICTIONS (! yes, cile law(s) & tegulalion(s) 16. AUDIT REQUIREMENTS
a Yes, 0 No O None o Slate g Federal O Indepencent

17. IS AN INDEX SYSTEM USEDT (If yes, explain briefly and
desube any hardware/soliware)

O Yes O No

18. RECOMMENOED RETENTION

/%m%\/,mud&%

19. NAME AND TITLE ©

PREPARER

20. TELEPHONE RUMBER 21. DAIE

7/

- /0//?‘//«)

l 6GS SN0 (Newerd 177




INSTRUCTIUNS - TYI'E O PIIKT A SEPARATE FORM FOR EACIE NEW
REVISED RECOND SENIES, FONWARD WITH RECORDS RETENIION
SQEDULE (OGS $%0-1j

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAQ
P.O. 8OX 273 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

————

=

1. DECARIMENT/AGENCY HE [ 4
oty of Freders

DIVISION L

ANAWLE

) ur(u? ‘

DEFINITION - Records Setien - A gtoup of related records notmaily Aled s1ad used a9 ¢ unit for relersnce ae

well 80 retention snd dlaposition purposes,

4, RECORD SERIES

WW&LM/ Lancctled

5. EARLIEST YEAR / LATETEST YEAR

10

6. RECOAD SERIES DESCRIPTION { Briefly descibe lhe lypes of Informalion/documentsiorms {ound in the Series. Include the puipose or function of the Seres)

descibe any hardware/soltware)

O Yes g No

7. RECORD SERIES FQRMAT(S] 8. RECORD SERIES SEQUENCE 9. VOLUME
/ Q File Orawer(s)
Letter Size o Microfim Qa Alphabetical / N{/ G Microfitm Reel (s)
O Computer Taoe (s)
O Legal Size a Computer lape a Numerical G Other {Specily)
O Bound Bock o Floppy Disk © Chionological Number
O Audio Tape O Video Tace O Geographical 10. ANNUAL ACCUMULATION
QO Fiie Orawer {s)
. Microfilm Reel {s)
T Ciher (Speed a Other (Specily) o
Ot (Specty) o Compuler Tape(s)
O Other {Specify} —
Number
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
o Dady P Weekly Q Monthly 0 Monih(s) O Yeas)
A ; Numbet
1. CURRENT LOCAIION(S) (Bldg.. Fioat, Reom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency o olfice)
- g Yes m{o-
15. ACCESS RESTRICTIONS (I yes, cile law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
a Yes, O No one o Slate O Federal O Indepencent
17. 1S AN {HOEX SYSTEM USEDT (I yes, explain brielly and 18. RECOMMENOED RETENTION

oo 39 640 pncabled | Hlow Ostiny

20. TELEPHONE NUMBER

19. NAME Auzm.é oF /@M

21. DATE

P/~ /D J17/ud

068 550.4 {Rawsed 1197}




INSTRUCTIONS - TYPE O PIUNT A SEPARATE FORM FOR EACIH NEW
REVISED RECORD SERIES. FORWAND WITH RECORDS RETENTION
SCHEDULE (OGS $%0-1)

OEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
737% WATERLOO ROAD
P.Q. 80X 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page ot

1053 enmceu;* f' l ';&WONW

. Nt )0 : ,

DEFINITION - Recotds Setles - A group of reinted records noimally flled snd uved se & unit for reference se

well a0 retenticn and disposition purperes,

4. RECORD SERIES TITLE

§. EARLIEST YEAR/ LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION { Briefly describe the lypes of Informatiorvdocuments/lorms found in the Series

/,Owo/lmh/mm wsdo 0’5

. Include {he purpose of function of the Senes)

1. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
O File Orawer(s)

Numbet

O Lettet Size o Microfim D Alphabetical ~ D Miciofim Reel (s)
,E), 11 P Comoputer Tape (s)
O legal Size o Computer Tape O Numetical O Other (Spectly)
O Bound Boock O Floppy Disk Q Chronolagicat Number
O Audio Tape g Videa Tagce Q0 Geographicat 10. ANNUAL ACCUMULATION
QO File Drawer (s)
O Other (Specty) D Other {Specily) O Microlim Ree! {s)
a Computer Tepe(s)
a Other (Specify)
Number
1. FILE I8 USED 12, FILE BECOMES INACTIVE AFTER
o Dady n  Weekly o Monihly O Month(s) o Year(s)

1. CURRENT LOCATION(S) (Bidg., .Flooi_ Room)

14, IS RECORD SERIES DUPLICATED ELSEWHERE?

{it yes. specily agency or office)

*

O Yes [
15. ACCESS RESTRICTIONS {if yes, cile law(s) & regulation(s} 16. AUDIT REQUIREMENTS
O Yes, 0 No None o Slale QG Federal O Independent

7. 1S AM INDEX SYSTEM USED? {If yes, explain briefly and
descrbe any hardware/sollware)

oYesA ‘ g No

18. RECOMMENOED RETENTION

Bolors Y, Mo, dletiry

20. TELEPHONE NUMBER

21. DATE

2 /af

~ /0 J13/ed

0G5 $5N.4 Nevse 193]




REVISED RECORD SERIES.
SCHEDWULE (OGS $30-1)

INSTRUCIIONS - TYPE OH PRINY A SEPAAATE FORM [ OR EACH NEW
FORWARD WITH RECORDS RETENTION

OEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

72715 WATERLOO ROAD

P.O. BOX 275 . JESSUP, MARYLAND 20784 Page of

Ciky of Fredes

3. UNIT

DvisioN ¢

Pcehia, .

DEFINITION - Records Setles - A group of related records notmally Med snd used as g unit for reference ae

woell a9 retention and dleposi¥on purpores,

4, RECORD SERIES mLW L‘% ,

5. EARLIEST YEAR / LATETEST YEAR

197 7 10,2000

8. RECQRD SERIES DESCRIPTION ( Briefly describe the lypes of Informaliorvaocuments/forms lound in the Series. Include the purpose or funclion of the Senes)

1. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
\/L( B’i(ealaweus)
eller Size o Microfim O Alphabetical O Microfilm Reel {s)
O Computer Tape {s!
O Llegal Size o Computer Tape w/um/erical O Other (Specty)
O Bound Bock o Ffloppy Disk O Chronological Number
' i p 10. ANNUAL ACCUMULATION
[e] taphical
O Audio Tape O Video Tape Geograp o Fie Drawer (s)
: QO Microlilm Reel (s)
O Other (Specil
O Ottt (Specty) ¢ (Speciy) O Computer Tape(s)
a Other (Specify) ____
Numbet
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy D Weekly 0 Monthly g Month(s) o

Yeat(s)
Numbet

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

14, 1S RECORD‘ SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or office)

AP ) P
Maale Seot

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

O Yes, O No

16. AUDIT REQUIREMENTS

m(one

a Slale O Federal O Indepencent

17. IS AM INDEX SYSTEM USEDT {Il yes, explain briefly and
descrbe any hardware/soliware)

aYesb 0 No

18. RECOMMENOED RETENTION

19. NAME AND TITLE OF PREPARER

20, TELEPHONE NUMBER 21. DATE

éééfﬁw%@)




é—jp&w Leisen wg

REVISED RECORD SERIES.
SCHEDWLE {DGS $50-1}

INSIRUCTIONS - TYPE OR PRINT A SEPARATE FORM [ OR EACH NEW
FLAWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20784

1. 0 R
iCe

AGENCY RECORDS INVENTORY

3. UNIT

Page

of

’

@

BEEEEEEEEEES e eeS

DEFINITION - Recorda Satien « A group of related tecords normally fited and used ss s unit for reference as

well a0 rolenton and disposition purpores,

4. RECORD SERIES TITLE

sleoy bt

§. EARLIEST YEAR J LATETEST YEAR

(720 102009

Runtio ™ fago

6. RECORD SERIES DESCRIPTION ( Buiefly descibe the lypes of informatiorvdocumenisfforms found in the Serles. Include the putpose or funclion of Ihe Senes)

Numbet

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
O File Diawet(s)
Letter Size o Microfilm O Alphgbetical derg) © Microlim Reel (s)
) 0 Computer Tape (sl
a Lepal Size o Computer 1ape O Numerical 0 Other {Spectdy)
O Bound Bodk a Floppy Disk O Chronological Number
a Audio Tape 0 Video Tape O Geographicat 10. ANNUAL ACCUMULATION
) O File Diawet (s)
o Ot & Other (Specil Q Microtim Reel (s)
Ottet (Spccdy). (Speciy) O Computet Tape(s)
O Other (Specify) ________
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daty 0 Weekly o Monthly o Month(s) O Years)

12. CURRENT LOCATION(S) (Bidg., Floor, Room)

QYA

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? ({If yes. specily agency or olfice)

.

[a} Ygs O No
15. ACCESS RESTRICTIONS (Il yes, cile law(s) 8 regutation(s) 16, AUDIT REQUIREMENTS
a VYes, O No O None 0 Slate O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
descibe any hatdware/soliware)

o Yes___ o No

18. RECOMMENDED RETENTION M&t .

W/%M;

|

18, ummlu o FREPSRER

20. TELEPHONE NUMBER

21. DATE

/o

- /2 //ﬁ/@«)

NOC LANA § Na.Zead tiAM



W——' Leisen ng

INSIRUCTIONS - FYPE OR PUNT A SEPARATE FORM T OR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION

RECORDS MANAGEMENT DIVISION
SCHEDWLE (DGS $50-1)

7275 WATERLOO ROAD

DIVISION

l1n ‘sumcsncv f' l ‘

DEPARTMENT OF GENERAL SERVICES

P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

3. UNIT W
MW%

DEFINITION - Recotds Setles - A group of related records notmally filed snd veed se a unit for reletence ss

well 89 tetention and dleposition purposes,

4. RECORD SERIES TITLE

Dpaceae Pegears

$. EARLIEST YEAR / LATETEST YEAR

,/ 992 10 Zs00

8. RECORD SERIES DESCRIPUION ( Briefly descrbe the types of informalion/documenis/iorms found in the Serles. Include the purpose or tunclion of the Series)

O igndwiiz g fousireso

7. RECORD SERIES FORMAT(S) 0. RECORD SERIES SEQUENCE 8. VOLUME
Q File Diawet(s)
elter Size o Microliim Iphabetical O Microfiim Reel (s)
O Compuler Tae (s} |
a Legal Size o0 Computer Tape O Numerical G Other (Specdy)
O Bound Bock a Filoppy Disk o Chronologica! Numbet
D Video Tape O Geographical 10. ANNUAL ACCUMULATION
@ Audo Tape T g viep O File Diawer (s)
t O Other (Speci! O Microfilm Reel (5)
O Other (Spccdy)' (Speci) o Computer Tgpe(s)
O Other (Specify)
Number
11. FILE IS USEQD 12. FILE BECOMES INACTIVE AFTER
o Daiy | Weekly o Monthly Month(s) O Year(s)
Number
13. CURR

N1 LOCATION(S) (Bidg., Floor, Room)

J A o ves

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency ot office)

oL Dow

a No

15. ACCESS RESTRICTIONS (I yes, cite law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS

O Yes, o No O None 0 Slate

O Fedesal O (ndependent

17. 1S AN INDEX SYSTEM USED? ({If yes, explain briefly and
descrbe any hatdware/sollware)

18. RECOMMENDED RETENTION

oVes. o No

Adbiliae.

Rl i
LIl deééwwwﬂd Lew

19. NAME AND AJILE, OF PJ 20. TELEPHONE NUMBE!V

PP

AFC LENA 5 10aiena siam



NSTRUCLIONS --
REVIRED ALCORD SERIES.
SCHEDULE (OGS $50-1}

C‘{p@w Lelsent wg

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES
FORWARD WITH RECORDS RETENIION

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7215 WATERLOO ROAD

P.0. BOX 278 - JESSUP. MARYLAND 2078¢ Page ot
_ .
1.0 ENTIAGENCY f DIVISION 3. uNIv
‘ rdﬂm 1% ;
{ ‘ LJ—/YLW A derp

DEFINITION - Records Setles « A group of ralated 1ecords notmally flled snd used a9 a unit for refetence ss

well 3o retention and dleposition puipoeer,

4. RECORD SERIES TITLE

Pt

5. EARLIEST YEAR / LATETEST YEAR

2@20 10&4_-:&0

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentis/forms found in the Serles. Inclyde the purpose or function of the Senes)

7. RECORD SERIES FORMAT(S) 8, RECORD SERIES SEQUENCE 9. VOLUME
File Drawet(s)
Letter Size o Microlim O Alphabelical o Micolim Reel (s)
0 Computer Tape (s)
O legal Size o Computer lape a Numerical O Other (Spectly)
O Bound Book a Fioppy Disk D Chronological Numbet
o Audio Tape o Video Tepe O Geographical 10. ANNUAL ACCUMULATION
) O Fite Drawet (s)
o on D Other (Speci O Microfim Reel {s)
Ot (Spccdy)- (Specit) O Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daty u Weekly o Monthly O  Monihs) O Year(s)

Number

13. CURRENT LOGATION(S) lBldg Fioor, Room)

1S RECORD SERIES DUPLICATED ELSEWHERE?

{Il yes, specily agency of office)

|l e Conte o
15. ACCESS RESTRICTIONS (I yes, cile law(s) 8 reguiation(s) 16, AUDIT REQUIREMENTS
O Yes, o No D None 0 State O Fedesal O Independent

.

(o]

17. IS AN INDEX SYSTEM USED? (Il yes, explain brielly and 18,
describe any hatdware/soflwate)

RECOMMENDED RETENTION M

e W
Yes o No MW»ZS

2

19. NAMWLE 0 PARER

; fne 3Y Gt anii?

X;l

20. TELEPHOME NUMBER

21. DATE

Vo

/0 /sz/w

NEC CGAN 8 iNa.iaad sAM
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REVISED RECORD SERIES.
SCHEDULE (OGS $%0-1)

INSTRUCTIUNS -- TYP'E ON PIINE A SEPARATE FORM FOR EACH NEW
FONWARD WITH RECORDS RETENIION

DEPARTMENY OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 20794

lé]'%m";f

Fretwid..

AGENCY RECORDS INVENTORY

Page of

S
Lwr o |
£

DEFINITION - Recorde Serlen « A group of related racords normslly fited and used se o unit for relerence os

well 89 retention and dispesition purposan,

ik

4. RECORD sEmr.smW,M@ Corunllle

5. EARLIEST YEAR / LATETEST YEAR
H9 7 1o 200

8, RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informalion/documents/iorms found in the Serles. Include the puipose or function of the Senes)

T. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
1/L ile Drawe(s)
q(e"et Size o Microliim O Alphabetical O Microfilm Reel (s) |
O Computer Tape (sl F
O legal Size o Computer Tape O Numerical 0 Olher (Speciy)
O Bound Bock a Floppy Disk m/cm/monogms Number
a 1 o Video Tape O Geographical 10. ANNUAL ACCUMULATION
Audo Tape ) 0o O File Diawer (s)
O Other (Speci! O Mictoliim Reel {s)
© Ottt lsm“"“ (Speci) a Compuler Tape(s)
a Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES IKACTIVE AFTER
o Daiy n Weekly 0 Monlhly Yeai(s)

0  Monihs) o

Numbet

12. CURRENT LOCATION(S) (Bldg., Floar, Room)

. IS RECORD SERIES DUPLICATED ELSEWHERE? (i yes, specily agency of office)

o Yes o No
15, ACCESS RESTRICTIONS (Il yes, cile 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? (Il yes, explain briefly and
descrbe any haidware/sollware)

1

RECOMMENDED RETENTION WM 7(,,,_.J
'D y / ,m,u Oé&s?jﬂup

20.

VELEPHONE NUMBER

21, DATE

|
7 /25 - /a/?/o “




CE{IJ{M' Leisen wg

INSIRUCTIONS - TYPE OR PAINI A SEPARATE FORM FOR EACI NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECOND SEMIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS $50-1) '

7215 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of

1, o Eum\cencv DIVISION 1. Ui ,

DEFINITION . Records Series - A group of related records notmally fled snd used ss a unlt for reference s

well a0 relention -and dlsposition purpores.

4. RECORD SERIES YIILE

5. EARLIEST YEAR / LATETEST YEAR

/Wwb&é W | W

8. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of informationvgocumenis/lorms found in the Series. Include the puipose of funclion of the Senes)

7. RECORD SERIES FORMAT(S} 8, RECORD SERIES SEQUENCE 9. VOLUME
File Diawer(s)

eller Size o Microfilm ‘Alphabetical L( Microfilm Ree! (s}
M Compuler Tape (s)
o Legal Size o Compuler Tape O Numerical Othet (Specdy)

O Bound Book O Floppy Disk o Chionological ’ Number

a Audio Tape O Video Tape Q Geographica! ' 10. ANNUAL ACCUMULATION
A i O File Diawer (s)
0 Other (Specit a Microtilm Reel (s)
0 Oter (SNC"V)‘ (Speciy) 0 Compuler Tepe(s)
0 Other (Specify)

Number

11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daty D Weekly 0  Monihly — o Month(s) O  Yesifs)
Numbet

13. CURRENT LOCATION(S) (Bldg Floar, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes, specily agency of office}

//O/Q{%// - o VYes 0 No

15. ACCESS RESTRICTIONS (Il yes, cite law(s) 8 tegulalion(s) 16. AUDIT REQUIREMENTS

a Yes, 0 No O None a Slale O federal O independent

.

17. IS AN INDEX SYSTEM USED? (If yes, explain brielly and 18. RECOMMENDED RETENTION

descibe any hatdware/soliware) 4/M) (N /@/ m / Dl% m tn A

19. NAME \%@‘E % 20. YELEPHONE NUMBER 21. DATE /
P /of - /o /5/60 “

ARC Q&N & 1Naiaad tea™m

oYes. O No




éﬁu&u Leisen wg

NSIRUCIONS - FYPE OR PRINI A SEPARATE EORM £ OR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECOND SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (UGS $50-1) : 7275 WATERLOO ROAD
£.0. BOX 275 - JESSUP, MARYLAND 20784 Page o

City of Fredevickk™ %ﬂwwm R oy

DEFINITION - Recorda Serles « A group of related records normslly fited snd ured so o unit for referance os

well 30 retention and dispesition purperes,

4. RECORD SERIES TILE §. EARLIEST YEAR / LATETEST YEAR

\/oz}( ' 198 10w

6. RECORD SERIES DESCRIPTION { Biiefly descibe the types of Informationidocumenis/lorms found in the Series

. Include the puipose or funclion of the Seres)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ' 8. VOLUME
Q File Diawer(s)
O Leller Size o Microfim O Alphabetical G Microfim Ree! (s}
: . 0 Computer Tape (s
O legal Size o Compuler Tape o Numerical 0 Other (Specty)
v{md Book a Floppy Disk O Cheonological Number
O Audio Tape O Video Tape o Geogiaphical 10. ANNUAL ACCUMULATION
/‘ ) O File Drawer (s)
) D Other {Specil O Microlitm Reel {s)
© Otter (Specﬂy)u (Speciy) 0 Computer Tape(s)
O Qlher {Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily 0 Weekly o Monlhly — O  Month(s) O VYear(s)
‘ Numbet
13. CURRENT LOCATION(S) (Bldg Flool Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (! yes. specily agency or olfice)

/dfﬂ - o Yes =

15, ACCESS RESTRICTIONS (Il yes, cite law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS

O VYes, o No O None a Slale 0 Federal O independent

.

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENOED RETENTION

descrbe any.ha«Wauelsoﬂware) Ma:“/ 02 y z M W /l.(WwéJ M P

O Yes O No

a )
1. NAMME %M 20. TELEPHONE NUMBER

AN KRN 4 INacemd LT

21, omézép _,/Q/;ﬁé)




INSTRUGTIONS — TYIE O PHitt A SEPARATE FORM FOR EACH NEW
REVISED RECOND SERIES. FORWARQ WITH RECORDS RETENTION
SQEDUE (OGS $50-1}

DEPARTMENT OF GENERAL SERVICES

AGENCY RECOROS INVENTORY
RECOROS MANAGEMENT DIVISION

737S WATERLOO ROAD

P.O. BOX 279 - JESSUP, MARTILAND 20794 Page o

TAE

City of Fredes

DIVISION 1 UNiT

DEFINITION . Recotds Setfes < A group of reinted records notmally fled snd used so & unit for refersnce ae

well g8 relention snd disposition purpoeas,

4 RECORD SERIES Tl

, Lro . Copuss

5. EARLIEST YEAR / LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION { Briefly descibe the types of Informatiorvoocuments/iorms found in the Series. include the putpose or function of Ihe Senes)

"AMWLE ".

1. RECQROD SERIES FQRMAIL(S) 8, RECORD SERIES SEQUENCE 9. VOLUME
/ \ d"Fﬁawel(s)
Lelter Size Q Micrafilm a Alphabetical / "’/ Q Microlim Real {s)
O Computer Taoe (3}
a Legal Sge a Computer lape o Numerical G Othet (Specily)
O Bound Bock a Flogpy Oisk O Chonological Number
O Audio Tape o Video Tape O Geographical 10. ANNUAL ACCUMULATION
. O Fie Orawer (s)
; Microfiim Reel {s}
O Oihet (Specd — O Other (Specily) a
Other L 0 Computer Tape(s)
0O OQther {Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Dady 0 Weekly o Monthly 0 Month(s) o Yeai(s)
‘ Number
13. CURRENT LQCMIQN(S]‘(Bldg,,‘FlocL Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency ot office)
h U/YES M:H %M!MM o No
[ 4 7
15. ACCESS RESTRICTIONS {if yes, cile law(s) & reguiation(s} 16, AUDIT REQUIREMENTS
o Yes, O No None O Siate O Federal O Independent
17. IS AN INDEX SYSTEM USED? {If yes, explain buelly and 18. RECOMMENDED RETENTION ﬁ[
desciibe any harduarelsaliware) LAl ap_ﬂfﬂ,é//m ) Wéﬂlé y w}v
g Yes g No z f :
%4
19,

20. TELEPHONE NUMBER 21. DATE

7/2§ o Jofld

NG5 504 Navwse 197)




SOEDWUE (OGS $%0-1)

{HSTRUGTIONS - TYIPE O Pt A SEPARATE FORM TOR EACILNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FONWARD WITH RECOROS RETENUION

RECQROS MANAGEMENT DIVISION
<79 WATERLOO ROAD

P.O. BOX 275 . JESSUP, MARYLAND 20794 Page ot

102.‘\ Enmcsn;* f'TM £ ‘

DIVISION \ { ¢ 1. UNIT .

DEFINITION - Recorde Seriea - A group of relsted records normally Aled sad used ae o unit for referencs as

well 10 rolention and dlaposition purpoeas.

4. RECQROD SERIES NILE

MV fr T ttes

5. EARLIEST YEAR | LATETEST YEAR

ﬁyﬁ;o Rpe?

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the lypes of information/cocuments/torms tound in the Series

. Include the puipose or lunction of Ihe Senes)

7. RECORD SERIES FORMAI(S)

Lelter Size Qo Microfiim

egal Size a Compuler Tape
O Bound Book g Floppy Oisk
O Audo Tage O Video Tage
T Other (Specty)

8. RECORD SERIES SEQUENCE 9. YOLUME

G/ Mawex(s)
ohabetical QM&/ . / O Microlim Reet (s)

O Comoputer Tace (8}

Q Numerical a Other (Specily)
G Chronological Number
O Geographicat 10. ANNUAL ACCUMULATION

O File Otawer (s)
O Other (Specily) O Microtim Reel (s)

o Compuler Tape(s)
O Other (Specify) ___

Number

Py

{. FILE IS USED

g Daty g Weekly o Monthly

‘

12. FILE BECOMES INACTIVE AFTER

O Monlhys) a  Yeau(s)
Numbet

-—

3. CURRENT LOCATIQNIS] (Bidg., Floar, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or olfice)

g Yes : _GN/O

—

S. ACCESS RESTRICTIONS {if yes, cite law(s) & reguialion(s)

a Yes, g No

16. AUDIT REQUIREMENTS

Kone o Slate O Federal

O Indepengent

17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and
destbe any hatdware/soltwate)

a Yes o No

18. RECOMMENDED RETENTION

23 7] o 7k - St hecte 4o Drled | LUz,

'\.

19. NAME AND TITLE QOF PR ER

20. TELEPHONE NUMBER 1. DATE

dein

Wlodc wm MM&MM
SRR 5 O AT

=%

v

L 065 S04 (Rewsed 19

s - Bl )




REVISED NECOND SERIES.
SORDWE (OGS $50-1]

(NSTRUCIIONS .- TYIPE ON PHINT A SEPARATE FORM FOR EACIE NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7375 WATERLGO ROAQ
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

Ciby of Freder

DIVISION 3. UNIT

DEFINITION - Records Serles « A group of related records normalily fifed sad ueed se o unit for reference as

weil a8 retention and dleposition putposas,

4, RECORD SERIES TITLE

WW

5. EARLIEST YEAR / LATETEST YEAR

1298 10_2pd

€. RECORD SERIES DESCRIPTION ( Briefly descrbe the Iypes of Informatiorvaocuments/lorms found in the Series. Include the puipose or funclion of the Senes)

7. RECORD SERIES FQRMAI(S)

m/te(lu Size

o Microfilm

QO legal Size o Computer Tape
O Bound Book a Floppy Disk
T Audo Tape O Video Tape

O Other (Specdy)

8. RECORD SERIES SEQUENCE 9. VOLUME
\/ é{le;jla\wu(s)
O Alphabelical % o Microfilm Reel {s)
O Comoputer Tape (s!
O Numerical O Other (Specily)
Gmnoloqical Number
O Geographical 10. ANNUAL ACCUMULATION

QO File Orawer (s)

O Microliim Reel [s)

O Compulet Tepe(s)

O Other (Specify) _____

O Other (Specily)

Number

11. FILE IS USED

o Dady B Weekly Q Monthly

12. FILE BECOMES INACTIVE AFTER

O Month(s) o Year(s)

Numbet

13. CURRENT LOCATION(S) (Bidg.. Float, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ({If yes, specily agency of office)

e

O Yes

15. ACCESS RESTRICTIONS (Il yes, cile law(s) & reguialion(s)

g Yes, D No

16. AUOIT REQUIREMENTS

»ﬁ

o Slale O Federal O Indepengent

17. 1S AM INDEX SYSTEM USED? (If yes, explain brieily and
describe any hacdware/sollware)

aYes. O No

18. RECOMMENDED RETENTION

RoTder, wen il WﬂZ«b ) Recfircocted,

20. TELEPHONE NUMBER 1. DATE

G Jad /2 /15/u

DGS 500 (Newsed 1793)




‘Ct{/-ﬂnu Leisen wg

AGENCY RECORDS INVENTORY

INSTRUCTIONS -- TYP'E OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECOND SERIES, FONWARD WITH RECORDS RETENTION
SCHEDULE (DGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794

'1053\ ERVAGENCY f' l ‘

Divis|o

Lindoree

Page of

%W@ Afdeed 508

DEFINITION - Recorde Satien -

A group of related records normally filed snd ueed 81 o unit for refetence se well 2a tetention and dispesition purporer,

4. RECORD S.ERIES TTLE

fay-te

5. EARLIEST YEAR / LATETEST YEAR
(492 10 2800

8. RECORD SERIES DESCRIPTION ( Briefly describe lhe types of information/documents/torms found in the Series. Include the putpose o funclion of Ihe Seres)

Lo P32

7. RECORD SERIES FORMAT(S)

O Leller Size o Microfilm
a Legal Size o Computer Tape
O Bound Book a Floppy Disk

g Audio Tape O Video Tape

O Other (Specty)

8. RECORD SERIES SEQUENCE
O Alphabetical
O Numerical
O Chronologicat
O Geographical

O Other (Specify)

9. VOLUME
,7&'@ O File Drawer(s)
O Microfiim Reel (s}
D Computer Tape (s}
O Other (Speciy)

Number

10. ANNUAL ACCUMULATION
O File Orawer (s)
0 Microfitm Reel (s}

0 Computer Tape(s)
0 Other (Specify)

. FILE IS USED

o Daty P Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

Number

O  Month(s) O Years)

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or olfice)

o Yes

0O No

. ACCESS RESTRICTIONS (i yes, cile law(s) § teguiation(s)

a Yes, D No

16. AUDIT REQUIREMENTS

0 None 0 Slate

O Fedetal O Indepengent

. IS AN INDEX SYSTEM USED? (if yes, explain brielly and
descrbe any hatdware/soliwate)

nVes. O No

18. RECOMMENDED REJENTION

[ _loex

i By leny, o 3

RAME Az llkLE OF, PARER

20. TELEPHONE NUMBER

21. DATE

Ffag = Jp /) 9/ud

NEC &RN 2 Nacead 1AM
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INSIRUCTIONS .- TYPE ON PRint A SEPARATE FORM f OR EACIH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS $30-1) ' 7215 WATERLOO ROAD

l 1. o‘ # ""AGE";f f' l ; &wg%w&,;&‘

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

DEFINITION - Recorde Setles - A group of related r1ecords normally flied snd used a9 & unit for reference ae

well 90 rotention and dlsposltion purpeses,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
(92! 10 Lsoo

mfﬂwﬁ%

8. RECORD SERIES DESCRIPTION ( Bilefly describe the lypes of informatiorvdocuments/iorms found in the Sertes. include the purpose or funclion of the Senes)

7. RECORD SERIES FORMAT(S)

Numbet

8. RECORD SERIES SEQUENCE 9. VOLUME
I/ y me-olawer(s)
O Leller Size o Microlitm O Alphabetica! O Mictofim Reet (s)
0 Computer Tape (s)
o Legal Size o Computer Tape O Numerical G Other (Speciy)
O Bound Book o Floppy Disk 0O Chronological Number
O Video Tape O Geographical 10. ANNUAL ACCUMULATION
@ Audo Tape ) v Q Fiie Drawer (s)
b D Other (Specil O Microtiim Reel {s)
O Other (Smc""“ (Speciy) 0 Computer Tape(s)
O Other (Specify) _________
Number
11. FILE IS UEED 12. FILE BECOMES INACTIVE AFTER
o Daily 0 Weekly 0 Monthly Year(s)

O  Month(s) o

11. CURRENT LOCAIION(S) (Bldg., Floor, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or office)

o VYes 0 No
15, ACCESS RESTRICTIONS (i yes, cile law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
o Yes, 0 No O None o State O Federal O Independenl

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
descibe any hatdware/soliware)

18. RECOMMENDED RETENTION

O Yes__ a No

AT Mty Rto- 2FY ; a0 aloe Aop

goy,mww.

20, TELEPHONE NUMBER

18. NAMWLE Oéil’afiiﬂ

21. DATE

708

NEC CAA 4 Nairad AN

- /0//?/44\



Ww L&I'Jcnvi wg

(NSTRUCTIONS .-
REVISED RECOND BEMIES.
SCHEDULE (OGS $50-1}

TYPE OR PRINT A SEPARATE FORM FOR EACIE NEW
FOAWARD WITH RECORDS RETENTION

7275 WATERLOO ROAD
P.O. BOX 275 -

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

JESSUP, MARYLAND 20784

' 1. o‘ ‘Emmcm;f f' l ; &wsuou\;(i .‘

AGENCY RECORDS INVENTORY

Page (o]

3. UNIT éDﬂH!ﬁli ‘9'
Ledaed

DEFINITION - Recorda Serles « A group of related records normally filed and used ss s unit for reference os

well 38 ratention and disposition purpooes,

4, RECORD S‘ERIES TITLE

o

S, EARLIEST YEAR f LATETEST YEAR

1992 10.520~2

94q),—=

8. RECORD SERIES DESCRIPVION ( Briefly descube the lypes of informationvdocumentsiiorms found in the Series. Include the purpose or function of the Senes)

> Qb Tae Prarbh- Rl

7. RECORD SERIES FORMAI(S)

describe any hardware/soliware)

o No

8, RECORD SERIES SEQUENCE 9. VOLUME
a File Diawer(s)
O Lelter Size o Microtiim O Alphabetical O Microfim Reel (s}
O Computer Tape (s} |
O legal Se O Computer Tepe 0 Numerical 0 Other (Speciy)
O Bound Book a Fioppy Disk O Chronologicat Number
o Audio Tape O Video Tape O Geogrephical 10. ANNUAL ACCUMULATION
) O Fite Drawer (s)
, O Other (Specil O Microfilm Reel (s}
O Ottt (Specdy)- {Speciy) O Compuler Tepe(s)
O Other (Specily)
Numbet
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Dady n Weekly o Monthly O  Month(s) O Year(s)
Numbet
12. CURRENT LOCAIION(S).(Bldg‘,.Flool. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (il yes, specily agency or office)
- 0 Yes 0 No
15, ACCESS RESTRICTIONS (il yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes, 0 No O None o Slate a Federal O indepencent
17, 1S AN INDEX SYSTEM USED? {if yes, explain brielly and 18. RECOMMENDED RETENTION

Fadae D)

%—uanzmd %.MM

AL @uﬁwﬂw@

20. TELEPHONE NUMBER

T/9& - )0

21. oate /;4? /M ‘

NG E&A 4 Nalead tiaw



% LC I‘JCnV} v\_a
IRSTRUCTIONS - TYPE OR PIuMT A SEPARATE FORM T OR EACH NEW

- DEPARTMENT OF GENERAL SERVICE

REVISED RECOND SEMIES. FONWARD WITH RECORDS RETENNION RECORDS MANAGEMENT ;“zsum s AGENCY RECORDS INVENTORY
SCUEDULE (OGS $50-1] : 7275 WATERLOD ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page o

—ed

| eﬁwcmc‘v’ f' l ; DIVISION jwaq:%‘-’ | X %M W,,é ) @#{

DEFINITION . Records Setles « A group of related records normally filed snd ueed se a unit for reference as

e
e ———

well 59 retention -and dlsposltion purposes,

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

[9£5 10200
8. RECORD SERIES DESCRIPTION ( Briefly descrbe (he types of informatiorvdocumenis/iorms found in the Series. Include the putpose or funclion of the Senes)
Q00 Meabdty [osst
N - Mpsbcal

Cerwo.
Ao L5

T. RECORD SERIES FORMAT(S) 8, RECORD SERIES SEQUENCE 4 8. VOLUME
) File Diawer(s)
O Lefter Size o Microfitm O Alphabetica! e O Microfilm Reel (s}
. O Computer Tape (s)
O Legal Size o Compuler Tape O Numerical a Othet (Specily)
O Bound Bock o Floppy Oisk a Chionologicat Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
) O FRe Diawer (s)
© Other (Specdy) O Other {Specily) O Microliim Reel (s)
. O Compuler Tape(s)
o Other (Specify) __
Number
11. FILE IS URED 12. FILE BECOMES INACTIVE AFTER
o Daily 0 Weekly D Monlhly O  Month(s) O  Year(s)
Number
13. CURRENT LOCMION(S)_(BIdg.,'FlooL Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specily agency or office)

lQ)hb‘ - o Yes . @ No

15. ACCESS RESTRICTIONS (il yes, cile taw(s) & regulation(s) 16. AUDIT REQUIREMENTS

O VYes, 0 No 0 None O Slate O Federal O indepencent

o

17. IS AM INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENOED RETENTION X

ST | i e e of i e,
s floolias, '

d
g Clezs  |mm R 9 Jog - 10/ /se “

.l

NrC CAN & Na.caad s
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INSIRUCTIUNS - FYPPE ON PRINI A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY R
REVISED RECOND SERIES. §ONWARD WITH RECORDS RETENHON RECORDS MANAGEMENT DIVISION FICY RECORDS hvewioay
SCHEDULE (OGS 5501 : 7215 WATERLOO ROAD

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

CE8y o Fredeised™ | | Tiochom fuird

DEFINITION - Records Setles » A group of ratated tecords notmally fied snd used se & unit for reference as well as retention and dispesition purposss.

4. RECOAD SERIES TITLE . ) §. EARLIEST YEAR / LATETEST YEAR

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatiorvdocuments/iorms {ound in the Serles. Include the puipose or funclion of the Seres)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE - §. VOLUME
L/ O~ File Diawet(s)
O Lelier Size 0 Microliim O Alphabetical G Microlilm Reet (s}
. o Compuler Tape (s)
O Legal Size o Computer Tape O Numerical Q Other (Speciy)
O Bound Bock o Floppy Disk O Chronologicat Number '
O Audio Tape O Video Tape O Geographical ' 10. ANNUAL ACCUMULATION
. O File Orawer (s)
O Other (Specdy) O Other (Specily) O Microlim Reel {s)
. 0 Computer Tape(s)
0 Other (Specily)
Number
11. FILE IS UEED 12. FILE BECOMES INACTIVE AFTER
O Daty B Weekly o Monthly —_— O Month(s) O Yeals)
Numbet ’
13. CURRENT LOCAIION{(S) _(Bldg.,floou. Room) »14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency of oltice)
i O Yes . O No
15, ACCESS RESTRICTIONS (If yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
O Yes, 0 No O None a Stale O Fedetal G Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain brielly and 18, RECOMMENDED RETENTION
describe any hatdware/sollware) _
| AT oo v Aapocodod
O Yes g No
| - I
19. NAME AHD TITLE OF PARER 20. TELEPHONE NUMBER 21. DATE / “
/z% 9 fag - Jo)3/e

NRC LA 4 Naiicad (AN
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INSTRUCTIONS - FY9'E OR PINMI A SEPARATE FORM F OR EACH NEW
REVISED NECOND SEMIES. FONWARD WITH RECORDS RETENIION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7279 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794 Page of

1._DERAR ‘Eumceuc‘f‘ f' l / &wsm vﬂ/nﬁm:“_)

3%&%; SBeed

=

DEFINITION - Recorde Serles

= A group of related records neimally filed snd ueed s9 o unit for 1elerence oe

well 80 retention and disposition purposes,

4. RECORD SERIES TITLE

[ gt - 0y

5. EARLIEST YEAR / LATETEST YEAR

[ PO 10 Dps-]

8. RECORD SERIES DESCRIPVION ( Briefly describe the lypes of informalion/aocuments/orms found in the Serles

. Inclyde the puipose or function of the Senes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME

aF/ue Drawer(s)
O Leller Size o Microfilm O Afphabetical L’l 0 Microliim Reet (s)
) O Computer Tape (sl
o Lepal Size o Computer lape 0 Numerical @ Other (Speciy)
O Bound Book o Floppy Disk O Chronologicat Number
a Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
B O File Diawer (s)
© Other (Specdy) D Other (Specily) O Microlim Reel (s)
; ' O Computer Tape(s)
© Other (Specify) ___
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Datly 0 Weekly 0 Monlhly D Monih(s) O Year(s)

Numbet

13. CURRENT LOCATION(S) (Bldg Floo: Room)

| .

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency of office)

O Yes . D No
15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes, 0D No O None o Slate O Federal O Independen

17. IS AN INDEX SYSTEM USED? {If yes, explain briefly and
descrbe any hatdware/sofiware)

CIYesA g No

18. RECOMMENDED RETENTION

L

MWW/%D—WONM
Rl 37, Omd sini L
e “Pane ‘&@wﬂwf‘*

maﬂm'

19. NAME AND TITLE OF PREPARER

A

20, TELEPHONE NUMBER

A

NArC REA 4 (Na.laad AT
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(NSTAUCTIONS - TYPE OR MUNI A SEPARATE FORM I OR EACIE NEW
REVISED RECORD SEMIES. FORWARD WITH RECORDS RETENHION
SCIEDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.0. BOX 278 - JESSUP, MARYLAND 20754

AGENCY RECORDS INVENTORY

Page of

| e‘n jaiAisnc‘vf f' l ; DIVISION ;ZM@,.;‘;Q

3. uNit F‘Wb -

DEFINITION - Recorde Seriens - A group of releted records nermally filed and used se 8 unit for reference s

well 30 relention and dlepositien purperes,

4. RECORD SERIES TITLE

dew |

§. EARLIEST YEAR / LATETEST YEAR
/ é?// 10 a0

8. RECORD SERIES DESCRIPVION ( Briefly descrde the lypes of informationvdocuments/forms found in the Series. Include the putpose ot funclion of the Senes)

9. VOLUME
O File Diawer(s)
O Micrafitm Reet (s)
0 Computer Taoe (s
O Other (Spectdy)
Number

7. RECORD SERIES FORMAT(S) 8, RECORD SERIES SEQUENCE
O Letler Size a Microfiim a Alphabetical
o Legal Size o Computer Tape O Numerical
O Bound Book a Fioppy Disk 0 Chronological
a Audio Tape A O Video Tape O Geographical
© Other {Specdy) O Other (Specify)

10, ANNUAL ACCUMULATION
O Fite Diawer (3)
O Microfiim Reel {s)
o Computer Tape(s)
O Olher (Specify)

Number

11. FILE |6 USED 12. FILE BECOMES INACTIVE AFTER

a Daty u Weekly a Monthly 0 Month(s) o Year(s)

Number
13. CURRENT LOCATION(S) '(Bldoi.flool, Room) 14, IS RECORD SEBlES DUPLICATED ELSEWHERE? (Il yes, specily agency or office)
T O Yes o No

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

Qa Yes, a No 0 None O Slate O Federal 0O independent

17. 1S AN INDEX SYSTEM USED? (If yes, expliain briefly and
descibe any hardware/sollware)

nYes. O No

18, RECOMMENDED RETENTION

19. NAME AND TITLE OF PREBARER

20.

TELEPHONE NUMBER

Screen annually. Destroy material having no
further 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 MD
Archives.

. UAIE
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INSTRUCTIONS . TYPE ON PIUNT A SEPARATE FORM FOR EACH NEW OEPARTMENT OF GENERA RVICES N
REVISED NECORD SERIES. FONWARD WITH RECORDS RETENTION RECORDS MANAGEMENT SI\ZSEION AGENCY RECORDS INVENTORY

sGrom $0-
EOWE (DGS $50-1) 7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20754 Page o /
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1. DECARIMENTIAGENCY - - BISION . — /y =y
"" J ‘* f’“‘ %Mﬁ-ﬂ/&@ _ Jousineos "/Qa/ ot é/L;

DEFINITION - Records Serles « A group of related records normally fied snd used se a unll for teference as well as retention and disposion Du;pe!ll.

4. RECORD SERIES TITLE . 5. EARLIEST YEAR | LATETEST YEAR
Mw m 1998 102400

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatiorvdocumenis/forms found in the Series. Include the puipose or tunclion of the Seres)
¢ .
@&% Cacl ‘7/7042[47%
13
[l ben /Z/W%’O)
7 (
Chech Reguel Copdo

@.94/}.&0/0« /7947?7’. c
Dol End [Batmsodealor

#Zg/éwaw Wwﬁwi/ /JZ’//‘@

1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME E/
File Drawet(s)

Q/lﬁt Size o Microlim O Alphabetical ) O Microfilm Reel (5}
O Computer Tape (s)
Qg Legal Se o Computer lape Q Numerical / QO Othet (Specily)

: /. 0 Lyll,v.((l‘a
O Bound Book O Floppy Disk O“Chronclegical Number

O Audio Tape O Video Tape Q Geographical 10. ANNUAL ACCUMULATION

. O File Orawer (s)

O Other (Specdy) " O Other (Specify) O Microfiim Reel {s)
O Computer Yape(s)
O Other (Specify)

11. FILE IS URED 12, FILE BECOMES INACTIVE AFTER

o Daiy B Weekly 0 Monthly O  Monih(s) o Year(s)
Number ‘

13. CURRENT LOCMION(S)_(BIdg,,‘FIooL Room) 14, 1S RECORD SERIES ODUPLICATED ELSEWHERE? (If yes, specily agency or oflice)
-0, 1

!/ ‘ ‘ H -/ O Yes 87 No

A M//rﬂlﬁ/ - [’ ' P/ / .

15. ACCESS RESTRICTIONS {If yes, cite law(s) 8 regulation(s) 16. AUDITlREOUIREMENTS

O VYes, 0O No O HNone o Slale O Federal G@enl

.

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION ) %’

descibe any.ha«d«aoelsollwate) MM . b y M . adl - Ao
o Yes O No %W L&M//m‘% va M/

A
19. NAME AND IIW&PW 20, TELEPHONE NUMBER n, oAts/

7 ok - Jp )/ i




NS[RUGIIUNS - TYPE ON PluMT A SEPARATE FORM FOR EACIINEW | DEPARTMENT OF GENERAL SERVICES
REVISED NECOND SERIES. FONWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCITOULE (0GS $50-1) 7215 WATERLOO ROAD
P.O. 80X 275 . JESSUP, MARYLAND 20794 Page of

1. DERAR enmcs:cv ‘ o |z omsion , - 1. lﬁ%
Ci¥y of Frederie ™" Lovce | L0

DEFINITION - Records Setlen - A group of related tecords normally filed snd used a9 s unlit for reference as

AGENCY RECOROS INVENTORY

well 88 relention and dlsposition puiperes,

4. RECORD S'ERIES ILE 5, EARLIEST YEAR / LATETEST YEAR

ﬂ/é éé)?;:zlé) W/ % - | } 998 1022020

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informaliorvdocumenis/forms found in the Series. Include the puipose of tunclion of Ihe Serres)
4 ,l/ Y
‘ /M%Q_M/QU; A Meetg
_. o Dok
Wb Wt dme A 1245
« .
Wn ﬁ

/>'),M w!’é//aléd (5000 a.lust, /Q/H; {/Q/

Wa,@o—m&{//vmb

1. RECORD SERIES FORMAI(S) 8. RECOAD SERIES SEQUENCE 9. VOLUME s
/_ / O~ File Drawet(s)
o7 Leller Size o Microfim O Alphabetical o Microfilm Reel (s)
O Computer Tape (s}
o Legal Size : o Computer Tape O Numerical Q Othet (Specify)
v . & “é’mg‘&X
O Bound Bock o Floppy Qisk aﬁo’nological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
. ) O File Drawer (s)
A " O Other {Specil O Mictofitm Reel (s)
O Oihet (Specdy) (Specity) o Compuler Tape(s)
O Other (Specify) —
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
a Dady B Weekly O Monthly O Month{s) O Yeai(s)
Number ’
13. CURRENT LOCMION(Sl.(B!dg._‘Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency ot office)
/;/“i" - O Yes . B~No
15, ACCESS RESTRICTIONS (! yes, cile law(s) & regulation(s) 16. AUDlT_REOUIREMENTS
a Yes, o No O None o Slale O Federal Gl/n-depenoenl

17. 1S AN INDEX SYSTEM USED? (If yes, explain brielly and 18. RECOMMENDED RETENTION /‘r

describe any hatdwarelsoliware) g <, 3}/ ,60;1:242 QLL Cce 4{(1:/' Py Wéb_
o Yes__ o No M%W%MJ?%WW;’

20. TELEPHONE NUMBER 21. DATE

2/24 - Jo //9/4-{)




INSTRUCTIONS - TYPE Oft PINE A SEPARATE FORM FOR EACH NEW
REVISED RECOND SERIES. fONWARD WITH RECORDS RETENTION
SCItOWE (OGS $50-1)

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 20794

tn enmcsu;* f' l ‘

———

DIVISION '

ANl

AGENCY RECORDS INVENTORY

Page of

it Sfitec

1 UNII’

DEFINITION - Records Sertes - A group of related records normally filed snd used a9 o unit for referencs o9

woll as retention snd dieposion puiposss,

4, RECORD SERIES tm.:)

)

/%@az

5. EARLIEST YEAR | LATETEST YEAR
|97 102 270

}\03%0-2 4 (‘; /
00

l)/)

Vs gt &

"Zﬁ dié’

8. RECORD SERIES DESCRIPTION ( Briefly descrde lhe types of informatiorvdocumentsfiorms found in the Series

. Include the puipose or tunction of the Seres)

Numbet

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
O File Orawer(s)
Bﬁe« Size O Microfilm O Alphabelical O Microlilm Ree! (s)
O Computer Tape (s}
a Legal Size o Computer Tape ©”Numerical Q Other (Specty)
: ’ £ szvt/‘/
O Bound Book o Floppy Disk O Chronological * Number
o Audo Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
) O File Drawer (s)
; Microfilm Reel (s)
oo D Other {Specif . Q
! (Speci] (Speci) o Compuler Tepe(s)
O Other (Specify) ___ .
Number
11. FILE I8 USED 12. FILE BECOMES INACTIVE AFTER
o Daty 0 Weekly 0 Monthly 0  Month(s) O Yeas)

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

|asi-if . — e

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(3 ' ,‘/
o ves _..&44“4%:: 5 (aghes -

(it yes. specily agency or office)

o No

15. ACCESS RESTRICTIONS {If yes, cile taw(s) & regulation(s)

a Yes, 0 No

»

16. AUDIT REQUIREMERTS

O None o Slate

o Federal | G/

ndependent

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

oYes' O No

18. RECOMMENDED RETENTION

Y lnd LenJed 400 Qudeh 4

ﬁ.mﬁ Hhew sl

wé

19. NAME Az H!LE 0 PARER

20. TELEPHONE NUMBER

21. DATE

90 ¢ - 10

/ M@
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HSIRYCLIONS -
REVISED RECORD SERIES.
SCHEDULE (OGS $50-1}

TYPE O PiE A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS REENTION

OEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD

PO. 80X 275 . JESSUP, MARYLAND 20794 Page

of

10‘ ¥emmcem:.vf f' l % &wsuon fmm

e

3. UNIT

e e teme)

O&/o!// et 0 UHMQL

DEFINIIION - Recorde Serles - A group of related records normaily filed snd uned as g unit for reference as

wall a8 rotention and disposien purpeess,

4. RECORD SERIES TMILE

6)@&@% CI T &W@) Orfouse

5. EARLIEST YEAR / LATETEST YEAR

/%(/J/ro )

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of information/documents/iorms found in the Seties

. Incluce the puipose o function of the Senes)

7. RECORD SERIES FORMAIL(S) 8. RECORD SERIES SEQUENCE 9. VOLUME . :
. / " File Diawer(s)
o Lefter Size o Microfim O Alphabetical O Microfiim Reel (s}
0 Computet Tape (s} |
O Legal Size o Computet Tape O Numerical O Other (Specry}
O Bound Book o Floppy Disk & Chicnological Number
a Audio Tape o Videa Tape 0 Geographical 10. ANNUAL ACCUMULATION
) O File Orawer (s)
\ o Other (Spec Q Microfim Reel {s)
@ Ottt (Speciy) (Speciy) o0 Computer Tepe(s)
0 Other {Specify) S
Number
11. FILE I8 USED 12. FILE BECOMES INACTIVE AFTER
o Daiy n Weekly 0 Monthly O Monih(s) o Years)
Number '
13. CURRENT LOCATION|S) (Bidg., Float, Room)} 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
! e .t r
//054 ! T D/Yes éoﬁméomo. ){)Mb, o No
- v
L]
15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s) 16, AUDH_REQUIREMENIS
O Yes, 0 No O None o State O Federal O Independenl
17. 1S AN INDEX SYSTEM USED? (I yes, explain brielly and | 18. RECOMMENDED RETENTION /&Zd;,v %m 3 }/’ Do oW M,}
describe any hardware/sellware}
o Yes . O No
20. TELEPHONE NUMBER 21. DATE

19. NAME Amor %

G/oé -

/ﬂ/ 7/4'0




NSTRUCTIONS - TYPE ON PIUNT A SEPARATE FORM TOR EAGH NEW

OEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED NECOND SEMIES. FONWARD WITH RECORDS REIENTION RECORDS MANAGEMENT DIVISION
SCHEOULE (OGS $50-1) 7275 WATERLOO ROAD
PO BOX 275 . JESSUP, MARYLAND 20754 Page ol

l1053\ ENUAGENC.Yf f' l / &\HSION 5 M » | 2 Ctmn Wa/

DEFINITION - Recorda Setles - A group of related recotds normally fled snd used as o unit for reference os

well a3 retention and dleposition pusposer.

4. RECORD SERIES TITLE

. ¢ 5, EARLIEST YEAR / LATETEST YEAR
V315 [Pal (547 10 20

8. RECORD SERIES DESCRIPTION ( Buiefly describe the lypes of information/documentsiiorms found in the Series. Include the purpose or function of the Senes)

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

P e ﬁmﬂs)

07 Leller Size o Microfim O Alphabetical O Microfilm Reet (s)
O Computer Tape (s}

O Legal Size o Compulet Tape O Numerical~ O Other (Speciy)

O Bound Book o Floppy Disk " Chionolegica! Number

g Audo Tape O~ Video Tape 0 Geographical 10. ANNUAL ACCUMULATION

. ' O File Orawer (s)
0 Othet (Speciy) /7/ (2AAAA © Other (Specity) O Microfilm Reel {s)

U O Compuler Tepe(s)

O Othet (Specify)

Number

11, FILE 16 USED 12. FILE BECOMES INACTIVE AFTER

a Daty n .Weekly O Monthly . O  Monih{s} o Years)

Numbet
13. CURRENT LOCATION(S) (Bidg., Floar, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency of office}
l @.9/ ﬁ ’ - O Yes EJ/(
.

15. ACCESS RESTRICTIONS (Il yes, cile law(s} & tegulation(s) 16. AUDIT REQUIREMENTS

a Yes, | o Neo O None 0 Slate O Federal c@eru:enl
17. 1S AN INDEX SYSTEM USED7 (If yes, explain brielly and 18. RECOMMENDED RETENTION 7V 4

desciibe any hacdware/soliware)

O Yes__ o No %3}6%&0‘2&%'6

19. NAME ANDLTITLE OF ARER 20, TELEPHONE NUMBER . 21. DATE
/z% /026—-7 1D )5/5d




REVISED RECOND SENIES.
SCHEDULE (OGS 580-1)

NS{RUCIIUNS - TYPE OH PN A SEPARATE FORM FOR ACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Eﬁ:&a e*icsnc‘v* f' I ;

P.O. BOX 275 . JESSUP, MARYLAND 20794 Page o
DIVISION p 1. UNIT ) PP
L o FRgce.
A1l L 7T Y

DEFINITION . Records Setlea « A gtoup of related tecords normally fled snd used a9 s unlt for reference ae

well 0 relention snd disposion purposes.

4. RECORD SERIES TITLE '
% Soplet' D) Z/vwww

8. EARLIEST YEAR / LATETEST YEAR

/4]7& 10 LD

8. RECORD SERIES DESCRIPTION ( Briefly descrbe Lhe lypes of informatiorvgocuments/torms found in the Series. Include the purpose or function of the Searies)

7. RECORD SERIES FORMAI(S)

8, RECORD SERIES SEQUENCE §. VOLUME
Q File Diawer(s)
& Lelter Sizey 2’ a Microlim B” Alphabetical O Microlilm Reel (s}
O Computer Tape (s)
O Llegal Size O Computer lape 0 Numetical 9 / © Other (Specty)
. !1 ‘ﬁ‘l
O Bound Book o Floppy Disk O Chronological Number
a Audio Tape O Video Tage O Geographical 10. ANNUAL ACCUMULATION
) O File Drawer (s)
O Other (Specil Q Microfilm Reel (s}
© Ottt (Speciyl . (Spect o Computer Tape(s)
0 Other (Specify) :
Numbet
11, FILE 18 USED 1. FILE BECOMES INACTIVE AFTER
g Daty 0 Weekly o Monihly o Monlh(s) C  Year(s)

Numbert

13. CURRENT LOCA“ON(S].(BMQ.,‘HOOI, Room)
| S - e

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (!f yes. specily agency or olfice}

O Yes . o

No

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

a Yes, 0 No

16. AUOIT REQUIREMENTS

O None o Slate G Federal O Independent

17. IS AN INDEX SYSTEM USED? ({If yes, explain biiefly and
descrbe any hardwarelsofiware)

o Yes o

18. RECOMMENDED RETENTION

A L oA 2l 4 Aeifoleco ate ot

19. NAME A

20. TELEPHONE NUMBER 21. DATE

/06 - 4 //7/ 20




MSTRUCTIONS - TYPE Q11 PIUNT A SEPARATE FORM FOR EACH NEW
REVISED NECOND SERIES. FORWARD WITH RECORDS RETENTION
SOEDLE (OGS $%0-1]

OEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION
419 WATERLOO ROAD
P.Q. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

1. DERARIMENT/AGERCY 7/75 -
City of Freder

DIVISION .
[
%l/n/ﬂ/n/u)

e ed

B

3. UNIT P '
Cotinh Aot !

DEFINITION - Records Sariee « A group of related records normally fled 1nd used a0 o unit for teference 20

well 90 1otention and dlaponifon purposes,

4 RECORD SERIES MILE

Cory-

§. EARLIEST YEAR / LATETEST YEAR

{QQQ TOQM.)

6. RECORD SERIES DESCRIPTION ( Eriefly descrive the lypes of informatiorvdocumentsi/lorms found in the Series. Include lhe puipose or funclion of the Seties)

I. RECORD SERIES FORMATI(E)

eller Size Qa Microlim
a (egd Size a Computer Tape
O Bound Bock o Floppy Disk
Qg Audo Tape O Video Tage

T Other [Specdy)

8. RECORD SERIES SEQUENCE
O Alphabetical
O Numerical
0 Chionological
QO Geographical

O Other (Spectly)

9. YOLUME
d’ﬁfeatawe!(sl
O Microfim Reel {3)
O Computer Taoe (s!
C Other {Specify)
Number

10. ANNUAL ACCUMULATION
O Fite Dtawer (s)
O Microfilm Reel (s)
o Compuler Tape(s)
a Other (Specify) _____

descibe any hatdware/soltware)

a Yes g No

(R Ltenest W,&a'

Number

11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily 0 Weekly Q Monthly 0 Monih(s) O Yeai(s)

‘ ; Number
13. CURRENT LOCAIION(S) (Bidg., Floar, Reem} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specily agency ar office}
- Q  Yes a No

15. ACCESS RESTRICTIONS {If yes. cile law(s) & regulation(s) 16. AUOIT REQUIREMENTS .

O Yes, a No O None o Slate G Federal O  Independent
17. 1S AN INDEX SYSTEM USEDT (i yes, explain briefly and 18, RECOMMENDED RETENTION

A
T ot 2

a £)

20. TELEPHONE NUMBER

1. DATE

?/0¢ -

/o// 7%%)
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(NS{RUCTIUNS - TYPE Ot MUt A SEPARATE FORM QR EACHE NEW
REVISED RECOND SERIES. FONWARD WITH RECOROS RETENTION
SOEDWLE (0GS 5%0-1]

OEPARTMENTY OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7S WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

THZ .
eders

1. DE ‘sumcs CY' f

DIVISION

ANnavrd

{

M"»ﬁ

1. UNT

Corial,

DEFINITION - Racorde Serlen - A group af related records normaily flled 1nd uned as o unit {or teletencs ss

weil 38 1etention snd diapeni%on purporer.

4 RECORD SERIES TITLE

L,

Brrs voniat=t Y /1)

S. EARLIEST YEAR / LATETEST YEAR

[ﬁ@q 108000

8. RECORD SERIES DESCRIPIION ( Briefly descibe the lypes of infermatiorvaocuments/forms found in the Series

Crypotun. gon macate ] whid o m AT

. Include the puipose or function of the Senes)

7. RECORO SERIES FORMAI(S)

a Yes, a No

8, RECORD SERIES SEQUENCE. 9. YOLUME
Q File Diawer(s)
Leiter Size g Microfilm T Alphabetical { ‘Arld/‘o O Mictoldm Reef (s
’ O Comouter Tage (s)
a Legal Size a Compuler lape Q Numerical a Othes (Specity)
0 Bound Book a Floppy Disk Q Chronological Number
a Auda Tape O Video Tage O Geogiaphical 10. ANNUAL ACCUMULATION
Q Fite Orawer (s)
. Microfilm Reel (s}
g Ottt {Spect O Other {Specily} Q
(Specin) O Compuler Tape(s)
0O Other (Specify)
Nymbet
1. FILE 1§ USED 12. FILE BECOMES INACTIVE AFTER
o Dady 0 Weekly a  Monthly o Monlh(s) o Year(s)
4 i Number
13. CURRENT LOCAIION(S) (Bidg., Fioor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERET (i yes, specily agency or office)
W i g Yes BN/o
15, ACCESS RESTRICTIONS {If yes, cile law(s) & regulation(s} 16.

AUDIT REOUIREMENT:/
Q None Slate o]

Federal O Indepengent

17. 1S AN INOEX SYSTEM USEDT (If yes, explam brielly and
describe any hacdware/sollware)
o Yes A g No

. RECOMMENDED RETENTION

%M}%W‘?—

Pl
19, NAME AWDF %BM

20. TELEPHONE NUMBER

21. DATE

P fod

- /@/};?/ il

IS 5504 (Nensent 10T}




REVISED RECOROD SERIES.
SO®EDWLE (UGS §%0-1)

HSTRUCIIONS . TYS'E ON PG A SEPARATE FORM FOR EACTE NEW
FOAWANRD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECCROS MANAGEMENT DIVISION
<79 WATERLOG ROAD

P.O. BOX 273 - JESSUP. MARYULAND 20794 Page _____. Of

J

.
1. Dia\ EXTIAGENCY f L DIVISION ( 3 UNIT W 0 /
.‘f s NG W C. fral,
12
DEFINITION - Recotde Saries « A group of related recards normally Aled snd uned 39 o unit for relerence as well 1s retenticn and dlsposition purposes.

4. RECORD SERIES,JITLE

5. EARLIEST YEAR/ LATETEST YEAR

,z,o;w@' 7‘74 /Q/&ﬁ// W 10

6. RECQORD SERIES DESCRIPTION { Briefly descrbe the types of Informatiorvdocumentis/torms found in the Series

. Incluge the putpose or tunction of ihe Sernes)

7. RECQRO _SERIES FOQRMAT(S] 8. RECORD SERIES SEQUENCE 5. YOLUME
Q File Orawer(s)
(otter Size a Microfim O Afphabetical O Mictofim Reel (s)
O Computer Taoe (5!
o Legat Size o Computer Tape O Numerical O Othet (Speedty) ______
O Bound Bock o Floppy Disk Aﬂological Number
Video Tage O Geographical 10. ANNUAL ACCUMULATION
O Audio Tape o c 091ap O File Orawer (s)
) . . Miciofilm Reel (s)
O Other (Specit __bﬂo__ o
O Oiher [Specdy) { iz o Comopuler Tape(s)
O Other {Specily)
Nymber
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy o Weekly o Monthly o} Month{s}) o}

Year(s)
Number

13. CURRENT LOCATIONI(S] (Bldg., Floor, Raom}

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specily agency ot office)

« .
Wﬁg@ﬂg@;m% G N

15. ACCESS RESTRICTIONS (Il yes, cile law(s) & teguialion(s)

O Yes, 0 No

I3

16. AUDIT REQUIREMENTS

O None a Federal O Indepengent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly ang
descrbe any hardware/sollware)

aYes. o No

18. RECOMMENDED RETENTIQH

P Y, Hlon dbM

19. NAME AYRRITL o%

20. TELEPHONE NUMBER 1. DATE

9 /o -

/o) 2/6)

N0GS 5504 {Navget 1197




INSTRUGIIONS - TYE ON PIME A SEPARATE FORM FOR EACH NEW
REVISED RECOND SERIES. FOAWAND WITH RECORDS RETENIION
SORDWE (OGS $50-4]

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION
737$ WATERLOQ ROAD

AGENCY RECORDS INVENTORY

Page ot

P.O. BOX 278 - JESSUP, MARYLAND 20794
THE
-

%?$E¥‘GEN;* f' l ‘M\nsmr«# .

1. UNIT a

)
g Ty

DEFINITION - Records Serles « A group of ralated records netmally fled snd used a9 3 unit for relecance as

well 13 retention snd dispesition purpossn.

4, RECORD SIERIES TMILE !

. )W@

S. EARLIEST YEAR [ LATETEST YEAR

105280

'Ma%ww;

6. RECOAD SERIES DESCRIPTION ( Briefly describe the Iypes of informationvdocumentsi/forms found in the Series. Include ihe purpose of function of the Seres)

7. RECORD SERIES FORMAT(S) 8, RECORD SERIES SEQUENCE 5. VOLUME /
, File Qrawer(s}
Lelter Size o Microlim O Alphabetical Q Microfilm Reel (s)
O Comoputer Tape (s}
a legal Size g Computer Tape o Numerical O Other (Specify)
O Bound Bock a Floppy Disk G Chionological Number
O Auda Tape a Videa Tage @ Geograghical 10. ANNUAL ACCUMULATION
QO Fiie Orawer (s)
. Microfilm Reel (s}
o Ot o Other (Specily} Q
et (Specty) o Computer Tape(s)
a Othesr {Specily)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Dady 0 Weekly O Monthly o Month(s) a Yeas(s)
: Number
13. CURRENT LOCATION(S] (Bidg.. Float, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
T O Yes a{
1S. ACCESS RESTRICTIONS {If yes, cile law(s} & reguiatian(s) 16. AUDIT REQUIREMENTS
a Yes, o No Q None o Slate O Federal O Independent
17. 1S AM INDEX SYSTEM USED? (Il yes, explain brielly and 18. RECOMMENDED RETENTION
t . . . J— -
descrbe any hardwaie/soltware) — - 3 y %«—-
O Yes o No Ia d 9 ‘,’ & ?: 4
19. NAME ANOAITLE QF P RER 20. TELEPHONE NUMBER 21. DATE
77/ 2§ — /(9/ ?A.D

N6GS S04 (Ravged 1197]




(NSTRUCTIONS — TYPE Ot PIitIt A SEPARATE FQRM FOR £ACH NEW
REVISED RECOND SENIES. FORWARD WITH RECORDS RETENTION
SQ®DULE (DGS $%-1}

RECORDS MANAGEMENT DIVISION
7S WATERLOQ ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

OEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTQRY

Page of

1. O R&ENNAGEHCY '

Tﬁf - DIVISION \
f "‘”‘*k FUMaEL

DEFINITION - Recorde Serfen - A group of related recards notmally fled 1nd uved ss ¢ unit for telerancs ss

wall se tetention snd dlspesion puipeses.

4, RECORD S‘ERIES TILE

S

S. EARLIEST YEAR / LATETEST YEAR

1479 rodseo

8. RECORD SERIES DESCRIPTION ( Briefly descibe the lypes of Informatiorveocuments/lorms found in the Series. Include the puipose or funclion of the Sernes)

Pinchins Chacqed pdh n T

7. RECOROD SERIES FORMAI(E)

Numbert

8. RECORD SERIES SEQUENCE 9. YOLUME
Q File Drawer(s)
a Letter Size g Microfilm a Alphabetical a Mictolum Resl (s)
O Comouter Tage (s)
Q Legal Size o Computer Tape o Numerical Q Qther (Specily)
O Bound Bock Q Floppy Disk @ Chronological Nuymbet
i - 10. ANNUAL ACCUMULATION
Videa Tage a Geogtaphicat .
@ Auda Tape @ c v QO File Orawer (s)
; QO Microfilm Reel (s)
O Other (Specif
@ Qtbet (Specty) (Speciy) O Compulet Tape(s)
O Other (Specify}
Nuymber
11. FILE IS8 USED 12. FILE BECOMES INACTIVE AFTER
g Dady 0 Weekly g Monthly g Monih{s) o Year(s)

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

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

{It yes, specily agency or office)

o Yes Q No
15. ACCESS RESTRICTIONS {if yes. cile law(s) & reguiation(s} 16. AUDIT REQUIREMENTS
o Yes, o Ne G None g Slate O Federal Q Indepengent

17. 1S AN INDEX SYSTEM USEDT (If yes. explain briefly and
describe any hardware/soltware)

O Yes g No

18. RECOMMENDED RETEBIIOH
00 il el o0
5 Te nehaenia B,

W&’M—

2
R

20. TELEPHONE NUMBER

1. DATE

5 g — 10 13/

GS 550.4 (Neviged 1197}




INSTRUCTIONS — TYP'E O Piidt A SEPARATE FORM FOR EACIE NEW
REVISED RECOND SERIES.

SO%DULE (DGS $%0-1]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7S WATERLQO ROAD
P.0. BOX 278 - JESSUP, MARYLAND 20794

FOAWAND WITH RECORDS RETENIION

AGENCY RECORDS INVENTORY

Page ot

Cs

1 DE&Q

¥y of Freder

THZ

DIVISIQN \

Aol

ol ™

DEFINITION - Records Saties - A group of related tecords notmslly Mled snd used a9 ¢ unit for refecencs as

well 30 relention and dleposi¥en purpoes.

4, RECORD SERIESITLE

. EARLIEST YEAR/ LATETEST YEAR

/ﬁds 10_ oo

Do weprpinl <eplies dimagud L4

§. RECORO SERIES DESCRIPTION ( Briefly descrbe he lypee of Inlormatiorvgocuments/iorms found in the Series. Inchude Ihe puipose of tunclion of the Senes)

M)@ (Specty)

O Other (Specily)

1. RECORD SERIES FQRMAI(S) 8. RECORD SERIES SEQUENCE §. VOLUME
l QO File Orawer(s}
O Llelter Size a Microlitm T Alphabetical Q Mictolilm Reel {s)
O Comopuler Taoe (s}
a Legal Size a Computer lape O Numerical a Qthet (Specily}
G Bound Bock o Floepy Oisk Wloﬁiul Number
a Avdo Tape o Video Tape O Geographical 10. ARNUAL ACCUMULATION

O Fiie Otawer (s)
a Mictofiim Reel {s)
o Computer Tepe(s)
O Othet (Specify)

Number

11, FLE

a

1S USED 12. FILE BECOMES INACTIVE AFTER

Daty D Weekly o Monthly D

Numbet

Month(s) o] Yeails)

13. CURRENT LOCATION(S]:(Bidg., Fioat, Reom)

e Naads Oaporic @
ol

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specily agency or offlice)

g No

a

15. ACCESS RESTRICTIONS (I yes, cile law(s) & regulation(s)

16. AUDIT REQUIREMENTS

Yes, o No

o Siate

I Nene

I3

G Federal

Q0 Independent

o

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

18. RECOMMENDED RETENTION

Yes o No

@IM 3 %M“g

19. NAME UpEQ PARER

20. TELEPHONE NUMBER

1. DATE

G/08 - 10/) 5/

NGS5 BN4 Nevsed 197




INSTRUCTIUNS - TYIPE O PIt1 A SEPARATE FORM fOR EACIHE NEW
RLVISED MECOND SERIES. FORWAND WITH RECORDS RETENIION
SCEDWLE (OGS $30-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7319 WATERLQO ROAD

AGENCY RECORDS INVENTORY

P.O. 80X 273 - JESSUP, MARYLAND 20794 Page o

=y
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THE .
Fredes

DE‘Q ENUAGEHCY ‘

J

DIVISIQN

' 1. UNIT (J] :
AN Codiad

DEFINITION - Racords Sarles « A group of related records notmaily Mled and used s & unit for referencs ae

well 19 retention snd diepesion purpoves,

4, RECORD SERIES TITLE Q . %/

S. EARLIEST YEAR/ LATETEST YEAR

] mm%)

KMo s} dtocers

8. RECORD SERIES DESCRIPTION { Briefly describe the lypee of Informatiorvdacuments/lorms lound in {he Series

. Include the puipose or functian of the Series)

7. RECORD SERIES FQRMAT(S] 8. RECORD SERIES SEQUENCE 9. VOLUME
O File D1aweris)
@ﬁ; Size o Microlim O Alphabetical ’ /Av O Microfiim Reel (s)
’ O Comouter Tape (s
QO Llegal Szze o Computer lape o Numerical O Other {Specily)
o Bound Bock o Floppy Disk o Chronclogical Number
a Audo Tape O Video Tace O Geographicat 10. ANNUAL ACCUMULATION
Q File Orawer (s)
; Microfilm Reel (s}
T Oiher [Specd O Other (Specy) __ o
Other (Specinl a Comouler Tape(s)
O Olhet (Specily)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Dady P Weekly a Monthly g Month(s) G Year(s)
A ; Numbet
13. CURRENT LOCAIIGQN(S} (Bidg., Float, Room} 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specily agency ar office)
- O Yes G"No’—
15. ACCESS RESTRICTIONS (I yes. cile law(s) & reguialion(s) 16. AUDIT REQUIREMENTS
O Yes g No u}(ne o Slale O Federal O Indepencent

17. 1S AN INDEX SYSTEM USED? {If yes, explain briefly and
descibe any hatdware/soltware)

a Yes O No

. RECOMMENDED RETENTION

@rway/ﬂwmm

20. TELEPHONE NUMBER 21. DATE

19. NAME AZ mts W

d@//é/w

2 [o&

068 N4 (Navee 17




INSTRUCTIONS - TYI'E Off PIING A SEPARATE FORM FOR EACIE NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISEQ RECOND SEMIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDWLE {0GS $50-1) 7215 WATERLOO ROAD
DIVISION 3. UNIT

P.O. BOX 275 . JESSUP, MARYLAND 20794 Page o
1 o:ya#enmcsucv f ' - -
Ce¥y of Freders L venser | el ¥ daeres

DEFINITION - Records Serles « A group of related records notmally fled snd used a9 s unit for reference s

woll a9 retlention end disposition purpoess,

4, RECORD SERIES TITLE

X ' 5, EARLIEST YEAR / LATETEST YEAR
I alew %Md/w 7 1990 10 sro
8. RECORD SERIES DESCRIPTION ( Briefly descrde the lypes of informatiorvdocumenisfiorms found in the Seties. Include the puipose o lunction of the Senes)
Aveese Dadeva . - Covghomie :9"%5 Chagea
&W""j Lol [3ellny Wepuoto  Potity 7o Jerdiss
Gt Nuteve [}l
M'éﬂ Vo d ol

7. RECORD SERIES FORMAI (S} 8, RECORD SERIES SEQUENCE 9. VOLUME /
/5wD @”File Drawer(s)
07 Lefter Size o Microldm O Alphabetica! O Microlilm Reel (s)
O Computet Tape (8!
o legal Sze o Computer Tape O Numerical O Other (Specify)
: 18] ﬁgnf
o Bound Bock @ Floppy Disk mﬁologial Number
O Audo Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION

9 0O File Orawer (s)
4, N "
U’m;mcd,) ,;2 / ‘/ { . { /jﬁzz/vﬂ " © Other (Specily) O Microfim Reel (s)
. 4 0 Compulet Yepe(s)
O Other {Specify) _

Numbet

11. FILE IS USED 12. Fl‘LE BECOMES INACTIVE AFTER

o Daty p Weekly O Monlhly B Month(s) o0 Yeas)

Number

13. CURRENT LQCANION(S) (Bldg., .Flool, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (il yes, specily agency ot office)
)&91 “f)j’ - C.H /6Aﬂ7z/, o Yes o No
[IPTRN . '
15. ACCESS RESTRICTIONS (Il yes, cile law(s) 8 regulalion(s) 16. AUDIT_REOUIREMENTS

g VYes, 0 No O None o Slate O Federal 0 Independent

2

17. 1S AN INDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTION

descibe any hatdwarelsoliware) ' — . 7 aldo M
. A diei 5y Oy Lended
O VYes o No E % _ 1%4!1}M%M,

15. NAME AND F PREFAAE 20. TELEPHONE NUMBER 21. DATE '
/gy % 7 oy - /0 //%@




