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Agency Division/Unit
Town of Sykesville “Town Manager
Item No Description Retention
1 Miscellaneous Historical Documents- Baltimore magazine Retain permanently; transfer to
(Sykesville article/photos), Bank account book MD State Archives
(mayor/council), basketball score books, evaluation criteria
(study of secondary school standards), Liberty Tale Mines, Inc.
(report on Town of Sykesville/photos), newsletter (Sykesville),
various newspaper articles (includes presidential articles),
photos (Franklin High School building and faculty),
proclamation (Governor Schaefer Day), South Carroll
Community News (local newspaper), Sykesville High School
(basic minimum requirements), brief daily happenings
(Sykesville history April 1876 to April 1906 written in 1989),
correspondence, Sykesville town listing (handwritten names of
Sykesville residents), telegram charge lists ( personal
handwritten telegram messages), Town of Sykesville slides
(Black School House, Main St., benches, administration
building, old homes, town events, river and bridges, elections
(tallies/hashmarks, election complaint letter, registered voters,
official appointment letters, affirmations of loyalty
2 Personnel; timesheets Retain 3 years, then destroy
3 Bids; Massey Ferguson Tractor (inactive 1984), joint trash Transfer successful bids to
disposal contract, bid openings appropriate project file. Retain
unsuccessful bids for 2 years
until audit requirements have
been fulfilled then destroy.
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Item No Description Retention
4 Personnel; Town of Sykesville employee handbook, Retain until updated or
personnel policy changes, I-9 handbook from Justice superceded, then destroy
Department, correspondence, employee signature sheet for
handbook, changes and drafts, employee rules and regulations
amendment
5 Personnel; job descriptions Retain until updated or
superceded, then destroy
6 ADA (Americans with Disabilities Act); correspondence Retain until updated or
(includes legal), general information (compliance), Carroll superceded, then destroy
County Government Transition Plan to Comply
7 Personnel; workers compensation claim Retain notice of claim with no
further action for 5 years
following the year to which they
relate, then destroy. Retain
notice of claim with lawsuit
filed for S years after settled,
then destroy
8 MML claims Retain notice of claim with no
further action for 5 years
following the year to which they
relate, then destroy. Retain
notice of claim with lawsuit
filed for 5 years after settled,
then destroy
9 Bench destruction at St. Joe’s; juvenile malicious destruction | Retain adjudicated case for 10
of property years after closed, then destroy.
Retain all other cases for 5 years
after case, the destroy
10 Cable Television; contract, budget information, proposal, Retain for 4 yedrs after contract

advertising proposal and agreement, acquisition binders, rates,
correspondence, certification of franchising authority, a
regulation

expiration, then destroy
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11 Budgets; capital improvement, annual comprehensive budget, | Retain 3 years, then destroy
unaudited treasurer’s report
12 Associations; (MCCMA, MML); financials, correspondence, Screen annually. Destroy
disclosure backup, annual treasurer’s report, minutes, agenda, | material having no further fiscal,
conventions,awards, legislation, bulletins, room reservations, legal or operational value.
meetings, scholarship information, momentum program
employee training certificate of membership
13 Personnel; employee acknowledgment sheet; workplace Retain 3 years after employee
violence video termination, then destroy
14 Personnel; Employee evaluations, memos, correspondence, Retain 3 years after employee
forms termination, then destroy
15 Personnel Files; salary information, timesheets, drug and Retain 3 years after employee
alcohol test results, evaluations, notice of salary increase, termination, then destroy
MVA documents, employee benefit information,
commendations, resumes, disciplinary action, workers
compensation hearing information, medical information, job
descriptions, IWIF medical claim
Retain 3 years, then destroy
16 Personnel; employee advertisement
17 Personnel; applications, resumes, interviews, writing samples | Retain 3 years after employee
termination, then destroy. If job
applicant unsolicited or not
hired, retain 1 year from date of
action, then destroy
18 Carroll County Council of Governments; draft of by-laws Retain until updated or

superceded, then destroy
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Description
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19

20

21

22

23

Calendars; annual, planners

Carroll County Facts; Carroll County Economic Division

Charter; Town- reviews and revisions, proposed amendment,
first draft, as amended through November 2000)

Civil Defense Agency- surplus property State of Maryland

Civil War Heritage; steering committee

Retain 2 years, then destroy

Retain until updated or
superceded, then destroy

Permanent. Transfer original to
the MD State Archives. Copies
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 State
Archives.

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 State
Archives.

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 State
Archives.
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24 Contractor Agreement Retain for life of contract, plus 4
years, then destroy
25 Computer proposals; report, financials, contract, bidders, Retain accepted bid for 4 years
information after termination of contract,
then destroy. All others, retain 2
years, then destroy
26 Daily File (for consultants report) Retain for 1 rolling year, then
destroy
27 Correspondence; citizen’s general, state Retain for 1 year after
resolution, then destroy
28 Data Recovery at 18CR239, The Sykes, Law Enforcement Permanent. Transfer
Driver Training Facility, Cemetery (State’s report re: Bones periodically to the MD State
discover on land purchased for Training Facility. Bones Archives

identified, cataloged and reburied at another site).

29 Drug Testing Policy Statement-Sykesville; includes regulations | Retain until updated or
superceded, then destroy

30 FEMA; back up data Retain until updated or
superceded, then destroy
31 Gatehouse; transfer title, grant, dedication, maintenance, Gatehouse Records: Permanent.
repairs Transfer periodically to MD
State Archives

Maintenance/Repair Records:
Retain 3 years and until all audit
requirements have been met,
then destroy

32 Emergency Preparedness Plan Retain until updated or
superceded, gain town managers
approval, then destroy

33 Grant- Historic Preservation; brochures, ordinance, Retain 5 years after grant is
correspondence closed and until all audit
requirements have been fulfilled,
then destroy
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34 Grant Sources Retain until updated or
superceded, then destroy
35 Hazardous and Toxic Substance Act (Right to Know); Retain for 40 years after
correspondence, overview of law, guideline, chemical list, discontinued use of specific
material safety data sheets chemical, then destroy
36 Hazardous Waste- Systems Services Company; drums located | Retain for 40 years after
at Systems Services County warehouse discontinued use of specific
chemical, then destroy
37 Historical Society of Carroll County; board of trustees Town Manager to turn these
handbook, strategic plan (2002-2011), minutes - copies records over to the individual
who takes his place on the
Board of the Society when term
of office terminates.
38 Internet; Carroll County library internet account renewal, Retain until updated or
accessing information, status report, correspondence superceded, then destroy
39 Investment Policy (town) Retain until updated or
superceded, then destroy
40 Commercial Refuse and Dumpster- Town of Sykesville; lease, | Retain for life of lease plus 4
agreement, Sykesville Recycling Center lease years, then destroy
41 Management Study of the Sykesville Maryland Police Retain until updated or
Department superceded, then destroy
42 Material Safety Data Sheets Retain 40 years after

discontinued use of specific
chemical, then destroy
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Retention

43 Mayor and Town Council retreats

44 Mayor and Town Manager correspondence

45 Minutes- Quarterly Mayor’s meeting; excerpt - copies

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 State
Archives

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

Screen annually. Destroy
material having no further
fiscal, legal or operational
value.
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46 Town Council Minutes; regular and special council meetings, Permanent. Transfer
upcoming meetings, agendas, special reports periodically to the MD State
Archives
47 Movie Filming; Sykesville Promotional, the movie Cry Baby Permanent. Transfer
periodically to the MD State
Archives
48 Momentum Classes/Seminars/Meetings; Carroll Community Retain until updated or
College, Carroll County Chamber of Commerce superceded, then destroy
49 Operational Guidelines; charter (copy), resolution 1993-07, Screen annually. Destroy
Sykesville employee handbook 1995, Sykesville police rules, material having no further
regulations and procedural guidelines 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 State
Archives
50 Ordinance books, reference Retain until no longer needed or
superseded, then destroy.
51 Post Office Department; correspondence, annotated code Screen annually. Destroy

material having no further
fiscal, legal or operational
value.
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52 Sykesville and Patapsco Railway; correspondence, Sykesville Screen annually. Destroy
Station train model, donations and grant application, Red material having no further
Caboose lease and memos, Train Garden Oklahoma Avenue fiscal, legal or operational
plan, license agreement, check copies, plans value. Retain permanently any
material that serves to
document the origin,
development and
accomplishments of the
department. Transfer
periodically to the MD State
Archives
53 Public Works Agreement; Carroll County/Sykesville/Hunt/ Retain for 4 years after
Lancelotta termination of agreement, then
destroy
54 Recreation and Parks; waiver and release of all claims, Retain 3 years, then destroy
individual registration, team registration, check and money
copies, team phone lists, karate programs, summer camp, family
fun day, Stones in the Park
55 Police Department; correspondence, police reports, Screen annually. Destroy
reimbursement agreement, incident, vehicle, annual reports, material having no further
police chief report 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 State
Archives
56 Recycling reports to the County; containers, paper, tires Retain 3 years, then destroy
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Description

Retention

59

60

61

62

Recycling- used oil; Maryland used oil recycling programs

Annual Reports; Town Manager

Retirement Committee; surveys, minutes, general information

Retirement Plan

Sanitary Commission (Carroll County); correspondence,
regulations, financials

Sykesville Volunteer Fire Company

Retain S years, then destroy

Permanent. Transfer
periodically to the MD State
Archives

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

Retain until updated or
superceded, then destroy

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

Screen annually. Destroy
material having no further
fiscal, legal or operational
value.
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63 Sykesville Improvement Association; correspondence, train Screen annually. Destroy

excursion, meeting minutes, outstanding citizen

64 | Tipping Fee Reports; invoices, transaction accounts

65 Town/County Agreement

66 Town/County Conference; housing and infrastructure

67 Town of Sykesville Evaluation of Financial Condition (fiscal
years 1996 - 2000)

68 Vehicles; dump truck bids and bid envelopes

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 State
Archives

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

Permanent. Transfer
periodically to the MD State
Archive

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 State
Archives

Retain 2 most recent S-year
evaluations, then destroy

Retain for life of vehicle
ownership plus 1 year, then
destroy
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No. Description

Retention

69 Townhouse; renovations, repairs, landscape plantings
Note: Townhouse, Victorian house used for town offices

70 Y2K

71 Financial Statements

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 State
Archives

Retain 1 year after event, then
destroy

Permanent. Transfer
periodically to the MD State
Archives
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Agency Division/Unit
Town of Sykesville Town Manager (part two)
Item No Description Retention
72 Development Plans and Maps; Pacesetter Homes, Copper Maps, plans and blueprints-
Ridge, blueprints, map racks, project correspondence, sketches | retain until updated or
and drawings, plats superceded, then destroy. Plats,
site plans and drawings-
permanent. Transfer final
approved revision periodically
to the MD State Archives
73 Lawsuits; non-zoning related, Sykesville vs. Carroll County Retain adjudicated cases for 10
Board of Education years after final settlement, then
destroy. Retain all cases for 5
years after case, then destroy
74 Legal Counsel; Delaney & Davis, Semmes, Bowen and Screen annually. Destroy

Semmes, Carol B. O’Keefe, Legal case (Horan)
correspondence, reports, advice, CPA (legal) Charles Moran

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 State
Archives
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Description

Retention

Baltimore Gas & Electric Company; installation of electrical
poles, ordinance, map, street lights, correspondence

Bids; streets, new playground equipment (Millard Cooper
Park)

Bill Boards

Carroll County Development Handbook

Carroll County Maryland Ten Year Solid Waste Management
Plan- draft

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 State
Archives.

Transfer successful bids to
appropriate project file. Retain
unsuccessful bids 2 years until
audit requirements have been
fulfilled, then destroy

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

Retain until updated or
superceded, then destroy

Retain until updated or
superceded, then destroy
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Description

Retention

80

Carroll County Reference Material; environmental, planning
and zoning, congestion analysis, adequate facilities,
demographics

Carroll County Schools Adequate Facilities (AKA Schools-
Adequate Facilities); legal case documents, correspondence,
facilities master plan 2002-2011, facilities ordinance

Community Development Administration/Department of

Housing and Community Development State of Maryland,

1989 Series A, Infrastructure Financing Bonds (original
transcript), financing, bond program, engineering, financial,
loan applications, RFP, Cullum “Salt” loan

Conference information; ICMA (Intercity County Managers
Association)

Contracts; paving and repair

Design guide for flexible pavement

Development and Utilities Process Binders; forms, checklists,
ordinances, design and construction standards, performance,
fee schedules, storm water management, letter of credit

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

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

Retain 20 years after final
security release, then destroy

Retain until updated or
superceded, then destroy

Retain for life on contract plus 4
years, then destroy

Retain until updated or
superceded, 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 MD State
Archives
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87 Carroll County Employment Campus Floating Zone 2002 Screen annually. Destroy
material having no further fiscal,
legal or operational value
88 Encroachment Issues; includes maps, real property data search | Permanent. Transfer
periodically to the MD State
Archives
89 Growth Task Force (formerly Concurrency Management); data | Screen annually. Destroy
survey, Carroll County Master Plan, Carroll County public material having no further fiscal,
schools enrollment projections 2002-03 to 2011-12, legal or operational value.
correspondence, reports, memos, ordinance information Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the MD State
Archives
90 Heritage/Hargrove Property; map and zoning information Screen annually. Destroy
material having no further fiscal,
legal or operational value.
91 BZA/Planning Commission Board of Zoning Appeals; Retain originals permanently.

correspondence, plans, notices of appeal and/or application for
hearing, resolutions, permits, tapes

Transfer periodically to MD
State Archives. Retain copies
for 1 year after resolution, then
destroy
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92 Episcopal Ministries to the Aging; Fairhaven retirement Board of Zoning Appeals

community information and newsletters, Board of Zoning
Appeals decision 1978 (Fairhaven Cottages)

93 Legal; Zoning Issue- petition (Raincliffe Road) from IR
(Industrial Restricted) and IG (Industrial General) to R7,500
(Urban Residential); lawsuits- appeals ( briefs, case
documents, newspaper articles); Schimmel and Tatelbaum-
various infractions of construction code; Sponseller and Hoff
(attorneys)- settlement, deed information

94 Proposed Infill Development Guidelines

95 Master Plan- Sykesville

96 Revenue Bond; Sykesville Eldercare, insurance binder,
insurance renewal, legal documents, tax information, bond
resolution, notice of public hearing

documents: Retain originals
permanently. Transfer
periodically to MD State
Archives. Other information
and newsletters: Screen
annually. Destroy materials
having no further fiscal, legal or
operational value. Retain
permanently any material that
serves to document to origin,
development and
accomplishments of the
department. Transfer
periodically to the MD State
Archives.

Retain originals permanently.
Transfer periodically to MD
State Archives. Retain copies
for 1 year after resolution, then
destroy

Retain until updated or
superceded, then destroy

Permanent. Transfer
periodically to the MD State
Archives

Retain 20 years after final
security release, then destroy
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97 Planning Commission; master plan, master plan summary, Screen annually. Destroy
maps and plans, applications for zoning certificates, material having no further fiscal,
interpretation of Sykesville zoning ordinance, executed Legal or operational value.
agreement for fiscal year 1984-1985 (funds and participation), | Retain permanently master plan,
town/county agreement (copy), background information and master plan summary, maps and
history, meeting tapes, correspondence, zoning ordinance, plans, minutes and agenda,
blueprint, minutes and agendas, applications for zoning comprehensive plan,
certificates and zoning permits, annual retreat, manuals and environmental master plan,
binders (includes State of Maryland and Carroll County), smart | annual reports and background
growth, comprehensive plan, demographic development, information and history.
environmental master plan, annual reports Transfer periodically to the MD
State Archives
98 Main Street Revitalization; request for proposals (Main Street | Screen annually. Destroy
Plan), environmental evaluation, proposed maps, material having no further fiscal,
correspondence, proposed Main Street plan, requests for legal or operational value.
proposals (consultants) master plan 1998/2000, revisions and Retain permanently any material
updates, adoptions, resolutions, ordinances, community that serves to document the
services, master plan 1987 draft 1, review comments, historic origin, development and
commission accomplishments of the
department. Transfer
periodically to the MD State
Archives
99 Impact Fees Workshop- Department of Housing and Screen annually. Destroy

Community Development, reference

material having no further fiscal,
legal or operational value.
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100 | Manuals and binders; Maryland Department of Transportation Capital Improvement Programs
plans, drug and alcohol testing regulations; Various Carroll (CIP’s): Retain 5 years after
County plans, traffic studies, Capital Improvement programs, project is complete, then
Forestry information, Maryland Flood Plain managers handbook | destroy. Drug and alcohol
regulations: Retain until
updated. Remainder: Screen
annually. Destroy material
having no further fiscal, legal or
operational value.
Retain for 50 years, then
101 | Public Utility Permits- BGE (approved) destroy
Permanent. Transfer
102 Southern States Acquisition (train station) periodically to the MD State
Archives
Retain until updated or
103 Subscriptions/memberships; periodicals and literature superceded, then destroy
Retain until updated or
104 | Surveyors and owners of Carroll County Land Development; superceded, then destroy

guides, standards, regulations manual
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105 | Sykesville Master Plan; copies, final draft, updates, meetings, Screen annually. Destroy
agendas, binder, notes, existing zoning (color coded), material having no further
correspondence, proposed timetable, preliminary report, fiscal, legal or operational
potential infill sites, future land use, proposed zone changes, value. Retain permanently any
land use working paper material that serves to
document the origin,
development and
accomplishments of the
department. Transfer
periodically to the MD State
Archives
106 :
New town office building; request for proposals for architectural | Screen annually. Destroy
services, master plan; Townhouse addition (Sykesville)-plans, material having no further
proposed documents of architectural services 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 State
Archives
107
Train Station Acquisition (B & O)/Baldwin’s; Maryland Permanent. Transfer
Historic Trust documents, grant applications, grant requests, periodically to the MD State
renovations, tax information, insurance information, loan Archives
application, proposals for architectural services, proposals for
contractors, assignment and agreement, land lease contracts,
vendors
108

Workers Compensation; legal

Retain 5 years, then destroy
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109 | Trees; reports, Millard Cooper Park, tree removal and pruning,
tree certification

110 | Capital Improvement Program (CIP)

111 Subdivision Files; consulting documents/Development review;
subdivisions, fee schedules, procedures, forest conservation,
various ordinances/Landscaping requirements; guidelines,
manuals (City of Westminster, Town of
Hampstead)/Revitalization Program; subdivision development
regulations and guides/ Warfield; Historic Preservation
Guidelines, Public Safety Training Center design data, existing
conditions (economic development project)/ equipment and
facilities plans and information of original and continuing use of
buildings at Springfield proposal

112 [ Building Permits, applications and certificates

Retain financial and other
reports for 5 years, then
destroy. Retain certificate until
updated or superceded. Park
records, screen annually.
Destroy material having no
further fiscal, legal or
operational value.

Retain until project is
completed plus 10 years and
until all federal, state, and local

audit requirements have been
fulfilled, 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 MD State
Archives

Retain permits, site plans and
drawings permanently.
Transfer periodically to MD
State Archives. Screen
annually material and destroy
material having no further
fiscal, legal or operational
value.
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113 | CDBG (Community Development Block Grant); advisory
committee, Maryland Small Cities, guide, eligible activities,
federal register for Department of HUD, design guidelines for
Sykesville Historic District Commission (Maryland Historic
Trust grant fiscal year 1999), financials, request for proposals,
grants, request for reimbursements, proposal for architectural
services, Recycling Loan Act (grant agreement), Maryland
Environmental Services contract, grant for police protection
(state aid) correspondence, financials, Historic Preservation
Grant Fund Seminar, MD Main Street improvement grant,
correspondence (county and legal), mayor and town council
minutes, charter and employee handbook, Program Open Space
(Burkett Park, Old Main Line Visitors Center, Millard Cooper
Park) bids and bid financials, invoices, park improvements,
grants manual (State of Maryland, Department of Natural
Resources 1996), State Action Loan for Targeted Areas (SALT)
Whistlestop Bakery, School House Project, Police station
renovations

114 | Zoning Certification Applications (AKA Building permits)

115 | Town Projects (small); street paving, basketball hoops,
alleyways, Old Main Line Visitors Center (AKA contract post
office includes proposals, financials, renovations information,
correspondence, plans, maps), town pool (includes bond
referendum, survey, partnership YMCA and Merritt Athletic
Club), Six (6) telecommunications towers (includes Mercer
Farm, Hoods Mill Rd), South Branch Recreational Area
feasibility study (Howard County)

Retain for 5 years after
loan/grant is closed and until all
audit requirements have been
fulfilled, then destroy

Retain permits, site plans and
drawings permanently; transfer
periodically to the MD State
Archives. Screen annually.
Destroy material having no
further fiscal, legal or
operational value.

Retain 5 years after project is
complete, then destroy
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116 | Sykesville Apartments

117 | Surveyor notes and maps

118 | Spout Hill storm drains

119 | Stop work orders (AKA permits); questions (not approved),
construction without permit notices

120 | Freedom Community Comprehensive Plan

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 State
Archives

Permanent. Transfer
periodically to the MD State
Archives.

Retain planning documents
permanently; transfer
periodically to MD State
Archives. Retain remaining
material for 5 years, then
destroy

Retain stop work order with no
further action for 5 years
following the year to which
they relate, then destroy.

Retain stop work order lawsuit
filed for S years after settled

Retain until project is
completed plus S years and
until all audit requirements
have been fulfilled, then
destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-171

(CONTINUATION SHEET) Page 24 of 25
g(e:n Description Retention

121 | Road Improvement Contracts (includes proposal, scope of work, | Retain Contracts for 4 years,
flood map), patching and paving, State Aid for roads then destroy. Remaining
(correspondence, maps), State Highway Administration, records, screen annually.
Highway Department of Transportation (police information, Destroy material having no
highway improvement, public notice, correspondence), Rt. 32 further fiscal, legal or
bridge (Maryland Department of Transportation maps and operational value.
plans), parking lot, Obrecht Road/Third Avenue (sidewalks,
plans, engineering reports easements)

122 | Property leased/purchased; Serra property (building lease), St. Purchased Buildings: Screen
Barnabas Parish House (proposed purchase, includes annually. Destroy material
correspondence) 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 State
Archives. Retain lease for lease
life plus 4 years, then destroy.

123 [ Petition for New Bridge (very old and undated petitions) Retain 3 years, and until all

audit requirements have been
met, then destroy

124 | Construction Projects- Town Visitors Center, Interlocking

Tower, Village House Senior Living ( bid information, request
for proposals), Millard Cooper Park (plans), Cooper Park Annex

Retain permits, site plans and
drawings permanently; transfer
periodically to the MD State
Archives. Screen annually and
destroy material having no
further fiscal, legal, or
operational value.




DEPARTMENT OF GENERAL SERVICES

Schedule No. M-171
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
_(CONTINUATION SHEET) Page 25 of 25
g::n Description Retention
125 Historic Commission; applications, permits, Historic District Screen annually. Destroy
Preservation (properties, descriptions), Maryland Historical material having no further
Trust (State Historic Sites Inventory Form, building overviews, | fiscal, legal or operational
personal histories, survey index, alphabetic index), Proposal for | value. Retain permanently any
rehabilitation of cottage #15 (formerly Springfield Hospital material that serves to
Gatehouse, includes lease documents, grant information), closed | document the origin,
cases, notes, tape, correspondence, pictures, old plans development and
accomplishments of the
department. Transfer
periodically to the MD State
Archives.
126 | Underground Storage Tanks; town’s report, new environmental | Retain until closed plus 3 years,

requirements reports, Maryland Department of the Environment
(request), consultant’s proposals, report and observations, copy
of invoice (removal)

then destroy




{NSTRUCTIONS - 1YPE OR PIUNT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

Page o’

1. DEPARTMENTIAGENCY

2.

e TN EEREE——————.,
e e

DIVISION 3. UNIT

U

DEFINITION - Records Serles «

A group of related records normally filed snd used as & unit for refsrence as

well a9 retention and dispesition purpoees.

4. RECORD SERIES TITLE

/Niscellaneous Historical Documents

5. EARLIEST YEAR / LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Informatiorvdocuments/iorms found in the Series. Include Ihe putpose ot funclion of the Seties)

Sew affacho.

DGS 9504 {Ravised 1/93)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawet(s)
O Leller Size D Microfilm O Alphabetical O Microfilm Reel (s)
0 Computer Tape (s}
O Lepal Size o Computer Tape O Numerical O Other (Specify)
D Bound Book © Floppy Disk O Chronological Number
Q Audio Tape o Video Tape o Geographical 10. ANNUAL ACCUMULATION
O File Drawet (s)
O Olher {Specty) o Other (Specily) D Microfilm Reef (s)
0 Compuler Tape(s)
O Other (Specify)
Number
11, FILE I5 USED 12. FILE BECOMES INACTIVE AFTER
D Daiy O Weekly D Monthy D  Monihs) O  Years)
Numbet
13. CURRENT LOCATION(S) (Bidg., Floot, Room) 14. IS RECORD SERIES DUPLICATED ELSEWRERE? (i yes, specily agency or office)
0O Yes . D No
15. ACCESS RESTRICTIONS (I yes, cile law(s) 8 reguialion(s) 16. AUDIT REQUIREMENTS
O Yes 0 No O None o State O Federal D Independent
17. IS AN INDEX SYSTEM USED? (Il yes, explain brielly and 18. RECOMMENDED RETENTION
descibe any hardwarelsoftware) ! , #
' Retan permmmf/y , Transter 7o
) t
0 e 0t M argland State Arehives
)
19. NAME?@%{ OW 20. TELEPHONE NUMBER ‘ 21. DATE
410.884.4441 5504
/7




INSTRUCTIONS .- 1YPE OR PRINY A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDWULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page ot
m——J
1. DEPARTMENT/AGENCY 2. bmvision 3. UNIT
DEFINITION - Records Series - A group of related records normally Mled and used as a unit for reference as well as retention and disposition purposes.
4, RECORD S‘ERIES‘HILE

/glwﬁnm /l«{/gawic /996

8. EARLIEST YEAR / LATETEST YEAR

10

€. RECORD SERIES DESCRIPTION ( Briefly desctibe the lypes of information/documents/forma found in the Series. Include the purpose ot tunclion of the Seties)

3\/‘]&’@4 avhile o 73(,(,?‘7:1’?

1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
O File D1awer(s)
a Leller Size* o Microlitm a Alphabetical O Microfilm Reel (s)
O Computer Tape (s}
o Llegal Size 0 Computer 1ape 0 Numerical O Other {Specify)
O Bound Book O Floppy Disk D Chronological Number
0 Audio Tape a Video Tape O Geographicat 10. ANNUAL ACCUMULATION
O File Drawer (s)
o Olher (Specil O Other (Specif O Microlilm Reel {s)
Othet (Speciy) (Speciy] a Computer Yape(s)
0 Olher (Specify)
Number
11. FILE IS-‘US£D 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly ] Manlhly o Month(s) o Year(é)
Numbet
13. CURRENT LOCATION(S) (Bldg., Fioor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency or office)
‘i ‘t’ bﬁ'}b W‘J]M@ O Yes O No
15, ACCESS RESTRICTIONS (i yes, cile faw(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No o None a Stale O Federal O Independent
17. (S AN [NDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENODED RETENTION
describe any hardwatelsoflware)
D Yes O No
19. 20. TELEPHONE NUMBER 21. DATE

NAME AYQ TITLE OF PARER

0GS 550-¢ (Revised 193]

410.884.4441

é"j’/ay




{HS{RUCTIONS - TYP'E OR PIUMT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. TORWARD WITH RECORDS RETENIION
SCHEDULE (DGS $§50-1)

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

AGENCY RECORDS INVENTORY

Page ot

1. DEPARTMENT/AGENCY

2. DIvision

Tress / Cle.

3. UNKT

]t

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

woll 39 retention and disposition purpesss.

4. RECORD S‘ERIES“II’(LE

Bant ceedunt book -
" dyer + Contll

§. EARLIEST YEAR { LATETEST YEAR

465 1968

- ’(~

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

iiﬁ;pg?

7. RECORD SERIES FORMATY(S)

Numbet

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawei(s)
O Lelier Size D Microlilm O Alphabetical QO Microfilm Reel (s)
0O Computer Tape (s} -
O Llegal Size 0 Computer Tape O Numerical O Othet {Specily)
0 Bound Book U Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
i i Microlilm Reel (s)
het (Specit O Other {Specily o
© Other {Speciy) ‘ ) 0 Computer Tape(s)
0 Other (Specify)
Number
11. FILE lS-QSED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly o Monthly 0  Months) O Years)

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

C - hox near ind nD

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(I yes. specily agency ot office)

o Yes O No
15. ACCESS RESTRICTIONS (if yes, cile law{s) 8 regulation(s) 16. AUDIT REQUIREMENTS
s] Ye's O No D None 0 Slate O Federal O Independent

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

O Yes O No

18. RECOMMENDED RETENTION

19. MM;@SNE %‘M

NGS 550-4 (Ravised 119))

20. YELEPHONE NUMBER

410.884.4441

l 21. DATE 3__5__—07

-~




]

Instructions - Type or Print a separate form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency 2. Division

3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and dispos!ﬂon'purposes.

4. Record Series Tille

Baskefba// Score books

5. Earliest Year/Lajest Year
13/ w "7

6. Record Sarles Description (Briefly describe the types of informationn/documants/jorms’ found in the serles. include the purpose or function of the series.

(If Yes. cite Law(s) & Begulation(s)

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
0O Letter Size 0 Microfilm 01 Alphabetical O Microfilm Reel(s)
0. Computer Tape(s)
0O Legai Size 0 Computer Tape O Numerical’ Number 0 Other (specily)
00 Bound Book O Floppy Disk a0 Chronological '
10. Annual A lati
1 Audio Tape O Video Tape O Geographical e File Drawer(s)
o : O Microfiim Resl(s)
Q Other (specify) Q Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used . 12. File Becomes Inactive Alter
O Daily ¥ Weekly 00 Monthly a Month(s) O Year(s)
Number :
13. Current Location(s) (Bldg., Floor, Room) 14. |s Record Series Duplicated Elsewhere?
) (If yos, specify agency or office)
C—:AD?( ﬂW h}/lldﬂ‘/r QO VYes O No
15. Access Restrictions O Yes O No 16. Audit Requirements

iy

GS 550-4 {Rev. 1783)

410.884.4441

O None Q State 0O Federal O Independent
17. Is an Index System Used? (if yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes 8 No
Name and Title of Preparer ‘ 20. Telephone Number 21. Date

55




REVISED RECORD SERIES.
SCHEDULE {DGS 550-1)

HSTRUCITIONS - 1YPE O PRIMI A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

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

DEPARTMENTY OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Page (0]

1. DEPARTMENT/AGENCY

2. DIVISION

3. UNIT

DEFINITION - Recorde Serlos - A group of related records normally filed and used as s unit for refetence ss

well as retentien and disposition purpoees.

4. RECORD S‘ERlES'!HLE

€ Valative Crieris

5. EARLIEST YEAR / LATETEST YEAR

01950

79/ /i?ﬁw'cw/

8. RECORD SERIES DESCRIPTION { Btiefly desctibe the types of information/documents/lorms found in the Series. include the puipose or funclion of the Series)

‘57%47 of:ecmdae% schoo! standards

7. RECORD SERIES FORMAT(E)

Number

8. RECORD SERIES SEQUENCE 8. VOLUME
. O File Drawet(s)
O Leller Size 0 Microliim O Aiphabetical D Microfilm Reel (s)
D Computer Tape (s)
O Legal Size o Compuler Tape a Numesical O Other {Specily)
V{dedok U Floppy Disk O Chronological Number
0 Audio Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
© Other (Specily) O Other (Specily) O Microfilm Reel (s)
o Compuler Tape(s)
O Other {Specify)
» Number
11, FILE .Is:USED 12. FILE BECOMES»INACT|VE AFTER
o Daiy D Weekiy O Monlhty O Month(s) o0 Yeals)

13, CURRENT LOCATION(S) {Bidg., Fioot, Room)

Hitie-Box nearr

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency or o"ice)

: a Yes O No
Wmdnds
15. ACCESS RESTRICTIONS (I yes, cité law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
[u] Yés 0 No a  None o Slate a Federal O Independent

17. IS AN INDEX SYSTEM USED? (Il yes, explain briefly and
descibe any hardwarel/sollware)

O Yes 0 No

18. RECOMMENDED RETENTION

ya
19. NAME W OW

0GS 550.4 (Revised 193)

'
1

| 20. TELEPHONE NUMBER

410.884.4441

21. DATE

. 5'6'—07‘




Ratention Schedula (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series. forward with Record

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

AGENCY RECORDS INVENTORY

PAGE OoF ____

JepartmenVAgency

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for refarence as well as retention and d'isposlﬂon‘pmpoms.

4. Record Series Title 7"'
| ﬂ&p u%f;i)); L/;%g;% Lj-/& Mmes The.

5. Eaffiest Year/Latest Year
/;bq to’ :

Phdtos-

6. Record Series Description (Briefly describe the types of information

Industrins Dust Lomplay,

n/documents/forms found in the series. Include the purpase or function of the saries.

o
7. Record Series Formal(s) : 8. Record Series Sequence 9. Volume
Q Flle Drawer(s) -
0O Leter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
' 0O Computer Tape(s)
Q Legal Size O Computer Tape O Numerical Number 0O Other (specily)
0O Bound Book 0O Floppy Disk 0O Chronological '
10. Annual A latio
i Audio Tape 0 Video Tape O Geographical nnuat Accumua Dn File Drawer(s)
: S, \ 0O Microfilm Reel(s)
01 Other (specily) O Other (specify) . O Computer Tape(s)
Number O Other (specify)
11. File is Used ‘ 12. File Becomes Inactiva Aflter
O Daily O Weekly O Monthly —_— O Month(s) O Year(s)
Number :
13. Current Locgtion(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
}41./7(’ - J (It yes, specify agency or office)
5__ 0O Yes 0O No
15. Access Raestrictions . O Yes O No 16. Audit Requirements
{it Yes. cite Law(s) & Begulation(s) o
O None Q State Q1 Federal 0 independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Preparer 20. Telephone Number 1. Date
- - - T ~
o 5" ‘/"0 7
| 410.884.4441 @ |
3 (Rev. 1753) LS




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Ratention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ___ OF

Jepartment/Agency 2. Division

3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as wall as retention and disposition purposes.

4. Record Series Tille News letfers ( %/(&S)

5. iost Year st Year
%? 2 to

6. Record Series Description (Briofly describe the types of informationn/documents/forms found in the series. include the purpose or function of the serles.

Number

7. Record Seties Format(s) 8. Racord Series Sequence 9. Volume
O Flle Drawer(s)
0O Letter Size O Microfilm 0O Alphabetical O Microfilm Reel(s)
QO Computer Tape(s)
O Legal Size 0 Computer Tape 0O Numerical Number 0O Other (specify)
0 Bound Book O Floppy Disk 0O Chronological
N . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical nn O File Drawer(s)
L . 0O Microfilm Reel(s)
0 Other (specify) 0 Other {specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used A 12. File Becomes Inactive After
a Daily D Weekly 0O Monthly 0O Month(s) a Year(s)

13. Current Location(s) {Bidg.. Floor, Room)

ibeT

14. Is Record Series Duplicated Elsewhere?
{\t yos, specify agency or office)
O Yes O No

15. Access Restrictions ~ 0 Yes a No
(Il Yes. cite Law(s) & Begulation(s)

16. Audit Requirements

O None O State 0 Federal

O Independent

17. Is an Index System Used? (I! yes, explain briefly and describe
any hadware/software

0O Yes 0 No

18. Recommended Retention

Name and Title of Preparer ] 20. Telephone Number
/6% ém 410.884.4441

| S—
DGS 550-4 {Rev. 1/93}

21. Date

&-5-04




INSTRUCIIONS .- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENHION
SCHEDULE (UGS 550-1)

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

AGENCY RECORDS INVENTORY

Page

of

- )

1. DEPARTMENT/AGENCY

2. DIVISION

3. UNiT

woll 2 retention and dlsposition purposss,

4. RECORD S‘ERIES'IIILE

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

Newspaper Aticles
: - varjos

§. EARLIEST YEAR / LATETEST YEAR

195101974

PNﬂMﬁM ahiles

B ,«;kulpmo ; ik e s‘(u&,

€. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documenis/lorms found in the Series. Include the putpose or function of the Series)

7. RECORD SERIES FORMAT(S)

U Lelter Size o Microlilm

0O Legal Size o Computer Tape
O Bound Book " O Floppy Disk

D Audio Tape 0 Video Tape

0 Other (Specily)

/.

8. RECORD SERIES SEQUENCE
O Alphabetical

O Numerical

a

Chronological

=}

Geographical

=]

Other {Specity)

9. VOLUME

Number

O File Orawet(s)

O Microlilm Ree! (s)

O Computer Tape (s} -
Qa Other (Specily}

Number

10. ANNUAL ACCUMULATION

a File Orawer {s)
O Miciofiim Reel {s)
0 Computer Tepe(s)
0 Olher (Specify)

1. FILEIS-USED

O Daily .D‘ Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER !

o
Numbet

Month(s) o

Yeal(é)

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

C/d".

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

. . a Yes .D No
bey neas windad
15. ACCESS RESTRICTIONS (il yes. cile law(s) & tegulation{(s) 16. AUDIT REQUIREMENTS
u] Yés D No O None O Slate 0 Federal O Independen!

17. IS AN INDEX SYSTEM USED? (il yes, explain biiefly and
desciibe any hardware/soliware)

O Yes ' o No

18. RECOMMENDED RETENTION

OGS 550-4 {Revised 12y

W
13. NAME AN OF PREPAR
/3% ' 410.884.4441

20. TELEPHONE NUMBER

21. DATE

o 5’ffo7‘




INSTRUCTIONS - TYPE OR PRIMT A SEPARATE FORM FOR EACI NEW
REVISED RECORD SERMIES. FORWARD WITH RECORDS RETENVION
SCHEDULE {DGS 550-1)

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

AGENCY RECORDS INVENTORY

Page of

1. DEPARTMENT/AGENCY

2. DIViSION

3. UNIT

DEFINITION - Records Serles - A group of related r1ecords normally filed snd used ae & unit for nm-nlco 1]

well us retention and disposttion purposes,

4. RECORD SERIES T1ILE

Phots

5. EARLIEST YEAR / LATETEST YEAR

___w_]930

8. RECORD SERIES DESCRIPYION ( Briefly describe (he lypes of information/documentsfiorms found in the Series. Include the puipose o1 function of the Series)

thK/m_‘ ﬂ//jiz Sehoof &w/étﬁ? ) FM«@

DGS 550.4 {Revised 1/93)

f. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME .
’ O File Drawer(s)
O Letier Size’ o Microfim O Alphabetical o Microfilm Reel (s}
D Computer Tape (s) -
O {egal Size a Computer Tape O Numerical G Othes {Specily)
0 Bound Book ‘ o Floppy Disk O Chronologicat Number
D Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
© Other (Specily) © Other (Specily) O Microfim Reel (s)
o0 Compuler Tape(s)
0 Other (Specify)
Number
11, FILE IS USED: . A 12, FILE BECOMES INACTIVE AFTER
o ,-D_aily ) O Weekly © Monthly O Month{s) o Yeals)
Numbet
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency or office)
' .
e < Box near o Yo 5 W
Window /[
15. ACCESS RESTRICTIONS (If yes, cile law(s) 8 regulalion(s) 16. AUDIT REQUIREMENTS
O Yes o No O None o Slate ‘o Fedeial O Independent
17. 1S AN INDEX SYSTEM USEDT (if yes, explain briefly and 18. RECOMMENDED RETENTION
descitbe any hardwatelsoflware)
O VYes ' 0 No
e,
19. NAME A E OF PARER 20. TELEPHONE NUMBER : 21. DATE 5, 5/
o N b Tt - - ~ - -
| 410.884.4441 I o4




D'GS"SmS)

Instructions - Type or Print a separate form for each
new or revised record series. forward with Record
Ratention Schedula (DGS 550-1)

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

.AGENCY RECORDS INVENTORY

PAGE OF

. JepartmenVAgency 2. Division

3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tille Pmdﬂfnﬁﬁm _ &dw &'}M{q‘)@r%\

5. Earliest Year/Latest Year

to 79@0

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series

. Include the purpose or function of the serles.

7. Record Series Format(s) 8. Racord Serles Sequence 9. Volume
O File Drawer(s)
0 Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
0O Computer Tape(s)
0 Legal Size 0 Computer Tape 0O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological
. . . 10. Annual Accumulation
1 Audio Tape O Video Tape 0. Geographical O File Drawer(s)
L X O Microfilm Reel(s)
Q Other (specify) O Other (specity) O Computer Tape(s)
Number O Other (specity)
11, File is Used A 12. File Bacomes Inactive After
a Daily 0 Weeldy 0 Monthly O Month(s) O Year(s)
Number
13. Current Location(s) {Bldg., Floor, Room) 14. |Is Record Series Duplicated Elsewhere?
ﬂﬁ J" (it yes, speacify agency or office)
0 Yes Q No
15, Access Restrictions . 0O Yes O No 16. Audit Requirements
{11 Yes, cite Law(s) & Begulation(s)
0 None Q State Q Federal a Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes a No
Name and Tnle of Preparer l 20. Telephone Number Date

410.884.4441




INSTRUCIIONS - TYPE OR PIINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCMEDULE (OGS 550-1)

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

AGENCY RECORDS INVENTORY

Page of

1. DEPARTMENT/AGENCY

2. DIVISION

3. UNIY

DEFINITION - Recotds Serles - A group of related tecords normally filed snd used as a unit for 1eference as

woll a» retention and dlsposition purpores,

4. RECORD S.ERIES‘"'ILE

Sacth Carll Lommundy s

5. EARLIEST YEAR / LATETEST YEAR

w1987

local Neuspapers

6. RECORD SERIES DESCRIPTION { Briefly desctibe the lypes of informationvdocumenis/lorms found in the Series. Include the putpose or tunclion of the Series)

J

f

DGS 5504 {Ravised 193}

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
’ ) O File Drawet(s)
O Lelter Size” o Microfilm O Alphabetical O Microfilm Reel (s)
O Compuler Tape (s)
0 legal Size a Computer Tape 0 Numerical 0 Other (Specily)
O Bound Book a Floppy Disk D Chwonclogical Number
O Audio Tape Q Video Tape O Geographical ! 10. ANNUAL ACCUMULATION
' O File Drawer (s)
0 Othet (Specily) O Other {Specily) O Miciofim Reet {s)
o Compuler Tape(s)
O Other (Specify)
, ‘Number
n FILE ls;pBED 12, FILE BEFCOME'S INACTIVE AFTER -
o Daiy O Weekly @ Monlhly O  Monthis) O  Year(s)
Number v
13.. CURRENY LOCATION(S) (Bldg., Fioor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (It yes, specily agency or olfice)
%C’élx WWWIM@ O Yes o No
15. ACCESS RESIR!CIIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes o No O None o Slate 0 Fedeial O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain brielly and 18. RECOMMENDED RETENTION
describe any hardwaielsoflware)
O Yes ' 0 No
19. NAME ANDAHITLE OF P(}A R 20. TELEPHONE NUMBER = _ } .. l 21. DATE
P . —
410.884.4441 | Ss0Y




Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series. forward with Record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WAT
P.O.

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

ERLOO ROAD
BOX 275

PAGE OF

Jepartment/Agency

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and disposltion purposes.

4. Record Series Tille Sﬁ A/cj . ﬁz‘jé SCAOD/

asic. Nintmam

5. Earliest Year/Latest Year

/? %iu mcme/v/:f 125:2 e

6. Record Saries Description (Briefly describe the types of informationn/documents/forms found in the series. include the purpose or function of the serles.

7. Record Series Formal(s) 8. Record Serles Sequence 9. Volume
0O File Drawer(s)
O Letter Size O Microfilm 00  Alphabstical 0 Microfilm Reel(s)
QO Computer Tape(s)
O Legal Size 3 Computer Tape 0  Numerical Number O Other (specily)
0 Bound Book O Floppy Disk 0O Chronological
: . . 10. Annual Accumulation
J Audio Tape 0O Video Tape O Geographical O File Drawar(s)
. ) 0 * Microfilm Reel(s)
0O Other (specify) O Other (specity) O Computer Tape(s)
Number O Other (speciy)
11. File is Used . 12. File Becomes lnactive After
O Daily O Weekly 0O Monthly 0O Month(s) a Year(s)
Number
13. Current,Location(s) (Bidg.. Floor,-Room) 14. Is Record Series Duplicated Elsewhere?
U : ,
ﬂﬁx - wingdm/s (It yes, specify agency or office)
\6” ”Cﬂf 4 O Yes O No
15. Access Restrictions _ O Yes a No 16.  Audit Requirements
(Il Yes, cite Law(s) & Begulation(s) . '
O None O State O Federal O Independent
17. Is an Index System Used? (lf yes, explain briefly and describe 18. Recommendsad Retention
any hadware/software
O Yes 0O No
Name and Title of Preparer —[ 20. Telephone Number 21. Date
/' /@M 410.884.4441 S-5-04
-4 (Rev. 1/93) =




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O.

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

BOX 275
PAGE OF

Jepartment/Agency

2. Division

Seuu‘wzr\

3. Unit

K/g‘

DEFINITION - RECORD SERIES - A group 6! ralated records normally filad and used as a unit for reference as well as retention and disposition purposes.

4. Record Series TI“GE 5 H/Sf-ofr -
nef-Dady

[

71876+ fpr 1906
ofperinye

5. Earliest Year/Latest Year
to

6. Record Saries Description (Briafly describe the types of informationn/documents/forms found in the serles. Include the purpose or function ol the serles.

Handu'rithen 97 S;fku vills 9 Histovan i [959 “Thedm<.C, LW 'mmer

Name and Eille of Przzfr‘:r K

DGS 550-4 {Hev. 1/93)

410.884.4441

7. Record Series Formalt(s) 8. Racord Serles Sequence 9. Volume / .A/W
. O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
0 Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number 0O Other (specity)
0 Bound Book O Floppy Disk O Chronological
10. Annual lation -
) Audio Tape O Video Tape O Geographical nual Accumulaton - Drawer(s)
. , O Microfilm Resel(s)
0O Other (specity) O Other (speqty) O Computer Tape(s)
_— Number O Other (specily)
1. File is Usad 12, File Becomes Inactive After
a Daily 0O Weekly O Monthly O Month(s) D Year(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
/ s (It yes, specify agency or offica)
H Qu, W O Yes O No
; \
1§. Access Rastrictions . O Yes O No 16. Audit Requirements
(Il Yes, cite Law(s) & Begulation(s)
& None a State QO Federal Q independent
17. Is an Index System Used? (lf yes, explain briefly and describe 18. Recommended Retention
any hadware/software
0 Yes 0O No
20. Telephone Number 2t. Date

1504




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Retention Schedule (DGS 550-1)

P.O. BOX 275

JESSUP, MARYLAND 20794

PAGE ____ OF

JepartmentAgency 2. Division

L

3. Unit

ez

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for referance as well as retention and d_isposluon'purposes.

4. Record Series Title 7" 5Ln (3 @#LS eJs /éﬁ;;/

5. E/adig)st Yet:% z:ar

6. Record Serles Description (Briefly describe the types of Informationn/documents/forms found in the series. Include the purpose or function of the series.

A/M?]MM v LOYTeEs,

7. Record Saries Format(s) 8. Racord Series Sequence 9. Volume P/é’ ﬁ ‘///V
QO File Drawer(s)
O Letler Size O Microfim Alphabetical / O Microfilm Reel(s)
O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specity)
O Bound Book 0 Floppy Disk a Chronological
) 10. Annual A latio
1 Audio Tape 0 Video Tape O Geographical e A File Drawer(s)
X " . O Microfim Reel(s)
0O Other (specity) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used . 12. File Becomes Inactive After
a Daily O Weekly 0 Monthly 0O Month(s) O Yeas(s)

Number

13. Current Locgtion(s) (Bidg.. Floor, Room)

(91\

?)ﬂqﬂg oon-

Q Yes

14. s Record Series Dupliwted Elsewhera?
(It yes, specify agency or offica)
O No

15, Access Restrictions a Yes

. O No
{I Yes, cite Law(s) & Begulation(s)

Audit Requirements

O None -

0O State Q Federal O Independent
17. Is an Index System Used? (Il yes, explain briefly and dascribe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Prep4rer 20. Telephone Number 21, Date

"410.884.4441

-2 7-0¢/




new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each

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

AGENCY RECORDS INVENTORY

PAGE OF

JepartrmenVAgency

2. Division

Seertarg™ |

3. Unit

/</€

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as relentlon and disposition purposes.

4. Record Series Tille

sj},(é TU'IA)’I hgﬁ’ljé

5. Earliest Year/Latest Year
- o

-

MW

—

6. Record Serias Description (Briefly describe the types of informationn/documents/forms found in the series
-

. Include the purpose or tunction of the series.

HandwriHely names »2 Sj/(u. rertdins— (I 3 Sleno PAX/)

)

OGS 550-4 (Rev. 1/93)

410.884.4441

7. Record Series Formalt(s) 8. Racord Series Sequence 9. Volume 3 S)‘GIlO P
ile Drawer(s)
0 Letter Size 0 Microfilm O Alphabetical Cl Microfilm Reel(s)
D Computer Tape(s)
0O Legal Size 0O Computer Tape O Numerical Number O Other (specity)
O Bound Book O Floppy Disk a Chronological
. ) . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
. O Microfilm Reel(s)
0 Other (specify) - @ Other (specify) O Computer Tape(s)
Numbar a Other (specily)
11. File is Used 12. File Becomes Inactive After
Qa Daily O Weeldy O Monthly O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) " 14. Is Record Series Duplicated Eisewhere?
]gf—‘ (It yes, specify agency or offica)
b O Yes Q No
al. b
15, Access Raestrictions O Yes 0 No 16. Audit Requirements
(I Yes. cite Law(s) & Begulation(s)
O None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O VYes O No
Name and Title of Preparer l 20. Telephone Number 21. Date

42804




INSTRUGIIONS - TYPE OR PRINY A SEPARATE FORM F-OR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENNON

SCHEDULE (0GS 550-1}

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

AGENCY RECORDS INVENTORY

Page of

1. DEPARTMENTIAGENCY

2. DIVISION

3. UNT

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

well 8o retention and disposition purpeses,

4, RECORD S.ERIES"IHLE

Tel ﬁmm Chazy& Lsts

§. EARLIEST YEAR / LATETEST YEAR

10 /943

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Informatiorvdocuments/lorms found in the Sesies. Include the puipose or funclion of the Series)

Pmmd ,fe/ymm handariffen messages.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
: ) Qa File Drawet(s)
Q Leller Size- o Microlilm O Alphabetical 0 Microlilm Reel (s)
a Computer Tape (s)
0 legal Size 0 Computer Tape a Numerical a Othes (Specily)
o Bound Book o Filoppy Disk O Chronological Number
0 Audio lape 0 Video Tape D Geographical 10. ANNUAL ACCUMULATION
a File Qrawer (s)
 Other (Specily) D Other {Specify) O Microfilm Reel {s)
0 Compuler Tape(s)
O Other (Specify)
Number
. FILE ls:usED. 12. FILE BECOMES INACTIVE AFTER )
o Daily D0 Weekly o Manlhly i ‘ O  Monlh(s) o Year(ﬁ)
. Numbet ) .
‘IJ.. CURRENT LOCATION(S) {Bidg., Floor, Room) ’ 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. Specily agency or office)
12 . - .
/’ ,7 ] O BBX near o Yes o No
Wi nd owf
15. ACCESS RESTRICTIONS (if yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
a Yés 0D No O None 0 Slate 0O Federa! O Independent
17. IS AN INDEX SYSTEM USED? (il yes, explain briefly and 18. RECOMMENDED RETENTION
desciibe any hardware/sollware)
0 Yes O No
. .
19. NAME I EOF( PARER 7 20. TELEPHONE NUMBER l 21. DATE
72 410.884.4441 | | I- -0
OGS 5504 {Revised 1193




=

Retention Schedule (DGS 550-1)

Instructions - Type or Print a séparale form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0O. BOX 275
JESSUP, MARYLAND 20794

PAGE OF

JepartmenVAgency

2. Division

TM

3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposlﬂon'purposas.

4. Record Series Titla Town (7 S, S/des

to

5. Earliest Year/Latest Year

Nistoncal sldes

i

Aham S

NiVes drfcl?(d

6. Racord Series Description (Briefly describe the types of informationn/documents/forms found in thé seties. Include the purpose or function of the series.

%6/4&&50;105/#/"74&6 Fown eent -

admn . b/{{j ’ (+hS(,) }
Old Homeo
7. Racord Saries Formal(s) 8. Record Series Sequence 9. Volume
QO File Drawer(s)
0 Letter Size 0 Microfilm O Alphabetical O Microfitm Reel(s) -
O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specify)
0 Bound Book O Floppy Disk O Chronological -
' . Annual A lati
1 Audio Tape 0O Video Tape 00 Geographical 10. Annual Accumula én File Drawer(s)
X o , a Microfim Reel(s)
Q Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (specity)
11. Fila is Used 12, File Becomes Inactive After
a Daily 0 Weekly a Monthly - O Month(s) 0 Yoar(s)
Number :
13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
Ond UC (i yes, specify agency or offica)
wardrte., O Yes 0 No
15, Access Restrictions ~ O Yes O No 16.  Audit Requlréments
(I Yes, cite Law(s) & Begulation(s) o
O None O State O Federal O Independent
17. Is an Index System Used? (it yes, explain briefly and describe 18. Recommended Retention
any hadware/software
0O Yes D No
Name and Title of Preparer » | 20. Telephone Number -~ | 21. Date
- y < | .
| Lo ,
DGS 550-4 (Rev. 1/93) ‘ ,

-1




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE __ OF

Jepartment/Agency 2. Division

Tr K

OEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and disposmon'putposes.

4. Record Series Tille p S. Earljest Year/Latest Year
i ge&ﬂm Léjl o !é :7}

6. Record Series Description (Briefly describe the types of Informationn/documents/forms found in the series. Include the purpose or function of the series.

Tallies (hashmaerter) AfFimatims o Loqusry .

‘E/{&h'm comp aler-letfer
15terd | oferr

O/@Z wdd ap/)amfmm/"/eb‘ﬁﬂ

3. Unit

7. Record Series Format(s) 8. Racord Serles Sequence 9. Volume
O File Drawer(s) -
O LeMor Size O Microfilm Alphabetical O Microfilm Reel(s)
0O Computer Tape(s)
0 Lega! Size D Computer Tape O Numerical Number O Other (specify)
3 Bound Book O Floppy Disk O Chronological
’ 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical n O File Drawer(s)
. . . O Microfilm Reel(s)
O Other {specity) O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used ' 12. File Bacomes Inactive After
a Daily 0O Weeldy O Monthly a Month(s) O Year(s)

Number

13. Currept Locallon(s)
c/

50V 3

15, Access Rastrictions . D Yes
(I Yes, cite Law(s) & Begulation(s)

(Bldg., Floor, Room) 14. Is Record Series Duplimtad Elsewhere?

(i yes, specify agency or office)
O Yes 0O No

O No 16. Audit Requirements

O None »

O State O Federal O findependent
17. Is an Index System Used? (If yos, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes 0O No
Name and Title of Preparer 20. Tetephone Number 21. Date

5-4-01f

ov. 1/93)




~ 4 ot o

NSTRUCIIONS - 1YPE O PIINT A SEPARATE FORM FOR EAGI! NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WiTH RECORDS RETENHON RECORDS MANAGEMENT DIVISION '
SCHEDULE (OGS 550-1) : 7275 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794 : Page ot
1. DEPARTMENT/AGENCY ) 2. DIVISION 3. UNIT

DEFINITION - Recotds Serlos - A group of related 1ecords notmally filed and used 29 2 unit for reference as well as retentien snd disposltion purposes.

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

Vo, regutmine #etl o IIF

8. RECORD SERIES DESCRIPTION { Briefly desctibe the lypes of Information/documenisiforms found in the Series. Include the puipose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O teller Size’ o Microfilm 0O Alphabelical O Microlilm Ree! (s)
D Computer Tape (s) -
O Legal Size o Computer Tape O Numerical _ O Othet (Specify)
0 Bound Book . o Floppy Disk O Chronological Number
0 Audio Tape O Video Tape D Geogiaphical 10. ANNUAL ACCUMULATION

O File Orawer (s)
O Microfiim Reel (s)
O Computer Tepe(s)
0 Other (Specify)

0 Other (Specily)

a Other (Specily)

Numbet

-

1, FILE I5.USED

-

2. FILE BECOMES INACTIVE AFTER

o Daiy 0 Weekly a Mf)nlhly O Monlh(s) a] Yeav(é)
Number

-
Py

3 CURR#NI LOCATION(S) (Bidg., Floor, Raom}) 4. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)

-

a  Yes 0 No

-
-

5. ACCESS RESTRICTIONS (I yes, cile law(s) & regulation(s) 6. AUOIT REQUIREMENTS

o Yés 0 No o None 0 Slale 0 Federal O  Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

descube any hardware/sollwaie)

0 Yes 0 No
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

. DME‘i"]"D‘/

-

OGS 5504 {Revised 1793




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.0. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenVAgency

2. Division

M

‘3. Unit p@ysm n’(// |

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and djsposlﬂon‘purposes.

4. Record Series Title

oo - Time sheels

5. Earli;st Year/Latast Year
/ Q/ to :

6. Racord Series Description (Briefly describe the types of informationn/documents/forms found in the serles. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Record Series Sequence 9, Volume
O File Drawerl(s)
O Leter Size O Microfilm Alphabetical O Microfilm Reel(s)
‘ 00 Computer Tape(s)
0 Legal Size 3 Computer Tape 0O Numerical Number O Cther (specily)
0 Bound Book O Floppy Disk O Chronological
' . Annual A Jati
1 Audio Tape O Video Tape O Geographical 10- Annual AccumUaiE e Drawerle)
X - . O Microfilm Reel(s)
a Othgr (specity) O Other (specify) O Computer Tape(s)
Number 0O Other (spacily)
1t. Fila is Used - 12. File Becomss Inactive After
O Daily 0O Weekly O Monthly O Month(s) O Year(s)

Number

13. Current Loc?tion(s) (Bidg.. Floor, Room)

2
Ny

14. Is Record Series Duplimted Elsewhere?
(if yes, specify agency or office)
a Yes

O No

15. Access Rastrictlons 0 Yes

. O No
{11 Yes. cite Law(s) & Begulation(s)

1 None

16. Audit Requirements

O State

0O Federal O independent

17. Is an Index System Used? (If yes, explain briefly and dascribe
any hadware/software

0O Yes O No

Name and Title of Pzarer
DGS 550-4 {Hev. 1/93)

20. Telephone Number

410.884.4441

18. Recommended Retention

Retain 3 years, then destroy

21. Date

F-a-0f




-

- . . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate lorm for each "RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedute (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF ____
Jepartment/Agency 2. Division 3. Unit

T

. OEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refarence as well as retention and cﬁsposlﬂon'purposes.

4. Record Series Title B ' o 5. Earliest Year/Latest Year
- 1ds

/954

6. Record Series Description (Briefly describe the types of informationnvdocuments/forms found in the series

Massey Fery. Tractor
Inactive - 1994

. Include the purpose or function of the serles.

7. Record Saries Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) -
0 Letter Size Qa Microfilm O Alphabetical O Microfilm Reel(s)
. - 00 Computer Tape(s)
0 Legal Size 0 Computer Tape O Numericat Number O Other (specily)
03 Bound Book 0 Floppy Disk G Chronological
' 10. Annual A lat
J Audio Tape O Video Tape 0O Geographical nnual Accurmial g‘ File Drawer(s)
: o, . O Microfilm Real(s)
0O Other (specity) O  Other (specily) O Computer Tape(s)
Number O Other (specify)
11. File is Used ' 12. File Becomes Inactive After
a ODaily 0 Weeldy 0O Monthly O Month(s) O Year(s)
Number :
13. Current Loggtion(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
/4#. (If yes, specify agency or office)
ic 0O Yes o No
15. Access Restrictions . O Yes a No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s) '
0 WNone O State O Federal a Independent
17. is an Index Syslem Used? (I yes, explain briefly and describe 18. Recommanded Retention Lo, hu 73 . d /)
$) 1Yo il
any hadware/software T MW 5 LRKS F’u [ y B flJ 470 af% A
. Ll(\/k I rwf“l .
L(-f ey L,('H‘/"-'[\ 12 ’
O Yes O No . ]\ , ﬁ
e'b‘a‘/ V’zfsucaréfu/ Buels & ‘szm unt|
Mf' mmmmﬁ haue ben ﬁ(/ﬁ//efl
Thenr destroy -
Name and Title of Pfyparer 20. Telephone Number o . 21. Date

4-29 -4
410.884.4441 o
ﬁ% 1 ‘ . .




~
e . CLanntrim

HSLIUCTIONS = TYPE OR PRING A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. TORWARD WITH RECORDS RETENIION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLQO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20794

Page of

1. DEPARTMENTIAGENCY

2. DIVISION __—

3. UNH

DEFINITION - Records Serlos - A group of related records normally flled and used as o unit for reference as

well s retention and disposition purposes.

4. RECORD SERIES TILE .
[3)ds

5. EARLIEST YEAR / LATETEST YEAR

10 / W

6. RECORD SERIES DESCRIPVION ( Briefly describe the types of informatiovdocuments/forms found in the Series. Include the purpose or function of the Seties)

do,'mL trash /élga_ast/a«/n/mcﬁ

GS §50.4 {Revised 1/93)

 410.884.4441

7. RECORD SERIES FORMAT(E) 8. RECORD SERIES SEQUENCE 9. VOLUME
L ) O File Drawer(s)
0 Lleler Size 0 Microlilm O Alphabetical 0 Microfiim Reel (s)
D Compuler Tape (s}
O Legal Size o Computer Tape 0 Numerical G Other (Specify)
0 Bound Book - o Floppy Disk D Chronologicat Number
O Audio Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Dtawer (s)
0 Olher (Specily) o Other (Specify) O Microfilm Ree! (s)
a Compuler Tepe(s)
O Other (Specify)
Number
1. FULE ISJUSED 12. FILE BECOMES INACTIVE AFTER
o . Daily O Weekly O Monlhly O  Month(s) o Years)
Numbet
13l CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)
. Fart
‘]“;C—J O Yes O No
15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulalion{s) 16. AUDIT REQUIREMENTS
o Yés O No O None O Stale O Federal O Independent
17. 1S AN INDEX SYSTEM USED? (! yes, explain biielly and 18. RECOMMENDED RETENTION
descibe any hardware/soflware)
D Yes 0 No
) )
19. NAME AWFM 20. TELEPHOMNE NUMBER | 21. DATE
E v : N H \

S-H-04

PN




Insiructions - Type or Print a séparale form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

ez

3. Unit

. OEFINITION - RECORD SERIES - A group 60 related records normally filed and used as a unit for reference as well as retention and d'isposlttonAputposes.

4. Record Series Title Bl’d 0P€h /:/7}

5. Ea[{‘ Year/Latest Year
é to 07)2

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

Number

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume 7L5"D@
O File Drawer{s) -
0 Letter Size 0 Microfilm 0O  Alphabetical ] b ‘ ‘80 Microfilm Reel(s)
W O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical umber O Other (specily)
O Bound Book 0 Floppy Disk O Chronological '
' |
4 Audio Tape 0 Video Tape 0O Geographical 10. Annual Accumu aﬁém File Drawer(s)
\ o . O Microfim Reel(s)
O Other (specity) O Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. Filais Used » 12. File Bacomes inactive After
a Daily O Weekly QO Monthly 0O Month(s) O Year(s)

13. Curent Location(s) (Bidg.. Floor, Room)

21 ,
Plannieg o closely

14. Is Record Series Dupliwted Elsewhere?
(I yos, specify agency or office)
0O Yes O No

15. Access Rastrictions 0 Yes

. a No
(I Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

O None '

Name w of B

DGS 550-4 {Hev. 1793)

410.884.4441

71704

0 State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes a No
| 20. Telephone Number 21. Date

— - — e s~




PN
-~

e oS
i1 <
%

Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OoF ___

JepartmenVAgency

2. Division

7/77

3. Unit

| W@G-mm/ |

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and d_isposlﬂon‘purposes.

4. Record Serigs Title
I%rsm w/ -

Employes Handbook—

5. E7r9lie to Y?:lms_yea:

6. Racord Serias Description (Briefly dascribe the types of informationn/documents/forms found in the series. Include the purpase or function of the serles.

Number

7. Record Series Format(s) 8. Racord Serles Sequence 9. Volume
O File Drawer(s) -
O Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
' QO Computer Tape(s)
0O Legal Size 0O Computer Tape 0O Numerical Number O Other (specify)
0O Bound Book O Floppy Disk O Chronological -
1 Audio Tape O Video Tape O  Geographical 10- Annual Accumulaian o Drawer(s)
’ L, i O Microfilm Reel(s)
00 Other (specify) Q Other (specify) ‘0 Computer Tape(s)
Number 0O OCther (specily)
11. File is Used » 12. File Becomes Inactive After
3 Daily D Weekly O Monthly O Month(s) 0O Year(s)

13. Current Locgtion(s)

{Bidg., Floor, Room)

a "‘LMC_
clest_

14. Is Record Series Dupliwted Elsewhere?

(If yes, specify agency or office)

any hadware/software

O Yes 0O No

O Yes O No
15. Access Rastrictions . 0O Yes a No 16. Audit Requirements
{1 Yes, cite Law(s) & Begulation(s) .
a None a State 0 Federal a Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention

_ Retain until updated or
superceded, then destroy

Nama Ed ?f-(le %M _

S——
DGS 550-4 (Rev. 1/33)

20. Telephone Number

410.884.4441

21. Date

vi - d2-0Y

—

-




7 .-

Instructions - Type or Print a séparato form for each
new of revised record series. forward with Record
Retention Schedula (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenVAgency

2. Division

Y

3. Unit

| /D€/6 0 /Me/

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for refarence as well as retention and d_isposlﬂon'purposes.

4. Record Series Titla

ersonnel policies
& HIA- T § Syhed Wdyze Jﬂd’

5. Earliest Year/Latest Year
to S

6. Record Series Description (Briefly describe the types of Inlonnauonn/dqcuments/fonns found in the series. Include the purpose or function of the series.

Persannel poji

“s ‘chmya,

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
a File Drawer(s) -
O Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s) -
O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specify)
0 Bound Book O Floppy Disk O Chronological
. . ’ . 10. Annual Accumulation
§ Audio Tape 0 Video Tape O Geographical Q File Orawer(s)
X o , O Microfilm Reel(s)
0O Cther (specify) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used - 12. File Becomes Inactive After
QO Daily 0O Weoldy Q Monthly - 3 Month(s) 0O Year(s)
Number :
13. Cur(ent Locatlon(s) {Bldg.. Floor, Room) | 14. Is Record Series Duplimled Elsewhere?
q Yy (It yes, spacify agency or office)
& ¢O Mn 7 Q VYes O No
15. Access Restrictions . O Yes O No 16. Audit Requirements
(I Yes. cite Law(s) & Begulation(s) ,
a None O State 0O Federal 0 Independent
17. Is an index System Used? (It yes, explain briefly and describe 18. Recommended Retention
any hadware/software
0O Yes 0O No
Name and Tltle of Prpgarer 20. Telephone Number 21, Date

410.884.4441 o

7-(97—07




.l

Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
"RECORDS MANAGEMENT DIVISION : :

PAGE OF

Jepartment/Agency

2. Division

T

?. Unit /% ’ M .

" DEFINITION - RECORD SERIES - A group 6! refated records normally filed and used as a unit for reference as well as retention and d_isposmon'purposes.

4 Rocord Seres Tile o7, o oyee %///\:#_ Ghailiﬁ

5. Earliest Year. tesyear
1943 E_‘?

6. Record Series Description (Briafly describe the types of informationnvdocuments/forms found in the seres. Include the purpose or function of the series.

Number

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
D File Drawar(s) -
O Letter Size 0 Microfilm O Alphabetical a Microfilm Reel(s)
O Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number O Other (specity)
0 Bound Book O Floppy Disk 3 Chronological .
' . lati
) Audio Tape O Video Tape O Geographical 10- Annual AccumulatEn o Drawsr(e)
X - , O Microfim Reel(s)
0 Other (specity) O Other (specify) O Computer Tape(s)
Number O Other (specify)
1. File is Used 12, Fils Bocomes Inactive After
a Daily 0 Weekly 0 Monthly O Month(s) QO Year(s)

13. Current Locgtion(s)
2% e
bl

{Bidg.. Floor, Room)

O Yes

14. Is Record Series Duplicated Elsewhere?
(I yes, specify agency or offico)

O No

15, Access Restrictions

O Yes a No

(It Yes. cite Law(s) & Be-gulation(s)

O None .

16.  Audit Requirements

O State Q Federal O Independent

0O Yes

0O No

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

18. Recommendod Retention

o

Name and Tille of Pigparer

20. Telephone Number

DGS 550-4 (Rev. 1753)

~ 410.884.4441

21. Date

Y-23 -0y




. e . anToimnTIITs

INSTRUCHIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENIION

REVISED RECORD SERIES.
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
-P.0. BOX 275 - JESSUP, MARYLAND 20794

Page of

1. DEPARTMENT/AGENCY

2

DIVISION

M

:_L uNIT ﬂ@fﬁwu‘é

DEFINITION - Records Sertes - A group of related tecords normally filed and used as ¢ unit for reference as

well a8 retention and disposition purposes,

4. RECORD SERIES TITLE

§. EARLIEST YEAR | LATETEST YEAR

10 /?M//?fo

8. RECORD SERIES DESCRIPTION { Briefly describe the lypes of Information/documentsflorms found in the Series. Include the puipose or function of the Series)

7. RECORD SERIES FORMAT(S)

‘0 Lelier Size' o Microfilm

RECORD SERIES SEQUENCE

9. vowmé/i/m”"b’—bé//

a File Orawet(s)

O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
0 Legal Size o Computer Tape a0 Numerical ﬁ y O Other (Specify)
0 Bound Book o FIODDY Disk O Chionological Number
0 Audio Tape 0 Video Tape D Geographicat 10. ANNUAL ACCUMULATION
O File Orawer (s)
D Other (Specily) D Other (Specily) O Miciofitm Reel (s)
D Computer Tape(s)
a Other (Specify)
Nymber
"1, FLE IIS:USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly o Monthly O  Monh(s) O VYears)
Numbet
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency of office)
MI‘C “\T o Yes 0 No
15, ACCESS RESTRICTIONS (If yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
o] Yés 0O No 0 None D Slate 0 Federal 0 independent
17. IS AN INDEX SYSTEM USED? (il yes, explain brieflly and 18. RECOMMENDED RETENTION
describe any hatdware/soltwate)
0 Yes 0 No
patli
19. NAME AN F P, R 20. TELEPHONE NUMBER. . | 21. DATE
340 ‘/
410.884.4441 -

0GS $50.4 (Revised 1193} g




Instructions - Type or Print a separate form for each

-t

new or revised record series. forward with Record
Retantion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
"RECORDS MANAGEMENT DIVISION : :

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794 . PAGE __ OF

Jepartment/Agency

2. Divislon 3. Unit

Ty - | ?%0/74%

. DEFINITION - RECORD SERIES - A group of rolated records normally filed and used as a unit for refarence as well as retention and disposition purposes.

. )75/ /) e . . .
4. Record Series Title 7(/4 ) J/é 00/(/ . §. Earliest Ye:r/l.atesl Years
Taw %ﬁi DR Reronne Policres | BLOAL

6. Record Serias Description (Briefly describe the types of informationn/documents/forms found in the serles. include the purpose or function of the series.

T-9  handh ool from
M/)/

Wﬁw /)iﬂf, {Lor}’(%

Hrett (for hdoho)

Habie Jnciudes aha/?@ r Arafs.

Neet 1o cpdake!

7. Record Series Formalt(s) 8. Racord Series Sequence ’ : 9. Volume
0O File Drawer(s) -
0O Letter Size 0 Microfilm 0 Alphabetical _ 0 Microfilm Reel(s) -
' — O Computer Tape(s)
O Legal Size O Computer Tape Numerical Number O Other (specily)
0O Bound Book Q Floppy Disk O Chronological
’ . al lati
1 Audio Tape 0O Video Tape QO Geographical 10. Annual Accumula an Filo Drawer(s)
X o i 0O Microfilm Reel(s)
O Other (speqlfy) a Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Usad - 12. File Becomes Inactive After
a Daily 0 Weeldy O Monthly O Month(s) QO Year(s)
Number :
13. Current Locahon(s) {Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
Q"d (If yes, specify agency or office)
74 4/1? OV O Yes O No
15. Access Rastrictions . 0O Yes g No 16. Audit Requirements
(If Yes, cite Law(s) & Begulation(s) . '
' 0 None O State O Federal O Independent

17. Is an index System Used? (!t yos, explain briefly and describe 18. Recommended Retention

any hadware/software

0O Yes O No

av,

20. Telephone Number ) 21. Date

H-27- 04
410.884.4441 |




At et e

. . . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each 'RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 - PAGE __ OF ___
JepartmenVAgency 2. Division 3. Unit

T4 | | P&femm{

' DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and (_l_isposlUOn’putposes.

T gl Rudet Rgalatna © | R

6. Record Sarias Description (Briefly describe the types of informationn/documents/forms found In the saries. Include the purpose ar function of the saries.

(oo rplogee habl)

7. Record Saries Format(s) 8. Racord Series Sequence 9. Volume M bindy b”?‘
Q File Drawer(s)
O Letter Size O Microfilm O Alphabetical ‘ \bfﬂd—ﬂ/ O Microfilm Reel{s) -
' . ' Bt S O Computer Tape(s)
O Legal Size 01 Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological '
’ . lati
) Audio Tape 0 Video Tape O Geographical 10. Annual Accumulaton Orawer(s)
: o \ O Microfilm Reel{s)
0 Other ({specity) Q Other (specify) O Computer Tape(s)
Number O Other (spacily)
11. File is Used . 12. File Becomes'Inactive After
g Daily O Weekly O Monthly - O Month(s) O Year(s)
Number
13. Currez} Locgtion(s) (Bldg.. Floor, Room) 14. |s Record Series Dupliwted Elsewhere?
A . _ (It yes, spacify agency or office)
//d’?dl’ ., 8 Yes g No
15. Access Restrictions . 0O Yes a No 16. Audit Requirements
(I Yes, cite Law(s) & Begulation(s) , '
a None a State O Federal O Independent
\J7. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
\ any hadware/software
O Yes O No
Name and Title of Preparer 20. Telephone Number ) | 21. Date

410.884.4441 | Y -28-04

DGS 550-4 (Rev. 11957

|




Retention Schedule (DGS 550-1)

Istructions - Type or Print a séparata form for each
new or revised record series. forward with Record

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

AGENCY RECORDS INVENTORY

PAGE OoF ____

Jepartment/Agency

2. Division

7

3. Unit

| P ersonge/

- DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and d_isposlﬁon'purposes.

4 R .
e ned -

rd: Series Tille- k/Ob .D—(,SC/’//OﬁWJ

to

5. Earliest Year/Latest Yoar
22004

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
D Letter Size 0O Microfilm O Alphabetical O Microfilm Reel(s) -
' 0O Computer Tape(s)
0O Legal Size 0 Computer Tape O Numerical Number Q Other (spacify)
O Bound Book O Floppy Disk O Chronological :
) 10. Annual Accumulation
1 Audio Tape O Video Tape D  Geographical n O File Drawer(s)
, o . 0O Microfilm Reel(s)
O Other (specily) Q0 Other (specify) 01 Computer Tape(s)
Number QO Other (specify)
1. File is Used 12, File Becomes Inactive After
a Oaily 0O Weeklly O Monthly —_— O Month(s) 0O Year(s)
Number :
13. Cuﬁr[enl Location(s) (Bidg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
N . (it yes, specify agency or office)
Lﬂﬂ/)/ﬁ' roow_ O VYes O No
15. Access Rastrictions . 0O Yes 0 No 16. Audit Requirements
(I Yes, cite Law(s) & Begulation(s) .
O None a State O Federal O indepandent
17. Is an Index System Used? (1l yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O Ne Retain until updated or
superceded, then destroy

Namﬁj’fille ol!gr;bar;r ; ;__

~20. Telephone Number

410.884.4441

DGS 5504 {Rev. 1793)

21. Date

4770 y




-

B
“ox

Retention Schedule (DGS 550-1)

lhsttuctions - Type or Print a separate form for each
new or revised record series. forward with Record

'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

PAGE ____ OF

JepartmenVAgency

2. Division

Y

.3. Unit 70% m M’( ’

» DEFINITION - RECORD SERIES - A group bl related records normally filed and used as a unit for reference as well as retention and d_isposl\)on‘purposes.

4. Record Series Tllle

/”4,5“3 nael -

6’7\/)/% JOb Aﬁfél"/ﬂﬁ%(

5. Earlue t ZearlLatest Year

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the serlas. Include the purpose or function of the series.

)
i
|
1
|

7. Record Series Format(s) 8. Racord Series Sequance 9. Volume
0O File Drawer(s)
0 Letter Size O Microfilm Alphabetical O Microfilm Reel(s) -
—_— O Computer Tape(s)
O Legal Size O Computer Tape O Numericat Number O Other (spacily)
0 Bound Book ~ O Floppy Disk O Chronological
' 0. Annual A ulat
1 Audio Tape O Video Tape O Geographical A A e Dravwar(s)
X . . O Microfilm Reel(s)
0 Other (specify) Q Other (specity) O Computer Tape(s)
Number O Other (specify)
11. File is Used - 12. File Becomes, Inactive After
a Daily 0 Weekly O Monthly a Month(s) Q Year(s)
Number
13. Current Location(s) {Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(I yes, specify agency or office)
Adesq_ O Yes O No
15. Access Rastrictions . 4 Yes a No 16. Audit Requirements
(Il Yes, cite Law(s) & Begulation(s) .
' O None O State O Federal O Independent
17. Is an Index System Used? (Il yos, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of arer T 20. Telephone Number A . 21. Date
. " ! // - 99 -0 47/
. )é% | 410.884.4441 ! A
DGS 550-4 (Rev. 1/93)




- F

-

" Instiuctions - Type or Print a separate form for each
new or revised record series. forward with Record

Retention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES

"RECORDS MA|

7275 WATERLOQO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

NAGEMENT DIVISION

AGENCY RECORDS INVENTORY

PAGE ____

OF

JepartmenV/Agency

2. Division

T

3. Unit

/7

' DEFINITION - RECORD SERIES - A group bl related records normally filed and used as a unit for relerence as well as retention and QisposIUon'purposas.

4. Record Serigs Title ;}'Z) ﬁ' _ ﬁ7776/1 AN LJ / %7.5 y; 6/. // fres H‘C/,L 5. E;rli%sl Y::%L;oar

6. Record Series Description (Briefly dascribe the types of informationn/documents/forms found In the series.

/4,

g,gnuf,{,/ /VVD s

Include the purpose or function of the series.

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume 79 Le foldee
g/ O File Drawer(s) '
etter Size Q Microfilm Alphabaticat O Microfilm Reel(s)
' / 0 Computer Tape(s)
0O Legal Size 0 Computer Tape O Numerical Number 0O Other (specily)
0 Bound Book O Floppy Disk O Chronological
1 Audio Tape 0O Video Tape 0O Geographical 10. Annual Accumulaﬂsn File Drawer(s)
: . . O Microfilm Reel(s)
0O Other {specily) O Other (specity) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used » 12. File Becomes Inactive After
a Daily 0 Weekly O Monthly a Month(s) a Year(s)

Number

13. Current Loc?tion(s)
and

(Bldg., Floor, Room)

14. Is Record Series Duplimted Elsewhere?
(\f yes, specify agency or office)
Q Yes a No

15, Access Restrictions .3 Yes
(I Yes. cite Law(s) & Begulation(s)

a No

16. Audit Requirements

(] Nona. 0 State 0 Federal

O Independent

17. is an Index System.Usod? (it yes, explain briefly and describe

any hadware/software

O Yes 0 No

18. Recommended Retention

Retain until updated or
superceded, then destroy

Name and Title of Prgparer

20. Telephone Number

410.884.4441

21. Date

i3 7-04f




S
INSTRUGTIONS - 1YPE OR PRINT A SEPARATE FORM F-OR EACH NEW
REVISED RECORD SERIES. [ORWARD WiTH RECORDS RETENIION
SCHEDULE (DGS 550-1)

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

AGENCY RECORDS INVENTORY

Page ot

1. DEPARTMENTIAGENCY

2. DIVISION

3. UNiY

DEFINITION - Records Serlos - A group of related tecords normally filed and used se & unit for refersnce ae

4. RECORD SERIES TITLE %}I’YIMCM b’]W//;‘/?‘\‘-’J Y ’_7/—77’&_&:_

well as retention and disposition purposes.
§. EARLIEST YEAR / LATETEST YEAR

952~

10

0.0 Govt Faciitres Trawoitroitlan =+ ZW% ity

8. RECORD SERIES DESCRIPVION ( Briefly describe the lypes of Information/documents/forms found in the Series. Include the putpose or funclion of the Seties)

Numbet

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. O File Orawet(s)
O Lelter Size O Microlilm O Alphabetical D Microfilm Reet (s)
0 Computer Tape (s)
O Legal Size a Computer lape o Numesical a Other (Specily)
0 Bound Book a Floppy Disk o Chronological Number
0 Audio Tape O Video Tape D Geographical 10. ANNUAL ACCUMULATION
a File Orawer (s}
U Other (Specily) O Other (Specily) D Microfiim Reel (s)
O Compuler Tape(s)
Qa Other (Specify)
Number
11. FILE I5.UEED .| 12. FILE BECOMES INACYIVE AFTER
o Daily O Weekly o .Manlhly o  Month(s) o Year(é)

-

3. CURRENY LOCATION(S) {Bldg., Floor, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specily agency or office)

19. NAME Az NltE 0 PARER

1GS 5.4 {Revised 1793)

. 410.884.4441

O Yes O No
15. ACCESS RESTRICTIONS (i yes. cile law(s) & regufalion(s) 16. AUDIT REQUIREMENTS
O Yes o No o None o State O Federal O Independent
17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardwarelsoflwate)
O Yes 0 No
20. TELEPHONE NUMBER 21. DATE

- 4-a7-o¥




instructions - Type or Print a separate form for each
new or revised record series. forward with Record

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Retention Schedule (DGS 550-1)

JESSUP, MARYLAND 20794.

P.O. BOX 275
PAGE ____ OF

JepartmenVAgency 2. Division

Wz

3. Unit

| Fersonne/

» DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for refarence as well as retention and ;ﬁsposmon'putposes.

4. Record Series Tille

Dorsonnel : Ljorkers Corp . Claim

5. Ejrliest Year/Latest Year

to 2203

6. Record Series Description {Briefly describe the types of informationnvdocuments/forms found In the series. Include the purpose or function of the serles.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
T~ O File Drawer(s)
0 Letter Size O Microfilm O Alphabetical 0O Microfilm Reel(s)
. 0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number 0O Other (specily)
0 Bound Book O Fioppy Disk O Chronological :
' . lati
1 Audio Tape 0 Video Tape O Geographical 10. Annual Accumula Sn File Drawar(s)
) e . 0 Microfiim Reel(s)
0 Other (specify) O Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used A 12. File Becomes lnactive After
0O Daily O Weekly O Monthly O Month(s) 0O Year(s)

Number

13. Current Locgtion(s)
SN

ﬂh/’)ﬂ/ﬁ sy

{Bldg., Floor, Room)

14. Is Record Series Dupliwted Elsewhere?
(If yes, specify agency or office)
O Yes 0O No

15, Access Restrictions O Yes

. a No
{1t Yes, cita Law(s) & Begulation(s)

Audit Requirements

0O WNone 0O State

O Federal O Independent

17. Is an index System Used? (If yes, explain briefly and describe
any hadware/software

0O Yes D No

18. Recommended Retention

s uss vy

. waawan

- Retain notice of claim with no

| further action for 5'Y following the
year to which they relate, thefn .
destroy. Retain notice of claim with

lawsuit filed for 5 Y after settled, deﬂy(/

AU

Nama and Title of Preparer

T

DGS 550-4 {Rev. 1/93)

| 20. Telaphone Number

410.884.4441

21. Date

| 270

———




INSTRUCTIONS - 1YPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENY OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) . 7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page of
1. DEPARTMENT/AGENCY ’ 2. DIVISION 3. UNIT
Twn [Mér
'

DEFINITION - Records Serles - A group of related tecords normally filed and used as a unit for refetence as woll as retention and disposiion purposes,

4. RECORD SERIES TITLE

’ . . 5. EARLIEST YEAR / LATETEST YEAR
mml Clams 7.
‘ 10 y

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentsiforms found in the Series. Include the purpose of function of the Series)

( MEBALAL [ rsuars Caiins)

7. RECORD SERIEB FORMAT(S) 8. RECORD SERIES SEQUENCE 4 9. VOLUME
' O File Drawer(s)
a Leller Size o Microfilm O Alphabetical O Microfilm Reet (s)
D Computet Tape (s) -
O Legal Size 0 Computer lape O Numerical ' O Other (Specify)
D Bound Book @ Floppy Disk D Chionological , Number
0 Audio Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
. 0 File Orawer (s)
OOher (Specity) O Other (Specify) . © O Microfilm Reel (s)
a Compuler Tape(s)
0 Other {Specify)
: >_ Number
11, FILE I5. USED : | 12. FILE BECOMES INACTIVE AFTER
o Daily 0 Weekly O Monthly R 0 Monih(s) o Year(S)
) Numbet :

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

Qe J

-

4, 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes, specily agency or office)

0 Yes . 0 No

-
-

5. ACCESS RESTRICTIONS (If yes, cile law(s) 8 regulation(s) 6. AUDIT REQUIREMENTS

0 Yés 0 No 0O None D State O Federal O independent

-

7. 1S AN INDEX SYSTEM USED? (f yes, explain biiefly and | 18. RECOMMENDED RETENTION ~ Retain notice of claim with no

descube any hardwarelsoftware) ! further action for 5 Y following the
_year to which they relate, then
. destroy. Retain notice of claim with

- lawsuit filed for 5 Y after settled, thesn du
B -
19. NAME AND/JIILE OF PREPAR 20. TELEPHONE NUMBER | 21. oate
. P J-yo4

O Yes 0 No

0GS 550.4 {Revised 493) 1410.884.4441 I




new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each

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

AGENCY RECORDS INVENTORY

PAGE ____ OF

JepartmanVAgency

2. Division

™

3. Unit

' DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and gﬁsposmon‘purposos.

4. Record Series Tille Ben ch b estr mﬁbn , 8_/. J loe I)

5. Earliest Year/Latest Ye.
to ?Q‘fr

6. Record Series Description (Briafly describe the types of informationn/documents/forms found in the seties. Include the purpose or function of the series.

(fwm}lz - Malidous oledtnictn 8f Tropety.

7. Record Series Format(s)

Number

8. Record Series Sequence 9, Volume
O File Drawer(s) -
0O Letter Size D Microfilm O Alphabetical O Microfilm Reel(s) -
D Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number a Other (spedm
0 Bound Book O Floppy Disk O Chronological -
' . Annual Accumulation
} Audio Tape O Video Tape 00 Geographical 10. Annut mu a; File Drawer(s)
. o . O Microfilm Reel(s)
0 Other (specify) QO Other (specify) a Computer'Tape(s)
Number [0 Other (specify)
11. File is Used ‘ 12. File Becomes Inactive After
a Daily 0 Weeldy O Monthly O Month(s) O Year(s)

13. Current Loc\gtion(s)

(Bldg., Floor, Room)

C

14. Is Record Series Dupliéted Elsewhere?
{it yes, spacify agency or office)
0O Yes O No

5. Accoss Restrictions 0 Yes

. 0O No
(It Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

O None Q State Q1 Federal O independent

any hadware/software

0O Yes 0D No

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Retention .
Retam adwdialed case for 1eh (1)
after closd, then desroy.
Retain oll othes cases forfive (5) Yeors after
Case +’76/4 défﬁ‘d}/: :

)/car 5

Name agg Title 0%
____

OGS 550-4 (Rev. 1793)

20. Telephone Number

410.884.4441

21. Date

7404

- —————




- _ ) DEPARTMENT OF GENERAL SERVICES
Instructions - Type or Print a separate lorm for each 'RECORDS MANAGEMENT DIVISION
new or ravised record series, forward with Record 7275 WATERLOO ROAD
Retontion Schedule (DGS 550-1) P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ____ OF

Jepartment/Agency 2. Division

2z

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refarence as well as retention and disposluon‘purposes.

4. Record Serigs Tille G ; é & TV

5. Earliest Year/Latest Year

L0 2902
6. Racord Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or tunction of the series.
(',m?/mcf’ fregdsttion. binders
//;7
Propusa,
aduvetas 145 J1OP il
¥
7. Record Searies Formal(s) 8. Record Series Sequence 9. Volume
l/ et O File Drawer(s) '
ErCotter Size O Microfim O Alphabetical d i O Microfilm Reel(s) -
O Computer Tape(s)
0 Legal Size 0 Computer Tape O Numerical “Number a Other (specity)
0 Bound Book O Floppy Disk O Chronological )
" . ) } 10. Annual Accumulation
1 Audio Tape 0 Video Tape 00 Geographical O File Drawer(s)
X L . O Microfilm Reel(s)
0O Other (specity) O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used A 12. File Bacomes inactive After
0O Daily 0 Weeldy O Monthly O Month(s) a VYear(s)
Number '
13. Current Locatnon(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
A (It yes, spacify agency or office)
o MC - 0 Yes O No
4Hv |
15. Access Rastriclions O Yes O No 16. Audit Requirements
{f Yos. cite Law(s) & Begulation(s) A ‘
O None O State 0 Federal 0 Independent

17. Is an Index System Used? (11 yes, explain briefly and describe 18.
any hadware/software

O VYes 0O No

Recommended Retention

Aetan forfouwr () years after
&mfma‘ e\c/){mh&q, Fhen dm‘w/

Name and Title of Preparer l 20. Telephone Number

— /6% 410.884.4441

DGE 5502 (Hev 193] ' ) e

21. Date

b _23 -0




1

- - o ] DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each "RECORDS MANAGEMENT DIVISION ' :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 . PAGE_ OF ___
Jepartment/Agency 2. Division 3. Unit

' DEFINITION - RECORD SERIES -'A group 6! ralated records normally filed and used as a unit for reference as well as retention and d'isposlﬂon‘purposas.

4. Record Series Title 2 é /{/ rated o | 5. E7593LY¢::r/L7tisé Xsar

6. Record Series Dascription (Briefly describe the types of informationrvdocuments/forms found in the series. Include the purpose or function of the series.

Com’(s
o r\eg«laﬂm 2 m"‘d’/

7. Record Series Format(s) 8. Record Series Sequence ’ : 9. Volume bl/?l/# bdy
Q File Drawer(s)
0 Letter Size O Microfilm Q Alphabstical O Microfilm Reel(s)
’ O Computer Tape(s)
0O Legal Size O Computer Tape O Numerical , Number 0O Cther (specily)
0 Bound Book 0O Floppy Disk 0O Chronological ‘
. al lati
1 Audio Tape O Video Tape O Geographical 10- Annual Accumulaton e Drawer(s)
X Co . O Microfilm Reel(s)
0O Other (specily) QO Other (specity) O Computer Tape(s)
Number 00 Other (specify)
11. File is Used ' 12. File Becomes inactive Alter
O Daily 0 Waekly O Monthly - 0 Month(s) O Yoar(s)
Number :
13 Curten( Locahon(s) {Bidg., Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
N4 p all/Lm, (It yos, spacify agency or office)
”))‘tz O Yes 0O No
/D .
15. Access Rastrictions . 0O Yes O No 16. Audit Requirements
{It Yes. cite Law(s) & Begulation(s) . '
O None 0O State 0O Federal O independent
17. Is an Index System Used? (I yes, explain briefly and describe 18. Recommended Retantion
any hadware/software
O Yes D No
Name and Title of Proparer 20. Telephone Number ) 21. Date
410.884.44 /71102?’07
.884.4441
L___ .
DGS 550-4 iR v. 1793) '




T

Insteuctions - Type or Print a séparate form for each
new or revised record serias, forward with Record
Retention Schedule (DGS 550-1)

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE ___. OF

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
"RECORDS MANAGEMENT DIVISION : :

JepartmenVAgency

2. Division

Rz

3. Unit

' DEFINITION - RECORD SERIES - A group bl related records normally filed and used as a unit for reference as well as retention and cﬁsposlﬂon' purposes.

4, Record Setigs Title

Gud Lgets

5. Earliest Year/Latest Year

F‘f [7%?7!0'_%{4200 2~ O'f

6. Record Series Description (Briefly describe the types of informationrdocuments/lorms found in the series. Include the purpose or function of the serles.

Qa/ﬂ/}a( Impprovenmenf - 2000-’0/ —> 004-05~

Number

7. Record Series Format(s) 8. Record Series Sequence : 9. Volume
O Flle Drawer(s)
O Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
—_— 0O Computer Tape(s)
0O Legat Size 0 Computer Tape O Numerical Number O Other (specily)
O Bound Book O Floppy Disk a Chronological A
. Annual A lati
1 Audio Tape O Video Tape O  Geographical 10- Annual Aocumu iAo o Drawer(s)
X . . 0O Microfilm Reel(s)
O Other (specily) O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used - 12. File Becomes Inactive After \
a Daily 0 Weekly O Monthly O Month(s) 0O Year(s)

13. Current Loc?tion(s)

(Bldg., Floor, Room)

14. s Record Series Dupliwted Elsewhere?

9314 MC (i yes, specify agency or office)
' a Yes g No
ADL
15, Access Restrictions . O Yes 16.  Audit Requirements
(1 Yes, cite Law(s) & Begulation(s) '
O None QO State O Federal O Independent

0O Yes -

0O No

17. Is an Index System Used? (I yes, explain briefly and describa
any hadware/software

18. Raocom™andnad Datantian

« Retain 3 years, then destroy

Name and Tille of Preparer

20. Telephone Number

j' 410.884.4441




- A - v

Instruciions - Type or Print a séparale form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ___ OF

Jepartment/Agency 2. Division

4

3. Unit

| DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for referance as wall as retention and disposlﬂon'putposes‘

:.1. Record Series Title 5 wd j ot

§. Earliest Year/Latest Year
Aog 2~ to 200 ‘{

6. Record Series Description (Briefly describe the types of informationn/documants/forms found In the serles. include the purpose or function of the series.!

A compne. budset Fy 03-04
02.-0%
Linawdided_ 1T, rept 03

7. Record Series Format(s) 8. Record Seriss Sequence 9. Volume .
O File Drawer(s) -
0O Letter Size 0 Microfilm 0O Alphabetical ‘0 Microfilm Reel(s)
' - {0 Computer Tape(s)
0 Legal Size 0 Computer Tape O Numerical Number a Other (specitj)
0 Bound Book O Floppy Disk O Chronological
' 10. Annual Accumulation
1 Audio Tape O Video Tape O  Geographical o O File Drawer(s)
: o, . O Microfilm Reel(s)
0 Other (specity) Q Other (specify) O Computer Tape(s)
Number O Other (spacify)
11. File is Used » 12. File Becomes Inactive After
O Daily 0 Weeldy 0O Monthly O Month(s) 0O Year(s)

Numbar

13. Current Locanon(s)

a1l 7‘),«(

(Bidg., Floor, Room)

14. Is Record Series Dupliwted Elsewhere?
(It yes, specify agency or office)
O Yes a No

15. Access Raestrictions O Yes

. O No
(I Yes. cite Law(s) & Begulation(s)

16. Audit Requirements

0O None -

a State 0O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and dascribe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Tltle of Preparer 20. Telephone Number 21. Date

410.884.4441

‘/’J/'a/-




L arE— v

new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

Instructions - Type or Print a séparale form for each

OEPARTMENT OF GENERAL SERVICES
'"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenVAgency

JESSUP, MARYLAND 20794
2. Division

=z

3. Unit

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and d_isposltlon‘pmposes.

4 Record S.eries Title a‘gz n (9 SL/A/ ed A /]OL{/{,/ C

i

5. Earliest Year/Latest Year
o

6. Record Sertes Description (Briefly describe the types of Inlonnaﬁonnldqwmahmo series. Include the purpose or function of the series.

m)

410.884.4441 —

7. Record Series Format(s) 8. Racord Series Sequence 9. Voume Dwas”
O File Drawer(s) -
O Letter Size O Microfilm O Alphabetical } O Microfilm Reel(s)
' O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Other (specify)
0O Bound Book O Floppy Disk O Chronological
' 10. Annual Accumulation
J Audio Tape 0 Video Tape 00 Geographical o O File Drawer(s)
: ., . 0O Microfiim Reel(s)
a Other (spacity) Q Other (specity) O Computer Tape(s)
Number O Other (specily)
11. File is Usod 12, File Becomes Inactiva After
O Daily a Weeldy O Monthly O Month(s) 0O Year(s)
Number
13. Curren Locgtion(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(it yes, specify agency or office)
P//lﬂ/)//j?/‘ﬂ’\ g Yes O No
15. Access Restrictions . a No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s) .
' O None Q State O Federal O independent
17. Is an index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software :
O Yes (w]
Name and Tllle of Preparer 2. Telephone Number 21. Date

o-27-04




. .y

Instructions - Type or Print a sbparate form for each
hew or revised record series, forward with Record
Retention Schedule (DGS 550-1)

7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

PAGE __._ OF

JepartmenVAgency

2. Division

TM

3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for refarence as well as retention and cﬁsposlﬂon‘pwposes.

4. Record Series Title ~ '/~

~

’4550“4*"’“"’ M CCM4 o /L//+00un17mgnaﬁcmm-ﬁ$m (995

5. Earliest Year/Latest Year

o=

6. Record Series Description (Briefly describe the types of informationrvdocuments/forms found in the serles. Include the purpose or tunction of the series.

Financiads
Drse bacdk @
Annand Medsuirs M/ﬂ‘

MNinuies v W

Corres.

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume
O File Drawer(s)
0O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
' 0 Computer Tape(s)
O Lega! Size 0O Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological
. . ’ . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Orawer(s)
) e , O Microfilm Reel(s)
@ Other (specity) QO Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used . 12. File Becomes Inactive After
a Daily O Weekly O Monthly O Month(s) O Year(s)
' Number
13. Current Locatlon(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
Qﬂc/ /MQ’ (It yes, spacify agency or offica)
O Yes O No
Y/
15, Access Restrictions . 0 Yes O No 16.  Audit Requirements
(I Yes. cite Law(s) & Begutation(s)
O None 0O Federal O Independent
17. Is an Index System Used? (!t yes, explain briefly and describe 18. Recommended Retention
any hadware/software Screen annually. Destroy material having no
. further fiscal, legal or operational value. Retain
O Yes O No penmanently any material that serves to
document the origin, development and
. accomplishments of the departinent. Transfer
periodically to the MD State Archives

Name and Tnle of Preparer

20. Telephone Number

410.884.4441

21. Date

et




,Instiuctions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ____ OF

. Jepartment/Agency

2. Division

W

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filad and used as a unit for reference as well as retention and disposition purposes

4. Record Series Tille

ﬂg nS f/M/ML/

Yeam/ear

6. Record Seties Description (Briefly describe the types of Informationn/documents/forms found in the series

Conwention A som vesenitond

Hwavals

s

. Include the purpose or function of the series.

7. Record Series Format(s)

8. Racord Series Sequence 9. Volume
' O File Drawer(s)
0 Letter Size O Microfilm 0O Aiphabetical O Microfilm Reel(s)
O Computer Tape(s)
O Legal Size 0O Computer Tape 0 Numerical Number O Other (spacity)
0 Bound Book O Floppy Disk QO Chronological
. Annual A lati
) Audio Tape O Video Tape O  Geographical 10. Annual Accumuia O Fie Drawer(s)
o, , O Microfilm Reel(s)
@ Other (specify) Q Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used 12. File Becomes Inactive After
O Daily 0 Weekly O Monthly O Month(s) 0 Year(s)

Number

13. Current Location(s)

Ge-J

(Bldg.. Floar, Room)

0O VYes

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
O No

15, Access Restrictions O Yes

. O No
(It Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

a None

a State 0O Federal O Independent
17. Is an Index System Used? (!f yes, explain briefly and describe 18. Recommended Retention
any hadware/software
-
0O Yes O No
Name and Tllle of Preparer 20. Telephone Number 21. Date

- 410.884.4441

F5-0f




. o e eeerETIARINIIITE

INSTRUCTIONS - TYP'E OR PIUNT A SEPARATE EORM FOR EACH NEW
REVISED RECORD SERIES, TORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page ot

1. DEPARTMENTIAGENCY

2. DIVISION M

3. UNIT

DEFINITION - Records Serlos - A group of related records normally filed snd used ae & unit for reference s

well 33 ratention and disposition purposes.

4. RECORD SERIES TTLE '
mmL }/)q—geﬁ‘:j:;&cizﬁw

=

5. EARLIEST YEAR / LATETEST YEAR

1983 1o /99¢

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documenisilorms found in the Series. Include the purpose of funclion of the Series)

rrxeeh‘/?o
SWM% y,

promentumt Pt Lpilaga raimmng”

NGS §50-4 {Revised 1/9])

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawet(s)
o Lelter Size o Microfilm D Alphabelical 0 Microfilm Reel (s)
O Compuler Tape (s)
O Legal Size o Computer lape o Numerical G Other (Specily)
0 Bound Book : o Floppy Disk O Chionologica! Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
U Other (Specily) a Other (Specify) O Microlilm Reel {s)
] O Compuler Tepe(s)
O Olher (Specily)
Number
11. FILE ls.‘UsED 12. FILE BECOMES INACTIVE AFTER ]
O . Daily 0 Weekly O Monthly D Monih(s) o Years)
. : Number
13. CURRENT LOCAIION(S) (Bidg., Floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or office)
2 ml
c .
g Yes a No
15. ACCESS RESTRICTIONS {if yes. cile law(s) 8 iegulalion(s) 16. AUDIT REQUIREMENTS
0 Yés o No O None 0 Slate O Federal O Independent
17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardwarelsoftware)
D Yes 0 No
19. NAME Amor W 20. TELEPHONE NUMBER 21. DATE 5 04
s o - - \ /lf -




-

Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

Instructions - Type or Print a séparale torm tor each RECORDS MANAGEMENT DIVISION
new or revised record saries, forward with Record

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

AGENCY RECORDS INVENTORY

PAGE OF _

Jepartment/Agency

2. Division

ﬁnﬂ”gr

3. Unit

. DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and cf_lsposhlon‘purposes.

4. Record Series Tille g4 44/ WW 9‘ M{WMA/}O

5. Earliest Yearfzéis: Fear
7 ié 2 to 1

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpase or function of the series.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
0O File Drawer(s) -
D Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s) -
0 Computer Tape(s)
O Legal Size O Computer Tape 0O Numerical . Number O Other (spacify)
0 Bound Book O Floppy Disk QO Chronological '
. . ' . 10. Annual Accumulation
1 Audio Tape 0O Video Tape 1 Geographical O File Drawer(s)
) S i O Microfim Reel(s)
O Other (specity) 0O Other (specify) O Computer Tape(s)
Number O Other (spacily)
11. File is Used ' 12. File Becomes Inactive After
a Daily O Weekly O Monthly a Month(s) ~ O Yoear(s)
' Number
13. Current Location(s) {Bidg., Floor, Room) 14. |s Record Series Dupliwled Elsewhere?
(It yes, specify agency or office)
ﬁ V O Yes O No
15, Access Restrictions . 0O Yes 0 No 16. Audit Requirements
(It Yes, cite Law(s) & Begutation(s) . '
O None 0O State O Federal O Independent

any hadware/software

O Yes O No

17. s an Index System Used? (it yes, explain briefly and describe

18. Recommended Relention

Name zd T!lle %M.
|

l 20. Telephone Number

DGS 550-4 {Rev. 1733)

410.884.4441 '

21. Date

x4




+ ~

.

Instructions - Type or Print a séparate form for each
‘new of revised record series. forward with Record
Retention Schedute (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE __ _ OF _____

JepartmenV/Agency

2. Division

3. Unit

‘ DEFINITION - RECORD SERIES - A group d related records normally filed and used as a unit for refarence as well as retention and d_isposlﬂon'purposes.

4. Record Series Tile AL (* onm vent1on s
(D Munizpid Lewgud)

iost Year/Latest Year
to

5. E7l

yA

6. Rocord Series Description {Briefly describe the types of Informationn/documents/forms found in the series. Include the purpase or function of the series.

Lo el Tong— rfj/iﬁah'ﬂu = o0 resenhIens

Number

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s) -
0 Letter Size 0O Microfilm O Alphabetical O Microfilm Reel(s) -
' 0 Computer Tape(s)
Q Legal Size 0O Computer Tape O Numerical Number O Other (specily)
O Bound Book O Floppy Disk O Chronolegical ‘
) 0. A lati
J Audio Tape 0 Video Tape O Geagraphical 10. Annual Accumula Sn File Drawer(s)
X . , O Microfilm Reel(s)
0O Other (specity) O Other (specify) O Computer Tape(s)
Number O Other (specity)
11. File is Used . 12. File Becomes inactive After
a Oaily 0 Weeldy a Monthly O Month(s) 0O VYear(s)

13. Current Loc?tion(s)
n

/)imm' - Aot

{Bidg.. Floor, Room)

0O Yes

14. Is Record Series Duplicated Elsewhere?
(It yes, spacify agency or office)
O No

15, Access Restrictions 0O Yes

. O No
{11 Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

410.884.4441

0 None O State 0O Federal DO Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Preparer 20. Telephone Number 21, Date

TR70Y




Instruclions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ___ OF

JeparimenVAgency

2. Division

U

3. Unit

P&fanﬂ@/

DEFINITION - RECORD SERIES - A group of related records normally fled and used as a unit for reflerence as well as retention and c_!_isposNon‘purposes.

4. Record Serigs Title
Lersmnel -

Qm/; /aya, ackn M/egﬁfm FShect

5. Eari'gzs? Yoar/Latast Year
S to’ zi? )

6. Record Series Description (Briefly describe the types of informationr/documents/forms found in the series. Include the purpose or tunction of the series.

O INLT S volenc pydea

Number

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume
O Flle Drawer(s) -
0O Lettar Size 0 Microfilm Alphabetical O Microfilm Reel(s)
’ 00 Computer Tape(s)
0O Legal Size 0 Computer Tape 0O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk QO Chronological :
‘ . Annual A latio
1 Audio Tape 0 Video Tape O Geographical 10. Annual Accumula Dn File Drawer(s)
X - , 0O Microfilm Reel(s)
@ Other (specify) Q Other (specify) O Computer Tapels)
Number O Other (specify)
t1. File is Used ' 12. File Bacomes Inactive After
3 Daily 0 Weoldy O Monthly O Month(s) O Year(s)

13. Current Locatlon(s)
5
P annip) f o7

(Bldg.. Floor, Room)

O Yes

14. Is Record Series Dupliwted Elsewhere?
(i yas, specify agency or office)
0O No

5. Access Restrictions O Yes

. O No
(1 Yes. cite Law(s) & Begulation(s)

16. Audit Requirements

O None ' 0O State

O Federal O Independent

any hadware/software

17. Is an Index System Used? (If yes, explain briefly and dascribe

18. Recommended Relention

‘Retain for 3 years after

O Yes 0O No . A
-employee termination, then
destroy
Name apd Title of ~20. Telephone Number - 21-. Date
1&F 1ot | | 970y
410.884.4441
Jc;s-rsm-mav 1753) .




-
lee

Instructions - Type or Print a separate form for each

new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE __. OF

Jepartment/Agency

2. Division

M

3. Unit

F@t’smw[

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and disposluon‘purposes.

4, rd Senes Tlle
12 érs M?l?

> Lmpl oyee Cwalustvons

5. E/arligst Yeaf/Lates.x’Year

6. Record Series Description (Briafly describe the types of Informationn/documents/forms found in the series. Include the purpose or function of the series.

Naluttons

hemos

7. Record Saries Format(s) 8. Record Serles Sequence 9. Volume )
O File Drawer(s) -
0O Letter Size O Microfilm Alphabetical O Microfilm Rael(s)
) 0O Computer Tape(s)
0 Legal Size O Computer Tape 0O Numerical Number O Other (specily)
0O Bound Book O Floppy Disk O Chronological :
; . . 10. Annual Accumulation
J Audio Tape 0 Video Tape O Geographical O File Drawer(s)
X . . 0O Microfilm Reel{s)
0 Other (specify) O Other (specify) 0 Computer Tape(s)
Number 0O Other (specily)
11. Fila is Used - 12. File Becomes Inactive Alter
O Daily 0 Weekly 0O Monthly O Month(s) O Year(s)
Number :
13. Current Locglion(s) (Bidg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
}nd (i yes, specify agency or office)
M ¢ 2DL O Yes O No
15, Accoss Restrictions . O Yes 0 No J 16. Audit Requirements
(Il Yes. cite Law(s) & Begulation(s) r .
O None 0O State 0O Federal O independent
17. Is an Index System Used? (i1 yes, explain briefly and describe 18. Recommended Retention
any hadware/software . f
Retain for 3 years after
a  Yes D No employee termination, then
destroy
\ .

Name and Tltle of Preparar

20. Telephone Number

410.884.4441

21. Date

if-93. -0




-
-

Instructions - Type or Print a séparate form for each
new or ravised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

Y

3. Unit

PRrsonr/

. DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and disposlﬂon'purposos.

4. Record Saries Tilla

fersnad -

S. Earliest Year/Lates! Year
)

Corres,
Form s

6. Racord Saries Description (Brlefly describe the types of informationn/documents/forms found in the seres. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) -
O Letter Size 0O Microfilm O Alphabetical ‘0 Microfilm Reel(s)
O Computer Tape(s)
0O Legal Size D Computer Tape O Numerical Number 0O Other (spocily)
0 Bound Book O Floppy Disk O Chronological ‘
- . ) . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
) o , 0O Microfim Reel(s)
0 Other (specity) O Other (specily) O Computer Tape(s)
Number O Other (specily)
11. Fila is Used 12. File Becomes inactive After
a Daily 0 Weeldy O Monthly - O Month(s) 0O Year(s)
Number :
13. Current Locgtion(s) {Bldg.., Floor, Room) | 14. Is Record Series Dup\imted Elsewhere?
o?,,,( (It yas, specify agancy or office)
)0/@/7”/'7 rnn O Yes O Neo
15. Access Restrictions . O Yes a No 16.  Audit Requirements
(1 Yes, cite Law(s) & Begulation(s)
O None Q State a Federal 0 independent
17. Is an Index System Used? (Il yes, explain briefly and describe 18. Recommeanded Retention
any hadware/software
O Yes O No
Name and Tille of Préparer 20. Telephone Number 21. Date
-7/
L 410.884.4441
DGS 5504 {Rev. 1793)




o

]

Instructions - Type or Print a separate form for each
new or revised record series, forward with Recard

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE _ OF ___
Jepartment/Agency 2. Division 3. Unit
K& Personnref

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for ralarance as well as retention and qisposluon‘purposes.

4. Record Saries Titla

?versanﬂé/ 74/(6

5. Earliest Year/Latest Year
to

Sa/a:y Nfo v
timeSheets (199 5-04)
Do v alesho! st resulls  Lmployee

EValudtions 1
HPLSumes

COoMmiend ations

6. Racord Series Description (Briefly describe the types of informationn/documents/forms found in the serles. Include the purpose or function of the saries.
Notice of sala
A o ocumen’s

INCHAR  DiSCiplinary AN

WorKes Comp. /uarrj />
hentfot-mfo  piedicod 1 '
Insur, Wortess nsar fund
(rnédieal )
(1WIF cla /)r\)
Job descripliors

7. Racord Saries Format(s) 8. Racord Serles Sequence 9. Volume
O File Drawer(s)
0 Letter Size 0 Microfilm O Alphabetical O Microfilm Reel{s)
' 00 Computer Tape(s)
0 Legal Size 0O Computer Tape DO Numerical Number O Other (specity)
0 Bound Book 0 Floppy Disk 0O Chronological '
' . Jati
1 Audio Tape 0 Video Tape O Geographical 10- Annual Accumulaian e Drawer(s)
X . , O Microfilm Reel(s)
Q Other (specity) O Other (specify) O Computer Tapels) -
Number O Other (specily)
Ve
11. File is Used » 12. File Becomes Inactive Atter
a Daily O Weeldy O Monthly 0O Month(s) 0O Year(s)

Number

13. Current Location(s)
n

{Bldg.. Floor, Room)
’P’}ﬂﬂﬂlﬁ Joon ‘

ri 14. Is Record Series Duplicated Elsewhere?
(It yos, specify agency or office)

O Yes O No

1S, Access Restrictions O Yes

] O No
(If Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

0O None O State 0O Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

18. Recommended Retention

'Retain for 3 years after

- 410.884.4441

OGS 550-4 (Rev. 1/93)

O Yes O No . .
employee termination, then
destroy

\ . _
Name and Tille of Prefiarer 20. Telephone Number 21. Date

Y-a7-0f




- -

. k DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each '"RECORDS MANAGEMENT DIVISION : :
new or revised record series. forward with Record 7275 WATERLOO ROAD
Retention Schedula (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 - PAGE __ OF ___

Jepartment/Agency 2. Division

&

3. Unit

» DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and ;ﬁsposlﬂon'purposes.

4. Record Series Title P

ersonnel 1iles

Woieail

6. Racord Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Format(s) 8. Record Series Sequence : 9. Volume
O File Drawer(s) -
0 Leter Size 0 Microfilm a Alphabetical . O Microfiim Reel(s) -
' O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (spedty_)
O Bound Book D Floppy Disk O  Chronological '
) 0. A lati
§ Audio Tape O Video Tape O Geographical 10. Annual Accumula Q. Fie Orawar(s)
) o, . 0O Microfim Reel(s)
0 Other (specify) 0O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used - 12. File Bacomes Inactive After
a ODaily 0O Weekly O Monthly O Month(s) 0O Year(s)

Number

13. Cusrent Location(s) {Bidg.. ﬁoor. Room)

C

14. Is Record Series Dupliwted Elsewhere?
(It yes, specify agency or office)
O Yes O No

15. Access Restrictions . O Yes a No
(I Yes, cite Law(s) & Begulation{s)

16. Audit Requirements

a None' O State ) Federal O independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

O Yes 0 No

18. Recommended Relantion

Name and Title of arer 20. Telephone Number

410.884.4441

DGS 550-4 (Hev. 1793)

21. Date

- 7-34 -0y




- « . "

Instructions - Type or Print a separate form for each

new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0O. BOX 275
JESSUP, MARYLAND 20794

PAGE OF

Jepartment/Agency

2. Division

7

3. Unit

| PérSo nael

' DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for refarence as well as retention and d_lspositlon'purposes.

4. Record Series Tille

Jorsinted~

%p/% adverdsement-

5. Earliest Year/Latest Year

c2003 to’ éad 3

6. Record Series Description (Briefly describe the types of informationn/documents/forms found In the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume
O File Drawer(s) -
O Letter Size Q Microfilm O  Alphabetical O Microfilm Reel(s) -
- 00 Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological ‘
10. Annual A latio
1 Audio Tape D Video Tape O Geographical nnua Accumua Dn File Drawer(s)
: o, . 0 Microfilm Roeel(s)
0O Other (specity) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used ' 12. File Becomes Inactive Alter
a Daily 0O Weeldy O Monthly O Month(s) O Year(s)
Number :
13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Dupliwtod Elsewhere?
09"‘0( {if yes, specify agency or office)
p/&mm'o;j Y7L, O VYes O No
15. Accoss Restrictions . O Yes 0O No 16. Audit Requirements
{1l Yes, cite Law(s) & Begulation(s)
O None Q State 0 Federal O Independent
17. Is an Index System Used? (!t yes, explain briefly and describe 18. Recommendaed Retention
any hadware/software { '
O Yes DO No ‘ |
' Retain 3 years, then destroy
\

DGS 550-3 {(Rev. 1793)

20. Telephone Number

410.884.4441

21. Date

Y-d7-0 ¥




lnslmclior)s - Type or Printa séparate form for each
iew or revised record series, forward with Record
Retention Schedute (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ___ OF

Jepartment/Agency 2. Division

L

3. Unit

/D Crso ‘7/1&/

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and d_lsposﬂion'purposes

/@“;; ;:;';TE Hopli cation s,

resumes, inferviens, ef<

5. Earliest Year/ALatest Year
02093

’

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawet(s)
O Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
) O Computer Tapa(s)
0 Legal Size 0O Computer Tape O Numerical Number O Other (specily)
OBoundBook O Floppy Disk O Chronological ‘
’ 0. A lati
J Audio Tape 0 Video Tape O Geographical 10. Annual Accumula 8" File Drawer(s)
X . . 0O Microfim Reel(s)
0 Other (specity) QO Other (specify) O Computer Tapel(s)
Number 0O Other (specily)
11. File is Used ‘ 12. File Becomes'lnacﬁve After
a Daily O Weakly O Monthly 0O Month(s) 0O Year(s)

Number

13. Current Loc?tion(s)
I
Planning room

{Bidg.. Floor, Room)

14. Is Record Series Dupliwted Elsewhere?
(It yes, specify agency or office)
0 Yes O No

15, Access Restrictlons O Yes

: a No
{If Yes. cite Law(s) & Begulation(s)

16. Audit Requirements

O None 0O State 0O Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

0O Yes 0O No

18. Recommended Retention

‘Retain for 3 years after

employee termination, then

destroy. [f_job applicunt-unsoli erted "f”(’-rh'“d
Y‘?J'U"\ 1 (one) yeur Ffum dudt, of acfion, f'ﬁf“

20. Telephone Number

410.884.4441

21. Date

72704




- e

. N -

Insuuctions - Type or Print a separate form for each
new or ravised record series, forward with Record

Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF ____

JepartmenVAgency

2. Division

M

3 Unit % WJ

DEFINITION - RECORD SERIES - A group 6' related records normally filed and used as a unit for relerence as well as retention and disposlﬂon‘puvposos.

4. Record Series Title

dllﬂel’ ?ASW?%S

5. Eirliesg_ear/l.atesl Year
to’

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. include the purpose or function of the series.

“Town Manager ( /%T)

7. Record.Series Format(s) 8. Record Series Sequence 9. Volume
0 File Drawer(s)
Letter Size a Microfitm O Alphabetical _ O Microfilm Reel(s)
0O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specily)
0O Bound 8ook O Floppy Disk O Chronological '
’ 10. Annual A lati
1 Audio Tape 0 Video Tape O  Geographical M S Eile Drawer(s)
X o . O Microfilm Reel(s)
0O Cther (specity) Q Other (specily) . O Computer Tape(s)
Number 0O Other (specity)
11. File is Used . 12. File Becomes. Inactive After
0O Daily 0 Weekly O Monthly O Month(s) 0 Year(s)
Number
13. Curreol}l Locgtion(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhsre?
| . (It yes, spacify agency or office)
) lann mj rmo O Yes O No
15. Access Restrictions . 0O Yes 0O No 16. Audit Requirements
(1 Yes, cite Law(s) & Begulation(s)
' O None O State 3 Federal a Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention . .
any hadware/software 7 - .
O Yes O No Retain 3 years, and until all audit
requirements have been met, then hired
. . o ir
destroy. Lf job appl:'canf'unSo/:ure&( 0"% f; 4 c:\
cedain | (one)ear-From date of action, Then dstrolf

- 410.884.4441

Name and Title %M » 20. Telephone Number 21. Date
| - . .
ﬂ% Y-27-0 "’/
DGS 550-4 (Rev. 1793) o




-

INSTRUCTIONS --
REVISED RE.CORD SERIES.
SCHEDULE (OGS $50-1}

. -

1YPE OR PHINI A SEPARATE FORM FOR EACIT NEW
FORWARD WITH RECORDS RETENIION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOOQ ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

1. DEPARTMENTIAGENCY

2. DIVISION

M

3. UNH P% Ww@

DEFINITION - Records Serles - A group of related records normally fled and used as & unit for reference as

woll a8 retention and disposition purposes.

4. RECORD SERIES TITLE

épe/m//e/ - J 0“b applicahiony

5. EARLIEST YEAR / LATETEST YEAR
/

/973

10

Whéﬁ Sj%aw

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documentsiiorms found in the Sesies

. Include the pwpose or funclion of the Seties)

7. RECORD SERIES FORMAT(E)

8. RECORD SERIES SEQUENCE

9. voume/ /deZ(/'W- hle.

Diawel(s)

1GS 550-¢ (Revised 493)

O leller Size o Microlilm O Alphabetical D Microfilm Reel (s)
D Computer Tape (s)
O Legal Size o Compuler Tape O Numerical a Other (Specily)
O Bound Book O Floppy Disk O Chicnological Number
0 Audio Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawet (s)
Other (Specif O Other (Specif D Microlilm Reet (s)
© Otter (Speciy) pecit) O Compuler Tape(s)
O Other (Specify)
Number
11. FILE IS.USED 12. FILE BECOMES INACTIVE AFTER
o . Daily O Weekly o Monthly O  Monthis) O  Yearls)
Numbet
13; CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specily agency or office)
Att- T o o
15. ACCESS RESTRICTIONS (I yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
] Yés o No O None D Slale O Federal O Independen
17. IS AN IHDEX SYSTEM USED? ({If yes, explain brielly and 18. RECOMMENDED RETENTION R . . .
descibe any hardware/soflware) etain 3 years, and until all audit
A requirements have been met, then
o Yes o No destroy, 1’1J0b oppliant unsolicted or |
,V)of'l«nrcd In one, ]
19. NAME A ITLE OF B 20. TELEPHONE NUMBER 21. DATE

. 410.884.4441

-5




Instuctions - Type or Print a séparate form for each
new or ravised record series, forward with Record
Retention Schedute (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE oF ___

JepartmenVAgency

2. Division

M

3. Unit

" DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and (fpsposlﬂon‘purposes.

4. Rocord Saries Title "~ o

CountyCouneld
D I’Df?“ 6&, -Jands

35 (701/0’/10151’1/7 _

5. Earliest Yoar/Latest Year
00 Ao 00 I

6. Record Series Dascription (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the serles.

(f Yes. cite Law(s) & Begulation(s)

7. Record Saries Format(s) 8. Record Serles Sequence 9. Volume
O Flle Drawer(s) -
0 Leter Size 0 Microfitm Alphabatical O Microfilm Reel(s) -
' O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O OCther (specify)
0 Bound Book O Floppy Disk O Chronological '
' 10. Annual Accumulation
1 Audio Tape 0 Video Tape 0 Geographical fnual Accu O File Orawer(s)
) o, . 0O Microfilm Roel(s)
Q Other (spacify) O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used v 12. File Becomes Inactive After
O Daily 0O Weekly O Monthly O Month(s) 0 Year(s)
: Number :
13. Current Locgﬁon(s) {Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
2N d {it yes, specify agency or office)
b’l( O Yes 0O No
15. Access Restrictions O Yes O No 16. Audit Requirements

O None O State g Federal O independent

any hadware/software

0O Yes O Neo

17. Is an Index System Used? (it yes, explain briefly and describe

18. Recommended Relention

Retain until updated or
superceded, then destroy

Name Bnd Title 22@1& v
!

GS 550-4 (Rev. 1793)

20. Telephone Number

410.884.4441

I 21. Date

Al Y




~e o, de

Instiuctions - Type or Print a separate form for each

new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenVAgency

2. Division

w4

3. Unit

DEFINITION - RECORD SERIES - A group of ralated records normally filad and used as a unit for relerence as well as retention and d_isposmon'purposes.

4. Record Saries Titla a 9% W//Wﬂdd/ / ﬂ /anners

5. Eguliest ear/Latest Year

/99 o _gr00)

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the serlas. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
O Letter Size 0 Microfilm O Alphabestical O Microfiim Reel(s)
O Computer Tape(s)
O Legal Size 0 Computer Tape 0O Numerical Number O Other (specity)
O Bound Book O Floppy Disk Q Chronological '
‘ 10. al A lati
¥ Audio Tape O Video Tape O Geographical Annual AcoumulaE® o Drawer(s)
: ., . O Microfilm Reel(s)
O Other (specity) O Other (specify) O Computer Tape(s)
Number O Other (spacily)
11. File is Used - 12. File Becomes Inactive After
0O Daily 0O Weekly 0 Monthly 0O Month(s) O Year(s)
Number :
13. Current Location(s) {Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
&M (I yes, specify agency or office)
b & Q Yes O No
15. Access Rastrictions . QO Yes a No 16. Audit Requirements
(I Yes. cite Law(s) & Begulation(s) .
O None 0O State O Federal O Independent
17. Is an Index System Used? (M yes, explain briefly and describe 18. Recommended Retention
any hadware/software ’ )
O Yes 0 No i
Retain 2 years, then destroy
l
N

Name Ed Title parer

20. Telephone Number

410.884.4441

DGS 5504 (Rev. 1/93)

|

21. Date

H-2f -04




- L.

“nstructioals - Type or Print a séparale form for each
new or revised record series, forward with Record
Relention Schedule (DGS 550-1)

"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

4

3. Unit

' DEFINITION - RECORD SERIES - A group 6( related records normally filad and used as a unit for refarence as well as retention and d_isposmon'purposes.

4. Record Series Title

C alendars

YSHEY . ot

6. Racord Saries Description (Brlefly describe the types of Infonnaﬁonn/do_wmehls/lonhs found in the series. Include the purpose or function of the series.

7. Record Series Format(s)

Number

8. Racord Series Sequence 9, Volume
D File Drawer(s) -
0O Letter Size O Microfilm O Alphabetical O Microfiim Reel(s)
00 Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number a Other (spedty)
0 Bound Book G Floppy Disk O Chronological :
' 10. Annual A latio
1 Audio Tape D Video Tape O Geographical fnual Accumu'a Dn File Drawer(s)
. o i O Microfilm Reel(s)
0 Other (specity) O Other (specify) O Computer Tape(s)
Number 0 Other (specily)
11. File is Used . 12. File Becomes Inactive After .
a Daily 0 Weelly O Monthly O Month(s) QO Year(s)

13. Current Loc:;ation(s)

ad MC
DL

(Bldg.. Floor, Room)

O Yes

14. Is Record Series Duplimted Elsewhere?
(If yes, specify agency or office)
O No

15. Access Restrictions O Yes

. a No
(Il Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

' 410.884.4441

O None O State O Federal O independent
17. Is an Index System Used? (I yos, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Preparer 20. Telephone Number 21. Date

Y- 29-04




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenVAgency

2. Division

M

3. Unit

DEFINITION - RECORD SERIES - A group bl related records normally filed and used as a unit for reference as well as retention and disposlﬂon'purposes.

4. Record Series Tite  Cas70// WV’/W Facls

5. Earliest Year/Latesl Year

/370

6. Racord Series Description (Briefly describe the types ol Informationn/documents/forms found in the series

s feonopne MUL/OIA mr- blV/S/ﬂ\

. Include the purpose or function of the series.

7. Record Series Formal(s) I 8. Racord Series Sequence 9. Volume / )
O File Drawer(s)
O Letter Size a Microfilm O Alphabetical a Microfilm Reel(s)
0O Computer Tape(s)
0O Legal Size 0 Computer Tape O Numerical Number O Other (specity)
ound Book O Floppy Disk O Chronological
. al A lati
J Audio Tape 0 Video Tape O Geographical 10. Annual Accumula Sn Fils Drawer(s)
, ; O Microfilm Reel(s)
O Other (specity) O Other {specify) O Computer Tape(s)
Number 0O Other (spacity)
11. File is Used » 12. File Becomes Inactive After
a Daily O Weeldy O Monthly O Month(s) O Year(s)
Number
13. Current Location(s) {Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhera?
B (If yes, specify agency or office)
74;47 near WintodS (t yos, spacily agancy of o
15. Access Rastrictions . 0O Yes O No 16. Audit Requirements
{1 Yes, cite Law(s) & Begulation(s)
O None Q State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No . .
Retain until updated or
superceded, then destroy

Name Zd Title og ziiparer

G5 550-4 (Rev. 1/93}

20. Telephone Number

410.884.4441

21. Date

55 —o0¢/




Instructions - Type or Print a separate form for each

new or revised record series, forward with Record
Ratention Schedula (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

A

3. Unit

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for referance as well as retention and d.isposllion'purposos.

4. Record Series Tille 7-50)/7’ Mﬂﬁé/

5. Earliest Year/Latest Year
0 200/

6. Record Series Description (Briefly describe the types of Intormationn/documenls/ionns found in the serles. Include the purpose or function of the series.

ﬂeww r/‘&UZS/DWJ

st | Comin e ot

A-Z-
7. Record Series Formal(s) 8. Record Series Sequence 9. Volume g/
/ File Drawer(s) -
O Letter Size a Microfilm Alphabetical / fZ O Microfilm Reel(s) -
O Computer Tape(s)
0 Legat Size Q Computer Tape O Numerical Number 0O Other (specify_)
0 Bound Book O Floppy Disk a Chronological -
. - ' . 10. Annual Accumulation
1 Audio Tape O Video Tape 3 Geographical O File Drawer(s)
\ - . O Microfilm Reel(s)
0 Other (specify) 1 Other (specity) O Computer Tape(s)
Number O Other (specily)
11. File is Used - 12. File Becomes inactive After
g Daily D Weeldy O Monthly O Month(s) 0O Year(s)
Number :
13. Currenl Locatlon(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Qnd (M yas, spacify agency or office)
-Wﬂm /1147 rocmd O Yes g No
15. Access Restrictions . 3 Yes O No 16.  Audit Requirements
(I Yes. cite Law(s) & Begulation{s) .
O None O State O Federal DO Independent
17. Is an index System Used? (if yos, explain briefly and describe 18. Recommended Retention
any hadware/software ' ,
or L nal
0 VYes 0 No Permanent. Transfer periodieatly
to the Maryland State Archives
, b having no
'es ¢ Screen annually. Destroy material
copi further fiscal, legal or operational value. Retain

Name and Title of Preparer

|y s

20. Telephone Number

!

410.884.4441

Ipennanently any material that serves Lo
' ' document the origin, development and
--~plishments of the department.

lically to the MD State Archives

Transfer

a0




* NSTRUGITONS - 1YPE O PIUNT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION
SCHEDULE {DGS 550-1)

DEFPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72715 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page ot

1. DEPARTMENY/AGENCY

2. DIVISION m

3. UNIT

|
=

DEFINITION - Records Seslos -

A group of related records nermally filed and used ae s unit for referenice as well 8s ratention and dispesition purposes.

4. RECORD SERIES' mtf ﬁA, ﬂu.z7dzd}’l.
ﬁftw«m p ko

5. EARLIEST YEAR / LATETEST YEAR

/%73

10

8. RECORD SERIES DESCRIPTION { Briefly describs the types of informalion/documenis/iorms found in the Series

. Include the puipose ot funclion of the Series)

Number

" 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
’ ) O File Drawer(s)
‘O Lelter Size’ o Microfim O Alphabetical ’ O Microlilm Reel (s)
! O Computer Tape (s)
0 Legal Size 0 Computer Tape a Numerical O Othet (Specify}
0 Bound Book O Floppy Disk o Chronological Number
D Audio Tape O Video Tape O Geogiaphical 10. ANNUAL ACCUMULA"ON
O File Drawer (s)
0 Other (Specily) a Other (Specify) O Microliim Reel (s)
) o Compuler Tape(s)
O Other (Specify)
; Number
1. FILE IS: USED 12. FILE BECOMES INACTIVE AFTER
-0 Daily O Weekly [s] .MBnlh!y o Month{s) [a] Yeal(ﬁ)

13 CURRENT LOCATION(S) (Bidg.. Floor Room)

abtie- J

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{f yes. specily agency or oflice)

0GS 850.¢ (Revised 1/9))

410.884.4441 o

a  Yes o No
15, ACCESS RESTRICTIONS {if yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
0 Yes o No o None O Slate 'a Federal O  Independent
17. 1S AN INDEX SYSTEM USED? (if yes, explain brieflly and 18. RECOMMENDED RETENTION
descube any hardware/soflware)
0 Yes
e MW W 20. TELEPHONE NUMBER Lo o ’

S04




-

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'"RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

JESSUP, MARYLAND 20794

7275 WATERLOO ROAD
P.0. BOX 275

PAGE OF ___

Jepartment/Agency

2. Division

M

3. Unit

DOEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and d_nsposltion'putposes.

4. Record Series Title Chaw > g TP, Ta'ld/} q By

[ as ammdeifﬁrntg/l_ Nov. 2062

5. Earliest Year/Latest Year
to’ i

6. Record Saries Description (Briefly describe the types of informationr/documents/forms found in the series. Include the purpose or function of the saries.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size 0 Microfitm Alphabetical O Microfilm Reel(s) -
0O Computer Tape(s)
0O Legal Size 00 Computer Tape O Numerical Number O Other (specify)
0 Bound Book O Floppy Disk O Chronalogical :
' 10. Annual Accumulation
3 Audio Tape O Video Tape O Geographical e D File Drawer(s)
: o, , 0O Microfilm Reel(s)
O Other (specily) O Other (specify) O Computer Tape(s)
Number O Other (spacily)
11. File is Used 12, File Bacomes Inactiva Aftar
O Daily 0 Weelly 0O Monthly O Month(s) 0O Year(s)

Number

13. Current Loc@tion(s)

3 MmC

(Bidg.. Floor, Room)

14. Is Record Series Dupliwted Elsewhere?
(It yos, specify agency or office)
O Yes O No

15. Access Restrictions 0O Yes

. O No
(It Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

0O None ‘

Q State 0O Federal 0O Independent
17. Is an Index System Used? (If yas, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes 0O No
Name and Title of Prepgrer 20. Telephone Number 21. Date
p ,
= 410.884.4441 [
GS 550-4 (Hev. 1793) * .
o I




Instructions - Type or Print a séparate form for each
new of revised record series. forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

JESSUP, MARYLAND 20794
2. Division

M

3. Unit

DEFINITION - RECORD SERIES - A group of ralated records normally filed and used as a unit for reference as well as retention and dpsposluon‘putposes.

4. Record Series Tille 0/“/‘/ B(/)(-Ch&{ ﬂgt’lﬁ.

Swipbus Puperry,
State o) mb.

e

6. Record Series Description (Briefly describe the types of informationnvdocuments/forms found in the series. Include the purpose or function of the series.

N

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
0 File Drawer(s)
0 Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s) -
' 0O Computer Tape(s)
0 Legal Size O Computer Tape O Numerical Number O Other (specity)
O Bound Book O Floppy Disk QO Chronalogical :
' ]
1 Audio Tape 0O Video Tape O Geographical 10. Annual Accumu aﬁsn File Drawer(s)
' o , O Microfitm Reel(s)
0 Other {specity) 0O Other (specify) O Computer Tape(s)
Number O Other {specify)
t1. File is Used >124 File Becomes Inactive After
a Daily 0 Weeldy O Monthly O Month(s) O Year(s)
Number .
13. Current oc:::\tion s) (Bldg.. Floor, Room) 14. Is Record Serigs Dupliwted Elsewhere?
C - (i yes, specify agency or office)
' a VYes O No
5Bv3
15. Access Restrictions . 0O Yes O No 16. Audit Requirements
{1l Yes. cite Law(s) & Begulation(s) .
a None a State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Relention
any hadware/software ‘Screen annually. Destroy material having no
" further fiscal, legal or operational value. Retain
0 Yes O No permanently any material that serves to
" document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives
\ . . .
Name Title of 20. Telephone Number 21. Date
, SHY-oY
e . 410.884.4441




new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each

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

AGENCY RECORDS INVENTORY

PAGE ___ OF

Jepartmant/Agency

2. Division

T

3. Unit

' DEFINITION - RECORD SERIES - A group 6! rolated records normally filed and used as a unit for reference as well as retention and d_isposlﬂon'purposes,

4. Record Series Tille () '/ L{jﬂ/ H-er/;l’ﬂj@ -~ 5/6@47 Commffer

5. Earliost Year/Latest Year
to 3

<

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpase ar function of the serles.

7. Record Series Formal(s)

0O Letter Size B Microfilm
0O Legal Size 0 Computer Tape
O Bound Book O Floppy Disk

1 Audio Tape O Video Tape

d Other (specily)

8. Record Serles Sequence
O Alphabetical
Numerical
Chronological
Goographical

Other (specify)

o 0O O a

9. Volume
O File Drawer(s)
O Microfilm Reel(s)
0O Computer Tape(s)
Number O Other (specify)

10. Annual Accumulation
0O File Drawer(s)
O Microfim Reel(s)
O Computer Tape(s)

“Number O Other (specify)
11. File is Used ' 12. File Becomes Inactive After
a Daily O Waeekly O Monthly O Month(s) O VYear(s)
Number :
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplimted Elsewhere?
andt MC, {f yes, specify agency or office)
5‘6 V O Yes O No
15. Access Raestrictions . 0O Yes O No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s) ’
O None a State O Federal O independent
17. Is an Index System Used? (Il yes, explain briefly and describe 18. Recommended Retention
any hadware/software Screen annually. Destroy material having no
further fiscal, legal or operational value. Retain
0O Yes O No permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer
penodlcally to the MD State Archives

Name and Tutle of Preparer

DGS 550-4 (Rev. 1793}

20. Telephone Number

1410.884.4441

21. Date

7-a2-0f




Retention Schedula (OGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF

"AECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

GENERAL SERVICES

AGENCY RECORDS INVENTORY

PAGE OoF ____

Jepartment/Agency

2. Division /r;/\

3. Unit

' DEFINITION - RECORD SERIES - A group 61 related records normally filed and used as a unit for reference as well as retention and d_isposllion'putposes.

4. Record Series Title C} / , z‘ ; /

5. Earliest Year/Latest Year

to (%~

6. Record Series Description (Briefly dascribe the types of informationnvdocuments/forms found in the series. Include the purpose or tunction of the series.

7. Record Saries Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) -
O Letter Size 0 Microfilm O Alphabetical O Microfiim Reel(s)
' O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Cther (specily)
OBoundBook D Floppy Disk O Chronological '
' 10. Annual Accumulation
1} Audio Tape 0 Video Tape 00 Geographical nn ccu 0 File Drawer(s)
X e , 0O Microfilm Reel(s)
O Other (speglfy) O Other (specify) O Computer Tapa(s)
Number 0 Other (spacify)
11. File is Used ' 12. File Becomes Inactive After
a Daily 0 Weekly O Monthly O Month(s) 0 Year(s)
Number :
13. Current Locgtion(s) (Bldg.. ﬁwr. Room) 14. Is Record Series Dupﬁwted Elsewhere?
C (If yos, spacify agency or office)
; 0 Yes O No
YR
15, Access Rastrictlons . 0O Yes O No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s) .
O None 0O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and dascribe 18. Recommended Retention . b{" LaS
any hadware/softw . ;
y hadware/software Retamtor life of confralt, p
0 Yes D No Low C‘f) }QM/ Then dﬂdh’a(_/ _

Name and Title of Prpparer

1634

20. Telephone Number

DGS 5504 (Rov. 1733)

' 410.884.4441

21. Date :

5-4-09




Instructions - Type or Print a séparate form for each
new of revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ___ OF ____

Jepartment/Agency 2. Division

Tau

3. Unit

' DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposlﬂon'purposes.

4. Record Series Titla

&WW pm/ousa./J

5. E/arﬁest Yc::r/lfégél J 7ar

Aept
Finany als
Contract™
Bjgd ees

[nfo-

6. Record Saries Description (Briefly describe the types of informationn/documents/ionns found in the series. Include the purpose or function of the serles.

7. Racord Series Format(s) 8. Racord Series Sequence 9. Volume (A bindes 2 oy
O File Drdwer(s) -
O Letter Size O Microfilm O Alphabetical O Microfim Reel(s)
) O Computer Tape(s)
0O Legal Size O Computer Tape O Numerical Number O OCther (specity)
O Bound Book O Floppy Disk O Chronological A
. - ' . 10. Annual Accumutation
1 Audio Tape QO Video Tape O Geographical O File Drawer(s)
X L , O Microfilm Reel(s)
a Other (spacity) QO Cther (specily) O Computer Tape(s)
Number O Other (specily)
11, File is Used ‘ 12. File Becomes Inactive After
a Daily 0O Weeldy 0O Monthly O Month(s) O Year(s)

Number

13. Current Location(s)
an i
)lqnn mnare

(BIdg., Foor, Room)

14. Is Record Series Duplimted Elsewhere?
(If yes, specify agency or office)
O Yes g No

15. Accoss Restrictions . O Yes O No
{1l Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

a None' O State

O Federal O independent

17. Is an Index System Used? (Il yes, explain briefly and describe
any hadware/software

O Yes 0O No

18. Recommended Retention

/Qef’ﬂ/haaccepfcd b/‘d' Lo Four (t,t) Vear’s atte”
te/migation of contyact  then destwy. Al others,

refain tuWo (%) \feass, Then destny

410.884.4441

20. Telephone Number

21. Date

Y-28-0Y




Instsuctions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275

JESSUP, MARYLAND 20794 - PAGE ____

JepartmenV/Agency 2. Division

L

3. Unit

DEFINITION - RECORD SERIES - A group 6( related records normally filad and usad as a unit for refarence as well as retention and cﬁsposl\!on'purposes.

4. Record Series Tille ’D MZ/ ﬁy o

> A orsalimis repoit

5. Earliest Year/Latest Year
to -007

[Sor anaally, perl'ad[mﬂq 3

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the serles

. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) -
0 Letter Size a Microfilm O Alphabetical O Microfilm Reel(s)
' - O Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number a Other (specity)
0 Bound Book O Floppy Disk O Chronological
' . Annual !
J Audio Tape D Video Tape O Geographical 10. Annual Accumulatan e Drawer(s)
X o , O Microfitm Roel(s)
Q Other (specify) QO Other (specily) O Computer Tape(s)
Number O Other (specily)
11. File is Used - 12. File Becomes Inactive After
0 ODaily 0O Weekly O Monthly O Month(s) Q Yeas(s)

Number

13. Current Loc@tion(s)

(Bldg.. Floor, Room)
2™ D

14. Is Record Series Duplicated Elsewhere?
(it yas, specify agency or office)
0 Yes O No

15. Access Restrictions _ O Yes O No
(It Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

O None a State

O Federal QO Independent

17. Is an Index System Used? (lf yes, explain briefly and describe
any hadware/software

0O Yes 0O No

18. Recommended Relention .
Retzin Hor one(r) m///'ry yed,
Fhen destroy .

Name and Title of Preparer

410.884.4441

DGS‘ma)

‘20. Telephone Number

21. Date

4-2/-0Y




Instiuclions - Type or Print a separate form for each

new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ____ OF

JeparimenVAgency

2. Division

M

3. Unit

OEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposl\ion'purposes.

ft. Record Setips Tille c(ﬁzwz/co\mpo” donce. / 16;4/7/ /n:/ / Sfﬁ,/ez

[92e_

5. Earliest Year/iLatest Y;;r
to’ L

6. Record Series Description (Briefly dascribe the types of Informationn/documents/forms found in the series. Include the purpose or function of the series.

A-2
7. Record Series Formal(s) 8. Record Serles Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel{s)
' O Computer Tape(s)
0 Legal Size 00 Computer Tape O Numerical Number Q Other (specity)
O Bound Book O Floppy Disk O  Chronological ‘
' . A lati
1 Audio Tape O Video Tape O  Geographical 10- Annal Accumlatan e Orawer(s)
X . . O Microfilm Reel(s)
0O Other {specity) O Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. Fila is Used » 12. File Becomes Inactive After
a Daily O Weekly QO Monthly O Month(s) Q Year(s)

Number

13. Current Locgtion(s)
2.net

plﬂﬂﬂ/ﬁ /o6

(Bldg., Floor, Room)

O Yes

14. Is Record Series Duplim\ed Elsewhere?
(It yes, specify agency or office)
O No

15. Access Rastrictions . O Yes
{If Yes, cite Law(s) & Begulation(s)

a No

16. Audit Requirements

0 None

O State

O Federal O Independent

17. Is an Index System'Used? (Il yes, explain briefly and describe

any hadware/software

O Yes 0O No

18. Recommendoed Retention

Retain for one. (1) year after
r’“eSo/uﬁ‘on,/ﬁ,m d@’f‘}’ay. .

Name and Title of Pgeparer
DGS 550-4 (Rev. 1793)

~20. Telephone Number

410.884.4441

21. Date

7o




new or revised record series, forward with Record

Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Retantion Schedula (DGS 550-1)

P.0O. BOX 275
JESSUP, MARYLAND 20794

PAGE OoF ___

JeparimenVAgency 2. Division

M

3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and ;ﬁsposluon'purposes.

4. Record Series Tile  Jifa e co

voﬁ- at IFCRA39,
-%{orcgmmf‘ Deiver Tram:ny

Facility Cemetartf

m%fcs.' Lowd

S. Earliest Year/Latest Yfar
[/

00/ 10

6. Racord Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Saries Formal(s)

8. Racord Serles Sequence 9. Volume
O File Drawer(s) -

O Letter Size 2 Microfilm Alphabatical O Microfilm Reel(s)
' 01 Computer Tape(s)

0O Legal Size 03 Computer Tape O Numerical Number O Other (specily)

O Bound Book O Floppy Disk O  Chronological ’
’ 0. al A lati

§ Audio Tape O Video Tape O  Geographical 10 Al Ao o Drawer(s)
X L . O Microfilm Reel(s)
a Other (specity) Q Other (specify) O Computer Tape(s)

Number 0O Other (specily)

1. File is Used 12, Filo Bacomes Inactive Aftar
O Daily QO Weelly O Monthly O Month(s) O Year(s)

Number

13. Curéenl Locgtion(s) (Bldg., Floor, Room)

CQ/\

14. Is Record Series Dupliwted Elsewhere?
(If yes, specify agency or office)

Plﬂ‘ﬂhl'\l,j (o a VYes a No
5. Access Rastrictions . O Yes O No 16. Audit Requirements
(1 Yes, cite Law(s) & Begulation(s) .
Q None a State O independent

0 Federal

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

0O Yes O No

18. Recommended Retention

. Permanent. Transfer periodically
to the Maryland State Archives

Name and Title of Preparer 20. Telephone Number

4

410.884.4441

21. Date

- a0




R

new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each

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

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenV/Agency

2. Division

T

3. Unit

» DEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for reference as well as retention and d‘isposlﬁon‘pmposes.

Raoord Sérieg Titla

/SyK D Tesring ?o//ci/_foy

5. Earliest Year/Latest Year

Ao dlate

6. Record Series Dascription (Brisfly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Formalt(s)

8. Racord Series Secuence

Number

9. Volume
O File Drawer(s) -

O Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
' - O Computer Tape(s)

0 Legal Size 0O Computer Tape 0O Numerical Number O Other (specily)

0O Bound Book O Floppy Disk O Chronological :
. ] "

} Audio Tape 0 Video Tape @] Geographlw] 10. Annual Accumu auco,n Fl'e Drawer(s)
‘ . ) D Microfilm Reel(s)
0O Other (spacify) O Other (specily) O Computer Tape(s)

Number O Other (specily)

11. File is Used - 12. File Becomes Inactive After
O Daily O Weekly Q Monthly O Month(s) QO Year(s)

13. Current Location(s)

and mC

aesh

{Bldg.. Floor, Room)

0O Yes

14. 1s Record Series Duplicated Elsewhere?
(if yes, specify agency or office)
a No

18, Access Rastrictions .
{11 Yes. cite Law(s) & Begutation(s)

O Yes 0 No

16. Audit Requirements

O None .

O State

00 Federal O Independent

any hadware/software

O Yes D No

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Relention

Retain until updated or
superceded, then destroy

Name and Title of Preparer

. d

20. Telephone Number

410.884.4441

21. Date

Yo -04




o , . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each '"RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20784 - PAGE ___ OF ___
Japartment/Agency . 2. Division 3. Unit
. _77% - i ?

' DEFINITION - RECORD SERIES - A graup of related records normailly filed and used as a unit for reference as well as retention and d_isposlﬁon'purposes.

to

4. Record Series Tille é//ﬁj/w <A cobol T2 7}7 o 5. Ea/r!iz‘ﬁeamatest Year

6. Record Series Description (Briefly dascrlbe the types ot lnlormauonnldocuments/(onns found in the series. Include the purpose or function of the sarles.

%1&/@7‘707\.4
49 CFA 35 A
7. Record Series Format(s) ‘ 8. Racord Saries Sequence : 9. Volume W ﬁé/
O File Drawer(s) '
0 Letter Size O Microfilm O Alphabetical / O Microfilm Reel(s)
0 Computer Tape(s)
QO Legal Size 0O Computer Tape 0 Numerical Number O Other (specity)
0O Bound Book O Floppy Disk O Chronological
. . ' . 10. Annual Accumulation
1 Audio Tape 0O Video Tape 00 Geographical O File Drawer(s)
) L , DO Microfilm Reel{s)
O Other (spacily) O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used - 12. File Becomes Inactive After
O Daily 0 Weeldy 03 Monthly 00 Month(s) O Year(s)
Number :
13. Current Location(s) (Bidg.. Floor. Room) 14. Is Record Series Duplicated Elsewhera?
('t yes, specify agency or office)
/ /f nni ) a Yes 0 No
[asnkiond Miies,
15. Access Restrictions . 0O Yes O No 16. Audit Requirements
{if Yes. cite Law(s) & Begulation(s) . ‘
O None O State QO Fedaral 0O Independent
17. Is an Index System Used? (i1 yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of P er » l 20. Telephone Number 21. Date
410.884.4441 7/ 4 7/0 (/
: L :
JGS'ESO?TRSV. 1793}




{HSTRUCLIONS - TYI'E OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENVION
SCHEDULE {OGS $50-1}

DEFPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOQ ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

Page of

1. DEPARTMENT/AGENCY

2. DIVISION
™

3. UNIT

DEFINITION . Records Serles - A group of related recorde normally filed and used as a unit for reference as

well s retention snd disposttion pusposes,

4. RECORD SERIES TITLE

FEMA backrup dte

5. EARLIEST YEAR / LATETEST YEAR

o484~

8. RECORD BERIES DESCRIPTION ( Briefly describe the lypes of Informatiorvdocuments/lorms found in the Series. Include the puipose of tunction of the Seties)

7.. RECORD SERIES FORMAT(S)

O Leller Size” O Microlilm

D Legal Size 0 Computer Tape
O Bound Book o Floppy Disk
QO Audio Tape 0 Video Tape

0 Oiher (Specify)

8. RECORD SERIES SEQUENCE

a

Alphabetical

Numerical

o

Chronolegical

9. VOLUME
O File Drawet(s)
0 Microfiim Reel (s)
D Compuler Tape (8)

| b//’ 4 6/0 Other (Specify)

Number

a

Geogiaphical

a

Other (Specify)

10. ANNUAL ACCUMULATION
O File Drawer (s)
O Microfiim Reel (s)
0 Compuler Tape(s)
O Other (Specify)

Numbes -

1. FILE I5.USED

o Daily O  Weekly o .Manlhly

. FILE BECOMES INACTIVE AFTER

a]
Number

Monih(s)

o Yea:(S)

3. CURRENT LOCATION(S} (Bidg., Floor, Room)

fatre T

-

-

4. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(if yes. specily agency ot office)

describe any hardwarelsollwate)

O Yes O No

O Yes O No
15. ACCESS RESTRICTIONS (If yes, cile Jaw(s) & regulalion{s) 16. AUDIT REQUIREMENTS
[o} Yés o No O None o Slale O Federal a Independen!
17. IS AN INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED RETENTION

Retain until updated or
superceded, then destroy

19.

GS 550.4 (Revised 1/93)

NAME AND TITLE o%
}3% . 410.884.4441

20. TELEPHONE NUMBER

21. DATE

Fo5~




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE __ OF

JepartmenV/Agency

2. Division

M

3. Unit

PZ_

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and d_isposlﬂon’purposes.

4. Record Series Title é / !‘

to,

5. Earjies Yearll.atest?Yjar

MNasnfenaree / rep &S

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the serles. Include the purpose or function of the series.

77/!/14{»/ ‘/7HL/ ﬁfmhﬁ‘/dzd/umw

7. Record Series Formal(s)

8. Racord Series Sequence

9 Volume AtLwd 74 le

Number :

O File Drawer(s)
Latter Size O Microfilm O Alphabetical 9\ O Microfilm Reel(s) -

' g O Computer Tape(s)

0O Legal Size 0 Computer Tape O Numerical Number O Other (specity)
0 Bound Book O Floppy Disk O Chronological
) 0. Annual A lati

1 Audio Tape O Video Tape O Geographical ! nnual Accumula Sn Filo Drawer(s)

' L . O Microfilm Reel(s)

O Other (spacity) Q Other (specify) O Computer Tape(s)
Number 0 GCther (spacily)

11. File is Used . 12. File Becomes Inactive After
0O Daily D Weekly O Monthly O Month(s) 0O Year(s)

13. Current Location(s) (Bldg., Floor, Room)
AT

Plannng on

0 Yes

{| 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
O No

15. Access Restrictions O Yes

. a No
(It Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

O None

a State

Q Federal O Independent

any hadware/software

O Yes DO No

17. Is an Index System Used? (Il yes, explain briefly and describe

G re

then destrey.

18. Recommended Retention

s Permanent: Transfer”

pew’odica/ly 10 Mong lang staft frchive

Wnﬁ#ﬁ(ﬂ’ﬁ.ﬁg@m_ﬁ Aelalin 3 Years
ond wihl all a

1744 uirements nave beeh mely

Name and Title of Preparer
G W

DGS 550-4 (Hev. 1793)

) I 20. Telephone Number

- 410.884.4441

21. Date

7-27-04




.

Instructions - Type or Print a separate form for each

new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794 PAGE ___ OF ___

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
"RECORDS MANAGEMENT DIVISION : :

Jepartmant/Agency

2. Division

™

3. Unit

DEFINITION - RECORD SERIES - A group bf rolated records normally filed and used as a unit for reference as well as retention and d_isposlﬂon'puvposes.

to’

4. Record Series Tille W e 7{/“ a? Jﬂf % akeﬂ(ﬂ Lad ?74&7 o 5. Eazeosbt Year/Latest Year

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Record Serles Sequence : 9. Volume
O File Drawerls)
O Letter Size 0 Microfilm Alphabstical ) O Microfilm Reel(s)
' o O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number a Other (specily)
0 Bound Book O Floppy Disk O Chronological '
" . ’ . 10. Annual Accumulation
1 Audio Tape O Video Tape a Geographical O File Drawar(s)
’ L . 0O Microfim Reel(s)
. 0 Other (specify) O Other (specify) O Computer Tape(s)
Numbar O Other (spacily)
11. File is Used ‘ 12. File Becomes Inactive After
O Daily 0 Weekly

O Monthly

— 0O Month(s) 0O Year(s)
Number

13. Current Location(s)

o - MO
A DL

(Bidg., Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(it yes, specify agency or office)
O Yes 0O No

15, Access Raestrictions

O Yes

(I Yes, cite Law(s) & Bégulalion(s)

)

No

16. Audit Requirements

a NoneA O State QO Federal Q Independent

17. Is an index System Used? (It yes, explain briefly and describe
any hadware/soltware

0O Yes

0O No

18. Recommended Retention

Ketain wntil wpdaded o p
Gain Foum mansger's approved, Then dartroeg.

Name and Title of Prezer
DGS 550-4 (Rev. 1/93)

I ~20. Telephone Number

410.884.4441

21. Date

Y-23-04




.

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
‘RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Retention Schedule (DGS 550-1)

P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE ___ OF

Jepartment/Agency 2. Division

M

3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposlﬂon'purposes.

4.1, Record S.BﬁQS Title e @ W OP(,VM”‘} P/ﬂﬂ,

5. Earliest Year/Latest Year
o’

6. Racord Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or tunction of the saries.

Net o be disposed 7, withaudtprior approval.

(1 Yes, cite Law(s) & Bégulaljon(s)

7. Record Series Formal(s) 8. Racord Serles Sequaence 9. Volume
O File Drawer(s) -
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
O Computer Tape(s)
a Legal Size 0 Computer Tape O Numerical Number O Other (speciy)
O Bound Book O Floppy Disk O Chronological :
’ 10. Annual Accumulati
} Audio Tape D Video Tape O Geographical e A File Drawer(s)
: o, . 0O Microfilm Reel(s)
O Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used ' 12. File Becomes inactive After
a Daily 0 Weekly 0O Monthly — O Month(s) 0O Year(s)
Number :
13. Current Locgtion(s) (Bldg.. Floor, Room) 14. Is Record Series Duplimted Elsewhera?
CQAC( (It yes, specify agency or office)
Plan/mj yvon{ O Yes O No
15. Access Rastrictions a Yes a No 16. Audit Requirements

. 410.884.4441

O None QO State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
3 VYes O No
Name and Title of Preparer I 20. Telephone Number 21. Date
o o

Yoo




Instructions - Type or Print a séparale form for each
new or revised record series. forward with Record
Rotention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

P.O. BOX 275

PAGE __ OF

Jepartment/Agency 2. Division

TM

3. Unit

» DEFINITION - RECORD SERIES - A group 6! ralated records normally filed and used as a unit for refarence as well as retention and d@sposlﬂon'purposes.

4. Record Series Tille H IS7LU77'C, %’YSC"VN" &ﬂ&fdﬂf.—

§. Earliest Year/Latest Year
o & &00

6. Record Series Description (Brlefly descrlbo the types of ln(onnahomldomments/(onns found in the series. Include the purpose or function of the serles.

J3rochures

Orditanee
Corres.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s) '
0 Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
—_— 0O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Other (specily)
Q Bound Book O Floppy Disk O Chronological
. - ' . 10. Annual Accumulation
1} Audio Tape 0O Video Tape 0O Geographical O File Drawer(s)
X o , 1 Microfilm Reel{s)
0 Other (specify) Q Other (specify) O Computer Tape(s)
Number O Other (specity)
1t. File is Used » 12. File Becomss inactive After
a Daily 0 Weeldy O Monthly 0O Month(s) O Year(s)
Number :
13. Currenl Locatlon(s) (Bldg.. Floor, Room) 14. s Record Series Dup|iwted Elsewhere?
Q nq MC (It yes, specify agency or office)
O VYes a No
abl
15. Access Rastrictions . 0O Yes O No 16. Audit Requirements
(It Yes, cite Law(s) & Regulation(s) .
0O None O State 0O Federal a Independent

17. is an index System'Used‘? (1 yes, explain briefly and describe
any hadware/software

0O Yes O No

18. Recommendod Retention

Ketain for s
bew Fulalled | th

y ears ofte/ 3/'4:1‘/' /s closed
and ! all cuaw"

&ﬁulﬂmﬁfﬁ havt
en dumy.

Name and Tme of Prgparer ) I 20. Telephone Number

410.884.4441
L_ﬁ

21. Date

q-aa -0




DEPARTMENT OF GENERAL SERVICES

Instructions - Type or Print a séparate form for each 'RECORDS MANAGEMENT DIVISION
new or ravised record series, forward with Recard 7275 WATERLOO ROAD
Relention Schedule (DGS 550-1) P.0. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ___ OF

Jepartment/Agency 2. Division

TN

3. Unit

DEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for refarence as well as retention and djsposldon'purposes.

4. Record Serigs Title 6 I ”,Ljomu

5. Earlieqssle':ﬂljg-%gar

6. Record Series Description (Briafly dascriba the typaes of informationivdocuments/iorms found In the series. Include the purpose or function of the series.

410.884.4441

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) -
0 Letter Size 0 Microfilm 0O Alphabetical a Microfilm Reel(s)
' O Computer Tape(s)
a Legal Size 01 Computer Tape O Numerical Number O Other (specify)
0 Bound Book O Floppy Disk O  Chronological '
. lat
1 Audio Tape 0 Video Tape O Geographical 10. Annual Accumulal Sn File Drawar(s)
: o . 0  Microfilm Reel(s)
0 Other (specity) 0O Other (specily) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used ' 12. File Bacomss Inactive After
O Daily 0O Weekly O Monthly 0O Month(s) 0O Year(s)
Number : .
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Dupliwled Elsewhere?
A4 AC (It yos, specify agency or office)
’ O Yes g No
abdl
15. Access Restrictions . 0O Yes O No 16. Audit Requirements
(I Yes. cite Law(s) & Begulation(s) } '
0 None O State O Federal Q independent
17. Is an Index System Used? (Il yes, explain briefly and describe 18. Recommended Relention
any hadware/soltware ‘
O Yes aQ No Retain until updated or
superceded, then destroy
Name and Title of Preparer 20. Telephone Number 21. Date

H-dp0f




L R DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
lnstructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION : :
new or revised record serias, forward with Record 7275 WATERLOO ROAD
Relention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF ___
Jepartment/Agency 2. Division 3. Unit

L

DEFINITION - RECORD SERIES - A group 6! related records normally filted and used as a unit for refarence as well as retention and d_isposmon'purposes.

4. Record Series Title ~ c Sub<fance /[ter oo 5. Earliest Year/Latest Year
_ #azqrdw' Jry: e~
. Arghr o Kand -
6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the saries.
dores .
Overviod o L4
Guideline
Chem. Iist
MMSDS ehk-lishE.
7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
' O File Drawer(s) '
O Letter Size O Microfitm O Alphabetical _ O Microfilm Reel(s) -
0O Computer Tape(s)
0O Legal Size 0 Computer Tape 0 Numerical Number Q Other (speeity)
0 Bound Book O Floppy Disk Q Chronological '
. . ' . 10. Annual Accumulation
1 Audio Tape 0O Video Tape 03 Geographical O File Drawer(s)
X . , O  Microfilm Reel(s)
0 Other (specify) 0 Other (specify) _ O Computer Tape(s)
—— Number O Other (specify)
11, File is Used . 12. File Becomes Inactive After
@ Daily 0O Weekly O Monthly O Month(s) a Year(s)
Number :
13. Current Location(s) (Bldg.. hoor, Room) 14. Is Record Series Dupliwted Elsewhere?
ol nd 40 {It yes, spacify agency or offica)
d Lg/l_/ O Yes a No
1S. Access Restrictions . O Yes a No 16.  Audit Requirements
{It Yes. cite Law(s) & Begulation(s) ’
G None a State 0O Federal O fndependent

17. 1s an index System Used? (If yes, oxplain briefly and describe 18. Recommended Retention
any hadware/software

Refain for 4o years after oiscontinued
Use % Sp»(,btf]h (/hmu'm,/l Yherv d”my

0O Yes 0O No

Name and Title of Preparer

] 20. Telephone Number | 21, Date
%M - 410.884.4441 | J-32-19




Instructions - Type or Prinl a separate form for each

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
new or revised record series. forward with Record

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

Retention Schedule (DGS 550-1) P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE ___ OF

2. Division m 3. Unit

DEFINITION - RECORD SERIES - A group bl related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tille ]L/Q | s M@& o 5. E/érlieSt Year/l.rgl Year

to

JeparimenVAgency

6. Rocord Serias Description (Briefly describs the types of informationn/documents/forms found in the series. Include the purpose or function ol the series.

52,44% Sesuucas Cﬂmpﬂm(r, f%cm a?t= 35 Lo. Laehorue -

Aumoval af odrims Gfdc,d/ %ﬂmd—(_

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
O Letter Size Q Microfilm O Alphabetical O Microfilm Reel(s)
O Computer Tape(s)
0 Legal Size 0 Computer Tape G Numerical Number O Other (specity)
0 Bound Book 0 Floppy Disk O Chronological ‘
10. Annual A lati
J Audio Tape 0O Video Tape O Geographical 0. Annual Accumula sn File Drawer(s)
. . O Microfilm Reel(s)
0O Other (specily) O Other (specity) O Computer Tape(s)
Number O Other (spacify)
11. File is Used » 12. File Becomes Inactive After
a Daily 0 Weekly O Monthly 0O Month(s) O Year(s)
Number
13. Current Location(s) {Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
b_, (I yes, specify agency or offica)
O Yes 0O No
15. Access Restrictions . O Yes O No 16. Audit Requirements
{1 Yes, cite Law(s) & Begulation(s) '
O None O State 0O Federal O Independent

17. Is an Index System Used? (! yes, explain briefly and describe 18. Recommended Retention
any hadware/software

Aetuin for 4o years affer oUiscontinued
use of SplLifcchemieal; vhen a(m‘vvy

O Yes 0 No

Name and Title of Preparer 20. Telephone Number 21. Date

- {—oy
410.884.4441

m) =




Instructions - Type or Print a séparate form for each
new or ravised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
£.0. BOX 275

AGENCY RECORDS INVENTORY

JESSUP, MARYLAND 20794

PAGE __ OF

JepartmenVAgency

2. Division

JAA

3. Unit

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as weli as retention and d_isposmon‘purposes.

4. Record Series Tilla #/ISWW 5&6/4/7 % e

5. Earliest Year
A0S

test Year
to otV

6. Racord Series Description (Briofly describe the types of in{onnaﬁonwdéwmehtsltonns found In the series. Include the purpose or function of the series.

BA g Frustees habh
541’4:/’6 N
Y inute

Mt Is onthe oo

Alan @007“

20/1)

7. Record Series Formalt(s) 8. Record Serles Sequence 9. Volume
O File Drawet(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
' 03 Computer Tape(s)
0 Legal Size O Computer Tape O Numerical Number Q Other (specity)
0O Bound Book O Floppy Disk O Chronological .
. - ’ . 10. Annual Accumulation
1 Audio Tape 0 Video Tape 0O Geographical O File Orawer(s)
X . 3 . 0O Microfilm Reel(s)
0O Other (specify) B /0 4 .2/ O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used A 12. File Becomes Inactive After
QO Daily 0 Weekly O Monthly 0 Month(s) O Year(s)
Number
13. Current Location(s) (Bidg., Floor, Room) 14. s Record Series Dupliwted Elsewhera?
QArl A (M yes, specify agency or office)
on tab O Yes 0 No
15. Access Raestrictions . O Yes O No 16. Audit Requirements
{1f Yes, cite Law(s) & Regulation(s) .
O None 0O State O Federal O Independent
17. Is an Index System Used? (It yos, explain briefly and describe 18. Recommendad Ralention
any hadware/software Screen annually. Destroy material having no
further fiscal, legal or operational value. Retain
O Yes O No permanently any material that serves to
document the origin, development and
accomplishments of the departmer_lt. Transfer
periodically to the MD State Archives
N . . . . -

Name and Title of Prefarer

av. 1/93)

20. Telephone Number

1 410.884.4441

21. Date

-3 04




Instructions - Type or Print a séparale form for each
new or revised record series. forward with Record
Retention Schedule (DGS §50-1)

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

AGENCY RECORDS INVENTORY

PAGE OoF ___

JepartmanV/Agency

2. Division

3. Unit

TU

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and d.isposmon‘pmposas.

. ies Ti 5. Earliast Y /La%t
4. Record Sengs ille :7;/7 feVﬂ J arfiast ?:r ‘s?éear

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
CC public |ibrany internet acct reneon]
ﬂCCefs’/hj mo

Stnius rp 1™
Corres.
7. Record Series Formal(s) 8. Record Series Sequence 9. Volume IffVL b/ nder -A@“
Q File Drawer(s) -
O Letter Size 0 Microfilm Alphabetical -0 Microfilm Reel(s) -
' O Computer Tape(s)
O Legal Size 0O Computer Tape 0 Numerical Number O Other (spocily)
O Bound Book O Floppy Disk O  Chronological :
. Annual A lati
1 Audio Tape O Video Tape O Geographical 10- Annual Accumuls (gn File Drawer(s)
X e . O Microfilm Reel(s)
O Other {specify) Q Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used V 12. File Becomss Inactive After
0O Daily 00 Weeldy O Monthly 0O Month(s) 0O Year(s)

Number

13. Current Location(s) {Bidg., Floor, Room) H 14. Is Record Series Dupliwted Elsewhere?

(It yes, spacify agency or office)

O Yes

Plannins rm O N

15. Access Rastrictions . 0O Yes 0 No 16. Audit Requirements
{1l Yes, cite Law(s) & Begulation(s)

O None O State

0O Federal O independent

17. Is an Index System Used? (1 yes, explain briefly and describe

18. Recommended Retention
any hadware/software

O Yes 0 No _ Retain until updated or
superceded, then destroy
Name and Title of Bgépare ‘ | 20. Telephone Number 21. Date
@% | Y2704
DGS 5504 {Rev_T103] - 410.884.4441




lastructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE oF ___

JepartmenVAgency

2. Division

M

3. Unit

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for refarence as well as retention and d_usposluon‘purposes.

4. Record Series Titla l nve Jﬁngﬂf' Pa' //(ﬂ { Tak) I\,)

5. Earliest Year/Latast Year

2?5 to _Z__Z@

.

6. Record Saries Description (Briefly dascribe the types of informationrvdocuments/fforms found in the series. Include the purpose or function of the serles.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s) -
0O Letter Size Q Microfilm O Alphabetical O Microfilm Reel(s) -
) 0O Computer Tape(s)
0 Legal Size 0 Computer Tape 0O Numerical Number O Other (specify)
0O Bound Book O Floppy Disk O Chronological A
' . Annual A lati
1 Audio Tape D Video Tape O Geographical 10. Annual Accumula 8" File Drawer(s)
: . ) 0O Microfiim Reel(s)
0 Other (specity) O Other (specily) O Computer Tape(s)
Number 0 Other (specify)
11. Fila is Used ' 12. File Becomes Inactive After
a Daily 0O Weekly O Monthly O Month(s) O Year(s)
Number :
13. Current Locjxtion(s) (Bldg., Floor, Room) 14. Is Record Series DUpliwted Elsewhere?
ord e (If yes. specify agency or office)
' 0O Yes O No
a2dDL
15. Access Rastrictions . O Yes 0 No 16. Audit Requirements
{If Yes. cite Law(s) & Begulation(s)
O None a State O Federal a Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
QO Yes O No .
Retain until updated or
superceded, then destroy
Name W ofm ' I 20. Telsphone Number 2t1. Date
____ 410.884.4441 '
DGS 550-4 (Rev. 1/93) '




REVISED RECORO SERIES.
SCHEDULE (OGS 5%0-1)

s - S..iIs

HSTRUCIIGNS ST 1YPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENTYT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION ‘

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page o
1. DEPARTMENTIAGENCY , 2. DIVISION I//Vl ' 3 UNI
DEFINITION - Rolcg Setlos - A group of related racords normslly filed snd used an g unit for reference as well as retention and disposltion purpeses.
4. RECORD SERIES'

5. EARLIEST YEAR / LATETEST YEAR

wo___ /991

Toun 4 SKes

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Infokmationvdocumentsiforms found in the Series. Include the purpose of tunclion of 1he Series)

DGS 550.4 {Nevised 19))

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE - 9. VOLUME
O File Drawet{s)
o Leller Size’ o Microtilm O Alphabetical a Microfilm Reel (s)
O Computer Tape (s}
0 Legal Size o Computer Tape O Numerical ] G Other (Specily}
0 Bound Book : o Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geogiaphical 10. ANNUAL ACCUMULATION
0 File Orawer (s)
© Other (Specily) D Other (Specify) "~ O Microliim Reel {s)
0 Compuler Tepe(s)
O Other (Specify)
Number
1. FILE ‘ls;_,U_EED . 12. FILE BECOMES INACTIVE AFTER ]
o Daily 'O Weekly o M;)n!h!y D Monih{s) o Years)
: o Number
13. CURRENT LOCATION{S) (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or office)
-
a’&tﬁ’/\j O Yes . 0 No
15, ACCESS RESTRICTIONS (I yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
(o] Yés 0 Neo o None o State O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
descibe any hardwarelsollware) ﬁz i 2/;’] "9 , /I'][(/ O{ /wz, PL(/LS 17! y@WS/
O Yes 0 No ‘/'h(]] de,df“f()\/ .
19. NAME ANB)TITLE OF ABER 20. TELEPHONE NUMBER | 21. DATE .
5t /@M NS0
410.884.4441




N

. e . i DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separata form for each 'RECORDS MANAGEMENT DIVISION : :
new of revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedula (DGS 550-1) P.0. BOX 275
JESSUP, MARYLAND 20794 PAGE _ OF ___
Jepartment/Agency 2. Division 3. Unit

A | P

| DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refarence as well as retantion and d»isposlﬂon’purposes.

o

4. Record Series Tille o 5. Earliest Year/Latest Year
= Lease "5y

6. Record Serles Description (Briefly describe the types of informationn/documents/forms found In the series. Include the purpose or function of the series.

Sj#{ej ?_ﬁc,_//j AT

7. Record Series Formal(s) : 8. Record Series Sequence ‘ 9. Volume F(JZ A 67
O File Drawer(s) -
otter Size 0 Microfilm O Alphabetical / - Microfilm Reel(s)
’ 0 Computer Tape(s)
0O Legal Size O Computer Tape O Numerical Number O Other (specify)
O Bound Book O Floppy Disk O Chronological :
’ 10. Annual Accumulation
 Audio Tape D Video Tape O  Geographical e IR File Drawar(e)
. L . O Microfilm Reel(s)
Q Other (specity) O Other (specify) O Computer Tape(s)
-_ Number 0 Other (speciy)
11. Fila is Used A 12. File Becomes Inaclive After
& Daily 0 Weelly 0O Monthly - a Month(s) 0O Year(s)
Number '
13. Current Location(s) (Bidg.. Floor, Room) 14. |s Record Series Duplimted Elsewhera?
a (It yes, specify agency or office)
: g Yes D No
Plﬁmn/n7 o -
15. Access Rastrictions . 0O Yes a No 16.  Audit Requirements
{It Yes, cite Law(s) & Begulation(s) »
aQ None Qa State O Fedaral a (ndependent
17. Is an Index System Used? (it yos, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Preparer 20. Telephone Number 21. Date
1t fobeds | va70y
410.884.4441 ‘ :
DGS 550-4 (Hev. 1/93)




. ) DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each "RECORDS MANAGEMENT DIVISION ' :
new or revised record series. forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF ___
JepartmanV/Agency ) 2. Division

3. Unit

M

| DEFINITION - RECORD SERIES - A group of ralated records normally filed and used as a unit for reference as well as retention and d»isposlﬂon‘pmposes.

4. Record480;4esﬂ T;p:'}emch‘ IgSf-Wa/ JZ e S, //tb Police ﬁlﬁf’ 5 E Ii;g/Y?:% Year

6. Racord Series Description (Briefly describe the types of informationr/documents/forms found in the series. Include the purpose or tunction of the series.

7. Record Series Formal(s) 8. Racord Serles Sequence : 9. Volume
O File Drawer(s)
O Letter Size a Microfilm O  Alphabetical O Microfilm Reel(s)
3 Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number Q Other (specily)
0 Bound Book O Floppy Disk 0 Chronological .
' ) al A latio
) Audio Tape 0 Video Tape O Geographical 10. Annual Accumula Gn Filo Drawer(s)
' o . O Microfilm Reel(s)
O Other (spacily) O Other (specify) 0 Computer Tapel(s)
Numbar 0 Other (specify)
11. File is Used ' 12. File Becomes Inactive After
Q Daily 0 Wealdy a Monthly - 0O Month(s) 0O Year(s)
Number :
13. Current Location(s) {Bidg., Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
2nd Ul (It yos. specify agency or office)
wardrobl O Yes O No
15. Access Restrictions _ O Yes a No 16. Audit Requirements
{it Yes. cite Law(s) & Begulation(s) . '
0O HNone O State O Federal O Independent

17. Is an Index System Used? (It yes, explain briefly and describe 18

. Recommended Retention
any hadware/software

O Yes D No . .
Retain until updated or
superceded, then destroy

Name and Title of Préparer l 20. Telephone Number 21. Date
) : . . .
IS \ 12204

. |
DGS 5504 (Hov. 1733) _‘ 410.884.4441




. . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each "RECORDS MANAGEMENT DIVISION : :
new or revised record series. forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE _ OF __
Jepartment/Agency 2. Division 3. Unit

T

| DEFINITION - RECORD SERIES - A group 6! ralated records normally filed and used as a unit for relerence as well as retention and d'isposltlon‘purposes.

4. Record Series Title S Dati Sheels C 5. Earliest Year/Latest Year
.» | ma,‘/'&f‘ m./ of ”7 (/M sb S) to

6. Racord Series Description (Briefly describe the types of informationn/documents/forms found In the series. Include the purpose or function of the series.

7. Record Series Format(s) 8. Racord Series Sequence ' 9. Volume
a File Orawer(s) -
0O Leter Size 0O Microfilm 0 Alphabetical 0O Microfiim Reel(s)
' O Computer Tapse(s)
0O Legal Size O Computer Tape 0O Numerical Number O Other (speci(y)
O Bound Book 0 Floppy Disk O Chronological .
' 10. Annual A latio
1 Audio Tape 0 Video Tape O . Geographical e RIS Fite Drawer(s)
' . . 0O Microfilm Reel(s)
0 Other (specify) 0O Other (specify) O Computer Tapels)
Number O Other (specily)
11. File is Used ‘ 12. File Becomes Inactive After
O Daily 0 Weelly O Monthly O Month(s) 0O Year(s)
Number :
13. Current Loc?lion(s) {Bldg., Foor, Room) 14. Is Record Series Duplimted Elsewhere?
nek JAC. (It yes, spacify agency or offica)
wardwbe O VYes 0 No
{
15. Access Rastrictions . 0 Yes 0O No 16. Audit Requirements
(i Yes, cite Law(s) & Begulation(s) '
O None O State 0O Federal O Independent

17. Is an Index System Used? (It yes, explain briafly and describe
any hadware/software

| '/oefl//; for 10 CLr/ears after dscomtraued
O VYes O No . . b(5€ GFM . e wm'm/%m
da‘rm}/, |
' /20. Telephone Number ] | 21. Date

Y4-22-04

18. Recommended Retention

Name and Title of Preparer

Or K ) 410.884.4441

RS




Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

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

AGENCY RECORDS INVENTORY

PAGE OF

Jepariment/Agency

2. Division

TM

3. Unit

’ DEFINITION - RECORD SERIES - A group of rolated records normally filed and used as a unit for reference as well as retention and d_isposmon'purposes.

4. Record Series Title /‘A“jm’ v Jown CUW!CJ /46/7’\!&?3

5. Earjiest Year/Latest Yaar
7 o 1000

6. Record Series Description (Briefly describe the types of informationnvdocuments/forms found in the serles. Include the purpose or tunction of the series.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
DO File Drawer(s)
O Letter Size 0O Microfilm 0 Alphabetical O Microfilm Reel(s) -
' 0O Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number O Other (specim
0 Bound Book O Floppy Disk O Chronological A
10. Annual Accumulation
} Audio Tape 0 Video Tape O Geographical n O File Drawer(s)
. o . DO Microfiim Reel(s)
0 Other (specity) Q Other (specity) O Computer Tape(s)
Number 0 Other (specily)
11. File is Used ‘ 12. File Becomes inactive After
O Daily 0 Weekly a Monthly O Month(s) Q Year(s)
Number :
13. Current Location(s) {Bidg., F\oor. Room) 14. Is Record Series Duplimted Elsewhere?
a/{%_/ ' \7' (If yos, specify agency or office)
- O Yes a No
15. Access Restrictions _ O Yes a No 16. Audit Requirements
(Il Yes, cite Law(s) & Begulation(s) .
O None O State QO Federal 0 Independent

17. Is an Index System Used? (it yes, explain briefly and describe
any hadware/software

O Yes 0O No

. Recommanded Retention

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 State Archives

N

20. Telephone Number

Name and Title of Preparer

410.884.4441

21. Date

3=5-04

1




»

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE OF

JepartmenV/Agency

2. Division 3. Unit

M

DEFINITION - RECORD SERIES - A group d related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series W'GMW* Yoot W W

to

5. Earliest Year/Latest Year

1989

6. Record Series Description (Briefly dascribe the types of Informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s)

8. Record Serles Sequence

Number

9. Volume
O File Drawer(s)
O Lelter Size O Microfilm O Alphabetical O Microfilm Reel(s)
- O Computer Tape(s)
0O Legal Size 0O Computer Tape 00 Numerical Number u] Qmer (specify)
0O Bound Book D Floppy Disk 0O Chronological .
10. Annual Accumulation
J Audio Tape D Video Tape 0O Geographical nn m O File Drawer(s)
. ! 0O Microfilm Reel(s)
QO Other {specily) 0  Other (specity) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used . 12. File Bacomes Inactive After
Qa Daily 0 Weekly O Monthly O Month(s) QO Year(s)

13. Current Location(s)
D )

At o]

(Bldg.. Floor, Room)

14. |s Record Series Duplicated Elsewhere?
(H yes, specify agency or offica)
O VYes O No

15, Access Restrictions a Yes

. a No
(I Yes. cite Law(s) & Begulation(s)

16. Audit Requirements

O None O State O Federal O Independent
17. Is an Index System Used? (I yes, explain briefly and describe 18. Recommended Reléntion
any hadware/software
0O Yes 0O No
Name TiYe of —l 20. Telephone Number . { 21. Date
. t 55
S— 410.884.4441 .
OGS 550-4 {Rev. 1793)




Instructions - Type or Print a séparate form for each
new or ravised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency 2. Division

T

3. Unit

‘ DEFINITION - RECORD SERIES - A group bt related records normally filed and used as a unit for reference as well as retention and disposlﬁon'purposes.

4. Record Sarios Tile " A/’ W o+ Forun /77&#6%@/ o 1e3pon dernc~

5. Ea[}egsl Y?:r/l.atqest?)'aar

MW?

6. Record Series Description {Briefly describe the types of informationnvdocuments/forms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Record Serles Sequence 9.Voume 4 Dinder boy
O File Drawer(s) -
0 Letter Size O Microfilm O Alphabetical O Microfilm Reel(s) -
' D Computer Tape(s)
O Legal Size 0O Computer Tape Numerical Number O Other (specily)
0 Bound Book 0O Floppy Disk O Chronological '
- . ’ . 10. Annual Accumulation
1 Audio Tape 0O Video Tape O Geographical O File Drawer(s)
X ‘ . O Microfiim Reel(s)
0 Other (specily) O Other (specify) O Computer Tape(s)
Number QO Other (specily)
11. File is Used A 12. File Becomes Inactiva After
O Daily B0 Weelly O Monthly O Month(s) Q Year(s)
Number
13. Current Locgtion(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicalad Elsewhere?
; (It yes, spacify agency or office)
and i O VYes O No
plann 15mn
15. Access Rastrictions . O Yes O No 16. Audit Requirements
(1 Yes, cite Law(s) & Regulation(s) .
O None Q State O Federal O Indspendent
17. Is an Index System Used? (! yes, explain briefly and describe 18. Recommended Retention
any hadware/software screen annually. Lestroy matenal having no
further fiscal, legal or operational value. Retain
O Yes D No permanently any material that serves to
" document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives

Name and Title of Preparer

AQ M 410.884.4441

L

20. Telephone Number

21. Date

28 -0Y




INSTRUCTIONS - 1YPE OR PIUNT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECOND SERIES. FORWARD WITH RECORDS RETENTON RECORDS MANAGEMENT DIVISION )
SCHEDULE (OGS 550-1) A 7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page of
— t‘J—.
1. DEPARTMENTIAGENCY ’ 2. DIVISION T 3. UNIT

DEFINITION - Records Serles - A group of related tecorde notmally filed snd used a» 4 unit for reference as wall ss retention and dispesition purposes,

4. RECORD SERIES VIILE 7 et \
\

NS /’)7&/;,5 / Mimeded | 5. eARLiEST YEAR 1 LATETEST YEAR
(ZCC) (rcent ¥y | o 1995

6. RECORD SERIES DESCRIPTION { Briefly des&i,be the types of Information/documents/iorms found in the Series. Include the puipose or funclion of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
. O File Drawer(s)
g Lelles Size o Microlilm O Alphabelical o Miciofilm Reel (s)
0 Compuler Tape (s)
O Legal Size o Computer Tape O Numerical ) O Other (Specify)
o Bound Book * 0 Floppy Disk O Chionological Number
0 Audio Tape 0O Video Yape DO Geographical 10. ANNUAL ACCUMULATION
. O File Drawer (s)
U Other (Specily) O Other (Specify) O Miciofitm Ree! (s)

0O Computer Tape(s)
O Other (Specify)

Number

1. FILE IISTUSEO‘ V . 12. FILE BECOMES INACTIVE AFTER

o Daiy c; Weekly O Monthly o Monihs) a  Years)

’ Number .
1J‘. CURRENY LOCATION(S) (Bidg.. Floor, Room) ’ 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specily agency or office)
ﬂ‘;‘ﬁa ’j o Yes A . 0 No

15. ACCESS RESTRICTIONS (if yes, cile Iaw(s).8 regulation(s) 16. AUDIT REQUIREMENTS

o Yés O No O None Ub Slale 0 Federal - O Independent

ﬁfx\en annually. Destroy material having no
11 15 AN INDEX SYSTEM USED? (I yes, explan bify ond | 15. RECOMMENDED RETEN 1 o8 1s¢al gl or operational value, Retain
A e srsTeu uato? penmanently any material that serves to
| ’ documem the origin, development and
o ‘ b he accomplishments of the depanmex}t. Transfer
periodicaily to the MD State Archives

19. NAME W OW | 20 1ELEPHONE NUMBER 21. DATE 5,;/ 0¥ .

» 410.884.4441 i -

0GS 550.4 {Nevised 1193)




~ -

Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

JepartmanVAgency 2. Division

M

3. Unit

. DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as weli as retention and d.isposlﬂon‘purposos.

4. Record Serigs Title ﬁ Wl & y W/hafeé

5. Earliest Year/Latest Year

1997 000

/ncludes req wlar +spectad (puacd «W‘ys

%a'/owm/rj mIgA. )
@004 +wn conncd aydﬂda.s 4 2D _:7

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or tunction of the series.

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume /
| vert: dzd4n Eig Drawers):
D Letter Size O Microfilm Alphabetical 2 sma i bowss. O Microfilm Reel(s)
' . O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number e S O Other (spaciy)
Q Bound Book QO Floppy Disk a Chronological
- . ' ; 10. Annual Accumulation
O Video Tape O Geographical O File Drawer(s)
) L, . 0O Microfim Reel{s)
O Other (specily) 1979-/1957 0O Other (specify) O Computer Tape(s)
Numbar O Other (specify)
11. File is Used l 12. File Bacomss Inactive After
a Daily O Woeldy O Monthly 0O Month(s) O Year(s)
Number :
13. Current Loc?tion(s) {Bldg., Floor, Room) 14. Is Record Series Duplimtad Elsewhere?
nd (It yes, specify agency or office)
27 ML a VYes a0 No
AV
15. Access Restrictions . O Yes a No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s) .
g None Q Sate 0 Independent

D Federal

17. Is an Index System Used? (i yes, explain briefly and describe
any hadware/software

0 Yes 0O No

18

. Recommended Retention

Permanent. Transfer periodically
to the Maryland State Archives

T 20. Telephone Number

- 410.884.4441

Name and Title Eirfs:aparer

DGS 550-4 {Hev. 1733)

21. Date

i1-22 04




- v

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES

"RECORDS MANAGEMENT DIVISION
7275 WATERLOO RQAD

AGENCY RECORDS INVENTORY

Retention Schedule (DGS 550-1) P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE ___ OF

JepartmenVAgency 2. Division 3. Unit

7 : B

DEFINITION - RECORD SERIES - A group of ralated records normally filed and used as a unit for reference as well as retention and d_isposl\ion'puvposes.

/"hed"hf

4. Record Series Tille Cou ned /77 Z@'aflj / 4&7 i ao / j/U {C,/ﬁ;[ /’2/9‘/7‘5 ) }5. E;ri%Y(::r/Latgst Year
. . (repoT™

6. Record Series Description (Briefly dascnbe !he types of informationn/documents/forms found in the series. Include the purpose or function of the series.

A2
7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
0O File Drawer(s)
0O Letter Size Q Microfitm O Alphabstical O Microfiilm Reel{s)
' . O Computer Tape(s)
O Legal Size O Computer Tape 3 Numerical Number G Other (specily)
0 Bound Book O Floppy Disk G Chronological
' 0. Annual A lati
§ Audio Tape 0 Video Tape O Geographical ! nnual Accumula Sn File Drawer(s)
' . . O Microfiim Reel(s)
Q Other (specily) Q Other (specify) O Computer Tape(s)
Number Q Other (spacily)
t1. File is Used 12. File Becames inactive After
a Daily 0 Weekly O Monthly O Month(s) O Year(s)
' Number
13. Current Locglion(s) (Bidg.. Floor, Room) 14. Is Recard Series D(:pliwted Elsewhere?
14 A (If yes, specify agency or office)
- O Yes O No
/b7ﬂ/7ﬂ 74 fost
15. Access Restrictions . O Yes O No 16. Audit Requirements
(It Yes. cite Law(s) & Begulation(s) .
' O None O State O Federal O Independent
17. Is an Index System Used? (il yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Tille ofPreparer l 20. Telephone Number 21. Date

B KobeZs

DGS 550-4 {Rev. 1793}

2704

410.884.4441




R . . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a saparate form for each '"RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 . PAGE __ OF ___
Jepartment/Agency 2. Division 3. Unit

TM

. DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for refarence as well as retention and djsposlﬂon'purposes.

4. Record Series Till ‘ ' 5. Earliest Year/Latest Year
ST Movie Filmung | B e 2603

6. Rocord Serias Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or tunction of the series.

A2
7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s) -
' 00 Computer Tape(s)
O Lega! Size O Computer Tape O Numerical Number O Other (specily)
@ Bound Book O Floppy Disk O  Chronological '
' 0. Annual A lat
1 Audio Tape O Video Tape O Geographical 10 Annual A e Orawer(s)
X o , 0O Microfilm Reel(s)
O Other (specity) QO Cther (specify) O Computer Tapa(s)
Numbar Q Other (spacity)
11. File is Used A 12. File Bacomes Inactive After
O Daily O Weekly O Monthly 0 Month(s) O Year(s)
Number
13. Current Loc\gtion(s) (Bidg.. Floor, Room) { 14. Is Record Series Duplimted Elsewhere?
2N A (i yes, spocify agency or office)
@74,1/)//;' 7o O VYes a HNe
15. Access Restrictions . O Yes O No 16.  Audit Requirements
{1 Yes, cite Law(s) & Regutation(s) '
O None O State O Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and describe 18

. Recommended Retention
any hadware/software

O Yes O No Permanent. Transfer periodically

to the Maryland State Archives

Name and Title of Prpparer 20. Telephone Number 21. Date

7

410.884.4441 " - 704

DGS 550-4 (Rev. 1/93)




- »

Instructions - Type or Print a separate form for each
new or ravised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION '

7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275 :
JESSUP, MARYLAND 20794 PAGE _ OF ____
Jepartment/Agency

2. Division T ' 3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tille 77401/76’4 } %/M w Videor C 5. Earliast Yea%ear

to

6. Record Series Description (Briefly describe the types of informationnvdocuments/forms found in the series. Include the purpose or function of the series.
Mevee~ Qy 73)4&3—
dyKes. Promotional

7. Record Series Format(s) 8. Record Serles Sequence 9. Volume
O File Drawer(s)
D Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
DO Computer Tape(s)
0 Legal Size O Computer Tape 0O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O  Chronological '
10. Annual Accumulation
} Audio Tape {J Video Tape O Geographical nn Y O File Drawer(s)
; . O Microfilm Reel(s)
Qa Other (specity) O Other (specify) O Computer Tape(s)
Number {1 Other {specify)
11. File is Used 12, File Becomes Inactive After
Q Daily O Weekly O Monthly O Month(s) O Year(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
. (it yos, spacify agency or office)
CwC 7 O Yes g No
15. Access Restrictions ~ 0O Yes 0O No 16. Audit Requirements
{if Yes, cite Law(s) & Begulation(s) . . ) :
O None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes 0O No
Name and Title of Preparer 20. Telephone Number 21, Date _

3504

410.884.4441




. . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION : :
new or ravised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 . PAGE ___ OF ____
JepartmenVAgency 2. Division 3. Unit
M : :

| DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for refarence as well as retention and d_isposlﬂon‘purposes.

4. Record Series Tille /[// 0 /I/IE ntum CAasses / Semninars / Meefr r)f' [y 5. Earliost Y(:arlljalt)eostqtear
. R . i Zﬂgf 0’

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
e Glge |
e Chamber .»Jb Cummerce

7. Record Series Formal(s) 8. Racord Series Sequence : 9. Volume
O File Drawaer(s) -
O Letter Size 0 Microfilm O  Alphabetical 0O Microfilm Reel(s)
' 0O Computer Tape(s)
0 Legal Size 0O Computer Tape 0O Numerical Number O Other (specity)
0 Bound Book O Floppy Disk O Chronological A
. - . 10. Annual Accumulation
1 Audio Tape 0O Video Tape 0O Geographical O File Drawer(s)
: o, . O Microfilm Reel(s)
O Other (spacity) O Other (specity) O Computer Tape(s)
Number 0O Other (specily)
1. Fila is Used 12 File Bocomes Inactive After
0 Daily 0O Weekly Q Monthly QO Month(s) O Year(s)
Number
13. Current Locgtion(s) (Bldg.. Floor. Room) 14. Is Roecord Series Dupliwted Elsewhera?
and - (I yes, specify agency or office)
DR ‘ O Yes O No
15. Access Rastrictions . O Yes O No 16. Audit Requirements
(M Yes. cite Law(s) & Begulation(s) . ’
O None a State a Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Relention
any hadware/software
QO Yes O No .
Retain until updated or
superceded, then destroy
Name and Title of Preparer I 20. Telephone Number 21. Date

410.884.4441 | “4-21-04




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MA

AGENCY RECORDS INVENTORY

RYLAND 20794 PAGE ___ OF

JepartmenVAgency

2. Division

M

3. Unit

"z

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and djsposlﬂon'purposes.

4. Record Series Title @/De vattonad Guudileired

5. Earliest Year/Latest Year
to’

Lhater (eopy)
Sykes. onpiLe

6. Racord Saries Description (Brlefly describe the types of informationn/documents/forms found in the serles. Include the purpose or function of the series.

_ Aesotuton. Mo 1%43-67
=195

Y Dofice. S rudese reps /WWMM (biy

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s) -
0 Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number Q Other (specily)
O Bound Book O Floppy Disk O Chronological '
; . . 10. Annual Accumulation
1 Audio Tape O Video Tape 0O Geographical O File Drawer(s)
. e , O Microfilm Reel(s)
0O Other (specity) Q Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used ' 12. File Bacomes Inactive After
QO Daily 0 Weoldy O Monthly O Month(s) 0O Year(s)
Number
13. Current Loc@tion(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
2 na ) (it yes, specify agency or offica)
p]ﬂ”ﬂ”:ﬁ roowl O Yes O No
15. Accoss Rastrictions . 0O Yes O No 16. Audit Requirements
(1t Yes, cite Law(s) & Begulation(s) ,
0 None O State 0O Federal 0O Independent
17. s an Index System Used? (If yes, explain briefly and describe 18. Recommendod Retention
any hadware/software Screen annually. Lestroy matenal having no
" further fiscal, legal or operational value. Retain
0O VYes 0O No permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives

Name and Title of Preparer

I 20. Telephone Number

410.884.4441

21. Date

4.3/-0¥




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedute (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenV/Agency

2. Division

2

3. Unit

' DEFINITION - RECORD SERIES - A group of refated records normally filed and used as a unit for reference as well as retention and qisposlIion'purposes.

4. Record Setips Title 0/%/'0406& ,500/(.;

5. Earliest Year/Latest Year
. .

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Record Serles Sequence 9. Volume
Q Flle Drawer(s) -
D Letter Size 0 Microfilm Alphabatical < Vol O Microfilm Reel(s) -
' 0O Computer Tape(s)
0O Legal Size D Computer Tape 0O Numerical Number O Other (specify)
0 Bound Book O Floppy Disk O Chronological .
' . Annual Accumulation
) Audio Tape O Video Tape O Geographical 10- Annual Accumuiat” eie Orawer(e)
X o, . O Microfilm Reel(s)
O Other (specily) B, ﬂd o O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used . 12. File Bacomes Inactive After
a Daily Q Weeldy a Monthly — O Month(s) O Year(s)
Number :
13. Current Location(s) (Bidg.. ﬁoor, Room) 14. Is Record Series Dupliwted Elsewhere?
2nel A (it yes, specify agency or offica)
War: A be_ O Yes O No
15. Access Restrictions . 0 Yas 0 No 16. Audit Requirements
{11 Yes, cite Law(s) & Regulation(s)
0 None 0O State 0O Federal O Independent
17. Is an Index System Used? (It yes, explain briefly and describe P 18. Recommended Retention
any hadware/software :
O Yes O No _Permanent. Transfer periodically
to the Maryland State Archives

Name and Title of Preparer

20. Telephone Number 21, Date

F-da-0y

410.884.4441




Instructions - Type or Print a séparate form for each
hew or revised record saries, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division W

3. Unit

OEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for sefarence as well as retention and d_isposmon'purposes.

4. Record Series Tilla FPD; v 0/%23& b €P7‘—

5. Earljost YeariLatest Year
115761877

6. Record Series Description (Briefly describe the types of information

Comres |
UAnnstafed Coder

rvdocuments/forms found in the series. include the purpose or function of the series.

7. Record Series Formalt(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
3 Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number O Other (specily)
O Bound Book ~ O Floppy Disk O Chronological
. . . 10. Annual Accumulation
1 Audio Tape 0 Video Tape 0O Geographical O File Drawaer(s)
: . . 0O Microfilm Reel(s)
Q Other .(speclfy) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
a Daily 0 Weeldy O Monthly O Month(s) O Year(s)
i Number :
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Dupﬁwted Elsewhere?
e — J (If yes, specify agency or office)
) a VYes O No
JDV 3
15. Access Raestrictions . O Yes O No 16.  Audit Requirements
(1 Yes, cite Law(s) & Begulation(s) .
O None a State O Federal O independent
17. Is an index System‘Used? (f yos, explain briefly and describe 18. Recommended Retention
any hadware/software Screen annuatly. Lestroy material having no
further fiscal, legal or operational value. Retain
O Yes O No permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives

Name and Title of Preparer

| 410.884.4441

ov. 3)

I 20. Telephone Number

21. Date

S1-04




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

SCHEDULE {DGS 550-1)

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

AGENCY RECORDS INVENTORY

Page of

1. DEPARTMENT/IAGENCY

2. DIVISION

T

3. UNIT

DEFINITION - Records Serles - A gioup of related records normally filed snd used se 2 unlit for reference as

well 89 retention and dlsposition puiposes.

4. RECORD SERIES TILE

5. EARLIEST YEAR / LATETEST YEAR

Pué/,_ ¢ WJorks @ reement-

|95

10

8. RECORD SERIES DESCRIPVION ( Briefly describe the types of information/documentsforms lound in the Series

L. / ) /{’&M}/e / HHunt [ Laneelotfa

. Include the putpose or funclion of the Series)

7. RECORD SERIES FORMAT(S)

O Yes } o No

then destwoy .

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Diawet(s)
O Leller Size o Microlilm O Alphabelical O Microfilm Reel (s)
O Computer Tape (s)
O Lepal Size O Computer Tape o Numerical O Other (Specily)
O Bound Book a Floppy Disk o Chronological Number
0 Audio Tape O Video Tape D Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
© Other (Specily) O Other (Specily) 0 Microfilm Reel (s)
O Computer Tape(s)
O Olher (Specify)
Number
11. FILE IS«'USED 12. .FILE BECOMES INACYIVE AFTER -
o Daiy O Weekly o Monthly O  Monthis) O Year(s)
: Numbet
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specily agency of oflice)
c- O Yes o No
15. ACCESS RESTRICTIONS (I yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
4] Yés : D No 0 None 0 State 0 Federal O Independent
17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and ECOMMEN%REIENIION 13
7]
desciibe any hardwarelsofiware) éf’d/n /f yaufy ﬂ:fﬁy '/'ef m /mﬁ o (77(\ aj reeme /7

. NAME AND TITLE OF PREPARER

7 @/mﬁ

OGS 550.4 {Revised 1/93)

20. TELEPHONE NUMBER

410.884.4441

I 21. DATE

A,f—%(ac/




. . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each '"RECORDS MANAGEMENT DIVISION : .
new of revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 - PAGE ___ OF ___
JepartmenVAgency . 2. Division 3. Unit
‘ DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for relerence as well as retention and d.isposl\ion'purposes.
4. Record Series Title ’ s 5. Earliest Year/Latast Year
' st ¥ ZJRW/W”# 1993 v 2003
6. Record Serias Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
cCorres. . . . _
. 2
Sqyke Stahwor Trara moRe!: gl gpaldng chi top
_ rant applice Flans
Bed Cab aose ase . ,

. memt 05 |
Trarn Carden - OKladoma M < plars,

licensC agreemsr”

7. Record Series Format(s) 8. Racord Series Sequence : 9. Volume
O File Drawer(s) -
QO Letter Size a Micrafitm O Alphabetical ) O Microfilm Reel(s) -
’ 0O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other {specily)
O Bound Book O Floppy Disk O Chronological :
. - ’ . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
. . . O Microfilm Reel(s)
0O Other (specity) O Cther (specify) O Computer Tape(s)
Number O Other (specity)
11. File is Used . 12. File Becomes Inactive After
O Daily D Weeldy O Monthly O Month(s) O Yoear(s)
Number :
13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhera?
e 73’R (M yes, specify agency or office)
' a Yes a No
15. Access Restrictions . O Yes a No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s) '
O None Q State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention .
any hadware/saftware Screen annually. Lestroy material having no
further fiscal, legal or operational value. Retain
O Yes O No . ‘ permanently any material that serves to

document the origin, development and
accomplishments of the departmment. Transfer
periodically to the MD State Archives

~ T -~

Name and Title of Preparer 20. Telaphone Number 21. Date

N\ B
4-2/-0
410.884.4441 _ /- 04f

DGS 550-4 (Rev. 1/93)




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedula (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE __-_ OF

Jepartment/Agency

2. Division

wZ

3. Unit

DEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for reference as well as retention and d_isposlﬂon‘purposes.

4. Record Series Tille

Alecreation +Parks

5. Earliest Year/Latest Year
to AN

Lndiv.
el + /r)a'n%
Phone sty YHeams)

Istraten feﬂm eg ishatrin

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or tunction of the series.

Waiver + release d) all tlavms)

Number

7. Record Series Formalt(s) 8. Record Serles Sequence 9. Volume
0O File Drawer(s)
0 Letter Size 0 Microfilm Alphabetical a Microfilm Rael(s) -
' 00 Computer Tape(s)
0 Legal Size O Computer Tape O Numerical Number O Other (spacify)
0O Bound Book O Floppy Disk O Chronological A
’ . al A ulath
1 Audio Tape 0 Video Tape 0O Geographical 10. Annual Accumula Sn File Drawar(s)
. L , O Microfilm Reel(s)
0 Other (specify) 0O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. Fila is Used - 12. File Becomes Inactive After
a ODaily O Weekly 0O Monthly O Month(s) 0O Year(s)

13. Curre;\x.oc?tion(s) (Bldg.. Floor, Room)

mﬁ,’p'f“m.

O Yes

14. Is Record Series Duplicated Elsewhere?
(It yes, specify agency or office)
0O No

15, Access Raestrictions O Yes

. 0 No
(f Yes. cite Law(s) & Begulation(s)

16. Audit Requirements

O WNone ‘

a State

Q Federal O Independent

17. Is an index System Used? (if yes, explain briefly and describe
any hadware/software

O Yes D No

18. _Rooommended Retention

: Retain gyears, then destroy

I 20. Telephone Number

410.884.4441

OGS 550-4 (Rev. 1793)

21. Date

| 70 710%




"y

. - . . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each 'RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P£.0. BOX 275
JESSUP, MARYLAND 20794 PAGE ___ OF ___
Jepartment/Agency 2. Division 3. Unit

WZ

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposluon'purposes.

4. Record Series Title s 5. Earliest Year/Latest Year
;‘( creatmn + Forks Logs5

2002 10

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the serias
Binders:  HKumgle prms
SummeV M/ZO
704 Vm[7 @7
Stenes i Y ko

. Include the purpose or function of the serles.

7. Record Series Formal(s) 8. Record Serles Sequence : 9. Volume ' 57 ngess
1 File Drawer(s) -
0O Letter Size Q Microfilm a Alphabestical 5 O Microfilm Reel(s) -
' _c O Computer Tape(s)
0 Legal Size O Computer Tape O Numerical Number 3 Other (specity)
Qa Bound Book O Floppy Disk O Chronological
) . Al Al lati
1 Audio Tape D Video Tape DO Geographical 10. Annual Accumulal 8 File Drawer(s)
) L X 0 Microfilm Roel(s)
Q Other {specily) O Other (specify) . O Computer Tape(s)
Number 0 Cther (specity)
11. File is Used - 12. File Becomes Inactive After
O Daily O Weekly O Monthly 0O Month(s) 0 Yoar(s)

Number

13. Current Locgtion(s) (Bldg., Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
y\A {1t yes, spacify agency or office)
: 0O VYes 0O No
VVIMD v

15. Access Restrictions DO Yes O No

16. Audit Requirements
(Il Yes. cite Law(s) & Regulation(s)

O None a State QO Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Retention
any hadware/software

O Yes O No )
Name and Tnlo of Preparer j 20. Teleohone Number 21. Date
- 410884.4441 | 7-a27-04
DTS 550- Z'IR ev. 1/93) =




N

Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedute (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE ___ OF

AGENCY RECORDS INVENTORY

JepartmenVAgency 2. Division

T

3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for refarence as well as retention and d_isposlﬂon'purposes

4. Record Series Titla % / ce De/y t

5. E7gies( Year/lLatest Year

Corves. : - / nudent—
Police reports Vebhicle
Aeim bursemt fajrrcm'.&nf'

A-2_

6. Record Series Description (Briefly describe the types of informationrvdocuments/forms found In the serles. Include the purpose or function of the series

7. Record Saries Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) -
0 Lelter Size a Microfilm O Alphabstical O Microfilm Reel(s)
' O Computer Tape(s)
Q Legal Size QO Computer Tape O Numerical Number O Other {specily)
0 Bound Book O Floppy Disk O Chronological '
: . . 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical O File Drawer(s)
X L . O Microfilm Reel(s)
O Other {specify) O Other (specify) O Computer Tape(s)
Number 3 Other (specity)
11. File is Used - 12. File Bacomes Inactive After
a Daily D Weeldy O Monthly O Month(s) 0O Year(s)

Number

!3 Cunan\ Locahon(s) {Bidg., Floor, Room)

Wﬁﬂﬂg 7o

14. Is Record Series Dupliwted Elsewhere?
(it yes, specify agency or office)
O Yes g No

15. Access Rastrictions . O Yes 0 No
{1t Yes. cite Law(s) & Begulation(s)

16. Audit Requirements

a None. Q State QO Federal a independent

17. Is an Index System Used? (! yes, explain briefly and describe
any hadware/software

O Yes O No

18. Rooommended Retenuon

. Screen annually Destroy matenal havmg 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 State Archives
\

Name and Tnle of Prpparer I 20. Telephone Number

410.884.4441

21. Date

| %0?7—'07

—— e -




.

Instructions - Type or Print a separate form for each
new or ravised record series, forward with Record

'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Retention Schedute (DGS 550-1)

P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE ____ OF

Jepartment/Agency

2. Division

i

3. Unit

DEFINITION - RECORD SERIES - A group 61 related records normally filed and used as a unit for reference as well as retention and d_isposl\ion'pmposes.

4. Record Series Title Pa Jice D_@/g/- ﬂn/)ua./ /? &/90#)

5. Earliest Year/Latest Year
0473

6. Record Series Descriplion (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

Number

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
0 Lelter Size Q Microfilm Alphabetical O Microfilm Reel(s)
’ 0O Computer Tape(s)
0 Legal Size 0 Computer Tape O Numerical Number O Other (spodty)
O Bound Book O Floppy Disk O  Chronological :
' 10. Annual Accumulation
1 Audio Tape O Video Tape 1 Geographical nau " O File Drawer(s)
X L , O Microfilm Reel(s)
Q Other (specity) Q Other (specify) O Computer Tape(s)
Number 0 Other (specily)
11. File is Used ‘ 12. File Becomes inactive After
O Daily 0 Weeldy O Monthly O Month(s) 0O Year(s)

13. Current Locglion(s) (Bldg.. Floar, Room)

J

14. Is Record Series Dupﬁmted Elsewhere?

(If yes, specify agency or office)

M bl

O Yes

O No

15, Access Restrictions a Yes

Name an}; Title of Pségarer

DGS 5504 {Rev. 1/53)

410.884.4441

. O No 16. Audit Requirements
{it Yes, cite Law(s) & Begulation(s)
3O None O State 0O Federal O Independent
17. Is an Index System Used? (If yos, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
20. Telaphone Number 21. Date

4-23-04




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ____ OF

JepartmenVAgency 2. Division

T

3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and éisposlﬁon‘purposos.

4. Record Series Tilla We.#m éh/e

Prbiie Chuif

of Poliee - Report . B B0
Repol

5. Earliest Yoar/Latest Year

esodige

6. Record Series Description (Briefly describe the types of informationnvdocuments/forms found in the series

. Include the purpose or function of the series.

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
O Letter Size 0O Microfiim 0O Alphabetical O Microfilm Reel(s)
‘ O Computer Tape(s)
QO Legal Size @ Computer Tape O Numerical Number O Other (specily)
O Bound Book O Floppy Disk a Chronological
, ) , . I
1 Audio Tape O Video Tape O Geographical 10. Annual Accumu aﬁ;n Filo Drawaer(s)
: o . O Microfilm Reel(s)
0 Other {specily) O Other (specify) O Computer Tape(s)
Number Q Other (spacify)
t1. File is Used A 12. File Becomes Inactive Aftar
a Daily 0 Weekly O Monthly 00 Month(s) 0O Year(s)

Number

13. Currenl Locatlon(s)

an NC«

(Bldg.. Floor, Room)

14. |Is Record Series Dupliwted Elsewhere?
(! yos, specify agency or office)
a VYes O No

15. Access Restriclions O Yes O No

(1 Yes. cite Law(s) & Bégulatfton(s)

16. Audit Requirements

O None »

410 884.4441

mii)

O State 0O Federal O Independent
17. Is an Index System Used? (!f yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title ol Prepdrer 1 20. Telephone Number 21. Date

"/—aa-oﬂl




. . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each "RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Relention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE___ OF ____
JepartmenVAgency 2. Division 3. Unit

T

DEFINITION - RECORD SERIES - A group 61 related records normally filed and used as a unit for reference as well as retention and djsposlﬂon'purposes.

4. Record Series Titla ﬁecy et /)j K%,m 4o CUW”?’ . 5. Ea’i;st thar/Lalest Year

o R o0y

6. Racord Series Description (Briefly describe the types of informationnvdocuments/forms found in the series. Include the purpose or function of the series.

O/{Tm"f(/’}d/ﬂ'
pape”

Fire¥

7. Record Series Format(s) 8. Record Serles Sequence ‘ 9. Volume
0O File Drawerl(s) -
0 Letter Size 0 Microfilm O Alphabetical D Microfilm Reel(s) -
’ 00 Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number O Other (spedty)
0 Bound Book 3 Floppy Disk O Chronological
' 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical nn ™0 File Drawer(s)
: L. . 0O Microfilm Reel{s)
0O Other (specify) a Other (specify) O Computer Tape(s)
Number 0 Other (spacity)
1. File is Used 12, File Becomas Inactiva Aftar
O Daily 0 Weekly O Monthly O Month(s) O Year(s)
Number :
13. Current Location(s) (Bidg.. Floor, Room) 14. s Record Series Dupliwled Elsewhere?
Q”d MC (! yes, spacify agency or office)
Jo), YB O Yes 0O No
15. Access Restrictions . O Yes O No 16.  Audit Requirements
(1 Yes. cite Law(s) & Begulation(s) . ’
O None 0O State 0O Federal O Independent
17. Is an index System Used? (If yes, explain briefly and dascribe 18. Racommended Retention
any hadware/software i
a Yes 0O No . . N
+ Retain 3 years, then destroy
|
N

Name and Title of Preparer 20. Telephone Number 21, Date

410.884.4441 g0

.~ . e ————




Instructions - Type or Print a séparale form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ___ OF

Jepartment/Agency

2. Division

wZdi

3. Unit

DEFINITION - RECORD SERIES -'A group 6( ralated records normally filed and used as a unit for reference as well as retention and disposlﬂon'purposes.

4. Record Series Title

f?ec,yc]l'rﬂ —used ot/

5. Ea;f 3 ear/l.atest Year

6. Record Serias Description (Briafly dascribe the types of informationrvdocuments/forms found in the series. Include the purpose or function of the serles.

MD. Used motor ol /ﬁycf/y. programs

MD Environ. rot

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) -
0O Letter Size Q Microfilm O Alphabetical a Microfilm Reel(s)
0O Computer Tape(s)
0 Legal Size O Computer Tape O Numerical Number O Other (specity)
O Bound Book O Floppy Disk 0O Chronological .
' 0. Annual A fatio
 Audio Tape O Video Tape O Geographical 10- Annual AcoumUatE i Drawer(s)
: . i 0O Microfilm Roel(s)
O Other {specify) a Other (specily) O Computer Tape(s)
Number 00 Other (specily)
1. Filo is Used 12, File Becomes Inactive After
a Daily 0 Weekly O Monthly - O Month(s) 0O Year(s)
Number :
13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
am M (It yos, specify agency or office)
a Yes O No
anl
15. Access Rastrictions . 0 Yes 0O No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s) A
O None O State O Federal O Independent
17. Is an Index System Used? (11 yes, explain briefly and describe 18. Recommended Retention .
hadware/
any hadware/software ?er—ﬂ/” M 5 y{m 'ﬂ?M dl\fﬁ’e)/.-
O Yes a No )

Name angd Title of

pare
v

DGS 550-4 (Rav. 1753)

' 20. Telephone Number

410.884.4441

21. Date

4-220Y

L )




Instructions - Type or Print a séparate form for each
new or ravised record series. forward with Record
Retention Schedule (DGS 550-1)

"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

PAGE ___ OF ____

Jepartment/Agency

2. Division

3. Unit

T

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for refarence as well as retention and d_isposltlon'purposes.

4. Record Series Title % " m n W zge/}o /’7‘5 ~ ) 5. E7,|' st e‘:r/l,ategleear
o : . -

—

6. Record Saries Description (Briefly dascribe the types of informationrvdocumants/forms found in the series. Include the purpose or function of the series.

A=z
7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
0 Leter Size O Microfilm O Alphabetical O Microfilm Reel(s) -
0O Computer Tape(s)
O Legal Size QO Computer Tape O Numerical Number QO Other {specity)
O Bound Book O Floppy Disk O Chronological '
‘ . lati
1 Audio Tape O Video Tape O Geographical 10- Annual Acoumlaian e Drawer(e)
: . . O Microfilm Reel(s)
0) Other {specity) QO Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used » 12. File Becomes Inactiva After
a Daily 0 Weekly aQ Monthly O Month(s) O Year(s)
: Number
13. Current Locgtion(s) {Blidg., Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
nndd (If yes, specify agency or-office)
15. Access Rastrictions . 0O Yes O No 16. Audit Requirements
(If Yes, cite Law(s) & Begulation(s) .
0O None O State O Federal a Independent
17. Is an Index System Used? (if yes, explain briefly and describe 18. Recommended Retention
any hadware/software
0O Yes 0 No T
Permanent. Transfer periodically
to the Maryland State Archives

Name and Title of Preparer 20. Telephone Number

| z% W | 410.884.4441

21. Date

a7 04

e




Instruclions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule {DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ____ OF ____

Jepartment/Agency 2. Division

7

3. Unit

' DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and disposlﬂon'putposes.

g. Record Series Title f? o Hem mf Cum m}/m

5. Earliest Year/Latest Year
&COE to ag?}

Surve

‘/’Vl nu
él/enma// info

6. Racord Series Description (Briefly describe the types of informationn/documents/forms found in the series. Indude the purpose or function of the sarles.

7. Record Saries Formal(s) 8. Racord Series Sequence 9. Volume
00 File Drawer(s)
O Letlter Size Q Microfilm . O Alphabetical O Microfilm Reel(s) -
DO Computer Tape(s)
d Legal Size 0 Computer Tape O Numerical Number Q Other (specify)
0O Bound Book O Floppy Disk O Chronological ‘
} Audio Tape 0 Video Tape O  Geographical 10. Annual Amm"'a“g‘ Filo Drawer(s)
X e . O Microfilm Reel(s
01 Other (spacity) O Other (specify) a Computer’Tape(i))
Number O Other (spacily)
t1. File is Usad . 12. File Becomes Inactive After
a Daily 0 Weeldy 0O Monthly O Month(s) O Year(s)
Number :
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliwtad Elsewhere?.
24 MU (¥ yos, spacify agency or office)
ﬂ b L O Yes 0O No
15. Access Rastrictions . O Yes a No 16. Audit Requirements
{1l Yes. cite Law(s) & Regulation(s) .
O None 0O State O Independent

O Federal

17. Is an Index System Used? (lf yes, explain briefly and describe
any hadware/software

O Yes 0O No

18

. Recommended Retention
. 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 State Archives
N o e —

20. Telephone Number

410.884.4441

Name 755Tillz of W I

GS 5504 (Rev. 1/03) i

)
|

21. Date

) 4-a-04




tnstructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

P.O. BOX 275
PAGE ____ OF ____

Jepartment/Agency 2. Division

TM

3. Unit

DEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for reference as well as retention and d_isposldon‘purposes.

4. Record Series Tille

Ketirement Hlan

5. Eirg?z‘ Eé Year/Lates Year
to’

6. Record Series Description (Briefly dascribe the types of informationn/documents/forms found in the series. include the purpose or function of the series.

7. Record Saries Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s) -
O Letter Size £ Microfilm 0O Alphabetical 0O Microfilm Reel(s)
' 0O Computer Tape(s)
0 Legal Size O Computer Tape 0O Numerical Number O Other (specily)
0O Bound Book O Fioppy Disk 0 Chronological A
' 10. Annual A lati
1 Audio Tape 0 Video Tape O Geographical e File Drawerls)
' i . ; O Microfilm Reel(s)
0 Other (specify) @ AL O  Other (specify) O Compuler Tape(s)
Numbaer O Other (spacily)
t1. File is Used A 12. File Becomes Inactiva After
Q Daily D Weeldy 0O Monthly O Month(s) O Year(s)

Number

13. Current Locgtion(s)
and
ML ‘o

(Bldg.. Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(¥ yes, specify agency or office)
O Yes O No

15. Access Restriclions 0O Yes

. 0O No
(1 Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

a Nonev 0 State

a Federal 0 Independent

17. Is an Index System Used? (if yes, explain briefly and describe
any hadware/software

18. Recommended Retention

O Yes D No Retain until updated or
superceded, then destroy
Name and Title ofRreparer ' 20. Telephone Number _ 21. Date
15t Glets 7-93-0f
410.884.4441
[GS 5504 (Hev. 193] -,




new or revised record series. forward with Record
Retention Schedute (DGS 550-1)

. . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each 'RECORDS MANAGEMENT DIVISION : :

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF ___

JeparimenVV/Agency

2. Division 3. Unit

™

DEFINITION - RECORD SERIES - A group 6! related records normally fled and used as a unit for refarance as well as retention and disposlﬂon'purposes.

to’

4. Record Series Tille &VH /_@ &7}7’%//’;1.‘ M ( CC) T 5. Ij?iest Year/l.atgs! Yoar

A%/u,/ahn:

Frnanceel

6. Racord Series Description (Brielly describe the types of informationrvdocuments/forms found in the series. Include the purpase or function of the series.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O Flle Drawer(s)
O Letter Size Q Microfilm O Alphabetical , a Microfilm Reel(s)
0O Computer Tapse(s)
O Legal Size QO Computer Tape 0 Numerical Number Q Other (specity)
OBound Book O Floppy Disk O Chronological '
. R I
1 Audio Tape O Video Tape O  Geographical 10. Annual Accumu aug," File Drawar(s)
: o, . O Microfilm Reel(s)
0 Other (specify) O Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used ‘ 12. File Becomes Inactive After
O Daily 0 Weeldy O Monthly O Month(s) 0O Year(s)
Number :
13. Current Location(s (Bldg., Floor, Roam) 14. |s Record Series Duplicated Elsewhere?
C - (It yes, spacify agency or office)
) a Yes O No
Sdv 3
5. Access Restrictions . D Yes O No 16. Audit Requirements
(It Yes, cita Law(s) & Begulation(s) . )
O None 0O State O Federal O Independent

17. Is an Index System Used? (I yes, explain briefly and describe
any hadware/software

0 Yes 0O No

18. Recommended Retention

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 State Archives
\

OGS 550-4 {Hev. 1753)

Name End Title E:P;GPZM ; 20. Telephone Number ) 21. Date

410.884.4441




. . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each "RECORDS MANAGEMENT DIVISION : :
hew or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule {(DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 - PAGE _ OF ___
JepartmenVAgency 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for reference as well as retention and disposlﬂon'purposas.

to

4. Record Series Tille %% thﬁ/@/ ) &Wﬁ’“ﬁ\ . 5. EK_Y“%‘(Z?

6. Record Saries Description (Brlafly describe the types of informationn/documents/forms found In the series. Include the purpose or function of the series.

7. Record Searies Format(s) 8. Racord Series Sequence : 9. Volume
O File Drawer(s) -
0O Letter Size O Microfilm O Alphabstical ‘0 Microfilm Reel(s) -
' 0O Computer Tape(s)
Q Legal Size 0 Computer Tape 00 Numerical Number O Other (specily)
O Bound Book O Floppy Disk 0O Chronological A
. - ‘ . 10. Annual Accumulation
1 Audio Tape @ Video Tape O Geographical O File Drawer(s)
' o . O Microfilm Reel(s)
0 Other (specity) QO Other (specity) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used 12. File Becomes Inactive After
Qa Daily 0O Weekly O Monthly - O Month(s) 0O Year(s)
Number :
13. Current Location(s) {Bldg., hoor. Room) 14. Is Record Series Dupliwted Elsewhere?
Aﬁ?b - J (If yos, specify agency or office)
’ O Yes a No
S5bv >
15. Accass Restrictions . O Yes O No 16.  Audit Requirements
{I Yes. cite Law(s) & Begulation(s) A
O None 0 State O Federal O Independent
17. s an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
0 Yes O No ~ Permanent. Transfer periodically
to the Maryland State Archives
Name and Title of Preparer 20. Telephone Number 21. Date
5ot/
& - 410.884.4441 i
DGS 550-4 (Rev. 1793) ‘




new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

b iK
¢

Instructions - Type or Print a separate form for each

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

AGENCY RECORDS INVENTORY

PAGE ____ OF

Jepartment/Agency

2. Division /}714

3. Unit

DEFINITION - RECORD SERIES - A group 6! retated records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tille Wﬁlz{g /mp/wymuo‘ Hss”

L

TralnLhcursem
m /W

-,

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series

. Include the purpose or function of the series.

7. Record Series Format(s)

8. Record Serles Sequence

9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfiim Reel(s)
O Computer Tape(s)
0O Legal Size 0O Computer Tape 0O Numerical Number QO Other (specify)
0 Bound Book O Floppy Disk O Chronological
. . . 10. Annual Accumulation
J Audio Tape D Video Tape O Geographical O File Drawaer(s)
_ , O Microfim Reel(s)
@ Other (specity) 0 Other (specity) O Computer Tape(s)
Number O Other (specily)
11. File is Used A 12. File Becomes Inactive After
O Daily 0 Weekly O Monthly O Month(s) O Year(s)
Number
13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
P (i yes, specify agency or office)
7177 IC'J O Yes O No
15. Access Restrictions . 0O Yes O No 16. Audit Requirements
{If Yes, cite Law(s) & Begulation(s)
O None O State D Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software Screen annually. Destroy material having no.
turther fiscal, legal or operational value. Retain
O Yes O No permanently any material that serves to
document the origin, development and
accomplish:nents of the departmcpt Transfer
- periodically to the MD State Archives

Name and Title of Preparer

20. Telephone Number

410.884.4441

21. Date

55-0Y




. . DEPARTMENT OF GENERAL SERVICES
Instructions - Type or Print a separate lorm for each "RECORDS MANAGEMENT DIVISION
new or revised record series. forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE __ OF ____

Jepartmant/Agency 2. Division

M

3. Unit

DEFINITION - RECORD SERIES - A group 6( ralated records normally filad and used as a unit for reference as well as retention and disposlﬂon‘putposes.

4. Record Series Tille 77/9) /;27 f) ee. /g &P@rts

5. Eayligst Year/Latest Year
Wil 2001

6. Racord Serias Description (Briefly describa the types of informationn/documents/forms found in the series. Include the purpose or tunction of the saries.

/nveices
Jransadion acefs

7. Record Saries Format(s) 8. Record Sorles Sequence 9. Volume
’ O File Drawer(s) -
0O Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s) -
' D Computer Tape(s)
0 Legal Size ) Computer Tape O Numerical Number 0O Other (specily)
0O Bound Book O Floppy Disk @ Chronological :
. . ' . 10, Annual Accumulation
J Audio Tape 0 Video Tape O Geographical O File Drawer(s)
: L . 0O  Microfilm Reel(s)
0O Other (specily) O Other (specify) O CGomputer Tape(s)
Number O Other (spacily)
11. File is Used ’ - 12. File Bacomes Inactive After
a Daily 0 Weekly O Monthly 0O Month(s) 0O Year(s)
Number :
13. Current Locgtion(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliwtad Elsewhere?
97/!6{ MQ {if yes, specify agency or office)
' ' O Yes 0O No
JdbL |
15, Access Raestrictions O Yes a No 16. Audit Requirements

(If Yes, cite Law(s) & Begulation(s)

0 None . 0O State

0) Federal O independent

17. Is an Index System Used? (il yes, oxplain briefly and describe 18
any hadware/software

0 Yes O No

destroy

. Recommended Ret_ention

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

Name and Title of Rreparer 20. Telephone Number

. 410.884.4441

DGS 550-4 {Rev. 1/93)

21. Date

4.2204




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE __ OF ____

JepartmenV/Agency

2. Division

Wz

3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and d_isposllion'purposes.

‘_" Record Serigs Tille 7‘(}&] Yi / W’”%’ Qi/n(gm&ﬁﬂ‘

5. Earliest Year/Latest Year

o, 2-03

6. Record Series Description (Briefly describe the types of informationn/documents/forms found In the series. Include the purpose or function of the series.

Number

7. Record Series Formai(s) 8. Raecord Series Sequence 9. Volume
0O File Drawer(s) -
0 Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s) -
' O Computer Tape(s)
O Legal Size 0 Computer Tape 0O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk QO Chronological '
’ 0. Annual A lati
1 Audio Tape O Video Tape O Geographical 10. Annual Accumutaton _ Drawer(s)
) S , O Microfilm Reel(s)
O Other (specify) O Othar (specify) O Computer Tape(s)
Number ‘0 Other (spacily)
11. File is Used 12, File Bacomes Inactive After
a Daily 0 Weally 0O Monthly O Month(s) 0O Year(s)

13. Current Locgtion(s)

{Bldg.. Floor, Room)
A me

| 14

. Is Record Series Dupliwted Elsewhere?
(It yes, specify agency or offica)

any hadware/software

O VYes O No

Name and Title of Preparer

LWW

OGS 550-4 {Hev. 1/93)

!

410.884.4441
!

20. Telephone Number

O Yes 0O No
40/
15, Access Restrictions . 0O Yes O No 16. Audit Requirements
(It Yes. cite Law(s) & Begulation(s) .
O None 0O State O Federal O Independent
17. Is an Index System Used? (!t yos, explain briefly and describe 18. Recommended Retention

Permanent. Transfer periodically
to the Maryland State Archives

21. Date

- -0y




Instruclions - Type or Print a separate lorm for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE __ OF

Jepariment/Agency

2. Division

—TM

3. Unit

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

a. R@rd Series Title Tawn/ W umfmlboz_.

5. Earliest Year/Latest Year

to ’% /

6. Record Series Description (Briefly describe the types of informationrvdocuments/forms found in the series. Include the purpose or function of the serles.

H M/gi" nfrastichon

7. Record Series Formal(s)

0 Letter Size Q Microfilm
0O Lagal Size 0 Computer Tape
0O Bound Book -0 Floppy Disk

4 Audio Tape 0O Video Tape

0 Other (specify)

8. Racord Serles Sequence
0 Alphabetical
G Numerical
O Chronological
01 Geographical
a

Other (specity)

9. Volume
O File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
Number O Other (specity)

10. Annual Accumulation
0O File Drawer(s)
Q Microfilm Reel(s)
O Computer Tape(s)

Number 0O Other {specily)
11. File is Used 12. File Becomes Inactive After
O Daily 0 Weekly 0O Monthly O Month(s) O Year(s)
Number o
13. Current Location(s) {Bldg.. Floor, Room) 14. Is Record Series Duplicated Eisewhere?
, (It yes, specify agency or office)
€< O VYes 0O Neo
15, Access Restrictions ~ O Yes 0 No 16. Audit Requirements
{1l Yes. cite Law(s) & Regulation(s) '
O None O State O Federal O Independent
17. Is an index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software Screen annually. Destroy matenial having no
further fiscal, legal or operational value. Retain
O Yes O No permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives

Name and Title of Preparer

o

GS 550-4 (Rev. 1/93)

20. Telephone Number

410.884.4441




Instructions - Type or Print a séparate form for each
new of revised record series. forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE ___OF ___.

Jepartment/Agency

2. Division

=

3. Unit

DEFINITION - RECORD SERIES - A group bl related records normally filed and used as a unit for relerence as well as retention and d_isposlﬂon'purposes.

Fisc

4. Record Series Title ‘73’w'n S. Z.I/A./M.&M 07 F/ﬂﬂﬂ&lﬂa{ ad'ﬂmm
j s [996 -d0v0

5. Earliast Year/Latest Y
yLxOroer

6. Racord Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Formét(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) -
O Letter Size 0 Microfilm 0 Alphabetical O Microfilm Reel(s) -
' O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Other (specity)
0O Bound Book O Floppy Disk O Chronological .
' . A Jati
1 Audio Tape O Video Tape O Geographical 10- Annual Accumutaton e Orawer(s)
X o, ; O Microfilm Reel(s)
Q Other (specify) 0O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used - 12. File Becomes Inactive After
a Daily O Weekly a Monthly O Month(s) O Yeas(s)

Number

13. Curﬁnl Locgtion(s)
P Yy
ML
DL

{Bldg.. Floor, Room)

14. is Record Series Dupliwted Elsewhere?
(It yes, specify agency or office)
0 VYes 0 No

15, Access Restrictions O Yes

. O No
(It Yes. cite Law(s) & Begulation(s)

16. Audit Requirements

o] Nonel 0O State 0O Federal D Independent

any hadware/software

0O VYes 0O No

17. Is an Index System Used? (1 yos, explain briefly and describe

18. Reoommopded Retention
Retain 2 st receat 3-\ear
evaluations, Then destreyf.

Name and Title of Praparer

L

OGS 550-4 {Hev. 1/93)

, I 20. Telephone Number

410.884.4441

21. Date

Y-z -oY




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 5§50-1)

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

AGENCY RECORDS INVENTORY

PAGE ____ OF

JepartmenVAgency

2. Division

7

3. Unit

P2

» DEFINITION - RECORD SERIES -'A group 6( related records normally filed and used as a unit for reflarance as well as retention and d_isposmon'putposes.

4. Record Serigs Title //M /'o/ q

5. Earliost Year/Latest Year

to @{‘

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

(Brmpanet )
Bis <+ bid envHopts.

7. Record Series Formal(s)

0O Lelter Size

8. Racord Series Sequence

9. Volume
O File Drawer(s) -

0 Microfilm a0 Alphabetical ‘0 Microfilm Reel(s)
__/_____ 0O Computer Tape(s)
0 Legal Size O Computer Tape O Numerical Number O Other (specily)
03 Bound Book O Floppy Disk 01  Chronological :
' . al A Jati
1 Audio Tape O Video Tape O Geographical 10- Annual Accumulatan 1o Drawer(e)
: ., . 0O Microfilm Reel{s)
0 Other {specify) O Other (specify) O Computer Tape(s)
Number 0 Cther (specily)
t1. Fila is Used ‘ 12. File Becomes Inactive After
a Daily 0O Weekly O Monthly O Month(s) a Year(s)

Number

13. Current Locgtion(s)

(Bidg., Floor, Room)

O Yes

14. Is Record Series Du_pliwted Elsewhere?
(It yos, specify agency or office)
O No

15, Access Restrictions . 0O Yes
{It Yes, cite Law(s) & Begulation(s)

O No

16. Audit Requirements

0 None -

QO State

QO Federal O Independent

17. Is an Index System Used? (It yes, explain briefly and describe

any hadware/software

O Yes 0O No

18. Recommended Retention

Retar for iRt of
plus one (/) year, Then destoy.

Vvehicle o0Wnershyp

Name and Title of Preparer

+ 410.884.4441

DGS 550-4 (Rev.

20. Telephone Number

21. Date

7270y




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS §50-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

PAGE OF ____

Jepartment/Agency

2. Division

M

3. Unit

»2_

| DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for relerence as well as retention and d}isposlﬂon‘purposes.

4. Record Series Tille

T own b ouse

5. Earliest Year/Latest Year
0 L0022

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

[ enovatrions v repirs

Number

7. Record Series Format(s) 8. Record Series Sequence 9, Volume ) W 74[0
\Z/ 1 File Drawer(s) -
Letter Size 0O Microfilm Alphabetical / O Microfilm Reel(s)
' O Computer Tape(s)
0 Legal Size 0O Computer Tape Numerical Number O Other {specify)
0 Bound Book O Floppy Disk QO Chronological .
. " . 10. Annual Accumulation
J Audio Tape Q4 Video Tape 0 Goeographical O File Drawer(s)
X L . O Microfilm Reel(s)
0 Other (specily) 0O Other (specify) O Computer Tapel(s)
Number 0 Other (spacily)
11. File is Used ' 12. File Becomes Inactive After
a Daily 0 Wealdy 3 Monthly O Month{s) 0O Year(s)

13. Current Loc?tion(s)
2/)
P“M”ﬁ V(7)) 74

{Bidg.. Floor, Room)

O Yes

14. Is Record Series Dupliwted Elsewhere?
(if yos, specify agency or offica)
O No

15. Access Restrictions . 0O Yes
(I Yes, cite Law(s) & Begulation(s)

a No

16. Audit Requirements

O None ' QO State

0O Federal D Independent

17. Is an Index System Used? (1t yes, explain briefly and describe
any hadware/software

0O Yes O No

18. Recommended Retention

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 State Archives

Namead !ilk; O}C/Zipzer ; _

DG5S 550-4 (Hev. 1793)

- 410.884.4441

1

{

\L oo

| 20. Telephone Number

21. Date

727 -0y




- . ..‘ . i DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each "RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (OGS 550-1) £.0. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF ___
JepartmenV/Agency ) 2. Division 3. Unit
M .

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for refarence as well as retention and d_isposltlon‘purposes.
4. Record Series Tille —- Y o 5. E%i;st Year/Latest Year

_ @A/@;jﬁmm howse related —otnar oaratest

6. Racord Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

[andsape playiss

7. Record Series Formal(s) 8. Record Series Sequence ’ 9. Volume
O File Drawer(s) '
0 Letter Size 0 Microfilm 0 Alphabetical _ ‘0 Microfilm Reel(s) -
' O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (spodfy_)
0O Bound Book QO Floppy Disk O Chronological '
. ‘ I
J Audio Tape D Video Tape D Geographical 10. Anal Accumulatan o Drawer(s)
: . ) O Microfilm Reel(s)
0 Other (sp»ecufy) O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used - 12. File Becomes Inactive After
0 Daily 1 Weekly O Monthly O Month(s) 0O Yoear(s)
Number
13. Current Loc?tion(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
2MYR_ (if yes, specify agency or offica)
' | O Yes O No
15. Access Restrictions . O Yes Q No 16. Audit Requirements
{If Yes. cite Law(s) & Begulation(s) . ’
O None O State O Federal O independent
17. Is an Index System Used? (If yes, oxplain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Preparer ' l 20. Telephone Number =~ = . | 21. Date // -2/ -04

OGS 550-4 {Hev. 1/93)

/6% 1410.884.4441




new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
'"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE ____ OF

JepartmenVVAgency

2. Division

71

3. Unit

Pz

» DEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for referance as well as retention and cﬁsposlﬂon'purposes.

4. Record Series Title )/ Q /(

5. Earliost Year/Latest Year
to :

6. Racord Series Description (Briefly describe the types of informationn/documents/forms found in the series. indlude the purpose or function of the series.

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume atet il
O File Drawer(s) -
0 Letter Size 1 Microfilm D Alphabetical . / 3 Microfilm Reel(s) -
‘ 00 Computer Tape(s)
0 Legal Size D Computer Tape 0O Numerical Number 0O Other (spedfy)
O Bound Book O Floppy Disk a Chronological :
. . ' . 10. Annual Accumulation
J Audio Tape 0O Video Tape O Geographical O File Orawer(s)
X . , O Microfilm Reel(s)
O Other (specity) Q  Cther (specity) O Computer Tape(s)
Number Q Other (specify)
11. File is Used 12. File Becomes Inactive After
a Daily O Weekly O Monthly 0O Month(s) O Year(s)
Number :
13. Curren Location(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
3 N
N (I yas, specify agency or office)
5 O VYes O No
Lanay _
prantig e a
15. Access Restrictions . 0O Yes O No 16.  Audit Requirements
(It Yes. cite Law(s) & Begulation(s) .
' O None O State 3 independent

O Federal

O Yes

0

17. Is an Index System Used? (if yos, explain briefly and describe
any hadware/software

No

18.

Recommended Retention

fgﬁﬁqwi ! (o) vear aftes” event,
Then 4 atry.

Name and Tllle of Pr

arer

20. Telaphone Number

- 410.884.4441

JG'S"SmS]




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

7275
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'"RECORDS MANAGEMENT DIVISION

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

WATERLOO ROAD
£.0. BOX 275
PAGE ___ OF

Jepartment/Agency 2. Division

M

3. Unit

' DEFINITION - RECORD SERIES - A group 6! ralated records normally filead and used as a unil for reference as well as retention and qisposmon'putposes.

4. Record Series Titla 7’/7/) ane. /'d// 5%@7[(,/)75/7 /j‘

5. Earliost Year/Latest Year

D03 w2003

6. Record Serias Description (Briefly describe the types of informationn/documents/forms found in the series. include the purpose or function of the serles.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
0 Letter Size 0O Microfilm O3 Alphabetical O Microfilm Reel(s)
' O Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number O Other (specily)
O Bound Book O Floppy Disk O  Chronclogical '
. Annual lati
1 Audio Tape 0 Video Tape 0O Geographical 10. Annual Accumula g‘ File Orawer(s)
X . . O Microfiim Reel(s)
O Other (specity) v - 0O Other (specify) O Computer Tape(s)
Number O OCther (specify)
LN
11. File is Used ‘ 12. File Bacomes Inactive After
a Daily 0 Weekly O Monthly a Month(s) Q Year(s)

Number

13. Current l.ocgtion(s) (Bldg.. Floor, Room)

14. is Record Series Duplimted Elsewhera?

nd (i yes, specify agency or office)
2 ’ MC . O Yes O No
15. Access Restrictions . 0O Yes O No 16. Audit Requirements
(It Yes. cite Law(s) & Begulatiorys)
O None O State O independent

0O Federal

17. Is an Index System Used? (It yes, explain briefly and describe
any hadware/software

O Yes 0O No

18. Recommended Retention

Permanent. Transfer periodically
to the Maryland State Archives

Name and Title of Preparer | 20. Telaphone Numbar

410.884.4441

GS 550-4 {Hev. 1793}

21. Date
y-2a -0t




IHSTRUCHIONS ;- 14PE OR PIUNT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FONWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20704 Page of

1. DEPARIMENI/AGENCY

—

P

3. UNH

2. DIVISION -
™

N

DEFINITION . Records Serlas - A group of related tecords normally fled and used se & unit for reference as

well a8 ratention and disposition purpoees.

4. RECORD SERIES NILE

Develepmen Plans + 1haps.

5. EARLIEST YEAR / LATETEST YEAR

10

wm /W% woeden ”J’MA b

¢. RECORD SERIES DESCRIPVION { Buielly describe the lypes of information/documentsiiorms found in the Series

. Include the puipose ot function of the Series)

ax(l

7. RECORD SERIES FORMAT(S)

O Leller Size o Microfim

O Legal Size o Compuler Tape
D Bound Bbok a Floppy Disk

O Audio Tape 0 Video Tape

0 Other (Specily)

8. RECORD SERIES SEQUENCE 9. VOLUME
Q File Orawer(s)
O Alphabetical o Microfilm Reel (s)
o Computer Tape (s)
O Numerical O Other (Specify)
O Chionolegical Number

10. ANNUAL ACCUMULATION
O File Diawer (s)
D Microlim Reel (s)
a Compuler Tape(s)
O Other {Specily)

O Geographical

O Other (Specily)

Number

11. FILE 15.USED

o Daily O Weekly o Monlhly

12. FILE BECOMES INACTIVE AFTER

O  Monlh(s) a Yeal(é)

Number

-

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

T

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)

O Yes .o

No
15. ACCESS RESTRICTIONS (i yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
a Yés 0 No O None 0 Slate O Federal O Independent

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

O Yes ' O No

18. RECOMMENODED RETENTION

W, WW*W
Rftarded, e Ty o

19.

NAME ANZI"?f W

0GS 550-4 {Navised 1193)

410.884.4441

20. TELEPHONE NUMBER

L,a-l»—— T A - B T

ﬂw&‘miﬁl-ma‘;i Permanent. Transfeﬂ%ﬁﬁy —

to the Maryland State Archlves

i

§-Yq-oy




NSTRUCTIONS - $YPE OR PRINT A SEPARATE FORM FQR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION
SCHEDULE (OGS 550-1)

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

AGENCY RECORDS INVENTORY

Page ol

1. DEPARTMENTIAGENCY

2. DIVISION (’71/1

———

P2

3. UNIT

OEFINITION - Records Series - A group of related tecords normally fMed and used as a unit for reference ae

well e retention snd disposition purpetes,

4. RECORD SIERIES’IIILE

ma’oj + Dlans’

5. EARLIEST YEAR / LATETEST YEAR

10

0. RECORD SERIES DESCRIPTION { Briefly describe the types of Information/documentsfforms found In the Series

i | Plan eabnet (V! ~20)

. Inctude the purpase or funclion of the Series)

0. voume (OO0 77

descube any hardwatel/sollware)

o Yes ' (8]

No
AA Y

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE I'/O/¢M
. O File Drawer(s)
O Leller Size 0 Microliim O Alphabetical O Microfilm Reet (s)
o Computer Tape (s) -
O Lega! Size o Compuler Tape a Numerical a Other (Specify}
D Bound Book O Floppy Disk O Chonologicatl Number /D /4 4 84 é//lﬂL'
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
0 Other (Specily) O Other (Specify) D Microfiim Reel ()
O Compulet Tape(s)
0 Olher (Specify)
Number
", FILEV IS-.USED 12. FILE BECOMES INACTYIVE AFTER
o Daily O Weekly O Manthly O Months) ©  Yesrs)
: Numbet
13. CURRENT LOCATION(S) (Bidg., Floor, Room} 14. 1S RECORD SERIES OUPLICATED ELSEWHERE? (It yes, specily agency ot office)
C -
j O Yes g No
15. ACCESS RESTRICTIONS (Il yes, cite law{s) 8 regulation(s} 16. AUDIT REQUIREMENTS
a] Yés 0 No O None 0 Slate 0 Federat O Independent
17. 1S AM INDEX SYSTEM USED? (Il yes, explain brielly and 18. RECOMMENDED RETENTION

W

o el

19. NAM

~r

1GS $50.4 {Revised 1193)

20. TELEPHONE NUMBER

. 410.884.4441

21. DATE

5-Yeolf




lnstruclions - Type or Print a sépara(e form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenVAgency

2. Division

ﬁ/{

3. Unit

Pl

' DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as weli as retention and djsposlﬂon'purposes.

4. Record Senes Title

p/ﬂﬁ S, M@D)

5. Earliest Year/Latest Year
to’ :

6. Record Series Description (Briafly describe the types of iniormahonn/dowmentsllonns found in the series. include the purpose or function of the saries.

Aoy, 5 /00

In (anous dea r Wabe/mx

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
1 File Drawer(s)
O Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
D Computer Tape(s)
O Legat Size 0O Computer Tape O Numerical Number O Other (spacily)
O Bound Book O Floppy Disk a Chronological '
. ’ . 10. Annual Accumulation
1 Audio Tape 0O Video Tape O Geographical o O File Drawer(s)
, o . O Microfim Reel(s)
0O Other (specity) O Other (specify) O Computer Tape(s)
Number O Other (specily)
1. File is Used '12. File Becomes Inactive After
a Daily O Weeldy a Monthly O Month(s) 0 Year(s)
Number
13. Current Locatlon(s) (Bidg., Floor, Room) 14. |s Record Series Dupliwted Elsewhere?
dﬂ n L (it yos, specify agency or office)
é O Yes O No
Chud /4 U tgbs
15. Access Raestrictions . 0O Yes a No 16.  Audit Requirements
{If Yes, cite Law(s) & Begulation(s)
' O None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommendad Retention
any hadware/software
O Yes 0O No
Name and Title of Preparer 20. Telephone Number 21. Date

GS 550-4 (

% W 410.884.4441

504




Instractions - fype or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedute (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ____ OF

JepartmenVAgency 2. Division

Ctort=2 T M

3. Unit

Pl

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and d_isposlﬂon‘purposes.

4. Record Series Tille

[T ans ¢ mops

5. Earliest Year/Latest Year
to .

6. Racord Series Description (Briefly describe the types of informationnvdocuments/forms found In the series. include the purpose or function of the series.

Poce seter

(Lappé/ /147/

7. Record Series Format(s) 8. Record Series Sequence 9, Volume
O File Drawer(s)
O Letter Size 0 Microfim O Alphabetical 0O Microfilm Reel(s) -
' O Computer Tape(s)
0O Legal Size 0O Computer Tape O Numerical Number O Other (spocily)
0 Bound Book 0 Foppy Disk 0O Chronological -
. Annual A latio
1 Audio Tape O Video Tape O Geographical 10- Anral Aocum e Fe Draweris)
X L . O Microfilm Reel(s)
0O Other (specity) 0O  Other (specify) O Computer Tape(s)
Number O Other (spacity)
11, File is Used V 12. File Bacomes Inactive After
g Daily 0 Weekly O Monthly g Month(s) Q Year(s)

Number

13. Current Location(s) {Bldg.. Floor, Room)

156, L copy vom,

14. |s Record Series Dup\iwted Elsewhere?
(It yos, specify agency or office)
0O VYes O No

15. Access Restrictions O Yes

. O No
(i Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

O None .

a State O Federal O Independent
17. Is an Index System Used? (M yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes 0O No ’

Name and Title of Pgeparer 20. Telephone Number 21. Date
' 410.884.4441 #0-04f
1 i

DGS 550-4 (Rev. 1/93) : ’

N~

|




Instrictions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE QOF

Jepartment/Agency

2. Division

w4

3. Unit

Py

OEFINITION - RECORD SERIES - A group ot ralated records normally filed and used as a unit for reference as well as retention and <,1_ispos|don'puw°sos.

4. Record Saries Title

Maps , D lans, blueprinls

S. Earliest Year/Latest Year
to’ :

Y - 63 magp racks

SKetch s + dranviys.

Map room = nside ~ ouk

Caron of Maps, Dlins, +Profict-comes.

. 6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Indlude the purpose or tunction of the series.

Number

7. Record Series Format(s) 8. Racord Serles Sequence 9. Volume
O File Drawer(s)
0 Letter Size 0O Microfilm Alphabetical 0O Microfilm Reel(s) -
— 0O Computer Tape(s)
0 Legat Size 0O Computer Tape O Numerical Number O Other (specity)
0 Bound Book O Floppy Disk O Chronological ‘
' . al A lat
1 Audio Tape 0 Video Tape O Geographical 10. Annual Accumutaton e Drawer(s)
: . . O Microfilm Reel(s)
O Other {specity) Q Other (specify) O Computer Tape(s)
Numbar O Other (specily)
11. File is Used - 12. File Becomes Inactive After
a Daily 0 Weekly 0O Monthly O Month(s) a Year(s)

13. Current Locgtion(s)
Ll

(Bidg.. Floor, Room)

O Yes

14, |s Record Series Duplicated Elsewhere?
(If yes, spacify agency or office)
O No

15. Access Restrictions . O Yes
(1 Yes. cite Law(s) & Regulation(s)

a No

16. Audit Requirements

-

O WNone a State O Federal 0O independent
17. Is an index System'Usod? (1t yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes 0O No

Name and Title %M _ j 20. Telephone Number 21. Date

( \ /l .
/@% 410.884.4441 | /-2 7- ot
DGS 5504 {Hev. 1793) ‘

N Y




g >

- . . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instriictions - Type or Print a separate form for each 'RECORDS MANAGEMENT DIVISION : :
new or ravised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 - PAGE ____ OF ____
Jepartment/Agency 2. Division Py 3. Unit P L

| DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for relerence as well as retention and disposldon'putposos.
4. Record Senes

5. Earliest Year/Latest Year
to’

Gna, ,@4/&) 72144/1471 i /oMm

6. Record Saries Descupuon (Briofly describe the typas of In(onnahonnldowmants/tonns found in the series. Include the purpose or function of the sarles.

.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume Yy @"’ %VW
El/Flle Ordwer(s) -
0O LeMer Size 0 Microfilm 0O Alphabetical 1 O Microfilm Reel(s)
' M,‘_ﬂ Computer Tape(s)
O Legal Size O Computer Tape 0 Numerical Number O Other (specity)
<
0 Bound Book O Floppy Disk a Chronological g o j’ﬁ "‘I{ %MM__
' 0. A ulat
1 Audio Tape O Video Tape O Geographical 10. Annual Accumula 0 Filo Drawar(s)
) L, . O Microfilm Reel{s)
0 Other (specily) O Other {specily) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used . 12. File Becomes Inactive After
a Daily Q0 Weelly Q Monthly O Month(s) O Year(s)
Number :
13. Current Locgtion(s) {Bldg.. Floor, Room) 14. Is Record Series Du_pliwted Elsewhere?
{It yes, spacify agency or office)
0O VYes g No
15, Access Restrictions . DO Yes 0 No 16. Audit Requirements
(11 Yes, cite Law(s) & Begulation(s) , '
a None O State O Federal 0O Independent
17. Is an Index System'Used? (I yas, explain briefly and describe 18. Recommended Retention
any hadware/software
. i
O Yes O No . .

Name and Tme of Progparer 20. Telephone Number 21. Date

) 4 29-0
410 884.4441 5/

DGS 5503 (Hev 1753) o




Instructions - Type or Print a séparale form for each
new or revised record series. forward with Record
Retenlion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

PAGE _ OF ___

Jepartment/Agency

JESSUP, MARYLAND 20794
2. Division

M

3. Unit

PM/%/?/@ /Zo%/%

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and d_isposltlon'purposes.

4. Record Series Title )/m P/ﬂ’lf, B/M&p/fﬂfj ) M@j

5. Earliost Year/Latest Year
to :

6. Record Series Descriplion (Briafly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Format(s)

8. Racord Series Sequence

Number

9. Volume
O File Drawer(s) -
0 Letter Size  Microfilm O Alphabetical O Microfilm Reel(s) -
‘ O Computer Tape(s)
O Legal Size 3 Computer Tape 3 Numerical Number 0O Other (spoci!y_)
0 Bound Book O Floppy Disk 0O Chronological .
’ 10. Annual Accumulation
1 Audio Tape O Video Tape 1 Geographical o O File Drawer(s)
: L - . 0O Microfilm Reel(s)
O Other (spacity) O Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used ‘ 12. File Becomes lnactive After
O Daily 0 Weekly O Monthly O Month(s) O Year(s)

13. Current Locgtion(s)
274

D dinn /,;‘7' rm

(Bldg.. Floor, Room)

O Yes

14. Is Record Series Dupliwted Elsewhere?
(if yes, specify agency or office)
O No

15. Accoss Restrictions .
(It Yes, cite Law(s) & Regulation(s)

D Yes 0O No

16. Audit Requirements

0O None .

Y Kb

i
— |
av, !

' 410.884.4441

0O State 0O Federal O independent
17.'ls an Index System Used? (It yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes 0O No
Name and Title of Proparer l 20. Telephone Number . Date

404




. Le . . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Prinl a separate form for each "RECORDS MANAGEMENT DIVISION : :
new or ravised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE___ OF ___
Jepartment/Agency 2. Division 3. Unit

e

Pe/o"oﬂoe/

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for refarence as well as retention and d_isposluon‘purposes.

4. Record Series Title L MW _ ’n M : ﬁ 7 . 5. Ea) Yearéag;toYear

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series.

(Fnal arder ’/9?5)

Include the purpose or function of the sarios.

Make adecisin gn last date o appet +tyen spred

7. Record Series Format(s) 8. Record Series Sequence : 9. Volume
O File Drawer(s) -
O Lelter Size 0 Microfilm 0O Alphabetical ) O Microfilm Reel(s) -
' DO Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number 0O Other (specity)
0 Bound Book O Floppy Disk O Chronological
: ’ : . Annual A lati
1 Audio Tape O Video Tape 00 Geographical 10. Annual Accumuta én File Drawer(s)
X L , 0O Microfilm Reel{s)
0 Other (specily) O Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. Fila is Used ‘ . 12. File Becomes Inactive After
a Daily 0 Weekly a Monthly 3 Month(s) 0O Yeas(s)
Number :
1. Cunent Locauon(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Ind (M yes, specify agency or office)
Plann //j roen) O VYes O No
15. Access Restrictions . O Yes a No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s) '
0O None a State O Federal O Independent

17. Is an index System Used? (It yes, explain briefly and describe 18.
any hadware/software

Recommended Retention W» W«ﬂd— Laxas
Jor 10) B fimat tbtiment Pon

wawmew f‘/@/[‘avewﬂu

edosy

O Yes D No

| 20. Telephone Number 21. Date
W@\ . ' Y -I7-0
/\f/ \/l-'c/{'w 410.884.4441 | | 7




~- ., .

Instructions - Type or Print a separate form for each
new or ravised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE __._ OF

JepartmenVAgency

2. Division

T

3. Unit

‘ DEFINITION - RECORD SERIES - A group bf related records normally filad and used as a unit for reference as well as retention and Qisposmon‘purposes.

4. Record Series Title

L ouws Suids

5. Earliest Year/Latest Year

— 02003

6. Record Series Description (Briefly describe the types of informatiann/documents/forms found in the serles. Include the purpose or function of the serles.

7. Record Series Formai(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
0O Letter Size 0 Microfilm Alphabetical O Microfiim Reel(s) -
' O Computer Tape(s)
0 Legal Size 0 Computer Tape O Numerical Number a Other (specify_)
O Bound Book 0O Floppy Disk g Chronological '
) 10. Annual A ulation
1 Audio Tape O Video Tape O Geographical A R File Drawar(s)
. o, . O Microfilm Reel(s)
O Other (specify) 0 Other {specify) O Computer Tape(s)
Number O Other (specily)
1. File is Used 12, File Becomes Inactive After
a Daily 0 Weeldy a Monthly O Month(s) O VYear(s)
Number :
13. Current Locgtion(s) (Bldg.. Floor, Room) 14. |Is Record Series Dupliwted Elsewhere?
204 M (M yes, specify agency or office)
' O Yes O No
15. Access Raestrictions . O Yes O No 16. Audit Requirements
(It Yes, cite Law(s) & Begutation(s) :
a None O State QO Federal O Independent
17. is an Index System Used? (Il yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name af l 20. Telaphone Number 21. Date
oy N .
& 410.884.4441 ; 49 -of
DGS 550-4 (Rev. 1/93) ' =
RETGIRIVE e ,;.1:'.-3.,':. et T T T T
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Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
"RECOROS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

PAGE __ OF ____

JepartmenVAgency

JESSUP, MARYLAND 20794
2. Division

“TM

3. Unit

DEFINITION - RECORD SERIES - A group 6! rolated records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tille L‘ﬂﬂ&/@m ‘Z;Q//(&J Vs c& Bd GZ A{da{ﬂ

5. Earjigst Yoar/lLatest Year
to° /

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or tunction of the series.

Name and Title of Ezgarer

- 410.884.4441 |

TS 550-4 (Hev. 1703)

L P

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
0O Letter Size QO Microfilm Alphabetical O Microfilm Reel(s) -
' O Computer Tape(s)
O Legal Size Q Computer Tape O Numerical Number Q Other (specity)
0 Bound Book O Floppy Disk O Chronological ‘
' 10. Annual A latio
1 Audio Tape O Video Tape O Geographical e S, File Drawer(s)
X . . O Microfilm Reel(s)
0 Other (specity) a Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used 12. File Becomes Inactive After
a Oaily 0 Weelly O Monthly O Month(s) O Year(s)
Number
13. Current Location(s) {Bidg., Floor, Room) 14. |s Record Series Dupliwted Elsewhere?
71C (It yes, specify agency or office)
ﬂ Vl ' 3 O Yes g No
15. Access Rastrictions . O Yes 16. Audit Requirements
{1t Yes. cite Law(s) & Begulation(s) .
O None O State O Federal O independent
17. Is an Index System Used? (It yes, explain briefly and describe 18. Recommended Retention
any hadware/software
0O Yes 0 No
] 20. Telephone Number 21. Date

5404 ’




-

Instructions - Type or Print a séparate form for each
new or ravised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ___ OF

JepartmenVAgency

2. Division

AM

3. Unit

. DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for relerence as waell as retention and d_isposl(lon'purposes.

4. Record Series Tille

[@ym/ﬂmuu&/

5. Eatliest YearALatast Year
/ to'm

Delaney. Pavis

6. Record Series Description (Briafly describe the types of informationn/documents/forms found in the series. include the purpose or function of the saries.

Semmes, Dowen v Semmed

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
Q Flle Drawer(s) -
0 Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
' 0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other {specily)
0 Bound Book O Floppy Disk O Chronological
: . ’ . 10, Annual Accumulation
} Audio Tape 0 Video Tape O Geographical O File Drawer(s)
X . , O Microfiim Reel(s)
0 Other (specity) QO Other (specify) O Computer Tape(s)
Number 0 Other (specily)
11. File is Used 12, File Becomes Inactive After
a Daily O Weeldy O Monthly O Month(s) 0O Year(s)
Number :
13. Current Location(s) (Bldg., Floor, Room) 14. |Is Record Series Dupliwted Elsewhere?
, (I yos, spacify agency or offica)
/ ; M 1C QO Yes O No
15. Access Restrictions ~ O Yes O No 16. Audit Requirements
(Il Yes. cite Law(s) & Begulation(s) .
O None 0O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recr "~ ' ™
any hadﬂare)/'soﬂware aty P y Screen annually Destroy material having no
further fiscal, legal or operational value. Retain
O Yes O Neo permanently any matenial that serves to
- document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives
. _ .

Name and Title of, Zr;pater ;

msmnm‘va

20. Telephone Number

410.884.4441

21. Date

72%0&




: . . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each 'RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 - PAGE __ OF ___

Jepartment/Agency

2. Division /]ﬁ/\ 3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and d_isposldon'purposes.

4. Record Series Tile 1 _ L@j@/‘ &iﬁ"%&l’/ff MW‘W 5. Ei,ri}s}Yeam? st!;at

to

6. Record Serias Description (Briefly describe the types of lnf?aﬁonn/dqcumehts/tonns found in the series. Include the purpose or function of the series.

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
0 File Drawer(s) -
0O Letter Size 0O Microfilm O Alphabetical O Microfilm Reel(s)
' 0O Computer Tape(s)
0O Legal Size O Computer Tape 0O Numerical Number g Other (specity)
0O Bound Book D Floppy Disk G Chronological
' 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical n O File Drawer(s)
’ L ! 0 Microfim Reel(s)
Q Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used - 12. File Becomes Inactive After
@ ODaily 0O Weekly O Monthly O Month(s) Q Year(s)
Number :
13. Current Locgtion(s) (Bldg., Floor, Room) 14, Is Record Series Dupliwted Elsewhere?
777'22[{( (J (If yes, specify agency or office)
jb V 3 ) O Yes O No
15. Access Restrictions . O Yes a No 16. Audit Requirements
(1 Yes. cite Law(s) & Regulation(s) '
O None Q State O Federal O Independent

17. Is an Index System Used? (M yos, explain briefly and describe 18

. Recommended Retention
any hadware/software

0 Yes 0 No

Name and Title of Preparer l 20. Telephone Number - . 21. Date

/33{ 410.884.4441 SY-04
| |




Instructions - Typa or Print a sépara(e form for each
new or revised record series, forward with Record
Ralention Schedule (DGS §50-1)

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

AGENCY RECORDS INVENTORY

PAGE OF ____

JepartmenVAgency

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and d_isposluon'putposes.

i" Record S‘eti_es Tile L%, Z_Cifb L,ﬁl. OLE{&@%& .

5. Earliest Year/].atast Year
%) i

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

|/

- v,

- 410.884.4441

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) '
O Letter Size O Microfilm 0O Alphabetical O Microfilm Reel(s) -
’ 0O Computer Tape(s)
O Legat Size 0 Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological »
. - ’ . 10. Annual Accumulation
1 Audio Tape 0 Video Tape a Geographlml O File Dfawer(a)
' Co . 0O Microfim Reel(s)
0 Other (specity) O Other {specify) O Computer Tapa(s)
Number 0O Other (specify)
11. Fila is Used 12. File Becomes Inactive After
a Daily 0O Weekly a Monthly O Month(s) O Year(s)
: Number :
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Dupliwted Eisewhere?
C l (If yes, specify agency or office)
. . 0O Yes O No
e humd 8&, Qabines
15. Access Rastrictions . O Yes Q No 16. Audit Requirements
{it Yes, cite Law(s) & Begulation(s) .
O None Q State O Federal O Independent
17. Is an Index Syslem‘Used? (It yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes 0O No
Name and Title of Preparer l 20. Telephone Number 21. Date

-4 -04




-
‘<

Instructions - Type or Print a separate form for each

new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenVAgency

2. Division m

3. Unit

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for relerence as well as retention and d_isposldon'purposes.

4. Record Series Title b

wlany + Davis

5. Eayliest Year tosl%eat
/ to 2; 7

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the serles. Include the purpose or tunction of the series.

(C ovres.
Adyrcts.

Aeparts

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume
O File Drawer(s)
0 Letter Size  Microfilm Alphabetical a Microfilm Reel(s)
) . O Computer Tape(s)
O Lega! Size O Computer Tape O Numerical Number QO Other (specity)
O Bound Book O Floppy Disk a Chronological -
- . ' . 10. Annual Accumulation
1 Audio Tape 0O Video Tape 0O Geographical D File Drawer(s)
' . . 0O Microfilm Reasl(s)
0 Other {specity) 0O Other (specify) O Computer Tape(s)
Number O Other {specity)
11. File is Used - 12. File Becomes Inactive After
Q Daily 0 Weekly O Monthly O Month(s) 0O Year(s)
Number '
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
,é‘— - (It yes, specify agency or office)
) O Yes g No
5DV 3
15. Access Rastrictions ~ 0O Yes O No 16. Audit Requirements
{1l Yes, cite Law(s) & Begulation(s)
0 None a State Q Federal 0 Independent
17. Is an Index System Used? (it yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O VYes O No
20. Telephone Number 21. Date

Name an% Title of P or

—
DGS 550-4 {Rev. 1133)

410.884.4441

340y
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DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE ____ OF ___
JepartmenVAgency 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for refarence as well as retention and disposition purposes.

4. Record Series Title ’ ‘ / T §. Earliest Year/Latast Year
L(’ja/ Cace o yndatel

6. Racord Saries Description (Briafly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the serles.

( Hmm)

Town 9 Sykes. 8 HAmer. Motors. Docaments not sisnad . Mo o Heng.
V 7

,llﬂ’t’
7. Record Series Formal(s) 8. Record Serles Sequence 9. Volume
O File Drawer(s)
O Letter Size 0 Microfilm O Alphabstical O Microfilm Reel(s)
0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numericai Number O Other (specily)
O Bound Book O Floppy Disk a Chronological
. - . 10. Annual Accumulation
1 Audio Tape Q Video Tape O Geographical nnu O File Drawer(s)
. . O Microfim Reel(s)
A Other (specity) 0 Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used 12. File Bacomes Inactive After
a Daily 00 Weekly 0O Monthly _ O Month(s) 0O Year(s)
Number
13. Current Location(s) {Bldg.. Floor, Room) 14. Is Record Serias Duplicatad Elsewhera?
A (!t yes, specify agency or office)
(& T O Yes O No
15. Access Restriclions . O Yes O No 16. Audit Requirements
(M Yes, cite Law(s) & Regulation(s) '
O None 0O State 0O Federal O Independent
17. Is an Index System Used? (lf yes, explain briefly and describe 18. Recommendead Retention
any hadware/software
0O Yes 0O No
Name and Title of Preparer 20. Telsphone Number 21. Date

| IS4
410.884.4441 :
G

DGS 550-4 (Hev. 1/33) L




DEPARTMENT OF GENERAL SERVICES

Instructions - Type or Print a séparate form for each "RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

new or revised record series. forward with Record

7275
Retention Schedule (DGS 550-1)

JESSUP, MARYLAND 20794

WATERLOO ROAD
P.O. BOX 275

PAGE OF

JepartmenVAgency 2. Division

Za

3. Unit

P2

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for refarence as well as retention and qisposlﬂon’putposes.

4. Record Series Title B@/I(D 60'5 ¢ 6/4&7’77@ C-O

5. Earliost Year/Latest Year
/ﬂ to

Ordinance

Map
Stredt {/j'%/T
Ciorres.

6. Record Series Description (Briefly describe the typas of informationn/documents/forms found in the series. Include the purpase or function of the series.

Instullatvon of electnensPoles L

{1t Yes, cite Law(s) & Bégulal_ion(s)

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
0 Lelter Size O Microfilm Alphabetical O Microfilm Reel(s)
O Computer Tape(s)
0O Legal Size O Computer Tape 0O Numerical Number 0O Other (specify)
0O Bound Book O Floppy Disk O Chronological
. - ’ . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
) e , O Microfilm Reel(s)
0 Other (specity) QO Other (specify) O Computer Tape(s)
Number QO Other (specify)
11. File is Used . 12. File Becomes Inactive After
a Daily 0 Weekly O Monthly O Month(s) O Year(s)
Number :
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
C - (It yes, spacify agency or office)
[/ ' 0O Yes O No
15. Access Rastrictions a Yes O No 16. Audit Requirements

O None O State

O Federal O Independent

17. s an Index SyslemAUsed? (If yes, explain briefly and describe
any hadware/software

O Yes 0O No

- Recommended Retention
Screen annually. Destroy material having no
further fiscal, legal or operational value. Retain
_ permanently any mato.nal that serves to
" document the origin, development and
" accomplishments of the department.
periodically to the MD State Archives

Transfer

Name and Title of Preparer - 20. Telephone Number

410 884.4441

M)

21. Date

5-4-0f

—— - = .




. . DEPARTMENT OF GENERAL SERVICES
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
hew or ravised record series. forward with Record 7275 WATERLOQ ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenVAgency 2. Division

M

3. Unit

P

DEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for reference as waell as retention and d_isposlﬂon'purposes.

4. Record Series Title B/d’- Mw P/jﬁ"‘( WP”WL

5. Earliest Year/Latast Year
A3 1o

itlard cOOfé/ o K

W

6. Racord Series Description (Briefly describe the types of informationn/documents/fforms found in the series. Include the purpose or function of the saries.

7. Record Series Format(s) 8. Racord Saeries Sequence 9. Volume
y) /’7‘/ O File Drawer(s) -
0 Letter Size 0 Microfilm O Alphabetical / O Microfilm Reel(s) -
- 00 Computer Tape(s)
O Legal Size 0 Computer Tape 0O Numerical Number 0O Other (specity)
0O Bound Book O Floppy Disk 0 Chronological
. . ' . 10, Annual Accumnulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
) . , 0O Microfilm Reel(s)
O Other (specity) Q Other (specify) O Computer Tape(s)
Number 001 Other (specily)
1. Fila is Used 12, File Becomes Inactiva After
a Daily 0O Woekly 0 Monthly DO Month(s) 0O Year(s)
Number -
13. Current Location(s) {Bldg., Floor, Room) 14. Is Rocord Series Dupliwted Elsewhere?
nd (it yos, specify agency or offica)
m ﬂl/ﬂ 1o O Yes O No
15. Access Restrictions . O Yes O No 16. Audit Requirements
(I Yes, cite Law(s) & Begulation(s) . ‘
O None QO State O Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and dascribe
any hadware/software

afwy

18. Recommended Retention

Tansfer Successtul bidsto aﬂ,ﬂmpnalc pryecf fle.
O Yes  OMN | Refatn unsuccessiul bids 2 years unhl oudd=
féc{? wirements have been Pulfilled THield

Name and Tille of Preparer 20. Telephone Number

410.884.4441 o
mv O 3

21. Date

’//02'74"/'

N~ o —_— .

e L




-

N
-

Instructions - Type or Print a separate form for each
new or revised record series. forward with Record

Retention Schedula (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE____ OF ____

JepartmenVAgency

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group of refated records normally filad and used as a unit for reference as well as retention and d_isposluon'purposes.

4. Record Series ““Emmjgl bl(S

6. Record Sarias Description (Briafly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

5. Efliiast Year/Latest Year
to

7. Record Saries Format(s) 8. Record Serles Sequence 9. Volume
O File Drawer(s)
O Letter Size 1 Microfilm O Alphabetical O Microfilm Reel(s)
0O Computer Tape(s)
0O Legal Size 0O Computer Tape O Numerical Number O Other (specity)
OBound Book O Floppy Disk O  Chronological :
- . . 10. Annual Accumulation
1 Audio Tape 0O Video Tape 0O Geographical O File Drawer(s)
\ : , O Microfilm Reel(s)
a3 Other (specity) QO Other (specily) O Computer Tape(s)
Number 0 Other (specily)
1. File is Used 12, File Becomes Inactive After
O Daily 0O Weekly O Monthly - O Month(s) O Year(s)
Number :
13. Current Locgtion(s) (Bidg., Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
ﬂﬁt - J (I yes, specify agency or office)
' O Yes O No
SHv3
15. Access Restrictions . O Yes a No 16. Audit Requirements
(i Yes, cite Law(s) & Begulation(s) .
0 None QO State Q Federal a Independent

17. Is an Index System Used? (If yes, explain briefly and describe 18

. Recommended Retention
any hadware/software

Q Yes 0O No

Name and Title of Prezarer

GS 550-4 (Rev. 1793)

20. Telephone Number

410.884.4441

] 21. Date

340y




]

Instructions - Type or Print a séparate form for aach
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.0. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE __ OF

JepartmenVAgency

2. Division

Town 77?@'14‘271/ (T

3. Unit

) PPl annim 5 eﬁZom/zj @Z}

. OEFINITION - RECORD SERIES - A group 61 related records normally filed and used as a unit for reference as well as retention and cﬁsposlﬂon‘purposes.

4. Record Setigs Titls ﬂ;// B pads

5. Earliest Year/Latest-Year
to. sbx

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the serles.

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Ordwer(s) -
0 Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
—_— 0 Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological
' . Jati
1 Audio Tape O Video Tape O Geographical 10- Annual Accumuaten o Drawer(s)
: o ! 0O Microfilm Reel(s)
0 Other (specity) QO Other (specify) O Computer Tape(s)
Number Q Other (specily)
1. File is Used 12, File Becomes Inactive After
a Daily 0 Weekly a Monthly O Month(s) O Year(s)

Number

13. Current Locgtion(s)

Qrw(
DR

(Bldg.. Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(it yes, specify agency or office)
QO Yes

O No

15. Access Restrictions O Yes

. O No
(I Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

O None

O State O Federal O independent

17. Is an Index System Used? (!t yes, explain briefly and describe
any hadware/software

0O Yes O No

18. Recommended Retention
_ dereen annually. Leslroy maternai naving 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 State Archives

Name and Title of Preparer

it Lol

JGS 550-4 (Hov

20. Telephone Number

410.884.

4441

T

21. Date

A/atfort

PUNLINE W Y




Instructions - Type or Print a soparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ___ OF ____

Jepartment/Agency

2. Division

&

3. Unit

Pz

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for refarence as well as retention and d_isposluon'purposes.

‘_" Record Series Tile 1 Mva/wmf W

5. Earliast Year/Latest Year

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

Number

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume Zaﬂé it byndar
O File Drawer(s) -
0 Letter Size Q Microfilm O Alphabetical O Microfilm Reel(s) -
- O Computer Tape(s)
O Legal Size a Computer Tape 3 Numerical Number O Other (specity)
0 Bound Book O Floppy Disk O  Chronological '
' 10. Annual Accumulation
} Audio Tape O Video Tape O Geographical e O File Drawer(s)
X " . 0O  Microfilm Reel(s)
0O Other (specity) 0O Other (specity) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used - 12. File Becomes Inactive After
a Daily 0 Weeldy O Monthly O Month(s) O Year(s)

13. Current Locgtion(s)

/{?;/(Lﬂ/ﬁ m

(Bidg.. Floor, Room)

O Yes

14. Is Record Series Dupliwted Elsewhere?
(I yes, spacify agency or office)
O No

15, Access Rastrictions

0 Yes 0O No

(If Yes. cite Law(s) & Be.gulation(s)

16. Audit Requirements

O None A

O State

0 Federal 0 independent

O Yes

17. Is an index System Used? (It yes, explain briefly and describe
any hadware/software

DO No

18. Recommended Retention

Retain until updated or
superceded, then destroy

Name and Title of Preparer
i
i
L |

20. Telephone Number

UGS 5504 (Rev. 1/93)

410.884.4441

21. Date

4728 -6




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM F OR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENHION
SCHEDULE {0GS 550-1)

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

AGENCY RECORDS INVENTORY

Page of

1. DEPARTMENTIAGENCY

2. DIVISION
g

3. UN

DEFINITION - Records Serlas - A gioup of related records normally filed sad used ss s unlt for tafstancs as

well 80 rstention and disposition purpeses.

4. RECORD SERIES THLE Oc }772) ~-Ten

771%4”7%@4{‘.’ Play 26/

Solsd Waate

e ft

8. EARLIEST YEAR / LATETEST YEAR

N 6

0. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentsiforms found in the Series. Include the purpose or funclion of the Series)

7. RECORD SERIES FORMAT(S)

O Leller Size D Microlilm

a legel Size a Computer Tape
O Bound Book 0 Floppy Disk
0 Audio Tape O Video Tape

0 Other (Specify)

8. RECORD SERIES SEQUENCE
O Alphabetical
O Numerical
O Chronologicat
0 Geogiaphical

T Other (Specity)

9. VOLUME
Q File Orawet(s)
0 Microfilm Reel (s)
O Compuler Tape (s)
0 Other (Specify)
Number

10. ANNUAL ACCUMULATION
a File Orawes (s)
O Miceofitm Reel (s)
© Computer Tape(s)
O Other (Specify)

Number

1. FILE I§.USED

o -Daily O Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

o
Numbet

Month(s) o

Yeat(é)

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

obbi-J

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

17. IS AN INDEX SYSTEM USED? (If yes, explain brielly and
descibe any hardware/sofiwaie)

O Yes ' O No

18. RECOMMENDED RETENTION

O Yes O No
15. ACCESS RESTRICTIONS (H yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
0 Yés o No O None 0 Slate 0 Federal O Independent

Retain until updated or
superceded, then destroy

19. NAME AND TITLE OF ARER

e

0GS 5504 {Revised 1/93)

20, TELEPHONE NUMBER

410.884.4441

121, oate {,,7,‘01/

-~




INSTRUGTIONS - TYPE OR PIINT A SEPARATE FONM FOR EACH NEW
REVISED RECORD SERIES.
SCHEDULE {DGS 550-1)

FORWARO WITH RECORDS RETENIION

DEPARTMENT OF GENERAL SERVICES

_ AGENCY RECORDS INVENTORY
RECOROS MANAGEMENT DIVISION ‘

7275 WATERLOO ROAD

Page of

P.0. BOX 275 - JESSUP, MARYLAND 20794

1. DEPARTMENTIAGENCY

2. DIVISION 1
M

3. UNIT

DEFINITION - Recorde Serles - A group of related tecords normally filed and used as a unit for refetance se

wall ss rstention snd disposition purposes,

4. RECORD seme#-nuta RWMMM‘I

5. EARLIEST YEAR / LATETEST YEAR

10/ 220‘)

nvenmentas
?Zﬂlrzm?’ r ém""ﬁ
Limgestun ancdyprs

MaW

€. RECORD SERIES DESCRIPTION ( Briefly descibe the lypes of information/documents/forms found In the Series. Include the purpose or funclion of the Series)

descibe any hardwarelsollware)

0 Yes

0 No

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
' O File Drawer(s)
O Lelter Size o Microlilm O Alphabetical O Microlim Reet (s)
D Computer Tape (s}
0 Llegal Size D Computer Tape O Numerical O Other (Specily)
O Bound Book o Floppy Disk o Chronological Number
O Audio Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Diawer (s)
] L icrofi | (s)
0 Other (Specil O Other (Specily) O Microlilm Ree
et (Speciy) ’ O Compuler Tape(s)
D Other {Specify)
Number
1. FILE ls.'USED 11. FILE »BECOMES INACTIVE AFTER
D Daiy O Weekly D Monthly O Monlhs) ©O  Years)
Number
13.. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES D\}PUCMED ELSEWHERE? (I yes. specily agency or office)
)
‘HJEC_T o Yes o No
15. ACCESS RESTRICTIONS (Il yes, cile law(s) 8 regulation(s} 16. AUDIT REQUIREMENTS
8] Ye’s O No O None 0 Slate O Federal O Independent
i
7. 15 AN INDEX SYSTEM USED? (I yes, expain biefy and | 1. Recommenoep reri Screen annually. Destroy

~material having no further
fiscal, legal or operational

) nm&y@%eo BHEPARER

OGS 550.¢ {Novised W93

20. TELEPHONE NUMBER

410.884.4441

_value.

I‘ 21. DATE

S -o4




Instructions - Type or Print a separate form for each
new or revised record series. forward with Record

Retention Schedule (OGS 550-1)

DEPARTMENT OF

"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

GENERAL SERVICES

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

T

3. Unit

/) P

' DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and d_isposiuon'purposes.

4. Record Series Tite (g/767/ Co Schrod s AA
A Kﬂ" 5&/]00/ 5~

Aty
2pualz e dttees

5. Earliest Year/Latest Year
P10 o200

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

éﬁjﬂj oast docaments

s -

Fasilties mastes plan
I orp(/'fléllf.e’

(2007 -alo[/)

7. Record Saries Format(s) 8. Record Serles Sequence 9. Volume
Q File Drawer(s)
O Letter Size O Microfilm Alphabetical a Microfilm Reel(s) -
) 0 Computer Tape(s)
O Legat Size 0 Computer Tape O Numerical Number O Other (spedty)
0 Bound Book O Floppy Disk O Chronological :
' . A lati
1 Audio Tape 0O Video Tape 0 Geographical 10. Annual Accumula En File Drawer(s)
) L . O Microfilm Roel(s)
[ Other (specily) O Other (specity) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used - 12. File Becomes Inactive After
Q Daily 0 Weekly O Monthly - O Month{s) O Year(s)
Number :
13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
Q ndq (M yes, specify agency or office)
D F\ O VYes O No
15. Access Rastrictions . 0O Yes 0O No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s) .
O None a State O Federal O Independent
17. Is an Index S.yslem'Usod? (!t yos, explain briefly and describe 18. Recommended Retention
any hadware/software ’
O Yes 0 No Screel.n annuz}lly. Destroy
material having no further
fiscal, legal or operational
.value. '

5

Name and Title of Proparer

20. Telephone Number
s

' 410.884.4441

ov. 1793)

21. Date

'1/121'0(/




) ) DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each "RECORDS MANAGEMENT DIVISION : '
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE ___ OF ___
JepartmenVAgency 2. Division 3. Unit

Y B >4

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and d»isposltionApurposes.

4. Record Series Title 50”)014(/7 /7 &V ﬁd/ﬂ//l )6/4)7‘ ”f /7/ aus /sz 00'171(716//1/)'7 5. Earhest Yearllﬂe}t éeat

c/ opmit, " State , /hfmsf'mduhe Financing Bonds
P % nq Aranscrd 07‘- )

6. Record Saries Description (Briefly dascribe the types of ln(onnaﬁonnldqcuments/forms tound in the series. Include the purpose or tunction of the serios.
19 ?Q ‘ S@V/ZJ /4' .

7. Record Series Formay(s) 8. Racord Series Sequence : 9. Volume White b’ nd &~
0O File Drawer(s) -
0 Letter Size O Microfilm 0O Alphabetical ‘ O Microfilm Reel(s)
' 0 Computer Tapa(s)
0 Legal Size 00 Computer Tape O Numerical Number O Other (specify)
0 Bound Book O Floppy Disk O Chronological '
. - ' . 10. Annual Accumulation
1 Audio Tape 0O Video Tape O Geographical O File Drawer(s)
) L, , O Microfilm Reel(s)
O Other (specity) O Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used 12, File Becomes Inactive After
0 Daily O Weeldy 0O Monthly 0 Month(s) 00 Year(s)
Number :
13, Currant Location(s) (BIdg., Floor, Room) 14. Is Record Series Duplimted Elsewhere?
O’Zn ' (i yos, spacify agency or office)
P”l”’””j 7009 s O Yes o No
15. Access Restrictions . O Yes O No 16.  Audit Requirements
{1t Yes. cite Law(s) & Begulation(s) . ‘
' O None O State 1 Federal O Independent

17. Is an Index System Used? (It yes, explain briefly and describe 18. Recommended Retention
any hadware/software

Retun o twenty (20) years afftf
frnad sauu:fy m/em, Then dmwy

O Yes a No

Name Title ofsPreparer 20. Telephone Number I 21. Date

. 4280
+ 410.884.4441
DGS 550-3 {Rev. 1793}




.

-

Instructions - Type or Print a sépara\e form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenVAgency

2. Division

BEY

3. Unit

P

’ DEFINITION - RECORD SERIES - A group bf ralated records normally filed and used as a unit for reference as well as retention and d_isposlﬂon'purposes.

‘_" Record Series Title QDF)» » /ﬂde&’fMM
(Communtty Dey. Adm i

5. Earliest Year/Latest Year

to’

?f/'lmﬂcm7
émﬁmum”

RFP

Frnanc el S

Loan appics

cudlum'! Salt" Loan

6. Racord Series Description (Brisfly describe the types of informationrvdocumaents/forms found in the series. Include the purpase or function of the series.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
L,D/ﬁIo Drawer(s) -
0O Letter Size Q Microfilm O Alphabetical / O Microfilm Reel(s)
) O Computer Tape(s)
O Lega! Size Q Computer Tape O Numerical Number a Other (specily)
OBound Book O Floppy Disk O Chronological '
‘ 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical o O File Drawer(s)
\ o . O Microfim Reel(s)
O Other {specity) O Other (specify) O Computer Tape(s)
Number 01 Other (specily)
11. Fila is Used » 12. File Becomes Inactiva Aftar
a Daily 0 Woekly a Monthly —_— O Month(s) O Year(s)
Number
13. Current Loc\gtion(s) (Bldg., Floor, Room) 14. Is Record Series Dupliwtad Elsewhere?
o/)n - (It yes, specify agency or office)
'Olann/kz/ voom_ O Yes a No
15. Access Restrictions . O Yes O No 16.  Audit Requirements
(It Yes, cite Law(s) & Begulation(s)
O None 0O State O Federal O Independent
17. Is an Index System Used? (it yes, explain briefly and describe | 18. Recommended Retention
any hadware/software
Q Yes O No
Name and Tille of Preparer I 20. Telephone Number 21. Date
J & 410.884.4441 72704
L__ v ,
DGS 550-4 {Rev. 1793)
N




Instructions - Typa or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ____ OF

JepartmenVAgency

2. Division

TM

3. Unit

PZ

' DEFINITION - RECORD SERIES - A group 6[ related records normally filed and used as a unit for refarence as well as retention and ;ﬁsposiﬂon'putposes.

4. Record Series Tille C(}YI ch@ /ﬂ/u

5. Earliest Year/Latest Year
2983 10 2097

6. Racord Series Description (Briefly describe the types of Informationr/documents/forms found in the series. Include the purpose or function of the series.

( Tema

ﬂ /\"ﬁ’@ Cﬁ"? G,Dd‘rﬁ/g fﬁwm7d5 égoc,

Number

7. Record Saries Format(s) 8. Record Serles Sequence 9. Volume
O File Drawer(s) -
0 Letter Size 0 Microfilm @ Alphabetical O Microfilm Reel(s)
. ' e O Computer Tape(s)
Q Legal Size 0 Computer Tape 0O Numerical Number O Other (specily)
0 Bound Book 0O Floppy Disk O Chronological
. ' . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical n Q File Drawaer(s)
) e . 0O Microfilm Reel(s)
0 Other (specify) O Other (specify) O Computer Tape(s)
Number 0O Other (specily)
1. File is Used 12, File Becomes Inactive After
0O Daily 0O Weekly a Monthly O Month(s) 0O Year(s)

13. Current Locatlon(s)
oma
D&

(Bldg., Floor, Room)

14. Is Record Series Dupliwted Elsewhere?
(If yes, spacify agency or office)
0O Yes O No

15, Access Rastrictions

0 Yes 0 No

(it Yes. cite Law(s) & Bégulatjon(s)

16. Audit Requirements

a None. a State O Federal O independent

any hadware/soltware

17. 1s an Index Syslem Used? (If yes, explain briefly and describe

18. Recommended Retention

410 884.4441

DGS 550-4 (Rev. 1733)

oy ) )
> o Retain until updated or
superceded, then destroy
Name and Tllle of Preparer 20. Telephone Number 21, Date

A -2-04




Instructions - Type or Print a séparate form for each
new or ravised record saries, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ___ OF

JepartmentVAgency 2. Division

T

3. Unit

pPZ

DEFINITION - RECORD SERIES - A group bf related records normally filed and used as a unit for reference as well as retention and disposldon'purposes.

Y

4. Record Series Title ’ '
- (ontracts

5. Earliast Yel:%fal

'Pm//iﬂj v repawr

6. Rocord Saries Description (Briefly describe the types of informationr/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
0 Letter Size 0 Microfilm 0O Alphabetical O Microfilm Reels) -
: ' O Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number O Other (specily)
0O Bound Book O Floppy Disk O Chronological
10 lati
i Audio Tape O Video Tape O Geographical Anaal Acoumuaion e Drawer(s)
X . , O Microfilm Reel(s)
0 Other (specify) O Other (specity) O Computer Tape(s)
Number 0 Other (specily)
11. File is Used » 12. File Becomes Inactive After
O Daily 0 Weekly a Monthly O Month(s) O VYear(s)

Number

13. Currﬂ?nt Locgtion(s) (Bidg.. Floor, Room)
7

mep ol

14. Is Record Series Du_pliwted Elsewhere?
(! yes, spacify agency or office)
O VYes O No

15. Access Rastrictions 0O Yes

. O No
(I Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

0 None 0O State

O Federal 0O Independent

17. Is an Index System Used? (if yes, explain briefly and describe
any hadware/software

0O VYes 0 No

!

18. Recommended Retention

Retain for life st Contrad plus
Lour (H) years, Yhen destroy-

Name and Title of E&;‘ arer ; 20. Telaphone Number
‘ /

410.884.4441

21. Date

Y-9)-0%




Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

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

AGENCY RECORDS INVENTORY

PAGE ___ OF ____

JepartmenVAgency

2. Division

A

3. Unit

pL

' DEFINITION - RECORD SERIES - A group 61 related records normally filed and used as a unit for reference as well as retention and d.isposmon‘purposes.

4. Record Series Title Mﬁﬂ Gude 140) %/%,Z[c PMWMTL

5. Earliest Year/Latest 7Yz(sar
o’

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the serles. Include the purpose or function of the series.

ce ppw ;Lco/m;%-

Name and Title of Preparer

1 20. Telephone Number

. 410.884.4441

21. Date

H-2/-04

7. Record Series Format(s) 8. Record Serles Sequence 9. Volume
QO File Drawer(s)
0O Letter Size a Microfilm O Alphabaetical O Microfilm Reel(s)
' O Computer Tape(s)
0 Legal Size 0O Computer Tape 0O Numerical Number O Other (spedly)
O Bound Book O Floppy Disk O Chronological '
10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical " O Filo Drawer(s)
X o . O Microfilm Reel(s)
O Other (specify)  Other (specify) O Computer Tapels)
Number O Other (spacify)
t1. File is Used - 12. File Becomes Inactiva After
a Daily 0 Weekly O Monthly O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
(Qnt{ (It yes, specify agency or office)
'Pianm/y room O Yes g No
15, Access Restrictions . O Yes O No 16. Audit Requirements
(i1 Yes, cite Law(s) & Begulation(s)
' O None O State O Federal {1 Independent
17. Is an Index System Used? (I yes, explain briefly and describe 18. Recommended Retention
any hadware/software
ay N . .
os 0 No Retain until updated or
superceded, then destroy




lnstructions - Type or Print a séparale form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ___ OF

JeparimenyAgency 2. Division

&

3. Unit

PZ

» DEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for reference as well as retention and d‘isposlﬂon'purposos.

RocodSais The o/ /Weﬂf%cm Einders

Y- Uhlities

5. Earliest Year/Latest Year
{0’

Forms Awdes
chre/ /'57‘5 e sche
O rd/manc2
M/g)? — WW sfandcigls

Pefimance.

6. Record Series Description (Brlafly descxlbe the types of Informationnvdocuments/forms found in the series. Include the purpose or function of the sarles.

Le#f/@&wdd"

SW  (Stovm Waler Mgmt)

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume o2 50)(45
O File Drawer(s)
O Lefer Size Q Microfilm Alphabetical . O Microfilm Reel(s)
: :7 b//)d e 0 Computer Tape(s)
0 Legal Size 0 Computer Tape O Numerical Number . Q Other (specity)
+frles mn cdéd by
0 Bound Book ~ 0 Floppy Disk O Chronological
" . ’ . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
: o, . O Microfilm Reel(s)
Q Other (specity) 0 Other (specify) O Computer Tape(s)
-Number 0 Other (specily)
11. File is Used . 12. File Becomes Inactive After
Q Daily 0O Weakly O Monthly O Month(s) O Year(s)

Number

13. Current Location(s) (Bldg., Floor, Room)
s z

plannins rovy

14. Is Record Series Duplicated Elsewhere?
(It yes. specify agency or office)
O Yes g No

15. Access Restrictions 0O Yes

. 0O No
(Il Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

O None ' Q State

O Federal O Independent

17. Is an Index System Used? (If yas, explain briefly and describe
any hadware/software

O Yes 0 No

18. Recommended Retention
SCreen annually. LJESUoy matenai naving 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 State Archives

Name and Title of Preparer 20. Telephone Number

/6% %‘M 410.884.4441

OGS 550-4 {(Hev. 1793)

-~ . Y] k2N L . 1

21. Date

74 »25"—‘0!/




)

o ) DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retontion Schadula (DGS 550-1) P.0. BOX 275
JESSUP, MARYLAND 20794 PAGE___ OF ___
Jepartment/Agency 2. Division 3. Unit
T | P2

DEFINITION - RECORD SERIES - A group bf related records normally filed and used as a unit for reference as well as retention and d_isposlﬂon'purposes.

4. Record Saries Tile ¢ 9, Y 9,,”" Cﬂn’l/]ow Ha Kﬁ‘n7 Zone CC Qoo 5. E:r%;th\ear/lﬁg;Y;i
) : to

6. Racord Serias Description (Briefly describe the types of informationn/documants/forms found in the serles. Include the purpose or function of the series.
CC cnres.

ﬂ(m?ff ndinarel_

7. Record Series Format(s) 8. Racord Series Sequence : 9. Volume
O File Drawerls) -
O Letter Size 0O Microfilm 00 Alphabestical O Microfilm Reel(s) -
—_ O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specity)
0 Bound Book O Floppy Disk 0O Chronological 4
. . ’ . 10. Annual Accumuliation
1 Audio Tape 0O Video Tape O Geographical O File Drawer(s)
: . , O Microfilm Reel(s)
0O Other (specity) 0 Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. Fila is Used - 12. File Becomes Inactive After
QO Daily 0 Weekly 0 Monthly - O Month(s) 0O Year(s)
Number :
13. Current Locgtion(s) {Bldg., Floor, Room) 14. |s Record Series Dupﬁwled Elsewhere?
ard (I yes, specify agency or office)
BR ' O VYes O No
15. Access Restrictions ~ O Yes O No 16. Audit Requirements
(I Yes. cite Law(s) & Begulation(s) . B
3 None O State O Federal O findependent

17. is an Index System Used? (Il yes, explain briefly and describe 18. P--~——-- dad Peboogan
any hadware/software ~ Screen annually. Destroy
O Yes O N , material having no further

fiscal, legal or operational

. value.
o .

_— e e — ——— — o~ - P

Name and Title of Pyéparer » 20. Telephone Number 21. Date
T Vbt 5o

DGS 550-4 (Rev. 1793) - 410.884.4441




instructions - Type or Print a sépara!e form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ____ OF ___

JepartmenVAgency

2. Division

74

3. Unit

' DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and disposltlon'purposos.

4. Record Series Title

Chcrauchment 554

5. Earliest Year/Latest Year
AR 10 2093

al pm/;gt;y oAz Stardq

6. Record Serias Description_(Briefly describe the types of informatiorrvdocuments/forms found in the series. Include the purpose or function of the series.

Number

7. Record Saeries Format(s) 8. Racord Serles Sequence 9. Volume
2 ]AI /44, Tl File Drawer(s)
0O Letter Size Q Microfilm 0 Alphabetical A 0 Microfilm Reel(s)
' on fakle O Computer Tape(s)
O Legal Size 0 Computer Tape Numerical Number a Other (specity)
O Bound Book O Floppy Disk O  Chronological '
' 0. Annual A lati
1 Audio Tape O Video Tape O Geographical 10. Annual Accumula Sn File Drawar(s)
X . ] O Microfilm Reel(s)
0O Other (specify) 0O Other (specity) O Computer Tape(s)
Number O Other (specily)
1. File is Used 12, File Becomes Inactive After
a ODaily 0 Weakly O Monthly O Month(s) O Year(s)

13. Current Loc?tion(s)
209 M.
o Fable

(Bidg.. Floor, Room)

0O Yes

14. Is Record Series Duplimted Elsewhere?
(It yes, specify agency or office)
O No

15, Accoss Rastrictions 0 Yes

. 0O No
{11 Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

0 None O State

O Federal O Independent

any hadware/software

O Yes

0 No

17. Is an Index System Used? (i yes, explain briefly and describe

18. Recommended Retention

Permanent. Transfer periodically
to the Maryland State Archives

Name and Title of Preparer

i

20. Telephone Number

410.884.4441

21. Date

4-29 -0

L .




Instructions - Type or Print a sépara(e form for each
new or revised record series. forward with Record
Relention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE __ OF ____

JepartmenVAgency

2. Division

Th

3. Unit

P2

’ DEFINITION - RECORD SERIES - A group 6! ralated records normally filed and used as a unit for reference as well as retention and djsposlﬁon‘purposes.

4 Record Series Title G rndth Jask ‘{-’UY‘CL

S. Earliest Year/Latast Year

200210 200>

Dudn Buriey

Comes, /\e/ﬁ/ /menmnos
endimanits 100

(Eormerly Concurrenay quwL)

6. Record Saries Description (Briefly desc:’lbe the types of |n(on%onnldqwmeh\s/lonns found in the series. include the purpose or function of the series.

C.0. (Camil (o) master ,?/zm
€c public schovls enmllmeé pr s oluu-/z.)

Number

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s) -
0O Lelter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
-— O Comgputer Tape(s)
O Legal Size 0O Computer Tape Numerical Number O Other (spedly)
0O Bound Book ~ O Floppy Disk O Chronological '
’ 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical D Filo Drawer(s)
‘ o, . 0O Microfilm Reel(s)
0 Other (spacity) O Other (specify) O Computer Tape(s)
Number 0O Other (spacify)
11. Fila is Used ' 12. File Becomes Inactive After
O Daily 0 Weekly O Monthly O Month(s) 0O Year(s)

13. Current Locgtion(s)

and
R

(Bidg.. Floor, Room)

O Yes

14. s Record Series Duplimtod Elsewhere?
(It yes, spacily agency or office)
g No

15. Access Rastrictions . D Yes
(It Yes, cite Law(s) & Begulationy(s)

0O No

16.

O None

Audit Requirements

0O State

O Federal O Independent

any hadware/software

17. iIs an Index System'Used? (It yes, explain briefly and describe

18. Recommended Retention

O VYes O No

dCreen annuatly. Lestroy matenat naving 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 State Archives

Nal

o

Name and Title of Preparer 20. Telephone Number

" 410.884.4441

- av.

1 o Y

21. Date

.’7/31/04




Instsuctions - Type or Print a séparale form for each
new or ravised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OofF ___

JepartmenVAgency

2. Division /m/‘

3. Unit

pZ-

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for refarence as well as retention and d‘isposmon‘purposes.

4. Record Series Title f/e/’fz;ﬂe - /-/qﬁnw‘e, P/’Up &7717

5. Earjiost Year/Latast Year
I 2 to IL7§ 75

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose aor function of the series.

Mewp + 207117 o

DGS 550-4 (Rev. 1793)

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
0O Letter Size 0O Microfilm O Alphabetical -0 Microfilm Reel(s)
0 Computer Tape(s)
O Legal Size 0 Computer Tape a Numerical Number O Other (specity)
QO Bound Book O Floppy Disk O Chronological '
' . A lat
1 Audio Tape 0 Video Tape O Geographical 10. Annual Accumula Sn File Drawaer(s)
X . , O Microfilm Reel(s)
0O Other (spacily) O Other (specify) O Computer Tape(s)
_— Number 0O Other (specity)
11. File is Used ' ' 12. File Becomes Inactive After
O Daily 0O Weekly O Monthly — O Month(s) O Year(s)
Number :
13. Current ocation(s) (Bldg., Floor, Room) 14, |s Record Series Dupliwtad Elsewhere?
cJS (It yes, specify agency or office)
’ o v O No
3hv 3 * |
15. Access Restrictions . O Yes a No 16. Audit Requirements
(if Yes, cite Law(s) & Regulation(s)
O None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommandad Qatantian
any hadware/software
» Screen annually. Destroy
0 Yes O No material having no further
fiscal, legal or operational
JYalue.
Nam ' 20. Telephone Number . 21. Date
J-Y0
410.884.4441 704




A

. . . R DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each "RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedute (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 - PAGE____ OF ____
Jepartment/Agency 2. Division " ' 3. Unit
M . . ﬂ/ﬂﬁ/}/ﬂ7 < Zon/n)

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and d_isposlﬂon'putposes.
4. Record Saries Titla Z. — Boad % Zont ool s o 5. Earliest Year/Latest Year
v B 9 : 'Zj HVF 4299 0 Q0064
6. Record Saries Description (Briafly describe the types of informationrvdocuments/forms found in the series. Include the purpose or function of the series.

Comes - '

Plans

,’)oﬁu’ % apﬂea] d’d/ufa.pﬂ lre 'éh’ htar,‘nj‘

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s) -
0O Letter Size & Microfilm O Alphabetical ‘a  Microfilm Reel(s) -
' ) 00 Computer Tape(s)
0 Legal Size 3 Computer Tape O Numerical Number 0 Other (specily)
0 Bound Book O Floppy Disk O Chronological
’ 10. Al |ati
1 Audio Tape O Video Tape O Geographical Annual Accumula) 8“ Filo Drawar(s)
: oo, 5 00 Microfilm Reel(s)
QO Other (specity) O Other (specify) O Computer Tape(s)
Number 3 Other (specity)
11. File is Used ' 12. File Becomes Inactive After
Q Daily 0 Weekly O Monthly O Month(s) O Year(s)

Number

13. Current Locgtion(s) {Bidg.. Floor, Room)
And, .
7) fann m7 700

14. Is Record Series Duplicated Elsewhera?
(It yes, specify agency or office)
O VYes O No

15. Access Rastrictions . 0O Yes O No
(it Yes, cite Law(s) & Roegulation(s)

16. Audit Requirements

o Nonav O State O Federal O (ndependent

17. Is an Index System Used? (It yes, explain briefly and describe
any hadware/software

O Yes O No

18. Recommended Rotenuon

Refatin orignals permanently. Wanste”
PUlocilca/ +o MD_State Archives
Retain co 1./35 for one (1) y{m’ after”
res o/mon / ﬂ»m destroy.

Name and Tlle of Praparer 20. Telephone Number

41 0.884.4441

DGS 550-4 (Revj/QS)

21. Date

\f L/’l/"d‘?(




REVISED RECORD SERIES.
SCHEDULE (OGS 550-1)

NSTRUCTIONS - 1YPE QR PRINT A SEPARATE FORM F.OR EACH NEW
FORWARD WITH RECORDS RETENTION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Page of

1.

DEPARTMENT/IAGENCY

2. DIVISION

T

—

-

3. UNNT

DEFINITION - Records Seiles - A group of 1elated tacords normetly fited snd used ae s unit for reference as

woll a8 retention and disposition purpoees,

4, RECOR(I) S.ERIES"IIILE A ﬂM% %”//3@7

5. EARLIEST YEAR / LATETEST YEAR

/1069 w AT

8. RECORD SERIES DESCRIPTION ( Briefly desciibe the lypes of informalion/documents/forms found in the Series. Include the purpose or tunclion of the Series)

1.

RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
» O File Drawei(s)
o Leller Size O Mictolilm O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
O Legal Size 0 Computer Tape O Numerical O Other (Specily}
0 Bound Book O Floppy Disk o Chionological Number
0 Audio Tape D Video Tape O Geopraphical 10. ANNUAL ACCUMULATION
O File Drawer (s)
_ . icrofi | (s}
U Other (Specil Q Other (Specify} O Microfiim Reel
et (Specty) O Computer Tape(s)
0 Other {Specify)
Number
1. FILE ls:USED. 12, FILE BECOMES INACTIVE AFTER
D Daily 0  Weekly 0 Monthly O Month(s) o Yeas)
Numbet
13: CURRENT LOCAIION(S) (Bidg., Fioor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency ot office)
t
¢ O Yes O No
15. ACCESS RESTRICTIONS (I yes, cile lawl(s) 8 regulalion(s) 16. AVDIT REQUIREMENTS
a] Yés 0 No O None 0 Slate O Federal 0 Independent
17. IS AN INDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTION
descnbe any hardwarelsoflware)
a Yes ' o Neo
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE 5/
B \ “Y-04
0GS $50.¢ (avised 193] 410.884.4441




JHSTRUCTIONS - TYP'E ON PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. TORWARD WITH RECORDS RETENIION
SCHEDULE [DGS 550-1)

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

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENTIAGENCY

2.

DIVISION

T4

3. UNH

P2

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

well 38 retention and disposition purporas,

4. RECORD S‘ERIES"HILE

Board 4§ Zoning Ypents case

5. EARLIEST YEAR / LATETEST YEAR

B 19977
Bt |95/ 7

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Informatior/documenis/lorms found in the Series. Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

c-J

RECORD SERIES SEQUENCE 8. VOLUME
O File Drawer(s)
O Leller Size o Microlim O Alphabetical 0 Microflitm Reel (s)
O Computer Tape (s)
O Legal Size o Computer lape a Numerical O Othet {Specify)
0 Bound Book a Floppy Disk O Chronological Number
0 Audio Tape O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
a File Orawer (s)
© Other (Specily) O Other (Specify) @ Microliim Reel {s)
O Computer Tape(s)
O Other (Specify)
Number
11. FILE 15 USED - 12, FlLE'BEch_M‘Es INACTIVE AFTER
o Daily o Weekly o .M{)nlhly o Month(s) o Yeal(é)
Numbet
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specily agency or office)

o  Yes O No
15. ACCESS RESTRICTIONS {if yes, cile law(s)bs regulalion(s) 16. AUDIT REQUIREMENTS
(o] Yés 0 No g None o Slate 0 Federal O  Independent

0GS 550.¢ (Revised 183)

17. IS AN INDEX SYSTEM USED? (Il yes, explain brielly and 18. RECOMMENDED RETENTION
descibe any hatdware/sofiware)
0 Yes a No
19. NAME/??) UILE OFEP;R:PARER . 20. _TELEPHONE NUMBER 21. DATE j’é/ -
~ 1410.884.4441




Retention Schedute (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series, forward with Recard

P.O. BOX 275

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ____ OF

JepartmenVAgency

2. Division

™

3. Unit

T

. DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for ralerence as wall as retention and d'isposltlon‘purposes.

4. Record Series Tille Bz;q' -ﬂ /eS

(Bl o 2oning FpIpals )

v ks it

6. Racord Series Description (Briefly describe the types of informationnvdocuments/forms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s)

0 Letter Size 1 Microfilm

0 Bound Book O Floppy Disk

1 Audio Tape 0O Video Tape

O Other (specity)

0 Legal Size 0O Computer Tape

8. Recor;:! Series Sequence
o} _Alphabetical

Numerical

Chronological

Geographical

g 0o o g

Other (specify)

9. Volume
a File Drawer(s) -
O Microfilm Reel(s)
0O Computer Tape(s)
Number O Other (specify)

10. Annual Accumulation
O File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)

[ les

- v,

- 410.884.4441
!

Number O Other (spacity)
t1. File is Used » 12. File Becomes Inactive After
QO Daily 0O Weeldy O Monthly — 0O Monthis) 0O Year(s)
Number :
13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
, (It yes, specify agency or office)
/i w 1C O VYes O No
15. Access Restrictions _ O Yes O No 16. Audit Requirements
(it Yes, cite Law(s) & Begulation(s) . .
0O None 0O Federal 0O Independent
17. Is an Index System Used? (it yas, explain briefly and describe 18. Recommended Relention
any hadware/software
O Yes g No
Namo and Title of Proparer I 20. Telephone Number . Date

| 7~02Q-o'7




“Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF ___

Jepartment/Agency

2. Division

TM

3. Unit

PZ_

DEFINITION - RECORD SERIES - A group bf ralated records normally filed and used as a unit for reference as well as retention and disposlﬂon'purposes.

4. Record Series Tntle@/d”ﬂ /ﬂ7 WWJ‘S wy goaf% Zﬂ/’)/:\’lj /ﬁf—(ﬂ/)’

Zoning' Hppleafons v Permide
~

/ to

5. Earligst Year/l_atest‘;ear

6. Record Series Description {Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or tunction of the series.

INcludso es slutrona .

3

DGS 550-4 (Rev. 1793)

. 410.884.4441

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
LIZ/ File Drawer(s) -
O Loter Size 0 Microfilm Aiphabetical p/z O Microfilm Reel(s)
‘ - 0 Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number G Other (specity)
0 Bound Book O Floppy Disk O Chronological .
' 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical " O File Drawer(s)
\ o . O Microfilm Resl(s)
O Other (specify) O Other (specify) O Computer Tape(s)
Number 0 Other (spacily)
1. File is Used 12, File Becomes Inactive After
Q Daily 0 Weseldy 0 Monthly - O Month(s) 0 Year(s)
Number :
13. Current Location(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Eisewhere?
Ond . (It yes, specify agency or office)
Mﬁ70 V(0 1:2/ 4= a Yes O No
15. Access Restrictions . 0O Yes 0 No 16.  Audit Requirements
(Il Yes, cite Law(s) & Begulation(s) .
O None O State O Federal O Independent
17. Is an Index System Used? (It yas, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Preparer 20. Telaphone Number 21. Date

.4/"2 7-04




-«

. . . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each 'RECORDS MANAGEMENT DIVISION :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF ____
JepartmenVAgency 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group bt related records normally filed and used as a unit for reference as well as retention and d_isposltlon'puvposes.

4. Record Series Tilla B Zﬂ #M//:’jy (ﬁ,oar A [g Zanl nj ﬂ79 0 ea,ls) 5. Ezé'?_‘Yoar/Laiesl Year

to

6. Record Sarias Description (Briefly describe the types ‘of informationn/documents/forms found in the series. include the purpose or function of the saries.

7. Record Series Formal(s) 8. Record Serles Sequence : 9. Volume ‘ S 4o .
O File Drawer(s) -
O Letter Size 0 Microfilm O Alphabetical v 1/ b a Microfilm Reel(s) -
)— oA O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specify)
OBoundBook O Floppy Disk O Chronological '
10, Annual Accumulation
1 Audio Tape O Video Tape O Geographical n O Filo Drawer(s)
X o . O Microfilm Reel(s)
O Other (specify) Q Othar (specify) O Computer Tape(s)
Number O Other (spacify)
11. File is Used . . 12. File Becomes inactive After
O Daily 0O Weekly O Monthly O Month(s) 0O Year(s)
Number
13. Current Locgﬁon(s) {Bldg.. Floor, Room) 14. 1s Record Series Duplimted Elsewhere?
I (If yos, spacify agency or offica)
Flanting goom closedy -0 Yes 0 N
15. Access Restrictions . O Yes 0O No 16. Audit Requirements
{it Yes, cite Law(s) & Begulation(s) '
O None O State O Federal a independent
17. Is an Index System Used? (1 yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No

e

T 410.884.4441 !

Name and Title of Preparer ’ l 20. Telephone Number - 21. Date
/ o - .
/@% m‘ 7> | 7-&7@7




[

“instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenV/Agency

2. Division

T

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and d_isposltion'purposes.

. Record Series Tile ”'/ {’j 44)/7«%5 O

(Feped)

5. Earliest Year/Latest Year
" to :

6. Record Saries Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the saries.

(If Yes, cite Law(s) & Bégulation(s)

O HNone A

7. Record Series Formal(s) 8. Racord Sarlas Sequence 9. Volume
7 m o O File Drawer(s) -
O Letter Size 0 Microfilm O Alphabetical /? ki O Microfim Reel(s)
' J¥ O Computer Tape(s)
O Legal Size 3 Computer Tape O Numerical Number O Other (specity)
0O Bound Book O Floppy Disk O Chronological .
. . ' . 10. Annual Accumulation
Audio Tape 0 Video Tape O Geographical O File Drawer(s)
. . . O Microfiim Reel(s)
O Other (specity) 198RA/ 9§ 7 O Other (specify) @ Computer Tapels)
Number Q Other (specily)
11. File is Used 12, File Becomes Inactive After
 Daily 0 Weelly O Monthly O Month(s) 0O Year(s)
Number :
13. Current Locgtion(s) {Bldg., Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
ol (It yes, specily agency or office)
ﬁ o unde! 1% b& 0 Yes O No
15. Access Rastrictions O Yes O No 16. Audit Requirements

O State O Federal D Independent
17. Is an Index System Used? (it yes, explain briefly and describe 18. Recommendod Ratention
any hadware/software
O Yes O No
Name and Title of Preparer 20. Telephone Number 21. Date
410.884.4441

o-93-04




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Retention Schedule (DGS 550-1)

JESSUP, MARYLAND 20794

P.0. BOX 275
PAGE ____ OF

Jepartment/Agency

2. Division T_ M

3. Unit

2

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for refarance as waell as retention and disposltlon'putposes.

4. Record Series Tille EP/"S‘COPO/ m/ﬂ/7ﬁ'/ es %0 Jhe %

7arhest Yeaﬂ?a /

6. Racord Saries Description (Briefly describe the types of informationrvdocuments/forms found in the series. Include the purpase or function of the serles.

nfo ¢ newslelfes
BA § Zoming fppeals Decwsm 1978 e Farhtve cotfrge unds

Fawnaver Kt man-

7. Record Saries Formalt(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) -
0 Letter Size Q Microfilm a Alphabetical O Microfilm Reel(s) -
' 0O Computer Tape(s)
O Legal Size a Computer Tape 0O Numerical Number 0O Other (specity)
O Bound Book O Floppy Disk O  Chronological '
‘ . A lati
1 Audio Tape O Video Tape O Geographical 10. Annual Accumulal Sn File Drawer(s)
) o . O Microfilm Reel(s)
3 Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (specity)
/
11. File is Used ' 12. File Becomes Inactive After
a ODaily 0 Weeldy O Monthly O Month(s) O Year(s)

Number

13. Current Locgtion(s)

Ftic

(Blidg., Floor, Room)

14. 1s Record Series Duplicated Elsewhere?
(I yes, spacify agency or office)
O Yes O No

15. Access Restrictions ]
{11 Yes, cite Law(s) & Begulation(s)

a Yes 0

No

16. Audit Requirements

O None QO State O Federal O Independent

17. Is an Index System Used? (it yos, explain briefly and describe

any hadware/software

0O Yes 0O No

{J 18. Recommended Relenuon_’g ”Cl/d of Z@ﬂ/b 'ZF pede

' olDeyments

Tg

077;(%/;176 an/y/ﬂfw

etain dn mc¢/5
pmbd:ca/l% Yo

|

OGS 550-4 (Hev. 1793)

, l 20. Tetephone Number

© 410.884.4441

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 State Archives

#-25-04

—




DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

Instructions - Type or Print a séparale form for each

AGENCY RECORDS INVENTORY
new or revised record series, forward with Record

Retention Schedule (DGS 550-1) P.O. BOX 275

JESSUP, MARYLAND 20794 - PAGE ___ OF

Jepartment/Agency 2. Division - 3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposltlon'purposes

4. Record Series Tille ZOﬂ//Jj /55% L@ﬁ 4 / . 5. ;?:%;E Yearll;n%oat

6. Record Series Description (Briefly describe the types of informationn/documants/forms found in the series. Incdlude the purpose or function of the series.

14 re:. ﬁ\amdlﬂ&ﬂd_; —_F ‘
RQZO"‘”‘] Pem'nm;’R ¢ Res tnited /mLusr/-r'm’) + I G(/nctquf'Y"cc/ émem/)
O R-T1,500. | wban Residener) |

dULrsize. hoy andes chatr
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
0 File Drawer(s)
O Letter Size 0 Microfilm O Alphabetical ‘0O Microfiim Reel(s) -
0O Computer Tape(s)
0O Legal Size 0 Computer Tape O Numerical Number a . Other (specify)
0O Bound Book O Floppy Disk O Chronological '
‘ . Annual A lati
1 Audio Tape D Video Tape O Geographical 10. Annual Accumula sn Filo Drawer(s)
. o . O Microfim Reel(s)
0O Other (specily) QO Other (specily) O Gomputer Tape(s)
Number O Other (specity)
11, File is Used 12. File Becomes Inactive After
Q Daily O Weeldy O Monthly O Month(s) 0O Year(s)
Number :
13. C%mn! Loc?lion(s) {Bidg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
. (it yes, specify agency or offica)
pla Anig rm 0 Yes O No
15, Access Rastrictions - 0O Yes a No 16. Audit Requirements
(1 Yes, cite Law(s) & Regulation(s) . . )
O None Q State DO Federal 0O Independent

17. Is an Index System Used? (! yos, explain briefly and describe 18. Reeommendod Ratention
any hadware/software

Retain orrgmals pﬁfnfmﬂmﬁy Transfer
er/OdAal/ 10 MD.State Archves -
f\’eﬂun cop/esﬁ)vm(z) year offer
resolhoC, e o(uv‘my.

O Yes O No

Name and Title of Pyéparer 20. Telephone Numb_er ;‘ 21. Date
- /6% | - 4-27-64f
DLG—S'S‘SW'(Rm 410.884.4441. ~




—

-

Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedute (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
"RECORDS MANAGEMENT DIVISION : :

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794 - PAGE ___ OF ____

Jepartment/Agency 2. Division 3. Unit

TM P

DEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for reference as well as retention and (f)sposNon'puvposes.
4. Record Saries Title - o S. Earliest Year/Latast Year
' L awdsud- /Wﬂ‘“/ Zﬁgw_ﬁw L
6. Record Serias Description (Briefly describe the types of Informationrvdocuments/forms found in the series. Include the purpose or function of the series.
In cluded appwéa .

b efs .

Case doed

nwsspapss atrdeo

7. Record Series Format(s) 8. Record Series Sequence ‘ 9. Volume LLLIO7 Aem ﬁ"/ é(/\
O Flle Drawer(s) -
efter Size a Microfilm a Alphabetical ) ) O Microfilm Reel(s)
P O Computer Tape(s)
0O Legal Size O Computer Tape O Numerical Number O OCther (specily)
0 Bound Book O Floppy Disk 0 Chronological '
. . ) . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
) o, . O Microfim Reel(s)
Q Other (spacity) QO Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used - 12. File Becomes Inactive After
O Daily 0O Weekly O Monthly O Month(s) D Year(s)
Number :

13. Current Location(s) {Bidg., Floor, Room) | 14. Is Record Series Dupliwted Elsewhere?

2N (i yos. specify agency or office)

BLANNIS prum O Yes g No
15. Access Rastrictions . O Yes 0O No 16. Audit Requirements

{f Yes. cite Law(s) & Begulation(s) . '

O None O State 0O Federal O independent

17. Is an Index System Used? (I yes, explain briefly and describe 18. Recommended Retention

any hadware/soltware

O Yes O No
Name and Tille of Prgparer 20. Telephone Number 21. Date

2704

EEREI 1759) 410.884.4441




3
-

~

o ' ) DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each "RECORDS MANAGEMENT DIVISION ‘ :
new of revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedute (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF ___
Jepartment/Agency . 2. Division 3. Unit

M opg

" DEFINITION - RECQRD SERIES - A group d ralated records normally filed and used as a unit for reference as well as retention and qisposlﬂon'purposes.

to’ .

4. Record Series Tille LI{ ﬂ,/ 24 &’,////}7/77 &/ w 7&: /6 /b Aum o »5. E/azizsl :_tearll.aéisl éear

6. Racord Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
ﬂgg@mﬁ@‘ Al vanows mfradhon 9 LU L ode

7. Record Series Formal(s) 8. Record Serles Sequence : 9, Volume
O File Drawer(s)
0 Letter Size 0 Microfilm a Alphabetical O Microfilm Reel(s)
O Computer Tape(s)
0 Legal Size 0 Computer Tape O Numerical Number a Other {specily)
0 Bound Book 8 Floppy Disk a Chronological
10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical s O Filo Drawar(s)
: oo ’ 0O Microfilm Reel(s)
O Other (specify) O Other (specify) O Computer Tape(s)
Number 0O Other {specily)
11. File is Used » 12. File Becomes Inactive After
0O Daily D Weeldy O Monthly — 0O Month(s) 0O Year(s)
Number :
13. Current Location(s) (Bldg.. Floor, Room) 14. |Is Record Series Dupliwted Elsewhere?
(i yos, specify agency or office)
ﬂ(/ 3 5 - 0O Yes O No
15. Access Restrictions . DO Yes O No 16. Audit Requirements
(It Yes. cite Law(s) & Begulation(s) . ’
O None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of P or 20. Telephone Number 21. Date

5104

410.884.4441

DGS 550-4 {Hev. 1793)




-
=

~ « b -

Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF

'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

GENERAL SERVICES AGENCY RECORDS INVENTORY

PAGE OF

JepartmenV/Agency

2. Division
TU

3. Unit

P2

. DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and disposlﬂon'putposes.

4. Record Series Tille

5?0/75(%/4/4/14 Heff, /JHorness

6. Earliest Year/Latest Y

to 73@ 5

Edst sile 4 May St~ Syhesvil

6. Record Series Description (Briafly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

Setflement - deed nfo-

Name 7;“!9 of Pr or

DGS 550-4 {Rev. 1793)

410.884.4441

7. Record Series Formal(s) 8. Record Serles Sequence 9. Volume
O File Drawerl(s)
0O Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
i 00 Computer Tape(s)
0 Legat Size Q Computer Tape O Numerical Number O Other (specily)
O Bound Book O Floppy Disk O  Chronological '
’ 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical nnu O File Drawer(s)
: : , O Microfim Reel(s)
O Other (specity) 0O Other {specity) O Computer Tape(s)
Number 0O Other (specify)
11, File is Used - 12. File Bacomes Inactive After
Q Daily 0O Weakly O Monthly - O Month(s) 0O Year(s)
Number :
13. Current Locgtion(s) (Bidg.. Floor, Room) . 14. |Is Record Series Dupliwted Elsewhere?
- (If yes, specify agency or office)
? V 5, a VYes O No
15. Access Restrictions . O Yes O No 16.  Audit Requirements
(It Yes. cite Law(s) & Begulation(s) ,
a None Qa State QO Federal O Independent
17. Is an Index System Used? (1! yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes a No
20. Telephone Number 21. Date

S4-05




e

Instructions - Type or Print a séparate form for aach
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ___ OF

Jepartment/Agency

2. Division

T

3. Unit

Pz

| DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refarence as well as retention and d_isposluon‘putposes.

4. Record Series Title ZOﬂ/(hj / W e,

SRy

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the serles. Include the purpose or function of the sarles.

410.884.4441

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume W;?L br/)‘
File Drawaer(s)
0O Letter Size O Microfilm Alphabetical / ‘0 Microfilm Reel(s) -
' 0O Computer Tape(s)
O Legal Size QO Computer Tape O Numerical Number O Other (spedfj)
O Bound Book O Floppy Disk 0 Chronological :
‘ . al A lati
1 Audio Tape D Video Tape O Geographical 10. Annal Acoumdlaten o Orawer(s)
\ . , O Microfim Reel(s)
0 Other (specity) 001 Other (specify) O Computer Tape(s)
Number O Other (specily)
11. Fite is Used - 12. File Becomes Inactive After
a Daily 0 Weekly O Monthly - a Month(s) O Year(s)
Number :
13. Current Locgtion(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliw&ed Elsewhera?
0'7/2,( (If yes, specify agency or office)
/0/ 4hn 175rm7 O Yes O No
15. Access Restrictions . O Yes a No 16.  Audit Requirements
{If Yes, cite Law(s) & Begulation(s) .
a None a State O Federal O Independent
17. Is an Index System Used? (I yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Preparer 20. Telephone Number 1. Date

H-28-04




. . . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each 'RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 . PAGE___ OF ___
Jepartment/Agency 2. Division 3. Unit
M >

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposldon'purposes.

4. Record Series Titla }fOP ) ‘14/ /n/ﬁ/ / DU/ . Glud el (ney

5. Earliest Year/Latest Year
[a137s) o200

6. Record Serias Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose ar function of the saries.

7. Record Series Format(s) 8. Racord Series Sequence : 9. Valume
O File Drawer(s) -
0 Letter Size O Microfilm O Alphabstical O Microfilm Reel(s)
' O Computer Tape(s)
0O Legal Size 0O Computer Tape O Numerical Number O Other (specify)
0 Bound Book O Floppy Disk O Chronological '
’ 0. Annual A latio
1 Audio Tape 0 Video Tape O ° Geographical 10. Annual Accumu O Fie Orawer(s)
) ., . 0O Microfiim Reel(s)
0O Other (specity) Q Other (specify) O Computer Tape(s) -
Number 0 Other (specily)
11. File is Used 12. File Becomes Inactive After
O Daily 0 Weekly 3 Monthly O Month(s) O Year(s)

Number

13. Current Locgtion(s) {Bidg.. Floor, Room)

any hadware/software

O Yes O No

14. Is Record Series Dupliwted Elsewhere?
~d (If yes, spacify agency or office)
& M ' aQ Yes O No
15. Access Rastrictions . O Yes O No 16. Audit Requirements
(i Yes, cite Law(s) & Regulation(s) . '
O None O State O Federal 0O Independent
17. Is an Index System Used? (I yes, explain briefly and describe 18. Recommended Retention

Retain until updated or
superceded, then destroy

Name and Title of Prégar | 20. Telephone Number
/{%% / 2 éﬁo é { 410.884.4441

21. Date

-a1-04f

—




IHS{RUCTIONS -
REVISED RECORD SERIES.
SCHEQULE (OGS 550-1)

TYPE O PIUNT A SEPARATE FORM FFOR EACIH NEW
FORWARD WITH RECORDS RETENIION

7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page o1

1.

DEPARTMENT/IAGENCY 2. DIVISION

—

M

3. UNIY

Pl

DEFINITION - Recorde Serles - A group of related records normally filed and used as a unit for reference s

well as retention and disposition purpoees,

4,

RECORD SERIES NTLE

Mister Plan - Syt

5. EARLIEST YEAR / LATETEST YEAR

10 1985~
%ﬁf 1958

6. RECORD SERIES DESCRIPVION ( Briefly describe the types of Information/documents/lorms found in the Series

. Include the puipose or function of Ihe Series)

OGS 550-4 (Revised 1793

1. RECORD SERIES FORMAT(S} 8. RECORD SERIES SEQUENCE 8. VOLUME
’ Qa File Drawei(s)
‘a Leller Size’ O Microlim U Alphabetical D Microfilm Reet (s)
O Computer Tape (s)
O Legal Size o Computer Tape o Numerical a Other (Specify)
" b’ Bound Book a Floppy Disk O Chionologicat Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
0 File Orawer (s)
0 Olher (Specil O Other (Specily O Microlilm Reel (s)
et (Speci) ! O Compuler Tape(s)
0 Other (Specify)
Number
11. FILE 15. USED 1. FILE BECOMES |NA01|\{E AFTER
0 Daily O Weekly o Monlhy O Months) O  Years)
Numbet
13: CURRE?I LOCATION(S) (Bidg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (It yes, specify agency ot office)
]
[C’j' . : : O Yes O No
15. ACCESS RESTRICTIONS (If yes, cile law(s) 8 regulalion(s) 16. AUDIT REQUIREMENTS
o Yés 0O No O None O Slale 0 Federal O  Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardwarelsofiware) Permanent. Transfer periodically
: . to the Maryland State Archives
O Yes a No
19. NAME AND l;?LE OF PR ER 20. TELEPHONE NUMBER I 21. DATE
410.884.4441




new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each

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

AGENCY RECORDS INVENTORY

PAGE ___ OF ___

Jepartment/Agency

2. Division

TM

3. Unit ' :

Plannm rz””/fu

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for relarence as well as retention and cfpsposlﬂon'purposos.

4. Record Series Title

Revenye Bond

5. E%::EL?Yoar

6. Record Series Description (Briefly describe the types of informationi/documents/forms found in the series. Include the purpose or function of the series.

Number

?jk&S i/def _ / Bérv{msd/w'h'% ‘
Insur. binder) msqﬁ ren e Notree ¢ pué/:chwnrfj.
ol e,ﬁud/' notret
[egal &locs
+7K 17fo
7. Record Series Formal(s) 8. Record Serles Sequence 9. Volume
O File Drawer(s)
O Lettor Size O Microfilm O Alphabetical O Microfilm Reel(s)
' 0O Computer Tape(s)
O Logal Size 0 Computer Tape O Numerical Number O Other (speci'y_)
O Bound Book O Floppy Disk O  Chronological '
) , lati
) Audio Tape 0 Video Tape O Geographical 10. Annual Accumuta én File Drawaer(s)
) o . D Microfilm Reel(s)
0 Other (specify) 0O Other (specify) O Computer Tape(s)
Number O Other (specity)
11. File is Used ‘ 12. File Becomes Inactive After
O Daily 0O Weekly O Monthly O Month(s) O Year(s)

13. Current Locgtion(s)

Qnd
Plana /?7 room

(Bldg.. Floor, Room)

14. Is Record Series Dupliwtad Elsewhere?
(It yes, specify agency or office)

Q Yes O No
15, Access Restrictions . 0 Yes a No 16.  Audit Requirements
(1 Yes, cite Law(s) & Begulation(s) .
0 None O State O Federal O Independent

any hadware/software

O Yes a No

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Retention

 Retam for 20 yéafy ofter inal |
Secwdy relesse, Yhen destrey.

Name and Title of Preparer

. 410.884.4441

20. Telephone Number

21. Date

-3 /-4




v N

WSTRUCTIONS - TYIE OR PRINE A SEPARATE FORM FOR EAGH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS 550-9) : 7275 WATERLOO ROAD

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

1. DEPARTMENT/AGENCY

2. DIVISION _7.7/( ' 3. UNIT PZ

DEFINITION - Records Sesles - A group of related records normally filed and used an & unit for referance ss well se retention and disposition purposes,

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

pléﬂmfj Commpussim_ | | 192 o 1 955"

8. RECORD SERIES DESCRIPYION { Briefly describe the types of informationtdocumenis/torms found in the Series. Include the purpose of function of the Series)

pastes Plan

7 WMW?( )
Mipes = plans | .
’?}oﬂ//wm{ £ 2@//45 wﬁ/,u/e@'tlgm}(é,ﬁ

.

7. RECORD SERIES FORMAT(S) ®. RECORD SERIES SEQUENCE 9. VOLUME L by ides /) é¢
" O File Drawer(s)
O lelter Size’ o Microlim 0 Alphabetical O Miciofiim Ree! (s)
D Computer Tape (s)
O Legal Size o Computer lape O Numerical _ O Other (Specify)
0 Bound Book © O Floppy Disk O Chronological Number
a Audio Tape 0 Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
. O File Drawer (s)

0 Other (Specily)

O Other (Specity) ' g g:::::‘u; R‘t::e (;)’
0O Other (Specify)

Nymber

1", FILE ps,‘usm : : | 2. FILE BECOMES INACTIVE AFTER

o Daily ‘o Weékly O Monthly : O  Monthis) O  Yeas)

) Number ]
13. CURRENT LOCAVION(S) {Bidg., Floor, Room) ’ 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency or office)
Mb— j O Yes » . 0 No

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

s] Yés O No D None 0’ Slate 0 Federal D independen!

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

describe any hardwarelsoliware) Permanent. Transfer periodically

O Yes o No to the Maryland State Archives

4 ' T I — T
19. NAME WOFW 20. TELEPHONE NUMBER | 21. DATE H ; : /

1 410.884.4441

OGS 550.4 {Revised 179])




. .
v . . T

INSTRUCIIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENVION
SCHEDULE (OGS $50-1)

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

AGENCY RECORDS INVENTORY

Page ot

1. DEPARTMENT/AGENCY

2. DIVISION
M

3. UNIT

PZ

I

DEFINITION - Records Sarles - A group of related racords normslly filed snd used ss s unit for reference as

woll as retention and dispesition purpores.

4. RECORD SERIES' llllﬁu%{& P/M,,J Commsssor

§. EARLIEST YEAR / LAYETEST YEAR

o884

mm@

(epe)

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentstiorms tound in the Series. Include the puipose or funclion of the Series)
)("7[(&. 9 m/ﬁ
fo Fys-ss~ re: funds [ ticptit o

7. RECORD SERIES FORMAT(S)

o Leller Size 0 Microfitm

O Lepal Size © Compuler Tape
© Bound Book a Fbppy Disk

O Audio Tape 0O Video Tape

0 Olher (Specily)

8. RECORD SERIES SEQUENCE

O Alphabetical
O Numerical

0 Chronologicat
a Geographical

O Other {Specify}

o. vowme / brhades
Q File Drawet(s)
© Microliim Reet {s)
a Computer Tape (s)
O Other {Specily)

Number

10. ANNUAL ACCUMULATION
O File Drawer (s)
O Microfilm Reel (s)
o Compuler Tape(s)
O Other (Specify)

e

Nymber
" FILE ISTUSED 12. FILE BECOMES INACTIVE AFTER
o Daily | 6 ~ Weekly a] .M(\:n!hly g Monlhs) a Yeat(;s)
Numbet
IJl CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily'agency ot office)

O Yes o No
15. ACCESS RESTRICTIONS {H yes, cile law(s) & reguialion(s) 16. AUDIT REQUIREMENTS
a] Ye‘s B No O None D Slale 0 Fedeia! O Independen!

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

O Yes ' g No

18. RECOMMENDED RETENTION

0GS §50.4 (Revised 193]

20. TELEPHONE NUMBER

-410.884.4441

21. DATE

5404




Instructions - Type or Print a separate form for each

new or revised record series. forward with Record
Retantion Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenVAgency

2. Division

“TM

3. Unit

P2

. DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposldon'purposes.

4 ocord Sedlse “@y,{/&i( 7 4/1/7/7’ Commsssan

5. Ea igs| Year@? y

6. Record Series Description (Briefly describe the types of informationn/documents/forms found In the serfes. Include the purpose or function of the series.

7. Record Series Formalt(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s) -
O Leter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
' 0O Computer Tape(s)
0 Legal Size Q Computer Tape O Numerical Number O Other (spediy)
0 Bound Book O Floppy Disk O Chronological :
10. Annual A lation
1 Audio Tape O Video Tape 0 Geographical nnual Accumia O File Drawer(s)
X e , 1 Microfim Reel(s)
0 Other (specity) O Other (specify) O Computer Tape(s)
Number 0 Other (specity)
11. File is Used l 12. File Becomses Inactive After
a Daily 0 Weekly O Monthly O Month(s) O Year(s)
Number :
13. Gurrent Loc\gtion(s) (Bldg., Floor, Room) 14. Is Record Series Duplimted Elsewhere?
(it yos, specify agency or office)
A’WHL 0O Yes O No
15. Accass Restrictions . 0O Yes O No 16. Audit Requirements
(1 Yes. cite Law(s) & Begulation(s) .
O None O State O Federal O independent
17. Is an Index System Used? (Il yos, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Tllle of Preparer 20. Telephone Number 21. Date

- 410.884.4441

¥-29-0Y




INSTRUGIIONS - 1YPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD

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

o

1. DEPARTMENTIAGENCY

2

3. UNIT

DIVISION ./rM

P

DEFINITION - Records Serles - A group of related tecords normally filed and used se a unit for reference ae

well a8 retention and dieposition purpones,

4, RECORD SERIES VIILE

Pl 4@4//37 Commussim Mufwg(o Tapes

-

5. EARLIEST YEAR / LATETEST YEAR

/

Vets.

10 /;L/él/?/ *’
stfape’n” 192

I A
8. RECORD SERIES DESCRIPTION ( Briefly desctibe the types of information/documentstorms found in the Series. Include the purpose or function of lhaenes)

7. RECORD SERIES FORMAT(S)

8. VOLUME

8] Yés D No

. AUDIT REQUIREMENTS

O None 0 Federal

O Slate

8. RECORD SERIES SEQUENCE Ny bd?( 5) fopto
O File Drawer($)
‘0 Leller Size’ 0 Microlilm a Alphabelical O Microfiim Reel (s)
O Computer Tape (s)
U Legal Size 0 Computer Tape O Numerical / © Other {Specily)
0 Bound Book o Floppy Disk D Chronological Number
QW O Video Tape O Geogiaphical 10. ANNUAL ACCUMULATION
0 File Orawer (s)
.U Olher (Specily) O Other (Specify) O Microfim Reel {s)
) o Compuler Tape(s)
0 Other {Specify)
Number
1. FILE ls»IUSED 12, FILE BECOMESIIN{\C!IVE AFTER
o Daily "o Weekly O Monlhly O Month(s) o Yearls)
. Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
##]t —: o  Yes a No
15. ACCESS RESTRICTIONS (Il yes, cile law(s) 8 regulalion(s) 16

O Independent

0GS 550.4 {Revised 1193)

17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardwate/sollwate)
U Yes ' g No
19. NAME Wor @M 20. TELEPHONE NUMBER ‘ 21. DATE 5/ ‘% 5 if
ER . i
410.884.4441




REVISED RECORD SERIES.
SCHEDULE (DGS 550-1)

INSTRUCHIONS - 1YPE OR PRING A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENIION

DEPARTMENT OF GENERAL SERVICES

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

AGENCY RECORDS INVENTORY

Page ot

1. DEPARTMENTIAGENCY

2. DIVISION

W

-
PZ

3. UNKT

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

weil 88 retention and disposition purpores,

4. RECORD SERIES TITLE )/”lh’l/

a3

Commssim nudes +

5. EARLIEST YEAR / LATETEST YEAR

1150 v 1825 1955

[neludes Loikey.

8. RECORD SERIES DESCRIPTION { Biielly describe the lypes of information/documentsiforms found In the Series. Include the putpose of tunction of the Series)

7.

RECORD SERIES FORMAT(S}

|

1GS 550.4 (Revised 1193)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Lelter Size- o Microlim O Alphabetica! D Microfiim Reel {s)
O Computer Tape (s)
O lepal Size o Computer Tape O Numerical G Other (Specify)
0 Bound 860!( 0 Floppy Disk O Chronological Number
0 Audio Tape 0O Video Tape O Geographical 10. ANNUAL ACCUMULATION
QO File Drawer (s)
U Olher {Specily) O Other (Specily) D Microliim Reel (s)
o Computer Tape(s)
O Qther (Specify)
Number -
1. FILE I5.USED 12. FILE BECOMES .INACTIVE AFTER
o Daily 0 Weekly O Monlhly - D Monthls) O  Years)
. Number
13. CURRENT LOCATION(S) (Bldg., Fioot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
-7
a  Yes g No
15, ACCESS RESTRICTIONS {if yes, cite law(s) & regulation{s) 16. AUDIT REQUIREMENTS
a Yés 0 No O None o Slate a Federal O Independent
17, 1S AN IHDEX SYSTEM USED? (il yes, explain brielly and 18. RECOMMENDED RETENTION
descibe any hardware/sofiware)
D Yes D No
19.

20. TELEPHONE NUMBER

410.884.4441

l 21. DATE ;)f, 7’07

-~




——

- tr

new or revised record series. forward with Record

Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Retention Schedule (DGS 550-1)

JESSUP, MARYLAND 20794

P.O. BOX 275

PAGE ___ OF

JepartmenVAgency

2. Division /‘j/\

3. Unit

P2

" DEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Titla

)0/4/7/7//5 Commissinr Tagpes

S. Earljest YearALatast Year
Qé& to @

6. Record Series Description (Briafly describe the types of informationr/documents/forms found in the series. Include the purpase or function of the series.

7. Record Series Format(s) 8. Racord Serles Sequence 9. Volume
O File Drawer{s) -
0O Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
A —_— O Computer Tape(s)
0O Legal Size Qa Computer Tape 0O Numerical Number Qa Other (specily)
0 Bound Book O Floppy Disk O Chronological
‘ 10. Annual A latio
J Audio Tape O Video Tape O Geographical e RIS File Drawer(s)
: ., . O Microfilm Reel(s)
0 Other (specify) Q Other (specify) O Computer Tape(s)
Number O Other (specily)
11. Fila is Used - 12. File Bacomes Inactiva Atter
a Daily O Weekly O Monthly O Month(s) 0O Year(s)

Number

13. Current Loc?tion(s)

At

(Bldg., Floor, Room)

| 14. Is Record Series Dupliwted Elsewhere?
(It yes, specify agency or office)
0O Yes a No

15. Accaess Restrictions 0O Yes

. 0O No
{t Yes. cite Law(s) & Begulation(s)

16. Audit Requirements

410 884.4441

O None O State O Federal O Independent
17. Is an Index System Used? (M yos, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Tlue of Preparer 20. Telephone Number 21. Date

7-2f-04




Instructions - Type or Print a separate form for

Retention Schedule (DGS 550-1)

each

new or revised record series. forward with Record

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

AGENCY RECORDS INVENTORY

JepartmenVAgency

2. Division

Rz

PAGE OoF ___
3. Unit

P2

' OEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and dfnsposlﬂon'purposes.

.'1_ Record Series Title P ann /',37 eamm/JS/'o‘)(

5. Eargest Year/Latest Year
to’

Zm/o‘j Grlingrce
blue print
min Zf@  Qgerda

070/;//ch for

20n/ng Cerificard
& Zonimng peinins

6. Record Saries Description (Briafly dascribe the types of informationn/documents/forms found in the series. Inciude the purpose or function of the series.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume )
( Pfjjf,/) O File Drawer(s) -
0 Letter Size 0 Microfilm O Alphabetical ] b o¥ O Microfilm Reel(s)
— 0 Computer Tape(s)
0 Legal Size 0 Computer Tape O Numerical Number O Other (specity)
O Bound Book O Floppy Disk O  Chronological '
- . ' . 10. Annual Accumutation
J Audio T 150 0 Video Tape O Geographical O File Drawer(s)
. - , O Microfilm Reel(s)
O Other (specify) ?‘3‘/ 5L Q Other (specify) O Computer Tape(s)
, / Number 0 Other (specily)
(Y2 sm box)
1. Fils is Used 12, File Becomes Inactiva Atter
O Daily O Weekly O Monthly 0 Month(s) 0O Year(s)
Number :
13. Current Loc?tion(s) {Bidg., Floor, Room) 14. Is Record Serias Dupliwted Elsewhere?
And (It yes, specify agency or office)
AMC. bQ( urdsy /Zlé[,( 0O Yes O No
15. Access Raestrictions . O Yes O No 16.  Audit Requirements
(1 Yes. cite Law(s) & Begulation(s)
O None 0O State 0O Federal O Independent
17. Is an Index System Used? (M yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Praparer - 20. Te!ta_phonq Number 21. Date
” ‘/'22—07
- 410.884.4441 ‘
-3 (Rev. | ;
—— . o J




Instructions - Type or Print a separate form for each

new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE

OF

JepartmenVAgency

2. Division

T

. DEFINITION - RECORD SERIES - A group 61 related records normally filed and used as a unit for reference as well as retention and d_nsposmon'purposes.

4. Record Series Tite P/ nﬂ/l/@] Commussion  /Ninakd

5. Earliest yeam_alesl Year

6. Record Series Description (Brlefly describe the types of informationn/documents/forms found In the series. Include the purpose or function of the serles.

7. Record Series Format(s) 8. Record Serles Sequence 9. Volume ' Ww
O File Drawer(s) -
0O Letter Size 0 Microfilm O Alphabetical O Microfilm Real(s)
’ / b' E: O Computer Tape(s)
O Legal Size 0 Computer Tape 0O  Numerical Number O Other (speciy)
0 Bound Book O Floppy Disk O Chronological
) 10. Annual Accumulation
1 Audio Tape O Video Tape 0O Geographical nnd O File Drawer(s)
: . ) 0O Microfilm Reel(s)
0 Other {specify) 0O Other (specily) ‘0 Computer Tape(s)
Number O Other (specify)
11. Fila is Used . A 12. File Becomes Inactive After
O Daily 0 Weeldy O Monthly — O Month(s) 0O Year(s)
Number :
13. Curren( Locauon(s) (Bldg., Floor, Room) 14. Is Record Series Duplimted Elsewhere?
o?" ' (if yes, spacify agency or office)
@/ﬂﬂ//g 7Y a/o Sef— O VYes O No
15. Access Rastrictions . O Yes 0O No 16. Audit Requirements
(It Yes, cite Law(s) & Regulation(s) .
00 None O State O Federal O independent
17. Is an Index System Used? (If yos, explain briefly and describe 18. Recommanded Retantion
any hadware/software
O Yes O No
Name and Title of Proparer 20. Telephone Number 21. Date

410.884.4441

DGS 550-4 (F(ev. 1793}

Forey




Instructions - Type or Print a séparate form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OoF ___

JepartmenVAgency 2. Division

A

3. Unit

P2

OEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for ralarence as well as retention and disposluon‘purposes.

4. Record Series Tille b/mmm7 Comm 1IN nuft) +
[Commiss/on)

7orCs

5. Earliest Year/Latest Year
/993 o

to

6. Record Saries Description (Briefly dascribe the types of informatio

annasf refreat (bound, booll

documents/forms found in the series. Include the purpose or tunction of the serles.

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume
0O File Drawer(s) -
DA etter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
' —_— O Computer Tape(s)
0O Legal Size 0O Computer Tape O Numerical Number O Other (specily)
3 Bound Book D Floppy Disk O Chronological
. . ' . 10. Annual Accumnulation
J Audio Tape 0 Video Tape O Geographical O File Drawer(s)
: . . O Microfilm Reel(s)
0 Other (specily) O Other (specity) O Computer Tape(s)
Number 0 Cther (specily)
11. File is Used ‘ 12. File Becomes Inactive After
O Daily O Weekly a Monthly O Month(s) 0O Year(s)
Number :
13. Current Location(s) {Bidg., Floor, Room) 14. Is Record Series Duplimted Elsewhere?
nd ) /(: (f yes, specify agency or office)
& ' O Yes O No
15. Access Restrictions . O Yes O No 16.  Audit Requirements
(I Yes, cita Law(s) & Regulation(s) ‘ .
O None O State 0O Federal O Independent
17. s an Index System‘Used? (! yos, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes 0O No
Name and Title of Preparer \I 20. Talanhana Abemba- 21. Date
410.884.4441 ) W-2/-04
GS 550-4 (Hev. =




Retention Schedule (DGS 550-1)

Instructions - Type or Print a separata form for each
new or revised record series, forward with Record

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

AGENCY RECORDS INVENTORY

PAGE OF ___

Jepartment/Agency

2. Division

M

3. Unit

PZ

DEFINITION - RECORD SERIES - A group 61 related records normally filed and used as a unit for reference as well as retention and disposition purposes.

ov.

iy Bhets

©410.884.4441

i ’ Ly 5. Earliest Year/Latest Year
4. Record Series Tilla /0/4””/,7 - 20/)/”07 /”ﬂﬂlfl,w Cyndles YN
A , (Stafe 9, /D L) ===
6. Racord Series Dascription (Briefly describe the types of informationn/documents/forms found in the series. include the purpose or tunction of the series.
Mmadt Grndtn_ Gndiom. MeSKe plas
Big-box ) annwuil rep
Comprre. plan
)emOj/’a/j Hile ~ Xey.
7. Record Saeries Formal(s) 8. Record Series Sequence 9. Volume
O File Drawsr(s) -
O Letter Size Q Microfilm Alphabetical a Microfilm Reel(s) -
' O Computer Tape(s)
O Legal Size 0 Computer Taps O Numerical Number a Other (specify)
0 Bound Book O Floppy Disk O Chronological .
. - ) . 10. Annual Accumulation
1 Audio Tape 0O Video Tape O Geographical O File Drawer(s)
: . , O Microfilm Reel(s)
0O Other (specity) O Other (specify) a Computer'Taps(s)
Number 0O Other (specily)
11. File is Used 12. File Becomes Inactive After
a Daily 0 Weeldy O Monthly - O Month(s) 0O Year(s)
Number :
13. Current Locgtion(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
) nol (if yos, specify agency or office)
DR a Yes a No
15. Access Rastrictions . O Yes 0O No 16. Audit Requirements
(I Yes, cite Law(s) & Begulation(s) .
O None 0O State Q Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes D No
Name and Title of Proparer I 20. Telephone Number 21. Date

Y- -0y




= —

» . . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each 'RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.0O. BOX 275
JESSUP, MARYLAND 20794 - PAGE___ OF ___
JepartmenV/Agency 2. Division 3. Unit

T P

. DEFINITION - RECORD SERIES - A group 61 related records normally filed and used as a unit for reference as well as retention and d_isposlﬂon'purposes.

4. Record Series Tilla }7 mh /ﬂ% - 20 ’”’5 0»(/}7’[/74(34/ a;;L T 5. Earliest quhtgsl Year

to /?g?

6. Record Serias Description (Briefly describe the types of informationn/documents/forms found In the series. include the purpose or function of the serles.

Inpo pehg.  (Informationy ?kc/f—ag@

7. Record Saries Formal(s) 8. Record Series Sequence : 9. Volume
O File Drdwer(s) -
O Letter Size 0O Microfilm 0O Alphabetical _ O Microfilm Reel(s) .
0 Computer Tape(s)
0O Legal Size 0O Computer Tape O  Numerical Number 0 Other (specity)
OBoundBook O Floppy Disk O Chronological ‘
- . ’ . 10. Annual Accumulation
1 Audio Tape 0 Video Tape 00 Geographical O File Drawer(s)
: L, . 0O Microfilm Reel(s)
Q Other (specify) QO Other (specify) O Computer Tape(s)
Number O Other (specify)
1. File is Used 12, File Becomes Inactive After
3 Daily 0 Weeldy O Monthly a Month(s) O Year(s)
Number '
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series DUplimted Elsewhera?
4 (I yes, specify agency or office)
4 . i » O Yes O No
M/ﬂ/ Ble Cab el
15. Access Restrictions . DO Yes O No 16. Audit Requirements
(It Yes. cite Law(s) & Begulation(s) ‘
O None 0O State O Federal O Independent

17. Is an Index System Used? (If yos, explain briefly and describe

18. Recommendad Retention
any hadware/software

O Yes 0O No

Name and Tille of Preparer 20. Telephone Number : I 21. Date

410.884.4441 Eaad

ov. 1/93)




Instructions - Type or Print a séparale form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

PAGE QF

Jepartment/Agency

2. Division

™

3. Unit

=

. OEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for reference as well as retention and d'isposmon‘putposes.

4. Record Series Title /1/’ a fn SH RQ vifal 2ahom

5. Earliest Year/Latest Year

0 /297

RFP - Mawi St~ Phﬁl
’Prvpojted/ maps

Corres. .
FProposed M St:Flas

6. Record Series Description (Briefly describe the types of lnlonnaﬁonnldocumants/lonns found in the series. Include the purpose ar function of the serles.

Number

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume
O File Drawer(s) -
O Letter Size 0O Microfilm O Alphabetical DO Microfilm Reel(s)
' 1 Computer Tape(s)
O Legal Size D Computer Tape 0O Numerical Number O Other (spooity)
OBound Book O Floppy Disk O  Chronological ‘
' 0. Annual A fat
1 Audio Tape 0 Video Tape a Geographical 10. Annual Accumula ‘gn File Drawer(s)
) o . O Microfilm Reel(s)
0 Other (specify) Q Other (specify) O Computer Tape(s)
Number Q Other (specily)
11. File is Used - 12. File Becomes Inactive After
a Daily 0O Weelly O Monthly O Month(s) O Year(s)

13. Current Loc?tion(s)

any hadware/software

0O Yes 0O No

N

(Bidg., Floor, Room) 14. Is Record Series Dupliwted Elsewhorae?
gna( (It yes, spacify agency or office)
e I‘ID v O Yes 0O No
15. Access Restrictions . 0 Yas a No 16. Audit Requirements
(It Yes, cito Law(s) & Begulation(s) ,
O None O State 0O Federal O Independent
17. Is an Index System'Used? (! yes, explain briefly and describe 18. Recommended Retention

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,

- periodically to the MD State Archives

Transfer

Name and Title of Preparer

/2

DGS 550-4 {Hev. 1/93)

I 20. Telephone Number

410.884.4441

21.

Date

of-22-04




. : . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type ar Print a separate form for each "RECORDS MANAGEMENT DIVISION : :
new or revised record series. forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE ___ OF ___
Jepartment/Agency 2. Division 3. Unit

T Pz

| DEFINITION - RECORD SERIES - A group of related records normally filad and used as a unit for reference as well as retention and disposltion'purposes.

4. Record Series Till - oo 5. Earliest Year/Latest Year
T Main S aster (an o 20GZ

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

Muster Plan 1994812000 Mp wag/] - Dregt-!
/%ZU/S»‘/O‘LS‘ v Astto PAleved Lommento

" p B
Solgptrons, s oludrons, Ordinamses [istre (ymuusse

7. Record Series Formal(s) 8. Racord Series Sequence : 9. Volume
File Drawer(s)
0 Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s) -
' 0 Computer Tape(s)
0 Legal Size 0 Computer Tape O Numerical Number Q Other (specily)
0 Bound Book O Floppy Disk O Chronological 7 ‘7,)“ Accon dj .
' . Annual A latio
) Audio Tape D Video Tape O Geographical 10- Annual Accumuaton i Orawar(s)
. . . 0O Microfilm Reel(s)
O Other (specify) QO Other (specily) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used 12, File Bacomes Inactive After
O Daily O Weekly QO Monthly O Month(s) O Year(s)
Number i
13. Current Location(s) {Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
n (I yes, specify agency or office)
15. Access Rastrictions . O Yes 0 No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s) .
O None O State O Federal 0 Independent

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Retention
any hadware/software

O Yes O No

| 20. Telephone Number . . 21. Date

410.884.4441 1 6’—077-0(/




- e ., .S

INSTRUCIIQNS - 1YPE O PRINT A SEPARATE FORM F.OR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION
SCHEDULE (OGS $50-1}

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

AGENCY RECORDS INVENTORY

Page of

1. DEPARTMENTIAGENCY

2. DIVISION

M

3. UNH

P

DEFINITION - Records Setles - A group of related records normally filed and used as o unlit for reference as

well s¢ retention and dispesiton purposes,

4, RECORD SERIES TITLE

Plot=Ptre=

Mam dtreer Master plan - Ioafr

8. EARLIEST YEAR / LATETEST YEAR

/985

10

8. RECORD SERIES DESCRIPTION { Briefly describe the lypes of information/documentsiorms found in the Series. Include the puipose or tunclion of the Series)

0GS 550.4 Revised 1793}

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
a File Drawer(s})
O Lleller Size- 0 Microfilm O Alphabetical O Microfilm Reel (s)
0 Computer Tape (s)
0 Legal Size o Computer Tape a Numerical G Other {Specily)
"© Bound Book O Floppy Disk O Chronological Number
0 Audio Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
Q File Drawer (s)
0 Other (Specily) O Other (Specity) D Microfiim Reel (s)
’ 0 Computer Tape(s)
O Other (Specify)
Number
11. FILE _IS;USED 12. FILE BECOMES INACTIVE AFTER
D Daily O Weekly o Monthly O Month(s) O Yeais)
_ Numbert
13. CURRENT LOCATION(S) [Bidg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or oflice)
l:/“;lc*j a  Yes o No
15. ACCESS RESTRICTIONS (I yes, cile law(s} & regulation{s) 16. AUDIT REQUIREMENTS
a Yés o No O None o Slale 0 Federal O Independent
17. IS AN INDEX SYSTEM USED? (i yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/soliwate)
D Yes D No
20. TELEPHONE NUMBER 21. DATE
5-4-04
410.884.4441




Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF

"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0O. BOX 275
JESSUP, MARYLAND 20794

GENERAL SERVICES

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

U

3. Unit

P

" DEFINITION - RECORD SERIES - A group of related recards normally filed and used as a unit for refarence as well as retention and d_isposNon'pulposes.

4. Record Series Tilla

7774/45’/%(&///‘ /\6(//-/72//3@ v /OWWM

5. Earlie

Year/Latest Year
4 to

00 A

/

-’

6. Record Series Description (Briefly dascribe the types of info

)
4

rmationn/documents/forms found in the series. Include the purpose or function of the series.

DGS 550-4 (Hev. 1793] :410.884.4441

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume ALLo7* 4 ﬁ)/ ¢
O File Drawer(s)
erTatter Size 0 Microfilm O  Alphabetical A O Microfim Reel(s)
' 0O Computer Tape(s)
0 Legal Size Q Computer Tape O Numerical Number O Other (specity)
0 Bound Book O Floppy Disk O Chronological .
. . ) . 10. Annual Accumulation
J Audio Tape DO Video Tape 0O Geographical O File Drawer(s)
X . , 0O Microfilm Reel(s)
0O Other {specify) Q Other (specity) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used - 12. File Becomss Inactive After
O Daily 3 Weekly O Monthly - O Month(s) O Year(s)
Number :
13. Current Locgtion(s) {Bldg.. Floor, Room) 14, Is Record Series Du_plimted Elsewhere?
oA (If yes, specify agency or office)
&Lp & i’Dd')L\ O Yes g No
15. Access Rastrictions . 0 Yes a No 16. Audit Requirements
(I Yes. cita Law(s) & Begulation(s)
' O None O State 0O Federal O Independent
17. 1s an Index System Used? (If yes, explain briefly and desctibe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Preparer 20. Telephone Number 21. Date




INSTRUGIONS - TYPE OR PRINT A SEPARATE FORM FOR EACHI NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION
SCHEDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

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

1. DEPARIMENVIAGENCY

2. DI\IISION/U4 3. UNiT

H

DEFINITION - Records Serlos - A group of related tecords normally filed snd used as a unit for reference as

woll as retention and dispesition purposes.

4. RECORD S'ENES' TILE

‘LCWWA@M&M

w0_[900

r hj@’l((é _ Mf ? ﬁduS/ 5. EARLIEST YEAR / LATETEST YEAB
/md‘ Fee %

6. RECORD SERIES DESCRIPHON { Briefly describe the lypes of Information/documenisiforms found in the Series

. Inclyde the puipose of (unclion of the Seties)

0GS $50.4 {Revised 1193)

- 410.884.4441

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME / 3'/7/77 é/ﬂd-@/
a File Orawer(s)
O Lelter Size: D Microtiim O Alphabetical o Microlilm Reel (s)
D Compuler Tape (S) -
O Legal Size 0 Compuler Tape O Numerical » a Othet (Specify)
0 Bound Book * @ Floppy Disk O Chionological Number
0 Audio Tape D Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Otawer ()
© Other (Specify} o Other {Specify) © O Microfilm Reel {s)
: O Compuler Tape(s)
O Other (Specify)
Number
11, FILE IS.USED 12. FILE BECOMES INACTIVE AFTER
o Daily 0 Weekly s] .Manlhly o Month(s) o Yeat(s)
) Numbet
13. CURRENY LOCATION(S) (Bidg.. Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
T |
c O Yes . D0 No
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yés o No O None O Slate O Federal O Independent
’ ' Screen annuatly. LesIroy maltenat naving no
17. 1S AN INDEX SYSTEM USED? {f yes, explain briefly and 18. RECOMMENDED RETENTION LUTther ﬁsclal’ legal or °.‘;‘1°'rt‘l’;?“al Val‘t“" Retain
describe any hatdware/sollware} permanently anx 1paten serves to
document the origin, development and
O Yes : o No accomplishments of the department. Transfer
periodically to the MD State Archives
19. NAME AND ITLE OF RBERARER 20. TELEPHONE NUMBER " 21 DAIE
/ ﬁ% 5 ’L[I /Dt{




X . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each 'RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE _. OF ___

3. Unit

™ "z

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and Qisposlﬂon'putposes.

Jepartment/Agency . 2. Division

4. Record Series Tille 777 A4 i ~ b / /; d excs T 5. Ear(l;est Y?:r/litesl /Year

6. Record Series Description (Briefly describe the types of Informationn/documents/forms found in the series. Include the purpose or function of the series.
D> DoT-( Transpovtalion Plans, drugg v alcihiol ‘/t57"7,z7 /-eju/mw )
Varrous CC Pans
Bﬂld/&S (’ﬁ’& rc_)
Clt/?l/n/ /m,orm/ammf programs
i
MUD . F ood Plain mmm7ms hanabso

7. Record Series Format(s) 8. Record Series Sequence ' 9. Volume
O File Drawer(s) -
Q Letter Size a Microfilm O Alphabetical g Microfilm Reel(s) -
) 0O Computer Tape(s)
0O Legal Size 0 Computer Tape O Numerical Number O Other (spedly_)
0 Bound Book 0 Floppy Disk O Chronological
' . A |
J Audio Tape 0O Video Tape 0O Geographical 10. Annual Accumu aﬂcoln File Drawer(s)
. . . O Microfilm Reel(s)
O Other (specity) binass O  Other (specify) O Computer Tape(s)
—_— Number O Other (specify)
11. File is Used » 12. File Becomes tnactive After
a Daily O Weekly O Monthly O Month(s) 0 Year(s)
Number :
13. Currenl Locatlon(s) (Bldg.. Floor. Room) : J 14. Is Record Series Dupliwted Elsewhere?
O? nd F (I yes, specify agency or office)
15, Access Raestrictions . 0 Yes O No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s) . ’
' O None O State O Federal O Independent
17. Is an Index System Used? (if yes, explain briefly and describe 18. Recommended Ratention . D
any hadware/software Cap;fa/ Im s rovement Pr i'z::ﬂﬁ ( C”;II,' Refuin 5
et en qestro
O VYes 0 No . , %wrs aftes Projid 15 Comp nd Y+’/
mga—a/whol 7(.651—,,.7 r\aju/m:m; KRefain un
dated . " Screen annually. Destroy material having no
Reinain dgr——"7 lurther fiscal, legal or operational value. Retain

permanently any material that serves to
document the origin, development and

Name and Title of Preparer 20. Telephone Number accomplishments of the department. Transfer

periodically to the MD State Archives

 410.884.4441 L
12704




new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

Instruclions - Type or Print a séparate form for each

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

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

TM

3. Unit

P2

‘ DEFINITION - RECORD SERIES - A group of ralated records normally filed and used as a unit for reference as well as retention and d_‘lsposmon'putposos.

4. Record Series Title P“ blic Uh/ If7 /Qfm it — B GE ( appro W’.d)

5. Earfiest YeariLatest Year

to’

AZ

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Format(s) 8. Racord Serles Sequence 9. Veolume EQ/
File Drawer(s) -
0O Letter Size O Microfilm O Alphabetical l > O Microfim Reel(s)
' O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Other (specity)
0 Bound Book O Floppy Disk O Chronological
' 10. Annual A lation
} Audio Tape 0 Video Tape 1 Geographical nual Accum a;] Filo Drawer(s)
: o, : 0O Microfiim Reel(s)
0 Other {specify) O Other (specify) O Computer Tape(s)
“Number O Other (specily)
1t. Fila is Used 12. File Becomes Inactive After
0O Daily 0 Weeldy QO Monthly - O Month(s) 0O Year(s)
Number i
13. Currgnt Locatlon(s) {Bidg., Floor, Room) 14. 1s Record Series Du_plimted Elsewhere?
lf (It yes, specify agency or office)
‘P7”'m’i§ flv\ QO Yes O No
15. Access Rastrictions ~ 3 Yes a No 16. Audit Requirements
{11 Yes, cite Law(s) & Begulation(s) .
O None O State 0O Federal O independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention . ‘
any hadware/software .
Yo\
Na—fzun "ﬁ)’b 50 )‘MVS, ‘H’)elfl d& }/
O Yes O No i

Name and Tnle of Preparer

L_ﬁ

20. Telephone Number

. 410. 884 4441

21. Date

»’/ J7-04

e - S -/




Instructions - Type or Print a separate form for each
new or revised record serias, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.0. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenVAgency

2. Division

T

3. Unit

pra

DEFINITION - RECORD SERIES - A group 61 related records normally filed and used as a unit for reference as well as retention and d_isposmon'purposes.

4. Record Ssrigs Title S a’ujhe/r( g\/_h w ﬂd@‘bqjl W [ %7”/[//;, S/Zb 7‘7@71)

5. Earliest Yoear/Latest Year
to’

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

Number

7. Record Series Formal(s) 8. Record Series Sequence 9. Voume - ALeinels 76’ L
O File Drawer(s)
O Letter Size O Microfilm O  Alphabetical / O Microflm Reel(s)
0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number a Other (specity)
0 Bound Book 0 Floppy Disk O Chronological A
' 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical n O File Drawer(s)
X L , O Microfilm Reel(s)
0 Other (specify) Q  Other (specity) O Computer Tape(s)
‘ Number O Other (specily)
11. File is Used . 12. File Becomes Inactive After
a Daily 0O Weekly a Monthly O Month(s) Q Year(s)

13. Current Loc?tion(s) (Bldg.. Floor, Room)

g
Planning room

14. Is Record Series Dup\iwted Elsewhere?

(I yes, specify agency or office)
O Yes a No

15, Access Rastrictions O Yes

. a No
{1t Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

O None A O State

O Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

O Yes 0O No

18. Recommended Retention

Permanent. Transfer periodically
to the Maryland State Archives

Name and Title of Preparer

T 20. Telephone Number

410.884.4441

21. Date

’7’/027—00/




o . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each "RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 - PAGE __ OF ___

Jepartment/Agency . 2. Division

TmM

3. Unit

Pz

- DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and d_isposldon'pu:posos.

4. Record Series Tl =y, 4y ¢4y sty s /m tmbersh 2

5. Earliest Year/lLatest Year
200l _to Qoo

6. Record Series Dascription (Briefly describe the types of informationr/documents/forms found in the series. Include the purpose or function of the series.

Penodueals |hernn

7. Record Series Formal(s) 8. Racord Series Sequence : 9. Volume
O Flle Drawer(s)
O Letter Size O Microfilm 0O Alphabetical a Microfilm Reel(s)
’ 0O Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number O Other (spedm
O Bound Book O Floppy Disk O  Chronological '
" " ' . 10. Annual Accumulation
1 Audio Tape 0 Video Tape 00 Geographical O File Drawer(s)
. o, . 0O Microfiim Reel(s)
00 Other (specity) Q Other (specify) . O Computer Tape(s)
Number 0O Other (specily)
11. Fite is Used A 12. File Becomes Inactive After
a Daily O Weeldy O Monthly a Month(s) Q Year(s)
Number
13. Current Location(s) (8ldg.. Floor, Room) 14. Is Record Series Dup|iwted Elsewhere?
Qd ﬂ R (I yes, specify agency or office)
] O Yes O No
15, Access Restrictions . 0 Yes Q No 16.  Audit Requirements

(I Yes. cite Law(s) & Begulation(s)

0 None O State O Federal 0O Independent

17. 1s an Index System Used? (If yes, explain briefly and describe
any hadware/software

0O VYes O No

18

. Recommended Retention

Retain until updated or
superceded, then destroy

Name and Title of Preparer 20. Telephone Number

| j/ %M 410.884.4441
S—
- eV,

21. Date
Y-2)-

A




INSTRUGTIONS - TYPE O PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

Page ot

1. DEPARTMENT/AGENCY

—

2. DIVISION W

Pl

3. UNIT

DEFINITION . Recorde Serles -

A group of related records normally filed snd uned ss 8 unit for reference s

well s retention and disposition purposes,

4, RECORD semes NMSMQ‘%’”’Q

rownets” o UL Land

ﬂW{W Vi /{/m

WM

§. EARLIEST YEAR / LATETEST YEAR

(975

10

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

. Include Ihe puipose of function of the Series)

UGS 5504 {Revised 1193)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 5. voLumE 3 ns binders”
a File Orawer(s)
O Leller Size 0 Microlilm O Alphabetical O Microfiim Ree! (s)
. O Computer Tape (s}
0 legal Size o Computer Tape a Numerical / a Other (Specify)
0 Bound Book O Floppy Disk 0 Chronologica! Number
0 Audio Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
© Other (Specily) © Other (Specily) O Microlilm Reel {s)
O Compulet Tape(s)
a Other (Specify)
Number
1. FILE 16.USED 12. .FILE BECGMES INACTIVE AFTER
O . Daily o Weekly o Monthly O  Monlhkis) O  Years)
Numbet
13. CURRENT LOCATION(S) (Bldg., Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
¢ : a  Yes O No
15. ACCESS RESTRICTIONS (Il yes, cite law(s)YB requlation{s) 16. AUDIT REQUIREMENTS
(o} Ye's 0 No O None D Slale 0 Federal O Independent
17. 1S AN INDEX SYSTEM USED? (I yes, explain brielly and 18. RECOMMENDED RETENTION
descibe any hardware/sofiware) Retain until updated or
: . er n r
O Yes 5 No superceded, then destroy
o ) . |
19, NAME M;(@%’OF M 20. TELEPHONE NUMBER , l 21, DATE
s-y-04
410.884.4441




instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
"RECORDS MANAGEMENT DIVISION ; :

7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275 ,
JESSUP, MARYLAND 20794 PAGE ___ OF ___
JepartmantAgency 2. Division 3. Unit
A | - Pz

DEFINITION - RECORD SERIES - A group 6( rolated records normally filed and used as a unit for reference as well as retention and qisposlﬂon'putposes.

4. Record Series Title &Md/ﬁ’ Aermift

5. Earliest Year/Latest Ypar
951 v 200

6. Record Serias Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

Qe carun
7. Record Series Formalt(s) 8. Record Series Sequence : 9. Volume
O File Drawer(s) -
O Letter Size Q Microfitm O  Alphabetical _ O Microfilm Reel(s) -
: DO Computer Tape(s)
0O Legal Size 0O Computer Tape 1  Numerical Number 0 Other {specify)
0 Bound Book O Floppy Disk 0 Chronological .
. - ' . 10. Annual Accumulation
1 Audio Tape O Video Tape 0O Geographical O File Drawer(s)
) . . 0O Microfilm Reel(s)
0 Other (specify) 0O Other (specify) O Computer Tape(s)
Number 0 Other (specify)
11. File is Used . ' 12. File Becomes Inactive After
a Daily 0 Weekly O Monthly O Month(s) O Year(s)
Number :
13. Current Log?tion(s) (Bidg., Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
nd (i yos, specify agency or office)
& b& ' O Yes O No
1S. Access Rastrictions . D Yes 0O No 16. Audit Requirements
(it Yes. cite Law(s) & Begulation(s) '
O None O State 0O Federal O Independent

O VYes

17. Is an Index System Used? (1t yes, explain briefly and describe 18
any hadware/software

0 No

. Recommended Retention

Permanent. Transfer periodically
to the Maryland State Archives

. .

21. Date

410.884.4441 | #u-oy




- -

Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Scheduta (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.0. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenVAgency

2. Division

A

3. Unit

PZ

DEFINITICN - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and d_isposl\ion'putposes.

4. Record Serips Tille 5# A/‘&l ﬁ?W p/d/{/

5. Earliest Year/Latest Year
to’

M/Lmag—hruz. Aug —

Copres ~ 414/74,/ alfa/f”

v J
6. Record Series Description (Briefly dascribe the types of informationn/documents/forms found in the series. Include the purpose or function of the segos

7. Record Series Format(s) 8. Record Series Sequence 9. Volume b X Near er(a
O File Drawer(s) -
O Letter Size 0 Microfilm Alphabatical O Microfilm Reel(s)
' O Computer Tape(s)
0O Legal Size QO Computer Tape O Numerical Number O Other (specity)
0 Bound Book O Floppy Disk O Chronological
’ 10. al A latio
1 Audio Tape O Video Tape O Geographical Annual Rocumutaie i Drawer(s)
: Do . O Microfilm Reel(s)
0 Other (specity) 0O Other (specity) O Computer Tape(s)
Number O Other (specity)
11. File is Used - 12. File Becomes Inactive After
Q Daily 0 Weekly O Monthly O Month(s) O Year(s)
Number
13. Current Locatlon(s) (Bldg.. Floor, Room) 14. Is Record Series Duplimted Elsewhere?
02/)4 (i yas, spacify agency or office)
pltmﬂ/g /‘9”97 O VYes O No
15. Access Restrictions . 0O Yes a No 16. Audit Requirements
(11 Yes. cite Law(s) & Begulation(s)
O None 0O State O Federal D Independent
17. Is an Index System Used? (If yos, explain briefly and describe 18. Recommended Retention
any hadware/software ;" Screen annually. Destroy material having no
further fiscal, legal or operational value. Retain
O Yes O No permanently any matenal that serves to
* document the origin, development and
- accomplishments of the department. Transfer
© periodically to the MD State Archives
v o o .

Name and Title of Pzé‘:arer

GS 550-4 (Rev. 1733)

L

20. Telephone Number

| 410.884.4441

21. Date

7-28-0Y




co T o _ DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each 'RECORDS MANAGEMENT DIVISION : .
new or ravised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedute (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 - PAGE __ OF ___
JepartmenVAgency 2. Division 3. Unit Z
DEFINITION - RECORD SERIES - A group of ralated records normally filed and used as a unit for reference as well as retention and cijsposlﬁon‘purposes.
4. Record Series Title s 5. Earliest Year/Latest Year
- SJA/%, Naster /O/JUZ, / &L/)a(ﬁfe" 1288 1002
6. Racord Series Description (Briefly doscribe the types of informationn/documents/forms found in the series. Include the purpose or function of the serles.
mfy ) ' ,u//sﬁ:tj 2oning { color eoded ) Potential ,',17/,'// s1tes
wmdas Lo Puturt [gnd use
nddor propdSeJ fimedable proposed zane chunges
" And ust Worlung P>afper”
notes. final dreft ! ~ 7
Prelim. rept
7. Record Series Format(s) 8. Racord Series Sequence : 9. Volume
O File Drawer(s) -
Letter Size O Microfilm O  Alphabetical g Microfilm Reel(s)
' . O Computer Tape(s)
0 Legal Size 1 Computer Tape O Numerical Number O Other (specily)
OBound Book O Floppy Disk O  Chronological '
. . ’ . 10. Annual Accumulation
1 Audio Tape 0 Video Tape 0O Geographical O File Orawer(s)
\ . . O Microfim Reel(s)
0 Other (specity) bwider O Other (specify) O Computer Tape(s)
—_— Number O Other (specily)
11. File is Used - 12. File Becomes Inactive After
a Daily 0 Weekly O Monthly O Month(s) O Year(s)
Number
13. Current Locglion(s) (Bldg., Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
o?m( M (If yes, spacify agency or office) -
p/ﬂﬂﬂ/""‘yﬂ’?. O Yes G No
15. Access Rastrictions . O Yes O No 16. Audit Requirements
{If Yes. cite Law(s) & Begulation(s) , '
0O None O State O Federal O Independent
17. Is an Index System Used? (!f yos, explain briefly and describa 18. Recommended Retention
any hadware/software
O Yes 0O No
Name and Title of Propprer I 20. Telephone Number 7 21. Date
- ) -0 }/
410.884.4441 ucl
DGS 550-4 (Rev. 1793)




-~ A g

Instructions - Type or Print a séparate form for each
new or revised record series. forward with Record
Retention Schedute (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ___ OF

Jepartment/Agency 2. Division

U

3. Unit

PZ

‘ DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and qisposlﬁon' purposes.

4. Record Saries Titla /\/ 200 Tor077 0-/%% , ﬁm[é//jj N

Year/lLatest Year

5. Earli;
to____

6. Rocord Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

KFP's for amchutectieal Semnced

Naster /274/1, :

(V Cquert for p/op»“'b

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume by nder b d)‘
O File Drawer(s) -
0 Letter Size Q Microfilm O Alphabetical O Microfilm Reel(s)
- 00 Computer Tape(s)
0O Legal Size Q Computer Tape Numerical Number 3 Other (specity)
0 Bound Book O Floppy Disk O Chronological
; . . 10. Annual Accumulation
} Audio Tape 0 Video Tape 0O Geographical O File Drawer(s)
. o \ 0O Microfilm Reel(s)
0 Other {specity) 0O  Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11, File is Used . 12. File Becomes inactive After
O Daily 0 Weekly O Monthly O Month(s) O Year(s)

Number

13. Cuér{ent Location(s) (Bldg.. Floor, Room)
% =

14. Is Record Series Duplimted Elsewhere?

(It yes, specify agency or office)

P‘Zﬂflﬁ/@ 7ol O Yes 0 No
15. Access Rastrictions . 0 Yes 0 No 16.  Audit Requirements
(It Yes, cite Law(s) & Begulation(s)
O None a State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention

any hadware/software

O Yes 0O No

" Screen annually. Destroy material having no

| further tiscal, legal or operational value. Retain
permanently any matenal that serves to

. document the origin, development and

i accomplishments of the department. Transfer

 periodically to the MD State Archives

20. Telaphone Number

© 410.884.4441

Name and Title of Prgparer

GS 550-4 (Rev. 1/93)

21. Date

/7”25/’07




-

el . N

Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Ratention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.Q. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

TM

3. Unit

PZ

DEFINITION - RECORD SERIES - A group 6! related records normally filad and used as a unit for ralerance as well as retention and d_isposldon'putposes.

4. Record Series 'ITE %A/’ej T own howse addibme

5. Earliast Year/Latest Year
&aaz to 2004/

" DJans

Jorvp usad oA ocuments

6. Record Saries Description (Briefly describe the types of information

(9 anchitecrual senscio )

rvdocuments/larms found in the series. Include the purpose or function of the serties.

(I Yes. cite Law(s) & Bégulation(s)

7. Record Series Format(s) 8. Record Serles Sequence 9. Volume
0O File Drawer(s) -
O Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
' —_— 0O Computer Tape(s)
Q Legal Size 0 Computer Tape Numerical Number O Other {specily)
O Bound Book O Floppy Disk O Chronological :
‘ . lat
1 Audio Tape O Video Tape O Geographical 10. Annual Accumula ;n File Drawer(s)
X e . O Microfilm Reel(s)
0O Other {specify) 0O Oter (specify) O Computer Tape(s)
Number 0 Other (specily)
11. File is Used . 12. File Bacomes Inactive After
a Daily 0 Weeldy 0 Monthly O Month(s) 0O Year(s)
Number ‘
13. Cutrent Loc@tion(s) {Bdg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
ni (If yes, spacily agency or office)
1 O Yes O No
15. Access Raestrictions a Yes O No 16. Audit Requirements

O None , Q State

0 Federal a Indapendent

17. 15 an Index System Used? (It yes, explain briefly and describe
any hadware/software

O Yes 0O No

18.
Screen annually. Destroy material having no

Recommended Retention

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 State Archives

Name and Title of Pr or

410.884.4441

UGS 550-4 {Hev. 1733)

l 20. Telephone Number

21. Date

4 -2/-04




Instructions - Type or Print a separate form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ____ OF

JeparimenVAgency

2. Division

7Y

3. Unit

Fz

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and d_ispositlon‘purposos.

4. Rocord Series me[g *0]77,%/,? St om ﬁc%zu'siﬁb—»(,/gé/du)/h)"

5. Earliest Year/Latest Year
0 -

ant- aﬁ)h‘cs.
25 réguests
ﬁ enovalions )
Tavmife Insu infe

Loan applic.

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

MHT does  (UD His Trowst)

Dropaads fov achuktusal serces

Pw,vusds fov um

/;Z;Zf;m/— v agve

hades

emt

Lard lease conbracte- -
Vendors.

Number

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume m/
ile Drawer(s)
O Letter Size 1 Microfilm O Alphabetical 02 O Microfilm Reel(s) -
' 0 Computer Tape(s)
0O Legal Size 0O Computer Tape GO Numerical Number O Other (speciy)
0O Bound Book O Floppy Disk a Chronological '
' . al A lati
3§ Audio Tape O Video Tape O Geographical 10. Annual Accumula D File Drawer(s)
) . . O Microfilm Reel(s)
0O Other (specity) QO Other (specify) O Computer Tape(s)
Number O Other (specily)
t1. Fila is Used » 12. File Becomes tnactiva After
O Daily 0 Weekly QO Monthly O Month(s) QO Year(s)

13. Current Locgtion(s) (Bldg.. Floor, Room)

14. Is Record Series Duplicated Eisewhere?
[Qrd (It yos, specify agency or offica)
(7'b7 M"ij /wm a Yes a No
15, Access Restrictions . O Yes a No 16. Audit Requirements
(I Yes, cite Law(s) & Begulation(s) .
a None 0O State O Federal 0O Independent

17. Is an Index System Used? (It yos, explain briefly and describe
any hadware/software

O Yes 0O No

18. Recommended Retention

Permanent. Transfer periodically
to the Maryland State Archives

Name and Title of Pséparer ] 20. Telephone Number

© 410.884.4441

21. Date

-0k




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF ___

Jepartment/Agency

2. Division /[ M

y fwmrw/

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title L,di/ﬁfﬂke&'f (\’W‘

5. Earligst Year st, Year
1?8 % to e
/- .

6. Record Series Description (Briefly describe the types of informationn/documents/forms faund in the series. include the purpose or function of the serles.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O Flle Drawer(s)
0 Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
DO Computer Tape(s)
O Legal Size 0 Computer Tape Numerical. Number O Other (specily)
0O Bound Book O Floppy Disk O Chronological
10. A lati
J Audio Tape O Video Tape O Geographical Annual Accumula g‘ File Drawer(s)
: , O Microfim Reel(s)
O Other (specify) Q Other {specity) 0 Computer Tape(s)
Number 0O Other (specify)
11. File is Used 12. File Bacomes Inactive After
O Daily 0 Weekly 0 Monthly O Month(s) 0O Year(s)

Number

13. Current Location(s)

Hitie-J

(Bldg., Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(It yes, spacify agency or offica)
O Yes O No

15, Access Restrlcﬂoﬁs O Yes

i O No
(1 Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

GS 5504 (Hev. 1/03)

O None a State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommer
any hadware/software 5
O Yes O No ‘Retain 7 years, then destroy
Na 1. t
410.884.4441 21 Date
5-5-04




new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

Instructions - Type or Print a séparate form for each

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

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
"RECORDS MANAGEMENT DIVISION : :

JepartmenVAgency

2. Division

1

3. Unit

Pz

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and Qisposltion'purposes.

4. Record Series Titla T
- rees

5. fé ;’i Yaar/Latest Year

A

Trec CLV‘/’% rfun

|2
/I/ie//]//ﬂ/a’ COCV"’/’%MU
el removad & prun

s

6. Record Saries Description {Briefly dascribe the types of informationn/documents/forms found In the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume Acend °4L<-’
0 File Drawer(s) -
D Letter Size 0 Microfilm 0 Alphabetical / O Microfilm Reel(s) -
' 00 Computer Tape(s)
0O Legal Size 0O Computer Tape O Numerical Number O Other (specify)
O Bound Book O Floppy Disk O Chronological
’ . lati
1 Audio Tape 0 Video Tape 0O Geographical 10. Annual Accumuta (gn File Drawar(s)
X S . O Microfilm Reel(s)
0 Other (specify) O Other (specify) O Computer Tape(s)
Number 1 Other (specify)
1. File is Used 12, File Becomes Inactive Aftar
a Oaily 0 Weekly a Monthly 3 Month(s) 0O Year(s)

Number

13. Current Location(s) {Bldg., Floor, Room)

Sﬂ’hnn/ﬁ Lo )

14. Is Record Series Dup!iwted Elsewhere?
(If yes, spacify agency or offica)
G VYes O No

(It Yes, cite Law(s) & Begulation(s)

15, Access Rastrictions ~ 0O Yes O No

16. Audit Requirements

0O None O State D Federal O Independent

any hadware/software

0O Yes D No

17. Is an index System Used? (If yos, explain briafly and describe

18. Recommended Retention

“Screen annually. Destroy material having no

! further fiscal, legal or operational value. Retain
permanently any material that serves to

i document the origin, development and

. accomplishments of the department. Transfer
i periodically to the MD State Archives

L

Name and Title of Prgparer

OGS 550-4 {Hev. 1783)

20. Telephone Number _

410.884.4441

-} 21. Date

V-27-04f




DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

Instructions - Type or Print a separate form tor each

AGENCY RECORDS INVENTORY
new or revised record series, forward with Record

Retention Schedule (DGS 550-1) P.0O. BOX 275

JESSUP, MARYLAND 20794 - PAGE ___ OF

JepartmenV/Agency 2. Division 3. Unit

G B S
DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and d_isposltlon‘purposes.

4. Record Series Title @6‘/’ /f ’d,/ / m/)/u'u‘bmm ~ p/ [ C / p> a 5. Ear!?i?i t Year/ba‘t’gglg Year

to V™

6. Record Saries Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Serles Formal(s) 8. Record Serles Sequence 9. Volume
QO File Drawer(s)
0O Letter Size  Microfilm O Alphabetical O Microfilm Reel(s)
' - O Computer Tape(s)
0O Legal Size O Computer Tape O Numerical Number 0 Other (specify)
0 Bound Book O Floppy Disk O Chronological :
. . . 10. Annual Accumulation
J Audio Tape 0O Video Tape 0O Geographical O File Drawaer(s)
X - ] O Microfiilm Reel(s)
QO Other (specify) O Other {specify) O Computer Tape(s)
Numbar 0O Other (specily)
11. File is Used 4 12. File Becomes Inactive After
a Daily 0O Weekly QO Monthly O Month(s) QO Year(s)
Number '
13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Dup!iwtod Elsewhere?
g4 R (If yes, specify agency or office)
) 0O Yes 0O No
Desk armver, :
15. Access Rastrictions . 0O Yes a No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s) ’ . . )
a None a State 4 Federal O Independent

17. Is an Index System Used? (if yes, explain briefly and describe 18. Recommended Retention
any hadware/software :

Retain unt projet 15 completed plus fen (1 b)

O Yes O No Veurs + untif all federal, stafe, and | scal
tudd reguinements have been fulfilled, Then
oestoy, |

Name and Title of Preparer 'l : | - ' | 21. Date
410.884.4441 H-2/- o4
DGS 550-4 (Rev. 1793)

——— J




.

Instructions - Type or Print a séparate form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ____ OF

JepartmenVAgency

2. Division

“TM

3. Unit

p L

’ OEFINITION - RECORD SERIES - A group 61 related records normally filed and used as a unit for reference as well as retention and disposlﬂon'purposes.

4. Record Saries Titla 3&/l¢d/ W,/som \_/—’cd”lﬂﬂﬂy

S. EM?:% ?ar

6. Racord Series Dascription (Brlefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the serles.

Subdinsin CUVK/(/I‘:7 drcumen’s

7. Record Series Formal(s)

Number

8. Record Serles Sequence 9. Volume
O File Drawsr(s)
0 Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
0 Computer Tape(s)
0O Legat Size 0 Computer Tape 0O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological :
1 Audio Tape O Video Tape O Geographical 10. Annual Accumuladan File Drawer(s)
, - . O Microfiim Reel(s)
0 Other (specily) QO Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Usad ‘ 12. File Becomes !nactive After
O Daily 0O Weekly O Monthly O Month(s) 0O Year(s)

13. Curren Locgtion(s)
¢ J

spV 3

{Bidg.. Floor, Room)

O Yes

14. is Record Series Dupliwted Elsewhere?
(It yes, specify agency or office)
a No

15. Access Rastrictions . 0 Yes
(It Yes, cite Law(s) & Regulation(s)

0O No

16. Audit Requirements

O None » O State

O Federal O Independent

17. Is an Index System Used? (It yos, explain briefly and describe
any hadware/software

0 Yes O No

18. Recommended Retention

/ Screen annually. Destroy material having no
¢ further fiscal, legal or operational value, Retain
i permanently any material that serves to
document the origin, development and
accomplishments of the department. Transter
1 periodically to the MD State Archives

\

Name and Title of Preparer

[

OGS 550-4 {Hev. 1/93)

20. Telephone Number

. 410.884.4441

21. Date

54-04




.

Instructions - Type or Print a séparate form for each
new or ravised record series, forward with Record
Retention Schedule (DGS 550-1)

OEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION

JESSUP, MARYLAND 20794

7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 275

PAGE OF

JepartmenV/Agency

2. Division

Lai

3. Unit

7

DEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for reference as well as retention and disposlﬂon'purposes.

fores? Consery,

4. Record Series Title b 2 Ua}am f RQ, /i 2) 5. Earhes Yearll.a &ql Year
(ce.)
6. Racord Sarias Description (Briefly dascribe the types of informationr/documents/forms found in the series. include the purpose or function of the saries.
Subdi/iseons VArious ordinances
fee schedudes
Procedures

7. Racord Series Format(s) 8. Record Serles Sequence 9. Volume
0 File Drawer(s)
O Letter Size 0O Microfilm 0O Alphabetical 3 O Microfilm Reel(s)
‘ O Computer Tape(s)
0 Legal Size O Computer Tape O Numerica Number QO Other (specily)
0O Bound Book O Floppy Disk O Chronological
' 10. A A lation
§ Audio Tape O Video Tape DO Geographical nnual Accumu 0 File Drawer(s)
. . N , 0O Microfilm Reel(s)
O Other (specify) @/ﬁd&é‘ 0O Other (specify) O Computer Tape(s)
Number O Other (specily)
t1. File is Used - 12. File Becomes Inactive After
Q Daily 0 Weealdy a Monthly O Month(s) O Year(s)
Number :
13. Current Loc\gtion(s) (Bldg.. Floor, Room) 14. |s Record Series Dupliwted Elsewhere?
nd (¥ yes, specify agency or office)
4 M“C Q Yes O No
tard e
15. Access Rastrictions . 0O Yes QO No 16. Audit Requirements
(It Yes, cita Law(s) & Begulation(s)
' O None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Preparer 20. Telephone Numbar 21. Date
2.0
410.884.4441 4 ‘1




Instruclions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF -

Jepartment/Agency

2. Division

M

3. Unit

P

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for referance as well as retention and djsposlﬂon'purposes.

4. Record Series Tilla

Lﬂﬂﬂﬂ‘({/l/y A 4@’“”'6‘:”’&

5. Earliest Year/Latest Year
< o 092~

6. Record Series Description (Briefly describe the types of informationr/documents/forms found in the series. Include the purpose or function of the series.

TN Subdivsing nediedd -

manwlj ( Chy o Westmunsier
folun b Hampskad

Number

7. Record Series Formalt(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
O Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
0 Computer Tape(s),
0 Legal Size 0O Computer Tape 0O Numerical Number a Other (spocity)
0 Bound Book D Floppy Disk O Chronological »
' 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical e e File Drawer(s)
. o . O Microfilm Reel(s)
0O Other (specify) QO Other (specify) O Computer Tape(s)
Number O Other (specity)
11. Fite is Used . 12. File Becomes Inactive After
a Daily 0 Weekly O Monthly 3 Month(s) O Year(s)

13. Current Loc?tion(s)

27

{Bidg., Floor, Room)

a Yes

14. Is Record Series Duplimted Elsewhere?
(If yes, spacify agency or office)
O No

15, Access Rastrictions O Yes

. O No
(It Yes. cite Law(s) & Begulation(s)

16. Audit Requirements

0O None '

Nameo az Title o%

S
DGS 550-4 {Rev. 1793)

410.884.4441

0O State 0O Federal O Independent
17. Is an lndex System Used? (!t yes, explain briafly and describe 18. Recommended Reatention
any hadware/software
O Yes O No
20. Telephone Number 21. Date

vl%/r)\//ob/'




Bl

Instructions - Type or Print a séparate form for each
new or ravised record series, forward with Record
Retention Schadule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF ___

Jepartment/Agency

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group 61 related records normally filed and used as a unit for reference as weil as retention and d}sposlﬂon'putposes.

4. Record Series Tille

Ao Lot

5. Earliest Year/Latest Year

6. Record Series Description (Brlefly describe the types of informationn/documents/lorms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
@ File Drawer(s) -
O Letter Size Q Microfilm O Alphabetical y O Microfilm Reel(s) -
00 Computer Tape(s)
0O Legal Size 0O Computer Tape O Numerical Number O Other {specify)
0 Bound Book O Floppy Disk O Chronological .
' 8 A lati
3 Audio Tape D Video Tape O Geographical 10- famnt Ao Fao Draweels)
. o , O Microfim Reel(s)
0 Other (specily) 0O Other (specify) O Computer Tape(s)
Number QO Other (spacify)
1. File is Used A 12. File Becomes Inactive After
a Daily D Weeldy O Monthly O Month(s) 0 Year(s)
Number
13. Current Locgtion(s) (Bidg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
(It yes, specify agency or office)
{Dwummj') i O Yes O No
15. Access Restrictions . 0O Yes a No 16. Audit Requirements
{1 Yes, cite Law(s) & Begulation(s) .
O None O State O Federal 0O Independent
17. Is an index System Used? (I yos, explain briefly and describe Il 1s. Recommendaed Retantion
any hadware/software
O Yes : O No
NaWiue egarer 20. Telephone Number 21. Date
4-37-0
410.884.4441 I/
e
DGS 550-4 {Rev. 1/33)




Instructions - Type or Print a séparale form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF ___

JoparimenVAgency

2. Division

T

3. Unit

P

. DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and d'isposltion’purposos.

4. Record Serips Title Suéd s o5

5. Earliest Year/Latest Year

to 0209"

How K. Bitze Farms
Shannen RKun
Camoll Felars

6. Record Saries Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or tunction of the series.

7. Record Series Format(s) 8. Record Sarles Sequence 9. Volume
O File Drawer(s)
0 Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
' - O Computer Tape(s)
0O Legat Size O Computer Tape 0O Numerical Number O Other (specity)
a Bound Book O Floppy Disk O Chronological A
' 10. Annual A latio
3 Audio Tape O Video Tape O Geographical D File Drawer(s)
: L ! 0O Microfilm Roel(s)
0 Other (specity) O Other {specily) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used . 12. File Becomes inactive After
0 Daily D Waeekly a Monthly 0 Month(s) O Year(s)
Number :
13. Current Locglion(s) (Bidg., Floor, Room) l 14. Is Record Series Dupliwted Elsewhere?
AAa Z)A F (If yes, specify agency or office)
’ O Yes O No
15. Access Restrictions ~ O Yes O No 16. Audit Requirements
(I Yes, cite Law(s) & Begulation(s) .
O None O State O Federal O Independent
17. Is an Index System Used? (It yes, explain briefly and describe 18. Recommended Retention
any hadware/software i
O Yes O No r
Name and Title parer _ 20. Telephone Number ) _ 21. Date
y%ﬁ | 4-2/-0Y
' 410.884.4441 :
OGS 550-4 {Hev. 1/93)




Instruclions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ____ OF

Jepartment/Agency

2. Division

{M | 3 Unit

P2

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and d_isposlﬂon'purposes.

4. Record Series Tille

SUbdjnsim regs - cC.

5. Earliest Year/Latest Year
: T~ w_—

6. Record Series Description (Briefly describe the types of informationrvdocuments/forms found in the series. Include the purpase or tunction of the serles.

Number

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O Fila Drawer(s) -
0 Leter Size 0 Microfilm 0O Alphabetical O Microfilm Reel(s)
’ 0 Computer Tape(s)
0O Legal Size 0O Computer Tape O Numerical Number O Other (specify)
O Bound Book O Floppy Disk O Chronological .
' . A lati
1 Audio Tape Q Video Tape O Geographical 10. Annual Accumuta O File Drawer(s)
X L . O Microfilm Rooel(s)
0 Other (specily) O Other (specify) O Computer Tape(s)
Number 1 Other (specily)
11. File is Used - 12. File Becomes Inactive After
@ ODaily 0 Weekly O Monthly O Month(s) O Year(s)

13. Current Loc31ion(s)

C

(Bidg.. Floor, Room)

14. Is Record Series Duplicated Elsewhere?
{It yes, spacify agency or olffica)
0O VYes 0O No

15, Access Restrictions

O Yes O No

(If Yes. cita Law(s) & Begulation(s)

16. Audit Requirements

a NoneA a State 0 Federal

O Independent

O Yes

0O No

17. Is an Index System Used? (il yes, explain briefly and describe
any hadware/software

18. Recommended Retention

Name and Title of Pieparer

20. Telephone Number

| 410.884.4441

DGS 550-4 {Rev. 1/93)

21. Date

| 7-29 -0t




Instructions - Type or Print a séparate form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

JopartmenVAgency 2. Division

M

3. Unit

02

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for refarence as well as retention and d.isposlﬂon‘purposes.

4. Record Senes Title

Sgﬁm Aen m//w/zm mmm

.5. !}aéﬁzé Y?ar &s Year

6. Record Seﬁes Description (Briefly describe the types of Inlonnahonn/documents/lorms found In the series. Include the purpose or function of the series.

Fnhditsun devtlopment /?u/mbvu ¢ W

DGS 550-4 (Rev. 1/93)

410.884.4441

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume [_{1
File Drawer(s) -
0 Letter Size a Microfilm 0O Alphabetical }/Ah)e/ O Microfilm Reel(s)
Z 0( O Computer Tape(s)
0O Legal Size O Computer Tape Numerical Number QO Other (spedty)
D Bound Book 0O Floppy Disk QO Chronological
' 10. Annual Accumulation
1 Audio Tape 0 Video Tape 0 Geographical e O File Drawer(s)
X o, . O Microfilm Reel(s)
0 Other (specily) a Other (specity) O Computer Tape(s)
Number QO Other (specily)
1. Fila is Used 12, File Becomes Inactiva After
Q Daily O Weekly O Monthly O Month(s) 0O Year(s)
Number :
13. Cumrent Location(s) {Bidg.. Floor, Room) 14. |Is Record Series Duplicated Elsewhere?
ﬂ/fﬁ(‘/ (\f yes, spacily agency or office)
é‘b VM / Q VYes a No
- v
15. Access Restrictions . O Yes a No 16. Audit Requirements
(It Yes, cite Law(s) & Begulations) )
O None Q State 4 Federal a Independent
17. Is an Index System Used? (Il yes, explain briefly and describe 18. Recommended Retention
any hadware/software
0 Yes O No
20. Telephone Number 21. Date

| 54of




s

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Retention Schedule (DGS 550-1)

P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE __ OF ____

JepartmenVAgency

2. Division

*Scw;ﬁ"»

3. Unit

TM

2=

7/

DEFINITION - RECORD SERIES - A group 6! ralated records normally filed and used as a unit for reference as well as retention and d'isposlﬂonipurposes.

4.

Record Seri_es Title Mrﬁelg/

5. Earliest Year/Latest Year

to Q00—

6. Racord Series Description (Briefly describe the types of informationnvdocuments/forms found in the series. Include the purpose or function of the series.

Histwne. Presepvation Gudelines fhthe ‘Jaﬁdﬁ( Complre

7. Record Series Format(s) 8. Record Serles Sequence 9. Volume oJ0 Cuppus ( SP1 wif, 5)
0O Flle Drawer(s) -
0 Lettor Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
' S O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Other (specily)
0O Bound Book O Floppy Disk 0O Chronological ‘
) . : . 10. Annual Accumulation
1 Audio Tape O Video Tape 00 Geographical O File Drawer(s)
' . . O Microfilm Reel(s)
Q Other (specity) a Other (specify) O Computer Tape(s)
Number QO Other (specily)
11. File is Used - 12. File Becomes Inactive After
a Daily O Weeldy 0O Monthly - O Month(s) O Year(s)
Number i
13. Current Locgﬁon(s) {Bldg., Floor, Room) ri 14. Is Record Series Dupliwted Elsewhere?
5{—- o {if yes, specify agency or office)
' O Yes O No
yét/ room
15. Access Rastrictions . 0O Yes O No 16.  Audit Requirements
(Il Yes, cite Law(s) & Begulation(s) .
0O None O State O Federal O Independent
17. Is an Index System Used? (If yes, oxplain briefly and describe 18. Recommendod Retention
any hadware/software
O Yes O No
20. Telephone Number 21. Date

Namegd !‘ille ;@m

DGS 5504 (Hov. 1703]

410.884.4441

| 428 04




a

Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

P.O. BOX 275
PAGE OF .

Jepartment/Agency 2. Division

™

3. Unit

Pz~

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and d(isposltion’purposes.

4. Record Series Tille [/l/ﬂ /‘ﬁé/ J

§. Earliest Year/Latest Year
AQVO to 2000

B ook tj Design Dafe
Bool 2 'Exrsh‘:\) ¢ ondrhiong

Hu.;,c ec.momic o4, )C]"/'

6. Racord Saries Description (Briefly describe the types of informationivdocuments/forms found in the serles. include the purpose or function of the series.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
0O File Drawer(s) -
(1 Letter Size Q Microfilm O Alphabetical O Microfiim Reel(s)
0O Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number O Other (specify)
O Bound Book O Floppy Disk 01 Chronological .
. lati
1 Audio Tape 0 Video Tape O  Geographical 10. Annuzl Accumuiaten e Drawer(s)
' L , 1 Microfilm Reel(s)
0 Cther (specity) Q Other (specify) O Computer Tape(s)
Number 0O Other (spacily)
11. File is Used ‘ 12. File Bacomes Inactive After
O Daily 0 Waekly O Monthly 0O Month(s) O Year(s)

Number

13. Current Locgtion(s)
an
Planain coom

{Bldg., Floor, Room)

14. Is Record Series Dupliwted Elsewhere?
(It yes, specily agency or office)
a VYes g No

15. Access Raestrictions O Yes

. O No
(1 Yes. cite Law(s) & Begulation(s)

16. Audit Requirements

| N

0O None 0O State 0O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No

Name Tith O‘W 20. Telephone Number 21. Date
| - : N :
! 4-2/-04

5GS 5504 (Fev- T703) - 410.884.4441




-

Instructions - Type or Print a séparate form for each
new or ravised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency 2. Division

M

3. Unit

PZ_

‘ DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Senes Title

w&&ww Mm | °

5. Earliest Year/Latest Year

6. Racord Series Description (Brlet{y descrlbe the types of informationn/documents/forms found in the series. include the purpose or function of the series.

J,M"P}?ﬁt.\ W*M%;W 0‘/9’“7“414,& 'V’ana ML’/“%‘//M MMWL

propaosd

7. Record Series Formali(s) 8. Record Serles Sequence 9. Volume
17/ @ File Drawer(s)
O Leter Size O Microfilm 0O Alphabetical O Microfilm Reel(s)
' | O Computer Tape(s)
0O Legal Size 0O Computer Tape 0O Numerical Number O Other (specity)
0 Bound Book O Floppy Disk O Chronological
’ I
§ Audio Tape O Video Tape O Geographical 10. Annual Accumu a“é" File Drawer(s)
. e . D Microfilm Reel(s)
0 Other (specnly) Q’ 5 Wﬂ 0 Other (specify) O Computer Tape(s)
‘ A M Number O Other (spacily)
11. File is Used . - 12. File Bacomss Inactive After
0O Daily 0 Weeldy a Monthly O Month(s) 0O Yoar(s)

Number

13. Current Locgﬁon(s)

Fmd ﬂ’wo

(Bldg.. Floor, Room)
Llue bt

14. Is Record Series Dupliwted Elsewhere?
(¥ yos, spacify agency or office)
O Yes O No

15, Access Restrictions O Yes

. O No
(It Yes, cite Law(s) & Begulations)

16. Audit Requirements

O None .

a State 0 Federal O independent
17. Is an Index System Used? (! yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
21. Date

Namme OW 20. Telaphone Numbar

410.884.4441

|

DGS 550-4 {Rev. 1/93)

| Y270y




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ____ OF

JepartmenVAgency 2. Division

M

3. Unit

P2

OEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for refarence as well as retention and d_isposNon‘pmposes.

A.RmrdSerigsﬁlle>£/m/b’@/)/,W ""Zﬂﬂfly é@tﬁﬁw

5. E?iéw:fj%ar

Zoﬂ/ﬁ +é/§. Cé/ﬁﬁoz/w

6. Racord Series Description (Briefly describe the types of informationn/documents/forms found in the serles. Include the purpose or function of the series.

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
O File Drawes(s) -
O Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s) -
- 00 Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Other (specily)
O Bound Book O Floppy Disk O Chronalogical ’
' 10. Annual Accumulation
1 Audio Tape 0O Video Tape O Geographical nnu " O File Drawer(s)
) e . O Microfim Reel(s)
0 Other (specify) 0O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used A 12. File Becomes inactive Aftar
O Daily 0 Weekly 0 Monthly O Month(s) QO Year(s)

Number

13. Current oq?tion(s) (8Bidg.. Floor. Room)
ﬂ’hilt‘,

SDV 3

14. s Record Series Dupliwted Elsewhere?
(It yes, specify agency or office)
O Yes O No.

15, Access Rastrictions 0 Yes

. a No
{It Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

a None. O State O Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

0O Yes O No

18. Recommended Retention .

Retury prmirs, sie plans v drasding
Permanently,: TrAnsfer ?er/od:ca/// ) /
MDD ST qrchived Screen annua % materia
A da} maf‘(rm/hm//:?] no ¢f ﬁrcn/,

/Eja e apa'dwm./ Valut.

Name and Title of Praparer

J5F

] 20. Telephone Number

410.884.4441

- av,

21. Date

5-4-0f




Retention Schedule (DGS 550-1)

Instructions - Type or Print a séparate form for each
new or revised record series. forward with Record

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

AGENCY RECORDS INVENTORY

PAGE___OF ____

JepartmenVAgency 2. Division

TAMN

3. Unit

Pl

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for referance as well as retention and d_isposlﬂon‘purposes.

4. Record Series Title O/DB &~ MU[SW Comm I/TZU

5 E Eczzﬁﬂrw

6. Record Series Dascriplion (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the sertes.

7. Record Series Format(s)

\D’@Size

8. Record Serles Sequence

9. Volume 7&0 /ﬁ{_,Q/

v O File Drawer(s) -
O Microfilm O Alphabetical _ / ‘0 Microfilm Reel(s)
' DO Computer Tape(s)
O Legal Size 0O Computer Tape 3O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk 01 Chronological -
10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical i O File Drawer(s)
X e . O Microfim Reel(s)
0 Other (spacily) Q Other (specify)

O Computer Tape(s)

Number O Other (specily)

11. File is Used

a Daily 0 Weekly 0O Monthly

12. File Becomes Inactive After

O Month(s) 0 Year(s)

Number

13. Curren Locgﬁon(s) {Bidg., Floor, Room)

A
Plann /r’lj roohA

14. Is Record Series Dupliwted Elsewhere?
(¥ yos, spacify agency or office)
a VYes O No

15. Access Rastrictions . O Yes O No
(It Yes. cite Law(s) & Begulation(s)

16. Audit Requirements

a Nonav QO State O Federal 0O Independent

17. Is an Index System Used? (It yos, explain briefly and describe
any hadware/software

0O Yes D No

18. Recommended Rotention .
Retain Lor Gve (S> \ars a:ﬁ‘e/ /Oah/
grant 15 ¢l gsed and untrlad! audda
reguirements pave been fultilled ,
[hen destry.

Namme of

S
DGS 550-4 {Rev. 1/93)

410.884.4441

20. Telephone Number

21. Date

4-27-04




. . . . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.0. BOX 275
JESSUP, MARYLAND 20794 - PAGE ___ OF ____
JepartmenVVAgency 2. Division 3. Unit

oy : | 2

DEFINITION - RECORD SERIES - A group 6! related records normally filted and used as a unit for refarence as well as retention and d.isposluon‘purposes.

to

4. Record Series Tille . py o 5. Earliegt Year/Latest Year
. aom#Mm/V Qev. Bloch Grant- (epBG) | Lo 1602

6. Record Series Description {Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

) /l/laszmt Sl me

7. Record Series Formal(s) 8. Record Series Sequence ’ 9. Volume
CQ File Drawer(s) -
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
' O Computer Tape(s)
0O Legal Size O Computer Tape O Numerical Number O Other (spocily)
O Bound Book O Floppy Disk O  Chronological '
. . ' . 10. Annual Accumulation
1 Audio Tape 0 Video Tape 0O Geographical O File Orawer(s)
: o - ] 0O Microfilm Reel(s)
O Other (specity) 6/)’] , O Other (specify) D Computer Tape(s)
———— Number 0 Cther (specily)
11. File is Used ‘ 12. File Becomes Inactive After
a Daily 0 Weekly Q Monthly O Month(s) O Year(s)
Number :
13. Current Location(s) (Bidg.. Floor. Room) 14. 1s Record Series Dupliwted Elsewhere?
i (it yes, spacify agency or offica)
a. MC’ ' O Yes O No
15. Access Restrictions . O Yes 0O No 16. Audit Requirements
{1 Yes, cite Law(s) & Regulation(s) . ‘
O None O State 00 Federal O independent

17. Is an Index Syslem'Used? (Il yos, explain briefly and describe 18

. Recommended Relention
any hadware/software

0O Yes 0O No

Name and Title of Preparer

20. Telephone Number ) 21. Date

, | e
410.884.4441 . Ydo -0t

e e e




Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

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

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

M

3. Unit

P~

' DEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for reference as well as retention and disposltion'puvposes.

‘.%. Record Series Title 6'“7’0/& —fo 0 B 6’ _ th
' : ﬂ({L/S/e/ : H

ble Ottinfrea & Fedora
D

S. E rhe r %EWN

6. Racord Series Description (Briefly describe the types of informationndocuments/forms found in the series. Include the purpose or tunction of the serles.

7. Record Series Formal(s)

;ﬁ%/@w

410.884.4441

8. Racord Series Sequence 9. Volume
O File Drawsr(s) -
O Letter Size 0 Microfilm 0O Alphabetical O Microfitm Reel(s) -
’ 03 Computer Tape(s)
O Legal Size O Computer Tape 0 Numerical Number O Other (specily)
0O Bound Book O Floppy Disk O Chronological
. . . 10, Annual Accumulation
1 Audio Tape 0O Video Tape 00 Geographical O File Drawer(s)
'0 . ) O Microfilm Reel(s)
0 Other (spacify) ﬁ/ﬂ W/ 0O Other (specify) O Computer Tm(s)
Number O Other (specily)
11. File is Used 12. File Becomes Inactive After
a Daily 0 Weekly O Monthly O Month(s) O Year(s)
Number
13. Current Locatlon(s) (Bldg.. Floor, Room) | 14. Is Record Series Dupliwted Elsewhere?
Qnd & {If yos, specify agency or office)
M O Yes 8 No
15. Access Rastrictions . O Yes 16. Audit Requirements
(it Yes, cite Law{(s) & Begulation(s) ,
O None O State 0 Federal O Independent
17. Is an index System Used? (I yos, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Preparer 20. Telephone Numbar 21. Date

4-22-0¢




Instructions - Type or Print a séparate form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
‘RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

JESSUP, MARYLAND 20794 PAGE ____ OF

JepartmenVAgency

2. Division 3. Unit

T Pz

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposlﬂon'purposes.

‘.1_ RecordSeries m°_b€5’j7’l Wf/lw 1807’ SHDQ« (#H/?q%a’)?‘;

6. Record Saries Descriplion {Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or tunction of the saries.

5. Earliest Yoar/Latest Year
1999 o F000

LCTRf I{i’;f’ ?\’ﬂszf:,)ff;of%@//mog “Xm}’ﬁ'& al services.
Froancials '

5}/,4(/5 Histovic Distneh C?-MMI-S‘SIM
MHT = MD Hrstorical Trust
7. Record Saries Format(s) 8. Racord Series Sequence 9. Volume
' 1 Flle Drawer(s)
O Letter Size 0 Microfilm 0 Alphabetical 7/2 O Microfilm Reel(s)
' e 0O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O  Chronological :
) . 10. Annual Accumulation
} Audio Tape 0 Video Tape 0O Geographical O File Drawer(s)
. . . 0O Microfilm Reel{s)
O Other (specily) d o d[t'lb O Other (specify) O Computer Tape(s)
" Number 0O Cther (specily)
files.
1. Fila is Used 12, File Bacomes Inactive Aftar
Q Daily O Weekly O Monthly - 0O Month(s) 0O Year(s)
Number :
13. Current Loc:?tion(s) {Bldg., Floor, Room) 14. 1s Record Series Duplicated Elsewhere?
(}n . (1f yes, specify agency or office)
Pl ann //"7 ro O Yes O No
15. Access Restrictions . 0O Yes a No 16. Audit Requirements
(It Yos, cite Law(s) & Begulation(s) .
O None Q State O Federal 0O Independent
17. Is an Index System Used? (If yos, explain briefly and describe 18. Recommended Retention
any hadware/software
Q Yes 0O No
‘ 20. Telephone Number 21. Date

Name and Title of zfi‘parer

Y -02-04

410.884.4441

ev. 1/93)




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

Jepartiment/Agency

2. Division

M

3. Unit

pz

- DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and d_isposllion'pmposes.

4. Record Series Tille GFWth&eM?(' ’@ec{/c/},ﬁj Loan Ad= .

5. Earliest Year/Latest Year
/990 w 290

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the serles.

MES (D Enu)r, Suw'cu) Covtract

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume Doxes meas radia/o.
O File Drawer(s) -
O Letter Size a Microfilm O Alphabstical 3 Microfilm Reel(s) -
—_— O Computer Tape(s)
0O Legal Size 0O Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological '
. " . 10. Annual Accumulation
J Audio Tape 0 Video Tape O Geographical O File Drawer(s)
: L R 0  Microfiim Reel(s)
O Other (specity) a Other (specify) O Computer Tape(s)
Number O Other (specity)
11. File is Used A 12. File Bacomes Inactive After
O Daily O Weekly O Monthly — O Month(s) 0O Year(s)
Number :
13. Curraf&ocgtion(s) (Bldg.. Floor, Room) 14. Is Record Series Duplimted Elsewhere?.
2 ‘ (It yes, spacify agency or office)
?tammf oot i O VYes o No
15. Access Restrictions . O Yes a No 16. Audit Requirements
(it Yes, cite Law(s) & Regulation(s) .
O None Q State 0O Federal O Independent
17. Is an Index System Used? (It yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes 0O No
| 20. Telephone Number 21. Date

Name and Title of Przp/i or

GS 550-4 {Hev. 1733) i

' 410.884.4441 9

-28-01/




Instructions - Type or Print a séparate form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE __. _ OF

Jepartment/Agency

2. Division

M

3. Unit

» DEFINITION - RECORD SERIES - A group of related records normally filad and used as a unit for reference as well as retention and disposmon‘puvposes.

4. Racord Series Tille Gmm.ﬁr PO/(\C& Pﬂ)fcq‘]b;q ($7‘7;6 ma)

5. Egyliest Year/Latgst Year
093 0 1970

Comes.,
Finany aly
Grant~ /nfo

6. Racord Series Dascription (Briefly describe the types of informationrvdocuments/forms found in the series. Include the purpose or tunction of the serles.

Namegd !_itle OZP;epzer ; ;_

DGS 550-4 {Rev. 1/33)

410.884.4441

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) -
O Letter Size O Microfilm 0 Alphabetical O Microfilm Reel(s)
' 0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological :
. - ’ . 10. Annual Accumulation
1 Audio Tape 0O Video Tape O Geographical Q File Drawaer(s)
X e , O Microfilm Reel(s)
0 Other (specily) O Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used 12. File Bacomes Inactive After
a Daily 0 Weekly O Monthly - O Month(s) O Year(s)
Number
13. Current Loc?';xtion(s) (Bidg.. Floar, Room) 14. s Recoard Series Dupliwtod Elsewhere?
- J (i yes, specify agency or office)
) O Yes Qg No
v 3
15. Access Raestrictions . O Yes 0O No 16. Audit Requirements
(It Yes. cite Law(s) & Begulation(s)
O None O State 0O Federal O Independent
17. Is an Index System Used? (It yos, explain briefly and describe 18. Recommended Retention
any hadware/software '
0O Yes O No
20. Telephone Number 21. Date

540y




Instructions - Type or Print a séparate form for each
new or revised record saries, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ___ OF _____

JepartmanVAgency

2. Division

4

3. Unit

P

’ DEFINITION - RECORD SERIES - A group 6! ralated records normally filed and used as a unit for reference as well as retention and d.isposltlon‘purposes.

4. Record Series Title H’«’S fon L p/ZSeI’wd?/ﬂq & rany Funl ¢- .SCW’//ﬂﬁo/

5. Earliest Year/Latest Year

lo;)%Y /9?(0

6. Racord Series Description (Brlefly describe the types of informationvdocuments/forms found in the series. Include the purpose or tunction of the serles.

7. Record Series Formalt(s)

8. Record Serles Sequsnce

Number

9. Volume

W( O File Drawer(s)
eltter Size Q Microfilm Alphabetical a Microfilm Reel(s)
d O Computer Tape(s)

D Legat Size 0O Computer Tape 0O Numerical Number O Other (spedm

0O Bound Book O Floppy Disk O Chronological :
' 0. Annual Accumulation

§ Audio Tape 0 Video Tape 0O Geographical ! nnual Accumua O File Drawaer(s)
: . , O Microfiim Reel(s)
O Other (specity) QO Other (specify) O Computer Tape(s)

Number O Other (specily)

11. File is Used . 12. File Becomes Inactiva After
QO Daily 0 Weekly QO Monthly O Month(s) a Year(s)

13. Current Locgtion(s)
22 Lo
lanniy

(Bldg., Floor, Room)

O Yes

14. s Record Series Duplimted Elsewhere?
(If yes, specify agency or office)
a No

(It Yes. cite Law(s) & Begulation(s)

15. Access Raestrictions . O Yes O No

16. Audit Requirements

0 None A

Nam7d Title of P;é;‘arer
- {Hev

DGS 550-4 {Rev. 1733}

O State 0O Federal a Independent
17. Is an Index System Used? (It yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
20. Telephone Number ‘ 21. Date

727 -0t




Instructions - Type ar Print a separate form for each

new or jevised record series. forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

T

3. Unit

PZ

| DEFINITION - RECORD SERIES - A group of refated records normally filed and used as a unit for reference as well as retention and d_isposmon‘purposes.

4.R0cotdSetigsﬁ(lew'/wﬁ/ﬂsf/,{ / m/gﬂﬂwmmf‘ﬂ//’ﬁﬂf

5. Earliest Year/Latest Year
to’

6. Racord Serias Description (Briefly describe the types of informationnvdocuments/forms found in the series. Include the purpose or tunction of the series.

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume 79 /e ﬁ’/’{e/:j’
O File Drawer(s) -
O Letter Size Q Microfilm O Alphabetical & O Microfilm Reel(s)
' g O Computer Tape(s)
0 Legal Size O Computer Tape O Numerical Number O OCther (specily)
0 Bound Book O Floppy Disk O Chronological ‘
. Annual A lati
1 Audio Tape 0O Video Tape O Geographical 10. Annual Accumula Sn File Drawaer(s)
) ., \ O Microfiim Reel(s)
0 Other (specity) 00 Other (specify) 3 Computer Tape(s)
Number O Other (specily)
11. File is Used 4 12. File Becomes Inactive After
a Daily O Weokly O Monthly - O Month(s) 0O Year(s)
Number :
13. Current Locgtion(s) (Bldg., Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
0?/)4 (It yos, specify agency or office)
planamg ram a  Yes O No
15. Access Restrictions . O Yes a No 16. Audit Requirements
{1t Yes. cite Law(s) & Regulation(s) .
O None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
7 -
Name Wof Prepdre 20. Telephone Number 21. Date

410.884.4441

OGS 550-4 {Hev. 1/33)

| 7-27-g4




SCHEDULE (OGS 550-1)

(NSTRUCTIONS ~. TYPE OR PRINT A SEPARATE FORM F-OR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENVION

7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20794

Page ot

1. DEFARTMENT/AGENCY

2. DIVISION /,/\/\

———

P

3. UNIY

DEFINITION . Records Serlos - A gioup of related records normally filed and used as s unit for reference ae

well 30 retention and dlsposition purpones.

S Gk

5. EARLIEST YEAR / LATETEST YEAR

1980 +_[993

ST

m * Joupv
ke i
DB G ~Hud.

Loves — & wm>‘7 +£§74/

conped /h/M
+~ W”/d?a/ hod ot

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documenisfiorms found in the Series. Include the puipose or function of the Series)

7. RECORD SERIES FORMAT(S)

Number

8. RECORD SERIES SEQUENCE 9. VOLUME
Q File Drawer(s)
O Lelter Size D Microliim O Alphabetical © Microfiim Reel (s)
O Computer Tape (s)
0 Llegal Size o Computer Tape O Numerical 0 Other (Specify}
D Bound Book 0 Floppy Disk O Chronological Number
O Audio Tape D Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
U Olhet (Specily) O Other (Specify) O Microfilm Reel {s)
o Computer Tape(s)
O Other (Specify)
Number
11, FILE IIG-.UGED | 12. FILE BECOMES INACTIVE Aﬁ‘ER )
o Daiy 0 Weekly 0 Monthly Monthis) O  Year(s)

-
[

. CURRENT LOCATION(S) {Bidg., Floor, Raom)

Ufic-7

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency or office)

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

describe any hardware/sollware)

O Yes ' 0 No

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

19.

i Hrbnzs

20. TELEPHONE RUMBER

- 410.884.4441

0GS $50.4 (Revised 1793

21. DATE

40




DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

Instructions - Type or Print a separate form for each

AGENCY RECORDS INVENTORY
new or ravised record series, forward with Record

Retention Schedule (DGS 550-1) P.0. BOX 275

JESSUP, MARYLAND 20794 . PAGE ___ OF ____

JepartmenVAgency 2. Division 3. Unit

"z - P&

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposlﬁon'purposes.

3 locord Se"'_es T'“Bv —P,D C‘ﬁ' /b ﬁj ) " o 5. Eaylies! quMtesl Ypar
T pram open spse HEY o 2o0if

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the saeries.

f/%am/ﬂu P BurKe ’/Daﬂtl ol /774/‘0. Uisthors Ctry é/ﬂ”de"buﬁ' 56'/0”%)’

lorants manusl- sfar 3 MD ~1Glon lare Gpan P

Dyr 9 Matwead Resources (1996 Millad Cogper Par,
Brds + bid fpgacals Old Mg, bunt Pak
Park Improvesnen i ’ .

Invorees, Lontracts, lans

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) -
O Letter Size O Microfitm Alphabetical , O Microfilm Reel(s)
) ' O Computer Tape(s)
0O Legat Size 0 Computer Tape O Numerical Number QO Other {specity)
0 Bound Book O Floppy Disk a Chronological
' 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical D Fite Drawar(s)
X . . O Microfilm Reel(s)
0 Other (specity) 0O Other (specify) O Computer Tape(s)
Number 0O Other (specity)
11. File is Used - 12. File Becomes Inactive After
0 Daily D Weekly 0O Monthly - O Month(s) 0O Year(s)
Number :
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
and 4n1n 119 roow, . , (If yes, spocify agency or office)
DR ! P’ j , O VYes 0O No
15. Access Rastrictions . 0 Yes a No 16.  Audit Requirements
(f Yes. cite Law(s) & Begulation(s) ‘
O None 0O State O Federal 0O Independent
17. Is an index SystemAUsed? (f yes, explain briefly and describe 18. Recommended Retention
any hadware/sofiware
O Yes D No

Name and Title of Preparer 20. Telephone Number \A 21. Date
| /?)ﬁf W 410.884.4441 7 -U-0f
L__
DGS 550-4 (Rev. 1/33) \

1




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF ___

Jepartment/Agency

2. Division

M

3. Unit

P2

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

SALT agpliearsom

e afyefe;d/ mu)

(S Tate actron Joars for-

5. Earligst Year/Latest Year

1987 o 1990

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the pufpose or function of the serles.

Whistlestep Dakeny
Gram‘.'

MIP (MD Imppovement pregram)

7. Record Series Format(s)

8. Racord Series Sequence 9. Volume
O File Drawer(s)
O Letter Size a Microfilm O Aiphabestical O Microfilm Reel(s)
' e DO Computer Tape(s)
Q Legal Size 0 Computer Tape O Numerical Number 3 Other (specity)
O Bound Book 0 Floppy Disk O Chronological
. . . 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical O File Drawer(s)
' . . 0O Microfilm Reel(s)
a Other (specily) O Other {specity) O Computer Tape(s)
Number 0 Other (specity)
11. File is Used 12. File Becomes Inactive Alter
O Daily 0 Weeldy O Monthly O Month(s) a Year(s)
Number :
13. Current Location(s) {Bldg., Floor, Room) 14. |Is Record Series Duplicated Elsewhere?
ﬂ»fﬁ, 7 (If yes, specify agency or office)
¢ \T O Yes O No
15. Access Rastriclions . O Yes O No 16.  Audit Requirements
{11 Yes, cite Law(s) & Beguiation(s)
O None a State O Federal O Independent
17. Is an index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes 0O No
Name and Tille of Preparer | 20. Telephone Number . Date

J5F

G5 550-4 (Rev. 1/93)

410.884.4441

55~ —oy




J—

=

Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

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

AGENCY RECORDS INVENTORY

Jepartment/Agency

2. Division

™

PAGE OF ____
3. Unit

Pz

» DEFINITION - RECORD SERIES - A group bf related recards normally filed and used as a unit for reference as well as retention and d_isposlﬂon‘purposes.

4. Record Series Tille

School-house pﬂfj&d”

5. Earliest Year/fLatest Year
. .

A lso see Grants; MHT Braat fpp licdron

6. Record Series Description (Briafly describe the typaes of informationn/documents/forms found in the serias. Include the purpose ar function of the saries.

comesy fAnandals

Number

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume 720/ . "'/
/. O File Drawer(s) -
otter Size 0 Microfilm O Alphabetical O Microfilm Reel(s) -
D Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number Q Other (specily)
0 Bound Book O Floppy Disk O Chronological .
' 10. Annual Accumulation
1 Audio Tape 0 Video Tape 3 Geographical nnu O File Drawer(s)
. .. i 00 Microfilm Roel{s)
0O Other {speacity) O Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used l 12. File Becomses inactive After
O Daily 0 Weeldy 0O Monthly O Month(s) Q Year(s)

13. Current Locgtion(s)
O'Zn

(Bidg.. Floor, Room)

14. Is Record Series Dupliwted Elsewhere?
(It yes, specify agency or office)

o~ ' a Yes O No

7>7Mnm§ oy
15. Access Restrictions . O Yes 0O No 16. Audit Requirements

(It Yes, cite Law(s) & Begulation(s)

O None O State O Federal a Independent

17. Is an Index System Used? (it yes, explain briefly and describe 18. Recommended Retention

any hadware/software

O Yes a No
Name gnd Title of Prgparar | 20. Telephone Number 21. Date
/@-&a;@ ’ 9-27-0
/z% 410.884.4441 y
DGS 550-4 (Rev. 1/93) i




g

-

: . ) DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate lorm for each "RECORDS MANAGEMENT DIVISION : :
new or ravised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE___OF ___
Jepartment/Agency 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group 6! ralated records normally filed and used as a unit for reference as well as retention and djsposltlon'purposes.
4. Record Series Tille ; . o 5. Eayliast Year/Lates} Year
) MHT Grant Appliotron R el =i g

6. Record Saeries Description (Briafly describe the typas of informationivdocuments/forms found in the series. Include the purpose or function of the serles.

7. Record Series Format(s) 8. Racord Series Sequence : 9. Volume ﬁ /4—}
01 File Drawer(s) -
otter Size Q Microfilm O Alphabetical }\ O Microfilm Reel(s)
0O Computer Tape(s)
0 Legal Size 0 Computer Tape G Numerical Number O Other (specity)
0 Bound Book O Floppy Disk O Chronological '
. ) ’ . 10. Annual Accumulation
} Audio Tape D Video Tape O Geographical O File Drawer(s)
) \ , 3 Microfiim Reel{s)
O Other {specify) 1 Other (specify) O Computer Tape(s)
Number 0O Other (specily)
1. File is Used '12. File Becomes Inactive After
a Daily O Weekly O Monthly O Month(s) O Year(s)
Number
13. Current Locj_)tion(s) (Bidg., Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
an . X (I yes. specify agency or offica)
1Slann ”5 YU, . a Yes g No
15. Access Restrictions .~ 0O Yes O No

16. Audit Requirements
(it Yes, cite Lawi{s) & Begulation(s)

a Nono. Q State O Federal O Independent

17. Is an index SystemAUsed? {f yes, explain briefly and describe 18

. Recommended Retention
any hadware/software

0 Yes O No

Name and Title of Preparer

M | ﬁ - c:)'7.0 o
— 410.884.4441 :

20. Telephone Number 21. Date




-~ ~

new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each

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

AGENCY RECORDS INVENTORY

PAGE ___ OF ____

Jepartment/Agency

2. Division

Kz

3. Unit

P2

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for relerence as well as retention and djsposllion'purposes.

4. Record Series Tilla 5‘/) ¢ C/ﬁ:!maﬁ

5. Earjiest Year/Latest Year
lo;/i‘é '

Stak fun
ranty

Pos %um? —
“)

lice. staition. renovahons

mestly PO3 - L'prgm apen spac |

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the saries.

Name and Title ofiP;’eparer

DGS 550-4 {(Fev. 1793]

410.884.4441

7. Racord Series Formait(s) 8. Racord Series Sequence 9. Volume
File Drawer(s) -
0O Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s) -
__Z__ 0O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (spocify)
0 Bound Book O Floppy Disk O Chronological '
' 0. Annual A lath
} Audio Tape 0 Video Tape O Geographical 10. Annual Accurmula Sn File Drawer(s)
X . . 0O Microfilm Reel(s)
0 Other (specity) O Other (specity) O Computer Tape(s)
Number O Other (specify)
11. Fite is Used » 12. File Becomes Inactive After
0O Daily 0 Weeklly 0O Monthly O Month(s) O Year(s)
' Number :
13. Current Locgtion(s) (Bidg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
07/)4 (i yas, specily agency or office)
P fana /jj JoUr O VYes O No
15. Access Rastrictions ~ 0O Yes a No 16.  Audit Requirements
(It Yes, cite Law(s) & Begulation(s) .
O None QO State O Federal 0O Independent
17. Is an Index System Used? (11 yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes 0O No
20. Telephone Number 21. Date

| 7 2704




.

~

Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

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

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

M

3. Unit

DEFINITION - RECORD SERIES - A graup 6! related records normally filed and used as a unit for refarence as well as retention and d_isposldon‘purposes.

4. Record Series Title s WE /47 ;(/ /% /I Ce/ P/’b }CC?LI%

5. Eatjiast Year/Lategt Year
74%76 w1950

6. Record Series Descriplion (Briefly describe the types of informationn/documents/fforms found in the series. Include the purpose or function of the series.

Number

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) -
0 Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s) -
00 Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number Q Other (specily)
O Bound Book O Floppy Disk a Chronological '
' . Annual A Jati
1 Audio Tape O Video Tape O Geographical e
. o . O Microfitm Reel(s)
O Other (specity) QO Other {specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used 12. File Bacomes inactive After
a Daily 0O Weelly 00 Monthly O Month(s) 0O Year(s)

13. Current Loc:;ation(s)

(BIdg.. Floor, Room)

Name and Title of P;r'e':arer

DGS 550-4 {Rev. 1/93)

410.884.4441

I-29-0Y

14. |s Record Series Dupliwtad Elsewhere?
. (If yes, specify agency or office)
”‘ch a Yes a No

15. Access Rastrictions . 0 Yes 0O No 16.  Audit Requirements

(Il Yes, cite Law(s) & Regulation(s)

O None O State 0O Federal 0O Independent

17. Is an Index System Used? (M yes, explain briefly and describe 18. Recommended Retention

any hadware/software

O Yes 0O No
20. Telephone Number 21, Date




new or revised record series, forward with Record
Retention Schedute (DGS 550-1)

o . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
*instructidns - Type or Print a separate form for each 'RECORDS MANAGEMENT DIVISION : :

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794 . PAGE ___ OF

JepartmenVAgency . 2. Division

3. Unit

7H | e

' DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for rererence as well as retention and djsposlﬂon'putposes.

4. Record Serigs Title ZOV)/}Jj Wl‘ ]4 cﬂﬁ m ﬁ7J /o // [Aﬁ ons _ L 5. Earliest Yearll.ateslaY ar

AR Bl Porrits | T

6. Racord Series Dascription (Briefly describe the types of Intonnaﬁonn/dqcumants/lonnsagund in the serles. Include the purpose or function of the saries.

7. Record Series Formal(s) 8. Racord Serles Sequence : 9. Volume
O File Drawer(s)
0 Letter Size O Microfilm Alphabetical b O Microfilm Reel(s) -
’ [ Doy 0O Computer Tape(s)
0O Legal Size 0O Computer Tape 0O Numerical Number O Other (spodly)
0 Bound Book O Floppy Disk O Chronological
. . ' . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
: L ] O Microfilm Reel(s)
O Other (specify) Q Other (specify) O Computer Tape(s)
Number O Other (specity)
11. File is Used - 12. File Becomss Inactive After
O Daily a Weekly O Monthly O Month(s) 0O Year(s)
Number :
13. Current Loc?tion(s) (Bidg., Floor, Room) 14. Is Record Series Dupliwted Elsewhera?
no/ (If yes, spacify agency or office)
d ’(‘,79% room O Yes O Neo
15. Access Restrictions . O Yes a No 16. Audit Requirements
(It Yes. cite Law(s) & Begulation(s) ‘
O None 0O State Q Federal 0O Independent

17. Is an Index System Used? (!t yos, explain briefly and describe
any hadware/software

O VYes 0O No

18. Recommended Retention
Rultio: ppsmets, 0o gplman dhroimyo Mwﬂz
Ztﬁ !{! Wﬂ_dy/@[éa MDMW

| Screen annually. Destroy

Name and Title of Preparer

= 410.884.4441 L

material having no further

20. Telephone Number ﬁscal, legal or operational

_ value.

Y~ ga-0f




~

HSTRUCTIONS - 1YPE Ot PIUNT A SEPARATE FORM FOR EACH NEW
*REVISED RECORD SERIES. FORWARD WITH RECORDS RETENHION
SCHEDULE (OGS 550-1)

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

AGENCY RECORDS INVENTORY

Page ot

1. DEPARTMENT/AGENCY

2. DIVISION /,/
M

—

é. UNIT P——L

DEFINITION - Records Serles - A group of relsted tecords normally flled snd used as a unit for reference se

woll s retention snd disposition purpeses.

4, RECORD S.ERIES"I"LE

Zon //‘17 /)f//m/j

5. EARLIEST YEAR / LATETEST YEAR

| 1955

€. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/iorms found in the Series. Include the purpose of tunction of the Series)

7. RECORD SERIES FORMAL(E}

0O Leller Size- o Microfitm

O Legal Size o Computer Tape
D Bound 8601( : O Floppy Disk

0 Audio lape g Video Tape

0 Other (Specily)

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

O Other (Specify)

9. VOLUME

O File Orawet{s)

O Microfilm Reel (s)

D Compuler Tape (s)

0 Other (Specily)
Number

10. ANNUAL ACCUMULATION
0O File Drawer (s)
O Microlilm Reel (s)
O Compuler Tape(s)
O Other (Specify)

Number

1"

FILE 15. USED

o Daily ‘O Weekly O Monlhly

12. FILE BECOMES INACTIVE AFTER

o
Number

Month(s) a Yeal(é)

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

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

— .
a Yes O No
15, ACCESS RESTRICTIONS {if yes, cite law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
a Yés 0O No O None O Slate 0 Fedeial D  Independent

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

0 Yes 0O No

18. RECOMMENDED RETENTION

.
19. NAME AWGF %M

0GS 5304 {Revised 119))

20. TELEPHONE NUMBER

410.884.4441

21. DATE

390y




INSIRUCIIONS - 1YPE OR PRINT A SEPARATE FORM FOR EACI! NEW
"REVISED RECORD SERIES. FORWARD WITH RECORDS RETENNION
SCHEDULE {DGS 550-1)

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

ES AGENCY RECORDS INVENTORY

Page (o]

1. DEPARTMENTIAGENCY

2. DIVISION
T

3. UNIT P Z__

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

well #e retention and disposition purpoees,

4. RECORD S‘ERIES ‘HILE

ﬁl’(/l’] 2014/?#1 pevmiftr

7

/970/)// cAtons for 20/1/\/'1} Corhy j§ eated.

5. EARLIEST YEAR / LATETEST YEAR

Hes o 1789
97

8, RECORD SERIES DESTRIPTION ( Brieflly desctibe the lypes of Information/documentsiforms lound in the Series. Include lhe putpose of tunclion of the Series)

7. RECORD SERIEB FORMAT(S)

NAME ANP-TITL OFMM

OGS 5504 [Ravised 1/9])

20. TELEPHONE NUMBER

410.884.4441

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Diawer(s)
a telter Size’ 0 Microfilm O Alphabelical o Microfilm Reel (s)
O Computer Tape (s)
o Legal Size o Computer Tape O Numerical O Other (Specify)
o Bound Book O Floppy Disk O Chronological Number
a Audio- Tape 0 Videa Tape O Geographical 10. ANNUAL ACCUMULATION
o File Drawer (s)
© Other (Specily) O Other {Specify) O Microfitm Reel (s)
© Compuler Tape(s)
0 Other (Specify)
Number
11, FILE _IS-‘USED 12. FILE BECOMES INACTIVE AFTER )
o Daiy O Weekly O Monthty O  Monihis) O  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floot, Room} 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
‘C - .
\r O Yes o No
15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s} 16. AUDIT REQUIREMENTS
o] Ye’s 0o No D None O Slate D Fedeial O Independent
17. 1S AN INDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTION
descube any hardwarelsoliware)
0 Yes 0 No
19.

21. DATE levay

-~




. . . ) DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
lnstructions - Type or Prinl a separate form for each 'RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE _ OF ___
JepartmenV/Agency . 2. Division 3. Unit
T - P
' DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and d‘isposltion‘purposes.
4. Record Series Tille 7/ ) ' / T 5. Earliest Year/Latest Year
. /oen profects . srral oy
6. Record Series Description (Briefly describe the types of informationnvdocumants/forms found in the series. Include the purpose or function of the series.
Stre! Padicgs Old 1Mam line Jisikns et _
- ARA  contract pust il
Dasket ball hoops
Contents: asals spec . bracers
ﬁ//e(ywajo- — Propasal
W — fnancals
(W - renovatren info -
f C o COrres.
— 7>/ans / ma/;S
7. Record Series Formal(s) : 8. Record Serles Sequence : 9. Volume
0O File Drawer(s)
Q Letter Size A Microfilm O Alphabetical a Microfilm Reel(s)
' - 0O Computer Tape(s)
0 Legal Size 0 Computer Tape O Numerical Number 0 Other (specity)
QO Bound Book ~ O Floppy Disk O Chronological .
) . Annual A lati
1 Audio Tape 0O Video Tape 1 Geographical 10. Annual Accumula S" File Drawer(s)
X e , O Microfilm Roel(s)
0 Other (specity) Q Other (specify) O Computer Tape(s)
Number 0 Other (speciy)
1. Fila is Used 12, File Becomes Inactive After
O Daily 0 Weeldy O Monthly 0O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
na ) _ (if yes, specify agency or office)
A O Yes g No
Planniayg rdom :
15. Access Restrictions . Q Yes 0 No 16.  Audit Requirements
(If Yes, cite Law(s) & Begulation(s) . ’
O None 0O State O Federal D independent

17. Is an Index System Used? (I yes, explain briefly and describe 18. Recommended Retention

any hadware/software , N@jﬁ //7' —,4)‘)/ 5 )/Qj’b" Qﬁef/
profect™Is complere, Then desfroy.

O Yes O No

Name and Title of Preparer 20. Telephone Numbaer ‘ 21. Date
. ‘ o
’ ﬁ% W 410.884.4441 40y

DGS 5504 (Rev. 1/53)




- o . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separsate form for each 'RECORDS MANAGEMENT DIVISION : :
new or revised record series. forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE ___ OF ____
JepartmenVAgency 2. Division 3. Unit
T PZ

DEFINITION - RECORD SERIES - A group bl related records normally filed and used as a unit for relerence as well as retention and d_isposlﬂon'purposes.

4. Record Series Tile  —73 ) Poo [

5. Earliest Yoar/Latest Year
R0 2003

Bo ﬂd refererdum

mfnufh/ MCA-. .
A /'46 a erritt Alhlefic

6. Record Series Description (Briefly describe the types of In(onnauonnldowments/lonns found In the series. Include the purpose or function of the serles.

7. Record Series Format(s) 8. Record Serles Sequence : 9. Volume
O File Drawer(s) -
0 Letter Size a Microfilm Q0 Alphabetical / O Microfilm Reel(s)
' 00 Computer Tape(s)
0 Legal Size QO Computer Tape O Numerical Number O Other (spacify)
0 Bound Book O Floppy Disk ‘@3 Chronological
' . lati
1 Audio Tape 0O Video Tape O Geographical 10. Annual Accumula g‘ File Drawar(s)
X - . O Microfilm Reel(s)
0 Other (spacity) ’ I / 0O Other (specify) O Computer Tape(s)
accordion {8144 Number 0 Other (specily)
11. File is Used - 12. File Becomes Inactive After
O Daily 0 Weekly O Monthly 0 Month(s) 0O Yoar(s)
Number
13. Cunent Locatlon(s) (Bidg.. Floor. Room) 14. Is Record Series Dupliwted Elsewhere?
(i yes, specify agency or office)
Lﬁrm//j o0 a Yes O No
5. Access Rastrictions . O Yes 0O No 16. Audit Requirements
{If Yes. cite Law(s) & Begulation(s) . '
O None a State O Federal D Independent

17. Is an Index System Used? (If yes, explain briefly and dascribe
any hadware/soltware

18.

Recommended Retention

O Yes 0O No
Name and Tille of Preparer _I 20. Telephone Number 21. Date
- 410.884.4441 7270
DGS 550-3 (Hev. 1753}




tnstiuctions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

2

3. Unit

P

DEFINITION - RECORD SERIES - A group 61 related records normally filed and used as a unit for reference as well as retention and Qisposldon'purposes.

4. Record Series Title -7’5/“)0,/) ) -7._@/,@ cLommu -

[P

5. Earliest Year_/E%Y_ear
to

6. Record Serias Description (Briefly dascribe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

Mevees Farm, Foed s /1//(7/ R4

7. Racord Series Format(s) 8. Racord Series Sequence 9. Volume
0O File Drawer(s) -
O Letter Size O Microfilm O Alphabstical O Microfilm Rael(s)
' 0O Computer Tape(s)
0 Legal Size 0 Computer Tape O Numerical Number O Other (specity)
O Bound Book O Floppy Disk 0O Chronological :
' 10. Annual Accumulation
1 Audio Tape D Video Tape 0O Geographical " O File Drawer(s)
X . . 0O Microfim Reel(s)
0O Other (spacify) 0O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used » 12. File Becomes inactive After
O Daily 0 Weekly O Monthly O Month(s) O Year(s)
Number
13. Current Loc?tion(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
7 (If yos, specify agency or office)
Dlasn 185 o O Yes O No
15. Access Restrictions . O Yes a No 16. Audit Requirements
{if Yes. cite Law(s) & Begulation(s) .
a None Q State QO Federal 0 I(ndapendent
17. Is an Index System Used? (1l yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Preparer 20. Telephone Number 21. Date

" 410.884.4441

927




Instructions - Type or Prinl a separate form for each

new or revised record series, forward with Record
Retention Schedule {(DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF ____

Jepartment/Agency

2. Division

T

3. Unit

rz.

» DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for refarence as well as retention and disposlﬂon'purposes.

4. Record Series Tille ;EZM Ihy //fy 5ﬁtd‘f

(Seats Pranch ﬂcm

5. Eaggest Year/Latest Year
0/ 1o OO/

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or tunction of the series.

Yoroaid Co .

7. Record Saries Formalt(s) 8. Racord Serles Sequence 9. Volume
O File Drawer(s) -
O Letter Size Qa Microfilm Alphabetical O Microfilm Reel(s)
O Computer Tape(s)
0 Legal Size QO Computer Tape Numerical Number DO Other (specify)
O Bound Book O Floppy Disk O Chronological
- - ' . 10. Annual Accumulation
§ Audio Tape 0O Video Tape 0O Geographical O File Drawer(s)
) S N O Microfilm Reel(s)
O Other (specily) 03 Other (specity) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used 12. File Becomes inactive After
a Daily 0 Weekly O Monthly 0O Month(s) O Year(s)
Number :
13. Current Loc?tion(s) (Bldg., Floor, Room) 14. Is Record Series Duplimted Elsewhere?
cgnd (¥ yes, spacify agency or office)
}/ﬂ/)ﬂ/ﬁ 0] O Yes O No
15. Access Rastrictions . O Yes 0 No 16. Audit Requirements
(Il Yes, cite Law(s) & Begulation(s) .
0O None 0O State O Federal O3 Independent
17. Is an Index System Used? (If yos, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Preparer 20. Telephone Number 21. Date

- 410.884.4441

- 2l~0Y




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OoF ___

JepartmenVAgency 2. Division

“Tm

3. Unit

pZ-

DEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for refarence as well as retention and djsposlﬂon'putposes.

4. Record Series Tille

S:y Kes. aﬁa/fmeﬂlj

5. E/arliest Year/Latgs!, Year
i 2@!0' l éé '3

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the sarles.

(1 Yes, cite Law(s) & Begulation(s)

7. Record Series Farmal(s) 8. Racord Serles Sequence 9. Volume
- O File Drawer(s) -
0 Letter Size a Microfitm O Alphabetical O Microfitm Reel(s)
) O Computer Tape(s)
D Legal Size O Computer Tape O Numerical Number 0O Other (spocity)
O Bound Book O Floppy Disk O  Chronological :
10. Annual Accumulation
J Audio Tape 0 Video Tape O Geographical e m O File Drawer(s)
’ o, i O Microfilm Reel(s)
0 Other (specity) QO Other (specify) O Computer Tape(s)
Numbar O Other (spacify)
11. File is Used - 12. File Bacomes Inactive After
0O Daily D Weeldy 0O Monthly - O Month(s) O Year(s)
Number '
13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Du_plimted Elsewhere?
‘ (Il yes, spacify agency or office)
C O Yes O No
15. Access Rastrictions O Yes O No 16. Audit Requirements

a Nonev QO State QO Federal a Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

0O Yes D No

18

' Reoommo{é&eex( z(muiéily. Destroy material having no

| further fiscal, legal or opcrational value. Retain
permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer

- periodically to the MD Statc Archives

N o

Name and Title of Preparer l 20. Telsphone Number

410.884.4441

ev.

21. Date

_77;29-0‘1




Instructions - Type or Prinl a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

Retention Schedule (DGS 550-1)

P.0. BOX 275

AGENCY RECORDS INVENTORY

JESSUP, MARYLAND 20794

PAGE OF

Jepartment/Agency

2. Division

TN

3. Unit

P2

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for referance as well as retention and d_isposmonApurposes.

4. Record Series Title S % W@ﬁof U&g s W

S. Earliast Year/Latest Year
to’ :

6. Racord Series Description {Briefly describe the types of informationn/documents/forms found in the serles. Include the purpose or tunction of the serles.

7. Record Saries Format(s) 8. Racord Series Sequance 9. Volume
Q File Drawer(s) -
O Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
- 0 Computer Tape(s)
0O Legal Size 0 Computer Tape O Numerical Number O Other (specity)
O Bound Book O Floppy Disk O Chranological '
‘ . Annual lati
1 Audio Tape O Video Tape O Geographical 10. Annual Accumuia (;n File Drawer(s)
' o . Q Microfitm Reel(s)
0 Other (spacity) 0 Other (specily) O Computer Tape(s)
Number 3 Other (specity)
11. Fila is Used A 12. File Bacomes Inactive After
a Daily 0 Weekly 0 Monthly O Month(s) 0O Year(s)

Number

13. Current Locgtion(s)

(Bidg., Floor, Room)
N

14. Is Record Series Dupliczted Elsewhere?
(it yes, specify agency or office)

ﬁ v 3 O Yes g No
15. Access Rastrictions . O Yes O No 16. Audit Requirements
(1 Yes, cite Law(s) & Begulation(s) .
O None O State O Independent

O Federal

17. Is an Index System Used? (i yes, explain briefly and describe
any hadware/software

18. Recommended Retention
4

0 Yes 0 No Permanent. Transfer periodically
" to the Maryland State Archives
‘\, _ — _ [
Name dT‘ue%M 20. Telephone Number 21. Date
/ gf' © 410.884.4441 504




Instructions - Type or Print a séparate form tor each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO RQAD

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

P.O. BOX 275
PAGE ____ OF ____

JepartmenVAgency 2. Division

wZd

3. Unit

P2

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and d_isposlﬂon'purposes.

4. Record Series Tille S p oud //1// 57‘30}’(_, b}’n/ﬂf

5. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types of inlormationn/documents/forms found in the series. Include the purpose or function of the serles.

7. Record Series Format(s) 8. Record Serles Sequence 9. Volume
O File Drawar(s) -
0 Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
- 0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specity)
 Bound Book O Floppy Disk a0 Chronological ‘
' . Annual A lati
§ Audio Tape O Video Tape O Geographical 10. Annual Accumula coln File Drawer(s)
i o , 0O Microfilm Reel(s)
0O Other (specify) QO Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used 12, File Becomes Inactive After
G Daily 0 Weeldy O Monthly O Month(s) O Year(s)

Number

13. Current Locgtion(s)

/Q’H’i'c

(Bidg.. Floor, Room)

14. Is Record Series Dupliwted Eisewhere?
(¥ yes, specify agency or office)
O Yes a No

15, Access Rastrictions O Yes

. 0O No
(I Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

8] None' a State O Federal O Independent

17. Is an index System Used? (If yes, explain briefly and describe
any hadware/software

0O Yes D No

18. Recommended Retention . )
Retuin planning documents pe(manestiy;
Trvanster 10 MY State frchives
Retain remaining marerial v 5 \years,
Thend estroy. =

Name and Title of Preparer 20. Telephone Number

| @% IQM © 410.884.4441

21. Date

1-24-0Y4

[




Instructions - Type or Print a séparale form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

PAGE

OF

JepartmenVAgency

2. Division

Wz

3. Unit

Pz

' DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for relerence as well as retention and d_isposlﬂon'purposes.

4. Record Series Titla

Stap Wori Ordecs

HKH Pc/m”& @mfuns { Nor approved )

5. Earliest Year/latest Year
0 Qoe3

Coms tauctm witnonk permis potree,

6. Racord Saeries Description (Brlefly describe the types/of informationn/documants/forms found in the serias. Include the purpose or function of the series.

7

Number

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
@ File Drawer(s)
0 Letter Size Q Microfilm Alphabetical O Microfilm Reel(s)
' DO Computer Tape(s)
O Legal Size 0 Computer Tape 3 Numerical Numbaer O Other (specily)
O Bound Book O Floppy Disk QO Chronological
' 0. Annual Accumulation
i Audio Tape D Video Tape O Geographical 10. Ann O File Drawer(s)
: L i O Microfiim Reel{s)
0 Other (specify) QO Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used . 12. File Becomes Inactive After
Q Daily 00 Weelly O Monthly O Month(s) 0O Year(s)

13. Current Locgtion(s)

27 bR

(Bidg., Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(i yes, specify agency or office)
0 Yes O No

15. Access Restrictions . 0O Yes
(It Yes, cite Law(s) & Begulation(s)

0O No

16. Audit Requirements

O None a State 0 Federal

a Independent

any hadware/software

0O Yes 0O No

17. Is an Index System Used? (I yes, explain briefly and describe

further action for 5 Y following the

J?wsuft filed for 5 Y after settled,

1ALRarues gl Ratantian _~ Jrop worlt onde v
Retain noti T with no '
' year to which they relate the
destroy. Retain ith s¥op worlk arder

Name and Title of Preparer

DGS'SM)

20. Telephone Number

410.884.4441

21. Date

A=o/-0y




new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

Instructions - Type or Print a saparate formn for each

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

AGENCY RECORDS INVENTORY

PAGE OF

, Jepartment/Agency

2. Division

M

3. Unit

Pz

’ DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and d_isposldon'purposas.

4. Record Saries Tille Ff‘eét(.(f)ﬂ C()/'?/)luﬂn‘y &I)npfehm.vm P / )

5. Earliest Year/Latest Year

Q00 [ 10 220/

6. Racord Series Description (Briefly describe the types of informationnvdocuments/forms found in the series. Include the purpose or tunction of the series.

7. Record Saries Format(s) 8. Record Serles Sequence 9. Volume
0O File Drawerls) -
O Letter Size 0 Microfilm 0 Alphabetical O Microfilm Reel(s)
’ 00 Computer Tapa(s)
a Legal Size 0O Computer Tape O Numerical Number O Other (specity)
O Bound Book O Floppy Disk O Chronological
’ 0. Annual A lati
J Audio Tape 0O Video Tape 00 Geographical 10. Annual Accumula EO," File Drawer(s)
X o , O Microfilm Reel(s)
a Other b(specu ) r O Other (specify) O Computer Tape(s)
———”fo—’ A Number O Other (specity)
M. File is Used 12, File Bacomes Inactive After
a Daily 0O Weeldy O Monthly O Month(s) a Year(s)

Number

13. Current Loc?tion(s) (Bldg.. F|oor. Room)

and DR .

14. Is Record Series Duplimted Elsewhere?
(It yes, spacify agency or office)
0O Yes O No

15. Access Rastrictions O Yes

. 0 No
(1t Yes, cite Law(s) & Begulation{s)

16. Audit Requirements

O None » 0O State

O Federal O Independent

17. Is an Index System Used? (it yos, explain briefly and describe
any hadware/software

O Yes

0O No

18. Recommended Retention

ReToes. aunZth M’“‘““ W /04««» Y
fon e il QLD Queitilt A Gpirsmints P

Jion fufllis | . ks

20. Telephone Number

Name an§ Title of Zé;‘arg: ; »

410.884.4441

DGS 550-4 {Rev. 1/93)

21. Date

Y-2-0y




v

[NSTRUCTIONS -, 1YPE OR PRINI A SEPARATE FORM F-OR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE [DGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION )

7215 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794 : Page o
1. DEPARTMENTIAGENCY 2. DIVISION T 3. UNIY P Z
DEFINITION - Records Serles < A group of related records normally filed and used as a unit for reference ae well ss retention and disposition purposes,
A, RECORD SERIES TITLE

5. EARLIEST YEAR !/ LATETEST YEAR
Koad Tmomwvement-Contracts '

wo_ /782

8. RECORD SERIES DESCRIPUON ( Beiefly desciibe the types of information/documentsfiorms found in the Series

"Propesnd
SCQPL A wWou_,
Ihlude fosct msp.

Al dpaliy; o) Oklahone) HA

. Include the puipose ot function of the Series)

7. RECORD SERIES FORMAT(S)
o lél|er Size’ o Microfilm
0 Legal Size g Computer lape
] Boun§ Book . o] Fioppy Disk
0 Audio Tape O Video Tape

0 Othet (Specily)

8. RECORD SERIES SEQUENCE 8. VOLUME

O File Dtawer(s)
O Alphabetical D Microfilm Reel (s)
D Compuier Tape {s)

0 Numerical » , /9 0 Other (Specily)
O Chronological 2 Mﬂ/l//é Ml/dw

Number
0 Geogiaphical 10. ANNUAL ACCUMULATION
O File Drawer (s)
Q Other (Specify) O Microliim Reel (s)

O Computer Tape(s)
O Other (Specify)

v

DGS 550.0 {Revised 179)

410.884.4441 -

Number
11, FILE IS USED. 12, FILE BECOMES INACTIVE AFTER
o] :Déily O Weekly O Monthly o Monih(s) o Yearls)
’ Number
13. CURRENT LOCATION(S) (Bidg., Fioor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or oflice}
143]%(, d ' O Yes . 0 No
15, ACCESS RESTRICTIONS (Il yes, cile law(s)‘8 tegulation(s) 16. AUDIT REQUIREMENTS
O Yes 0O No o None 0 Slate o Federal O  independent
A { Screen annually. Destroy material having no
A7. 1S AN INDEX SYSTEM USED? (f yes, explain briefly and | 18. RECOMMENDED RETENTION | further fiscal, legal or operational value. Retain
destibe any hatdwarelsoftware) 6/~a nt maderials + permanently any material that serves to
Ao s R eta * . document the origin, development and
o ves o No wﬁ?C'ZW h: accomplishments of the department. Transfer
5 r@; - iy periodically to the MD State Archives
19. NAME AND TITLE OF PREDARER

2. 1515%@%6%5&/ mdﬂoﬁ’"}’ 21. DATE
S M5




Instructions - Type or Print a séparale form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenVAgency

2. Division

7;{-4 .

3. Unit

R24

DEFINITION - RECORD SERIES - A group bl rolated records normally filed and used as a unit for reference as well as retention and d_isposlﬁon'purposes.

4. Record Series Title ;ﬁoa&t ﬁZ;Dd/f.S - Pﬂfﬂh/ﬁ V’PM/@

5. Earliest Year/Latest Year
93 10 2005

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the serles.

Number

7. Record Series Format(s) 8. Record Series Sequance 9. Volume bm der 2 0’)6
O File Drawer(s) -
O Letter Size O Microfilm O Alphabetical ‘0 Microfilm Reel(s)
‘ - O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number 0 Other (specity)
O Bound Book O Floppy Disk O Chronological ‘
. . ' . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
X o . O Microfilm Reel(s)
O Other {specity) 0 Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used - 12. File Becomes Inactive After
a Daily 0 Weeldy O Monthly O Month(s) O Year(s)

13. Current Location(s)
o0l _ 7
,o//m/uﬂ 1w

(Bldg.. Floor, Room)

aQ VYes

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

O No

15. Access Raestrictions . 0O Yes
(It Yes. cite Law(s) & Begulation(s)

0 No

0 None ’

16. Audit Requirements

© 410.884.4441

O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Preparer 20. Telephone Number 21. Date

| 4-28 ’07




i

Instructions - Type or Print a séparate form for each

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

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

PAGE OF

JepartmenV/Agency

2. Division

w4

3. Unit

Pl

" DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposlﬂon’purposes.

4. Record Series T‘“BSW" /%% ]/"U/ %ab’

5. Earliest Year/Latest Year
to :

Corres.
1aps

6. Record Sarias Description (Briefly desciibe the types of informationn/documentsfiorms found in the series. include the purpose or tunction of the sarles.

| K% W | 410.884.4441

A-2
7. Record Series Farmat(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) -
O Letler Size 0 Microfilm Alphabetical O Microfilm Reel(s) -
) 0O Computer Tapa(s)
O Legal Size O Computer Tape 0 Numefical Number 0O Other (specity)
0 Bound Book O Floppy Disk O Chronological :
. - ) . 10. Annual Accumulation
) Audio Tape 0O Video Tape OO0 Geographical O File Drawer(s)
X . , O Microfilm Reel(s)
O Other (speclty) O Other (specity) O Computer Tape(s)
Number O Other (specily)
11. Fila is Used . 12. File Becomes Inactive After
O Daily 0 Weeldy 0O Monthly O Month(s) O Year(s)
Number :
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
LN . (M yes, specify agency or office)
Plann /:7' /Dos1 O VYes a No
15. Access Restrictlons . D Yes O No 16. Audit Requirements
(If Yes, cite Law(s) & Begutation(s) .
O None a State O Federal O Independent
17. Is an Index System Used? (it yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Preparer 20. Telephone Number 21. Date

5-37- 04




Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series. forward with Record

DEPARTMENT OF

"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

GENERAL SERVICES

AGENCY RECORDS INVENTORY

PAGE __ OF __

JepartmenVAgency

2. Division

M

3. Unit

P

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for referance as well as retention and qisposlﬂon'purposos.

f' nmrdsfyigs Titl @Hﬂ:} Stafe_ H lgh% 74,(/41 i,

5. Egéliest Year/Latest Year

6. Record Series Description (Briefly describe the typas of informationn/documents/forms found in the series. Include the purpose or function of the serles.

410.884.4441

OGS 550-3 (Hev. 1793)

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
O Letter Size 0O Microfilm O Alphabetical O Microfilm Reel(s) -
O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other {specily)
0 Bound Book O Floppy Disk Q Chronological .
' 0. Annual A latio
1 Audio Tape O Video Tape O Geographical 10- Annuial Recumisae” eie Orawerts)
: ., i 0O Microfiim Reel{s)
0 Other {specify) Q Other (specify) O Computer Tape(s)
Number O Other (specify)
t1. File is Used - 12. File Bacomes Inactive After
a Daily 0 Weakly a Monthly - O Month(s) 0O Year(s)
Number :
13. Current Location(s) (Bldg., Poor, Room) 14. Is Record Series Dupliwted Elsewhere?
t (I yes, specify agency or office)
-0 Yes O No
15. Access Raestrictions . DO Yes a No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s) .
O None O State 0D Federal 0O Independent
17. Is an Index System Used? (Il yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes D No
Name and Title of Prep4}er A I 20. Telephone Number 21, Date

Y- 904




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

Jepartmen{/Agency

2. Division

T

3. Unit

Pl

DEFINITION - RECORD SERIES - A group 6( ralated records normally filed and used as a unit for reference as well as retention and d_isposl\ion'purposes‘

4. Record Series Tulé Sfm[e/ ?g& ads

S. Earliast Year/Latast Year

19605

6. Racord Series Description (Briofly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the sarles.
{ v .

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
: O File Drawer(s) -
0 Letter Size 0 Microfilm Alphabetical O3 Microfilm Reel(s)
' O Computer Tape(s)
a3 tegal Size £ Computer Tape Numerical Number O Other (specity_)
03 Bound Book 3 Floppy Disk a Chronological '
' 10. al A lati
1 Audio Tape Q Vidao Tape 1 Geographical Annual Accumula Sn File Drawer(s)
: o . O Microfilm Reel(s)
Q Other (spacify) O Other (specity) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used . 12. File Becomes Inactive After
a Daily 0O Weeklly O Monthly a Month(s) 0O Year(s)

Number

13. Current Locgtion(s)

<

Sdv >

(BIdg., Floor, Room)

O Yes

14. Is Record Series Dupliwted Elsewhere?
(It yas, specify agency or office)
a No

15. Access Rastricions . 0O Yes
{1 Yes, cita Law(s) & Regulation(s)

O No

16. Audit Requirements

QO None Q State O Federal O Independent
17. is an Index System Used? (if yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Name and Title of Prep or 20. Telephone Number 21. Date

410.884.4441

SH-0f




.

Instructions + Type or Print a séparate form for each
new or revisad record saries, forward with Record
Retention Schedute (DGS 550-1)

'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0O. BOX 275
JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

PAGE OoF ___

JepartmenVAgency

2. Division

3. Unit

Pz

» DEFINITION - RECORD SERIES - A group 6! related records normally fled and used as a unit for reference as well as retention and d‘isposluon’purposes.

4. Record Series TllleiH y jh W@ DCP + Of 7/—%/1/9) A hl):l

5. Earliest Year
to

test Year

]DO(II'CQ/ ‘ m/'%-

H'lghw

Publit potrie.
O onres.

1mprovent—

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawerls)
0 Letter Size Q Microfilm O Alphabetical O Microfilm Reel(s)
O Computer Tape(s)
0O Legal Size O Computer Tape 0O Numerical Number O Other {specify)
0 Bound Book O Floppy Disk O Chronological '
' . Annual A lation
1 Audio Tape 0O Video Tape O Geographical 10. Annual Accumu O File Drawer(s)
) L . 0O Microfilm Reel(s)
Q Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (specity)
11. File is Used 12. File Becomes Inactive After
a Daily 0 Weeldy O Monthly 0O Month(s) 0O Year(s)

Number

13. Current Location(s)

Name and Title of Przp’“ier

ov. 3)

410.884.4441

(Bldg.. Floor, Room) 14, Is Record Series Duplimted Elsewhere?
- t (it yes, specify agency or office)
5’b ‘/ 3 O Yes O Neo
15. Access Rastrictions . O Yes O No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s) .
' O None O State O Federal O Independent
17. Is an Index System Used? (It yas, explain briefly and describe 18. Recommended Retention
any hadware/software
0O Yes O No
l 20. Telephone Number 21, Date

| S04




MSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM T OR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENION
SCHEDULE {UGS 550-1)

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

AGENCY RECORDS INVENTORY

Page o

|

1. DEPARTMENTIAGENCY

2. DIVISION

T

P

3. UNIU

DEFINITION - Recorde Series - A group of related tecords normally fled and used as s unit for reference as

well 38 retention and disposition purpoees,

lt ) ey Y

4. RECORD SERIES THTLE ROLJQ 493 6”\01%

, MD DOT-

N

R

/

5. EARLIEST YEAR | LATETEST YEAR

10

+ ma v-f?[alls.

8. RECORD SERIES DESCRIPTION ( Biiefly describe the lypes of information/gocumenisiorms found in the Series. Include the putpose or function of the Series)

7. RECORD SERIES FORMAT(S)

O Leles Size O Miciolim
O {egal Size o Compuler Tape
O Bound Book O Floppy Disk
O Audio Tape O Video Tape

0 Olher (Specily)

6. RECORD SERIES SEQUENCE
O Alphabeiical
O Numerical
D Chronological
O Geogiaphical

O Other (Specify)

9. VOLUME
QO File Diawer(s)
O Microfilm Reel {s)
O Computer Tape (s}
O Other (Specify)
Number

10. ANNUAL ACCUMULATION
O File Orawer (s)
O Microfilm Reel (s)
O Compules Tepe(s)
O Olher (Specify)

NAME AN?‘IIItE OF PARER

DGS 550-4 {Revised 1/93)

410.884.4441

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily 0 Weekly O  Monlhly O Month(s) D Yeals)

Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (H yes. specily agency or office)
O VYes a No

15. ACCESS RESTRICTIONS {If yes, cite law(s) 8 requiation(s) 16. AUDIT REQUIREMENTS

o Yes O No O None o Slate O Federal D Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain brielly and 18. RECOMMENDED RETENTION

describe any hardwate/sollware)

0 Yes O No
19, 20. TELEPHONE NUMBER 21. DAIE

7-3/-64




Instructions - Type or Print a separate form for each

new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ___ OF ____.

Jepartment/Agency

2. Division

T

3. Unit

FZ

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for refarence as well as retention and d'isposltion'purposes.

R ies Till
4. Record Series Titla D 4 /K//L’j /071_ to 2O

5. Earliest Year/Latest Ypar

6. Record Series Description {Briefly describe the types of informationnvdocuments/forms found in the serfes. Include the purpose or function of the serles.

i ‘L

. 74
7. Record Searies Formal(s) 8. Record Series Sequence 9. Volume Q/&C"'fd L
D/ O File Drawer(s)
Aetter Size a Microfilm Alphabetical ‘ / O Microfilm Reel(s)
: O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number QO Other (specily)
O Bound Book O Floppy Disk O Chronological .
' . Annual A |ati
1 Audio Tape 0O Video Tape O Geographical 10. Annual Accumulal Sn File Drawer(s)
i o ' , 0O  Microfitm Roel(s)
0O Other (specify) 00 Other (specify) O Computer Tape(s)
Number 0O Cther (specify)
1. File is Used 12, File Becomes Inactive After
a Daily 0 Weekly O Monthly O Month(s) Q VYear(s)

Number

13. Currer;/ Loc?tion(s) {Bidg.. Floor, Room)
Y

14. 1s Record Series Duplimted Elsewhere?
(It yes, specify agency or office)

,o/;//m/‘ry oy o8 O VYes a No

15, Access Rastrictions O Yes

. 0O No
(Il Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

O None .

a State 0 Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes 0O No
Name and Title of Preparer 1 20. Telephone Number 21. Date

,QM 410.884.4441

DGS 550-4 (Rev??lgﬁ) » =

/7’—077—0(/




. . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each 'RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE ___ OF ____
Jepartment/Agency 2. Division 3. Unit

AU - P

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title % b e cht /fd / %/M /]’l/f) . 5. E/ar iast Ye::%(o Y
6. Racord Serias Description (Briefly describe the types of infomationn/documents/forms found in the serles. Include the purpose or function of the series.
Srdedalks | |
Dlans A |
Engneesing rptls
Chasemts

7. Record Series Format(s) 8. Record Series Sequence : 9. Volume CLO7? A #/M'
O File Drawer(s) -
O Letter Size Q Microfilm O Alphabetical ) pfz a Microfilm Reel(s)
) 0 Computer Tape(s)
Q Legal Size 0 Computer Tape a0 Numerical Number a Other (spedfj)
G Bound Baok O Floppy Disk 0 Chronological A
' 10. Annual A latio
§ Audio Tape O Video Tape O Geographical sl Accurmidia Dn File Drawer(s)
: o \ 0O  Microfilm Reel(s)
0O Other (specity) 0O Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used ‘ 12. File Becomes Inactive After
a Daily 0 Weekly O Monthly - O Month(s) Q Year(s)
Number :
13. Cu;?nl Loc?tion(s) (Bidg.. Floor, Room) 14. Is Record Series Dupliated Elsewhere?
277 (It yes, specify agency or office)
Mﬂﬂ/@/‘ﬂm O Yes O No
15. Access Rastrictions . O Yes O No 16. Audit Requirements
(M Yes. cite Law(s) & Begulation(s) '
O None a State O Federal O Independent
17. Is an Index System Used? (If yos, explain briefly and describe 18. Recommended Retention
any hadware/software
QO Yes O No
Name and Title of Preparer 20. Telephone Number 21. Date

16% 410.884.4441 | 727eY

DGS 550-4 [Rev. 1/93) ==




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

PAGE __ OF

Jepartment/Agency

2. Division

M

3. Unit

PZ

DEFINITION - RECORD SERIES - A group of related records normally filted and used as a unit for reference as well as retention and d_isposldon'putposos.

4. Record Series Title /’om/) ,[ri/{ Jease. / /?)’I/lVChdJ <

5. Earliest Year/Latest Ygar
20010 A 00#7

6. Racord Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or tunction of the series.

S Prapety (bldy lease)

St Barnabas Pari’sh Hse (pmpm /)%Wh;q«c) .
Corres

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s) -
0 Letter Size 0 Microfilm 0O Alphabetical O Microfilm Reel(s)
0O Computer Taps(s)
0O Legal Size 0O Computer Tape 0 Numerical Number O Other (specily)
0O Bound Book ~ O Floppy Disk O Chronological
' . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Orawer(s)
) L , 0O Microfilm Reel(s)
0 Other (specity) Q Othar (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used . 12. File Becomss Inactive After
a Daily 00 Weekly a Monthly O Month(s) 0O Year(s)

Number

13. Current Location(s)

274 DR

{Bidg., Floor, Room)

O VYes

14. 1s Record Series Duplicated Elsewhere?
(It yos, spacify agency or office)
0O No

15. Access Rastrictions . 0O Yes
(I Yes, cite Law(s) & Begulation(s)

0O No

16. Audit Requirements

O None 0 State

O Federal O Independent

17. Is an Index System Used? (If yas, explain briefly and describe

any hadware/software

0O Yes DO No

18. Recommended Retention

oGt L et S s Gt i 44y Lln oy

'p. e doce MMW‘ Screen annually. Destroy material having no

. further fiscal, legal or operational value. Retain
permanently any material that serves to
document the origin, development and

Name and Title of Preparer

av,

20. Telephone Number 21

410.884.4441

, acc_omplishments of the department. Transfer
penodically to the MD State Archives

ooy |




]

new or revised record series. forward with Record
Retention Schedute (DGS 550-1)

Instiuctions - Type or Print a separate form for each

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

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenV/Agency

2. Division

T

3. Unit

2

DEFINITION - RECORD SERIES - A group 5' related records normally filad and used as a unit for reference as well as retention and Qisposlﬂon'putposes.

4. Record Series Tilla 'P@ﬂﬁm ]4’7/ /(/M %77276

5. Earliest Yoar/lLatest Year

© 110 Awre

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the saries.

V'W old. s |ndatel /m‘r/zm, .

In & ey doumenss from e 14490's

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O Flle Drawer(s) -
0 Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s) -
) O Computer Tape(s)
0O Legat Size 0 Computer Tape O Numerical Number O Other (specily)
0O Bound Book O Floppy Disk O Chronalogical .
: 0. al A lati
1 Audio Tape 0 Video Tape O Geographical 10. Annual Accumula D Filo Drawer(s)
: o . 0 Microfitm Reel(s)
0 Other (specify) O Other {specify) O Computer Tape(s)
Number O Other (spacily)
11. File is Used . 12. File Becomes Inactive After
a Daily 0 Weekly O Monthly O Month(s) O Year(s)

Number

13. Current Lot?lion(s)

Aire
WS

{Bidg.. Floor, Room)

O Yes

14. Is Record Series Dupliwted Elsewhere?
(it yos, spacify agency or office)
O No

15. Access Restrictions . 0O Yes
(1t Yes, cita Law(s) & Begulation(s)

0O No

16. Audit Requirements

O None »

O State

O Federal O Independent

17. 15 an Index System Used? (If yes, explain briefly and describe
any hadware/software

O Yes 0O No

18. Recommended Retention

a

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

\

I 20. Telephone Number

410.884.4441

NamWa of Qf%arz 5 ;,_

DGS 550-4 (Hev. 1/33}

21. Date

- 540f




gl

T

Instructions - Type or Printa séparate form for each
new of ravised record series, forward with Record
Retention Schedula (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

JeparimenVAgency

2. Division

TM

3. Unit

Pz

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and cfpsposltion'purposes.

[
[

FE -

4. Record Series Title @Oﬂfﬁ’ﬂ&ﬂﬂ-ﬂ PFO/(Cﬁ ) o o

5. Earliest Year/Latest Year
to 200

bid /i)fo

6. Record Series Description (Briefly describe the types of Inlonnaﬁonr\/dowmehls/forms found in the series. Include the purpose or function of the series.

Town VIstforT Cens” — Ih )16‘//00&46 Towes

RFP Vi //ﬁ.f(, [Hse Sewror /u//j
: 7
projects
7. Record Series Formal(s) 8. Record Series Sequsnce 9. Volume :
0 File Drawer(s) -
O Letter Size 0 Microfitm Alphabetical \5 O Microfilm Reel(s) -
~ 0O Computer Tape(s)
Q Legal Size 0 Computer Tape O Numerical Number O Other (specity)
0 Bound Book O Floppy Disk O Chronological
‘ . Annual A fati
1 Audio Tape O Video Tape O Geographical 10. Annual Accumula g‘ Filo Drawer(s)
: . ] . O Microfilm Reel(s)
D Other (specity) accord ion ﬁ 1e5 O Other {specify) O Computer Tape(s)
. Number 0O Other (spacify)
11. Fila is Used A 12. File Becomes Inactive After
O Daily 0 Weeldy 0 Monthly O Month(s) 0O Year(s)

Number

13. Curranl Locahon(s)
0.7/’
?/ann/@ roont

(Bldg.. Floor, Room)

0O Yes

14. Is Record Series Dupliwted Elsewhere?
(It yes, specify agency or office)
g No

15. Access Restrictions a Yes

. 0O No
{11 Yes, cita Law(s) & Begulation{s)

16. Audit Requirements

O None

O State

O Federal 0O Independent

any hadware/software

O Yes 0O Neo

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Retention

/uz@,,cﬂam amcl

/

MWM

Sunbhe

Name a§ Tille of gi 2 ;

DGS 5503 (Rev. 1703)

410 884.4441

20. Telephone Number

21. Date

4 -I9-04/




R N el

[ Instructi;ns - Type or Print a separate form for each
new of ravised record series. forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
£.0. BOX 275

AGENCY RECORDS INVENTORY

PAGE QF

Jepartment/Agency

JESSUP, MARYLAND 20794
2. Division

“TM

3. Unit

Pl

DEFINITION - RECORD SERIES - A group 6( retated records normally filed and used as a unit for reference as well as retention and cﬁsposl\ion'purposes.

4. Record Series Tille C()')? SW{‘)M p/d/lj,

Nitlad Cooper ﬂw%

5. Earliegt Year/Latest Year

to__ - ! 9%

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series

410.884.4441

Name and Title of Prezarer

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size 0 Microfilm O  Alphabetical O Microfilm Reel(s) -
’ 0O Computer Tape(s)
0 Legal Size O Computer Tape 0O Numerical Number G Other (specily)
OBound Book O Floppy Disk O Chronological :
’ 10. Annual Accumulation
1 Audio Tape O Video Tape 0 Geographical an O File Drawer(s)
. ., . O Microfilm Reel{s)
O Other (specity) O Other (specily) O Computer Tape(s)
Number 0 Other (specily)
11. File is Used l 12. File Becomes Inactiva After
a ODaily O Weekly O Monthly O Month(s) 0O Year(s)
Number :
13. Current Loc?tion(s) (Bldg., Floor, Room) 14, Is Record Series DUpliwted Elsewhere?
%& J (it yes, specify agency or office)
. . . 0O Yes O No
Behid {1l Cabinets
15. Access Rastrictions . 0 Yes a No 16. Audit Requirements
{1l Yes. cite Law(s) & Begulation(s) .
Q None QO State QO Federal 0 Indapendent
17. Is an Index System Used? (1t yos, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
20. Telephone Number 21. Date

5 Y0y




v 12

Inélrucﬁans - Type or Print a séparate form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ___ OF

JepartmenVAgency

2. Division

M

3. Unit

Pl

| DEFINITION - RECORD SERIES - A group 6! relatad records normally filed and used as a unit for reference as well as retention and d_ispos!ﬂon‘purposes.

4. Record Series Title CO opes /a//é ﬁﬂ/]&é

5. Earliest Year/Latest Year
- .

e

6. Record Serias Description (Briefly describe the types of informationn/documents/forms found in the serles. Include the purpose or function of the series.

7. Record Series Formal(s)

0 Letter Size 0O Microfilm
0O Legal Size 0O Computer Tape
0O Bound Book O Floppy Disk

4 Audio Tape 0O Video Tape

d Other (specity)

8. Reco:ﬂ Serles Sequence
D Alphabetical
Numerical
Chronological
Geographical

Other (specify)

g o o a

9. Volume
a File Drawer(s) -
-0 Microfilm Reel(s)
O Computer Tape(s)

Number 0O Other (specity)

10. Annual Accumulation
O File Orawer(s)
O Microfilm Reel(s)
0O Computer Tape(s)
Number O Other (specily)

11. File is Used
a Daily 0O Weeldy

O Monthly
Number

. 12. File Becomes Inactive After
O Month(s) 0O Year(s)

13. Current Locjation(s) (Bldg.. Floor, Room)

C

14. Is Record Series Duplicated Elsewhere?
(i yes, specify agency or office)
O Yes O No

15. Access Raestrictions . O Yes O No
(I Yes, cita Law(s) & Begulation{s)

16. Audit Requirements

0 None O State O Federal O Independent

any hadware/software

O Yes 0O No

17. Is an Index System Used? (if yas, explain briefly and dascribe

18. Recommended Retention

DGS 550-4 {Hev. 1/93) ,

Name and Tille of Pzzpzer ; I 20. Telephone Number

410.884.4441

21. Date

-24-0Y




" Instiuctidns - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF .

JeparimenVAgency 2. Division

™

3. Unit

P2

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for refarence as well as retention and d_isposlﬂon'purposes.

4. Record Series Tille

Lrsterie Commyrssiore

5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of informationrvdocuments/forms found in the serles. Include the purpose or function of the series.

20. Telephone Number

410.884.4441

DGS 550.4 (Hev. 1793]

7. Record Saries Formal(s) 8. Record Serles Sequence 9. Volume / a% f‘— ﬁ/ﬁ 'FO/ ”M/
0 File Drawer(s) -
attor Size 0 Microfitm O  Alphabetical / a Microfilm Reel(s)
' 0O Computer Tape(s)
0O Legal Size 0O Computer Tape Numerical Number O Other (specify)
0 Bound Book O Floppy Disk a Chronological
. - ' . 10. Annual Accumutation
1 Audio Tape 0 Video Tapo a Geographlml O File Dl'awel’(s)
) ., . O Microfilm Reel(s)
0O Other (specify) O Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used - 12, File Becomes Inactive After
O Daily 0 Weekly O Monthly O Month(s) Q Year(s)
Number :
13. Currzj\l Loc@tion(s) (Bidg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
1 N » (It yas, specify agency or offica)
)/ahm:, (001 O Yes o No
15. Access Restrictions . 0O Yes 0O No 16.  Audit Requirements
(I Yes. cite Law(s) & Begulation(s)
0O None QO State O Federal O Independent
17. Is an Index System Used? (i yos, explain briefly and describe 18. Recommanded Ratantion
any hadware/software Screen annually. Debtroy material having no
' further fiscal, legal or operational value. Retain
O Yes O No " permanently any material that serves to
- document the origin, development and
i accomplishments of the department. Transfer
periodically to the MD State Archives
N s -
Name and Title of Praparer

21. Date

' H-27-04f




INSTRUCIONS - 1YP'E OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERMIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION ‘

) 7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 . Page ot

1. DEPARTMENT/AGENCY

2

DIVISION //l/f 3. NIt

| | pz

DEFINITION - Recorde Satles - A group of related records normally filed and used as & unit for refetence as

well s retention and disposltion purpores.

4. RECORD SERIES NTLE

Hi stoc. Drstrick fowlica s

§. EARLIEST YEAR !/ LATETEST YEAR

(892 0 /955

8. RECORD SERIES DESCRIPVION ( Briefly describe the lypes of information/documentsiforms found in the Series

. Include the puipose or tunclion of the Series)

7. RECORD SERIES FORMAY(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
: ’ O File Diawet(s)
o Lelter Size o Microlilm O Alphabetical a Microfitm Reel (s)
O Computet Tape (s)
O legal Size 0 Computer Tape O Numerical _ 0 Other (Specify)
O Bound Book O Floppy Disk O Chronolagical Number
0O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
a File Drawer (s)
U Other (Specily) 0 Other (Specily) © D Miciofilm Reel (s)
: O Computet Tape(s)
a Other (Specify)
3 Number
M. FILEIS.USED 12, FILE BECOMES INACTIVE AFTER
O Daily O Weekly o Monthly O Monthis) o Years)
: Numbert .
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency or oflice)
) . .
ﬂ?”(/’j—— o Yes . a N
15. ACCESS RESTRICIIOF_‘IS (i yes, cile law(s) 8 tegulation(s) 16. AUDIT REQUIREMENTS
o] Ye‘s D No O None D Stale O Federal D Independen!
A Screen annually. Destroy material having no
17. 1S AN INDEX SYSTEM USED? (I yes, explin briefly and | 18. RECOMMENDED ReTeNion [urther fiscal, legal or operational value. Retain

descube any hatdwarelsoflware)

O Yes ) O No

permanently any material that serves to

document the origin, development and

accomplishments of the department. Transfer
© periodically to the MDD State Archives

20

19. NAME AND TITLE OF PREPARER . TELEPHONE NUMBER - I 7;1.>0A]E
) i /D%
/ 2 é 410.884.4441 ‘ ; lf

OGS 590-¢ {Revised 193}




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedute (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

3. Unit

T

P2

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposlﬂon'putposes.

4. Record Series Title

Hest Drstorct-Commission

5. Earliest Year/Latest Year
to :

Permit

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the serles. Include the purpose or function of the series.

(If Yes. cite Law(s) & Bdgulat_ion(s)

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
1 File Drawer(s) -
0 Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
0 Computer Tape(s)
0O Legal Size 0 Computer Tape 0O Numerical Number O Other (specily)
Q Bound Book O Floppy Disk O Chronological .
’ . Annual
1 Audio Tape O Video Tape O Geographical 10. Annu Aw"m"'aug," Filo Drawer(s)
: . . O Microfilm Reel(s)
Q Other (specify) O Other (specify) O Computer Tape(s)
Number Q Other (specity)
11. File is Used . 12. File Bacomes [nactive After
a Daily 0 Weakly 0O Monthly O Month(s) 0O Year(s)
Number
13. Current Locgtion(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
M . (It yes, spacify agency or offica)
c=X O Yes O Neo
|
15. Access Restrictions O Yes 0 No 16. Audit Requirements

a NoneA QO State a Federal Qa Independent

17. is an index SyslemAUsed? (Il yes, explain briefly and describe
any hadware/software

O Yes O No

18.

Recommended Retention

“ Screen annually. Destroy material having no-
further fiscal, legal or operational value. Retain
permanently any material that serves to
document the origin, development and

‘1 accomplishments of the department. Transfer

\ periodically to the MD State Archives

Name and Title of Preparer

20. Telephone Number

410.884.4441

21. Date

- 1-29-09




Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ____ OF

JepantmenVAgency

2. Division

M

3. Unit

%Z

" DEFINITION - RECORD SERIES - A group of ratated records normally filed and used as a unit for reference as well as retention and dsposlﬂon'putposes.

4. Record Se:i_es Title )L/(ﬁfz) Jc P)’YSQ Vl/ﬂ7l7 '0/’(/

5. Earliest Yoar/Latest Year
to :

it o/esm/ahoms

el

6. Record Series Description (Briefly describe the types of Inlormauonn/dowments/lonns found in the series. Include the purpose or function of the series.

Hstone c{/zsfr/ o LSPIATSI O
m W/‘U 0’7”/55

7. Record Series Formal(s)

Number

8. Racord Serles Sequence 9. Volume
0O File Drawerls) -
[ LeMer Size 0 Microfilm O Alphabetical O Microfilm Reel(s) -
0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specity)
0 Bound Book O Floppy Disk a Chronological
1 Audio Tape 0 Video Tape O Geographical 10- Annual Ao e Drawer(s)
: ., i 0O Microfilm Reel(s)
0 Other (specity) O Other (specify) : 0 Computer Tape(s)
Number 01 Other (specily)
11. Fila is Used A 12. File Becomes inactive After
0 Daily 0 Weekly O Monthly O Month(s) 0O Year(s)

13. Cur Jent Locallon(s)

/Mrm //17 /‘M

{Bldg.. Floor, Room)

O Yes

14. Is Record Series Dupliwted Elsewhere?
(It yes, spacify agency or office)
O No

15. Accoss Rastrictions . O Yes
(I Yes, cite Law(s) & Begulation(s)

0 No

16. Audit Requirements

0O None

0O State

O3 Federal O independent

any hadware/software

O Yes 0O No

17. Is an Index System Used? (If yes, explain briefly and describe

N _

18. Recommended Retention
"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
penodlcally to the MD State Archives

Name and Tille of Preparer

5t

I 20. Telephone Number

410.884.4441

DGS 550-4 (Rev. 1/93)

21. Date

“#-27-07




Instructions - Type or Print a séparate form for each
new or ravised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
"RECORDS MANAGEMENT DIVISION : :

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794 . PAGE ___ OF

Jepartment/Agency

2. Division _— 3. Unit
T . (

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for refarence as well as retention and dpsposluon'purposes.

4. Record Series Tille

]/1’)0' /Q.Z@/;m.g[ Zru,.g#

5. Earliest Year/Latest Year
to )

6. Rocord Saries Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the sarles.

S5 Moo T oo GpeToy P

Vevgin le

kg S5

7
7. Record Series Format(s) 8. Record Series Sequence : 9. Volume
O Flle Drawerl{s) -
0O Letter Size O Microfilm O Alphabetical _ O Microfilm Reel(s)
D Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number 8 Other (specify)
O Bound Book O Floppy Disk a Chronological .
. . . 10. Annual Accumulation
1 Audio Tape 0 Video Tape 0O Geographical O File Drawer(s)
' . . O Microfitm Reel(s)
0 Other (specity) O Other (specify) O Computer Tape(s)
Number Q Other (specily)
11. File is Used - 12. File Becomes inactiva Alter
O Daily D Weekly O Monthly - O Month(s) O VYear(s)
Number
13. Currenl Localnon(s) (Bidg.. Floor, Room) 14. |Is Record Series DUpliwted Elsewhere?
nd (it yes, specify agency or office)
g) 7> l“”””ﬁ a Yes a No
15. Access Rastrictions . 0 Yes a No 16. Audit Requirements
(It Yes, cite Law(s) & Regulation(s) . ’
O None O State O Federal O independent

17. Is an Index System Used? (it yos, explain briefly and describe 18

any hadware/software

O Yes 0O No

. Recommended Relentio_n

"Screen annually. Destroy material having no
further fiscal, legal or operational value. Retain
permanently any matenal that serves to
document the origin, development and

- accomplishments of the department. Transfer

periodically to the MD State Archives

Name and Title of Preparer l 20. Telephone Number 2

1. Date

410.884.4441 \ #-27-04




[ Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE OF

JepartmanVAgency 2. Division

U

3. Unit

PZ

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and d_isposluon‘purposes,

4. Record Series Tille Sjﬁd Histowre D75t Commisssom

5. Earl est YearlLat%‘Eaar

( former Springtreld 7fosp
(inciuides lease “docs. g/ﬂﬂﬂ‘;nfo

6. Racord Saries Description (Briefly describe the types of Informationn/documents/forms found in the series. Include the purpose or function of the series.
Prposal A Kehih itk 07/;&? Colfage # 15
Ga}e/» &b)

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume w b tndu b Jy
O File Drawer(s) -
O Letter Size Q Microfilm Alphabetical O Microfilm Reel(s) -
' 0O Computer Tape(s)
QO Legal Size O Computer Tape O Numerical Number O Other (specify)
O Bound Book O Floppy Disk O  Chronological '
- . ' . 10. Annual Accumulation
1 Audio Tape 0O Video Tape O Geographical O File Drawaer(s)
X . . O Microfilm Reel(s)
0 Other (spacily) 0O Other (specify) O Computer Tape(s)
Number 0 Other (specily)
11. File is Used » 12. File Becomes inactive After
O Daily 0 Weekly O Monthly O Month(s) 0 Year(s)
Number :
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
&n (It yes, spacify agency or office)
p /a nf)/g//a% O VYes O No
15. Access Rastrictions . O Yes 0O No 16. Audit Requirements
{1 Yes, cite Law(s) & Begulation(s)
O None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Reeommonded Retention
any hadware/software Screen annually. Destroy material having no
. further fiscal, legal or operational value. Retain
O Yes 0 No " permanently any material that serves to
. document the origin, development and
_ accomplishments of the department. Transfer
' penodlcally to the MD State Archives

Name and Title of Preparer

/6% /@M | 410.884.4441

DGS 550-4 (Rev. 1793}

20. Telephone Number

21. Date

Y- 504




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DiVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Retention Schedule (DGS 550-1)

JESSUP, MARYLAND 20794

P.0. BOX 275
PAGE ___ OF

Jepartment/Agency

2. Division 7{/1

3. Unit

P2

. DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and d_isposltion'purposes.

4. Record Series Tilla 5"/’2)6 Cﬂ&és — @,[OM

5. Earliest Year/Latast Year

v 00 /

6. Record Series Description (Briefly describe the types of Informatianivdacuments/forms found in the series. Include the purpose or function of the saries.

7. Record Series Formal(s) 8. Record Sertes Sequence 9. Volume
O File Drawer(s)
0 Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
0O Computer Tape(s)
0 Lega! Size 0 Computer Tape Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological :
. ’ A I
1 Audio Tape 0 Video Tape O Geographical 10. Annual Accumu aﬁg‘ File Drawer(s)
: o, , O Microfitm Reel(s)
O Other (specity) O Other (specity) O Computer Tape(s)
Number O Other (specily)
11. File is Used A 12. File Bacomes Inactive After
a Daily O Weeldy O Monthly 0 Month(s) O Year(s)

Number

13. Current Locgtion(s)

e -

(Bldg., Floor, Room)

14. Is Record Series Dupliwted Elsewhere?
(I yes, specify agency or office)

O Yes a No
15. Accass Restrictions . 0 Yes O No 16. Audit Requirements
(M Yes, cite Law(s) & Begulation(s) .
O None O State O (ndependent

0 Federal

17. Is an Index System Used? (It yos, explain briefly and describe
any hadware/software

O Yes 0O No

18. Recommended Retention . .
“§creen annually. Destroy mz'itenal having no.
further fiscal, legal or operational value. Retain
penmanently any naterial that serves to
document the origin, development and
accomplishments of the department. Transfer
. periodically to the MD State Archives

N _ -

Name and Tille of Proparer

20 Telephone Number

410.884.4441

21. Date

72504




[

*******'f****.——]

Irstructions - Type or Print a séparate form for each

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

new or revised record series. forward with Record
Reatention Schedule (OGS 550-1)

7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

PAGE ___ OF ___

JepartmenV/Agency 2. Division

Y

3. Unit

Pl

DEFINITION - RECORD SERIES - A group 6' related records normally filed and used as a unit for reference as well as retention and u?sposluonAputposes.

4. Record Series Till SHDC ndfes + %u’o.w

5. Earliest Year/Latest Year

Car to 0O
[9705
6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
bindes  spr
Conts
Preture)
sIA plans
7. Record Series Formalt(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) -
O Letter Size O Microfilm Alphabetical / b()){ 0O Microfilm Reel(s)
‘ 0O Computer Tape(s)
0 Legal Size 0 Computer Tape O Numerical Number O Cther (specily)
Q0 Bound Book O Floppy Disk a Chronological »
. . ‘ L 10. Annual Accumutation
1 Audio Tape O Video Tape 0O Geographical O File Drawer(s)
X o . 0O Microfilm Reel{s)
0 Other (specity) O Other (specify) O Computer Tape(s)
Number O Other (spacily)
11. File is Used - 12. File Becomes Inactiva After
O Daily 0 Weelly 0O Monthly 0 Month(s) O Year(s)

Number

13. Current Locgtion(s) (Bidg., Floor, Room)

A -~

14. |Is Record Series Dup!iwted Elsewhere?
(It yes, specify agency or office)
O Yes 0O No

15. Access Restrictions . O Yes
(1t Yes. cite Law(s) & Begulation(s)

O No

16. Audit Requirements

O None O State Q Federal a Independant

17. Is an Index System Used? (it yos, explain briefly and describe
any hadware/software
O Yes

0O No

18. Recommended Retention

. Screen annually. Destroy material having no

" further fiscal, legal or operational value. Retain

+ permnanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer

Name and Title of Preparer

L

20. Telephone Number

H10-884-494/

periodically to the MD State Archives

21. Date

oy

- av,




Instructions - Type or Print a séparale form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE ___ OF

Jepartment/Agency

2. Division

M

3. Unit

Pz

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for relerence as well as retention and disposlﬂon'purposes.

4. Record Series Title

5. E7rhest YoarlLf& é Y;at

Tawns report”
New) Lh v iwrom - 1ep

o} /\egwrtfhf:
Ud Dqﬂto)ﬁ Frebnvirmmwmen ™

cans?//m/; prgpesals

“AJL" L \ﬁ [L’I::l) ‘) j[m .Dud

6. Record Series Descriplion (Briefly describe the types of lnfonnationn/documehts/fonns found in the series. Include the purpose or tunction of the series.

/(qu/. observatron s
&0)4# % /I')V (C: l"d/VNJVﬁ//)

Number

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume ﬁlé ﬁ/d(‘/
D/ O File Drawer(s)
slter Size 0 Micrafilm Alphabetical / ‘0 Microfilm Reel(s) -
—_— O Computer Tape(s)
0O Legal Size 0O Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological -
. - ' . 10. Annual Accumulation
J Audio Tape O Video Tape O Geographical O File Drawer(s)
) . . 0 Microfitm Reel(s)
a Other (specify) O OCther (specify) D Computer Tape(s)
Number Q Other (specily)
11. File is Used ‘ 12. File Bacomes Inactive After
a Daily QO Weeldy O Monthly O Month(s) O Year(s)

13. Current L cgtion(s) {Bidg., Floor, Room)

élp/l/rhmﬁ roon_

g Yes

14. Is Record Series Dupliwted Elsewhere?
(If yes, specify agency or office)
0O No

15. Access Restrictions 0O Yes

. 0 No
{11 Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

O None '

0O State

O Federal O Independent

any hadware/software

0 Yes 0O No

17. is an Index System Used? (If yos, explain briefly and describe

18. Recommended Retention

BeTaee, auntil Closid pibics 2, Don

Name and T‘Ue of Prefjarer

410 884.4441

20. Telephone Number

21. Date

V-27-04




