DEPARTMENT OF GENERAL SERVICES Schedule No.  M-174
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page | of 4
Agency Division/Unit
Town of Sykesville Tourism
Item No Description - Retention
1 Park Permits Destroy at end of season.
2 Celebrations, including but not limited to: Arbor Day Screen annually. Destroy
Celebration, Arts and Crafts Show, Carroll County 150" material having no further fiscal,
Anniversary Celebration, special events and festivals. 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.

3 Advertising rates Retain until updated or
: superceded, then destroy.

4 Signage — printing company information and promotional Retain until updated or
materials, guidelines and memos from SBA (Sykesville superceded, then destroy.
Business Administration) and HDC (Historic District
Commission)

5 Vendor resource information Retain until updated or

superceded, then destroy.

6 P.A. system — Highpoint productions; includes memo with Retain for life of system plus 2
purchasing information. years, then destroy.
7 Calendars _ Retain 2 years, then destroy.

Approved by Department, Agency or Division Representative Schedule Authorized by State Archivist

§
Date (G‘ )\"\\\ 6\/‘\J \ Date ROV 8

——

) /) - r
Signature \ &\3\\) . | ‘Signaturﬁ""'{c' /M}

Type Name Matthew Candland

Title Town Manager




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

(CONTINUATION SHEET) Page 2 of 4
Item No Description Retention

8 Railway information, including Little Sykes Railroad, Screen annually. Destroy
Sykesville & Patapsco Railway, train publications, train material having no further fiscal,
shuttle and excursion, model railroad information. 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.

9 Train excursion — invoices and check copies. Retain 2 years, then destroy.

10 Capital Improvement Plan (CIP) — master plan updates, CIP Screen annually. Destroy
committee meetings, proposed Sykesville CIPs, status of CIP | material having no further fiscal,
requests, memos. legal or operational value.

Retain 2 years, then destroy.

11 Purchase order books Screen annually. Destroy

material having no further fiscal,

12 Friends of Historic Sykesville (FOH) — memos, newsletter, legal or operational value.

general ledger.

Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the MD State
Archives.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No.

Page 3 of 4

Item No

Description

Retention

13

14

15

16

Old Main Line Visitors’ Center — rental application form,
Gateway correspondence, map.

Sykesville Historic District Commission — Continuing
Education program information, newsletter.

Student Service Learning — form and policy statement

Carroll County Visitor’s Guide — invoice, zip disk,
correspondence.

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.

Retain until updated or
superceded, then destroy

Invoice: Retain 2 years, then
destroy.

Visitors’ Guide: Retain until
updated or superceded, then
destroy.

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




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

(CONTINUATION SHEET) Page 4 of 4
Item No Description Retention

17 Carroll County Public Library — Community Service Guide Retain until updated or

superceded, then destroy.

18 Tourism working documents — Carroll County tourism office, | Screen annually. Destroy
Sykesville Parks & Recreation, various local newspaper material having no further fiscal,
resources, Carroll County Historical Society, Carroll County legal or operational value.

Arts Council. Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the MD State
Archives.

19 Park reservations Destroy at end of season




DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

PAGE ___ OF ____

Instructions - Type or Print a séparate 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
JepartmenVAgency . 2. Division
Tourisri

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unil for referance as well as retention and dsposition purposes.

4. Record Serips Title ?a /,'< Pg rm 17{‘5

S. Earliest Year/Latest Year

6. Recard Saries Descriplion (Briefly describe the types of Informationn/documents/forms found in the series. Include the purpose or tunction of the series.

7. Record Saries Formal(s) : 8. Record Serles Sequence 9. Volume
0O File Drawer(s)
O Letter Size Q Microfilm O Alphabetical O Microfilm Reel(s)
D Computer Tape(s)
O Legal Size a Computer Tape 0O Numerical Number O Other (specify)_
O Bound Book O Floppy Disk O Chronolegical -
. . ' . 10. Annual Accumulation
1 Audio Tape 0 Video Tape 0 Geographical O File Drawar(s)
) . . O Microfilm Reel(s)
0 Other (specily) a Other (specify) D Computer Tape(s)
Number 0O Other (specily)
11. Fila is Used 12 File Bacames Inaclive After
0O Daily. 0 Weekly O Monthly - D Month(s) 0O Year(s)
Number .
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
: (It yes, specify agency or office)
0O Yes O No
1S. Access Rastrictions . O Yes O No 16. Audit Requirements
(Il Yes, cite Law(s) & Begulation(s)
O None QO State 0 Federal O Independent
17. Is an Index System Used? (If yas, explain briefty and describe 18. Recommended Retention
any hadware/software ? / .
' A0, Fo o ersit T d ecivoi
O Yes O No < ‘ f‘@’/b?"’z_ %///ﬁ'qd/“é/’/”’ /_7‘—’ b ’

410.884.4441

Namw O%W l 20. Telephone Number 21. Date

GS 550-4 {Rev. 1793}

|




Retention Schedute {DGS 550-1)

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

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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

PAGE ___ OF ____

JepartimenVAgency

2. Division

Tourismg

3. Unit

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

4. Record Series Titla P 0 k. ,De //73}3

5. Earliest Year/Latest Year
o

6. Record Sarias Dascription (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)

Number

8. Racord Saries Sequence 9. Volume
O Flle Drawer(s)
DO Letter Size 0O Microfilm O Alphabetical 0O Microfim Reel(s)
' 0 Computer Tape(s)
O Legal Size 0O Computer Tape Numerical Number O Other (specify)
QO Bound Baok O Floppy Disk O  Chronological '
. lation
§ Audio Tape O Video Tape O Geographical 10. Aanual Accumula O File Drawaer(s)
i . , D Microfilm Reel(s)
0 Other (specily) O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used V 12. File Bacomes Inactive After
0 Daily 0O Weekly O Monthly O Month(s) 0O Year(s)

A C

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

0O VYes

14. Is Record Series Dupliwtad Elsewhere?
(It yos, specify agency or offica)
O No

15. Access Raestrictlons . 0O Yes
(If Yes, cite Law(s) & Regulation(s)

O None

16. Audit Requirements

O Federal O independent

any hadware/software

O Yes 0O No

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

18. Recommended Retention

f;a_ +tain fer I 07( peyr !-f;‘ Thizhr iy

- p—

Nam7§ Tige of Z{);ara 5

DGS 5504 (Rev. 1753)

20. Telephone Number

410.884.4441

21. Date

Y-29- 0y




new or revised record series, forward with Record
Retention Schedute (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
/
/ OV 1S

3. Unit

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

4. Record Series Tille

Arbor 13434 Cofodomrt 2t

5. Earliest Year/Latest Year

to /??’ 2 |

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

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume~
' {0 File Drawer(s)
0 Letter Size 0 Microfilm 0O Alphabetical O Microfilm Reel(s)
— 0 Computer Tape(s)
O Lega! Size O Computer Tape O Numerical: Number 3 Other (specily)
O Bound Book O Floppy Disk O Chronclogical
: 10. lat
} Audio Tape 0 Video Tape 0 Geographical 0. Annual Accumula Sn File Drawer(s)
o . O Microfilm Reel(s)
Q Other (specify) O COther (specity) O Computer Tape(s)
Number O Cther (specity}
11. File is Used 12. File Becomes Inactive After '
a Daily 0 Weekly O Monthly O Month(s) 3 Year(s)
Number
13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
# #7 —— (it yes, specify agency or office)
& \./ O VYes g No
15. Access Restrictions . O 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 System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software Screen annually. Destroy material having no
further fiscal, legal or operational value. Retain
0 Yes D No permanently any matenal that serves to
document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives

Name 3d Title pager

DGS 5504 (Rev. 1753)

20. Telephone Number

410.884.4441

~21. Date

5°5-5




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 WATERLQO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF ___

Jepartment/Agency 2. Division

Toursm

3. Unit

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

to

4. Record Series Tille /C}Y 75 an 4, @ﬁ?ﬁ% o) ) St LA L( : 5. Earliest YearM&;sg??:r?

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

(Il Yes, cite Law(s) & Regulation(s)

7. Record Series Formal(s) 8. Record Serles Sequence 9. Volume .
O File Drawer(s)
O Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
—_ 0 Computer Tape(s)
0 Legal Size 3 Computer Tape O Numesrical Number a Cther (specify)
O Bound Book QO Floppy Disk O Chronological
10. al A lati
J Audio Tape 0 Video Tape O Geographical 0. Annual Accumula Sn File Drawer(s)
o . 0O Microfim Reel(s)
O Other (spacity) 0O Other (specify) O Computer Tape(s)
Number ' 0O Other (specify)
11. File is Used ‘ 12. File Becomes Inactive Alter _
a Daily O Weekly O Monthly O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Serias Duplicated Elsewhere?
74.7'7’7 C . f (f yes, spacify agency or offica)
O Yes g No
1S, Access Restrictions . Q0 Yas a Ne 16. Audit Requirements

O None O State O Federal O Independent

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

0O Yes O No

18.

Recommended Retention

Screen annually. Destroy material having no
turther 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.Pjeparer 20. Telephone Number
;3% /Q"M 410.884.4441

DGS 550-4 (Fev. 1793} -

21, Date

5-5_ 07'




Instructions - Type or Print a separate form for each
new or revisad 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;0({ Sr‘r;

3. Unit

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

4. Record Series Title Ca/"/b// C‘Wﬂfz/ /J-D'ﬂ\ ch'l/l I PBEFELZ, -

[ ehiat TH.

5. Eayliest Year/Lalest Year
'~ to

Voliiter Covhyficate
N IAaled

6. Racord Saries Descriplion (Briefly describe the types of inlormationrvdocuments/forms found in the series. Include the purpose or function of the series.

Nam;;:%ﬂle ot dpays

OGS 550-4 (Rev. 1/93)

20. Telephone Number

410.884.4441

7. Record Series Formal(s) 8. Record Serles Sequence 9. Volume
O File Drawer(s)
O Letter Size 0 Microfilm a Alphabaetical O Microfim Reel(s)
— O Computer Tape(s)
O Legal Size D Computer Tape 0O  Numerical Number 0O Other (specify)
0O Bound Book O Floppy Disk a Chronolegical
. . . 10. Annual Accumulation
J Audio Tape O Video Tape 0  Geographical O File Drawer(s)
o, , O Microfim Reel(s)
a Other {specify) O Other (specify) QO Computer Tape(s)
Number 0O Other (specily)
11. File is Used 12. File Becomses Inactive After
0 Daily 0 Weeldy O Monthly - O Month(s) O Year(s)
Number .
13. Current Location(s) (BIdg.. Floor, Room) 14. |s Record Series Duplicated Elsewhere?
74—-7- o ’ (1t yes, spscily agency or office)
7ic \7 O VYes O No
15. Access Restrictions .0 Yes O No 16. Audit Requirements
(It Yes. cite Law(s) & Begulation(s)
O None O State 0O Federal O Indspendent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software Screen annually. Destroy material having no
v 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 MDD State Archives

2%. Dale

S5 -0y




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 Schedule (DGS 550-1) P.0. BOX 275
JESSUP, MARYLAND 20794 . PAGE _-_ OF ___
Jepartment/Agency ) 2. Division 3. Unit
7 OUHASH

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

4. Recard Series Titta . £ o 5. Earliest Year/Latest Year

6. Record Series Dascription (Briafly dascribe the types of informationrvdocuments/forms found in the seres. Include the purpose or function of the series.
Do | '
L1'sts G Ihvrtees
sy
S)SMUUZ— BLII S

7. Record Saries Format(s) : 8. Racord Serles Sequence ' 9. Volume
O File Drawer(s)
O Lotter Size 0 Microfilm O Alphabetical ‘0 Microfilm Reel(s) -
. A - O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological :
J Audio Tape 0 Video Tape O Geographical 10. Annual Accumulaﬁén File Drawer(s)
' i . O Microfilm Reel(s
0 Other {specity) O Other {specify) O Computer Tape(:))
Number 0O Other (spacily)
11. File is Used 12. File Bacomes Inactive After
O Daily O Weelly a Monthly - 0O Month(s) 0O Yeas(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
2+ D,‘”< (It yes, specily agency or office)
g Yes O No
15. Access Rastrictions . O Yes O No 16. Audit Requirements
(It Yes. cite Law(s) & Regulation(s) '
O None a State O Federal O Independent

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

Screen annually. Destroy material having no
O Yes a No . » further fiscal, legal or o.perational 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 I 20. Telephone Number 21. Date

i // (o Jé 7 410.884.4441 | 1o
[ oz

GS 5504 (Rev. 110




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

AGENCY RECORDS INVENTORY

JESSUP, MARYLAND 20794 PAGE. & 3O -
JepartmenVAgency 2. Division 3. Unit
W -’TJ/L )75 834 )

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

4. Record Series Title L /)77

5. Earfiest Year/Latest Year
% Py

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

- DV/Ar ,j ;’.‘-k -;"/’/" { QJ/M )lo‘t J)g)f' /((/,} “""-: By & {‘7 .;1 ,'..v.'
Q”,.,/_xu tosrimd  (annual) reniad
Ay lefor2ct oot
A:'«"', 77 7/ / ] C-f// 4 Ji¢ L/ 4/// TCrTh /'.’:»-'J
Chiddan’ & SenfT
bus Fr /J\ il
Nrmoryoal m) ket ald
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
0O Computer Tape(s)
O Legal Size 0 Computer Tape 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 Drawer(s) r
; ; . O Microfilm Reel(s)
0 Other (speciy) O Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used 12. File Becomes Inactive After
Qa Daily 0O Weekly O Monthly ol e AT 0O Month(s) 0O Year(s)
Number
13. Currenl Locauon(s) (Bidg.. Floor, Room) | 14. Is Record Series Duplicated Elsewhere?
Wind (I yes, specify agency or office)
O Yes No
TN TAple
15. Access Restrictions . O Yes O No 16. Audit Requirements
(If 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 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 department. Transfer
periodically to the MD State Archives

Name and Title of Preparzr

20. Telephone Number

410.884.4441

] 21. Date

4-22-04




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

PAGE.. . OF Lo

JepartmenVAgency

2. Division

/
/ 7 15m

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.

4. Record Series Tille

.
é’ ven?d
Jen

5. Earliest Year/Latest Year
& o «

/ 2 . ) § .
/A) L o ' P i - P
U /1 A niag e

4 P R v
S leeT YK 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. 7

Vil ?',; > & e FDE
e

3
! Lisr
W

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
0O Computer Tape(s)
O Legal Size 0O Computer Tape Numerical Number O Other (specify)
0O Bound Book O Floppy Disk O Chronological
. 2 10. Annual Accumulation
1 Audio Tape 0O Video Tape O Geographical O File Drawer(s)
' : s O Microfilm Reel(s)
0 Other (specity) O Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used 12 File Becomes Inactive After
O Daily 0O Weekly O Monthly O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
I~ (If yes, specify agency or office)
- a’.- Yes O No
15. Access Rastrictions .0 Yes O 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. Recommended Retention ’
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, jtle %M 20. Telephone Number 21. Date
N 4[4 b
4 7/
410.884.4441
DGS 550-4 (Rev, 1793)




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

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Relention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE _ OF ___
JepartmenV/Agency 2. Division . 3. Unit
“Tounswy

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

— /

4. Record Serles Tille F EST’Vﬁ /

all 7

5. E/aﬂi st, Yoar/Latest Year
to

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

gz

7. Record Saries Format(s) 8. Record Serles Sequence 9. Volume
O File Drawer(s)
O Letter Size £ Microfilm Alphabetical 0O Microfilm Reel(s)
- D Computer Tape(s)
O Legal Size O 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)
X o , O Microfilm Reel(s)
0O Other (spacity) O Other (specity) O Computer Tape(s)
Number O Other (specily)
11. Fila is Used ' 12. File Becomes Inactiva After
O Daily 0O Weekly O Monthly O Month(s) 0O Year(s)

Number

13. Current Location(s) (Btdg., Floor, Room)

20 A *
TPl 7 Do
. 4

O Yes

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

1S, Access Restrictions . O Yes 0O No 16. Audit Requirements
(1 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 Ratention

any hadware/software

0O VYes D No

Screen annually. Destroy matenal 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

Name

and Title of F,‘fg arer

/7

GS 550-4 (Rev. 1/83)

20. Telephone Number

410.884.4441

21. Date

72704




Instruclions - 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

e .
[ s

3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filted and used as a unit for reference as weli as retsntion and disposltlon'purposies.

4. Record Series Title

Fall Festival

5. Earfiast, Year/Lalest 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 Format(s) 8. Racord Serles Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Aiphabetical O Microfilm Reel(s)
0O Computer Tape(s)
O Legal Size 0 Computer Tape Q Numericai Number O Other (specify)
D Bound Book O Floppy Disk O  Chronological ’
. . . 10. Annual Accumulation
1 Audio Tape 0O Video Tape a Geographlcal O Fie Drawer(s)
. . O Microfilm Reel(s)
Q Other (specity) 0O Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Usad 12. File Bacomes Inactive After
O Daily O Weekly O Monthly "1 Month(s) 0O Year(s)
: Number
13. Current Location(s) {Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsawhere?
74_237/_!" Ij (It yes, specify agency or office)
¢ O Yes O No
15. Access Restrictions . O Yes O No 16. Audit Requirements
(If 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 Screen annually. Destroy matenial having no
. further fiscal, legal or operational value. Retain
O Yes a No permanently any material that serves to
document the origin, development and
accomplishments of the departinent. Transfer
periodically to the MD State Archives

20. Telephone Number

Name and Title oI[.f o arer .

410.884.4441

GS 550-4 {Rev. 1/83)

l 21. Date

55-otf




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

RAGE:L iOPs s

JepartmenVAgency

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794
2. Division
7 O L5MmM

N

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 ik
a 1iJev Tis/s
S Yy L7

N\

W HRAR

AT

5. Earliest Year/Latest Year
dI_w 3

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

0O Federal

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
0O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specify)
O Bound Book O Floppy Disk O  Chronological ’
‘ : S 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical O File Drawer(s)
: A h 0O 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 0O Weekly O Monthly L AR O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
/5 : (If yes, specify agency or office)
“Todursty YOV O Yes O No
15. Access Restrictions ~ 0O Yes O No 16. Audit Requirements
(I Yes, cite Law(s) & Begulation(s) .
O None O State O Independent

any hadware/software

O Yes 0O No

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

ll

Recommended Retention

Retain until updated or
superceded, then destroy

q q J § Uy

DGS 5504 (Rev. 1793)

20. Telephone Number
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

P.O. BOX 275

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

; U7 tsmwl

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.

f"//._/ /‘

>u/7 47,&«

4, Record Saries Tille e

:

;/D//;j

5. Earliest Year/Latest Year
to

Gaf’sz.zi f/} )
)/Wzo .

pr 7 ﬁé{d&" & ,(

6. Record Saries Description (Briefly describo 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 Series Sequence 9. Volume
O File Drawer(s)
D Leter Size O Microfilm 0O  Alphabetical ‘O Microfilm Reel(s) -
’ O Computer Ta}m(s)
O Legal Size O Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk 0O Chronological
' . 10. Annual A ulation
1 Audio Tape Q Video Tape O Geographical nnual Accum O File Drawer(s)
X . . O Microfilm Reel(s)
Q Cther (specify) O Other (specity) O Computer Tape(s)
Number O Other (spacity)
1t. File is Used - 12. File Becomes Inactive Alter
O Daily 0 Weeklly O Monthly O Month(s) O Year(s)

Number

13. Current Locatlon(s)

55
4oV

(Bidg., Floor, Roam)

14. Is Recard Series Dupliwtad Elsewhere?
(If yes, specify agency or office)
O Yes O No

;mfum
15. Access Rastrictions ~ O Yes 0O No
(Il Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

1 None O State O Federal O Independent

17. Is an Index System Used? (1t yes, explain briefly and describe
any hadware/software

0O Yes O No

18. Recommended Retention

Retain until updated or
superceded, then destroy

Name and Tille ot Preparer

5

20. Telephone Number

410.884.4441

G3 550-4 [Rev. 1793)

21. Date




Instructions - Type or Print a saparate 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.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenVAgency

2. Division

T S rir »,

3. Unit

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

4. Record Senes Title

Sjﬂ)

S. Earliast Yaar/Latest Year
o

6. Record Series Daescription (Brielly describe the types of Informationn/documents/forms found In the seres. Include the purposs or function of the saries.
SBA (Syx¥ Jus. Hdmin)
o0, (Hist Drsrreé Coma )

Oivded,

yrérass

7. Record Series Formal(s)

8. Racord Serles Saquence 9. Volume
O File Drawer(s)
O Letter Size 0 Microfilm O Alphabetical O Microfilm Rael(s)
' _ 0O Computer Tape(s)
0 Legal Size O 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 Drawar(s)
: o ‘ . O Microfilm Roel(s)
0O Other (specity) O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. Fila is Used » 12. File Becomes Inactiva After
a Daily 0 Weekly O Monthly O Month(s) O Years(s)

Number

13. Current Loq@tion(s)

Toumgsm 431/

(Bidg.. Floor, Room)

14, Is Record Series Duplimted Elsewhere?
(It yes, specify agancy or office)
O Yes O No

15. Access Restrictions . 0O Yes
(f Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

0 None 0 State

0O Federal 0O Independent

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

any hadware/software

O Yes 0O No

18. Rernmmandad Ralantion

Retain until updated or
superceded, then destroy

Name and Ttlle of Preparer

1 20. Telephone Number

410.884.4441

G5 550-4 (Rav. 1/53)




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

7275
Relention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'"RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

WATERLOO ROAD
P.0. BOX 275
PAGE ___ OF ___

JepartmenV/Agency 2. Division

JESSUP, MARYLAND 20794

3. Unit

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

4. Record Series Tille l/g A ,,fjf /6;5’7’; AFCE /ﬂfé)fﬁ’m}"’]b'}j

5. Earliest 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 saries.

7. Record Series Farmal(s) 8. Racord Series Sequence 9. Volume
0 File Drawer(s)
D Letter Size 0 Microfilm Alphabstical O Microfilm Reel(s)
3 Computer TaPe(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specify)
8 Bound Book O Floppy Disk O Chronological
. ' . 10. Annual A lation
1 Audio Tape 0 Video Tape 0 Geographical nn coumu O File Drawer(s)
X . . O Microfim Reel(s)
0 Other (specity) O Other (specify) O Computer Tape(s)
Number 0 Other (specily)
11. File is Used . 12. File Becomes Inactiva After
0 Daily 0 Weeldy 0O Monthly O Month(s) O Year(s)

Number

13. Current Loqation(s)

/
T sisen. IOV

{Bidg., Floor, Room)

14. Is Record Series Duplimted Elsewhera?
(!t yos, specify agency or offica)
O Yes O No

15. Access Restrictions 0O Yes

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

16. Audit Requirements

O None O State O Federal O Independent

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

O Yes 0O No

18. Recommended Retention

Retain until updated or
superceded, then destroy

20. Telephone Number

Nam Titt Propafi
@F@&Ziz’

410.884.4441

G5 550-4 {Hav. 1753}

21. Date
72794




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

Relention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVIC

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

RECORDS MANAGEMENT DIVISION

ES AGENCY RECORDS INVENTORY

PAGE ___ OF

Jepartman/Agency

2. Division
e
{ 0urism

3. Unit

DEFINITION - RECORD SERIES - A group bf related records normally filed and used as a unit for relerence as well as retention and dispos!tlon'purposes.

4. Record Saries Title
/‘}. _77' SFem.

5. Earhest Year/Latesl Year
OF o

6. Record Serias Description (Briefly describe the types of Inlormauonn/documenls/lom\s found in the series. Include the purpose or function of the series.
}’)70//1/ /7/0,., )f;rmi

//IC/,,,V; D 2] PUSEHLSI

il

1/‘:749/;‘/5.%:“?"9'74

J

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
0O Letter Size Q Microfilm Alphabetical O Microfilm Reel(s) -
) 0O Computer Tape(s)
0 Legal Size 0 Computer Tape Numerical Number O Other (specily)
0O Bound Book O Floppy Disk O Chronological
0. Annual A lati
4 Audio Tape O Video Tape O Geographical ! nnual Accumuia Ec;n Filo Drawer(s)
: o . g Microfilm Reel(s)
0 Other (specify) QO Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. Fila is Used 12. File Bacomes lnactiva Aftar
0 Daily 0 Weeldy O Monthly - O Month(s) 0O Year(s)
: Number :
13. Currenl Locatlon(s) (Bldg.. Floor, Room) 14. Is Record Series Duplimted Elsewhere?
/ 57" (If yes, spacify agency or office)
O Yes O No
7/(}1)f i3 - 153( 23 \ -
15. Access Restrictions . O Yes a No 16. Audit Requiraments
(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 . 3 e .
| Retwn for e (Sj Systein plits Two
O Yes - 0O Ne - .
ears ) Fhert destroy.
[ / / , 7
Name and Title of Preparer 20. Telephone Number 21. Date

410.884.4441

£-2904




Instructions - Type or Print a séparate form for each
new or revised recard 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

72’/ iSu

3. Unit

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

4. Record Series Title ~
(_5/ fJ - {/é{.}'%ﬁﬁésfj

5. Earliest Year/Latest Year
g s

1% to ~ <

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

7. Record Series Formal(s) 8. Reacord Serles Sequence 9. Volume
O File Drawer({s)
O Letter Size 0O Microfilm O Alphabetical O Microfilm Rael(s)
' —_— D Computer Tape(s)
O Legal Size 0O Computer Tape Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological :
. ' ) 10. A lation
1 Audio Tape O Video Tape O Geographical Annual Accumulaton o Drawers)
: o . O Microfilm Reel(s)
Q Other (spacity) O Other (specity) O Computer Tapel(s)
Number 00 Other (specily)
11. File is Used v 12. File Bacames Inactive After
a Daily O Weekly O Monthly O Month(s) O Years)

Number

13. Current Location(s)
-

L=
Totioe = 3

{Bidg.. Floor, Room)

O Yes

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

15. Accass Restrictions

. O Yes a No 16. Audit Requirements
{1 Yes, cite Law(s) & Begulation(s) :
aQ None O State O Federal 0O Independent
17. Is an index SyslemAUsed? (It yos, explain briefly and describe 18. Recommended Relention

any hadware/software

O Yes 0O No

Retain 2 years, then destroy

—
Title of ;Q’we; .

20. Telephone Number

410.884.4441

ev. 3)

I 21. Date

"; / VD -~
'/ ;




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

AGENCY RECORDS INVENTORY

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

PAGE ____

OF

JepartmenVAgency

2. Division

ﬁf Yz

3. Unit

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

4. Record Series Title

é f‘f//C

‘\w’ //ﬂz

'// ’1

-’

5. Earliest Year/Latest Year
- t__

-

Py

6. Racord Series Description (Briefly descxibe the types of lnlormationn/dqcumahis/!onns found in the series. Include the purpose or function of the series.

//'Bt Vet sy *’“a)""

(I Yes. cite Law(s) & Bégulation(s)

0 None 0O State 0O Federal

7. Record Saries Format(s) 8. Record Series Sequence 9. Volume
O File Drdwat(s)
O Letter Size 0 Microfilm O Aphabetical O Microfiim Reel(s)
’ O Computer Tape(s)
0 Legal Size 1 Computer Tape O Numerical Number g Other (specily)
0 Bound Book O Floppy Disk O Chronological
; ' . 0. Annual A fation
1 Audio Tape O Video Tape O Geographical 10. Annual Accum O File Drawer(s)
. . X 0 Microfim Reel(s)
0 Other (specify) 0O Other (specify) O Computer Tapels)
Number O Other (specify)
11. File is Used _ A 12. File Bacomes inactive After
O Daily 0O Weekly O Monthly 00 Month(s) 0 Year(s)
: Number :
13. Currenl Locauon(s) (Bldg., Floor, Room) 14. Is Record Series Dupliwted Elisawhere?
7—//~ (It yes, specify agency or office)
i 0O VYes O No
/ (3 3TV N LT
15. Access Restrictions O Yes 0 No 16. Audit Requirements

O Independent

any hadware/software

O Yes O No

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

18. Recommended Retention
~ Screen annually. Destroy material having no

permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer
periadically to the MD State Archives

further fiscal, legal or operational value. Retain

Name and Tllle of, Preparer

TS s, 7

!\-ﬁ b

DTS 5504 (Hev. 1783)

.,

20. Telephone Number

410.884.4441

21. Date

§- 29-0

.




]

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

AGENCY RECORDS INVENTORY

P.O.

7275 WATERLOO ROAD

JESSUP, MARYLAND 20794

BOX 275
PAGE ____ OF ___

JaepartmenVAgency

2. Division
—
/;’* 215

3. Unit

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

4. Record Series Title y

£

.
‘ail ] /i’) 72,

IR P i 3
Sides v s ¢ 2)

5. Earliest Year/Latest Year
d/ w2z

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

}”r’"'!oa[ :f 75‘7;% D7 o{ ii'yf"xj

i K Ej )
7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
D Letter Size 0 Microfilm O Alphabetical -0 Microfilm Reel(s)
' - 0O Computer Tape(s)
0 Legal Size O Computer Tape Numerical Number O Other (specity)
O Bound Book O Floppy Disk O Chronalogical :
1 Audio Tape O Video Tape O Geographical 10. Annual Accumulaton. Drawar(s)
' - , O Microfitm Reel(s)
Q Other (specity) 0  Other (specify) O Computer Tape(s)
Numbaer Q Other (spacily)
11. File is Used » 12. File Becomes lnactive After
a Daily 1 Weeldy a Monthly - 3 Month(s) O Year(s)
. Number :
13. Clurrent Location(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliwled Elsewhere?
st Fir (It yas, spacify agency or office)
— ' O Yes O No
fqu,)ftq/ ﬂ/c”_)/\ :
15. Access Rastriclions O Yes a No 16. Audit Requirements

{Il Yos, cite Law(s) & Be.gula@ion(s)

0 None ‘ O State

0O Federal O independent

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

any hadware/software

O Yes O No

18.

Recommended Ratention
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

s
Name and Title of Preparer
/ s I’J"Q_m

—

P/ les

GS 550-4 {Rev. 1753)

20. Telephone Number

410.884.4441

21. Date




- .

Instructions - Type or Prinl a separate form for oach

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

75&/’/&&;,

3. Unit

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

4. Record Series Title - [l -
: Traia >M‘J/{a.!-‘;:‘ai’2f

5. Earliest Year/Latest Year
to :

Includes Sarden Kastwag
fAodel Aa:ilrails

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 Saries Format(s) 8. Record Saries Sequence 9. Volume .
O File Drawer(s) "
O Letter Size O Microfilm a Alphabetical -0 Microfilm Reel(s) -
0 Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specify)
O Bound Book O Floppy Disk O Chronological :
. ) ) al lati
1 Audio Tape 0 Video Tape O Geographical 10 Annual Ao o Drawer(s)
' - ; O Microfim Reel(s)
Q Other (specity) O Other (specify) o Computer'Tape(s)
Number O Other (specity)
1. Fils is Used 12, Filo Becomes Inactive After
O Daily O Weekly O Monthly O Month(s) O Year(s)

Number

13. Current Location(s)

/57

Toiirize YDV

{Bidg.. Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(1 yes, specify agency or offica)
O Yes O No

15. Access Raestrictions O Yes

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

16. Audit Requirements

0 None ‘ 0O State

O Federal ) Independent

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

O Yes a No

18. Recommended Relention -

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

Name and Title ol,/F)r?bargr . 20. Telephone Number
7

v iad :
S L e, 75
SO KD

h

410.884.4441

G5 550-4 (Rev. 1703) }

21, Date

#2797




18
. 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 __
Jepartmenl/Agency 2. Division 3. Unit
[ ourism

DEFINITION - RECORD SERIES - A group 6t related records normally filad and used as a unit for refarence as well as retention and disposlﬂon'pwposes.

J

4. Record Series Tilla '/ﬁf 2 f;t_ S’hu#% / @M CLHS /o;l 7]‘3‘1"‘.1 f J/y%? 4 5. Ear!iqsttY?:rfj.a% \bear

6. Record Series Description (Briefly describe the types of informationn/documentsfforms found in the series. Inciude the purpose or function of the series.

l/a
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
' O File Drawer(s)
O Letter Size 0 Microfilm O Alphabetical O Microfilm Resl(s)
- a Computer Tape(s)
DO legal Size = . 0O Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk 0 Chronological
- . . 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical O File Drawer(s)
. ' . O Microfilm Reel(s)
Q Other (spacity) O Other (specify) O Computer Tapa(s)
Number 0O Other (spacily)
11. File is Used 12. File Becomss lnactive After
a Daily 0 Weekly O Monthly : O Month(s) 00 Year(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) 14. |s Record Series Duplicated Elsewhere?
m— .
: (If yes, specify agency or office)
c '\/ O Yes O No
15, Access Restriclions 0O Yes 0O 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? (it yes, explain briefly and describe 18. Recommendad Relention
any hadware/software Screen annually. Destroy material having no
further tiscal, 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
s

Nams A Hitlo ;@fgger gﬁ, 20. Telephone Number ' 21, Date
J A [TV 550

410.884.4441

G5 5350-4 (Hev. 1783)

| e




Instruclions - 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.O. BOX 275
JESSUP, MARYLAND 20794

PAGE OF

Jepartment/Agency

2. Division
—

f09r,5m

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?sposldon'purposes.

to’

5. Earliest Year/Latest Year

4. Record Series Titls 77:{{ !}? @ CLurs. fZﬁ\ | . ' Y

6. Record Series Description (Briefly describe the types of informationn/documentsfforms found in the serles. include the purpose or function of the serles.

IN B sas

Checht Capied

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
0O File Drawer(s)
Q Letter Size O Microfilm Alphabetical ‘0 Microfilm Reel(s)
0 Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Other (specify)
0 Bound Book O Floppy Disk 3 Chronological :
; . 10. Annual Accumulation
} Audio Tape 0 Video Tape 0 Geographical O File Drawaer(s)
) . i O Microfilm Reel(s)
0 Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (specify)
1. Fila is Used 12, File Becomes Inactiva After
a ODaily 0 Weekly O Monthly O Month{s) a Year(s)

Number

13. Current Loc_gtion(s)

/5=
Tauisin YOV

(Bidg.. Floor, Room)

14. s Record Series Dupliw\ed Elsewhere?
(It yes, specify agency or office)
O Yes G No

15, Access Restrictions . 0O Yes
(It Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

O None O State DO Federal

O Independent

17. Is an Index Systam Used? (Il yos, explain briefly and describe

any hadware/software

O Yes O No

18. Recommended Retention

‘Retain 2 years, then destroy

Name and Title of Preparer

(o (e

GS 550-4 (Hev. 1793}

20. Telephone Number
410.884.4441

I 21. Date

theps




Instructions - 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

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

P.O. BOX 275

PAGE __ OF

JepartmenVAgency 2. Division

3. Unit

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

4. Record Series Title /7 , . .. / /.. .

liest Yoarll.atost Year
/ / / ‘0 }

CIP)

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

LA AATES pIA L — A /*" [ LAt
F WL 17750
: D ot s e
> r 1N §F 2 j i _,‘, 5 1 ¥ —"";\ . -’. e
e Ay o s P ,
Propose ( FVoY-0s
= X { J : v j - 3 .—C) 7
7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
0O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specify)
0O Bound Book O Floppy Disk O Chronological
. tion
1 Audio Tape 0 Video Tape O Geographical e Cenweit
' : O Microfim Reel(s)
0O Other (specify) QO Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used 12, File Becomes Inactive After
a Daily O Weekly O Monthly OBl O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
: (If yes, specify agency or office)
= DA O Yes O No
15. Access Rastrictions . O Yes O No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) $
O None O State 0O Federal 0O Independent

17. Is an Index System Used? (If 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
accomplishments of the department. Transfer
periodically to the MD State Archives

Name an Title of Preparer

¢ Kobe o 410.884.4441

20. Telephone Number

I 21. Date

————

DGS 5504 (Hev. 1753)




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

AGENCY RECORDS INVENTORY

PAGE ___OF ____

JepartmenVAgency

2. Division

TourisnL

3. Unit

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

4. Record Series Tille

17

5. Earliest Year/Latest Year
{ o (:) -

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

astr (Pasm 2 et = st 91
men1os '

Y

o /u D .Ai, - »j'l Z
- l( i o 5}

. s leii oL A
‘DL~ V3 F Y -0 U3 -

7. Record Series Formal(s) 8. Racord Serles Sequencs 9. Volume
O File Drawer(s)
O Letter Size 0 Microfilm O Aiphabetical ‘3 Microfilm Reel(s) -
- 0O Computer Tape(s)
O Legat Size 0 Computer Tape O Numerical Number O Other (specify)
0O Bound Book O Floppy Disk O Chronological ‘
1 Audio Tape 0 Video Tape O Geographical 10- Annual Accumulaton Drawer(s
' . . O Microfim Reel(s
0 Other {specitly) 0 Other (specify) O Computer ’Tape(s))
Number 0 Other (specify)
11. File is Used . 12. File Bacomes Inactive After
a Daily O Weeldy O Monthly O Month(s) 0O Year(s)
Number :
13. Curlrenl Location(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
57 (It yes, specify agency or office)
/ W s - o/j: f),’t\ 0O Yes O No
15. Access Restrictions Q Yes 0 No 16. Audit Requirements

(Il Yes, cite Law(s) & Be‘gulation(s)

O None O State 0O Federal 0O Independent

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

O Yes O No

18.

Recommended Relention
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

20. Telephone Number

Name?%&ﬁue o(&érépa_,ger .
410.884.4441

A Rt L

GS 5504 (Hev, 1793

21. Date

H-2 7-04




Instruclions - 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 -
il

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 2/” Y Iy ,/ /g/

Vw?"\ 3

5. Eg(rhes; Yearll_a(sst Year
.3,.;"(}0/ to’ lnf)3

6. Record Saries 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 Forma(s) 8. Record Serles Sequence 9. Volume o7 o~ -’ .
O File Drawer(s)
O Letter Size O Microfilm 0 Alphabetical O Microfilm Reel(s) .
—_— a Computer Ta_po(s)
O Legal Size O Computer Tape O Numerical Number O Other (specity)
0O Bound Book O Floppy Disk O Chronological
. ’ 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical n ¢ O File Drawer(s)
) L . O Microfilm Reel(s)
0 Other (spacity) O Other (specify) O Computer Tape(s)
Number O Other (spacily)
11. File is Used - 12. File Bacomses Inactive After
a Daily 0 Weekly O Monthly O Month(s) 0O Year(s)

13. Current Locahon(s)
: \"'
FAt

{Bldg., Floor, Room)

Tourh L

O Yes

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

15. Access Rastrictions 0O Yes

. 0 No
(it Yes. cita Law(s) & Regulation(s)

16. Audit Requirements

O None

0O State

O Federal a lndebendenl

any hadware/software

O Yes 0O No

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

18. Recommended Reatention

Retain 2 years, then destroy

Name an/d Title of P parer

/ \‘ﬁjf' ,\JI"@{M{w <T

G5 550-4 {(Rev. 1793)

20. Telephone Number

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.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECCRDS INVENTORY

PAGE __ OF

JepartmenVAgency

2. Division

‘75)/ 5

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
/L;cm s oF f

£ L JE
j,?'}{ b“f-{r’,;‘, Liel k4 ;,!“?2?3’)

§. Earliest Year/Latest Year
oL 1w

8. Record Series Description (Briefly describa the types of informationnvdocuments/forms found in the series. Include the purpase or function of the series.

ynémaos
yews Jofte
"’I 7. =X BN /{ffr}(-;”
° 7] 7 J
7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s) -
O Letter Size 0 Microfilm O Alphabetical £ Microfiim Reel(s) -
’ 0 Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological
: ' . 0. al A lati
) Audio Tape 0O Video Tape O Geographical 10. Annual Accumufa Sn File Drawar(s)
X o . O Microfilm Reel(s)
0 Other (specify) Q OCther {specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Bacomes Inactive After
O Daily 0O Waeekly 0 Monthly - O Month(s) O Year(s)
Number :
13 Current Location(s) (Bldg.. Floor. Room) 14. |Is Record Series Duplimted Elsewhere?
F r. (If yes, spacify agency or offica)
" O Yes O No
/(l»‘/,g;m - a&cw\
t5. Access Restrictions . O Yes 0 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? (! 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 permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives

Name ]and Tllle of Preparer

B KebeZ

20. Telephone Number

410.884.4441

DGS 550-4 {Hev. 1/93)

] 21. Date

4/ 2 /J 7




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 (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 : PAGE ___ OF ___
Jopartment/Agency . 2. Division 3. Unit
09075 1
DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for relerence as well as retention and disposition purposes.
4. Record Series Tille ! ~op P S. Earliest Year/Latest Year
);; //7;:"’*’?4. A 2E !.} ifor i C AT, o__
6. Record Series Description (Briefly describe the types of informationn/documants/forms found in the series. Include the purpase or function of the series.
4 Jﬂ,‘ LY f_",, »}":»}-, "3
rénied Rpp 1o Oy
ﬁfuf e L Ca;‘)"fﬁ,’f,
Vi
/;:(7/3'
7. Record Series Formal(s) 8. Racord Serles Sequence : 9. Volume
0O File Drawer(s)
D Letter Size a Microfilm 0O Alphabestical O Microfilm Reel(s)
) O Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number O Other (speaty)
O Bound Book O Floppy Disk O Chronological
. . . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
\ o . O Microfilm Reel(s)
0 Other (specity) O Other (specify) O Computer Tape(s)
Number 01 Other (specily)
11. File is Used 12. File Bacomes Inaclive Alter
G Daily [ Weekly O Monthly O Month(s) 0O Year(s)
: Number
13. Current Locanon(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
L,, (/f yes, spacify agency or offics)
i : O VYes O No
?Juu}.ff@ (J.ﬂ i
15. Access Rastrictions . O Yes a No 16. Audit Requirements
{ll Yes, cite Law(s) & Ragulation(s)
O None O State O Federal 0 Independent
17. 1s an Index System Used? (If 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 permanently any material that serves to
document the origin, development and
accomplishments of the department.  Transfer
periodically to the MD State Archives
Name a Tille of ,Preparer N~ | 20. Telephone Number 21. Date
} m\! g7 £ & A f{'l"q e
SO e 410.884.4441 » /70

GS 5504 (Hev. 1783}




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

JESSUP, MARYLAND 20794 PAGE __ OF ___
JepartmenVAgency 2. Division 3. Unit
Ao
Tor
e ;.,p‘: 1

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

4. Record Series Tille S 5. Earliest Year/Latest Year
’ < & :) 17

e

Dyfes. trish Dk £ p

L5y s

fo 727

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
Continu eAucanint prmstinal 1pfoeniatse

/&’:" )/ 81T

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
TR Ve Ly O Computer Tape(s)
O Legal Size O Computer Tape O  Numerical Number O Other (specity)
0 Bound Book O Floppy Disk O Chronological
1 Audio Tape 0 Video Tape O Geographical o - A°°""'“'“S" File Drawar(s)
. ‘ h O Microfilm Reel(s
0 Other (specily) O Other (specify) O Computer Tlp.:('ﬁ))
Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
O Daily 0O Weekly O Monthly ¥ vk Wbt O Month(s) 0O Year(s)
Number
13. Cur;qnt !.o__c_ation(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
'/5 ot e (If yes, specify agency or office)
; O Yes O No
4
15. Access Restrictions .0 Yes O 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

s e oy Screen annually. Destroy material having no
further fiscal, legal or operational value. Retain

oy ity 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 I 21 Date

S 410.884.4441

DGS 5504 (Rev 1793)




Instructions - Type or Print a separate 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 RQAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ____ OF

Jepartmenl/Agency

2. Division
7;2%,5;;1 p

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

kj'f/b!ﬁ’é"ﬁ A Serilede L 470 ’f)

5. Earliest Year/Latest Year
to i

6. Record Series Descnptlon (Briafly describe the types of Inlonnahonn/documents/fonns found in the serles. Include the purpose or function of the series.

7“0 reno

Poscgz Statemant=

7. Record Series Format(s) 8. Record Serles Sequence 9. Volume
O File Drawer(s)
O Letter Size 0 Microfilm O - Aiphabetical O Microfilm Reel(s) -
‘ _ O 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
1 Audio Tape O Video Tape 0O Geographical o D Filo Drawaer(s)
: o . O Microfilm Reel(s)
0 Other (specity) O Other (specify) O Computer Tape(s)
Number 0 Other (spacify)
1. File is Used - 12. File Becomes Inactive After
QO Daily 0O Weekly O Monthly — a Month(s) O Year(s)
Number :
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
> A (It yes, specify agency or offica)
7’_&5{;,-_;:;‘.”-,‘ 7/}7 O Yes O No
15, Access Restrictions . O Yes a No 16. Audit Requirerments
(It Yes, cita Law(s) & Begulation(s)
' O None O State 0O Federal O Independent
17. Is an Index System Used? (f yos, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No Retain until updated or
superceded, then destroy

Name and Tllle of Pre argr

j (:}.\b I \4‘}1&

4

410.884.4441

GS 550-4 {Hev. 1733)

20. Telephone Number




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

JepartmenVVAgency

2. Division

"
S IEFL

3. Unit

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

4. Record Series Title

o _[//3//"5:',)" ML

5. Earliest Year/latest Year

o 1000 A

— Inoice )
# Zip s
— L orizs.

6. Record Series Description (Briefly descnbe the types of Inlormauonn/documents/lorms found in the series.

Include the purpose or function of the series.

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume
O Flle Drawer(s)
0O Lelter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
' _ 0O Computer Tape(s)
0O Legal Size O Computer Tape 0O  Numerical Number 0O Other {specify)
0 Bound Book O Floppy Disk QO Chronological
- . ' . 10. Annual Accumulation
| Audio Tape 0 Videao Tape O Geographical O File Drawer(s)
X o , O Microfilm Reel(s)
Q Other (specity) O Other (specify) O Computer Tape(s)
Number Q Other (spacily)
11. Fils is Used » 12. File Becomes Inactive After
O Daily DO Waeldy O Monthly O Month(s) D Year(s)

Number

13. Current Locatlon(s)
5 / SULTEW

#oV

(Bldg., Floor, Room)

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

O No

15. Access Restrictions . O Yes
(I Yeos. cite Law(s) & Begulation(s)

O No

0O Non

16. Audit Requirements

-] O State

O Federal 0 Independent

17. Is an Index System ‘Used? (It yes, explain briefly and describe
any hadware/software
a Yes

O No

Vistior’s

T/

C(ff/c

Name and Tllle of Pr parer
e e

DGS 550-4 (Hav. 1/53)

410

20. Telephone Number

.884.4441

18. Recommaeanded Relention
[nyoices- Aotain o Uears, Fhen desive

,___.’_....v.. o
I

L

Grende «,Pafuﬂ Jit b A] w Og:é’
sy ce Lo e Anrbes)

Surcen annually Destroy matcnal havmo no

pv.nmncnt]y any matenal that serves to
document the origin, development and
accomplishments of the department.  Transfer
penodically to the MD State Archives

|




Instructions - Type or Print a séparale form for each
new or ravised record saries, 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 ___

JepartmenVAgency 2. Division

751( r13e_

3. Unit

DEFINITION - RECORD SERIES - A group bf related records normaily filed and used as a unit for referance as well as retention and dsposition purposes.

i

5o Puble U J/fJ(!jC

4. Record Series Tille

5. Earliest Year/Latest Year ”
to 2 oo3

. .
C()?""v’:(;yw,‘«;,a‘ff SEriée Creily

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

7. Record Series Format(s) 8. Record Serles Sequence 9. Volume
O File Drawer(s)
0 Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
. — 0O Computer Tapa(s)
0 Legal Size O 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 nnual Accumu O File Drawer(s)
: . A O Microfitm Reel(s)
0 Other (specify) O Other (specify) O Computer Tape(s)
Number DO Other (specily)
11. File is Used 12. File Becomes Inactive After
O Daily 0O Weelly O Monthly O Month(s) O Year(s)

Number

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

17 Ty yusm
’/ajb"/ ALV 573

14. Is Record Series Dupli@ated Elsewhere?
(If yes, specify agency or offica)
O Yes O No

15. Access Rastrictions - 0O Yes
{11 Yes, cite Law(s) & Begulation(s)

O No

16. Audit Requirements

0O None - O State

O Federal O Independent

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

0O Yes 0O No

18. Recommended Relention

Retain until updated or
superceded, then destroy

Name and Title of Preparer

| @‘}} Kibe T

20. Telephone Number

410.884.4441

GS 550-4 (Rev. 1793}

21. Date




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. Dwnston

/éb/usﬁ"’*-

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‘isposlﬂonApurposes.

4. Record Series Titla /

/ FE PN Cbbfk’,‘rj Aocuments

5. Earliest Year/ALatest Year
- o - )

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

_e 77)J/15M offc p

J,7\C,). Firk ‘Nﬁ""

V f 1095 /J,/-/ /?C"v?ﬁw’kff( (4
/‘C ﬂ'(’ )l—»mr
[’C s (,oancz/’

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s) -
0O Letter Size 0 Microfilm 0  Alphabstical O Microfiim Reel(s)
- 0O Computer Tape(s)
0O Legal Size 0 Computer Tape O Numerical Number 0O Other {specity)
0 Bound Book 0O Floppy Disk O Chronological
} Audio Tape O Video Tape O Geographical 10. Annual Accumulati(gn File Drawer{s)
- o . 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
O Daily D Weekly O Monthly O Month(s) 0O Year(s)
Number i
13. Currant Locahon(s) (Bldg., Floor, Room) 14. Is Record Series Dupliw\ed Elsewhere?
/Q, ,/r‘ (it yes, specify agancy or office)
., ;g a Yes O No
judmm olesk
1S. Accass Restrictions . O Yes O 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? (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 material that serves to
document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives
Name and T«lle of Preparer 20. Telephone Number I 21. Date
4 4 - 2/ D) ;

410.884.4441

ov. 3)




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

ITSEA

3. Unit

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

4. Record Serigs Title Pa//( F Ay /Vf!ﬁ g

6. Earliest Year/Lalest Yoar

to z

6. Record Series Dascription (Briefly describe the types of informationr/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. Volume
0O File Drawer(s)
O Letter Size 4 Microfilm O  Alphabetical O Microfilm Reel(s) -
‘ —_ 0O Computer Tape(s)
Q Legal Size 0O Computer Tape O Numerical Number a Cther (specily)
0 Bound Book O Floppy Disk O Chronological A
- ' . 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical n mu O File Drawer(s)
X . , O Microfilm Reel(s)
0 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 Weeldy O Monthly O Month(s) 0 Year(s)

13. Current Location(s) (Blidg., Floor, Room)

O Yes

14. |s Record Series Duplicated Elsewhere?
(If yos, specify agency or office)
g No

15. Access Rastrictions 0O Yes
(If Yes. cite Law(s) & Regulation{s)

0 No

16. Audit Requirements

O None O State

- 0O Federal O Independent

any hadware/software

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

18. Recommended Retention

G5 550-4 {Hev. 1733}

O Yes 0O No /g(’:é:}l:‘, ;') ;‘{_5.! :/; i] ; ’/,ll' 5 _,.'i ){ \f}} fﬂ C( 4 'y ¢ JL»
Name and Title of Preparer 20. Telephone Number 21. Date )
: e na o onl
Oai Ui, 75 | s10sss44a1 1-a3-07
i{ -4 oy 5 .




