
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. M309 

Page 1 of 3 
Agency 

Town of Preston 
Division/Unit 

Administrative 

Item 
No. 

Description Retention 

1. Administrative Records 

This series includes all town records that are not considered 
financial and are a part of office operations such as minutes, 
legislation, insurance, etc. 

A. General Correspondence 
Original incoming letters, copies of outgoing letters, 
memoranda, studies, reports, directives, policies and 
other materials related to administration. 

B. Personnel Files 
Employee personnel records to include: 

1. Application/Resume 
2. Health Insurance forms 
3. Injury Reports 
4. Disciplinary Action 
5. Commendations, Promotions, Awards 
6. Leave Records 
7. Training 
8. Doctors' Notes 
9. Workman's Compensation Correspondence 
10. Miscellaneous Forms 

Screen annually and destroy 
material no longer needed for 
current business with the 
following exception: Transfer 
every three (3) years to the 
Maryland State Archives for 
permanent retention any material 
that serves to document the 
origin, development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Retain for three (3) years after 
termination date, then destroy. 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date 

Signature 

Typed Name -f\ iW\ 

Title ^lAJj.q Monaaas 

Schedule Authorized by State Archivist 

Date C/Zj/IMZ 

Signature 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. M309 

Page 2 of 3 

Agency 
Town of Pteston 

Division/Unit 
Administrative 

Item 
No. 

Description Retention 

C. Town Council Meeting Records 

D. Committee Meeting Records 
Planning & Zoning 
Board of Appeals 
Any other Appointed Committees 

E. Land Records 
Deeds/Agreements 
Annexations 
Deannexations 

F. Legislations 
Charter 
Ordinances 
Resolutions 
Town Codes 
Amendments to Charter, Ordinances, Resolutions, or 

Town Code 

G. Legal Opinions and Litigation 
Written opinions rendered by Town Attorney 
Litigation case records 

H. Town Publications 
Journals 
Handbooks 
Directories 
Various notices to press and public regarding current 
events 

Permanent. Transfer every 
three (3) years to the Maryland 
State Archives. 

Permanent. Transfer every 
three (3) years to the Maryland 
State Archives. 

Permanent. Transfer every 
three (3) years to the Maryland 
State Archives. 

Permanent. Transfer every 
three (3) years to the Maryland 
State Archives. 

Permanent. Transfer every 
three (3) years to the Maryland 
State Archives. 

Screen annually and destroy 
material no longer needed for 
current business with the 
following exception: Transfer 
every three (3) years to the 
Maryland State Archives for 
permanent retention any 
material that serves to 
document the origin, 
development, and 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. M309 DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 3 of 3 

Agency Division/Unit 
Town of Pteston Administrative 

Item 
No. 

Description Retention 

I. Building Permits 
Residents 
Town facilities 

T- Requests for Ouotations/Bid Tnvit* rirm<= 
Bid Specifications 
Drawings 
Advertisements 
Miscellaneous Documents 

K. Insurance 
Documentation and correspondence for: 
1. Property 
2. Vehicle 
3. Health Coverage 

L. Public Works 
Water Test Results 
Water/Sewage Reports 

I. Building Permits 
Residents 
Town facilities 

T- Requests for Ouotations/Bid Tnvit* rirm<= 
Bid Specifications 
Drawings 
Advertisements 
Miscellaneous Documents 

K. Insurance 
Documentation and correspondence for: 
1. Property 
2. Vehicle 
3. Health Coverage 

L. Public Works 
Water Test Results 
Water/Sewage Reports 

accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Permanent. Transfer every 
three (3) years to the Maryland 
State Archives. 

Retain for five (5) years after 
contract completion or until 
audit requirements have been 
met, whichever comes later, 
then destroy. 

Retain for five (5) years 
or until audit requirements 
have been met, whichever 
comes later, then destroy. 

Retain for three (3) years, then 
destroy. 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1 . Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

2. Division 

AGENCY RECORDS INVENTORY 

PAGE _ . OF 

3. Unit 

— » < * • » * • * * — * - - used as a a n , JL. as „„ WMon anJ 
4. Record Series Title 

5. Earliest Year/Latest Year 

e - e s T ^ 

senes.) leWdl, Cap* * O u . t o , , . ^ U-U.rv , I . 

4* v*-Cs|ja.. 4o Ot\jur> r\C.C-e.4»S«lr-cj 

7. Record Series Format(s) Ust all 

63<etterSize • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • video Tape 

• Other (specify) 

11. Hie is Used 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

[jj}<!rtronologtcal 

• Geographical 

• Other (specify) 

• Daily • Weekly • Monthly ^Annually 

13. Currenl LocaUon(s) (Bldg., Floor, Room) 

15. Access Restrictions (If Yes. cite Law(s) & Regulation(s) 

• Yes B*<r 

17. is an Index System used? If yes, explain briefly and describe requirements 
• Yes B"No 

19. Name and Title of Preparer 

9. Volume 

Number 

• File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape's) 
• Other (specify) 

10. 4"""»l Accumulation 

- / 
Number 

(B^ileDrawer(s) 
• Microfilm Reelfs) 
• Computer Tapefs) 
• Other (specify) 

12. File Becomes Inactive After 

Number • Month(s) BfSarfs) 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 
• Yes GJ*6-

16. Audit Requirements 

Q-tfone • State • Federal • Independent 

18. Recommended Retention 

rt an - p <4~ nvjGLn en 4 

20. Telephone Number 

4/6-^73-79*? 
2 1 . Date 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1 . Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

•110-799-1930 

2. Division 

& A w p * i'&4rtt4*v<2-

AGENCY RECORDS INVENTORY 

PAGE 

3. Unit 

nfa. 

puses ' " " 1 K E C 0 R D S e " " a > - A g r ° U p ° ' r e , a t e d nonnany Hied and used as a unit for reference as well as retention and disposition 

4 . Record Series Title 

Per <*mrve ( TV|€4 
5. Earliest Year/Latest Year 

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

series.) (^pVcAiUw^a^kkvc, K^M4A i'dSu-re2_n<ic_ r^m-^ > ,nic«-̂ w r « f « r H ( JL«'&evpl\o<2r^ 

7. Record Series Formal(s) list all 

@<etter Size • Microfilm 

fj Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

11. File is Used 

• Daily • Weekly 

8. Record Series Sequence 

[^alphabetical 

n Numerical 

• Chronological 

• Geographical 

• Other (specify) 

• Monthly H^nnually 

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

15. Access Restrictions^ Yes. cite Law(s) & Regulation(s) 
• Yes GJ-rtb 

17. Is an Index System used? If yes. explain briefly and describe requirements 
• Yes Q̂ To 

19. Name and Title of Preparer 

S 550-4 (Rev. 1/93) 

9. Volume 

Number 

• File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
Q Other (specify) 

10. Annual Accumulation 

Number 

Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 
• Other (specify) 

12. R e Becomes Inactive After 

Number • Month(s) • Yearts) 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office) 
• Yes B-tlS' 

16. Audit Requirements 

B'None • State • Federal • Independent 

18. Recommended Retention 

(Ton - p«U"T*\<in <2-n i 

20. Telephone Number 21 . Date 



Instructions -Type or Print a separate form for 

e a c h new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1 . Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. Division 

AGENCY RECORDS INVENTORY 

/ 3 -

3. Unit 

n/o_ 

pu C rposes U N : " g r ° U p 0 1 r e l a t e d records * * and used as a unit tor reierence as well as retention and disposition 

4 . Record Series Title w - ^ 

C s ^ n ^ ' l ( \ W - U c ^ ^cuj*k 

6. Record Senes Descnption (Briefly describe the types of information/documents/forms 

series.) [n^iJ^x 6 ? <Lcuruu'\ Wecrkm^S 

7. Record Series Formal(s) Usl an ~~ 1 B ~ < O .,—^ r 

5. Earliest Year/Latest Year 

found in the series. Include the purpose or function of the 

tetter Size • Microfilm 

• Legal Size • Computer Tape 

rjj^udio Tape • Roppy Disk 

l~l Bound Book • Video Tape 

l~l Other (specify) 

• Alphabetical 

• Numerical 

UJ<5nronological 

• Geographical 

• other (specify) . 

9. Volume 

Number 

f~l File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

Number 

• File Drawees) 
• Microfilm Reelfs) 

• Computer Tape(s) 
©•tSther (specify) feg^Ju 

• Oaily • Weekly Q^tonthly • Annually 

13. Current Location(s) (Bldg., Roor, Room) 

15. Access Restrictions (If Yes, cite Law(s) & RegulaUon(s) 
• Yes Bflo" 

17. Is an Index System used? If yes. explain briefly and describe requirements 
• Yes Qllo' 

19. Name and Title of Preparer 

iS 550-) (Rov. 1/93) 

12. File Becomes Inactive After 

Number • Month(s) • Year(s) 

14. Is Record Series Duplicated Elsewhere? (If yes, specif/ agency or office) 
• Yes (0lfo 

16. Audit Requirements 

• None • State • F e d e r a l Blffdependent 

18. Recommended Retention 

20. Telephone Number 2 1 . Date 

C- (£-



Instructions -Type or Print a separate form for 

e a c h new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1 . Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. Division 

AGENCY RECORDS INVENTORY 

3. Unit 

p U ™ e s " N : K E C O R D S b ^ : A 9 r 0 U P ° ' r e , a t e d " * o r d s " ° ^ l . y f,.ed and used as a unit tor reference as well as relenlion and n i s n n ^ n 

4 . Record Series Title :. rxcouiu oenes line 
5. Earliest Year/Latest Year 

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

series.)m i / jOtes froM M&^fMS of 7?Ld.r\niM*f>oMm (LoHHftH.'ey 

7. Record Series Formal(s) Lisl all 

[2 Letter Size • Microfilm 

| I Legal Size f j Computer Tape 

• Audio Tape • Roppy Disk 

fj Bound Book Q Video Tape 

• Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly GfAnnually 

8. Record Series Sequence 

• Alphabetical 

n Numerical 

""^Chronological 

• Geographical 

• Other (specify) 

13. Current Locations) (Bldg., Floor, Room) 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 
• Yes Q-fJo*" 

17. Is an Index System^sed? If yes. explain briefly and describe requirements 
• Yes 0>lo 

19. Name«and Title of Preparer 

•S 550-4 (Rev. 1/93) 

9. Volume 

Number 

Q File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• other (specify) 

10. Annual Accumulation 

Number 

JEETrTieDrawerts) 

• Microfilm Reei(s) 
• Computer Tape(s) 
• Other (specify) 

Number 

Becomes Inactive After 

• Month(s) J3-?ear(s) 

14. Is Record SeriesDuplicaled Elsewhere? (If yes, specify agency or office.) 
• Yes B^jo 

16. Audit Requirements 

'None • State • Federal • Independent 

18. Recommended Retention 

20. Telephone Number 

Wot7J7fA9 
21 . Date 



Instructions -Type or Print a separate form for 

e a c h new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1 . Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

. 410-799-1930 

2. Division 

AGENCY RECORDS INVENTORY 

e STor It-

3. Unit 

puTpoleS

UN:
 K b C ° R D S b m C & : A ^ U P 0 t re,ated " * ° r d * " ^ a l l y tiled and used as a unit for reference as wel, as re.en.inn ̂  r , , n ^ n 

Record Series Title 
5. Earliest Year/Latest Year 

S ^ R e ^ n e s D ^ Indude the purpose or function of the 

JfetoYdSoT fend oM>td huj 7 5 W 
7. Record Series Format(s) Usl all 

EjLetterSize • Microfilm 

BfLegal Size • Computer Tajfe 

f~l Audio Tape • Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify) 

11. File Is Used ' ' 

• Daily Q Weekly • M o n t h l y 0AnnuaHy 

8. Record Series Sequence 

• Alphabetical 

I I Numerical 

• Chronological 

• Geographical 

• Other (specify) 

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

15. Access Rest/fctjons (If Yes. cite Law(s) 4 Regulation's) 
• Yes [7Jn0 

17. Is an Index SyslerjMised? If yes. explain briefly and describe requirements 
• Yes 0 N o 

19. Name and Title of Preparer 

9. Volume 

Number 

D File Drawer's) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 
_ J 

Number 

File Drawer's) 

• Microfilm Reel(s) 

• Computer Tape's) 

• Other (specify) 

12. File Becomes Inactive After 

Number • Month's) • Y e a r ' s ) 

14. Is Record SeriesDuplicated Elsewhere? (If yes. specify agency or office.) • Yes J/Uio 
16. Audit Requirements 

'None • state • Federal • Independent 

18. Recommended Retention 

20. Telephone Number 

Hu> &73 Tlrf 
2 1 . Date 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1 . Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. Division 

p u ™ 0 ' " K L L U K D A 9 r 0 U p o t related record* "°-ma.ly fi.ed and 

AGENCY RECORDS INVENTORY 

PAGE 

3. Unit 

used as a unit for reference as well as retention and disposition 
4 . Record Series Title 

, 6. Record Series Description (Briefly describe the types of lnformation/documents/f( 

5. Earliest Year/Latest Year 

series.) O l>XrtW / W , o ^ ^ " - ^ • " • • ™ — - ^ ' o n ^ u n d in the series. Include the purpose or function of the 

7. Record Series Formal(s) List all 

£"fLetlerSize • Microfilm 

• Legal Size Q Computer Tajte 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

11. File is Used 

Daily • Weekly Q Monthly • Annually 

13. Current Locations) (Bldg.. Floor. Room) 

15. Access Restrictions (If Yes. cite Law(s) & Reguiation(s) 
• Yes ja*No 

17. Is an Index Systern.used? If yes. explain briefly and describe requirements 
• Yes f̂ TNo 

19. Name and Title of Preparer 

• 550-4 (Rev. 1/93) 

6. Record Series Sequence 

• Alphabetical 

f~l Numerical 

(^Chronological 

• Geographical 

• Other (specify) 

9. Volume 

Number 

D File Drawerfs) 

• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify) 

10-^nnual Accumulation 

Number 

ile Drawer(s) 
• Microfilm Reel(s) 
• Computer Tapefs) 
• Other (specify)__ 

12. File Becomes Inactive After 

Number • Month(s) • Yearts) 

14. Is Record SeriesDupiicated Elsewhere? (If yes, specify agency or office.) 
• Yes 0 N o 

16. Audit Requirements 

• None gfstate • Federal • Independent 

18. Recommended Retention 

20. Telephone Number 2 1 . Date 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1 . Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

2. Division 

AGENCY RECORDS INVENTORY 

PAGE. ~7 o f » a 

3. Unit 

4 . Record Series Title 
5. Earliest Year/Latest Year 

7. Record Series Format's) List all 
8. Record Series Sequence 

[3^ellerSize • Microfilm • Alphabetical 

• Legal Size • Computer Tape D Numerical 

• Audio Tape • Floppy Disk 
jZTChronological 

• Bound Book • Video Tape 
• Geographical 

f~l Other (specify) 
• Other (specify) 

• Daily • Weekly • Monthly jgAnTually 

13. Current Locations) (Bldg., Floor, Room) / • «r" 

Tom ofPt'l^^d *U6#MH*LdPPsit*) 
BLJ>6~J 15. Access Restrictions^ Yes. cite Law's) & Regulation(s) 

• Yes 0 l 5 o 

17. Is an Index Systepvused? If yes. explain briefly and describe requirements 
• Yes Q No 

19. Name and Title of Preoari 

KtCW 

> 550-4 (Rev. 1/93) 

9. Volume 

Number 

• File Drawer's) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

Number 

Drawer's) 
• Microfilm Reel(s) 

• Computer Tope(s) 
• Other (specify) 

^j^jj^Becomes Inactive After 

Number • Month(s) • Y e a r ' s ) 

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

16. Audit Requirements 

0 l5one • State • Federal • Independent 

18. Recommended Retention 

20. Telephone Number 2 1 . Date 



jnstruciJons -Type or Print a separate form for 

e a c h new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1 . Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

2. Division 

AGENCY RECORDS INVENTORY 

PAGE 2 OF 

3. Unit 

4 . Record Series Title # 

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

5. Earliest Year/Latest Year 

7. Record Series Formal(s) Ust all 

gft'etterSize • Microfilm 

• Legal Size • Computer Tade 

r~l Audio Tape • Floppy Disk 

f j Bound Book • Video Tape 

• Other (specify) 

11. File is Used 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

EfChronologlcal 

D Geographical 

• Other (specify) 

• Daily • Weekly B^lonthly • Annually 

13. Current Localion(s) (BJdg., Floor. Room) 

15. Access Restrictions (If Yes. die Law(s) & RegulaUon(s) 
• Yes EfNo 

17. Is an Index Syslemused? If yes. explain briefly and describe requirements 
• Yes gtio 

19. Name and Title of Preparer 

> 550-4 (Rev. 1/93) 

9. Volume 

Number 

• File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

12.^lle Becomes Inactive After 

Number •Month(s) QYeTrfs) 

14. Is Record SeriesDuplicaled Elsewhere? (If yes, specify agency or office.) 
• Yes gTNo 

16. Audit Requirements 

'None • State • Federal • Independent 

18. Recommended Retention 

20. Telephone Number 21 . Date 



Instructions -Type or Print a separate form for 

e a c h new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1 . Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

2. Division 

AGENCY RECORDS INVENTORY 

PAGE _ I _ o r X ^ 

3. Unit 

SSSeT* R E C 0 R D
 A 9 r ° U P 0 1 r e l a t e d r e c o r d s " o r m a " y " * and used as a unit for reference as wel. as retention and disposition 

4 . Record Series Title _ " — T 
5. Earliest Year/Latest Year 

6. ^^°?^J^«**» * • < v p e s ^ n f o r m a « i ^ ^ 0» senes. Include the purpose or function of the 

7. Record Series Format's) Ust all 

f/fLetterSize • Microfilm 

• Legal Size • Computer Taj)e 

|~l Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

11. File is Used 

• Daily 

B. Record Series Sequence 

• Alphabetical 

<Q Numerical 

• Chronological 

• Geographical 

• Other (specify) 

'eekly Q Monthly Q Annually 

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

15. Access ResWcttons t̂f Yes. cite Law(s) & Regulalion(s) 
• Yes g^No 

17. Is an Index Systerryjsed? If yes, explain briefly and describe requirements 
• Yes 0 " N O 

19. Name and Title of Preparer 

9. Volume 

Number 

I I File Drawer's) 

• Microfilm Reel(s) 

• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

File Drawer's) 
• Microfilm Reel(s) 

• Computer Tape's) 
• Other (specify) 

12. F£e Becomes Inactive After 

• Month(s) • Year(s) Number 

14. Is Record SerfesDuplicated Elsewhere? (If yes, specify agency or office.) 
• Yes GgfJo 

16. Audit Requirements 

r ^ r . 
kfNone • State • Federal • Independent 

18. Recommended Retention 

20. Telephone Number 21 . Date 



Instructions -Type or Print a separate form for 

e a c h new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1 . Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

2. Division 

? . fm)^ U " : K b U U K L - s b K I E S : Agroup ot related records normally filed and used 

AGENCY RECORDS INVENTORY 

\h OF IX 

3. Unit 

as a unit for reference as well as retention and disposition 

4. Record Series Title 
5. Earliest Year/Latest Year 

7. Record Series Formats) List ell 

|~"fLeller riellerSize f j Microfilm 

n Legal Size f_H Computer Tap's 

• Audio Tape • Roppy Disk 

f~l Bound Book • Video Tape 

• Other (specify) 

11. File is Used 

8. Record Series Sequence 

• Alphabetical 

f~| Numerical 

^^Chronological 

• Geographical 

• Other (specify) 

• Dally • Weekly • Monthly r^^nnually 

13. Currenl Locatonfs) (Bldg., FloorJJoom) . ytTvi "Tl 

15. Access Restriction (If Yes, cite Law(s) & Regulation(s) 
• Yes 0 N O 

17. Is an Index Syslerrujsed? if yes, explain briefly and describe requirements 
• Yes (""fNo 

19. Name and Title of Preparer 

9. Volume 

Number. 

• Rle Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

0File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

12. Rle^ecomes Inactive After 

• Monthts) Number 'ear(s) 

14. Is Record SeriesDupCcated Elsewhere? (If yes. specify agency or office.) 
• Yes 0 ^ 0 

16. Audit Requirements 

"None • State • Federal • Independent 

18. Recommended Retention 

20. Telephone Number 2 1 . Date 

5S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

1 . Department/Agency 2. Division 3. Unit 

£ffSSUUN:
 K b c u K U S b K I E S : A g r o u p 0 1 r e l a t e d r e c o r d s n o r m a l | y f i l e d a " d "sed as a unit for reference as well as retention and disposition 

4. Record Series Title 
5. Earliest Year/Latest Year 

6. Record Senes Description (Brieflydescribe the types of Information/documents/forms found in the series. Include the purpose or funcUon of the 

3 
7. Record Series Formal(s) Osl all 

B l o t t e r Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

f~| Bound Book • Video Tape 

Q Other (specify) 

11. File is Used 

8. Record Series Sequence 

• Alphabetical 

i~l Numerical 

[^Chronological 

• Geographical 

• Other (specify) 

• Daily • Weekly Monthly • Annually 

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

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 
• Yes Q'No' 

17. Is an Index Systenry«od? If yes. explain briefly and describe requirements 
• Yes 0 ^ o 

19. Name and/Title of Preparer noiline oi Preparer 

9. Volume 

Number. 

t' : 
• File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

IQ^inual Accumulation 

Number 

File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

1 12. File Becomes Inactive After 

Number • Monlh(s) earfs) 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office) 
• Yes Efto 

16. Audit Requirements 

IZrfone • State • F e d e r a l • Independent 

18. Recommended Retention 

ft Ofr- ptrM A 

20. Telephone Number 

Hid £ 7 3 7 f tf\ 
2 1 . Date 

S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1 . Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

2. Division 

AGENCY RECORDS INVENTORY 

PAGE 

3. Unit 

So N

S es° N : R E C 0 R U ^ " ' ^ A 9 r ° U P 0 t re'ated r e c o r d s n o r m a l | y filed ™ * "sed as a unit for reference as well as retention and disposition 

4. Record Series Title 

7 ^ Mi. Uorks 
5. Eariiest Year/Latest Year 

6. Record Series D e s ^ B r i e f l y des^be the types of information/documents/forms found in the series, .ndude the purpose or function of the . 

7. Record Series Format(s) List all 

y 
0 Letter Size • Microfilm 

1 I Legal Size O Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

11. File Is Used 

8. Record Series Sequence 

• Alphabetical 

Q Numerical 

Q '̂Ghronotogical 

• Geographical 

• Other (specify) 

• Daily 0 Weekly Q Monthly • Annually 

13. Current Locations) (Bldg., Floor, Room) 

7?)lrJ/V OFFICE 
15. Access Restrictionsj(lf Yes, cite Law(s) & Regulation(s) 

• Yes 0 N o 

17. Is an Index System^sed? If yes. explain briefly and describe requirements 
• Yes 0 N o 

19. Name and Title of Preparer 

9. Volume 

Number.. 

• File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

10-^nnual Accumulation 

Number 

"?fHle Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

Number 

12. g o Becomes Inactive After 

• Month(s) EfYearfs) 

14. Is Record SeriesDypiicated Elsewhere? (If yes, specify agency or office.) 
• Yes 0^"o 

16. Audit Requirements 

• None £ f s i a t e • F e d e r a l •independent 

18. Recommended Retention 

20. Telephone Number 2 1 . Date 

if-ST-
3 550-4 (Rev. 1/93) 


