18.01 IWIF

Reporting Agency

Injured Workers Insurance Fund
Distribution Center

Division or Unit

R

D‘epartmeht of General Services
Records Management Division
7275 Waterloo Road (Rte. 175)

P.O. Box 275

Jessup, Maryland 20794-0275

Prepare in duplicate

Retain one (1) copy and
forward original to
address at left.

CERTIFICATE OF RECORDS DISPOSAL

Authorization
Description of Records . Inclusive Dates of Vqurpe Date of Method of
No. (Same Titkf as listed on Schedule) Retention Records Destroyed Cubic Di | Di |
. Schedule ye Feet ISposa Isposa
No. Item No.
96wW8s8 Claim Checks 1249-A1 4 1993 86 1/2006 RECYCLE

| hereby certify that the records listed above were disposed of as indicated

Charlie P Lopez

Records Center Manager

June 30, 2006

Signature
DGS 550-2 (Rev. 1/93)

Title

Date



RECORDS TRANSMITTAL AND RECEIPT

o D!PA!TIINT(I'GlNlliLlllVKIl-lTAT!IIbOﬂUIINNAGIIINTC!NTER
P.0. BOX 278, JESSUP, MD. 20794 (TELEPHOKE - T99-1379)

/ DIRECTIONS - PLEASE TYPE OR PRINT CLEARLY ALL ENTRES ™ %%

A. AGENCY 7N JURED WORKERS INSURANCE FUND

B. DIVISION/UNIT
DISTRIBUTION CENTER

C. MAILING ADDRESS

INJURED WORKERS INSURANCE FUND

8722 LOCH RAVEN BLVD.

TOWSON, MARYLAND 21286

D. PHONE NO.
410-494-2109

E. AGENCY OFFICIAL
EDWARD J. LEWANDOWSKI
———eeee o~ DIBECTOR OF DISTRIBUTTON CENTER

. DISPOS KITY
2. BOX 3. DESCRIPTION OF mm%//é 3 L

NUMBE RS e SCHEDULE, ITEM NO. .
! —= ot DI SPOSAL DATE ]

1 THRU 86 CLAIM CHECKS - JANUARY 1, 1993 - DECEMBER 31, 1993 5 YEARS

—— — - —

SCH. # 1249-4 [
ITEM i &4

R JANUARY 32049
2006

L T U8

, DGB 380-S(REV. 12/88) USE FLAIN UNLINED PAFER FOR CONTINUATION PAGES .~ - -l oo Sl

.L . ‘ ’ ‘




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No.

RECORDS RETENTION AND DISPOSAL SCHEDULE 1249a1
| o Page 1 of
|Rgency Injured'Workers' Insurance Fund Division/Unit Accounting/

12

|Medical Payment Voucher for Payment to
|Medical Vendors.

Requisitions

Temporary Total and Permanent Partial
Requisition for Payment to Claimants.

A.
Claim Checks

For Permanent Partial Payments, Temporary
Total Payment and Medical Payment.

| receipt, the

Data Control
Item . .
No Description Retention
ADMENDMENT TO SCHEDULE 1249
11 Vouchers

Retain in State Rec r¢s
Center five (5) years -~
thereafter from date of
receipt. then destroy.

,4

Retain in State Record
Center five (5) years
thereafter from date of

receipt, then destroy.

Retain in State Record
Center for ten (lO)«years
thereafter from, date.

1Title

Approved by Department Agency,_

Type Name_Ednard_Lenandnmskl

Director - Accounting/Data

Control

Schedule Authorized by State

or Division Representative. Archivist.
signature

Signature“ 54"l~4/y//

DGS 550-1 (Rev. 10/92)




05.06 COMP

Department of General Services
Records Management Division
7275 Waterloo Road (Rte. 175)

P.O. Box 275
Jessup, Maryland 20794-0275

]

CERTIFICATE OF RECORDS DISPOSAL

] Prepare in duplicate
Reporting Agency

Retain one (1) copy and
forward original to
address at left.

Revenue Administration Division
Income Tax

Division or Unit

Authorization
- Description of Record Inclusive Dates of | YolMe | pate of Method of
No. escription of Records Retention - Cubic ' ;
(Same Title as listed on Schedule) Schedule Records Destroyed Feet Disposal Disposal
No. Iitem No.

92W334 Corporation ( 5 Million ) 2971 26 1986 256 1/2006 RECYCLE
92W340 Corporation ( 4 Million ) 2071 26 1986 93 1/2006 RECYCLE
93W119 C.RB. 2071 72 28 1/2006 RECYCLE
01W398 506 With Holding 2071 23 1999 89 1/2006 RECYCLE
01W399 508°s 2071 31 1999 31 1/2006 RECYCLE
02W216 Paper W-2's & Magmedia 2071 27 2000 240 1/2006 RECYCLE
02wW217 506 Withholding Documents | 2071 23 2000 94 1/2006 RECYCLE
02Wee7 Amended Returns 2071 43 2000 115 1/2006 RECYCLE
02W701 | Reflie 2071 43 2000 49 1/2006 RECYCLE
03We663 EL 101 2071 28 2001 32 1/2006 RECYCLE
04W164 Doc - Loc Returns 2071 28 2003 3391 1/2006 RECYCLE

I hereby certify that the records listed above were disposed of as indicated

Charlie P Lopez

Records Center Manager

January 30, 2006

Signature
DGS 550-2 (Rev. 1/93)

Title

Date




DIRZCTICNS - PLEASZ TY

ECHF=VfCLmL¢

b‘)

ALL ENTRIZS

TATE AEce
795 (T"‘L:‘F“

DERE
NE -

ﬂ{l

A:‘!h‘;EHE:‘!T =3
725-1379) .

. . b H

o) AGINCY COC: ACTESSION NO. DATE RZC'D
240104 OE;O(DO, -

ey ACENCY ’

- -

Maryland Inc Takx Div. 23:3 .

) OVIEDHIUNIT LecATCH - NO. OF CU. FT.

3 RA_\M“F

"Corporation

¢ &) MAILING ASORESS

Income qu Divisioh
Office of the Comptroller
Carroll Street.

52

sscnc.\us'._7

REZCOADS CENTER MANAGER

256

Annann\is MAd 21411
°) AG".CY CF‘\CIAL PMONE NO.
o TO BE COMPLETED AT
_ _ STATE RECORDS MANAGEMENT CENTER.
Charles L. Anhthony 974-2891 :
2. 80X 3. DESCRIPTICM CF RECNRCS 4 DISEOSAL AUTECSITY
NUM3ERS WITH INCLUSIVE DATES jogs (SCHEZDULE, (TEM NQ., DISPGEAL DATT
2
1 5000002 5000158 .
2 5000359 £000358
3 5000359 5000598
4 5000600 5000939 : N
5 5000940 5001199
6 t 5001700 5001499
e 5001500 5001799
8 5001800 5002049
9 5002050 5002334
10 5002335 5002629
11 5002630 5002934 \
12 5002935 5003199
13 5003200 5003469
14 5003470 5003734
15 5007335 5004049 //0‘2
16 5004050 5004299
17 5004300 5004599
18 5004600 5004939 < . \\ y/(
19, 5004940 5005199 I /g?ﬁﬂ%%’
20 5005200 5005439
21 5005440 5005739
22 5005740 5005999 /6 /06
23 5006000 5006269 .
24 5006270 5006534
25 5006535 5006834
26 5006835 5007099
27 5007100 5007399
28 5007400 5007599
29 5007600 ) 5007899
30 5007900 5008188
" 31 5008200 5008499
32 5008500 5008724
33 5008725 5008969

DGS 220 - § (ASV. 4/84)

‘sa PLAIN UNLINED PAPER FOR CONTINUATICN PAGES)'




LRPT S S N R A LR L

b CZPAATHENT CF CIMENAL €3aYicss — 8TATE R xs
- ' P.0..EO} 273, JI33UP, tiD. 20704 (TELEPHONE - 793-1379)

DIRICTICHS - PLEASE TYPE OF PRINT CLEARLY ALL ENTRIZS .

s

) AGENCY CCC'E

240104
) AGENCY

Maryland Inc Tax Div.

ACTESIICM MO,

) OISIDHIUNIT

Corporation

LCCATICN - NQ. OF Cu. FT.

‘RANGE . SECTICM(S)

) MAILNG ASORESS
Income Tax Division .
Office of the Comptroller

RECOAOS CENTER MANACER

Carroll Street
d 21411
} AGENCY CFRICIAL PHONE NQ.
: ) TO BE COMPLETED AT ,
: . : STATE-RECORDS MANAGEMENT CENTER
Charles L. Anthony 974-2891 .
| HOX 3. CESCRIPTION CF RECORDS 4, DISPOSAL AUTHCEITY
NUMIERS WITH INCLUSIVE DATES 1986 (SCHEDULE, ITEM'NO., DISPCSAL NATE)
34 5008970 5009199
35 5009200 5009488
36 5009489 5009699
37 5009700 5009947
. 38 5009948 5010029
.39 5010030 5010369
40 5010370 5010599
41 5010600 5010799
42 5010800 5011034
43 5011035 5011234
" 44 5011235 5011399
45 5011400 ‘ 5011649
. 46 5011650 5011849 '
S .47 5011850 5012074 \
.48 5012075 5012274
49 5012275 5012499
50 5012500 5012734 .
51 5012735 5012979
52 5012980 5013164
€3 5013165 5013369
54 5013370 5013569
55 5013570 5013799
56 5013800 5013999
57 5014000 5014179
58 5014180 5014369
59 5014370 5014569
60 5014570 5014769
61 "5014770 5014999
62 5015000 5015199
63 5015200 5015434
64 5015435 5015634
65. 5015635 5015799
6.6 5015800 5016034

S 850 - 5 (REV, 4/24)

5pu.m UNUINED PAPER FOR CONTINUATICN PAGES)

A




AVS AT ] DAL e PTRERT L

P.0. EOX

DIRICTICHS - PLEASE TYPE CF PRINT CLEARLY

o Yl e e e

-?AﬂTN—JTCrC‘EE AL SERYICES — STATE AECCE
) JE3ZUR, LD, zn,as(*bL:;

ALLENTGES

3 ; ‘]h‘..::HF.:"]T CEMTER
NE - 753-14/9)

Corporation

€@ MAIUNG ADORESS
Income Tax Division

Carroll Streeéet

‘Office of the Comptroller

‘RANGR

s) AGINCY COCE ACTESSICN MNO. DATE RZCD
240104 =
B} AGINCY
Maryland Inc Tax Div.
€) NVISIDHIUNIT | LOCATCH - NO. OF CU. FT.
SECTICN(S)

* RECOROS CEMTZR MANAGCER

| 1 Md 21411
8) AQGENCY CFRICIAL PHGNE NO. ‘
- TO BE COMPLETED AT ,
: ' . STATE RECOADS MANAGEMENT CENTER
Charles L. Anthony 974-2891
2. BOX . a. D=SCPIP'HCN GF RECORDS . 4. Dl'—“‘OaAL AUTHCHITY
HUM3ERS WITH INCLUSIVE DATES 1986 (SCHEZDULE, ITEM HO., DISPCSAL DATE)
67 5016035 5016249 .
68 5016250 5016399
69 5016400 5016634
70 5016635 5016849 /
71 5016850 5017069
72 5017070 5017274
73 5017275 5017467
74 5017468 5017699
75 5017700 5017929
76 5017930 5018169
77/ 5018170 5018399
78 5018400 5018599
79 5018600 5018799
80 5018800 5018976
81 5018977 5019169
82 5019170 " 5019357
83 i 5019358 5019569 -
84 - 5019570 5019769
85 5019770 5019973 -
86 5019974 5020159
87 5020160 5020324
88 5020325 5020499
89 5020500 5020649
90 5020650 5020839
91 : 5020840 5020979
92 -~ 5020980 5021174
93 5021175 5021320
94 ‘ . 5021321 5021449
95 j 5021450 5021619
96 5021620 5021774
97 5021775 5021924
98 5021925 5022059 “
99 - 5022060 5022234
100 5022238 50223909

S 820 - § (ASV. 4/24)

11SE PLAIN UNLINED PAPER FOR CONTINUATICN PAGES)



§ioasdihiaendin &0

MR LY NP s P |

CZPARTIENT CF CENERAL SEAVICES — STATE ﬂECC.‘-.éS PANARINZNT CENTZER

P:0. £0X 273, JI33UR, faD. 20703 (TELEFHONE - 759-1379)

DiAZCTICNS - PLEASE TYPE C3 PRINT CLEARLY ALL ENTRISS

a). AGENCY cect: ACTESSIICN MO. OAVE RZCD
’ A
240104 B
|

by AGINCY

Maryland Inc Tax Div.
) OVISIDNIUNIT . LOCATICH - 'NO. OF CU. FT.

SECTICN(S)

" Corporation

‘RANGE

¢) MAILING ASDRESS

Carroll

Income Tax Division
Office of the Comptroller
Street

d 21411

- RECOADS CENTER MANAGER

.

o) iGzNCY CRaCIAL PHONE NO. " — -
: . TO BE COMPLETED AT
, . STATE RECOADS MANAGEMENT CENTER
Charles L. Anthony 974-2891
2. BOX a. DESCRIPTICH OF RECORCS ' 4 . DISSOSAL AUTECEITY
KUMBERS WITH INCLUSIVE DATZS 1986 (SCHEDULE, ITEM HO., DISPGSAL DATE)

235 5045700 5045874
236 5045875 5046029
237 5046030 5046269

238 5046270 5046434

239 - 5046435 -~ 5046584 . ,

1240 5046585 -1 5046749
241 5046750 5046899
242 5046900 5047064
243 5047065 5047299
244 5047300 5047424

' 245 5047425 5047599
246 5047600 5047834
247 5047835 5048061

248 5048062 ° 5048424
249 5048425 5048599
250 5048600 5048767
251 5048768 5048999
252 5049000 5049199 - o
253 5049200 5049381 ;
254 5049382 5049599 ' . -
255 5049600 5049799 °©
256 5049800 5050054 N

GS 550 - § (REV. 4/24)

1IcT PLAIN UNLINED PAPER FOR CONTINUATICN PAGES)
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LiJa

e el ¥7e wd Al

R AR R R K LR TN L N RO 3 v P |

ok ?AW’B—?TCrC—EE SAL €

P.0.EOX 2

SZAYVICES — STATE §
JE35UP, 1D, 20703 (TELEP

'c

D3 MAMASINZNT cuNTIR

\E

753-1379)

Corporation

MAIUNG ACORESS

Income Tax Division
Office of the Comptroller
Carroll Street

DIRICTICNS - PLEASE TYPE 3 PRIHT CLEARLY ALL BENTRISS
) AGINCY COCY | ACTESSICM KO, DATE FEC'D
240104 =
k) ACINCY
'Maryland Inc Tax D%v.
) OMISIOHIUNIT -LOCATICH - o NO. OF CU. FT.
i ‘RANGE T SECTICM(S)

" RECOADS CENTER MANACER

133

S 550 -5 {(REV, 4e4)

-

MA_ 21411
) AGENCY CFRICIAL PHGNZ NO.
_ . TO BE COMPLETED AT .
' STATE RECOADS LANAGEMENT CENTER
Charles L. Anthony 974-2891 . '
D, BOX 1 CESCRIPTICH CF RECOACS 1986 4. DISPOSAL AUTHCHITY
NUMAERS WITH INCLUSIYE CATES {GCHZDULE, ITEM MO., DISPOSAL DATE)
101 50224C0 5022537
102 5022538 5022713
103 5022714 5022819
104 5022820. 5022953
105 5022954 5023099
106 5023100 5023228
107 5023229 5023349
108 5023350 5023499 .
109 5023500 5023659 .
110. |0 5023660 5023799
111 5023800 5023899
112 5023900 5024033
113 5024034 5024179
114 5024180 5024324
115 5024325 5024499 ¢
116 5024500 5024669 .
117 5024670 £024824
118 5024825 5024974
119 5024975 5025124 ’
120 5025125 5025320
121 5025321 5025534 ,
122 5025535 ; 5025634
123 5025635 5025754 .
124 5025755 5025916 '
125 5025917 5026049
126 - 5026050 5026188
127 5026189 5026319
128 . 5026320 5026499
129 5026500 5026619
130 5026620 5026749
1.31 5026750 5026967
132 5026968 5027089
5027090 5027249

6Pu.m‘ UNLINED PAPER FOR CONTINUATICN PAGES)
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PR I N I

P T o

Corporation

9 u}.num AOORE3S

Income Tax Division
Office of the Comptroller
Carroll Street

- e D ?:\T"‘*—-ﬂ CcF C='~'='~"AL C'P‘! £E5 = .:l.\TE -I:C"“' ‘iA.-lnC:.‘iEZ CENTER
* p.0. B0:¢ 275, JE335U2, TaD. 20704 ("..LZP"‘O\: 753 1373)
.DIRZCTICHS - PLEASE TYPE OF °§l.‘iT CLEARLY ALL 8NTRIES '
o) AGZNCY CCCE ACTESS:CN MO, OATE FECD
240104, -
' )
B) ACINCY
Maryland Inc Tax Div.
) OVISIDH/UNIT " 'LCCATICH. NO. OF CU. FT
‘ ‘RANGE SECTICN(S) ,

" RECOAODS CENTEZR MANACER

¢

PGS 850 - S (REV. 424)

i1SE PLAIN UNLINED PAPER FOR CONTINUATICN PAGES)

Annapnlls, MAa 7fd11 =
9) AGENCY CFRCIAL PHCNE NO.
TO BE COMPLETED AT
, STATE RECORDS MANAGEMENT CENTER
Charles L. Anthony 974-2891 . ,
=1 4, DISPOSAL AUTHCEITY
* E'g’)f:asas > DVISICTEITQ C-f'-ﬁiféf’ff s 1986 (SCHEDULE, [TEM NO., DISPCSAL DATE)
134 5027250 5027474
135 5027475 .. 5027624
136 5027625 5027799
137 5027800 - 5027999
138 5028000 5028139
139 5028140 5028299
140 5028300 5028534
ig 5028535 5028774
142 5028775 5028969
143 5028970 5029169
144 5029170 5029369
145 5029370 5029564
146 5029565 5029749 °
147 5029750 5029884
148 5029885 5030067 )
149 5030068 5-30199
150 5030200 5030349
151 5030350 5030519
152 5030520 5030664
153 5030665 5030859 !
154 5030860 5031049
155 5031050 5031249
156" 5031250 5031424
157 5031425 5031624
158 5031625 5031824
159 5031825 5031999
160 5032000 5032179 )
161 5032180 5032364
162 5032365 5032599
163 5032600 5032799 .
164 5032800 5032969
165 5032970 5033184
166 | ' 5033185 5033434 o
167 5033435 5633649




o

CEPAATHENT CF CENES ALE=?vm=3-t#iTEﬁ'c s
SE35UR, faD. 20704 (TELEPHONE -

.

DIRZCTICNS - PLEASZE 7Y

P.0. EOX 273

£ CA PIINT CLEARLY

ALL IENTRIES

MANAZEIMENT CENTZER
723-1379)

8} ACENCY cec: ACTESSICN MO, OATE F2CD
240104 i =
M. AGINCY
Maryland Inc Tax Div.
€) OIVISIDHIUNIT. _LocAnch - ,  NO.OFCU.FT.
‘RANGE SECTICN(S)

- Corporation

s @) MALING ADORE3SS

Income Tax Division

Office of the Comptroller

~Carroll Str

eet

RECOROS CENTER MANAGER

Annapolis, Md 21411

o, AGENCY CFRICIAL PHMCONE NO. ‘
: TO BE COMPLETED AT
o STATE RECORDS MANAGEMENT CENTER
Charles L. Anthony 974-2891,
2. BOX a. CESCRIPTICM CF RECHRDS - DISPOSAL AUTHCEITY
KUMAERS WITH INCLUSIYVE DATES : 1986 (SCHEDULE, ITEM NQ., DISPCSAL DATE)
168 5033650 5033859
169 + 5033860 5034074
170 5034075 5034234
171 5034235 . 5034324
172 5034325 ° 5034524
173 5034225 5034699
174 5034700 5034899
175 5034900 5035099
176 5035100 5035299
177 5035300 5035469
178 5035470 5035584
179 5035585 5035779
180 5035780 5035944
181 5035945 5036124 ,
182 5036125 5036399 '
183 5036350 © 5036579
184 5036580 5036774
185 5036775 5036984
186 5036985 5037174 |
187 5037175 5037399
188 5037400 5037629
189 5037630 5037837 .
190 5037838 5038049
191 5038050 5038229
192 5038230 5038419
193 5038420 5038534
194 5038535 , 5038699
195 5038700 5038874
196 5038875 5039074
197 5039075 5039269
198 5039270 5039464
199 5039465 5039679
200 5039680 5039849
201 5039999 _ '

DG3 £50 - 5 (AEV. 4rR4)

5039850

USE PLAIN UNUINED PAPER FOR CONTINUATICN PAGES)
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ORISR A N

EE

Fuiduc VT aEr”

tAIT 3PN

AL SARYICES — STATE AECCH

\

5045575

5S $50 . 5 (REV. 4/R4)

,el‘:F. PLAIN UNLINED PAPER FOR CONTINUATICN PAGES),

e

N CIEPAATEENT CF CIHER D3 MANARZNMINT CENTER
P.O. ED: 275, $333UD, 1D, 206703 (TELEFHONE & 7489-1379)
DIAZCTICNS - PLEASE TYSE CF PRINT CLEARLY ALL ENTRIES
8} ACINCY CCC’E )CCESS‘:C;O MO, DOATE F2CD
240104 B
B) ACINCY
Maryland Inc Tax Div.
¢) DVISIDHIUNIT .. LOCATICY .- NO. OF CU. FT,
"RANGE SECTICN(S)
Corporation
@) MAILING ACORESS
Income Tax Division | RECOROS CENTER MANAGER
Office of the Comptroller
Carroll Street
MA 21411
#) AGENCY CFeYCIAL . PHGONE NO. ~
o . TO BE COMPLETED AT ‘
_ : STATE RECOADS MANAGEMENT CENTER
Charles L. Anthony 974-2891 .
2. BOX 3. DESCRIPTICM CF RECNRDS I ; 4. DISPOSAL AUTHCSITY
NUM3ERS WITH INCLUSIVE DATES 1986 (GCHEDULE, (TEM HO., DISPGSAL DATE)
202 5040000 5040174
203 5040175 5040324
204 5040325 - .5040524
205 5040525 5040729
206 5040730 5040899
207 5040900 5041024
208 5041025 5041179
209 5041180 5041349
210 5041350 5041549 !
211 50641550 " 5041729
212 5041730 5041879
213 5041880 5042044
214 5042045 5042234
215 1.5042235 5042424
216 5042425 5042634
217 5042635 5042829
218 5042830 5042974
219 5042975 5043134
220 5043135 5043325
221 5043326 5043499
1222 5043500 5043669
223 5043670 5043844
224 5043845 5044024
225 5044025 5044224 .
226 5044225 5044399
227 5044400 5044569
228 5044570 5044734
229 5044735 5044924
230 5044925 5045099
231 5045100 5045269 V
232 5045270 5045399
233 5045400 - 5045574
234 5045699 e




DEPARTMENT CF GZINERAL SERVICES Schedulae No.
RECORDS MANAGEZMENT DIVISION a O ‘7 (
RSCORDS RETENTION AND DISPCSAL SCHEDULB
(Continuation Sheet) Page 7 of 15
IZemd 'y
No Description " Retenticn
RETURNS PROCESSING
23. Emplovers Return of Income Tax Withheld -
MW306
Returns submitted by employers showing Retain af the Revenue
the total 1ax, with adjustments, withheld from each Administration Center
employee’s salary during the reporting quarter. for | calendar year, then
transfer to the State
Management Center for !
4 calendar years, then
destroy.
24. Individual. Pass Through Entitv and Fiduciary
Declarzation of Estimated Tax — 502D.310D and 504D
Submitted by taxpayer to initiate payment of Retain at the Revenue
State taxes by estimation. The form shows the Administration Center
quarterly estimated tax to be paid by declaraticn for 1 calendar year,
and the amount accompanying the initial transfer to the State

Management Center
for 2 years, then destroy.

declaration.

25. Individual Pass Through Entity and Fiduciary
Estimated Tax Vouchers — S02DEP.S10DEP and 504DEP

Submitted quarterlty by the taxpayer along with the Retain at the Revenue
quarterly tax installment, these vouchers serve as Administration Center
billing notices for taxpayers who pay their state for 1 calendar year,
taxes by quarterly declardtion. * transfer to the State

Management Center
for 2 years, then destroy.

26. Corporation Income Tax Returns - Form 500
1996 and prior tax vears
Consists of annual tax returns filed by each’ Retain paper at the Revenue
corporation and association having income Administration Center
-allocable to the State under the provisions of the for 3 calendar years, then
Annotated Code of Maryland, unless otherwise transfer to the State
exempted. : Management Center for

15 years, then destroy.

DGS 550-1A (Rev. 10/92)

s



LI e wT IR ERERE S
P.0O. EDX 273, —3"03 t;D. 2[‘4‘34 ('"L
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RIS

e

T

Corporation

. @) MAUNG ACORESS '
Income Tax Division

Office of the Comprtoller
Street -
Maryland

Carroll

Annapolis,

o, ZFUG h=-4”91o.n
M % - . pQAg07MU9
D?."-II‘\‘:TIC-... - 7_- TYRE C’! OQ!HT CLEARLY ALL UBNTRIES
1) AGINCY CCCE ACTESSCH NO. DATE £2CD
1. ( :
) 240104 (:>ﬁ:> (:> (:)\
1 AGINCY _
Maryland Income Tax Division -
A oS0 LOCATICH - NO. OF CU. FI. ’
) OVISIDRIUNIT - secTieN
-

_5;\

RECOROS CENTER MANAGER

21411

73

) AGINCY CFSCIAL

PHGNE NO.

(301)974-2891

TO BE COMPLETED AT
STATE RECOADS MANAGEMENT CENTER

Charles L. Anthony
:e - SPOSAL AUTHCEITY-

“ iﬁfxasns ' > ﬁ?ﬁ'm’g {1‘5‘5:;:;:.3:‘? S 1986 (sc;iizoutgr?r?:m%gpos;.z. DATT

1 4000000 4000199

2 4000200 4000449

3 4000450 4000769

4 4000770 4001034

5 4001035 4001299

6 4001300 4001569

7 4001570 4001799

8 4001800 4C01999.,

9 4002000 4002169

10 4002172 4002434

11 4002435 4002669

12 4002670 4002899

13 4002900 4003134

14 4003135 4003669.

15 4003370 4003599.

16 . 4003600 4003799

17 4003800 4004034

18 4004300 4004564 -

19 4004300 4004564

20 4004565 4004769

21 4004770 4004999

22 4005000 4005234

23 4005235 4005469

24 4005470 4005699

25 4005700 4005899

26 4005900 4006134

27 4006135 4006334

28 4006335 4006569

29 4006570 4006779

30 4006770 4006969 .

31 4006970 4007168

32 4007169 ‘4007369 ' . ;

33 4007370 4007574

USE PLAIN UNLINED PAPER FOR CONTINUATICN PAGES)

G5 550 - 5 (REV. 424) . .



v

v §2T V¥ S F T

U, 1D, 26795 (TELEPMONE - 753-1370

DIAZETICHS- PLEASE TYPE CF PRINT CLEARLY ALL ENTRIES

AL e Bl

) -

) AG3NCY CCCTE ACTESIICM MNO. DATE RZC'D
1.
240104
B) AGENCY
Maryland Income Tax Division
LCCATICH . NO. OF CU. F1,

T e) OIVISIDNIUNIT

Corporation

‘RANGE

€@ MAIUNG ACORESS

Income Tax Division

Office of the Comprtoller
Carroll
Annapolis,

Street
Maryland

SECTICN(S)

RECOR0S CENTZR MANACER

21411

¢} AGENCY CFSClAL

Charles L. Anthony

(301)974-2891

PHGNE NO.

. TO BE COMPLETED AT
STATE RECORDS MANAGEMENT CENTER

DESCRIPTICH GF RECORCS

4. DISPOSAL AUTHCEITY

% i?}fzasns WITH INCLUSIVE DATES 1986 (SCHEDULE, (TEM NO., DISPOSAL DA
34. 4007575 4007799
35 4007800 4007999
36 4008000 4008234
37 4008235 4008399
3R 4008400 4008599
39 4008600 4008799
40 . 4008800 4008999
41 .4009000 4009169
42 4009170 4007369
43 ! 4009300 4009449
a4 4009450 4009599
45 4009600 4009749
46 4009750 4009844
47 4009845 4010000
48 4010001 4010174
49 4010175 4010324
50 4010325 4010459 :
5] 4010460 .4010899
52 4010600 4010734
53 4010735 4010964
54 4010965 4011169 -
55 4011170 4011369
56 4011370 4011569 .
'57 4011570 4011769
58 4011770 4011899
59 14011900 4012134
60 4012135 4012334
61 4012335 4012515
62 4012516 4012699
63 4012700 4012899
64 4012900 4013099
65 "iri g 4013100 ‘4013299
66 4013300 4013499 '

DGS 550 - 5 (AEV. we4)’

USE PLAIN UNLINED PAPER FOR CONTINUATICN PAGES)

®




e
v A AR v -
t DIRLCTICNS - PLEASE TYPECA PRINT CLEARLY ALL ENTRIES
M4 aczncy cees AMCTESSICM MO, DATE RZCD
A ,
240104 _ -
B) AGEINCY \
:. Maryland Income Tax Division
' 510 . LOCATICH - NO. OF CU. FT.
€} OIVISIDN/UNIT . A sECTICNS)

Corporation

¢) MALING ASORESS L. : - —
Income Tax Dilivision AEZCOADS CENTER MANAGER

Office of the Comprtoller
Carroll Street

Annapolis, Maryland 21411
#) AGENCY GFRCIAL | PHORENO. TO BZ COMPLETED AT
Charles L. Anthony (301)974-2891 STATE RECOADS MANAGEMENT CENTER
~ = . SEOSAL AUTHCHITY
* Novaers | : o) IMOLUSIVE DATES 1986 (GOHEDULE, B MO DISPGSAL DA -

67 4013500 4013699
68 4013700 : 4013869
69 4013870 4014149
70 4014150 4014234
71 4015235 : 4015434 i
72 4014435 ' 4014664
73 4014665 4014834
74 4014835 : 4015024
75 4015025 & 4015196

. 76 4015197 , 4015349

: 77 4015350 4015524

Eo78 4015525 4015699

' 79 4015700 4015873
80 4015874 4016049
81 -1 * 4016050 - . 4016199
82 4016200 - 4016374
83 4016375 4016566
84 4016567 - 4016734
85 4016735 o 4016899
66 40169C0 4017054
87 4017055 4017199
£8 4017200 - : 4017347
89 4017348 ' 4017474 v
90 4017475 4017660
91 4017661 - 4017845
92 4017846 4017962
93 : 4017963 4018001

USE PLAIN UNLINED PAPER FOR CONTINUATICHN PAGES)

2GS $50 - § (REV. 4/e4) -




DEPARTHENT COF GEINERAL SERVICES Schedula No.
RECORDS MANAGZMENT DIVISION ;L()‘) (
RBCORDS RETENTION AND DISPOSAL SCHEDULZE
{Continuation Sheet) Page 7 of 15
Item X
N& Description Retenticn
RETURNS PROCESSING
23, Emplovers Return of Income Tax Withheld -
MW506
Returns submirted by employers showing Retain af the Revenue
the total 1ax, with adjustments, withheld from each Administration Center
employee’s salary during the reporting quarter. for | calendar year, then F
transfer to the State !
Management Center for }
4 calendar years. then
destroy.
24, individual, Pass Through Entitv and Fiduciary
Declaration of Estimated Tax ~ 502D.510D and 504D
Submitted by taxpayer to initiate payment of Retain at the Revenue
State taxes by estimation. The form shows the Administration Center
quarterly estimated tax to be paid by declaration for 1 calendar year,
and the amount accompanying the initial transfer to the State
declaration. Management Center
for 2 years, then destroy.
254 Individua] Pass Through Entity and Fiduciary
Estimated Tax Vouchers — 502DEP.SIODEP and 504DEP
Submitted quarterty by the taxpayer along with the Retain at the Revenue
quarterly 1ax installment, these vouchers serve as Administration Center
billing notices for taxpayers who pay their state for 1 calendar year,
taxes by quarterly declaration. + transfer to the State
Management Center
for 2 years, then destroy.
26. Corporation Income Tax Returns - Form 500
1996 and prior tax vears
Consists of annual tax returns filed by each’ Retain paper at the Revenue
corporation and association having income Administration Center
-allocable to the State under the provisions of the for 3 calendar years, then
Annotated Code of Maryland, unless otherwise transfer to the State
exempted. . Management Center for
15 years, then destroy.

DGS 550-1A (Rev. 10/92)
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for all yonr gzy/u'c @m’nﬁg needs. ..
GRAPHICS & REPRODUCTION SERVICES
CENTRAL GRAPHICS 410-767-4431

BALTIMORE DUPLICATING CENTER 410-767-4594
ANNAPOLIS DuPuCAT'NG CEN ZR 4;2-974
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far wll yonr g{cjs/u'c @rinﬁ% needs...
GRAPHICS & REPRODUCTION SERVICES
CENTRAL GRAPHICS 410-767-4431

BALTIMORE DUPLICATING CENTER 410-767-4524
ANNAPOLIS DUPLICATING CENTER 410-274-3155
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. RECORDS TRANSMITTAL AND RECEIPT

t

Ciiovie - FLEASE TYPE OR PRINT CLEARLY ALL ZNTRIZES

A. AGENCY

'. COMPTROLLER OF THE TREASURY

B. DIVISION/WNIT
INCOME TAX DIVISION

DEPAHTHINTOFC!NIHALG!H“CES ~— STATE RECORCS MANAGEMENT CENTER
P.0. BOX 278, JESSUP, LD, 20784 (TZLEPHONE - - 789-137%)

DATE RE

§7E%y

OS-OLE

C. MAILING ADDRESS.

INCOME TAX BLDG
ANNAPOLIS, MD 21411

LOCATION
SECTION(S)

AD

NO. OF cu. FrT.

D. PHONE NO.
974-3029

-

RECORDS CENTER MARAGER

E. AGENCY OFFICIAL
NANCY PARKER

- TO BE COMPLETED AT
STATEREOOROSHANABEMENTCENTER

2. POX 3. | PESCRIPTION OF RECORDS 4. DIsPosaL AuTORITY
NUMBERS C.R.B. WITH INCLUSIVE DATES - o omooe TUM AT
1 000-00-0000 -  099-99-9999 - 201 F?ﬁyfin,72
2 100-00-0000 - 179-99-9999 SCH. Bé%ij:tr
3 | 180-00-0000 - 212-49-9999 ITEM 72
4 | 212-5020000 - 213-19-9999 DESTROY -7/ 2004-
5 213-20-0000 - 213-99-9999 Jﬂ/ ,’Zﬂﬁ(
6 214-00-0000 - 214-69-9999 7/ ,ZA&Z%;
7 214-70-0000 - 215-49-9999 L)ﬂ’?
g 215-50-0000 - 215-99-9999
9 216-00-0000 - 216-59-9999
‘ 10 216-60-0000 - 217-39-9999
11 217-40-0000 - 217-69-9999
12 217-70-0000 - 218-59-9999
13 218-60-0000 ~  219-69-9999 |
14 219-70-0000 - 220-55-6999 ,
15 220-56-0000 © -  223-59-9999
16 | 223-60-0000 - . 228-49-9999 i
17 228-50-0000 - 234-99-9999 , |
18 235-00-0000 ‘3.243-99-9999 , ' |

8 3BO-B(REV. 12/88)

WK PLAIN UMLINXD PAHR‘.POR-MIKUATIQ{ PAGKS




Box:
Nnmbers_

— e i e %1 s e e e e e = e e e e

23

24

25

26

27

28

« DESCRIPTION' of. recdrds

244-00-0000
251-00-0000
290-00-0000
410-00-0000
550-00-0000
577-70-0000
578-00-0000
578-75-0000
579-50-0000

579-80-0000

250-99-9999
289-99-9999
409-99-9999
549-99-9999
577-69-9999
577-99-9999
578-74-5999
579-49-9999

579-79-9999

999-99-9999

Disp&sal

/,/)__—\
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" BESS50-T (Rev. 193]

; ' DEPARTMENT OF GENERAL SERVICES

Comptroller of the Treasury

Description

Case Review Board - Closed Property Liens {Item 72)

Schedule No.
RECORDS MANAGEMENT DIVISION 1786
RECORDS RETENTION AND DISPOSAL SCHEDULE Page ,; of o4
Agency Division/Unit

Revenue Administration Division
s e

Retention

Case Revxew Board

Partnership Tax Return (Item 72A)

Maryland.

Federal Adjustment Information {Item 64)

returns.

Billing System Books (Item 67)

issued.

gk dedededo dode e vk de ok deslededededede ek ok kbR Ak K kA A N R R A IR A hh kKA

ITEMS APPLICABLE TO COMPLIANCE DIVISION -

Sk Yook ek ok e Fe vk e ke e e de e e de R ke ke e g e ke sk s ok o e ke sk ke ke K ok ok e o ke ok e ok ke ok e

This file consists of property liens, closed by the Retain for 12 years_——

then destroy

This file consists of the annual tax returns filed by|Retain for 3 fiscal
each partnership having income allocable to the State| years, then destray.
under the provisions of the Annotated Code of ;

This information consists of copies of correspondence| Retain for 12 years,
to and from the Internal Revenue Service which respond then destroy.
to potent1a1 adjustments on Maryland State income tax

These books -are used to prepare monthly and fiscal Retain for 12 years,
year reports. Information contained in the books then destroy.
include the status of accounts, number of payments
entered into the data processing system, amount of
cash applied and the number and ampunt of refunds

ey

Agency,
or Division Representatxve. Date

Schedule Approved. by Depanment Schedule Authorl_%ed by S@g Ag:!mw,st Sl 7
i

1
.

o e

Date
{iSignatute._ ' Signatute ,dﬂn-f / i ? = /

Typed Name
dilfe.

Figure 3 " ! - 27 -



82/14/2001 11:28  418-974-2967 RAD TAXPAYER SERVICE  PAGE 26
- w - *  DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
: P.0. BOX 275, JESSUP, MD. 20784 (TELEPHONE-799-1379)
RECORDS TRANSMITTAL AND RECEIPT

DIRECTIONS -PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A. AGENCY ACCESSION NO., DATE REC'D
1. Comptroller of Maryland ’_— 5 - o/
B. DIVISION/UNIT ' AM CODE
Revenue Administration Division ”01W 398 | 65 ) bé
C. MAILING ADDRESS LOCATION NO. OF CU. FT.
110 Carroll St. RANGE SECTION(S)
Annapolis, Md. 21401 : , 7& g - /0 87
D. PHONE NO. RECORDS CENTER MANAGER -
410~260-7020
E. AGENCY OFFICIAL 70 BE COMPLETED AT
STATE RECORDS MANAGEMENT CENTER
F. McINtyre

4, DISPOSAL AUTHORITY

2. BOX 3 DESCRIPTION OF RECORDS SCHEDULE, ITEM NO..
NUMBERS WITH INCLUSIVE DATES DISPOSAL DATE
1999 506
[ -89 W/H Sch 2071
boxes
Item #23

Disp. Jan 2006
el
W

DGS $§50-5 (REV. 12/88) USE PLAIN !INLINED PAPER FOR CONTINUATION PAGES



DEPARTHMENT CF GZINERAL SERVICES
RECORDS MANAGZMENT DIVISION

RECORDS RETENTION AND DISPQSAL SCABDULEB

{Continuation Sheet)

Schadula No.

2071

Page 7 of

T=em
Ne

Description

Retenticn

25,

26.

RETURNS PROCESSING

Emplovers Return of Income Tax Withheld -
MW306

Returns submitted by employers showing
the total tax, with adjustments, withheld from each
emplovee’s salary during the reporting quarter.

[ndividual. Pass Through Entitv and Fiduciary
Deczlaration of Estimated Tax — 502D.518D and 504D

Submitted by taxpayer to initiate payment of
State taxes by estimation. The form shows the
quarterly estimated tax to be paid by declaration
and the amount accompanying the initial
declaration. -

Individua! Pass Through Entity and Fiduciary
Estimated Tax Vouchers — 502DEP.S10DEP and 504DEP

Submitted quarterly by the taxpayer along with the
quarterly tax instaliment, these vouchers serve as
billing notices for taxpayers who pay their state
taxes by quarterly declardtion.

Corporation Income Tax Returns - Form 500

1996 and prior tax vears

Cousists of annual tax returns filed by each’
corporation and association having income

-allocable to the State under the provisions of the

Annotated Code of Maryland, unless otherwise
exempted. s

-

Retain af the Revenue
Administration Center
for | calendar year, then
transfer to the State
Management Center for
4 calendar years. then
destroy.

Retain at the Revenue
Administration Center
for 1 calendar year,
transfer to the State
Management Center

for 2 years, then destroy.

Retain at the Revenue
Administration Center
for 1 calendar year,

+ transfer to the State

Management Center
for 2 years, then destroy.

Retain paper at the Revenue

Administration Center
for 3 calendar years, then
transfer to the State
Management Center for
15 years, then destroy.

FS

DGS 550-1A (Rev. 10/92)




82/14/2081 11:28@ 418-374-23967 _ RAD TAXPAYER SERVICE PAGE @87

ey

DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
P.O. BOX 275, JESSUP, MD. 20794 (TELEPHONE-799-1379)

- RECORDS TRANSMITTAL AND RECEIPT

DIRECTIONS-PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A AGENCY | | "~ ACCESSION NO. DATE REC' D

. Comptroller of Maryland , . 2A-S-0/

B. DIVISION/UNIT : AM CODE
Revenue Administration Division O1W 399 ' 05 , Dé :

C. MAILING ADDRESS LOCATION NO. OF CU. FT.
RANGE SECTION(S) :
110 Carroll St.

Annapolis, Md. 21411 | 1'7 é /D ;3

D. PHONE NO. RECORDS CENTER MANAGER

410-260-7020
E. AGENCY OFFICIAL

TO BE COMPLETED AT
STATE RECORDS MANAGEMENT CENTER

F. McINtyre

ry A HOR!
2. BOX 3. DESCRIPTION OF RECORDS DSI::EODSULI; ?—?EL Sgw
NUMBERS WITH INCLUSIVE DATES DISPOSAL l')ATE '
1-23 _ : 1999 508's _ Sch 2071
boxes
Item #31

Disp. Jan. 2006

D@s 550-5 (REV. 12/88) USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES



DEPARTMENT COF GZNERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTICN AND DISPOSAL SCHEDULZE

Schedule No.

2071

{Continuation Sheet) Page § of 15
Isam| & }
o ! Description Retention .;
3l MW508 - Employer’s Annual Reconciliation Retain at the Revenue
of Income Tax Withheld Administration Center
for 2 years, then transfer 3
to the State i‘
Management Center for
3 years, then destroy.
2.4 Form 500D and 500 DEP — Corporation Retain at the Revenue
Declaration of Estimated Tax. Administration Center
for 2 calendar years,
then transfer to the State
Management Center for
3 years, then destroy.
33. Form SOOE — Corporation Application for Retain arthe Revenue
Extension to File with and without Remittance Administration Center
for 2 calendar years, ‘
then transfer to the State '
Management Center for
3 years, then destroy.
34. Sales and Use Tax Reports
Returns submitted by taxpayers Retain at the Revenue
to pay the Sales and Use Tax. Administration Center
for 1 fiscal year, then
transfer to the State
Management Center for
| fiscal year, then destroy.
3157 Personal Income Tax Returns A
Forms 123, 502. 503, 505 and 515 [
1991 and prior " '
These forms are filed by all residents Retain the paper at the
of the State, who have received income Revenue Administration
from sources within the State and are Center for 2 years, then
required by existing statutes to file such transfer to the State
a return. Management Center for
L 4 3 years, then destroy.
36. Fiduciary Income Tax Returns - 504

-1997 and prior

These forms are filed by all fiduciaries

who have received income from sources
within the State, and are required by existing
statutes to file such a retumn.

Retain the paper at the
Revenue
Administration Center
for 2 years, then

DGS 550-1A (Rev. 10/92)



., H2/13/2v02 12:87 416-974-2967

o
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DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
P.O. BOX 275, JESSUP, MD. 20784 (TELEPHONE-799-1379)

RECORDS TRANSMITTAL AND RECEIPT

RAD TAXPAYER SERVICE : PAGE @1

DIRECTIONS-PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A AGENCY

. Comptroller of Maeyland

8, DIVISION/UNIT

ACCESSION NO. DATE REC'D

2A-/9-02

110 Carroll st.
Annapolis, M4d. 21411

RM CODE
Revenue Administration Division 02W 216 oS- 06
C. MAILING ADDRESS

LOCATION NO. OF Cu. FT.
RANGE SECTION(S) '

12-18 | 240

0. PHONE NO.

410-260-7020 P f

RECORDS CENTER MANAGER

“E. AGENCY OFFICIAL

TO BE COMPLETED AT

350-399 |- A0
193-195 |~ 3
aa——

240

. STATE RECORDS MANAGEMENT CENTER
F.Mcintyre ) _
- . 4, DISPOSAL AUTHORITY
2. BOX a. DESCRIPTION OF RECORDS SCHEDULE, ITEM NO..
NUMBERS WITH INCLUSIVE DATES DISPOSAL DATE
- (240) 2000 wW-2's Sche-4# 207/
Paper W-2s & Magmedia ‘Zy%nh 4ﬁ'5?7
-fo7. |- 187 Disp:

DGS 550-5 (REV. 12/88) ' USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES

\




-+ ®2/13/2082 12:67 418-974-2967

-RAD TAXPAYER SERVICE

PAGE 81

DEPAATMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
P.0. BOX 27§, JESSUP, MD. 20734 (TELEPHONE-799-1379)

RECORDS TRANSMITTAL AND RECEIPT

DIRECTIONS-PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

110 Carroll St.
Annapolis, Md. 21411

. AGENCY ACCESSION NO. DATE REC'D
. Comptroller of Maeyland .2 -/4- o2
B, DIVISION/UNIT RM CODE
Revenue Administration Division 02W 216 0% 06
C. MAILING ADDRESS LOCATION NO. OF CU, FT.
RANGE

SECTION(S)

b9 12-1%

D. PHONE NO.

410-260-7020

AECORDS CENTER MANAGER

E. AGENCY QFFICIAL

TO BE COMPLETED AT

STATE RECORDS MANAGEMENT CENTER

F.Mcintyre
4, DISPOSAL AUTHORITY
2. BOX 3. DESCRIPTION OF RECORDS SCHEDULE, ITEM NO.,
NUMBERS WITH INCLUSIVE DATES DISPOSAL DATE
| Sche g 207)
(240) 2000 w-2's .234”7
Paper W-2s & Magmedia . s "27
1-}87 Disp. Jag- 2006
350-399
193-195

DGS 550-5 (REV. 12/88)

USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES




DEPARTMENT CF GZINERAL SERVICES
RECORDS MANAGZMENT DIVISION

RBCORDS RERTENTION AND DISPOSAL SCHEDULS

Scheduls No.

207}

Consists of the annual tax retumns filed by each
pass through entity having income allocable under
the provisions of the Annotated Code of Maryland.

({Continuation Sheet) Page g of |5
tem i
No Description Retention !
|
7k Withholding Tax Statements (W2)
Prepared and submitted by employer’s Retain for [ calendar year,
for each emplovee from whom income then transfer to the State
tax was withheld during the tax year. Management Center for 4
Each statement shows the employer’s name. vears, then destroy.
address and identification number, the
employee’s name, address, and social
security number, total wages paid, and the !
amount of income tax withheld. i
28. Personal. Corporate. Pass Through Entitv (PTE) &
Fiduciarv Income Tax Returns ({23, 500 - 1997
and future, 502. 503, 504 - 1998 and future.
505, 510 - 1997 and future, 515).
Arranged numerically by year. These forms are imaged Retain paper at the Revenue
filed by all residents, and non-residents, corporations and Administration Center for |
fiduciaries, pass-through entities of the State who have year, then wansfer to the State
received income from sources within the State, and are Management Center for 2
required by existing statutes to file such a return. years, then destroy. Retain
image for 5 years on optical
disk, then destroy.
29. Applications for Extensions of Time (502E, 510E and
S04E)
These records document the application and Retain at the Revenue
approval for extension of time for filing returns, Administration Center until the
which has been granted taxpayers, except in end of the tax year for which
the case of taxpayers who are abroad, no the extension was granted, then
extensions are granted for more than one year. destroy.
30. Pass Through Entitv Returns (510) - 1996 and prior

Retain at the Revenue
Administration Center for | year,
then transfer to the State
Management Center for 4 years,
then destroy.

DGS 550-1A (Rev. 10/92)



= DEPARTMENT OF GENERA_L SERVICES — STATE RECORDS MANAGEMENT CENTER
- P.0. BOX 275, JESSUP, MD, 20794 (TELEPHONE-799- 1379)

RECORDS TRANSMITTAL AND RECEIPT

DIRECTIONS-PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES . .

A. AGENCY . ' ACCESSION NO. ' DATE REC'D

Comptroller of MarylAND | . | S | 06—6(,, OZ
DIVISION/UNIT ' e 3 AM CODE

0806

. MAILING ADDRESS o ot B B .. LOCATION NO. OF CU. FT.

i1 02W 217
Revenue Adm. Division N

, T " RANGE - SECTION(S) _
110 Carroll St. . SRNEHE R AU Y L S '

" Annapolis, Md. 21411 R N I:“;f) o 2,;, '
. PHONE NO. - - RECORDS CENTER MANAGER

410 260-7020
. AGENCY OFFICIAL

' . TO BE COMPLETED AT
~ STATE RECORDS MANAGEMENT CENTER -

F McIntyre

e ——— . ' n
BOX a. DESCRIPTION OF RECORDS | : 4. DISPOSAL AUTHORITY

ce N . - SCHEDULE, ITEM NO.,
NUMBERS WITH INCLUSIVE DATES DISPOSAL DATE

2000
506 wWwithholding Documents . Sch. # 2071

Item #23

Disposal date

1/2006

DGS 550-5 (REV. 12/88) USE PLAIWLINED PAPER FOR CONTINUATION PAGES '




DEPARTMENT OF GINERAL SERVICES
RECORDS MANAGEMENT DIVISION

ABCORDS RETENTION AND DISPQSAL SCHBDULE

{Continuation Sheet)

Schadula No.

2071

Page ;7 of 15

Description

Retenticn

RETURNS PRQCESSING

Emplovers Return of Income Tax Withheld -
MW306

Returns submitted by employers showing
the total tax, with adjustments, withheld from each
employee’s salary during the reporting quarter.

individual, Pass Throx;t:zh Entitv E;nd Fiduciary
Declaration of Estimated Tax = 502D.5310D and 504D

Submitted by taxpayer to initiate payment of
State taxes by estimation. The form shows the
quarterly estimated tax to be paid by declaration
and the amount accompanying the initial
declaration.

Individual Pass Through Entity and Fiduciary
Estimated Tax Vouchers — 502DEP.S10DEP and S04DEP

Submitted quarterty by the taxpayer along with the
quarterly tax installment, these vouchers serve as
billing notices for taxpayers who pay their state
taxes by quarterly declaration.

’

Comporation Income Tax Retumns - Form 500
1996 and prior tax vears

Consists of annual tax returns filed by eacl’
corporation and association having income
-allocable to the State under the provisions of the
Annotated Code of Maryland, unless otherwise
exempted. .

Retain af the Revenue
Administration Center
for | calendar year, then
transfer to the State
Management Center for
4 calendar years. then
destroy.

Retain at the Revenue
Administration Center
for 1 calendar year,
transfer to the State
Management Center

for 2 years, then destroy.

Retain at the Revenue
Administration Center
for [ calendar year,

+ transfer to the State

Management Center
for 2 years, then destroy.

Retain paper at the Revenue
Administration Center

for 3 calendar years, then
transfer to the State
Management Center for

15 years, then destroy.

DGS 550-1A (Rev. 10/92)




} . . S
> DEPARTMENT OF GEN ERAL SERVICES STATE RECORDS MANAGEMENT CENTER
. P.O. BOX 275 JESSUP MD. 20794 (TELEPHONE - 799- -1379)

RECORDS fTRANSMITTAL AND RECElPT

DIRECTIONS -PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A. AGENCY _ ACCESSION_ NO. ’ " DATE RECD .
1. Comptroller of Maryland ' ' ' 05 Og OZ
B. DIVISION/UNIT LTy RM CODE
- - 02W 667 ‘
Revenue Adm Division T 05 6 .
C. MAILING ADDRESS " LOCATION j NO. OF CU. FT..
110 Carroll St. AANGE - SECTION(S)

Annaoplis, Md.

427,”

o Recohos CENTER M?\NAGER

D. PHONE NO.

410-260-7020
E. AGENCY OFFICIAL

.. TO BE COMPLETED AT :
STATE RECORDS MANAGEMENT CENTER

F,. McIntyre

e A S 4. DISPOSAL AUTHORITY
2. BOX 3. .DESCRIPTION OF RECORDS - .. . SCHEDULE, ITEM NO.,
NUMBERS . WITHINCLUSIVE DATES . . | DISPOSAL DATE '

EE e
) :

115 ‘ Amended RéturﬁS'“‘ :
: : = D .. 2000

‘boxes Jan 2000 eg -4 Sch., # 2071

Item #43

349 -4s50

Disposal date

1/2006

D ik,
B it

+~ 383

OGS 550-5 (REV. 12/88) USE PLAH‘UN_ED PA_PE'F!'F.OR CONTINUATION PAGES .



DEPARTMENT CF GGNERAL SERVICES Scheduls No.
RECORDS MANAGEMENT DIVISION ;0 ‘7J-
RRCORDS RRTINTION AND DISPOSAL SCHEDULE
(Continuation Sheet) Page 1] of 5
Iten .
No Description " Retenticn
42, Protective Claims Files
These case files contain papers which document Retain claims at the
taxpayers claims against the State. Claims are Revenue Administration
either satisfied or disallowed by the Comptroller. Center. Claims that have
Disaliowed claims may be appealed to the Judicial been satisfied by the
Courts of the State. Comptroller or by the
Court System, retain for
2 years after satisfaction,
then destroy. F
43. Amended Tax Returns (502X) .
Amended Tax returns are filed by taxpayers to Retain paper copy for 1 fiscal
facilitate adjustments to their original return. In year at the Revenue
addition, to the basic information shown on retums, Administration Center, then
the Amended Retumn shows an explanation of the 4 years at the State Records
changes to income, deductions and credits. The Management Center, then
returns are needed by the unit only for the period destroy.
required to process the adjustment.
44, Taxpaver Adjustment Correspondence
Included are taxpayer written inquiries in Retain at the Revenue
request of account review and/or action to Administration Center
achieve correct disposition. . for 3 years, and all audits
have been met, then destroy.
45. MFT Report Refund Claims
Taxpayers forms filed to satisfy filing Retain at the Revenue
requirements and request tax refund. Administration Center
Maintained by return number each fiscal for 3 years, and all audits
year. have been met, then
{ 3 3 destroy.
46. MET Adjustment Request
Taxpayer and agency (Staff) requests for Retain at the Revenue
tax account action to achieve correct Administration Center
disposition. Maintained by return number for 2 years and all audits
each fiscal year. have been met, then
destroy.

L
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K - DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
P.O. BOX 275,-JESSUP, MD, 20794 (TELEPHONE-799-1379)

RECORDS TRANSMITTAL AND RECEIPT

\'..

DIRECTIONS -PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

. AGENCY " ACCESSION NO. ' DATE REC'D

Comptroller of Maryland I _' m Og. OZ
. DIVISION/UNIT D B ' RM CODE .
' 02w 701

Revenue Adm. Division, : S o 08, Dé

. MAILING ADDRESS .. - LOCATION NO. OF CU, FT.
' RANGE SECTION(S)
110 Carroll St.

Anapolis, Wa. 21411 | A L-7 | 49

. PHONE NO. : '_ RECORDS CENTER MANAGER
410-260-7020 '

. AGENCY OFFICIAL

TO BE COMPLETED AT
STATE RECORDS MANAGEMENT CENTER

F McIntyre

BOX 3. . DESCRIPTION OF RECORDS 4. DISPOSAL AUTHORITY

' ER ™ - SCHEDULE, ITEM NO.,
NUMBERS WITH INCLUSIVE DATES DISPOSAL DATE

2000
I Refile Sch. # 2071

Item #43

Disposal date

1/2006

@)é/mt/'

1/// M__

N
i
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S8 DEPARTHENT OF GIZNERAL SERVICES

RECORDS MANAGEZMENT DIVISICON
BRRCORES RRTENTION AND DISPOSAL SCHEDULE
{Continuaticn Sheet)

Schedula No.

2071

Page }) of 15

These case files contain papers which document
taxpavers claims against the State. Claims are
either satisfied or disallowed by the Comptroller.
Disallowed claims may be appealed to the Judicial
Courts of the State.

43. Amended Tax Returns (-SOZXQ

Amended Tax returns are filed by taxpayers to
facilitate adjustments to their original return. In
addition, to the basic information shown on retums,
the Amended Return shows an explanation of the
changes 10 income, deductions and credits. The
returns are needed by the unit only for the period
required to process the adjustment.

44, Taxpaver Adjustment Correspondence

Included are taxpayer written inquiries in
request of account review and/or action to
achieve correct disposition.

45. MFT Report Refund Claims

Taxpayers forms filed to satisfy filing
requirements and request tax refund.
Maintained by return number each fiscal
year.

46. MFT Adjustment Request

Taxpayer and agency (Staff) requests for
tax account action to achieve correct
disposition. Maintained by return number
each fiscal year.

-

Item
No Description Retenticn
il Protective Claims Files

Retain claims at the
Revenue Administration
Center. Claims that have
been satisfied by the
Comptroller or by the
Court System, retain for
2 years after satisfaction,
then destroy.

Retain paper copy for I fiscal
year at the Revenue
Administration Center, then
4 years at the State Records
Management Center, then
destroy.

Retain at the Revenue
Administration Center

for 3 years, and all audits
have been met, then destroy.

Retain at the Revenue
Administration Center
for 3 years, and all audits
have been met, then
destroy.

Retain at the Revenue
Administration Center
for 2 years and all audits
have been met, then
destroy.

DGS 550-1A (Rev. 10/92)
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RAD TAXPAYER SERVICE

PAGE B2

.DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
P.O. BOX 275, JESSUP, MD. 20754 (TELEPHONE-799-1378) '

RECORDS TRANSM

D!RECTIONS-PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A. AGENCY

v Copertzo

.B. DIVISION/UNIT

Chp

/m% M D

&3'\,1/-(27@_-3 |

ITTAL AND RECEIPT

ACCESSION NO.

-DATE REC'D

3-/7-08

RM CODE

08 06

C. MAILING ADDRESS

/o Cakeotl St

b )3

NO. OF CuU. FT.

LOCATION
RANGE . SECTION(S)

24

._&Mgﬁ/m Ml 2e47/
B. PHONE N&, 7 .

L4

32

RECORDS CENTER MANAGER

E. AGENCY OFFICIAL

_@&EM%_&/

NUMBERS

DESCRIPTION OF RECORDS
WITH INCLUSIVE DATES

TO BE COMPLETED AT
STATE RECORDS MANAGEMENT CENTER

4. DISPOSAL AUTRORITY
SCHEDULE, ITEM NO.,
DISPOSAL DATE

ool FEL [
32 - bokes | -

[—

Seh 207/
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DEPARTMENT OF GZNERAL SERVICES
RECOROS MANAGEMENT DIVISZION

RECORDS RRXTENTICN AND DISPOSAL SCHEDULS

{Contiznuation Sheet)

Scheduls No.

207}

Page g of g

Description

Retention

{

Withholding Tax Statements (W2)

Prepared and submitted by employer’s

for each employee from whom income

tax was withheld during the tax year.

Each statement shows the emplover’s name.
address and identification number, the
employee’s name, address, and social
security number, total wages paid. and the
amount of income tax withheld.

Personal. Coroorate. Pass Through Entitv (PTE) &

Fiduciarv Income Tax Returns (123. 500 - 1997
and future. 502. 303, 504 - 1998 and future.
305. 510 - 1997 and future, 515).

Arranged numerically by year. These forms are imaged
filed by al] residents. and non-residents, corporations and
fiduciaries, pass-through entities of the State who have
received income from sources within the State, and are
required by existing statutes to file such a return.

Apglications for Extensions of Time (S02E, S10E and
S504E)

These records document the application and
approval for extension of time for filing returns,
which has been granted taxpayers, except in

the case of taxpayers who are abroad, no
extensions are granted for more than one year.

Pass Through Entitv Returns (510) - 1996 and prior

Consists of the annual tax returns filed by each
pass through entity having income allocable under
the provisions of the Annotated Code of Maryland.

Retain for 1 calendar year,
then transfer to the State
Management Center for 4
vears, then destroy.

Retain paper at the Revenue
Administration Center for |
year, then transfer to the State
Management Center for 2
vears, then destroy. Retain
image for S years on optical
disk, then destroy.

Retain at the Revenue

_ Administration Center until the

end of the tax year for which
the extension was granted, then
destrov.

Retain at the Revenue
Administration Center for 1 year,
then transfer to the State
Management Center for 4 years,
then destroy.

DGS 550-1A (Rev. 10/92)




DﬂéCT}Q’Ns-PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
e P.0. BOX 275, JESSUP, MD. 20794 (TELEPHONE-,?QS-.1379)

/ RECORDS TRANSMITTAL AND RECEIPT

K»‘;LM,\(M?o(m’, A 204 (!

#4%(SEE BELOW *+%

= AfENCY : _ ACCESSION NO. DATE REC'D
ConplRollbt o wWlogi/p./ 3-/S-04
8. DIVISIONVUNIT O ! RM CODE"
‘f 4D OW-(6Y | OF. 06
C. MAILING ADDRESS LOCATION NO. OF CU, .
110 Catan (| S RANGE  SECTION(S)

339/

D. PHONE NO.

4(0-260-70z20 /757g

RECORDS CENTER MANAGER

E. AGENCY OFFICIAL

2. BOX

EMTtyee [Tow tall

DESCRIPTION OF RECORDS

TO BE COMPLETED AT
STATE RECORDS MANAGEMENT CENTER

4. DISPOSAL AUTHORITY

|

SCHEDULE, ITEM NO.,
NUMBERS WITH INCLUSIVE DATES Srerla i Bir
2003 @ﬁ@s S"/\@#ﬂﬂ‘ﬂ
5 = j
s » ./“ r A 1 - 2.
4//25’{ (OS5 DOQ ,L@c/gﬂéké’ﬁ{s) | TS orn 7 A§
97&?0&;:/0 Q@Zﬁ
** LOCATION OF RECORDS **
/| 200 &
(TS W BOXES - .1 -~ 1470 RANGE - 44 SECTION 1 - 35 //
" 530 + BOXES - 1471 - 2000 RANGE - 45 SECTION 1 - 13
/ © 20 1 BOXES - 2001 - 3020 RANGE - 24 SECTION 1 - 25
’ 73 T BOXES - 3021 - 3093 RANGE - 22 SECTION 1 - 2 X . 7
/2 1 BOXES - 3094 - 3099 RANGE - 42 SECTION 32 j)éd-ﬁ.f(
Plus 978-B, 1649-B, 1815-B, 2165-B, /
2180-B, 2411-B
/13 /6
/92 1 BOXES - 4000 - 4191 RANGE - 59 SECTION 3 - 7
Q4 1 BOXES - 4192 - 4285 RANGE - 65 SECTION Bd= 3

/

7
'

2GS 550.5 (REV. 12/88)
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DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
P.0. BOX 275, JESSUP, MD. 20794 (TELEPHONE-799-1379)

RECORDS TRANSMITTAL AND RECEIPT

DIRECTIONS-PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

3/ /04y

110 Carroll St.

Annapolis, Md. 21411

A. AGENCY ACCESSION NO. " DATE REC'D
. Comptroller of Maryland /é m:
B. DIVISION/UNIT : 5 [“ y RM CODE
Revenue Adm. Division LB 2y ‘7£;"Dc;
C. MAILING ADDRESS LOCATION NO. OF CU. FT.
RANGE SECTION(S)

*% (SEE BELOW) ¥

D. PHONE NO.

RECORDS CENTER MANAGER

410-260 7020

E. AGENCY OFFICIAL

TO BE COMPLETED AT
STATE RECORDS MANAGEMENT CENTER

Pus-978 & le49 B /3154 és 8
/808, 24y 4 | /

vl

Y000 -4/9/ - K59 S-3-7
Y92~ 4285 — L4 <. >

/72
Z

F McIntyre
4. DISPOSAL AUTHORITY
2. BOX 3. DESCRIPTION OF RECORDS SCHEDULE, ITEM NO.,
2O
3,092 SOSUEDETT R /b ¢
J‘(Z /@'/ Sch. # 2071
boxes
/// Item #28
BOXES - 1 - 1470 RANGE - 44 SECTION - 1 - 35 -/470
BOXES - 1471 - 2000 RANGE - 45 SECTION - 1 - 13 - §30| DPisposal Date
BOXES - N : =5 2 .
200 30;0 RANGE - 24 SECTION - 1 - 25 —/p%} e @Q__
BOXES - 3021 - 3093 RANGE - 22 SECTION - 1 e /
BOX NO: -S37==p— “RANGE-———2 P SECRFON——2
309 ‘{" 309? /0.. 42 S-. 72 ES /;

DGS 550-5 (REV. 12/88)

USE PLAIN UN. PAPER FOR CONTINUATION PAGES




;39‘3 e DESCRIPTION OF RECORDS 'DISPOSAL AUTEC
HUUBERS WITH INCLUSIVE DATES .- SCHEDULE, ITZ :
DISPOSAL DATE
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%% H003 132126 27| Apez / f;L/ 17077
_laal 03 /72 /S0 200 ﬁm_ﬁ 155/ R 977
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0L . DZSCRIPTION OF RECORDS ‘DISPOSAL AUTEC:
JUMBERS WITH INCLUSIVE DATIES _ .- SCHEDULE, IT=¥ :
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308 .. DESCRIPTION OF RECORDS ' 'DISPOSAL AUTEC:
NUMBERS WITH INCLUSIVE DATES , . - SCHEDULE, ITZV .
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30% ..
MUMBERS

DESCRIPTION OF RECORDS
WITH INCLUSIVE DATES

'DISPOSAL AUTEC

- SCHEDULE, ITIZV :

DISPOSAL DATE
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CN OF RECORDS

'DISPOSAL AUTEC
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30} K DESCRIPTICN OF RECORDS o 'DISPOSAL AUTEC:
MUMBERS WITd INCLUSIVE DATIES _ .- SCHEDULE, IT=Y -
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. DOC LOC REPORT .xls '




DOC LOC RECORDS FILE

DISPOSAL

-BOX # - DOC LOC START # ‘ DOCLOCEND# - INFORMATION
Higs| 3003) 52) /0% |ooo| 3003] 52/ /0D Sedbes
80| 3003| 3X) /) 000/ 3003 22/ /gy (o2 hog
87| 3003 35/ ) //é(é 000 3003 3.3/ /2N 2o Joge
86| 3003|323/ /2/ 02?,,)000 3003| 32/ /2(, |099
5 3003| 33/ /277 000] 3003| 33& 12 [Lx)o99
£{[ 90| 3003 3&&0@& oy ,ooo? 3003| 3RS 07 a%?;/’osg
V| 3003{338 (07 (55 Jooo] 3003] 333 09 (2 bes
©[3003352 OO ooo] 3003] 723 &/ 3(%[bes
%31 3003|582 O /¢ |oool 3003] 3239 0L bes
| 3003) 399 (/8 £ 000l 3003 302 09 |oso
d:- 3003) 222 ©29  |000] 3003 5223 039 |oge
%1 3003| 522 )% |ooo] 3003 322 049 [oge
“13003] 332 05D  |00o] 3003 32 2- ﬂé? 099
7% 3003| 522 65 |000f3003] A3 D0 loge
0913003] 3X3 005 000 3003| 22 3 )7 |099
420 3003] 323 ONR [000§3003] 2223 A/ 099
4270|3003 3R )77 |00ol3003] 323 N3 |oge
200 | 3003 3R> 08 %, 00013003 323 /)9 |99
’%93 3003 323 0D |o0o] 3003| 523 0373 (099
@/ 3003 323 034 o0ol3003] 324 /Y |oss
46513003 3R 7 015 loool3003[ 55 Y5 |oge
400 3003 3R Y N,  000]3003| 324 D8 |o9s
297300328 5 065 loool3003] IRy 179  |oes
4209 3003| 324 040 |ooo] 3003 2Y 095099
4209130031229 (07( looo]3003] 325 00 |09e
‘ DOC LOC REPORT xls ‘




DOC LOC RECORDS FILE

DOC LOC START #

DOC LOC END #

DISPOSAL
INFORMATION

S 0 |

000| 3003

385 8BS

AR5 ()30

000/ 3003

SO o0

3RS J5/

000§ 3003

IS 065

325 s

000} 3003

328 0oy

3483 005

000/ 3003

28 OB 16

228 prd

000] 3003

3 28 ¥ 08D

A7 Al i e

000} 3003

329 )04

S28008

000 3003

329 03/

329 632

000/ 3003

329 0 Y9

529 65D

000; 3003

23 107D

TPty

000{ 3003

355 O3

335 mnoY

000} 3003

S3EEB2>

S3S g2F

000] 3003

e B

3585 ©3Y

000§ 3003

335 04

235 hiE

000§ 3003

335 0SY

B SHSE

0003 3003

o]

e SUPTL

000§ 3003

8.5 Ot

D3R

000§ 3003

Sk DS

336 60E

000 3003

33602

326 0(3

000/ 3003

336020

3356 02/

000! 3003

237 poY

&3 78S

000 3003

337 00%

it 57 Wl dl,

000{ 3003

337 043

3372014

000{ 3003

S Sy F

338 00]

%

1000

3003

Erl o)l A

5 286 'd ’Docéc%go%s D




DOC LOC RECORDS FILE

- DOCLOC START# - E

DOC LOC END #

DISPOSAL
INFORMATION

3003

338 /3

000{ 3003

J 3803/

3003

338 032

000l 3003

239065

| 3003

329 0l6

000] 3003
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3003
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3003
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000§ 3003
000§ 3003
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342 0 30
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000} 3003
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000§ 3003
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000{ 3003

394 01G
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10003 3003

394 o2

3003
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3 OYs
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3YY 0

000§ 3003
000§ 3003
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000] 3003

2485 08¢
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395 6sy

518075

3003

3L O/

399024

3003

349 o2
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- 3003|

399 043

547 e loss

3003

52Y9 657

000§ 3003

380 b2z

3003

330 23

35/ po3
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3S/] 00Y

000%3003
000] 3003

SS/ (93D

3003

5387 03]

000} 3003

35) 059

3003

3S/ 060

000 3003

352 OY

13003

352 0O/

352 ©33

3003

35‘2054

000%3003
0001 3003

352 639

3003

332 040

000§ 3003

383 008

—

DOC LOC REPORT xls .




DOC LOC RECORDS FILE

 DOCLOCSTART# |

DOC LOC END #

DISPOSAL
INFORMATION

3003

383 6/0

000{ 3003

356 OD%

3003

354 009

000/ 3003

3856 01Y

3003

336 08

000} 3003

356082

3003

356033

000§ 3003

356 038

3003

386 036

000§ 3003

386 047

3003

3856 4%

000} 3003

356 059

3003

356 oo

000} 3003

286 065

3003

3656 06p

000§ 3003

35700¢

7 | 3003

5S700S

000§ 3003
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000§ 3003
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13003
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3K 6 (S

3003
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3003
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363013
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263 65d

-1 3003

363 65/

363 659

3003

365 06D

000§ 3003

363 nE/

3003

303 082

000§ 3003

369 pdL,

3003

264007

000§ 3003

369 OLL

3003

369017

000§ 3003

4019

3003

Bl 4RO

0004 3003

34037

3003

3edoyo

0007 3003

Bp5 O/6

3003

26507

000§ 3003

35 OF

3003

305033

000§ 3003

SeH &3]

| 4
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DEPARTMENT OF GEINERAL SERVICES
RECOROS MANAGEMENT DIVISION

RECORDS RETINTION AND DISPOSAL SCHEDULE

Scheduls No.

207 |

Consists of the annual tax returns filed by ehch
pass through entity having income allocable under
the provisions of the Annotated Code of Maryland.

-

Retain at the Revenue
Administration Center for 1 year,
then transfer to the State
Management Center for 4 years,
then destroy.

{Continuvation Sheet) Page g of g
Iten iy
No Descripticn Retention !
!
Rl Withholding Tax Statements (W2) H
Prepared and submitted by employer’s Retain for 1 calendar year,
for each emplovee from whom income then transfer to the State
tax was withheld during the tax year. Management Center for 4
Each statement shows the emplover’s name. vears, then destroy.
address and identification number. the
employee’s name, address, and social
security number, total wages paid, and the
amount of income tax withheld.
28. Personal. Corporate. Pass Through Entitv (PTE) &
Fiduciarv Income Tax Returns (123. 500 - 1997
and future. 502. 503, 504 - 1998 and future.
505.510 - 1997 and future, 515).
Arranged numerically by year. These forms are imaged Retain paper at the Revenue
filed by all residents, and non-residents, corporations and Administration Center for |
fiduciaries, pass-through entities of the State who have year, then transfer to the State
received income from sources within the State, and are Management Center for 2
required by existing statutes to file such a return. years, then destroy. Retain
image for 5 years on optical
disk, then destroy.
29. Applications for Extensions of Time (S02E, S10E and
S04E)
These records document the application and Retain at the Revenue
approval for extension of time for filing returns, . Administration Center until the
which has been granted taxpayers, except in end of the tax year for which
the case of taxpayers who are abroad, no the extension was granted, then
extensions are granted for more than one year. destroy.
30. Pass Through Entitv Returns (510) - 1996 and prior

DGS 550-1A (Rev. 10/92)



.19.01. DNR

N Tk

Reporting Agency

bepartment of General Services
Records Management Division

Prepare in duplicate

Office of the Secretary
Personnel

7275 Waterloo Road (Rte. 175)
P.O. Box 275 forward original to

Retain one (1) copy and

Division or Unit

Jessup, Maryland 20794-0275 address at left.
S

I

CERTIFICATE OF RECORDS DISPOSAL

Authorization
No Description of Records Retention Inclusive Dates of Vgtljubrir::e Date of Method of
' (Same Title as listed on Schedule) | o 04110 Records Destroyed Feet Disposal Disposal
No. Item No.
04W29 Inactive Personnel Files 1256 1 2000 5 1/2006 RECYCLE

| hereby certify that the records listed above were disposed of as indicated

Charlie P Lopez

Records Center Manager June 30, 2006

Signature
DGS 550-2 (Rev. 1/93)

Title Date



£ TYPE OR PRINT CLEARLY ALL ENTRIES

- -
r 4

. ACCESSION NO. DATE REC'D
partment of Natural Resources

"23-03
/ISION/UNIT/ 7

2 RM CODE
ffice of the Secretary - Personnel
ILING ADDRESS

90|
LOCATION NO. OF CcU. FT.
80 Taylor Avenue RANGE SECTION(S)
nnapolis, MD 21401 ‘ 32 2 Lf 5‘"
E
ONE NO. RECORDS CENTER MANAGEZR
410-260-8076
Contacr Perspu) - donna MY ebensy;,
%CZLOFL:?EICIAL TO BE COMPLETED AT
Raymor,d Personnel Administrator STATE RECORDS MANAGEMENT CENTER
)X 3. DESCRIPTION OF RECORDS 4. DISFOSAL AUTHORITY
MBERS

WITH INCLUSIVE O SCHEDULE, ITEM NO.,
& o R b DISPOSAL DATE

j~.5" Tractive Personre] files for Jama?' 1. 2009 chpu

Disposel Date
Decerber 31, 2000 %/,@ - | Jommry 1, 2006
Schedule 1256
Tbom )

5
5 (REV. 1/93) USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES




V 'PERSONNEL FILES TO JESSUP TO BE SHREDDED 1/06

BOX 1

ADAMS, THOMAS
AQUILAR, MORRIS
APPEL, THOMAS
BAKER, JOHN .
BATCHELDER, TRACY
BEAVEN, MELVIN
BOWEN, SANDRA
CARTER, WORRALL
CARTWRIGHT, ALLEN
CLAGETT, JOHN -
COOK, THOMAS
CORMIER, RHONDA

- CUSTODIO, PABLO
DALY, KERRY
DAVIS, KAREN
DRING; RONALD
ELDER, CLARENCE
GARVIN, GERALDINE
GOUKER, JULIE
GROVE, SARAH .

5-10-00

9-12-00
2-08-00
5-31-00
4-18-00
4-30-00°
11-10-00
9-29-00
3-31-00
8-28-00
10-03-00
10-06-00
4-30-00
11-08-00
3-07-00
6-30-00
3-03-00
12-31-00
1-11-00
5-16-00

'Y 2N



" BOX 2

HELPA, MICHAEL
HENSLEY, DONNA
HOLDEN, BERNARD
HUANG, TAIN-LIN .
KALINOWSKI, ELIZABETH
KEMP, WILLARD
KEPHART, SUSAN

KIESS, JEFFREY

KINES, CHARLES
KISSINGER, ALAINA
KORRELL, DARLENE
LATHBURY, MEREDITH
LATIMORE, TAMMIE
LEITCH, CRAWFORD
MATTHEWS, CELINA
MAZZULLI, CHRISTOPHER
MCCUSKER, LARRY
MCDEVITT, KEVIN

PERSONNEL FILES TO JESSUP TO BE SHREDDED 1/06

2-08-00
10-03-00
3-31-00
12-29-00
3-24-00
7-31-00
4-30-00
10-17-00
10-13-00
12-04-00
3-31-00
2-05-00
9-28-00
5-31-00
11-30-00
12-08-00
10-31-00
5-30-00




PERSONNEL FILES TO JESSUP TO BE SHREDDED 1/06

¥ BOX 3

MCMANUS, ANN 3-30-00

MEININGER, JENNIFER 9-15-00
MILLS, CHRISTINE | 10-03-00
MONZEGLIO, SCOTT 7-11-00
MOWITT, WILLIAM 8-11-00
MULLIERI, BONNIE ~9-26-00
NELSON, ROBERT 11-25-00
NELSON, RONALD - 9-12-00
NICHOLSON, GERALDINE 8-08-00
O’BRIEN, SUSAN 10-27-00
OYEDOKUM, LAKEN 11-27-00
PALMER, TIMOTHY - 10-12-00
PELLI, CAROLYN 11-28-00
PHELPS, RUSSELL - 6-30-00
PIPPIN, JEFFREY 3-10-00
REICHERT, JILL 9-05-00
RUGOLO, LOUIS " 8-31-00
SCHAUBER JR, JOSEPH 6-30-00
SCHWARZ, KENNETH 4-28-00
SEARING, MARY ' 5-11-00
SELLMAN, MONICA 9-05-00
SEWELL, MARGARET 8-31-00



PERSONNEL FILES TO JESSUP TO BE SHREDDED 1/06

il BOX 4

SHADE, SAMANTHA 11-17-00
SIMPKINS, DEAN 11-17-00
SLACK, DAVID ' 11-14-00
SMOGOR, ANDREW 3-31-00
SMOGOR, NANCY 5-09-00
SOULEN, HEATHER 3-08-00
SPINNER, FLOYD 3-07-00
STEVENS, JOSEPH ' 6-30-00
STINE, MATTHEW 6-27-00
STOTT, JENNIFER 5-16-00

- STURM, PAUL 2-11-00
SULLIVAN, TERESA 10-30-00
TEETER, OLLIE 6-30-00
THOMPSON, PAUL 5-31-00
TINSON, VALERIE 12-07-00
TOWERS, RICHARD 6-30-00
VAN TASSEL, JAMES 10-19-00
WALD, LISA ’ 3-08-00
WALLS, EDWARD 1-31-00
WILHELMY, MONA 8-29-00




BOX'5

WILLIAMS, JOHN
WINELAND, DAVID
WOLFKILL, DAVID
WOROB, THOMAS
YINGLING, HARRY
ZANKEL, SUSAN

- ZIEGLER, BARBARA

6-30-00
10-20-00
6-30-00

- 6-30-00

6-30-00
4-04-00
11-30-00

PERSONNEL FILES TO JESSUP TO BE SHREDDED 1/06



DHCD

06.02

Reporting Agency

o T Department of General Services
Records Management Division

Housing & Community Development
CAA / Code Administration

7275 Waterloo Road (Rte. 175)
P.O. Box 275

Division or Unit

Jessup, Maryland 20794-0275

Prepare in duplicate
Retain one (1) copy and

forward original to
address at left.

.
1

CERTIFICATE OF RECORDS DISPOSAL

Authorization

Description of Records
(Seme Title es listed on Schedule)

No.

Retention
Schedule

Volume
Cubic
Feet

Inclusive Dates of
Records Destroyed

ltem No.

Date of
Disposal

Method of
Disposal

HUD Mobile Home 1221

Consumer Complaints

6 1975 - 1985

1/2006

RECYCLE

| hereby certify that the records listed above were disposed of as indicated

Charlie P Lopez

Records Center Manager

January 30, 2006

Signature
DGS 550-2 (Rev. 1/93)

Title

Date




-

/7~ DEPARTMENT OF GENERAL sen\}nces STATE RECORDS, MANAGEMENT CENTER
. - P.0. BOX 275, JESSUP, MD. 20794 (TELEPHONE-799-1379) _
& RECORDS TRANSMITTAL AND RECEIPT o

DIRECTIONS -PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A. AGENCY ' ACCESSION NO. DATE REC'D
1 Hou51ng & Community Development q l
B. ARASIANTTINIT ' . RM CODE
CAA/Codes Administration 060;2 -
“C. MAILING ADDRESS - LOCATION . NO. OF CU. FT.
o - RANGE  SECTION(S)
100 Community Flace :
Crownsville, MD 21032-2023 / S ' . e
.D. PHONE NO. RECORDS CENTER MANAGER :
(301) 514-7220
\ .E. AGENCY OFFICIAL . 70 BE COMPLETED AT
: James C. H , Director, C Od es hd STATE RECORDS MANAGEMENT CENTER
4. DISPOSAL AUTHORITY
‘2. BOX 3. DESCRIPTION OF RECORDS ' SCHEDULE, ITEM NO.
NUMBERS WITH INCLUSIVE DATES _.DISPOSAL DATE —- '
3A HUD Mobile Home Consumer Complaints - . -Schedule 1221
1975 - 1985 = . _ Item 6 .
' o ' ' Disposal: yr. 2005+
i
DGS 550-5 (REV. 12/88) USE PLAIN UNLINED PAPER FOR CONTINUATION P_AGEs




DHCD L N :
A Départment of General Services
Records Management Division
7275 Waterloo Road (Rte. 175) -
P.O. Box 275
Jessup, Maryland 20794-0275

I
]

CERTIFICATE OF RECORDS DISPOSAL

06:03:02

. Prepare in duplicate
Reporting Agency

Retain one (1) copy and
forward original to
address at left.

Housing & Community Development
CDA Finance / Single Family

Division or Unit

Authorization
Description of Records . Inclusive Dates of Volume Date of Method of
No. (Same Titlep as listed on Schedule) Retention Records Destroyed Cubic Disposal Disposal
' - Schedule’ y Feet P P
No. Item No.

02W7 All Reports, CDA Finance. . | 1208 3 1998 - 2000 30 1/2006 RECYCLE
Amortization for Services.

02ws All Reports, CDA Finance. 1208 3 1998 - 2000 30 1/2006 RECYCLE
Amortization for Services.

02w9’ All Reports, CDA Finance, 1208 3 1998 - 2000 30 1/2006 RECYCLE
Amortization for Services.

02W10 .| All Reports, CDA Finance, 1208 3 1998 - 2000 30 1/2006 RECYCLE
Amortization for Services.

03W358 Series Trial Balance 1208 3 1999 - 2000 2 1/2006 RECYCLE

| hereby certify that'the records listed above were disposed of as indicated

Charlie P Lopez

Records Center Manager

January 30, 2006

Signature
DGS 550-2 (Rev. 1/83)

Title

Date




85/17/2001 13:83  410-514-7431 CDA FINANCE PAGE B2
5 ; 7 H 13
i ) - D g
} ! DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
P.O. BOX 275, JESSUP, MD, 20794 (TELEPHONE-799-1379)
RECORDS TRANSMITTAL AND RECEIPT
=T
DIRECTIONS -PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES
A ACENCY ACCESSION NO. DATE REC'D
DHCD
1. cC 7—//' a/
8. DIVISION/UNIT , RAM CODE
CDA FINANCE/SINGLE FAMILY 06 -03 oz
C. MAILING ADDRESS ] LOCATION NO. OF Cu. FT.
100 Community Place RANGE SECTION(S)
Crownsville, MD 21932 ,é 2, 2 2 30
-
0. PHONE NO. ; RECORDS CENTER MANAGER
410-514-7421 JTAne?” 5. Th

Anne P.

E AGENCY OFFICIAL
Konrad

gz;gyav}ééaZzan;@%i

2 BOX 3.
NUMBERS

DESCRIPTION OF SECORDS
WITH INCLUSIVE DATES

TO BE COMPLETED AT
STATE RECORDS MANAGEMENT CENTER

4. DISPOSAL AUTHQRITY
SCHEDULE. ITEM NO.,
DISPOSAL DATE

6 L=095

a3

CDA FINANCE

All reports, accounts and activity dealing
with CDA FINANCE section, including
information on projects financed by CDA,
amortization schedules, balance sheets,
income and expenditure statements, trustee
budgets, revenue budgets and status reports
on CDA's financing activity.

ﬁmoﬁ/’"[zﬁﬁ'oﬂs

y !
Lo G e eers /3 / d»’é
w087 pad 477
I/?d/«_/&"d: /';)/? '2':5 . //0.?.;‘7 = Qg

Inclusive Dates:

Retain for five
(5} years, then
destroy.
Schedule 1208

Item $3

Destroy Year3 206

/.

OGS 550-5 (REV. 12/88)

USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES



85/17/2001 13:@3 418-514-7431 CDA FINANCE . PAGE 83

. - -

-t -

DEPARTMENT OF GENERAL SERVICES : | Schedule No.

RECORDS MANAGEMENT DIVISION . 1208
RECORDS RETENTION AND DISPOSAL SCHEDULE '
Page 1 of ;
Agency - . Division/Unit
DHCD CDA Finance/Single Family
Item | |
No Description Retention
CDA FINANCE . , ,
3 . Retain for five
(5) years, then

il reports, accounts and activity dealing
ith CDA FINANCE section, including
nformation on projects financed by CDA,
mortization schedules, balance sheets,

e and expenditure stat
acom Xp statements, trustee Destroy Year 2 Zdé;

destraoy.

udgets, revenue budgets and status reportd
on CDA's financing activity. '

Box#s  2¢L— 3795

/qmd/‘f/‘zﬂ,f}'g/r; | '7Cdr“ Sery, CErs
[N, 026,037 087 And 659
Loclus.,ve BDafes: [775-300¢

Approved by Department, Agency, Schedule Authorized by State
or Division Representative. Archivist.
Data _ |Date
Signature
Signature
Ty>e Name.
Title

DGS 550-1 (Rev. 10/92)

‘ . ¢ e G-



85/16/2801 13:23 418-514-7431 CDA FINANCE Z;fE 83 5
-0S -
et DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
= y - P.0. BOX 275, JESSUP, MD. 20794 (TELEPMONE-799- 1379)
ﬁ; : RECORDS TRANSMITTAL AND RECEIPT
JIRECTIONS-PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A AGENCY ACCESSICN NO. DATE REC'D

;. DHCD
2-//-0/

B. DIVISION/UNIT RM CODE

CDA FINANCE/SINGLE FAMILY

OAW3

06 .03.0

C. MAILING ADDRESS LOCATION

100 Community Place

RANGE SECTION(
Crownsville, MD 21032 I(ﬂ i :!

NO. OF Ccu. FT.

30

D. PHONE NO.
410-514-7421 Jane? &m 7A

RECORDS CENTER MANAGER

E. AGENCY OFFICIAL <7 Lris

Anne P. Konrad/ ?’/4?"!«2{;4/4;,” £

TO BE COMPLETED AT
STATE RECORDS MANAGEMENT CENTER

2. BOX 3. DESCRIPTION OF SECORDS o Ds'cs:gi‘:‘é ‘?;’ET;S?‘TY
NUMBERS WITH INCLUSIVE DATES DIEPOER BATE
976‘325 R0 Einancs Retain for five

All reports., accounts and activity dealing
with CDA FINANCE section, including
information on projects financed by CDaA,
amortization schedules, balance sheets,
income and expenditure statements, trustee
budgets, revenue budgets and status reports
on CDA's financing activity.

/[]/77'5;" 7(‘"?-/37#/0"-5 fpjr- ‘-ge"f‘;//oer‘,s.‘

G A fepl Serl AL | Gdin SO0

17’/’6/./:’,-/2/: ["/-"—:. s g

Inclusive Dates:

(5) years, then
destroy.

Schedule 1208

——

Item #3

Destroy Year@d0b
Jar.

GS §50-5 (REV. 12/88) USE PLAIN UMUINED PAPER FOR CONTINUATION PAGES




85/16/2801 13:23 410-514-7431 CDA FINANCE PAGE 84

S DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION 1208
RECORDS RETENTION AND DISPOSAL SCHEDULE
Page 1 of
Agency Division/Unit
DHCD CDA Finance/Single Family

Item

- No Description Retention

: CDA FINANCE

Lll reports, accounts and activity dealing
With CDA FINANCE section, including
information on projects financed by CDA,
puortization schedules, balance sheets,
income and expenditure statements, trustee
budgets, revenue budgets and status reports
on CDA's financing activity.

;

/60:4';#’5 276 - 375
ﬂmwﬁ:/ﬁfdm’ ‘,C:?/‘ Servicens

077, /56, Fd6, S0y. 330, &di , 500

¥ ;thﬂmxoﬂ Lates /755 2000

Retain for five
{5) years, then
cestroy.

Destroy Year (/1L

Approved by Department, Agency, Schedule Authorized by State
or Division Representative. Archiviszt.
Date Date
Signature
Signature
Type Name
Title

DGS 550-1 (Rev. 10/92)




85/16/2081 13:23  418-514-7431 CDA FINANCE PAGE B85
s | A-05.of
DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
/ P.0. BOX 275, JESSUP, MD. 20784 (TELEPHONE-799-1379)
RECORDS TRANSMITTAL AND RECEIPT
DIRECTIONS -PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES
A AGENCY ACCESSION NO. DATE REC'D
DHCD
1.
- 7-//-0/
B. DIVISION/UNT Fi 0 z 14) q AM CODE
CDA FINANCE/SINGLE FAMILY 06 03
’ -0 2
C. MAILNG ADDRESS : LOCATION NO. OF CU. FT.
100 Community Place RANGE SECTION(S)

Crownsville, MD 21032

U 22-23

30

D. PHONE NO. RECORDS CENTER MANAGER

410-514-7421

E. AGENCY OFFICIAL Serye /d/;c_./,{ﬁ/ﬁ/'f/"/_

Anne P. Konrad

TO BE COMPLETED AT
STATE RECORDS MANAGEMENT CENTER

2. Box 3 DESCRIPTION OF RECORDS % Z'g:sbi‘:; A:Ez‘sg'w
NUMBERS WITH INCLUSIVE DATES i
3%- 5% L AL Retain for five

All reports, accounts and aActivitky deallng
with CDA FINANCE section, including
information on projects financed by CDA,
amortization schedules, balance sheets,
income and expenditure statements, trustee
budgets, revenue budgets and status reports
on CDA's financing activity.

/77n7 /‘// % .--'0/.';\ 1/:0/*

s

\_ge r/el@ps !

52)0' \770, 6“’15'

Inclusive Dates:

(5) years, then

de§ kel .
Schedule 1208

Item #3

Destroy Year 2006
JE7+

Veryi -
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DEPARTMENT OF GENERAL SERVICES : Schedule No.
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE 1208
. Page 1 of ;3
Agen;y Division/Unit
DHCD CDA Finance/Single Family
Item -
- No Description Retention
CDA' PINANCE .
3 ) . Retain for five
11 reports, accounts and activity dealing] éS) years, then
ith CDA PINANCE section, including estroy.

information on proijects financed by CDA,
pmorLization schedules, balance sheets,
income and expenditure statements, trustee

pudsets, revenue budgets and status report Destroy Year EZMZQ
en CDA's financing activity. 7 '
. Z". J
Lo %  33¢- 3535

, ds <. .
/4’7/0/‘/ cZA s 0ns fﬁf‘ Serd/ceﬂs,‘

U0 S¢S 550 Sex . S7C, biS

Fnelysive Gates /755 - ?CQWj.

Approved by Department, Agency, | Schedule Authorized by State
or Division Representative. Archivist.
Date ' — |Date
Signature
Signature
TYype Name
Title

DGS 550-1 (Rev. 10/92)
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D TGl
sy LT DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER / >
¥ P.O. BOX 275, JESSUP, MD. 20734 (TELEPHONE-799-1379)
RECORDS TRANSMITTAL AND RECEIPT
DIRECTIONS-PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES
A AGENCY ACCESSION NO. DATE REC'D

1, DHCD 7’//, D/

B. DIVISION/UNIT 0 :t ! ) ’ o e
CDA FINANCE/SINGLE FAMILY
06-02.02

C. MAILING ADDRESS A LOCATION NO. OF CU. FT.
100 Community Place RANGE  SECTION(
Crownsville, MD 21032 l’ E g 0
D. PHONE NO. RECORDS CENTER MANAGER
410-514~7421
ST SYOICIL < o ree »///;//w7r %xz/ TO BE COMPLETED AT
Anne P. Konrad STATE RECORDS MANAGEMENT CENTER
2. BOX 3, DESCRIPTION OF RECORDS 4 Zf:gasut: i
NUMBERS WITH INCLUSIVE DATES eRPOE. B
355x3851”' CDA FINANCE Retain for five
(5) years, then
All reports, accounts and activity dealing destroy.
with CDA FINANCE section, including
information on projects financed by CDA, Schedule 1208
amortization schedules ,» balance sheets, ———=="
income and expenditure statements, trustee Item #3
budgets, revenue budgets and status reports Ja7 -
on CDA's f:.nanc1ng activity. Destroy Year 2006

AmdrTi2atioms Lo Serdiceprs

4, 3, G, 92

/dé

Inclusive Dates: 14qy - 260¢

GS S50-5 (REV. 12/88) USE PLAIN LINUNED PAPER FOR CONTINUATION PAGES
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. 8

v DEPARTMENT OF GENERAL SERVICES Schedule No.
i RECORDS MANAGEMENT DIVISION , 1208
RECORDS RETENTION AND DISPOSAL SCHEDULB .
Page ;| of 3
Agency Division/Unit
DHCD CDA Finance/Single Family
Item .
- No . Description Retention
CDA FINANCE : '
3 . - Retain for five
il reports, accounts and activity dealing éS)tgears, then
ith CDA FINANCE section, including estroy.

information on proiects financed by CDA,
mortization schecdules, balance sheets,
ncome and expenditure statements, trustee -
budgets, revenue budgets and status reporty Destroy Year Jl104
bn CDA's financing activity. :

|_Box# Isc- 335
.-...l(/,'Wor"iL/'Zﬂ/“}'/.J/’J 74/‘/* Servscers:
G563 Gl GER

Approved by Department, Agency, Schedule Authorized by State
or Division Representative. Archiviset.
Date ' Date
Signature
Signature
Type Name—
|Title

DGS 550-1 (Rev. 10/92)




RECORDS TRANSMITTAL AND RECEIPT

DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
P.0. BOX 275, JESSUP, MD 20794 (TELEPHONE - 410-799-1379)

DIRECTIONS - PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A. AGENCY ACCESSION NO. DATE REC’D.
1. Department of Housing & Community Development , ) ofh = a z
B. DIVISION/UNIT : RM CODE
CDA-Finance
06:03 .02

C. MAILING ADDRESS LOCATION NO. OF CU. FT.

100 Community Place Attn: Cindi Foard RANGE SECTION(
Crownsville, MD 21032 , 7 : z

D. PHONE NO. RECORDS CENTER MANAGER
410-514-7421

E. AGENCY OFFICIAL TO BE COMPLETED AT
STATE RECORDS MANAGEMENT CENTER

2. BOX 3. DESCRIPTION OF RECORDS 4. DISPOSAL AUTHORITY
NUMBERS WITH INCLUSIVE DATES SCHEDULE, ITEM NO,,
DISPOSAL DATE
425 Series Trial Balance 4/00 thru 10/00 Schedule No. 1208
Item No. 3
426 ' Series Trial Balance 9/99 thru 3/00 January 2006

-

h

DGS 550-5 (REV. 12/88) USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES
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{1

Recruitment / Employees
Personnel Files

.01 MDA - . . . .
01.0 "3' D‘epartment of General Services Prepare in duplicate
Reporting Agency Records Management Division
—— 7275 Waterloo Road (Rte. 175) Retain one (1) copy and
Department ofiAgriculture P.O. Box 275 forward original to
o . Jessup,-Maryland 20794-0275 address at left.
Division or Unit
CERTIFICATE OF RECORDS DISPOSAL
Authorization
No Description of Records Retention Inclusive Dates of Vg::gir::e Date of Method of
: (Sarpe Title as listed on Schedule) | o o4 1o Records Destroyed Feet Disposal Disposal
No. Item No.
02wW338 Conservation Grants 1626 2 30 1/2006 RECYCLE
Program
03W1067 Small LMD Reports, Small 1679 2 1998 10 1/2006 RECYCLE
& Medium Scale Reports,
Random Package Reports
03W1068 Human Resources - Testing | 2094 54,1 1999 7 1/2006 RECYCLE
Records & Information Files
03W1069 Human Resources - Closed | 2094 6,13 1999 10 1/2006 RECYCLE

I hereby certify that the records listed above were disposed of as indicated

Charlie P Lopez

Records Center Manager

Signature
DGS 550-2 (Rev. 1/93)

Title

Date

January 30, 2006



o // + DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
R . > P.0.BOX 275, JESSUF, MD. 20794 (TELEPHONE-793- 1379)

RECORDS TRANSMITTAL AND RECEIPT

9 J
IRECTIONS-PLEASE TYPE QR PRINT CLEARLY ALL ENTRIES /ﬂ/t.._r{f i

A. AGENCY ACCESSION NO. = DATE REC'D

s Department of Agriculture OZMS%% “ ¥ q % O,
B. DIVISION/UNIT AM CODE

Conservation Grants Program Ol .0)

C. MAILING ADDRESS .. ... —.—— i LOCATION ~ "NQ. OF CuU. FT.
RANGE SECTION(S)

50 Harry S. Truman Parkway /
Annapolis, MD 21401 QX /2 _/5 ;2 Nl

0. PHONE NO. . RECORDS CENTER MANAGER
410~841-5900

E. AGENCY OFFICIAL TO BE COMPLETED AT
Brenda Hatri dge e STATE RECORDS MANAGEMENT CENTER

4. DISPOSAL AUTHORITY
SCHEDULE, ITEM NO.,
DISPOSAL DATE

SOR G X
; A W&/
Y. M&WKZ/M : /G’MW

) BOXES 1 and 2. (PARTIAL DISPOSAL) January 2004

2. BOX 3. / DESCRIPTION OF RECORDS
NUMBERS [ WITH INCLUSIVE DATES

GS 550-5 (REV. 12/88) USE PLAIN UN .) PAPER FOR CONTINUATION PAGES . :




P1/18/2006 14:46
' B1/17/2006 83:45

41088415835
4187998532

PAGE 01/82

STATE RECORDS CENTER PAGE  82/83

A g " - DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
£.0, BOX 278, JESSUP, MO, 20794 (TELEPHONE-79g. 1478)

- RECORDS TRANSMITTAL AND RECEIPT M ¢ ;1
IEZETIONS .PLEASE TYPE OR PRINT GLEARLY ALL ENTRIES ' . 7
A AGENCY ACCESSION NO. ‘ DATE REC'D
L Department of Agriculture g “ a Ci b Ol
8. DIVISIGN/UNIT 2 55 AM CODE

. Conservation Grants Program ; O|.0)|
C. MAILING ADORESS .. - -om ooom o LOCATION =1~ " NO. OF Cu, FT.

30 Harry S. Truman Parlay
Aunapolis, MD 21401

SECTION(S)

|2-13

29 12

5. PHONE NO. AECORDS CENTER MANAGER

410-841~5900
2. AGENCY OFPICIAL oo " -

Brenda Hatridge STATR RECORDA MANAGEMENT CENTER
. BOX a. OESCRIPTION OF RECORDS 4. DISPOSAL mggm

NUMBERS WITH INCLUSIVE DATES Dsfs”@”mm“ﬁmm
| JOR6- 2
/:LZAL 4&22?L6/é40¢—f

3 - 14 - BOXES |

3 THRU 14 (PARTIAL DISPOSAL)

xatd/

January 200_5_

i

—

-

[}

A AK G\
P
1 /00

R
4
\@
U\
} §50-5 (REV, 12/88) USEPLANUN ) PAPER FOR CONTINUATION PAGES |

e



01/18/2006 14:46
01/17/2006- @3: 48

g

4108415835
4107998532

Ecrmus-FLiAsz TYPE OR PRINT CLEAFLY ALL ENTRIES

PAGE ©2/82

STATE RECORDS CENTER PAGE 83/83

DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
P.0. BOX 278, JESSUP, MD. 20794 (TELEPHONE-T799-1379)

BECOBD§ TRAQSM!! TAL AND RECEIPT

ij"k"l

. AGENCY

ACCESSION NO. DATE AREC'D
Departmant of Agriculture : ‘ l C.] O!
T DIVISION7 UNIT AM GODE
(kxwerVatuxlcrants Program "’ 57'
TMAIING ADORESS = +swmm o LOCATION "NG. OF CU. 7.
50 Harry S. Truman Parlway e il o
Annapolis, D 21401 l) K l 5 _
T, PHON& NO. RECORDS CENTER MANAGER =3
410-841~5500
k. AGENCY OFFICIAL TO BE COMPLETED AT .
Brenda Hattidge " S’TA?E AZCORDS MANAGEMENT CENTER
. BOX a. 'DESCRIPTION OF RECORDS 3 Eﬁ:ﬁ;f#gﬁgfff
NUMBERS WITH INCLUSIVE DATES DISPOSAL DATE
SOH G 2
IQ,Z.,(. W’Z ==

15 - 30

" BOXES 15 THRU 30 (PARTIAL" DISPOSAL)

p73-20

January 2006

; 860.5 (REV. 12/88) USE PLAIN UN

o™

" 2 PABER FOR CONTINUATION PAGER




.DEPARTMENT OF GENERAL SERVICES :
P.O. BOX 275, JESSUP, MD. 20794 (TELEPHONE 798-1379)
RECORDS TRANSMITTAL AND RECEIPT

Dirsctions: Please Type Or Print Clearly All Entries

C. Mailing Address

50 Harry S Tvumar Parkway
Arprapeolis, MDD 21401

37 8

A. Agency Accession No. Date Rec'd
. 0-5-03
Mavrylanrd Departnmant of Agriculrturae (}/b\M RM Code

007 | oo
B. Divisien/Unit 1 /o Location No. of Cu. Ft.
Weights and Measures Section Range Section(s)

|0

D. Phene No. Records Center Manager

(410) 841-5790

E. Agency Official

| 2. Box 3. Description of Records
| Numbers with Inclusive Dates
!

To Be Completed At
State Records Management Center

isposal Autherity
Schedule, Item No.
Disposal Date

small LMD reports - Allagany - Garvatt 1998

small LMD reports - Havford - Wovrcester 1998

LPG, VTM & Fack meters - Allegany - Worcester 1998

small & medium scale veports - Allagany - Baltimore City 1998
small & medium scale raports - Calvaert - P G 1998

small. & medium scale reports - Queer Anne - Worcester 1998

Jarge, vehicle, railvaod & balt converyor
Allegany - Worcestevr 1998

scale reports

random package reports - Allegany - Kernt 1998

random package
grain moisture

raports - Montgomery - Worcester 1998

1997-1998

standard package reports A - 2, 1998

5

%zc/cré.

1679 (2) 1-1-06 |

[ |

1679 (2] ‘r=vepe ;

1679 (2) 1-1-06

1679 (2) 1-1-06 [
1679 (2) 1=1-08

|

1679 (2) 1-1-06 ;

1679 (2) 1-1-06 g

1679 (2) 1-1-06 I

L]

1679 (2) 1-1-06 §

{

|

1679 (2) 1-1-06 |

e

e o—re—x
DGS 5505 (Rev 1/93)

USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES
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DIRECTIONS-.PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

- DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
P.0. BOX 275, JESSUP, MD. 20794 (TELEPHONE-799-1379)

RECORDS TRANSMITTAL AND RECEIPT

A. AGENCY . ACCESSION NO. DATE REC'D
1. Marvland Department of Aericulture ' L'o_ 6- 03
B. PlVlSlON/UNIT RM CODE :
. " Human .Resource Office Oé\AJ lO(D% 01 0 ‘
! C. MAILING ADDRESS S — LOCATION - - - “NO. OF CU. FT.
50 Harry S. Truman Parkway RANGE SECTION(S)

Annapolis. MD 21401

AA

)

'/

-

D. PHONE NO.

410-841-5900

RECORDS CENTER MANAGER

E. AGENCY OFFICIAL

Brenda Hatridee

7
TO BE COMPLETED AT
STATE RECORDS MANAGEMENT CENTER

L----------------------ﬁ

4. DISPOSAL AUTHORITY

2. BOX 3. DESCRIPTION OF RECORDS SCHEDULE. ITEM NO..
NUMBERS WITH INCLUSIVE DATES DISPOSAL DATE
# Testing Records & Information Files 2094 #5January 2006
' #2 Testing Records & Information Files 2094 #5January 2006
#3 TestingRecords & Information Files 2094 #5January 2006
#4 Testing Records & Information Files 2094 #5January 2006
#5 Testing Records & Information Files 2094 #5January2006
#6 Miscellaneous Personnel Files — List Attached 2094 gy January 2006
#7 Miscellaneous Personnel Files and Medical Files - List

Attached

2094;;4 January 2006
1

e —
vie

OGS 550- SgaEV

&' ~N

12/88) USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES
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Attachment to

Record
Transmittal of
January 31, 2003
BOXES1-5 TESTING R
RECORDS
AND
INFORMATI
ON FILES
BOX NO 6
Folder Item From Whom To Whom Subject/Contents
M. Bayer Letters John Green aT Letter dtd 7/1/97 reporting an accident occurred
» on 12/1/94 involving M. Bayer and requesting
list of dates that he missed work; Letter dtd
9/3/96 a follow up letter to 7/1/97 letter;
Unsigned letter of Cheryl dtd 9/8/97 apologizing
for the delay and attaching the data requested.
Contractué] ' Memo Jean Taylor Prog. Managers | Contractual Separation Notice- A memo dated
Separation 10/25/96 from J. Taylor attaching copy of 311-T
: form (Separation Form).
Div. of Salary & Letters Arthur Merkle aT Letter dtd 8/28/96 informing a requirement for

Position
Classification

various State depts. and agencies submit a ,
Position Classification Plan to Sec. of DBM and
attaching a form for completion. Letter dtd
9/16/96 of CJT to Merkle sending the Agency’s
Position Classification Plan.




DLLR Letter CJT DLLR Letter dtd 9/ 12/96 giving numbcrs of 5 units of
the Agency; Agency’s address verification dtd
8/26/96. _ -
Data Proc. Memos CIT M. Januk Mcmo dtd 6/20/97 informing him that one
person has 20MB of disk space; Memo dtd
06/25/96 dclction of Data Systcm of S. Clark and
addition of System to C. Jenkins.
Dis;ciplinary List - List of employees for Disciplinary suspension
Suspension for FY 1996 (6 employees)
EO Task Force Memo Angela B. Hawkins Members of EO | Memo dtd 7/22/96 EO classification and
co compensation Study Results -report on class and
study and informing of another meeting 7/26/96. .
Eligible List & Fax Nelson Sutton Pcrsonnel Fax dtd 10/8/96 transmitting instructions and
Selection Plan Officers forms for eligible lists and position selection
plans.
First Mail Phamplet Getting started with First Mail (First Mail for
DOS) -
Staff Meetings ‘Memos w/ Program April, Sept. Nov & Dec. 1996; Jan-Nov 1997
‘ Minutes Managers and Feb - June 1998 - All memos w/ copies of

minutes of said dates.




Grievance Report

Letter

CJT

Jeanne Zamoch

Letter of CJT dtd 8/29/96 to Asst. Director
Jeanne M. Zamock attaching a Summary of FY
1996 Grievances report. Report contained the
namcs of Ali Alemi and Susan Fisher.

Incentive Award

Letter

Michacl Glass

Pcrsonncl
Directors

Letter dtd 7/26/96 re FY 1996 Incentive Award
informing that all agencies are required to report
and attaching a format to that.

7/1/97 Increment

List

DBM -

List of employees dtd 6/19/97 w/ SS#s,
ID Nos. Increment yr.

Legislative
Session

Senate/Housc
Bills

Unofficial copy of HB 542 Employee Privacy
Protection Act dtd 1/29/97; Unofficial copy of
SB 36 State Employees-CBargaining-Authority
of Governor; unofficial copy of HB 815
Eligibility for retirement; unofficial copy of SB
151Health Ins. coverage requirements and SB
215 Clarification of Earnings Limitation on Re-
employment.

Leave Bank

Letter

F. Ramsey

Personnel
Dircctors

Letter dtd 8/8/96 with a report status of
employees who are listed as members of State
Employee’s Leave Bank for review.
Discrepancies should be reported by 9/15/96;
Should be noted that membership is valid for 2
yrs. only. Advanced & extended sick leave ends
12/31/96. '

Laboratory Maps

maps

Dircetions going to Oakland Lab from
US219 and directions to Salisbury Lab from US
50.




Injuries 1991-
1994

Weights & Measures Worker’s Compensation
Injuries Fiscal Year 1991-1994 - list of persons
who incurred injuries during said period

Helping Hand

Memo-Letter

Kathy Gerwig

Admin. Support
Staff

A “Helping Hand” - proposal to provide
Administrative Support Staff with needed
assistance during “peak” work timcs. Assistance
may include typing, faxing copying and bulk’
mailing. : '

Hood College

Michacl Baldiga -
Director

Internship
Coordinator

Letter dtd 7/96 enclosing a data sheet

-and requesting that Personnel fill up thc samc

and submit to them for their Internship Resource
File.

Health & Safety
Meeting

Memo

Barbara Saunders

Mcmbers of
Committee

Mcmo dtd 7/9/00 stating that there will a
forthcoming meeting on 7/24/96 at Rm 446.

MD Classified
Employees

Letter

Sec. L. Riley

Edward
J.Bynum

Letter dtd 7/10/96 to Sec. Riley informing and

introducing the new appointed Exec. Director of
MCEA and a brief background.

Mastercard Issued

Brenda Hatridge

Employees

Memo dtd 9/24/97 assigning a Mastercard
Gasoline Service Number to J. Harrington; -
Memo dtd 8/15/97 M. Cantwell; Memo dtd
7/17/97 to J. Dorothy; Memo dtd 3/12/98 to
Asst. Sec. R. Powell.

MD. Dept. of
Budget & Fiscal
Planning

Dep. Sec. Eloise
Foster

All Dept.
Secretaries &
Heads of
Independent
Agcncics

Memo dtd 5/28/96 re Program and Performance
Statements and Units of Measurement. DBM is
requcsting for performance-related material to be
used in budget formulation. Attached to this
memo are instructions and where to submit the
same. '




Manager Reports

Memos

Merry McNeil

Program
Managers

Memo dtd 7/16/96 with leave report ending
7/2/96; Memo dtd 7/2/96 with lcave report
ending 6/18/96.

Personnel Dctail
Report

Memorandum

arT

D. Wilson

Mecmo dtd 7/24/96 re Personnel Scrvices Agency
Dectail - sending a draft of a proposcd personnel
dctail report. Said rcport includes Pin Nos.,
Classification, First and Last Name, SS#s EOD
Grade and Step.

Personnel
| Advisory Council

Agenda for 9/25/96 meeting - topics of which
were: Personnel Reform Implementation
Update, Alternative Placement &
Accommodation Procedures and
Questions/Discussion.

Savings Bond

Memos

Sccrétary HAV

Program

Managecrs

Memo dtd 8/14/96 campaigning about Savings
Bonds; Memo dtd 12/4/96 from Barbara
Saunders to D. Wilson reporting on the Savings
Bond Campaign.

Retreat Charts

Charts

Charts with Headings of Area, Work Sltuatlon to
Improve, Actions and Time Frames.

Return Receipts

Various Registry Receipts 1990 to 1995 of
employees.

Union

Letters

CJT

Fred Blow -
MCEA

Letter of CJT dtd 12/18/96 responding to request
for accommodation for one of the rooms
downstairs and to contact Bettie for future
reservation. Same letter to Ms. Sue Esty of
AFSCME and Ms. C, McCann of MD
Professional Employees Council.




Floyd Warrcn

Sec. L. Riley

Letter dtd 2/24/97 of Business Agent Mr.
Warrcen to Sec. Riley requesting to hold a
Tcamster Day hcre in the agency.

Unemployment
Insurance

Memo, Letter
& Fax

Michacl A.Giass

DLLR
it

Personnel
Dircctors
MDA
Michacl Glass

Memo of Michael A. Glass dtd 6/20/96 to
Personnel Directors re Unemployment Insurance
Claims Management - they are contacting the
office directly in response to claims filed by
former employees and that the Dept. of
Personnel’s unemployment insurance claims
unit has been abolished and they will no longer
review claims or provide any services

Letter from DLLR dtd 8/2/96 to MDA
confirming agency’s address above; FAX dtd
8/13/96 to Michael Glass enclosing Statement of
Assessment and Check sent by CJT.

Transfer of
Position from
Salisbury to
Frederick

Dr. Roger Olson

Request dtd 11/8/96 for immediate transfer of
some positions from Salisbury Lab to Frederick
Lab: Lab. Scientist I and Microbiology
positions. Justification to this request was
attached.

Task Force on
Program Equity

Vivian Ferecbee
Director MBE/EEOQO
Division

MD Task Force

~on Program

Equity

Memo dtd 10/29/00 informing members that
there will be an urgent meeting on 11/8/96.




Sick Leave Log

Letter
Memo

T
CIT

Asst.
Scerctarics

Letter dtd 11/3/94 re Employee Sick Leave
Counscling. Reported that Legislative Audit
cited thc Agency for not having a procedure in
conducting sick leave counseling. CJT also said

-in order to correct the problem Personncl in

conjunction with Data and Fiscal Services has
designed a computer program to track documcent
both sick leave occurrences and counseling. He
also explained further the procedures.

Memo dtd 11/17/96 attaching a second run of
the Agency’s sick leave/counseling report.

Sigma Data
System

Letter

Mr. Ken Hirsh,
Account Executive

CIT

Letter dtd 5/19/97 offering Sigma Data
Software.

State Usc Ind.

FAX

Statc Use

C. Jenkins

Fax cover dtd 3/3/97; Pages 1 & 2 are lists of
various standard and personnel forms.

St griature Cards

Xerox copy of signature cards of Dr. C.
Puffinberger dtd 8/5/97 and D. Wilson dtd
7/30/97 .

Staff Mectings

A copy of Mceting Agenda for 4/3/97 staff
meeting (Personnel) and CJT’s meeting notes.

_Reclass Memo

Memo

L. Corriveau

H. Kanarck

Memo dtd 9/6/96 regarding Reclass Request of
Dana Faulcon’s Position - returning to H.
Kanarek the PD for completion.

Work Study

Work Study
Employment

Application -

Work Study Employment Application dtd
8/20/97 of Stacey Haley for clerical position.




United Cerebral ' United Cerebral Palsy form signed by Joseph
Palsy : Offoha dtd 1/17/96 in favor of former employee
Kenneth Butcher regarding Butcher’s
qualifications.

Attachment to Reeords Transmittal January 31, 2003




BOX NO. 6 - JANUARY 31, 2003

Abolished position
Above Base

Coolective Bargaining
Compressed Time
Computer Information
Contractual Information
CYA Documents -
Department Codes
Directions

Disciplinary Actions
Driver’s Licenses - MDA Employees
EEO Class Plan
Employee Release

End of Employment
Exit Interview Questions
Federally Financed Positions
FMLA

Forms-Bank

Health Booklets

Leave

MFR

Minor Employment

MS 22

“MS-310

NCP :
OPSB Personnel Memo
Orientation

Pan Plan Amendment
PEP Training
Personnel Issues (MD)
Phone (Instructions)

~ Record Retention - List 1

Recruitment

Recruit & Select - outside “Skill
Professional” category

Regulations

Retirement

Salary

Specifications

Suspension Information

Teleworking

Temporaries

Testing

Unemployment Information

Vacancy

BOX NOS. 1 -5 - CONTAIN TESTING RECORDS AND INFO FILES - 1999



'BOXNO 6

Action Code List -1996

Allegations - Ann Simmons 1996

Agency Position -1996

Agency Complainant (J. Hatkin)-1996
Assessments for Unemployment Ins. - 1996
Contractual Misc. - 1999

Contractual Employees Timesheets

Citation and Notification of Penalty 1997
Steven Connelly - 1996

HB 774 Correspondence 1996 '
Theresa Howard v. Bowie State Univ. et al 1996
Position situations 1997 '
PAC Meeting - 1998

Personnel Reform Act Co'rrespondence - 1996
New Competitive Promo List 1997




NO:7 - STORAGE BOX -

CAT’S Old Files

Unit Number w/ 1997 Budget Papers

New Competitive Promotion 1977

Personnel Reform Act Correspondence 1996
PAC Meeting 1998

Position Situation

Howard Theresa vs. Bowie State of MD 1996
1996 File on HB 774 Correspondence
Steven Connelley '

1997 Citation & Notification of Penalty
Copies of Contractual Emplovees Timesheets
Contractual Miscellaneous

Classification Contract 1996

Allegation 1996

Action Code List 1997

Medical Files - See List below

Last Name FirstName " " | Latest]
Albright Ana Margaret 4/93
Alemi Mehran 10/95
Allen Lou Ann 1/93
Beck - George 1/96

" Beilman Sandra 4/93
Boone Anthony 6/92
Boose Leila. 11/94
Brown Maria 3/95
Butera Guy 10/91
Canter Edmond 4/86
Carreras Francisco 9/81
Carter William 5/92
Carter Robert 6/93
Cassy Siobhan 8/87
Clark June 3/90
Clark Shirley 4/95
Coleman Chanders 7/89
Comegys Henry 4/86
Condon James 2/86




Connelley
Duck
‘Edwards
Emge
Exner
Farmer
Fletcher
Gordon
Gray
Green
Groton
Hall
Hall
Harrison
Harshman
Heckert
Heider
Heinard
Hill
Homes
Howard
Jackson

~ Jones

Lee
Lillard
Mack
Magaleski
Mease
Miller
Mundel
Naegele
Nagara
Neal
Nellenbach
Nellenbach
Newton
Oliver
Ordway
Padgette
Painter
Parks
Pauler
Payne
Pierson
Rawls
Reinohl
Resh
Rezendes
Rhodes
Robinson

Stevens
Magdelena
Bruce
Donna
Alice
Charles
Thomas -
Dan
Sarah
David
Bennett
James -
Paul
Suzanne
Richard
Robert
David
Terry
Leisa
Darlene
Kenneth
Terry
Kevin
Gloria
Elizabeth
Valerie
Joseph
William
Donna
Denise
John
Kuppe
Alonzo
Leon

Barry

Bonnie
Carolyn
Elaine
Wanda
Shirley
Archibald -
Rudolf
William
George
John
Joann
Patrice
Susan
Thomas
Bret




AN

Robinson
Roche

Schwallenberg

Smith
Spinner
Sumpter
Sweeney
Tatman
Tharpar
Thomas
Veneda
Voss
Walker
Waller
Webberking
White
Williams
Wingate
Woodty
Wyatt
Zimmerman

fmc/11/26/02

Janet
George
Frederick
Carol
Tammy
Jeanne
Kevin
Kathleen
Nirwan
Theodore
Marco
James
Robert
Marlene
Eric.
Patricia
Nancy
Larry
Dewey .
Henry
Carol

1/91
3/93
11/89
11/91
11/85

5/81

10/84
10/92

- 3/88

1/94
8/86

- 1/85

4/91
3/90
9/85

3176

7190

4/92

3/935 :

10/56 (3 pes. doc. all dated 10/56)
6/68




vt nep ARTMENT OF GENERAL SERVICES STATE RECORDS MANAGEMENT CENTER
P.O. BOX 275, JESSUP, MD. 20794 (TELEPHONE-799-1379)

RECORDS TRANSMITTAL AND RECEIPT

OIRECTIONS - PLEASE TYPE OR PRINT CLEAR_LY ALL ENTRIES

A. AGENCY _ ACCESSION NO. DATE REC'D

1. Marvland.Department of Agriculture ' : ' (0'6 ) 06

_/
B. DIVISION/UNIT - \ ' . RM CODE —
: Human Resource Office / D 01. o,

LOCATION - - - —=|-""NO. OF CU. FT.
RANGE SECTION(S) :

50 Harry S. Truman Parkway . ]
Annapolis, MD 21401 @ 5 | g lo
| - km- 3

RECORDS CENTER MANAGER

C. MAILING ADDRESS . i i e —

D. PHONE NO.
410-841-5900

E. AGENCY OFFICIAL ' ' TO BE COMPLETED AT

Brenda Hetridge /d// 24 %«cé/v STATE RECORDS MANAGEMENT CENTER

: 4. DISPOSAL AUTHORITY
DESCRIPTION OF RECCRDS : SCHEDULE. ITEM NO..
WITH INCLUSIVE DATES DISPOSAL DATE

2. BOX
NUMBERS

#1 . Closed Recruitment List Attached : 2094 #6 January
#2 Closed Recruitment List Attached _ 2094 #6 January
#3 Closed Recruitment — List Attached ' 2094 #6 January
#4 Closed Recruitment — List Attached 2094 #6 January
#5 Employees Personnel Files
' and Financial Disclosures -List Attached : 2094 #1 January

#6 ~ |Collective Bargaining Files — List Attached : 2094 #1 January
#7 Miscellaneous Personnel Files — See Attached List 2094 #1 January
#8 Closed Recruitment - List Attached ' 2094 #6 January
#9 Closed Recruitment - List Attached ' ' 2094 #6 January
#10 In—active Personnel Files (SKS); D. Tibbetss J Hanson 2094 #3 January

and Santana : ' :

OGS 550-5 (REV. 12/88) USE PLA.NLINED. PAPER FOR CONTINUATION PAGES ‘




Attachment to Record Transmittal January 31, 2003

BOX NO. 1

Animal Autopsy Technician (11/10/99)
. Adm. Specialist Il (HRO) -(4/15/99)
Adm. Specialist III - Animal Health (7/22/99)
Computer Info. Services Specialist [ (9/28/99)
Data Base Specialist I (Res. Cons.) (3/22/99)
Entomologist III (Plant Prot.) 2/10/99
Fiscal Specialist Il - W, Marte (transferred) 12/2/99 (3 in a folder of Fiscal Spec. I)
Nutrient Management - Admin. [ (Res. Cons.) 2/2/99
Fiscal Clerk IT - Ag Land - 4/20/99
Admuinistrative Specialist II - 3/8/99 (Personnel Services)

BOX NO. 2

Nutrient Management Spec. | (Res. Cons) 3/31/99
Nutrient Management Spec. III 7/28/99

Office Secretary I (Plant Prot.) 7/8/99 .

Office Secretary II - Ag Land & Nutrient Management 6/8/99
Office Secretary | MACS 11/18/99

Office Secretary I Mosquito Control (Riverdale) 2/17/99
Office Secretary II Nutrient Management (2™ Set) 6/8/99
Office Secretary I 60% St. Mary’s Co. 2/19/99

Agri. Inspector II Weights & Measures (PG Co.) 9/29/99
‘Folder 1999

Contractuals Folder .

Animal Autopsy Technician -College Park

Agric. Inspector I - Pest Survey

Ag. Lab Scientist -College Park

Adm. Specialist IIl - Contractual Conversion



BOX NO.3

Office Secretary II - Salisbury (Animal Health - 1/4/99
Office Secretary I1 60% - St. Mary’s Co. (2'Folders) 1/11/99
Soil Conservation Associate II Kent Co.- 11/10/99

Soil Conservation Associate II - Talbot Co. 1 1/22/99

Res. Conservation Supervisor - Worcester Co. 10/6/99

Soil Conservation Planner II - Charles Co. 2/1/99

Soil Conservation Planner II - Frederick/Catoctin 12/13/99
Soil Conservation Associate II - Frederick 11/29/99
Nutrient Management Specialist 11 (Annapolis 10/14/98 (used in Interview of 12/27/99)
Soil Conservation Associate II - Carroll Co. 11/22/99

Soil Conservation Planner II - Harford Co. - 12/15/99

Soil Conservation Planner II - Frederick-Catoctin - 12/13/99
Soil Conservation Associate II - Harford Co. 11/15/99

Soil Conservation Planner II - Dorchester Co. 12/14/99

Soil Conservation Planner III - Calvert Co. - 2/23/99

Soil Conservation Planner II - Annapolis 12/02/99

Soil Conservation Associate II - Dorchester Co. - 1 1/16/99

BOXNO. 4

. Soil Conservation Planner II - Howard Co. 12/17/99
Soil Conservation Planner II - Kent Co. 12/20/99
Soil Conservation Planner III - Frederick Area - 3/5/99
Soil Conservation Associate II - Wicomico - 11/24/99
Soil Conservation Specialist IV - Annapolis - 12/2/99
Soil Conservation Associate II - Washington Co. 12/6/99
Soil Conservation Planner III - Prince Fraederick 9/24/99
Soil Conservation Associate II - Howard Co. 11/17/99
Soil Conservation Planner III - Caroline Co. 9/29/99
Soil Conservation Specialist IV - Contractual Annapolis 12/7/99 & 1/19/99
Soil Conservation Planner Il Westminster 9/23/99 '
Soil Conservation Planner III Frederick 8/20/99
Statistical Asst. II - Annapolis 12/22/99 -
Weed Control Spec. II - Frederick Ext. 9/30/99
Agri. Commodity Grader Trainee - Cecil Co. 8/28/99
Ag Lab Scientist II Micro - Frederick
Soil Conservation Planner II - Washington Co. 12/10/99
Ag Marketing Specialist III - Annapolis 4/1/99
Account Auditor IV-Fiscal (closed on 9/22/99)
Admin. Officer I1I Nutrient Management 10/5/99
Soil Conservation Associate II - Charles Co. 11/17/99



Attachment to Record Transmittal January 31, 2003

BOX No. 5

Former Employees Personnel Files (1997)

Saint Kammefa Ann White
Milton Zucker

Calvin L. Massey

Wanda Hill

Terry Reinard

Chanta S. General

Susan L. Fischer

June Degraft-Handson

R. John Dixon '

Ali A. Alemi

Financial Disclosure 1995-1996
Financial Disclosure Add & Delete

BOX No. 6

CJT File on CBA 1996

Mikki Hogues

Copies of roll calls

Bargaining Packet Folder

MDA classification re bargaining
Folder - Non Exempt - Exempt




BOX NO. 7

Training Invoices 1995
Staffing Services Invoices 1995
Subscription Invoices 1995
Traioning Invoices 1996
Notary Public Invoice 1995 & 1996
Video File : '
Unemployment Insurance
Invoices (June-December) 1998
Purchase Orders : 1998
Staffing 1998-99 -
Marlie Morsel
Office (June-May-
Forms (Team Awards -Outstanding Employees)
Expense Account
Financial Disclosure
Advertising : 1997
Lay-Off 1997
Abolished/Lay/offs 1997
Sick Leave 1997
Entomologist III - Lay off 1997
Vacancies (11-7-96)
Central Services - Withdrawal/Requisition
Office Equipment/Supplies 1997
Expense Reports 1997
Barbara McMillan’s Invoices
Advertising
Expense Accounts : 1996
Purchase Orders 7/95-7/96
State Personnel Mgmt System
Performance Act of 1996
Files to Storage g 7/95
Gasoline Service Cards '
MDA L.D. Cards
Advertising Invoices 1995
Staffing 1997
Subscriptions 1997
Training & Reservations 1996
Office Equipment & Supplies 1996
. Staffing Services 1996
Subscriptions, Dues, Publications 1996
Office Equipment-Inv. Supplies 1995
Employee Time Sheets '




Maryland Department of Agriculture
Office of Human Resource
Closed Recruitment — Box 8 1998

FOLDERS

Public Affairs Officer II - Executive Direction, Annapolis
Service Worker [ - Central Services, Annapolis
Soil Conservation Engineering Technician - Resource Conser., Caroline County
Soil Conservation Associate II - Frederick County
- Charles County
- Carroll County
- Worcester County
" - Frederick County
. - Washington County
Soil Conservation Planner 1T - St. Mary’s County
- Frederick County
- Worcester County
- Prince George's County
- Calvert County
- Carroll County
- Howard County
- Cecil County
Resumes No Interviews
Volunteers

(Amy-2001)




Maryland Department of Agriculture
Office of Human Resource
Closed Recruitment — Box 9 1998

FOLDERS

Former MD Dept. of Natural Resources Employees
Lab Helper - Animal Health, College Park
Metrologist - Weights & Measures

Administrator [ - Executive Direction

Administrative Specialist [ - Contractual. Resource Cons., Annapolis
Administrative Officer - Contractual. Resource Cons

Ag. Marketing Specialist [II - [nternational Marketing

Animal Autopsy Technician - Animal Health

Chemist Il - State Chemist, Centreville

Computer Network Specialist Trainee - [.T. Services. Annapolis
Data Base Specialist I - [.T. Services

D.P. Programmer Analyst [I1

D.P. Tech Support Specialist Trainee

Entomologist [II - Plant Protection & Weed Mgmt., Annapolis
Lab Scientist [ - Contractual. College Park

Lab Technician I. General - Animal Health. College Park
Metrologist I - Weights & Measures. Annapolis

Nutrient Mgmt. Specialist | - Resource Conser., Frederick
Office Secretary II. General - Resource Conser.. Salisbury
Office Secretary III. General - Central Services. Annapolis

(Amy 2001 ‘




BOX NO. 10 (personnel files)

Shirley Painter
Saint Kammefa A. White Saint (SKS)

SKS - OAH

SKS- GRIEV

SKS- CIRCUIT
SKS- PERS 1987-89
SKS- PERS -1990
SKS-PERS-1991
SKS-PER-1992
SKS-EEOC
SKS-MCHR

DAVID TIBBETS - ACTING CAPACITY
JUNE DEGRAFT HANSON- CHARGES AND REMOVAL
SANTANA- COMPLAINT OF SOLICITATION BY MDA EMPLOYEES
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
STATE RECORDS CENTER

P.O. BOX 275
JESSUP, MARYLAND 20794-0275
410-799-1379

410 794 g53 7

December 14, 2005.. .

RECEIVED

01 .40

MS. BRENDA C. ALEXANDER : r

DEPT. OF AGRICULTURE JAN 8 2008

50 HARRY S. TRUMAN PKWY.

ANNAPOLIS, MD 21401 DEPT. OF AGRICULTURE

CENTRAL BERVIGES
SUBJECT : DISPOSAL CLEARANCE

The records listed on attached sheet are eligible for disposal.
They will be destroyed as scheduled if no reply is received by
January 13, 2006. If you do not concur in this action, please
return this letter and justify continued retention on the space
pelow. Cite Accession Number and include a new disposal for
these records.

Sincerci.y, O l : 0/
bl

Records Ce r Manager

Ac_cm:@n. Ko, ?\ﬂ\‘\\,‘- Sec.-\iav\ No. ok B
o3W lot3 A 31 i
o3Wbq? 3 TR

Please do  wot des}m\,& onel oo ofRen has Hime
Ao review records iewd ek and (L m{-;(:p\\’ q?clm'oosal

date. “Thauk Uew. .

DES! 551057




e i b

Page No. .
- 11/29/05 - SRR SRR
o _ AGENCY HOLDINGS 'IN RECORDS CENTER .-

- ACCESSION NO. NO.CUBIC FEET ' RANGE SECTIONS SCHEDULES ITEMS.

' ** RECORD MANAGEMENT CODE 01.01 _ o -
03W1067. =~ : Co 100 39 08 - - 1679 .
03W1068 ~ . o7 . 2231 . 2094
03W1069 . 10 3521 2094

1 *x . : o .

** Subtot

27

DEPT. OF AGRICULTURE -
- CENTRAL SERVICES




28.01.05.01 UNIV e S
' a A Department of General Services Prepare in duplicate
Reporting Agency . Records Management Division
University of Maryland, Baltimore . 7275 Waterloo Road (Rte. 175) Retain one (1) copy and
Human Resources P.O. Box 275 ~ forward original to
Jessup, Maryland 20794-0275 address at left.
Division or Unit ‘
CERTIFICATE OF RECORDS DISPOSAL
Authorization
D ipti f Record Inclusive Dates of Volume Date of Method of
No. (Sam?asTcitrllepaso I?stgd on Scchred?lle) Retention Records Destroyed Cubic Disposal Disposal
Schedule Yy Feet p p
No. Item No.
03W406 Applications & Secretarial 1636 1 2002 8 1/2006 RECYCLE
Testing .
i hereby certify that the records listed above were disposed of as indicated
Charlie P Lopez Records Center Manager June 30, 2006
Signature Title Date

'DGS 550-2 (Rev. 1/93)



e -+ =B9/25/2002 14:07 4187998532 STATE RECORDS CENTER

PAGE . 02/82
DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER | N
P.0. BOX 275, JESSUP, MD. 20794 (TELEPHONE-799-1379) L SEo e
RECORDS TFIANSMITTAL AND RECEIPT )
wek
IIRECTIONS -PLEASE TYPE OR PRINT GLEARLY ALL ENTRIES '
A RGENOY r' ACCESSION NO. DATE REC'D . .

1 uhlUf‘(Sn\\l O%N\(A ()JCI'Lﬁ | rl'&,“bz,

B. DIVISION/UNIT

Humon QMSM\;M% O&W/J(O(a 29 RM‘."’DE

C. MAILING ADDRESS _ " LOCATION ] ,
qﬁf) W kom\oavd S.(- RANGEl . SECTION(S) : L :
Rarle. MAAl2o} |\ s &

. D. PHONE NO. RECORDS CENTER MANAGER S ~

41 p- 106- 111

E. AGENCY OFFICIAL

Ka-th ;;4) .Slaali

TO BE COMPLETED AT :
STATE RECORDS MANAGEMENT CENTER

2. BOX DESCRIFTION OF REGORDS 4. DISPOSAL AUTHOR
NUMBERS WITH INCLUSIVE DATES - ~..___ e

Go0 aVoached | st - - Selepto. 1636
2002, .. L g |\ Ty )

Deesons -

Jan . 2006

DGS 5850-5 (REV. 12/88) USE PL'JNLINED PAPER FOR CONTINUATION PAGES I ' u



Number of Boxes Contents Destroy Date
)~ 8 Applications & 2005 -~
Secretarial Testing : -
2002 .




28.03.01 COLLEGE RS L . . .
C Department of General Services Prepare in duplicate
Reporting Agency Records Management Division
. 7275 Waterloo Road (Rte. 175) Retain one (1) copy and
Charles County Community College P.O. Box 275 forward original to
L . Jessup, Maryland 20794-0275 address at left.
Division or Unit
CERTIFICATE OF RECORDS DISPOSAL
Authorization
No Description of Records Retention Inclusive Dates of VgLubrir(n:e Date of Method of
: (Same Title as listed on Schedule) Schedule Records Destroyed Feet Disposal Disposal
No. Item No.
00W57 Permanent Personnel 1530 1 1995 1 1/2006 RECYCLE
Reocrds
| hereby certify that the records listed above were disposed of as indicated
Charlie P Lopez ' Records Center Manager June 30, 2006
Signature Title Date

DGS 550-2 (Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES .
P.0. BOX 275, JESSUP, MD. 20794 (TELEPHONE 799-1379)
RECORDS TRANSMITTAL AND RECEIPT
Directions: Please Type Or Print Clearly All Entries

Numbers

E. Agency Official
Shirley Williams, Human Resources Officer

2. Box 3. - Description of Records

with Inclusive Dates

Permanent Personnel'Records - 1995
(1/95 - 12/95)

DGS 5505 (Rev. 1/93)

7
To Be Completed At
State Records Management Center

r\%

A Agehcy _ § _ ~ Accession No. Date Rec'd
.1' Charles County Community College : ' ' 2'3 ’qq
' ' — RM Code
OOU)S "I | 27.0%.0
B. Division/Unit | Location No. of Cu. Ft
Human Resources Office (HRD) Range Section(s)
C. Mailing Address : S
P 0 Box 910, 8730 Mitchell Road : i N
La Plata, MD - 20646-0910 |
D. Phone No. ' | Records Center Manager
_ : o
(301) 934-7722 (Pam Starkey) : > 6

| Qisposal Authority
Scheduls, Item No.
Disposal Date

Schedule #1530
Item #1
Disposal -~ 1/06

USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES



28.03.02

COLLEGE

Prepare in duplicate

Reporting Agency

@panment of General Services
. 'Records Management Division

Anne Arundel Community College

7275 Waterloo Road (Rte. 175) Retain one (1) copy and
P.O. Box 275 forward original to

Division or Unit

Jessup, Maryland 20794-0275 address at left.

CERTIFICATE OF RECORDS

- 1 ]

DISPOSAL

Authorization
Description of Records . : Inclusive Dates of Volume Date of Method of
No. (Same Titlep as listed on Schedule) Retention Records Destroyed Cubic Disposal Disposal
Schedule Y Feet p p
No. Iltem No.
04W488 Book Store - Cash Register | 1916 - 2 8/2002 1 1/2006 RECYCLE
Reports / Credit Card
Receipts
04W4389 Student Loans ¢ 1920 4 FY 1995 9 1/2006 RECYCLE
04W490 Facilities Use Forms 1914 7 2000 2 1/2006 RECYCLE
04W491 Continuing Education - 1927 6 2000 2 1/2006 RECYCLE
Class Files
04W492 Book Store - Cash Register 1916 2 12/2002 1 1/2006 RECYCLE

Reports / Credit Card
Receipts

| hereby certify that the records listed above were disposed of as indicated

Charlie P Lopez

Records Center Manager June 30, 2006

Signature
DGS 550-2 (Rev. 1/93)

Title Date




DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
P.0. BOX 275, JESSUP, MD. 20794 (TELEPHONE-799-1379)

RECORDS TRANSMITTAL AND RECEIPT

~

DIRECTIONS-PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A. AGENCY . [ ACCESSION NO. |~ 'DATE REC'D
1. Anne Arundel Community College “. Zb D&

B. DIVISION/UNIT : . " RM CODE
Bookstore : _ % ’g 0302

C, WATLING ADDRESS LOCATION . NO. OF CU. FT.
101 College Parkway RANGE  SECTION(S)

Arnold, MD 21012 97 ? : I

D. PHONE NO. RECORDS CENTER MANAGER

410-777-2549-Records Retention - .

410-777-2651-Bookstore _ st — 2 K-OC
Robert O. Felter, Records Retention STATE RECORDS MANAGEMENT CENTER
Steven Pegg, Manager of Bookstore :

4. DISPOSAL AUTHORITY
2. BOX 3. _ DESCRIPTION OF RECORDS SCHEDULE, ITEM NO.,

NUMBERS WITH INCLUSIVE DATES DISPOSAL DATE

Cash Register Reports/Credit Card Receipts; Sch. 1916; Item 2 -
7/1/2002-8/1/2002 .vuverennnnennn.. cese....] disposal 8/31/2005

/o

DGS 550-5 (REV. 12/88) USE PLAIN UN‘) PAPER FOR CONTINUATION PAGES 1




DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
/ : P.0. BOX 275, JESSUP, MD. 20794 (TELEPHONE-799-1379)

RECORDS TRANSMITTAL AND RECEIPT

~

DIRECTIONS -PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A. AGENCY ' ' ACCESSION NO. - DATE REC'D
1. Anne Arundel Community College - ° ‘ l‘.
B. DIVISION/UNIT gq . RM CODE
Financial Aid, Veteran, and Scholar- :
ships Office ' | 28' 03 OV
C. MAILING ADDRESS ~ LOCATION NO. OF CU. FT.
101 College Parkway ' RANGE SECTION(S)
Arnold, MD 21012 : _ 50 2 / q
D. PHONE NO. | RECORDS CENTER MANAGER L
(410) 777-2204
E. AGENCY OFFICIAL 70 BE COMPLETED AT

Robert O. Felter, Records OQOffice

x
Richard Heath, Director of Fin. Aid STATE RECORDS MANAGEMENT CENTER

4. DISPOSAL AUTHORITY

2. BOX 3. DESCRIPTION OF RECORDS SCHEDULE, ITEM NO..
NUMBERS WITH INCLUSIVE DATES | DISPOSAL DATE
1 Student Loans FY95; ACH-CAR; 7/1/94-6/30/95; 1of9|Sch.1920; Ttem 4
| : disposal 10/1/2005
2 Student Loans FY95; CAR-DVE; 7/1/94-6/30/95; 20f9 Sch.1920; Item 4;
. _ disposal 10/1/2005
3 Student Loans FY95; DUN-HAL; 7/1/94-6/30/95; 30f9 Sch.1920; Item 4;
' ' . .| disposal 10/1/2005
4 Student LoansFY95;HAM-LAM: ; 7/1/94-6/30/95; 40f9 Sch.1920; Item4
_ disposal 10/1/2005
5 Student Loans; LAS-OLI :; 7/1/94-6/30/95; 50f9 Sch.1920; Item4;
. disposal 10/1/2005
6 Student Loans FY95; Loans, PAN-SAW, 7/1/94-6/30/95|Sch.1920; Item 4
. 6 of 9 . . disposal 10/1/2005
7 Student LoansFY95;SCH-VRE; 7/1/94-6/30/95; 70f9 4Sch.1920; Item 4
3 ' S _ disposal 10/1/2005
8 Student LoansFY9§; Wak-Zug,7/1/94-6/30/95; 80?9 Sﬁggég%gi iB?T?QOOS
Student LoansFY95;loan ledgers FY92,93,94,&95; Sch.1920; Item 4
9 0f 9 7/1/94-6/30/95 disposal 10/1/2005
Tn . 9004

DGS 550-5 (REV. 12/88) USE PLAIN UI\.D PAPER FOR CONTINUATION PAGES .



DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
P.O. BOX 275, JESSUP, MD. 20794 (TELEPHONE-799-1379)

RECORDS TRANSMI'TTAL AND RECEIPT

“

DIRECTIONS -PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A. AGENCY ACCESSION NO. 'DATE REC'D

U-2y-05

1. Anne Arundel Community College

B. DIVISION/UNIT | [ RM CODE
Facilities 04 k[ qo 2. 03.02

C. MAILING ADDRESS LOCATION NO. OF CU. FT.
101 College Parkway : RANGE SECTION(S)

Arnold, MD 21012 917 9 | Z

D. PHONE NO. RECORDS CENTER MANAGER
410-~-777-2549 Records Retention

| 410-777-2821-Event Planning&Management ’C%S:-

E. AGENCY OFFICIAL TO BE COMPLETED AT
Robert O. Felter, Records Retention STATE RECORDS MANAGEMENT CENTER

Peter Kaiser, Mgr. Event Planning&Mgmt.

4. DISPOSAL AUTHORITY
SCHEDULE, ITEM NO.,
DISPOSAL DATE

2. BOX 3. DESCRIPTION OF RECORDS
NUMBERS WITH INCLUSIVE DATES

Facilities Use Forms for 2000.....cceeeeeeeeees..|Sch.1914, Item 7
' : disposal 7/1/2005

Facilities Use Forms for 2000.....c000ccueenn Sch 1914 Item 7
disposal 12/1/2005

Jby. 2096

DGS 550-5 (REV. 12/88) USE PLAIN U'ED PAPER FOR CONTINUATION PAGES '




Ve DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
/ - P.0O. BOX 275, JESSUP, MD. 20794 (TELEPHONE -799-1379)

RECORDS TRANSMITTAL AND RECEIPT

~

DIRECTIONS-PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A. AGENCY

1. Anne Arundel Community College

B. DIVISION/UNIT

Continuing Education/IRESL

ACCESSION NO.

C. MAILING ADDRESS

101 College Parkway
Arnold, MD 21012

'‘DATE REC'D

(-2 -0>

RM CODE

28.03. 02

Miﬁ |

RANGE ~ SECTION

.2’) |

NO. OF CU. FT.

/

D. PHONE NO.
Robert 0. Felter, Records Offlcer, 410-777-2549

Laura Weidner-Dir. IRESL,410-777-2662

RECORDS CENTER MANAGER

gdé

E. AGENCY OFFICIAL
Robert O. Felter, Records Officer

Laura Weidner, Dir. IRESL

TO BE COMPLETE AT
STATE RECORDS MANAGEMENT CENTER

4. DISPOSAL AUTHORITY

NUMBERS WWH_ INCLUSIVE DATES DISPOSAL DATE

1 Class Files, 1/2090—12/2000, IRESL box lof2 ............... Sch.1927, itemi#é6
disposal 12/1/2005

2 Class Files, 1/2000-12/2000, IRESL, box 20f2 Sch.1927, item#é6

disposal 12/1/2005
J#r7. 220+

DGS 550-5 (REV. 12/88) USE PLAIN L'VED PAPER FOR CONTINUATION PAGES .
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DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER

“

P.O. BOX 275, JESSUP, MD. 20794 (TELEPHONE-799-1379)

RECORDS TRANSMITTAL AND RECEIPT

DIRECTIONS-PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

Arnold, MD 21012

A. AGENCY ACCESSION NO. 'DATE REC'D

- Anne Arundel Community College : ','

B. DIVISION/UNIT RM CODE
Bookstore 2 28 . 0.3 (o %

C. MAILING ADDRESS LOCATION NO. OF CU. FT.

101 College Parkway RANGE SECTION(S)

50 %) (

21%195)55549 Records Retention
410-777-2651 Bookstore

RECORDS CENTER MANAGER

E. AGENCY OFFICIAL
Robert O. Felter,
Steven Pegg, Manager of Bookstore

Records Retention

TO BE COMPLETED AT
STATE RECORDS MANAGEMENT CENTER

4. DISPOSAL AUTHORITY

2. BOX 3. DESCRIPTION OIF RECO:IDS SCHEDULE, ITEM NO.,
NUMBERS WITH INCLUSIVE DATES DISPOSAL DATE
1 Cash Register Reports/Credit Card Receipts; Sch. 1916; item 2

9/1/2002-12/1/2002 .. .ceueeeeenennsennnnsccncens

disposal 1273TI72005
JAar . 2076

DGS 550-5 (REV. 12/88)

" USE PLAIN U'D PAPER FOR CONTINUATION PAGES .
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28.03.03 COLLEGE _
R 0 A - i Départment of General Services Prepare in duplicate
eporting Agency Records Management Division
Howard Community College 7275 Waterloo Road (Rte. 175) Retain one (1) copy and
Homan Resources P.O. Box 275 forward original to
Jessup, Maryland 20794-0275 address at left.
Division or Unit
CERTIFICATE OF RECORDS DISPOSAL
Authorization
Description of Records : Inclusive Dates of Volume Date of Method of
No. (Same Titlep aso listed on Schedule) Retention Records Destroyed Cubic Disposal Disposal
Schedule : y Feet P P
No. Item No.
04W353 Resumes 1861 5 12/1998 - 7/1999 5 1/2006 RECYCLE
04W355 EEO'S 1861 11 8/1999 1 1/2006 RECYCLE
| hereby certify that the records listed above were disposed of as indicated
Charlie P Lopez Records Center Manager June 30, 2006
Signature Title Date

DGS 550-2 (Rev. 1/93)



T e et o et oty =\, YO U

' DEPARTMENT OF GENERAL.SERVICES — STATE RECORDS MANAGEMENT CENTER
P.O. BOX 275, JESSUP, MD. 20794 (TELEPHONE - 789-1379)

RECORDS TRANSMITTAL AND RECEIPT

i

"'DIRECiibNS-PLEASE TYPE OR PHINT CLEARLY ALL ENTRIES

A AGENCY _ ACCESSION NO. , OATE REC'D

! Howard Community College ' L—“'_éc.03

B. DIVISIONJUNTT _ - O L{» ‘ l %@ RM CODE
Humanr:Resources . : | 2g' 03 ’ 3 .

C. MAILING ADDRESS - LOCATION NO. OF Cu. FT.

_ | RANGE SECTION(S)

10901 Little Patuxent Parkway ' 40 : l I \ )
Columbia, MD 21044 . T

0. PHONE NO. . RECORDS CENTER MANAGER

_ 410-772-4817 __ ' _ |

E. AGENCY QFFICIAL TO BE COMPLETED AT

' : STATE RECORDS MANAGEMENT CENTER
Todd Allenv —

. [a)

2. 80x 3. DESCRIPTION OF RECORDS 4 g'f:enit YeMm no.,

NUMBERS . . WiTH INCLUSIV,E DATES_ DISPOSAL DATE
¢ Schedule #1861
. Item #5
87 ' Resumes #0825 - #0835 12/98 - 2/99 ' Destroy:12/2005
88 Resumes #0836 - #0841 2/99 - 2/99
89 Resumes #0842 - #0862 2/99 - 4/99
90 - Resumes #0862 - #0875 4/99 - 5/99
91 Resumes #0875 - #0913 5/99 - 7/99
OGS $50-5 (REV. 12/88) USE PLAIN UNL:NED PAPER FOR CONTINUATION PAGES



= DEPARTMENT OF GENERAL_SERVICES — STATE RECORDS MANAGEMENT CENTER
E P.0. BOX 275, JESSUP, MD. 20794 (TELEPHONE-799-1379)

RECORDS TRANSMITTAL AND RECEIPT

DIRECTIONS -PLEASE TYPE OR PRINT CLIEARLY.'ALL ENTRIES

A. AGENCY | ‘ ACCESSION NO. DATE REC'D
1. HOWARD COMMUNITY COLLGE | | I[-3-03
B. DIVISION/UNIT . O p - RM CODE
HUMAN RESOURCES : 1 2’)55 28 03 .03
C. MAILING ADDRESS - " LOCATION NO. OF CU. FT.
' ' RANGE  SECTION(S)
10901 LITTLE PATUXENT PARKWAY o
COLUMBIA, MD 21044 | | ] ( (
D. PHONE NO. . — RECORDS CENTER MANAGER
410-772-4817 . '
E-AGENCY OFFICIAL _ 70 BE COMPLETED AT -
TODD ALLEN STATE RECORDS MANAGEMENT CENTER

4. DISPOSAL AUTHORITY

2. BOX 3. DESCRIPTION OF RECORDS SCHEDULE, ITEM NO.,
NUMBERS : WITH INCLUSIVE DATES DISPOSAL DATE
Schedule # 1861
' ' Item # //
97 EEO'S #0861 - #0919 5/99 to 8/99
J@n . 2074

DGS 550-5 (REV. 12/88)' USE PLAIN L“JED' PAPER FOR CONTINUATION PAGES - ,.
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32.02

DJJ

LH

3 g

Reporting Agency

Department of Juvenile Justice
Office Of Personnel Management

Division or Unit

P.O. Box 275

Jessup, Maryland 20794-0275

| R I —

'Department of General Services
Records Management Division
7275 Waterloo Road (Rte. 175)

Prepare in duplicate

Retain one (1) copy and
forward original to
address at left.

CERTIFICATE OF RE-CORD.S DISPOSAL

Authorization
Description of Records . Inclusive Dates of Volume Date of Method of
No. (Same Tmep as listed on Schedule) Retention Records Destroyed Cubic Disposal Disposal
Schedule Yy Feet p p
No. ltem No.
02W555 Personnel Files 1255 1 1995 5 1/2006 RECYCLE
02W558 SPP Contracts 1255 1 1996 4 1/2006 RECYCLE
02W565 OPM Transmittals 1255 1 1995 2 1/2006 RECYCLE
02W566 Eligible Lists 1255 1 1995 3 1/2006 RECYCLE
02W567 SPP Contracts 1255 1 1995 3 1/2006 RECYCLE

| hereby certify that the records listed above were disposed of as indicated

Charlie P Lopez

Records Center Manager

June 30, 2006

Signature
DGS 550-2 (Rev. 1/93)

Title

Date



DEPARTMENT OF GENERAL SERVICES =
P - P.0. BOX 275, JESSUP, MD. 20794 (TELEPHONE 799-1379)
| | RECORDS TRANSMITTAL AND RECEIPT

:ctions: Please Type Or Print Clearty All Entries

. Agency

. Accession No. Date'Rec'd
Department of Juvenile Justice N E _ |2.b,D\
- O \ 5[::@ RM Code
. 2.02
. Division/Unit | | 1 Location No. of Cu. Ft
_ Office of Personnel Management ~ | Range Section(s) ' '
- Mailing ﬁ%d_rﬁfsf'ayette Street | ' )
Baltimore, MD 21201 | - -
). Phone No. : _ - || Records Center Manager -
(410) 230-3461 : ' _ o :
.. Agency Official To Be Completed At

Marsha Allender State Records Management Center

. Box 3. Description of Records : | 4. Disposal Authority
lumbers - _ with Inclusive Dates _ . Schedule,‘ltem No.
' - Disposal Date
| _ 1255-1
1 1995 Personnel Files A - B . /Z/ 2005
2 . ] ‘" . ] . . . C - G l ] ’
| o 0
3 " " . L] H - N - "
4 L] . " . | " o) _ S ) ’ "
5 " " " T - W
!
!
| ;
S 550-5 (Rev. 12/88) USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES '
.ure 6

._ : - 38 - | ' .




DEPARTMENT OF GENERAL SERVICES
P.0. BOX 275, JESSUP, MD. 20794 (TELEPHONE 799-1379)
RECORDS TRANSMITTAL AND RECEIPT

ections: Please Type Or Print Clearly All Entries

\. Agency Accession No. Date Rec'd
. Department of Juvenile Justice |Z-3-0‘
) 02\,\&55% | RM Code
2.0z
3. Division/Unit . Location No. of Cu. Ft
Office of Personnel Management . Range Section(s) -
- Mailing A%drﬁfsrayette Street . 4
Baltimore, MD 21201 , . 45 8 A

v

o

. Phone No.

_ Records Center Manager
(410) 230-3461

Z. Agency Official ' | | To Be Completed At
Marsha Allender State Records Management Center
2. Box 3. Description of Records 4. Disposal Authority
Numbers with Inclusive Dates - Schedule,i item No.
Disposal Date
1 1996 SPP Contracts A-F1 ‘
2 . " " " Fo-K : 1255-1
3 oo " L-Sh 22006
4 " " " . Si-Y . . v/
é
¢
3S 550-5 (Rev. 12/88) USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES
gure 6

" - 38 - ’



DEPAR&MENT" OF GENERAL SERVICES
P.O. BOX 275, JESSUP, MD. 20794 (TELEPHONE 799-1379)
RECORDS TRANSMITTAL AND RECEIPT

‘ections: Please Type Or Print Clearly All Entries

A. Agency Accession No. Date Rec'd
1 Department of Juvenile Justice 17 - 6.0'

| O2WOLD [ giee

B. Division/Unit Location No. of Cu. Ft
Office of Personnel Management Range Section(s) :

¢

C. Mailing A%dress 5 ' |
W. Fayette Street .
Baltimore, MD 21201 5 '

D. Phone No. | Records Center Manager
(410) 230-3461 S

E. Agency Official

To Be Completed At
Marsha Allender

‘State Records Management Center

2. Box 3. Description of Records : | 4. Disposal Authority
Numbers with Inclusive Dates Schedule, Item No.

Dlspoéal Date
1995 OPM Transmittals

Areal~Schaefer
1" 11

3 ; 1255-1
ransportatlon— )
Youth Center '/7//2005

Jan: 297

)
ov

Y

GS 550-5 (Rev. 12/88) . USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES

gure 6 : - 38 -




DEPARTMENT OF GENERAL SERVICES

Ve P.0. BOX 275, JESSUP, MD. 20794 (TELEPHONE 798-1379)
RECORDS TRANSMITTAL AND RECEIPT

:ctions: Please Type Or Print Clearly All Entries

. Agency Accession No. Date ‘Rec'd
. Department of Juvenile Justice IL-‘a,O‘
| O7W Ao
P.p2r
. Division/Unit Location No. of Cu. Ft
Office of Personnel Management . Range Section(s) )
- Malling fﬁ)dre. Fayette Street
Baltimore, MD 21201 5‘ ;

1. Phone No.

(410) 230-3461 Records Center Manager
410) 230-

.. Agency Official
- Marsha Allender

To Be Completed At
State Records Management Center

. Box 3. Description of Records ‘| 4. Disposal Authonty
lumbers ' with Inclusive Dates Schedule, Item No.
Disposal Date
1 1995 Eligible Lists " OAIII-TCIII 1255-1
2 " " " YSI-YSII ] 2005
3 " " " Adm. Aide-Maint ) Mech. Sr.
Jan. 2006
»
5S 550-5 (Rev. 12/88) — USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES i
gure 6 - 38 -




.

DEPARTMENT OF GENERAL SERVICES
P.0. BOX 275, JESSUP, MD. 20794 (TELEPHONE 799-1379)
- RECORDS TRANSMITTAL AND RECEIPT

ections: Please Type Or Print Clearly All Entries

\ Agency : ' Accession No. Date Rec'd
Department of Juvenile Justice /2,3- O’
O ‘ 5(07 RM Code
ZLL .02
3. Division/Unit Location No. of Cu. Ft.
Office of Personnel Management Range Section(s) P
> Mailing ﬁ%drVeJ?SFayette'Street .
Baltinnrg. MD 21201 , . .

)

. Phone No.

(410) 161 Records Center Manager
410) 230-3

. Agency Official

To Be Completed At :

Marsha Allender ' | State Records Management Center
2. Box 3. Description of Records : - | 4. Disposai Authority
Numbers with Inclusive Dates Schedule, item No.
- Disposal Date
1 1995 SPP Contracts A-G 1255-1
2 " " " ) H-P / 2005
3 1" " " R a- Y .

3S 5§50-5 (Rev. 12/88) USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES

gure 6 | . - 38 - .



07.03.02 MSDE Y
> Department of General Services Prepare in duplicate
Records Management Division
7275 Waterloo Road (Rte. 175) Retain one (1) copy and
P.O. Box 275 forward original to
Jessup, Maryland 20794-0275 address at left.

Reporting Agency

Department of Education
Certification & Accreditation

Division or Unit

]

CERTIFICATE OF RECORDS DISPOSAL

Authorization

Volume
Cubic
Feet

Date of Method of
Disposal Disposal

Inclusive Dates of
Records Destroyed

Description of Records

(Same Title as listed on Schedule) Retention

Schedule
No.

02wW120 Certification & Accreditation | 1994 1928 - 1933 1/2006 RECYCLE

02w121 Certification & Accreditation | 1994 1928 - 1933 1/2006 RECYCLE

02w122 Certification & Accreditation | 1994 1928 - 1933 1/2006 RECYCLE

02W123 Certification & Accreditation | 1994 1928 - 1933 1/2006 RECYCLE

03wW893 Certification & Accreditation | 1994 1928 - 1933 1/2006 RECYCLE

04W151 Certification & Accreditation | 1994 1928 - 1933 1/2006 RECYCLE

| hereby certify that the records listed above were disposed of as indicated

Charlie P Lopez Records Center Manager January 30, 2006
Signature Title Date
DGS 550-2 (Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER
P.O. BOX 275, JESSUP, MD. 20794 (TELEPHONE-799-1379)

RECORDS TRANSMITTAL AND RECEIPT .

DIRECTIO “PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

. AGENCY

. ACCESSION NO. DATE REC'D
36.01.01 Education 1 q /|0|7

bl

_DIVISION/UNIT | O : 'RM CODE
Certification & Accreditation \ O 7 0 3. 0 2

_ MAILING ADDRESS LOCATION ~ NO. OF CU. FT.
200 West Baltimore Street - RANGE SECTION(S)

Baltimore, MD 21201 /l o 5 ‘

_ PHONE NO. ' T RECORDS CENTER MANAGER
(410) 767-0420 '

. AGENCY OFFICIAL TO BE COMPLETED AT
Ruth Johnson ’Mary Washington STATE RECORDS MANAGEMENT CENTER

BOX . . DESCRIPTION OF RECORDS 4. DISPOSAL AUTHORITY

' RS WITH INCLUSIVE DATES SCHEDULE. ITEM NO..
NUMBE DISPOSAL DATE

EXPIRATION DATE - Schedule 1994
Mis:ellzmms Dates ' Item #4

. Retain Until
/ 206

DGS 550-5 (REV. 12/88) USE PL’JNLINED PAPER FOR CONTINUATION PAGQ

\




a DEPARTMEN;T OF GENERAL SERVICES — STATE RECORDS MANAGEMENT CENTER

P.0. EOX 275, JESSUP, MD. 20794 (TELEPHONE-799-1379)

E

DIRECTIONS -PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

RECORDS TRANSMITTAL AND RECEIPT

Lpe v

N

A AGENCY | ACCESSION NO. DATE REC'D
=, 36.01.01 Education - @‘, ‘q .
5 DIVISION/UNIT AM CODE
Certification & Accreditation 0 ’7 a? O2

C. MAILING ADDRESS .

200 West Baltimore Street
Baltimore, MD 21201

LOCATION
RANGE . SECTION(S)

A7l 3

NO. OF CU. FT.

D. PHONE NO.
(410) 767-0420

RECORDS CENTER MANAGER

E. AGENCY OFFICIAL
Ruth Johnson/Mary Washington

7/
TO BE COMPLETED AT
STATE RECORDS MANAGEMENT CENTER

4. DISPOSAL AUTHORITY .

K-Z

2. BOX a. DESCRIPTION OF RECORDS SCHEDULE. ITEM NO.
NUMBERS WITH INCLUSIVE DATES DISPOSAL OATE
. " AGE GROUP EXPIRATION DATE Schedule 1994
1928-1933. 1996 Item #4
Box 1 . Retain Until
A-J //2006
Box 2

/5
pe

DGS 550-5 (REV. 12/88)

USE ML!NED PAPER FOR CONTINUATION PAGE.
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o -
DEPARTMENT OF GENERAL SERVICES —\1 STATE RECORDS MANAGEMENT CENTER
P.0O. BOX 275, JESSUP, MD. 20794 (TELEPHONE-799-1379)

RECORDS TRANSMITTAL AND RECEIPT

DIRECT)@NS-PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A. AGENCY ACCESSION NO. DATE REC'D

- 36.01.01 Rfucation - q-19-b)

B. DIVISION/UNIT ' : RM CODE
Certification & Accreditation ' \A_/ | 07 . 0‘3 O

. MAILING ADDRESS LOCATION NO. OF CU. FT.
200 West Baltimore Street RANGE SECTION(S)

Baltimore, MD 21201 55 : ’3 Z
. P .

. PHONE NO. | RECORDS CENTER MANAGER
(410) 767-0420

. AGENCY OFFICIAL TO BE COMPLETED AT
Ruth Johnson ’Mary Washington h : STATE RECORDS MANAGEMENT CENTER

- . %, DISPOSAL AUTHORITY
BOX a. DESCRIPTION OF RECORDS . SPOSAL AUTHORI

’ SCHEDULE. ITEM NO.,
Q
NUMBERS WITH INCLUSIVE DATES DISPOSAL DATE

AGE GROUP ' EXPIRATION DATE Schedule 1994
1928-1933 ' 1998 - B -

Item #4
. Retain Until
y 2006

DGS 550-5 (REV. 12/88) USE:.’JIUNED PAPER FOR CONTINUATION PAGQ



DEPARTMENT OF GENESAL SERVICES — STATE RECORDS MANAGEMENT CENTER
P.O. BOX 275, JESSUP, MD. 20794 (TELEPHONE-798-1379)

- RECORDS TRANSMITTAL AND RECEIPT

DIRECTIONS PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A AGENCY | ACCESSIONNG. | DATE REC D
1 36.01.01 Education - | | o q 19-D)|
B. DIVISION/UNIT OZ\A[ , Zb ! RM CODE .
_ Certification & Accreditati ' .
rtification ation ! 07.0307’
C_MAILING ADDRESS , _ LOCATION NO. OF CU. F1.
200 West Baltimore Street RANGE | SECTION(S)
Baltimore, MD 21201 = | i S" 3 2 q)

O PHONE NO. _ - RECORDS CENTER MANAGER
(410) 767-0420 ' '

E. AGENCY OFFICIAL TO BE COMPLETED AT

Ruth Johnson/Mary Washington STATE RECORDS MANAGEMENT CENTER
2. BOX a. GESCRIPTION OF RECORDS 4 ?s:sosu't: ﬁ;’;fﬁ;‘,‘f*
NUMBERS | . WITH INCLUSIVE DATES ISPOSAL DATE
AGE GROUP EXPIRATION DATE | | Schedule 199
1928-1933 197 : Item #4
) ) Retain Until

Box 1 ' : // 2006

Bg)_(zé ' N : | : | %% ~

Nrg &&80.5 (REV. 12/88) USE P* UNLINED PAPEA FOR CONTINUATION PAG;r




- DEPARTMENT OF GENERAL SERVICES ~ STATE RECORDS MANAGEMENT CENTER
P. 0. BOX 275, JESSUP, MD. 20794 (TELEPHONE - 799 — 1379)

RECORDS TRANSMITTAL AND RECEIPT

"% DIRECTIONS - PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A. AGENCY i " ACCESSION NO. DATE REC’D
36.01.01 _ Education | | o /"l Q‘DM

DIVISION/UNIT - | _ . RMCODE
Cgrtification & Accreditation : 6 | 0-7 .0 3 02

. MAILING ADDRESS ' LOCATION NO. OF CU. FT.

200 West Baltimore Street’” : " RANGE SECTION(S)
Baltimore, MD 21201 | [4 )\ - L.ll 04'

. PHONENO. .. . - RECORDS CENTER MANAGER
(410) 767-0420 o

AGENCY OFFICIAL L , - TO BE COMPLETED AT
Ruth Johnson/Mary Washmgton .' STATE RECORDS MANAGEMENT CENTER

BOX - 3. DESCRIPTION OF RECORDS , S 4. DISPOSAL AUTHORITY
NUMBERS ' " WITH INCLUSIVE DATES . © SCHEDULE, ITEM NO.,
' . o o - DISPOSAL DATE

AGEGROUP EXPIRATION DATE

1928 A-Z : 1999 . Schedule 1994
1929  AZ . 1999 Item #4

- s . Retam Until 2006
1930  A-Z 1999
1931 A-Q 1999
1931 . QZ 1999
1932 A-Z : 1999
1933 AL 1999

1933 Mz 1999

"PAGE10OF9

DGS 550-5 (REV. 12/88) USE PLAIN UNLINED PAPER FOR CONTINUOUS PAGES




AUG- 6-2003(WED) 9:48

v

MD STHTE DEPT‘U.F !ED?GHTII]N C

410 333 8963

P. 0. BOX 275, JESSUP. MD. 20794 (TELEPHONE - 799 - 1379)

RECORDS TRANSMITTAL AND RECEIPT

DIRECYIONS — PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

P. 002

DEPARTMENT OF GENERAL SERVICES - STATE RECORDS MANAGEMENT CENTER

R
DATE REC'D

Baltimore, MD 21201

(4

16

e — .
A. AGENCY ACCI;SSION NO.
1. 36.0101 Education g-27-03
B. DIVISION/UNIT : 6' RM CODE
Certlﬁcatmp & Accreditation M I ' o 7' o} . 01‘
C. MAILING ADDRESS ' LOCATION NO.OF CU. FT.
200 West Baltimore Street RANGE SECTION(S)

3

Ruth Johnson/Mary Washington

D, PHONE NO. RECORDS CENTER MANAGER
(410) 767-0420 :
E. AGENCY OFFICIAL TO BE COMPLETED AT

STATE RECORDS MANAGEMENT CENTER

————
4. DISPOSAL AUTHORITY

2. BOX 3. DESCRIPTION OF RECORDS
NUMBERS WITH INCLUSIVE DATES SCHEDULE, ITEM NO..
DISPOSAL DATE
AGE GROUP EXPIRATION DATE

Box 1 1928 A-Z 2000 _| Schedule 1994
1929 A-Z . 2000 Item #4
1930 A-Z 2000 Retain Until 2006

Box 2 1931 AZ 2000 \ﬁﬁ . 2004
1932 A-Z 2000 /{ { E

Box 3 1933 AZ 2000 / % ‘-

PAGE 1 0QF 9

DGS 550-5 (REV. 12/88)

USE PLAIN UNLINED PAPER FOR CONTINUOUS PAGES



07.10

MSDE

Reporting Agency

Department of Education

Human Resources Management Branch

Division or Unit

Department of General Services
Records Management Division
7275 Waterloo Road (Rte. 175)

P.O. Box 275

Jessup, Maryland 20794-0275

Prepare in duplicate

Retain one (1) copy and
forward original to
address at left.

I B

CERTIFICATE OF RECORDS DISPOSAL

Authorization
Description of Records . Inclusive Dates of Volume Date of Method of
No. (Same Titlep as listed on Schedule) Retention Records Destroyed Cubic Disposal Disposal
Schedule y Feet P
No. ltem No. =~
02wW285 Inactive Personnel Files 1993 7-B 2000 3 1/2006 RECYCLE
04W2 Active Time Sheets 1993 7-D 2001 7 1/2006 RECYCLE

1 hereby cenrtify that the records listed above were disposed of as indicated

Charlie P Lopez
Signature
DGS 550-2 (Rev. 1/93)

Records Center Manager
Title

January 30, 2006
Date




-
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DEPARTMENT OF GENERAL SERVICES - STATE RECORDS MANAGEMENT CENTER

P.0. BOX 275, JESSUP, MD. 20794 (TELEPHONE 410-799-1379)
RECORDS TRANSMITTAL AND RECEIPT

DIRECTIONS - PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

Baltimore, Maryland 21201

A. AGENCY ACCESSION NO. DATE REC'D
Maryland State Department of Educatio /! -6 -0)
B. DIVISION/UNIT 07 M Zg 6 RM CODE
FepeP) 5530 REon"TBE - Pranch L o1. b
C. MAILING ADDRESS LOCATION NO. OF CU. FT'.
. RANGE SECTION(S)
200 West Baltimore Street

4101 3

D. PHONE NO.

410-767-0018

RECORDS CENTER MANAGER

E. AGENCY OFFICIAL

Barbara A. Zuby

TO BE COMPLETED BY
STATE RECORDS MANAGEMENT CENTER

Y
ppiyte —

2. BOX 3. DESCRIPTION OF RECORDS 4. DISPOSAL AUTHORITY
NUMBERS WITH INCLUSIVE DATES 'SCHEDULE, ITEM NO.
DISPOSAL DATE
INACTIVE PERSONNEL FILES Schedule # 1993
Item # 7B
1 of 3 1/1/00 - 12/31/00 1/1/06
' (A - F)
2 of 3 1/1/00 - 12/31/00 1/1/06
(G - M)
3 of 3 1/1/00 - 12/31/00 1/1/06
(N - 2)

DGS 550-5 (REV. 12/88) .

USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES

e




FROM MSDE 2ND F‘f S - (YUE) 6. 3703 9:37/81. 9:34,/NO. 4862465609 P

DEPARTMENTOFGENERALSERVEES-STATERECORDSMANAGEMENTCENTER
P.O. BOX 275, JESSUP, MD. 20794 (TELEPHONLE 410-799-1379)

® - RECORDS TRANSMITTAL AND RECEIPT

DIRECTIONS - PLEASE TYPE OR PRINT CLEARLY ALL ENTRIES

A. AGENCY ACCESSION NO. DATE REC'D
Maryland State Department of Education 7 . 5- Ob
B. DIVISION/UNIT OLhd 0 Z- RM CODE
fupap, Resource Mgnk. Branch / ©7.10
C. MAILING ADDRESS o LOCATION NO. OF CU. FT.
. RANGE SECTION(S)
200 West Baltimore Street
Baltimore, Maryland 21201 qo'l 30
D. PHONE NO. RECORDS CENTER MANAGER
410-767-0018
E. AGENCY OFFICIAL TO BE COMPLETED BY
Barbara A. Zuby _ STATE RECORDS MANAGEMENT CENTER
2. BOX 3. DESCRIPTION OF RECORDS 4. DISPOSAL AUTHORITY
NUMBERS | . WITH INCLUSIVE DATES SCHEDULE, ITEM NO.
DISPOSAL DATE
ACTIVE TIMESHEETS Sdéf /993
o - LA T 7D
1 of 5 1/1/01 - 12/31/01 1/Y/06
. (A - Di) ' '
2 0f § © i/1/01 - 12/31/01 : © 1/1/06
(Do - H) '
3 of 5 1/1/01 - 12/31/01 - 1/1/06
(I - Mi) .
4 of 5 1/1/01 - 12/31/01 _ 1/1/06
. (MO - Sha)
5 of % ' 1/1/01 - 12/31/01 1/1/06
(She - 2)
INACTIVE TIMESHEETS
1 of -2 1/1/01 - 12/31/01 ' 1/1/06
(A - Mc) :
2 of 2 . 1/1/01 - 12/31/01 1/1/06
M - 2)
/
/’f/ <
‘ DGS 550-5 (REV. 12/88) USE PLAIN UNLINED PAPER FOR CONTINUATION PAGES
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