DEPARTMENT OF GENERAL SERVICES SCHEDULE
‘ DGS-550-1 Records Management Division NO. 4,06 - 9
REV. 7/86
PAGE
RECORDS RETENTION AND DISPOSAL SCHEDULE NO. 1 of 4
Department of Public Safety
and Correctional Services Division of Correction
Agency Division
Item
No. Description Retention

FACILITIES MAINTENANCE AREA:

1. FLEET SERIES:

and other material containing fleet
information.

A. M-FORMS
l. M-Form -1
2. M-Form -2
3. M-Form -3
4. M-Form -18
5. M-Form -19

. B. Fleet Safety Forms
1. FSs-1
2. Fs-2

C. Accident Review Board Reports
D. Inventory of Vehicles

E. Insurance Claims Reports
1. Accord
2. Tort Claims

F. Computer Print-Out
1. Cost
2. Mileage
3. Depreciation

2.| POWER HOUSE LOGS:

This series includes all the forms, reports
and other material containing general cor-
respondence information.

This series include all the forms, reports| Retain for seven

(7) years at
institution, then
destroy.

Retain for seven
(7) years at
institution, then
destroy.

‘ Schedule Approved by Department, Schedule Autho
Agency, or Division Representative

il ey Bl o, /;5@

Date Slgnatqz§7' Title Pat
7 I'4

rized by

Sh.oote

State Archivist




 DGS-550-1A

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET) SCHEDULE
NO. 1406 - 9
PAGE
NO. 2 of 4
Item :
No. Description Retention
A. INSTITUTIONAL LOGS
B. CORRESPONDENCE
1. Letters and Memos
2. Material Requests
3. MAINTENANCE PERSONNEL FILE SERIES:
This series includes all the forms, reports| Destroy after the
and other material containing individual employee leaves
personal information. the institution.
A. Time Sheets
B. Leave Requests
C. Evaluations
D. Disciplinary Letters
E. Receipt for DCR's & I.D.'s
F. Commendations
G. Any "Material of Record" Forms
4. SPECIFICATIONS:
This series contains project specifications| Review annually
and solicitation logs. and destroy
obsolete
A. Specifications material.
1. Detailed specifications-Critical
Maintenance Projects
2. Alternates
3. Drawings
B. Specification Log
1. Institutional Projects
2. Transmittal Letters
C. Solicitation Log, including Contractor
Bids
5. ASBESTOS RECORDS: Retain at insti-
] ) . tution until no
This series includes building survey re- longer adminis-
ports, medical and training records. tratively useful.
Transfer periodi-
cally to Md.
State Archives.




. . DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET) SCHEDULE
NO. 1406 - 9
PAGE
‘l’ NO. 3 of 4
Item
No. Description Retention
A. Building Survey
1. Traco Reports
2. Inmate Health Hazard Reports
3. Priority Listing
4. Asbestos Facility Management Plan
B. Training
1. Level II Listing
2. Training Schedules
C. Medical
1. Medical Monitoring Schedules
2. Medical Monitoring Results
6. FIRE SAFETY:
This series includes all the forms, Retain at insti-
reports and other materials containing tution for ten
fire safety information. (10) years, then
destroy.
A. Fire Procedures
B. Fire Drill Schedules
C. Monthly Reports
7. ENERGY:
This series include all the forms, re- Retain for three
ports and materials containing energy (3) years at in-
information. stitution, then
destroy.
A. Monthly Energy Report (DCR-70-6AR)
B. Energy Consumption Reports
8. MOSH CITATIONS:
This series include all the forms, re- Retain at insti-
ports and other materials containing MOSH tution until no
citation information. longer adminis-
tratively useful,
A. Notification of Posting then destroy.
B. Notification of Compliance
9. ELEVATOR INSPECTIONS:
This series include all the forms, reports| Retain at insti-
and other material containing elevator tution for fif-
information. teen (15) years,
then destroy.
A. Notification Letter
B. Institutional Correspondence




_ DGS-550-1A

RECORDS RETENTION AND DISPOSAL SCHEDULE

This series contains all the forms,
reports and other materials of a general
administrative nature.

A. Institutional Correspondence
B. State Agency Correspondence

(CONTINUATION SHEET) SCHEDULE
NO.1406 - 9
PAGE
NO. 4 of 4
Item :
No. Description Retention
10.| TOXICS:
This series includes all the forms, Retain at insti-
reports and other documents containing tution while
information about toxic materials administratively
useful. Transfer
A. PCBs periodically to
Md. State
1 Location Archives.
2 Transformer Testing Results
3. Specifications
4 Replacement Schedule
B. TOXIC LIST
1. Type of Toxic
2. Location
3. Material Specifications
11. GENERAL CORRESPONDENCE:

Retain for three
(3) years and
until all audit
requirements have
been met, then
destroy.




D |

'AUSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 530-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 2079%4

AGENCY RECORDS INVENTORY

pace _|_or Il

——

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

- 2. DIVISION

Division of Correction

3. UNIT

Facilities Maintenance

DEFINITION-RECORD mlu-‘ GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISFOSITION PURPOSKS .

| 4. RECORD SERIES TITLE ) ’

+ Facilities Maintenance Fleet

5. EARLIEST YEAR/LATEST YEAR
To

| 6. ‘ECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPES OF mromnon/oocumvs,nm FOUND

‘N THE SERIES.

This series include all the forms,
and other material containing fleet

information.
|
A. M-Forms
B. Fleet Safety Forms
C. - Accident Review Board Reports
D. 1Inventory of Vehicles

reports

INCLUDK THE PURPOSE OR FUNCTION OF THK SKPIES !

E. Insurance.Claims Reports
F. Computer Print-Out

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

0 LEGAL SIZE O COMFUTER TAPK
O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPK

O OTHER(SPECIFY)

8. RECORD SKRIES SEQUENCK
O ALPHABETICAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
C OTHER(SPECIFY)

5. voLuM

O FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE|S)

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

D FILE DRAVER(S)
O MICROFILM REEL(S)

RUMNER O COMPUTER TAPE(S)

O omeER(SPECIFY)
|91 piLg 1S useD 12. piLE BECOMES INACTIVE AFTER
_ O paILY 0 wEDQY A MonmHLY Ao O MONTH(S) Q YEAR(S)

-

: 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

14. 18 RECORD SERIKS DUPL ICATED ELSEWHERE?

tir vyxs, srEciFrY samNcY OR OFFicE])
Ovyxs D NO

13. ACCESS RESTRICTIONS “Q Yxs O NO

(1r vyms, ciTx LAw(S) & rREauLATION(S)

1¢. AUDIT REQUIREMENTS

OnonE B STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1pr YRS.@XXPLAIN
BRIEPLY AND DESCRIBE ANY MHARDSARE/SOFTWARE)

OTRs O nNo

18. RECOMMEINDED RETENT ION
Retain for seven
(7) years at
institution, then
destroy.

‘;:. NAME AND TITLE OF PREPARER 20.

yles Carpeneto, Director of
Procurement Services

(3Q1) 764-4113

TELEPHONE NUMEER

21. DATE

Shlal

DGS !89-4 (REVISED 2/87)
[




JUSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDWLEK
(DGS $80-1)

P.O;
JESSLP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 27%
MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE jéi_or'_ll_

2. DIVISION
Public Safety and

Correctional Services

‘l}l.lﬁ?ﬂﬂnﬁﬂfﬂmﬂlﬂ

‘Division of Correction

3. UINIT
Facilities Maintenance

DEFINI TGN -RECORD ERIE’" GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UN!T FOR

4. RECORD SERIES TITLE

T

Facilities Maintenance Power House Logs

REFERENCE AS WEKLL AS RETENTION AND DISPORITION PURPOSKS

3. EARLIEST YEAR/LATEST YEAR
T

i 6. RECORD 5&8155 DESCRIPTION ‘IIIIPI.Y DESCRIBE THE TYPES OF lN'OlHATlON[DOCMTI/POM FOUND

i 4N THE SERIES.

POWER HOUSE LOGS:

respondence information.

INCLUDK THME PURPOSE OR FUNCTION OF THK sSEFiES )

A. INSTITUTIONAL LOGS

This series includes all the forms, reports
and other material containing general cor- B.

CORRESPONDENCE

l. Letters and Memos
2. Material Requests

7. RECORD SERIES FORMAT(S)
O LETTER SI12ZE O MICROFILM.
O LEGAL SI1ZE O COMPUTER TAPE

D BounD BOOK U FLOPPY DISK

‘I'IJAUDIO'nut O VIDEO TAPE
0 OTHER(SPECIFY)

O ALPHABETICAL
O NUMERICAL

O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

‘s, RECORD SERIKS SEQUENCK ) 9. VoLuUMEL

O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

“““m'tlcﬁtnuwtcuw)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUMNER C COMPUTER TAPE(S)

|11, piLg 18 useD

a DAILY O wEmQLyY KmY

-

O OTHER(SPECIFY)
12. p)LE BRECOMES INACTIVE AFTER

O MONTH(S O YEAR(S)
(s) ‘

e

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM)

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

t1» vyxs, sPECIFY saENCY OR OFFiIcCE)
Ovyes O NO

15. ACCESS RESTRICTIONS ‘OCyes 0O nNO
{1r yes, ci1Tx Law(s) & rEauLATION|S)

16. AUDIT REQUIREMENTS

O nonx M STATE DO FEDERAL O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (1p YyRS.®)XPLAIN
BRIEFLY AND DESCRIBER ANY HARDRWARE/SOFTWARE )

Ovyvks O noO

18. RECOMMENDED RETENTION

Retain for seven
(7) years at
institution, then
destroy.

‘IEL NAME AND TITLE OF PREPARER 20.

yles Carpeneto, Director of

Procurement Services (301) 764-4113

TELEPHONE NUMEER

21. DATE

S 4y

DGS 330-4 (REVISED 2/07)

.4




ANSTRVUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE
(DGS 380-1) :

r.O.

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 278

JESSUP, MARYLAND 207%a

I |

AGENCY RECORDS INVENTORY

eace 3_or 11

1. DEPM/AW
Public Safety and

Correctional Services

2. DIVISION

o

Division of Correction

3. UNIT
Facilities Maintenance

DEF INITION-RECORD SERIES.® OROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS NELL A9 RETENTION AND DISPOSITION PURPOSES

! 4. RECORD SERIES TITLE

i Facilities Maintenance Personnel File

AND USED AS A UNIT FfOR

3. EARLIEST YEAR/LATEST YEAR
TO

personal information.

A. Time Sheets
' B. Leave Requests
C. Evaluations
D. Disciplinary Letters
E.

' Receipt for DCR's & I.D.'s

. ¢. RECORD SERIES DESCRIPTION ‘lllI'LY DESCRIBE THE TVYPES OF IN'OMTION/DOCWTI/POM FOUND

This series includes all the formé, reports
and other material containing individual

INCLUDE TME PURPOSE OR FUNCTION OF THK sERiEs)

| 7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE O MICROFILM

-0 LEGAL SI1ZE O COMPUTER TAPK O NAMERICAL

O BOUND BOOK 0O FLOPPY DISK
O AUDIO TAPE 0 VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
0 ALPHABETICAL

O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

O FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)

RGaREN O OTHER({SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUNNER O COMPUTER TAPE(S)

O OTWER(SPECIFY)

| 11. #1Lg 13 useD

A oalLy 0 wEKLY O MONTHLY

;

12. p|LE BECOMES INACTIVE AFTER

O MONTM(S OYE'ARS)
A=Y il (

p

! 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROCM) -

14. 18 RECORD SERIKS DUPL ICATED ELSEWHERE?

ti1r vyxs, sPeciFY samNCY OR OPFiICE)
Ovyvxs O NO

18 . ACCESS RESTRICTIONS ‘yxs O NO

{1r yes, ciT Lawls) & rEauLATIONIS)

16. AUDIT REQUIREMENTS

O NONE JUSTATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (i@ vRS.K)PLAIN

BRIRFLY AND DESCR1 BR ANY HARDWARK/ SOPTWARE )

OYES O NO

18. RECOMMENDED RETENTION

Destroy after the
employee leaves
the institution.

2 19. NAME AND TITLE OF PREPARER 20.

yles Carpeneto, Director of
Procurement Services

(301) 764-4113.

TELEPHONE NUMEER

21. DATE

Sila

DGS 330-4 (REVISED 2/87)




INSTRUCTIGNS - - TYPE OR PRINT A DEFPARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD -

¥iITH RECORDS RETENTION SCHEDWLK P.O. BOX 278 L/ /I

(DGS 330-1) , | JESSUP, MARYLAND 20784 PAGE L or
:.bri\c:rugn?m/lm?cv 2. DIVISION 3. WNIT

Public Safety an . ,
Correctional Services Division of Correction Facilities Maintenance

DEFINITION-RECORD SERIES-A OROUP OF RELATED RECORDS NORMALLY FILED AND USKED AS A UNIT POR

REFERENCE AS WELL AS RETENTION AND numﬂw

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

- e

Facilities Maintenance Specifications TO

6. RECORD SERIES DESCRIPTION ‘IRIIPI.V DESCRIBE THE TYPES OF IN'OMTION[DOCMTI/NM FOUND
IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

This series contains project specifications B. SpeleiAcation Log

and solicitation logs. i .
g 1. Institutional Projects

A. Specifications 2. Transmittal Letters
|
1. Detailed specifications-Critical _
Maintenance Projects C. Solicitation Log
: Bids
{ 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGUENCK s. voLumME
O LETTER SIZE O MICROFILM O ALPHABETICAL O FILE DRAWER(S)
_ O MICROFILM REEL(S)
O LEGAL SIZE 0O COMPUTER TAPK O NUMERICAL O COMPUTER TAPE(S)
O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL " ~ O OTHER(SPECIFY)
. O AUDIO TAPE O VIDEO TAPK O GEOGRAPHICAL o, . T1on
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
' O MICROFILM REEL(S)
ROWBEW C COMPUTER TAPE(S)
O OMER(SPECIFY)

111, g 1S usED 12. FiLE BECOMES INACTIVE AFTER
DAILY 0 wEEXLY O MONTHLY O MONTH(S) 0 YEAR(S)
- X NUNERN :
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROCM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

ti» vxs, sPeciry saENcy Or OFFicE)
Ovyxs O NO

15. ACCESS RESTRICTIONS 0 vxs 0 No 16. AUDIT REQUIREMENTS

{ir ves, civx Law(s) & nxauraTiON(S) » o o O INDEPENDENT
NONE STATE FEDERAL IND

3

17. 18 AN INDEX SYSTEM USED? (1P YRS .EXPLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBR ANY MARDWARK/SOFTWARK )

Review annually

o
YES O no and destroy

obsolete

material.

‘:. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
yles Carpeneto, Director of ' /

Procurement Services (301) 764-4113 ' 5l/ﬁ)

DGS 330-4 (REVISED 2/87)
;




INSTRWCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIKES. FORWARD 7278 WATERLOO ROAD
¥iTH RECORDS RETENTION SCHEDULE P.O. BOX 278 S" /
(DGE 380-1)  JESSUP, MARYLAND 20794 PAGK F e
1 . DEFARTMENT /AGENCY 2. DIVISION 3. UNIT
‘ Public Safety and : C1ags .
Correctional Services Division of Correction Facilities Maintenance

DEF INITION -RECORD SRII’.S-‘ OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERKNCE AS EEKLL AS RETENTION AND DISPOSITION PURPOSER
[ . . . .
| 4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR
* Facilities Maintenance Asbestos Records ™

| 6. RECORD SERIES DESCRIPTION ‘IRIIPLY DESCRIBE THME TYYPES OF INNMTION/DOCWT./'OM PFOUND
. THE SERIES. ) INCLUDE TME PURPOSE OR PUNCTION OF THE SEMICZS

This series includes building survey re-
ports, medical and training records.

l. Traco Reports 2. Level 1II Listing 3. Medical Monitoring Schedule
7. RECORD SERIES FORMAT|{S) 8. RECORD SERIES SEGQUIENCE ». VOLLME
O LETTER SIZE O MICROFILM O ALPHABKTICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SIZE O COMPUTER TAPK O NUMERICAL O COMPUTER TAPE(S)
NUMBER o
O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL U OTHER(SPECIFY)
a a o .
. AUDIO TAPE O VIDEO TAPX GEOGRAPHICAL 10, ANSIUAL ACCLMULAT IO
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
‘ O MICROFILM REEL(S)
RUNSER O COMPUTER TAPE(S)
0 oTHER(SPECIFY)

| 11. piLe 1S useD 12. p|LE BECOMES INACTIVE AFTER

O paiLY 0 wEDaY X morerrLy e i . O YEAR(S)
IK . Y
| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti1r ves, sPeciry sagNcyY or oFrFicE)
Qvyzs ONO

15. ACCESS RESTRICTIONS “Q xS O No 16. AUDIT REQUIREMENTS

(1@ ves, ci1Te Law(s) & rEcuLATIONIS) -
O NoNE YSSTATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX ? . . '
SYSTEM USEDY (1r vS.mxPLAIN 1s. RECOMMENDED RETENTION

..’: 1EFLY Ao ".c_' AR ANY MAmD /sorTuans) Retain at institution until no longer
administratively useful. Transfer periodi-

Oyes O
e cally to Md. State Archives.

.l'. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER . 21. DATRE
Myles Carpeneto, Director of o < / '
Procurement Services (301) 764-4113 \5’ ’/7’ —

DGS up-a (REVISED 2/87)




IISTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHIDULK
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

BOX 278
JESSUP, MARYLAND 20794

1

AGENCY RECORDS INVENTORY

ence & _on Il

. t . DEFARTMENT /AGENCY
. Public Safety and
| Correctional Services

2. DIVISION

Division of Correction

—

3. UNIT
Facilities Maintenance

DEF INITION -RECORD SERIES.” OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FoR
REFERENCE AS WELL AS RETENTION AND g[;:ggr;;gu_gyagg.‘l;

[ .. RECORD SERIES TITLE

' Facilities Maintenance Fire Safety

B. EARLIEST YEAR/LATEST YEAR
TO

i 6. RECORD SERIES DESCRIPTION ‘lnunv DESCRISE THME TYPES OF IHPONATION/DOCWTI/'OM rouMo

A. Fire Procedures

C. Monthly Reports

This series includes all the forms,
reports and other materials containing
fire safety information.

B. Fire Drill Schedules

INCLUDRE TME PURPOSE OR FUNCTION OF THK sSEP1ES)

7. RECORD SERIES FORMAT(S)
O LETTER SIZE D MICROFILM
O LEGAL SIZE O COMPUTER TAPK

O BOUND BOOK U FLOPPY DISK
1‘.’Dluxn0'nu: O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE ’. VoL
0 ALPHABETICAL
O NUMERICAL
D CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUNNER O COMPUTER TAPE(S)

0 OTHER(SPECIFY)

b11. piig 18 used

O palLy 0 wERKLY )ﬁlnunix

-

12. p|LE BECOMES INACTIVE AFTER

|

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROCOM)

O MONTH(S 0 YEAR(SB
_RUSN (s) (s)

14. I8 RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyxs, sPECIFY raENCY OR OFFICE)
Cvyes D nNO

13. ACCESS RESTRICTIONS "Q yxs O Nno
(1r vyRs, ciTE vawls) & rEauLATION(S)

16. AUDIT REQUIREMENTS

O NONE fisuut O FEDERAL 0 INDEPENDENT

17. 18 AN INDEX SYSTEM USKED? (1P yRS.ERXPLAIN
BRIRFLY AND DESCRIRR ANY HARDUARK/SOFTWARK)

Qvyes O NO

18. FRECOMMENDED RETENTION

Retain at insti-
tution for ten
(10) years, then
destroy.

.l:. NAME AND TITLE OF PREPARER 20.

yles Carpeneto, Director of
Procurement Services

(301) 764-4113

TELEPHONE NUMEER

21. DATK

S$7il4)

DGS 55?-4 (REVISED 2/87)

’




]

INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULK
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION

AGENCY RECORDS INVENTURY

7278 WATERLOO ROAD
P.O. BOX 2783
JESSUP, MARYLAND 20784

mwt_iz_or i

®

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

‘2. DIVISION

Division of Correction

3. UNIT
Facilities Maintenance

DEF INITION-RECORD SERIES.” 97OV

OF RELATED RECORDS NORMALLY PFILED

!
!
1

4. RECORD SERIES TITLE

Facilities Maintenance Energy

REFERENCE AS WKLI. AS RETENTION AND DISPFOS

ITION PURPOSKS

AND USED AS A UNIT rFOR

8. EARLIEST YEAR/LATEST YEAR
TO

| 6. RECORD 'snlss DESCRIPTION ‘IRIIPLT DESCRIBE THE TYPES OF IN'ORHATION/DOCU.N?./POM FOUND
INCLUDR THE PURPOSE OR FUNCTION OF THE SEFTES

This series include all the forms, re-

ports and materials containing energy
information.

A.

B. Energy

Monthly Energy Report (DCR-70-6AR)

Consumption Reports

7. RECORD SERIES FORMAT(S)

O LETTER SiZE O MICROFILM

O LEGAL S1ZE O COMPUTER TAPK
O BOUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPK

O OTHER(SPECIFY)

‘8. RECORD SERIES SEQUENCE
O ALPHAEKTICAL
O NUMERICAL

O CHRONOLOGICAL

VOLUME

O FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAVER(S)
O MICROFILM REEL(S)
RUNBER O COMPUTER TAPE(S)

9

1. piLE 1S USED

0 palLy O wErKLY

¥ mxmay

FILE BECOMES INACTIVE AFTER
O MONTH(S)

O omerR(sPECIFY)

O YEAR(S)

v

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROCM)

Oves O nNO

14. 18 RECORD SERIES DUPLICATED ELSEWHERE?
ti» vyxs, sPEciry sregNcy OR OFFicE)

185. ACCESS RESTRICTIONS Q Ys

{(1» vyes, ci17 LAwWlS) & mEGULAT

O No
tonis)

16. AUDIT REQUIREMENTS

O NONE )‘suw: 0O FEDERAL O INDEPENDENT

',.

CYES O NO

IS AN INDEX SYSTEM USED? (1P YRS.D)XPLAIN
BRIEFLY ARD DRSCRIBR ANY HARDBARE/SOFTWARE )

Retain for three
(3) years at in-
"stitution, then
destroy.

RETENT ION

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

(3Q1) 764-4113

DATK

NINET

DGS ssp-a (REVISED 2/87)

s




- 1

JHSTRUCTIGNS - - TYPE OR PRINT A
SEPARATR FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULK
(DGS 880-1) :

P.O.

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

BOX 278

JESSUP, MARYLAND 207%a

AGENCY RECORDS INVENTOURY

PAGE jEL_or__LL

2. DIVISION
Public Safety and

Correctional Services

Q 1. DEFARTMENT/AGENCY

Division of Correction

3. UNIT
Facilities Maintenance

DEF INITION - RECORD ml“.h GROUP OF RELATED RECCORDS NORMALLY FILED AND USED AS A UNIT PFOR

r

i &,
|

' Facilities Maintenance MOSH Citations

RECORD SERIES TITLE

AEFERENCE AS WELL AS RETENYION AND DISPORITION PURPOSKS

3. EARLIEST YEAR/LATEST YEAR
T

' 6. RECORD SERIES DESCRIPI‘ION ‘IRII'I.Y DESCRIBE THE TYPES OF INPOMTION/DOCU_NTI/POM FOUND

THE SERIES.

citation information.

This series include all the forms, re-
ports and other materials containing MOSH

A. Notification of Posting
B. Notification of Compliance

IHCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

7. RECORD SERIES FORMAT(S)
O LETTER SIZE DO MICROFILM
O LEGAL SIZE U COMPUTER TAPK

O pouND BOOK U FLOPPY DISK
‘I’tnnupuarnrz O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE ’.
D ALPHABKTICAL
O NUMER!CAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

O FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)

“W““ O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT JON
O FILE DRAWER(S)
O MICROFILM REEL(S)

KRUNBEN O COMPUTER TAPE(S)
O orHER(SPECIEY)

I 11. piLg 1S used

; $ oaiLy

0 WEEKLY O MONTHLY

| o

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROCOM)

12. p|LE BECOMES INACTIVE AFTER
O MONTH(S) O YEAR(S)
_RUREEN
14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?

ti» vxs, sPrciFrY raENCY OR OFFICE)
Ovyxs OnNO

15. ACCESS RESTRICTIONS ‘CYyes O NO
(17 ves, cive Lawls) & rEouLATION(S)

16. AUDIT REQUIREMENTS

O NONK fisnnt O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P YRS.E)XPLAIN

BRIKFLY AND DESCRIBR ANY uAunIAnxlnor?IAnl)

ths 0 nNo

18. RECOMMENDED RETENTION

Retain at imstitution until no longer
administratively useful, then destroy.

‘:. NAME AND TITLE OF PREPARER 20.

yles Carpeneto, Director of
Procurement Services

TELEPHONE NUMEER

21. DATE

ST)s)

DGS $30-4 (REVISED 2/87)

(301) 764-4113 .




AHSTRUCTIGNS - - TYPE OR PRINT A
EEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIKS. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 330-+1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72783 WATERLOO ROAD.

P.O. BOX 27%

JESSUP, MARYLAND 2079%4

AGENCY RECORDS INVENTORY

mmt_li_or_l[_

1. DEFARTMENT /AGENCY
q Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. UNIT
Facilities Maintenance

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS BELL AS RETENTION AND D|SPOS

! 4. RECORD SERIES TITLE

. Facilities Maintenance Elevator Inspections

AND USED AS A UNIT FOR
LTION PURFOSKS .

8. EARLIEST YEAR/LATEST YEAR
TO

A'
B.

FHE SERIES.

This series include all the forms,
and other material containing elevator
information.

Notification Letter
Institutional Correspon@ence

6. RECORD SERIES DESCRIPTION ‘IRIIPI.V DESCRIBE THE TYPES OF INWMTIM/MWTIINM PFOUND
lNCLUDI THE PURPOSE OR FUNCTION OF THE SEFIES

reports

7. RECORD SERIES FORMAT(S)
O LETTER SIZE O MICROFILM
O LEGAL SIZE 0O COMFUTER TAFK

O BOUND BOOK U FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCK
O ALPHABKTICAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VoLUMK

O FILE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)

mmﬁ?'¢’dﬂlk“#€cuﬁ)

10. ANNUAL ACCUMULAT ION
‘0 FILE DRAWER(S)
O MICROFILM REEL(S)
RUNNER O COMPUTER TAPE(S)
O OTHER(SPECIFY)

| 1. piLg 18 useD 12. FILE BECOMES INACTIVE AFTER
O DAILY O wEDdLy fm-.v O MONTH(S) O YEAR(S)
_ FUmwEN
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
' ti1r vyes, srEciFyY raENcY OR OFFicE)
O yzs O NO
1S. ACCESS RESTRICTIONS ‘OYES ONo 16. AUDIT REQUIREMENTS

{ir vyes, ciTe LAW(S) & nEGuLATIONIS)

e

O NoNx 7£suw: O FEDERAL 0O INDEPENDENT

17.

QyEs O nNO

1S AN INDEX SYSTEM USED? (1P vyRS.DPLAIN
BRIEFLY AND DESCRIBR ANY NARDBARK/SOFTWARK )

RECOMMENDED RETENT JON

Retain at insti-
tution for fif-
teen (15) years,
then destroy.

‘IO. NAME AND TITLE OF PlEij
Myles Carpeneto, Director of

Procurement Services

20. TELEPHONE NUMEER

(301) 764-4113

21. DATE

S )]s

DGS 530-4 (REVISED
¥

2/87)




- 1

AUSTRUCT JQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERILS. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 3$80-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISioN
7275 WATERLOO ROAD
P.O. BOX 279
JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

Fﬂﬁl'_1£i°'.lL.

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. UNIT
Facilities Maintenance

DEF INITION - RECORD gRIES-A GROUP OF RELATED RECORDS NORMALLY FILED

{
I 4.
i

REFERKNCE AS UNLL AS RETENTION AND DISPOSITION PURPOSRKS

RECORD SERIES TITLE
Facilities Maintenance Toxics

AND USED AS A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR
TO

6. RECORD SERIES DESCRIPTION (*™'
i |

This series includes all t

reports and other documents containing
information about toxic materials B. TOXIC LIST
A. PCBs '
_ 1. Type of Toxic
1. Location 2. Location
2. Transformer Testing Results 3. Material Specifications
3. Specifications
4. Replacement Schedule

EFLY DESCRIBE THE TYPES OF INPOMTION/DOCWTI/'OM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEPFES)

he forms,

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

O LEGAL S1ZE O COMPFUTER TAPE
O BOUND BOOK O FLOPPY DISK
O AUDIO TAPE U VIDEO TAPK

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0 NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHRR(SPECIFY)

O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

=m“'clo-ntn(:#tcuw)

10. ANNUAL ACCUMULAT 1ON
O FILE DRAWER(S)
O MICROFILM REEL(S)
KUNBER C COMPUTER TAPE(S)
O OTHER(SPECIFY)

1. riLx 1S USED £ 12. p|LE BECOMES INACTIVE AFTER
0 pAlLY O WEEKLY MONTHLY O MONTH(S) O YEAR(S)
X HUREEN
. 13. CURRENT LOCATION({S) {BLDG.,FLOOR, ROGM) 14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?
' tsr vyxs, speciry soENcY OR OFFrice)
Ovyes 0O NO
13. ACCESS RESTRICTIONS ‘OCyxs O nNO 16. AUDIT REQUIREMENTS
(t" yes, ciTE Law(s) & nEGuULATION(S)

‘Myles Carpeneto, Director of

‘ﬁlnul O STATE 0O FEDERAL 0O INDEPENDENT .

17. 18 AN INDEX SYSTEM USED? (1P vyRS.EXPLAIN
BRIKFLY AND DESCRIAE ANY NARDIARI/ SOPFTRARE )

OyEs O NO

useful.
Archives.

18. RECOMMENDED RETENT ION
Retain at institution while administratively
Transfer periodically to Md. State

19. NAME AND TITLE OF PREPARER

Procurement Services

20. TELEPHONKE NUMEER

(301) 764-4113

21. DA

TE
5T/

DGS 330-4 {REVISED 2/87)

J




| LSIEWCTIGNS - -TYPE OR PRINT A

¥ITH RECORDS RETENTION SCHEDULE
(DGE 330-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
Pr.O. BOX 273
JESSUP, MARYLAND 2079%4

AGENCY RECORDS INVENTORY

/s

1. DEFARTMENT/AGENCY
Public Safety and

SEPARATE FOfM FOR EACH NEY OR
‘ Correctional Services

2. DIVISION

Division of Correction

3. UNIT
Facilities Maintenance

DEF IN1T 10N -RECORD m'“.l GROUP OF RELATED RECORDS NORMALLY FILED

REVISED RECORD SERIEES. FORWAFD
'rl. RECORD SERIES TITLK

AKFERENCE AS WELL AS RETENTION AND DISPOSITICN PURPOSKR

. Facilities Maintenance General Correspondence

AND USED AS A UNIT FOR

3. EARLIEST YEAR/LATEST YEAR
TO

. : o
| 6. RECORD SERIES DESCRIPTION (.RIKFL' DESCRIBE THE TYPES OF IN'OMTION/DOCWTIINM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THME sEMES )

A.
Bl

N THE SERIES.

This series contains all the forms,

reports and other materials of a general
administrative nature.

Institutional Correspondence
State Agency Correspondence

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

O LEGAL SIZE 0O COMPUTER TAPK
O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPK
O OTHER(SPECIFY)

8. RECORD SERIES SEQUINCE
O ALPHABETICAL
O NUMERICAL
O CHRONOLOGICAL,
U GEOGRAPHICAL -
O OTHER(SPECIFY)

180. ANNUAL ACCUMULAT ION

5. voLuME

O FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)

RGaEEw O OTHER(SPECIFY)

O FILE DRAWER(S)
O MICROFILM REEL(S)
RURNER O COMPUTER TAPE(S)
O oTMER|SPECIFY)

FILE 1S USED

f 11,
' % DALY

C wEEKLY

-

12.

O MONTHLY _RUEERE o

FILE BECOMES INACTIVE AFTER

MONTH(S) O YEAR(S)

:

1 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROQM)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vxs, sPECiPY raENCY OR OPFICE)
Ovxs O NO

183. ACCESS RESTRICTIONS

“Q YRS
{ir ves, ciTE LAW({S) & nEouLATION(S)

AUDIT REQUIREMENTS

O NONE W STATE O FEDERAL O INDEPENDENT

17.

OyEs O No

IS AN INDEX SYSTEM USED? (1r vES.KXPLAIN
BRIEFLY AKD DESCRIBR ANY MHARDNARE/SOFPTWARK )

(3) years and
until all audit
requirements have
been met, then
destroy.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONK NUMEER

(301) 764-4113

21. DA

Sh /:;/

DGS 330-4 (REVISED 2/87)
%




