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vfg: HR-RM 1 A (/Q “~EST FOR RECORDS RETENTION (.“ULE . aCH!?UL!
(o-1-52) 4 To 'be-Submitted to the Records Management Division o 2413
Holl of Records 7 Hall of R ds C . . PAGE -
Commission Q%f all of Records Commission oy 1. /
" Requesting Agency 2. Division or Bureau of Requesting Agency
. UNIVERSITY OF MARYLAND PIVISION OF FINANCR AND BUSINESS
3. Authorization Requested (Check only one of the squares below). ‘
A ! C
Dispose of present accumulation. No Establish retention schedule for re- ’ Microfilm and destroy originals.
additional accumulation is antici- . cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value _ accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. have value to warrant their retention after
the period of time indicated.
4 5. Description of Records 6. Recommendation
itern Describe records accurately. Include title, form number, size of documents, of Hall of Records
N work or activity to which the records relate, inclusive dates, and quantity and Board of Public
°. {cubic or linear feet). Show recommended retention period. Works.
o =
=
1. | BMPLOYER'S EARNING RECORD CARD A
- . =
8izes. 4* x 67 to 1937 ‘ e =
84" x 32* since 1937 -3
Quantity: 87 oubis fest o v
Dates: 193 e = . o~ 2
File Arrangsments: Alphabetdcal a O
Annual Accumilation: 10 cubic fest o o
Audit: Pedsral, Stats, and Internal C el < =
[T
: y o
' A payroll card is prepared.for each émployee each year, Information -
shown on the card is the individual's pay mumber, name, pay each =
=C
-

pay period, 8ll deductions, gross pay, and sarnings to date.
RECOMMENDATION: RETAIR PERMANENTLY.

2, | ACCOURTIEG RECORDS

Quantity: 1,030 cubdc feet
Dates: 192 « =

Annual Acewmulation: 60 cubic fest (estimate)
Dispogsable Amount: 'S00 cubic feet (estimate)
Audits Fedoral, 8tate, and Internal

This item includes documants which support entries made in the

Ay

7. Agency, Division or Bureau Representative

7, .
%W W 7 1656
Date’

“Signature /7 Title
———e e
Schedule Authorized as Indicated in Col. 6 by Hali of Disposal Authorized as Indicated in Col. 6 by Board of
Records Commission. Public Works. -
{W""\\ g
D . 4 .
77 Date Archivist M Dote=—"""\_~ Secretary
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_9RM HR-RM 1A RN
o8 ‘e ST FOR RECORDS RETENTION-SCHEJULE
Hall of Records - (Continuation Sheet) PAGE
Commission NO. 2,
5. Description of Records 6. Recommendation
Q Describe records accurately. Include title, form number, size of documents, of Hall of Records
m work or activity to which the records relate inclusive dates and quantity and Board of Public
{cubic or linear feet). Show recommended retention period, : Works.
2 (cont.)

Certain supporting documsnts, to meet administrative needs
and Federal avdit requirements, must be retained for a lonmger
pcﬂodoftimthmthouﬁdchmmamforstateandt

requirements ouly.
A, Accounting records needed for administrative neceds and
Federal audit requirements:

Closed Student Accounts - bills, credits, notes, receipt
copies ete.

Subsgidiary Student Accounts (closed) for veterans, con

A ) students, scholarship and workship studsnts

Cash Receipts

~ Cash Receipts ledgsr ~ cashierts office

Cash Reports

Cash Disbursement Distribution

State Treasurer!s Pay and Receiving Warrants
Budget Amendments

Central Billing -Ledger
- Disburserent Vouchsrs with involce attachad

. Payroll Certification Cards
Payrall Jowrnals

A. | RECOMMENDATION: RETAIN FOR TER YRARS ARD THEN DESTROY
i B. Accounting Records Required for State Audit Only:

Transmittals « to Comptroller of Treasury
Vendor File of Vouchers - alphabetical file of coples of

vouchers

Central Billing Numerical Files

Accounting Machine Status Report

Accounting Machine Audit Sheets

Reconciliations with subsidiary ledger controls

State Department of Budget and Procurement Forms
BB-1  (Rev. Formerly BB-l and BB-2)

Budget Schedule Amendment Sheet

Requisitions for Supplies, Equipment, and Materials

State Comptroller of the Treasury Forms
DB~1 Certificate of Deposit and Deposit Slip

Monthly Report of State Funds Collected and Deposited

Monthly Statement of Balances

Memorandun of Adjustment

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL STATE AUDIT IS
COMPLETED, WHICHEVER IS LATER, AND THEN DESTROY RN
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. P . . R
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Dute APR - G i2h% .,

APPROVED :
HALL OF RECORDS COMMISSION
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JaM HR-RM 1A : o [ . SCHEDULE
" (9:083) R(C-gv:ST FOR RECORDS RETENTION SCHEWULE 0. 241
Holl of Records (Continuation Sheet) . PAGE
Commission NO. 3.
5. Description of Records 6.f ﬁeclzlon}rraendo(tjion
(o) alt o ecordas

¢

Describe records accurately. Include title, form number, size of documents, .
work or activity to which the records relate, inclusive dates, and quantity -
{cubic or linear feet). Show recommended retention period.

and Board of Public
Works.

3.

k.

BMPLOYEE'S8 FOLDER

Dates: 1939 - - )
Quantity: 12 dravers active, 12 drawers inactive

{total 36 cubic feet)
File Arrangement: Alphabetical - inactive, by year of
’ resignation
Annual Accumlation: 2 oubic feet
Disposable Amountz 8 cublie fest
The following records are filed in individual persomnsl jackets
maintained by the Payroll Sections

B.R.S. 2 Employee's Retiremsnt System fora
Payrall Entry Form
* Separation from Service Repart
U.8. Internal Bevenus Service, Withhelding Tax
Exemption Form

These records are used to enter chenges, deduct and remove amounts
or names on ths payroll, Thsre is veference to them for several

after the smployee resigns from the University.

RECOMMENDATIONs RETAIN FOR TEN YEARS AFTER RESIGNATICN OF EMPLOYEE

CORRESPCRDERCE

Quantity: 38 drawers (60 cudbic fest)
Dates: 1943 - -

File Arrangement: Subject or alphabetical by bame of corres-
Amual Accomulations S cubic feet

Disposable Amount: 10 cubic feet

Correspondence concerned with ths functions of the Department.
is with Federal, Stats, local and other state agencles, civic,

professional, and businass organizations, contractors, individuals,
banks, othsr universities snd colleges, vendors, etc.

RECOMMENDATIONs RETAIN FOR TEN YEARS ARD THEN DESTROY.

Y oy,

w. b -

It

1 '
BN e

Date ... APR = 9 195¢

APPROVED
HALL OF RECORDS CoMMISSION
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rof wreRm 1l ‘%ES‘I‘ FOR RECORDS RETENTION § ULE ' f{CNEI()ULI
e To be Submitted to the Rccords Managoment Division o 24§
Hall of Rocords -~ o
Commission Hall of Records Commission .@ l;g';! 1,
2, Division or Bureau of Requesting Agency

Requesting Agency
UNIVERSITY OF MARYLAND

DIVISICN OF FINANCE AND BUSINESS

A

Dispose of present accumulation. No
additional accumulation Is antici-
pated. Records have ceased to have value

3. Authorization Requested (Check only one of the squares below).

C
Microfilm and destroy originals.

Originals if not microfilmed would be

Establish retention schedule for re-
retoined for the period of time indicated.

B
E cords for which there is a continuing

occumulotion. The records will cease to
have value to warrant their retention after |

to warrant retention.

the period of time indicated. |

6. Recommendation
of Hall of Records

5. Description of Records l
Include title, form number, size of documents,

‘I}t'em Describe records accurately.
No work or activity to which the records relate, inclusive dates, and quantity
) (cubic or linear feet). Show recommended retention period. Works.

and Board of Public

EMPLOYEE'S EARNING RECORD CARD

8izes. 4" x 6" to 1937
83" x 12" since 1937

Quantity: 87 cubic fest

Dates: 1931 - -
File Arrangement: Alphabetical by year
Annual Accumulations 10 cubic feet
Audits Fedsral, State, and Internal

1.

shovn on the card is the individual's pay number, nams, pay each
pay period, all deductions, gross pay, and earnings to date.

RECOMMENDATIONs RETAIN PERMANENTLY.

ACCOUNTING RECORDS

Quantity: 1,030 cubic feet

Dates: 192L
Annual Accumulationt 60 cubic feet (estimate)
Disposable’ Amount: 500 cubic feet (estimate)

Audits Federal, State, and Internal
This item includes documents which support entries made in the

2,

permansat books of account.
General, Endowmsnt, and Plant ledgers; Annual Trial Balances,
Jowrnal Vouchers, and Employee's Earning Record. E'

i
i

A payroll card is prepared for each &mployee each year., Information

The permansnt books of account include

APPROVED :
HALL OF RECORDS COMMISSION

ency, Division or Bureau Representative

1. Ag ! .

%wr/zﬁ 7 1546

Dote”

Public Works.

///
Signature
ﬁedule Authorized as Indicated in Col. 6 by Hall of

Disposal Authorized as Indicoted in Col. 6

by Board of

APR - ¢ 1955_:/%?\,&.@»\_,4,//&«#\

Wi S OLLY)

Archivist

3/9/5é

Dote=——""\_~

Secretary

7 Dote




Ruy-<ST FOR RECORDS RETENTION SCHEWULE
(Continuation Sheet)

SCHEDULE
NO.

D YL |
PAGE

NO. 2.
6. Recommendation

d 5. Description of Records
scribe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

of Hall of Records
and Board of Public
Works.

-

A.

EBB=1

RECOMMENDATIONS

Certain supporting documents, to meet administrative needs

and Federal audit requirements, must be retained for a longer
period of time than those which are necessary foar State audit

requirements only.

A, Accounting records needed for administrative needs and
Féderal audit¥ requirementsi

Closed Student Accounts - bills, credits, notes, receipt
copies, etc.

Subsidiary Student Accounts (closed) for veterans, contracﬁi

students, scholarship and workship studsnts
Cash Receipts .
Cash Receipts Ledger - cashier!s office ' '

Cash Reports

Cash Disbursement Distribution

State Treasurert!s Pay and Receiving Warrants
- Budget Amendments

Central Billing Ledger
Disbursement Vouchers with invoice attached

Pzyroll Certification Cards
Payraoll Journals ‘

RECOMMENDATIONs RETAIN FOR TEN YEARS AND THEN DESTROY

B. Accounting Records Required for State Audit Onlys

Transmittals = to Comptroller of

Treasury
Vendor File of Vouchers = alphabetical file of coples of

vouchers

Central Billing Numerical Files
Accomnting Machine Status Report

Accounting Machine Audit Sheets
Reconciliations with subsidiary ledger control

State Department of Budget and Procurement Forms

(Rev. Formerly BB=-l and BB=2)

Budget Schedule Amendment Sheet

Requisitions for Supplies, Equipment, and Materials
State Comptroller of the Treaswry Forms

Certificate of Deposit and Deposit Slip

Monthly Report of State Funds Collected and Deposited
Monthly Statemant of Balances

Momorandun of Adjustment

\

BOARD O

Date APR ~ o 1046,

RETAIN FOR THREE YEARS CR UNTIL STATE AUDIT IS
COMPLETED, WHICHEVER IS LATER, AND THEN DESTROY

APPROVED
HALL OF RECORDS COMMISSION

1Y
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" Rex-<ST FOR RECORDS RETENTION SCHEwULE
(Continuation Sheet)

SCHEDUL!
PAGE
NO. 3,

7 5. Description of Records
,scnbe records accurately. Include title, form number, size of documents,
«ork or activity to which the records relate, inclusive dotes, and quonmy
|

6. Recommendation
of Hall of Records

and Board of Public
Works. '

‘{cubsic or linear feet). Show recommended retention period.

,”~

- EMPLOYEE'S FOLDER
Dates: 1939 - = ' ,
. Quantitys 12 drawers active, 12 drawers 1nactive

(total 36 cubic feet)

. resignation
Annual Accunulations 2 cubic feet ,
Disposable Amount: 8 cubic feat :

‘The following records are filed in individual personml jackets
maintained by the Payro]l Sections - )

E.R.S. 2 Employee!s Retirement: Systam form

Payroll Entry Form
. Separation from Service Repart -
U.S. Internal Revenus Servics, Withholding Tax

W b
Exemption Form

or names on the payroll,
after the emplayea resigna from the Univarsity.

RECOMMENDATION
- AND THEN DESTROY.

C@RES?GWENCE |
Quantity: - 38 drawers (60 cubic feot)

Datess 1943 « -
File Arrangements
’ pondent .

Annual Accumulations S cubic feet \‘
Disposable Amounts 10 cubic feet O :

Correspondence concerned with the functions of ‘t,ha Department.
is with Federal, State, local and other state agencies, civic,

: banks, othsr universities and colleges, vendora. etc,
| _REGOI@E&DATIONa REMINFOBTENXE&RSANDTHENDESTBOL -

BOARD o
Date ...

—

File Arrangementx Alphabetical = inactive, by year of -

These records are used to enter changes, deduct and remove amounts _
There 1s reference to them for several yedrs .

RETAIN FOR mNYEARSAETERRESIGNATIGIOFM
Subject or alphabetical by hmne of corres

professional, and business ofganizations, contractors, individuals,

A t)lv; St

_APR -9 1956

APPROVED
HALL OF RECORDS Compission

It




