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Department of the. Environment

Jtem
No. Description Retention

1. ACCOUNTING RECORDS

This series includes all standard State
‘accounting forms as well as other accounting
media which provide supporting data for the
special ‘and general accounting records.

Changes in records format will not necessarilly
require revision of the retention schedule.
However, should the scope or content of a
records series be altered, the schedule may
be amended to reflect such changes.

Each agency will use all or some of the fol-
lowing records which are governed by the
‘ indication retention pericd:

A. Special Accounting Records:

Books of Final Entry-General Ledgers Retain Permanently.
Audit Reports

B. General Accounting Records:

Memorandum of Adjustments
Distribution of Chart
Transmittals .
Certificate of Deposit and Bank _ Retain for three (3)
Deposit Slips : o years and until all
Monthly Report of State Funds Collected audit requirements have
and Deposited been fulfilled, then
destroy.

‘ Schedule Approved by Dopertaent, . ded_.;_l_ﬂy'ﬂj?_ﬂ__x_c_d ‘q
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ACCOUNTING RECORDS (continued)

C. Program Grant payroll cost distribution,
time records, invoices, records of payment, etc.
(non-Superfund)

D. Program Grant payroll cost distribution time
records, invoices, record of payment etc.
(Superfund)

CONSTRUCTION . GRANTS PROJECT

Alphabetical arrangement by county and project name
containing plots, correspondence, estimates, con-

tractual agreements, fiscal grants, state loans, and:

change orders.

ADMINISTRATIVE CORRESPONDENCE

Files contain correspondence, memos and personnel
records pertaining to the business of Finance &
Administration. Personnel records are for each
individual person in the Directorate.

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

Retain ten (10) years and/
or clearance for des- :
truction is obtained from’
Grantor

Retaip in office two (2)
years after audit, then
transfer (q, the State
Records Center farten (10)

additional years and destrdy.

Retain for three (3)
years, then destroy.
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IHSTRUCT QM --TYPE OR PRINT A
. SEPARATE FORM FOR .EACH NEW¥ OR

REVISED RECORD SERIES. FORWARD
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1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

Department of the Environment

Finance and Administration

A GROUP OF RELATE RECORDS NORMALLY 1LED AN EED A8 A UNIT FOR
DEF INIT1ON-RECORD SERIES - b F L v
REFERENCE AS WRELL AB RETENTION AND DISFOS]ITION PURPOSES

l

4. RECORD SERIES TITLE
Program Grants ~ Federal Time Sheets

5. EARLIEST YEAR/LATEST YEAR
1975 1o 1987

6. RECORD SERIES DESCRIFPTION (BRlIFLY DESCRIBE THE TYPES OF INFORHATION/DOCUMEHTB/FORM’B FoOUND

‘IN FHE SERIES.

Department created time sheet records for federal grant cost recovery

INCLUDKE THE PURPOBE OR FUNCTION OF THE BEFET:

. 0 BOUNE BOON  © FiLOFPY Di1SK

7. RECORD SERIES FORMAT(S) | 8.
>D(LEZ'FK'I:'.R s1zeE O MICROFILM

0 LEGAL SIZE U COMFUTER TAPE

D AuplO TAPE DO VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
0O ALPHABE'TICAL
0o NLM—:&:CLL
B XCHRONOLOG I CAL,
0 GEOGRAPHICAL

0 OTHER(SPECIFY)

YVOLUE

O FILE DRAWER(S)
D MICRCFILM REEL(S)
. =713 D conPLTER

S by tonl
NUMEER ¥ OTHER(SPECIFY)
std boxes

THRPELNRD

10. ANNUAL ACCUMULAT ICH
©C FILE DRAWER(S)
O MICROFILM REZL(S)
KRONWBER O COMPUTER TAPE(S)

— . R oTHER(SPECIEY. | DOX:

|

1. piLE 1S usSED

O pAlLY 0O wEEKLY

B MSONTHLY

12. FILE BECOMES INACTIVE AFTER
0O WMONTH(S) D YEAR(S)
RUNEEER.

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
2nd floor, 201 West Preston Street, Baltimore

14. 1S RECORD SERIES DUPLICATED ELSEWHERS1

ti1r vES, sPECIFY ruENCY OR OFFiICE)
0O vyeEs © NO

0O yeEs N.No
CI1TE LAW(S8) & rREGULATION|S)

15. ACCESS RESTRICTIONS
(1= ves,

16. AUDIT REQUIREMENTS

D NONE D STATE @ FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1w vES,E>PLAIN

BEIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

Oyes B NO

18. RECOMMENDED RETENT ION

Audit plus 3 years

19, AND PARTLE O% PREPARER 20. TELEPHONE NUMBER 21. DATE
. AAdrire— '
G. A. Reisman, Deputy, F & A 631-3000 11/4/88
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