
DOI-MO. I
NKV. */1t

DEPARTMENT Of GENERAL SERVICES
Record's Management Dlvltlen

Amendment to Schedule 1196

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
MO.

1196A-1
PACE
MO. 1 O f 1

UNIVERSITY OF MARYLAND SYSTEMS r. UNIVERSITY OF BALTIMORE, PURCHASING DEPARTMENT
AOCMCV 01 VIM ON

Item
No. Deterlptlon Retention

PURCHASE ORDERS

Active open file of purchase orders, purchase
requisitions, telephone bid quotations, written
specifications, partial delivery- reports,
follow-up delivery memos,

CONTRACTS . .

Active open file of service, maintenance,
entertainment and contractual service contracts.

Completed file of service, maintenance,
entertainment and contractual service contracts.
Bid proposals and signed bids are included.

INSURANCE •• •..- re-

claims, policy manual, correspondence, directives
and completed claims 'A

MAINTENANCE IFB - COMPLETED *

Oversized completed bid speci$i.$a.tions for
physical maintenance, written competitive bids,
bid tabulation sheets, final determination ,3nd
other completed interdepartmental fojfms

PROCUREMENT DIRECTORY FILES

Computer generated pre-bld specifications for
large service, leases and real estate contracts,
Included in this series are signed bids, and
contract awards.

Retain for thr.ee years
or until audit
requirement is complete
and then destroy

Same as above

Same as above

Screen annually, destroy
non-operational corre-
spondence, retain claim
retain inactive
directives for three
years then destroy,
retain active directive
until superseded.

Audit requirements
met in Oct., 1990,
Series destroyed,

Retain computer general
file until superceded.
Retain contracts for
three years, destroy

d
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^STRUCT IONS--TYPE OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
• ITH RECORDS RETENTION SCHEDULE

^£GS 110-1)

^T. DEPARTMENT/AGENCY

UNIVERSITY OF MARYLAND SYSTEMS

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7*71 WATERLOO ROAD
P.O. BOX*17I

JESSUP, MARYLAND 207M

X. DIVISION

UNIVERSITY OF BALTIMORE

DEFINITION-RECORD SERIES-* 9mOW> °" «««-*<«o •WCORD8 W R M A U V riUD
RKFKRBNCK AS WKLJL AS RKTKNTION AND DlSPOf

4. RECORD SERIES TITLE

Purchase Orders (Active - Open)

AGENCY RECORDS INVENTORY

PACE 1 OF 6

S. UNIT
PURCHASING DEPARTMENT

AND ummo AS A UNIT FOR
ITIAN PUMPOSEB

f. EARLIEST YEAR/LATEST TEAR

199.0__ TO _1?9!_

• • RECORD SERIES DESCRIPTION |""IKri-r B«»CRI»K TMK TVPKS Or INFORMATION/OOCUMCNT»/PORm POUND
IN THE SERIES. . INCLUOS THK PURPOSE OH FUNCTION OP TNK ••*!••)

Active open file of purchase orders, purchase requisitions, telephone bid
quotations, written specifications, partial delivery reports, follow-up
delivery memos.

7. RECORD SERIES FORMAT(S)

£ LETTER SIZE O MICROFILM

^^JCGAL SIZE O COMPUTKR TAPE

^O BOUND BOOK O FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

O OTHERfSPECIFY)

«. RECORD SERIES i

(^ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

t. VOLl

D FILE DRAWER(S)
Q MICROFILM REEL(S)

A-0 O COMPUTER TAPE(8)
"cT^ft? OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

D FILE DRAWERfSJ
None a MICROFILM REEL(S)

Rusnnnr ° COMPUTER TAPE(S)

II. FILE IS USED

B DAILY O MONTHLY

fZ* FILE BECOMES INACTIVE AFTER

m * W ° """C*! • YEAR(B)

IS. CURRENT LOCATION!8) (BUM. .FLOOR,ROOM)

Towne Bldg. 2nd Fl. Room 200E

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF VKS, SPKCIFT AOKHCT OR OFFICK)
a YES I^NO

II. ACCESS RESTRICTIONS O YES $ NO

(IF Y M , CITB LAW(S) * miauuiTioN(s)

If. AUDIT REQUIREMENTS

O NONE V STATE O FEDERAL $ INDEPENDEN1

17. IS AN INDEX SYSTEM USED? ( IF VC«.BX»LAIN
•fllBFLV AKD DKBCNIBI ANY MAnOBAH*/•OrTVANk)

O YES ^ NO

It. RECOMMENDED RETENTION

Retain for three years or until audit
requirement is complete, then destroy.

tl. NAME AND TITLE W PREPARER

Marlene Hart/Office Secretary

"

10. TELEPHONE

(301)625-3005

SI. DATE

February 20, 1991



INSTRUCTich3»-TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

•10-1)

DEPARTMENT/AGENCY

UNIVERSITY- OF MARYLAND SYSTEMS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOx'x7>

JESSUP, MARrLAND 207t4

1. DIVISION
UNIVERSITY OF BALTIMORE

AGENCY RECORDS INVENTORY

PAGE __L_ op 6

$. UNIT
PURCHASING

DEFINITION-RECORD SERIES'* • W O U I ' om "«LAT«O ftKOORD* NOMUU.V PILCO AND ISIKO A* A UN»T POR
WKFKWKHCK A> WKLL A« WKTKNTIOW AHP PI«PO«ITIOM P U i n M U

I . EARLIEST TEAR/LATEST TEAR
TO 1991

• • SERIES DESCRIPTION | * " I B r w r OMCHIM TMK TVPKS OP" INPOMMATION/OOCtMNT«/POm«i POUND
I N THE SERIES. INCLUDB TMC PURPOSE OH PONCTION OP TNK MKtK«)

This series contains service, maintenance, entertainment and contractual
service contracts. It documents all terms for service, maintenance, entertainment
and contractual service agreements. Included in this file are bid proposals
and signed bids,

7. RECORD SERIES PORMAT(S)

a LETTER SIZE O MICROFILM

#LEGAL SIZE O COMPUTER TAPK

BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

O OTHER(SPECIFY)

t. RECORD 8ERIE8 SEQUENCE

9 ALPHABETICAL

O NUMERICAL

O CHRONOLOaiCAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

t. VOLUME

R FILE DRAWER(S)
0 MICROFILM RKCL(S)

M&--. ° COMPUTER TAPE(S)
^ . ^ " • " " C S F W i i n r i

10 . ANNUAL ACCUMULATION

O FILE DRAWER!81

^ ^ O MICROFILM RfeEL(S)
Rtmitir ° COMPUTER TAPE(S)

• 0 flfnrii(«prri>Y)
II. FILE IS USED

£ DAILY O MEEKLY O MONTHLY

IS* FILE BECOMES INACTIVE AFTER

1 O MONTH(S) t? YCAR(B)

IS. CURRENT LOCATION!8) (BLDa. .FLOOR.ROOM)

Towne Bldg. 2nd Fl.. Room 200E

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IP VKS, •PKCIPV AOCNCT ON OPTICK)
O YES & N O

II. ACCESS RESTRICTIONS O YES j? NO

( IP r*B, CITS LA*(s) * RKOULATION(«)
l«. AUDIT REQUIREMENTS

O NONE R STATE O FECEJWL & INDEPENDO

17. IS AN INDEX SYSTEM USEDf ( IP VK«.EXPLAIN

mnimri.r AND DBMCRIBB ANY HARD*ARC/»orr»Ai»«)

a YES XK NO

It. RECOMMENDED RETENTION

Retain for three years or until audit
requirement is complete, then destroy.

It. NAME AND TITLE OF PREPARER

Marlene Hart/Office Secretary

10. TELEPHONE NUMBER

(301)625-3005

XI. DATE

February 20, 1991



INSTRUCT IONS- -TYPE OR PHINT A
SEPARATE rORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

• »0-l )

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD

P.O. BOXX7I

JE88UP, MARYLAND 207*4

AGENCY RECORDS INVENTORY

PACE Lor 6

DEPARTMENT/AGENCY

UNIVERSITY OF MARYLAND SYSTEMS

a. DIVISION
UNIVERSITY OF BALTIMORE

I. UNIT

PURCHASING

DEriNITIGN-RCCORD SERIES .A CROUP OP RSLATVD RKOORDB NORMALLY PILCO AND tf«KO A« A UNIT PON
RKPCRKMCK A« WBU. A« RBTBNT I ON ANP PIBPOBITIftN > U i m..r.

4. RECORD SERIES TITLE

CONTRACTS - COMPLETED
I. EARLIEST TEAR/LATEST TEAR

TO _ 1990

t. RECORD SERIES DESCRIPTION |*"'«1'1-* " » " ' " ™ « TYPBB OP" INPORMATION/OOCUMaVTa/PORMB POUND
IN THE SERIES. INCLUM TMK PURPOSE OR FUNCTION OP TUB ••*!••)

Completed file of service, maintenance, entertainment and contractual seryice
contracts. This file includes.- bid proposals and signed bids.

>. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

J^JCGAL SIZE O COMPUTER TAPE

^r BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

O OTHER(SPECIFY)

•. RECORD SERIES I

8 ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

O OXOCRAPHICAL

O OTHER(SPECIFY)

». VOLUME

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

mmmK^tja OTHERI SPEC i mr)cu,

10. ANNUAL ACCUMULATION

O FILE DRAWERfSJ
None a MICROFILM REEL(8)

R O m * ° COMPUTER TAPE(8)

II. FILE IS USED

O DAILY 9 MONTHLY

I * . FILE BECOMES INACTIVE AFTER

mnW °"«WC«I arEARjsj

IS. CURRENT LOCATION!S) (BLDO. .FLOOR.ROOM)

Towne Bldg. 2nd Fl. Room 20OF

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP VK», SPKCIPV AOKNCY OR OPPICc)
O YES A; NO

IS. ACCESS RESTRICTIONS O YES fl NO
( IP m , CITS LAw(s) • RMULATION!*)

IC. AUDIT REQUIREMENTS

a NONE ESTATE a FEDERAL ;to; INDEPENDKNI

17. IS AN INDEX SYSTEM USED! ( IP VtB.KXtUlN

RRIBPLV AKD DKBCRIBR ANY HAR O S A R K / SOPTaAR*)

O YES JD NO

I t . RECOMMENDED RETENTION

Retain for three, years, or until audit
requirement is complete, then destroy

I t . NAME AND T I T L E OF PREPARER

»,'"'
Marlene Hart/Office Secretary

1 0 . TELEPHONE NUMBER

(301)625-3005

X I . DATE

February 20, 1991



JNSTKVCTIQN3--TYPE OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

••0-1)

DEPARTMENT/AGENCY

UNIVERSITY"OF MARYLAND SYSTEMS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7I7§ WATERLOO ROAD
P.O. BOX*17I

JESSUP, MARYLAND 20714

t. DIVISION

UNIVERSITY OF BALTIMORE

AGENCY RECORDS INVENTORY

FACE JL_ OF 6_

». UNIT
PURCHASING DEPARTMENT

DEFINITION-RECORD SERIES'* •"OW* OP "«>-*TSD RCCORDS NORMAU.V PILCD AND USKD AS A UNIT FOR
• . WKPKRCHCK A« «BLL A« WKTKWTIOH AND PfPOBITION PUMPOBEB •

4. RECORD SCRIES TITLK

INSURANCE

t. EARLIEST YEAR/LATEST YEAR
1989 TO 1991

9. RECORD SERIES DESCRIPTION (MISFIT OKBCRIBK TKK TYPBC OP" INPORMATION/DOCUMCNTS/PORMa POUND
IN THE SERIES. . INCLUOS TMC PURPOSE Oil FUNCTION OP TNK ••*»•)

Claims, policy manual, correspondence, directives, completed claims

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

fLEGAL SIZE ° COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

O OTHER(SPECIFY)

t. RECORD SERIES I

& ALPHABETICAL

O NUMERICAL

O CHRONOLOOICAI.

O QEOCRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

*FILE DRAWER( 8)
O MICROFILM REEL(8)

•22,[. ° COMPUTER TAPE(S)
HWamn O OTHER(SPCCIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWERfBI

N/ A ° MICROFILM f)EEL(8)
RUntT O COMPUTER TAPE(S)

D BffurplBPcriryl
I I . FILE IS USED

O DAILY O WEEKLY 9 MONTHLY

I S * FILE BECOMES INACTIVE AFTER

I S . CURRENT LOCATION!8) (BLDa. .FLOOR.ROOM)

Towne Bldg. 2nd F l . Room 200E

1 4 . IS RECORD SERIES DUPLICATED ELSEWHEREf
( I P VC«, MPrCIPY AOKNCY Oil OPTICS)

a YES PXNO

tl. ACCESS RESTRICTIONS O YES ^ NO
( IP rum, CITS LAW!*) * RsauuATiON(s)

IS. AUDIT REQUIREMENTS

2> NONE O STATE O FEDERAL b

17. IS AN INDEX SYSTEM USEDf ( |p VBS.KXPLAIN

•niKPLV AKD DKSCNIBB ANY HARDBARK,/ «OPTWARS)

O YES 5 NO

I B . RECOMMENDEO RETENTION

Sere.en a^nyallyj des.t̂ pyv nQn^qpexational
corr/espondence., retain c,laim§'r r.eta,in
inactiye di,re.ct;iyes; for' tbree yearg
th.en destroy^ retain active, dijcec'tiyes
until superseded

1 0 . NAME AND TITLE OF PREPARER

Marlene Hart/Off. Sec.

» P . TELEPHONE NUMBER

(301)625-3005

X I . DATE

February 20, 1991



Jf<STKUCTIOX3-»TYPE OR PHINT A
SEPARATE FORM rOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDUUC

•»0-lJ

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

717» WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207M

AGENCY RECORDS INVENTORY

PACE 5 or 6

DEPARTMENT/AGENCY

UNiyERSJTY "OF MARYLAND SYSTEMS

a. DIVISION

UNiyERSITY OF BALTIMORE
». UNIT

PURCHASING DEPARTMENT

DEFINITION-RCOORD SERIES** •"OWf> O r R«LAT«O RECORDS NORMALLY PILCO AND VIKO AS A UNIT FOR
»«F«I«NC« M WgLL A« ««T«HTtOW AMP D l l H » l l T l f l M » » . » « . . * . ._

4 . RECORD SERIES TITLE

MAINTENANCE IFB - COMPLETED

I . EARLIEST TEAR/LATEST TEAR

TO 1989

0 . SERIES DESCRIPTION (""lltri-r "••«!•« TMK YVPKB Or INrORMATION/OOCUMKHTS/POnM* FOUND
IN THE SERIES. tNCLUDB TMC PURPOSB OH PONCTION Ol» TNK ••!»*•)

Oversized completed bid specifications for physical maintenance, written
competitive bids, bid tabulation sheets, final determination and other
completed interdepartmental forms.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

fLEGAL SIZE O COMPUTER TAPS

BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

O OTHUI(SPECIFY)

•. RECORD SERIES 8E

D ALPHABETICAL

}ftNUMERICAL

O CHRONOLOOICAL

O OEOGRAPHICAL

O OTHER(SPECIFY)

>. VOLUMC

!t FILE ORA«ER(S)
O MICROFILM REEL(B)

^ k s r ° COMPUTER TAPE(S)
O OTHER(6PECimr)

10. ANNUAL ACCUMULATION

o nut DRAKR(B)
O MICROFILM REEL(8)

m m r D COMPUTER TAPE(B)
DencMn O-

t l . FILE IS USED

O DAILY

12.

O MONTHLY NA

FILE BECOMES INACTIVE AFTER

O MONTH(S) XKVEAR(B)

I S . CURRENT LOCATION!8) (BLO8. .FLOOR.ROOM)

Destroyed

14. IB RECORD SERIES DUPLICATED ELSEWHEREV
tir rr«, sntcipv AOKNCT ON OFTICK)
O YES O NO NA

It. ACCESS RESTRICTIONS O YES O NO

(IP rum, CITB LAW(S) * RBauuATiON(s)

NA

1 4 . AUDIT REQUIREMENTS ALREADY MET

O NONE O STATE O FEDERAL b INbEPEND

1 7 . IS AN INDEX SYSTEM USED? ( IP VBS.KX»LA|N
•fllBFLV AKD DKSCNIBa ANY HArtOBARK/ •OPTWAIlK)

O YES O NO

NA

I I . nECOMWJIDEP RETENTION
V *

Audit requirement met d,ct5, 1990.

I I . NAME AND TITLE OF PREPARER

Marlene Hart/ Office Secretary

1 0 . TELEPHONE NUMBER

(301)625-3005 "

XI. DATE

February 20, 1991



1HSTKUCTIOMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. rORWARD
WITH RECORDS RETENTION SCHEDULE
^ G S •10-1}

^ T DEPARTMENT/AGENCY

UNIVERSITY OF MARYLAND SYSTEM!

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
p.o. BOX'XH

JESSUP, MARYLAND 20714

1. DIVISION

UNIVERSITY; OF BALTIMORE

AGENCY RECORDS INVENTORY

PAGE 6 ; or 6

%. UNIT

PURCHASING DEPARTMENT

DEFINITION-RECORD SERIES-4 •"0WI* •* ««LAT«O RCCONDB NORMALLY riLCD ANO UBBO AS A UNIT PON
RKPCRCNCC A« WttUL AS RBTKNTION AND DIBPOBfYiaN mumwamrm

4. RECORD SERIES TITLE

PROCUREMENT DIRECTORY FILES

•. EARLIEST YEAR/LATEET YEAR
Jg90_To 1991

! •• SERIES DESCRIPTION ( • " • « r l - T OBSCRIRB TM« TVPKB Or INMRMATIOH/OOCUMINT»/raiWI POUND
1N THE SERIES. INCLUDE TMC PURPOSE ON FUNCTION OP TNK SKW1

This s.erles contains computer generated pre-bid specifications ^or large s.e,ryice.,
leases and real estate contracts. Included in this s,er±e,s. are s.igne.d bids., a.nd
contract awards.

F. RECORD SERIES FORMAT(S)

0 LETTER SIZE 0 MICROFILM

^^EGAL SIZE 0 COMPUTER TAPS

•BOUND BOOK O FLOPPY DISK

O AUDIO TAPE 0 VIDEO TAPE

0 OTHER(SPECIFY)

Hard dri^e

•. RECORD SERIE8 SEQUENCE

P ALPHABETICAL

0 NUMERICAL

O CHRONOLOGICAL.

0 GEOGRAPHICAL

D OTHER(SPECIFY)

Directory/Alpha.T-Eun}eric

'*• FILE IS USED

XH DAILY 0 WEEKLY 0 MONTHLY

IS. CURRENT LOCATION(S) (BLDO..FLOOR.ROOM)

TowneBldg., 2nd Fl. Rms. 208/2Q0E

II. ACCESS RESTRICTIONS 0 YES 0 NO
(ip rwm, CITS LA«(S) * miauuATiON(s)

|7. IS AN INDEX SYSTEM USEDff ( IP VSS.KXPUlN
•niBPLV AKO DKBCRIBB ANY HARD*ARK/•OrTVANK )

O YES ̂  NO

Word Perfect
^ ^ Micro Soft
^ WPS Plus

II. NAME AND TITLE OF PREPARER

Marlene Hart/Off. Sec,

1. VOLUME

2 cu.f.tjjkVlLB DRAWER(8)
O MICROFILM REEL(S)

M Q K i ° COMPUTER TAPE(8)
NUMRKR ̂ O T ^ H J Bp€c , n r j

Hard Drive

10. ANNUAL ACCUMULATION
O FILE DRAWER(s)
O MICROFILM REEL(8)

RTnnffr D COMPUTER TAPE(B)
D OIWDIABtrltVl 1

I2' FILE BECOMES INACTIVE AFTER

14. IS RECORD SERIES DUPLICATED ELSEWHEREf
tlP WK«, SPKCIPY /.OKNCY OR OPTICc)

a YES a NO

IS. AUDIT REQUIREMENTS

O NONE Q STATE O FEDERAL t| INDEPENt3ENT

ll> RgrOMMTtlllt.U RETENTION

Retain computer generated file un,t.i.!
superceded. Screen paper file, annually'
retain contracts for three year;?, or
until audit requirements axe met and
then destroy.

XO. TELEPHONE NUMECR

(301)625-3005

21. DATE

February 20, 1991


