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DEPARTMENT OF GENERAL SERVICES
Rtcords Manogemmt D M slew

RECORD! RETENTION AND DISPOSAL SOHEDULE

SCHEDULE

"°- 1197

fAGE
MO. 1 Of 3

University of Maryland at Baltimore Financial Affairs
*«KNCV

Item
No. Description Retention

1. GENERAL ACCOUNTING RECORDS
Size: Varied
File Arrangement: Chronological/Alphabetical
Audit: . State, Federal and Independent:

both Internal and External

This record series includes all standard State and
University of Maryland System accounting forms and
general accounting records which provide supporting
data for permanent general ledgers and other books of
final entry.

Amendments to the forms identified below will not
normally require any change in the retention schedule.
If the description^retention life, or new record
series is changed or added the retention schedule will
be amended to reflect such changes.

All or some of the following records are found in State
agencies or the University of Maryland System:

General Accounting

Daily Parking Operation Tickets and Summaries
Campus Account Records
Revolving Fund and Auxiliary Enterprise Account Folders
Folders for State Funds Cash Receipts and Requisitions
Central Billing Statements, Batches, and Paid Invoices
Journal Voucher and Interdepartmental Transfer
Batches

3 Years
3 Years
3 Years
3 Years
3 Years

3 Years

Schtdwl* Afpnvi by Dtpartnant,
Agancy, »t Division R*pr«t«it«tlv«

P«f I ;Htn1wr« Tlrt>

SchtfcU Avlhortne'tnr

GAto/tft 3.rA6L*'.
/~Orf_ S > f AtttttVUt

Fig. 8



O5U-1A •ECORDS IETENT1OI M O ttSPOSU SCHEDULE
tCOMTINUATION SMEBT)

Hem

i

1

1

Description

Student Accounting

Accounts Receivable:
Reports:
\ Hospitalization
J Fees and Indicators
/Tuition Charge Programs
/ Billing Detail
/ Sync Run
/ Outside Billing
1 Journal Voucher Detail
V Monthly Reconciliations
VAging's -"Student Accounts Receivable
Student Accounts Receivable Bills

! Certificate of Deposits Detail
Remission of Fees
Guarantee Student Loan Advance Slips

•

1

1

Copi-Card Inventory
Hospitalization - Waivers and Applications
Outside Billing Detail
Outside Billing Invoices
Correspondence Files - By Semester
Financial Aid Distribution and Collection'

Financial Aid Check Transmittals
Financial Aid Reports
Financial Aid/Schools Correspondence
Loan Collections - Correspondence - Health

Professions Loans
Loan Collections - Correspondence - Perkin

Loans
Loan Collections - Correspondence - Privat

Loan?
Fund Listings - Journal Entries Financial
Financial Aid Correspondence
Financial Aid Workpapers

Restricted Funds

Grant Folders
Batch Folders
Restricted Funds Correspondence

Payroll

Payroll Transfers
Payroll Entries/One Pay Cards
Special and Technical Fees
Payroll Correspondence
Statement of Payroll Charges
Payroll Cards
Payroll System Reports

•CHKMJU ^ H
MO. 1197 ^

FAGI

Retention

3 Years
3 Years
3 Years
3 Years
3 Years
3 Years
3 Years
3 Years
5 Years
3 Years
5 Years
5 Years
5 Years
5 Years
5 Years
3 Years
3 Years
5 Years

5 Years
5 Years
5 Years

5 Years

5 Years

5 Years
>id 3 Years

5 Years
5 Years

3 Years
3 Years
3 Years

5 Years
5 Years
5 Years
3 Years
5 Years
3 Years
3 Years



,-DXJ-IA lECORDS lETENTtMl AID tttPOtU SCHEDULE
(CONTINUATION SHBBT)

Item

i
i

J

•

I

Description

Travel

Expense Statements and Supporting Documentation
Journal Vouchers for Airline and Rail Tickets
Billing Documentation
Travel Correspondence

Working, Fund

Bank Statements and Reconciliations
Cancelled Checks
Check Stubs
Transmittal Lists
Certificate of Deposit and Bank Deposit Slips
Working Fund Correspondence

i

i Disbursements/Payroll

•

.

I1

•

*
General Correspondence

Accounts Payable

Batch Lists . '
STARS A30A85 Vendor Payment Detail Report by-

Submitting Agency
STARS A30499 Agency Vendors. Payment Report
STARS A30401 Detail of Transactions Posted
STARS Vendor Payments - Warrants and Reference
Daily Diagnostics ADO 10. Expense •. '
Journal Vouchers . .- . , . >• • • -
Delayed Payments
Completed Purchase Orders
Confirming Requisitions
Numerical Purchase Ordsr Files
Encumbrance Logs AD010
Encumbrance Print Out AD010

Financial Systems

Financial Accounting System - Daily Diagnostic
Reports - AD010 through AD097

Comptroller

General Correspondence

NOTE:

Retain for 3-5 years and until all audit
requirements have been fulfilled, then destroy.

tCMBHILt i

MO. H97

PAGI
MO. 3 OFJ

Retention

5 Years
5 Years
5 Years
3 Years

5 Years
5 Years
5 Years
5 Years
5 Years
3 Years

3 Years

3 Years

3 Years
3 Years
3 Years
3 Years
3 Years
3 Years
3 Years
3 Years
3 Years
3 Years
3 Years
3 Years

3 Years

3 Years



HPAHMBfT OF GENERAL 8IKV1CBS
leoords Msnit—ant Division

icauci noons JJVDHDKT

II97
P*ge Ho,

J_of -ZQ_
1. Department
University of Maryland at Baltimore

2* Division
Financial Affairs

3. Unit
General Accounting

h. Record Series and Title: (Def. A froup of records filed as • unit, used as a unit, and which
•ay be transferred or disposed of as a suit.)

General Accounting Records:
Daily Parking Operation Tickets and Summaries

Descriptions (Give a brief description of a typical folder; include content, purpose, and
form nane(s) and number(e).

Ticket Stubs from the Daily Parking Lot Sales and Summaries of the daily deposits.
Each box is marked with From and To dates.

5. Present Volume on Hand (No. of file drawers)
90

6. BetimaUd Accumulation (Yearly)
30

7* Audit Requirements
State GZZ
Federal £ZL [Internal C3
Independent -I

^External tST
8. Ketinated AcUritgr par Hie Dravart (Activity Golds- HIGH (used daily)} KEDIUf (once/tvice

aonthlT)! LOW (lass than once Monthly) • )
Current Tear B M (L)
After 1. Tr, H M (T) After what year does activity baooas X0W 1st

9» Could Record Series be stored in the State
Records Center*

IBS / T 7 K>

Vhent ASAP

10* Heooanended Retention!
3 years

U-« Inrentory prepared by Wayne F. Allen
(Print Kaae)"

Oatai 5/30/89

TelaF»»na luuben C301) 328-7295
DGS-550-4

_
Fin . 7

1/81



HPAHMBtT OF (BNERAL 807ICS
leoords K i n n i n t Division

looicr UODRDS UTOTOKT

)I11

Page Ho.

_Jof Jo_
1. Department
University of Maryland at Baltimore

2« Division
Financial Affairs

3. Unit
General Accounting

!»• Record Series and Title: (Def. A group of records filed as a unit, need as a unit, and which
•ay be transferred or disposed of as a unit.)

General Accounting Records:
Campus Account Records

Descriptions (Give a brief description of a typical folderj include content, purpose, and
form nane(s) and number(s).

Monthly record of the transactions effecting the State, Auxiliary Enterprise, and Revolving
Fund Accounts(Hard Copy).
Microfiche of these records are kept in general accounting-

5. Present Volume on Hand (No. of f i l e drawers)
30

6 . Estimated Accumulation (Tearly)

7* Audit Requirements
State £xZ7
Federal £ZL rlnternal CH
ZBdependent I

^External tST
8. Eatinated Activity par File Dravart (Activity Quids- HIGH (used daily)j HEDHK (oBce/twiea

sonthly)| LOW (lass than once aonttOjr). )
Current Tear R M CL)
After 1. Ir, H M (£) After what year does activity baoosjt X0V 1st

9, Could Record Series be stored in the State
Records Center. ^ ^

TBS / T 7 WD

Vheni ASAP ,

10* Bacowendad Retantiont

3 Years

U-* Inventory prepared by Wavne F. Allenavne
(Print

Talap»»a« Mwabert (301)328-7295

Datei 5/30/89
)

DGS-550-4 1/81
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HPAHMDfT OF OHBttL 8SE7ICC
•eoords Kanageasnt Division

AOBfCY. tBOORDS WBMUXI Page Ho. '

1. Department
University of Maryland at Baltimore

2* Division
Financial Affairs

3. Unit
General Accounting

it- Record Series and Title: (Def. A group of records filed as s wilt, used ss s unit, and which [
•ay be transferred or disposed of as a unit.)

General Accounting Records:
Revolving Fund and Auxiliary Enterprise Account Folders

Descriptions (Oive a brief description of s typical folderi include content, purpose, and
form nane(s) and number(s).

Folders containing copies of requistions, cash receipts, and correspondence for the Revolving
Fund and Auxiliary Enterprise Accounts.
Each file has a label indicating the account number.

fHo1
5. Present Volume on Hand (No. of file drawers)

6. Sstinated Accumulation (Tearly)
10

7. Audit Requirements
BUte CU
federal t—l fiov«
Independent . . I

*£xto

Internal CD

8. £etiaated Actlrity par f i l e Drawert (AcUrity Ouide- BZOR (used daily}} MEDIUM (once/twice
acnthly)| LOW (lass than one* monthly). )

Current Tear B M (£)
After 1. Ir , g K ( I After what jsar does ect ir i ty beoome LDV 1st

9. Could Record Series be stored in the State
Records Center*

Vhens A.^AP

Retentioni

3 Years

LI. Inventory prepared by Wayne F. Allen
(Print

Telephone lumberi (301) 328-7295

Datet 5/30/89
)

DGS-550-4 1/81

Firr 2_



KPAHXMBfT OF OBfDttL 8BE7XCB
leeords M m i j i n t Division

IQBJCI noons TJTOTDKX

)M1

W%-it-of

!• Department

University of Maryland at Baltimore

2* Division
Financial Affairs

•*' ^^ General Accounting

U» Record Series and Title: (Def. A group of records filed as • unit, used as a unit, and which
•ey be transferred or disposed of aa a unit.)

General Accounting Records: •
Folders' for State Funds Cash Receipts and Requisitions

Descriptions (Give a brief description of a typical folderi include content, purpose, and
form nane(s) and number(s).

Copies of Cash Receipts and requisitions which effect the State Appropriated Accounts.
Ranges of accounts may be contained in a.single folder. Separate folders for Cash
Receipts and a separate set of folders for requisitions.

Ywr>ie« n«*
5* Present Volume on Hand (No. of file drawers)

18
6 . Betiaated Accumulation (Yearly)

7. Audit Requii
State £T7
Federal tZL
Independent

i t e

sternal O 7

6. Estimated Activity par File Drawers (Activity Ouide- HIGH (used daily) % MEDIW (once/twice

Current Tear B M
After 1 . Tr, B M (t

wnthly)! LOW (lass than once •onthly). )

After what jaar does a c U r i t j become LDV 1st .

9. Could Record Series be stored in the State
Records Center.

IK/17 »
Khans ASAP

10. Bee ided Retentions

3 Years

LI* Inventor/ prepared by . Wavne F. Allen
(Print Maaa)

Talapioaa Mumbars (301) 328-7295

Dates 5/30/89

DGS-550-4

_

1/81
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JVAJOKBfT OF (BUBAL •BBFXOS
Bseords Hsffuj—ni S&vialoe

AOWCT DOORS OTW1DE
^ / ^^ of

1. Department

University of Maryland at Baltimore

2* B&VisiOB
Financial Affairs

%» Salt General Accounting

it. Record Series and title: (Def. A group of rroordt filed as * vnit, used as a unit, and which
•ay be transferred or disposed of as a salt.)

General Accounting Records: fr
Central Billing Statements, patches, and Paid Invoices

I>ercription: (Qire s brief description of s typical folder; include content, purpose, and
font name(s) and ms&ber(s).

Statements include: Aging Schedules, Bad Debt Schedules, Dunning letters, Penalities
and teh Archive Program. (Each Schedule is labeled with the. month it relates^}.
Batches include: Invoice, Payment, Abatement, Return Mail,-Sent to State, and .Cancellations.
Attached to the source documents are the computer edits generated by Central Billing.
The paid invoices (cdmpleted invoices) are our file copy of the invoice numerical sequence
file for storage.

5* Present Volume on Hand (No. of file drawer*)
12

6. Istisated Accumulation (Tearly)

\yA %*y*i*rC\

7* Audit Bequiments
State CZ2
Hrftral m
Independent

Internal C3

6. Ketiaatad Activity par f i le Braver. (Activity Odd*- KICE (ased daily)? KZDZIK (oBce/tKiee
•onthly)} W& (lose than once wnthlyje )

Current I«*r H M d j
After 1. Ir, B S ® Afiar what yaar do«e ac t iv i^ b»oaa» IflV 1st.

5. Could Record Scries be stored In the State
Records Center•

IBS r~^3 BD

Ibent ASAP

10. R»t«ntioat

3 years

H . l a v e n t o r / prepared by Wavnp. F. Al len
(Print Earn)

fiet«{ 5/30/89

_

teie?*«a>« Iwabsrj (301) 328-7295
DGS-550-4 1/81



07
BlriaiOS

AOBfCT IB0DKD6 WJB9IU1X 5 5 ^
1. Department

University of Maryland at Baltimore

2* fi&vlsios
Financial Affairs

3. OfiU
General Accounting

it* Record Series and t i t l e : (Def. A croup of ivoords filed ae a wait, naed as a unit, and which
a»y be transferrad or 4iapoaad of ac a «ait.)

General Accounting Records:
Journal Voucher and Interdepartmental Transfer Batches

Per crip tiom (QSrt • brief ̂ ascription of a tjpic*! folderj include content, porpoae, and
form n*jne(s) and maaber(a).

Folders labled with JV or DT Batch numbers. These files contain the source documents
authorizing the transactions and the batch edits generated by FAS.

fNot-O- T!«o m M M n t j 1ILU_.L1- .H . >hM4 tn* **r*h BAI«AW< K A ^ A S ^

5* Present Volume on hand (No. of f i l e drawers)
18

6. BetiJBftted AccnBBul&tion (la&rlj)

7. Audit Bequir
State OH
Vadaral EZL
Sadapandant

snte

•Internal C3

6. Satiated ictiTify par K i t Zteavart Uctiritr Qnida. BXOR (wad daily)} KEDIW (enea/tKiec

Curnftut Ia&r E K
After 1. Ir, H K

»Bthl7){ LDV (lees than ease «Dnthl7)e )

ktior *wt year doaf ae t i r i^ baooaa ££¥ 1st.

9. Could Record Series be atorad i s the State
Becorde Centsrc

iftMBDJ ASAP

1 0 . Baooarwnded Batastioixt

3 Years

U . I n r e n t o r j prep&rad by Wa\Tie F. Al len
(mat Base)

Tale?*** faaban (301) 328-7295

Bfttct 5/30/89

DGS-550-4 1/81



OP
>fd» K s n i f T i l t&riMian

AWISZ KBCDRB6 1IV1XSUKT 3?A.
1» Department

University of Maryland at Baltimore

2* Division
Financial Affairs

Je Bnit General Accounting

h, fiecord Series tod Title: (Def. A group of r»oordt filed as • wait, need as • unit, and which
•ay be transferred or disposed of at a «ait.)

General Accounting Records:
General Accounting Correspondence

Uercriptiont (Qive s brief description of • typical folder; include content, purpose, and
lorn zuuoe(s) and number(s).

Folders containing copies of Letters and Memos from General Accounting on various subject
matters. Folders labeled with From and To dates.
Folders containing completed Check deposit summaries. Folders labeled with From and To
dates.

5.

© .

(Nntrf>> Tta* s tentn
present Volume on Head

6
BetiBBted AccuBulction

2

fc» 4rrm»ntstT*v

(No. of f i le

dearly)

drawer*) 7. Audit Bequireaests
fftcte CZZ
federal EZL ^Internal U3
Independent • J

vrternal 1ST

Monthly)} LD¥ (lass than onot Monthly)• }
Currwnt Tear E K (%X
After 1. Tr, S I! D After *>&t ye>ar dpae activity b«ossw MV 1st.

9. Could Record Scries be stored in the State
Records Center«

IBS /"*& WO

eSum; ASAP

10. Retast ionj

3 Years

_

U . Inrentory prepared by Wavne F. Al len
CPrintTlfflSeT

Tale?heat l inkers (301) 328-7295

Dates 5/30/89

DGS-550-4 1/81



or
laBaMMMSt B&YiaiOB

AGBfCT UQ0RD6 UTOTDKT
of%

1. Department

University of Maryland at Baltimore

2. Division
Financial Affairs

3. Obit
Student Accounting

I*. Record Series and Title: (Def. A group of records filed as • wait, used as * unit, and whicH
•ay be transferred or disposed of at * a&it.) |

General Accounting Records:
Amounts Receivable - Report - Hospitalization

Descriptions (Qire a brief description of • typical folderj include content, purpose, and
fore naroe(s) and noBber(8)«

Computer generated reports
1). Detail of students (alphabetically) who have student health insurance for fall and

spring semesters.
2). Detail of students (by school) who have student health insurance for fall and

spring semesters.

5. Present Volume on Hand (No* of file drawer*)
1

6. SetiMted Accumulation (learly)

7. Audit Bequireaente
sute an
Federal ££L
Independent

6. JietiMtod Activity per f i le Draweri (AcUritT Odd*- EIOR (wed dally)? MEDHK (osee/tMieT
»Dthl7>| U>V ( I M I than oaoe aontiOj). )

Cumtnt Tear B <M) 1;
After l . ! r , B K ( J After * a t year d»at aeUvity beooe» IDV 1st.

9. Could Record Series be stored in the State
Becorde Center.

TBS C3 » CD
l&ent ASAP

10. BatatxtioBt
3 Years

U . Inventory prepared by Wavne F. Allen
(Print InwT

BeUt 5/30/89

felejhoa* twabert (301) 328-7295
DGS-550-4 1/81



or

AQDfCT BCDRD6 IfVBJTUET
J^of

X, Department

University of Maryland at Baltimore

2* UTieioB
Financial Affairs

3. Unit Student Accounting

i*. fiecord Series and Title: (Def. A group of raoordi filed ac • vnit, need as a unit, and vhicl
•ey be traneferred or diapoaad of as a «it.)

General Accounting Records:
Accounts Receivable - Report- Fees and Indicators

Dercriptlom (Oirt s brief deecription of a tjpietl folder) include content, porpoee, and
form name(e) and zraBtber(c),

Computer Generated Reports

1). Fees - Listing by semester, by ID or Tuition and Fees

2). Indicators - Listing by semester, by ID of due rates,
etc.

fNote! PBP a
5* Present Volume on Hand (No, of f i le drawer*)

1/2
6. Betlaatad Accumulation (Tearlj)

1/7.

7. Audit Baqv

cute an
:te

rlBtcmtl O3

6. £etiBftted AcUrity per Pile Draweri (Activity Oaide- ECffi («Md daily)} KZXIUK (onc»/twice
/ _ Monthly) j LOW (lass than once monUHj), )

Ctarrent Tear B (M/ I
After 1. Tr, B K(J) AfU? «het four doM acUvi^ teoaa* I£W 1st.

9. Could Record Series be »tored i s th« State
Records Center,

Itamt ASAP

10. Baooaaendad Retaationj
3 Years

U» Inventory prvpand by Wavne F. Allen
(Frizst Eaatf

tetat 5/30/89

Tal«r*»M Susaberj (301) 328-7295
DGS-550-4 1/81



SDASSKBTT OF flWTlll HRTXCsS
8lTi*lOB

AOBiCT BOOBS CTBROKT J 3 S / ^ L
1. Department

University of Maryland at Baltimore

2* DLrLgloz
Financial Affairs

3. Bait
Student Accounting

it* Record Series and Title: (Def. A group of raoords filed as a vnit, need as • unit, and whici
•ay be transferred or disposed of at a vail.)

General Accounting Records:
Accounts Receivable - Report - Tuition Charge Programs

Perception: (Oive a brief description of a typical folder; include content, purpose, and
form name(s) and mssber(e).

Computer Generated Reports

1). Listing by semester, by ID of number of students for each ID

2). Alphabetical listing by semester, by ID of student's registered.

5. Present Volume on Hand (No. of file drawers)
1/2

6. Bstlaated Accumulation (Tearly)
11I

7* Audit RequiroDBQts
6Ute CZ2
*»d«ral /~7
Xafiependcnt

Internal E3

6. XetisatwS Activity par FUe Crcoart (Actiritr Ooide- EOR (wad daily)j HEDIW (eDca/tiriee
m>nUaj)i LOW (lass tbao oaoc Boatigy). )

Current Yaar E feljk\
After l c Tr, E Y(l) Afi«r i&zt y*r «oa# actirity tooeat KW 1st.

?. Could Record Series be • to rod i s the State
Bacorde Center*

Ifiwrnt ASAP

1 0 . Recomended Bataationt

3 Years

11 . Irrventorj prepared by Wavne F. Al l en
(Print Baaef

tettl 5/30/89

Tala?**** Swbara (301) 328-7295
DGS-550-4 1/81



BPASWWT OF OBKSttL gBRXOB
>rd* MIIIIIILWWII Bbrlalos

AGBKCI BOOHBS WBRDKT Page Ift*n

1. Department

University of Maryland at Baltimore

2* ttLrialon
Financial Affairs

3. Halt Student Accounting

Ji. Record Series and Title: (Def. * frovf> of raeords fllad as a unit, used as a unit, and which
wty be transferred or disposed of aa a onit.)

General Accounting Records:
Amounts Receivable - Report - Billing Detail

Percriptiont (Qivs a brief description of a typical folder; include conWnt, purpose, and
form nane(s) and n«nber(s).

Computer Generated Reports

1). Listing by semester, by ID, Alphabetically of b i l l s generated with b i l l number

5. Present Volume on H&nd
1/2

Setijutad AccusulatioD
1 /?,

(No. of fUe

CTaarly)

drawers) 7* Audit Baquirenests
SUte CZJ
ffodaral d *Isteraal C3
Zfidepcndeot • J

ifiTttroil HZ
6. £etiast«d Actiritr par File Drawart UcUritr Quid*- HIOK (used daily)} KEDXIK (once/t*ic«

aonthljjf S0V (Xass thao ODot iecthlj) . )
Current lear B (^) LA
After 1. I P , E K (&J AfUr ohat y^r doM actirity baooas IW 1st.

9. Could Record Series bs atorad ia the SUte
Records Center*,

l&en: ASAP

10, Baooraandad Ratantlont

3 Years

He Inrentory preparad fcy Wa\Tie F. Allen
(Print Ease)

Bates 5/30/89

TeleFto* luabars (301) 328-7295
DGS-550-4 1/B1



OF
rd» RaaagaNBt K v i a l o e

JiOBKCI KEODR06 ZITOIDKI
STJ^L

1. Department

University of Maryland at Baltimore

2, BivieioD
Financial Affairs

3. Unit Student Accounting

h. Record Series and Title: (Def. A grovp of raoords filed as a tanlt, need as a unit, and which]
•ay be transferred or disposed of as a «nit.) |

General Accounting Records:
Accounts Receivable - Report - Sync; Run

Per crip tionr (Qlre t brief deserlptioD of • typical folderj Include oonWnt, purpose, and
rorn nane(s) and mB&ber(c),

Computer Generated Report

Listing by semester, by ID of errors existing between SAR& .Solars

5* Present Volume on Hand (No, of file drawers)
I/I

6. Kstlsttted Accumulation (Yearly)
1/2

?. Audit Bequi:
6Ute £ O
federal m
Independent

sets

.Internal CS

6. fctUMted AcUrity par File Drevert (icUritr Odde- COR (tied daily); KZDHK (onee/teiee
•onthly); I0Y (lass than one* aontblj). )

Current Te&r E (̂ p 3k.
After 1. Tr, B TtXJj) &ft*r Aftt F^r ftba« acUrity teooaw XOV 1st.

9. Could Record Series be stored in the State
Records Center.

•bent ASAP

XOe Baow>ond»d Rstas t iont

3 Years

LI. I n r e n t o r / prepared b / Wavne F. A l l e n
(Print Beaef

Itet«t 5/30/89

feleyioa* Iiabar» (301) 328-7295
DGS-550-4 1/81 J



or
laoords Ifciini—it S&visioc

AQBICT U0DKD6 W01DIX 11 «r 70__Lof

X. Department

University of Maryland at Baltimore

2* Urielon
Financial Affairs

3* Unit
Student Accounting

-• Record Series and Title: (Def. A grovp of records filed as a rait, need as a unit, and which
••y be irtneferrvd or disposed of •* • vnit*)

General Accounting Records: . , „ . , - , .
Anr^int-s Rp.r.eivable - Report - Outside Billing

Per criptionj (Qire • brief description of a typical folder; include oonttnt, purpose, and
Torn nane(e) and nu»ber(s).

Computer Generated Reports

Listing by school, by outside agency of outside billings

5. Present Volume oo H*nd (No. of file drawers)
1/7, _ _ _ _ _

6. leti—ited Accumulttion (Te*.rly)
1 10

7. Audit Sequi
gut* an.
raderal £Z2
Xsdependcnt

6. Xetintted ActiTity par Flic Qravsrt ( -c t ir i ty Oaida. EXQR {*»•& daily)) XECI-K (onea/tviee
^ aeBthly)| LDV (lass than once Monthly), )

Current Tear (g^K 4E^
After 1. l p t E K ( £ ) After -feat yaar doe« a e U r i ^ bsoaa* ICV 1st .

9. Could Record Series be stored i s the State
Beeorde Center.

IB _C_7 fc> £Z7

ttWDX ASAP

Beoo-ripnded Rttact ioa i10.

3 Years

11 • Inventory prepared by Wavne F. Allen

(Print IsSeT
Bate: 5/30/89

_

Tele?*a» XoBbart (301) 328-7295
DGS-550-4 1/81



IBFABMBfT OF flaTFftfll flKfZCB
>rd* Hlmin—ml BtrUiOB

AOBfCT BOOKS UTOTDKT Wl/ib.of

X. Department

University of Maryland at Baltimore

2. I&TigiOB
Financial Affairs

3» Iteit Student Accounting

t. Record Series and Title: (Def. A group of raoords filed as • unit, used as a unit, and which
•ay be transferred or dispoaad of at a vnit.)

General Accounting Records:
Accounts Receivable - Report- Journal Voucher Detail

Dercriptioni (Oire a brief oeecription of a typical folder; Include content, purpose, and
Torts name(e) and mBber(a),

Computer Generated Reports

Listing by school, by transaction code, by SS# of all entries in SAR for a specified
monthly period (used> to update general ledger)

5* Present Volume on Hand (No. of file drawers)
2

6, Bstlatted Accumulation (Yatrly)
2

7, Audit Requireaantc
State £ZJ
ftodaral m pIcternal CS
ladapandant

6, Ecti«£ted ActiTitgr par File Srcmn (Ictiritr Odde. ETCH (uaed daily)) WBIW (onea/tKiee
^, »nthly)5 V>V (lass than one* aostbly)* )

Current Tatr H (ii) I
After 1. Tr, E M/IT]/ A i W tfiat ymr doe# actiritj toooa* !0V 1st.

9, Could Record 8ari«s be stored in the State
Becorde Canter*

TBS /"37 R

When; ASAP

10. Bataotio&t

3 Years

U. Inventory prepared by Wavne F. Allen

¥alap>s»aa IvBbars (301) 328-7295

tetat 5/30/89

DGS-550-4 1/81 J



J^r l 0J^

or
fcaoord* Wimnji—nt Urlsiofi

AOBfCT H5GDRB6 JgWSKfS

1, Department

University of Maryland at Baltimore

2. S&TisioB
Financial Affairs

3. tMt
Student Accounting

b. Record Series and Title: (Def. A group of raoorda filed a« a unit, need as a unit, and which
•ay be transferred or di»po»ed of u t nit.)

General Accounting Records:
Accounts Receivable - Report- Monthly Reconciliations

Derorlptiont (Oira a brief deacription ef a typical folderj include content, porpoae, and
form nane(e) and nuaber(e),,

Computer Generated Reports
Listing by school, by transaction code,-b*y SS# of all entries in SAR on a monthly basis

(Note: |?fip § pf

5* Present Volume on H*od (No. of file drawer*)
2

6, SetiJBRtad Accumulation (laarly)

7» Aadit BaqulrcBents
6tate d ?
VMeral / 2 2
Sadapendant

-Internal C3

6. KetiJD&ted IcUrity par Pile Drmrt (Actiritr Ocdde- EOR («a«d dailj)? KEDITF (oace/tvict

f , a©nthl7)| LDW (less thaz> one* aoati^Jo )

(3 After cbat y n r doa« actlTity teoseat KW 1st.
9 . Could Record Ser ie s be rtorad i s the State

Beccrde Canter*

ASAP

10* fiaooananded Bataotloa:

3 Years

H» Inventory praparad by Wavne F. Allen
(Frist EeaeT

tet«t 5/30/89

Talaphoa© f»barj (301) 328-7295

_
DGS-550-4 1/81



OF
•snij—ant Blviaios

AOBNCT B0DRD6 UVIRTUE! ^J°fo.of

1, Department

University of Maryland at Baltimore

2, OlTlvios
Financial Affairs

3. Dnit
Student Accounting

ii» fiecord Series and Title: (Def. A group of records filed as • wait, need as • wait, and which
•ay be transferred or disposed of at a wnit.)

General Accounting Records:
Accounts Receivable - Report - Aging's Student Accounts Receivable

Dercriptiont (Qire a brief description of a typie*! folder; include content, purpose, and
fone name(s) and nuBtber(s),

Computer generated Reports
Listing by school, by ID, alphbetically of open balances

5* Precent Volume on Hand (No. of file drawers)

I
6. le t i j*ted Accumulation (Te*r2j)

7. Audit Bequiraaents
6Ute CX2
ffederal £ZL
xiidayw i ident

rlcterntl

6. XetlBstad ActiTltgr par File Braven (Actiritr Qolde^ KICK (wed dally}} KEDItM (oxkee/tviee
•DBthl7)j LDV (loss than oaee •osttOy). )

Current I«»r B KglJb)
After 1. I r , B K ( j / Afiar what year torn acUvity b»oaa» IflW 1st .

9» Could Record Series be stored in the State
Reccrde Center*

When; ASAP

10, B»ooBwaded Retaotiont

5 Years

U. Inventory prepared bj Wavne F. Allen
(Print Baae)

Oat«( 5/30/89

JeleyheMM twsbtrt (301) 328-7295

_
DGS-550-4 1/81



fteoord* KaaftfOMBt ttLTiatas

AQBfCT B00RD6 2IVIKSUKT

1, Department

University of Maryland at Baltimore

2.

h

Division
Financial Affairs

SJnlt
Student Accounting

ii. Record Series and Title: (Def. A group of records filed as • «nit# seed as a wait, and which
Mty be transferred or disposed of as a wait.)

General Accounting Records:
StnHpni- Amounts Receivable Bills

Descriptions (Qire c brief description of ft typictl folderj indade oonWnt, purpose, and
Torn oftme(s) and mB&ber(e)e

Computer .G'anerated .Reports
Monthly b i l l s mailed to students for each semester

(Krii*>- Tise m ( i m i i x i ^ ttLwj-nt-'.m- a k u t #A«> AA^K B»>WS«W4 Cls*^ae^

5* Present Volume on Hand (No* of file drawer*)
3

6. BeU**t«d AccuBuletion (learlj)

?• Audit Sequirenests

FMeral ^ 2
Iiiot>pflfiodmv

-Internal £ ?

6. SetUotted ActiTitj per File Oramn (AcUritr Odd*- HI OK (wed daily) | KEDIO! (oBce/teiec

Current Te*r E (^) £.
After 1. Tr, E K (th

B»Bthl7>{ LOW (lose than oasc •oathly). )

&fi«r «h*t TMT do«M ftctirlty toosew !fl¥ 1st.

9. Could Record Series be stored la the State
Recorde Center,

IBS / ^ 9 K)

•Burnt ASAP

10e Boocwwended Retention!

3 Years

U - Inventor/ prepared by Wavne F. Allen
(Print KsaeT

fiatot 5/30/89

Teley<»ae fMBber? (301) 328-7295
DGS-550-4 1/81



*<HKCT IE0DRD6 ZWJPflDKI Pace lo^n

1. Department

University of Maryland at Baltimore

2, Division
Financial Affairs

3. felt Student Accounting

b. Record Series and Title: (Def. A grot? of reoorda filed as • «nit , need as * unit, and which
nay be transferred or disposed of i s * wdt.)

General Accounting Records:
Certificate of Deposits Detail

Dercriptioni (Qire a brief description of • typical folder} include content, purpose, and
Tons oane(e) and nuBber(e),

Detail of all receipts and certificate of deposits generated by the cashier's
office

5. Present Volume on Band (No. of file drawer*)
20

6. Betiaated AccunulatioD Clearly)
20

7* Audit Bequiraasntg
sute an
Federal rrt ^Internal E&
Independent

iracl
6. Jtetijuited AcUrity per File Dravart (AcUTitr Oelde. KXOH (wed daily) $ KEDUX (o&ce/tKicT

aonthly)! WV (le»« than ooot BDitthly), )
Current Ie*r ^ J I L I?
After i . IP , H (lp i AfUr what j^ar doe* actirity Uoam IDV 2nd

9. Could Record Series be stored in the State
Becorde Center.

nts /""ay K)

Iftumt ASAP

10. fietantiont

5 Years

U» Inventor/ prepared by . Wavne F. Alien
TPriat gcac)

taleyloa* Iwabart (301) 328-7295

Bttei 5/30/89

DGS-550-4 1/81



OP
Station

AGBfCI BOO IBS WinOET •3Kr"k
1, Department

University of Maryland at Baltimore

2e SlTisioc
Financial Affairs

3. Celt Student Accounting

It* Record Series and Title: (Def. A froup of r»oord» filed ae • wait, need as « unit, and •hiel
•ay be transferred or dlepoaed of as a nit.) I

General Accounting Records:
Rpnri ssi on of Fees

Dercriptiont (Dire e brief description of a typical folder; include content, porpoM# and
Torn aene(e) and n»aber(s).

Alphbetical files of remissions for each semester

5. Present Volume on Hand (No. of file drawer*)
1/2

6. Betiaeted Accumulation (Tearly)
1/2

7* Audit Bequireseste
SUte CZ2
fadenJ £ZL
Sadopendant

Internal CS

rnal
6. fetiMted ActiTl^r par File Dravert (Actirity Quid*- BZGB (tt»ed daily)? XZDIOt (onee/tidee

•DBthl/}} LOW (leas than eaoe mzXZOj), )
Current T«ar m) K X.
After 1 . I r , B K (

9. Could Record Series
EeccrdB Center.

IES

mum i ASAP

be

After ehst y»tr <

atored ic ths State

^ ID 2Z7

feM

10.

act ir i ty baosoe X0W .J-st. - i

Becoaaendgd Retentions

5 Years

U . Inventor/ prepared by Wavne F . | AlT-en,,
(Print mamY

OtUa 5/30/89

ULws**m Im&sri (301) 328-7295
DGS-550-4 1/81



07
laaajsiaaiut. Sfrriaios

AODJCI HQDI3S UIVUHOKI

1 . Department

University of Maryland at Baltimore

Financial Affairs

Oleit
Student Accounting

•i^Lof '

1*. Record 5eri.ee and t i t l t : (Def. A grot̂ ) of *eoor4e filed as * rait, wed as a unit, and whicl|
•ay be transferred or disposed of u t wit ,)

General Accouting Records:
Gnayapr.ee Student Loan Advance Slips

Descriptioni (OiT» a brief description of a tjpie*l f olderj iadode content, porpoae, aad
font nane(s) and m»ber(«).
Advance slips signed by student verifying receipt of bank loans( by semester,

alphabetically)

5.

6.

Present Volume oo Hand
2

BetlBBted Accumulation
2

(No. of f l i t

CTaarlj)

drawers) 7. Audit SaquiroBftnte
8Ute CZJ
federal Fsrt flntarnal O3
Sndapandent j

&&rtarnal CSJ
t. XetiiBtt^d Actirity par f i le Sravart (Actirlty Qside- EXOR («»ad dtily).! KEDIQC (onca/twiec

socthly)} UW Class thac oaee •onthly). )
Current T*tr (&) K I,
After 1. Ir t B K (V) After ahat jm? doae acUTity beosM X0¥ 1st.

5. Could Record Saries be rtorad ic the State
Recorde Cantar(

US /"^7 K

l&«c: ASAP

10* BaoMBtendad Retention*

5 years

U» Inventory prvptnA by .. Wavne F. Allen

Selephoa* luabcr*

feriatn«iie)"
(301) 328-7295

fietat 5/30/89

DGS-550-4 1/81



sViARBOTC OF CBMT1M1 BBffXGB
>rds Msirnits«sfit B lr ta ioc

AQBfCI SEQDISS 20VUXR>K?
)

1 . Department

University of Maryland at Baltimore

fi&Tlsi0C
Financial Affairs

©nit
Student Accounting

h. Record Series and Title: (Def. A group of records filed as a oait, used as a unit, and which
•ay be trtneferrtd or diapoaed of aa a Bait.)

General Accounting Records:
Copi-Card Inventory

De.-criptiont (01T» a brief description of a typical folder; include content, purpose, and
Tone najne(e) and noBber(s),

Weekly inventory of receipts of copicards sold.

5. Present Voluae on Hand
2

Betiattftd AccTSEuiation
2

(No. of f i le

CTaarlj)

•h»»t for

drawers) 7* Audit Requirwnente
eute £^7
federal /?T? flatemal

kxtarnal

CS

as:6. XetijD&t«d Activity par Tile Ztravart ( ie t ir i t j Aside- EIOR iw& daily) | KEDXK (esee/tviee
_̂  WBthly); LOW (lass titan oaoe sonthl7)t )

Current leer (E} K &
After 1. I r , B K (

9. Could Record Series
Records Center0

IS

Whens ASAP

5) After Aat jaar (

be stored i s the State

£3 » £ZJ

ioas

10.

activity 1

5

aeeoaw X0¥ 1st.

>d fistactiont

Years

U . Lsrentory prvp&r*& by Wavne F. Allen
(Print

SeWt 5/30/89

_

telephone Busbar* (301) 328-7295
DGS-550-4 1/81



or
BlVlftlOB

AGBfCT B0DRD6 W1HTUKX

1 , Department

University of Maryland a t Baltimore 3.
Financial Affairs

Unit
Student Accounting

it* Record Series and Title: (Def. A grot? of records filed as • rait, need as e unit, and which
may be transferred or disposed of as a volt.)

General Accounting Records:
Hospitalization - Waivers and Applications

Percriptiom (Qive • brief description of a typical folder; include content, purpose, and
Tons name(s) and nwtber(s)e

1). Hospitalization waivers by semester, alphabetically - used to waive insurance

2). Hospitalization applications completed by student to obtain insurance

5.

6.

Present Volume on Haad
1

SetlMted Accumulation
]

(No. of f U e

Clearly)

drawers) 7* Audit Requlreaent*
State EH
fftodaral /7~7 >Internal O T
Independent „„ . 1

HErtanial BZ
6. £etiJBat«d Activity par Tile Drawerj (Aetirlt? Qixida* ECE {w& dally)} KEDIW (OBca/tHiee

K>Bthl7)| S£>V (late «ha& eaoa aoBthly). )
Current l e t r (§) M L^
After 1 . I r , E K (£) Afttr vliat 79ar d»a« ect ir i ty Uxam £DV 1 s t .

9. Could Record Seriee be ttorad i s the State
Becords Canter, ^ ^

IKS / ~ g K) jT""y

Vbent ASAP

10, Retastiont

5 years

U» Inventory prepared by Wavne F. Allen
(Priat SaoaiT

Sates 5/30/89

felajrhoae Rmibarg (301) 328-7295
DGS-550-4 1/81



8BAKMBT OF 0BBCAX, tBVXOS
stooords Minm—it Division

AOBfCT IIQDRD6 OTBHOET .StfSaL
1. Department

University of Maryland at Baltimore

2. Uvisloc
Financial Affairs

3. Bait student Accounting

h. Record Series and Title: (Def. A groqp of records filed as a unit, seed as a unit, and vhlcn
•sy be transferred or disposed of u i «ait*)

General Accounting Records:
Outside Billing Detail

Dercriptiom (Qire a brief description of a typical folderj include oonWnt, purpoM, and
rono zuuoe(e) and nuBber(s),

File by semester, alphabetically of students billed to an outside agency

fNr\t.e> TI&o • • •m*Mt ,» < n n n « A « . . V M f #A— &a>.V< Rxsnvrf .CKI«(*KA

5* Present Volume oo Hind (No. of f i le drawers)
1/2

6, Betiaeteti Accuaulttion (laerl^)

7» Audit Baquireaents
6tete CU
fadsrtl ELL floteroal ISfXo'&emax

^External
6. £etiJKted Activity par File Drmrt (Actiritr Odd*- ETOR (wad daily); KEDItK (onea/tviec

SK>Bthly)f LOV (lass than eaec sciithlj), )
Current T«*r (j) K I
After 1. Ir, H H ( | ) After «itt yser O&es actiritj- b»ooa» Ifllf 1st.

9. Could Record Varies be stored i s the State
Records Centere

ttums ASAP

10. ReWntiont
3 years

11. Inventory preparad by . Wavne F. Allen
(Print Urn?

fiat«{ 5/30/89

M v ' m i Swbari (301) 328-7295
DGS-550-4 1/81



OP
ftaoerde B m i i i f wit BlTiaioB

AGOICf HGDRD6 XIVIXIUKT *a*e l e ^
-24. Of

1. Department

University of Maryland at Baltimore

2e Written
Financial Affairs

J, Dnit Student Accounting

J»» Record Series and Title: (Def. A group of
My be transferred or disposed of

General Accounting Records:
Outside Billing Invoices

»oorda filed as • «nit# need as a unit, and which
» a n i t . )

Iter criptiom (Qir» a brief description of a tjpical folder; indode oontent# purpose, and
JTorn n*ne(e) and noBber(a)*
Folder by semester, by invoice number of invoices to outside agencies

(tintf n«e « KKnimtj <imn«AR >>i»*f ^cv UI»>I ftsfwwf .<aT̂ AK̂

5. Present Volume oc Hand (No. of f i le drswerc)
1/2

6» SetiBRted Acoasulation (learly)
1/2

7. Audit RequiraDests
State £ O
Vadaral nrt ^Internal G3
Independent E

B >£ytarnal ££T
6. Eetiuted Activity par Pile Bravers Uctiritr Oalde- KICK (wed daily); KOHK (oace/tviee

a»nthl7){ Wi (less than oaoe aontaly). )Cxur«nt la&r H
After 1* Tr* H <J? ATter «b*t TMT doa« activity bteoe* X0¥ 1st.

9. Could Record Series be stored i n to* State
Records Center,

Wnen? ASAP

10. a»oo»ended Betcstioat
3 years

H . Inventory prepared by Wavne F. Allen
(Print Earn)"

tet*{ 5/30/89

T»l«;t»M Imbari (301) 328-7295
DGS-550-4 1/81



or
fteoord* mnnfaant ttrialae

AGBJCT HQDKD6 XCTBRDKI

1. Department

University of Maryland at Baltimore

2.

3.

DiTifion
Financial Affairs

Bait
Student Accounting

b. fiecord Series and Title: (Def. * groif> of i»oord» filed as a unit, need ae a milt, and vhict
•ay be transferred or disposed of a» a wait.)

General Accovinting Records:
Amnnnt-.q Receivable - Correspondence Files - By Semester

Descriptiont (Oire a brief deecriptlon of a typlc«i folder} include content, purpose, and
Tora zuune(e) and nuBber(e).

Files by semester of all SAR correspondence

5. Present Volume on Hand (No. of file drawer*)
2

6. SetdJKted Accumulation (Ta&rly)

*ft\ Jj/\rfrlft n^*T^**)
7* Audit Requlrenestft

6tcte CZJ
W6*nl £ZL
SBdependant

>Int«raal CU

6. Xetiaated icUrity par File &m*rt UcUrity Oolde- STOH («»ed daily); XEBXiftf (osea/tviee

Current leer (&) K &
After 1. Ir, B ® t

monthly) f LDV (leic than cooe Bo&thljr), }

After «hat J9&r &>M actiritj- teteat S0V ErtcL

9. Could Record Series be stored i& the State
Records Center.

IBS fy> K>

VbsDt ASAP

10. Sec tdad Retentions

5 years

11. Inventorj prmpwd by Wavne F. Allen
(Print SaweT

Talar'ioM luabart (301) 328-7295

Oatat 5/30/89

DGS-550-4 1/81



or
rd* M n n f i i t . B&TlBSae

AOBtCT ntODRDS fffffSUKT 2Lot J&-

1. Department

University of Maryland at Baltimore

l&Tision
Financial Affairs

Unit Student Accounting

k* Record Series and Title: (Def. a fro\$> of flvoord* filed as • unit, «a»d ae ft unit, and whid
a»y be transferred or ditpoted of u a •nit.)

General Accounting Records:
Financial Aid Check Transmittals

PercrLptiont (Qive a brief deecription of s typical folder} include oontamt, purpo»e, and
Torn Dtne(e) and nmber(e).

Accounts payable batches for ̂Student Accounting, number sequence with a prefix

of "A"

5. Present Volaae oo Head (No* of f i l e drswerc)
3

6. SetdJwted Accumulatioc (Taarly}

7* Audit Bequlronente
fitcte CZ7
Federal £££
Sadependcnt

'Interntl ^ ^

6. *Btimt«d ActiTity per f i l e Orcmrt UetirLtr Oolde> EIOK («Md daily) j KEDrW (oaee/tKiee
Bosthljr); £0tf (Iocs than one* aoatUj ) . )

Current Tear (§)• K £>
After 1. Jrt E(g) I *ft«r tfjf.t y»w few actiTity teosa* Wlf BrtL

9, Could Record Series be ctored in the State
Kecorde Centero

Ifiums ASAP

1 0 . Beoowwgnded fotestio&t

5 years

LI* Inventory prepared by Wavne F. Allen
( m a t Mem)

Telephoa* luaben (301) 328-7295

Detet 5/30/89

DGS-550-4 1/81



HMLBZKER OP flWHtfll HKVXCaS

aVQBfCT SBCDRD6 2IVIX!UK7 ff*,*&.of

I. Department

University of Maryland at Baltimore

2e OlTifllOB
Financial Affairs

3. O&it Student Accounting

I*. Record Series and Title: (Def. A groqp of records filed as • «nit, need as a unit, and which
•ay be transferred or disposed of as a onit.)

General Accounting Records:
Financial Aid Reports

De-criptiont (dire ft brief description of s typical £elderj include content, purpose, and
Torm Dane(e) and mscber(B),

Computer printouts:

Credit balance
Fund listings
Sync Listing

5. Present Volume on Hand (No. of file drawers)

6. Betiatted Accmnsulatios (Tearlj)

7» Audit Bequiranente
State {XI
flsdertl CZL
Ittieys r mitDt

rlnterzicl S3

6. £etiJ8Bt«a ActiTity p«r FUe Ssravert (Actirity Ooide- SCB (nsed daily)} KEDI1K (osce/tviee
•oothly)} IDV (l«at than enoe •oBthly), )

Current Xe&r (§) VL &
After l . Tr, B ( f t After «i«t year do** aetirity b«osa» KW 3sd.

9. Could Record Series be stored i& th« State
Records Center.

WS C3 »
tfoent ASAP

10, BeooHRsnded Retention;

5 years

H* Inventory frtrp&r^& by Wavne F. Al len
(Print Bamf

Bstet 5/30/89

Selep^s&ae Shosben (301) 328-7295
DGS-550-4 1/81



or

AGBfCT SHORES StfBHDKI P*6* lo.

1. Department

University of Maryland at Baltimore

2. DiTision
Financial Affairs

3. Unit student Accounting

*». Beeord Series and Title: (Def. A frvvp ©f reoonit filed

General AccouS^Rt&rSl!"* Dr * * » * * " * -**•>
Financial Aid/Schools Correspondence

M • wnlt, ued *e • milt, and whicll

Dercrlptiont (OiT* • brief deecri^tion of * tjpieal folderi include oonWnt. BOTBOM. and
form naneCe) and ns»ber(i)# *^ *

Folders of correspondence for fiscal officer

5.

6.

(iintf" HUP A ^TMin
Present Volume oc Hand

BetiMfitftd AccuBulttion
1

(No. of f l ic drtvere) 7. Audit Bequirenante
6tate EH
ffMerd £XL flattmal
Sodvpendbnt •• J

%xUroal

or
6&^

6. £etijofct*d AetiTit? p«r File Drmsrt (AcUritr Otdd*- KICK («Md daily)) KEDHK (oBeft/tniec
aoBthly)| LOW (!•*§ than ODM •Dntfa2y)t )

Current Icar ( ^ K I
After 1. Tr, B (^ I l i t er «bet j»ar d»M activity bcooas I0¥ Bsd.

9« Could Record S«rie« be stored in the State
Records Center,

IBS f iy BD

ib«ns JLSAP

10. Beooawnded BetcstioBt

5 "years

U-. Inventory prepared by Wavns F".~ATT^T~~
IPrint BtaiT

8)*t«» 5/3O/8Q

Telephoa* Buaber* (301) 328-7295
DGS-550-4 1/81



or
ttriaioB

AOWCT BQDRDS IMNUVOWt Page Icu
?.Q #*r TO-29- of

1. Department

University of Maryland at Baltimore

2. Division
Financial Affairs

J» Quit student Accounting

it* Record Series and Title: (Def. A group of records filed aa • vnit, used as a unit, and whlc*
••7 be transferred or disposed of aa a nit.)

General Accounting Records .
Loan Collections - Correspondence-Health Professions Loans

Descriptions (Oivt • brief description of a tgrpieal folder; include content, porpove, and
form nane(s) and nu(&ber(t)»

Folders of correspondences for Healthprofessions Loan collector, including misc.
computer printouts.(aging schedules)

OjoteiJOae

5. Present Volume on Hand (No. of file drawers)

6. SetlJKted Accumulation (Yearly)

7. Audit Bequlreaente
State OH
Federal m
Xadependant

rl&teraal (3

6. Ketinated kctiritj p«r FUt Sraven (Actiritr Guide. IKS {x^A d*JJr)j KEDIBK (©Bce/tniee
s»nthly)f S£>V (less than eace aootiily). )

Currant Ie*x (jQ K L
After 1. Ir, B (g) I After «hat ywir fee* activity b9one Xfl¥ 4feh,

9. Could Record Series be rtored in the State
Records Canter.

iJbani ASAP

1 0 . Beooamended Retcct ioni

5 years

U . Inrentorj prepared bj Wavn^ F. Allen
*(Print Eaae)

Teleyhoae Bajberj (301) 328-7295

Oetos 5/30/89

DGS-550-4 1/81



PABMHT OP 0BC9UL 0 0 X 0 5

ACBNCT BBODIBS XVTBflDC Page »et*_

1. Department

University of Maryland at Baltimore

2. filTition
Financial Affairs

3. IMt Student Accounting

i>. Record Series and Title: (Def. A frouj> of record* filed as a «nit# vaed *B a unit, and whic*
••y be transferred or di*po*ed of at ft vnii .)

General Accounting Records: .
Loan Collections - Correspondence - Perkins Loans

Descriptions (Oire • brief description of a typical folderf include content, purpoee, and
ronn oane(e) and m»ber(s).

Folders of correspond.ences for Perkins Loans collector,
including misc. computer printouts.

5. Present Volume on Hand (No. of flic drawer*)
1

6, Betlatted Accumulation CTe*rly)

7* Audit BaquireBent*
State C23,
Federal /T7 ^Internal £27
XDdapandant . |

irnal CSZ
6. fetiaat«i Aetinty ft f i le Dravart Uctirltr Qoide. SI OK (VM<! daHj)) KEDIW (onee/tiilee

•onthly); IOV (lete than oaoe Monthly). )
Current law (f^ JL J,
After 1. Ir, H (§7 £, Afiw- «het year feee actlTi^ toooa» I0¥ %rth..

9. Could Record Sariee be rfcored i s the State
Eecorde Canter,

lftient ASAP

10* Beoosiaaded Retention*

5 years

LI. Inrentory prepared by Wavne F. Allen
(print KaieT

Datet 5/30/89

falej^one Kwabart (301) 328-7295
DGS-550-4 1/81



1191
V U B I B R OF OKBULL ORFXGB

•MOStf* HaaagaSJOBt ttlTUiOB

AOBfCT ttOORDS 1IVJURUKI Pfcge Mof

1. Department

University of Maryland at Baltimore

2« SiTislon
Financial Affairs

3s Unit student Accounting

h. Record Series and Title: (Def. A froup of f»oords filed as * «nit, used »B a unit, and which
•ay be trmeferrwJ or disposed of as a vnit.)

General Accounting Records:
Loan Collections - Correspondence - Private Loans

Percrlptiont (Girt s brief description of s typical folder; inelode content, purpose, and
Torn nane(e) and m>sber(s)e

Folders of correspondences for private loan collector, including misc. computer
printouts.

flfote; flsf
5. Present Volume OB Hand (No. of f i l e drawers)

1
6 . BetiB&ted Accumulation (Tearlj)

7. Audit Beqtil! snte
State CZJ
federal nri rIot«mal £3
ZitdapendcDt

6* EatUMt̂ d Activity par File Srmrt UcUrltr balds- SXOH (n»sd dally)f MUIW (oDC«/t«iee

CtBrr»nt laar (J^ K, £
After 1. Tr, B (J|) I

snthly)j !£>¥ (last than ©ao« sjoathly), )

After «bst | w r tfs>M fcctirity baosw XOW 4tto.

5. Could Record Series be stored ic the State
Records Center,

S B /—T7 CD

Ifiums ASAP

10* Sftoossaanded Betas t tom

5 years

U-. Irrrentory prepared by Wavne F. Al len
(Priat

tet«t 5/30/89

tala;*»M Iwnbari (301) 328-7295
DGS-550-4 1/81



nr&sBflBff or ODQML a n n a s
Divis ion

AGEHCT H0DRD6 SIVBHUKT Page leu-

1, Department

University of Maryland at Baltimore

2, CirisioB
Financial Affairs

J, OWt student Accounting

it* Record Series and title: (Def. a group of reoords filed as • unit, need as a. unit, and which
•ey be transferred or dlepo*ed of u • «nlt»)

General Accounting Records:
Fund Listings - Journal Entries Financial Aid

De.-eriptiom (Oire • brief deecription of • typical folderj indnde oontent, purpose, and
Tom name(s) and mvber(e)»

Monthly computer printouts of Financial Aid transactions.

(Kate- O»p
5. Present Volume on Band (No. of f i le drawers)

6, Setijuted Accumulation (Yearly)

7, Aodit Haquirenecte
etctc d z
Ibdtnl £ H pluternfil £ ^
ladepandant

traal6. Ketlx*t»d Actirlty par File Braver; (Activity Odde. CCK (u»^S daily); KEDHK (osea/tiiiee
wothly); LDV (late thae ooot aosthlj). )

Current I«ar B &)hs.
After 1. i r , E M (T) Aft«r ^tat yaar doac a c t i n g toooaw XOV Brd.

9 . Could Record Ser ies be atorad i n the State
Beccrde Centers

tinea: ASAP

1 0 . Bee ifl+jj Batantlost

3 years

Ll» Ixrventorj prepared tgr .. Wâ 7ne F. All en Betas 5/30/89
(Print Ba«e}

Teiefhoa* l a ^ a r ? (301) 328-7295

_
DGS-550-4 1/81



1BKDTT OF ORBUU. SBTXCB

AODfCI B00RD5 liVIMXOKI 3&r"!k
1* Department

University of Maryland at Baltimore

2. JUtrlsiOD
Financial Affairs .

Itait Student Accounting

k. fiecord Series and Title: (Def. A group of r»oords filed as a unit, wed as • unit, and which
•ay be transferred or disposed of a* ft «ait.)

General Accounting Records:
Financial Aid Correspondence

Itercriptiom (Qire * brief description of * typical folder; include oontont, purpose, and
form nane(s) and mBBber(s).

Correspondences to : Schools
Transmittals for Fall, Spring and Summer iQT.QWnq
Remittance slips, folders for private donor scholarships
Maryland State scholarship" Roster

ffintj" n»p * nmarmi^ 4n*«nf/(n a>t**4 #nv *«^h tt»isnw4 <^«^*B\

5* Present Volume on Hand (No. of f i l e drawer*)
i

6. |»tiH»t*d AccmulftUon (Tetrly)

7» Audit Requirwoeate
SUte £ O
federal £E2
Zadapendent

^Internal O3

6. £etiaat«d Activity per FUe Dr«veri (Actirltr Ooide* KXQB (nse4 d*lly)j KEDHK (o&ca/tviee
•eethly)f 20¥ (less than oaee BDathl̂ )e )

Current leer (jp. M %,
After 1, Tr, B (S) I AfUr «het year d»M activity b^as» XflV Bgd.-

9, Could Record Series be «to red ir» tb» State
Recorde Center,

IB £3 R>

l&enj ASAP

1 0 . Esooraended Retcntio&t

5 years

U - Inrentor/ prepared by Wavne F. Allen
(Print Urns)

tetct 5/30/8Q

Tfil«?*»i» futbert (301) 328-7295
DGS-550-4 1/81



OP

1OBHCT B O O R S 1WJUTOKT $?A.
1, Department

University of Maryland at Baltimore

2.

) .

DirisioB
Financial Affairs

Unit Student Accounting

I* fiecord Series and Title; (Def. A group of records filed ae • vnit, need as • unit, and whicl
•ay be transferred or disposed of as a n i t . )

General Accounting Records: Financial Aid Workpapers

Dercriptions ((Jive a brief description of a typical folder} include content, purpose, and
Tore name(e) and msnber(a)c

Workpaper for various reports completed by Fiscal Officer
1). default rates
2). Maryland State Scholarship Board

* 3). Dept. of Education

(Note : Ose a m*p*r*t* irro-mnt<M-p «>>•»* fr>r>
5. Present Volume on Hand (No. of f i le drawer*)

1
6. Setlnated AccniBulation Clearly)

1

7* Audit BequiroDe&te
State CE7
fKlaral rm .Internal C3
Tin rl MI •in-TlJiif 1

jUEsepwnocsv n n i
External £SF6. Xetiaated Activitgr par File Brcrart (Aetiritr Ooide* KTOB («»ed dally}) HE3IW (onee/tvice

aoBthly); XflW (lose than oaoc •ontfaiy), }
Cunnent I«ax QQ M I,
After 1. Tr, B (H) L l i t er ^ist 7»ar doos ftdirltj baosat &0V B«fi.

9. Could Record Series be etored i s the State
Becorde Centere

TBS £ ^ W>

«ben: ASAP

1 0 , aeoosHtnded Betaotlont

5 years

U . Inventory prepared by _ Wavne F. Allen
(Print irawf

Betes 5/30/89

T«l«p*»n* Cusbert (301) 328-7295
DGS-550-4 1/81



"AHEHEHT OF OERERaX. ttSTXCES
rd» Ruuwot Britten

AQBNCT KBCDRD6 l l t U H l D K I 5Kf"26.
I, Department

University of Maryland at Baltimore

2. Division
Financial Affairs

*• !teit Restricted Funds

i> Record Series and Title: (Def. A froup of r»oord» filed ae e wilt, need ee e unit, and whict
wty be trmnsferred or tfiepoeed of «i • onlt.)

General Accovinting Records:
CT-g^i- FnirlP-rs

De-criptiont (Qire • brief deecription of ft typical folderi indode opnt«nt, purpoee, and
form Dcme(8) and msBber(e).

The folders include requisitions£ payroll cards, budget information and general

correspondence.

fWntg; TJRP m it
5 . Freeent Tolome on Hand (No. of f i l e drawer*)

225
6 . Betia&ted Accumulation (Te&rly)

_35_

7. Aodlt SequiroBents
$Ute £ O
Federal £££
Eadependent

'Internal ^ ^

c. Xetiseted Acti-rlty per File Oramri (ActiTitr Oidde- El OK (wed daily), KE3HK (onee/tiriee
Bonthly)! UW (less than one* »nth2j)6 )

Current le&r Q&X K k
After 1. Ir , H K ( l ) After *>at ysar fee« seUrity bteew XOW 1st.

9. Could Record Series be ftored i s the State
Records Center. ^ ^

I B /""^ K)

Vhem ASAP

10, Reoosseaded Retootiont
3 years

H« Inventor/ prepared by Wavne F. Allen
(Print EsaeT

BBUS 5/30/89

tele?»»ae Bwaben (301) 328-7295
DGS-550-4 1/81



OF
rde Minegwawit ttvialott

AOBfCT B0DKD6 iflVUZUKT tit?0*.of

1, Department

University of Maryland at Baltimore

2* Division
Financial Affairs

J. Oinlt Restricted Funds

i*. Record Series and Title: (Def. A group of records filed as a unit, used as a unit, and which
•ay be transferred or disposed of as a •ait.)

General Accounting Records:
Batch Folders

Pe.-crlptiom (Oire a brief description of e typical folder* include eontent, purpose, and

Torn name(e) and m»ber(t)»

The folders containing encoding sheets, backup documentation and daily computer

printouts.

5. Present Volume on Hand (No. of file drawers)

6. Setijwted AccwsulfttioQ (Tcfi-rl/)

7, Audit Baquircnente
£t*te £ O
Paderal £T[_ *Iat«rnal CS
ZadapenSaat !

6, Eutiaeted Activity par File Drawn (ActlTitr Oaid^ EICST«Md daily}} KEDIW (oBca/twica
aonthly); IOV (laae than onoe aonthly). )

Currant l a w f f ) S |
After 1. Ir r T K

5. Coiild Record Scries
Secorde Center*

IS

IBMHU ASAP

be

Afiar rtiet year i

stored i s the State

^ » CD

foe*

10.

e c U t l t y be

3

«aat X0¥ 1st .

fiietant&on ?
years

H« Inrentory preparad by Wavne F. Allen
(Frist BaaeJ

Oitag 5/30/89

t»l»TtmM Siaabarj (301) 328-/295
DGS-550-4 1/81 J



SBPABBOCT OF OPIUM. 8BE7XCB
>rd» WIIHIIU—lit S l T i a l o c

AGENCY KSGORX& 8OTBRD1X JK/!*L
X* Department

University of Maryland at Baltimore

2* S&ViftiOB
Financial Affairs

J. Bolt
Restricted Funds

ii* Record Series end Title: (Def. A group of r»oordt filed as a pnit, need as a unit, and which!
•ay be transferred or disposed of u e n i t . ) |

General Accounting Records:
Pogt-jH'"*'^ Funds Correspondence

Dercriptionj (Oire • brief deeeription of ft ^piesl folder) include eontent, purpose, and
form n«ne(B) and mmber(t).

The folders contain miscellaneous letters and other correspondence.

fWr>+-*>- Ttfte * u m n ^ < n n n i A f * •>.»»+ ^A*> »«I~>> ft*Mnv«1 RAV>(*BN

5. Present Volume oo Haad (No* of f i le drawer*)
^ 14 _ _ — - ««»

6. fetdjaeted Aconulstion (Ie*rly)
£ . - •

7. Audit Beqteute an
Federal fry
Jadep«nd«nt

snte

tlBteraal i^

rnal £ g
6. £etix*ted AcUrity par n i t Drawer: (Actirity Qoidft. El OK (wad teiljr}} KE2XW (once/wice

•osthly); LDV (la»» then daoa aontijl/). )
C5urr*nt Taex fBJ K &\

K (PAfter 1. Ir, After *>st 7»er dbes aetiTitj sm? i s t .

9. Could Record Sariee be c to red i s the State
Eoccrde Center.

IBS £^B ED

tfoen; ASAP

10. Reteotiont

3 years

H • Inventory prepared bj Wavne F. Allen

(Print Ba»r
Bates 5/30/89

teleir»»at fuabars (301) 328-7295
DGS-550-4 1/81



UBMLKSCSR OP flBTfTtftiT U R f l C C
BiTlBiOC

AOBtCr BHDKDS BffBHDBI JSr"!^
1. Department

University of Maryland at Baltimore

2* DiTiftiofi
Financial Affairs

Je toit
Payroll

h. Record Series and Title: (Xtef. A gr©n> of rsoords filed as a rait, need as a unit, and which]
•ey be transferred or disposed of ac e vdt.)

General Accounting Records:
Payroll Transfer

Iteroriptienj (Qire a brief description of ft typicAl folderi iadude oontent, porpose, and
fons nameCs) and rassberCe)*

(A) Letter size folder
(B) Copies of journal voucher and supporting documentation
(C) Transfer of funds for appropriateness
(D) Transfer of payroll charges
(E) 08.00027

5* Present Volume on Hand (No. of f i l e drawers)

6 . let iasted Accuoulation (TeArly)

7. Audit Requireaests
SUte £ZJ
fbdarfcl £££ vlsternal £3
Indspendsnt |

s&rtem*i CS
6. Eetiatted ActiTitgr per FUe Oreven UeUr i ty Oaide* BIOR (wad daily)} XEDXW (onee/twiee

aK>athiy)| &D¥ (I*se ftfeae oae« «ontely)e )
Current Tear E ® S.
After 1 . Ir , I ft) I tfUr vhat j9*r doe* activity b n w !0lf l^d;-

9. Could Record Series be stored in th@ State
Becorde Center*

IBS / T ? K» £ 1 7

Iftuuxt ASAP

X0c Be id^d Rstantioiit

5 years

81 . Ixrventory prepared b j Wavne F. All
*

Len Be4«« 5/30/89
[Frict B@se}

*elej:*»ae "Suabsri (301) 328-7295
DGS-550-4 1/81



OF
rdt M i n n — i t Slvlsloe

AQENCT B00RD6 XIVJXfUKT Page lo-

1. Department

University of Maryland at Baltimore

2* Division
Financial Affairs

3 . OfiAt Payroll

h. Record Series and Title: (Def. A group of f»oords f i led fts • unit, «»ed as • unit , And which
•ay be transferred or disposed of u i v d t . )

General Accounting Records:
Payroll Entries/One Pay Cards

Percriptiont (Oirc « brief deecription of s typical folderj indode content, purpose, and
rorn name(B) and BODber(c),

(A) Letter size folder .
(B) Approx 100 documents, supporting documentation authorizing pay of stated period oi

time, or reflection of changes in pay
(C) Back up and supporting documentation
(D) University of Maryland - Payroll Entry

5. Present Volume on Hand (No. of file drawer*)
5

6. getiaated Accwulation (Yearly)

7. Audit Bequiroaente
CUte £ O
ffMertO. £&£
2fl6C^0ZefliQZXv

rlstemtl ^3

roal
6. fcetisated ActiTity per FU« Drsven (Actlritj Oaide- KTOR (wed daily)} XEDITK (osce/tiriee

aonthly); LDW (X»es than orsoe BOBttOy). )
Current TzarQs) »v S.
After l . l r» H (Kj J. AfUr abet y**f eloee acUritg- beoow SOW 5teft..

9, Could Record Series be stored in the State
Records Center*

ifiMKl; ASAP

10* BaoossaeBded Retention i

5 years

U-. Inrentorj prspared by Wavne F. Allen
(Priat SoieT

B»t«t 5/30/89

Telep»»as Imbers (301) 328-7295
DGS-550-4 1/81



BUlBlOB

AGBtCY BCDRDS 2B7SXTDKT JKr"S2-
1. Department

University of Maryland at Baltimore

2* Division
Financial Affairs

J. Onlt Payroll

J*. Record Series and Title: (Def. 1 group of raoords filed as a vnlt, vaed as a unit, and which
•ay be transferred or diapoaad of aa a anit«)

General Accounting Records:
Special and Technical Fees

Description: (Oire a brief description of a typical folderj include content, purpose, and
fora nane(e) and msaber(i).

Letter size folder t

Supporting documentation for seminar speaker's and lecturer s
Backup documentation for payments expended
University of Maryland - Technical and Special Fees
FAS-U-011

5.

6.

fNcvte* OSP a lao ir t
Present Volume os Hand

2
BetiJb&ted AccissulKtion

1

t-» 4 rrwmn'trvrT-

CNo. of f i le

(Tearij)

drawert)
airh TfrxvT** ^ • • H « « ^

?• Audit BaquircBsnte
State ££7
Federal net flnterc&l £Z3
ladapandast I

ksrtarnal CS
8. Xetijutad ActiTit? par Pile Drawn (Actiritr Qaida. EOR (naad d*ily); KZDIIK (o&ca/tide«

aonthij)j XOV (lass than one* Boathlj), )
Current Tfctr (g) M S,
After 1. Ir, B ® t £fi«r «hat yoar doe* actirity baoaav £0V Ifeb.

5. Could Record Series be atored in the Stete
Records Center.

When: ASAP

10c Baesaended Batastiont

5 years

"•• Inrentory prepared by Wavne F. Allen
CPrint B«3©T

fete: 5/30/89

?slep*»6 lunbari (301) 328-7295
DGS-550-4 1/81



&HXERT Or OURAX. BSffXOS
rd£ RSAaMBSOt M^ififff

AOBKCI BQDRD6 IBTBfTDKI

X. Department

University of Maryland at Baltimore

2. Division
Financial

ftait
Payroll

,£L_ef ML-

Affairs

li* Record Series and Title: (Def. A group of rsoorde filed as « «ait# used ee a unit, and which
•ay be transferred or disposed of as a v d t . )

General Accounting Records:
Payroll Correspondence

Ztercrlptiont (Oire s brief description of a typic*l folder; i&clode oontent, purpose, and
fora name(s) and no&ber(s)e
Legal size folders
Misc. supporting documentation and backup for payroll operation to and from
departments and schools
Document actions taken on special payroll support

fNf)t*" TTR» A Hmr\Myat» 4 f i M n t / i n a>t»*f fni> ABI»VI R<»fvm4 &•?•<•»^

5* Present Volume OD Hand (No. of file drawer*)
1

6. Betij»t«d AccTBBulttion (Tearljr}

7. Audit Bequl:
BUU £ O
federal ^ 2
Independent

snta

rlntemal ^ 7

6, getixated Activity per Pile Dravert (Aetiritr Oolde- HICK (w& daily}} KEDIW (onee/tidoft

Current Tear (& t! I
After 1. Ir, B ( » L

3Dthl7){ IT¥ (less th&c oooc Bozsthly). )

Aft«r ttiet jtr tern cctirltj- b#oo» LOV list.-

5. Could Record Series be stored la the State
Becorde Centere

us £3 R> CD
When: ASAP

10. Beooaeended Setaetioat

3 years

U . Inventory prepared by Wavne F. Allen

felepho&e luBbcri

••"^jhrlat Btoe)

(301) 328-7295

Bete: 5/30/89

_
DGS-550-4 1/81



tB&KKBK Or ODOBAL HBVXOS
ttvitlos

AQBfCT BODIES IOTBRDKI I K ^.of

1. Department

University of Maryland at Baltimore

2* fiivition
Financial Affairs

3. 'Unit
Payroll

I . Record Series and Title: (Def. A groip of records filed %» a wdt , need as • unit, and which
a*y be transferred or disposed of as a vdt»)

General Accounting Records:
Statement of Payroll Charges

Per criptiom (Qire • brief deecriptioc of • tjpictl folder; include oont«nt, porpoee, and
form name(e) snd Bunber(s),

Printout material 8k x 11"
Supporting documentation of payroll charges

^KntjO. nn» • M r v i n ^ invan'fAW cVuf •«•» «.«(, ft»nnw< &av(aa>

5* Present Volume on Hand (No. of f i le drawers)
50

6. KetiAttftd Accumulation (Tetrlj)
10

7, Audit Bequiraoeate
St*te CZ2
VftdertO. ££2
Xadependcnt

'Internal £S"

6, fettjoated Activity per File firavart (Activity Onide. HICK (o»ad daily)} KEDHK (onee/tiriee
•enthly)j LOV (lass than one* aonth2j)t )

Current Tear E <jQ S.
After 1. Ir« B (g5 S, After tfiat year doe* actiri^- toon* I0¥ Itia.

9. Could Record Sariee be etorad in the State
Reeerde Center.

When; ASAP

10s BaoosBtanded Retantiooj

5 years

H » Inventory prepared by Wavne F. Allen
(Print BawJ"

fiotcj 5/30/89

Tvlar'aM Iwbari (301) 328-7295
DGS-550-4 1/81



OF
Ms HaaagaMBt VLrlMiez

AQDCCI noons IIVHIDKX 5Kr"2SL
1, Department

University of Maryland at Baltimore

2. Division
Financial Affairs

J, Unit Payroll

1*. fiecord Series and Title: (Def. A groqp of rsoords fllsd as • rait, nsed as a unit, and which
My be transferred or disposed of as • «nit.)

General Accounting Records:
Payroll Cards

Description: (Oive • brief description of • typical folderj include oontent, purpomt, and
form nane(e) and no&ber(s)e

Index Cards ,
U n e item supporting documentation of charges made
08.00031

5.

6.

Present Volume on Hand

Betlaated Accumulation

(No. of f i le

ClaarlyJ

•>i»»t tnr
drawers) 7, Audit RequircBente

State CZJ
federal £XL flnUmal CS
Xodapendaot I

%rt«mal BS2
6. fetiaftted AcUTity per FUt Sswsrt (Activity Oidde- EXOR (nsod daily); XEDXtiK (o&e«/tviee

aoBthly)! I/JV (lase than ©no* essthly)* }
Ciarrent I«*r Q£) K £
After 1. Ir« E (g) L After afest TNT tfo«e activity b»eaat Z£W 3E±.

9, Could Record Series be stored i s the State
Secord6 Center.

When: ASAP

10e Reooaaended ReWntion:
3 years

LI, Inrentory prepcxad bj Wavne F. Allen3vne F.
CPrint Base)"

falar'WM Suabcrt (301) 328-7295

Bct»{ 5/30/89

DGS-550-4 1/81



OF

AOWCI noons mmon %r"VJof

1. Department

divers i ty of Maryland at Baltimore

2. Mvicion
Financial Affairs

3. Obit
Payroll

b. Record Series and Title: (Def. A group of records filed as • wdt, «eed as a unit, and which
•ay be tranaferrad or disposed of a* a mit.)

General Accounting Records:
Payroll System Reports

Description! (Oive a brief description of a typical folderi include content, purpose, and
Tom naroe(s) end mBBber(a).

Printout material 8k" x 11"
Supporting documents for various departments and school (payroll tracking and
reporting system)
Various

fNrtt.»> Tine A B«rt*m+.» A•mniA*. *>>**4 **•* u i i k 9m**-,tm* R*w<««^

5. Present Volume on Hand (No. of file drawer*)
12

6 . letiattted AccusulatioD ( lear l / )

7* Audit Requirement*
5 U t e CZ2
FMarsI n£j
Xadapendaot

rlaternal ^ T

6. SetijBftted A c t i n g par Pile Srevari UcUTitr Ooide* EIOR (iiaad dai ly): KEDXEK (onea/tvice

Current Taar E 0£) %
After 1 . I r , B (M) %

aonthly)| LDV (le»* than oooe »ntfcly) e )

After that yaar doe* Aetit l t^ B»OSB« LDV Bend..

5. Could Record Scries be stored i c tbe State
Eecords Centerc

IBS /"Ty ID

When: ASAP

10* BaooteMed Batantiont
3 years

l l « Inrentorj prepared by Wavne F. Al len
CPriat BaSeT

D&tei 5/30/89

falqrtoM Kwabars (301) 328-729:
DGS-550-4 1/81



S6FAB3K9R' OF flWIHII UB7ZCC
BtaftiOfi

AGENCT U0DRD6 UVJUfHUET iSS/^
X. Department

University of Maryland at Baltimore

2* Division
Financial Affairs

J. Wait Travel

be Record Series and Title; (Def. A group of records filed as • vnit, used as a unit, and which
•ay be transfer-rid or disposed of u t nit*)

General Accounting Records:
Expense statements and supporting documentation

Descriptiont (Qire • brief description of a tjpic*l folder} include content, purpove, and
form name(e) and nu»ber(»),

letter size folders
expense statements completed and attachments
supporting documentation for travel reimbursement
University of Maryland - Expense statement
08.00033

5* Present Volume on Hand (No. of f i le drawers)

6. SetlMttftd Accusuletion (Te*rly)
19

7* Audit Bequimestc

eute em
fMerftl

'Internal OT

6. SetiMted AcUrity per File Orcmn (AcUvity Qslde- HI OK (ttMd dtiiy)} XEDIW (oaee/tHiee
scDEthljJj &DV (!••• tbfen ©noc HDCUO^). )

CttTT*nt Year ® . K &
After 1. Ir, H ® t After vhfit y»er iooc •ctivity tooow S01T l^i-.

9. Could Record Series be etorod in the Stete
Reccrds Center,

2E r-8 m>
Ibans ASAP

10» Bioowtended BotcDtioni

5 years

U» Inventory prepared by Wavne F. Allen

(Frist UmT
Sbtof 5/30/89

T « 1 » T > » M Bamber* (301) 328-7295
DGS-550-4 1/81



WAnXDfT Or ODEOUI SBffXOS
Division

AOBfCI 1H0KD6 BKBTIDKr

1, Department

University of Maryland at Baltimore

2. Division
Financial

Unit Travel
Affairs

i*. Record Series and Title: (Def. A group of records filed as • unit, need as a unit, and which
may be transferred or disposed of as a «nlt.)

General Accounting Records:
Journal Vouchers for airline and rail tickets

Percriptioni (Qive a brief description of a tjpieal f olderj include content, purpose, and
form nane(s) and mBBber(s),

letter size folders
copies of journal vouchers and documents of authorization
backup for charges for purchased airline tickets etc.
University of Maryland - Journal Voucher other than compound
08.00024

5. Present Volume on Hand
2

BetlBBted Accumulation
1

(No. of f l ic

(Tearlj)

drawer*) 7. iodit BequireBente
6tete £Z7
TMerai rtri •xaterncJ Cs
Independent -, , I

Vxtemal OT

aoBthl7)| I0V (lese than eaot acatblj). }
Current Tear S ̂  t
After 1. Jr, H ® £. After vhet yeer Soa« ftctirltr baoaet L0¥ 3isL.

5. Could Record Series be stored is the State
Records Center*

When: ASAP

10, Baootended Betast loot

5 years

H« I m e n t o r y prepared by Wavne F. Al l enft(Print

Telep^wn* fwnbers (301) 328-7295

Btte! 5/30/89

DGS-550-4 1/81



07
rti* M S D J I — B i BLTICIOB

AOBfCY U0DRE6 XBVfglOKT
.of* %

1. Department

University of Maryland at Baltimore

2* Division
Financial Affairs

3. felt
Travel

1*. Eecord Series and t i t l e : (Def. a frot$> of raoords filed a* • «nit, seed as a unit, and which
•ay be transferred or disposed of a* a wnlt.)

General Accounting Records:
Billing Documentation

Percriptiont (OiTt a brief description of a typical folderj include eontent, purpose, and
form name(e) and mmber(s)«,

l e t te r size folders
documentation from travel agencies
backup for monthly charges received and paid

5.

6.

Present Volume on Hand
1

BstlBBted AccuBulatios
1

(No. of fU«

dearly)

drawers)
sjirh R i " ^ ^ (Ulr1*K^
7. Audit Requlronente

State £ZJ
federal JXL rlnternal C3
Xfidepandant I

Asternal BZ
8. Eetiaiated Activity per File &ravert (ActiTitr Oolde> SEOR (a»ed dally); KEDIW (oBce/tniee

Cun^nt laar E (M) I
After 1. Ir, B (K) I

s»nth2?)j X0V (less fttaac eoee BBBthly)* )

After vhat Tear feae actirity ba«aew £0V 3BJ^

9. Could Record Series be stored la the State
Records Center*

•^cn: ASAP

10. Beooanended Betactient

5 years

U . Inrentorj prepared by Wavne F. Allen

(Print BeScT
Bates 5/30/89

feleF*»e fiwhart (301) 328-7295

_
DGS-550-4 1/81



OP
Saoorda Hani, faint . &L*ialDs

AGBfCT U0DRD6 SWJBfflUKT •2Kr"2&L
1. Department

University of Maryland at Baltimore

2* fiiTiftion
Financial Affairs

3. Dsdt
Travel

b. Eecord Series and Title: (Def. A group of record! filed as • «nlt4 need as a unit, and which
•ay be transferred or diepoeed of M I vnit«)

General Accounting Records:
Travel Correspondence

Def criptiom (Give a brief description of a typical folder} include content, porpoae, aad
fozro name(e) and msBber(e),

supportiigedocumentation backup for operation to and from departments for travel
authorization and expenditures

fWotei Pa«>
5* Present Volume on Hand (No* of f i le drawer*)

6. BstiAttftd Accumulation (Yearly)

7» Audit Requirement*
SUte CZJ
Federal JS1
XBdapandaot

rlateraal O 7

6» XBtis&tad Actirity par f i le firavari (AcUritr Onida- KKH (oaad daily) j KEDItK (o&ca/tviec
^ Bonthl^)| l£M (last than eaee •ootbl7)» )

Current Taar S QgJ &
After l . Irf H ® t After «fe*t yaar doae «ctirifty feoooe* I0M 3JS±^

9. Could Record Series be atorad in the State
EecordB Center.

Hbent ASAP

10. BaoMsendad Betantioat

3 years

H • Inrentory preparad by Wavnie F. Allen
(Priat Baac)

BaU; 5/30/89

falap*»ai fwsbart (301) 328-7295
DGS-550-4 1/81



W U B H B f ? OP OatBRAL 8BEVXOS
DlriSlOB

AGBICT U00RD6 OTBJTOEI .StfSSL
1. Department

University of Maryland at Baltimore

2* Division
Financial Affairs

5. Unit
Working Fund

1». Record Series and Title: (Def. A group of r»oorde filed as • wait, need as a wait, and which
a»y be transferred or disposed of u * n i t . )

General Accounting Records:
BanTf St-.atpjnents and Reconciliations

r*ef criptiont (Qirc ft brief description of e typieal folder; include oontent, purpose, and
lorn name(s) and mssberCc)*

S ^ t a t S e n t f a n d supporting documentation for reporting purpose (bank reconciliations

fHotg; Pap a m*

5* Present Volume on Hand (No. of file drawer*)
3

6. Ketlaated Accumulation (Te&rly)

7* Audit Baquire»eiite
6Ute Cm
Fsdertl rrrt •iBtcmal £3
Spdependent

6. KetiJBated icUrltjr per File Drawn (Activity Qeide. EXC»U»*d dtiiy); XEDIW (oaee/tidcc
K>Bthl7)| LOV (less than eaoe BSBULLJ). )

Curẑ ent Tear H ( £ %
After 1. Ir, B W> I Affcar rt«t yaar feae actiTi^- teooes SDW 3EA.

9, Could Record Series be stored in the State
Secorde Center.

IBS f~& BD

l&en: ASAP

1 0 . B*c ded iieteBtio&t

5 years

H • I n r e n t o r j prepared b j Wavne F. Al len

¥el«p>>toot Bwabcrt

Tprint BeBe)~

(301) 328-7295

&»t«t 5/30/8Q

DGS-550-4 1/81



ISMJBMBfT OF OBTFIM? ttKVTCsS
•aoords IHiniftwii I&Tiaioc

AOBHCY DOORS 2BVBRDS $£,"%-22. of

1. Department

University of Maryland at Baltimore
3.

I&Tiftion
Financial Affairs

flhlt Working Fund

be Record Series and Title: (Def. A jroup of raoords filad as a rait, need «B * unit, and which
My be transferred or disposed of as a n i t . )

General Accounting Records:
flanrp.i 1 ed Checks

Percriptiom (Qirm « brief description of a typical folder; Include content, purpose, and
Zora nBne(s) and m»ber(«).

Cancelled checks retixrned monthly
should fit in box 15 x 12 x 10

5* Freeent Volume on Hand (No. of file drawer*)
20

6. BetiJMted Accumulttion (Yearly)
10

Lh_Bfionrri. .Sn^ **)
7. Audit SequirsKents

State CZZ
Ftsderel JXL
Independent

rlfitemal CS

6. fetiioated ictiTlty par File Sramrt Uctlrity Qoide. HIOR (wed daily) j KSDI» (onee/tHiee
Boothly)} LD¥ (lass than onee WDthly)« )

Current Tear H ̂ ^ It
After 1. Ir, B ® h After rt»t year dow aetivity b^oaae S0¥ l^t-.

9* Could Record Series be stored i s the State
Records Center.

«h«n : ASAP

10, BaoosBtesded Retantlont

5 years

11* Inventory prepared by

felephoae Euabart

.Wa\me F, Allen tetat 5/30/89
(Print Baas)

(301) 328-7295
DGS-550-4 1/81



or
>rd* Manafwast Bfrrision

1GDICT BKDKD6 HVBRDKT fKr"!SL.of

1. Department

University of Maryland at Baltimore

2. Division
Financial Affairs

J. Bait
Working Fund

b. Record Series and Title: (Def. A group of reoords filed as • unit, nsed as • unit, and which
My be transferred or disposed of as ft v d t . )

General Accounting Records:
Check Stubs

Percriptiom (Give 6 brief description of • typical folderi include content, purpose, and
fom aame(e) and naDber(e)»

Monthly check stubs about 3" x 9A>

Supporting documentation of >file data on Working Fund system

fNnt»< TTae m i*n>*w> +A 4 n n n « A « v *h&»+ r A * »ttf>K ftA>vt««< .C>T>(A«>

5* Present Volume on Hand (No. of file drawers)
6

6. Setineted AccnssulstioQ (T«arlj}

7. Audit Require»acts
State £ O
federal £ S
Independent

Internal ^ ?

6. Xetiast«d Aetirity per File Drawn (Activity Guide. ECK (cwd daily); KEDHK (onee/tviee
ar>cthly)j LOW (less than oast aonthly)e )

Current Tear H ̂  &
After 1. Yr* H 0 0 i AfWr «hst 7»ar doe* actirity bmossc 10V ltd..

9. Ctould Record Series be stored i s the State
Records Center,

When: ASAP

10. Baooasended itetantio&s

5 years

LI. Im-entory prepared by Wavne F. Al len
(Print gcaeT

fotas 5/30/89

fti.«;(WM SuBberj (301) 328-7295
DGS-550-4 1/81



OF
filTlSlOB

AGBtcr noons matron JEKr"2b_
1, Department

University of Maryland at Baltimore

2. Xttrisioo
Financial Affairs

3. Oait
Working Fund

i*» Record Series and Title: (Def. A group of records filed as • vnit, used as a unit, and which
a»y be transferred or disposed of aa a «ait.)

General Accounting Records:
Transmittal Lists

Descriptions (Qire a brief description of a typical folderj include content, purpose, and
font aame(s) and ouBber(s).

Letter size folders
Backup detail for charges made to working fund system
Support request and disbursements of funds

5. Present Volume on Hand (No, of file drawer*)
20

6. Bstiseted Accumulation (Tearlj)
in

7. Audit Bequirenente
BUte £T7
Federal ££L
Zodepcndant

rlnternal &J

Krn&l
6. fctlnat*d Act iTi ty par P i l e Dravart ( A c U r i t r Ooida. HKK {9Btf d a i l y } } KEDIQK (o&ee/twiee

Ccrrent Tear (§X K &
After 1. I r , E (^» L

3Qthlj){ LDV ( lass than one* aonttuy), )

After r6m% yaar doa« a c t i v i ^ baeoa* ICV

5 . Could Record Series be ate red i s the State
Records Center.

IBS /~3? K>

ebent ASAP

10. RaoMBendad Batastio&s

5 years

LI* XBTentory prepared by Wavne F. Allen
CPriat Seae)

telap4»ae lumbari (301) 328-7295

Betat 5/30/89

DGS-550-4 1/81



or

AGBtCY KBQ0RD6 WOTDK? Page lo.

1. Department

University of Maryland at Baltimore

2. ttLTirtoc
Financial Affairs

3. Obit
Working Fund

b . Record Series and Tit le: (Def. A froip of records f i led ae • « n i t , need as a unit , and which
•sy be transferred or disposed of as a ani t . )

General Accounting Records:
Certificate of Deposit and Bank Deposit Slips

Def cription: (Oire a brief description of • Epical folder} include oontent, purpose, and
form nane(e) and ms&ber(»)«,

Approx 3" x 5" which are or iginal copies of deposit s l ips transmitted to bank
bank and returned copies for working fund

5.

6.

Present Volume on Hand
2

Betlaated AccuBulstioQ
1

tf lnri>ri^i>iTV

(No. of f i l e

(Tearlj)

drawer*) ?. Audit
State
laden
JLDO9JH

Bequireaente

il /y7 fflntemal £ ^

^Erternal ST
6, SetiMted AcUrlty per File Cravert (ActiTity Ooide. BXQR (wed dai l j )} KEDHK (once/tiriee

s»Bthl7)| U>V (lose than oooe sosthly) . }
Current Xe&r (3) K &
After 1 . I r , H (J) L After tfsti 7»&r ioos a e t i r l t j heoam WV a*L

9. Could Record Series be stored in tbs State
Becorde Center*

3K /~& W

Ifcen? ASAP

10. Beoo&Mnded Reteotio&t

5 years

H» Inventory prmp&rtd by Wavne

felcp^ioas Sobert

*
Allen tetat 5/30/89

Print Mam)

(301) 328-7295
DGS-550-4 1/81



B&ViftlBB

AGSICT B00RD6 ZOTBHDKT JK/!*L
1. Department

University of Maryland at Baltimore

2. l&Ticion
Financial Affairs

*• ' M t Working Fund

1*. Hecord Series and Title: (Def. A froup of record, filed a* a unit, wed as a « i t . and •hlchl
•«y be transferred or dlepoted of •» * «nit.)

General Accoxmting Records: I
Working Fund Correspondence

Dercriptiom (Oive e brief tfeeeripUon of a typical folder* include oont«jt, porpoM. and
rono nane(e) and nwnber(»). * • - * - #

Letter Size File
Supporting Misc. Correspondence Files
Document action taken on working fund operations for departments and schools

5.

6#

Present Volume on Hand
2

Bstiatted Accumulation
1

(No. of f i l e

Claarly)

•h»»f fnr
dravert) 7* Audit BequirBBanta

SUte CE2
M i n i rj/ci vlBtemal ££?
Sadspandest |

kxtrnal ( g ^ _ _ _
B. 10 tinted Aetlt i i jr-pwWii-»«« (AetiritfoSda^EffiT^d daily) f KEDIW (onca/tadcF

CSurrent Taar B rth t "OBiMj), WW (Use tten «»« antUy). )
After 1. ir , B ® X, u ^ , . ̂ . t y»ar &>«« ect iri^ teocw WIT 3B±>

9. Could Record Series bs rtored in the State
Hacorde Canter.

XK /~1> WO

Ibent ASAP

10. Bac •ded Batactiont

3 years

U . Inventory praparad by Wavne F. Allen
(Priot laae)

Bfttas 5/30/8Q

Talapheaa fanbar; (301) 328-7295
DGS-550-4 1/81



or
rda Ha&aMBeot fMTifUftft

AOBiCT IIODRK ZIVIKIOKT 'JSKTSL
1, Department

University of Maryland at Baltimore

2* Division
Financial Affairs

3. Obit
Disbursements/Payroll

li* Record Series and Title: (Def. A group of records filed as • unit, need as a rait, and which
•ay be transferred or disposed of u t wait.)

General Accounting Records:
General Correspondence _____

Descriptiont (Qire a brief deacription of a typieal folder; Include content, purpose, and
form nane(e) and nu-ber(e).

Legal size folder
Supporting memorandum's, backup documentation for operations from and to departments
and schools etc. For administration of payroll, travel and working fund
Document actions taken on operations within our controls

5.

6.

Present Volume on Hand
2

Setisated Accumulation
1

•t^ 4mntntn~r
(No. of f i le

Clearly)

•h»»t tr>r-
drawer*) 7* Audit Requir—aente

CUte OH
federal net *Internal C3

Eternal OBT
6. Xetiaated AetiTity per File Dravert UcUrity Qaide» EXOfi (aaed dzilj)) KEZHTK (oaca/tviee

Monthly)? I£)V (le*« than osoc aoatoly). )
Current Taar H (|D Sr
After 1. Ir, E d p l After what jear £oae activltj becoav X0V Eafi.

9. Could Record Series be atorad is the SUte
Be-cord6 Canter*

IBS __27 K>

tfoens ASAP

10, BaooBBaaded Betaetion:

3 years

tl. Inventory prepared by Wavne F. Allen

(Print tawf
SteWs 5/30/89

taleyhoaa lombar* (301) 328-7295
DG5-550-4 1/81



PAHKBK OP OBHUU. ttBVXOS
fitvialon

AGBfCY BODRDS ISVUSUXT ^ , M ° J bof

1, Department

University of Maryland at Baltimore

2. filTlsiOD
Financial Affairs

3. Obit
Accounts Payable

k. Record Series and Title: (Def. A group of records filed as • unit, used as • unit, and vhid
•ay be transferred or disposed of as a wait.)

General Accounting Records:
Batch Lists

Dercriptionr (Gire • brief description of • typical folder; include content, purpoM, and
rone nane(B) and suDber(c).

Contained in 8 x 11 letter size drop in folders.
Contents - duplicate copies of processed invoices and white colored remittance forms
for each vendor
Purpose - auditing - to retain a record of each batch (invoices; sent to Central
Administratioh.

5* Present Volume on Haad (Ho. of file drawers)
60

6. Betlaated Accissul&tion (Yearly)
30

7. Audit Requi:
BUt* £ O
Federal
Xfidspondcfxt

ate

.Internal £2?

6. fetiseted ActiTi^ per f i le Drawer: (Activity Oelde- EXCffi (used daily); KEDItfc (onee/tvioe
,^ K5Dthly){ LOW (less than oaee aoBthly). )

Cunnant Tear B fl| ©
After 1. Ir f I 'H ® MUr Aat y»ar do«c ftetiTity Wos» X0if 1st.

9. Could Record Scries be stored i s the State
Beecrde Center.

Vbent ASAP

10. Bsoo—ndad Retast ioai

3 years

U-» Inrentory prepared by Wavne F. Al len
CMat Baaef

Bftt«! 5/30/89

Tel«y*»a« Swabart (301) 328-7295
DGS-550-4 1/81



OF CnOKL M*WXCaS
Divis ion

AOBICT IBCDRD6 1WU1UKT 3tt,"SL.Of

1. Department

University of Maryland at Baltimore

2. Division
Financial Affairs

3. Unit Accounts Payable

!*• Record Series and Title: (Def. A grot? of r»oorde filed as • wilt, need as a unit, and which
•ay be transferred or disposed of as & aait.)

General Accounting Records:
STARS A3O485 Vendor Payment Detail Report by Submitting Agency

Description! (Oive • brief description of s typical folderj include content, purpose, and
fora name(s) and Bonber(s)«

Contained in a 12" x 15" hanging folders
Content - Approx. 600 pages in alphabetical order with daily listing of vendors
paid and the associated check number.
Purpose - record in alphabetical order invoices processed for payment in Annapolis.
Form Name - State of Maryland - Vendor Payment Detail Report
Form Number - STAR A30485

(Nnfcg; Pap a fit
5, Present Volume on Hand (No* of f i le drawers)

13
6. gstijutftd Accumulation (Yearly)

13

7. Aadlt Requirements
State C 7
federal
Ssdependest

•Internal CS

6. Setlaated Activity per File Xfeawsrs (ActiTitr Qaide- KZOB (used daily}; KDXtft (o&ee/tiriee
aonthiy)| 1£>V (lass than one* Monthly). )

Curront Tear H K(32
After l . Ir , B K ( J ) After *>et j^r doas aetiTi^ baoow SOT 1st.

9, Could Record Series be stored in the State
Records Center. ^ ^

IBS £~V ID

«ben$ ASAP

i0 e Reooanended Retastions

3 years

U . Inventory prepared by Wavne F. Allen
(Print ISJMT

teUt 5/30/89

felejr'iooe lusben (301) 328-7295
DGS-550-4 1/81



or

leniifaajnf BlTlsSeB

AGBfCY BBODRS mVtDK '2TA.
1. Department

University of Maryland at Baltimore

2* Division
Financial Affairs

3. Iteit
Accounts Payable

b» fiecord Series and Title: (Def. A group of rsoordt filed as a vnit, nsed as a onit, and which
My be transferred or disposed of as a soil.)

General Accounting Records:
STARS A30499 Agency Vendor Payment Report

Descriptions <Oir» • brief description of a typical folder; include content, purpose, and
form nane(s) and nudber(»).

Contained in a hanging folder approx. 12" x 15" . ^ .
Content- approx 500 pages. Monthly listing in vendor Number Order of all invoices
paid to all Vendors within the run month
Form Name - State of Maryland - Agency Vendor Payment Report
Form Number -' STARS A30499

»; Bft»> « at

5* Present Volume on Hand (No. of f i l e drawers)
13

6. BetijuLted Accumulation dearly)
12

7» audit Requirements
state nm
Federal /T7 >Xnt«raal O 7
Independent J

•firternel SSST
6 . Ket iMted Activltgr par P i l e Qraiwrt (Actiritsr Oelde. KXGB ( w e d d a i l y ) ; KEDHK (oBca/twice

s*, c o n t h l y ) ; !£»¥ (Xase than onot Monthly) e )
Current Tear H M UiL
After 1 . Tr f B K ( |^ ) i f U r «hst jr»ar tioac a e t i r i t y booaae JDV 1 s t .

9* Could Record Ser ie s be stored i n the State
BeecrdB Center.

Uhens ASAP

1 0 . ReooBwndad Retentions

3 years

i l . Ixrventojy prsparsd by Wavne F. Allen
(Print Umf

ftfcUs 5/30/89

laleyhoa* Buabarj (301) 328-7295
DGS-550-4 1/81



or
IsnscsMBt ttvis&os

A(2NCX UCDRD6 IVVIHlUKr atfaL
1. Department

University of Maryland at Baltimore

2.

5.

Division
Financial Affairs

Olttit Accounts Payable

b* Record Series and Title: (Def. A grot? of records filed s# c unit, seed es a unit, and which
•ay. be transferred or disposed of as ft wait.)

General Accounting Records: *~
STARS A30401 Detail of Transactions Posted

Dercriptioni (Give ft brief description of * typical folder; include content, purpose, and
fone name(e) and msBber(s).

Purpose - record of invoices processed for payment in Annapolis
Form Name - State of Maryland Detail of. Transaction Posted
Form Number -1 STARS A30401

^Kot>" TIRO A «*rvST«t^ 4 n * * n t A i * *K»»t ^nr *ar>Vi V»>VM«1 Rjt?>{*^

5* Present Volume oc Hand (No* of f i l e drawer*)

6. Sstijuted AccuBtulBtios Clearly)

?• Audit Bequiranente
6Ute £Z2
federal
ladependeitt

Internal C3

6. getiaated ActiTiV P«r File Drsvert (Activitar Ooide- EZOR («sed dsily)) KEDIW (o&ee/tMiee
„ SBDth2j)| I0¥ (1*SC tbSS OBOt •DSthl^}. )

Current l e w B K (M
After 1. Tr, B K (T) AfUr vbst jBftP dose octiTitgr Swwone JOW 1st.

9. Could Record Series be stored i s the State
Heoorde Center*

TBS JTTJ BD

Vhsns ASAP

10» Bsooaeeaded Betsations

3 years

LL. Inrentory prepared by

Telep»»as lusber i

Wavne Allen
(Frist Ease)

(301) 328-7295

Bttet 5/30/89

DGS-550-4 1/81



OF
tooerds Hninag—wl B&viftSmt

AODICZ IIC0RD6 UV01UBT 2TA.
X. Department

University of Maryland at Baltimore

2« Sirieion
Financial Affairs

3. %dt Accounts Payable

iu Record Series and Title: (Def. A grop of reoords filed as a wait, need as * wiit , and which
• B J be traneferrad or dispoaad of at a «nit.)

General Accoxmting Records:
STARS Vendor Payments - Warrants and Reference

Percrlption: (Give • brief description of ft typietl folder; isclode oontent, porpoM, and
fora zuuoe(s) and m»ber(«).

Computer printout (usually several pages are received each week) l is t ing warrant
and reference numbers to be used in tracking check numbers, etc .

5* Present Volume oo Kind (No. of f i le drawer*)
6

6. Setiatted Accumulation (Te*rly)

7. Audit Requirement*

Toderal rvci
Xadvpandcnt

rXatemfil IS

6. Xetinated ActiTity per File Drawers Uctiritr Ouide- BTOH (wad daily)} KEDIUK (osee/tviee
_ Monthly}) im (Xa»e than onoc aonth^}. )

Curr^it laar B K ( ^
After l . Ir, H M (%) l ft«r «Ast jatr «oae actiTitgr b*osa» Xfl¥ 1st.

9. Could Record Series be stored i s the State
Records Center,

TBS £& WO £Z7

Vhent ASAP

10. Bieocwended B«tastlont

3 years

11. Inventory preparad by Wavne F. Allen
(Frist EaaeT

9*i*t 5/30/89

Teleyhoa* Buaban (301) 328-7295
DGS-550-4 1/81



NkKMBtT OF flBTHMT. SBEfXCB
Div i s ion

AQENCT BQDRD6 1IIIRIUBT .«Kr"!aL.of

1. Department

University of Maryland at Baltimore

2* Divides
Financial Affairs

3. Bolt
Accounts Payable

i*» Becord Series and Title: (Def. A group of reoordt filed aa a «nit, need as * unit, and which
•ay be tranaf erred or diepoeed of *a a wAU)

General Accounting Records:
Daily diagnostics AD010 Expense

Percriptiont (Oire a brief deacription of a topical folder; include oontont, purpoa*, and
form nane(e) and Hnmber(«)e

Folder - approx 13" x 15" .
Content - computerized print out of daily transaction (keyed invoice batches;
Form Name - Daily Diagnostics
Form Number - AD010

5* Present Volume oo Hand (No. of file drawers)
2Q

6. Betiacted Acomulttion (Ta&rljr)
12

7* Audit BequiroDente
eute nn
Padaral E&L fInternal E3
2Bd«JFvl

b. £etiwt«d ActiTitp fr File Oravars (AcUTitr Oaide* KXOR («»ad daily); KEDHK (o&ee/tsdee
^-. aoBthlj)! WV (laas tha& eaoe aenthlj). )

Current Tear 1 KJ£
After l e Ir , B M(J) After «tet yser ioac fteUvitj baoow SW 1st.

9. Could Record Series be atorad in the State
Records Centerc

tftumt ASAP

10* BaoaoMndad Retantiont

3 years

H . lurentory praparad by Wavne F, Al l en
{Print

TalaF^oae Iwbari (301) 328-7295

tot*t 5/30/89

DGS-550-4 1/81



JCPAH2KEBT OF OBTffffU 9BMCMS
£&viaio&

«mci HODRB amnott 15*,"%.©f

1. Department

University of Maryland at Baltimore

2* BlTitiOD
Financial Affairs

y, tteit Accounts Payable

ii. Record Series and Title: (Def. A group of records filed as 6 wait, seed as a unit, and whld
•ay be transferred or disposed of as a vdt«)

General Accounting Records:
Journal Vouchers

Dercriptioni (Oir» • brief description of a topical folder; include content, purpose, and
form nane(s) and BUDber(s).

Folder - letter size - containing journal entries and supporting documentation
Form Name - JVXXXX

f l int.*- TTc «Bn*m4« 4i nfAW m>tmm* fnv AS^V Vonnwt SAV^AC^

5. Present Volume on H&nd (No. of f i le drawers)
2

6. Bstljttted AccuBulsUon {J**rlj)

7# Audit Bequireaients
Stste £OT
TMiersl m
Ssdependaot

rlnternitl £23

rnsl
6. Xetisttted ActiTity per PUe Brevsrt (AcUrltr Onide- ETOR Cused daily); KE2IBI (oace/tviee

soQthiy)^ LDW (loss than once aostbly). )
Current X«er E K ^ )
After l . Ir9 B K (T) Aftar rtifit j»er d»»« eetirity feeeoa* SOT 1st.

9. Could Record Series be stored i s th* State
Records Center.

I K /*TS7 SSD

When: ASAP

10 e B»c ided Retastio&t

3 years

LI. Inrentory preparod by Wavne F. Allen
(Print

Bfctot 5/30/89

Teley'ioae Suabsn (301) 328-7295
DGS-550-4 1/81



OP
B&vUloa

AGBfCT UO0RD6 2VV1MIUKI JStffc-
1, Department

University of Maryland at Baltimore

2. Division
Financial Affairs

3. Otalt Accounts Payable

h. Record Series and Title: (Ztef. A frot$> of records filed as a unit, used as • unit, and vhich
wgr be transferrad or disposed of M I n i t . )

General Accounting Records:
Delayed Payments

Description* (OIT© a brief description of a typical folder j Include content, purpose, and
form nane(s) and inaber(s).

Folder - 12" x 15"
Content- Inhouse computer printout of delayed payments
Form Name - delayed payment report
Form Number - None

5. Present Volume on Hand (No. of f i l e drawer*)
1

6* letiatted Acajmuletioc Clearly)

7. Audit Bequirattents
6Ute CZJ
Fadcral ££1 .inUroMl ^
Zndependont _ — 4

VrUrncl tSS
6» XetiMted AcUrit^ par Hie Orcvart (Ictirltr Qoide- HTOR (used daily); XEDIVC (once/t*ice

SDDthly)| 2£)¥ (lase than ease sjoathly). )
Cun^nt Taer B K ( |
After 1, Ir, B K ( H After «bat jmr doae acU^ltr baooce X0¥ 1st.

9. Could Record Series be stored in the State
Records Center.

Ifiusnt ASAP

10, B»c ided Retantlont

3 years

U» Inrentory preparad by Wavne F. Allen
{Print

Talayhoaa Busbars (301) 328-7295

Dates 5/30/89

DGS-550-4 1/81



SBAHMERT OF flPHUlI URffXCE
>rd* W n m — n i ULvialoB

AQBfCT IIODIBS IIVIMVDKT JKrSfc-
1. Department

University of Maryland at Baltimore

2e l&TiflOB
Financial Affairs

3. Unit
Accounts Payable

1** Record Series and Title: (Def. A grot? of records filed as • «nit , need as • unit, and which
•ey be transferred or disposed of ** e n i t . )

General Accounting Records:
Complete Purchase Orders

Zfercriptiont (Dire a brief description of a typical folder; include content, purpose, and
fore nane(s) and nusiber(e).

Folder - 8 x 11 • .
Content - Purchase Order, change orders, receivers, invoices, in alphabetical vendor
name_order
High volume vendors are filed separately example:
A.J. Stationary, Sigma Chemical and VWR Scientific

5.
fKot£. Dae

Present Volume on Hand (No. of f i l e
12

BstdJuted Accumulation (Te&rly)
5

•h»»t for
drawers) 7» Audit Requirement*

6Ute (XJ
fsderel rrri tlnternal CS
Independent j

ifirtarnsl £ZJ
6. Xetiaated Activl^ par File Smart (AcUritr Ooid*- EXOR («aad daily)} KEDITK (oBoe/tHiee

•cnthU)| IDV (!•»$ than oaoc aostlgy). )
Cxtrrent Ta&r B (S)Je
After 1. i r t B K ® After tfiat yaar doac acttTity beoeew IO¥ 1st.

9, Could Record Series be rtcred i s the State
Records Center.

IBS /"T7 K)

When; ASAP

10. Retastiont

3 years

U * Inventory prepared by Wavne F. Allen
(Print KaST

Satat 5/30/89

Taley^ioaa fwaben (301) 328-7295
DGS-550-4 1/81



ttPARXMOr? OF QBTOttL SBE7ZCE
BtTiflon

AQBICT noons iwmuir ^ , M e 7 D-Siof

1. Department

University of Maryland at Baltimore

2« Dl.Ti*ion
Financial Affairs

3* felt
Accounts Payable

ii> Record Series and Title: (Def. A grovp of record* filed as • volt, seed as a unit, and which
•ey be transferred or disposed of as ft «ttit»)

General Accoionting Records:
Confirming Requisitions

Bepcriptiont (Oive a brief description of a typical folder; include content, purpose, and
font naroe(e) and nasiber(f)e

Filed in 8 x 11 drop in folders
Content - confirming requisitions and invoices
Purpose - to retain a record of invoices for $200.00 or less that have been
authorized for payment.

fWolft; P S P • at
5* Present Volume on Hand (No. of f i l e drawers)

6
6« BetlMtted Accumulation (Taarly)

7. Audit Bequirenente
6Ute CH
Vaderal £^L
Sodvpandent

-Internal £23

6* £etijB&ted AcUrify per File Srwart (AcUritr Onida* HXGS (oMd daily) | KEDI» (enea/tKiea
Kmthly); LDW (lass tban oaoe aonthlj). )

Currant Taar S ^) S.
After 1. I r , B K D After * » t yaar d»a« actiTity baooae lOH 1s t .

Qv Could Record Sariee be stored in the State
Records Center.

TBB /*"*fr BE)

tbent ASAP

10. Baooanendad Retaotioct

3 years

U e Inventory prepared by Wavne F. Allen
(Print BaaeT

Betes 5/30/89

Tclap'JMW SoDbart (301) 328-7295
DGS-550-4 1/81



1
1. Department

University of Maryland at

ftaoord*

Acrocr

Baltimore

or an

noons

i r - i i -WiS- ' ' - • • • • , « - .._ - " . '

DULHBtXOS
n t BLvlaJLos

liVMTUHT

2, B&vision
Financial

3. foit
Accounts

Affairs

Payable

^ ' 1,17

Paje Bcu
AA ^» 7D

^« Record Series and Title: (Def. A group of rvoordt filed
•ay be transferred or disposed of as • «nit«)

General Accountins Records:
Numerical Purchase Order Files

as s wit, need as a xmit, and which

Dercrlptiont (Oire a brief description of e typical folder; include content, purpose, and
form nane(s) and uuBber(s).

8\ x 11 letter size paper that is filed in numerical order
FY89 Purchase order begin with the Alpha letter A(effective Jan 89)
FY90 Purchase order begin with the^Alpha letter B(effective July 1, 89)

(Wr\t.«.. Tine • B^nawt^ 4nMnt/iw .K. .4 #„• u . w SA»A«W< CA*>4»^

5* Present Volume on Hand (No. of file drawer*)
,13

6. Istjjwted Accumulation (learl/)

7* Audit SequircBeste
Stete £ O
federal ntl rInt«rnal ^H
Sudapsndant

6. Xetijoated A c t i n g par File Braver* (Activity Odd*. BTOR (asad daily)} KEDI9C (oBce/twiec
aoDthly); LOW (lass thas oae« sjoathly). )

Current Taer E M OJ
After 1. Ir, B K © Aft«r Aat Tsar doafi activity bseoas IDV 1st,

9. Could Record Series be stored in the State
Records Center*

its £& m £Z7
Uhant ASAP

10* Becosnended Sataotio&t

3 years

H • Inventory prttpvr^d. by _ Wavne F. Allen
(Priat

tetat 5/30/89

Talep'waa luobert (301) 328-7295
DGS-550-4 1/81



OP
>rd» MiifHi§a_iit JArlMiem

ACBNCT BBODRDS lAVJJdOKT
JaLof -2L

1. Department

University of Maryland at Baltimore

2* Division
Financial Affairs

3. fteit Accounts Payable

i» fiecord Series and Title: (Def. A fro\$> of records filed as • wait, need as • «ait , and •hid
may be traneferred or disposed of u e «nit.)

General Accounting Records:
Encumbrance Logs AD010

I>ercrlptiont (Oire • brief description of a typical folderf inclode content, purpose, and
form &ame(e) and nuBiber(g),

Looseleaf note book containing record of encumbrance batches sent to Data
Processing to be key punched.

5.

6.

Present Volume on H_d
4

XetijBftted AccitBulttion
1

(No. of f i le

(learlj}

drawers) 7, Audit Requirements
State £_T
federal n^l »lBteroal E3
iBdependant .{

%rt«»al £ST
6. Setimted Activity par rile fomeri UcUritr Onide- EIQR (need daily); KEDHM (once/tviea

. WBthly)f IDV (less than oaee aoBthlj}. )
Ctrront Tear E K ft)
After 1. I P , I K ( S AfUr tfcat Tear do«ff •eUrity beoow XOW 1st.

9. Could Record Series be stored in the State
Becorde Center,

5K £3 90

Mbsns ASAP

10c BaooMaended Retention:
3 years

U . Inrentory prepared by Wavne F. Allen
(Print SeaeT"

Sates 5/30/89

Tel^^joas fiSBbar* (301) 328-7295
DGS-550-4 1/81



or
ItJMLfMMOt Itt.Ti*iOB

AQ6NCT KBG0RD6 ZIVJX1UKT 2TA
1. Department

University of Maryland at Baltimore

2* DiTieion
Financial Affairs

Je Uttit Accounts Payable

1*. Record Series and Title: (Def. A group of records filed as • unit, need as * unit, and whicl
a»y be transferrad or disposed of as a «nit.)

General Accounting Records:
Encumbrance Print Out AD010 ^

Percriptiont (Oire a brief description of a typical folderj include content, purpose, and
Tons zuune(s) and nmber(s).

Contains Computer prinLufof Key Punched encumbrances from Purchase Orders and
Change Orders
UM Accounting System Report - Daily diagnostics
Program Number - AD010

fNnte* Dfic a Strrxrit^ inMnfnf* aVî t̂ for
5* Present Volume on Hand (No* of f i le drawer*)

3
6. Betlacted Accumulation (Tearly)

3

?• Audit Bequlreaente 1
6Ute CXZ
federal tin •Internal EH
Indapandafet , 8

>&rtemcl BS
6. Estimated Actirity par File Dravart (Actiritr Oadde- HICK («ee4 daily)| KE3I» (onca/tviee

•DDthly)? S£)c (lass taao oaec monthly) ̂  )
Current Tear B K (^
After 1. Xr, B K (£) After »«t jraar doa« activity teooaw SOW 1st,

>. Could Record Series be stored in the State
Eecords Center,

Iftien: ASAP

10, Beoosnanded Bataotio&t

3 years

U.» Inventory pr*p*n& by Wavne F. Allen
(Print

Detes 5/30/89

Tele?l»as iwabert (301) 328-7295
DGS-550-4 1/81



HBKBKt OF CaWilU BKTXCBS

AQBiCT IBQ0RD6 OTWIDBI 2TA.
1. Department

University of Maryland at Baltimore

2, filTitiOD
Financial Affairs

3. Unit
Financial Systems

ii. Record Series and Title: (Def. a froup of records filed as • vnit, need as ft unit, «nd which
•ay be transferred or disposed of as • wzdt.)

General Accounting Records: A™-m i_ u Annon
Financial Accounting System - Daily Diagnostic Reports - AD010 through AD097

Per criptiont (Qir% a brief description of * typieal folderi inclode oontent, porposc, and
rone Mjrie(e) and m»ber(«).

Printouts (computer) - l%" x 11" - Daily cycle
Made up of 20 different reports - which make up the daily processing information an
cash posted, invoices paid and various transactions that have updated the various
cost centers on campus.
AD008 - thru - ADO53 covers whats been processed and posted to the accounting system
for that day.

(Note? Pap > ai

5* Present Volume on Hand (No. of file drawer*)
100 approx.

6, BetlMcted Accumulation (Yearly)
25 approx.

7. Audit Requi:
State ££7
Federal rp
Independent

t»

rlBtersal £3

6. £etiMtad AcUrity ptr Tile Drawer: (ActiTitr Qoide* COB (wd daii?-)} KEDHK (oBce/tMiec
Bcnthiy)j I0V (loss than oaee aontblj), >

Curr«nt Tear ( | ) l i %
After l , Tre B ® I After «htt year doac ac t iv i^ teooa* UW 2i«t.,

9. Could Record Series be stored in the State
Eecorde Centere

us £3 m £ZJ
s&en: ASAP

10« Bee id*d B»taatio&t

3 years

U« Inrentory pnptriA by Wavne F. Al len
(Print BSJMT

Satat 5/30/89

f*le?*»* IVBBbari (301) 328-7295
DGS-55O-4 1/81



or
rd» Miruft—it. B&vialoe

AOBtCT KE0DKD6 lflVJHIUKT
^ r " ! ^

1, Department

University of Maryland at Baltimore

2.

3.

l&vlsion
Financial Affairs

Q&it Comptroller

I* Record Series and Title: (Def. A group of records filed as a «nit, need as • tmit, and whic>
B«J be transferred or disposed of M • wdt.)

General Accounts recoras: *^
General Correspondence

Per criptionj (Qive a brief description of a typical folder; include content, purpose, and
form name(e) and nraober(B).

The General Correspondence files for the Comptroller include the following
information: '.

General Correspondence
Budget ' 1
Year End Closing ;
Audit Information and Reports
Payroll and Requisitions/Purchase Orders for the Office

fNr>t-*>- nnc « K*TV»T>*** 4 n * > n i A * v a k M « * « • ttc»V\ 9mf*\v*l ftJl^-<»«^

5. Present Volume on Hand (No* of f i le drcvers)
32

6. Betijuted Accusulstios (Yearly)
8

7. Audit Requiraente
State CZ2
federal £ZL rlnWrnal CS
eUKI^^^DoAfiw

6. £etiB&t«d AcUritgr par m e Oravert (icUTity Oeide- BZOR (u»ed daily); XEDIOK (oaee/tsriee
•onthly)! 20V (lass than one* Monthly), )

Current leer ® K I
After 1. Jr, 1 (th I After tf»t yaar d&oe acUr i^ beooa* KW 2is±..

9. Co'old Record Series be stored in the State
Records Center*

Vhent ASAP

10 . Bac nĵ j Betaotiont
3 years

U . Inrentorj prepared by Wavne f. Allen
CPriat BmeT

Batat 5/30/89

Telej'joai fwabari (301) 328-7295
DGS-550-4 1/81


