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Records Management Divisien

RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES

/

SCNEDULE
NO

" 1391

P
ol € Lof 1

UNIVERSITY OF MARYLAND SYSTEMS
UNIVERSITY OF BALTIMORE

ACCOUNTS RECEIVABLE

AGENCY

ltem
No. Description

DI VISION

Retention

J

1 STUDENT FINANCIAL FILES

deposits, credit card receipts, refund request
vouchers, library adjustments, paid deferred

and student correspondence

2 " UNSATISFIED FINANCIAL ACCOUNTS

unpaid Perkins Loan files, unsatisfied checks,
contracts and unpaid collection accounts

3 STUDENT FINANCIAL AID FILES

check release contracts and completed book

statement of fees, cash receipts, certificate of

payment contracts, paid company contracts, paid
collectdon accounts, tuition Calc reports, purge
reports, cashier summary reports, drop/add reports,
paid parking reports, paid health insurance reports

unpaid deferred payment contracts, unpaid company

paid Perkins Loan Files, completed financial aid

Retain for five years or
until audit requirements
are complete, then destroy

Retain until satisfied,
then destroy.

Retain for five years or
until audit requirements

coupons are complete, then destroy]
Schedyle Approved by Depertment, . Schedule Authorized by .
Agency, or Divisien Representetive ' Holl of Records Commission . | .
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JHSTRUSTIGNS - - TYFE OR PRINT A
SEPARATE FORM FOR KEACH NEVW OR
REVISED RECORD SERIES. FORWARD
VITH RECOADS RETENTION SCHEDULE
(DGS 380-1)

r.0.

DEPARTMENT OF GENERAL SERVICKS
RECORDS MANAGEMENT DIVISION
7278 VWATERLOO ROAD

|oX 278
JESOUF, MARYLAND 207084 -

AGENCY RECORDS INVENTORY

race [ __or 3

DEPARTMENT /AGENCY
niversity .of Maryland Systems

2. DIVIiSION

University of Baltimore

3. UNIT
Accounts Receivable

RENCE AS WELL. AS

4. RECORD SERIES TITLE
¢ Student Financial Files

.mm".mmn.uamwuumnmmvnmmmuam"m

« EARLIEST YEAR/LATEST YEAR
T 1991

T SERIES.

This series contains:

~

¢. RECORD SERIES DESCRIPTION ‘-IIPI-' DESCRIBE THE TYFPES OF II"-QTIQIM[N roOuND

Statement of Fees, Cash Receipts, Certificate of Deposits, Credit Card
Receipts, Refund Request Vouchers, Library Adjustments, Paid Deferred
Payment Contracts, Paid Company Contracts Paid Collection Accounts,
Tuition Calc Reports Purge Reports, Cashler Summary Reports, Drop/Add
Reports, Paid Parking Reports, Paid Health Insurance Reports and
. Student Cotwespondence.

It documents the billing, payment and adjustments to all student accounts Pecelvable accounts.

INCLUDE THE PURFPOSE OR FUNCTION OF THE sEmixs )

7. RECOND SERIES FORMAT(S)

HAxTTER S12X 7Gulennr|un

PizaAL SIZE O COMPUTER TAPK
BOUND BOOK O FLOPPY DisK
AUDIO TAPE O VIDEO TAPE

O oTHER(SPECIFY)

SLS

‘

1CAL
0 CHRONOLOGICAL,

ity

0 GEOGRAFIICAL
0 omvER{srECIFY)

5. VoLl

ILE DRANER(S )
O MICROPILM REXL(S)
0 COMPUTER TAPE(S)
0 onER(srEcIry)

/50
i

10. ANNUAL ACCLMALATION

OFILE DRAR(S)
1.5 0 uicRoriLe mxL(s)

NOIMER © COMPUTER TAPE(S )

| 1% pug 18 uszD
0 pAILY

Al PuonTILY

0 wEmay

12 pILE BECOMES INACTIVE AFTER

0 MoNTH(S) JKvaan(s)

3
]
t

13, CUNRENT LOCATION(S) (mDG.,FLOOR,ROCM)

Charles Hall Room 127

tir ves, sreciry sssxcy on
o . orrica)

18. ACCESS RESTRICTIONS 0 no
{ir ven, C17x LAW(S) & mEeuLATIONIS)
Buckley Amendment

16. AUDIT lﬁllm

0 o Jarare  DCrenamaL ’dm

17. IS AN INDEX SYSTEM USKD? (i1r vRS.0PLAIN
BRIEFLY AND DESCRIRN ANY HMARDRARK/SOFTUARER )

.

ﬁmnm

. SIS (Student Information System)

~

Retain for five years or until Audit
requirements art completed, then destroy.

tm AND TITLE OF PREPARER

Helen M. Perrera
Business Office Manager

TELEPHONT NUMEER
(301) 625-3013

July 23, 1991

DGS 330-4 [REVISED 2/87)




( JUSTRMETIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO NOAD
P.0. BOX 278
JESSUP, MARYLAND 20794 -

AGENCY RECORDS INVENTORY

race 2 or I

. DEPARTMENT /AGENCY

University of Marvland Systems

2. DIVISION
University of Baltimore

3. UNIT
Accounts Receivable

DEF INIT)ON -RECORD “.u.l GROUF OF RELATED RECORDE NOAMALLY FILED AND USED AS A UN)T ron

4. RECORD SERIES TITLE

Unsatisfied Financial Accounts

rur:rluc- AS EELL A9 ?gzggznou AND DISPOSIYION PURFOEKS

5. EARLIKST YEAR/LATEST YEAR

1980 __ vo _1991

This series contains:

4% AE SERIES.

.. IES DESCRIPTION ‘-II'I.' DESCRIBE THE TYPES OF INNMTI“IM[W FouND
RECORD INCLUDE THRE PURPOSE OR PFUNCTION OF THE SENiksS )

Unpaid Perkins Loan files, unsatisfied checks, unpaid deferred

payment contracts, unpaid company contracts and unpaid collection
accounts.
It documents the issuance of financial aid, deferred payment contracts and company contractk.

7. RECORD SERIES FORMAT(S)
Wixrrer s1zs FFuicroriue
)‘L:GAL sIzx : ::::::f:‘::rt

D AUDIO TAPE O VIDEO TAPK
O OTHER(SPECIFY)

S1S

5. vouam
A riLx DRABER(S)
0 O MICROFILM REEL{S)
izzllr‘:‘:"‘"" TAFK(S)
0 OTHER{SPECIFY)

18, ANNUAL ACCAMULATION
¥ FILE DRAWIR(S)
o * O O MICROrILN REEL(S)
RUIMEW O COMPUTER TAPE(S)

O cnsmisexcieyy |
| 98- pix 18 usED I2. piLK BECOMES INACTIVE AFTER
: O pAILY 0 wEmaY FRuoNTHLY ﬁ. O MonNTH(S) SXvEAn(s)

|

t 13. CURRENT LOCATION({S) {B.DG.,FLO0R,RO0M)

Charles Hall Room 127

14. IS RECORD SERIES DUPL ICATED ELSENHENK?Y
tir ves, sreciry semncy on orrick)

0 vxs Al o

15. ACCESS RESTRICTIONS

-Buckley Amendment

[ ves
{ir vyus, ci7x LAw(s) & mEcuLATION(S)

16. AUDIT REQUINDENTS

0 jox  Kerarx KWIW

17. 1S AN INDEX SYSTEM USED? (1r vaS.EXPLAIN
BRIEFLY AKD DESCRIRE ANY mnonn:llomm)

lbvis 0O No

SIS (Student Information Systems)

RECCIMMINDED RETENT ION

Retain permanantly or until satisfied,
then destroy

.’. NAME AND TITLE OF PREPARER

Helen M. Perrera
Business QOffice Managerp

20. TELEPHONE NUMEER

(301) 625-3013

July 23, 1991

DGS 3350-4 (REVISED 1/87)




JNSTRUCTIGNS - *TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECOMD SERIKS. FORWARD
WITH RECOADS RETENT ION SCHEDULE
(DGS 3850-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGIMENT DIVISION
7278 WATERLOO ROAD
P.0. X 278
JESSUP, MARYLAND 20704

AGENCY RECORDS INVENTORY

racx ~7_or 3

DEPARTMENT / AGENCY
University of Maryland Systems

2. DIVISION
Univeresity of Baltimore

3. UNIT

Accounts Receivable

wlﬂlflm'm n'u.h SROUP OF RELATED RECOADS NORMALLY FILED AND USED AS A uNIT ron
REFERKNCE AS EELL. AS

4. RECORD SERIES TITLE
' Student Financial Aid Files

LATEST YEAR
o 1991

This Series contains:

6. RECORD SERIKS DESCRIPFTION ‘-I"I.' DESCRIBE THE TVPES OF lnnm'ruu[m,m POUND
INCLUDE THE PURFOSK OR FUNCTION OF YeE SEmIRS )

n THE SERIKS.

Paid Perkins Loan Files, Completed Fiancial Aid Check Release
Contracts and Completed Book Couponds.
It documents the issuance and payment of student financial aid files

7. RECOMD SERILS FORMAT(S)

Foxrran s1zx Kuncnoriun
fa.mn. 812X O COMPUTER TAPK

BOUND BOOK O FLOPPY DISK
AUDIO TAFE O VIDEO TAFK
O oTHER(|SFECIFY)

—Sl

yQunn-ﬂm
Sousanica

O CHRONGLOGICAL
O GEOGRAPHICAL
O onER(SPECIFY)

9. VoL

Z‘;'u DRASER(S )
e

ICROF ILM REXL(S)
0 COMPUTER TAPE(S)
10. ANNUAL AGCASARAT ION

O onEn{srciry)

dag s HEn el

| 1% pix 18 usxo

0 palLY 0 oy

Slucamay .

e

T

-

Charles Hall Room 127

13, CUNNENT LOCATION(S) ({BDG.,FLOOR,ROCM)

FILE BECOMES INACTIVE AFTER
O MoNTH(S)

Puan(s)

0 yxs o

14. IS RECOND SERIKS DUPL ICATED ELSEWHERK?
tir vee, sreciry asency on orrica)

18, ACCESS RESTRICTIONS

{ir vs, civx Lawis) & nEeuwaTION(S)

Buckley Amendment

16. AUDIT REQUINDENTS

O N PReTaTe  S<rmnemas X inoarnooeT

17, 18 AN INDEX SYSTEM USKD? {1F vaS.XPLAIN
BRIEFLY AND DESCRIBE ANY HARDRARR/SOFTRARE )

1}{1;3 o no

" SIS (Student Information System)

requirements

Retain for five years or until Audit

are ¢ompleted, then destroy

'mmrlmwmm

Helen M. Perrera

Business Office Manager

20. TELEFHONE MASER

(301) 625-3013

July 23, 1991 R i

DGS $80-4 (REVISED 2/87)




