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DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

1391

PACE
NO. Of 1

UNIVERSITY OF MARYLAND SYSTEMS
UNIVERSITY OF BALTIMORE ACCOUNTS RECEIVABLE

AOKNCV 01 VI WON

Item
No. Description Retention

STUDENT FINANCIAL FILES

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, cashier summary reports, drop/add reports,
paid parking reports, paid health insurance reports
and student correspondence

UNSATISFIED FINANCIAL ACCOUNTS

unpaid Perkins Loan files, unsatisfied checks,
unpaid deferred payment contracts, unpaid company
contracts and unpaid collection accounts

STUDENT FINANCIAL AID FILES

paid Perkins Loan Files, completed financial aid
check release contracts and completed book
coupons

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

Retain until satisfied,
destroy.

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

Sdiadula AaaiovW W Dapsrtment,

Atari cy, »r Civilian Rapratantaflva

Aug. 8, 91
Data

President
T i l l .

Sdiadula
Hall of Racora1! Commit l ie *

/ /b..a Slati



IMSTRDCTIONB..TVPK OR PRINT A
SEPARATE FORM FOR KACH NEW OR

WITH RECORDS RETENTION
(DOS !•••!)

•ARTMEMT/AOENCY

niversity .of Maryland Systems

EPARTMENT OF

RECURUS MANAi
7S7S BA1

P.O.

GENERAL SERVICES

MOMENT DIVISION
PERLOO ROAD
SOX 171

a. DIVISION

University of Baltimore

AGENCY RECORDS INVENTORY

». UNIT

Accounts Receivable

DEFINITION' V PI
BBFEBEMCE AS BELL AS BBTBNTIOM «HD

ANB WB8B AS A UNIT POB

4. HKOORD SERIES TITLE

Student Financial Files •* YEAR

iqq1

SERIES DESCRIPTION | "••"'•* DBBCRIBE TNB TVPSS OT INPOBMATIBN/BOeUBBNTS/l
IN 1HK SERIES. INCLUBB TNB PURPOSE OB rOBCTIOM OP TUB BBRtBS)

This series contains: 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, Cashier Summary Reports, Drop/Add
Reports, Paid Parking Reports, Paid Health Insurance Reports and
Student Correspondence. *

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

R. RECORD SERIES FORMAT(S)

CKLETTER SIXE O^ICROFILM

SIZE O COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

SIS

0.

BMHBBR(S)

/ w ? ,O COMPUTER TAPE(S)
O OTHER(SPECIFY)

I * . ANNUM. * m MU|. AT I ON
^ F l l * DMUHtR(S)
° MICROFILM MBEL(S)

COMPUTER TAPE(S)

I t . FILE IS
O DAILY

LOCATION(S) (

Charles Hall Room 127

i t . FILE BECOMES INACTIVE AFTER
O MONTH(S)

14. IS RECORD SERIES DUPLICATED EUBBMMBf
H r IKB, sMteimr M m e r on o m e « )

I S ,
( I P vm

RESTRICTIONB /£YES

, e m LAS(B) *

Buckley Amendment

O NO If. AUDIT HBOJUII

O NONE ̂  STATE ^EBSJML

1 7 . IS AN INDEX SYSTEM UBEDf ( | p
BIIIBPLV AKO DBSeniBB AMY MA

IN

NO

.SIS (Student Information System)

> • • IBKSOMMOEJED RCTENTION

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

NAME AM» TITLE OF PREPARER

Helen M. Perrera
Business Office Manager

tfl.

(301) 625-3013
tl. DATE

July 23, 1991
DOB M«>4 |REVISED 1/S7)



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES.
WITH RECORDS RETENTION
[DOS ••©-!)

University of Maryland Systems

DEPARTMENT OF GENERAL SERVICES
MANAGEMENT DIVISION

7X7S WATERLOO ROAD
P.O. BOX X7I

MARYLAND X07*4 •

X. DIVISION

University of Baltimore

AGENCY RECORDS INVENTORY

S. UNIT

Accounts Receivable

DEFINITION OF mCl-ATKO BKOtORDB HO—HI I t F l l ANB USBB AS A UNIT FOB

4 . RECORD SERIES TITLE

Unsatisfied Financial

I. EARLIEST YEAR/LATEST YEAR

IQftO T O 1991

SERIES IPTION ( ,T DZSCalBS TNI
I N W E SERIES.

Or INFOBMATION/POCUMMTS/FOMa
rn« rtmpoM on FONCTIOM OF TW n i n n |

This series contains: 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 contract,

T(SJ
'SCLETTER SIZE B^MICROFILM

P^LEGAL SIZE ° COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

Sis

f. ANNUM. ACCUMULATION
I** FILE DRABER(S)
O MICROFILM REEL(S)
O KMFUTMR TAPE(S)

II. FILE IS USED

• DAILY ^-MONTHLY

IS. CURRENT LOCATION(S) (

Charles Hall Room 127

IX. FILE INACTIVE AFTER
O MONTH(S) £<YEAI»(S}

14. IS RECORD SERIES DUPLICATED
SPSCIFY A M NCT en OTFICK)
NO

I I . ACCESS RESTRICTIONS fffK»
( I F m, CITS LA>(S) *

-Buckley Amendment

NO I f . AUDIT RCOJUI

a NONE J<STATE % FEDERAL X

1 7 . IS AN INDEX SYSTEM USED! ( IF VKS.KXFLAIN
BRISFLV AKO H K R I U ANY HAROBAIW/BOFTI

I t .

J&YES O NO

SIS (Student Information Systems)

RCTENTION

Retain permanantly or until satisfied,
then destroy

B. NAME AND TITLE O

Helen M. Perrera
Offirp Managpr-

XO. TELEPHONE NUMBER

(301) 625-3013

XI. DATE

July 23, 1991

DCS SIO-4 (REVISED X/S7)



• INSTRUCTION».*TV"« OH PRINT A
SEPARATE FORM
MEVII
WITH

• • • • I )

mversity of Maryland Systems

DEPARTMENT OF 6ENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7tt9 Ml
P.O.

JESSUP, MARYLAND M 7 M

I. DIVISION
Univeresity of Baltimore

AGENCY RECORDS INVENTORY

PAO* *3 (

». UNIT

Accounts Receivable

DEFINITION* V PI
AS

AS A UNIT
AS AHH

•J • ŝ H%̂ ^Wlsw s V H I s t V T l l i s a

Student Financial Aid Files

*. SERIES
1R SERIES. , . |

BSJ
This Series contains: 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

IBS FOHHAT(S)

SIZE ^MICROFILM

SI3X Q CCMFUTER '

AUDIO TAPE O VIDEO T<

O OTHER(SPECIFY)

» . VOUMC

DKABEII(S)

I * . ANNUM. AOOUMUMtriON

0 ° MICROFILM REEL(S)
O COMPUTER TAPE(S)

1 1 * FILE IS USED
O DAILY

IS. FILE INACTIVE AFTER

• is. eumnr LOCATION(S) (

Charles Hall Room 127

14. IS RECORD SERIES DUPLICATED

IIP Y*S, SPTCIPV

a

I S . ACCESS RESTRICTIONB
(IF VBS, eiTS LAS(s) •

B-ucklej Ame^ment

O NO
TIflN(sl

K . AUDIT REOII

O NONE

1 7 . I S AN INDEX SYSTEM IMEDf ( I F

BRISFLV AKO MC«CHIBa ANY
• •

O NO

i t . RETENTION

SIS (Student Information System)

Retain for fiv§ years or until Audit
requirements are completed, then destroy

NAME AND TITLE OF

Helen M. Perrera
Business Office Manager

ft*.

(301) 625-3013

II. DAT!

July 23, 1991

•••-4 (REVISED I/tJ)


