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Item
No. Description Retention

PAYROLL REPORTS

regular and contractual employee payroll
report of wages, accounts charged, sources
of wages, (i.e. shift, OT)

INTERIM PAYROLL REPORTS

biweekly-to-date error reports, accounting
feeds, test reports

retain for 3 years or
until audited, then
destroy

screen weekly, retain for
one year, then destroy
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I MSTRUCT IQN^ - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDUU
(DOS 880-1 )

I . DEPARTMENT/AGENCY

UNIVERSITY. OF MARYLAND SYSTEM

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P . O . BOX 271

MARYLAND 20794

2. DIVISION
UNIVERSITY OF BALTIMORE

AGENCY RECORDS INVENTORY

PACE J- OF

S. UNIT
PERSONNEL

DEFINITION-RECORD IES A OftOUP OF RSLATKD
RBHCK AM mtau. A

RDS NORMAU.Y F ILKD AND USKD AS A UNIT FOR
urmrriQH AND o r t w t T i e w rtntmonm* .

4. RECORD SERIES TITLE
PAYROLL REPORTS

I . EARLIEST YEAR/LATEST YEAR
1987 \~J 1991

TO

« . RECORD SERIES DESCRIPTION ( tlKFLY
IN 1HE I

m e * ia
ERIES.

TVPKS OP IMPORMATION/DOCUMKNTS/I
INCLUDK TMK PURPOSE OR FONCTION OF THK R n U )

This series contains regular and contractual employee payroll reports of wages,
accounts charged and sources of wages (i.e. shift, OT). It documents biweekly,
calender year-to-date and fiscal year-to-date payroll reports.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

Q LEGAL SIZE ° COMPUTER Ti

O BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE B VIDEO TAPE

XX OTHER(SPECIFY)

computer printout

». RECORD SERIES i

}ftALPHABETICAL

O NUMERICAL

^CHRONOLOGICAL

O GEOGRAPHICAL

• OTHER(SPECIFY)

t .

50.0

O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMf'Uim TAPE(S)
R OTHER(SPECIFY)

computer binder

10. 'ION
O FILE DRAWER(S)

l" c w o r" J <
1 COMPUIUI TAPE(S) .

nnmnnter. P im-iarriw) bindef
It . FILE IS USED

B DAILY O MONTHLY

IS. CURRENT LOCATION!S) (

AC 1st Fl. Room 112 & CH Basement RM. 54

I*, FILE ECOMES INACTIVE AFTER
O MONTH( 8 ) XXYEAR(S)

1 4 . IS RECORD SERIES DUPLICATED
t l F YCS, SPKCIFY AOBKCY OR O F F ( C K )

a

18. ACCESS RESTRICTIONS B YES • NO
(IF VKB, CITK LAW(B) A RKOUUATION(S)

Right to Privacy Act

1C. AUDIT REQUIREMENTS

° NONE 9 STATE O FEDERAL * II^DEPfvl

17. IS AN INDEX SYSTEM
•RIKPL.Y AKD DNCRI

( I F VKBtKXFLAIN
ANY HARDBARK/SOFTS

XKYES O NO

Indexed by pay-period and fiscal year.

i t . nErrwaaiDED RETENTION

Retain for 3 years or until audited,
then destroy.

9. NAME AND TITLE OF PREPARER

Douglas Preyosto,
business
systems ̂
Coordinator

20. TELEPHONE NUMBER

(410)625-3406

21. DATE

12/10/91

DCS 550-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

. (DOS 1B0-I )

" 1. DEFARTMENT/ACENCY

UNIVERSITY MARYLAND SYSTEM

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX 271

JESSUP. MARYLAND 207*4

2. DIVISION
UNIVERSITY OF BALTIMORE

AGENCY RECORDS INVENTORY

FACE 2 OF 2

S. UNIT
PERSONNEL

DEFINITION-RECORD IES-A *noup op RKLALTKD RKCORDS NORMALLY PILED AND USED AS A UNIT
ION AMP DISPOSITION WIWHI1M

4. RECORD SERIES TITLE

INTERIM PAYROLL REPORTS
I. EARLIEST YEAR/LATEST YEAR

1990 TO 1991

#. RECORD SERIES DESCRIPTION (•"«"«' •«•«••« THE TYPES OT INFORMATION/DOCUMENTS/
•IN fHE SERIES. INCLUDK TMK PURPOSE OH FUNCTION OP THE ER1KS)

This series contains biweekly-to-date error reports, accounting feeds and test
reports. It documents current payroll statistics for regular and contractual
employees.

7. RECORD SERIES FORMAT(S)

a LETTER SIZE ° MICROFILM

O LEGAL SIZE ° COMPUTER TAPE

• BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

(£ OTHERJSPECIFY)

computer printouts

S. RECORD SERIES

tf ALPHABETICAL

D NUMERICAL

XX.CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

It.

IS. CURRENT LOCATION(S) (BLD6. .FLOOR.ROOM)

FILE IS USED

O DAILY O MONTHLY

AC 1st Floor Room 112

° FILE DRAWER(S)
a MICROFILM REEL(S)
O COMPUTER TAPE(S)
5? OTHER(SPECIFY)

nnmnnfor

10. ANNUAL ACCUMULATION

D FILE DRAWER(S)
15.0 ° MICROFILM REEL(S)

D COMWJim TAPE(S)
i binders

12. FILE BECOMES INACTIVE AFTER
D M0NTH( 8) ttYEAR(S)

14. IS RECORD SERIES DUPLICATED
t ip res , SPKCIPY AsnrcT OR OPPICK)
O YES JftNO

IS. ACCESS RESTRICTIONS ^ YES • NO
(IP YKS, CITS LA*(s) ft RBOULATIONC s)

Right to Privacy Act

Iff. AUDIT REQUII

D STATE D FEDERAL D INDEPI

1 7 . IS AN INDEX SYSTEM USEDf ( IP VKS.KJCPLAIN
•RIKFLY AKO DKBCRIBB ANY HARO«Aftc/SOPTW,

j? YES • NO

Indexed by pay period

I*. RETENTION

Screen weekly, retain for one year
then destroy.

[9. NAME AND TITLE OF PREPARER
Business
Systems

Douglas Prevosto, Coordinator

20. TELEPHONE NUMBER

(410)625-3406

21. DATE

12/10/91

DCS 350-4 (REVISED 2/87)


