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OFFICE OF THE PUBLIC DEFENDER Central & District Offices
civ* •lew

Item
No. Datcriptlon R«unt ion

ACCOUNTING RECORDS Supersede Schedule 809

A. General Accounting Records

Certificate of Deposit & Bank Deposit Slipsj
Distribution of Charges
Memorandum of Adjustments
Monthly Report of State Funds Collected

and Deposited
Transmittals

B. Special Accounting Records

Reports of audits conducted by the
Legislative Auditors

Reports of audits conducted by persons or
agencies other than the Legislative
Aud itor3

Books of Final Entry - General Ledgers

Fiscal
Administrator

M«|t ml Raa»i

Retain for three (3)
years or un t i l a l l
audit requirements
have been fu l f i l l ed
then destroy.

Retain for ten (10)
years then destroy.

Retain permanently.
Transfer pariodcally to
Md. State Archive*.

Retain Permanently.
Transfer periodcally to
Mi. State Archives.

itett Ar»

Ernest P. MacNew
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Irani

No.

i
i

^ ^

Description

C, Budget and Fiscal Planninfi Records

Budget Estimates
Budget Schedule Amendment
Materials and Supplies Physical Inventory
Report of Fixed Assets
Report of Materials and Supplies
Request for Position Action

D. PayroLl Accounting Records

Employee Roster Card File
Payroll and Check Register
Payroll Exceptions Tijne Report
Payroll TransndLttals
Payroll Warrants

E. Miscellaneous Accounting Records

Bank Books, Statements, and Deposit Receipts
Budget Papers and Work Sheets
Cancelled Checks, Check Copies and Check Stubs
Delivery Orders and Receipts
Gas Withdrawal Tickets and Mileage Reports
Meonorandua Receipt and Property Condonation Reports
Paid Bills and Invoices
Paid Bonds and Coupons
Periodic Financial Reports to Local/State Agencies
Receipt Copies and Stubs
Receiving Reports
Reconciliation and Trial Balance Sheets
Renewable Licenses
Requisitions and Purchase Orders
Stock Record Cards
Tine Sheets
Withholding Tax Foraw and Statements

(local, State and Federal)

F. Purchasing Records

Actual Emergency and Repairs Report
Copy of Contract Awarded
Credit Memorandum
Notice of Award of Contract
Cut-of-Schedule Requisition for Supplies
Purch.ise Order
Report of Partial Delivery
Requisition for Supplies

(also Agency Interoffice Requisitions)

VCHCOULI ,
MO. 1424
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Retention

Retain for three (3) ye.ir* or
until all audit requiremeiu.s
have been fulfilled, then
destroy.

Retain for three (3) years? or
until all audit requirements
have been fulfilled, then
destroy.

Retain for three (3) years or
until all audit requirements
have been fulfilled, then
destroy.

i

Retain for three (3) years or
until all audic requirements
have been fulfilled, then
destroy.



NSTRUCT IQNS • • TYPE OR PRINT A
CPARATC FORM FOR EACH NEW Oft
EVI6ED RECORD 8ERIES. FORWARD
riTH RECORDS RETENTION SCHEDULE

1 . DEPARTMENT/ACENCY

Office of the Public Defend

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX Z7B

JEBBUP, MARYLAND 207B4

Z. DIVISION

;r Fiscal

AGENCY RECORDS INVENTORY

PACE 1 or 1

J, UNIT

Fiscal

->EFINITION-RECORD SERIES' anotif1 or RKLATBO wraonos NORMALLY r t u to AND ware A* A UNIT
Wff:WMC« AW WBI-L. HUtTKNTIOH ANP

4. RECORD SERIES TITL£

Accounting Records

EAR. IEOT YEAft/LATEST YEAR

19§8 TO Present

<J RECORD SCRIES DESCRIPTION l B I * " i r r ' L Y OK«CI»I«« TKK TYMCB OP INre*MATION/DOCUMCNT*/reM#« FOVHD
•IN THK SlCrt/ES. IftCbUCC THC ^UW»O»|t OK rurtCTION OP TMC f i

Accounting Records

IT£94 # 1«, B, - Reports of audits conducted by personsor agencies other than the
Legislative Auditors.
Books of Final Entery - General Ledgers

f. RECORD SERIES FORMAT(tt)

fl^LCTTKft SIZE 0 MICROFILM

SgBUAL ttIZE B^COMPUtiCII TAPS

Q/KJND BOOK ©^FLOPPY DISK

° AUDIO TAPE 0 VIDEO TAPK

o em**nSPECIFY)

» . RECORD SERIES SEOJJENCK

^ALPHABETICAL

».*i»>O/M»S»ICAL

: ' B/CHRONOLOOICAL,

P aCOCRAPHICAL

• OTMER(SPRCIFY)

1 1 • nut is USED

D DAILY a WEEKLY Ŝ MCNTHLY

I S . CURRENT LOCATION(S) (BLJJC..PLOOR.ttOOM}
201 St. Paul 'Ptace
Record Management Diyision-Lower Level

1 1 . ACCESS HE«TR1CTIONS D YES (SKNO
( i r m , C I T S L A * ( » J «t RBOULATION(«)

17. IS AN INDEX SYSTEM USKDt ( i r Vt l .u^UAIN
•RISPL.V AKB D«»Cnl»K ANY MAf>P«ARK/ •OrTWAflC)

a YBS q NO

•

'•.NAME Ah«O TITLE OF PRETARER

< ^ - ^

B. VOLUME
s/plLE DRAVER1S)
0 MICROFILM RSEL(S}

2C1 0 COMPUTER TAF*(S)

10. ANNUAL ACCUMULATION
v FILE DRAWR(S)

2Q 0 MICROFILM REEL(S)
RDnmr a COMPUTER T A P C ( S )

0 ntWDicMrpirvi

' * • FILE BECOMES INACTIVE AFTtH
- 3 D MONTH(SJ mOTEAHJB)

14. IS RECORD SERIES DUPLICATED EL8EVWHE.T
(IF YKS, BfCCIFV /.OrKCV Oft OFFICE)
O YES Cr NO

IC. AUDIT MCQUIROENTS

0 NONE M STATE & FEDERAL OT INPEPENDENT

J». RECOMHCNDED RETENTION

Betftiri permanently. Transfer periodnally t9
Md. State Archives.

XO. TCLEFMONE NUMBER X 1 . CATC
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