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Item
Ne. Description Retention
1 ACCOUNTING RECORDS Supersede Schedule 809

A, General Accounting Recards

Certificate of Deposit & Bank Deposit Slip4 Retain for three (3)

Distribution of

Charges

Memorandum of Adjustments

Monthly Report of State Funds Collacted have been fulfilled

and Deposited
Transmittals

B. Special Accounting Records

Reports of audits conducted by the

Legislative Auditors

Reports of audits conducted by persons or Retain permanently.
agencies other than the Legislative Transfer periodecally to
Auditors Md, State Archives.

Books of Final Entry - General Ledgers Retain Permanently.
Transfer pericdeally to
Md. State Archives.

_Zfﬁm_

- Fiscal

years or until all
audit requirements

then destroy.

Retain for tea (10)
vears then destroy.
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No.

Description

C. Budget and Fiscal Plarming Records

Budget Estimates

Budget Schedule Amendment

Materials and Supplies Physical Inventory
Report of Fixed Assets

Report of Marerials and Supplies

Request for Position Actiom

D. Payroll Accounting Records

ee Roster Card File
Payroo{l and Check Regiscer
Payroll Exceptions Time Report
Payroll Transmittals
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 Tickats and Mileage Rep

oxrts

Menorandum Receipt and Property Condemation Repottj

Paid Bills and Invoices
Paid Bonds and

“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

Time Sheets .

Withholding Tax Forms and Statements
(Local, State and Fedaral)

F. Purchasing Records

Actual Emerg and Repairs Tt
Copy of Ccmt:ggz Avarded Repo
Credit Menvrandum
Notice of Award of Contract
. Qut-of-Schedule Requisition for Supplies
Purchiise Ol.der
Report of Partial Deliwvery
Requisitim for Supplies
(also Agency Interoffice Requisitions)

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

Retain for three (3) vears or
until all audit requiremencs
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
wmtil all audir requirenencs
have been fulfilled, then
descroy,

pe . 04?



NSTRUCTIQNS ~TYFE OR PRINT A

KPARATE FORM FOR EACH NEW OR
EVIGED RECORD BERIES. FOMNARD

fITH RECORDS RETRNT ION BCHEDULE r.O,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

X 178

AGENCY RECORDS INVENTORY

pace 1L__or 1

A GQROUP OF RELATED REJORDE NORMALLY FILED

“EFINITION-RECORD SERIES-
AEFERENCE AS BELL AS RETENTION AND DISPOOITION PUBFORES .

4. RECORD BERIES TITLE

2!:'” JESSUP, MARYLAND 20794 -
1. ARTMENT [ AGENCY . 2. DIVISION 3. WY
Jffice of the Public DefengLr Fiscal Fiscal

AND UVEED AR A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

1288 o freggent

Accounting Records
. RECO ! SCRIPTL
¢ RD SERIES DESCRIPTION ( THE SERIES.

Accounting Records

ARIKFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS /FORME FOUND

INCLUDE THE PURPOSE ON FUNCTION OF THE SEWIES)

ITEM # 1,, B, = Reports of audits conducted by psrsonsor agencies other than the

Legislative Auditors.

Books of Final Entery « General Ledgers

J. RECORD SERIES FORMAT(S)

& LETTER SizE O MICROFILM

o4 8175 B/COMPUTER TAPE
D BOOK FLOPPY DISK

D ADIO TAPE O VIDEO TAPK

D oTHER(SPECIFY)

6. RECORD BERIES SEQUENCE 9.
nﬁurwu:vuu&

.Cb:?un:nuu;
o B CHRONOLOGICAL,

O GEOGRAPH ] CAL
0 OTMER(SPECIFY)

VOLUME
FILE DRAWER|(S)
© MICROFILM REEL(S|
20 O COMPUTER TAPE(S)
. 0 OTHER{SPECIFY)

10, meCLMULATIm
FILE DRAWER(S)
O MICROFILM REEL(S)

e ©
COMMUTER TAPE(S)

e
" itz 13 uskD 1. plLZ BECOMES INACTIVE AFTER
O DAILY a weoay &' Moy ‘_m&n._ O MoNTH(S) YEAR(S )

13, CURRENT LOCATION{S) (BLDG.,FLOOR, ROCH )

201 St. Paul "Place
Record Management Division-Lower Level

14. 1% RECORD SERIKS DUPLICATED ELECWHEREY

trip v:nVl-umrv s8ENCY OR oFrFice)
C vyES NG

15. ACCXSE RESTRICTIONS O vxs u/;o
l1r vee, ciTx Lawls) & rmauLaTION(S)

16. AMDIT REQUIREMENTS

O NONE c¥saﬁ:’ly}mgmu. o | NDEPENDENT

17, 18 AN INDEX BYSTEM USED?T (ty wves.xsPLAIN
BRIEFLY AND DESCRIBE ANY MARPDNARK/ SCPFTWARE )

Cws O wNo

RECOMMENDED RETENT }ON
Transfer periadaally to

Retalin permansntly.
Md, State Archives.

t9. NAME AND TITLE OF msﬂmsn—i 20. TELEPHMONE NUMBER 1.

f 313 ~451S

DATE
T-02-"Gv
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