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Central & District Offices
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AGENCY i oI vVIsION
ltem
No. Description Retention
1 ACCOUNTING RECORDS Supersede Schedule 809

General Accounting Records

Certificate of Deposit & Bank Deposit Slips

Distribution of Charges

Memorandum of Adjustments

Monthly Repcrt of State Funds Collected
and Deposited :

Transmittals

Special Accountinmg Records

Reports of audits conducted by the
Legislative Auditors

Reports of audits conducted by persons or
agencies other than the Legislative
Auditors '

Books of Final Entry - General Ledgers

' Schedulo Authori2ed by

L

_ years or s

Hall “of Records Commission

e Bt [

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

Retain for ten (10)
years then destroy.

Retain permanently.

Transfer periodically to
Md. State Archives.

Retain Permanently.
Transfer periodically to
Md. State Archives,

Dato -,

Sonerire Tirle Date

Stote Archivist

Ernest Macnew Fiscal Administrator
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C. Budget and Fiscal Plamming Records

Budget Estimates

Budget Schedule Amendment -

Materials and Supplies Physical Inventory
rReport of Fixed Assets

Report of Materials and Supplies

Request for Position Action-

D. Pavroll Accounting Records

Employee Roster Card File
Payroll and Check Register
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 Tickets and Mileage Reports
Mesorandum Receipt and Property Condemation Reports
Paid Bills and Invoices

Paid Bonds and Coupons
Periodic Financial Reports to Local/Stace 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 Federal)

F. Purchasing Records

Acrual Bmergency and Repairs Report
Copy of Contract Awarded

Credit Menorandum

Notice of Award of Contract
Out-of-Schedule Requisition for Supplles

" Purchiise Order

Report of Partial Delivery
Requisition for Supplies
(also Agency Interoffice Requisitions)

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

destroy.

Retain for three (3) vears and
until all audit requiremen:s
have been fulfilled, then
destroy.

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

destroy.

Retain for three (3) years and
until all audit requirerencs
have been fulfilled, then -
destroy. 4
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INSTRUCT IDNS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY .

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD _
¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 )
. o PAGE 1 ofF _1
| (DGS 8B0-1) JESSUP, MARYLAND 20794 .
_izpmmm 2. DIVISION 3. UNIT
Office of the Public Defendpr Fiscal Fiscal

* DEFINITION-RECORD SERIES.® @ROUF OF

RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

-4, RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DI!SPOSIT|ON PURPOSES

. EARLIEST YEA.R/LATEST YEAR
1988 ro Present

6. RECORD SERIES DESCRIPTION |
4N THE SERIES.

Accountlng Records

Legislative Auditors,

BRIKFLY DESCRIBE THE TYPES OF INFOMTION/DCCMNTB/NM FOUND

INCLUDE TME PURPOSE OGN FUNCTION OF THE SEFIES)

ITEM # 1., B. - Reports of audits conducted by personsor agencies other thari the

Books of Final Entery - General Ledgers

7. RECORD SERIES ronw\'r(s)
{LE'ITER S1ZE o mcmru.u

o/LEGAL S1ZE ﬂ/mn.rrsn TAPE -
FLOPPY DISK

‘mm-m/

0O AUDIO TAPE Q\HD£O'N“E

O OTHER(SPECIFY) ™

8. RECORD SERIES SEGQUENCE
| W/Amms:nuu. '
M'ﬂ/mmcm.
CHRONOLOG 1 CAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME )
W‘HLEtmNnﬂﬂS).

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

? OTHER(SPECIFY)

20 -
NUMBER

10, Ammx.myccmuuﬂon
FILE DRAWER(S)
O MICROFILM REEL(S)

{1r vyes, ciTe LAW(S) & rEGULATION(S)

i 20
i RGWEPR O COMPUTER TAPE(S )
. o
| 11. pie 1s useD 12. FiLE BECOMES INACTIVE AFTER
.+ OpaiLy .0 wEERLY " D/ncmm.v 3 . O monTH(S) YEAR(S
o . , .
13. CURRENT LOCAT!C.IN(S) (auac..n.oon ROOM ) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
¢ tir vtsm/ppzc17v saency om orrice)
O vyEs »
15. ACCESS RESTRICTIONS O YES D/No 16,

AUDIT REQUIREMENTS

Fue

O NoNE B/SI'A'I'E ‘G/FEDERAL B/INIJEPEN'DEN'I'

17. IS AN INDEX SYSTEM USED? (1y YRS.E)PLAIN

lnler;/Ann DRSCRIBE ANY HARDEARE/SOFTWARE )

Oyes O no

-~

o

RECOMMENDED RETENT ION’
Transfer periodcally to

Retain permanently. .
.Md. State Archives,

19.

F/mg

20.

it Mo i lielf

TELEPHONE NUMEER

10\ 4B 333" y% v

21. DATE

/zfi/?”?/”

DGS 550-4 (REVISED 2/87)




