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Item
No. Description Retention

1. GENERAL ACCOUNTING RECORDS
Size: Varied
File Arrangement: Chronological/Alphabetical
Audit: State, Federal and Independent:

both Internal and External

This records series includes all standard State and
University of Maryland System accounting forms and
general accounting records which provide supporting
data for permanent general ledgers and other books of
final entry.

Amendments to the forms identified below will not
normally require any change in the retention schedule.
If the description, retention life, or new record
series is changed or added, the retention schedule will
be amended to reflect such changes.

All or some of the following records are found in State
agencies or the University of Maryland System:

General Accounting

Daily Parking Operation Tickets and Summaries
Campus Account Records
Revolving Fund and Auxiliary Enterprise Account Folders
Folders for State Funds Cash Receipts and Requisitions
Central Billing Statements, Batches, and Paid Invoices
Journal Voucher and Interdepartmental Transfer Batches

7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
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Description

Student Accounting

Accounts Receivable:
Reports:
Hospitalization
Fees and Indicators
Tuition Charge Programs
Billing Detail
Sync Run
Outside Billing
Journal Voucher Detail
Monthly Reconciliations
Aging's - Student Accounts Receivable
Student Accounts Receivable Bills
Certificate of Deposits Detail
Remission of Fees
Guarantee Student Loan Advance Slips
Copi-Card Inventory
Hospitalization - Waivers and Applications
Outside Billing Detail
Outside Billing Invoices
Correspondence Files - By Semester
Financial Aid Distribution and Collection:
Financial Aid Check Transmittals
Financial Aid Reports
Financial Aid/Schools Correspondence
Loan Collections - Correspondence - Health

Professions Loans
Loan Collections - Correspondence - Perkins Loans
Loan Collections - Correspondence - Private Loans
Fund Listings - Journal Entries Financial Aid
Financial Aid Correspondence
Financial Aid Workpapers

Restricted Funds

Grant Folders
Batch Folders
Restricted Funds Correspondence

Payroll

Payroll Transfers
Payroll Entries/One Pay Cards
Special and Technical Fees
Payroll Correspondence
Statement of Payroll Charges
Payroll Cards
Payroll system Reports

SCMDUU
MO. 1429

Mo°l2 of 4

Retention

7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years

7 Years
7 Years
7 Years

7 Years
7 Years
7 Years
7 Years
7 Years
7 Years

7 Years
7 Years
7 Years

7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
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DCS-550-1A •ECOUtt IE TEMTIMI M D PISPOSAL SCHEDULE
tCOMTIMUATlON SMSBT)
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Description

Travel

Expense Statements and Supporting Documentation
Journal Vouchers for Airline and Rail Tickets
Billing Documentation
Travel Correspondence

Working Fund

Bank Statements and Reconciliations
Cancelled Checks
Check Stubs
Transmittal Lists
Certificate of Deposit and Bank Deposit Slips
Working Fund Correspondence

Disbursements/Payroll

General Correspondence

Accounts Payable

Batch Lists
STARS A30485 Vendor Payment Detail Report by
Submitting Agency

STARS A30499 Agency Vendor Payment Report
STARS A30401 Detail of Transactions Posted
STARS Vendor Payments - Warrants and Reference
Daily Diagnostics ADO10 Expense
Journal Vouchers
Delayed Payments
Completed Purchase Orders
Confirming Requisitions
Numerical Purchase Order Files
Encumbrance Logs AD010
Encumbrance Print Out AD010

Financial Systems

Financial Accounting System - Daily Diagnostic
Reports - ADO10 through ADO97

Comptroller

General Correspondence
Cost Accounting
Effort Report Reports
ADA Report
Accumulated Salary Runs
Capital Equipment Depreciation Schedules
Cost Studies
Effort Reports Daily Logs

KNIDUU
MO. 1429

Ma 3 of 4

Retention

7 Years
7 Years
7 Years
7 Years

7 Years
7 Years
7 Years
7 Years
7 Years
7 Years

7 Years

7 Years

7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years
7 Years

7 Years

7 Years
7 Years
7 Years
7 Years
7 Years
7 Years

Fig. 6A



DGS-550-1A IECQ1DS ICTEiTIMi AND DISPOSAL SCHEDULE
ICOMTIMUATlON ftMBBTI

KMIMIU
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Description Retention

Cost Accounting Continued

Department Administration Contact Sheets
EDSA Reports
Effort Reports and NSD's
GSEL Reports
Inventory Records
Library Study
Loadoafs
OAF Deletions
Physicians Services Response Schedules
Effort Reports Response Schedules

NOTE:

Retain for 7 years and until all audit requirements hava
been fulfilled, then destroy.

7
7
7
7
7
7
7
7
7
7

Years
Years
Years
Years
Years
Years
Years
Years
Years
Years
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INSTRUCTIQNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULJE
(DCS SBO-I)

University
Baltimore

sity of Maryland at

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 27*

JESSUP, MARYLAND 20794

2. DIVISION

Financial Services

AGENCY RECORDS INVENTORY

PAGE OF 16

>. UNIT

Cost Accounting

DEFINITION •RECORD SERIES-A O R O U P O P MLATSD RECORD* NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION >UMBgEl •

4. RECORD SERIES TITLE

Effort Report Reports

General Accounting Records: B. EARLIEST YEAR/LATEST YEAR
1988 TO 1991

• . RECORD SERIES DESCRIPTION IBRIKPI-V DESCRIBE THE TYPES OP INPORMATION/DOCUMENTS/PORMS POUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BERtES)

Schedules of salary distribution by effort percents for individuals by school/department.

7. RECORD SERIES FORMAT(S)

D LETTER SIZE D MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER ( SPEC IFY )

11 x 14 data binder

8. RECORD SERIES SEQUENCE

G ALPHABETICAL

x£ NUMERICAL

D CHRONOLOGICAL

B GEOGRAPHICAL

D OTHER(SPECIFY)

B. VOLUME

4
NUMBER

O FILE DRAWER(S)
D MICROFILM REEL(S)
O COMPUTER TAPE(S)
&XOTHER( SPECIFY)
data hinders

1 0 . ANNUAL ACCUMULATION
O FILE DRAWER(S)

•̂  • MICROFILM REEL(S)
° COMPUTER TAPE(S)

xB wuFBIsprriryl bmde
II. FILE IS USED

O DAILY WEEKLY RXMONTHLY

12. FILE BECOMES INACTIVE AFTER

• MONTH(S) (

13. CURRENT LOCATION(S) (BLDG..FLOOR.ROOMJ

Admin. Bldg. 2nd Fir. Rm. 232
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF VCB, SPECIFY /.OEKCY OR OFFICE)
D YES

IS. ACCESS RESTRICTIONS • YES xR NO
(IF YES, CITE LAW(S) « REOULATION(S)

16. AUDIT REQUIREMENTS

O NONE OXSTATE HXFEDERAL XX INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (ip YES.E>7LAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE)

D YES Bx NO

18. RECOMMENDED RETENTION

7 Years

19. NAME AND TITLE OF PREPARER

Wayne F. Allen

20. TELEPHONE NUMBER

(410) 328-7295

2 I. DATE

DCS 350-4 (REVISED 2/87)

Fig. 7



IHSTRUCTIQNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 550-1)

I ^BEPARTMENT/ACENCY

University or Maryland at
Baltimore

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 10784

Z. DIVISION

Financial Services

AGENCY RECORDS INVENTORY

S. UNIT

Cost Accounting

DEFINITION-RECORD SER1ES-A GROUP OP RELATED RECORDS NORMALLY PILED AND USED AS A UNIT POR
REFERENCE AS WELL AS RETENTION AND DISPOSITION FUltMgEl •_

A. RECORD SERIES TITLE

ADA Report .
General Accounting Records: B. EARLIEST YEAR/LATEST YEAR

1QS6 TO 1QQ0

«. RECORD SERIES DESCRIPTION (•RIK|Pl-r DESCRIBE THE TYPES OP I NPORMAT I ON/DOCUMENTS/FORMS POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

American Dental Association Report - includes financial data by account and category for the
School of Dentistry. Also, includes all supporting paperwork.

7. RECORD SERIES FORMAT(S)

)8cLETTER SIZE ° MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOOK D FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

£k OTHER(SPECIFY)

binder book

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

*& CHRONOLOGICAL

B GEOGRAPHICAL

B OTHER(SPECIFY)

II . FILE IS USED

O DAILY 0 WEEKLY MONTHLY

9. VOLUME

NUMBE

Q FILE DRAWER(S)
• MICROFILM REEL(S)
Q COMPUTER TAPE(S)

R OTHERt SPECIFY)
data binder

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)

4 D MICROFILM REEL(S)
KBHSWT ° COMPUTER TAPE(S)

BXfyrnrw(c;PFriFv}bindpr
12. FILE BECOMES INACTIVE AFTER

7 D MONTH(S) XXYEAR(S)
NUMBEW

IS. CURRENT LOCATION(S) ( BLDG. ,FLOOR,ROOMJ

Admin. Bldg. 2nd Fir. Rm. 232
14. IS RECORD SERIES DUPLICATED ELSEWHERET

( IP YES, SPECIFY /.OEKCY OR OFFICE)
D YES

IS. ACCESS RESTRICTIONS • YES

(IP YES , C I TE LAV( S ) A RBOULAT I ON ( S )
16. AUDIT REQUIREMENTS

O NONE BXSTATE K>FEDERAL ^ INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF VI8.E>7LAIN
BRIEFLY AKD DESCRIBE ANY HARD*ARK/SOFTWARE)

O YES NO

1 8 . RECOMMENDED RETENTION

7 Years

l». NAME AND TITLE OF PREPARER

FaQ
Wayne F. Allen

20. TELEPHONE NUMBER

(410) 328-7295

2 I. DATE

DCS 550-4 (REVISED 2/87)

Fig. 7



INSTRUCT IONS• • TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(Dfg SBO-I)

I ̂ SEFARTMENT/AGENCY
University of Maryland at
Baltimore

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7Z71 WATERLOO ROAD
P.O. BOX 27B

JESSUP. MARYLAND X07B4

2. DIVISION

Financial Services

AGENCY RECORDS INVENTORY

PAGE

J. UNIT

Cost Accounting;
DEFINITION-RECORD SERIES-* O R O U P O r «*LATBD RKCORDB NORMALLY PILED AND USED AS A UNIT FOR

REFERENCE AS IBU. AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE General Accounting Records:
Accumulated Salary Runs

B. EARLIEST YEAR/LATEST YEAR

1988 TO 1991

6. RECORD SERIES DESCRIPTION (•RI«Fl-Y "SCRIBE THE TYPES OP INPORMATION/DOCUMBNTS/PORMB POUND
•IN THE SERIES. INCLUDE THE PURPOSE Oil .FUNCTION OP THE SERIES)

Salary Data accumulated in several formats and report styles.

7. RECORD SERIES FORMAT(S)

gxLETTER SIZE ° MICROFILM

• LEGAL SIZE • COMPUTER TAPE

^PbuMD BOOK • FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

XK NUMERICAL

Q CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

12
NUMBER

XKFILE DRAWER(S)
• MICROFILM REEL(S)
• COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
©(FILE DRAWER(S)

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

D OTHTPlRPTCiryl
II. FILE IS USED

XR DAILY WEEKLY MONTHLY

IZ. FILE BECOMES INACTIVE AFTER
7 • MONTH(S) KKYEAR(S)

IS. CURRENT LOCATION(S) ( BLDG. , FLOOR. ROOM )

Admin. Bldg. 2nd Fir. Rm. 232

14. IS RECORD SERIES DUPLICATED ELSEWHERET
ilP YES, SPECIFY /.OENCY OR OFFICE)
D YES XBt NO

IB. ACCESS RESTRICTIONS O YES
(IP YES, CITE LAW(s) » REGULATION! s)

16. AUDIT REQUIREMENTS

D NONE tfX STATE XK FEDERAL EIXlNDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES.E17LAIN
BRIEFLY AND DESCRIBE ANY KARDSARE./SOFTWARE)

YES NO

18. RECOMMENDED RETENTION

7 Years

19. NAME AND TITLE OF PREPARER

P
Wavne F. Allen

20. TELEPHONE NUMBER

(410) 328-7295

21. DATE

DGS 350-4 (REVISED 2/87)

Fig. 7



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

SBO-I )

I .^EFARTMENT/AGENCY
University of Maryland at

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 207B4

2. DIVISION

Financial Services.

AGENCY RECORDS INVENTORY

S. UNIT

Cost Accounting

DEFINITION-RECORD SERIES_A OROUP OF MCLATBD RECORDS NORMALLY PILED AND UtID AS A UNIT FOR
REFERENCE AS K U . AS RETENTION AND DISPOSITION

4. RECORD SERIES TITLE General Accounting Records:

• Capital Equipment Depreciation Schedules

B. EARLIEST YEAR/LATEST YEAR

1986 TO 1987

• . RECORD SERIES DESCRIPTION fBRIKrt-V DESCRIBE THE TYPES OP INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Computer printouts of equipment depreciation using several different formulas.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

Q LEGAL SIZE • COMPUTER TAPE

•JPXJND BOOK D FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

Be OTHER{SPECIFY}

11 x 14 data binders

6. RECORD SERIES SEQUENCE

• ALPHABETICAL

Q NUMERICAL

xR CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

B. VOLUME

1
NUMBER"

• FILE DRAWER(S)
D MICROFILM REEL(S)
Q COMPUTER TAPE(S)
& OTHER(SPECIFY)

data binder

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)

2 D MICROFILM REEL(S)
NUilhgR D COMPUTER TAPE(S) data

binders
1 1 . FILE IS USED

D DAILY O WEEKLY MONTHLY

1 2 * FILE BECOMES INACTIVE AFTER
_ 7 DMONTH(S)

! I S . CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM)

Admin. Bldg. 2nd F i r . Rm. 232
14. IS RECORD SERIES DUPLICATED ELSEWHERET

t l F YES, SPECIFY AOEKCY OR OFFICE)
D YES XB NO

I S . ACCESS RESTRICTIONS D YES & NO
( I F Y E S , C I T E L A « ( S ) A REOUI_ATION(S)

16. AUDIT REQUIREMENTS

O NONE OXSTATE XX FEDERAL CKINDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDIARt/SOFTWARE)

a YES NO

18. RECOMMENDED RETENTION

7 Years

AND TITLE OF PREPARER

Wayne F. Allen

20. TELEPHONE NUMBER

(410) 328-7295

2 I. DATE

DCS 550-4 (REVISED 2/87)

Fig. 7



INSTRUCTIQNS••TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(BfiS B80-I)

ARTMENT/AGENCY

Jniversity of Maryland at
"iltimore

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX X7B

JESSUP, MARYLAND 10764

X. DIVISION

Finanripl

AGENCY RECORDS INVENTORY

S. UNIT

Accounting

DEFINITION-RECORD SERIES-A OROUF- OP ULATKO RECORDS NORMALLY PI LCD AND UBKC AS A UNIT POR

REFERENCE AS WBU. AS RETENTION AND DISPOSITION PU»FO»E1 •_

4. RECORD SERIE8 TITLE

tost Studies
General Accounting Records: B. EARLIEST YEAR/LATEST YEAR

1986 TO 1991

«. RECORD SERIES DESCRIPTION (•RI"FL>Y D«»CRIBE THE TYPES OP INPORMATION/DOCUMENTS/PORM8 POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OP TNE SERIES)

Various independent cost studies for schools of law, pharmacy and medicine.

7. RECORD SERIES FORMAT(S)

X*R LETTER SIZE D MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOOK O FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

x£ CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

II . FILE IS USED

D DAILY • WEEKLY SXMONTHLY

9. VOLUME

DRAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S)
OTHER{SPECIFY)

tO. ANNUAL ACCUMULATION

D FILE DRAWER(S)

r O MICROFILM REEL(S)

tA d
()

D COMPUTER TAPEjs) data
bid

)

binde
12. FILE BECOMES INACTIVE AFTER

7 D MONTH(S)
RUMBER

YEAR(S)

; 13. CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM)

Admin. Bldg. 2nd Fir. Rm. 232

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(IP YES, SPECIFY AOEKCY OR OPPICE)
O YES XKNO

I B . ACCESS RESTRICTIONS • YES XH NO
- ( IP YES, CITE UA«(s) ft REOUUATI ON ( S )

1 6 . AUDIT REQUIREMENTS

O NONE XKSTATE XR FEDERAL XX INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (ir VEB.U7LAIN

BRIEFLY AKD DESCRIBE ANY HARDWARE./SOFTWARE)

D YES NO

18. RECOMMENDED RETENTION

7 Years

IS. NAME AND TITLE OF PREPARER

J 5 L
Wayne F. Allen

20. TELEPHONE NUMBER

(410) 328-7925

2 I. DATE

DCS 550-4 (REVISED 2/87)

Fig. 7



INSTRUCTIQNS•-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS >BO-t)

t .'^BEPARTMENT /AGENCY

University of Maryland at

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION

Financial Services

AGENCY RECORDS INVENTORY

PAGE 6 OF 16

a. UNIT

Cost Accounting

DEFINITION-RECORD SERIES A GROUP OP RELATED RECORDS NORMALLY1 PILED AND USED AS A UNIT POR
REFERENCE AS BELL AS RETENTION AND DISPOSITION fum»QgEl l_

4. RECORD SERIES TITLE General Accounting Records:
Effort Reports Daily Logs

B. EARLIEST YEAR/LATEST YEAR

1988 TO 1991

• . RECORD SERIES DESCRIPTION I • * • K | r i"T D"CRIBE THE TYPES OP INFORMATION/DOCUMENTS/FORMS POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Computer printouts of effort reporting daily input.

7. RECORD SERIES FORMAT(S)

D LETTER SIZE • MICROFILM

O LEGAL SIZE • COMPUTER TAPE

BOOK O FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

£xOTHER( SPEC IFY)

11 x 14 data binder

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

B NUMERICAL

MX CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

4
NUMBER

• FILE DRAWER(S)
D MICROFILM REEL(S]
• COMPUTER TAPE(S)
MOTHER (SPECIFY)

binders
10. ANNUAL ACCUMULATION

• FILE DRAWER(S)
1 O MICROFILM REEL(S)

° COMPUTER TAPE(S)

II . FILE IS USED

XH DAILY • WEEKLY O MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
• MONTH(S) XXJ YEAR(S]

; 13. CURRENT LOCATION(S) (BLDC.,FLOOR.ROOM)

Admin. Bldg. 2nd Fir. Rm. 232
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY AOEKCY OR OFFICE)

D YES *kNO

IB. ACCESS RESTRICTIONS • YES X)P NO
(IF YES, CITE LAB(S) * RBOULATION(S)

16. AUDIT REQUIREMENTS

E S T A T E )GC FEDERAL fflx INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN

BRIEFLY AKD DESCRIBE ANY HARD1ARC/BOFTVARE)

0 YES J® NO

18. RECOMMENDED RETENTION

7 Years

AND TITLE OF PREPARER 20. TELEPHONE NUMBER

(410) 328-7295

2 I. DATE

DCS 550-4 (REVISED 2/87)

Fig. 7



IHSTRUCT IQNS • - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS SBO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7I WATERLOO ROAD
P.O. BOX Z7B

JESSUP, MARYLAND Z07B4

AGENCY RECORDS INVENTORY

PAGE 7 OF 16

1 ̂ EFARTMENT/AGENCY

University of Maryland at
D n ]

Z. DIVISION

Finanf iai

1. UNIT

Arcm ih1"i no

DEFINITION-RECORD SERIES-* °"OOF O r «LATED RECORDS NORMALLY PILED AND USKD AS A UNIT FOR
REFERENCE AS K U . AS RETENTION AND DISPOSITION »UMn«E» •__

4. RECORD SERIES TITLE General Accounting Records:
Department Administration Contact Sheets

». EARLIEST YEAR/LATEST YEAR

1988 TO 1988

• . RECORD SERIES DESCRIPTION (•Rl«''l-Y DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF TNE SRFTtES)

Contact sheets and worksheets for individuals contacted that have reported departmental
administration effort on their effort report.

7. RECORD SERIES FORMAT(S)

X$? LETTER SIZE • MICROFILM

D LEGAL SIZE • COMPUTER TAPE

l^P>UND BOOK D FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

x8 OTHER(SPECIFY)

11 x 14

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

XR NUMERICAL

D CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

NUMBIS"

XKFILE DRAWER(S)
D MICROFILM REEL(S)
D COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
^CFILE DRAWER(S)

^ • MICROFILM REEL(S)
D COMPUTER TAPE(S)
D QTHTBfRPTr1FV I

II. FILE IS USED
O DAILY WEEKLY MONTHLY

1 2 . FILE

NUMBER

:COMES INACTIVE AFTER
O MONTH(S) XJ? YEAR(S]

; IS. CURRENT LOCATION! S) ( BLDG. , FLOOR. ROOM )

Admin. Bldg. 2nd Fir. Rm. 232

14. IS RECORD SERIES DUPLICATED ELSEWHEREf
(IF VES, SPECIFY /.OEKCY OR OFFICE)

• YES XX NO

IS. ACCESS RESTRICTIONS • YES x£ NO
(IF YES, CITE LJMV(S) A REOUI-ATION(S)

16. AUDIT REQUIREMENTS

O NONE }R STATE XK FEDERAL XB INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
•RIBFL.Y AKD DESCRIBE ANY KAROIARc/SOFTWARE )

D YESX)P NO

18. RECOMMENDED RETENTION

7 Years

NAME AND TITLE OF PREPARER

Wayne F. Allen

DCS 350-4 (REVISED 2/67)

Z0. TELEPHONE NUMBER

(410) 328-7295

Fig. 7

2 I. DATE



IMSTRUCT IONS"TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
IPOS BBO-I )

t ^•JEFARTMENT/AGENCY

University of Maryland at
Baltimore

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION

Financial Services

AGENCY RECORDS INVENTORY

PAGE 8 OF 16

I. UNIT

Cost Accounting
DEFINITION-RECORD SERIES-* O R O U P O F ™LATED RECORDS NORMALLY PILED AND USED AS A UNIT POR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PUWPaiM •

«. RECORD SERIES TITLE
General Accounting Records:

B. EARLIEST YEAR/LATEST YEAR

1986 TO 1986

• . RECORD SERIES DESCRIPTION (BRIK>ri-V DESCRIBE THE TYPES OP INPORMATION/DOCUMENTS/PORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Salary distribution by effort categories. Used for beginning of indirect cost proposal.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

LEGAL SIZE B COMPUTER TAPE

BOOK O FLOPPY DISK

B AUDIO TAPE Q VIDEO TAPE

£kOTHER(SPECIFY)

11 x 14 data binder

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

)& CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

». VOLUME

FILE DRAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S)
OTHER(SPECIFY)
hinripr.c;

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)

3 O MICROFILM REEL(S)

o COMPUTER TAPE!s) data
BXQTHERC sprr i FY ) binder

ii. FILE IS USED

D DAILY O WEEKLY MONTHLY

l2' FILE BECOMES INACTIVE AFTER

7L • MONTH(S) SkYEAR(S)

, 13. CURRENT LOCATION!S) (BLDG.,FLOOR.ROOM)

Admin. Bldg. 2nd Fir. Rm. 232

14. IS RECORD SERIES DUPLICATED ELSEWHERET
I IP YES, SPECIFY /.OIEKCY OR OPPICE)
° YES X« NO

IB. ACCESS RESTRICTIONS • YES
(IP YES, CITE LAl[l) « REOUUATI ON ( S )

1C. AUDIT REQUIREMENTS

O NONE XS STATE X)P FEDERAL XB INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.K>7LAIN

BRIEFLY AKD DESCRIBE ANY HARDWARE./SOFTWARE )

YES NO

18. RECOMMENDED RETENTION

7 Years

IB. NAME AND TITLE OF PREPARE!?

Wayne F. Allen
DCS 550-4 (REVISED 2/87)

20. TELEPHONE NUMBER

(410) 328-7295

21. DATE

Fig. 7



INSTRUCT IONS--TYPE OR PRINT A
EEPARATC FORM FOR EACH NEW OR
REVISED RECORD 6ERIES. FORWARD
WITH RECORDS RETENTION SCHEDUUE

IBO-I )

1 .^BtPARTMENT/AGENCY
University of Maryland at
Baltimore

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION

Financial Services

AGENCY RECORDS INVENTORY

PAGE OF 16

1. UNIT

Cost Accounting
DEFINITION-RECORD SERIES'* OnOUP Or "*LATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR

REFERENCE AS IEU AS RETENTION AND DISPOSITION >UIIFO«E1 •

«. RECORD SERIES TITLE General Accounting Records:
i Effort Reports and NSD's

8. EARLIEST YEAR/LATEST YEAR

1988 TO 1991

«. RECORD SERIES DESCRIPTION {

Effort Report forms.

BRIEFLY DESCRIBE THE TYPES OP
•IN THE SERIES.

INFORMATION /DOCUMENTS /FORMS FOUND

INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

7. RECORD SERIES FORMAT(S)

)& LETTER SIZE • MICROFILM

O LEGAL SIZE • COMPUTER TAPE

^P*JND BOOK B FLOPPY DISK

B AUDIO TAPE B VIDEO TAPE

O OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

O ALPHABETICAL

xg NUMERICAL

D CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

RXFILE DRAWER(S)
O MICROFILM REEL(S]

11 D COMPUTER TAPE(S)
NUMBER Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

XR FILE DRAWER(S)
2 D MICROFILM REEL(S)

° COMPUTER TAPE(S)

II . FILE IS USED

X* DAILY WEEKLY MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

1 O MONTH(S) &tYEAR(S)

IS. CURRENT LOCATION! S) ( BLDG., FLOOR. ROOM)

Admin. Bldg. 2nd Fir. Em. 232

14. IS RECORD SERIES DUPLICATED ELSEWHERET
I IP YES, SPECIFY /.OEKCY OR OFFICE)
D YES SKNO

IS. ACCESS RESTRICTIONS • YES XS NO
- (IF YES, CITE LA*(S) & REOULATION(S)

16. AUDIT REQUIREMENTS

O NONE x£ STATE >S FEDERAL J&: INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (ip YE8.E>J>LA|N
BRIEFLY AND DESCRIBE ANY HARDIARc/SOFTWARE)

YES NO

IB. RECOMMENDED RETENTION

7 Years

19. NAME AND TITLE OF PREPARER

Wayne F. Allen

DCS 5S0-4 (REVISED 2/67)

20. TELEPHONE NUMBER

(410) 328-7295

Fig. 7

2 I. DATE



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

University of Maryland at
Baltimore

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7Z7I WATERLOO ROAD
P.O. BOX Z7S

JESSUP, MARYLAND Z0794

Z. DIVISION

Financial Services

AGENCY RECORDS INVENTORY

PACE 10 OF 16

S. UNIT

Cost Accounting
DEFINITION-RECORD SERIES-* O R O U P O r "*LATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR

INFERENCE AS WELL AS RETENTION AND DISPOSITION

4. RECORD SERIES TITLE General Accounting Records:
GSEL Reports

8. EARLIEST YEAR/LATEST YEAR

1986 TO 1990

ECORD SERIES DESCRIPTION (•RIEPLV DESCRIBE THE TYPES OP INPORMATION/DOCUMENTS/PORMS POUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

FAS vs. GSEL Reconciliation - Reports only for the years:

1986
1987
1990

7. RECORD SERIES FORMAT(S)

D LETTER SIZE • MICROFILM

SGAL SIZE • COMPUTER TAPE

BOOK D FLOPPY DISK

B AUDIO TAPE O VIDEO TAPE

)St OTHER{ SPEC IFY )

11 x 14 data binder

8. RECORD SERIES SEQUENCE

G ALPHABETICAL

xR NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

1
NUMBER

O FILE DRAWER(S)
Q MICROFILM REEL(S]
O COMPUTER TAPE(S)
CR OTHER(SPECIFY)

hi nrip.r
10. ANNUAL ACCUMULATION

D FILE DRAWER(S)
1 O MICROFILM REEL(S)

NTJUSWT D COMPUTER TAPE(S)

II . FILE IS USED

Q DAILY O WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

IS. CURRENT LOCATION!S) (BLDG..FLOOR,ROOM)

Admin. Bldg. 2nd Fir. Rm. 232
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlP YES, SPECIFY AOEKCY OR OFFICE)
D YES XJ?> NO

IB. ACCESS RESTRICTIONS • YES XS NO
(IP YES, CITE LAW(S) * RBOULATION(s)

16. AUDIT REQUIREMENTS

D NONE X$ STATE XR FEDERAL >OC INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (ip VE
BRIEFLY AKD DESCRIBE ANY HARD*ARC/SOFTWARE )

YES NO

18. RECOMMENDED RETENTION

7 Years

19. NAME AND TITLE OF PREPARE*

WaynS F. Allen

DCS SBO-4 (REVISED 2/87)

ZO. TELEPHONE NUMBER

(410) 328-7295

Fig. 7

2 I. DATE



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DASBO-t)

Universityor MaryTand at
Baltimore

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Financial Services

AGENCY RECORDS INVENTORY

PACE 11 OF 16

1. UNIT

Cost Accounting
DEFINITION-RECORD SERIES-* OmOW O r "LATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSE* •

4. RECORD SERIES TITLE

Inventory Records
General Accounting Records: B. EARLIEST YEAR/LATEST YEAR

1986 TO 1986

• . RECORD SERIES DESCRIPTION lBRiKr>-V DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Non-Capital Inventories for FY1986
Inventory Records

7. RECORD SERIES FORMAT(S)

Be LETTER SIZE • MICROFILM

SIZE O COMPUTER TAPE

BOOK O FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

D OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

B ALPHABETICAL

XR NUMERICAL

D CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

XR FILE DRAWER(S)
n MICROFILM REEL(Sj

^ D COMPUTER TAPE(S)
N U M B E* a OTHER{SPECIFY)

10. ANNUAL ACCUMULATION
XfX FILE DRAWER(S)

4 O MICROFILM REEL(S)
KUBTSWT ° COMPUTER TAPE(S)

D
II . FILE IS USED

O DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
1 D MONTH(S)

IJ. CURRENT LOCATION!S) ( BLDG..FLOOR.ROOM )

Admin. Bldg. 2nd Fir. Rm. 232

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
( I F YES, SPECIFY /.OEKCY OR OFFICE)
D YES }&NO

I B . ACCESS RESTRICTIONS • YES X $ NO
( I F YES, CITE L A » ( S ) * REOULJVTION(S)

1 6 . AUDIT REQUIREMENTS

• NONE E S T A T E XKFEDERAL BXINDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDSARE/SOFTWARE)

D YES )6t NO

18. RECOMMENDED RETENTION

7 Years

19. NAME AND TITLE OF PREPARER

ayne F. Allen

DCS 350-4 (REVISED 2/87)

20. TELEPHONE NUMBER

(410) 328-7295

Fig. 7

2 I. DATE



INSTROCTIQNS•-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(J-f-tlSO-l)

1. DEPARTMENT/AGENCY
University of Maryland at

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX X7B

JESSUP, MARYLAND 20794

Z. DIVISION

AGENCY RECORDS INVENTORY

PAGE OF 16

S . UNIT

r.ns1~ Ar.r.oiinf i n p
DEFINITION-RECORD SERIES-A OltOUF O F "LATSD RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PUBMBEl •

4. RECORD SERIES TITLE

Library Study
General Accounting Records: B. EARLIEST YEAR/LATEST YEAR

1985 TO 1989

•. RECORD SERIES DESCRIPTION (

Library Study forms

BRIEFLY DESCRIBE THE TYPES OF
•IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

7. RECORD SERIES FORMAT(S)

X%> LETTER SIZE B MICROFILM

:GAL SIZE O COMPUTER TAPE

BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

X& NUMERICAL

O CHRONOLOGICAL.

E GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

2
NUMBER

X$t FILE DRAWER(S)
• MICROFILM REEL(S]
• COMPUTER TAPE(S)
• OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

)& FILE DRAWER(S)
-̂  O MICROFILM REEL(S)

KTOSFTT D COMPUTER TAPE(S)
. D OTHTPlSPFrlFV< .

II . FILE IS USED

O DAILY ^WEEKLY MONTHLY

12 • FILE BECOMES INACTIVE AFTER

D t n f f H | s ' x ? p Y E A R ( S»
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Admin. Bldg. 2nd Fir. Rrn. 232
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY /.OEKCY OR OFFICE)

O YES ^ NO

IB. ACCESS RESTRICTIONS O YES >ft NO

(IF YES, CITE LAB(S) a REOUUATION(S)

16. AUDIT REQUIREMENTS

D NONE XH STATE 5« FEDERAL XK INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN

BRIEFLY AKD DESCRIBE ANY HARD* ARE./ SOFTWARE )

D YES RX NO

18. RECOMMENDED RETENTION

7 Years

18. NAME AND TITLE OF PREPARES

F. Al1pn

DCS 350-4 (REVISED 2/87)

20. TELEPHONE NUMBER

14101_ 328-7295

2 1. DATE

Fig. 7



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

t . DEPARTMENT/ACENCY
University Qf Maryland at
Baltitimore

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7S WATERLOO ROAD
P.O. BOX Z7B

JESSUP, MARYLAND Z0794

Z. DIVISION

Financial Services

AGENCY RECORDS INVENTORY

PACE 13 OF 16

S. UNIT

Cost Accounting

DEFINITION-RECORD SERIES-* °"°O1* O r ««-ATSD RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

' Load cafs •

General Accounting Records: 8. EARLIEST YEAR/LATEST YEAR

TO 1991

RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF
•IN THE SERIES.

INFORMATION/DOCUMENTS/FORMB FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Account create forms that are entered onto OAF System.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE D MICROFILM

SIZE • COMPUTER TAPE

BOOK • FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

^ OTHER(SPECIFY)

11 x 14 data binders

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

D NUMERICAL

XS> CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

NUMBER

O FILE DRAWER(S)
D MICROFILM REEL(S)
• COMPUTER TAPE(S)
J^OTHERJ SPECIFY)

hi nHpr.q

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)

2 D MICROFILM REEL(S)

NTJB1VK~ D COMPUTER TAPE(S)
• Y © OTHFRl SPrr I rv \ Ki n

II . FILE IS USED

X-P DAILY WEEKLY MONTHLY

l2> FILE BECOMES INACTIVE AFTER

mmrjr D «NTH(S) X5? YEAR(S,

13. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)

Admin. Bldg. 2nd Fir. Rm. 232
14. IS RECORD SERIES DUPLICATED ELSEWHERET

I IF YES, SPECIFY AOEKCY OR OFFICE)
DYES

15. ACCESS RESTRICTIONS
(IF YES, CITE LA«(S)

• YES x£ NO
RKOUUATION(S)

16. AUDIT REQUIREMENTS

D NONE ^STATE X5 FEDERAL xR INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p VES.E>^LAIN
BRIEFLY AKD DESCRIBE ANY HARDBARE./SOFTWARE)

D YES NO

18. RECOMMENDED RETENTION

7 Years

I S . NAME AND TITLE OF PREPARER

Wayne F. Allen

DCS 5 5 0 - 4 (REVISED 2 / 6 7 )

Z 0 . TELEPHONE NUMBER

(410) 328-7295

Fig. 7

2 f. DATE

L-



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(D^BBO-I)

I. DEPARTMENT/AGENCY

University of Maryland at
D o "I -I—i

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION

Financial Services

AGENCY RECORDS INVENTORY

PAGE 14 or16

J. UNIT

Cost Accounting

DEFINITION-RECORD SERIES-* °" O U P O F ««-ATKD RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

OAF Deletions
'General Accounting Records: ». EARLIEST YEAR/LATEST YEAR

1989 TO 1990

«. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF
IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEP/1ES)

Deletion of accounts from OAF System.

7. RECORD SERIES FORMAT(S)

£cLETTER SIZE O MICROFILM

SIZE • COMPUTER TAPE

BOOK B FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

X)£> CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

B. VOLUME

NUMBER

M. FILE DRAWER(S)
• MICROFILM REEL(S)
• COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
FILE DRAWER(S]

O MICROFILM REEL(S)
D COMPUTER TAPE(S)
• amrrtfl RPFrirvl

II . FILE IS USED
X?? DAILY WEEKLY MONTHLY

l2' FILE BECOMES INACTIVE AFTER

° ^"""t8) X* YEAR(S)

IS. CURRENT LOCATJON(S) (BLDG.,FLOOR,ROOM)

Admin. Bldg. 2nd Fir. Rm. 232
14. IS RECORD SERIES DUPLICATED ELSEWHEREt

(IF YES, SPECIFY AOEKCY OR OFFICE)
O YES xR NO

18. ACCESS RESTRICTIONS O YES XIP NO

(IF YES, CITE LA>(S) * REOULATION(S)
16. AUDIT REQUIREMENTS

O NONE xR STATE }BcFEDERAL Xff INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN

BRIEFLY AKD DESCRIBE ANY HARDWARE./ SOFTWARE)

D YES X&t NO

18. RECOMMENDED RETENTION

7 Years

19. NAME AND TITLE OF PREPARER

ayne F. Allen

20. TELEPHONE NUMBER

(410) 328-7295

2 I. DATE

2-,

DCS 550-4 (REVISED 2/87)

Fig. 7



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

1. DEPARTMENT/AGENCY
University or Maryland at
Baltimore

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Financial Services

AGENCY RECORDS INVENTORY

PACE 15 OF 16

>. UNIT

Cost Accounting
DEFINITION-RECORD SERIES-* OmOU* O r MLATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR

REFERENCE AS BELLA* RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE General Accounting Records:
Physicians Services Response Schedules

B. EARLIEST YEAR/LATEST YEAR

1989 TO 1991

f . RECORD SERIES DESCRIPTION (•Rl*rt-r DESCRIBE THE TYPES OP INrORMATION/DOCUMBNTS/PORMS POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

Physician Services reconciliation schedules and summaries.

7. RECORD SERIES FORMAT(S)

D LETTER SIZE O MICROFILM

EGAL SIZE • COMPUTER TAPE

BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

gx©THER{SPECIFY)

11 x 14 data binder

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

)&CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

• FILE DRAWER(S)
D MICROFILM REEL(S)

3 Q COMPUTER TAPE(S)
mSSSSW & OTHER( SPEC IFY)

hindprs

10. ANNUAL ACCUMULATION
•FILE DRAWER(S)

1 • MICROFILM REEL(S)
Vr ° COMPUTER TAPE(S)
. v-p OTHFP(RprriFY)

II . FILE IS USED

O DAILY D WEEKLY X5C MONTHLY

12' FILE BECOMES INACTIVE AFTER

1 • MONTH(S) X» YEAR(S)

IS. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Admin. Bldg. 2nd Fir. Km. 232

14. IS RECORD SERIES DUPLICATED ELSEWHERET
I IP YEB, SPECIFY AOEKCY OR OPPICE)
D YES xRNO

15. ACCESS RESTRICTIONS • YES x£> NO
(IP YES, CITE l_A«(s) * REOUUATION(S)

16. AUDIT REQUIREMENTS

D NONE }£t STATE %K FEDERAL BXINDEPENDENT

17. IS AN INDEX SYSTEM USED1 \\r VES.EXPUAIN
BRIEFLY AKD DBSCRIBB ANY HARDBARE./SOFTWARE)

a YES NO

IS. RECOMMENDED RETENTION

7 Years

19. NAME AND TITLE OF PREPARER

Wayrfe F. Allen

DCS SSO-4 (REVISED 2/67)

20. TELEPHONE NUMBER

(410) 328-7295

Fig. 7

2 I. DATE



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

UniversTtyoi: Maryland at
Baltimore

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Financial Services

AGENCY RECORDS INVENTORY

PACE 1 6 OF

S. UNIT

Cost Accounting
DEFINITION-RECORD SERIES-* O R O U* O r "LATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE General Accounting Re'cords:
Effort Reports Response Schedules

>. EARLIEST YEAR/LATEST YEAR

1?88 TO 1991

• . RECORD SERIES DESCRIPTION JBltl*Fl-Y DMCRIBE THE TYPES Or INPORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF TNE SERIES)

Notebooks with effort reports response schedules.

7. RECORD SERIES FORMAT(S)

XX LETTER SIZE • MICROFILM

SIZE • COMPUTER TAPE

BOOK D FLOPPY DISK

Q AUDIO TAPE E3 VIDEO TAPE

D OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

D ALPHABETICAL

O NUMERICAL

xR CHRONOLOGICAL

O GEOCRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

12
NUMBER

O FILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)

oTHEmspE
notebooks

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
^ D MICROFILM REEL(S)

mjasnr D COMPUTER TAPEISJ
books

II . FILE IS USED

Q DAILY fixWEEKLY D MONTHLY

* FILE BECOMES INACTIVE AFTER

; IS. CURRENT LOCATION!S) ( BLDC. .FLOOR.ROOM)

Admin. Bldg. 2nd Fir. Rm. 232

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF VCS. SPECIFY AOEKCY OR OFFICE)
D YES XE) NO

IS. ACCESS RESTRICTIONS • YES ^ N
(IF YES, CITE LA*(S) ft REOULATION(S)

16. AUDIT REQUIREMENTS

D NONE SXSTXXE }© FEDERAL ^INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( ip VE8.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDBARE./SOFTWARE)

a YES tax N O

18. RECOMMENDED RETENTION

7 Years

19.

i
AND TITLE OF PREPARER

ift
Wayrfe F. Allen

DCS SSO-4 (REVISED 2/87)

2 0 . TELEPHONE NUMBER

(410) 328-7295

Fig. 7

2 t . DATE


