" 0Gs-880- 1 | DEPARTMENT OF GENERAL SERVICES

REV. &/

Recerds Mensgoment Division
Supersedes 1197,1197A1, 588
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PAGE
wo. 1 of 4

RECORDS RETENTION AND DISPOSAL SCHEDULE

,University of Maryland at Baltimore .

Financial Services

AGENCY

Ot VI St ON

ltem

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

Schodule Approved by Depertment, ' Schedule Authorized by

‘Aqonq, or Division Representative

2/23 ﬁ 2 e SEC000, ﬁssoc.- Nvecdam

Dote

Signewre Title

Hell of Records Commission

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

rahivisgt

Fig. 8




" DGS-550-1A . RECORDS RETENTION AND DISPOSAL SCHEDULE sCHEDUL
(ICOMTINUATION SHEET) | we. 1429
PAGE
wo. 2 of 4
m
°. Description Retention
Student Accounting
Accounts Receivable:
Reports:

Hospitalization 7 Years
Fees and Indicators 7 Years
Tuition Charge Programs 7 Years
Billing Detail 7 Years
Sync Run 7 Years
Outside Billing 7 Years
Journal Voucher Detail 7 Years
Monthly Reconciliations 7 Years
Aging's - Student Accounts Receivable 7 Years
Student Accounts Receivable Bills 7 Years
Certificate of Deposits Detail 7 Years
Remission of Fees 7 Years
Guarantee Student Loan Advance Slips 7 Years
Copi-Card Inventory 7 Years
Hospitalization - Waivers and Applications 7 Years
Outside Billing Detail 7 Years
Outside Billing Invoices 7 Years
Correspondence Files - By Semester 7 Years
Financial Aid Distribution and Collection:

. Financial Aid Check Transmittals 7 Years
Financial Aid Reports 7 Years
Financial Aid/Schools Correspondence 7 Years
Loan Collections - Correspondence - Health

Professions Loans 7 Years
Loan Collections - Correspondence - Perkins Loans 7 Years
Loan Collections - Correspondence - Private Loans 7 Years
Fund Listings - Journal Entries. Financial Aid 7 Years
Financial Aid Correspondence 7 Years
Financial Aid Workpapers 7 Years
Restricted Funds
Grant Folders 7 Years
Batch Folders 7 Years
Restricted Funds Correspondence 7 Years
Payroll
Payroll Transfers 7 Years .
Payroll Entries/One Pay Cards 7 Years
Special and Technical Fees 7 Years
Payroll Correspondence 7 Years
Statement of Payroll Charges 7 Years
Payroll Cards 7 Years
‘ Payroll system Reports 7 Years

Fig. 6A o »s - 042




DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE scHtDul
(CONTINUATION SHERT) wo. 1429
) PAGE
Mo. 3 of 4
o:
°. ‘ Description Retention
Travel ,
Expense Statements and Supporting Documentation 7 Years
Journal Vouchers for Airline and Rail Tickets 7 Years
Billing Documentation 7 Years
Travel Correspondence 7 Years
Working Fund
Bank Statements and Reconciliations 7 Years
Cancelled Checks 7 Years
Check Stubs 7 Years
Transmittal Lists 7 Years
Certificate of Deposit and Bank Deposit Slips . 7 Years
Working Fund Correspondence 7 Years
Disbursements/Payroll
General Correspondence 7 Years
Accounts Payable
Batch Lists 7 Years
STARS A30485 Vendor Payment Detail Report by
Submitting Agency 7 Years
STARS A30499 Agency Vendor Payment Report 7 Years
STARS A30401 Detail of Transactions Posted 7 Years
STARS Vendor Payments - Warrants and Reference 7 Years
Daily Diagnostics ADO10O Expense 7 Years
Journal Vouchers 7 Years
Delayed Payments ' 7 Years
Completed Purchase Orders 7 Years
Confirming Requisitions 7 Years
Numerical Purchase Order Files 7 Years
Encumbrance Logs ADO10 7 Years
Encumbrance Print Out ADO10 7 Years
Financial Systems
Financial Accounting System - Daily Dlagnostlc
Reports - ADO10 through ADO97 7 Years
Comptroller
General Correspondence
Cost Accounting
Effort Report Reports 7 Years .
ADA Report 7 Years
Accumulated Salary Runs 7 Years
Capital Equipment Depreciation Schedules 7 Years
. Cost Studies 7 Years
Effort Reports Daily Logs 7 Years

Fig. 6r
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" DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE scHIDULE

ICONTINUATION SHEET) NO. _1.4_29
. PAGE
. No. 4 of 4
o
No. . Description Retention

Cost Accounting Continued

Department Administration Contact Sheets 7 Years
EDSA Reports 7 Years
Effort Reports and NSD's 7 Years
GSEL Reports 7 Years
Inventory Records 7 Years
Library Study 7 Years
Loadoafs 7 Years
OAF Deletions : 7 Years
Physicians Services Response Schedules 7 Years
Effort Reports Response Schedules 7 Years

NOTE:

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

Fig. 8A o esesam




" JUSTRUCTIGNS - -TYPE OR FRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

| WITH RECORDS RETENTION SCHEDULE

{: 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PaGe _1 _or 16

1. ART\EQ?? A
University o /Maryfand at

Bal timore

2. DIVISION

Financial Services

3. T
Cost Accounting

- DEFINITION -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

A. RECORD SERIES TITLE
 Effort Report Reports

REFERENCE AS WELL AS RETENTION AND g!-gggﬁzlgu_gynzng=.47

General Accounting Récords:

AND USKD AS A UNIT FOR

§. EARLIEST YEAR/LATEST YEAR
1991

1988 o

N 'FHE SERIES.

: 6. RECORD SERIES DESCRIPTION (.RIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCWTI/POM FOUND
INCLUDE THNE PURPOSE OGR FUNCTION OF THEK 'xmzl)
Schedules of salary distribution by effort percents for individuals by school/department.

7. RECORD SERIES FORMAT(S)
D LETTER S1ZE O MICROFILM

O LEGAL S1ZE 0O COMFUTER TAPE

BOOK U FLOPPY DISK
O AUDIO TAPE U VIDEO TAFE

& OTHER( SPECIFY)

11 x 14 data binder

8. RECORD SERIES SEQUENCE
* 0 ALPHAEETICAL
x¥ NUMERICAL
O CHRONOLOGICAL
U GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

O FILE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)
RURBER o OTHER(SPECIFY)
_ data binders

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)

1 O MICROFILM REEL(S)
RUNEPR O COMPUTER TAPE(S)_dzta
: . XR orHER(speeciey) binder

L1 pie 1s usep

O pAILY O ¥EEKLY

-

12.

_sosfeee

RXMONTHLY

FILE BECOMES INACTIVE AFTER
O MONTH(S)

O YEAR(S)

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM|
Admin. Bldg. 2nd Flr. Rm. 232

0 YES ExXNO

[ §3 RECOHD SERIES DUPL ICATED ELSEWHERE?
{ir ves, srecirFry saEncY or OFFicE)

15. ACCESS RESTRICTIONS

0O vyEs x8 No
-{tr vys, ci1Tx LAw({S) & rREGULATION(S)

AUDIT REQUIREMENTS

O NONE SXSTATE QBXFEDERAL XX INDEPENDENT

O YESE RX NO

@

$7. 1S AN INDEX SYSTEM USED? (1F vES.EXPLAIN
BEIEFLY AKD DESCRIRE ANY MHARDWARE/SOFTWARE )

7 Years

 RECOMMENDED RETENT JON

18. NAME AND TITLE OF PREPARER

32;;Z Fj§£ilen

20. TELEPHONE NUMEER

(410) 328-7295

21. DATE

2/28fes

DGS 550-4 (REVISED 2/87)

Fig. 7




" JSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥WiITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

" AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD

Gﬁiversity Qzlﬁaryfand at

Baltimore

P.O. BOX 278 lpaca 2 or 16
{ $80-1) JESSUP, MARYLAND 20784
2. DIVISION 3. UINIT

Financial Services

Cost Accounting

. PEFINITION-RECORD SERIES-

A GROUP OF RELATED
REFERENCE AS RELL AS RETENTION AND D]SPFOS

RECORDS NORMALLY #}LED

A. RECORD SERIES TITLE
' ADA Report

General Accounting Records:

AND USED AB A UNIT FOR
ITION PURFOSES d

5. EARLIEST YEAR/LATEST YEAR

286 10 1290

School of Dentistry.

‘IN THE SERIES.

6. RECORD SERIES DESCRIPTION (.RIIPLV DESCRIBE THE TYPKS OF INFOMIATION[DOCMNTIIPOM FOUND
INCLUDE TME PURPOSE OR FUNCTION OF TMK SEFIES )

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

7. RECORD SERIES FORMAT(S)
X LETTER SI1ZE U MICROFILM
O LEGAL SI1ZE 0O COMFUTER TAPE

BOOK O FLOPPY DISK
0O AUDIO TAPE 0O VIDEO TAPE

X OTHER( SPECIFY)
binder book

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O MUMERICAL

X CHRONOLOG I CAL

9. VOLUME

O FILE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)
xR OTHER(SPECIFY)
) data _binder

O GEOGRAPHICAL

O OTHER{SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

4 O MICROFILM REEL(S)
RUMBER D COMPUTER TAPE(S) datd
BXorHER(sPeciFy) binders

FILE 1S USED
O pAlLY

0 WEEKLY

-

12.

SonteE

X MONTHLY

FILE BECOMES INACTIVE AFTER
D MONTH(S)

XX YEAR(S )

—

! 13. CURRENT LOCATION(S} (BLDG.,FLOOR, ROQM)

Admin. Bldg. 2nd Flr. Rm. 232

14.

O YES RxNO

15 RECORD SERIES DUPL ICATED ELSEWHERE?
tir ves, serECIPFY saENCY OR OPFicCE)

15. ACCESS RESTRICTIONS

0 YES
-{ir vyes, cITE Law(S®) & REGULATION(S)

Xno 16¢.

AUDIT REQUIREMENTS

O NONE BRXSTATE XX¥EDERAL XX INDEPENDENT

17.

O ves xR NO

1S AN INDEX SYSTEM USED? (1r vES.EDPLAIN
BRIEFLY AKD DKSCRIBE ANY NARDIARE/'OFT.AR!)

7 Years

RECOMMENDED RETENT ION

—ID‘ T OF
Mﬁ‘inrw

Wayne F. Allen

20. TELEPHONE NUMEER

(410) 328-7295

21. DATE

L/zﬁ/?b

DGS sso-g (REVISED 2/87)

Fig. 7




.

INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEVW OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
( 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE _3 or _16

1. )
University o

Bal timore

/I\?aryfand at

2. DIVISION

Financial Services

3. nIT

Cost Accounting

DEF INITION-RECORD SERIES-* 9"OUP OF RELATED
REFERENCE AS WELL A® RETENTION AND D!!&!

RECORDS NORMALLY FlLED

4. RECORD SERIES TITLE
» Accumulated Salary Runs

" General Accounting Records:

AND USED AS A UNIT FOR

ITION PURPORES
5. EARLIEST YEAR/LATEST YEAR
1988 To 1991

‘IN 'THE SERIES.

Salary Data accumulated in several formats and report styles.

6. RECORD SERIES DESCRIPTION (-RIIPLY DESCRIBE THE TYPES OF INPOMTION/DOCMNT./POM FOUND
INCLUDE THE PURPOSE OR .FUNCTION OF THK SEFIES )

7. RECORD SERIES FORMAT(S)
EXLETTER S1ZE O MICROFILM
O LEGAL S1ZE O COGMFUTER TAPE

BOOK O FLOPPY DISK
O AUDIO TAPE 0D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
LK NUMERI1CAL

0 CHRONOLOGICAL

9. VOLUME

IXFILE DRAWER(S)

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

""“"F D OTHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

30. ANNUAL ACCUMULATION
EXFILE DRAWER(S)
3 O MICROFILM REEL(S)
RUMGER O COMPUTER TAPE(S)

O OTHER(SPECIFY) |

| 11. pye 1s used

XR DAILY O WEEKLY

O MoNTHLY _RUNEEE

FILE BECOMES INACTIVE AFTER
D MONTH(S)}

EXYEAR(S )

»
i
'
!

Admin. Bldg. 2nd Flr. Rm. 232

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

D YyYES XX NO

14. I8 R'Ecom SERIES DUPL ICATED ELSEWHERE?
ti1r vEs, sPECIFY saENCY OR OPFFiIcCE)

15. ACCESS RESTRICTIONS

O YES
{1r ves, ciTx Law({s) & rREGuLATION(S)

KXNO 16.

AUDIT REQUIREMENTS

D NONE XX STATE XXFEDERAL KX |INDEPENDENT

17 .

D YES XX NO

@

IS AN INDEX SYSTEM USED? (1r vRS.E)PLAIN
BREIEFLY AND DESCRIRE ANY MHARDEARE/SOFTERARE )

7 Years

RECOMMENDED RETENT ION

19. NAME AND TITLE OF PREPARER

¢Q¢QQ‘—-

Wayne F. Allen

20. TELEPHONE NUMEER

(410) 328-7295

7

DATE '
2/25/52

DGS 350-4 (REVISED 2/87)

Fig. 7




- J4STRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥WIiITH RECORDS RETENTION SCHEDULE
( 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD

1.
University of Maryland at
Baltimore

Financial Services. -

P.O. BOX 278 4 16
or
JESSWE®, MARYLAND 20794 PAGE
ARTMENT / AGENCY 2. DIVISION 3. UNIT

Cost Accounting

" DEFINITION-RECORD SERIES-

‘A GROUP OF RELATED RECORDS NORMALLY FlLED
REFERENCE AS EELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE (eperal Accounting Records:
' Capital Equipment Depreciation Schedules

AND USED ASB
ITION PURFOSES

A UNIT FOR

EARL1EST YEAR/LATEST YEAR
1986 ro 1987

N THE SERIES.

¢. RECORD SERIES DESCRIPTION (IRIIFLY PDESCRIBE THE TYPES OF INNMTIQN[DOCMNTIIFOM FOUND
INCLUDE THE PURFPOSE OR FUNCTION OF THE SEFIES)

Computer printouts of equipment depreciation using several different formulas.

7. RECORD SERIES FORMAT(S)
O LETTER SIZE 0 MICROFILM

O LEGAL SIZE U COMFUTER TAPE

BOOK U FLOPPY DISK
0 AuUDIO TAPE O VIDEO TAPE
X OTHER({ SPECIFY)

14 data binders

8. RECORD SERIES SEQUENCE 9.
O ALPHABETICAL
0O NUMERICAL

xB CHRONOLOGICAL

VOLUME

O FILE DRAWER(S)
) D MICROF ILM REEL(S)
DO COMPUTER TAPE(S)
nuME “XR;OTHER(SPECIFY)
data binder

0 GEOGRAPHICAL
0O OTHER(SPECIFY)

ANNUAL ACCUMULATION -
O FILE DRAWER(S)

2 O MICROFILM REEL(S)
RUMBPR O COMPUTER TAPE(S).
X

FILE 1S USED
O pAlLY

| s1.
|

0O wEEKLY

"

12. -

Rowher

XX MONTHLY

FILE BECOMES INACTIVE AFTER
O MONTH(S)

X YEAR(S)

dath
S

!

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

‘Admin. Bldg. 2nd Flr. Rm. 232

14.

O YEsS XR NO

15 thom SERIES DUPL ICATED ELSEWHERE?
s vyes, sreciFy saency or orrice)

15. ACCESS RESTRICTIONS

D YES
-{ir vys, ciTe LAw|s) & rREGULATION(S)

X NO

O NONE RXSTATE

16. AUDIT REQUIREMENTS

XX FEDERAL X3NDEPENDENT

17.

O YEs x® NO

N )

16 AN INDEX SYSTEM USED?T (1r YRS.EXPLAIN
BRIEFLY AND DESCRIRBE ANY HARD.ARE/!O"'AR!)

7 Years

RECOMMENDED RETENT JON

19. AND TITLE OF PREPARER
Wayné F. Allen

20. TELEPHONE NUMEER 21

(410) 328-7295

. DATE
2/e8/52.

DGS 550-4 (REVISED 2/87)

Fig. 7




- ANSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

¥IiTH RECORDS RETENTION SCHEDULE P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 278

AGENCY RECORDS INVENTORY

PAGE 5 or 16

(. 850-1) JESSUP, MARYLAND 20794

1. 'ARTMENT / AGENCY 2. DIVISION 3. WINIT
niversity of Maryland at )
galrimnrny Y Financial Services. hoqt Accounting

. DEFINITION-RECORD SERIES-

A OROUP OF RELATED RECORDS NORMALLY FILED AND USKED ASB A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

Cost Studies

A. RECORD BERIES TITLE General Accounting Records:

8. EARLIEST YEAR/LATEST YEAR
1986 4o 1991

SN THE SERIES.

6. RECORD SERIES DESCRIPTION (.RII'LY DESCRIBE THE TYPKES OF INFORIIATION[DOCMNTIIPOM FOUND

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

INCLUDE TMHE PURPOSE OR FUNCTION OF THE SEFIES)

7. RECORD SERIES FORMAT(S)
X8t LETTER S1ZE O MICROFILM

0O LEGAL S1ZE DU COGMFUTER TAPE D NUMERICAL

BOOK U FLOPPY DISK
O AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.

O ALPHAEETICAL

x@ CHRONOLOGICAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

RBxFILE DRAWER(S)
) D MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER 0 orppp(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
6 O MICROFILM REEL(S)
ROWEPF O cOMPUTER TAPE(s) data

. XX pyurr(speciFy) binders

11 piLe 15 useD 12. FILE BECOMES INACTIVE AFTER
O DAILY 0 wEEKLY RXMONTHLY / O MONTH(S)  XE YEAR(S)
_RURBER

.
i
'
'
H

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

Admin. Bldg. 2nd Flr. Rm. 232

1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vs, srECIFY raENCY OR OPFicE)
D YES ZTXNO

14.

15. ACCESS RESTRICTIONS O yYEs XR NO
~{ir yES, c1TE LAW|S) & rREGULATION(S)

16. AUDIT REQUIREMENTS

DO NONE XXSTATE XR FEDERAL XX INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r ves.E)PLAIN

BEIEFLY AKD DESCRIBE ANY MARDWARE./BSOFTWARE )

O vyEs # NO

X )

18. RECOMMENDED RETENT ION

7 Years

19. NAME AND TITLE OF PREPARER

F 0.

Wayne F. Allen

(410) 328-7925

TELEPHONE NUMEER

21. DATE

2)25/52

DGS 550-4 (REVISED 2/87)

Fig. 7




|

" NSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
( $80-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace 6___or __16

1. ARTMENT / AGENCY
University of Maryland at
Baltimare

2. DIVISION

Financial Services

UNIT

Cost Accounting

- DEF INIT]ON -RECORD ERIES’A OROUP OF RELATED RECORDS NORMALLY #]LED
REFERENCE AS WELL AS RETENTION AND DISPFOS

+ Effort Reports Daily Logs

4. RECORD SERIES TITLE (operal Accounting Records:

AND USED AS A UNIT FOR
LTION PURFOSES -

EARLIEST YEAR/LATEST YEAR
1988 qo 1991

v

‘IN THE SERIES.

Computer printouts of effort reporting daily input.

6. RECORD Sﬁlss DESCRIPTION (-RIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCWTI/'OM FOUND
: INCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES)

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE O MICROFILM

0O LEGAL SIZE O COMFUTER TAPE

BOOK U FLOPPY DISK
O AUD1O0 TAPE O VIDEO TAPE
BXOTHER( SPECIFY)

11 x 14 data binder

8. RECORD SERIES SEQUENCE
O ALPHABETICAL

O NUMERICAL

XX CHRONOLOG I CAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

" NUMBER

VOLUME

D FILE DRAWER(S)
4 O MICROFILM REEL(S)
O COMPUTER TAPE(S)
ER & OTHER(SPECIFY)
’ binders

10.

ANNUAL ACCUMULAT JON
O FILE DRAWER(S)
1 D MICROFILM REEL(S)
ROMEPRK O COMPUTER TAPE(S)

xB_oTHER(SPECIFY) hindey

FILE IS USED
XR DAILY

O WEEKLY

;

12.
O MONTHLY 7

FILE BECOMES INACTIVE AFTER
D MONTH(S)

X0 YEAR(S)

! 0

Admin. Bldg. 2nd Flr. Rm. 232

; 3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROQOM}

D YES £XNoO

14. 185 thom SERIES DUPL ICATED ELSEYWHERE?
tir ves, sreEciFy saEncy or orFrice)

185. ACCESS RESTRICTIONS

0O YEs x0 nNO
-(yr vy8, cI1TE LAW(S) & rEouLATION(S)

16. AUDIT REQUIREMENTS

24 NONE xQ STATE X FEDERAL %X INDEPENDENT

O YyEs @ NO

@

17. 1S AN INDEX SYSTEM USED? (1w YRS .EXPLAIN
BRIEPLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

7 Years

RECOMMENDED RETENT ION

19. AND TITLE OF PREPARER

a§§£v¥5;€¥EE£%CLL\'

20. TELEPHONE NUMEER

(410) 328-7295

DATE

hsfre

DGS 550-4 (REVISED 2/87)

Fig. 7




JUSTRUCTIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WiTH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BQX 278
JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

Pace _/__or _16

1. 'ARTMENT /AGENCY

University of Maryland at

ltimore

2. DIVISION

Financial Services

3. UINIT

Cost Arcnuhfing

" DEFINITION -RECORD mlss-l GROUP OF RELATED RECORDS NORMALLY FlLED
REFERENCE AS WELL AS RETENTION AND DISPOP

4. RECORD SERIES TITLE (onerg) Accounting Records:
' Department Administration Contact Sheets

AND USED AS A UNIT FOR
ITION PURPOSES. d

B. EARLIEST YEAR/LATEST YEAR
1988  To 1988

i

IN THE SERIES.

. RECORD SERIES DESCRIPTION (.RII'LY DESCRIBE THE TYPES OF INFORHATION/DOCMNTI/POM FOUND
INCLUDE THE PURPOSE QR FUNCTION OF THE SEFIES)

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

7. RECORD SERIES FORMAT(S)
xR LETTER SI1ZE D MICROFILM
O LEGAL SIZE O COMFUTER TAPE

BOOK U FLOPPY DISK
0 AUDIO TAPE O VIDEO TAPE

x5 OTHER(SPECIFY)

11 x 14

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
XR NUMERICAL
O CHRONOLOG I CAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

XK FILE DRAWER(S)
O MICROFILM REEL(S)
1 C COMPUTER TAPE(S)

'"""“_“ O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
¥XFILE DRAWER(S)
O MICROFILM REEL(S)
RUNGPE O COMPUTER TAPE(S)

0 OTHER(SPECIFY)

FILE IS USED
O palLY

D wWEEKLY

-

X% MONTHLY /

12. rILE BECOMES INACTIVE AFTER
O MONTH(S)

xR YEAR(S)

|

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

‘Admin. Bldg. 2nd Flr. Rm. 232

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

tir ves, serEcirFy saency or oOPFFice)
D YES XX NO

18. ACCESS RESTRICTIONS

O YES X® NO 16. AUDIT REQUIREMENTS
~{1r vyes, ci1TE LAW|S) & REGULATION(S)
: D NONE XX STATE XX FEDERAL XK INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r veg.E)>PLAIN
BREIEFLY AND DESCRIBE ANY MARDBARE/SOFTWARE )

O YES X3P NO

7 Years

18. RECOMMENDED RETENT ION

@

189, NAME AND TITLE OF PREPARER
Y d

Wayné F. Allen

20. TELEPHONE NUMEER

(410) 328-7295

21. DATE

2/e5/52.

DGS 550-4 (REVISED 2/87)

Fig. 7




- M4STRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW¥ OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
( 580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BQX 278
JESSUP, MARYLAND 207%4

AGENCY RECORDS INVENTORY

pace 8 or _16

1. ARTMENT / AGENGY
University of Maryland at
Baltimore

2. DIVISION

Financial Services

3. UNIT
Cost Accounting

" DEFINITION-RECORD SERIES-

A GROUP OF RELATED RKCORDS NORMALLY FlLED

A. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOS

General Accounting Records:

AND USED AS A UNIT FOR

ITION PURPOSEN
5. EARLIEST YEAR/LATEST YEAR
1986 o _1986

' FDSA Reports

‘1IN THE SERIES.

Salary distribution by effort categories.

6. RECORD SERIES DESCRIPTION ‘IIIIFLY DESCRIBE THE TYPES OF INNMT'ON[DOCMNTI/”M FOUND
INCLUDE TME PURPOSE OR FUNCTION OF THK SEFIES)

Used for beginning of indirect cost proposal.

7. RECORD SERIES FORMAT(S)
O LETTER S1ZE D MICROFILM
O LEGAL S1ZE 0O COMFUTER TAPE

BOOK U FLOPPY DISK
D AUDIO TAPE D VIDEO TAFE

X OTHER( SPECIFY)

11 x 14 data binder

8. RECORD SERIES SEQUENCE
0 ALPHAEETICAL
O NUMERICAL
X CHRONOLOGICAL
D GEOGRAPHICAL
0 OTHER([SPECIFY)

9. VOLUME
O FILE DRA¥YER(S)
O MICROFILM REEL(S)
3 D COMPUTER TAPE(S)
NUMBE

¥X OTHER(SPECIFY)
) hinders

$10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
3 O MICROFILM REEL(S)

\

RGIGPE D COMPUTER TAPE(S) data

P11 piLe 1s used 12. FILE BECOMES INACTIVE AFTER
‘ O pAILY 0 wEEKLY X MONTHLY / D MONTH(S) #X YEAR(S )
. _RUEEY

v
'
!

Admin. Bldg. 2nd Flr. Rm. 232

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

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, srECiFY raEency or orFrice)
D yEs xR No

18. ACCESS RESTRICTIONS

O YES
-{i®r vye8, cITE LAW(S) & rEGULATION(S)

B NO

16. AUDIT REQUIREMENTS

O NONE xR STATE X)0 FEDERAL XX INDEPENDENT

17.

O YES ;& NO

@

1S AN INDEX SYSTEM USED? {1r vES.EXPLAIN
BRIEFLY ARD DESCRIBE ANY MARDWARE/SOFTWARE)

7 Years

RECOMMENDED RETENT JON

19. NAME AND TITLE OF PREPARER

Weuspe FCQD.

Wayné F. Allen

20. TELEPHONE NUMEER

(410) 328-7295

21.

DATE
2/asfeo

DGS 550-4 (REVISED 2/87)

Fig. 7




o

- JNSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

BEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE ' P.O. BOX 278 Pace 9 or 16

(. 380-1) JESSUP, MARYLAND 20794 -
—linmu:m/ AGENCY 2. DIVISION 3. UNIT

University of Maryland at _

RBaltimore Financial Services Cost Accounting

- DEFINITION-RECORD SERIES-» OMOUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISFOSITION PURPOSES :

A. RECORD SERIES TITLE (eneral Accounting Records: 5. EARLIEST YEAR/LATEST YEAR
. Effort Reports and NSD's 1988 g0 _ 1991
$. RECORD SERIES DESCRIPTION ‘IRIIPLY DESCRIBE THE TYPES OF INFORMAT'ONIDOCUHENTI/FOIM’ FOUND
N THE SERIJES. s INCLUDE THE PURPOSBE OR FUNCTION OF THE IBPT!']
Effort Report forms.
7. RECORD SERIES FORMAT|(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Y& LETTER S1ZE O MICROFILM ' O ALPHABETICAL RXFILE DRAWER(S)
D MICROFILM REEL(S)
O LEGAL S1ZE U COMFUTER TAPE x% NUMERICAL 11 O COMPUTER TAPE(S)
RUMBER § orieR(SPECIFY)
BOOK O FLOPPY DISK O CHRONOLOGICAL . (
D o] a
AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL 0. ANNUAL ACCUMULAT ION
0 OTHER(SPECIFY) D OTHER(SPECIFY) . X® FILE DRAWER(S)
2 O MICROFILM REEL(S)
RUWGPE U COMPUTER TAPE(S)
O OTHER(SPECIFY )
P11, e 15 useD , 12. FiILE BECOMES INACTIVE AFTER
‘ X8 DAILY - D wEEKLY O MONTHLY HI!7!EIH' D MONTH(S) ¥ YEAR(S)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
' . tir vyes, sreciFY soENcY OR OPFicE)
Admin. Bldg. 2nd Flr. Rm. 232 D YES RXNO
13. ACCESS RESTRICTIONS O YES x®NO 16. AUDIT REQUIREMENTS

-{1» vEs, ci1Tx LAwW(S) & REGULATION(S)
. O NONE x{3 STATE x8 FEDERAL 3 INDEPENDENT

$17. 1S AN INDEX SYSTEM USED? (1F vRS.E>PLAIN

18. RECOMMENDED RETENT ION
BREIEFLY AND DESCRIRE ANY HARDBARE./SOFTEARE ) .

O YES 8 NO 7 Years

_.

NAME. AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Waynd F. Allen (410) 328-7295 2/25 /e

DGS 550-4 (REVISED 2/67)

Fig. 7




- ISTRUCT IGNS - - TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273

AGENCY RECORDS INVENTORY

pace 10 or _16

(: 380-1) JESSUP, MARYLAND 20794

. 2. DIVISION .
Jtiversity oyﬁaryfand at 3. wNIT '
Baltimore Financial Services Cost Accounting

" DEFINITION-RECORD SERIES-

A OROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOBITION PURPOSES

4. RECORD SERIES TITLE Geperal Accounting Records:

GSEL Reports

AND USED AS A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR
1986 +vo 1990

i

6. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPES OF INPOMTION/DOCMNTI/POM FOUND

N THE SERIES.

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

1986
1987
1990

INCLUDE THME PURPOSE OR FUNCTYION OF THE SEFIES )

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE D MICROFILM
GAL S1ZE 0O COMFUTER TAPE
BOOK O FLOPPY DISK
0O AUDIO TAPE 0O VIDEO TAPE
+F% OTHER( SPECIFY)

11 x 14 data binder

8. RECORD SERIES SEQUENCE
© B ALPHAEETICAL
xR NUMERICAL
O CHRONOLOG]CAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

O FILE DRAWER(S)
1 O MICROFILM REEL(S)
O COMPUTER TAPE(S)
"""““xR OTHER(SPECIFY)

binder

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

1 O MICROFILM REEL(S)

RUMBER O COMPUTER TAPE(S)

!u.

FILE 1S USED

O pAlLY D wEEKLY

XR MONTHLY

SR

¥2. FILE BECOMES INACTIVE AFTER
O MONTH(S)

XX YEAR(S)

e
o

! $3. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

Admin. Bldg. 2nd Flr. Rm. 232

tir ves,

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

SPECIFY ,.GENCY OR OFFICE)
D vyEs xB No

185. ACCESS RESTRICTIONS

O YES X8 NO 16.
-{ir vys, ci1vE LAW|S) & REGULATION(S)

AUDIT REQUIREMENTS

D NONE xR STATE XR FEDERAL XX INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {1y vES.E)PLAIN
BEIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE )

0O YEs xR NO

7 Years

RECOMMENDED RETENT JION

AND TITLE OF PREPARER

Wayn F Allen

20. TELEPHONE NUMEER

(410) 328-7295

21. DATE

?—/25’/42,

DGS 3550-4 (REVISED 2/87)

Fig. 7




- IMSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIJES., FORWARD

( $80-1)

¥WiTH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72785 WATERLOO ROAD ‘
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace _11 or 16

| Univereity of MEEAd at

Baltimore

2. DIVISION
Financial Services

3. wNIT
Cost Accounting

- DEFINITION-RECORD ERIES-A OGROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE
Inventory Records

" General Accounting Records:

AND USED AB A UNIT FOR
ITION PURFOSES

5. EARLIEST YEAR/LATEST YEAR

1986 To _1986

Inventory Records

‘SN 'THE SERIES.

Non-Capital Inventories for FY1986

$. RECORD SERIES DESCRIPTION (-RIIFLY DESCRIBE THE TYPES OF INFOMIATION/DOCWTI/'OM FOUND
INCLUDE TME PURPOSE QR FPUNCTION OF TMK SEFIES)

7. RECORD SERIES FORMAT(S)
BLETTER SIZE D MICROFILM

X GAL S1ZE 0O COMFUTER TAPE
iﬂb‘ BOOK O FLOPPY DISK

0O AUDIO TAPE 0O VIDEO TAFE

O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
XR] NUMERICAL
0 CHRONOLOG)CAL
O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

XX FILE DRAWER(S)

4 O MICROFILM REEL(S)
0O COMPUTER TAPE(S)

"""‘“.“ D OTHER({SPECIFY)

10. ANNUAL ACCUMULAT ION

XX FILE DRAWER(S)
4 O MICROFILM REEL(S)
RONGPE O COMPUTER TAPE(S)

O orHER(SPECIFY) |
I'%1. pyie 15 usep 12. FILE BECOMES INACTIVE AFTER
. O pAILY D wEEKLY K MONTHLY 7 O MONTH(S) K YEAR(S)

‘Admin. Bldg. 2nd Flr. Bm. 232

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

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, serEciry saENCY OR OFFiIcE)
O YES X NO

18. ACCESS RESTRICTIONS

O YES xf NO
(1P ves, ci1TE LAW|S) & REGULATION(S)

AUDIT REQUIREMENTS

O NONE XX STATE XXFEDERAL BXINDEPENDENT

O YES XX NO

17. 15 AN INDEX SYSTEM USED? (i1rFr ves.E)XPLAIN
BEIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

7 Years

RECOMMENDED RETENT JON

18. NAME AND TITLE OF PREPARER

N R0

20. TELEPHONE NUMEER

(410) 328-7295

21. DATE

2/25/%s I"

DGS 350-4 {REVISED 2/87)

Fig. 7




- JNSTRWCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(. 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 207%4

AGENCY RECORDS INVENTORY

PAGE 12 or 16

mtt—

1. DEFARTMENT /AGENCY
University of Maryland at
Baltimaore

2. DIVISION

Financial Services

3. UNIT

Cost Accounting

" DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY P1LED
REFERENCE AS WELL AS RETENTION AND DISPOD

\Library Study

A. RECORD SERIES TITLE (eneral Accounting Records:

AND USED AS A UNIT FOR
ITION FPURFOOES :

5. EARLIEST YEAR/LATEST YEAR

82 ro 1989

i

Library Study forms

‘IN THE SERIES.

D
¢. RECORD SERIES DESCRIPTION (IlllPI..Y DESCRIBE THE TYPES OF IHFOMTION/DOCMN‘I"/POM FOUN
INCLUDE THE PURPOBE OR FUNCTION OF THK SEFIES )

7. RECORD SERIES FORMAT(S)
X0 LETTER SI1ZE O MICROFILM

xi: S1ZE 0O COMFUTER TAPE
BOOK O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAFE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
x® NUMERICAL
D CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

¥R FILE DRAWER(S)
O MICROFILM REEL(S)
2 D COMPUTER TAPE(S)

"“"""'.“ O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
x& FILE DRAWER(S)
1 O MICROFILM REEL(S)
ROMGPE O COMPUTER TAPE(S)

FILE 1S USED
O palLY

|11,

By WEEKLY

12.

_mufreer

O MONTHLY

X0 YEAR(S)

-
-

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

Admin. Bldg. 2nd Flr. Rm. 232

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir ves, srEciry raEncy or OFrFice)
DYESXQNO

18. ACCESS RESTRICTIONS

O vyeES
-{1r vyes, ci1TE LAW|S) & rREGuLATION(S)

& NO 16.

AUDIT REQUIREMENTS

O NONE XR STATE XX FEDERAL XX INDEPENDENT

17.

0 vyEs ®X NO

1§ AN INDEX SYSTEM USED? (1r vRS.E)PLAIN
BEJIEFLY AKD DESCRIBE ANY MHARDBARE./SOFTWARE )

7 Years

RECOMMENDED RETENT JON

18. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMEER

(410) 328-7295

21. DATE . '

2/55/52_

Mayne F. Allen
DGS $50-4 (REVISED 2/87)

Fig. 7

O oTWFR(SPECIFY) |
FILE BECOMES INACTIVE AFTER
O MONTH(S)




ASTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD
¥WITH RECORDS RETENTION SCHEDULE
{ 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72783 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 207894

AGENCY RECORDS INVENTORY

Pace 13 or _16

1. DEFARTMENT/AGENCY
University of Maryland at
__Ba] timora

2. DIVISION

Financial Services

3. WNIT

Cost Accounting

- DEFINI1TJON -RECORD ERIES-A GROUP OF RELATED RECORDS l_lomLI-Y ”1ILED
REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE
' Load ozfs -

General "Accounting Records:

LTION PURPOSES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

88 1o 1201

1

‘SN 'THE SERIES.

Account create forms that are entered onto OAF System.

6. RECORD SERIES DESCRIPTION (-RIIPLY DESCRIBE THE TYPES OP lNPOMTION/DOCMNTI/'Om FOUND
INCLUDE THE PURPOBE OR FUNCTION OF THE SEFIES)

7. RECORD SERIES FORMAT(S)
D LETTER S1ZE O MICROFILM
GAL SI1ZE O COMFUTER TAPE

BOOK O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPFE
& OTHER(SPECIFY)

11 x 14 data binders

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0 NUMERICAL
X£ CHRONOLOGICAL

9. VOLUME

O FILE DRAYER(S)
5 O MICROFILM REEL(S)
0O COMPUTER TAPE(S)

RUMBER £ OTHER(SPECIFY)

__binders

O GEOGRAPHICAL

D OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)

1. pie 1s usep

x¥E DAILY 0 WEEKLY

[

12.
0O MONTHLY

ot

2 O MICROFILM REEL(S)
RUMGPR O COMPUTER TAPE(S)
- x8 orHER(SsPECIFY ) hinderd

FILE BECOMES INACTIVE AFTER
O MONTH(S)

x8 YEAR(S)

o

-

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

Admin. Bldg. 2nd Flr. Rm. 232

14.

tir ves,
D YES £ NO

1S R.ECORD SERIES DUPL ICATED ELSEWPEE'
SPECIFY 2.GENCY OR OFFiICE)

ACCESS RESTRICTIONS O YES «Q NoO 16. AUDIT REQUIREMENTS
-{1r vym8, c17x LAW(S) & rEGuULATION(S) .
‘ O NONE £ STATE x© FEDERAL xR INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (jp +
(1r vas.exrLaIn 18. RECOMMENDED RETENT ION
BEIEFLY AKND DESCRIRE ANY HARDIARE/BOFTIAR!)
0 YES £ NoO 7 Years

19. NAIE AND TITLE OF PREPARER

Waa—;{u; Allen

20. TELEPHONE NUMEER

(410) 328-7295

DATE

2'/2,?/ G

DGS 550-4 (REVISED 2/87)

Fig. 7




- JSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WiTH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace 14 orl®

=

1. DEFARTMENT/AGENCY
University of Maryland at
ltimore

2. DIVISION

Financial Services

3. uNIT
Cost Accounting

. DEF INITION -RECORD SERIES-‘ GROUP OF RELATED RECORDS NORMALLY FILED
. REFERENCE AS WELL AS RETENTION AND DISPOS

A, RECORD SBERIES TITLE
' OAF Deletions

"Genéral Accounting Records:

AND USED AS A UNIT FOR

ITION PURPOBES
5. EARLIEST YEAR/LATEST YEAR
1989  yo 1990

SN THE SERIES.

Deletion of accounts from OAF System.

¢. RECORD SERIES DESCRIPTION ‘IRIIPLV DESCRIBE THE TYPES OF INFOMTIONIDOCWT./POM FOUND
INCLUDE THNE PURPOSE OR FUNCTION OF TMK .lm!‘,

7. RECORD SERIES FORMAT(S)
£ LETTER S1ZE 0 MICROFILM

.

0O AUDIO TAPE DO VIDEO TAPE

S1ZE 0O COMFUTER TAPE

BOOK O FLOPPY DISK

0O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL -
O NUMERICAL
XXP CHRONOLOGICAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

$. VOLUME

¥R FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMBER D oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

X8 FILE DRAWER(S)
O MICROFILM REEL(S)

ﬂ&iﬁ O COMPUTER TAPE(S)

D OTHER(SPFECIFY)

1. pie 15 useD

xR paILY 0 wEEKLY

-

12.

O MONTHLY

FILE BECOMES INACTIVE AFTER
O MONTH(S)

XB YEAR(S)

"Admin. Bldg. 2nd Flr. Rm. 232

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir ves, sreciry raency or orrice)
0O vyEs xB NO

O yvEs X NO

1S AN INDEX SYSTEM USED? (1p veS.E)PLAIN
BRIEFLY AKRD DESCRIBRE ANY HARDWARE/SOFTWARE )

18.

7 Years

15. ACCESS RESTRICTIONS O YES xP NO 16. AUDIT REQUIREMENTS
~{sP vEs, cITE LAwW(S) & REGuULATION(S) ‘
: O NONE X& STATE ¥X FEDERAL X8 INDEPENDENT
17.

RECOMMENDED RETENT ION

189. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMEER

(410) 328-7295

21. DATE

2/r5/52

DGS 550-4 (REVISED 2/87)

Fig. 7




- INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE
(' 580 -1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace _15 or 16

!..DEEARTNENE¥AGENCY
University of Maryland at

Baltimore

2. DIVISION

Financial Services

3. UNIT
Cost Accounting

- DEFINITION -RECORD SERIES-‘ OGROUP OF RELATED RECORDS NORMALLY FILED
' REFERENCE AS WELL AS RETENTION

A. RECORD SERIES TITLE

General Accountiné Records:
+ Physicians Services Response Schedules

AND USED AS A UNIT FOR
LTION PURFPOBES

5. EARLIEST YEAR/LATEST YEAR
1989 yo 1991

4N THE SERIES.

¢. RECORD SERIES DESCRIPTION ‘.RIIPLY DESCRIBRE THE TYPES OF INFOMTION/DOCURNTIIPOM FOUND
INCLUDE THME PURPOBE OR FUNCTION OF THK SEFIES )

Physician Services reconciliation schedules and summaries.

7. RECORD SERIES FORMAT(S)
O LETTER S1ZE DO MICROFILM
GAL S1ZE 0O COMFUTER TAPE

BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE
OxOTHER( SPECIFY)

11 x 14 data binder

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0 NUMERICAL
¥X CHRONOL.OG 1 CAL
0 GEOGRAPHICAL -
O OTHER(SPECIFY)

8. VOLUME

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

3 O COMPUTER TAPE(S)
NUWBER o oTHER(SPECIFY)
: binders

10. ANNUAL ACCUMULAT JON
O FILE DRAWER(S)
1 O MICROFILM REEL(S)

RUNEPR O COMPUTER TAPE(S)
'S 3 arnzatsz£c1£x4_bindeﬂ

FILE IS USED
D pAalLY

D wEEKLY

.

X0 MONTHLY

12. F|LE BECOMES INACTIVE AFTER
D MONTH(S)

X8 YEAR(S)

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

_ Admin. Bldg. 2nd Flr. Rm. 232

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

f1r ves, srECIFY raEncY or OFFicE)
0 YES 8 NO

18. ACCESS RESTRICTIONS

0 YEs x@ NO
~-{1r ves, ciTE LAW(S) & rREGULATION(S)

16. AUDIT REQUIREMENTS

O NONE X STATE XX FEDERAL KX INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r vRS.EXPLAIN
BRIEFLY AND DKSCRIBE ANY HARDRARE/SOFTWARE )

D YEs & NO

7 Years

18. RECOMMENDED RETENT ION

18. NAME AND TITLE OF PREPARER
[

zz;ﬁe Ftv;llen

20. TELEPHONE NUMEER

(410) 328-7295

21. DATE

5/),2/ gL

DGS 350-4 (REVISED 2/87)

Fig. 7




- INSTRUCTIQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278

AGENCY RECORDS INVENTORY

pace 10 or 16

{ 380-1) JESSUP, MARYLAND 20794

1. DEPARTMENT/AGENCY 2. pIVISION 5. WNIT
University of Maryland at . . i
Baltimore Financial Services Cost Accounting

. DEFINITION -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOS{TION PURPOSES

\ 4. RECORD SERIES TITLE Ceneral Accounting Retords:
! Effort Reports Response Schedules

AND USED AS A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR
1988 o _1991

+

4N THE SERIES.
Notebooks with effort reports response schedules.

s. NECORD SERIES DESCRIPTION ‘IRIIPLY DESCRIBE THE TYPEKS OF INPORHATION/DOCUH!NTI/'DIN’ FFOUND
INCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES)

7. RECORD SERIES FORMAT(S)
¥X LETTER SI1ZE O MICROFILM

GAL SI1ZE 0O COMFUTER TAPE

BOOK U FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE
D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
© O ALPHABETICAL
O NUMERICAL
xH CHRONOLOGICAL
D GEOGRAPHICAL

D OTHER(SPECIFY)

8. VOLUME

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

12 O COMPUTER TAPE(S)
NOMBER o oy ( CIFY)
note S

10. ANNUAL ACCUMULAT ION

O FILE DRAMWER(S)
O MICROFILM REEL(S)
ROMGPR D COMPUTER TAPE(S)

. XX orHER(sPECIFY) DOOKS!

L9 piLe 1s useD

O pailLYy BPXWEEKLY

L

e

12.

mvkreen

O MONTHLY

FILE BECOMES INACTIVE AFTER
O MONTH(S)

XX YEAR(S)

113,

'Admin. Bldg. 2nd Flr. Rm. 232

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

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir YES, SPECIFY ,O0ENCY OR OFFicE)
0 YES XB NO

0O yEs &X No

BRIKFLY ARKD DESCRIRE ANY HARDIARE,BOFTIARE)

15. ACCESS RESTRICTIONS 0 YES XX pnNo 16. AUDIT REQUIREMENTS
~{sr YRS, CI1TE LAW(S) & rEGULATION(S)
: D NonE BXsTATE X FEDERAL B INDEPENDENT
17. 1S AN INDEX SYSTEM USED? B '
: Lir ves.oxrLamN 18. RECOMMENDED RETENT ION

7 Years

19. NAME AND TITLE OF PREPARER
———

%Zgﬁe F:.Q{_Allen

20. TELEPHONE NUMEER

(410) 328-7295

21. DATE

"/45’/’72,

DGS 550-4 (REVISED 2/87)
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