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RECORDS RETENTION AND DISPOSAL SCHEDULE

SUPERS and 404
Coppin State College Business and Finance
AGENCY OLVINOM
It .
N.: Description Retention
Vice President for Business and Finance
1 General Correspondence Screened annually -
Contains incoming.and outgoing oorrespondence, and materi al
reports, memoranda, .special projects, and data destroyed for which
concerning the operation of the office. | no further reference
is required. All

other material kept
permanently in CSC
archives. (paper form)

, Legislative Audit Report ‘ Retained for 10
Contains material on audits conducted by years then
Legislative auditors at Coppin State College. destroyed.

Budget Office

3 Budget Records Retained for 3 years
Budget related material including or until audit
Budget Estimates and CPS related requirements have
material been fulfilled,

" | then destroy.

Central Receiving .

4 Physical Inventory Records Retained for 3 years
Contains material related to yearly mventog or until all audit
of equipment and materials and supplies whi requirements ) have
are subject to audit. been fulfilled.

Then maintained in
CSC archives for an
additional 3 years
"and then destroyed.
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Includes all records maintained on criminal
investigations.

Juvenile/Expungement Records

Includes criminal information gathered on
juveniles. All juvenile records are maintained
by law in a seaparate filing cabinet with
limited access.

Expungement records are maintained under the
same guidelines as juvenile records. Includes

criminal records ordered removed fram public inspect

by the court.

PLEASE NOTE THERE IS NO ITEM 8 ON THIS SCHEDULE.

original paper form
in locked file
cabinet in cscC
archives; then destroy.

Retained .10 vyears
in original paper
form in locked file
cabinet in csc
archives, then destroy.
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PAGE
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item . |
No. Description Retention ;
Administrative Data Processing
S Data Processing Program Library . Retained for that
Includes documentation for computer programs period of time which
used in information management. Examples include the computer program
flow: charts, narratives, reports, descriptions, is in existence. When ..
distribution lists, operating instructions, etc. ‘program is abolished or
superseded, material is
Office of Safety and Security destroyed. -
b Criminal records Retained 10 years in
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Noe. Description Rerention

Procurement Office

9 Purchasing Records: *Retained for five
*A. Bids years or until all
*B., Agency Inter-Office Requisitions audit requirements
*C. Bids and Quotes Files . have been fulfilled,
*D. Bid Tabulation Records then destroyed.

*E. Notice of Award of Contracts
*F ., Purchase Orders
*G. Requisition Forms/Purchase Orders

H. Copy of Contracts Awards

Includes information rega.rdlng
product/services, date, amount, and vendoy
solicited. for Maryland Register award
of contracts. '

.10 Vendors List Retained until
Correspondence related to all vendors and superseded, then
includes federal identification number needed destroyed.
to process invoices.
11 Correspondence Retained for five:
Contains incaming and ‘outgoing correspondence years and all
connected with operation of office. material screened.

All material not
needed for conduct

of business is
destroyed. All
other material of
historical value
kept in csc
archives.

12 Requisitions and Purchase Orders Retained for five
Final copies of all requests to vendors years or until audit
for equipment and material and supplies requirements have
and all purchase order numbers.assigned been met then

destroyed.

to those requisitions, which are needed to
pay invoices.
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13

14

15

16

Personnel /Human Resources

A. Application
B. Appointment Letter
C. Correspondence Relating to New
Appointments
D. Personnel Payroll Form
E. Personnel Position Action Request
1. Change of Address Forms
2. Clearance File
3. Charges for Removal
4. Commendations
5. Contractual Employment
6. Counseling Sessions
7. Disciplinary Actions
8. Efficiency Ratings
9. General Correspondence

10. Grievance Actions

11. Health Insurance Benefits Forms
12. Promotions

13. Reclassifications

14. Resumes

15. Summer Employment

16. Suspension Actions

a. Letter of Resignation
b. Retirement

c. Transfer

d. Dismissal

Personnel I.D. Number

These are PIN numbers for former BTSUC
institutions and STUDY numbers for former
University of Maryland institutions.

Status Card File _ _
Qmﬁzins.nﬁkmmatnxmon employee with regard to
Current job status. Contains MS-310's.
History Cards

Contains name, address, social security number,

telephone number, race, sex, birthdate, increment -

date, entry date, classification, effective date
of glass;fication, employment status, salary,
resignation, retirement, transfer, dismissal,
and expiration data.

The personnel
records are retained
for four years after
ermination, then

festroy.

Retained permanently
on ‘documentation
that has been stored
in Dboxes in ¢scC
archives. (paper form)

Retain for 5 years, then
destroy.

Retain for 3 years after
termination of employment, then
destroy.
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No.

Description Retention
Office of Facilities

17 Work Orders-Master Log Retained for 25
List of all requests for work action (i.e. years then
building problems, etc.). Includes time of destroyed.

bl ther pertinent data. .

18 Mafﬁ%tnan e Wor 8ers Retained for three
Files on all paperwork surrounding completion years and. then
of work order and cost. destroyed.

19 Vehicle Records

A. Vehicle Acquisition and Disposal Reports

B. Vehicle Mileage Reports

C. Vehicle Records(titles, etc.)

D. Fleet Reports (including safety/
accident reports)

Retained for three
years and until all
audit requirements
have been met, then
destroyed.

Retained for the
life of Xehlcle,fﬁon
635 y'oyﬂ.

Retained for three
years and until all

audit requirements
have been met, then
destroyed.




siedd tend

Ev. ¢ 7%

[
i

No.

~

. RECORDS AETENTION AND DISPOSAL SCNEDULE SCHEIDYLE
ICONTINUATION SHEET) NO. 1563
. ) PAGE
Coppin State- College oy 6 0F’9
|
Description Retention .

20

21

22

23

Office of the Controller

Accounting Records

This series includes all standard State
accounting forms as well as other
accounting media which provide support-
data for the special and general

records
A. Special Accounting Records

Books of Final Entry
General Ledgers
Subsidiary Ledgers

Budget and Fiscal Planning Records
Equipment Inventory
Building Inventory

Report of Fixed Assets
Report of Materials and Supplies
Request for Position Action

Payroll Accounting Records
Employee Roster Card File

Contractual Employee Timesheets
Payroll and Check Register
Payroll Positive Time Reports
Payroll Exceptions Time Reports
Payroll Transmittal

Payroll Warrants

Books of final entry are kept
permanently in paper form.
General and subsidiary ledgers
‘are kept three years or until
audit is met, then destroyed.

Cumulative report
retained for 25 years
in paper form, then
destroyed.

Retained for three
years and until all

audit requirements
have been met, then
destroyved.

Retained for five
years and until all
audit requirements
have been met, then
destroyed.
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Noe. Cescription Retention
Office of the Controller (continued)
24 | D. Payroll Records Retained for five
Journals gears, then
One pay Certification Cards estroyed.
Master Exceptions
Check Register
Bureau of Labor Statistics Report
Journal Vouchers, Payroll Transfers
Other Forms of Internal Adjustment
25 | E. Miscellaneous Accounting Records Retained for three
Alpha Vendor Files years or until all
Bank Books, Statements .jaudit requirements
Deposit Slips have been met, then
Cashier’s Slips destroyed.
Cash Receipts
Canceled Checks, Check Copies
Check Stubs
Certificates of Deposit (Treasurer)
’ Disbursement Voucher Files
Money Mail List
Paid Bills and Invoices
Periodic Financial Reports
Monthly Revenue Reconciliations
Monthly Expenditure Reconciliations
Monthly Cash Reconciliations
Monthly Agency Fund Reconciliations
26 | F. Special Payments File Retained for three
Documentation of honorarium years or until all
payments to non-employees. audit requirements
Request Forms have been met, then
Payment Documentation destroyed.
Contract to Pay
27 | G. Checkbook  -Stubs and Records Retained for three
Working Fund Account years or until all
Exchange Account audit requirements
Foreign Student Account have been met, then
destroyed.
!
!
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Q.

Cescription

Rerention

28

29

30

Office of the Controller (continued)

H. Grants and Contracts
Consists of records which document
grants and contracts received by
the institution from any source,

Documents include:

Grant Applications
Proposals
Agreements
Research Reports
Publicity Notices
Acknowledgements

Transfer of Fund Records
Controlling Rules and Regulations
Copies of Periodic Reports
Correspondence and Memoranda

Student Account Records
Consists of budget and accounting files ears or until all
related to student accounts.

Statements of Account
General Correspondence

Deferred Payment Agreements

Third Party Contracts
Third Party Invoices
Unpaid Checks

Account Snapshots

Synopsis of detail concerning specific
accounts which is used to maintain the

student account process.

Retained for three
ears or until all
udit requirements
have been met, then
Hestroyed. #*Federal
grants under $25,000
retained 3 years and
pver $25,000 retained
for 6 years, 3
months.

etained for three

audit requirements
ave been met, then
destroyed.

Retain for threé years or
until all audit requirements
are fulfilled, then destroy.
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Ne. Cescription Retention

31

32

Office of the Controller (continued)

Perkins Loan Records
Consists of documentation related
to Perkins Loan Collections.

Deferments

Paperwork comnected with loan payments
that have been deferred. Special arrangements
for loan deferral are detailed. :

*Until Audit Requirements are met mean
related documents, 3 years for non-mondg
documents, 3 years for monetary rela
$25,000, an 6 years and 3 months for mong
documents over $25,000.

**If Coppin State College Archives ar
material requiring permanent retention
material to the Hall of Records in Annap:
CSC archives are not available for mater;
retention, CSC will transfer material
Facility in Jessup until such time asg
destroyed.

Tf paid-in-full,
retained for five
years and until all
udit requirements
have been met, then
destroyed. If
assigned to the U.S.
Office of Education,
retained until all
audit requirements
ave been met.

5 3 years for State
tary Federal related
fed documents under
ttary Federal related

b not available for
L CSC will transfer
blis for Storage. If
lal requiring limited
s to State Records
material is to be

per s
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ASTRYCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES AGENC ::E:m ""!’E“JTU"Y

ZPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION ! =20 pavh n

£V, RECORD SERIES. FORWARD 7278 MATERLOO ROAD

i CORDS RETENTION SCHEDULE P.O. BOX 273

DGS 350-1] ' JESSUP, MARYLAND 20794 PAcE —'-—°' —-‘-—

. DEFARTMENT [AGENCY 2. DIVISION 3.owT , ‘
Loppid SToTe College| R smess gnd Fvmce| Vice Prespedds office

. A G LATED RECORDE NORMALLY FILKED AND USKD AB A UNIT FOR
CEFINITION-RECORD SERIES.” 9ROUP OF RK
: REFERENCE AS YELLIL AS AXKTENTION AND DISPOS]ITION PURFOSFY

{. RECORD SERIES TITLE

Cobnebat. Coffee /001*/ deee

?l’ YEAR/LAT‘EST YEAR

T 1973

N THE SERIES.,

© CIRMA ©
§. RECORD SERIES DES IIFHON ‘BRIKPLY CEECRIBRE THK TYPRH - INF T! N/DOCU“NT!,F’OM roUHD

INCLUDK THEK PURPOSE OR FUNCTIOM OF THR BEF“I!!]

“Repof7s MEHIpDUsts 4nD LETIERS

7. RECORD SERIES FORMAT(S) 8

QO AupiO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

0 CHRONOLOGICAL,
0 GEOGRAPHICAL

O OTHER(SPECIFY)

. RECORD SERIES SEQUENCE 8. voLWHE
TTER SI1ZE O MICROFILM & ALPHARET1CAL FILE DRA¥ER(S)
. 3 MICROFILM REEL(S)
LEGAL SIZE U COMFUTER TAPE 0 NMUMERICAL Z COMPUTER TAPE(S)
. NUMBENR -~
O oD BOOK - O .FLOPPY DISK- -

OTHER(SPECIFY)

10. ANNUAL ACCLMULAT JON
FILE DRAYER(S)
J MICROFILM REEL(S)
RUEPK C COMPUTER TAPE(S)

~

- OTWER(SECSCIFYY

[ WS

O ¥EEXLY 0O moNTHLY

FIL:/IS USED
° DAILY

12. FiLE BECOMES INACTIVE AFTER

. O MaNTH(S Q YEAR(S)
101200 40 i ‘

13. CURRENT LOCATICN(S) {ElDG.,FLOOR,ROCM )

Mites Coidef grou~Beog. - %A - Ko Y14

"4 tir yes, s

P

14. 1S RECORD SERIES DUPL!CATED ELSE¥YHIRE?

BCI1FY 28ENCY OR OFVFicCE]
0 vyeEs NO

13, ACCESS RESTRICTIONS QO YES b/NO
(1P yes, citc Lan(s] & reouraTiON(S)

186, ALUDIT REQUIREMENTS

BN/GNE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P vyeS.mOPLAIN

0 vyes @ no

BRIKFLY AND DEXCRIEE ANY HARDWARE/SONFTWARK )

}/ el ol rraTiEf sl
Pl wheH o FakTAEL

/&&’&’//&g 74, oy u/ntﬂéfﬂ/
Ay s7H€ HELELTL, W%//V[A/f

ulm %ﬂ?mmm 20,

HOri Sl ide Specinlier

TELEPHONE NUWMEER

4r0- 283. 570/

//V L:?L/ //" L//f

21. DATE
B-1-7%

‘lmllm\‘ 2/a7\

-




Ld
STRYCTIGNS-~TYPE OR PRINT A
PARATE FORM FOR EACH NEW OR

VISED RECORD SERJES. FORWARD
. CORDS RETENTION SCHEDULE
$0-1)

DEFARTMENT CF CENERAL EERVICES.
RECCRDS MANAGEMENT DIVISION

AGENCY =zZZORDS IRVENTORY

ITEM >

72738 ¥WATERLOO ROAD
P.O. BoX 273
JESSUP, MARYLAND 207354

‘PAGE _l___cr _IL_

. DEFARTWMENT [AGENCY

Coppid Sivre Gncge

BB 28 D HAGALE

2, DlvisiaN :

3.

WNIT

/e Pldron7é oL

ZFINITICN-RECCRD SERIES.

A GrOUP OF RELATED RECORDS NORMALLY FILKD AND USKD AB A UNIT FOR
1 REFERENCE AS YELL AN RETENTION AND DISPOS TION PURPO=Fw

. RECORD SERIES TITLE

LZp/8/arVE SDiT KEART

5. .m',;s-r mluré:?—/m

/984 ~ /

. RECORD SERIES DE.&.‘.:RIPT!G{ {

THE SERIES.

BRIKFLY CEECRIRE THE TYFPEKE OF IHFOMTYON/DOCMT!/FOM rounno
{NCLUDK THEX PURPOSE CNR FURCTION OF THX Bl:l".‘l!!]

[ st AT KEpRTS ) TDrBlussie/ NOTES.

7. RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILK

0 o BooK O FLOPPY DISK-
0O ALio TAPE 0 VIDEQ TAPE

O OTHER(SPECIFY)

GAL SI1ZE O COMFUTER TAPE

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0 NLWERICAL,

b/é;RONOLOGlCAL

VOLLE

RUuxBER

FILE DRAFER(S)
HICROF 1L REEL(S)
COMPUTER TAPE(S)
CTHER(SPECIFY)

1y gy

O GEOCRAPHICAL

O OTHER(SPECIKY)

10.

ANNUAL ACCLMULAT JON

C FILE DRAVER(S)

J HICROFILM REEL(S)
ROEPK C COMPUTER TAPE(S)

S _CMWeER(SE<CIFY Y

13. ACCESS RESTRICTIONS
{1r yes,

g YES
ci17c 1ax{s) & rxouraTiOon(s)

%0

1. pire 15 usED , H/// 12. fiLE BECOMES INACTXVE-Ai;EB,
Q pAlLY 0 ¥YEEKLY MONTHLY /0 O MENTH(S ) YEAR(S)
13. CURRENT LOCATION(S] (BLDG.,FLOOR,ROCK ) 1{4. IS RECORD SERIES CUPL|CATED ELSEYHIRST
‘ A tir yrs ECIFY /.0ENCT OR CFFiCHE)
: & { )
Miles Come aod. Brog- F A, -fu 484~ |'  Bves Hno

16. AUDIT REQUIREMENTS

e O STATE O FEDERAL O INDEPENDENT

o Ygs P//ﬁo

17. 1S AN INDEX SYSTEM USEDT ((r YrRX.KOFLAIN
BRIEFLY AND DEXCRIRE ANY HARDIARE/BOFT!AR‘)

18.

RECCHMENDED RETENT ION

75%/7/ ol /0 /6”{3
C TheA DEEST a/

WA S5
AOUir - L Cintiia;”

20. TELEPHONE NUWEER

410 - 363 F70/ -

21.

DATE

B-1/- 93

s trerieers 2 /a7
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ISTRUCTIGHNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR '/

RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE
{DGS B50-1) ‘

DEFARTMENT OF GENERAL
RECORDS MANAGEMENT DIVIS{ON
7273 WATERLOO ROAD
P.O. BQX 278
JESSUP, MARYLAND 20794

ZTEMm 3

AGENCY =ZZORDS [HVENTORY

SERVICES

PAGE __L_ or _ 4

1. DEFARTMENT /AGENCY

COPP:}\ State College

2. DIvisSIOn

Business § f:nance/

g”} wdgeT OFALE

CEFINITION-RECORD SERIES-

A GROUP OF REKLATED RECORDS

NORMALLY FILKD AND USKD AB A UNIT FOR

SITION PURFOAER

4. RECORD SERIES TITLE

'B vd 35,4' /#?e,w rds

REFERENCE AS WELLI AT RETENTION AND DIS

5. EAHL'I_ESI' YEAR/LATEST YEAR

[982 T /994

§. RECORD SERIES DESCRIPTION (

‘tN ‘THE SERIES.

. CPS related mq—/'er/a/

BRIKFLY DESCRIBK THE TYPES OF lNFOMTION/DOCMTl,Nmn FOUNRD

INCLUDX THE PURPOSE OR FUNCTION OF THX IElel

Budgez" related material ’nC//Udlﬂ\g gudg&—/ Estimates and

l 7. RECORO SERIES FORMAT(S | 8.
\ TTER SIZE O MICROFILM

g LEGAL SI1ZE U COMFUTER TAPE ’ O NUMERICAL
Jsoum pooK O .FLOPPY DISK-
O AUDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE
O ALPHAEETICAL

G/amuox.ocxm
O GEOGRAPH1CAL

O OTHER({SPECIFrY)

A 8. VOLUME
2/:-1u: DRAWER(S )

MICROFILM REEL(S)
COMPUTER TAPE(S)

NUMBE OTHER( SPECIFY)

nnao

10. ANNUAL AGCUMULAT ION

FILE DRAYER(S)
G MICROFILM REEL{S)
RUHEER C COMPUTER TAPE(S)

S OMHER(SPECIEY )

(1 yzs, ci1Tx LAwis) & rxauraTiON(S)

v 11, piLE 1S USED 12. rILE BECOMES INACTIVE AFTER
g pailLy d WEEKLY D?/McN'mLY 0 MONTH(S ) YEAR(S |
13. CURRENT LOCATION(S) (ELDG.,FLOCR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
A’dm:nn.s'h’a'hon ’Bldg 4 t1r yZs, sPECiFY saENCY OR OFFICE)
2 Lroo ) o Yes NO
nd . 222
15. ACCESS RESTRICTIONS OYyes #'no 16. AUDIT REQUIREMENTS

O NONE B/srxr: O FEDERAL O [INDEPENDENT

17. 1S AN INDEX SYSTEM USED?T ([P YRS .K:PLAIN

BRIKFLY AND DEXCRIBE ANKY HARDWARE/ SOFTWARK )

UY..ES m/uo

18, RECOMMENDED RETENT ION

Retain for 3 years or until audit
requirements have been fulfilled, then
destroy.

19. NAME AND TITLE OF PREPARER 20.

TELEPHONE NUMEER

21. DATE

Mareh U, 1993

Cherlyn H. " Brace,
E;gdg!i OFfLicer

(4:0) 3Y3- 5703




LUSTEVCTIGHS - - TYPE OR PRINT A
SEPARATE FORM FOR EALCH NEW OR

RECORD SERIES. FORWARD

DEFARTMENT OF GCENERAL ESERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

/1T Y

AGENCY ~ZCORDS [NVENTORY

(',O'PPM STaTe @ol/eqb

L CORDS RETENTION SCHEDULE P.O. BQX 273 PACGE ‘ or !
(DGS 8580-1) ' JESSUP, MARYLAND 20794 )
1. DEFARTMENT /AGENCY 2. DIVISION :

“Busine 88 4—Finante

3. WNIT

Centradl Keeervin q

CEFINITION-RECORD SERIES.” 9MOUP OF RELATED RKCORDS

4. RECORD IES TITLE

REFERINCE AS WELI AS RETENTION AND DISPOS

ysica | TINveds ry Records

NORMALLY FILED AND USED AS

A UNIT FOR

8. EAFLIE?I'?YEAR/LATEST YEAR

(19 ~ [72R

‘IN THE SERIES.

. (-] [ o
6. RECORD SERIES DESCRIPTION ( DRIKFLY DESCRISE THE TYPRES OF [(NFORMATION/DOCUMENTS /FORMS PFOUN
INCLUDE THE PURPOSE OR FUNCTION OF THK SEFTES|

(‘,ng ?l')\{sfdaul ,/I/’A/\/E:\(ﬁ?/ “KECIR DG

! 7. RECORD SERIES FORMAT(S)

\ TTER SIZE O MICROFILM

! O LEGAL SIZE O COMFUTER TAPE |
O BOUND BOOK D’.'n.opw DISK -
0 AUDIO TAPE O VIDEO TAPE

@/cw‘l'i-zn(spscxn)

- #4(2) ‘@:et'/ &

8. RECORD SERIES SEGQUENCE
O ALPHAEETICAL ‘
O NUMERICAL
CHRONOLOG 1 CAL
O GEOGRAPMICAL

O OTHER(SPECIFY)

| 9. voLuME
3 FILE DRAWER(S)
0 MICROFILM REEL(S]

. T COMPUTER TAPE(S)
""""'.“ C-6THER(SPECIFY )

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
Q MICROFILM REEL(S)
RUHEPR C COMPUTER TAPE(S)
X (| SESCILEY S

" 1l. piLE 1S USED

2 paILY 6

Yie, v | /
YEEKLY 0O MONTHLY

3
RURERE.

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

Z-VEAR(S

13.

CLURRENT LOCATION(S) (BLDG.,FLOCR,ROOM)

Covtin O ented . BAsEMeAr [%

14.

a ves

1S RECORD SERIES DUPL ICATED ELSEWHERE?

tt® vyes, sPEciPFY sQENCY OR OFFicE)
pfo

13. ACCESS RESTRICTIONS

@0

a YES hr/No

BRIEFLY AND DEKSCRIRR ANY HARDNARE/SOFTWARK )

Q vyES 16. AUDIT REQUIREMENTS
{1" vyes, ci1Tx LAwW{S) & rEGULATION(S) '
O NONE STATE O FEDERAL O INDEPENDENT
17. IS AN INDEX SYSTEM USED? (| : :
(1r vRs.PLAIN 18. COMMENDED RETENT ION

At
ALl 748

ETHANED P F
aé un'z.!  all Ao’y
' 740//{*’[4/[//f5 Aade beed

fed .

y£44'8

Theo! M TRIMED /A

ok Bd

.
[4

20. TELEPHONE NUMEER

3955747

chives bl 3 }/{«a@ Pen/ Aﬁf;/d

21. DATE

4-7-9%

" Supellicod. Labar Keen/int) |




LSTEYGTIGLS - -TYPE OR PRINT A

.EPARATE FORM FOR EACH NEW OR
t RECORD SERIES. FORWARD
1 CORDS RETENTION SCHEDULE

DGS 3530-1)

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

(TEM S

AGENCY =zZ0RDS IWVEWTORY

PACE _L or L_

| . DEFARTMENT/AGENCY

Coppin_State College.

2. DIVISION

Vice Pres, for Bus. & Fin

3. liNIT

ADMIN. “Daiar FReE8eiNes

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECDRDS NORMALLY NILED AND USKD AS A UNIT FOR
AKFERENCE AS WELL AS RETENTION ANO DISPOSITION PURPOSES

4. RECORD SERIES TITLE
Data Processing Program Library

5. EAE;LESI‘-YEAR/LAT‘ESI’ YEAR

Q3 o Hesas

6. RECORD SERIES DESCRIPTION |
4N THE SERIES.

BRIKFLY DESCRIEK THE TYPEKS OF lNFCRHATION/DOCUNINT’/'ORMW rouUND

INCLUDK THE PURPOSE QR FUNCTION OF THK BBH1!8)

Qrox(km L\fbmac Censels  of bkda.\? CoPwae  oé P?.oqomkw\ TFEQUTAES
As> X??.usﬁ;b Al AQC&.\M&ATA—”(&%‘?\) Joen &-5 aleritasls AR

X odaes te achedole o> ?&acess

&eéir\eiib S0

" ‘.:'n'r:n SI1ZE O MICROFILM

| O LEGAL SI1ZE ® COMFUTER TAPE
0 poD Boox O FLOPPY DISK -
0 AuDIO TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

O NUMERICAL

7. RECORD SERIES FORMAT(S) 8. RECCORD SERIES SEQUENCE 4 9.

0 ALPHAEETICAL

0 CHRONOLOGICAL,
0 GEOGRAPHICAL

@ OTHER( SPECIFY)

Jop _Oedz

VOLUME
3 FILE DRAWER(S)
O MICROFILM REEL{S)
2”COMPUTER TAPE(S)

NUMBER oCp p(sPECIFY)
ﬁlquat) OAATN@ASTTNT LT

10. ANNUAL ACCLMULATION
O FILE DRAYER(S)

3 MICROFILM REEL(S)

KGHEPR € COMPUTER TAPE(S)

SEE hous T EmER(SEECIEY)

c 11,

O vEEXQY 0 MONTHLY

rn.:/xs USED
DAILY

12. FILE BECOMES INACTIVE AFTER U{Ag
. O MoNTH(S ) O YEAR(S)
RUREEN

13. CURRENT LOCATICN(S) (BLDG.,FLOOR,ROCM)

i

Sen Flosn, R 342

.

14. 1S RECORD SERIES DUPLICATED ELSE¥YHERE?
tir yzs, serEciry saency or orrice)

>YES O No uMS  Sepules Camtcn.

13. ACCESS RESTRICTIONS O vEs B-Ro
{tr yes, ciTx LAaw({8) & rEguLATION(S])

16. AUDIT REQUIREMENTS

@FNoNE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED?T {(F YES.DOPLAIN

BRIEFLY AND DESCRIRE ANY HARDEARE/SOFTWARK )

18. RECOMMENDED RETENT 1ON

| Retained for that period of time which '™

NEVENINY N\*e@

é(:&n%f,’22§i -I>‘9&<Jf°c7

QUD> 2%3- 5SSS

0 yEs @ no , the computer program is in existence.
| ‘ . When it is abolished or superseded,
{ material is destroyed. 5
. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE

B y7-T3-

- Lewsrigxtry 9 /87 1)




HSTRYCTIGNS - - TYPE OR PRINT A
ZPARATE FORM FOR EACH NEW OR

£V 15ED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE
550-1) ’

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

ITEM O
AGENCY ==-0RDS IHVENTORY

PACE l or . ‘

. DEFARTMENT /|AGENCY 2. DIVISION

.CO?P{J S7asTe College

/7>o[fé€L‘7>€QOTj

3. WNIT

ZUINI+IN~$COM SERIES-

A GROUP OF RELATED RECORDS
ARFERENCE AS WELIL AS RETENTION AND DISPOSITION PURPOAEN

NOPMALLY FILED AND USKD AS A UNIT ronm

4. RECORD SERIES TITLE

CL'Q minN o (TQQZCDI’JLQL

8. EAH.!ESI‘ YEARILATEST YEAR

/75

BRIKFLY DESCRIBRKE THK TYPES OF INFORﬂATION/DOCUHINTSIFORN' FOUND
INCLUDKE THE PURPOSE OR FUNCTION OF THX BERIES)

6. RECOH) SERIES mlnlm {
‘tN ‘FTHE SERIES.

Cri mind Reeords

: oy e e a el N oy e
Records maintained on criminal investigatiens.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
LETTER SIZE O MICROFILM 0 ALPHABETICAL ' Z“FILE DRAVER(S)

: ] O MICROFILM REEL(S)

GAL S1ZE O COMFUTER TAPE WﬁGJaHnCAL S COMPUTER TAPE(S)

O BotND BOOK U .FLOPPY DISK-
Q AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

0O CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

NUMBER = orHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
2FILE DRAYER(S )
"/ Q MICROFILM REEL(S)
RUOEPR C COMPUTER TAPE(S)

- . S OTMER(SPECIFY Y

1l piLE IS USED .

P’BA!LY

QO wEEKLY O MONTHLY

2. '
1 ;}4

BECOMES INACTIVE AFTER
O MONTH(S) O YEAR(S)

LOCATION(S (BLDG..FLOOR ROOM )
2500

aJc:S/A/o 7H AE

THWES . CENTER [/ Folite DEMTmEnT

‘%

f4. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

SPECIFY /.GENCY OR orrice)

Bage Laiie/

~ bir yes,

eYES ONo g/

15. ACCESS RESTRICTIONS OYES BTo
(1r. yes, ciTx taw{s) & rxaurLaTION(S)

16. AUDIT REQUIREMENTS

O STATE O FEDERAL O INDEPENDENT

& NonE

1Z. 1S AN INDEX SYSTEM USED!»(-cp YES .EPLAIN

BRIEFLY AND DKSCRIBE ANY HARDWARE/ SOFTWARK }

S/:gs 5' NO
Lhiss ReFakinee Fle iy ase

RECQMMENDED RETEN'T!ON.
ETHed  Jo YeE i
0K Gt AR Fokmr il
L Joehed . Al B weri
LEC A hVES. 7HEN TE ey

{9. NAME AND TITLE OF PREPARER 20,

MR ion whod,, SE€ GEnn T

TELEPHONE NUMBER

- Ef3-5430

21. DATE

4 38-93

. me= nenla I=evisEn 2/87)




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

SED RECORD SERIES. FORWARD
w CORDS RETENTION SCHEDULE

{ 380-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROQAD

JESSUP, MARYLAND 20794

ITEM T
AGENCY ==CZ0RDS INVENTORY

BOX 278

pace _f  or '

1. DEFARTMENT /[AGENCY

Cord Grnik Colllfe

2. DIVISION

FolicE “DEPT.

3. INIT

CEFINITION-RECORD SERIES.? 9"OUP OF RELATED RECORDE

NORMALLY FILED AND USED AS A UNIT ProOR

4, RECORD SERIES TITLE

ARFERENCE AS WELL AS RETENTION AND DISPOS)TION PURFOAER

j‘/&’ /14 gﬂ/uﬂ'ﬁ EMENT Z:’do(@g

5. EARLIEST YEAR/LATEST YEAR

LI

4N ‘FTHE SERIES.

public j.tispection,by the court.

5. lECém SERIES ml”lm (IRIIPLV DESCRIBE THE TYPFPES OF IHPOMTION[OQCM?!/NM FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THXK BEMIES)

Tl IE | X pundgemenT Ktk Ds

Criminal ifformation gathered on juireniles.

Expungement records are records (criminal) which have been ordered removed from

| 7. RECORD SERIES FORMAT(S) 8

‘ TTER SIZE Q MICROFILM
LEGAL SIZE O COMFUTER TAPE

0 BOUND BOOK O . FLOPPY DISK -

0 AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

. RECORD SERIES SEQUENCE 9
O ALPHAEETICAL A
T FUMERICAL
O CHRONOLOGICAL -
O GEOGRAPHICAL

O OTHER(SPECIFY)

. VOLUME

Z FILE DRAWER(S)
O MICROFILM REEL(S)
T COMPUTER TAPE(S)
= OTHER(SPECIFY)

A.

NUMBER

10. ANNUAL ACCLMULAT ION

O FILE DRAWER(S)
/ O MICROFILM REEL(S)
RGIEPK C COMPUTER TAPE(S)

t 11. piLE 1S USED

S OOHER(SPECIEY)Y)
BECOMES INACTIVE AFTER

12.
s

(1" vyes, c17x LAW({S) & rEauLATION(S)

T BalLY 0 wEEKLY O MONTHLY O MONTH(S) Q YEAR(S)
13. CURRENT LOCAT%S) ( BLDG. , FLOOR , ROGM } 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
‘9{520 w- o AVE ’ﬁ’ tir vyza, sereciry raENCY OR OFricE]
THWES  LENTER) FolsCo. “DELICTMENT | ®NES ONO g,/ ABids Liaiion
15. ACCESS RESTRICTIONS OYES @TNoO

16. AUDIT REQUIREMENTS

BNONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? ( (P yRS.EPLAIN

D/Yl-:sDNo

e Rise  fospener e oA
“Base  Grpviod

BRIEFLY AKD DESCRIBE ANY HARDEARE/SOFTWARK )

18. RECOMMENDED mld

?[7‘477/21/ 0 YIRS A
4 0(/'9’,///?1»' A PEA Pk e
aehid A cadier o

L S0 ARLAVES, ZHH 2ETREY

19. NAME AND TITLE OF PREPARER

kg Wl - St

20.

TELEPHONE NUMEER

21. DATE

F-R8- 7%

385 - 54380




STRLCTIRIS--TYPE CR PRINT A
PARATE FORM FOR EACH KNEW OR

VYISED RECCRD SERIES. FORWARD

DEFARTMENT CF CENERAL SERVICES
RECCRDS MANAGEMENT DIVISION

(TEMm G (A)

AGENCY =ZIDADS IHVEWTURY

7273 YATERLOO RCAD
P.O., BOX 273
JESSUP, MARYLAND 20754

PACE __E__cr “‘L_

! T RECORDS RETENTION SCHEDULE
,isa-l) o

DEFARTHENT [AGENCY

2. DIVISIeN

3. WNIT

Procurement Office

ZFINITICN-RECCRD SERIES-

A GROUP CF RXLATED REKCORDE NORMALLY FiLxD
REXFERENCE AS YELI AS RETXNTION AND DISPOS

AND LUSED AB A UNIT rem
JON PURPQSEY

. RECCRD SERIES TITLE
Bids

$. EARLIEST YEAR/LATEST YEAR
07/88 — 06/93

. RECORD SERIES DESCRIFTION (

Includes:

4N THE SERIES.

‘Bids are used to initiate a competitive procurement.

instructions and information concerning submission requirements,
) delivery and/or performance schedules,

BRIKFLY CXXCRIBRE THE TYPKS CKF lNFGMT!ON/DOCL’im(T!/P‘OM rOUND
INCLUCK THIC PURPOBE CR FUNCTION CF THE 5!)’.1!8]

description

and any special instructions.

7. RECCRD SERIES FORMAT(S) 8. FECORD SERIES STOUENCE 9. VOLLWE _
X riLE DRAVER(S)
aQ A ALPHAEBETICAL
O LETTER SIZE O MICROFILK J 2 w1 1Lst L{5)
‘I’zca;.sxzz O COMFUTER TAPE D MERICAL 5. S COMPUTER TAPE(S)
. NUMBER ~
O BOUND BOOK O .FLOPPY DISK- O CHRONOLOG I CAL, = CTHER(SPECIFY)
QO Auplo TAPE Q VIDEO TAPE O czocRAPHICAL ‘0. ACC Tion
0 OTHER(SPECIFY) D oTtHER(SPECIFY)} X0 FILE DRAYER(S)
- ) 5 3 MICROFILM REEL(S)
- KUGSTERRK C COMPUTER TAPE(S)
" T omre(CEeCIEY Y
1. riLE IS LSED 12. £jle EECOMES INACTIVE AFTER
# paiLy O vERXQY O MoNTHLY ﬁuéktﬁ' O MNTH(S ) X YEAR(S)

13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROCH |

Miles W. Connor Administration, 3rd. floor Rm 229%

3

~r

0 yes KXno

4. IS P.:‘:com SERIES CUPLICATED ELSEYHERET?
tir yrs, sreciry scencT or crrtcx)

1S, ACCESS RESTRICTICNS 0 YES
1" yes, citx tan{s) & mrxourav

Kno
1onls)

1€,

ALDIT REQUIREMENTS

O nave KSTATE O FECERAL O INDEPENDENT

Oyes & No

17. 1S AN INDEX SYSTEM USEDT ({F YR¥.K5:rLAIN
BRIEFLY AND DKXCRIRE ANXY HARDIARK/SOFT!A“,

5 years

{8. FECOMMENDED RETENTION

= then desf;‘oy—.

19. NAME AND TITLE OF PREPARER

Evelyn D. Harlee,‘UMS Buyer III

20. TELEP_}W NWEER

(410) 383-5974

21 . DATE.

March 30, 1993

et~ o~ faw




o

¥

HSTRUSTIGNS--TYPE OR PRINT A
EPARATE FORM FCR EACH NEW OR

EVISED RECORD SERJES. FORWARD

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 ¥WATERLOO RGAD

1TEM 9Ca)

AGENCY =Z70RDS IHVENTOURY

H RECORDS RETENTION SCHEDULE

550-1) JESSUP,

P.O, BOX 273
MARYLAND 20754

rrce B _or M

| . DEFARTMENT /AGENCY 2, plvisicn

3. WNIT

Procurement Office

CEFINITICN-RECCRD SERIES.

A GROUP OF RELATED RXCORDS NORMALLY FILKD AND USED AS A UNIT FOR
RARFERENCE AS VYELL AS RETENTION AND DISPOS

ITION PUNPFONEN

4. RECORD SERIES TITLE

Agency Inter-0ffice Requisition

5. EARLIEST YEAR/LATEST YEAR
’ 07/88 To 06/93

§. RECORD SERIES DESCRIPTION (
AN THE SERIES.

Includes:

Request for services and commodities,

BRIKPFLY DKSCRIRK THE TYPRS OF !NFOMTION/DOCMTI,NM FouUND

INCLUDK THE PURPOBE CR FUNCTION OF THE szm:s)

Qescription of services and needed commodity, approximate cost,
potential vendor, and required signatures.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
LETTER SIZE O MICROFILM O ALPHABETICAL X FILE DRAFER(S)
, . 8 MICROFILM REEL(S|
' GAL S1ZE U COMFUTER TAPE 0 NUWERICAL . 2 COMPUTER TAPE(S)
. . NUNMBE -
O BounD BOOK U .FLOPPY DISK- O CHRONOLOG I CAL = CTHER(SPECIFY)
u] o ’ a
ALDIO TAPE VIDEO TAPE GEOCRAPH | CAL 10. ANNUAL ACCUMULAT ION
0O OTHER(SPECIFY) B orHER(SPECIFY) % FILE DRAVER(S)
- ) _ 3 MICROFILM REEL(S)
Department Number _ ROWEPR C COMPUTER TAPE(S)
s OTHWFR{SESCIEY)
1l plLE 1S USED 12. riILE BECOMES INACTIVE AFTER
B paiLy 0 vERQY O MONTHLY O MONTH(S) B YEAR(S)

vicia .3

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

Miles W. Connor Administration, 3rd. floor Rm

225 |*

A

14. 1S RECORD SERIES DUPLICATED ELSEYHERET
t1r vyes, sPECiFY saENCY OR CPPICE)
YES 0O NO Requisitioning Department

15. ACCESS RESTRICTIONS

{ir ves,

Q YES X NO
c1Tx LAwW{S) & rxouLATION(S)

16. AUDIT REQUIREMENTS

0O Neve & STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED?T (IF YES.KOPLAIN

odvyes & nNo

BRIEFLY AND DXXCRIRE ANY HARDNARE/ZOFTWARK )

18. RECOMMENDED mlm

5 years

then destroy.

12. NAME AND TITLE OF PREPARER 20.

Evelyn D. Harlee, UMS Buyer III

TELEPHONE NUMEBER

(410) 383-5974

21. DATE

March 30, 1993

S lrevrier™ 2 /a7 )




HS

1IGHS-*TYPE OR PRINT A
ZPARATE FORM FOR EACYH NEW OR

DEFARTHMENT CF CENERAL EERVICES
RECCRDS MANAGEMENT DIVISION

AGENCY =2ZORDS

1T€E M 1(C¢c)

VAVENTORY

RECCRD SERIES, FORWARD 7273 WATERLOCO RCAD
! 0. 278
1 RECORDS RETENTION SCHEDULE pP.0. BOX PACE . oF
DGS 580-1) JESSUP, MARYLAND 207%4 A —‘-—
. DEFARTMENT /|AGENCY 2. Dlvisien 3. WNIT

Procurement Office

SEFINIT!ON-RECCRO SERIES-

A GROUP COF RELATED RXCORDS NORMALLY FILXD
ARFERENCE AS YELL AS RETENTION AND DISPOS

AND UZED AS
lIlOﬁ{PUQPQﬁL!

A UNIT FCR

4.

RECCORD SERIES TITLE

Bids _and Quotes File

. : .

. S. EARLIEST YEAR/LATEST YEAR

07/88 o 06/93

¢. RECORD SERIES DER.R!PTICN (

THE SERIES.

To house bids and quotes received from vendors.

Includes:

RFQ's,

IFB's, and Telephone Quotes.

ARJKFLY CXSCRIBK THE TYPXKS CF lHPOEﬂATlON/DOCUH‘HTS/FDRH‘ FOUND
INCLUDK THX PURPOBE CR FUNCTION ‘oF THE l!F128‘

7. RECCRD SERIES FORMAT(S)
'.I‘ETTER S1ZE O MICROFILM

® LEGAL S1ZE2 O COMPUTER TAPE
O BowUND ebox O .FLOPFY DISK-

O ALDIO TAPE 0O VIDEO TAPE

0O OTHER(SPECIFY)

O COTHER(SPECIFY)

= 2

RECORD SERIES SEQUENCE $. VOLLBME
£ ALPHAEETICAL A FILE DRAVER(S)
. J MICROFILM REEL(S)
0 NUMERICAL 2. S COMPUTER TAFE(S)
NUMRER = GTHER(SPECIFY)
O CHRONOLOGICAL, - =
0 CEOCRAPH|CAL
= ! 10. ANNUAL ACCLMULATION

RUNEEX C COMPUTER TAPE(S)

X FILE DRAYER(S)
3 MICROFILM REEL(S)

S CTYER(SECCIFY )

11,

X

FILE IS usEp Varies

pAlLY

X vEDaY

12. p)LE BECOMES

RU#%:!'

0 MoNTHLY

INACTIVE AFTER
a M:vni(s)

X yEAR(S]}

{1 yes, ciTc raw{s]) & mxaguraTion(s]

13. CURRENT LOCATICN(S)) ( BLDG. , FLOOR, ROOK) 14. 1S RECORD SERIES DUPLICATED ELSE¥HERE?
2, .bir yEs, sPeciry sapncy om orrice)

Miles W. Connor Adminlstration, 3rd. floor Rm 225 |§ 0 yes &no

{S. ACCESS RESTRICTIONS OvyeEs. QR no 16. AUDIT REGUIREMENTS

O notvE K STATE O FEDERAL O INDEPENDENT

17.

1S AN

&

QyEs & NO

INDEX SYSTEM USED? {1 vYES OPLAIN
BRIEFLY AKD DESCRIAE ANKY HARD'ARE/EOFT'AR‘)

18.

"5 years

RECOMMENDED RETENT ION

- then destroy.

i, 12,

- Evelyh D Harlee, UMS Buyer III

L - -

NAME AND TITLE OF PREPARER

20. TELEPHONE NWEER 21.

(410) 383-5974

DATE

March 30, 1993




jrfn §(0)

USTRUGTIGHS: - TYPE OR PRINT A DEFARTMENT CF CENERAL SERVICES AGENCY ==CDRDS IRVENTORY
ZPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION SWUn
j RECORD SERJES, FORWARD 7273 WATERLOO RCAD
. : .0. 2783 . !

RECORDS RETENTION SCOHEDULE P.O. BOX 27 pACE or l
DGS 5%50-1) ) JESSUP, MARYLAND 20754 »
. DEFARTMENT/AGENCY ‘ | 2. Divisien 4 3. WNIT

Procurement Office

A GROUP COF RXLATED R‘COBADI HORMALLY FILED AND USKED AS A UNIT FOR

: . CRD SERIES-
EFlNlT!CN‘SEC r REFERFNCE AS WELL AS RETENTION ANO DISPOSITION PURPO=FS

(. RECORD SERIES TITLE B R 5. EARLIEST YEAR/LATEST YEAR
Bid Tabulation Records ) » . ' 07/88 wo 06/93
BRIKFLY DESCRIRK THE TYPEN OF !NFOMT!ON/DOCM?!/”M FouUnD

5., RECORD SERIES DF_s::RlPrxc« {
g THE SERIES. JHCLUDK THK FURPOSE OR PUNCTION OF THE SEFIES)

To house tabulated bid information

Includes: RFQ's, IFB's, and Telephone Quotés.

. RECORD SERIES FORMAT(S] 8. RECORD SERIES SEQUENCE J9. voLLME
’_:'rr'an SIZE O KICROFILM O ALPHABETICAL ' L FILE DRAVER(S]
. . . . . O MICROFILM REEL(S)
d LEGAL SizE 0O COMFUTER TAPE R NMuERICAL 2 . Z COMPUTER TAPE(S)
J NUMBER ~
O oD BOOK O . FLOPFY DISK- 0 CHRONOLOGICAL, = CTHER(SPECIFY)
O Apio TAPE O VIDEQ TAPE O GEOCRAPHICAL

10. ANNUAL ACCLMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) X FILE DRAYER(S)
- : s 3 MICROFILM REEL(S)

- ;-o%rzrc COMPUTER TAPE(S)

o~

= CTYER(SESCIFYY

$11- eltE 1S USED varies ' 2. FILE BECOMES INACTIVE AFTER
DAIL ‘G VEEMLY 0 MONTHLY 3 O MoNTH(S) ¥ YEAR(S)
XoalLy % RUREYR ~
13. CURRENT LOCATICN(S] (a_nc..n.ooa mou) {4. 1S. RECORD SERIES CUPLICATED ELSE¥HERE?

) t1r yes, sercimry soENCY Or OFFicE)
Miles W. Connor Admlnistration, 3rd. floor Rm 225 |1 0 yES X NO

13. ACCESS RESTRICTIONS Q YyES. KNO 16. AUDIT REQUIREMENTS

{ir yes, cite raw{s) & rxgurarion(s) . : .
' ONNE O STATE 0O FEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM USED?T (17 yrs.mowrialn
BRRIEFLY ARND DEEXCRIRBE ANY MRDIARE/BOF‘I’!A“,

& .

18. RECOMMENDED RETENTION

Q. o : .
. YES R No 5 years .~ then destroy.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUWEER 21. DATE

Evelyn D. Harlee, UMS Buyer III (410) 383-5974 - March 30, 1993




) Tem 9 (E)

LSTAY _»c‘. TIGHIS- - TYPE CEFARTMENT CF CENERAL SERVICES . ———n e ,
= OR PRINT A A Vio1oed AGENCY =IIDRDS IHVENTORY
ZPARATE FORM FOR EACH NEYW OR - RECORDS MANAGEMENT DI S
E RECORD SERIJES. FORXARD 7278 WATERLOO RCAD

RECORDS R:-:mecu SQ-EDULE . P.O, BOX 273 PACE ! or l
DGS 580 l) . JESSUP, MARYLAND 20754
. DEFARTMENT [AGENCY 2. DIVISIEN 3. WNIT

Procur 3

EFINITICN-RECORD SERIES.

A GROUP CF REXLATED R.IGORDI NORMALLY FILID AND UZIKD AS A UNIT FOR
HIF!RZNC! AS WELI AS RETENTION AND DISPOS|TION PURPORFS

. .

{. RECORD SERIES TITLE N
Notice of Award of Contracts ‘

?. EA.R!.LEST YEAR/LATEST YEAR
- 07/88 o 06793

5. RECOR!J SERIES DExRIFTlm (
1

To report to Maryland Register.

Includes: Award information.

BRIKFLY DEKSCRIBK THK TYPKS OF mrcm'rmn/nocm'rs/mm FOoUND
FTHE SERJES. . INCLUDK THX FURPOSE OR FUNCTICN OF THE BEFIES |

(17 vyes, citx tawls) & rxaurarion(s)

. RECORD SERIES FORMAT({S] 8. RECORD SERIES SEQUENCE 9. VOLLUME
..:'rn:n S1ZE O MICROFILM O ALPHAEETICAL X FILE DRAWER(S)
. 0 MICROFILM REEL(S)
® LEGAL SI1ZE 0 COMFUTER TAPE O NMLMERICAL 1. Z COMPUTER TAPE(S)
. NUMBER ..
0 ponn BoOK O . FLOPPY DISK- O CHRONCOLOGICAL, = OTHER(SPECIFY)
a
O Auptlo TAPE Q VIDEG TAPE GEOGRAPH | CAL 10. ANNUAL ACCLMULAT 10N
O OTHER(SPECIFY) d oTHER(SPECIFY) R FILE DRAYER(S]
- ' T 1 3 MICROFILM REEL(S)
Form Name RUNEEX C COMPUTER TAPE(S)
s CTYFR(SEASCIFEY)
t11. gL 1S UsSED Varies " 12+ FILE BECOMES INACTIVE AFTER
X pAalLY X vERXLY O MONTHLY E‘Uhlﬂ‘ O MaNTH(S) . R YEAR(S)
13. CURRENT LOCATICN(S) {ELDG.,FLOOR,ROCM) ‘ {4. IS RECORD SERIES DUPLICATED ELSE¥HERE?
Miles W. Connor Administration, 3rd. floor Rm 225 |/* g" YES, SPECIFY sGENCY OR orFF(cx]
13. ACCESS RESTRICTIONS "2 YES. 0O no 16. AUDIT REQUIREMENTS

O NoNE X0 STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (I yes.mo:rLAIN

: 18. RECOMMENDED RETENTION Do
BRIKFLY ARND DXXCRIANE ANY HAHD'ARE/!OFT'AR‘) .
. £ . : )
‘avyes & no » "5 years ' - then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Evelyn D. Harlee, UMS Buyer III (410) 383-5974 March 30, 1993




STRUSTIGNS: -TYPE OR PRINT A
IPARATE FORM FOR EACH NEW OR

IVISED RECORD SERJES. FORYARD

;lllrzcoans RETENTION SCHEDULE
$0-1)

DEFARTMENT CF CENERAL EERYICES
RECORDS MANAGEMENT DIVISION
7278 ¥YATERLOO RQAD
P.O. BQX 273
JESSLP, MARYLAND 20794

(TEA 9 n?Y

AGENCY =ZTORDS IHVEWT

PAc;:__‘__or _jl_

. DEFART‘KENTIAGZNCY

2, DIVISION

3. WINIT

Procurement Office

EFINITICH-RECCRD SERIES.

A GROUP OF RELATED RECORDSE NORMALLY FILXD AND USKED AS A UNIT FOR
REFERINCE AS YELI, AS RETENTION AND DISPFOS|TION PURPFQOIESR

. RECORD SERIES TITLE
Purchase Orders

3. EARLIEST YEAR/LATEST YEAR

D738~ " 36493~

i, RECORD SERIES DESCRIFTION (

services performed.

Includes:

‘1N THE SERIES,

ARJEFLY DKSCRIRR THE TYPES OF lNFQMT!ONIDOCmT’/Nm rouno
INCLUDK TMKX PURPOEE CR FUNCTION OF THK BEEFIES )

Document used for written authority for Vendors to deliver and bill for commodities/

Vendor's name, address, name of responsible requisitioner and charge
code, name of responsible procurement officer, date of purchase,
amount of purchase, and description of items procured.

7. RECORD SERIES FORMAT(S)

TTER SI1ZE O MICROFILM
GAL SI1ZE 0O COoMFUTER TAPE
Q" BXND sﬁoK O . FLOPPY DISK-
Q.AUD!O TAPE O VIDEDO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
B ALPHAEETICAL

0 NUMERICAL

0 cHRONOLOGICAL,

O CEOGRAPHICAL

QO OTHER(SPECIFY)

9. VOLUME

¥ FILE DRAYER(S)

0 MICROFILK REEL(S)
COWPUTER TAPE(S)
CTHER(SPECIFY)

5

NUMBER

(RIS

10, ANNUAL ACCLMULAT ION

X FILE DRAYER(S)
5 3 MICROFILM REEL(S)
- RUNEEZX © COMPUTER TAPE(S)

C LRI CSEACIFY )

.

t1l. piLE 1S USED 12. FiLE BECOMES INACTIVE AFTER
& pAILY 0 ¥EBKLY O MaNTHLY | O MoNTH(S) X YEAR(S)
13. CURRENT LOCATICN(S) ({ELDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSE¥HEREY
) . _ e tir vy, srecyirY '.c?eci; onbirnccz:) eral
Miles W. Connor Administration, 3rd. floor Rm 225 |% YES, O NO ccounts rayable, Centra
' v . > . R eceiving;-apnd Requigitioning Dept
15. ACCESS RESTRICTIONS gvyes XNno 16, AUDIT REQUIREMENTS
(1" yes, ci1Tx Law{s} & mxaurLAaTiON(=E) ] ’
O NoNE @ STATE O FECERAL O INDEPENDENT

. O yes O¥ NO ¢

17. 1S AN INDEX SYSTEM USEDT (IF YRS.KPLAIN
BRIEFLY AND DKECRIRE ANY HAHD'ARE/ﬂQn!Au)

5 years

18. RECOMMENDED RETENTION

= then destroy.

19. NAME AND TITLE OF PREPAFRER

Evelyn D. Hdrlee, UMS Buyer III

20. TELEPHONE NWWEER

£410) 383- 5974

21. DATE

March 30, 1993

e R R Y A )




[

ASTRVCTISNS - -TYPE OR PRINT A
ZPARATE FORM FOR EACH NEYW COR

£VISED RECORD SERIES. FORWARD

DEFARTMENT OF CENERAL ESERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RQAD

1TEMm 7(c)

AGENCY =zZORDS IHVEWTURY

t CORDS RETENTION SCHEDULE P.O. BOX 273 PACE l or l
580-1) JESSUP, MARYLAND 20794 7
DEFARTHMENT [ AGENCY 2. DivISIicn 3. wIT

Procurement Office

IEEFINITIOH-RECORD SERIES-

A GROUP OF RELATED REKCORDS NORMALLY FILED AND USED AS A UNIT FONR
AKFERENCE AS WELL AS REKTENTION AND DISPOSITION PURPOSES

{. RECORD SERIES TITLE

Requisition Forms/Purchase Orders

3. EARLIEST YEAR/LATEST YEAR
07/88 o 06/93

T

5. RECORD SERIES DESCRIPTION (
4N THE SERIES.

ARIKFLY DESECRIRK THE TYPrEKsS OF 'NFOMTION/DOCU‘KTS[NM rouUnD

INCLUDK THX PURPOSE OR FUNCTION OF THK szm:s]

Forms used to request and to order needed commodities.

7. RECORO SERIES FORMAT(S)

TTER SIZE Q MICROFILM
LEGAL S1ZE O COMFUTER TAPE
0O pxND abox O . FLOPPY DISK-
O AUDIO TAPE QO VIDEO TAFE

O OTHER(SPECIFY)

3B NUMERICAL

8. RECORD SERIES SEQUENCE

D ALPHAEBETICAL

O CHRONOLOGICAL,
0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

3 FILE DRAVER(S)
. O MICROFILM REEL(S)
boxes = coppuTER TAPE(S)

""""?)g CTHER{SPECIFY)

10, ANNUAL ACCLMULAT ION

D FILE DRAYER(S)

N/A 8 MICROFILM REEL{S)

C COMPUTER TAPE(S)
S CTHER(SESCIFEY)

Wl FiLE 1S USED Varies

¢ DAILY R vEEXLY 0 MoNTHLY

12. F|LE BECOMES INACTIVE AFTER

. NéA 0 MONTH(S ) Q YEAR(S]}

13. CURRENT LOCATICN(S) (ELDG.,FLOOR,ROCM)

Miles W. Connor Administration, 3rd. floor Rm 225

\

()

L

14. IS R'ECQRD SERIES DUPLICATED ELSEYHERE?

tir vy£s, seEcirY saENcY or OFFtcE)
O YEsS R No

15. ACCESS RESTRICTIONS ovyes ¥ no

{1® yes, ciTx LAN{S] & rEauLATION(S]

16. ALDIT REQUIREMENTS

flncun 0 STATE O FEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM USEDT ((r YES.IOPLAIN

OYES ¥ NoO

BRIEFLY AND DEKSCRIBE ANY HARDRARE/SOFTWARK)

18. RECOMMENDED RETENTIJON

5 years - then destroy.

12. NAME AND TITLE OF PREPARER 20.

Evelyn D. Harlee, UMS Buyer III

TELEPHONE NUMEER

(410) 383-5974

21. DATE

March 30, 1993

iR A AR




SSTRUCTIGNS- - TYPE OR PRINT A
ZPARATE FORM FOR EACH NEY OR

EVISED RECORO SERIES., FORYARD

DEFARTMENT CF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY =2Z0RDS IHVENTOR

ITEM 7(u)

7278 YWATERLCO RCAD

RECORDS RETENTION SCHEDULE P.O. BOX 273 PACE l oF
$50-1) ' JESSUP, MARYLAND 207854 —.—-
. DEFARTMENT/ACENCY 2. DIVISICN 3. WNIT

Prncnrempn} Office

EFINITION-RECCRD SERIES.

A GROUP OF RELATED RXCORDS NORMALLY FILXD AND USKD AS A UNIT FOR
REFERENCE AS WELL AN REXTENTION AND DISPFrOS]TION PURPOQEEZSR

{. RECORD SERIES TITLE

Copy of Contracts Awards

S. EARLIEST YEAR/LATEST YEAR

07/88 o 06/93

5, RECORD SERIES DESCRIPTION |

THE SERIES.

Used to inform Maryland Register of Award of Contracts.

BRIKFLY DESCRIRKE THE TYrES OF lHFOmTlON/DOCmT!,P‘Q_m rouUHD
INCLUDK THK PURPOSE OR PFUNCTION OF THE BEFRTIES)|

Includes: product/services, date, amount, and vendor solicited.

7. RECCRO SERIES FORMAT(S)
_LETTER S1ZE O MICROFILM
GAL S1Z= 0O COHMPUTER TAPE
0 BOLND Boox U.FLbPPY DIsSK-
Q.AUDXO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL '
0 NLUWERICAL

O CHRONOLOGICAL,

NOMBER

9. YOLWME

3 FILE DRAYER(S)
" O MICROFILM REEL(S)
Z COMPUTER TAPE(S)
X CTHER{SPECIFY)
_falder

1

0 GEOGRAPHICAL

0O OTHER(SPECIFY]

.

10.

ANNUAL ACCLMULAT 10N
C FILE DRAWER(S]
Q MICROFILM REEL(S)

(1" yes, citc raxis) & rxaurarTion(s)

N/A - ELéé;n- C COMPUTER TAPE(S)
v - S CTYFR({SECIVFY )
t1le FILE 1S USED yaries 12 FILE BECOMES INACTIVE AFTER
R oalLy X vEELY O MoNTHLY Ny O MXTH(S] 3 YEAR(S]
13. CURRENT LOCATICN(S) {ELDSG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥HERE?
. . ' 4 ttr yes, sPECIFY sraENCY OR OPFicE)
Miles W. Connor Administration, 3rd. floor Rm 225 |} 0 ves R No _
13. ACCESS RESTRICTIONS Oves ¥ no 16.

AUDIT REQUIREMENTS

.

O NavE X STATE DO FEDERAL D INDEPENDENT

 OyEs R No ¢

17. 1S AN INDEX SYSTEM USED? (ir YR®.m>PLAIN
BRIEFLY AXND DESCRIRBRE ANY HAHD'ARK/BO”!AR"

18.

-.then destroy.

RECOHMMENDED RETENT ION

Retain for 5 years or until all

- waudit requirements ha{}e been fulfilled,

12. NAME AND TITLE ©OF PREPARER

Evelyn D. Harlee, UMS Buyer III

20. TELEPHONE NUMEER

(410) 383-5974

21.

DATE

March 30, 1993

S ettt e w faw




STALCTIGNS - - TYPE OR PRINT A
PARATE FORM FOR EACH NEY OR

¥V ISED RECCORD SERIES. FORYARD
’RECORBS RETENTION SCHEDULE

580-1} JESSUP,

DEFARTMENT CF CENERAL EZERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOCO RCAD

P.O.
MARYLAND 20794

BaxX

ITEM (0O
AGEWCY =2CORDS IRVENTORY

273

PACE ‘__ or _L

2. DIVISICN

.

DEFARTHENT [AGENCY

3. WNIT

Procure;ngnﬁ QOffice

ZSFINITION-RECCRD SERIES.

A GROUP COF RELATED RECORDE NORMALLY FILXD AND UVERKD AS A UNIT From
REFERENCE AS WELI, AS REXTENTION AND DISFOS]TICON PUBRPOSEN

RECORD SERIES TITLE

Vendors List

8. EARLIEST YEAR/LATEST YEAR
07/88 -5 06/93

»

. SERIES DESCRIFTION
RECORD SER | PTION ( THE SERIES.

BRIKFLY DXBCRIRE THE TYPFPEE CF lNPOmTlON/DOCm?’/F‘OM TOUND

INCLUDK THEK PURPOSE OR FUNCTION OF THK 5!’?1!8‘

Vendors list are kept to give vendor information which includes name, address,
telephone number, and federal I.D. number.

7. RECORD SERIES FORMAT(S ) 8.

LETTER S1ZE O MICROFILM
GAL S1ZE O COMFUTER TAPE
O BoUND BOOK O .FrLoPPY DISK-
D ALUDIO TAPE QO VIDEO TAPE

X OTHER(SPECIFY)

RECORD SERIES SEQUENCE
X1 ALPHAEETICAL
O MUMERICAL
O CHRCONOLOGICAL
0 CEOCRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

FILE DRAVER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S)
CTHER(SPECIFY)
bhinder

a
o]
1 o]

NUMBER X

10. ANNUAL gqcmuuq'xou
o }?éfrmvsn(s]
3 MICROFILM REEL(S)

1
Data Binder .. - RGYEER C COMPUTER TAPE(S)
- X CTHER(SE<C1FYY
- FILE 1S USED yurieg 12. fFiLE BECOMES INACTIVE AFTER
X calLY R ¥ERLY O MoNTHLY KoY O MoNTH(S) 9 YEAR(S)

13. CURRENT LOCATICN(S) {BLDG.,FLOCR,ROCK )

Miles W. Connor Administration, 3rd. floor Rm

*3

2251}

14. |S RECORD SERIES DUPLICATED ELSE¥HERE1?
tir yes, sereciry soENCY OR CFFicE)
® YES 0O No Accounts Payable

15. ACCESS RESTRICTIONS ovyes ¥ o
{i1r ves, c1Tx Law{s) & rzoutaTion{s])

16. AUDIT REQUIREMENTS

'

B NaNE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (“r YEX IOPLAIN

O yes K NO ¢

BRIXKFLY AND DEKSCRINE ANY HARDWARE/SOFTYWARK ]

18. RECOWMMENDED FETENTICN

Retained until'supers'eided. TN
FLESTRLY ‘

19. NAME AND TITLE OF PREPARER

Evelyn D. Harlee, UMS Buyer III -

20. TELEPHONE NUWWEER

(410) 383-5974

21. DATE

H
w
V'e)

t—— s s a faw )

_March 30,




| TEM 1)

. - CF CENERAL SERVICES . .mnn PR .
SIRUSTICNE - TIPE OR PRINT A | DEPARTYENT AGENCY =ZI07DS IHVENTURY
ZPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION
£VISED RECCRD SERIES. FORYARD 727% WATERLOCO ROAD
t CORDS RETENTION SCHEDWLE |. P.0. BOX 279 . PAGE ! oF

5350-1) ' JESSUP, MARYLAND 20794 —‘—-
. DEFARTMENT/AGENCY 2. DIVISION : 3. wNIT

. Proourpmpﬁt Office

A GROUP OF REXLATED RECORDE NORMALLY FILED AND USKD A% A UNIT FOR )

CE . CRO SERIES.
FINITION ‘Fc AEFERENCEK AS WEL! A RETENTION AND DISPOSITION PURFPQSES

.

i{. RECORD SERIES TITLE , 3. EARLIEST YEAR/LATEST YEAR

Correspondence : S ' © . 07/88 o 06/93
y BRIKFLY D“‘CRI" THX TYPER OF INFORMATION DOém?' FOMOIS rouND
5. RECORD SERIES DESCRIPTION | . / /
. . AN 'ﬂ-!E SERIES. INCLUDK THE PURPOSE CR r\:‘NCT‘m OoF THER szsz)

Correspondance from vendors and de
kept with the purchase order.

partments in reference to purchase orders are

7. RECORD SERIES FORMAT(S) "{ 8. RECORD SERIES SEQUENCE 9. VOLME

TTER SIZE O KICROF{LMX : X ALPHABETICAL FILE DRA¥ER(S)
Q MICROFILM REEL(S}

GAL SIZE O CCMFUTER TAPE O NUMERICAL 5 ~ Varies: cowPuUTER TAPE(S)
' ' NUMBER = cren(speclFY)
O sotavD BOOK T FLOPFY DISK- 0 CHRONOLOGICAL, - =
O AUDIO TAPE O VIDEO TAPE | O GEOGRAPHICAL

10. ANNUAL ACCUMULAT jON
O OTHER(SPECIFY) O OTHER(SPECIFY) X FILE DRAYER({S)

- 5 - Vari O RICROFILM REEL(S)
- r:mz%‘?’c COMPUTER TAPE(S)

= Ep{CEert Y )

FILE 1S USED Varies 12. p|LE BECOMES INACTIVE AFTER
a;(x_un.y Xa vemaLy O wesNTHLY m O MoNTH(S ) X YEAR(S |
13. CURRENT LOCATICH(S) (BLDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSE¥HERE?
' ‘ ' R tir yes, sreciry sraency or crricx]
Miles W. Connor Administration, 3rd. floor Rm 225 {f{ 0 ves NO .
15. ACCESS RESTRICTIONS O yEs XnNo 16. AUDIT REQUIREMENTS

{1r yes, citx taw{s) & rxauvtarion(s)

0 nave X STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USEDT {1r YRS, .KOPLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIRE ANY NHARDWARE/SCrrTwArK } .

Oyes & no ¢ _ _ v _ 5 years
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER l21. paTE
" Evelyn D. Harlee, UMS Buyer III (410) 383-5974 M:arch 30, 1993

¢t e w faw )




|

st IS--TYPE OR PRINT A

:PARATE FORM FOR EACH NEW OR

IVISED RECORD SERIES. FORWARD

;‘I'CECORDS RETENTION SCHEDULE
50-1)

72783

' JESSUP,

DEFARTMENT CF CENERAL SERYICES
RECORDS MANAGEMENT DIVISION

78 WATERLOO ROCAD

P.O, BOX 273

MARYLAND 20794

ITEA (X

AGENCY =ZZDRDS IHVEWTORY

PAGE J!h_or ¥ ]

. DEFARTMENT /AGENCY 2., DIVISICN

3, WNIT

Prncnrpmpnf Office

EFINITICN-RECORD SERIES-

A GrROUP OF E‘LAT!D RECOADS NORMALLY FILED AND USKD AS A UNIT FOR
REFERFNCE AS YELLL AS RETXNTION AND DISPFOSITION PURPOSRX

. RECORD SERIES TITLE

Requisitions and Purchase Orders

5. EARLIEST YEAR/LATEST YEAR
‘ 0z/83 . T 06/93

;. ORD SERIES DESCRIFTION
RECORD lix e seriEs.

of commodities.

Requisitions and Purchase Orders are used as

BRIKFLY DESCRIZE THX TYPrPES OF lHFORHATION/DOCUNINT’/FQFHI rounn

INCLUBK THE PURPOSE CR FUNCTICN OF THK BER1ES‘

requesting forms forw procurement

Includes all information, and specifications to complete -actual ipurchase

.

7. RECORD SERIES FORMAT(S) s.
O_LETTER SI1ZE

‘EGAL S|z

0 oD BOOK

O MIicrROFILM

0 COMUTER TAPE
O.FLOSPY DISK-

0 AuD!O TAPE 0O VIDEO TAPE

C OTHER(SPECIFY)

O NMUMERI]CAL

RECORD SERIES SEQUENCE

O ALPHABETICAL

0 cHRONOLOGICAL,
0 GEOGRAPHICAL

X CTHER(SPECIFY)

departmental /numerical

9. VOLUME

X FILE DRAVER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S)

CTHER(SP=CIFY)

o
1. =
NUMBRER -~

10. ANNUAL ACCIMULAT ION

X FILE DRAYER(S)
1 3 MICROFILM REEL(S)
- RCWEPK C COMPUTER TAFPE(S)

S CIWEB(CSEATCIFY Y

“11. piLE 1S usED
x DALY o]

¥YEEXLY D wmosNnTHLY

1on

FILE BECOMES INACTIVE AFTER
. O MoNTH(S) & YEAR(S)
RUREY N

13. CQURRENT LOCATICN(S) (BLDG.,FLOOR,ROCM )

Miles W. Connor Administration, 3rd. floor Rm 225

4 t1r yrs, seezciryY soENcY or OrFicx]

"

4. 1S E-CQFE SERIES DUPLICATED ELSEYHERE?

£ yes O nNo department

135. ACCESS RESTRICTIONS Q yes R No

{i1@ yes, ci17x Lawls) & rxauraTion{s)

16. AUDIT REQUIREMENTS

0O naNE XKSTATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF yRs.x0rLAIN

8 YEs X NO

BRIEKFLY ARND DEXCRIRR ANY HARDIARE/SOFTIARI)

{8. RECOMMENDED RETENT1ON

5 years

192. NAME AND TITLE OF PREPARER 20.

Evelyn D. Harlee, UMS Buyer III

TELEPHONE NUMEER

(410): 383-5974

21. CATE

March 30, 1993

R e R A LA




w--ﬂ?ﬁ OR PRINT A
ZPARATE FORM FOR EACH NEW OR

DEFARTMENT CF CENERAL EERVICES
RECORDS MANAGEMENT DIVISION

(TEMN |

AGENCY =zZORDS IHVENTORY

RECORD SERIES. FORYARD

7278 WATERLOO RQAD
BOX 273
MARYLAND 20794

PAGE

1or!

RECORDS RETENTION SCHEDULE P.O.
DGS 330-1) JESSUP,
. DEFARTMENT [AGENCY 2. DIVISICN

Coppin State College

Business & Finance

3. WNIT

H’ wman ?&vaf ces

SEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDE NORMALLY FILED AND USKD AS A UNIT FOR
REPFERINCE AS WELIL AS RETENTION AND DISPONITION PURPONESR

4. RECORD SERIES TITLE

Employment

EARLIEST YEAR/LATEST YEAR
1970 o _ 1993

§. RECORD SERIES DE&‘.RIPT!W (

THE SERIES.

on payroll,

BRIEXFLY DESCRIBK THE TYPER OW !HPOMTION/DQCMT!/P‘OM FrouUND

INCLUDK  THX PURPOSE OR FUNCTION OF THK SEP“!Z’]

A. Application

B. Appointment Letter

.C. Correspondence Relating to New Appointments
D. Personnel Payroll

E. Personnel Positin Request

The various forms and information are used to officially hire an employee and get him/her

. RECORD SERIES FORMAT(S)

._ETTER SIZE O MICROFILMK

0 LEGAL SIZzE O CG&F!JTIR TaPE

O NUMERIJCAL
0O potaD aoox a F'LOPPY DISK-
0O ALDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE

XX ALPHAEET 1 CAL

O CHROMNOLOGICAL,
0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLLME
B FILE DRAVER(S)
O MICROFILIK REEL(S)
: 2 COMPUTER TAFE(S)
NUMBER = oTHER(SPECIFY)
10. ANNUAL ACCUMULATION

O FILE DRAYER(S)
Q MICROFILM REEL(S)
RUWEPR © COMPUTER TAPE(S)

- -~

- CTHFR(SEACIFY)

{1® yes, ciTx 1am{s) & rxautaTiON(S)
Privacy Act

tHle piLE 1S UsED 12. FILE BECOMES INACTIVE AFTER
Q palLy 8 vEERQLY O MONTHLY 4 O MONTH(S ) ® YEAR(S)
13, CURRENT LOCATICN(S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥HERE1?
' ‘ A tir yrs, spreciFyY saExcY or oOrFrice)
Miles Connor Administrationm Building A 0 YES XX NO
2nd _Eloor, Room 225
15. ACCESS RESTRICTIONS ® YES O NO. 16. AUDIT REQUIREMENTS

'

O nNoNE R STATE O FEpDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (”r YRS, EDPFLAIN

BRIEFLY AND DEXCRIRR ANY HARDIAR!/BOFT!AR‘)

2vyes & nNo

18. RECOMMENDED RETENT ION

Personnel records are retained for four

(4) years after termination of employment,
then destroyed.

j. ZM ANDZT l:rjOF 20,

(4&102‘:5

TELEPHONE NUWMEER

383:2757

21. DATE

30 March 93




USTRVCTIGNS- - TYPE OR PRINT A
ZPARATE FORM FOR EACH NEW CR

RECORD SERJES. FORWARD
RECORDS RETENTION SCHEDULE
DGS 350-1) '

DEFARTMENT OF GCENERAL SERVICES
RECCORDS MANAGEMENT DIVISIonN
7278 WATERLOO ROAD
P.O. BAxX 273
JESSUP, MARYLAND 20794

ITEMm 1Y
AGENCY ~zC0RDS IHVENTORY

PAcE for_ 4

DEFARTMENT [ AGENCY
Coppin State College

2. DIVISION
Business & Finance

S. WlNIT

mean /1‘2(;60“/'6&5

EFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDE NORMALLY FILKD ANB UEED AS
REFERENCE AS WELIL AS RETENTION AND DISPOSITION PURPFPOSESN

A UNIT FOR

4. RECORD SERIES TITLE

Personnel I.D. Number

S. EARLIEST YEAR/LATEST YEAR
1970 ™ 1993

§. RECORD SERIES DESCRIFTION |

Employees'
kept in file cahinets (197

4N THE SERIES.

BRIEFLY DESCRIERX THE TYPEN OF lNFORHATlON/DOCUﬂENT!/FQRNﬂ FOouUND
INCLUDK THEK PURPOSE OR FUNCTION OF THX BEFIES]

social security numbers are housedin thei personnel file folders which are
1987 to present are stored,
(HRS) which is connected to the mainframe in Administratiwve Data Processing.

0-1986).

the Human Resources System

. RECORD SERIES FORMAT(S)

..:mn S1ZE O MICROFILM

O LEGAL Size O cum.rran TAPE

8. RECCURD SERIES SEQUENCE
XX ALPHAEETICAL

O NUMERICAL

9. VOLUME

% FILE DRA¥ER(S)
0 MICROFILM REEL(S)

; = COMPUTER TAPE(S)
NUMBE

Privacy Act

(1" vyEs, ciTx Lam{S) & rRxaULATION(S]

0 BOWUND aoox o FLOPFY DlIsK- 0 CHRONCLOGICAL Z CTHER(SPECIFY)
a AUD1O TAPE O VIDEO TAFE a caocaw:éu. ’
- 10. ANNUAL ACCLMULATION
Gk OTHER(SPECIFY) 0 OTHER(SPECIFY] % FILE DRAVER(S)
) 3 O MICROFILM REEL(S)
HRS KUIEPX ©C COMPUTER TAPE(S)
S _ OTMYFEB(SESCIEYS
1% piLE 1S USED 12. piLE BECOMES INACTIVE AFTER
Q palLY BXFEDALY O MONTHLY 4 O MONTH(S ) ¥ YEAR(S]
11. CURRENT LOCATICN(S) (ELDG.,FLOOR,ROCH) 14. 1S RECORD. SERIES DUPL ICATED ELSE¥IEFRE?
Miles Comnor Administration Building ] 4 t{tr vyrs, zerEciryY saEncy or OFFtcxe]
2nd Floor, Room 225 } 0 yes &Xno
1%$. ACCESS RESTRICTIONS = YES 0 No 16. AUDIT REQUIREMENTS

A NONE 0O STATE O FEDERAL 0 INDEPENDENT

17. 1S AN INDEX SYSTEM USED? |

BRIEFLY AND DESCRIRRE ANY

O yEs XX NO

IF YES.IOPLAIN

18.
HARDNARE/ SOFTWARK }

RECOMMENDED RETENT 10N
This material is maintained permanently '

in Coppin State archives.

Ry T

20. TELEPHONE NUWEER

410-383-5757

21. DATE

Masch 30, 1993

Director of Human Resources
, R

PEPNPRTY

]



(rem (S

: - -TYPE © DEFARTMENT OF CENERAL SERVICES . e~ . ,
LETRCT)SHe. R OPRINT A ; AGENCY =Z70RDS IKVENTURY
ZPARATE FORM FOR EACHM NEW OR RECORDS MANAGEMENT DIVISion
fp RECORD SERIES. FORWARD 7278 WATERLOO ROAD .
: .0. 273 .

RECORDS RETENTION SCHEDULE pP.0. BOX PACE or
DGS 550-1) JESSUP, MARYLAND 20794 ——-' -
|. DEFARTMENT/AGENCY .| 2. pDIviSicN - 3. WNIT
Coppin State College Business & Finance _ #*LL*Y“CLIW /226450u47:€2;

A GROUP OF RELATED RKCORDS NORMALLY FILKD AND USKD AS A UNIT FOR

ZEFINITION-RECCRD SERIES.
. . REFERENCE AS WELL AS RETENTION AND DIZPOS TION PURPOSFS

i. RECORD SERIES TITLE ' o . 5. EARLIEST YEAR/LATEST YEAR
Status Card File ' _lﬁlé__TO ~1993
| 4 © NFORMATION /DOCUMENTS FOrRus FouND
§. RECORD SERIES DESCRIFTION (°R!%ILY PEECRINK Tym wyPes oF | ! /
THE SERIES. INCLUDK THK PURPOSE OR FUNCTION OF THE BEFIES)

Status card file contains the MS-310's which indicates whether the position is filled, vacant, abol
abolished or inter-agency transfer.

. RECORD SERIES FORMAT(S]) 8. RECCRD SERIES SEQUENCE 19. VOLLME
.‘E'rrza S1ZE O MICROFILM O ALPHAEETICAL ' ¥XFILE DRAVER(S)
0 MICROFILM REEL(S)
3 O LEGAL s1z= Q cc:-nan’r-:n TAPE 2 NMUMERICAL : 2. Z COMPUTER TAPE(S)
NUMBE -~
O BounD BOOK O .FLOPPY DISK- O CHRONOLOGICAL = OTHER(SPZCIFY)
Q0 Auplo TAPE Q0 VIDEOQ TAPE 0 GEOGRAPHICAL

10. ANNUAL ACCLIMULAT ION
Q OTHER(SPECIFY) ‘ O OTHER(SPECIFY) Q FILE DRAYER(S)

- ) 0 O MICROFILM REEL(S)
KGHEEX C COMPUTER TAPE(S)

B : S OYER(CSEACIFY)

FILE 1S USED - 12. FiLE BECOMES INACTIVE AFTER
O palLy & vEEXALY O MONTHLY - O MONTH(S) 0 YEAR(S)
13. CURRENT LOCATICN(S) (BELDG.,FLOCOR,ROCH ) f4. |S RECORD SERIES DUPLICATED ELSE¥HERE?
Miles Connor Administration Building ‘4 tir yrs, sepeciFyY saEncy Or orFFtcx)
2nd Floor, Room 225 ' L £ YES 0O no MD Department of Personnel
15. ACCESS RESTRICTIONS XYEsS 0O nNO 16. AUDIT REGQUIREMENTS

{ir ye8, ci1Tx tAm{S) & rrautaTION(S])

. . O NoNE O STATE O FEDERAL O INDEPENDENT
Privacy Act .

17. 1S AN INDEX SYSTEM USED? ((r YRS .EPFLAIN

18, RECOMMENDED RETENTION
BERIXFLY AND DKECRIRE ANY HAROWNARE/SOFTWARKX } -

‘

Gves ® no | - Retain material for 5 years, then

“'I’ _ destroy.
M{.ﬂ 20. TELEPHONE NUMEER 21. DATE

Director of Human Resources 410-383-5757 March 30, 1993




o

.

ITEM #£1L

Coppin State College

STRYCTIGNS - -TYPE OR PRINT A DEFARTMENT OF CENERAL SERVICES AGENCY =3703DS 1HVENTORY
ZIPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISionN ! Ui i
fn RECORD SERIES. FORWARD 7278 WATERLOO ROAD ‘
: .0. 273 . l
RECORDS RETENTION SC.)-EDULE P.O. BaOX PACE or
2GS 380-1) JESSUP, MARYLAND 20794 )
. DEFARTMENT [AGENCY .| 2. pivisieN 3. WNIT

FfLLJ;WCLIW /;2€d50u47$€&3

EFINITION-RECCRD SERIES-.

A GROUP OF RELATED RECORDSE NORMALLY FILEKD AND USED AB A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS]ITION PURFOSEN :

i. RECORD SERIES TITLE ’ _

History Cards

S. EARLIEST YEAR/LATEST YEAR
10270  TO _1993

5, RECORD SERIES DESCRIFTION |

4N THE SERIES.

PRIKFILY DESCRIEKE THE TYFKS OF IHFORHATION[DOCUﬂINTi,FQFNﬂ FOUND

The History Cards contain certain employment history such as salary, reclasses, promotions on each

INCLUDK THX PURPOSE OR FUNCTION OF THK SEFTES |

0 BOND aoox ] FLOPFY DI1sSK-
0O ALD!IO TAPE QO VIDEO TAPE

XB OTHER(SPECIFY)

Index Card File

employee.
. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 1. voLusE
: 3
..:'n-zn S1ZE O MICROFILM XZ ALPHAEETICAL FILE DRAVER(S)
. . O MICROFILM REEL(S)
O LEGAL S1ZE O COMPUTER TAPE O NLMERICAL 4. T COMPUTER TAFE(S)

O CHRONOLOGICAL,
O GEOGRAPHICAL

O OTHER(SPECIFY) O FILE DRAVER(S)

NUMBER ¢ CTHER(SPECIFY)

Index Xard File
10. ANNUAL ACCLMULAT ION

Q MICROFILM REEL(S])
C COMPUTER TAPE(S)

- ICF X TYER(SESCIFY Y

B 3

FILE 1S USED Lo
a DAILY 0 WEEKLY ¥ MONTHLY

12. rFiLE BECOMES INACTIVE AFTER
_ O MONTH( S ) Q0 YEAR(S)
RUNEYH .

13.

2nd

CURRENT LOCATION(S] {BLDG.,FLOOR,ROGM)

Miles Connor Administration Building

Floor, Room 225

.

=1

14. |S RECORD SERIES DUPLICATED ELSEYHIRE?

tir Yy, sereEciryY saENCY OR orrice}
0Dvyes B no

15.

ACCESS RESTRICTIONS 0O YES ¥ & NO
{i" vyes, ciTx Law(s) & rxourATION(S]

'

16, AUDIT REQUIREMENTS

knoNe O STATE O FEDERAL O INDEPENDENT

17.

IS AN INDEX SYSTEM USED? ((# YXS.mOPLAIN
BRIEFLY AND DKECRINR ANY HARDNARE/SOFTWARK )}

Ovyes B No

{

18. RECOMMENDED RETENT ION

Retain material for 3 yeafs after

termination of employment, then
destroy.

W‘ ) DT
ITLE © PREPARER 20. TELEPHONE NUMEER 21. DATE

Br. Thomas E. Terrell 383-5757

Marqh 30,1993

s




|

[ TEM 217

Y ’ .
LSTRLCTIGNS- - TYPE OR PRINT A DEFARTMENT OF CENERAL SERVICES . 2T002DR THVENTOR
zjmmrs FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY =2CDRDS IHVENTORY
£VISED RECORD SERIES. FORYARD 72735 WATERLOO ROAD
:Dmcoms RETENT1ON SCHEDULE | - P.O. BOX 273 . PACE or 1
580-1) JESSUP, MARYLAND 207854 _ —l-—- e
. ozpmlfm : 2. DIVISION : 3. mfl}ﬁé/'L/'////"fé
COPPIN STATE COLLEGE BUSINESS & FINANCE

A GROUP CF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

SEFINITION-RECORD SERIES.
e REFERFNCE AS WELI AS RETENTION ANO DISPOSITION PURFPOREX

4. RECORD SERIES TITLE o . s. uf:.u:sr YEAR/LATEST YEAR
. WORK ORDER LOG 2192 o 93

BRIKFLY DESCRIBE THE TYPES OF [NFORMATION/DOCUMENTS [FORME FOUND
4N THE SERIES. INCLUDK TNK PURPOSE OR FPUNCTION OF THE SEFIES)

WORK ORDER MASTER LOG - . "Log containing-work.to be performed from faculty, staf

agagdfstudenté; ‘and is dispatched to the maintenance
and tradesmen for completion.

6. RECORD SERIES DESCRIFTION (

7. RECORD SERIES FORMAT(S] 8. RECORD SERIES SEQUENCE 4 9. vorE
. xa-
O.LETTER SIZE O MICROFILM O ALPHAEETICAL FILE DRAWER(S]
. 8 MICROFILM REEL(S)
LEGAL S1ZE O COMFUTER TAPE 0O NUMER!CAL 1 . T COMPUTER TAPE(S)
B - . NUMBER ~
O BounD BOoK N .FLOPPY DIsSK- ® CHRONOLOGICAL = CTHER{SPECIFY)
Q Aupio TAPE O VIDEO 'EAPE O GEoGRAPHICAL 10. ANNUAL ACCLMULAT ION
0 OTHER(SPECIFY) O OTHER(SPECIFY) XX riLE DRAVER(S)
) 1 O MICROFILM REEL(S)

RGTEEN C COMPUTER TAPE(S)

- . s CMFR(SEECIEY)

' 1. piLE 1S USED - | 12- Fie secoves INACTIVE AFTER
P DALY O WEEKLY O MONTHLY ‘mﬁt‘. R} MNTH(S) O YEAR(S)
13. CURRENT LOCATICN(S) (BLDG.,FLOCR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥HERE?
\ . r A ‘l' Yrs, SPECIFY J.QENCY OR O!’F(CE)
GYMNASIUM - BSMT -.LOADING DOCK ‘ Y 0 YES XXNO

1S. ACCESS RESTRICTIONS Ovyes Kno 16. AUDIT REQUIREMENTS

{tr yes, ci1Tx taw{s} & rzguraTION(S] S
3 nonE KSTATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED?T (lp YRS EDPLAIN

18. RECOMMENDED RETENTION
BRIKFLY AND DEKSCRIRE ANY MARDNARE/SOFTWARK) .

0 yes HX no ' RETAIN FOR 25 YEARS, THEN DESTROY

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

' MYRTI:g COLE 383-5716 04-01-93

S
; ,g//

~ —m= s s tremrtewvry 2 /ATy




a_s_m&jlg§--TYPE CR PRINT A
PARATE FORM FOR EACH NEW OR
VISED RECORD SERIES., FORWARD
1 RECORDS RETENTION SCHEDULE

DEFARTMENT CF CENERAL ESERVICES
RECCRDS MANAGEMENT DIVIsSion
7273 WATERLOO RCAD
P.O. BOX 273

ITEm 1%
AGENCY ==20R0S IHVENTORY

Puz:_‘_cr__l_

SO-I) JESSUP, MARYLAND 207954
. DEFARTMENT /AGENCY 2. DIVISICN 1. WNIT
COPPIN STATE COLLEGE BUS & FINANCE FACILITIES

EFINITION-RECCRD SERIES-
[}

A GROUP OF RXLATED RECORDE NORMALLY FILXD
RKFERENCE AS WELL AN RETENTION AND DISPOS]TICON PURPOSFS

AND USED AB A UNIT FOR

. RECORD SERIES TITLE

MAINTENANCE WORK ORDERS

5. EARLIEST YEAR/LATEST YEAR

90 o 93

. RECORD SERIES Dm'RlPTlm (

BRIKFLY CLECRIEK THK TYPER OF IHFOMT!ON/DOCMT!/WM rouno

4N THE SERIES. INCLUDK THX PURPOSE CR FUNCTION OF THX EEFNIES)

WORK ORDER - FORM UTILIZED FOR DISPATCHING JOB ASSIGNMENTS TO THE MAINTENANCE
AND TRADESMEN STAFF FROM VARIOUS CAMPUS PERSONNEL.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

0 oD BOOK O FLOPFY DIsX-
O aupio TAPE Q VIDEO TAFE

0O OTHER(SPECIFY)

BOX

'l‘zca;:nzz O COMFUTER TAPE

8. RECCRO SERIES SEQUENCE
O ALPHAEETICAL
X¥orer1cAL
0 cHRONOLOG I CAL,

0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLWME
O FILE DRAYER(S)
3 MICROFILM REEL({S)
3. T CoWPUTER TAPE(S)
NUMBENR -

CTHER(SPECIFY)

10. ANNUAL ACCLMULAT ] ON
C FILE DRAYER(S)
6 J MICROFILM REEL(S)
KGAPX C COMPUTER TAPE(S)

s CIYTR({SE<CIFY )

"11. piLE 1S USED

a DAILY 0 YEEXLY

12.

O MONTHLY 3

FILE BECOMES INACTIVE AFTER

O MONTH(S ). RXEAR(S]

13. CURRENT LOCATIN(S) (BLDG.,FLOOR,ROCM )

GYMNASIUM - BSMT - LOADING DOCK y

‘4 tir yrs,

s

14. 1S RECORD SERIES CUPL!CATED ELSE¥HERE?

SPECIFY S QENCY OR CFP(CE)

Ovyes H NoO

15. ACCESS RESTRICTIONS

O YES
{ir yes, citx tax{s]) & rxaurarion(s)

Kno

DmK

16. AUDIT REQUIREMENTS

STATE O FEDERAL 0O INDEPENDENT

Q0 vyes X no

17. 1S AN INDEX SYSTEM USEDT ((# YRS .K:PFLAIN
BRIEFLY AND DKSCRIRE ANY MHARDWARE/SOFTWARK )

18.

RECCHMMENDED RETENT ION

RETAINED FOR THREE‘YEARS THEN
DESTROY

19. NAME AND TITLE OF PREPARER

| MYRTLE GPLES
HDY- OECA 8T .

20. TELEPHONE NWEER

21. DATE

04-01-93

s L trerteTT Y /a7

383~5716




.
S TIGNS--TYPE OR PRINT A
IPARATE FORM FOR EACH NEW OR
EVISED RECORD SERIES. FORWARD
1 RECORDS RETENT IO SCHEDULE

DEFARTMENT COF CENERAL SERVICES
RECCRDS MANAGEMENT DIVISiON
7278 RATERLOQ RGAD
P.O. BOX 273

ITEM
AGENCY -=Z0RDS IHVENTORY

| ‘l(a,a,v]

pacs _Roor __§

50-1) JESSUP, MARYLAND 20794
. DEFARTMENT/AGENCY 2. DIVISICN 3.owIT
COPPIN STATE COLLEGE BUS. & FINANCE FACILITIES

C EFINITICN-RECCRD SERIES-

A GROUP OF RXLATED RECORDE NORMALLY FILXD AND UIKED AR A UNIT FOR
v REFERENCE AS YELIL AN REKTENTION AMND DIBP'OBITIC;H‘ PURPQere

. RECORD SERIES TITLE
VEHICLE RECORDS

5. EARLIEST YEAR/LATEST .YEAR
- '87 7o __'93

‘1N THE SERIJES.
Vehicle Acquisition and Disposal Reports -

Vehicle Mileage & Fleet Reports - -

" Fleet safety/acéident Reports -

5. RECORD SERIES DE.&'..RXPTXW (lRlKFLY CEECRIEKE THE TYrEg CF INFOMTION/DOCMTBIF’DM rouno

INCLUDK THE PURPOSE CR FUNCTION OF TuR BEH’!Z!‘
Forms relating to purchase and disposal
of vehicles '

- Log of each vehicle in and out miles

(s).

Information pertaining to vehicle.

accident mishaps.

’

7. RECCRD SERIES FORMAT({S)

O LETTER SIZE O MICROFILM

0 poten BooK R . FLOPPY DISK-
O ALDIO TAPE 0O VIDED TAPE

O OTHER(SPECIFY)

GAL SI1ZE 0O COMIPFUTER TAPE

8. RECORD SERIES SEQUENCE
0O ALPHAEETICAL
0 NUMERICAL
f CHRONOLOGICAL
0 GEoGRAPHICAL

0 OTHER(SPECIFY)

192. VOLLME

FILE DRAFER(S)
MICROF 1LM REEL({S)
COMPUTER TAPE(S)
CTHER(SPECIFY )

N uougu

NUwNBER

. DISKETTE ORAGE

10, ANNUAL ACCLMULATION
D FILE DRAVER(S)
3 MICROFILM REEL(S)
RUSEPK C COMPUTER TAPE(S)

-~

S COre(<EsriEY)

e Pt 1S usED _ 2. FiLE BECOMES INACTIVE AFTER
0 palLy O ¥EEKLY O MoNTHLY 3 O MONTH(S |- ® YEAR(S)
e
13. CURRENT LOCATICN(S) {BLDG.,FLOOR.ROGHM) 14. 1S RECORD SERIES CUPLICATED ELSE¥HSRE?

GYMNASIUM - BSMT - TRANSPORTATION OFC. )

‘2 fir yrs, sreciry srecency omr crrice]

15. ACCESS RESTRICTIONRS

a yEs
{t" yes, civxc tan{s) & rxauraTiON(S]}

XXo 16,

ZXves O no MD. FLEET MGMT OFFICE
AUDIT REQUIREMENTS |

O nonE ﬁ STATE O FEDERAL O | NDEPENDENT

Ovyes X No

17. 1S AN INDEX SYSTEM USEDT (1 yRS.KOrLAIN
BRIEFLY AND DEXCRIERE ANY HARDIARZ/HOF'T!ARI)

18.

RECOMMENDED RETENT ION

RETAINED FOR three YEARS AND
UNTIL ALL AUDIT REQUIREMENTS
HAVE BEEN MET, THEN DESTROYED.

@
'19.£§§?%7§;71 éz;gﬁuumnzn

M. SPeciglisr

20. TELEPHONE NUWHEER

21. DATE

Ferg3

B TR W ] I-1.|

.é535-:f77é




¢

‘ TE C
STRUCTIGUS - - TYPE OR PRINT A DEFARTMENT OF GENERAL EERVICES | ). EQ'CY ::'““"S qVE g()
:PARATE FORM FOR EACH NEW OR RECCRDS MANAGEMENT DIVISioN Ut 2LURDS VR
TVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
| Zah RECORDS RETENTION SCHEDULE | . P.O. BOX 273 _ PACE . or '
‘SSO-I) ' JESSUP, MARYLAND 20794 Co —_

. DEFARTMENT/ACENCY 2. DIVISIEN o 3. WIT
COPPIN STATE COLLEGE BUS. & FINANCE FACILITIES/MOTOR POOIL,

. - A G RELATED RECORDE NOFRMALLY FILEID AND UVULSED AB A UNIT FOR
EFINITION-RECCRD SERIES.? OFOUF oF

' REFERENCE AS WELI AS RETENTION AND DISPOS LTIC‘N PURPQOIrS

. RECORD SERIES TITLE ’ 3. EARUIEST YEAR/LATEST YEAR
VEHICLE RECORDS B 877 _93

’ BRIEFLY CKXSECRIZK THE TYPKS OF [INFORMATION/COCUMEINTSY (FORMT [OUND
. RECORO SERIES DESCR!PTION { / !
‘tN THE SERIES. INCLUDK THK PURPOSBE CAR FUNCTION OF THE EEFRIEX)

Vehicle Tltles - DOCUMENT LISTING OWNERSHIP OF VEHICLE AND IDENTIFICATION

OF VEHICLE
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 19. voLuwE
XXETTER SI1ZE O MHICROFILM X ALPHAEETICAL ' 3 FILE DRAFER(S)
. 3 MICROFILM REEL(S)
GAL SIZE O COMFUTER TAPE . O NLMERICAL 1. 2 coputer TAPE(S)
. NUNMBENR -~
O soLD BOOK O .FLOPPY DISK- 0 CHRONOLOG I CAL = OTHER(SPECIFY)
o Q o)
ALDIO TAPE VIDED TAPE GEOGRAPH!CAL to. AL ACCLMULAT IO
O OTHER(SPECIFY) 0 OTHER(SPECIFY) T FILE DRAYER(S)
- ) 1 2 MICROFILM REEL(S)
EGHEEX C COMPUTER TAPE(S)
oy EPR(SE<TrIEY
t11. e 1S UsED o 12. FILE BECOMES INACTIVE AFTER
a 1 a ¥e ax life O MoNTH(S ) O YEAR(S])
1 DALY EKLY MONTHLY Y . (sh
13. CURRENT LOCATION(S) |ELDG.,FLOOR,ROCK ) 14. 1S RECORD SERIES CUPLICATED ELSE¥HEIRET
' e f1tr vy, sreciry srazxcy or crricx)
ADMINISTRATION - BSMT - 007 | ®ves Ono DMV
13. ACCESS RESTRICTIONS g vyes Kno 16. AUDIT REQUIREMENTS

{1r yEs, ciTx LAx{s]) & mrxouLaTIiON(S) i :
O NavE OXSTATE O FEDERAL O INDEPENDENT

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

18. RECCMMENDED RETENT ICN
BRIKFLY AND DKXCRIRE ANY HARDWARE/SOFTWARX ) .

a Y'Es K no ', : LIFE OF VEHICLE, then' destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUWEBER 21. DATE
MYRTLE COLES 383-5716 . 04-01-93

S cmel e teemrrewrs 9 /a)




LSTRYCTIGHNS: - TYPE OR PRINT A
EPARATE FORM FOR EACH NEYW OR

EVISED RECORD SERIES. FORWARD
ITH RECORDS RETENTION SCHEDULE
DGS 5801}

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ITEM a°

AGENCY =ZZORDS [NHVENTURY

7273 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

Lty
PAGE ‘ or ‘

AMNT/AW

(opfw Stae (Colled

f

2. DIVISION

BUsiness + Fipavee

3.

WNIT

LonTrollers CFFCE

CEFINITION-RECORD SERIES.
LY

A GROUP OF RELATED RECDRDS NORMALLY FILED AND USED AS A UNIT FroOR
REFERENCE AS YELL AS RETENTION AND DISPOSITION PURPOARESN

T
4. RECORD SERIES TITLE

Specint.  Aecouwrwa Reviris

EARL IEST YEAR/LATEST YEAR

(989 v |192—

§. RECORD SERIES Desrimnxm (

N THE SERIJES.

G’(/W’RL QA@MS
Sw(as.cﬂuvrf W)

% ,

BRTEFLY DESCRIBE THE TYPES OF |N'OM7ION/D°CMTI/NM FOUND
INCLUDK THE PURPOSE QR FUNCTION OF THE sErIES)

Ueed 10 Hrucn, a il 6W(/Mi/i+t‘€:_g

j 7. RECORD SERIES FORMAT(S)

\ O LETTER SI1ZE O MICROFILM

. 0 LEGAL SI1ZE

fmaoox

O COMFUTER TAPE
S FLOPPY DISK -
Q ALDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIJES SEGQUENCE
O ALPHABETICAL
O NMUMERICAL

}(MLWICAL _

VOLUME

FILE DRAWER(S |
O MICROFILM REEL(S)
COMPUTER TAPE(S)
OTHER(SPECIFY)

i) &)

NUMBE

O GEOGRAPHICAL

QC OTHER(SPECIFY]}

10. ANNUAL ACCLMULATION

C FILE DRAYER(S]

3 MICROFILM REEL(S)
RUNEPZK C COMPUTER TAPE(S)’

s OTHER(SEECIEY )

" 1. plE 1S USED 12- FiLE BECOMES INACTIVE AFTER
d paILY 0 weBKLY Y Moty o meern(s) X YEAR(s)
13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROGM) 14, 1S RECORD SE

ApMN Bldg Zud [t/

t1r vyes, sPE

@/VV\ 2-00 \ a ves )(No

RIES DUPLICATED ELSEYHERE?
CiFY ,.GENCY CR OFFtce]

1S. ACCESS RESTRICTIONS

o yes Kno
{ir yes, ci1Tx LAW{S]} & mEguULATION(S]

16.

AUDIT REQUIREMENTS

O NoNE 7£srA'rz Q FEDERAL O INDEPENDENT

17.

DYESf NO

IS AN INDEX SYSTEM USED?T (1p vyRS.XOPLAIN
BRIEPLY AND DEKECRIRE ANY HARDWARE/SOFTYWARK )

18.
e

Books of fma\ 1

in Coppin archives.

RECOMMENDED mlw

i0

- -
entry are kept permanently
General ledgers and

subsidiary ledgers are kept three years
or_until andited, then destraved

19. NAME AND TITLE OF PREPARER

A—(O A ICMY\QJ
Cay\’\'Y‘olW

20. TELEPHONE NUMEER

Cc{-to> 28§23— S 900

21. DATE

o 7/93

Y il L A




ITEmMm 20

HSTEVCTIGNS - -TYPE OR PRINT A DEFARTMENT OF CENERAL SERYICES AGENCY =3702DS I“VENTORY
EPARATE FORM FOR EACM NEW OR RECORDS MANAGEMENT DIVISION ! LU LAV IUR
WEVISED RECORD SERIES, FORWARD 7273 WATERLCO RQAD

ITH RECORDS RETENTION SCHEDULE P.O. BOX 273 PACE ! or !

'DGS 880-1) JESSUP, MARYLAND 20794

1. DEFARTMENT [AGENCY 2. DIVISion 3. WNIT

Coppin) Spe CollGGE.

BM,SI nesSS = inanll

(oNTrollers FFCE

CEFINITION-RECORD SERIES-.
A

A GROUP OF
REFERENCE AS WELLI AS RETENTION AND DISPOS

RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

lguo(gu“ enel Fi

sCa | P/cum . ng ?ﬁcmrds

AND USED AS A UNIT rom

5. EARL| YEAR/LATEST YEAR
1495

o 992~

§. RECORD SERIES DESCRIPTION {

®

Fixed

)
4

N THE SERIES.
@ E—fbdpwwﬂf jl:m\/@/r)—'uf/
Bu:rc(:nj I,\\/M—J-ar/

BRIKFLY DESCRIBE THE TYPrES OF lNPOMTlON/DOCMTI/Nm FoOUND
INCLUDK THK PURPOSE OR FUNCTION OF THK SEFTES)

Asset .
a-&uSM W‘

M A o

M v J’r'a/@/m—’ ptxyg(c‘aj-x

Lanots

®

7.

(e g wsads o Posite

RECORD SERIES FORMAT(S)

O LETTER SI1ZE Q MICROFIIM

O LEGAL SIZE O COMPUTER TAPE
)iaoum Boox G .FLOPPY DISK-
0 AUDIO TAPE C VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

)(m—m:ﬂc.u. .

O NUMERICAL

0 GHRONOLOGICAL

1.

VOLUME

J FILE DRAWER(S)

7 0 MICROFILM REEL(S)

. = COMPUTER TAPE(S)
NUMRBER = orHER(SPECIFY)

O GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCLUMULAT ION

Xnu: DRAYER( S}
I 2 MICROFILM REEL(S)
KRUMEERX © COMPUTER TAPE(S)

S OTYERISESCIFY)

[ S

FILE 1S USED

a DAILY g vEBQLY

12.

o~

NURYYY

FILE BECOMES INACTIVE AFTER
0 MoNTH(S |

O YEAR(S)

13.

CURRENT LOGATICN(S) (BLDG.,FLOOR,ROCM)

‘ oD
ADMIA BM@IMM Rom 2

O vyes NO

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
t1» vyrg, srEcirY saENCY OR OFFicCE]

13. ACCESS RESTRICTIONS

Q YyES
(t® vyes, ci17x LAW{S) & mmauLATION(S)

NO 16.

AUDIT REQUIREMENTS

O NONE }(srxn: O FEDERAL O (NDEPENDENT

17.

Dms)(uo

IS AN INDEX SYSTEM USED? (1F YES.EPLAIN
BRIEFLY AND DEECRIAE ANY HARDEARE/SOFTWARK )

. or until audit
| destroyed.

19. NAME AND TITLE OF PREPARER

Apu (Cama -

L — —_—

20. TELEPHONE NUMEER

(410) 383~ 590

18. RECOMMENDED RETENT!ION

Inventory reports retained for 25 yéérs,,
then destroyed. '
Fixed asset reports retained for

3 years

requirements are met, ther

$#7/93

a
21. DATE

¢ e——mrtowen 9 oY\

\ﬁ




USTRUSTIGNS - -TYPE OR PRINT A
:EPARATE FORM FOR EACH NEW OR
¥V ISED RECCRD SERIES, FORWARD
1 T™H RECORDS RETENTION SCHEDULE
'DGS 550-1) -

DEFARTMENT OF GENERAL ESERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RQAD
P.O. BQX 273
JESSUP, MARYLAND 20794

ITEmMS 23,29
AGENCY A-" .\US 1!:E)‘JTOF\:

PAGE l or '

1. DEFARTMENT /AGENCY

pOPP:n Staze. (ollese.

2.
Piisiness + Finanre

DIVISION

3. WNIT

LonNTrollers oFFCE

CEFINITION-RECORD SERIES-.
S

A 'dIROUP OF RELATED REKCORDS
REFERINCE AS WELL AS RETENTION AND DISPOS|TION PURPOSEN

NORMALLY FILED AND USED AS A UNIT FroORm

4. RECORD SERIES TITLE

?6( u o] ﬂﬂ(ﬁ Dun tna Reaovd\S

5. EARLIEST YEAR/LATEST

1958 ~ 114 ‘“9“

8. Rr.com SERIES DESCRIPTION «
In THE SERIES.

W Roster Card

0 tra e Sesly
: y .
- Mw.@afzfd/l@\% WS/
Gheere, )Qa,cd/wfﬂ/r

W \ MTW Enan>—"

IXFLY DESCRIBK THE TYPERS OF mrcm'non/nocu-:n'rl/rom FOUND

INCLUDE TNE PURPOSE QR FUNCTION OF THK SEPITES)

Uoedtr Reeptracn of-
: W(P"OCWA__

|
®

i 7. RECORD SERIES FORMAT(S|

8.
%.u-:-rn:n SIZE O MICROFILM

O LEGAL SI1ZE O COMFUTER TAPE
>(Boum aoox C.FLOPPY DISK -

QO ALDIO TAPE

d NUMERICAL

Q VIDEO TAPE

O OTHER(SPECIFY)

RECCRD SERIES SEQUENCE

O ALPHAEETICAL

?(amr.oclm
O GEOGRAPHICAL

O OTHER(SPECIFY)

1 8. VOLUME
3 FILE DRAWER(S)
2-0_ O MICROFILM REEL(S)
: S COMPUTER TAPE(S)
NUMBE -

OTHER(SPECIFY)

10. ANNUAL ACCLMULATION

C FILE DRAYER(S)
3 MICROFILM REEL(S)
RCHEEPR C COMPUTER TAPE(S )

Z OTHWER(SEECIFYY

[ I

FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
a oaiLy X wenay O MoNTHLY o maern(s) )X vEar(s)
- NUREEN

13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
A t1r vy PECIFY 2GENCY OR OFFiCE]

DMIN A I{,&nrv 21UV L a vyes /Do

v
135. ACCESS RESTRICTIONS O YES NO 16. AUDIT REQUIREMENTS

{1r yes8, ci1Tx LAW(S) & mxauULATION(S])

o nes  S(sTate X FEDERAL O (NDEPENDENT

17. IS AN INDEX SYSTEM USED? (1pr YES.DPLAIN

BRIEFLY AND DESCRIRE ANY HARDEARE/BOFTWARK)

0 YES P(No i

18. RECOMMENDED FETENTXG’(
ML,\WWLJQ 7/aa/5 et
Cont] a/l( eIy ¥y ol I/‘@ci\{tlfo,er
have bten mel o d.w‘h’bﬁ»ca(/

19. NAME AND TITLE OF PREPARER

"y ICW[

o (e

20.

TELEPHONE NUMEBER

(410) 3€3-S9

21. DATE

{7192

sty o laY\




LUSTRUCTIGNS- - TYPE OR PRINT A
JEPARATE FORM FOR EACH NEYW OR

EVISED RECCRD SERIES. FORWARD
1TH RECORDS RETENTION SCHEDULE
\DGS 380-1) -

727%

DEFARTMENT OF GENERAL ESERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO RGAD

P.O. BQX 278
JESSUP, MARYLAND 20794

'/mes' :s

NTU“:

PAGE ]_ or __L

1. DEFARTMENT [AGENCY

Coppin State. Collese

2. DIvISioN

RBusSiness + Linance

3

ST y L
LonNTrollers CFACE

A GROUP OF RELATED RECORDS
REFERENCE AS WELL AS RETENTION AND DiSPOS

CEFINITION-RECORD SERIES.
ES

NORMALLY FILED AND USED AS A UNIT Fom
LIION PURPOIES

4. RECORD SERIES TITLE ‘
Mis(l?l/émeoué ﬁcaﬂun#mq

Reco vels

8. EARLIEST YEAR/LATEST YEAR

9€q ~ 1992~

§. RECORD SERIES DER:R!PTIW (

Alpha Vendor = Le =

Barie. J"M foroia,

Disburcepmed Vouchoyr Files
ol Lests

mm = o cont. W

N THE SERIES.

BRIKFLY DIICRIII THE TYPES OF YN'ORHATION/DOCU‘INT’/'ORH' FOUND

INCLUDE THEK PURPOSE GR FUNCTION OF THK SEFIES)

osit S”F
s @4-?@@0“{:)&([705—}

To deﬂ-/mwwe@wr\w»w’

me‘/

|
@
-«

O oD BOOK U FLOPPY DISK-
Q ALDIO TAPE O VIDEO TAPE

O OTHER(SPEC!FY)

%cumuox.oalm
O GEOGRAPHICAL

Q OTHER(SPECIFY)

‘W‘/\ 7 A—Ccm—j-, y\ l(W+‘ on }
| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 1. voLwmE
LETTER SI1ZE O MICROFILM O ALPHABETICAL ' FILE DRAVER(S|]
) 36/ O MICROFILM REEL(S)
0 LEGAL S1ZE Q COMFUTER TAPE O MUMERICAL Z COMPUTER TAPE(S)

NUMBER = oTHER(SPECIFY)

10. ANNUAL ACCLMULAT ION
O FILE DRAYER(S)
|2~ 9 MICROFILM REEL(S])

RUKEER C COMPUTER TAPE(S|

s OTHER(SESCIEY )

1.

FILE 1S USED

)(mu.y‘ 0 vERQY O MONTHLY

t
12. FiLE BECOMES INACTIVE AFTER

0 MoNTH(S) YEAR(S )

13. CURRENT LOGATICN(S) {BLDG.,FLOCR.,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
ADMIN 294 2 ti1® vyrs, sSpECiFY saENCY OR OFFicE)
\
s \ 0 vyeESs NO
] y7 .24 y
18. ACCESS mSTRlCT?;s G YES NO 16. AUDIT REQUIREMENTS
{1 yes, ci1Tx LAN(S) & rEauULATION(S]

O NONE )(smn: 0 FEDERAL U INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (i@ yRS.IPLAIN

BRIEFLY AND DRKSCRIAE ANY MARODWARE/SOPFTWARK )

g YES D)é

18, RECOMMENDED RETENT ION

Y Hiiree s &
UL a0’ aas v’“,ai Witerme S

brdr ] Hig cﬁagﬁ%w

19. NAME AND TITLE OF PREPARER
wa‘h"vll,e,v/

20.

TELEPHONE NUMEER

(o) 382 S 900

¢ mmrn ey @ @Y\




LSTRLCTIGNS- - TYPE OR PRINT A
3EPARATE FORM FOR EACH NKEY OR

ITEMS 26
AGENCY =Z70RDS NTORY

DEFARTMENT OF GENERAL SERVICES

ny,
RECORDS MANAGEMENT DIVISION

Laty

EVISED RECORD SERIJES. FORYARD
1TH RECORDS RETENTION SCHEDULE

7273 WATERLOO ROAD
P.O. BQX 273

PAGE ' or '

DGS 550-1) JESSUP, MARYLAND 20794
|. DEFARTMENT /AGENCY 2. DIVISICON RIS I lert oFFnE
CO PPin_ STate Collebo\e, BuS:ness + Finance. LoNTrollers GFRLE

A G D RECORDS NORMALLY FILED AND USED AS A UN .
SEFINITION-RECORD SERIES.A 9WOUP OF RELATE 1T Fon
S REFERENCE AS TELL AS RETENTION AND DISPOSITION PURPFPOAES

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

Special Payments File 1959 v 1993~

y x K X8 OF INFORMATION/DOC rorars o
§. RECORD SERIES DESCRIPTION (null:m..v DEZCRIBK THE TYP : / UNENTSH | FOUN
1N THE SERIES. INCLUDK THNE PURPOSE OR FUNCTION OF THK BEMIES)

Corbratc

t Pacy” | | |

j 7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME

)

NUMBE

){Flu DRAVER(S)
T MICROFILM REEL(S)
S COMPUTER TAPE(S)
Z OTHER(SPECIFY)

i%LETTER SIZE O MICROFILM

)(mz'rlc.u.
O LEGAL SI1ZE O COMPUTER TAPE O NUMERICAL .

O BotND BOOK T FLOPPY DISK - ‘0 CHRONCLOGICAL

Q AUDIO TAPE C VIDEO TAFE 0 GEOGRAPHICAL

10.

O OTHER(SPECIFY) 0 OTHER(SPECIFY)

FILE DRAYER(S]
. S OMER(SEECIFY!

ANNUAL ACCUMULAT ION
3 MICROFILM REEL(S)
C COMPUTER TAPE(S)

FILE BECOMES INACTIVE AFTER

0 MONTH(S) Q YEAR(S)

"1l piLE 1S USED 12.

j{ DAILY a

YEEXLY O MONTHLY

_RURERN

13. CURRENT LOCATION(S) {ELDG.,FLOOR,ROOM) 14. IS R'ECORD SERIES Dmlc&m ELSEYHERE?
Adrmin 6(/“/ R2comd /S vom 2% * ti1r Yyes, specirFry saENcY OR CFFICE]

1t o '/’! Y ek 0 Yes NO
18. ACQESS mmlﬂlm O YES NO 16. AUDIT REQUIREMENTS

{1r Y8, CI17TE LAR{S) & REGULAT!

(s) ‘
0 NONE ?(s'rA'n: O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (t1r vyRS.D:PLAIN

BRIEFLY AND DESCRINE ANY MARDWARE/SOFTWARK)

o YES ')( NO

IU/ECWED RETENT ION

WM/W

am

1;}4.4:»!; A/bETlT‘LE OF PREPARER
w el

‘ ——astaremen 9 /@Y

20. DATE

1/ >

TELEPHONE NUMEER

(10) 3§53 =S90©

21.




I TEM 377

HSTRYCTIGHS--TYPE OR PRINT A DEFARTMENT OF CGENERAL SERVICES . s=~Aoh RSV I=h 1

iEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY =ZZJRDS [HVENTORY

{EVISED RECORD SERIJES. FORWARD 7273 WATERLOO RQAD ’

{TH RECORDS RETENTION SCHEDULE P.O. BOX 273 PACE ! o '

YOGS 580-1 ) ‘ - JESSUP, MARYLAND 20794 r =

1. DEFARTMENT/AGENCY 2. DIVISION .owar L lerl offme
: . . NTroller CFFiCE.

Coﬁoln Stade 00“60\6. Business + Finance. Lo S

CEFINITION-RECORD SERIES-.
kY

A GROUP OF RELATED RKCORDS NORMALLY FILED AND USED AS A UNIT rom

4. RECORD SERIES TITLE

Chec Kbosk  Stub

and R €Coive S

REFERENCE AS RELLI. AS RETENTION ANC DISPFOSITION PURPOAES

YEAR/LATEST YEAR

o _1942—

R

6. RECORD SERIES DESCRIFPTION (

41N THE SERIES.

BRIXFLY DESCRIRE T™E TYPES OF lN'OMTlQN/DOCMT’,Nm FOUND
INCLUDKR THE PURPOSE CR FUNCTIOM OF THE BEPIES )

V\WM W/ E’XC@WJU"P F&Yﬁu‘gzy» Stude ([CWT

To ‘MC{LWW

%

RECORD SERIES FORMAT(S)
LETTER SIZE O MICROFILM

O LEGAL SIZE O COMPUTER TAPE
0 BouND aoox C . FLOPPY DISK-

0 AUDIO TAPE C VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
Q ALPHABETICAL
O NUMERICAL
)(crmt.oclm _
0 GEOGRAPHICAL

O OTHER(SPECIFY)

J9. VOLUME

“r

NUMBE

>§.qu: DRAWER(S }
O MICROFILM REEL(S)
COMPUTER TAPE(S)
CTHER(SPECIFY)

tn

10. ANNUAL ACCLMULAT ION
O FILE DRAYER(S)
3 MICROFILM REEL(S)
RUHEERX C COMPUTER TAPE(S)
= OTMWER(SEECIEY )

it

IS USED
DAILY

FIL
0 WEEKLY

12.

O MONTHLY

FILE BECOMES INACTIVE AFTER

O MONTH(S ) YEAR(S )

13. CURRENT LOGATION(S) (EBELDG.,FLOOR,ROGM)

A dmun &M@

tir vxs,
D ves

1{4. 1S RECORD SERIES DUPLICATED ELSEWHERE?

SPECIFY L.GENCY OR OFFICE)
NO

15. ACCESS RESTRICTIONS C YES
{1r vyEes, c1TK LAW{S8) & nEouLAT

NO
1on(s)

16.

AUDIT REQUIREMENTS

QO NoNE )(srxn: 0O FEDERAL O INDEPENDENT

17.

Dn:s)(uo

IS AN INDEX SYSTEM USEDT (P vyRS.3OPLAIN
BRIEFLY AND OESCRIAE ANY HARDNARE/SOFTWARK )

8. RECOMMANDED Rz-rai-.rxouA
mu[www’rg7wz
have beon o, g/

d.w(—-mvw

uv

P

19. NAME AND TITLE OF PREPARER

Drpu < armel—

20. TELEPHONE NUMEER

ch) 3823—=S909

21. DATE

#l7[=>

Covitrotles”

t st an @ f@T




ITEM 28

LSTRUSTIGNS: - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES . nmann A E Ty
EEPARATE FORM FOR EACH NEY OR RECORDS . MANAGEMENT DIVISION AGENCY —-3“05 FVENTORY
¥V I5ED RECORD SERIES. FORWARD 7278 WATERLOO RGAD

ITH RECORDS RETENTION SCHEDULE P.O. BaX 273 . I

.oc.s 380-1) - JESSUP, MARYLAND 20794 PACE —'—°'

. DEFARTMENT/AGENCY 2. DIVISION — 3.owNT . D o
Gopin Sl Gllege | Businwes “Fnance: | ConTrollerd office
)

: RECORDS NORMA 1LED AND
SEFINIT!ON-RECORD s;:mss-("( anour or nm.rm.n co LLY w USED AS A UNIT ronr
a REFERENCE AS WELL AS RETENTION ANOC DIAPOS|TION PURPOAFR

4. RECORD SERIES TITLE ' . 3. EARLIEST YEAR/LATEST

Graste ond. Contra o 19875 19927

§. RECORD SERIES DESCRIPTION (nalln.’r DESCRIBK THE TYPES OF INFORMAT!ON/DOCUMENTS /FORMS FOUND
48 THE SERIES. ] INCLUDE THEK PURPOSE OR FUNCTION OF THE EREPIES)

Graat WCM; y pﬂf’ﬂﬁnﬂs—/ %\W/
Receancis Ropr

i 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 19. VOLUME
l .LETTER SIZE O MICROFILM )‘m‘nm 3 FILE DRAVER(S)
. O MICROFILM REEL(S)
. O LEGAL SI1ZE O COMFUTER TAPE D msxRICAL . S COMPUTER TAPE(S)
. NUMBE -
O BOUND BOOK O.FLOPPY DISK - O CHRONOLOGICAL = OTHER(SPECIFY)
Q0 AuDIO TAPE Q VIDEO TAFE U GEOGRAPHICAL

10. ANNUAL ACCLMULATION
0 OTHER(SPECIFY) O OTHER(SPECIFY) / S FILE DRAYER(S)
- " . 3 MICROFILM REEL(S)
KUEEEX C COMPUTER TAPE(S |
S ODER(SESCIFYY

PV piLE 1S UusED 12. £)LE BECOMES INACTIVE R
?(DAILY O vEBLY 0 MONTHLY EH,LBI C MONTH(S) YEAR(S
13. CURRENT LOCATION(S) (EDG.,FLOOR,ROCM) _14. |S RECORD SERIES DUPL ICATED ELSEYHERE?
Adrvin M Néﬂou\/ A T ttr vys, seeciry saency om orricel
, a yes ?ﬁ
X ! @W‘hﬂ/ SW No
1S . ACCESS RESTRICTIONS o YES NO 16. AUDIT REQUIREMENTS

{1 vyen, ci1Tx LAN{8) & mEautATICN(B) y '
0 NoNE XSTATE )(rznzmu. D |INDEPENDENT

17. 1S AN INDEX SYSTEM USED? » 2O ;
(tr ves.opLain 18. RECOMMENDED RETENT ION

BRIEFLY AND ORSCRIRR ANY HARDEARE/SOFTWAREK ) @/ ) ,% - W /Y u/n’,ﬁ,@
0 YES % NO q,umfh/ (M/

19. NAME AND TITLE OF PREPARER 20. TELEPHONKE NUMEER 21. DATE

ki () 355- 590 | erlaz

S« st owery o /W)




lTEms 1930

HSIMI |gl_§--'r\'1>£ OR PRINT A DEFARTMENT OF GENERAL SERVICES N 2o

iEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISI1ON AGENC =20RDS [HVENTORY

EVISED RECORD SERJES. FORWARD 7273 WATERLOO ROAD
q: RECORDS RETENTION SCHEDULE P.O. BaX 27% . PACE ‘ or

) 580-1) . JESSUP, MARYLAND 20794

|. DEFARTMENT/AGENCY 2. pDIVISIoN 1. OWNIT . | Py

. Troiler 17, E

' p()PPIn State Cﬂﬂfo\ﬁ, Bus;ness + Finance. ("ON 5 <

\J
A G RELATED RECORDSE NORMALLY FILEKD AND USED AS A UNIT FOR
CEFINITION-RECORD SERIES.A 9ROUP oF
LN REFERENCE AS WELL AS RETENTION AND DISPOS]ITION PURPOSFS

4. RECORD SERIES TITLE

Student F)ccaer Recovds | 19-?-1 1'933

pxsc THE TYPES OF INFORMATION/DOCUMENTS /FPORMSE FOUND
§. RECORD SERIES DESCRIPTION (27/EFLY DEScChiak / /
‘tN THE SERIES. INCLUDE THE PURPOBE OR FUNCTIOMN OF THE series)

@ ST e, AL o F Arccon T @A»CM

Detail concerning specific
accounts.

Do Pl Apeemests i
(r(/\.cro\ pa/-f-‘, m@ M.Lm 01 Cape— /YWM ‘
W C/ﬁuﬁ/)/ | ' . ploterd M”W/VCWCW

| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 19. voLume
' ’L.ETTER S1ZE O MICROFILM O ALPHABETICAL ‘ 2 FILE DRAVER(S)
- O MICROFILM REEL(S)
U LEGAL size O COMFUTER TAPE O MsERICAL 5@ T COMPUTER TAPE(S)
NUMBEN = orpn(sPeciFY)
BOOK G FLOPPY DIsSK - CHRONOLOG | CAL, )
Q AUDIO TAPE C VIDEO tm . O GEOGRAFPHICAL 10. ANNUAL ACCUMULAT 1ON
C OTHER(SPECIFY) O OTHMER(SPECIFY) FILE DRAYER(S)
. ) 3 MICROFILM REEL(S}
RUMEPK C COMPUTER TAPE(S)
S OQOWER(SESCIEY)
C11. pitE 1S USED 12. §L£ BECOMES INACTIVE AFTER
Y 4 A
‘!E!\mu.v 0 veRQY O MONTHLY ; O MONTH(S) %YW(S?
13. CURRENT Locxncn(s) { BLDG. , FLOOR , ROOM | 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ADMI/\‘ ¢ Bh V\A ‘@W ,Q/VH-}GD éll' YXs, ,SPECI1PY ,QENCY OR OFFICE)
A’bm\lldl Bld BW Strvage b ves Xuno

13. ACCESS RESTRICT! a YES NO U 16. AUDIT REQUIREMENTS
{1" yes, ci1Tx 1Aw{S) & mEauLATION(S)

O NONE )é@'mn: O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1@ YRS.KPLAIN
BRIEFLY ARND DESCRIRE ANY HARDIAR!/!OFT'AR‘) . . . '
: . Student ‘account records maintainéd for
G yes % NO 3 years or until audit requirements are
met, then destroyed.
Account snapshots ketp for 3 years or

18. RECOMMENDED RETENT ION

e

\ until audit requirements are met, then
. dest;t:oyed
19. wua; AND TITLE OF ARER 20. TELEPHONE Nuamn 21. DATE

C/mm:u/ (#0) 3832 -SG0v 19>

S emmastau=vn » /o)




LSTRYCTIGNS - - TYPE OR PRINT A
JEPARATE FORM FOR EACM NEY OR

EVISED RECCRD SERIES. FORWARD
TH RECORDS RETENTION SCHEDULE
530-1) -

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ITEMS J), 32
AGENCY =Z70RDS [HVENTORY

7273 ¥ATERLOO RQAD
P.Oo, BQX 273
JESSUP, MARYLAND 207954

e 4o |

\

t. DEPARTDGNT/AW

COPOH*) Stute (]KJICO‘\C

2. plvision

B siness 4+ Einance.

3. WINIT

“OoNTvollers oFFeE

...EFINITIQ‘ RECORD leES

IGW OF RELATED RECORDS NORKMALLY FILED AND USED AS A UNIT FOR

AXKFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSER

4. RECORD SERIES TITLE

Pe,y Kins C&écn ?euafds

EARLIEST

4

5. \R/LATEST YEAR

o (492~

§. RECORD SERIES DE.S:RIPTIW (

DZ/Q?/&W

FTHE SERIES.

IOMM%MWMMW

BRIKFLY DESCRIBK THE TYPES OF !N'OMT!ON/DOCU‘NT'/NM FOUND

INCLUDE THE PURPOSE QR FUNCTION OF THE sZries)

|
®:

i 7. RECORD SERIES FORMAT(S | 8. VOLUME
“W\LETTER SI1ZE O MICROFILM ')i(mﬂcu. FILE DRAWER(S)
72— O MICROFILM REEL(S)
LEGAL S1ZE O COMFUTER TAPE O NUMERICAL 2 COMPUTER TAPE(S)
.- NUMBE ~
O BOUND BOOK O.FLOPFY DISK- O CHRONOLOGICAL ~ OTHER({SPECIFY)
Q Aupilo TAPE O v a
IDEG TAPE CEOGRAPHICAL 10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 10.

O OTHER(SPECIFY) /

FILE DRAYER(S]
J MICROFILM REEL{S)
mc COMPUTER TAPE(S )

OTHER(SEESCIEY |

“ Ve pILE 1S USED , 12. r|LE BECOMES INACTIVE
Xmu.\f O wvEBRQLY O MONTHLY 0 MONTH(S) YE-AR(S)
13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROGOM) 14. 1S RECORD SERIES DUPL!CATED ELSEWHERE?
ﬂ-/t{h’m/,«\ DA t1r vyrg, sPeciry saency or orrice]
?’/ t(%ﬂ/\/ ( 8 yes NG
1$. ACCESS RESTRICTIONS 8 YES %NO 16. AUDIT REGQUIREMENTS

(1P vyes, c1Tx 1ami{s) & nEauLATION(S)

O NONE O STATE %mnm O |INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1p YRES.OPLAIN

BRIKFLY AND DEKECRISE ANY HARDWARE/SOFTWARK )

o ves }(No

_ts. mm mxo« A’VH"/
m%

w}mw/nwﬁ uSoE'

ks

19. NAME AND OF

Abo U
(’,,MM\W

TITLE ARER 20. TELEPHONE

(@¥) B3g2-S900

21. DATE

H195

‘o ssawvn 9 jaT




