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MO. 1 OF

SUPERSEDES SCHEDULE 1011 and 404
Coppin State College Business and Finance

i«INCT OIVIMOM

tem
No. Dctcription R*1*ntien

Vice President for Business and Finance

General Correspondence
Contains incoming .and outgoing correspondence,
reports, memoranda, special projects, and data
concerning the operation of' the office.

Legislative Audit Report
Contains material on audits conducted by
Legislative auditors at Coppin State College.

Budget Office

Budget Records
Budget related material including
Budget Estimates and CPS related
material

Central Receiving

Physical Inventory Records
Contains material related to yearly inventory
of equipment and materials and supplies which
are subject to audit.

Screened annually
a n d m a t e r i a l
destroyed for which
no further reference
i s required. All
other material kept
permanently in CSC
archives, (paper form)

Retained
y e a r s
destroyed.

for
t h

10
e n

Retained for 3 years
or until audit
requirements have
been fu l f i l l ed ,

then destroy.

Retained for 3 years
or until all audit
requirements have
been f u l f i l l e d .
Then maintained in
CSC archives for an
additional 3 years
and then destroyed.



RECORDS RETENTION ANO O I S M U L SCHEDULE
(COMTIMUATIOM SNKKTt

irem

No. Description

SCHtntjlf
HO. 1563

PAGt

Retention

Administrative Data Processing

Data Processing Program Library -. ., *
Includes documentation for computer, programs
used in information management. Examples include
floŵ  charts, narratives, reports, descriptions,
distribution l is ts , operating instructions, etc.

Office of Safety and Security

Criminal records

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.

Retained for that
period of time which
the computer program
is in, existence. When -
program'is abolished or
superseded, material is
destroyed.

Retained 10 years in
original paper form
in locked fi le
cabinet in CSC
archives* then destroy.

Retained 10 years
in original paper
form in locked fi le
cabinet in CSC
archives, then destroy.

Expungement records are maintained under the
same guidelines as juvenile records. Includes
criminal records ordered removed from public inspection
by the court*

PLEASE NOTE THERE I S NO ITEM 8 ON TEES SCHEDULE.
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Retention

11

12

Procurement Office

Purchasing Records:
*A. Bids
*B. Agency Inter-Office Requisitions
*C. Bids and Quotes Files
*D. Bid Tabulation Records
*E. Notice of Award of Contracts
*F. Purchase Orders
*G. Requisition Forms/Purchase Orders

H. Copy of Contracts Awards

Includes information regarding
product/services, date, amount, and vendor
solicited, for. Maryland Register award
of contracts.

Vendors List
Correspondence related to all vendors and
includes federal identification number needed
to process invoices.

Correspondence
Contains incoming and-outgoing correspondence
connected with operation of office.

•Retained for five
years or until all
audit requirements
have been fulfilled,
then destroyed.

Retained
superseded,
destroyed.

u n t i l
then

Requisitions and Purchase Orders
Final copies of all requests to vendors
for equipment and material and supplies
and all purchase order numbers assigned
to those requisitions, which are needed to
pay invoices.

Retained for five
years and a l l
material screened.
All material not
needed for conduct
of business is
destroyed. All
other material of
historical value
k e p t in CSC
archives.

Retained for five
years or until audit
requirements have
been met then
destroyed.



<M " X RECORDS RETENTION ANO DISPOSAL SCHEDULE
(CONTINUATION SHBKT)

Coppin State College

No.

13

mw

14

15

16

•

Oescriotien

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
i4. 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
Contains information on 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 classification, employment status, salary,
resignation, retirement, transfer, dismissal,
and expiration data.

SCNIDUU
NO- 1563
PAGC

MO. koF<?

Retention

The personnel
records are retained
for four years after
termination, then
Jestroy.

Retained permanently
on documentation
that has been stored
in boxes in CSC
archives, (paper form)

Retain for 5 years, then
destroy.

Retain for 3 years after
termination of employment, then
oesuiOy •

i
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Description Rete

17

18

19

Office of Facilities

Work Orders-Master Log
List of all requests for work action (i.e.
building problems, etc.) . Includes time of
report of problem and other pertinent data.

Maintenance Work Orders
Files on a l l paperwork surrounding conpletion
of vrork order and cost.

Vehicle Records

A. Vehicle Acquisition and Disposal Reports

Retained
y e a r s
destroyed.

for
t h

25
j n

B. Vehicle Mileage Reports
C. Vehicle Records(titles, etc.)

D. Fleet Reports (including safety/
accident reports)

Retained for three
years and then
destroyed.

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

Retained for the
life of vehicle

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

B. Budget and Fiscal Planning Records
Equipment Inventory
Building Inventory

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

C. 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
3estrayed.

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

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

24

25

26

27

Office of the Controller (continued)

D. Payroll Records
Journals
One pay Certification Cards
Master Exceptions
Check Register
Bureau of Labor Statistics Report
Journal Vouchers, Payroll Transfers
Other Forms of Internal Adjustment

E. Miscellaneous Accounting Records
Alpha Vendor Files
Bank Books, Statements
Deposit Slips
Cashier's Slips
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

F. Special Payments File
Documentation of honorarium
payments to non-employees.

Request Forms
Payment Documentation
Contract to Pay

G. Checkbook Stubs and Records
Working Fund Account
Exchange Account
Foreign Student Account

detained for five
fears, then
iestroyed.

detained for three
/ears or until all
audit requirements
lave been met, then
destroyed.

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

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

28

»

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
Acknow1edgements
Transfer of Fund Records
Controlling Rules and Regulations
Copies of Periodic Reports
Correspondence and Memoranda

Student Account Records
Consists of budget and accounting files
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.

detained for three
fears or until all
Hid it requirements
lave been met, then
iestroyed. *Federal
jrants under $25,000
retained 3 years and
yver $25,000 retained
for 6 years, 3
months.

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

Retain for three years or
until all audit requirements
are fulfilled, then destroy.
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Ceicnofion Retention

31

32

Office of the Controller (continued)

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

Deferments
Paperwork connected with loan payments
that have been deferred. Special arrangements

for loan deferral are detailed.

•

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

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

3 years for State
tary Federal related
ed documents under

Federal relateditiom tary

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

: not available for
CSC will transfer

dis for Storage. If
al requiring limited
s to State Records
material is to be



NSJK1JC+1 CMS--TYPE OR PRINT A
EPARATE FORM FOR EACH NEW OR
CV^FED RECORD SERIES. FORWARD
I - ^ B E C O R D S RETENTION SCHEDULE
DOS 5 5 0 -1 )

. DEPARTMENT/AGENCY

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727J WATERLOO ROAD
P . O . BOX 279

JESSUP. MARYLAND 2 0 7 9 4

2 . DIVISION

'Tf0\ |
AGENCY =ECORDS INVENTORY

PACE J__ or _ | _

3 . UNIT .

:EF1N1T!ON-RECORD SERIES A OKOUF O r IUKLATTKD RJCCORDB NORHAU-V K I LJCD AND U « O AS A UNIT FOR

RKFEREMCK A» WE 1-1. A» HKTTCNTIOW AMD P I » r O 8 1 T I Q H

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

jffit TO ??3
«. RECORD SERIES DESCRIPTION D"CHI" ™«•IN THE SERIES.

Ir t «rC«4ATI ON/DOCtmcKTS/ro^m
INCLUDK THK rURfOSE (Ml fUNCTIOH Of THK

7. RECORD SCRIES FORKAT(S)

TTER SIZE a MICROFILM

SIZE a COMPUTER TAPE

BOUND BOOK a . FT.OPPY D I SK -

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABET 1CAJ-

d NUMERICAL

a CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME

NUMBER =

6'FILE DRAITER(S)
0 MICROFILM REEL(S)
= COTflPUTER TAPE ( S )

I 0 . ANNUAL ACCUMULAT 1 ON
i ' F I L E DRAICER(S)

/ 3 MICROFILM REEL(S)
c COMPUTER )
- OTVFBfep

11
F1LE IS USED

H DAILY WEEKLY MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

a MONTH(S) Q YEAR(S)

1 3 . CURRENT LOCATICN(S) ( BLOC., FLOOR, ROOM ) 1 4 . I S RECORD SERIES DUPLICATED ELSEWKSRET

', t lF YtS, SptCIFY /.OENCT OH
Q YES b

15 ACCESS RESTRICTIONS • YES
( IP Y t s , erne t-Aa(a) a> RIBULATION(S)

IS. AUDIT REQUIREMENTS

a STATE a FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED7 (|p

AKD DMCRIIC ANY KARDBARC/sOPTVAU )
18. RECOhMNDED RETENTION

2 0. TELEPHONE NUMBER

— - ' - . ' » * i»t •



syRy0"1" 1CMS- -TYPE OR PRINT A
PARATE FORM FOR EACH NEW OR

TVISED RECORD SERIES. FORWARD
,- |^?ECORnS RETENTION SCHEDULE

>^Pso -l )
. DEPARTMENT/ACENCY

DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727J WATERLOO ROAD
P . O . BOX 273

JESSUP, MARYLAND 2 07 8*

2 . DIVISION

tret* >
AGENCY -ivJKiJS INVENTORY

PACE | cr f

3 . UNIT .

-IF 1N1T 1 ON - RECOCT SERIES A OKOUP Or ULATED RICORBI HOIWAU.Y F1UCD ANS U t t D A» A UNIT FOR
A« tea. A»

RECORD SERIES TITLE S . EARLIEST YEAR/LATE ST .YEAR

RECORD SERIES DeSCRlPTION (
DKSCRIBK TWt TTFKS Of ! MTORMATI OH / BOCUMCXT1 / rOPttm POUMD

IN THE SERIES. INCLUDK TKK rVTNCTJOH Ol» T»C

7 . RECORD SERIES FORVAT(S)

d^LETTER SITE O MICROFILM

^ J L E C A L SIZE • COMPUTER TAPE

D BOtXVD BOCK -Q. FLOPPY D 1 SK-

• AUDIO TAPE a VIDEO TAPE

a OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

Q ALPHABETICAL

• NUMERICAL

Q CEOCRAPHtCAL

a OTHER(SPECIFY)

1 1 * FILE IS USED y S

0 DAILY a WEEKLY 0 MONTHLY

1 3 . CURRENT LOCATICN(S) ( BLDC . , FLOOR. ROOM )

1 3 . ACCESS RESTRICTIONS Q YES H NO
( IT YXS , C l T t LJkK(s) St RiaULAT ICN ( S )

1 7 . I S AN INDEX SYSTEM USEDT ( | F - r t « , U 7 U I H

BRIKrUY AKD D t l C M I * ANY HARDVARc/ SOFTVARX )

a YES P ^ N O

19y.NAk«: ANQ Tl^LE OF/PREPARER

9 . VOLUME

3 FILE DRMTER(S)
1 3 MICROF1U4 REEL(S)

'• - COMPUTER TAPE I S 1
- OTHER(SPEC IFY)

I 0 . ANNUAL ACCUMULATI ON
2 FILE DRAVER(S)

/ 3 MICROFILM REEL(S)

Frcsnmr c
 COMPUTER TAPE(S)

1 2 • H L E BECOMES INACTIVE AFTEJJ^

' 0 D MONTH(SL, d^YEARlS)
NUMBER

14 . IS RECORD SERIES DUPLICATED ELSE1EKERST
j. t l F Y E S , s^rctrY /.OEKCT on crptc i : ]
(. a YES QNO

1 6 . AUDIT REQUIREMENTS

^NONE a STATE O FEDERAL ° INDEPENDENT

1 8 . RECCWWENDED RETENTION

2 0 . TELEPHONE NUMBER

4~/0 - £8% - ^72) /

2 I . DATE

• » / • • » »



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR '
RE^LEED RECORD S E R I E S . FORWARD
WI^BRECORDS RETENTION SCHEDULE
( D C S B 5 0 - 1 )

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7S WATERLOO ROAD
P . O . BOX Z7S

JESSUP, MARYLAND 2 0 7 9 4

Z. DIVISION

AGENCY RECORDS INVENTORY

PAGE / OF | _

j . UNIX

CEFINITION-RECORD SERIES*A GROUP or RELATED RECORDS NORMALLY Ft LEO AND USKD AS A UNIT FOR
AS H U . AM RETENTION AND DISPOSITION puRPonga

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

ti&T. TO

9. RECORD SERIES DESCRIPTION (
l™rwr BE.CR1.E THE T W H OF" INFORMATION/DOCUMENTS/FORMS,

IN TXE SERIES.

CPS
incJudmq

INCLUOK THK PURPOSE OR FUNCTION OF TKK

+<*s

7. RECORD SERIES FORMAT(S)

^kjETTER SIZE CI MICROFILM

HILEGAL SIZE <3 COMPUTER TAPE

H BOUND BOOK ° . FLOPPY DISK-

a AUDIO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

d ALPHABETICAL

° NUMERICAL

ST CHRONOLOa ICAL

Q GEOGRAPHICAL

d OTHER(SPECIFY)

9. VOLUME

FILE ORABER(S)
• MICROFILM REEL(S)
= COMPUTER TAPE(S)

NUMBER = crmER( SPECI FY)

1 0 . ANNUAL ACCUMULATION
*FILE DRAttER(S
Q MICROFIU.t

nr c COMPUTER

I 1 . FILE IS USED

<3 DAILY WEEKLY MONTHLY

12* FILE BECOMES INACTIVE AFTER
^3 a MONTH(S) O/YEAR(S)

NUMBER . _
13. CURRENT LOCATION(S) ( BLJDG.,FLOOR.ROOM)

2.r\d TS

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
', I IF YEB, JF-EC1FY AOEKCY OR
V Q YE3

IS. ACCESS RESTRICTIONS • YES
I XT YE8, CITE LAW I S ) & REOULAT I ON ( S )

16. AUDIT REQUIREMENTS

Q NONE HASTATE Q FEDERAL 0 INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YII.IXTUIN
BRIEFLY AND DKXCRIBK ANY HARDIARc/SOFTWARE)

• YES N O

18. RECOMMENDED RETENTION

Retain for 3 years or until audit

requirenents have been fulfilled, then

destroy.

I 9. NAME AND TITLE OF PREPARER ZO. TELEPHONE NUMBER 2 I. DATE

March



INSTRUCT IQflS--TVPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
R E ^ ^ E D RECORD SCRIES. FORWARD
WI^PRECORDS RETENTION SCHEDULE
(DOS sao- i )

t . DEPARTMENT/AGENCY

Coy pi A £rccr^ do\leq^

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX 27S

JESSUP, MARYLAND 2 0 7 9 4

2 . DIVISION

iTf* H
AGENCY - C O R D S INVENTORY

PACE f OF L

3 . UNIT .. ^ j

DEFINITION-RECORD SERIES A amur or MELATXD RKCORDS NORMALLY PILKD AND USKD AS A UNIT FOR
»
W»W:I«HC« AS mcu. AI HmwTiow ANO DUPOBITICH Fum»ogt«4. RECOl IES TITLE 5. EARLI YEAR/LATEST YEAR

S. RECORD SERIES DESCRIPTION ( BRIKPLY OltCHIK
•IN THE SERIES.

TKK TYPKB OF INPORMATION/DOCUMKNTS/PORMS FOUND
INCLUDI THK PURPOSE OR FUNCTION OP TUB IBKICl]

J

7. RECORD SERIES FORMAT(S)

SIZE O MICROFILM

I O LEGAL SIZE • COMPUTER TAPE

Q BOUND BOOK (/FLOPPY D1SK-

O AUDIO TAPE Q VIDEO TAPE

SPECIFY)

8 . RECORD SERIES SEQUENCE

• ALPHABETICAL

d NUMERICAL

^CHRONOLOGICAL

• GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME
3 FILE DRAVER(S)
Q MICROFILM REEL(S)
- COMPUTER TAPE(S)
C-6THER( SPECIFY)

10. ANNUAL ACCUMULATION
a FILE DRAVER(S]
• MICROFtLM REEL(S)
c COMPUTER TAPE(S)

1 1 . FILE IS USED

Q DAILY WEEKLY MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
£ Q MONTH(S) «-?EAR(S)

13. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
, I IP YTB, IPtCIPY AQENCY OR OFFICE)

n YES fl

IS. ACCESS RESTRICTIONS • YES
( I r YK9 , C I TV LAl( S ) & RKOULAT I ON ( S )

16. AUDIT REQUIREMENTS

a NONE P^CTATE ° FEDERAL INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( | p YKS.ZXPt -AlN
BRIKCLY AND DCICRIII AMY HARDIARC/ BOFTWAU I

hr N'

18. RETENTION

a YES NO



MSTRVCT1QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
XT^BED RECORD SERIES, FORWARD

DOS SSO -I )

1. DEPARTMENT/AGENCY

Coppin State College

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

2. DIVISION

Vice Pres. fnr R|is ft "P-JIV

ITfM 5
AGENCY :ECORDS INVENTORY

PACE | OF J

3. UNIT - ^_

DEFINITION-RECORD SERIES
A QROUP o r ULATBO RICORDI NORMALLY F! LED AND UIID AS A UNIT FOR

HIWEMUCC A« WK1-L A« WCTWTIOH AHP fUHPO«E«

4 . RECORD SERIES TITLE

Data Processing Program Library
S. EARLIEST YEAR/

TO

«. RECORD SERIES DESCRIPTION i
-IN THE SERIES.

OF" INPORMAT ION/DOCUMENTS/rORMfS
INCLUDI THE PURPOSE OH FUNCTION Of THE BURIES)

7. RECORD SERIES FORMAT(S)

^BETTER SIZE ° MICROFILM

A LEGAL. SIZE B^CCMPUTER TAPE

a BOUND BOOK a . FLOPPY D1SK -

a AUDIO TAPE O VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

BROTHER!SPEC1FY)

: l*" F1LE IS USED

ai'DAILY • WEEKLY 0 MONTHLY

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

15. ACCESS RESTRICTIONS • YES B~fto
1ir YIS, CITK LA«(>) * RIQULATIONIS)

17 . IS AN INDEX SYSTEM USED 7 ( | p YCf.UTUklN
BRIKFLY AKO DIICRIH ANY HARDIARc/ SOFTVAKC )

D YES Or NO

•

s-**.. NAME AND TITLE OF PREPAREH

9 . VOLUME
3 FILE DRAHER(S)
Q MICROFILM REEL(S)
^COMPUTER TAPE 1S )

10. ANNUAL ACCUMULATION
a FILE DRAIHER(S)
^ M1CROF1LM REEL(S)

RTjinnnF '^COMPUTER TAPE ( S )

1Z* FILE BECOMES INACTIVE AFTER hJ\fc
• a MONTH(S) ° YEAR(S)
HUMBfR

14. IS RECORD SERIES DUPLICATED ELSKWHERET
„', tiF YES, sprctpir /.aeNCY OR OFFICE)

16. AUDIT REQUIREMENTS

Q^NONK Q STATE D FEDERAL ° INDEPENDENT

IS. RECOMMENDED RETENTION

1 Retained for that period of time which 1'<8~
( the computer program is in existence.
. When it is abolished or superseded,
\ material is destroyed. -v

20. TELEPHONE NUMBER 21. DATE



NSTRUCT1QMS--TYPE OR PRINT A

£PARATE FORM FOR EACH NEW OR

EVIEED RECORD SERIES. FORWARD

"CORDS RETENTION SCHEDULE

fB 8 0 • I )

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278 '

JESSUP, MARYLAND 20794

AGENCY =ICORDS INVENTORY

or

. DEPARTMENT/AGENCY 3. UNIT

2EIF IN IT! ON-RECORD SERIES A QROUP OF RKLATKD RKCORDI NORMALLY Ft USD AND UtCD AS A UNIT rot!
A« WgU. A* RKTTKNTtON AND OlgfOglTIQW ruWT»OBgg

4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR

Zllfro
t. RECORD SERIES DESCRIPTION (

BRIKFL.Y DflCRIU TMK TYPKS Of INFORMATION/DOCUMENTS/FORK* FOUND

IN THE SERIES. INCLUDK THK PURPOSE OH FUNCTION OF THU »BR1E»|

Records maintained en, crainxhal. iii^/estigations.

7 . RECORD SERIES FORMAT(S)

fl^LETTER SIZE • MICROFILM

^KJCOAI. SIZE O COMPUTER TAPE

Q BOUND BOOK Q . FLOPPY D1SK -

Q AUDIO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

° ALPHABETICAL

O^NLACRICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

a OTHER(SPECIFY)

«. VOLUME

DRAWER(S)

0 MICROFILM REEL(S)

= COMPUTER TAPE(S)

- OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

*^FILE DRAWER(S)
•f Q MICROFILM REEL(S)

KiUUhKH C COMPUTER TAPE ( S )

I 1 . FILE IS USED

P^DAILY WEEKLY MONTHLY

1 2 . BECOMES INACTIVE AFTER

D MONTH(S) a YEAR(S)

1 3 . CURRENT

^ 5 3
SI (BLDG..FLOOR.ROOM | M . I S RECORD S E R I E S DUPLICATED ELSEOTERET

'Zi, t l F Y«S, SPECIFY AOENCY OR OFI»ICc)
s O-?ES a NO W S &

IS. ACCESS RESTRICTIONS Q YES

(IF V M , C1TK 1-A*(s) Ot RKOUUAT I ON ( S )

16. AUDIT REQUIREMENTS

C N O N E a STATE D FEDERAL INDEPENDENT

17 . IS AN INDEX SYSTEM USEDt ( I F YKI.U7LAIH

BRIKFUY AKD DIICXIK ANY HARDWARE/ 8OFTWARK)

YES a NO

RECOMMENDED RETENTION

/c y

t». NAME AND TITLE OF PREPARER

, £*£ ft**/f
20. TELEPHONE NUMBER Z!• DATE

n 7. /87)



INSTRUCT!QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REUSED RECORD SERIES. FORWARD
• i ^ B F C o n n s RcnMriflN cu-wc-piqiE

(DCS B50-1)

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
727S WATERLOO ROAD

P . O . BOX 278 '
JESSUP, MARYLAND 2 0 7 9 4

2 . DIVISION

/T*M 1
AGENCY - C O R D S INVENTORY

PAGE _ | or 1

3 . UNIT

CEFINITION-RECORD SERIES A GROUP OP RBLATKD RKCORDS NOIdULLY FII-ZD AND USKD AS A UNIT
m

AS I E U AS RETENTION AND DISPOSITION

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

«. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE TKS TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE TMK PURPOSE OR FUNCTION OF THK UR1««|

Criminal ifformation gathered on juveniles.

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

public inspection.by the court.

u LEC

7. RECORD SERIES FORMAT(S)

:TTER SIZE O MICROFILM

LEGAL SIZE ° COMPUTER TAPE

BOLMD BOOK Q . FLOPPY DISK-

AUDIO TAPE A VIDEO TAPE

OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

CHRONOLOGICAL

GEOGRAPHICAL

OTHER(SPECIFY)

9. VOLUME

2"FILE DRAWER(S)
Q O MICROFILM REEL(S)
** • - COMPUTER TAPE(S)

N U M B E* = OTHER(SPECtFY)

10. ANNUAL ACCUMULATION
a FILE DRAWER(S)

/ 0 MICROFILM REEL(S)
W G COMPUTER TAPE ( S )

- OTWFH(SPFrlFY)

11. FILE IS USED

D-DAILY WEEKLY MONTHLY

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

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
I IF VCB, SPECIFY /.OENCT OR OFriCc)

D NO

IS. ACCESS RESTRICTIONS ° YES
I IF YKB, CITK UA*(s) * RKOULATION(S)

16. AUDIT REQUIREMENTS

ff'^NONK ° STATE 0 FEDERAL ° INDEPENDENT

17 . IS AN INDEX SYSTEM USED* ( IF YKS .KXPLJMN
BRISFLY AKO DKSCRI •• ANY HAROIARc/ SOFTWARK )

18. RECOMMENDED RETENTION

O'YYES NO

<'*

19. NAME AND TITLE OF PREPARER

L
2 0 . TELEPHONE NUMBER 2 I . DATE

: n . jt I B T V I fsm r /»7



- - TYPE CR PR 1 NT A

1PAKATE FORM FOR EACH NEW OR
r/ lSUD RECORD SCRIES. FORWARD

.RECORDS RETENTION SCHEDULE
1 S 0 • J 1

DCFARTXENT / AGENCY

CEFARTMENT CF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7271 ttATEKLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 2 07 »*

<? (A)
AGENCY : E C O M ) S lliVENTOKY

PAGE cr

3 . UNIT .

Procurement Offjr.p

£FINITICN-RECORD SERIES
A OROU1* Or RXLATED RXCTORD« NOfOrtALJ-f FIUCD ANO UIIQ AS A LXIT r e *
' « »eu. A» WKTXXTIOH AWO

RECCFa SERIES TITLE

Bids

S . EARLIEST TEAR/LATEST TEAR
. 0*7/88 -p 06/93

RECORD SERIES DESCRIPTION (
cxscRikK TUX rrrra e r IMITC»*ATi6N/oocw«XTS/r«iB« roonn

•IN THE SERIES. INCLUCK TMC runrosc CJ» r\rr<cTieH cr THE « s n t « |

Bids are used to initiate a competitive procurement.

Includes: instructions and information concerning submission requirements, descripti
delivery and/or performance schedules, and any special instructions. on

7 . RECCRO SERIES FORUAT(S)

• .LETTER SIZE Cl MICROFILM

^ A E C A L S 1 ZE H COMPUTER TAPE *

o BoercD BOCK o . FLOPPY D I SK -

Q AUDIO TAPS Q VIDEO TAPE

a OTKER(SPECIFY)

8 . RECORD SERIES SEQUENCE

R ALPHAJBET1CAI.

• NUVCR1CAI.

O CKRONOLOCICAL.

• CEOCKAPHICAL

Q OTHER(SPECIFY)

1 1 • FILE IS USED

3 DAILY 0 VEEN.Y D M=NTHLY

1 3 . CURRENT LOCATION(S) ( ELDC.. FLOOR, ROOM J

Miles W. Connor Administration, 3rd. floor Rm 22'

1 5 . ACCESS RESTRICTIONS O YES Q(NO
I IT YM, CITX I_A«(«) * R«OUULTIOH(S)

17. IS AN INDEX SYSTEM USEDT ( I r m . U ^ U I H
BRIKrUY AND DCICRIIC ANY KARDVARc/SCFTVARJC )

a YES S NO ,'

•

i» . NAME: Â â  TITLE OF PREPARER

Evelyn D. Harlee, UMS Buyer I I I

9 . VOLUME
2 FILE DRArER(S)
0 MICROFILM REEL(S)

5 . = COMPUTER TAPE(S )
NUMBER = CTjJERjsp-cJf-Yj

1 0 . ANNUAL ACCJMULATION
V FILE DKAVER(S)

5 3 MICROFILM REEL(S)
R T O m r C COMPUTER TAPE(S)

1 2 * FILE BECOMES INACTIVE AFTER
3 ° n»<TH(s) 0(YEAR(S)

NUMBER _ _

\ i . IS RECORD SERIES DUPLICATED ELSETEVERET
j , t«F "res, 5MCIFY /.OEKCT c« e r n e s )
\ a YES CKNO

1 6 . AUDIT REQUIREMENTS

• NONE CK STATE ° FEDERAL a INDEPEKDENT

I 8 . RECC**ENDED RETENT I ON

5 years - then destroy.

Z 0 . TELEPHONE NUMBER

(410) 383-5974

2 I . DATE

March 30. 1993



r j ^ j R ^ T I CMS--TYPE OR PRINT A
•EPARATE FOR* FOR EACH NEW OR
£V1SED RECORD SERIES. FORWARD
r^^RECORDS RETENTION SCHEDULE
cS^5 3 0 •! )

I . DEPARTMENT/AGENCY

DEFARTMENT OF CENERAL SERVICES
RECORDS MANACEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX 275

JESSUP, MARYLAND 2 0 7 9 *

2 . DIVISION

AGENCY =ECORDS INVENTORY

PACE I or M

3 . UNIT .

Procurement Office

DEFINITION-RECORD SERIES
A QROUP Or RKLATED RCCORDI NORMALLY Ft LJKD AMD UfKO AS A UNIT FOR

RKFERKHCK A« WEU. Al WKTKNTtOW AMD PlgFOatTlOH FUWFOBEB

4. RECORD SERIES TITLE

Agency Inter-Office Requisition

S. EARLIEST YEAR/LATEST YEAR

• 07/88 TO 06/93

5. RECORD SERIES DESCRIPTION (
BRIEFLY DKSCRIBK TKX TT?M OF* t NFCKVATI ON /DOCUWMTS/ nXMI FTXJHD

INCLUOK THX PURPOSE CJt FUNCTION OF THE•IN THE SERIES.

Request for services and commodities.

Includes: Description of services and needed commodity, approximate cost,
potential vendor, and required signatures.

7 . RECORD SERIES FORMAT(S)

^^LETTER SIZE • MICROFILM

^W-EGAL SIZE C3 COMFUTER TAPE

a BOUND BOOK C3 . FLOPPY D1SK -

• AUDIO TAPE a VIDEO TAPE

Q OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

• ALPHAKTICAL

• NUMERICAL

• CHRONOLOalCAI.

a GEOGRAPHICAL

8 OTHER(SPECinr)

Department NuaJ>er

9. VOLUME

NUMBCft =

* FILE DRASER(S)

O MICROFILM REEL{S)

= COMPUTER TAPE!Si

I 0 . ANNUAL ACCUMULAT 1 ON

S FILE DRAV£R(S)

^ 3 MICROFILM REEL(S)
C COMPUTER TAPE(S)

1 * * F1LE IS USED

H DAILY ° WEEKLY ° MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
3 Q MONTH(S) JO YEAR(S]

D33C-52HJ

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

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

1 4 . IS RECORD SERIES DUPLICATED ELSE1SHERET

. 1 IF YT», s r r C I F Y AOEKCY OH OFFICE)
^ YES a NO Requisitioning Department

I S . ACCESS RESTRICTIONS O YES 5C NO
( I F YC8 , CITK L A « ( a ) & RIOULAT ION ( 8 )

1 6 . AUDIT REQUIREMENTS

a NONE £ STATE Q FEDERAL 0 INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? (\r Y T l . U ^ U k i M

BRIEFLY AND D I I C X I 1 C ANY HARDWARE/8OFTVARK)
I S . RECCfrffrfENDED RETENT I ON

• YES NO
5 y e a r s

then destroy.

t«. NAME AND TITLE OF pREPARER

Evelyn D. Harlee, UMS Buyer III

2 0. TELEPHONE NUMBER

(410) 383-5974

21. DATE

March 30, 1993

/ n 7 t



- - TYPE OR PR I NT A

FORM FOR EACH NEW OR

RECORD SERIES. FORWARD

ORDS RETENTION SCHEDULE

DOS 550-1)

DEPARTMENT CF CENERAL EERV1CES

RECORDS MANAGEMENT DIVISION

7 27» WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 20794

AGENCY =iCOSDS lEiVEHTOKY

FACE or

. DEPARTMENT/AGENCY 2 . DIVISION S. UNIT

Procurement Office

:EFIN ITSON-RECORD SERIES
A CROUP O f RXt-ATED KXCORDI NORMALLY W t LJCO AMD UICQ AS A CXI T FOR

A« A» urncwTiow AMP DIBPOIITIOH ruwposga

RECORD SERIES TITLE

Bids and Quotes Fi le

5 . EARLIEST YEAR/LATEST YEAR

07/88 TO 06/93

8. RECORD SERIES DESCRIPTION (
CKSCRIBK TT-OC TTr«B OF" t MTOIOtAT I OH / DOCUWBXTB / FOWD

•IM THE SERIES. IHCLUDK TWC rURPOSC OJ1 rBNCTICH Or THE SK»TJC»J

To house bids and quotes received from vendors.

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

7 . RECORD SERIES FORHAT(S)

^̂ ^̂ pJÊ TT'E.R £ I 7ŷ  Q Ml CROP* t LJ*t

5t LEGAL . S1 2E 0 COWFVTER TAPE *

O BOUND BOOK ° . FLOPPY D1SK-

. Q AUDIO TAPE E VIDEO TAPE

a OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

$ ALPHABETICAL

Q NUMERICAL

• CHRONOLOGICAL

0 GEOGRAPHICAL

0 OTHER(SPEC1FY)

: l l * FILE is USED Varies
)& DAILY tX WEEKLY ° MONTHLY

1 3 . CURRENT LOCATION(S) ( BLDG.,FLOOR.ROOM)

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

IS . ACCESS RESTRICTIONS Q YES £ NO

[ \ r YTB , CITC LA«(s ) * RKaULJkTIOn( s )

1 7 . I S AN INDEX SYSTEM USEDT ( t p Y C f . U T L A I H

O r i t l - L Y AND D M C R I I C AMY HARDVARc/SOFTVARJC )

r o YES ts NO

~i_. \ » . NAME AND TITLE OF PREPARES

Evelyn D Harlee, UMS Buyer I I I

9 . VOLUME

3 FILE DRAtfER(S)

0 MICROFILM REEL(S)

2 - COMPUTER TAPE(S 1
H W " ' 1 = OTHERt SPECIFY)

1 0 . ANNUAL ACCUMULAT1 ON

Xl FILE DRA^ERJS)

3 MICROFILM REEL(S )

hlrUkgfr' C COMPUTER TAPE ( S )
- ivrvrplcornrv;

12- FILE BECOMES INACTIVE AFTER

T Q MCNTH(S) * YEAR(S)

1 4 . IS RECORD SERIES DUPLICATED ELSETSHSRET

j, i t r Y t s , S K C I F T / .OEKCY of« o f f i c s l

\ a YE3 aC NO

1 6 . AUDIT REQUIREMENTS

Q NONE * STATE ° FEDERAL 0 INDEPENDENT

I 8 . RECOMMENDED RETENT I ON

5 years - then destroy.

2 0 . TELEPHONE NUMBER

(410) 383-5974

Z1. DATE

March 30, 1993



' - TYPE OR PR 1 NT A

SPARATE FORM FOR EACH NEW OR

RECORD SERJES. FORWARD

'RECORDS RETENTION SCKFDtn K

DGS 350 -1 )

DEPARTMENT CF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO F!QAD

P.O. BOX 273

JESSUP, MARYLAND 20784

/ft*
AGENCY =ECORDS INVENTORY

PACE cr

DEPARTMENT / AGENCY Z. DIVISION J. UNIT .

Procurement Office

:EFIN ITJON-RECORD SERIES
A OROUI* o r KKLJkTKO IUCORDI NORXALJ.* PILJCD AND U K D AS A UNIT row

ft

A« tea. WKTTCNTIOM ANO

l. RECORD SERIES TITLE

Bid Tabulation Records
5 . EARLIEST TEAR/LATEST YEAR

• 07/88 TO 06/93

. RECORD SERIES DESCRIPTION ( » " l " r l - T « « « ! • « TWC TW«« OI- I N P e M A T I O N / D O C U t n T t / n m

•1H THE SERIES. 1NCLUDK TKK ruw»O*C Cm rwtCTICW OF THC SCfTICSJ

To house tabulated bid information

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

7. RECORD SERIES FORVAT(S)

^A-ETTER SIZE • MICROFILM

H LEGAL SIZE a COMPUTER TAPE

a BOUND BOOK O . FLOPPY D1SK -

• AUDIO TAPE a VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

H NUhCRICAL

0 CKRONOLOCICAL

a CSOCKAPHICAL

Q OTHER(SPEC1FY)

9 . VOLUME

8 FILE DPJkttER(S)
n MICROFILM REEL(S)
2 COMPUTER TAPE(S1
= CTKER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

B FILE DRA1SERIS)
3 MICROFILM REEL(S)
C COMPUTER TAPE(S )

1 1 ' F 1 L E l s

(5C DAILY
varies

\SEEKLY ° MONTHLY

'*• FILE BECOMES INACTIVE AFTER

3 a MONTH(S) P YEAR(S1
NUHBCW

1 3 . CURRENT LOCATICN(S) ( BLDG. .FLOOR.ROOM)

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

I * . IS RECORD SERIES DUPLICATED ELSEW-ERET
J, t l F YCS, S « C I F Y AOENCT OK )J

a YES NO

IS. ACCESS RESTRICTIONS
( t r YT8 , erne

O YES 8 NO
RKQULJVTION(S)

16. AUDIT REQUIREMENTS

Q NONE S STATE O FEDERAL 0 INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEPT ( 11» Y C f , U 7 U l N

BRIKFUY ANO BMCRIK ANY HARDIARc/ SOrTKARJC )

a YES jj NO

1 8 . RECCAMENDED RETENTION

5 years ~ then destroy.

18. NAME AND TITLE OF PREPARER

Evelyn D. Harlee, UMS Buyer III

20. TELEPHONE NUMBER

(410) 383-5974

2!. DATE

March 30, 1993



J ^ J C T ^ T I QMS--TYPE OR PRINT A

SPARATE FORM FOR EACH NEW OR
Cj^fccD RECORD SERIES. FORWARD
I T I ^ R E C O R D S RETENTION SCHEDULE

DCS S S 0 • t )

. DEPARTMENT/AGENCY

DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727 8 WATERLOO RCAD
P . O . BOX 273

JESSUP, MARYLAND 2 0 7 8 4

2 . DIVISION

AGENCY =£CORDS INVENTORY

PACE f OF J

3 . UNIT .

Prnriirpmoni- Of f i ^o

:EFINITION-RECORD SERIES*A OROUP o r MLATKO WCCORDI NOimAULf C! UCO AMD UtKD AS A UNIT FOR
A» WgUt. A« HrTXWTlOW AMO P18rO«tTtOH

«. RECORD SEK1ES TITLE

Notice of Award of Contracts

5 . EARLIEST YEAR/LATEST YEAR

• 07/88 TO 06f93

i. RECORD SERIES DESCRIPTION ( DESCRIBE ->oe TYrra or-
•IM THE SERIES. INCLUDE TWC

rOUMD
ojt rwicTiCN o r TMK

To report to Maryland Register.

Includes: Award information.

7 . RECORD SERIES FORUAT(S]

^PLETTER SIZE a MICROFILM

51 LEGAL SIZE a COMPUTER TAPE

O BOUND BOOK t3 . FLOPPY D I SK -

a AUDIO TAPE a VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

a NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

H OTHER(SPECIFY)

Form Name

9. VOLUME

50 FILE DRAWER(S)

n MICROFILM REEL(S)

1 - COMPUTER TAPE(S 1

= OTHERl SPECIFY)

1 0 . ANNUAL ACCUMULAT 1 ON

R FILE DRAfER(S)

1 3 MICROFILM REEL(S)

gH C COMPUTER TAPE(S)

11 • FILE is USED varies
B DAILY CX WEEKLY ° MONTHLY

> 2 > FILE BECOKES INACTIVE AFTER

1 a MONTH(S) % YEAR(S)
JH6.tR .NOT

1 3 . CURRENT LOCATION(S) ( BLDC., FLOOR. ROOM)

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

t4. IS RECORD SERIES DUPLICATED ELSEWHERE*
tir Yt», srrctFY AOEWCT OR ernes)

a YES S NO

1 3 . ACCESS RESTRICTIONS » YES O N O
( i r Y«S , C1TX LA«(») & RKOUUkTION(s)

1 6 . AUDIT REQUIREMENTS

B NONE XJ STATE a FEDERAL ° INDEPENDeNT

1 7 . IS AN INDEX SYSTEM USEDT ( ! r Y t l . U Y L A I N
BRIKTUY AND D H C n i l C AMY HARDWARE/ SOFTVAU )

Q YES NO

1 8 . RECOfACNDED RETENTION

5 years - then destroy.

1 » . NAME AND T t TLE OF pREPARER

Evelyn D. Harlee, UMS Buyer III

2 0 . TELEPHONE NUMBER

(410) 383-5974

2 1 . DATE

March 30, 1993



^JR^Jl CMS- -TYPE OR PRINT A

-1PARATE FORM FOR EACH NEW OR

rVISCD RECORD SERIES. FORWARD

l^fc-CECORDS RETENTION SCHEDULE

DI^RSO*! )

. DCU^ARTWENT/AGENCY

DEFARTMENT CF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 20784

2. DIVISION

AGENCY :£CORDS INVENTORY

PACE J or $.

3. UNIT .

Procurement Office

EFINITION-RECCRO SERIES
A aitovp or RXLATED KXCORDS NORMALI.* FILJCQ AXO UXXO AS A UHIT row

ICU. A M P

RECORD SERIES TITLE

Purchase Orders

5 . EARLIEST YEAR/LATEST YEAR

07^88 "rc 06/03 •

RECORD SERIES DESCRIPTION
DMCRIIK TMt TTftB Or t MTOKUATI ON /DOCU*«>ITS/rt>W«

•IH THE SERIES. INCLUDE TKK rUHPOie OJt fVWCTlOH or TK«

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

Includes: 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. RECORO SERIES FORUAT(S)

C^^ETTEH SIZE ° MICROFILM

T R E G A L SIZE Q COMPUTER TAPE "

• BCXJTCD BOOK Q. FLOPPY DISK-

'S AUDIO TAPE a VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

p ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

0 GEOGRAPHICAL

a OTHER(SPEC1FY)

1 l • FILE JS USED

S DAILY 0 WEEKLY 0 MONTHLY

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

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

IS. ACCESS RESTRICTIONS • YES B NO

1 ir Yxa, CITK LJkH(a) & RKQULJITION(S)

17. I S AN 1 NDEX SYSTEM USEDT ( i r YT* . u ^ U 1N

BnlKfUY AKD DKKCRIBE ANY HARDVARc/ SOfTVAU )

D YES C5( NO '

•

\9. NA>E AND TITLE OF PREPARER

Evelyn D. Harlee, U1JS Buyer III

9. VOLUME

$ FILE DRATCR(S)

0 MICROriLM REEL(S)

^ = COMPUTER TAPE IS )
NUXBER = C T K E R ( S p E C I r r j

1 0 . ANNUAL ACCUMULAT I ON

^ FILE DRAtfER(S)

3 MICROFILM REEL(S)

prcmnrrc COMPUTER TAPE(S)

'*• FILE BECOMES INACTIVE AFTER

3 • UCNTH(S) ^YEAR(S)
NUMBER — — -

14. IS RECORD SERIES DUPLICATED ELSETfH€RE7

j. kxr YTS, sptciFY /.oeNCT on crnca)
V R yy-g a N O Accounts Payable, Central

^Keceivinfts ̂ arvdr.R̂ qvii't̂ ii-ir>TTino nppt-

IC. AUDIT REQUIREKEKTS

• NONE $ STATE O FEDERAL ° INDEPENDENT

I 8. RECOMMENDED RETENT I ON

5 years _ then destroy.

2 0. TELEPHONE NUMBER

(410) 383- 5974

2 1. DATE

March 30, 1993



JSfRUCTI CMS- -TYPE OR PRINT A
EPARATE FORM FOR EACH NEW OR
EVISED RECORD SERIES. FORWARD
l4fe?ECORDS RETENTION SCHEDULE
M T I 5 0-1)

. DEPARTMENT/AGENCY

DEPARTMENT OF CENERAL EERV1CES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 273

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY =£CQRDS INVENTORY

PAGE _JL or -X-

3. UNIT .

Procurement Office

:EFIN ITION•RECORD SERIES A GROUP op RKI_*TKD FUCCORDS NORMAULY FILJCQ AND U » D AS A UNIT rom

ItKPEKENCK A« A» WMTTXNTIOW AHD

I. RECORD SERIES TITLE

Requisition Forms/Purchase Orders

S. EARLIEST YEAR/LATEST YEAR

. 077,88 T O 06/93

}. RECORD SERIES DESCRIPTION (
BRIEFLY D t f C R I l C TKK TYFIS OF1 t MrOKMATI ON/BOCtMWTS/ rOIWl rOUHD

INCLUDI TKK rV)WO«C•IN THE SERIES.

Forms used to request and to order needed commodities.

FUNCTION Or TMK SEFTIKSJ

7. RECORD SERIES FORMAT(S)

^LETTER SIZE ° MICROFILM

^^EGAL SIZE Q COMPUTER TAPE '

a BOUND BOOK CD . FLOPPY D ISK -

• AUDIO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

d ALPHABETICAL

V NUMERICAL

a CHRONOLOGICAL

• GEOGRAPHICAL

a OTHER(SPECIFY)

1 1• FILE is USED Varies

0C DAILY $? WEEKLY ° MONTHLY

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

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

IS. ACCESS RESTRICTIONS Q YES S NO

(lF YTB, CITK LA«{a) * RKOULAT1ON{8)

17. IS AN INDEX SYSTEM USEDT (IF YTf.UTLAIN
BRIKFUY AKD DIICRIBC ANY HARDIARc/sOFTVARI )

D YES P NO '

•

J». NAME AND TITLE OF pREPAREH

Evelyn D. Harlee, UMS Buyer III

9. VOLUME
3 FILE DRAHER(S)
0 MICROFILM REEL(S)

boxes = COMPUTER TAPE! S J
NUMBER OTHER, spec FYJ

I 0. ANNUAL ACCUMULATI ON
D FILE DRAlffER(S)

„/. Q MICROFILM REEL(S)
hOUkCT C COMPUTER TAPE(S)

1 2 • FILE BECOMES INACTIVE AFTER

N/A a MONTHlSl 0 YEAR(S)
KUUBER _ _ _ —

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
J, tlP YC», SKC1FY AOEKCY OH Ofricc)
(. Q YE3 B NO

18. AUDIT REQUIREMENTS

]£3 NONE B STATE ° FEDERAL ° INDEPENDENT

18. RECOMMENDED RETENTION

5 years - then, destroy.

2 0. TELEPHONE NUMBER

(410) 383-5974

2 I. DATE

March ^nj IQQ^



js'jRi.x^TlCriS- - TYPE OR PR 1 NT A

tPARATE FORM FOR EACH NEW OR
EV1SED RECORD SERIES. FORWARD

RECORDS RETENTION SCHEDULE

'sso-i )

DEFARTKENT CF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 273

JESSUP, MARYLAND 2078*

tre*
AGENCY =£CO?,DS INVENTORY

PACE or

DEPARTMENT/AGENCY 2 . DIVISION 3 . UNIT .

Prnriirpinpnr Off-? OP

:EFINITION-RECORO SERIES-
A GROUP OF M U T K D RECORDS NOKMAU.Y' T t LCD AMD USED AS A UNIT
R i n n » c c AS ygt-u A * urnwTioH AXP Pi troa iTioM PURPOSES

1. RECORD SERIES TITLE

Copy of Contracts Awards

S. EARLIEST YEAR/LATEST YEAR

• 07/88 TO 06/93

5. RECORD SERIES DESCRIPTION ( DESCRIBE T>ae TYPES or IKrOniATION/BOCUHKXTS/rOW(S
•|K THE SERIES. INCLUDE THE rUKPOte OH rVNCTIOH Ol» THE »tntJ|

Used to inform Maryland Register of Award of Contracts.

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

7 . RECORD SERIES FORUAT(S)

,LETTER SIZE Q MICROFILM

SIZE O COKFUTER TAPE

Q BOUND BOCK Q . FLOPPY D 1 SK -

Q AUDIO TAPE Q VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

n ALPHABETICAL

• NLfrCRICAl.

• CHRONOLOGICAL.

• GEOGRAPHICAL

Q OTHER(SPEC1FY)

N/A

9. VOLUME

1
NUMBER

3 FILE DRMTER(S)
H MICROFILM REEL(S)
- COMPUTER TAPE(S 1
5 OTHER(SPECIFY]

fnirtpr

I 0 ANNUAL ACCUMULAT1 ON
Q FILE DRAi<ERlS)
3 MICROFILM REEL(S)
C COMPUTER TAPE(S)

11 • FILE is USED varies
% DAILY C£ WEEKLY 0 MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
N/A D MONTH(S) 3 YEAR(S]

NUMBER

1 3 . CURRENT LQCATICN(S) ( BLDC.. FLOOR. ROOM )

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

1 4 . IS RECORD SERIES DUPLICATED ELSE1SVERE7
. t t r r e s , SPECIFY /.OEKCY cm OFFICE)

Q YES J? NO

1 5 . ACCESS RESTRICTIONS • YES & NO
( i r YTS, CITS LJkv{ s) & mauu,TiON(s)

1 6 . AUDIT REQUIREMENTS

Q NONE X] STATE Q FEDERAL O INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED? ( | p Yrcf .UTLAIN
AND DESCRIBE ANY HARDWARE;/ SOFTWARE )

a YES 55 NO

I B . RECOhftENDED RETENTION

Retain, for 5 years or xantil all

-• laudlt requixements have been fulfilled,

.then destroy.

1 9 . NAME AND TITLE OF pREPARER

Evelyn D. Harlee, UMS Buyer III

20. TELEPHONE NUMBER

(410) 383-5974

2 I . DATE

March 30, 1993



• °JT^|.<-.T1CMS--TYPC OR PRINT A

1PARATE FORM FOR EACH NEW OR

CVISED RECORD SERIES. FORWARD

.RECORDS RETENTION SCHEDULE

'sso-il

DEPARTMENT CF CENERAL SERVICES

.RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD

P.O. BOX 27S

JESSUP, MARYLAND 20784

ITfM IO
AGENCY =ECORDS INVENTORY

PACE A.
. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT -

Procurement Offirp

£FIN ITJON-RECORD SERIES
A OKOUP o r RKLATKO RECORDS NOMMU.V F1LID AMD L'fID AS A L.XJ T row

AS T g U . AS WCTXWTIOH ANO DIHrCtlTICH PUWPOigg ;_

, RECORD SERIES TITLE

Vendors List

5 . EARLIEST TEAR/LATEST YEAR
07/88 TO 06/93

RECORD SERIES DESCRIPTION (
IN

BMcRiic TKX TYPia op- t NroniAT I ON /DOCUVBCHTS/ roraro
THE SERIES. INCLUDK TKK rUKPOBE OK rVWCTIOH Of TMK SCfTIES]

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

7. RECORD SERIES FORUAT(S)

^LLETTER SIZE ° MICROFILM

^ K L E O A X . SIZE Q COMPUTER TAPE

Q BOUND BOOK ° . FLOPPY D 1 SK -

• AUDIO TAPE a VIDEO TAPE

5? OTHER( SPECIFY)

BinHp-r

8. RECORD SERIES SEQUENCE

X3 ALPHABETICAL

• NUMERICAL

Q CKRONOLOGICAU

• CCOCnAPHlCAL

a OTHER(SPEClnr)

9. VOLUME

3 FILE DP-AWXR(S)

0 MICROFILM REEL(S)

- COMPUTER TAPE(S1

1 0 . ANNUAL ACCUMULAT 1 ON

. 3 MICROFILM REEL(S)

rosmrc COMPUTER TAPE(SJ

11 * is
51 DAILY

varies
WEEKLY MONTHLY

12* FILE BECOMES INACTIVE AFTER
, . , , Q MONTH(S) a YEARIS

1 3 . CURRENT LOCATION(S) (ELDG.,FLOOR.ROOM)

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

1 4 . IS RECORD SERIES DUPLICATED ELSEYTHERE1

J, t l f VES, S K C I F Y /.OKKCY OK
\ H YES a NO Accounts Payable

15. ACCESS RESTRICTIONS O YES & NO
(ir rro, CJTTC LAI(I) & RKOUUATION(S)

16. AUDIT REQUIREMENTS

& NONE CJ STATE O FEDERAL INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED* ( | jr Y X S . U 7 i . A j N
BRIKFLY AKD DIICRIIK ANY HAPDWARC./COrTWAFUC }

Q YES CK NO *

1 8 RECOhftENDED RETENT 1 ON

Retained until superseded.

l». NAME AND TITLE OF PKEPARER

Evelyn D. Harlee, UMS Buyer III

20. TELEPHONE NUMBER

(410) 383-5974

2 I . DATE

Ma-rnV, 1903



NSTRVCT1CNS--TYPE OR PRINT A
£PARATE FORM FOR EACH NEW OR
EVIEED RECORD SERIES. FORWARD
IJ^^ECORDS RETENTION SCHEDULE
C ^ ^ S 5 0 - 1 )

. DEPARTMENT/AGENCY

DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 27S WATERLOO ROAD
P . O . BOX 273

JESSUP, MARYLAND 2 0794

2 . DIVISION

ITTfM U
AGENCY =ECO£DS INVENTORY

PACE 9 or 0

3 . UNIT .

Pronirpmpni- Of f i PP

:EFIN ITION-RECORD SERIES A a*oui» or FUCLATSQ RXCORDI NOIWAI_I.Y FILZD AND U K B AS A UNIT rc«

mrcngNct A« KEL-L. A* nrrxNTiw AXP DigrogiTiow ruwpoaM •__

«. RECORD SERIES TITLE

Correspondence

3 . EARLIEST YEAR/LATEST YEAR

•. 07/88 TO 06/93

5. RECORD SERIES DESCRIPTION I * " " — - - ' = > « « * ! « TWC TTT»ra OF tMrOFmAT!ON/BOCUt«HT»/rt)»ni rOCNB
""~* INCLUDE TKK ruWO»C OH fWiCTICN OF TMB BEFTfeSJ•IM THE SERIES.

Correspondance from vendors and departments in reference to purchase orders
kept with the purchase order. are

7 . RECORD SERIES FORUAT(S)

^ ^ E T T E R SIZE ° MICROFILM

^ t c A I . SIZE • COMPUTER TAPE "

Q BOUTCD BOOK Q . FLOPPY D I SK -

a AUDIO TAPE a VIDEO TAPE

Q OTHER(SPECIFYJ

8 . RECORD SERIES SEQUENCE

* ALPHABETICAL

• NUMERICAL

0 CHRONOLOGICAL.

• GEOGRAPHICAL

a OTHER(SPEC IFY)

-

11 • FILE i s USED Varies
$ DAILY ^a «nW.Y 0 MONTHLY

1 3 . CURRENT LOCAT I ON(S) ( BLDG.. FLOOR, ROOM )

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

I S . ACCESS RESTRICTIONS 0 YES OC NO
{ i r NTCS, erne m w { s ) * RKOUUVTIONIS J

17. I S AN 1 NDEX SYSTEM USEDT ( | f YX* . o j - l > 1 N
BRIBFLY AND DCSCRIRK AXY KARDIARc/ BOrTVAU )

Q YES t? NO *

•

1 9 . NAME AND TITLE OF PREPARER

Evelyn D. Harlee, UMS Buyer I I I

9 . VOLUME

X3 FILE DP-AtrER(S)

0 MICROFILM REEL(S)
5 - Varies: COMPUTER TAPEISI

N U M B E " = CTHERISPECIFYI

t 0 . ANNUAL ACCUMULAT 1 ON
5 FILE DRAVER(S)

5 - V a r i
a MICROFILM R E E H S )

FTOBCTT0 COMPUTER TAPE(S)
~ rrurpicperiprl

1 2 > FILE BECOMES INACTIVE AFTER

q a VCNTH(S) !XYEAR(S)

1 4 . IS RECORD SERIES DUPLICATED ELSEYl-ERET
'„'. t l F YES, SPtCIPY AOEKCT OK C r p i c s )
*• D YES % NO

1 6 . AUDIT REQUIREMENTS

0 NONE * STATE O F1EDESAL O 1NDEPEKDENT

I S . RECOMMENDED RETENT I ON

5 years

2 0 . TELEPHONE NUMBER

(410) 383-5974

2 J . DATE

March 30, 1993



^ J R \ , > C T 1 CMS- -TYPE OR PRINT A

iPARATE FORM FOR EACH NEW OR
IVISCD RECORD SCRIES. FORWARD
ij^REcofens RETENTION scwrrx n F.
= ^ ^ 9 3 0 -I )

. DEPARTMENT/AGENCY

DEFARTMENT CF CENERAL SERVICES
RECORDS HANACEMEKT DIVISION

7 27 8 WATERLOO ROAD
P . O . BOX 273

JESSUP, MARYLAND 2 0 7 9 4

2 . DIVISION

AGENCY :ECORDS INVENTORY

PACE M or m

3 . UNIT .

PrnrnrpTTipnt: Of f i r e

EFINITION'RECORO SERIES A SKOUr o r nXLATEO M C O U D I NORXAU.Y FILED AJID I 'HD A« A LXIT rOR
nKFCMEMCE A« lTgU. A» WKTKNT1OH AXO Dlgl-OBtTtOH Pl'nrO8C»

RECORD SERIES TITLE

Requisitions and Purchase Orders

5. EARLIEST TEAR/LATEST YEAR

• n7/«a TO 06/93

RECORD SERIES DESCRIPTION ( aKiKrt-Y D i i c n i a c "n-oe TYFES o r tHronuTiON/DocuMKNTi/ronn I-OOMD

IN THE SERIES. INCLUDE THK I»UKPOBE OH rWCTICH OF THK BCFTieSJ

Requisitions and Purchase Orders are used as requesting forms forn procurement
of commodities.

Includes all information, and specifications to complete 'actual ipurcWse.

7 . RECORD SERIES FORKAT(S)

^ ^ E T T E R SIZE O MICROFILM

^ P L E G A L SIZE • COMFVTER TAPE '

a Botx<a BOOK a . F L O P P Y D I S X -

• AUDIO TAPE a VIDEO TAPE

a OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

Q ALPHABET 1CAJL

• NUMERICAL

• CHRONOLOGICAL

0 GEOGRAPHICAL

& OTHER(SPEC 1FY)

departmental/numerical

1 l ' FILE IS USED

5$ DAILY 0 >EEEKLY ° MONTHLY

1 3 . CURRENT LOCATION(S) (BLOC..FLOOR.ROOM)

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

1 3 . ACCESS RESTRICTIONS O YES # NO
( IP YTB , CITS L>>( a ) & RIOU1—KT1ON( S )

1 7 . I S A N I N D E X S Y S T E M U S E D T ( i r Y T « . K 5 ^ 1 ^ I H

BRIEFLY AND OCXCH1BK AMY HARDIARc/ SOrT»AM )

O YES £X NO ;

•

1 » . NAME AND TITLE OF pREPARER

Evelyn D. Harlee, UMS Buyer I I I

9 . VOLUME
X FILE DRASER(S)
O MICROFILM REEL(S)

1 - COMPUTER TAPE IS 1
NUMBER = CTHER(SPECIFY]

1 0 . ANNUAL ACCUMULATION
g^FlLE DRAfERJS)

1 3 MICROFILM REEL(S)
hUUkg* C COMPUTER TAPE(S)

1 Z * FILE BECOMES INACTIVE AFTER
^ a VCNTHISl 3 YEARlSl

NUMBER . _ . .

1 4 . IS RECORD SERIES DUPLICATED ELSE1O-ERET
•>, t ir rrs, SMCICT /.OEKCY on e r n e s )
V s YES a NO department

! 6 . AUDIT REQUIREMENTS

d NONE CR STATE Q FEDERAL O INDEPENDENT

1 8 . RECOMMENDED RETENT 1 ON

5 years

2 0 . TELEPHONE NUMBER

(410): 383-5974

2 I . DATE

March 30, lQtn



NST-RyCTlCMS--TYPE OR PR XNT A

SPARATE FORM FOR EACH MEW OR

RECORD SERIES. FORWARD

FRECORDS RETENTION SOffTM fl F.

DGS SSO -1 )

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 20794

AGENCY =ECORDS INVENTORY

PACE 1 or

! . DEFARTMENT/AGENCY

Coppin State College

2. DIVISION

Business & Finance

3 . UNIT

$u^rt~>o^n i^€^6oiMTCeS

:EFINITION-RECORD SERIES*A airaur or ULATED RECORDS NontALLV n u c s AND u t i o A* A UNIT FOR
RKrCRKMCC A« Wgt.1. A» HrTXNTIQW AWO P 1 9TOn \ T t ON F-UWPOBga ;_

«. RECORD SERIES TITLE

Employment

5 . EARLIEST TEAR/LATEST YEAR

1970 TO 1993

RECORD SERIES DESCRIPTION (
BRISTLY DIfCRIlK TKK TTPKS Or IKFOniATION/OOCUMCKTS/rOWni TOUND

•IK THE SERIES. tNCLUDS TWC rUKPOSC OJ» FUNCTIOH OI» THK BEPTtKS'

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
on payroll.

7. RECORD SERIES FORMAT(S)

CTTER SIZE Q MICROFILM

a LEGAL SIZE • CCMFVTER TAPE

a BOUND BOOK a . FLOPPY DI SK -

Q AUDIO TAPE a VIDEO TAPE

d OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

XX ALPHABETICAL

• NL»CRICAL

a CHRONOLOGICAL

a GEOGRAPHICAL

a OTHER(SPECIFY)

9 . VOLUME

16

S FILE DRAttER(S)
• MICROFILM REEL(Sl
- COMPUTER TAPE(S )

NUMB" = OTHER (SPECIFY)

1 0 . ANNUAL ACCUHULATI ON

0 FILE DRAtfER(S)
•̂  3 MICROFILM REEL(S)

klAlkgH C COMPUTER TAPE(S)
r fyrVFR(ew--riFY)

1 t . FILE IS USED

a DAILY 8 WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

4 a MONTH(S) £ YEAR(S)
NUMBER ,

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

Miles Connor Administration Building
2nd Eloor. Room 22S

14. IS RECORD SERIES DUPLICATED ELSEW-ERET
«.. t l F v r s , S P E C I F Y A O W C Y on o r p i c u )

O YE3 * * NO

I S . ACCESS RESTRICTIONS H YES Q NO

( i f YTS , c m c LA»( a ) A> RIOULATIONIS)
Privacy Act

1 6 . AUDIT REQUIREMENTS

Q NONE g STATE O FEDERAL 0 INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDt ( I F Y K f . U T U M N
BRIEFLY AKD D I I C H I B C ANY H A R D I A R E / BOFTVARS )

a YES 8 NO

I 8. RECOMMENDED RETENTION

Personnel records are retained for four •

. (4) years after termination of employirent,

; then destroyed.

1».*NAME AND, TjlTLE OF PREPARER 20. TELEPHONE NUMBER

(410) ,383;. 5757

21. DATE

30 March 93



NSJRVJCT 1CMS- - TYPE OR PR I NT A
SPARATE FORM FOR EACH NEW OR

RECORD SERIES. FORWARD
FRECORDS RETENTION SCHFrxn F.

DCS 530 -1 )

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 273

JESSUP. MARYLAND 20794

iff* iS
AGENCY =ECOSDS INVENTORY

PACE or

DEPARTMENT/AGENCY

Coppin State College

2. DIVISION

Business & Finance

3 . UNIT

irtjumo^ **%e&ov*rte£
:EFINIT ION-RECORD SERIES A GROUP OP> RKLATKD RCCOROI NORMAIXf FI LXQ AND U t I D AS A UNIT FOR

W F t M M C t A« WgU. A» HKTXNTtOM AHO OiafOSITTOM rUBPO8g»

4. RECORD SERIES TITLE

Personnel I.D. Number

5. EARLIEST YEAR/LATEST YEAR

• 1970 TO 1993

». RECORD SERIES DESCRIPTION (•"««"-r D " C H I » * ™ * "rn'1ta Or IKfO»lATION/BOCW«T«/ro»« FOOHD
•JN THE SERIES. INCLUDK TWC rUKfOBC OH rUNCTlON Or THIS BEFTIESJ

Employees' social security numbers are housedin thei personnel file folders which are
kept in file cabinets (1970-1986). 1987 to present are stored, the Human Resources System
(HRS) which is connected to the mainframe in Administrative Data Processing.

7. RECORD SERIES FORMAT(S)

^^-ETTER SIZE • MICROFILM

Q LEGAL SIZE a COMPUTER TAPE

a BOUND BOOK d. FLOPPY D 1 SK -

• AUDIO TAPE Q VIDEO TAPE

3c OTKER( SPEC 1 FY)

HRS

8 . RECORD SERIES SEQUENCE

XX ALPHABETICAL

• KLfrCRICAl.

d CHRONOLOGICAL.

0 GEOGRAPHICAL

a OTKER(SPECIFY)

9. VOLUME
3 FILE DRAFER(S)
O MICROFILM REEL(Sl

5 - COMPUTER TAPE(S)
HUU*K* - OTHER!SPECIFY)

I 0 . ANNUAL ACCUMULAT I ON
3 FILE DRACERJS)

Jj Q MICROFILM REEL(S)
hlAlhg* C COMPUTER TAPE(S)

- nTVFB(cpv-nrY)

1 1 . FILE IS USED

Q DAILY SXWEEK1.Y a MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

4 a MCNTH(S) « YEAR(S)
NUHBEH

1 3 . CURRENT LCCATICN(S) ( BLDC . , FLOOR. ROOM )

Miles Connor Administration Building
2nd Floor, Room 225

1 4 . IS RECORD SERIES DUPLICATED ELSE1ST-ERET

>. tlF vt», sprcirr AQENCT on OFFICE)
• YE3 BKNO

15. ACCESS RESTRICTIONS BYES O NO
( i f rrs , c i r r UAW(») a> RKOUT_ATION( a )

Privacy Act

1 6 . AUDIT REQUIREMENTS

j? NONE O STATE Q FEDERAL a INDEPENDENT

1 7 . 1 S AN I NDEX SYSTEM USED 7 ( | r YCI. t>^!_A I N
BRIEFLY AND DMOtlBC ANY HARDtARc/ SOPTVAU )

a YES XBl NO

IB. RECOMMENDED RETENTION

This material is maintained permanently l

in Coppin State archives.

IV7

I 9 f\ NAME AND TJ TLE^OF prafl^ARER

Director of HumanL_ RpRonrcpg

2 0. TELEPHONE NUMBER

4D0-383-L757

2 I . DATE
Masch 30, 1993



.•^jRycTlCMS- - TYPE OR PR I NT A

SEPARATE FORM FOR EACH NEW OR

-f^^ED RECORD SERIES. FOK-ARO

r^yRECORDS RETENTION SCHEDULE

DOS 350-1)

DEPARTMENT OF CENERAL SERVICES

RECORDS MANACEMEKT DIVISION

727» WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 20791

AGENCY =ECORDS INVENTORY

PACE or

I . DEPARTMENT/AGENCY

Coppin State College

2. DIVISION

Business & Finance

3 . UNIT

ffu-ro&vj l<i€~3>ciWCe£

ZE.F IN IT ION- RECORD SERIES A OROUP OF RKLATKD FUCCORDI NOKMAU.Y rlUCO AND USED AS A UNIT FOR

RIPCREMCC A l Wg—U HnTNTiow AHO nnre«iTtow runpoatg

4. RECORD SERIES TITLE

Status Card File

S . EARLIEST YEAR/LATEST YEAR

1975 TO 1993

«. RECORD SERIES DESCRIPTION ( (RIKFLT DKSCRI-K TKK TTPXn OW IHPOR«ATION/DOCW«HT«/fOH«« FOUHD
IN THE SERIES. INCLUOK TWC PURPOSE OH FUNCTION Of THK BCfTtKS]

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

7 . RECORD SERIES FORMAT(S)

^ ^ J E T T E R SIZE • MICROFILM

a 1-EGAL SIZE Q COMPUTER TAPE '

O BOUND BOOK 0 . FLOPPY D ISX -

• AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

• ALPHABET ICAJ.

0 NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

Q OTHER(SPEC1FY)

-

: ' * ' FILE IS USED

a DAILY S WEEKLY ° MONTHLY

1 3 . CURRENT LOCATION(S) ( BLTXS., FLOOR, ROOM )

Miles Connor Administration Building
2nd Floor, Room 225

I S . ACCESS RESTRICTIONS tt YES 0 NO
( I f YES, C I T t LJkv( S ) & IHOUUkTlONl S )

Privacy Act

1 7 . 1 S AN 1 NDEX SYSTEM USEDT ( | ft «ne* . MJ>J'\-A IN
BRIIfLY AKD DCICRIIK AMY HARDIARe/ SOrTVARJC )

Q YES B NO

•

1 ̂ y, h6o^E AND . T UfLE OE PREPAHER

Dicector of Human Resources

9 . VOLUME
tffcFlLE DRABER(S)
• MICROFILM REEL(S)

2 - COMPUTER TAPE(S)
NUMBKft = c — _ E R ( E p - C I n f )

1 0 . ANNUAL ACCUMULAT1 ON
Q FILE DRACER(S)

Q a MICROFILM REEL(S]
KTjcnreir c COMPUTER T A P E ( S )

Z cffvro(epcriFY)
1 Z * FILE BECOMES INACTIVE AFTER

a MONTH!SJ a YEAR(S)
NUHBIR , _ _ _ _ _

1 4 . IS RECORD SERIES DUPLICATED ELSEWK-RET
.;, t i r Y_a, arrciwr AOEKCY OR o r r i c s )
V jXrYE3 D NO MQ Department of Personnel

1 6 . AUDIT REQUIREMENTS

Q̂ NONE D STATE O FEDERAL D INDEPENDENT

1 8 . RECOMMENDED RETENTION

Retain material for 5 years, then

destroy.

1
V

2 0 . TELEPHONE NUMBER

410-383-5757

2 I . DATE

March 30, 1993
.-••••,*?&*:-•



j^yRV^-p CMS --TYPE OR PRINT A
iPABATE FORM FOR EACH NEW OR
a ^ E O RECORD SERIES. FORWARD
H P RECORDS RETENTION SCHEDULE
DOS 350 -1 )

. DEFARTVENT/AGENCY

Coppin State College

DEPARTMENT OF CENERAU SERVICES
RECORDS MANAGEMENT DIVISION

727 8 WATERLOO ROAD
P.O. BOX 273

JESSUP. MARYLAND 20794

2. DIVISION

AGENCY =ECORDS INVENTORY

PACE | OF H.

XF1NITION-RECORO SCRIES
A OROUF OF RKLATKD RECORD* NORMALJ.Y F I LTD AND U I I D AS A UNIT FOR

RKFEKEHCK AS WELL. HrrxwTiow AWO purogniOH ruwPQatt

i . RECORD SERIES TITLE

History Cards

3 . EARLIEST YEAR/LATEST YEAR

1 Q7D TO 1 QQ1

S. RECORD SERIES DESCRIPTION (
BftlKFl-Y DIfCRIII TKK TTTKn OF" IMfORHATIOM/DOCU>«KT»/re»« FOUMD

IN THE SERIES. INCUUDK TKK ruitroiE on rwtcTtoN or THK BEFTJESJ

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

7. RECORD SERIES FORMAT(S)

iTTER SIZE Q MICROFILM

• l-E(lAt. SIZE O COMPUTER TAPE

Q BOU4D BOOK a . FLOPPY D1SK -

• AUDIO TAPE Q VIDEO TAPE

XD OTl-ER( SPECIFY)

Index Card File

8. RECORD SERIES SEQUENCE

X* ALPHABETICAL

Q NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

Q OTHER(SPECIFY)

9 . VOLUME

4 .
NUMBER

3 FILE DRAWER(S)
• MICROFILM REEL(S]
- COMPUTER TAPE(S )

« OTHER(SPECIFY)
Index Xarri FiU

10 . ANNUAL ACCUMULATION
3 FILE DRASTER(S)
0 MICROFILM REEL(S]

hUUlg* C COMPUTER TAPElS )
ICF 3 r > T v r c ( c i x r i r Y )

1 t . FILE IS USED

Q DAILY Q WEEKLY J8C MONTHLY

1 2 > FILE BECOMES INACTIVE AFTER
- a WONTH(S) a YEAR(S)

NUMBER , _

1 3 . C1JRREKT LOCATION(S) ( BLDC. , FLOOR, ROOM)

Miles Connor Administration Building
2nd Floor. Room 225 •

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
.', t l F Ten, 9MCIPY ASEKCT OH OFFICE )

Q YE3 B NO

13. ACCESS RESTRICTIONS • YES x S N O
(IF YIS, CITS LA«( S ) A RKOULATION(S)

16. AUDIT REQUIREMENTS

QcNONE ° STATE CD FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YH.UYLJMN
BriKfUY AND DESCRIBE ANY HAROIARc/ BOFTWARJK )

a YES B NO

1 8 . RECOhftENDED RETENTION

Retain material for 3 years after
termination of employment, then
destroy.

it
1 9 . N A ^ T & G r ? 1TLE OF-'PREPARER

Br. Thomas E. Terrell
•^Director of Human Resources

2 0. TELEPHONE NUMBER
383-5757

21. DATE
March 30,1993



MSjRy<;.T1 CMS- -TYPE OR PRINT A

£PARATE FORM FOR EACH NEW OR

£VISCD RECORD SERIES. FORWARD

H ^ k RECORDS RETENTION SCHEDULE

l»50-t)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7178 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20784

AGENCY :tCO?,DS INVENTORY

PACE or

I . DEPARTMENT/AGENCY

COPPIN STATE COLLEGE

2. DIVISION

BUSINESS & FTNANCF.

3. UNIT .

DEFINITION-RECORD SERIES A OROUP o r RELATED UCOKCI NORMALLY WI LED AND UIIO AS A UNIT rOR
RIPCMMCK A* t K U . A» WKTKMT1OW AXO O I BF»Qg I T 1 OH PUHI-OBH

4 . RECORD SERIES TITLE

. WORK ORDER LOG

3 . EARLIEST YEAR/LATEST YEAR

••••92" TO 93

f. RECORD SERIES DESCRIPTION (
BRIEFLY D M C R I I I TKX TY?I8 OF IMFOIMATION/BOCUMKMTS/FOItMfl FOUND

IN THE SERIES. INCLUDE THK rUKPQtE OJt FUNCTION Of THK Itntl)

WORK ORDER MASTER LOG - .Log containing -work t.o be performed from faculty-, staf
:an_d studentsj and is dispatched to the maintenance
and tradesmen for completion.

7 . RECORD SERIES FORMAT(S)

0 .LETTER SIZE ° MICROFILM

^ ^ L E G A L SIZE O CCMFUTER TAPE '

D BOUND BOOK H . FLOPPY D 1 SK -

<3 AUDIO TAPE a VIDEO TAPE

O OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

H CHRONOLOGtCAI.

• GEOGRAPHICAL

Q OTHER(SPEC1FYJ

1 l ' FILE IS USED

•& DAILY O WEEKLY 0 MONTHLY

1 3 . CURRENT LOCATICN(S) (BUDC.,FLOOR,ROOM)

GYMNASIUM - BSMT --LOADING DOCK

I S . ACCESS RESTRICTIONS • YES & NO
( \r YTB , C1TK L A « ( s ) * R I Q U U A T I O N ( B )

1 7 . I S AN 1 NDEX SYSTEM USEDT ( | r VK* . w&j'LA. IH
BRIEFLY AKO DIfCRIRC AXY KARDIARc/ SOFTVAU 1

O YES RX NO

»

\». NAVE AND TITLE OF PREPARER

MYRTLE COLES ^

9 . VOLUME
50 FILE DRABER(S)
0 MICROFILM REEL(S)

1 - COMPUTER TAPE!Si
"""*** = CTHERtSPECIFY!

1 0 . ANNUAL ACCUMULATION
2&F1LE DRAVER(SJ

^ 0 MICROFILM REEL(S)
KUUhEH' c COMPUTER TAPE { S J

r ervrpicpfriFY]

1 2 • FILE BECOfcCS INACTIVE AFTER

1 9 MONTHISI a YEAR(S)
NUMKR

1 4 . IS RECORD SERIES DUPLICATED ELSETfiHERET

,i, t l F YES, SPECIFY AQEKCY O« Orr«C=)
V a YE3 )QXNO

1 6 . AUDIT REQUIREMENTS

0 NONE $tSTATE D FEDERAL ° INDEPENDENT

1 8 . RECC**CNDED RETENTION

RETAIN FOR 25 YEARS, THEN DESTROY

2 0 . TELEPHONE NUMBER

383-5716

21 . DATE

04-01-93



• STRVCTJ.SL15.- -TYPE OR PRINT A
.PARATE FORM FOR EACH NEW OR
JVISED RECORD SERIES. FORWARD
I-̂ k RECORDS RETENTION SCHEDULE

DEFARTMENT CF CCNERAJL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 2079*

fTEnt ft
AGENCY =ECORDS INVENTORY

PACE or

DeFARTXENT / ACENCY

COPPIN STATE COLLEGE
2 . DIVISION

BUS & FINANCE

3 . UNIT

FACILITIES

EFINIT ION-RECORD SERIES-
A OKOUl* OF RJCLATTKD RJCCORD» NORStALJ.Y' C 1 LED AMD USXO A» A UNIT H!R

NKjncioEMCK A* Tgu-u A » HmcwTiox AMo DigroniTioH r v n r o i r s ^_

RECORD SERIES TITLE

MAINTENANCE WORK ORDERS

5 . EARLIEST TEAR/LATEST YEAR

90 TO 93

RECORD SERIES DESCRIPTION (
BuirruT CCXCRIBK TKK r r f H OF- iMrcnuATiON/DocuwnTS/romifl rouwo
|H THE SERIES. INCLUDI TKC TURPOBC CJ» rUXCTICH OK TUS BEITIES'

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

7 . RECORD SERIES FORKATIS)

• .LETTER SIZE O MICROFILM

^HLECAL. SIZE B COMPUTER TAPE

a Bocrm BOOK O.F-LOPFY DISK-

a AUDIO TAPE a VIDEO TAPE

a OTHER(SPECIFY)

BOX

8 . RECORD SERIES SECUENCE

E ALPHABET I CAt.

l^?ia*ERICAJL

O CHHONOLOCICAU

a GEOGRAPHICAL

a OTHER(SPEC1FY)

1 1 ' FILE IS USED

B DAILY 0 >5EEK1.Y ° h*»JTHLY

1 3 . CURRENT LOCATION(S) ( El-DC., FLOOR. ROOM )

GYMNASIUM - BSMT - LOADING DOCK

I S . ACCESS RESTRICTIONS Q YES CKNO
( IF YTS , CITTC U l ( l ) * R*autJkTION{s)

1 7 . IS AN INDEX SYSTEM USEDT ( | p Y l l , U J > U I N
BriKFLY AKD DHCRI1K AMY HARDWARE./ SOITWARJC )

Q YES tX NO

•

1 9 . NAME AND TITLE OF PREPARER

MYRTLE COLES ,

1 . VOLUME
3 FILE DRATTER(S)
3 MICROFILM REEL(S)

3 = COMPUTER TAPE{S 1
N W " * = OTKERl SPECIFY)

1 0 . ANNUAL ACCUMULAT1 ON
S FILE DRAPER1S )

6 3 MICROFILM REEL(S)
FTCCmr C COMPUTER TAPE(S)

- ft-rve-R»=p«rri.FTri ._
1 Z * FILE BECOhGS INACTIVE AFTER

3 a KCNTHISL, §lXrEAR(S)
NUMBER

1 4 . IS RECORD SERIES DUPLICATED ELSE1ST-ERS7
,t, til* YT8, SrtCIfY AOtKCT OH CrFlCIj)
\ a YE3 M NO

1 6 . AUDIT REQUIREKENTS

a NONE & STATE • FEDERAL a INDEPENDENT

1 8 . RECOhftCNDED RETENT I ON

RETAINED FOR THREE YEARS THEN
DESTROY

2 0 . TELEPHONE NUMBER

383-5716

2 I . DATE

04-01-93

1 / 1 7 1



<STRy<TlCMS- • TYPE OR PR I NT A
SPARATE FORM FOR EACH NEW OR
SVIEEX3 RECORD S E R I E S . FORWARD
IT^^RECCRDS RETENTION SCHEDULE

DEPARTMENT CF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 27 8 WATERLOO ROAD
P . O . BOX 273

JESSUP, MARYLAND 2 0 7 8 4

AGENCY =ECORDS INVENTORY

PACE -Lor_l

DEPARTMENT/AGENCT

COPPIN STATE COLLEGE

Z. DIVISION

BUS. & FINANCE

S. UNIT .

FACILITIES

EKIN ITtON-RECORD SERIES
A OKOUP OF RJCLJVTBD RXCORDI NOJOtALJ-f F 1 L I D AMD UtCO A« A UNIT FOR
nxmnzxcK A« t e a , A* nmraTiw AMP piaroaiTt&H r<;nro;ta •__

RECORD SERIES TITLE

VEHICLE RECORDS
S. EARLIEST YEAR/LATE ST TEAR

• '87 TO '93

5. RECORD SERIES DESCRIPTION (
BKlKft-Y CKSCR1BK TUX TTJ»rS O f 1 MfCFVAT I ON / DOCUMENTS / rOIWB f W M D

•IH THE S E R I E S . INCLUDK TWC TURPOBC CJ» rVTMCTtCH Ol» TMC BCrrtES]

Vehicle Acquisition and Disposal Reports - Forms relating to purchase and disposa]
of vehicles (s).

Vehicle Mileage & Fleet Reports - - Log of each vehicle in and out miles

Fleet safety/accident Reports - Information pertaining to vehicle
accident mishaps.

7 . RECORD SERIES FORKATISJ

• .LETTEH S I Z E O MICROFILM

^ ^ L E C U . SIZE Q COMPUTER TAPE

Q BOLt^D BOOK 51 FLOPPY D I SK-

Q AUDIO TAPE ° VIDEO TAPE

• OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

a ALPHABETICAL

• NUMERICAL

8 CHRONOLOGICAL

d GEOGRAPHICAL

0 OTHER(SPEC1FY)

1 l " FILE IS USED

a DAILY Q WEEKLY ° MONTHLY

1 3 . CURRENT LOCATICN(S) (BLDG.,FLOOR.ROOM)

GYMNASIUM - BSMT - TRANSPORTATION OFC.

1 3 . ACCESS RESTRICTIONS Q YES CXKo
( 1I» YTES , C I T S L A K ( S ) St WK(3UI_ATION(s J

1 7 . I S AN INDEX SYSTEM USEDT ( I F Y T I . U Y U M N

B n i K f L Y AKD CKXCRIRK ANY HARBIARC/sOrTVAlUC )

a YES & NO

•
1 9 . NAME AND TITLE OF PREPAREH

My4r/£r Co U&

9 . VOLUME

3 FILE DRAEER(S)
3 MICROFILM REEL(S)
- COMPUTER TAPE(S)

N U M " * = OTHER (SPECIFY)
DISKETTE STORAGE FILER

I 0 . ANNUAL ACCUMULAT1 ON

0 FILE DRAt.'ERlS)

3 MICROFILM REEL(S)

ronvrr c COMPUTER TAPE(S)
- fiTWFBlepcpiFY]

l 2 # F ILE BECOMES INACTIVE AFTER

3 Q VCNTHISL,, » YEAR! S i
NUMBER . .. .

M . IS RECORD SERIES DUPLICATED ELSE12VSRET

•j. t i r run, S M C I F Y / . a w c t OR crFtcis)
V ZKYES • NO MD. FLEET MGMT OFFICE

! 6 . AUDIT REQUIREKENTS

Q NONE $ STATE D FEDERAL ° INDEPENDENT

1 8 . RECOhWENDED RETENTION

RETAINED FOR t h r e e YEARS AND
UNTIL ALL AUDIT REQUIREMENTS
HAVE BEEN MET, THEN DESTROYED.

2 0 . TELEPHONE NUMBER 2 1 . DATE ' .'

f l»t.\



jSTFnxJT lQf'lS- -TYPE OR PRINT A
:PARAT£ FORM FOR EACH NEW OR
JVISEJD RECORD SERIES. FORWARD
I ^ F S C O R O S RETENTION SCHEDULE

. DEPARTMENT/AGENCY

COPPIN STATE COLLEGE

DEFAfiTMENT CF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S YSATERLOO ROAD
P . O . BOX 273

JESSUP. MARYLAND 2 0 7 9 4

2 . DIVISION

BUS. & FINANCE

irem n CO
AGENCY - -_ . .OKL)S INVENTORY

PACE Jj or _ |

S. UNIT .

FACILITIES/MOTOR POOL

EFIN ITION-RECORD SERIES A 0WUJ» o r WCLATK13 RXCOnCI NOKKALJLY1 f H - I D AXD UXKD AS A UNIT FOX
Rtnitexcc A» t t u . A.* nrno<Tion AND D i g r o a n i w r w r o : n

RECORD SERIES TITLE

VEHICLE RECORDS
S. EARLIEST TEAR/LATEST YEAR

' ^7 • TO QT

RECORD SERIES DESCRIPTION (BKicri-Y BKicRiic TWt TYFKS or- inroituATiON/Docin«KTS/rowfs rou«D
IN THE SERIES. INCLUDK TWt rURfOSC C« f\TNCTIOH Ol» TMC BCrTIES]

Vehicle Titles - DOCUMENT LISTING OWNERSHIP OF VEHICLE AND IDENTIFICATION
OF VEHICLE

7 . RECORO SERIES FORWAT(S)

§QLETTER SIZE a MICROFILM

^ H x G A i . SIZE Q COMPUTER TAPE

O BOLT03 BOOK • . FLOPPY D I SX -

• AUDIO TAPE Q VIDEO TAPS

a OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

& ALPHABET ICAJL

a NUMERICAL

a CHRONOLOC t CAL.

0 CCOCaAPHlCAL

a OTHER(SPECinr)

1 * * FILE IS USED

a DAILY a WEEKLY EXMONTHLY

1 3 . CURRENT LOCATICN(S) (BLDC. ,FLOOR, ROOM)

ADMINISTRATION - BSMT - 007

IS . ACCESS RESTRICTIONS O YES £&NO
( i r v i s , CJTK L A K ( S ) & M O U W T I O N I S )

17. IS AN INDEX SYSTEM USED? ( I |r m . U J ' U m

sri trLY AND DKicnuc ANY KADDIARC/EOFTVAIUC )

a YES & NO

•

1 8 . NAME AND TITLE OF PREPARER

MYRTLE COLES

9 . VOLUJKE
3 FILE DP_MTER(S)
3 MICROFILM REEL(S)

I - COMPUTER TAPE( S )
* " * " * = OTHER (SPECIFY)

1 0 . ANNUAL ACCJMULATI ON
3 FILE DRAVER(S)

1 3H!CROF1LM REEL(S )
h O m g T C COMPUTER TAPE(S)

Z CTVcpl=F<--nrvl
1 2 • FILE BECOSES INACTIVE AFTER

l i f e a MCNTHISL.. a YEAR(S)
NUKEtR __

t 4 . IS RECORD SERIES DUPLICATED ELSE1£H£RS?
,f. t l F r e s , s r t e i r Y AQKKCT OH crp«ce)
V # YES D NO D M y

1 6 . AUDIT REQUIREMENTS

• NONE CIXSTATE a FEDERAL O INDEPENDENT

I 8 . RECOMMENDED RETENT I ON

LIFE OF VEHICLE, then destroy.

Z0. TELEPHONE NUMBER

383-5716

2 I . DATE

04-01-93

f /«T \



.MS JRvq-T 1 ca'ls * * TYPE OR PR I NT A

SEPARATE FORM FOR EACH NEW OR

STVIEED RECORD SERIES. FORWARD

JITH RECORDS RETENTION S O E D U L E

-JDGS B B 0 - I )

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 20794

AGENCY =ECORDS INVENTORY

PACE -L-JL
ARTMENT / AGENCY 2. DIVISION. D E * .

( ppfifO Srme Coiie&k BUJUJESSJ- FIM^^C^

3. UNIT • ,

3EFIN ITION-RECORD SERIES-A QROUP Or RELATED RECORDS NORMALLY WI UED AND UfID AB A UNIT rCR
WtFIMCHCt A« WEU. A« HmtHTIQW AXO OUPeBITIOM FURPOBgM

4 . RECORD SERIES TITLE

SfFfinL fltr./)UAJr,A)4 'it£~C(iR\s
4̂,

S. EARLIEST YEAR/LATEST YEAR

H$r? TO M ^
« RECORD SERIES DESCRIPTION ( * * F U T " i l C H I H TM TYFK8 o r INFOmiATION/DOCinmTS/ronn r o w s

IN THE SERIES. INCLUDE THK PUHPOIC M fUNCTIOM Of THE BEKtES)

Qir»-̂ t<u erf" P . ' K ^ & ^ r V

j 7 . RECORD SERIES FORUAT(S)

•.LETTER SIZE ° MICROFILM

• LEGAL S12E O COKFVTTER TAPE

^C BOCND BOOK O FLOPPY DISK -

• AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

Q ALPHABETICAL

Q NUMERICAL

^KcHRONOLOCICAL

• GEOGRAPHICAL

Q OTHER(SPECirY)

». VOLUME

^<FILE DRATCR(S)
a MICROriLM REEL(S)
- COMPUTER TAPE(S)

N U M " B * = OTHER(SPECIFY)

t 0 . ANNUAL ACCUMULAT I ON

C FILE DRAWERJS)

3 MICROFIU.I REEL(S)

racrswr c COMPUTER TAPE(S) '
= nrvrB(<;iyrinr|

It . FILE IS USED

O DAILY ° WEEKLY XJ .MONTHLY

12. FILE uCOMES INACTIVE AFTER

Q MCNTH(S) ^<(YEAR(S)

13. CURRENT LOCATION(S) (BLOC.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
: ttr YCS, SPfCIFT AQEKCY OR OFFICE)

a YES INO

I S . ACCESS RESTRICTIONS • YES ^3\NO
( >r YKB, CITK L A « ( B ) ft NIQULATI ON ( 8 )

1 « . AUDIT REQUIREMENTS

Q NONE } £ STATE Q FEDERAL ° | NDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT [ I P Y C l . u y U M N

BRIirLY AKD DKICRIH AMY HARDWARE/ SOFTWARE )
18. RECOMMENDED RETENTION

Q YES ¥ NO Books of final entry are kept permanently

in Coppin archives. General ledgers and

subsidiary ledgers are kept three years

'or—until audited, then riR.gt-T-r»\̂ H,

19. NAME AND TITLE OF PREPARER 2 0. TELEPHONE NUMBER 21. DATE

•*( 7/<j3

•»/••»»



NSJRUCT1CI-IS- - TYPE OR PR I NT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

jtTH RECORDS RETENTION SCHEDULE

-/DCS B 5 0 • I )

DEFARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD

P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY =ECQRDS INVENTORY

PACE or_L
I. DEPARTMENT/AGENCY 2 . DIVISION S. UNIT . ,

tj> N-fro lU/'£ 0 ffit<£.'
Z£.r IN IT ION -RECORD SERIES-* ° * O U * o p " * " " * « RKCORDS NORMALLY F I L M AHB UIID AS A UNIT rOR

^ BWtMUCK AS IHU. * • WWTWT1OW A-NO O1gW3«ITIOt< PUHl»OBf«

4 . RECORD SERIES TITLE

IQujd^fLrh CLn d FisCa~l rlcLnn,na K-tarrt&S
5 . EARLIEST TEAR/LATEST YEAR

H85 TO K<t3-

«. RECORD SERIES DESCRIPTION ( aniKFLT D i t c m i K TKK -rrr*.n o r t NPCKMAT ION / DOCUMENTS / romn

IN THE SERIES. INCLUDK THK PURPOSE ON FUNCTION OP TMK BSRTCS]

5 E=fu,r<prvwJdC JL<f\<J£«<<^v*~-/

8<* '< I c( (evq J ^ ^ sft^T^r-•3

j 7. RECORD SERIES FORMAT(S)

Q.LETTER SIZE Q MICROFILM

Q I F.GAIL SIZE Q COMFUTER TAPE

^ BOUND BOOK O FLOPPY D1SK -

• AUDIO TAPE • VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^C ALPHABETICAL

O NL*ER1CAL

• CHRONOLOGICAL.

O GEOGRAPHICAL

Q OTHER(SPECirY)

•. VOLUME

7
3 FILE DRAWER(S)
Q MICROFILM REEL(S)
= COMPUTER TAPE(S)

10. ANNUAL ACCUMULATION
^ C F I L E DRABER(S)

/ 3 MICROFILM REEL(S)
KOTCTIT C COMPUTER TAPE(S)

I t . FILE IS USED

0 DAILY Q WEEKLY £MONTHLY

12. FILE BECOMES INACTIVE AFTER
Q MCNTH(S) a YEAR(S)

1 3 . CURRENT LOCAT10N(S) ( BLDC . , FLOOR. ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
-. tiP res,^SPKCIPY /.OEKCT OR orrice)

Q YES /O>-NO

I S . ACCESS RESTRICTIONS 0 YES X N O
(IF YES, CITS t-Aw(s) * R«auuvrioN(s)

18. AUDIT REQUIREMENTS

D NONE A STATE ° FEDERAL a INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( | r YII.UPLAIN
BriKFLY AND DKICXIM ANY HANDIARE/BOFTTAU j IS. RECOMMENDED RETENTION

a YES
^

NO
Inventory.reports retained for 25 years,,
then destroyed.
Fixed asset reports retained for 3 years.

, or until audit requirements are net, ther"
1 destroyed. •

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

(̂  o^S 3--S 1^
21. DATE

^7/13
* I a^ \



N S T R V C T l c f ' ' S ' * T~<"PE °R PR I NT A
SEPARATE FORM FOR EACH NEW OR
3EVIEED RECORD S E R I E S . FORWARD

k|TH RECORDS RETENTION SCHEDULE

TDCS 5 8 0 • ! )

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

AGENCY =ECQRDS INVENTORY

PACE i_-J_
I . DEPARTMENT/AGENCY

lOPPm STccre. Collie.4

2 . DIVISION
LotiTrolU/'h offi'cC

w£FIN ITION•RECORD SERIES* ROUP Or IUKI-ATKD RICOKOt NOMIAU.Y F I U O AMB UIID AS A UNIT rCR
ItlRRENCK A« W U A« WCTOTTIOW AHO DlflrOaiTtOM FUWPOBgg

4 . RECORD SERIES TITLE

1,(A U K6l\ H-C.P.l)UL.n P'i
*

!aA K etj>\rrJS

5 . EARL1ESTTEAR/LATEST YEAR

«. RECORD SERIES DESCRIPTION (
IKFLY C M C R I I K TKX TTFKS O r I TiPORMAT I ON/OOCUMD4TS/rONMa fOUMD

IN THE SERIES. tNCUUOf THC PURPOie ON FUNCTtON OP THK lEFTTtf ]

JfZ^ypvJLSL' jprpQ^A^

7. RECORD SERIES FORMAT(S)

•S^.LETTER SIZE ° MICROriLM

° LEGAL SIZE O COMPUTER TAPE

yC BOUND BOOK O FLOPPY DISK -

• AUDIO TAPE a VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

yC CHRONOLOOICAL

a GEOGRAPHICAL

Q OTHER(SPECIFY)

t. VOLUME

Z.O-
3 FILE ORAHER(S)
a MICROFIUM ReEL(S)
= COMPUTER TAPE(S)

R 0 * " " = OTHER ( SPEC tFY)

t 0. ANNUAL ACCUMULATION

• FILE DRAVER(S)

3 MICROFILM REEL(S)

KT3BCTTTC COMPUTER T A P E ( S )
; nrwFP(c;p«r,-iry)

4-
I 1 .FILE IS USED

Q DAILY X WEEKLY D MONTHLY

1 Z * FILE BECOMES INACTIVE AFTER

/ Q MONTH(S) ^ Y E A R C S )

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

^itiJtokxbA. y^ro

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHCRET

• . k\T Y c ^ t K C I I > 1 p /.arKCT OK orrtce)
Q YE3 /CRj«O

I S . ACCESS RESTRICTIONS • YES / \ NO
( I F YKB, C1TK LA*(s ) * R U U L A T I O N ( S )

1 6 . AUDIT REQUIREMENTS

0 NONE ^ S T A T E ^ FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDT ( i p YVS.K37LAIN
BRIirLY AND DI ICIt IK AMY HARDIARc/ SOFTIAU )

a YES X NO

IB. RECOMhCNDED RETENTION ,

19. NAVE AND TITLE OF PREPARER 20. TELEPHONE NUMBER

(Lf,<T) 3^3-S^^
ZI. DATE

f/7/<?^



MSTRUCTlCflS- - TYPE OR PR 1 NT A
iEPARATE FORM FOR EACH NEW OR
3£VISED RECORD SERIES. FORWARD
JITH RECORDS RETENTION SCHEDULE
[DGS 580-1)

OEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 279

JESSUP. MARYLAND 20794

AGENCY -ECOSDS IliVEHTUKY

PACE or

I . DCFARTMENT/AGENCY

COP Pin STCA^ d

2 . DIVISION J . UNIT . ,

=£FIN ITION-RECORD SERIES A « M W OF MLATZO UCOHOI NORMALLY F I LKD AMD UflO AS A UNIT FOR
RKFCRKMCK AM »KU. A* HKTKXTtON AXO DI»PC«ITteW PUWPO«t«

4 . RECORD SERIES TITLE EARLIEST YEAR/LATEST YEAR

f. RECORD SERIES DESCRIPTION l'*1*™ D M B " " ™ * "'«• O r tHFOWATION/DOCUKHT./FOKW I^^D
IN THE SERIES. INCLUDC THC PURPOSE OJI FUNCTION or THK uamt

A-( p k ^ VJ^V^JUV- )•—/te s»

I 7. RECORD SERIES FORMAT(S)

"^..LETTER SIZE O MICROFILM

a LEOAI. SIZE a COMPUTER TAPE

a BOUND BOOK a FLOPPY DISK-

a AUDIO TAPE a VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABCTICAI.

O NUMERICAL

^•CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(SPECIFY)

I. VOLUME

/A-F1LE DRAWER(S)
• MICROFILM REEL(S)
- COMPUTER TAFE(S)

N U * " " = OTHERl SPECIFY)

I 0. ANNUAL ACCUMULATION
0 FILE DRAWER(S)

f2 3 MICROFILM REEL(S)
KTJBK1TC COMPUTER TAPE(S)

= nrvrBi<;PFrirY1

11 . FILE IS USED

^DAILY a WEEKLY 0 MONTHLY

t 2 ' FILE BECOMES INACTIVE AFTER
a MONTH(S) yYEAR(S)

13. CURRENT LOCATION(S) (BLDO..FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEVHERET
.'. t i r « • . SFteiFY AOCKCT OR O F F I C E )

a YES ^ ( N O

IS. ACCESS RESTRICTIONS Q YES ^ [ NO
( ir YKS, CITC LA*(a) a RKQULATlONts)

16. AUDIT REQUIREMENTS

O NONE "^CSTATE O FEDERAL ° INDEPENDENT

17 . IS AN INDEX SYSTEM USEDT ( IF Ytf.U^UMN
BRIEFLY AND DKICXIM ANY HAROIARC/BOFTVAP

I S . RECOMMENDED RETENTION

Q YES

t > . NAME AND TITLE OF PREPARER 2 I . DATE



MSTRUCTIQt*IS* * T^^E ° " PR 1 NT A
SEPARATE FORM FOR EACH NEW OR
3CVISCD RECORD SERIES. FORWARD
k|TH RECORDS RETENTION SCHEDUUE
TDGS » B 0 • I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7S WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY =ECORDS INVENTORY

PACE Lo, I
I. DEPARTMENT/AGENCY

CofPin Sra)r<L College.
2 . DIVISION

foLL&tnesS -f fc\ v\(xr\C.<U

3 . U N I T • /

DEFINITION•RECORD SERIES
A GROUP Or MLATBO RICQROI NORMALLY FI L*D AND UIIO AS A UNIT. TOR

WytWWCK Al »gl-L. AS BrTWTIW *HB DlgPOgiTIOH PUBfOlM

4 . RECORD SERIES TITLE

s
S. EARLIEST YEAR/LATEST YEAR

<?4 1 ^TO

i. RECORD SERIES DESCRIPTION (""'™ r l -T « « « • • « ĤK T W I o r t HFOniATION/DOCUI^Ttl/rOMm PÔ HO
IN THE SERIES. INCLUDI THTt PURPOSE OJI FUNCTION OP THK I C D t f |

7 . RECORD SERIES FORMAT(S)

yK.LETTER SIZE • MICROFILM

O LEGAL SIZE O COMPUTER TAPE

Q BOIMD BOOK Q FLOPPY D1SK -

a AUDIO TAPE Q VIDEO TAPE

a OTKER(SPECIFY)

8 . RECORD SERIES SEQUENCE

^.ALPHABETICAL

a NLftCRlCAL .

'a CHRONOLOGICAL

• GEOGRAPHICAL

Q OTHER ( SPEC l infj

I . VOLUME
ySLFILE DRASER(S)
Q MICROFILM REEL(S)
- COMPUTER TAPE(S)

1 0 . ANNUAL ACCUMULATION
^CFILE DRA«ER(S]

/ 3 MICROFILM REEL(S]
hlAifclW C COMPUTER TAPE ( S )

= OTVFtiKBcrtirv)

1 1 . FILE IS USED

DAILY Q WEEKLY Q MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
Q MONTH(S) Q YEAR(S)

1 3 . CURRENT LOCATI ON(S) ( BLJDG . , FLOOR. ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
?. k\T Yt«V,8PtCIFT /.8EKCY on OfFICll)

a YES X NO

IS. ACCESS RESTRICTIONS • YES /'C.NO
( I F Y C S , CITK L A « ( S ) Ot NKOULATIOM(S)

1 « . AUDIT REQUIREMENTS

a NONE b^STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED7 (|p VKS.KXTLAIN
BRIirLY AND DIICKtU ANY KARDIARc/sOrTWAU j

I 8.^-RECOMMENDED RETENTION

a YES NO

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2 I. DATE



MSTRUCT I QMS- - TYPE OR PR 1 NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD

A l T M RCCOROS RETEHT1ON SCHEDULE
^DGS 8 8 0 - I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7S WATERLOO ROAD
P.O. BOX 273

JESSUP, MARYLAND 20794

IT€"I*\

AGENCY =ECORDS INVENTORY

PACE J_= _L
DEPARTMENT/AGENCY

COrpin 5-t-g-t-g. Co/leac
2. DIVISION J. UNIT . ,

DEFINITION•RECORD SERIES _A GROUP OF KXLATKD RKCORDS NORMALLY* FILIO AND UflO AS A UNIT rOR
mmwHCK A« *KUU Am nmrrmnrto** AND piapesiTtOH puwpoaga

4. RECORD SERIES TITLE

(LhecKbooK S-i-tA.b*. and Rzce^-ds
S . EARLIEST YEAR/LATEST YEAR

«. RECORD SERIES DESCRIPTION ( " " ' K r u r D M « I K TKK TYMB OF" IKFCIOIATI ON / OOCU¥«KT« / rOROT POUHO
IN THE SERIES. INCLUOK T W PURPOSE OH FUNCTION OP TMK SUP/IES)

^^Wj R^a^ &CA^^ -*- fo,^ s^^r < ĉĉ jr

( 6 4 - r ? u ^ Ckjuol^ jMLvjfr>**J^

7. RECORD SERIES FORMAT(S)

yS^.LETTER SIZE ° MICROFILM

| O LEGAL SIZE • COMPUTER TAPE

a BOUND BOOK 0 FLOPPY DISK-

Q AUDIO TAPE <2 VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

a NUMERICAL

yC CHRONOLOGICAL

• GEOGRAPHICAL

a OTHER(SPECIFY)

1 ' * FILE IS USED

^ DAILY D WEEKLY 0 MONTHLY

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

IS. ACCESS RESTRICTIONS • YES X N O
(IF YTB, CITK LA*(a) A WKOUUJkT 1 ON ( S )

17. IS AN INDEX SYSTEM USEDT |ir YM.U71AIN
BRIKPLY AKD OIICRIM ANY HARDIARC/SOPTWAU )

a YES "^ NO

19. NAME AND TITLE OFV PREPARES

9. VOLUME

^CFILE DRAWER(S)
(J- • MICROFILM REEL(S)
' = COMPUTER TAPE(S)

NUMBCft = O T H E R ( s p E C, n r )

I 0. ANNUAL ACCUMULAT1ON
3 FILE DftAVER(S)

/ 3 MICROFILM REEL(S)
kOUfcCT C COMPUTER TAPE(S)

12 * FILE BECOMES INACTIVE AFTER
I Q MONTH(S) ^^TEARIS)

14. IS RECORD SERIES DUPLICATED ELSEWHERE!
.-, iir tts. BPtcirY /.SCHCY OH OFFICE)
(. a YES ̂ PCNO

IS. AUDIT REQUIREMENTS

Q NONE jCSTATE 0 FEDERAL 0 INDEPENDENT

18. RECOMMENDED RETENTION

UyaM- k^Ji*-, (ry^jXj "X&J-^

20. TELEPHONE NUMBER 21. DATE



MSfRUCT 1QMS- - TYPE OR PR I NT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

IITH RECORDS RETENTION SCHEDULE

I^DGS B 5 0 • t )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD

P.O. BOX 27S

JESSUP, MARYLAND 20794

IfTi* *•*
AGENCY -ECORDS INVENTORY

PACE or

1. DEPARTMENT/AGENCY 2. DIVISION J. UNIT . ,

2EFINITION-RECORD SERIES CROUP or RKLATKD RECORD* NORMALLY FILXO AND U K D AS A UNIT ron

ntrtMMCK A» wai-L A» unTWTiow ANO nuromTiOH puBi»a«c«

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

«. RECORD SERIES DESCRIPTION i B * l * l n - Y OMCHIM TMX TYPM OF" INFOHMATI OH / DOCUMDITS / FOm« POUND
IN THE SERIES. INCLUBI TMC PURPOSE OR FUNCTION OF TXK SBPTTM)

/° 0 U '. v

j 7. RECORD SERIES FORMAT(S|

.LETTER SIZE ° MICROFILM

O LEGAL SIZE • CCMFUTER TAPE

a BOUND BOOK O FLOPPY DISK-

• AUDIO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

O NUMLRICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

a OTHER(SPECimr)

9. VOLUME

3 FILE DRAWER(S)
• MICROFILM REEL(S)
- COMPUTER TAPE(S J

N *"•••* = OTHER (SPECIFY)

I 0 . ANNUAL ACCUMULAT 1 ON

/ Q FILE DRAVER(S)
• " - 3 MICROFILM REEL(SJ
hliUfcfH C COMPUTER TAPE( S |

= nrvFB(9PFrirv|

I t .FILE IS USED

•DAILY Q WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
O MONTH(S) X Y E A R ( S )

13. CURRENT LOCATION(S) ( BLDC . . FLOOR. ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHCRET
f. t l P Y t l y I K C I F Y /.OEKCT OR OrFICC)

Q YES ^ByNO

I S . ACCESS RESTRICTIONS • YES J3\NO
( ir YCB, cine LA>(S) A RKOUUATIOAIS)

IS. AUDIT REQUIREMENTS

Q NONE ^CSTATE yC. FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p VKS.KXPLJMN
BRIKPUY AKO DIICNIK ANY HARDIARC/ BOPTWARK )

Q YES NO

I 8. RECOMMENDED RETENTION ^

18. NAME AND TITLE OF pREPARER 20. TELEPHONE NUMBER 21. DATE



MSJRUCT I Of IS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

RECORDS RETENTION SCHEDULE
580-1 )

DEFARTMEMT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 273

JESSUP, MARYLAND 20794

i re#ns a^*
AGENCY =ECORDS INVENTUKY

PACE J-'-l
I . DEPARTMENT/AGENCY

CdPPin S-IYA* CAIU^

2 . DIVISION

Business +~ finance
3. UNIT . ,

ZZ.T IN IT ION •RECORD SERIES A GROUP Or ULATSO MECtSROS NOMAU.T F I L M AND UICD At A UNIT PCD

mrewmct A» WBU. AI nrnwTicw AMO DIBPOSITION puwfogn

4. RECORD SERIES TITLE

S-i-iLcltn-h fldCau^i 'RtCOY&S
5 . EARLIEST Y E A R / L A T E S X T I X A R

iqin TO m3
t. RECORD SERIES DESCRIPTION i * I I I K F U T B M C H I K THK TT^Ka Or INPOKMATI ON / BOCUMMTt / POntl FOUNO

IN THE SERIES. INCLUBC T W rUKPOBE ON FUNCTION OP THK ltnci|

Detail concerning specific
accounts.

I 7. RECORD SERIES FORMAT(S)

^.LETTER SIZE ° MICROFILM

Q LEGAL. SIZE Q COMPUTER TAPS

BOLND BOOK a FLOPPY DISK -

O AUDIO TAPE a VIDEO TAPE

O OTVER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

Q NLftCRICAL

*N^CHRONOLOG ICAL

• GEOGRAPHICAL

Q OTHER(SPECirY)

9. VOLUME

^ FILE DRAVER(S)
Q MICROFILM REEL(S)
- COMPUTER TAPE(S)

"""•** = OTHERlSPECIFY)

I 0 . ANNUAL ACCIMULATION

^ s F I L E DRAtTER(S]

3 MICROF t l_M REEL ( S )

KTJnsnrc
 COMPUTER TAPEIS)

~ nrvrHi«;pyrtrYl

1 1 . FILE IS USED

, DAILY ° WEEKLY Q MONTHLY

1 2 . jjLILE BECOMES INACTIVE AFTER

-~>3 a MONTH(S) "^CYEAR(S)
NUHBTE TL

1 3 . CURRENT LOCATION(S) ( BLDG..FLOOR.ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEVHERET
•. t i r •Yxs^.si 'cciF'r / .aeKcr on O F F I C E ]

• YES ̂ &NO

1 3 . ACCESS RESTRICTIONS O YES " ^ N O
( I f Y I S , CITK l _ \ * ( s ) 0, RKaULATloN(s)

1 6 . AUDIT REQUIREMENTS

Q NONE y^TTATE O FEDERAL Q INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( I F Y X f . U ^ L A I N

BRIKFLY AKO B U C R t U ANY HARDIARc/ 8OFTWARK )
1 8 . RECOMMENDED RETENTION

a YES NO
Student account records maintained for
3 years or until audit requirements are

net, then destroyed.
Account snapshots ketp for 3 years or

^ until audit requirements are net, then
_,_ destroyed.

19. NAME AND TITLE OF PREP.•ARER 2 0 . TELEPHONE NUMBER Z I . DATE



MSfRVCTICPIS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD S E R I E S . FORWASD

RECORDS RETENTION SCHEDULE

BBO-I )

OEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 279

JESSUP. MARYLAND 20794

Iff MS 31,3*
AGENCY : r . O ? , D S JNVEWTUKY

PACE ±o,J_
I . DEPARTMENT/AGENCY

M£fLLO.
a n

2 . DIVISION S. UNIT . ,

- (Lo N X<"o I Us£ c ffit€
DEFINITION-RECORD SERIES- UP Or RKLATKD RECORDS NORSIAU.T FILJCO AMD UfEQ AS A UNIT FOR

mWtHgHCK AS WKU. AS WSTTKNTtOW AXO O1gPO»IT1OM PUWPQggM

4 . RECORD SERIES TITLE

n. R Z.QjJYd<Z

S . EARL I ESTJpEAR/ LATEST YEAR

«. RECORD SERIES DESCRIPTION i B l l l l t r i - T B I I C R I K TW TY^KS Or t MFOIOJATI ON/DOCU>WT8/rOHWI POUMD
'IN THE SERIES. tNCLUQf TKK PURPOSE OJt FUNCTION OP TMS BEFTieS)

i 7. RECORD SERIES FORMAT(S)

^LETTER SIZE Q MICROFILM

Q LEGAL SIZE O COMFUTER TAPE

• BOCND BOOK ° FLOPPY DISK -

a AUDIO TAPE 0 VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

Q NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

Q OTHER(SPECIFY)

I. VOLUME
^kFlLE DRABER(S)

<2—^ a MICROFILM REEL(S)
2 COMPUTER TAPE(S)

I 0. ANNUAL ACCUMULATION

f ^ I F I L E DRABER(S)
M- 3 MICROFILM REEL(S]

hbMfcgH C COMPUTER TAPE(S)
- nTvrBittgriFV)

I I .FILE IS USED

DAILY%1 Q WEEKLY Q MONTHLY

12. FILE BECOMES INACTIVE
D MCMTH(S)

%
YEAR(S)

1 3 . CURRENT LOCATION(S) (BLDC.,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
•. tir rt^aptciFT /.awcT OR err ICE)

a YES /KNO

I S . ACCESS RESTRICTIONS Q YES ^ N O
( i r Y T S , CITK L A B ( S ) A R U U L A T I O N I S )

16. AUDIT REOUIREMENTS

O NONE Q STATE ^FEDERAL 0 INDEPENDENTyLret

1 7 . I S AN INDEX SYSTEM USEDT ( | p Y C I . U 7 U I N

BRIKPLY AND DIICXIII AMY H A R O I A R E / flOPTVARK 1
1 8 . RECOMMENDED RETENTION

a YES NO

1 9 . NAME AND TITLE OF >ARER 2 I . DATE


