
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.
Page 1 of 3

1879

AGENCY:'University of Maryland Biotechnology Institute Division/Unit

TEM
NO. DESCRIPTION RETENTION

1 eneral Correspondence
Vlpha, Subject, Administrative and Chronological
:orrespondence maintained by the department. These
les contain internal and external, original incoming
ind outgoing correspondence, reports, memoranda,
tatistics, proposed programs, policy and
irocedure statements, special projects and data
oncerning the operation of the office that maintains

Human Resource Records
A. Timekeeping Records - individual time sheets

pproved by the supervisor which show leave taken
and hours worked for classified, associate staff,
tudents, 'and administrative employees.

B. Timekeeping Records - individual time sheets
r yearly summary sheets approved by the supervisor

which show leave taken by faculty members.

C. Search Committee Files - refers to search committee
materials for faculty, administrators, and associate staff.
Consists of advertisements, final recommendation of the
committee (includes copy of minutes of meeting if the
minutes contain final recommendation data), voting
results, top candidate resumes (top 5 or 10 only), and
all information on appointed candidate.

D. Personnel Folders - contains ail or some of the
tallowing: application, transcripts, appointment letter,
eference checks, grievance actions, disciplinary

actions, performance evaluations, probation material,
position history, resumes, letter of resignation, retire-
ment paperwork, tranfer or dismissal paperwork.

E. Personnel I.D. Number
Known as PIN for former BTSUC Institutions and Study
Numbers for former University of Maryland institutions.

Screen annually and destroy that material for which no further
reference is required. Remaining material having continuing
administrative or legal value to be microfilmed or kept in
paper form by the office of record for 25 years, then destroy.
Material deemed to have historical value will be placed
in UMBI archives for permanent retention.

Retain for three (3) years until audit requirements are met,
then destroy. Retain FINAL leave balances on employees
for two (2) years beyond termination of employee, then
destroy.

Retain time sheet as above. Retain yearly summary sheet
for three (3) years after termination of faculty member, then
destroy.

Office of Record (generally the main office of the department
seeking the candidate) to retain material required in an
archives in paper form for 25 years, then destroy.
If minutes of search committee meetings contain data which
is considered historical, they should be placed in an archives
for permanent retention.

UMBI to retain for three (3) years after termination of employ-
ment and then destroy.

UMBI to retain permanently in paper form.

Approved by Institution.
Date; F e b r u a r y ^ , 1997

Signature: X*r ̂  /%
Schedule Authorized by State Archivist.

^ APR ) 0 1997

Type Name: Arche L. McAdoo ^nature: fSignature:

Vice President, Administration and Finance
Title:
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
Continuation Sheet

AGENCY:'University of Maryland Biotechnology Institute

DESCRIPTION

'ayroll Records -journals, one pay certification cards,
check register, journal vouchers and other internal
adjustment forms.

Purchasing Records - internal account records (copies
of invoices, requisitions, packing slips).

Accounting Records - honoraria payments, contract
terns, revolving fund, checkbook data, special
payments, periodic financial reports, UMBI operating
budget items including amendments, estimates, and
other pertinent data.

Contracts and Grants
Consists of records which document grants/contracts
eceived by the Institution from an source, including

applications, proposals, agreements, research reports,
publicity notices, acknowledgements and transfer
of funds records, controlling rules and regulations,
copies of periodic reports, correspondence and memos.

Faculty Evaluations - surveys to students to evaluate
teaching of faculty members.

Appointments, Promotion and Tenure Files, Faculty
Material relating to appointment, promotion and tenure
of UMBI faculty members.

Advisory Council Files
Council and other bodies which serve as advisory
capacity to President. Files consist of original minutes
and related records of proceedings and reports.

Institution/Center/Department Meeting Minutes
Policy issues and other data related to the operation of
UMBI that is historical. Includes UMBI Faculty Senate
minutes.

Graded Course Work of Students/Final Exams
Graded materials not returned to students.

SCHEDULE NO. 1879
Page 2 of 3

Division/Unit

RETENTION

UMBI to retain for three years until all audit requirements
are met. Office of record is Central Payroll Office.

Retain for three years until audit requirements are met,
then destroy. Office of Record is Purchasing.

Retain for three years until all audit requirements have been
met, then destroy.

UMBI to retain State contracts and grants for three years
after the close of the contract, and Federal contracts/grants
under $25,000 for three years after the close of the contract.
Federal contracts/grants over 325,000 for six years three
months after close of contract, then destroy.

Office of Record to retain for two (2) years beyond the
termination of the faculty member, then destroy.

APT files to be kept permanently in paper form by UMBI.

UMBI to retain policy items until superseded. Policies and
minutes having historical value to be retained permanently.

UMBI to retain permanently in paper form.
UMSA is office of record for BOR material.

Retain final grade material for one full semester after the
course has ended, then destroy. Retain other materials
for 30 working days (6 weeks) after the first day of
instruction of next semester, then destroy.

DGS550-I (Rev.10/92)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
Continuation Sheet

AGENCY:'University of Maryland Biotechnology Institute

DESCRIPTION

Equipment Inventory
Physical inventory of additions, deletions, surplus items
o inventory done on a yearly basis.

State Budget Correspondence
ncludes all budget request documents, budget
nstructions, CPS-related material, Capital Budget
elated material, etc. (This item does not pertain to
aily operating budget - see item #5 for this category).

Audits
Legislative Audit Files-audits conducted by State
egislative auditors.

nternal Audit Files-audits conducted by UMS internal
auditors.

Donor (GIFT) Files
Records which show name, date, amount, receipt and
account number, and related data (including gift
envelope and receipt), on all gifts donated to the
nstitution by friends, alumni, corporations,
associations, or foundations.

Endowment Fund Records
.edgers, journals, vouchers, bank statements, reports

to the Regents and dividend reports which document
endowment fund transactions.

Faculty Member Publications, Reprints, Articles
Articles, publications, and reprints of individual faculty
members of an institution. These are items that do
not appear in journals or as part of other major
publications, books, etc.

SCHEDULE NO. 1879
Page 3 of 3

Division/Unit

RETENTION

Retain for three years until audit requirements are met, then
destroy.

UMBI to retain for three years until audit requirements are
met, then destroy. UMSA is considered the office of
record for State related budget material. *

UMBI to retain material for three years, then destroy.
(Please note Office of Record is State Legislative Audit
Office; also UMSA keeps these records for 10 years).
UMBI to retain material for three years, then destroy.
(Please note Office of Records is UMSA Internal Audit
Office which keeps reports permanently).

UMBI to retain gift envelope until audit is complete, then
destroy1. Remaining material having historical value
to be kept by UMBI in paper form for permanent retention.

UMBI to retain permanently in paper form.

UMBI to retain copy(ies) of articles, publications, and
reprints for 25 years beyond termination of faculty member,
then destroy. However, if after 25 years the document is
still being requested by the general public, retain document
for another 25 years or until superseded by a more current
document, then destroy.

Until audit requirements are met means three years for state related documents, three years for non-monetary federal
related documents, three years for monetary federal related documents under $25,000, and 6 years, 3 months for
monetary federal related documents over $25,000.

If University of Maryland Biotechnology Institute archives are not available, material having permanent retention will be
transferred to the Maryland State Archives in Annapolis and material having limited retention (i.e. 25 years) will be
transferred to the State Records Center in Jessup.

DGS 550-1A (Rev. 10/92)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED REC,ORD SERiES. FORWARO WITH RECORDS RETENTION

SCHEDULE IDGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of 2 1

ITEM 1 ON SCHEJMUL

1. DEPARTMENT/AGENCY

University of Maryland Bio

2. DIVISION

technology Institute

3. UNIT

DEFINITION - Racorda Sariaa • A group of related racorda normally fllad and usad a i a unit for rafatanca aa wall aa ratantton and diapoaitlon purpoaaa.

4. RECORD SERIES TITLE

General Correspondence

5. EARUEST YEAR F LATETEST YEAR

1985 TO 1997

6. RECORO SERIES DESCRIPTION ( Briefly descnte the types of informatton/documems/fcrms icur.a :n tne Series, induce the ourpose or function of 'fie Series)

Alpha, subject, administrative and chron correspondence maintained by the
department. These files contain incoming and outgoing correspondence,
reports, memoranda, satisfies, proposed programs, policy and procedure
statements, special projects and data concerning the operation of the
office that maintains it.

7. RECORD SERIES FORMAT(S)

cKLetterSee a Microfilm

• Legal Size a Computer Tape

• Bound Book a Floppy Oisk

a Audio Tape a Video Tape

a Other (Soeafy)

RECORD SERIES SEQUENCE

a Alphabetical

a Numerical

\O Chronological

a Geographical

a Other (Specify)

9. VOLUME

30

tX File Drawees)
a Microfilm Reel (3)
a Computer Tape (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
XKFileOrawer(s)
a Microfilm Reel (s)
a Comouter Taoeft)
c Other (Specify)

10
Number

11. FILE IS USED

XJ Oaily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly Month(s) Ye3rts)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

5th Floor, Room 500
Hartwick Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specrfy agency or office)

a Yes £ N o

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

• Yes S. No

16. AUOIT REQUIREMENTS

H None a Slate a Federal a Independent

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly ana
aesenbe any hardware/software)

• Yes_ c?No

18. RECOMMENDED RETENTION Screen annually destroying
material having no further requirement.
Admin, and legal material to be kept for 25 ye
then destroyed. Historical material to be kep
p p r m n n o n i - i y

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, Vice President
Administrat ion and Finance

20. TELEPHONE NUMBER

403-4691
21. DATE

J a n u a r y 10 , 1997

0GS 550-4 (Revised 1/93)



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

.SCHEDULE IDGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

? 0. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of 21

ITEM 2 ON SCHEDULE

1. DEPARTMENT/AGENCY

University of Maryland Biol
2. DIVISION

technology Institute
3. UNIT

DEFINITION - Records Strim • A group of related records normally died and usad as a unit for reference as well as retention and disposition purpose*.

4. RECORD SERIES TITLE

Human Resources Records:
Timekeeping Records ~ employees

5. EARUEST YEAR / LATETEST YEAR

1985 rn 1997

6. RECORD SERIES DESCRIPTION ( Briefly descnOe the types of information/documentsrfcrms rcur.a in me Series Include '.he purpose or function of <r\e Series)

I n d i v i d u a l time shee t s approved by the superv i so r which show leave
taken and hours worked for c l a s s i f i e d , a s s o c i a t e s t a f f , s t u d e n t s , and
a d m i n i s t r a t i v e employees.

7. RECORD SERIES FORMAT(S)

cK Letter See a Microfilm

• Legal Size a Comouter Tape

a Sound Book a Floppy Disk

a Audio Tape a Video Tape

a Other ISoeary)

8. RECORD SERIES SEQUENCE

}fa Alphabetical

a Numerical

a Chronological

a Geograprucai

a Other (Specify)

9. VOLUME

24

& File Drawees)
a Microfilm Reel (s)
a Computer Tape (s)
a Oiher (Specify)

Number

10. ANNUAL ACCUMULATION
55 File 0rawer (s)
a Microfilm Reel (s)
a Comouter facets)
c Other (Specify) _ i

8
Number

11. FILE IS USED Bi-weekly use

a Daily a Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER 3 y e a r s e x c e p t f i n a l l e a v e
balances to be rgtâ jLn^d two y ^ r s beyond

Numbef termination of pmplnyoo

13. CURRENT LOCATION(S) (Biog., Floor. Room)

5t^ Floor, Room 500
Hartwick Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

• Yes "X No

15. ACCESS RESTRICTIONS (IF yes. cite law(s) & regulalion(s)

a Yes rji No

16. AUDIT REQUIREMENTS

a None cX Slate a Federal a independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

a Yes aX No

18. RECOMMENDED RETENTION Three y e a r s , then destroy.
Final leave balances on employees retained for
two years beyond termination of employee, then
destroy.

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, Vice President
Administration and Finance

20. TELEPHONE NUMBER

403-4691
21. DATE

J a n u a r y 1 0 , 1997

0GS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPF OR PRINT A SFPABATF PDRU POR FACH NFW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY
University of Maryland Bio

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

?O BOX 275 • JESSUP. MARYLAND 20794

2. DIVISION

technology Institute

AGENCY RECORDS INVENTORY

Paae 3 Of

ITEM 2 ON SCHF.nTIT.K

3. UNIT

DEFINITION • Records Series - A group of related record* normally filed and used as a unit for reference as well as retention and disposition purposss.

4. RECORD SERIES TITLE
Human Resource Records:

Timekeeping Records - Faculty

S. EARLIEST YEAR / LATETEST YEAR

1985. TO 1997

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/fcrms tcuna in me Series. Include the ourpose or function of the Series)

Individual time sheets approved by the supervisor which show leave taken
by the faculty members. Includes monthly/yearly summary sheet approved
by the supervisor which shows cumulative leave taken by the faculty,
carried over leave, and f ina l balances.

7. RECORD SERIES FORMAT(S)

YD Letter See a Microfilm

• Legal Size a Computer Tape

a Sound Book a Floppy Oisk

a Audio Tape a Video Tape

a Other (Soearv)

11. FILE IS USED b i - w e e k l y

a Daily a Weekly a Monthly

13. CURRENT LOCATIONS (Blda. Floor Room)
Hartwick Building
5th Floor, Room 500

IS. ACCESS RESTRICTIONS (If yes, cite law(s) & reguiation(s)

a Yes S. No

17. IS AN INDEX SYSTEM USED7 (If yes, explain briefly and
aescnbe any hardware/software)

• Yes c? No

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, V ice P r e s i d e n t
A d m i n i s t r a t i o n and Finance

8. RECORD SERIES SEQUENCE

qx Alphabetical

a Numencal

a Chronological

a Geographical

n nihor ISnaoivl

9. VOLUME
o File Orawer(s)
a Microfilm Reel (3)
• Computer Tape (s)
n Other (SnsnM

6
Number

10. ANNUAL ACCUMULATION
S File Drawer (s)
a Microfilm Reel (s)
a Computer Taped)
c nthpr iSneofvl

Number

12. FILE BECOMES INACTIVE AFTER T h r e e y e a r s . Summary s h e e t
to be kept for three years after termination

a Month(s) a Ye3rts)
Number ° f f a c u l t y member , t h e n d e s t r o y .

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

n Y « X a No

16. AUDIT REQUIREMENTS

a None K State • f

18. RECOMMENDED RETENTION T h r e e

Final summary sheet t
years beyond terminat
then destroy.

20. TELEPHONE NUMBER

403-4691

"ederal a Independent

years, then destroy,
o be kept for three
ion of faculty member,

21. DATE

January 10, 1997

0GS 5304 (Revised 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REV1SEP RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

? 0 BOX 275 - JESSUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page _ _ _ _ _

ITEM 2 ON SCHEDULE
Of 2 1

1. DEPARTMENT/AGENCY

University of Maryland Bio
2. DIVISION
technolgy Institute

3. UNIT

DEFINITION • Records Series . A group of related records normilly (lied ind uttd at a unit for reference at well i» retention and disposition purposes.

4. RECORD SERIES TITLE

Human Resource Records:
Search Committee Files

5. EARLIEST YEAR / UTETEST YEAR

1 Q8S TO 1 9 9 7

«. RECORD SERIES DESCRIPTION ( Briefly describe the types of informanon/documenis/fcrms tcuna in the Series, incluae me ourpose or function of the Senes»

Refers to search committee materials for faculty, administrators, and
associate staff. Consists of advertisements, final recommendation of the
committee (includes copy of minutes of meeting if the minutes contain final
recommendation data), voting results, top candidate resumes (top 5 or 10
only), and all information on appointed candidate.

7. RECORD SERIES FORMAT(S)

tX Letter Size a Microfilm

a Computer Tape

a Floppy Oisk

• Legal Size

a 8ound Book

a Audio Tape

a Other (Specify).

a Video Tape

RECORD SERIES SEQUENCE

X X Alphabetical

a Numerical

a Chronological

a Geographical

n Other (Specify)

9. VOLUME

10

Si File Orawer(s)
a Microfilm Reel (s)
a Computer Tape (s)
a Olher (Specify)

Number

10. ANNUAL ACCUMULATION
& File Drawer (s)
a Microfilm Reel (s)
a Computer Tapefs)
c Olher (Specify)

2
Number

11. FILE IS USED Daily during searc

T X J Daily a Weekly a Monthly
In f requent ly a f t e r search.

n i l FILE BECOMES INACTIVE AFTER Per t inent data r e f e r r e d to
above to be kept for 25 years, then destroy

2 5 a Month(s) Jg Yearts)
Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

5th Floor, Room 500
Hartwick Building

14. IS RECORD SERIES DUPUCATED ELSEWHERE? (If yes. specify agency or office)

Yes No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s)

a Yes K No

16. AUDIT REQUIREMENTS

H None a State a Federal a Independent

17. IS AN INDEX SYSTEM USED7 (If yes, explain briefly and
describe any hardware/software)

a Yes. c? No

18. RECOMMENDED RETENTION 25 y e a r s , t h e n d e s t r o y f o r
pertinent material only. Historical material
to be kept permanenently.

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, Vice President
Administrat ion and Finance

20. TELEPHONE NUMBER

403-4691
21. DATE

January 11, 1997

DGS 950-4 (Revised 1/93)



INSTRUCTIONS - TYPC OR PRIMT > SPOAD»TC c n o u end c » r u ucw

REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION

.SCHEDULE (DGS 550-11

1. DEPARTMENT/AGENCY

University of Maryland Biot(

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

?O. BOX 275 - JE3SUP. MARYLAND 20794

2. DIVISION

chnology Institute

AGENCY RECORDS INVENTORY

5 2 1
Paae Of

I T E M ? ON SrHFTMTT.

3. UNIT

DEFINITION - Rtcords Series • A group of related records normally filed and uted aa a unit for reference aa well t t retention and disposition purposes.

4. RECORD SERIES TITLE

Human Resource Records: Personnel Folders
5. EARLIEST YEAR 1 LATETEST YEAR

1985 T0 1997

6. RECORD SERIES DESCRIPTION ( Briefly desenbe the types of information/documents/fcrms icur.a in me Series. Inciuoe trie ourpose or function of the Series)

Contains a l l or some of the following: application, transcripts,
appointment let ter, reference checks, grievance actions, disciplinary
actions, performance evaluations, probation material, position history,
resumes, letter of resignation, retirement paperwork, transfer or dismissal
paperwork.

7. RECORD SERIES FORHAT(S)

& Letter See a Microfilm

a Legal Size a Computer Tape

• Sound 8ook a Floppy Oisk

a Audio Tape a Video Tape

a Other (Soeafvi

11. FILE IS USED

(? Daily a Weekly a Monthly

13. CURRENT LOCATIONS) (Bldg., Floor. Room)

5th Floor, Room 500
Hartwick Building

15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s)

£ Yes Limited to HRns^aff

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
aesenbe any hardware/software)

a Yes £ No

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, V ice P r e s i d e n t
A d m i n i s t r a t i o n and Finance

8. RECORD SERIES SEQUENCE

& Alphabetical

a Numerical

a Chronological

a Geographical

n nihw fSrwrrfvt

9. VOLUME
H File Drawer)*)
o Microfilm Reel (s)
a Computer Tape (s)
• nth» (Sneafvl

Number

10. ANNUAL ACCUMULATION
H. File Drawer (s)
a Microfilm Reel (s)
a Computer Taoefs)
c nthw iSoeaM

4
Number

12. FILE BECOMES INACTIVE AFTER 3 years a f t e r t e r m i n a t i o n of

employment, then d e s t r o y ,
a Month(s) a Ye3rts)

Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes & No

16. AUDIT REQUIREMENTS

}g None a State • F

18. RECOMMENDED RETENTION

Three years after t
then destroy.

20. TELEPHONE NUMBER

403-4691

ederal • Independent

erminat ion of employment

21- DATE January 10, 19 9 7

DGS 550-4 (Revraea 1/931



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT 0IVISION

7275 WATERLOO ROAD

?O. BOX 275- JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of 21-

ITEM 2 ON SCHEDJLLLIL

1. DEPARTMENT/AGENCY
University of Maryland Biot^chno

2. DIVISION
logy Institute

3. UNIT

DEFINITION • Racorda Sariaa • A group of relittd records normally filed ind uaad as a unit for rafaranca a i w i t at ratantlon and diapoaiflon purpoata.

4. RECORD SERIES TITLE

P e r s o n n e l I . D . Number

S. EARUEST YEAR / LATETEST YEAR

1 9 8 5 Q̂ 1 9 9 7

6. RECORD SERIES DESCRIPTION ( Briefly describe ihe types of informatiorvdocumems/fcrms reur.a in me Series, inciuae the ouroose or function of 'tie Senesi

Pin numbers for former BTSUC institutions and Study Numbers for former
University of Maryland institutions.

7. RECORD SERIES FORMAT(S)

H Letter Size a Microfilm

• Legal Size a Computer Tape

a 8ound Book a Floppy Disk

a Audio Tape a Video Tape

• Other (Specify)

8. RECORD SERIES SEQUENCE

0C Alphabetical

a Numerical

a Chronological

a Geographical

a Other (Specify)

9. VOLUME
H File OrawertJ)
a Microfilm Reel (s)
a Computer Taw (s)
a Oiher (Specify)

Number

10. ANNUAL ACCUMULATION
& File Orawer (s)
• Microfilm Reel (s)
a Computer facets)
c Other (Specify)

1

Number

11. FILE IS USED

a Daily a Weekly % Monthly

12. RLE BECOMES INACTIVE AFTER P E R M A N E N T

a Month(s) a Ye3rts)
Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

5th Floor, Room 500
Hartwick. Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes 3? No

IS. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

• Yes B No

16. AUDIT REQUIREMENTS

56 None a Slate j p Federal • Independent

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

UMBI to retain permanently in paper form,

a Yes. R No

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, Vice President
Adminis t ra t ion and Finance

20. TELEPHONE NUMBER

403-4691

21. DATE
J a n u a r y 1 4 , 1997

DGS 550-4 (Revisad 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page. Of
Z i

TTFM 1 ON SCHEDULE^

1. DEPARTMENT/AGENCY

University of Maryland Bic

2. DIVISION

technology Institute

3. UNIT

DEFINITION - Records Series • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

Payroll Records

5. EARLIEST YEAR / LATETEST YEAR

1985 TO 1997

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/fcrms rcur.a in the Series Include the purpose or function of the Series)

One pay c e r t i f i c a t i o n cards, check reg is te r , journal vouchers and
other in terna l adjustment forms.

7. RECORD SERIES FORMAT(S)

& Letter Size a Microfilm

• Legal Size a Computer Tape

• Bound Book a Floppy Disk

• Audio Tape a Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

a Numerical

a Chronological

a Geographical

a Other (Specify)

9. VOLUME

10

8 File Drawer(s)
a Microfilm Reel (s)
• Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
& File 0rawer (s)
a Microfilm Reel (s)
a Computer Taoefs)
n Other (Specify) _

Number

11. FILE IS USED

a Daily

BI-WEEKLY

a Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER 3 years

• Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

5th Floor, Room 500
Hartwick Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

S X Yes a No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

a Yes aX No

16. AUDIT REQUIREMENTS

a None oX state a Federal a independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

a Yes_ H No

18. RECOMMENDED RETENTION

Three years until all audit requirements
have been met, then destroy. Office of Recor
is Central Payroll Office at College Park.

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, Vice President
Administrat ion and Finance

20. TELEPHONE NUMBER

403-4691
21. DATE

1/14/97

DGS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE 1DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
?O BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page 8_ Of 2 1

ITEM 4 ON SCHEDULE

1. DEPARTMENT/AGENCY

University of Maryland Bic

2. DIVISION

technology Institute

3. UNIT

DEFINITION - Record! StrUt . A group of related rtcords normally filed and used as a unit for refertnc* at wt)l at retention and ditpotitfon purpotta.

4. RECORD SERIES TITLE

Purchasing Records
5. EARLIEST YEAR / LATETEST YEAR

i q f t S ' O 1 9 9 7

6. RECORD SERIES DESCRIPTION ( Briefly descnoe the types of mformatiorvdocumems/fcrms ;cuna in me Series Induce tne ourpose or function of the Senesi I

Internal account records including copies of invoices, requisitions, packing
slips, etc .

7. RECORD SERIES FORMAT(S)

Q[ Letter Size a Microfilm

a Legal Size a Computer Tape

a Bound Book a Floppy Disk

a Audio Taoe a Video Tape

a Other (Soeafy)

8. RECORO SERIES SEQUENCE

a Alphabetical

yb Numencai

a Chronological

a Geographical

a Other (SDecify)

9. VOLUME

12

M File Orawens)

a Microfilm Reef (s)
a Computer Taoe (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
& File Drawer (s)
• Microfilm Reel (s)
a Computer Tapets)
c Other (Specify)

Number

11. FILE IS USED

X? Daily >p Weekly

12. FILE BECOMES INACTIVE AFTER

B Monthly

3 years

a Month(s) a Yearts)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

5th Floor, Room 500
Hartwick Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

iX Yes p a r t -in PHT-^VI a s i n g a No

*f ilMfP .

15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s)

• Yes QC No

16. AUDIT REQUIREMENTS

D None gc State a Federal a independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
aesenbe any hardware/software)

a Yes <£No

18. RECOMMENDED RETENTION

Three years until audit requirements are net,
then destroy. Office of Record is Purchasing

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, Vice President
Administrat ion and Finance

20. TELEPHONE NUMBER

403-4691

21. DATE

1 / 1 4 / 9 7

0GS 550-4 (Revised 1/931



INSTRUCTIONS - TYPP OR PRINT i CPDAB1TC cnou eno c iru umti
REVISED .RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY

U n i v e r s i t y of Maryland Bic

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. BOX 275 • JE3SUP. MARYLAND 20794

2. DIVISION

technology Institute

AGENCY RECORDS INVENTORY

9 2 1
Paae Cf z

ITETM b UN SCHEDULE

3. UNIT

DEFINITION - Rocofdi Sariaa • A group of rettttd racorda normally fllad ind ut»o as a unit for referanca ai wall as ratantlon and ditootition purpoaaa.

4. RECORD SERIES TITLE

Accounting Records

5. EARLIEST YEAR / LATETEST YEAR

1985 T0 1997

6. RECORD SERIES DESCRIPTION ( Briefly describe the tyoes of information/documents/tcrms icuno in me Series mciuae the ourpose or function of '.he Senesi

Honorar ia payments, con t rac t i tems, revo l v ing fund , checkbook da ta , spec ia l
payments, pe r i od i c f i n a n c i a l r e p o r t s , UMBI opera t ing budget items
inc lud ing amendments, est imates and other p e r t i n e n t da ta .

7. RECORD SERIES FORMAT(S)

# Letter Size a Microfilm

• Legal Size a Computer Tape

a Bound Book a Floppy Disk

a Audio Tape • Video Taoe

a Other (Soecifvl

11. FILE IS USED

& Oaily 8 Weekly <? Monthly

13. CURRENT LOCATION(S) (Biog., Floor. Room)

Hartwick Building
5th Floor, Room 500

15. ACCESS RESTRICTIONS (If yes. cite taw(s) & regulation(s)

a Yes D Y No

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

a Yes 8 Nn

19. NAME AND TITLE OF PREPARER
Arche.L. McAdoo, Vice President
Administrat ion and Finance

8. RECORD SERIES SEQUENCE

a Alphabetical

M Numerical

a Chronological

a Geograprucai

n Dlhpr fSnerrfvi

9. VOLUME
B File Orawer(s)
a Microfilm Reel (s)
a Computer Tape (s)
n Other ISneerfvl

Number

10. ANNUAL ACCUMULATION
K File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
c Dlhpr iSnecrfv)

4

Number

12. FILE BECOMES INACTIVE AFTER T h r e e y e a r s

a Month(s) • Yearts)

Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

•X Yps Part i n accounts p a y a b ̂ e NO

16. AUDIT REQUIREMENTS

a None £ Slate a F

18. RECOMMENDED RETENTION

Retain for three years
are met, then destroy

20. TELEPHONE NUMBER

403-4691

ederal • Independent

; unti l audit requirement

21. DATE

1/14/97

0GS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPF OR PRINT 1 KPP4R4TE cnoy cno c&rw NPW

REVISED RECORO SERIES. FORWARO WITH RECORDS RETENTION

SCHEDULE (DGS 550-11

1. DEPARTMENT/AGENCY

University of Maryland Biot

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

?O BOX 275- JESSUP. MARYLANO 20794

2. DIVISION
echnology Institute

AGENCY RECORDS INVENTORY

paae 10 of 2 1

ITEM 6 ON SCHEDULE

3. UNIT

DEFINITION - Records Series. A group of related record* normally Died and used as a unit for reference as well ae retention and disposition purposes.

4. RECORD SERIES TITLE

Contracts and Grants

5. EARLIEST YEAR / LATETEST YEAR

1985 TQ 1997

6. RECORD SERIES DESCRIPTION ( Briefly descnOe the types of informatiorvdocuments/fcrms icur.a in ine Series. inc:uae the purpose or function of me Senesi
Consists of records which document grants/contracts received by the ins t i tu te
from an source, including appl icat ions, proposals, agreements, research
reports, pub l ic i ty notices, acknowledgements and transfer of funds records,
cont ro l l ing rules and regulations, copies of periodic reports, correspondent
and memos•

7. RECORD SERIES FORMAT(S)

$ Letter Size a Microfilm

• Legal Size a Computer Tape

• Bound Book a Floppy Oisk

a Audio Tape a Video Tape

• Other (Soecifvl

11. FILE IS USED

£ Daily & Weekly *a Monthly

13. CURRENT LOCATIONIS) (Biog., Floor. Room)

5th Floor, Room 500
Hartwick Building

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

• Yes & X No

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

a Yes & No

19. NAME AND TITLE OF PREPARER
Arche L. McrAdoo, V i c e P r e s i d e n t
A d m i n i s t r a t i o n and Finance

8. RECORD SERIES SEQUENCE

a Alphabetical

M Numerical

a Chronological

a Geographical

a Olher (Snecrfv!

9. VOLUME
it File Drawer)*)
a Microfilm Reel (s)
a Computer Tape (s)
• ntheflSneerfvl

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (s)
a Computer Taods)
• niher (Soeofvl

Number

12. FILE BECOMES INACTIVE AFTER S t a t e - 3 y e a r s a f t e r c l o s e o f
c o n t r a c t . F e d e r a l u n d e r $ 2 5 , 0 0 0 f o r 3 y e a r s ;

a Moroh(s) • Ye3rts)
Number o v e r $ 2 5 , 0 0 0 , 6 y e a r s , 3 m o n t h s a f t e r

ciose or contract.
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. soecrfy agency or office)

a YPS & No

16. AUDIT REQUIREMENTS

• None S State 5? Federal n Independent

18. RECOMMENDED RETENTION 3 y e a r s a f t e r c l o s e o f c o n t r a c t
f o r S t a t e i t e m s . F e d e r a l under $25,000 f o r
3 y e a r s ; over $25,000 f o r 6 y e a r s , 3 months
a f t e r c l o s e o f c o n t r a c t .

20. TELEPHONE NUMBER

403-4691

21. DATE
1 /14 /97

D6S SSO-4 (Revised 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 2C7S4

AGENCY RECORDS INVENTORY

Page
ITEM

1 1 or 2 1
7 ON SCHEDULE

1. DEPARTMENT/AGENCY

University of Maryland Bi(
2. DIVISION

technology Institute
3. UNIT

DEFINITION • Records Series - A group of related records normilly filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

Faculty Evaluations
5. EARLIEST YEAR / LATETEST YEAR

1985 -•-. 1997

6. RECORD SERIES DESCRIPTION ( Briefly ^escribe the types of informsticn/dccumenis/fcrris fcuna :n the Series, i nduce trie cu r cc se cr •'ur.c:::n cf :(•= Series)

Surveys to students to evaluate teaching of faculty members

7. RECORD SERIES FORMAT(S)

X Letter See a Microfilm

- Legal Size • Computer lace

G 3ound Book c Floopy Disk

~ Audio Tape c Video lace

G Other (Specify)

3. RECORD SERIES SEQUENCE

D Alphabetical

(XNumerical by s e m e s t e r

a Chronological

• Geographical

a Other (Specify)

9. VOLUME

__0
Number

a File Drawer(s)
a Microfilm Reel (sj

- Ccrrcuter Tape (s)
•2 Otr-.er (Specify)

10. ANNUAL ACCUMULATION
a File Drawer (s)
G Microfilm Reel (s)
a Computer Tape(s)
• Other (Specify)

0
Number

11. FILE IS USED Y e a r l y

• Daily • Weekly

12. FILE BECOMES INACTIVE AFTER 2 years beyond termination
of faculty member, then desti °)

a Monthly Month(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

5th Floor, Room 500
Hartwick Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. scec::y agency or office)

• Yes X : "Jo

15. ACCESS RESTRICTIONS (If yes. cite law(s) 5 regulation(s)

D Yes £ No

16. AUDIT REQUIREMENTS

& None D State a Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

a Yes rX No

18. RECOMMENDED RETENTION

Two years beyond termination of faculty
member, then destroy.

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, Vice President
Administration and Finance

20. TELEPHONE NUMBER

403-4691

21. DATE

1 / 1 4 / 9 7

0GS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATF FORM FOR FACH NFW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-11

1. DEPARTMENT/AGENCY

University of Maryland Bic

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

2. DIVISION

technology Institute

AGENCY RECORDS INVENTORY

Pane 1 2 of 2 1

ITEM 8 UN SCutuULii

3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used at a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE _ , _
Appointments, Promotion and Tenure Files -Faculty

5. EARLIEST YEAR / LATETEST YEAR

1985 TO 1997

8. RECORD SERIES DESCRIPTION ( Briefly desenpe the types ot information/aocuments/fcrms 'c^na :n the Series Include the purpose or function of the Senesl

Material relating to appointment, promotion and tenure of UMBI faculty
members.

7. RECORD SERIES FORMAT(S)

% Letter Size a Microfilm

a Legal Size a Comouter Tape

a Bound Book a Floppy Oisk

a Audio Tape a Video Tape

D Other ISDecifvt

11. FILE IS USED Y e a r l y

a Daily a Weekly a Monthly

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

5th Floor, Room 500
Hartwick Bui lding

15. ACCESS RESTRICTIONS (If yes. cite iaw(s) & reguiation(s)

a Yes % No

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

a Yes K No

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, V ice P r e s i d e n t
A d m i n i s t r a t i o n and Finance

8. RECORD SERIES SEQUENCE

& Alphabetical

a Numencal

a Chronological

a Geographical

a Other iSDeeifvi

9. VOLUME
a File Drawer(s)
a Microfilm Reel (s)
a Computer Tape (s)
a Other (Snecrfv)

5
Number

10. ANNUAL ACCUMULATION
& File Drawer (s)
• Microfilm Reel (s)
c Computer Tape(s)
a nthpr iSnecifvl

Number

12. FILE BECOMES INACTIVE AFTER P e r m a n e n t

a Month(s) a Year(s)

Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes & No

16. AUDIT REQUIREMENTS

% None 3 State a F

18. RECOMMENDED RETENTION

Permanent retention

20. TELEPHONE NUMBER

403-4691

ederai a Independent

in paper form.

21. DATE

1 /14 /97

DGS 550-4 (Revised 1/93)



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

"275 WATERLOO ROAD

°O BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. 13 Of 21
TTXTM Q O N gCTJETITTT P1

1. DEPARTMENT/AGENCY

University of Maryland Biot
2. DIVISION

echnology Institute
3. UNIT

DEFINITION - Records Series • A group of related records normally died ind used i t a unit for reference at well a* retention and disposition purposes.

4. RECORD SERIES TITLE

Advisory Council Files

5. EARLIEST YEAR / LATETEST YEAR

1985 -Q1997

6. RECORD SERIES DESCRIPTION ( Briefly descnpe the types ol miormanon/aocumenis/fcnns ;:-r.a :n the Series, inciuae ihe purpose or function of the Series)

Council and other bodies which serve as advisory capacity to President
Files consist of original minutes and related records of proceedings
andreports.

7. RECORD SERIES FORMAT(S)

•& Letter Size a Microfilm

a Legal Size a Comouter Tape

a Bound Book a Floppy Disk

• Audio Tape a Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

3 AlphaDetieai

£ Numerical b y d a t e

a Chronological

• Geograpmcal

a Other (Specify]

9. VOLUME
B File Orawer(s)
a Microfilm Reel (s)
• Computer Tape (s)

a Other (Specify)

Number

10. ANNUAL ACCUMULATION
ft File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
• Other (Specify)

1
Number

11. FILE IS USED

• Daily a Weekly jQ Monthly

12. FILE BECOMES INACTIVE AFTER RETAIN POLICY ITEMS UNTIL
SUPERSEDED. RETAIN HISTORICAL MATERIAL

a Month(s) a Year(s)
Number P E R M A N E N T L Y .

13. CURRENT LOCATIONS) (Bldg.. Floor. Room)

Hartwick Building
5th Floor, Room 500

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes & No

15. ACCESS RESTRICTIONS (If yes. cue law(s) & reguiation(s)

a Yes $ No

16. AUDIT REQUIREMENTS

^ None 2 State a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

a Yes. & No

18. RECOMMENDED RETENTION R e t a i n p o l i c y i t e m s " u n t i l "
superseded. Retain historical material
permanently.

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, Vice President
Administration and Finance

20. TELEPHONE NUMBER

403-4691

21. DATE

January 15, 199 7

DGS 5504 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

"275 WATERLOO ROAD

PO. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. 1 U Of 21

I I E H 10 ON SCHEDULE

1. DEPARTMENT/AGENCY

University of Maryland
2. DIVISION

biotechnology Institute
3. UNIT

DEFINITION • Record* Strict • A group of related records normilly filed and uttd ai a unit for reference at well at retention and disposition purposes.

4. RECORD SERIES TITLE
Institution/Center/Department Meeting Minutes

S. EARLIEST YEAR / LATETEST YEAR

1985Tn 1997

6. RECORD SERIES DESCRIPTION ( Briefly aescnoe the types of mformation/documenis/fcrms - : jna :n the Series. Include the purpose or function cf the Series)
Policy issues and other data related to the operation of UMBI that is
historical (example: UMBI Faculty Senate minutes).

7. RECORD SERIES FORMAT(S)

^ Letter Size a Microfilm

a Legal Size a Computer Taoe

• Bound Book a Floppy Oisk

a Audio Tape a Video Taoe

a Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

tx Numencat by m t g . d a t

a Chronological

a Geograpnical

a Other (Soeciry)

9. VOLUME
S File Drawer(s)
a Microfilm Reel (s)
a Computer Tape (s)
n Other (Specify)

Number

10. ANNUAL ACCUMULATION
H File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
a Other (Specify)

1
Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly >b Monthly

Permanent record,

a Month(s) a Year(s)
Number

13. CURRENT LOCATION(S) (Bldg., Floor Room)

Hartwick Building
5th Floor, Room 500

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes 2£ No

15. ACCESS RESTRICTIONS (If yes. cite laws) & reguiation(s)

a Yes X No

16. AUDIT REQUIREMENTS

aX None 3 State a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18." RECOMMENDED RETENTION

UMBI to retain permanently in paper form,

• Yes £ No

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, Vice President
Administration and Finance

20. TELEPHONE NUMBER

403-4691

21. DATE

January 15, 1997

0GS 55CM (Revised 1/93)



INSTRUCTIONS - TYPF OR PRINT A SFPARATP FORM FOR F i r H NFW

REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY

University of Maryland I

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

2. DIVISION

iotechnology Institute

AGENCY RECORDS INVENTORY

Pans 1 5 Of
ITEM n o n SGHF.nilT.F

3. UNIT

DEFINITION • Record* Strict • A group of rtlittd rtcordt normally tiled md uttd i t a unit for refertnet at wtll at rtttntion and dltpotrtion purpottt.

4. RECORD SERIES TITLE

Graded Course Work of Students/Final Exams

5. EARLIEST YEAR / LATETEST YEAR

1985 T0 1997

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documems/fcrms 'curia :n the Series Inciuce me purpose or function of me Series)

Graded materials not returned to students.

7. RECORD SERIES FORMAT(S)

& Letter Size a Microfilm

n Legal Size a Computer Tape

• Bound Book a Floppy Oisk

o Audio Tape n Video Tape

• Other (Soecrfv*

11. FILE IS USED

• Daily a Weekly X) Monthly

13. CURRENT LOCATIONS) (Bldg., Floor. Room)

Hartwick Building
5th Floor, Room 500

15. ACCESS RESTRICTIONS (If yes. cite law si & regulation(s)

a Yes S Nn

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

• Yes $ Nn

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, V i c e P r e s i d e n t
A d m i n i s t r a t i o n and Finance

8. RECORD SERIES SEQUENCE

a Alphabetical

JO Numerical b y d a t e

a Chronological

a Geographical

• Other (SDecirvi

9. VOLUME
a File Drawees)
a Microfilm Reel (s)
a Computer Tape (s)
n nthpr (SneoAri

Number

10. ANNUAL ACCUMULATION
o File Drawer (s)
a Microfilm Reel (s)
• Computer Tape(s)
n Other fSrjecirv)

Number

12. FILE BECOMES INACTIVE AFTER F i n a l grade m a t e r i a l f o r one
f u l l semester a f t e r course ends, then des t roy

a Month(s) a Yearts) J

Number O t h e r i t e m s , 30 d a y s ( 6 weeks ) a f t e r
TILSL day of instruction of next semester.
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or1 Sf&Y

a Yes & No

16. AUDIT REQUIREMENTS

» None u State a Federal a Independent

18. RECOMMENDED RETENTION v • _ . , , . ~ " '
tmal grade material far one

fu l l semester after course ends, then destroy.
Other materials, 6 weeks after f i r s t day of
instruction of next semester, then desfmv

20. TELEPHONE NUMBER

403-4691

21. DATE

J a n u a r y 1 5 , 1997

DGS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE IDGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
?O. SOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. 1 & Of 21
ITEM lo ON SCHEDULE

1. DEPARTMENT/AGENCY

University of Maryland B:
2. DIVISION

otechnology Institute
3. UNIT

DEFINITION • Records StrlM • A group of related records normilly filed and used i t a unit for reference at well ae retention and disposition purposes.

4. RECORD SERIES TITLE

Equipment Inventory
S. EARLIEST YEAR / LATETEST YEAR

1985 TO 1997

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms "curia :n the Series, inauae the ouroose or function of the Series)

Physcial inventory of additions, deletions, surplus

items to inventory done on a yearly basis.

7. RECORD SERIES FORMAT(S)

X) Letter Size a Microfilm

a Legal Size a Computer Tape

a Bound Book a Floppy Disk

c Audio Taoe a Video Taoe

a Other (Specify)

RECORD SERIES SEQUENCE

• Alphabetical

SNumencal b y y e a r

a Chronological

• Geograpnical

a Other (SDecify)

9. VOLUME
8 File Drawees)
a Microfilm Red (s)
a Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
& File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
a Other (Specify)

1

Number

11. FlLElSUSED Y e a r l y a u d i t

a Daily a Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

3

3 years until audit require

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Hartwick Building

5th Floor, Room 500

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

Q Yes K No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s)

a Yes XJ NO

16. AUDIT REQUIREMENTS

a None £ State D Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

• Yes S No 3 years until audit requirements are met,
then destroy.

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, Vice President
Administ ra t ion and Finance

20. TELEPHONE NUMBER

403-4691

21. DATE

January 10, 1997

0GS 550-4 (Reviled 1/93)



INSTRUCTION - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECOROS RETENTION
SCHEDULE (DGS 550-11

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7-275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

ITlk-
17 .Of 21

T 3 UN SUHTnTOTTE

1. DEPARTMENT/AGENCY

University of Maryland B
2. DIVISION

iotechnology Institute
3. UNIT

DEFINITION • Record* Stria* • A group of related racorda normally filed and uaed at a unit for reference aa well aa retention and disposition purposea.

4. RECORD SERIES TITLE

State Budget Correspondence

5. EARLIEST YEAR / LATETEST YEAR

1985 TO 1997

6. RECORD SERIES DESCRIPTION ( Briefly aescnbe the types of mformaiion/documents/fcrms -cjHa ;n the Series, include the purpose or function of the Senes)

Includes all budget request documents, budget instructions, CPS related
material, Capital Budget related material, etc. (This item does not pertain
to daily operating budget material-see item #5 on schedule for this category)

7. RECORD SERIES FORMAT(SI

•Xletter Size Q Microfttm

a Legal Size o Computer Tape

• Bound Book a Floppy Disk

• Audio Taoe a Video Tape

o Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

H Numerical b y F i s c a l

a Chronological

a Geoqrapnical

a Other iSDecrfy)

Year

9. VOLUME
K File Drawees)
a Microfilm Reel (s)
a Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
K File Orawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
c other (Specify)

1
Number

11. FILE IS USED

H Daily a Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER 3 years u n t i l aud i t r equ i re -
ments aremet , then d e s t r o y . UMSA i s o f f i c e

T a Month(s) XI Year(s)

Number o f record.

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Hartwick Building

5th Floor, Room 500

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

UMSA
8 Yes • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s)

a Yes a^- No

16. AUDIT REQUIREMENTS

a None 35 State i- Federal • Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

a Yes & No

18. RECOMMENDED RETENTION 3 years" u n t i l a u d i t ' requirement
are met, then d e s t r o y . UMSA i s o f f i ce of recor
for S ta te r e l a t e d budget i t e m s .

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, Vice President
Administration and Finance

20. TELEPHONE NUMBER

403-4691

21. DATE
J a n u a r y 15, 1997

OGS 5504 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page _L Of 21
ITEM 1~3 ON SCHEDULE

1. DEPARTMENT/AGENCY

University of Maryland B
2. DIVISION

Lotechnology Institute
3. UNIT

DEFINITION • Records Series • A group of related rtcords normiily filed and mtd as a unit for reference as wall as retention and disposition purposes.

4. RECORD SERIES TITLE

Audits
5. EARLIEST YEAR / LATETEST YEAR

1985 -.- 1997

6. RECORD SERIES DESCRIPTION ( Briefly aescrioe the types ot information/documems/fcrms 'cjr.a ;n she Series, inauae trie puroose or function of the Senesl
Legislat ive audits -audits conducted by State l eg i s l a t i ve audi tors .
Internal audits - audits conducted by UMS internal audi tors .

7. RECORD SERIES FORMAT(S)

ft. Letter Size a Microfilm

a Legal Size n Computer Tape

• Bound Book a Floppy DISK

a Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

JP Numenral b y d a t e

a Chronological

a Geograpmcai

a Other (SDecrfyi;

9. VOLUME
51 File Orawer(s)
a Microfilm Reel (s)
a Computer Tape (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
& File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
a Other (Specify)

1
Number

11. FILE IS USED

a Daily a Weekly X Monthly

12. FILE BECOMES INACTIVE AFTER

3
3 years, then destroy

a Month(s) K Year(s)
Number

13. CURRENT LOCATION'S) (Bldg., Floor. Room)

Hartwick Building
5th Floor, Room 500

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

Xa Yes
State for Leg. Audits .,

p . No
Ternal audits

UI'ISA r or mi

15. ACCESS RESTRICTIONS (If yes. cite lawis) & regulation(s)

a Yes
X
a No

16. AUDIT REQUIREMENTS

a None X X State a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

a Yes t?

18 . - RECOMMENDED RETENTION

3 years, then destroy.
No

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, Vice President
Administration and Finance

20. TELEPHONE NUMBER

403-4691

21. DATE

January 15, 1997

DGS S50-4 (Revised 1/93)



INSTRUCTIONS - TYPF OR PRINT A RFPABATC cnou cno earn NPW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEOULE (DGS 550-1)

1. DEPARTMENT/AGENCY
University of Maryland Bic

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

"275 WATERLOO ROAD

P.O BOX 275 • JE5SUP. MARYLAND 20794

2. DIVISION

technology Institute

AGENCY RECORDS INVENTORY

P a n f i 1 9 of 2 1

TTFM 1 S OM c;rHT7niTT 17

3. UNIT

DEFINITION • Record* Sertee • A group of related record* normilly tiled tnd ueed a* a unit for reference a* well at retention and dltpotition purpote*.

4. RECORD SERIES TITLE

Donor (GIFT) Files
5. EARLIEST YEAR / LATETEST YEAR

1985 T01997

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documems/fcrms "una ;n the Series include the purpose or function of the Series)

Records which shown name, da te , amount, r ece ip t and account number, and
r e l a t e d data ( i n c l u d i n g g i f t envelope and r e c e i p t ) , on a l l g i f t s
donated to the i n s t i t u t i o n by f r i e n d s , a lumn i , c o r p o r a t i o n s , a s s o c i a t i o n s ,
or founda t ions . H i s t o r i c a l m a t e r i a l would cons is t of MOU, e t c .

7. RECORD SERIES FORMAT(S)

M. Letter Size a Microfilm

• Legal Size o Computer Tape

D Bound Book • Floppy Disk

• Audio Taoe a Video Tape

a Other (Soecrfv)

11. FILE IS USED

a Oaily a Weekly K Monthly

13. CURRENT LOCATIONS) (Bldg.. Floor. Room)

Hartwick. Building

5th Floor, Room 500

15. ACCESS RESTRICTIONS (If yes. cite lawist & regulation(s)

X X
a Yes • No

17. IS AN INDEX SYSTEM USED?- (If yes. explain briefly and
describe any hardware/software)

a Yes p No

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, Vice President
Admin is t ra t ion and Finance

8. RECORD SERIES SEQUENCE

^Alphabetical n a m e o f d o n o

a Numerical

a Chronological

a Geograpmcai

Q Other iSDecifvi

9. VOLUME
& File Orawer(s)

r a Microfilm Reel (s)
a Computer Tape (s)

2 n Cither (finpofyl

Number
10. ANNUAL ACCUMULATION

X File Drawer (s)
• Microfilm Reel (s)
a Computer Tape(s)

. • nthpr ISnfiCrfv)

Number

12. FILE BECOMES INACTIVE AFTER G i f t e n v e l o p e s r e t a i n e d u n t :
audit is complete, then destroy. Historical

a Month(s) a -Vear(s)

Number material retained permanently.

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes Xb No

16. AUDIT REQUIREMENTS

a None X State a Federal • Independent

18. RECOMMENDED RETENTION "

Gift envelope retained unti l audit require
ments are satisfied. Historical material
retained Dermanentlv.

20. TELEPHONE NUMBER

403-4691

21. DATE

January 15, 1997

OGS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RE.CORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE IDGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. 20 Of 2 1

ITEM 16 ON SCHEHTTLF

1. DEPARTMENT/AGENCY

University of Maryland B i
2. DIVISION

otechnology Institute
3. UNIT

DEFINITION • Record* Series • A group of related records normally tiled ind used n a unit for reference at well at retention and disposition purposes.

4. RECORD SERIES TITLE

Endowment Fund Records

5. EARLIEST YEAR / LATETEST YEAR

1985 TQ 1997

6. RECORD SERIES DESCRIPTION ( Briefly descnBe the types or information/documems/forms 'curia :n (he Series. Include lhe purpose or function of the Series)

Ledgers, journals, vouchers, bank, statements, reports to the Regents
and dividend reports which document endowment fund transactions.

7. RECORD SERIES FORHAT(S)

}£ Letter Size a Microfilm

• Legal Size a Computer Tape

a Bound Book a Floppy Disk

c Audio Tape a Video Tape

a Other (Specify)

RECORD SERIES SEQUENCE

a Alphabetical

IS Numerical F i s c a l Yea:

a Chronological

c Geograpnicai

a Other (Specify]

9. VOLUME
£ File Orawef(s)
a Microfilm Reel (s)
a Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
X File Drawer (s)
a Microfilm Reel (s)'
a Computer Tape(s)

, a Other (Specify)

Number

11. FILE IS USED

• Daily a Weekly K Monthly

12. FILE BECOMES INACTIVE AFTER P e r m a n e n t .

a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

Hartwick Building
5th Floor, Room 500

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specrfy agency or office)

a Yes •£ No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s)

a Yes q t No

16. AUDIT REQUIREMENTS

a None }p State a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

Permanent.
a Yes % tNo

19. NAME AND TITLE OF PREPARER
Arche L. McAdoo, Vice President
Administrat ion and Finance

20. TELEPHONE NUMBER

403-4691

21. DATE

J a n u a r y 1 5 , 1 9 9 7

0GS 5504 (Revraed 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-11

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. BOX 275-JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PagePagi
ITEM

21 Of 21
1 / ON SCHEDULE

1. DEPARTMENT/AGENCY
University of Maryland B

2. DIVISION
Lotechnology Institute

3. UNIT

DEFINITION - Records Strict • A group of rtlattd rtcordt normally flltd and uttd at a unit for reftrtnet at wtll at retention tnd deposition purpottt.

4. RECORD SERIES TITLE

Faculty Member Publications, Reprints, Articles
5. EARLIEST YEAR / LATETEST YEAR

1985 TO 1997

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms r:i;na in the Series Include the purpose or function of the Series}

Articles, publications, and reprints of individual faculty
member of an ins t i tu t ion . These are items that do not appear in
journals or as part of othe major publications, books, etc.

7. RECORD SERIES FORHAT(S)

& Letter Size a Microfilm

^ Legal Size a Computer Tape

X Bound Book a Floppy Disk

a Audio Tape a Video Tape

a Other (Speafy) May t a k e l o t s o f
f o r m s .

8. RECORD SERIES SEQUENCE

a Alphabetical
x by faculty njame

a Numerical

a Chronological

a Geograpmca!

• Other (Soeciryj .

9. VOLUME

1

5 File Drawees)
a Microfilm Reel (s)
• Computer Tape (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
« File Orawer (s)
a Microfilm Reel (s)
a Computer Tape(s)

, a Other (Specify)

Number

11. FILE IS USED

X: Daily }& Weekly

12. FILE BECOMES INACTIVE AFTER

35 Monthly

25 years beyond t e r m i n a t i o n

oO^0Ilhfs)CulotyYe^r?s{nber-
Number

13. CURRENT LOCATIONS) (Bldg., Floor. Room)

Hartwick Building
5th Floor, Room 500

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes * No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s)

a Yes X No

16. AUDIT REQUIREMENTS

X None a State a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

a Yes a* No

18. RECOMMENDED RETENTION 2 5 ~ y e a r s b e y o n d " t e r m i n a t i o n
of facul ty , then destroy. If publ ica t ion , etc
is s t i l l being used by publ ic , e t c . , r e t a in
document for another 25 years or u n t i l superse

—iliyii duy Lluy .
20. TELEPHONE NUMBER

403-4691

19. NAME ANO TITLE OF PREPARER
Arche L. McAdoo, Vice President
Administration and Finance

21. DATE

January 15, 1997

DGS 5504 (Revised 1/93)


