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RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
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1879

AGENCY:'University of Maryland Biotechnology Institute

Division/Unit

ITEM
NO. DESCRIPTION

RETENTION

1 |General Correspondence

Alpha, Subject, Administrative and Chronological
correspondence maintained by the department. These
files contain internal and external, original incoming
and outgoing correspondence, reports, memoranda.
statistics, proposed programs, policy and

procedure statements, special projects and data
concerning the operation of the office that maintains
it.

2 |Human Resource Records

A. Timekeeping Records - individual time sheets
approved by the supervisor which show leave taken
and hours worked for classified, associate staff,
students, 'and administrative employees.

B. Timekeeping Records - individuai time sheets
or yearly summary sheets approved by the supervisor
which show leave taken by facuity 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
following: application, transcripts, appointment letter,
reference checks, grievance actions, disciplinary
actions, performance evaluations, probation material,
position history, resumes, letter of resignation, retire-
ment paperwork, tranfer or dismissal paperwork.

E. Personnet 1.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 wili be placed

in UMBI! archives for permanent retention.

e LY

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: February?, 1997 e
Y.

Signature: ﬂ/— c ﬂ

Type Name: Arche L. McAdoo

¥"itfe President, Administration and Finance
itle:

Schedule Authorized by State Archivist.

St d

| Snde. foperfrn

Signature:

DGS550-1 (Rev.10/92)




DEPARTMENT OF GENERAL SERVICES

SCHEDULE NO. 1879

RECORDS MANAGEMENT DiVISION Page 2 of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE
Continuation Sheet
AGENCY:'University of Maryland Biotechnology Institute | Division/Unit
ITEM
NO. DESCRIPTION RETENTION
3 |Payroll Records -journals, one pay certification cards,

10

1

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
items, 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
received by the Institution from an source, including
applications, proposals, agreements, research reports,
pubilicity notices, acknowledgfements and transfer

of funds records, controlling rules and reguiations,
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.

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.
e
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 $25,000 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 facuity 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- (Rev.10/92)




DEPARTMENT OF GENERAL SERVICES

SCHEDULE NO. 1879

13

14

15

16

17

Physical inventory of additions, deletions, surplus items
to inventory done on a yearly basis.

State Budget Correspondence

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

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

Internal 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
institution by friends, alumni, corporations,
associations, or foundations.

Endowment Fund Records

Ledgers, 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.

RECORDS MANAGEMENT DIVISION Page 3 of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE
Continuation Sheet
AGENCY:'University of Maryland Biotechnaology Institute  Division/Unit
ITEM
NO. DESCRIPTION RETENTION
12 |Equipment Inventory

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. .

LY

UMBI to retain materiai 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
destroy. 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. :

monetary federal related documents over $25,000.

transferred to the State Records Center in Jessup.

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

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

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




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

University of Maryland Biot]

= ]

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD 1

20. BOX 275 - JESSUP. MARYLAND 20794 Page of

ITEM 1 ON

21

—_________________————-—_—J

1. DEPARTMENT/AGENCY

2. DIVISION 3. UNIT

echnology Institute

DEFINITION - Records Series - A group of related recoras normsily filed and used as a unit for reference as weil as retenton and disposition purposes.

4. RECORD SERIES TITLE

General Correspondence

5. EARLIEST YEAR / LATETEST YEAR
1985 ro_1997

6. RECORD SERIES DESCRIPTION ( Brefly descrice the types of informatiorvaocuments/crms icund n the Series. Inciuce the ourpose or function of the Senes)

Alpha, subject,
department.

reports, memoranda,
statements,

administrative and chron correspondence maintained by the

These files contain incoming and outgoing correspondence,
satistics,

special projects and data concerning the operation of the

proposed programs, policy and procedure

Arche L. McAdoo, Vice President
Administration and Finance

office that maintains it.
. RECORD SERIES FORMAT (S| 8. RECORD SERIES SEQUENCE 9. VOLUME
! ° € o X File Drawer(s)
oK Letter Sze O Microfilm o Alphabetica a Microtim Reel (3)
a Computer Taoe (s)
O Legal Size a Computer Tape O Numencai 30 a Other (Specty)
O Bound Book O Floppy Disk 3@ Chronological Number
. i 10. ANNUAL ACCUMULATION
a Audio Tape Q Video Tape G Geographical YK File Drawer (s)
g Microfim Reel (s)
9 Other (Soecty) O Other (Specfy} o Comouter Tape(s)
G Cther (Specify)
10
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ ODaly O Weekly G Monthty ! o Month(s) 8 Yearts)
Number
13. CURRENT LOCATION(S) (B!dg., Fioor. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specfy agency or office)
5th Floor, Room 500 o Yes g No
Hartwick Building
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes d No K None o Slate a Federal O Indepencent
17. 1S AN INDEX SYSTEM USED? (If yes, expiain briefly and 18. RECOMMENDED RETENTION ~Screen annually destroying
aescnbe any hardwaressoftware) material having no further requirement.
X Admin. and legal material to be kept for 25 y
o Yes No then destroyed. Historical material to be kepF
Dermanpnf]y
19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER
403-4691

21. DATE

January 10, 1997

DGS 3504 (Revised 1/93)




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS $50-1) 7275 WATERLOO ROAD

21
20. BOX 275 - JESSUP. MARYLAND 20794 Page __2 of

-t _ITEM 2 ON SCHEDULFE ___|
e e e —— |

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT
University of Maryland Biotlechnology Institute

DEFINITION - Records Series - A group of related records normaily filed and ussd as a unit for reference as weil as retention and disposition purposes.

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

Human Resources Records: 1985701997
Timekeeping Records ~ employees

6. RECORD SERIES DESCRIPTION ( Briefly descrnde the types of informaniorvéocumentsscrms icurd in the Senes. incluge the ourpose or functicn of the Senes)

Individual time sheets approved by the supervisor which show leave
taken and hours worked for classified, associate staff, students, and
administrative employees.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

A File Drawers)

O Microfilm Reel (8)
0 Computer Taoe (s)
a Qther (Specty)

oX Letter Szze O Microtim X Atphabeticai

0 Legal Sze o Computer Tape a Numencat 24

o Bound Book O Floppy Disk O Chronotogical Number

: i 10. ANNUAL ACCUMULATION
|
O Audio Tape Q Video Tape a Geograpnical = Fie rawer ()

" ot Soeem 9 Oter (Spechy 5 Conouer oot

G Other (Specfy) __

Number

. FILE IS USED Bi-weekly use 12. FILE BECOMES INACTIVE AFTER 3 years except final leave

balances to be retaji tyo rs beyond
a Daiy Q Weekly a  Monthly — G a'v?‘o&n?ssi WO v y
Number termination of emplaovee

. CURRENT LOCATION(S) (Bldg., Flocr, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or office)

5th Floor, Rcom 500
Hartwick Building

a  Yes X No

. ACCESS RESTRICTIONS (If yes, cte law(s) & requiation(s) 16. AUDIT REQUIREMENTS

O Yes X No G None X State O Federal O Indepencent

. IS AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTION Three years, then destroy.

descnbe any hardware/sofware) Final leave balances on employees retained for

O Yes & No two years beyond termination of employee, then
destroy.

. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMBER 21. DATE
Arche L. McAdoo, Vice President
Administration z’md Finance 403-4691 January 10, 1997

DGS 5504 (Rewised 1/93)
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INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES ) AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD 21
20. BOX 275 - JESSUP. MARYLAND 20794 T Page 3 of

I

}—_#—#l

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT
University of Maryland Bioftechnology Institute

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

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR
Human Resource Records:

Timekeeping Records - Faculty 1985 101997

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of informationvdocumentsifcrms icund in (ne Series. include the ourpose of 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 final balances.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE , 9. VOLUME
KﬁhmwMﬂ
X0 Letter Sze a Microfim O Alphabetical a Microfim Reel (8)
a Comouter Taoe (s)
O Legal Sze O Computer Tape o Numencal Q Other (Specty)
6
O Bound Book Q Floppy Oisk O Chronological Number
i 10. ANNUAL ACCUMULATION
Q Audio Tape Q Video Tape O Geographical K File Drawer (s)
. a Microfiim Reel ($)
3 Other (Spectfy) O Other (Spectfy) a Comouter Tapefs)
2 G Other (Spectfy)
Number
. FLEISUSED  bi-weekly 12. FILE BECOMES INACTIVE AFTER Three years. Summary sheet
to be kept for three years after termination
o Dai O Week G Month o a  Months) o Years)
’ v Y Number of faculty member, then destroy.
13. CURRENT LOCATION(S) (Bldq., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specdy agency or office)
Hartwick Building X
5th Fluor, Room 500 Q Yes o No
15. ACCESS RESTRICTIONS (If yes, ctte law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
QO Yes A No O None X State a Federal O Independent
17. 1S AN INDEX SYSTEM USED? (I yes, expiain briefly and | 18. RECOMMENDED RETENTION Three years, then destroy.
descrbe any hardwaressoftware) Final summary sheet to be kept for three
X years beyond termination of faculty member,
a Yes No then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Arche L. McAdoo, Vice President 403-4691
Administration and Finance - January 10, 1997

0GS 550-4 (Reviseg 1/93)




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

1. DEPARTMENT/AGENCY
University of Maryland Bio

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT OIVISION

e — 1

7275 WATERLOO ROAD
P 0. BOX 275 - JESSUP. MARYLAND 20794

21

4 .
Page of
ITﬁﬁ 7 ON SCHEDULE '

2. DIVISION 3. UNIT

technolgy Institute

DEFINITION - Records Series - A group of related records normaily flied and used as a unit for reference as weil as retention and disposition purposes.

4. RECORD SERIES TITLE
Human Resource Records:

Search Committee Files

S. EARLIEST YEAR / LATETEST YEAR

1985 0 1997

associate staff. Consists o

recommendation data),
only),

voting
and all information o

Refers to search committee materials for faculty,

committee (includes copy of minutes of meeting if the minutes contain

6. RECORD SERIES DESCRIPTION ( Bnefly describe the types of informationvdocumentsricrms icura in the Series. Incluce the purpose of function of the Senes)

administrators, and
final recommendation of the
final

10

f advertisements,

results, top candidate resumes (top 5 or
n appointed candidate.

7. RECORD SERIES FORMAT(S)

X Letter Sze a Microfim

0O Legal Sze 0 Computer Tape
O Bound Book Q Floppy Disk
O Audio Tape O Video Tape

3 Other (Spectfy)

8. RECORD SERIES SEQUENCE 9. VOLUME
o File Drawer(s)
XK Alphabetical Q Microfiim Reel (3)
a Computer Tepe (8)
Q Numencal 10 a0 Other (Specdy)
G Chronoiogical Number
a Geographical 10. ANNUAL ACCUMULATION
it & File Drawef (8)
O Microfim Reet (S)
g Other (Sp
(Soect) O Computer Tape(s)
9 C Otrer (Specty)
Number

11. FILE IS USED Daily during searc

X3 _ Daily g W a  Mont
Infrequently g?%er searcw.

FILE BECOMES INACTIVEAFTER Pertinent data referred to
above to be kept for 25 years,

25 a  Month(s) hid
Number

hi2

Year(s)

then destroy.

13. CURRENT LOCATION(S) (Bldg., Floor. Room)
Room 500

14. IS RECORD SERIES DUPLICATED ELSEWHMERE? (If yes. specfy agency or office)

S5th Fyoor, ¢ ' O ves % No
Hartwick Building
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
3 Yes A Ne X None o State O Federal a  Indepengent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
descnbe any hardwaressoftware)

J{No

O Yes

18. RECOMMENDED RETENTION 25 years, then destroy for
pertinent material only.

to be kept permanenently.

Historical material

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

20. TELEPHONE NUMBER 21. DATE

January 11,

DGS 5504 (Revisad 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

——

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD WiTH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

,SCHEDULE (DGS 550-11 7275 WATERLOO ROAD

P0. BOX 275 - JESSUP. MARYLAND 20734

21
Page ct

ITEM 2 ON SCHEDITLIF

1. DEPARTMENT/AGENCY 2. DIVISION
University of Maryland Biot¢chnology Institute

3. UNIT

DEFINITION - Records Series - A group of related records normaily flled and used as a unit for reference as weil as retention and disposition purposes.

4. RECORD SERIES TITLE
Human Resource Records:

S. EARLIEST YEAR / LATETEST YEAR

Personnel Folders 1985 rq 1997

6. RECORD SERIES DESCRIPTION ( Bnefly descnbe the types of informatiorvdocuments/fcrms icura in the Senes. inciuge the ourpase or function of the Senes)

Contains all or some of the following:
appointment letter, reference checks,
actions, performance evaluations,
resumes, letter of resignation,
paperwork.

application, transcripts,
grievance actions, disciplinary
probation material, position history,
retirement paperwork, transfer or dismissal

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
i File Orawents)
& Letter sce Q Microfiim | Alphabetca: O Microfitm Reel (3)
O Comoputer Tape (8)
O Legal Size @ Computer Tape a Numencal 10 O Other (Specty)
O Bound Book O Floppy Disk G Chronclogical Number
O Audo T: a Video T 06 rucai 10. ANNUAL ACCUMULATION
ape ideo Tape éograp & File Drawer (s)
3 Other (§ G Other (Specty G Microfim Reel (s)
(Specty) e | ) a Computer Tape(s)
G Cther {Specdy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER 3 years after termination of
employment, then destroy.
& Daty O Weekly a Monthy O Month(s) O Years)
Number
13. CURRENT LOCATION(S) (Bldg., Fioor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specdy agency or office)
Sth F190r, Rogm 590 o Yes 3 No
Hartwick Building
15. ACCESS RESTRICTIONS (If yes, cie law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
X ygg Limited to HR_ sgaff o None o State a Federal O Independent
17. 1S AN INDEX SYSTEM USED? (if yes. explamn briefly and 18. RECOMMENDED RETENTION
descrb n .
@ any hardwareisoftware) Three years after termination of employment
3 Yes £ No then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

21. DATE
Arche L. McAdoo, Vice President January 10, 1997

Administration and Finance

403-4691

DGS 8504 (Revised 1/93)




REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

1. DEPARTMENT/AGENCY

——— — —

~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

2. DIVISION
University of Maryland Biot¢chnology Institute

RECORDS MANAGEMENT DIVISION

, SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD . T
0. BOX 275 - JESSUP. MARYLAND 20734 Page Ct D
ITEM 2 ON SC L

3. UNIT

DEFINITION - Records Series - A group of related records normaily filed and ussd as a unit for referance as weil as retention and disposition purposes.

4. RECORD SERIES TITLE

Personnel I.D. Number

S. EARLIEST YEAR / LATETEST YEAR

1985 r0_1997

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of informatiorvdocuments/crms icung in tne Series. inciuge the ourbcse of function of the Sernes)

Pin numbers for former BTSUC institutions and Study Numbers for former

University of Maryland institutions.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
¥ File Drawen(s)
{{ Letter Se O Microfim X Alphabeticar O Microfim Reel (s)
O Computer Taoe (s)
O Legal Size o Computer Tape o Numencal a Other (Specdy)
S S
O Bound Book O Floppy Disk O Chronotogical Number
o Audo T a G 10. ANNUAL ACCUMULATION
udio Tape O Video Tape eographical & Fie Orawer (s)
. O Microfitm Reel (8)
ther (S
3 Other (Specty) G Other (Soecty) o Comouter Tape(s)
1 < Other (Speefy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER PERMANENT
a Daly O Weekly 2B Monthly o Month(s) T Yearls)
Number
13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specrfy agency or office)
5th Fl?Or, R09m 590 o Yes g No
Hartwick Building
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes B No X None o State g Federai 0 indepencent
17. IS AN INDEX SYSTEM USED? (If yes, expiain briefly and 18. RECOMMENDED RETENTION
descnbe any haraware/scftware) UMBI to retain permanently in paper form.
a Yes X No
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Arche L. McAdoo, Vice President 403-4691 January 14, 1997
Administration and Finance

0GS 550-4 (Revisad 1/93)
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~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT OIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD 7 71
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page of
r—*————.—_—'—_-—_——_—_T'I'E_——'M_’i_'.'n_s"c'l-lEllI'L'E'_—A-—;——_1
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

University of Maryland Biqtechnology Institute

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

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

Payroll Records 1985 101997

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of informatiorvdocuments/fcrms fcund in the Series. Include the purpese or function of the Series)

One pay certification cards, check register, journal vouchers and
other internal adjustment forms.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
H File Drawer(s)
B Letter Size O Microfilm O Alphabetical a Microfitm Reel (s)
o Computer Taoe (s)
O Legal Size O Computer Tape O Numerical 10 a Other (Specify)
O Bound Book O Floppy Disk g Chronological Number
0 Aud o a Geographical 10. ANNUAL ACCUMULATION
Audio Tape Video Tape eographi & File Orawer (s)
O Microfiim Reel (s)
a Other (S
O Other (Specty) e (Specty) 0 Computer Tape(s)
3 a Other (Specify)
Number
11. FILE IS USED BI-WEEKLY 12. FILE BECOMES INACTIVE AFTER 3 years
a Daily QO . Weekly a  Monthly o - Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. (S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specrfy agency or office)

S5th Floor, Room 500

Hartwick Building X Yes a No

15. ACCESS RESTRICTIONS {If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

a Yes X No a None oX State O Fedetal O Independent

17. IS AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/software) Three years until all audit requirements
have been met, then destroy. Office of Recor
a Yes B No

is Central Payroll Office at College Park.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Arche L. McAdoo, Vice President . _
Administration and Finance - 403-4691 1/14/97

DGS 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)

1. DEPARTMENT/AGENCY

University of Maryland Bid

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

—
—

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
20. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION

technology Institute

Page __8 o 21

ITEM 4 ON SCHEDULE

3. UNIT

DEFINITION - Records Series - A group of related records normaiiy filed and used as a unit for reference as

weil as retention and dispositon purposes.

4. RECORD SERIES TITLE
Purchasing Records

5. EARLIEST YEAR / LATETEST YEAR

1985 70_1997

8. RECORD SERIES DESCRIPTION ( Briefly descnibe the types of informatiorvdocumentsrfcrms icura in the Senes. Incluce the ourpose or functicn of the Senes)

Internal account records including copies ofinvoices, requisitions, packing
slips, etc.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME '
W File Orawer(s) ’
X Letter Sze G Microfim Q Alphabetical 0 Microfiim Reel (s) '
a Comoputer Tape (s) '
O Legai Sze o Computer Tape X0 Numencal 12 O Other (Specty) .
a Bound Book a Floppy Disk O Chronological Number '
Q Audio Tape O Video Tape o Geographical 10. ANNUAL ACCUMULATION
& File Drawer (s)
a Other (Spectfy) O Other (Scecrfy) 3 Microfilm Reel (s)
3 Computer Tape(s)
3 C Cther (Speciy)
Number
]
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER 3 years )
@ Daiy D Weekly R Monthly g Month(s) o  Years) :
Numbet
13. CURRENT LOCATION(S) (Bldg., Floor. Room) ~| 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specrfy agency or office) :
5th Floor, Room 500 :
A . i i P i o No
Hartwick Building X Yes _part dn_Purchasing
at 1UMCP
15. ACCESS RESTRICTIONS {If yes, cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS X
t
G Yes X No O None X State O Federal a independent .

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

cXNo

Q  Yes

18. RECOMMENDED RETENTION

Three years until audit requirements are met,
Office of Record is Purchasing|

then destroy.

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

20. TELEPHONE NUMBER
403-4691

21. DATE
1/14/97

DGS 5504 (Revisea 1/93)




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

SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY

University of Maryland Biqtechnology Institute

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD 9 21

Es Page C
PQ. BOX 275 - JESSUP. MARYLAND 20794 1T EgM 5S—ON" S é HEDUTLTE

2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of refated records normaily filed and ussa as a unit for reference as weii as retention and disposition purposes.

4. RECORD SERIES TITLE

§. EARLIEST YEAR / LATETEST YEAR

Accounting Records 1985 4 1997

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informationvdocumentsricrms icurid in tne Series.  incluge the ourpose or function of the Sefies)
Honoraria payments, contract items, revolving fund, checkbook data, special
payments, periodie financial reports, UMBI operating budget items
including amendments, estimates and other pertinent data.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X File Orawer(s)
P Letter Sze a Microfiim O Alphabeticat O Microfim Reel (3)
a Comouter Tape (s)
O Legal Size a Computer Tape K Numencat 15 a Other (Specty)
a Boung Book G Floppy Disk O Chronotogical Number
Q Audio Tape Q Video Tape 0 Geographical 10. ANNUAL ACCUM_ULATION
X File Drawer (s)
a Other (Sp O Other (Soecdy) O Microfiim Reel (s}
e (Soecty o Computer Tape(s)
4 S Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER Three years
.S Daily & Weekly & Monthty o Month(s) o Years)
Number
13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? ({If yes. specfy agency or office)

Hartwick Building

of ves P@rt in accounts payabkeno
5th Floor, Room 500

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

Q Yes ox No O None ¥ State O Federal Q  Indepengent

17. IS AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardwaressoftware, . . . .
y ' Retain for three years until audit requirement

O Yes & No are met, then destroy.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Arche L. McAdoo, Vice President _ 1/14/97
Administration ;nd Finance 403-4691

DGS 5504 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE {DGS 550-1) 7275 WATERLOO ROAD 1o 71
P 0. BOX 275 - JESSUP. MARYLAND 20794 Page __ LY ___ Of

ITEM 6 ON SCHEDULE

W
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT
University of Maryland Biotfechnology Institute

DEFINITION - Records Series - A group of related recoras normaily filed and used as a unit for raference as weii as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR
Contracts and Grants 1985 a5 1997

6. RECORD SERIES DESCRIPTION ( Brefly describe the types of informatiorvdocuments/tcrms icung in the Series. inciuce the purpose or functicn of the Senes)
Consists of records which document grants/contracts received by the institutdl

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, correspondencd.
and memos.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
i File Drawerts)
R Letter Sze a Microfilm O Alphabetical O Microfiim Reed (s)
O Comouter Tape (s)
O Legal Size O Computer Tape B Numencal 50 a Other (Specdy)
O Bound Book O Fioppy Disk O Chronotogicat Number
G Audio Tape O Video Tape O Geographicat 10. ANNUAL ACCUMULATION
A File Drawer (s)
T Other (Specify) a Other (Specty) G Micrefilm Reet (s)
O Computer Tape(s)
2 Cther (S
10 (Spectty)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER State-3 years after close of
contract. Federal under $25,000 for 3 years;
& Daly & Weekly % Monthty G Month(s) o Years)

Number over $25,000, 6 years, 3 months after

close OL contract.
13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. soecdy agency o office)

5th Floor, Room 500 X
. . a3 Yes No
Hartwick Building

15. ACCESS RESTRICTIONS (If yes, ctte law(s) & requlation(s) 16. AUDIT REQUIREMENTS

S Yes 2. Q None X State ¥ Federal Q  Independent

17. IS AN INDEX SYSTEM USED? (If yes, explan briefly ana | 18. RECOMMENDED RETENTION 3 vears after close of contract
descnbe any hargwaressoftware) for State items. Federal under $25,000 for
3 years; over $25,000 for 6 years, 3 months

a Yes : g No after close of contract.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Arche L. McAdoo, Vice President ’ ' 1/14/97
Administration and Finance 403-4691

DGS 5504 (Revised 1/33)




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

 ——————— e ——— — ———— — — —— ——— — ——— ——————————————————

1. DEPARTMENT/AGENCY

University of Maryland Bi(

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCO ROAD
FQ BOX 275 - JESSUP. MARYLAND 2074

2. DIVISION
ptechnology Institute

AGENCY RECORDS INVENTCRY

- 11 -

¢

~age ] 1
ITEM 7 ON SCHEDULE

e ————— |

3. UNIT

DEFINITION - Records Series - A group of related records normaily filed and used as a unit for referencs as

wali as retention and disposition purposes.

4. RECORD SERIE§ TITLE : ]
Faculty Evaluations

S. EARLIEST YEAR / LATETEST YEAR

1985 -- 1997

6. RECORD SERIES DESCRIPTION ( Erefly cescribe the types of :nformaticn/decumentsiferms fcuna in the Series. inciuce the curpese of funcuzn <f th2 Seres)

Surveys to students to evaluate teaching of faculty members
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

T Fie Drawer(s}

B Lener Sze 3 Microfiim O Alphabeticai T Micrefim Ree! (s}
= Computer Tape ($)

2 Legal Size 3 Comouter Tace X Numencal  p y semester 0 = Ctrer {Epecify)

S Bound Book G Fioppy Disk 0O Chronological Numbsr

Z Audio Tape 2 Viceo Tece O Geographical 10. ANNUAL ACCUMULATION

O File Crawer (s)
S Other (Specify) a Other (Specify) T Microfilm Reel (s)
o Computer Tape(s)
2 Other (Specify)
0
MNumber
2 years beyond termination
11. FILE IS USED Yearl 12. FILE BECOMES INACTIVE AFTER
arty of faculty member, then destyoy
3 Daiy G Weekly T Monthly C  Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (B!dg.. Fioor. Roomi 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. spec:iy agency or office)
5th Floor, Room 500 X= e
Hartwick Building o e 'W
15. ACCESS RESTRICTIONS {if yes. cite iawis) & reguiation(s) 16. AUDIT REQUIREMENTS
T Yes & No & None G State O Federal G independent

17. IS AN INDEX SYSTEM USED? (If yes, explain bnefly and
gescripe any hardware/soitware)

J VYes X Mo

18. RECOMMENDED RETENTION

Two years beyond termination of faculty

member, then destroy

18. NAME AND TITLE OF PREPARER
Arche L. McAdoo, Vice President
Administration 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 RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1y

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD S 12 21
. JES e ‘
P.0. BOX 275 - JESSUP. MARYLAND 20794 I1TEM O —SCHEDUTE
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT
University of Maryland Bidtechnology Institute

DEFINITION - Records Series - A group of related records normaily filed ana used as a unit for reference as

weli as retention and disposition purpeses.

4. RECORD SERIES TITLE
ppointments,

Promotion and Tenure Files

-Faculty

5. EARLIEST YEAR / LATETEST YEAR
1985 ro_1997

members.

8. RECORD SERIES DESCRIPTION { Briefly descnpe the types of :nformatiorvdocumentsiferms *cuna :n the Series

inciude the purpose or function ¢f the Seres)

Material relating to appointment, promotion and tenure of UMBI faculty

Number

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
% File Drawer(s)
X Letter Sze a Microfim 8 Aphabeticar O Microfim Reet (s)
O Computer Tape (S)
O Legal Size o Comouter Tape Q Numencat s o Other (Specty)
0 Bound Book a Floppy Disk a Chronological Number
a Audio Tape Q Video Tave O Geographical 10. ANNUAL ACCUMULATION
A File Drawer (s)
a Other (Specrfy) @ Other (Soecry) O Microfilm Reel (s)
S Computer Tape(s)
2 C Other (Specify)
Number
11. FILEISUSED Yearly 12. FILE BECOMES INACTIVE AFTER Permanent
a Daily a Weekly a  Monthly a  Month(s) a  Years)

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specrfy agency or office)

5th Floor, Room 500 G Yes & No
Hartwick Building
18. ACCESS RESTRICTIONS (If yes. cite iaw(s) & reguiation(s) 16. AUDIT REQUIREMENTS
a Yes B N X None O State O Federal a Independent

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

a Yes ¥ No

18. RECOMMENDED RETENTION

Permanent retention

in paper form.

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

20. TELEPHONE NUMBER

403-4691

21. DATE
1/14/97

DGS 5504 (Revisad 1/93)




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

1. DEPARTMENT/AGENCY
University of Maryland Biof

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO BOX 275 - JESSUP. MARYLAND 20794
-l ! _ITEM O QN SCHFEDILE
e — ————— —————— e

2. DIVISION

echnology Institute

AGENCY RECORDS INVENTORY

13 21

Page ot

3. UNIT

DEFINITION - Records Series - A group of related records normsily flied ana used as a unit for reference as

weli as retention and disposition purposes.

4. RECORD SERIES TITLE

Advisory Council Files

5. EARLIEST YEAR / LATETEST YEAR
1985 -4 1997

and reports.

6. RECORD SERIES DESCRIPTION { Briefly aascrive the types of :niormationsaocuments/fcrms “cund :n the Series. inctude the purpose of function cf the Series)

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X File Drawer(s)
B Letter Sze O Microfim a Alphabetical O Microfiim Reel ()
o Computer Tape (S)
O Legai Size O Computer Tape X Numencat by date 4 a Cther (Spectfy)
O Bound Book a Floppy Disk 0 Chronological Number
o Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
¥ File. Orawer (s)
a Other (Specty) a Other (Soectfy) O Microfilm Reel (s)
a Computer Tape(s)
1 S Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER RETAIN POLICY ITEMS UNTIL
SUPERSEDED. RETAIN HISTORICAL MATERIAL
a Daily O Weekly )F Mornthty a Month(s) @] Year(s)

Number

PERMANENTLY.

13. CURRENT LOCATION(S) (Bldg.. Fioor. Room)
Hartwick Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(if yes. specify agency or office)

5th Floor, Room 500 g Yes ¥ No
15. ACCESS RESTRICTIONS (If yes, cfle lawis) & requiation(s) | 16. AUDIT REQUIREMENTS
O Yes & N £ None S State O Federal O  Independent

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

a Yes

& No

18. RECOMMENDED RETENTION
superseded.
permanently.

Retain policy items wWntil™ "~
Retain historical material

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 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)

1. DEPARTMENT/AGENCY
University of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCO ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION
iotechnology Institute

AGENCY RECORDS INVENTORY

21
Page

DEFINITION - Records Series - A group of related records normaily flied ana used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

Institution/Center/Department Meeting Minutes

5. EARLIEST YEAR / LATETEST YEAR
1985+ 1997

historical (example:

6. RECORD SERIES DESCRIPTION ( Brefly aescribe the types of :nformation/documenis/fems “2una :n the Series. inciude the purpose of function cf the Series)
Policy issues and other data related to the operation of UMBI that is
UMBI Faculty Senate minutes).

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X File Orawer(s)
& Letter Sze Q Microfim O Alphabetical O Microfiim Reel (s)
a Comouter Tape (s)
O Legal Size 0 Computer Tape X Numenca by mtg. datk 3 a Cther (Spectfy)
O Bound Book a Floppy Disk o Chtonological Number
O Audio Tape O Video Tape O Geograpnical 10. ANNUAL ACCUMULATION
: X File Orawer (s)
Q Other (S O Other (Specry) O Microfilm Reel (s)
(Specty) tSpecry o Computer Tape(s)
1 a Other (Specdy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER Permanent record.
a Daiy a Weekly X3 Monthly a  Month(s) a  Years)
Number
13. CURRENT LOCATION(S) (Bidg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
Hartwick Building O Yes H No
5th Floor, Room 500
15. ACCESS RESTRICTIONS (if yes. cite lawis) & reguiation(s) 16. AUDIT REQUIREMENTS
0O Yes b No oX None T State O Federal O Independent

-
-

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

KNO

O Yes

18."RECOMMENDED RETENTION

UMBI to retain permanently in paper form.

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

20. TELEPHONE NUMBER
403-4691

21. DATE

January 15, 1997

OGS 550-4 (Reviseq 1/93)




SCHEDULE (DGS §50-1)

1. DEPARTMENT/AGENCY

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

University of Maryland ¥

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD 21

20. BOX 275 - JESSUP. VARYLAND 20794 Page 15 of
ITEM 11 on

|-~ 11 on SCHEDULE____|

2. DIVISION 3. UNIT

iotechnology Institute

DEFINITION - Records Series - A group of related records normaily filed and used as a unit for reference as weil as retention and disposition purposss.

4. RECORD SERIES TITLE

Graded Course Work of Students/Final Exams

5. EARLIEST YEAR / LATETEST YEAR
1985+ 1997

8. RECORD SERIES DESCRIPTION { Briefly aescrbe the types of :nformatiorvdocuments/forms ‘cund :n the Series. [nciuce the purpose or functicn ¢f the Senes}

Graded materials not returned to students.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
a File Drawer(s)
& Letter Size a Microfilm O Alphabetical a Microfitm Reet (s)
a Computer Tape (s)
3 Legal Size O Computer Tape X Numencal by date 0 T Cther (Spectty)
O Bound Book 3 Floppy Disk O Chronological Number
C Audio Tape O Video Tape Q Geographical 10. ANNUAL ACCUI!ULATXON
o File Drawer ()
a Other {Spec a Other (Specry) O Microfilm Reei (s)
(Specty) ( i 0 Computer Tape(s)
0 O Other (Specty)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER Final grade material for one
full semester after course ends, then destroy |
o Daily O Weekly X Monthly o  Month(s) a  Years)

numoer Other items, 30 days(6 weeks) after

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

Hartwick Building
5th Floor, Room 500

TITST 4ady Ol 1nstruction of next se er.
14, IS RECORD SERIES DUPLICATED ELSEWHERE? (1 yes. Specty agency of ofiter

g Yes &£ No

O Yes

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

¥ No

16. AUDIT REQUIREMENTS

X1 None 3 State O Federal G Independent

descnbe any hardware/software)

g Yes ® No

17. 1S AN INDEX SYSTEM USED? (if yes. expiain briefly and

18. ‘RECOMMENDEDRETENTION 31,1 grade material far one
full semester after course ends, then destroy.
Other materials, 6 weeks after first day of
instruction of next semester, then destrov

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 5504 (Revised 1/93)




1.

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

RECORDS MANAGEMENT DiVISION
7275 WATERLOQ ROAD

DEPARTMENT/AGENCY 2. DIVISION

University of Maryland Bjotechnology Institute

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

20. BOX 275 - JESSUP. MARYLAND 20794

ITEM 1o ON SCHEDULE

Page 15 of 21

3. UNIT

DEFINITION - Records Series - A group of reiated records normaily flied and used as a unit for reforence as

well as retention and disposition purposes.

4

RECORD SERIES TITLE
Equipment Inventory

5. EARLIEST YEAR / LATETEST YEAR
1985 o 1997

6. RECORD SERIES DESCRIPTION ( Bnefly descrnbe the types of :nformationvoocuments/forms "cuna :n the Series. inciuge the purpose or functicn cf the Series)

Arche L. McAdoo, Vice President
Administration and Finance

403-4691

Physcial inventory of additions, deletions, surplus
items to inventory done on a yearly basis.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
B File Drawer(s)
X Letter Size O Microfitm O Alphabetical O Microfilm Reel (s)
a Computer Tape (s)
O Legal Size O Comouter Tape @ Numencal by year T Cther (Specify)
O Bound Book a Floppy Disk G Chronological Number
T Audio Tape a Video Tape a Geograpnical 10. ANNUAL ACCUMULATION
& File Orawer (s)
a Other (Spectfy) G Other {Specry) G Microfim Reet (s)
O Computer Tape(s)
1 Q Other (Spectfy)
Number
. FLEISUSED  Yearly audit 12 FILE BECOMES INACTIVE AFTER 3 years until audit requirej
o Daiy o Weeky a Monthly 3 e i&Rs 2T "Rbe
Number
13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
wick i i
Hartwick Building o Yes R No
5th Floor, Room 500
15. ACCESS RESTRICTIONS (if yes. ctte iawis) & reguiation(s) 16. AUDIT REQUIREMENTS
a Yes X No a None X stae O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and 18. RECOMMENDED RETENTION T T
descnbe any hardware/software)
3 Yes & no 3 years until audit requirements are met,
then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

January 10, 1997

OGS 5504 (Revised 1/93)




1.

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

P.O. BOX 275 - JESSUP. MARYLAND 20794 P 1 7 ot ! !
' S ITEM T3 ON SCHEDUTE )

DEPARTMENT/AGENCY

University of Maryland Bi

DEPARTMENT OF GENERAL S
RECORDS MANAGEMENT DIV!
7275 WATERLOO ROAD

2. DIVISION

otechnology Institute

ERVICES AGENCY RECORDS INVENTORY

SION

3. UNIT

e O O R R B R R R R R R R R O BBrDE e ——— 1

|

DEFINITION - Records Series - A group of reiated records normaily filed and used as a unit for reference as

weil as retention and disposition purposes.

4

RECORD SERIES TITLE

State Budget Correspondence

5. EARLIEST YEAR / LATETEST YEAR
1985 =5 1997

Includes all budget request documents,
material,

Capital Budget related material,
to daily operating budget material-see item #5 on schedule for this category)

6. RECORD SERIES DESCRIPTION ( Briefly cescribe the types of :nformation/documentsiferms “2una i the Series. inciude the purpose of function cf the Senes)

budget instructions,
etc.

CPS related
(This item does not pertain

T

Arche L. McAdoo, Vice President
Administration and Finance

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X File Drawer(s)
ayLetter Szze Q Microfim O Alphabetical O Microfitm Reel (s)
o Computer Tape (S)
O Llegal Sze o Computer Tape ¥ Numenca by Fiscal Year 5 O Cther (Specify)
QO Bound Book O Floppy Disk O Chronologicat Number
Q Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Orawer (s)
G Other (Specrfy) O Other (Specry) a Microfilm Reel (s)
o Computer Tape(s)
1 G Other (Specify)
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER 3 Years until audit require-
ments aremet, then destroy. UMSA is office
® Daiy O Weekly O Monthly 3 g Month(s) X Year(s)
Number of record.
13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ({If yes. specify agency or office)
Hartwick Building B Yes UMSA g No
5th Floor, Room 500
15. ACCESS RESTRICTIONS (If yes, cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
O Yes aX No a None X State v. Federal O Independent
i
17. 15 d:smo:‘x i:rsazayussmm-ar yes. expian briefly and | 18. RECOMMENDED RETENTION 3 y&u'r's” until audit requirement
Y s are met, then destroy. UMSA is office of recor
Q  Yes £ No for State related budget items.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

403-4691

January 15, 1997

DGS 5504 (Revised 1/93)




= TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS §50-1)

1. DEPARTMENT/AGENCY
University of Maryland B

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD N o 21
PO BOX 275 - JESSUP. MARYLAND 20794 age
ITEM 1 SCHEDULE

2. DIVISION 3. UNIT
iotechnology Institute

DEFINITION - Records Series - A group of related records normaily filed and used as a unit for reference as weil as rotention and disposition purposes.

4. RECORD SERIES TITLE

Audits

§. EARLIEST YEAR / LATETEST YEAR
1985 -- 1997

6. RECORD SERIES DESCRIPTION ( Briefly aescrive the types of :niormation/documents/fcrms *2ung :n the Series. inciude the purpose or function cf the Series)

Legislative audits -audits conducted by State legislative auditors.
Internal audits - audits conducted by UMS internal auditors.

Arche L. McAdoo, Vice President
Administration and Finance

20. TELEPHONE NUMBER 21. DATE
403-4691 January 15, 1997

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
3 File Orawer(s)
& Letter Size a Microfiim a Alphabetical O Microfilm Reel (s)
a Computer Tape (s)
O Legal Size a Computer Tape ¥ Numencat Ly date 4 3 Cther (Spectfy)
T Bound Book a Floppy Disk a Chronotogical Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
A File Orawer (s}
Q Other (Spectfy) o Other {Specry) - O Microfim Reel (s)
o Computer Tape(s)
1 T Other (Specty)
Number
o Daily O Weekly X Monthly 3 a  Month(s) & Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Fioor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specty agency or office)
. . . for Leg. Audits
Hartwick Building X3 Yes Statelor ntirna? a Jkgg
5th Floor, Room 500 vioa + u
15. ACCESS RESTRICTIONS (If yes. cite iaw(s} & reguiation(s) 16. AUDIT REQUIREMENTS
X
O Yes 2 No T None XX state O Federal O  Independent
17. IS AN INDEX SYSTEM USED? (f yes. exoiam briefly and | 18.” RECOMMENDED RETENTION T s
descnbe any hardware/software)
3 years, then destroy.
a Yes C?( No
19. NAME AND TITLE OF PREPARER

DGS 5504 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY :

REVISGD RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD 19 21
P.O BOX 275 - JESSUP. VARYLAND 20794 Page ot .
A
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

|
University of Maryland Bigtechnology Institute i

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

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR
Donor (GIFT) Files
( ) 1985 .45 1997

6. RECORD SERIES DESCRIPTION ( Briefly aescribe the types of informationidocuments/fcrms *una in the Series. inciude the purpose or function of the Series)
Records which shown name, date, amount, receipt and account number, and
related data (including gift envelope and receipt), on all gifts
donated to the institution by friends, alumni, corporations, associations,
or foundations. Historical material would consist of MOU, etc.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
B File Orawer(s)
o Letter Sige a Microfim X%( Aphabeteay name of donojr a Microfim Reel (s)
a Computer Tape (s)
O Legal Size O Computer Tape o Numencal 2 O Cther (Spectfy)
O Bound Book a Floppy Disk G Chronologicat Number
3 Audio Tape a Video Tape a Geograpnical 10. ANNUAL ACCUMULATION
: File Drawer (s)
a Other (Specrfy) O Other (Specty) T Microfilm Reel (s)
a Computer Tape(s)
1 a Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER Gift envelopes retained unt]
. audit is complete, then destroy. Historical
a Daiy o Weekly ¥ Monthly . P > @ Month(s) a yYear(S)
Number material retained permanently.
13. CURRENT LOCATION(S) (Bidg., Floor. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
Hartwick Buildin
& a  Yes X= No
5th Floor, Room 500
15. ACCESS RESTRICTIONS (If yes, cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
XX
S Yes g No O None X State O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes. explain briefly ang 18. RECOMMENDED RETENTION ” o o T
descrbe any hardware/software)
Gift envelope retained until audit require
0 Yes B Ne ments are satisfied. Historical material
retained permanentlyv.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Arche L. McAdoo, Vice President
Administration and Finance 403-4691 January 15, 1997

OGS §50-4 (Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS $50-1) 7275 WATERLOO ROAD 21
PO. BOX 275 - JESSUP. MARYLAND 20794 Page 20 of
ITEM 16 ON SCHEDULE

1. DEPARTMENT/AGENCY 2. DIVISION
University of Maryland Biotechnology Institute

3. UNIT

DEFINITION - Records Series - A group of reiated records normaily filed and used as a unit for reference as well as retention and disposition purposes. i

4, RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR
Endowment Fund Records 1985 TO1997

6. RECORD SERIES DESCRIPTION ( Briefty aescribe the types of information/documentsiforms “2und :n the Series. inciude the purpose of furcticn of the Seres) |

Ledgers, journals, vouchers, bank statements, reports to the Regents
I3 . . 1
and dividend reports which document endowment fund transactions.
i

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
& File Orawerts)
¥ Letter Swe Qa Microfilm a Alphabeticar O Microfiim Reel (s)
a Computer Tape (s)
O Legal Size Qg Computer Tape ¥ Numenca Fiscal Yeat a Other (Specdy)
—_—3
a Bound Book O Floppy Disk a Chronological Number
T Audio Tape O Video Tape C Geograpnical 10. ANNUAL AGCUMULATION
& File Orawer ()
a Other (Spect G Other (Soecr D Microfim Reel (s)°
(Soecty) (Soecty! O Computer Tape(s)
1 O Other (Speciy)
Number
11. FILE IS USED 12 FILE BECOMES INACTIVE AFTER Permanent.
O Daily o Weekly § Monthiy O  Monthis) O  Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Flacr. Room) ' 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specfy agency or office)
Hartwick Building 9 Yes £ No
5th Floor, Room 500
15, ACCESS RESTRICTIONS (If yes. cite iawis) & reguiation(s) 16. AUDIT REQUIREMENTS
a Yes K No 3 None 38 State O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and 18. RECOMMENDED RETENTION : T oo T T
descnbe any hardware/software)
Permanent.
a  Yes )EJ No
{
i
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE !
Arche L. McAdoo, Vice President :
Administration and Finance 403-4691 January 15, 1997 ,

DGS 550-4 (Revised 1193)




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

1. DEPARTMENT/AGENCY
University of Maryland B

iotechnology Institute

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

2. DIVISION 3. UNIT

7275 WATERLOO ROAD o 2 l of 2 1
P 0. BOX 275 - JESSUP. MARYLAND 20794 age .
L > ITEN T7 ON SCHEDULE ;

i
|
i
i

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

4. RECORD SERIES TITLE

Faculty Member Publications,

5. EARLIEST YEAR / LATETEST YEAR

Articles 1985 51997

Reprints,

Articles, publications,
member of an institution.

8. RECORD SERIES DESCRIPTION ( Briefly descnibe the types of information/documentsiforms “cund in the Series. Inciude the purpose or function cf the Senes)
and reprints of individual faculty

These are items that do not appear in

describe any hardware/software)

DXNO

a Yes

journals or as part of othe major publications, books, etc. ]
H
|
[}
H
. i
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME |
& File Orawer(s) :
A Letter Sze O Microfim @ Alphabetical a Microfilm Reel (s) \
X by faculty njame o Computer Tape (s) !
§ Legal Size a Computer Tape a Numencat 1 a Cther (Specify) }
X Bound Book O Floppy Disk g Chronological Number
O Audio Tape O Video Tape @ Geograpnical 10. ANNUAL ACCUMULATION
{{ File Orawer (s)
O Other (Specy) __May take lots of a Other (Specry) 9 Microfim Reel (s)
forms. . Computer Tape(s)
1 a Other (Specify)
3
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER 25 years beyond termination
X Daiy B Weekly X Manthy 0 horec U 1 Y vAgpber .
Number
13. CURRENT LOCATION(S) (Bidg., Floor. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specfy agency or office)
Hartwick Building O Yes X No
5th Floor, Room 500
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
3 Yes X No & None a State Q Federal o Independent
17. IS AN INDEX SYSTEM USED?" (If yes. exlain briefly and 18. RECOMMENDED RETENTION

257yéars beyond termination
of faculty, then destroy. 1If publication,

is still being used by public, etc., retain
document for another 25 years or until superse

etc

d

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

20. TELEPHONE NUMBER

TITe 4dEstroy.
21. DATE

January 15, 1997

403-4691

DGS 5504 (Revisad 1/93)




