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Item
No.

1.

2.

3.

Salisbury State University

Description

General Files
(Alpha, Subject, Administrative and Chronological
Correspondence) Includes internal and external
correspondence, original incoming and outgoing
correspondence, reports, memoranda, statistics, proposed
programs, minutes, policy and procedure statements, special
projects, year-end final departmental printout, monthly,
quarterly, project year-end closeout financial reports, and
substantive data concerning the operation for Grants and
Sponsored Research Post Award.

Grants/Contracts:
Consists of records which document grants/contracts
received by the Institutions from any source, including
proposals, agreements, financial reports, acknowledgments,
approved HR contracts, approved budget(s) & budget
modifications, and billing and the transfer of funds records,
controlling rules and regulations, copies of periodic reports,
correspondence and memoranda.

Other Work Orders and Purchase Orders

Approved by Department, Agency, or Division Representative.

Date: 10/22/97

Signature
Type Nai
Title:

ne: Kath leen Rodkev C\
Records S p e c i a l i s t

m •<. ̂ BUSINESS MD FINANCE -

Division/unit Grants & sponsored
Research Post Award

Retention
(see further information under Fiscal Cash Management Office)

Screen annually and destroy that material for which no
further reference is required. Remaining material having
continuing administrative or legal value related to the
development of the agency to be microfilmed or kept in
paper by the Department of Grants & Sponsored
Research for 25 year retention, then destroy. (Material
having historical value to be sent to the Records
Archives at the institution for permanent retention).

Retain state contracts and grants for 3 years after the
close of the contract, and f e d e r a l c o n t r a c t / g r a n t
under $25,000 for 3 y e a r s and over
$25,000 for 6 y e a r s , 3 months a f t e r clos
of c o n t r a c t , then d e s t r o y .

Retain in the Grants and Sponsored Research Post Award
Office (if generated by this office) f o r 3 y e a r s , tht

Schedule Authorized by State Archivist.

Date:

Signature:

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

* 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 Salisbury State University 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.

I have read this schedule and it is complete and correct to the best of my knowledge.

Signature Position Date
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INSTRUCTIONS: PLEASE TYPE OR PRINT A SEPARATE FORM FOR EACH NEW OR REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

1. DEPARTMENT/AGENCY
Salisbury State University

2. DIVISION x 3. UNIT
Grants and Sponsored Research Post Award

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

4. Record Series Title:
General Files

5. Earliest Year/Latest Year

1932. to iq<?£
6. Record Series Description (Briefly describe the types of information/documents/forms found in the
Series. Include the purpose or function of the series.) Admin, and chron.. correspondence includes

internal and external corresp. and other data concerning operation of the office.

7. Record Series Formats)

tfLegalSize • Computer Tape
• BouadBook a Floppy Disk
a Audio Tape a Video Tape
D Other (specify)

8. Record Series Seqi
/^Alphabetical
jQfcimerical
^Chronological

D Other (specify)

9. Volume
^ F i k Drawer
D Microfilm red (s)
a Computer Tape (s)
D Other (specify)

10. Annual Ajffiimillation
JJKFife Drawer
a Microfilm red (s)
• Computer Tape
• Other (specify)

ll.Fneisused
a Daily ^Weekly ^Monthly

12. FUe becomes inactive after 25years for admin. +
1 _ D Month(s)N^Year(s) l e g a l . Permanent for

historical.

13. Current Location (Building. Floor, Room)

V^ î £?<tse.rr^Wf

14. Is record series duplicated elsewhere?
(If yes, specify agency of office.)
a Yes Jafrto

IS. Access Restrictions
Of yes, cite law(s) and

Yes a No
ilation(s)

16. Audit Requirements
a None estate ^ Federal)^ Independent

17. Is an index system used? (If yes, explain
briefly and describe any hardware/software)

RYes a No

18. Recommended Retention S c r e e n a n n u a l l y > t h e n

destroy. Admin, and legal material keep for
25 years, then destroy. Historical material
permanently in archives.

19. Ni and TWe of Preparer 20. Telephone Number 21. Date

DGS^5(M (Revised 2/87)
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INSTRUCTIONS: PLEASE TYPE OR PRINT A SEPARATE FORM FOR EACH NEW OR REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

1. DEPARTMENT/AGENCY
Salisbury State University

2. DIVISION ~ - 3 3. UNIT
' Grants and Sponsored Research Post Award

DEFINITION - Record 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:
Grants/Contracts

5. Earliest Year/Latest Year

\°\°\^ to iqg i .
6. Record Series Description (Briefly describe the types of information/documents/forms found in the
series. Indude the purpose or function of the series.) Records which doeument grants/contracts

received by institutions from any source.

7. Record Series Formats)
£ Letter aize D lift iirfBm
QLegaiSeK a Computer Tape
•BondBook a Floppy Disk
a Audio Tape D Video Tape
O Other (spaafy)

8. Record Series Sequence
£ Alphabetical

^.Chwnotogwd
a Geographical
G Other (specify)

9. Volume
)9 File Drawer
a Microfilm reel (s)
• Computer Tape (s)
a Other (specify)

10. Annual Accumulation
£ File Drawer
o Microfilm reel (s)
n Computer Tape
• Other (specify)

11. Fife is used
D Daily ^Weekly ^Monthly

12. Fife becomes inactive after Federal grants under
3 nMonth(s)bCyear(s) $25,000, 3 years .

for STATE. Over $25,000,6 years : me

13. Current Location (Building. Floor, Room)

T^A ^£aserTve^5T

14. Is record series duplicated elsewhere?
(If yes, specify agency of office.)
• Yes yjjTo

IS. Access Restrictions J^fres a No
(if yes, cite law(s) and regulations)

16. Audit Requirements
• NoneNfrt$tate )^Federap6 Independent

17. Is an index system used? (If yes, explain
briefly and describe any hardware/software)

MYcs D N O

Sr^rr0 \ p p t i \ or v\

18. Recommended Retention State cont rac ts , grant:
for 3 years after close of contract; federal
grants under $25,000 for 3 years, over $25,000
for 6 years, 3 months after close of contract,

and Title of Preparer 20. T,
then destroy.
'Number

ft© -bOU 21^/?b
DGS 55<M (Revised 2/87)
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INSTRUCTIONS: PLEASE TYPE OR PRINT A SEPARATE FORM FOR EACH MEW OR REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

1. DEPARTMENT/AGENCY
Salisbury State University

2JHVISION 3. UNIT
Grants and Sponsored Research Post Award

DEFINITION - Record 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:
Work Orders and Purchase Orders

5. Earliest Year/Latest Year
\9V2~. to | 9 9 l

6. Record Series Description (Briefly describe the types of information/documents/fonns found in the
series. Include the purpose or fcnction of the series.) orders and requests for work to be

performed in the Office of Business and Finance-Grants and Sponsored Research
Post Award.

7._ Record Series Formats)
tetter size o Nficrofiba

• Legal Size D Computer Tape
OBouadBeok • Floppy Disk
Q Audio Tape D Video Tape
a Otter (specify)

8. Record Series Sequence

a Numerical
D Chronological
D Geographical
D Other (specify)

9. Volume
bcFile Drawer
D Microfilm reel (s)
• Computer Tape (s)
a Other (specify)

10. Annual Accumulation
jf^File Drawer

a Microfilm red (s)
a Computer Tape
a Other (specify)

11. File is used
a Daily n Weddy^Montmy

12. File becomes inactive after
3 • Month ( s ) > Year (s)

13. Current Location (Building. Floor, Room)

44 H feftsemetoT

14. Is record series duplicated elsewhere?
(If yes, specify agency of office.)
^Yes *N6 3>URCU OrP-

15. Access Restrictions a Yes a No
(if yes, eke kw(s) and regulation^)

16. Audit Requirements
o None pCState a Federal a Independent

d? (If yes, explain17. Is an index system
briefly and describe any hardware/software)

"^Yes DNo

18. Recommended Retention Retain for 3 years ,
then destroy.

19. Name and Title of Preparer 20. Telephone Number 21. Date ,

DGS 55&4 (Revised 2/87)


