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*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.
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Agency Records Inventory

PAGE ! oF *_

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
Business and Finance

3. UNIT
Payroll

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 Seria Title:
General Files

5. Earliest Year/Latest Year
1993 to0 /99 C

6. Record Series Description (Briefly describe the types of information/documents/forms found in the
series. Indudetheputposeorﬁmctlonofthe series.)

Internal and external correspondence,
original incoming and outgoing correspondence,

reports, memoranda, statistics, proposed programs,
minutes,

etc.

A Alphabetical
O Computer Tape O Numerical
OBound Book O Floppy Disk O Chronological
O Andio Tape O Video Tape O Geographical
O Other (specify) O Other (specify)

9. Volume :
B-File Drawer
O Microfilm reel (s)
0 Computer Tape (s)-
O Other (specify)

10. Annual Accumulation

*4 {8 File Drawer

11. File is used
ODaily 0Weekly XrMonthly

12. File becomes inacti _
| oMoath(s) ear(s))y (see 18)
number

13. Current Location (Building. Floor, Room)

14. Is record series duplicated elsewhere?

(If yes, specify agency of office.)
O Yes =No

15. Access Restrictions 0O Yes .No
(if yes, cite law(s) and regulation(s)

16. Audit Requirements .
O None 0 Federal O Independent

17. Is an index system used? (If yes, explain

18 R“omendu’mhon Screen annually

Histerical material te be saved- permanently
in arch;ve¢. Admin. and legal material to
be saved for 25 years, then destroy.

20. Telephone Number
40— S 3-bove
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mSTRUCl'IONS PLEASE TYPE OR PRINT A SEPARATE FORM FOR EACH NEW OR REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT
Salisbury State University - Business and Finance Payroll

DEFINITION - Record Series - A group of related records nom:ally filed and used as a unit for
reference as well as retention and disposition purposes.

4. Record Series Title: 5. Earliest Year/Latest Year
Payroll Accounting Records /493  to /%906

6. Record Series Description (Briefly describe the types of information/documents/forms found in the
sersies. Include the purpose or function of the series.)
‘TZ«hLoijj:(contractual)

9. Volume
“ExFile Drawer
O Microfilm reel (s)
0 Computer Tape (s)
0 Other (specify)
10. Annual Accumulation
V. BFile Drawer
7 0 Microfilm reel (s)
0 Computer Tape
O Other (specify)

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

number

13. Current Location (Building. Floor, Room) 14. Is record series duplicated elsewhere?
(If yes, specify agency of office.)

DYes ®No

15. Access Restrictions O Yes B No 16. Audit Requirements

(if yes, cite law(s) and regulation(s) O None R State D Federal O Independent

l7 lsanmdexsystemused"(lfyw,explam 18. Recommended Retention
. 3 years.and until audit requirements have
been met,. then destroy.

20. Telephone Number
Hi0- 5U 3 — (0t Y»

DGS 550-4 (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 - | 2. DIVISION 3. UNIT
Salisbury State University ' Business and Finance Payroll

DEFINITION - Record Series - A group of related records normally filed and used as a unit for

reference as well as reteation and disposition purposes.

4. Record Series Title: S. Earliest Year/Latest Year
Payroll Reports /993 to_/%5¢

6. Record Series Dmripﬁon (Briefly describe the types of information/documents/forms found in the
selits. Include the purpose or function of the series.)

9. Volume
& File Drawer
O Microfilm reel (s)
0 Computer Tape (s)
O Other (specify)

10. Annual Accumulation

Y & File Drawer
7 0 Microfilm reel (s)
O Computer Tape
O Other (specify)

12. File becomes inactive after
5 O Month (s) &Year (s)
number

13. Current Location (Building. Floor, Room) 14. Is record series duplicated elsewhere?
(If yes, specify agency of office.)
OYes & No

15. Access Restrictions XYes 0O No 16. Audit Requirements
(if yes, cite law(s) and regulation(s) O None & State O Federal O Independent

l7 Isanmdexsystannsed"(lfys,aplam 18. Recommended Retention

Three years until audit requirements are
met, then destroy.

19. Name and Title of Preparer 20. Telephone Number
u\ovmé-w—c/ Al - €U 3- OV G

DGS 550-4 (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 2. DIVISION 3. UNIT
Salisbury State University Business and Finance Payroll

DEFINITION - Record Series - A group of related records normally filed a.nd used as a unit for
referenceaswellasretentxonanddxsposmonpurposw

4. Record Series Title: : | 5. Earliest Year/Latest Year
Work Orders 1998 to_149¢

- Record Series Description (Briefly describe the types of information/documents/forms found in the
series. Include the purpose or function of the series.)

. 9. Veolume
N Lettersize O Micsofikm O Alphabetical - Xa File Drawer
OLegalSize O Computer Tepe X0 Numerical O Microfilm reel (s)

nd. ; 0 Computer Tape (s)
O Audio Tape O Video Tape O Geographical .
O Other (specify) 0 Other (specify) O Other (specify)
- 10. Annual Accumulation
1/3 @ File Drawer

O Microfilm reel (s)

O Computer Tape
0 Other (specify)

11. File is used 12. File becomes inactive after
ODaily 0OWeekly £ Monthly,, 1.4 3 - O Month (s) & Year (s)

13. Current Location (Building. Floor, Room) 14. Is record series duplicated elsewhere?

(If yes, specify agency of office.)
OYes HNo

15. Access Restrictions O Yes B'No 16. Audit Requirements
(if yes, cite law(s) and regulation(s) &'None O State O Federal O Indepeadent

17. Is an index system used? (If yes, explain = | 18. Recommended Retention
briefly and describe any hardware/software) Three years until audit requirements are
ODYes ENo met. :

19. Name and Title of Preparer

20. Telephone Number
“H10-SY 2 — (LOY(

DGS 550-4 (Revised 2/87)




