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Agency: University of Maryland

Division/Unit: Department of Hearing

correspondence containing incoming and outgoing
correspondence, reports, memoranda, statistics, proposed
programs, minutes, policy and procedure statements, special
projects, and substantive data concerning the operation of the
Department of Hearing and Speech Sciences. '

2 Human Resource Records

A. Timekeeping Records - individual sheets approved by the
supervisor that show hours worked and ieave taken for
contingent, non-exempt, and exempt employees.

B. Faculty Time Reports - monthly reports showing days
worked and leave taken by faculty members.

C. Student Timekeeping Records - individual sheets approved
by the supervisor that show hours worked and leave taken
by student employees.

D. Employee L.eave Balances - leave balances for contingent,
non-exempt, and exempt employees and faculty members.

College Park and Speech Sciences
Item No. ' Description ; Retention
1 General Files - alpha, subject, administrative, and chronological | Screen annually and destroy that material for

which no further reference is required.
Remaining material with continuing
administrative or legal value to be kept in
paper by the Department of Hearing and
Speech Sciences for 25 years, then
destroyed. Material with historical value
should be sent to University Archives at the
University of Maryland for permanent
retention.

Retain for 6 years, 3 months and until audit
requirements are met, then destroy.

Retain individual monthly reports for 6 years,
3 months and untii audit requirements are
met, then destroy. Retain summary records
of monthly time reports until the faculty
member leaves employment, then destroy.

Retain for 6 years, 3 months and until audit
requirements are met, then destroy.

Retain final leave balance for 6 years, 3
months after termination of employment, then
destroy. During the time the employee is
active, retain ongoing balances for 6 years, 3
months for audit purposes.

Title: f ' h AN AANS Date:
Authorized by Vice President of Administrative Affairs

Date: ‘f/ l\o'/ 79 Date:

Signature: 549»/'4— S - W ;

Title: Associate VP for Administrative Affairs

Authorized by Depart ey or Designated Representative -
Signature: (A_A_A:j EZQAZ\A o Schedule Authorized by State Archivist

JUN & 1999

(5
Type Name: _Dr. Sylvia S. Stewart Signature: * c.
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RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) DGS 550-1A (REV. 10/92)
Item No. Description Retention
3 Search Committee Files - search committee materials for Department of Hearing and Speech Sciences

faculty, administrators, and exempt staff. Consists of
advertisements, final recommendation of the committee,
meeting minutes containing final recommendation data, voting
results, top candidate resumes (top 5 or 2 only - depending on
size of search), and all information on appointed candidate.

4 Payroll Records - journals, one pay certification cards, check
register, W2 torms, journal vouchers, payroll entry forms, and
other internal adjustment forms.

5 Purchasing Records - internal account records, including
copies of requisitions, invoices, and packing slips.

6 Accounting Records - honoraria payments, contract items,
revolving fund, checkbook data, special payments, periodic «
financial reports, telecommunication service and equipment
bills, budget items including amendments and estimates, and
other data.

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

8 Contract and Grant Files - records that document contracts and
grants received by the department from any source, including
applications, proposals, agreements, research reports, publicity
notices, acknowledgments and transfer of funds records,
controlling rules and regulations, copies of periodic reports,
correspondence, and memoranda.

9 Department of Hearing and Speech Sciences’ Clinic Patient
Records ~ medical, billing, and payment records.

10 Academic Files for Undergraduate Students — advising records
and correspondence related to academic activity. ~

to retain listed material for 10 years, then

destroy. Other material to be destroyed after
1 year.

Retain for 6 years, 3 months and until audit
requirements are met, then destroy. Office of
Record is Payroli Services.

Retain for 6 years, 3 months and until audit
requirements are met, then destroy. Office of
Record for HM, LM, and SM Small
Procurement Orders is the Department of
Hearing and Speech Sciences. Office of
Record for purchase orders is Procurement
and Supply.

Retain for 6 years, 3 months and until audit
requirements are met, then destroy. Office of
Record is Comptrolier, Budget and Fiscal
Analysis, or Communication and Business
Services.

Department of Hearing and Speech Sciences
to retain for 10 years, then destroy.

Retain state contract and grant files for 3
years after the close of the contract, then
destroy. For federal contract and grant files,
adhere to the retention standards established
in OMB Circular No. A-110, Subpart C
(attached).

Department of Hearing and Speech Sciences
to retain billing and payment records for 6
years, 3 months and until audit requirements
are met, then destroy. Retain medical
records in accordance with the Annotated
Code of Maryland s. 4-403.

Retain academic files for 4 years after student

leaves program (usually graduation), then
destroy.
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x Page 3 of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) DGS 550-1A (REV. 10/92)
Item No. Description Retention
11 Academic Files for Graduate Students — advising records and Retain academic files for 4 years after student

correspondence related to academic activity.

12 Undergraduate and Graduate Advising Material — curriculum
guide.

13 Theses.

14 Applications for Admission to the Department of Hearing and °

Speech Sciences Graduate Program for Rejected Applicants
and Non-matriculated Students - student application forms,
transcripts, letters of recommendation, standardized test
scores, statements of purpose, and merit-based award forms.

If University Archives at the University of
Maryland are not available, material having
permanent retention will be transferred to the
Maryland State Archives in Annapolis. If
departmental archives are not available at the
University of Maryland, material having limited

retention (i.e. 25 years) will be transferred to the
State Records Center in Jessup.

leaves program (usually graduation), then
destroy.

Retain for 1 year, then destroy.

Retain for 10 years, then destroy. Office of
Record is the University of Maryland Libraries.

Retain for 2 years after receipt, then destroy.

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

HEALTH-GENERAL § 4403

(6) A podiatrist; or ,
(7) A person who ia employed by or under contract with a hospital, nurs-

ipstitution, or other health care provider.
®) Concealment prohibited. — A provider may not knowingly or willfully
destroy, demage, alter, obliterate, or otherwise obscure a medical record, hos-
pital report, laboratery report, X-ray report, Or other information about a
atient in an effort to conceal the information from use as evidence in an
administrative, civil, or criminal proceeding.
(¢) Penalty. — A provider who violates any provision of this section is
ilty of a misdemeanor and op conviction is subject to a fine not exceeding
5,000 or imprisonment not exceeding 1 year or both. (An. Code 1857, art. 217,

§ 276A; 1982, ch. 21, § 2; 1990, ch. 480, § 1)

Editor's pote. — Section 1, ch. 480, Acte to be the subtitle heading for present Subtitle 4

1990, eflective July 1, 1991, transforred former  of thie title.

4§ 4-303 through 4-805 of this article to be Stated in Laubach v. Franklin Square

present $8 14?2 'f;g h 4;_“;3 f°f w:lsmmxclg. Hosp., 79 Md. App. 208, 556 A.2d 682 (1389),
Section 1 of ch. 20 aferred the sub- ffd, 318 2 8 .

i ening for former Subtitle 8 of this ttle affd, 318 Md. 615, 369 A.2d 533 (1390)

§ 4-402. Recording admission of veterans.

On admission of a patient, 2 hospital, related institution, or mental health
outpatient clinic shall record on the medical record whether the patient is a
veteran of the United States armed forces. (1984, ch. 445; 1990, ch. 480, § 1.)

§ 4-403. Destruction of medical records.

(a) Definition. — In this section, a “health care provider” maans:
(1) An audiologist;
(2) A chiropractor;
(3) A dietitian;
(4) A dentist;
(5) An electrologist;
(6) A mortician;
(7) A nurse;
(8) A nutritionist;
(9) An occupational therapist;
(10) An optometrist;
(11) A physical therapist;
(12) A physician;
(13) A podiatrist;
(14) A professional counselor;
(15) A psychologist;
(18) A social worker; and
(17) A speech-language pathologist.
(b) Prohibited. — Except for a minor patient, unless 2 patient i3 notified, a
health care provider may not destroy a medical record or laboratory or X-ray

report about a patient for 5 years after the record or report is made.

85 :
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§ 4—403. ANNOTATED CODE OF MARYLAND

In the case of a minor patient, a medical record or
out a minor patient may not be destroyed until

(c) Minor patients. — 5
i

f mejerity plus 3 years or for 5 years after the l
i

|

laboratory or X-ray report ab
" the patient attains the age ©
record or report is made, whichever is later, unless:
(1) The parent or guardian of the minor patient is notified; or
(2) If the medical care documented in the record was provided under
§ 20-102'(c) or § 20-103 (¢) of the Health-General Article, the minor patient is

notified.
(d) Procedure upon death of health care provider. — The notice under sub-

sections (b) and (c) of this section shall:
(1) Be made by first-class mail to the last known address of the patient;

(2) Include the date on which the record of the patient shall be destroyed;

and
(3) Include a statement that the record or synapsis of the record, if

wanted, must be retrieved at & designated location within 30 days of the

proposed date of destruction.
(e) Procedure upon death of a physician, podiatrist, etc. — After the death

of a health care provider who was & sole practitioner, the administrator of the

. estate, or a designee ghall:
(1) Forward the natice require
transfer of medical records; or
(2) Publish a notice in a daily news
consecutive weeks:
(i) Stating the date that the medical records will be destroyed or trans-

ferred; and
(ii) Designating a location, date, and time where the medical records

may be retrieved, if wanted. (19886, ch. 695; 1990, ch. 480, § 1, 1992, ch. 122.)

d in this seption before the dastruction or

paper that is circulated locally for 2

v MR 758

not destroy” preceding “a medical record” and
§ 4401 of this article. inserted “may not be degtroyed”; subatituted
As to the powers of the personal representa- “gubaections (B) and (c)* for “gubsections (a)
Gve of an estats generally, see § 7401, and (0 in the introductory langusge of
Effect of amepdménts. — The 1992 present (d); and gubstituted “health care pro-
amendment, effectiva Oct: L, 1992, adéed vider” for "physician, podiatrist, optometrist,

present (a) and e i

Cross references. — See Editor's note to

designated the remaining dentist” in the i troductory 1 ?

subsections accordingly; .subatituted ‘thealth ::'es::t (o). B introductory language
care provider® fpr':'physman, optometrist, po- Stated in Laubach v. Franklin Square
CaTe BrOY e e in present (b); in the D0 [rep 79 Md. Agp. 203, 556 A.2d 882 (1385,
ductory language of present (c), deletad"a phy-  Sepd 315 Md. 615, 569 A.2d 693 (1990)

> siclan, optometrist, podiatriat, or dentist may d * ’ y .

wann

(LK< )

en



INSTRUCTIONS: TYPE OR PRINT A

AGENCY RECORDS INVENTORY

PAGE___1 oF 14

SEPARATE FORM FOR EACH NEW OR UNIVERSITY OF MARYLAND
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE COLLEGE PARK
RMGT - 201 (7/92)
1. AGENCY 2. DIVISION
University of Maryland, College Park Academic Affairs

3. UNIT
Department of Hearing & Speech Sciences

. A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE
DEFINITION - RECORD SERIES: AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE
General Files

5. EARLIEST YEAR/LATEST YEAR
1974 g 1999

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES, INCLUDING THE PURPOSE OR FUNCTION OF THE SERIES.)

Alpha, subject, administrative, and chronological correspondence containing incoming and outgoing correspondence, reports,
memoranda, statistics, proposed programs, minutes, policy and procedure statements, special projects, and substantive data
concerning the operation of the Department of Hearing and Speech Sciences.

(] OTHER (SPECIFY) (] OTHER (SPECIFY) NUMBER

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME  [# i g DRAWER(S)
] MICROFILM(S)
[/ LETTER SIZE [[] MICROFILM [ ALPHABETICAL 7 ] COMPUTER TAPE(S)
NUMBER
(] LEGAL SIZE ] COMPUTER TAPE ] NUMERICAL [J OTHER (SPECIFY)
[V} BOUND BOOK (A FLOPPY DISK 7] CHRONOLOGICAL 10, ANNUAL ACCUMULATION
M AUDIO TAPE ™ VIDEO TAPE ] GEOGRAPHICAL . ; ™ FILE DRAWER(S)

J MICROFILM REEL(S)
[l COMPUTER TAPE(S)
[CJ OTHER (SPECIFY)

11. FILE IS USED
W DAILY (0 WEEKLY ] MONTHLY

12. FILE BECOMES INACTIVE AFTER
1

“NOMBER [OMONTH(S) [ YEAR(S)

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

Building 038, Ground Floor, Rooms 0100, 0104A, and 0110

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES. SPECIFY AGENCY OR OFFICE)

Oyes [MnNo

15. ACCESS RESTRICTIONS* (Jyes [No

(IF YES, CITE LAW(S) & REGULATIONS)

Please See Statement Below.

16. AUDIT REQUIREMENTS

[VM'NONE (] STATE (O FEDERAL [] INDEPENDENT

17. ISAN INDEX SYSTEM USED? (F YES. EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

18. RECOMMENDED RETENTION
Screen annually and destroy that material for which no further

MR [M'NO reference is required. Remaining material with continuing
administrative or legal value to be kept in paper by the Department
of Hearing and Speech Sciences for 25 years, then destroyed.
Material with historical value should be sent to University Archives
at the University of Maryland for permanent retention.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Mary Donaldson -
Administrative Assistant Il 301.405.4213 February 4, 1999

* Access to records is subject to, and may be restricted by, applicable Federal and State laws and regulations. Access to any specific document
must be determined by the specific facts of the case analyzed in the context of the applicable laws and regulations.
Please contact the President's Legal Office at (301) 405-4945 with inquiries.

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE COLLEGE PARK
RMGT - 201 (7/92) PAGE___ 2 oF ___14
1. AGENCY 2. DIVISION 3. UNIT
University of Maryland, College Park Academic Affairs Department of Hearing & Speech Sciences

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
Human Resource Records

5. EARLIEST YEAR/LATEST YEAR
1989 1o 1999

student employees.

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES, INCLUDING THE PURPOSE OR FUNCTION OF THE SERIES.)

A. Timekeeping Records - individual sheets approved by the supervisor that show hours worked and leave taken for
contingent, non-exempt, and exempt employees.

B. Facuity Time Reports - monthly reports showing days worked and leave taken by faculty members.
C. Student Timekeeping Records - individual sheets approved by the supervisor that show hours worked and leave taken by

D. Employee Leave Balances - leave balances for contingent, non-exempt, and exempt employees and faculty members.

7. RECORD SERIES FORMAT(S)

[A LETTER SIZE [} MICROFILM

{T] LEGAL SIZE [CJ COMPUTER TAPE
[J BOUND BOOK [ FLOPPY DISK
[J AUDIO TAPE ] VIDEO TAPE

[C] OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

[l ALPHABETICAL
{J NUMERICAL

[¥f CHRONOLOGICAL
] GEOGRAPHICAL

(] OTHER (SPECIFY)

9. VOLUME (¢ kg DRAWER(S)
3 MICROFILM(S)
3 [J COMPUTER TAPE(S)
NUMBER

(J OTHER (SPECIFY)

10. ANNUAL ACCUMULATION

[ FILE DRAWER(S)
[J MICROFILM REEL(S)
] COMPUTER TAPE(S)
[C] OTHER (SPECIFY)

1/2
NUMBER

11. FILEIS USED 12. FILE BECOMES INACTIVE AFTER
M DAILY (J WEEKLY [ ] MONTHLY % 1 MONTH(S) [ YEAR(S)

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

Building 038, Ground Floor, Rooms 0100 and 0104A

J YES

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)

[¥NO

15. ACCESS RESTRICTIONS*
(IF YES, CITE LAW(S) & REGULATIONS)

O YES

Please See Statement Below.

O nNo

(J NONE

16. AUDIT REQUIREMENTS

M STATE

M FEDERAL  [J INDEPENDENT

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

Oyes Mno

17. IS AN INDEX SYSTEM USED? (F YES. EXPLAIN

18. RECOMMENDED RETENTION
A. & C. Retain for 6 years, 3 months and until audit requirements

are met, then destroy.

B. Retain individual monthly reports for 6 years, 3 months and until

audit requirements are met, then destroy.
D. Retain final leave balance for 6 years, 3 months after
termination of employment, then destroy.

19. NAME AND TITLE OF PREPARER
Mary Donaldson
Administrative Assistant Il

20. TELEPHONE NUMBER

301.405.4213

21. DATE

February 4, 1999

* Access to records is subject to, and may be restricted by, applicable Federal and State laws and regulations. Access to any specific document

must be determined by the specific facts of the case analyzed in the context of the applicable laws and regulations.
Please contact the President's Legal Office at (301) 405-4945 with inquiries.

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A

AGENCY RECORDS INVENTORY

University of Maryland, College Park

Academic Affairs

SEPARATE FORM FOR EACH NEW OR UNIVERSITY OF MARYLAND

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE COLLEGE PARK

RMGT - 201 (7/92) PAGE___3 OF ___14
1. AGENCY 2. DIVISION 3. UNIT

Department of Hearing & Speech Sciences

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILE

D AND USED AS A UNIT FOR REFERENCE

AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE
Search Committee Files

5. EARLIEST YEAR/LATEST YEAR
1995 1o 1999

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES, INCLUDING THE PURPOSE OR FUNCTION OF THE SERIES.)

Search committee materials for faculty, administrators, and exempt staff. Consists of advertisements, final recommendation
of the committee, meeting minutes containing final recommendation data, voting results, top candidate resumes (top 5 or 2
only - depending on size of search), and all infoarmation on appointed candidate.

7. RECORD SERIES FORMAT(S)

[ LETTER SIZE [C] MICROFILM

(] LEGAL SIZE (] COMPUTER TAPE
] BOUND BOOK (] FLOPPY DISK
(J AUDIO TAPE (J VIDEO TAPE

(] OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

[A ALPHABETICAL

] NUMERICAL

9. VOLUME [ g g DRAWER(S)

J MICROFILM(S)
(] COMPUTER TAPE(S)
(] OTHER (SPECIFY)

1
NUMBER

[J CHRONOLOGICAL
[J GEOGRAPHICAL

] OTHER (SPECIFY)

10. ANNUAL ACCUMULATION

7 F1LE DRAWER(S)
1 J MICROFILM REEL(S)

NUMBER [ cOMPUTER TAPE(S)
[ OTHER (SPECIFY)
- File
11. FILEIS USED  RARELY 12. FILE BECOMES INACTIVE AFTER
J DAILY ] WEEKLY [J MONTHLY _lor10 YEAR(S
SUMBER O MONTH(¢S) ™ (S)

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

Building 038, Ground Floor, Room 0104

14. IS RECORD SERIE
(IF YES, SPECIFY AGENCY

OYEs [#®No

S DUPLICATED ELSEWHERE?
OR OFFICE)

15. ACCESS RESTRICTIONS*

(IF YES. CITE LAW(S) & REGULATIONS)

] YES

Please See Statement Below.

OnNo

[V NONE

(] STATE

16. AUDIT REQUIREMENTS

[0 FEDERAL  [J INDEPENDENT

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

(JYES [#NO

17. IS AN INDEX SYSTEM USED? (F YES. EXPLAIN

after 1 year.

18. RECOMMENDED RETENTION

Department of Hearing and Speech Sciences to retain listed
material for 10 years, then destroy. Other material to be destroyed

19. NAME AND TITLE OF PREPARER
Mary Donaldson
Administrative Assistant Il

20. TELEPHONE NUMBER

301.405.4213

21. DATE

February 4, 1999

* Access to records is subject to, and may be restricted by, applicable Federal and State laws and regulations. Access to any specific document
must be determined by the specific facts of the case analyzed in the context of the applicable laws and regulations.
Please contact the President's Legal Office at (301) 405-4945 with inquiries.

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE COLLEGE PARK
RMGT - 201 (7/92) PAGE__4  oF__14
1. AGENCY 2. DIVISION 3. UNIT
University of Maryland, College Park Academic Affairs Department of Hearing & Speech Sciences

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
Payroll Records

5. EARLIEST YEAR/LATEST YEAR
1993 1o 1999

adjustment forms.

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES, INCLUDING THE PURPOSE OR FUNCTION OF THE SERIES.)

Journals, one pay certification cards, check register, W2 forms, journal vouchers, payroll entry forms, and other internal

7. RECORD SERIES FORMAT(S)

[ LETTER SIZE [] MICROFILM

() LEGAL SIZE ] COMPUTER TAPE

8. RECORD SERIES SEQUENCE 9. VOLUME & pi g DRAWER(S)
O MICROFILM(S)
[M ALPHABETICAL — 2 [ COMPUTER TAPES)

(J NUMERICAL NUMBER [ OTHER (SPECIFY)

Mary Donaldson
Administrative Assistant Il

[ BOUND BOOK ] FLOPPY DISK [ CHRONOLOGICAL 10, ANNUAL ACCUMULATION
[(J AUDIO TAPE [J VIDEO TAPE [J GEOGRAPHICAL (] FILE DRAWER(S)
- Ve CROFILM REEL(S)
OTHER (SPECIFY OTHER (SPECIFY
D ¢ ) u ¢ ) NUMBER [ cOMPUTER TAPE(S)
[¥ OTHER (SPECIFY)
File
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
M DAILY [ WEEKLY [] MONTHLY 625 Y
. NUMBER O MONTH(S) [ YEAR(S)
13. CURRENT LOCATION(S) (BUILDING.FLOOR. ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 038, Ground Floor, Rooms 0100 and 0104 Myes [0 No PAYROLL SERVICES
15. ACCESS RESTRICTIONS* (] YES [JNO 16. AUDIT REQUIREMENTS
(IF YES. CITE LAW(S) & REGULATIONS)
1 NT
Please See Statement Below. [ONONE [ STATE M FEDERAL [ INDEPENDE
17. IS AN INDEX SYSTEM USED? (F YES. EXPLAIN . 18. RECOMMENDED RETENTION
. BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)
RN [¥'NO Retain for 6 years, 3 months and until audit requirements are met,
then destroy. Office of Record is Payroll Services.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

301.405.4213 February 4, 1999

* Access to records is subject to, and may be restricted by, applicable Federal and State laws and regulations. Access to any specific document
must be determined by the specific facts of the case analyzed in the context of the applicable laws and regulations.
Please contact the President's Legal Office at (301) 405-4945 with inguiries.

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A

AGENCY RECORDS INVENTORY

University of Maryland, College Park

Academic Affairs

SEPARATE FORM FOR EACH NEW OR UNIVERSITY OF MARYLAND

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE COLLEGE PARK

RMGT - 201 (7/92) PAGE___ S oF ___ 14
1. AGENCY 2. DIVISION 2. UNIT

Department of Hearing & Speech Sciences

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

5. EARLIEST YEAR/LATEST YEAR

[A LETTER SIZE [J MICROFILM

(J LEGAL SIZE ] COMPUTER TAPE
[] BOUND BOOK {A FLOPPY DISK
] AUDIO TAPE [ VIDEO TAPE

] OTHER (SPECIFY)

Purchasing Records 1994 g 1999
6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES, INCLUDING THE PURPOSE OR FUNCTION OF THE SERIES.)
Internal account records, including copies of requisitions, invoices, and packing slips.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME [\ g E DRAWER(S)

O MICROFILM(S)

[J ALPHABETICAL 4 [ COMPUTER TAPE®S)
NUMBER

[M NUMERICAL ) [0 OTHER (SPECIFY)

[&# CHRONOLOGICAL

10. ANNUAL ACCUMULATION

[J FILE DRAWER(S)
2 [J MICROFILM REEL(S)

] GEOGRAPHICAL

] OTHER (SPECIFY)

NUMBER ] coMPUTER TAPE(S)
[A OTHER (SPECIFY)
‘ Files
11. FILEIS USED 12. FILE BECOMES INACTIVE AFTER
[Z DAILY [ WEEKLY D MONTHLY ﬂ—— YEAR(S
NUMBER CJMONTH(S) ™ (S)

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

Building 038, Ground Floor, Rooms 0100 and 0104

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)

7 YES 0 NO PROCUREMENT AND SUPPLY

15. ACCESS RESTRICTIONS*
(IF YES. CITE LAW(S) & REGULATIONS)

Oyes ©ONo

Please See Statement Below.

16. AUDIT REQUIREMENTS

(ONONE [ STATE M FEDERAL [ INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (F YES. EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

OYEs [MNoO

18. RECOMMENDED RETENTION

Retain for 6 years, 3 months and until audit requirements are met,
then destroy. Office of Record for HM, LM, and SM Small
Procurement Orders is the Department of Hearing and Speech
Sciences. Office of Record for purchase orders is Procurement and
Supply.

19. NAME AND TITLE OF PREPARER
Mary Donaldson
Administrative Assistant I|

20. TELEPHONE NUMBER

21. DATE

301.405.4213 February 4, 1999

* Access to records is subject to, and may be restricted by, applicable Federal and State laws and regulations. Access to any specific document
must be determined by the specific facts of the case analyzed in the context of the applicable laws and regulations.
Please contact the President's Legal Office at (301) 405-4945 with inquiries.

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A

AGENCY RECORDS INVENTORY

SEPARATE FORM FOR EACH NEW OR UNIVERSITY OF MARYLAND
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE COLLEGE PARK
RMGT - 201 (7/92) PAGE___ 8 oF__ 14
1. AGENCY 2. DIVISION 3. UNIT
University of Maryland, College Park Academic Affairs Department of Hearing & Speech Sciences

; A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE
DEFINITION - RECORD SERIES: AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE
Accounting Records

5. EARLIEST YEAR/LATEST YEAR
1991 TO 1999

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES, INCLUDING THE PURPOSE OR FUNCTION OF THE SERIES.)

Honoraria payments, contract items, revolving fund, checkbook data, special payments, periodic financial reports,
telecommunication service and equipment bills, budget items including amendments and estimates, and other data.

[/ LETTER SIZE {71 MICROFILM

M LEGAL SIZE ] COMPUTER TAPE
[J BOUND BOOK (J FLoPPY DISK

[J AUDIO TAPE ] VIDEO TAPE

] OTHER (SPECIFY)

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

C] MICROFILM(S)
] ALPHABETICAL — % [ COMPUTER TAPE(S)

[M NUMERICAL NUMBER 1] oTHER (SPECIFY)

[ CHRONOLOGICAL 10. ANNUAL ACCUMULATION

[J GEOGRAPHICAL M FILE DRAWER(S)

1 O MICROFILM REEL(S)
[J OTHER (SPECIFY) NUMBER [} cOMPUTER TAPE(S)

] OTHER (SPECIFY)

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O DAILY [ WEEKLY ] MONTHLY __625 YEAR
SUMBER ] MONTH(S) [ (S)

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

Building 038, Ground Floor, Rooms 0100 and 0104

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)

M YES O NoO COMPTROLLER, BFA, or DCBS

15. ACCESS RESTRICTIONS* [JYES [INO

(IF YES. CITE LAW(S) & REGULATIONS)

Please See Statement Below.

16. AUDIT REQUIREMENTS

[J NONE [ STATE M FEDERAL  [J INDEPENDENT

17. IS AN INDEX SYSTEM USED? (F YES. EXPLAIN
BRIEELY AND DESCRIBE ANY HARDWARE/SOFTWARE)

18. RECOMMENDED RETENTION

Administrative Assistant Il

0 YEs [M¥'NO Retain for 6 years, 3 months and until audit requirements are met,
then destroy. Office of Record is Comptroller, Budget and Fiscal
Analysis, or Communication and Business Services.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Mary Donaldson

301.405.4213 February 4, 1999

* Access to records is subject to, and may be restricted by, applicable Federal and State laws and regulations. Access to any specific document
must be determined by the specific facts of the case analyzed in the context of the applicable laws and regulations.
Please contact the President's Legal Office at (301) 405-4945 with inquiries.

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE COLLEGE PARK
RMGT - 201 (7/92) PAGE__7 oOF__14
1. AGENCY 2. DIVISION 3. UNIT
University of Maryland, College Park Academic Affairs Department of Hearing & Speech.Sciences

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
Faculty Evaluations

5. EARLIEST YEAR/LATEST YEAR
1993 1o 1999

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES, INCLUDING THE PURPOSE OR FUNCTION OF THE SERIES.)

Surveys given to students to evaluate teaching of faculty members.

7. RECORD SERIES FORMAT(S)

[V LETTER SIZE (] MICROFILM

[] LEGAL SIZE (] COMPUTER TAPE
[] BOUND BOOK [] FLOPPY DISK
{(J AUDIO TAPE (] VIDEO TAPE

[J] OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

[V ALPHABETICAL
] NUMERICAL

] CHRONOLOGICAL
] GEOGRAPHICAL

[] OTHER (SPECIFY)

9. VOLUME  [¥ gy g DRAWER(S)
(] MICROFILM(S)
2 {J COMPUTER TAPE(S)
NUMBER

[] OTHER (SPECIFY)

10. ANNUAL ACCUMULATION

[ FILE DRAWER(S)

(] MICROFILM REEL(S)
[J COMPUTER TAPE(S)
] OTHER (SPECIFY)

1/2
NUMBER

11. FILE IS USED
O pAILY

BI-ANNUALLY

[J WEEKLY (] MONTHLY

10

12. FILE BECOMES INACTIVE AFTER

NUMBER

CJMONTH(S) [¥ YEAR(S)

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

Building 038, Ground Floor, Room 0104

] YES

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)

W' NO

15. ACCESS RESTRICTIONS* J NO

(IF YES. CITE LAW(S) & REGULATIONS)

] YES

Please See Statement Below.

(¥ NONE

16. AUDIT REQUIREMENTS

O statE O FEDERAL [ INDEPENDENT

17. IS AN INDEX SYSTEM USED? (F YES. EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

OYes [MNo

then destroy.

18. RECOMMENDED RETENTION

Department of Hearing and Speech Sciences to retain for 10 years,

19. NAME AND TITLE OF PREPARER
Mary Donaldson
Administrative Assistant Il

20. TELEPHONE NUMBER

301.405.4213

21. DATE

February 4, 1999

* Access to records is subject to, and may be restricted by, applicable Federal and State laws and regulations. Access to any specific document
must be determined by the specific facts of the case analyzed in the context of the applicable laws and regulations.
Please contact the President's Legal Office at (301) 405-4945 with inquiries.

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE COLLEGE PARK
RMGT - 201 (7/92) PAGE___8 OF___14
1. AGENCY 2. DIVISION 3. UNIT
University of Maryland, College Park Academic Affairs Department of Hearing & Speech Sciences

. A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE
DEFINITION - RECORD SERIES: AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
Contract and Grant Files 1988 TO 1999

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES, INCLUDING THE PURPOSE OR FUNCTION OF THE SERIES.)

Records that document contracts and grants received by the department from any source, including applications, proposals,
agreements, research reports, publicity notices, acknowledgments and transfer of funds records, controlling rules and
regulations, copies of periodic reponts, correspondence, and memoranda.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME  [d g g DRAWER(S)
O MICROFILM(S)
[ LETTER SIZE (J MICROFILM [ ALPHABETICAL 1 ] COMPUTER TAPE(S)
NUMBER
(1 LEGAL SIZE ] COMPUTER TAPE [J NUMERICAL [J oTHER (sPECIFY)
] BOUND BOOK [¥] FLOPPY DISK ] CHRONOLOGICAL

10. ANNUAL ACCUMULATION
[ AUDIO TAPE (J VIDEO TAPE (] GEOGRAPHICAL O eiLE DRAWER(S)

4 O MICROFILM REEL(S)
OTHER (SPECIFY OTHER (SPECIFY ETTYTe—
O ( ) . ( ) NUMBER M cOMPUTER TAPE(S)
[ OTHER (SPECIFY)
Files
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
M DAILY WEEKLY MONTHLY _30r6.25 )
O ] NOUMBER [J MONTH(S) [¥ YEAR(S)
13. CURRENT LOCATION(S) (BUILDING.FLOOR. ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Building 038, Ground Floor, Rooms 0100, 0104, 0119, 0125, (F YES. SPECIFY AGENCY OR OFFICE)
0141A, 0141B, 0141F, 0141G, 0147A, 01478, 0147C ] YES ¥'NO
15. ACCESS RESTRICTIONS* [JYES [JINO 16. AUDIT REQUIREMENTS

(IF YES, CITE LAW(S) & REGULATIONS)

P
Please See Statement Below. [ONONE [STATE WM FEDERAL [J INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (F YES. EXPLAIN 18. RECOMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

Ul YEs [MNO Retain state contract and grant files for 3 years after the close of

the contract, then destroy. For federal contract and grant files,
adhere to the retention standards established in OMB Circular No.
A-110, Subpart C (attached).

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Mary Donaldson
Administrative Assistant Il 301.405.4213 February 4, 1999

* Access to records is subject to, and may be restricted by, applicable Federal and State laws and regulations. Access to any specific document
must be determined by the specific facts of the case analyzed in the context of the applicable laws and regulations.
Please contact the President's Legal Office at (301) 405-4945 with inquiries.

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland, College Park

Academic Affairs

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE COLLEGE PARK

RMGT - 201 (7/92) PAGE___ 9 OF 14
1. AGENCY 2. DIVISION 3. UNIT

Department of Hearing & Speech Sciences

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

Department of Hearing and Speech Sciences' Clinic Patient Records

5. EARLIEST YEAR/LATEST YEAR
1988 1o 1999

Medical, billing, and payment records.

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES, INCLUDING THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S)

[¥] LETTER SIZE [ MICROFILM

(J LEGAL SIZE [J COMPUTER TAPE
[] BOUNDBOOK [ FLOPPY DISK
] AUDIO TAPE O viDEO TAPE

) OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

[/ ALPHABETICAL
(] NUMERICAL

[] CHRONOLOGICAL
] GEOGRAPHICAL

] OTHER (SPECIFY)

9. VOLUME [ piLE DRAWER(S)

O MICROFILM(S)
] COMPUTER TAPE(S)
[ OTHER (SPECIFY)

47
NUMBER

10. ANNUAL ACCUMULATION

. M FILE DRAWER(S)
1 [ MICROFILM REEL(S)
NUMBER [T cOMPUTER TAPE(S)
[[J OTHER (SPECIFY)

11. FILE IS USED

W DAILY {1 WEEKLY

] MONTHLY

5or6.25
NUMBER

12. FILE BECOMES INACTIVE AFTER

I MONTH(S) [¥ YEAR(S)

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

Building 038, Ground Floor, Rooms 0110A and 0118E

1 YES

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES. SPECIFY AGENCY OR OFFICE)

[¥'NO

15. ACCESS RESTRICTIONS*
(IF YES, CITE LAW(S) & REGULATIONS)

¥ YES

Annotated Code of Maryland s. 4-403

(1 No

] NONE

M STATE

16. AUDIT REQUIREMENTS

M FEDERAL  [J INDEPENDENT

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

(JYEs [4NO

17. IS AN INDEX SYSTEM USED? @F YES. EXPLAIN

18. RECOMMENDED RETENTION

Department of Hearing and Speech Sciences to retain billing and
payment records for 6 years, 3 months and until audit requirements
are met, then destroy. Retain medical records in accordance with
the Annotated Code of Maryland s. 4-403.

19. NAME AND TITLE OF PREPARER
Mary Donaldson
Administrative Assistant i

20. TELEPHONE NUMBER

301.405.4213

21. DATE

February 4, 1999

* Access to records is subject to, and may be restricted by, applicable Federal and State laws and regulations. Access to any specific document
must be determined by the specific facts of the case analyzed in the context of the applicable laws and regulations.
Please contact the President's Legal Office at (301) 405-4945 with inquiries.

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE COLLEGE PARK
RMGT - 201 (7/92) PAGE__10 oF__ 14
1. AGENCY 2. DIVISION 3. UNIT
University of Maryland, College Park Academic Affairs Department of Hearing & Speech Sciences

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
Academic Files for Undergraduate Students

5. EARLIEST YEAR/LATEST YEAR
1994 o5 1999

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES, INCLUDING THE PURPOSE OR FUNCTION OF THE SERIES.)

Advising records and correspondence related to academic activity.

7. RECORD SERIES FORMAT(S)

[/ LETTER S1ZE {} MICROFILM

(] LEGAL SIZE (] COMPUTER TAPE
[[] BOUND BOOK [ FLOPPY DISK
{1 Aupio TAPE (] VIDEO TAPE

[} OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

[ ALPHABETICAL 2
[] NUMERICAL

[] CHRONOLOGICAL
] GEOGRAPHICAL

[C] OTHER (SPECIFY)

9. VOLUME (¥ jE DRAWER(S)

L] MICROFILM(S)
[ COMPUTER TAPE(S)

NUMBER [ oTHER (SPECIFY)

10. ANNUAL ACCUMULATION

M FILE DRAWER(S)
12 [ micrOFILM REEL(S)
NUMBER [T coMPUTER TAPE(S)
[_] OTHER (SPECIFY)

11. FILE IS USED

[ DAILY [V WEEKLY [J MONTHLY

12. FILE BECOMES INACTIVE AFTER AFTER STUDENT
4 LEAVES

_ Y PROGRAM
~UMBER D MONTH(S) [M YEAR(S)

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

Building 038, Ground Floor, Room 0138

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)

OYes [MnNo

15. ACCESS RESTRICTIONS* Ovyes [OnNo

(IF YES, CITE LAW(S) & REGULATIONS)

Please see statement below.

16. AUDIT REQUIREMENTS

[V NONE [ STATE O FEDERAL [] INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES. EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

OYES [MNO

18. RECOMMENDED RETENTION

Retain academic files for 4 years after student leaves program
(usually graduation), then destroy.

19. NAME AND TITLE OF PREPARER
Mary Donaldson
Administrative Assistant ||

20. TELEPHONE NUMBER

301.405.4213

21. DATE

February 4, 1999

* Access to records is subject to, and may be restricted by, applicable Federal and State laws and regulations. Access to any specific document
must be determined by the specific facts of the case analyzed in the context of the applicable laws and regulations.
Please contact the President's Legal Office at (301) 405-4945 with inquiries.

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE COLLEGE PARK
RMGT - 201 (7/92) PAGE__ 11 oF___14
1. AGENCY 2. DIVISION 3. UNIT
University of Maryland, College Park Academic Affairs .Department of Hearing & Speech Sciences

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
Academic Files for Graduate Students

5. EARLIEST YEAR/LATEST YEAR
1961 1o 1999

Advising records and correspondence related to academic activity.

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES, INCLUDING THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S)

[ LETTER SIZE (] MICROFILM

(] LEGAL SIZE ] COMPUTER TAPE
] BOUND BOOK (] FLoOPPY DISK
[ AUDIO TAPE ] VIDEO TAPE

(O OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

[V ALPHABETICAL
(J NUMERICAL

[] CHRONOLOGICAL
[J GEOGRAPHICAL

[J OTHER (SPECIFY)

9. VOLUME [ by g DRAWER(S)

O MICROFILM(S)
] COMPUTER TAPE(S)
[J OTHER (SPECIFY)

10
NUMBER

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
— 11 [ MICROFILM REEL(S)
NUMBER [ coMPUTER TAPE(S)
M OTHER (SPECIFY)
Files

11. FILE IS USED

M DpAILY ] WEEKLY (] MONTHLY

4

12. FILE BECOMES INACTIVE AFTER

“NUMBER I MONTH®

AFTER STUDENT
LEAVES
[ YEAR(S) PROGRAM

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

Building 038, Ground Floor, Rooms 0100 and 0104A

(1 YES

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES. SPECIFY AGENCY OR OFFICE)

15. ACCESS RESTRICTIONS* [ NoO

(IF YES. CITE LAW(S) & REGULATIONS)

J YES

Please see statement below.

[V NONE

(] STATE

16. AUDIT REQUIREMENTS

O FEDERAL [ INDEPENDENT

17. IS AN INDEX SYSTEM USED? (F YEs. EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

(JYyEs [MNO

18. RECOMMENDED RETENTION

Retain academic files for 4 years after student leaves program
(usually graduation), then destroy.

19. NAME AND TITLE OF PREPARER
Mary Donaldson
Administrative Assistant il

20. TELEPHONE NUMBER

301.405.4213

21. DATE

February 4, 1999

* Access to records is subject to, and may be restricted by, applicable Federal and State laws and regulations. Access to any specific document
must be determined by the specific facts of the case analyzed in the context of the applicable laws and regulations.
Please contact the President's Legal Office at (301) 405-4945 with inquiries.

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A

AGENCY RECORDS INVENTORY

University of Maryland, College Park

SEPARATE FORM FOR EACH NEW OR UNIVERSITY OF MARYLAND
REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE COLLEGE PARK

RMGT - 201 (7/92) PAGE__12 ofF__ 14
1. AGENCY 2. DIVISION 3. UNIT

Academic Affairs

Department of Hearing & Speech Sciences

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

Undergraduate and Graduate Advising Material

5. EARLIEST YEAR/LATEST YEAR
1993 1o 1999

Curriculum guide.

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES, INCLUDING THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S)

[V LETTER SIZE [} MICROFILM

[ LEGAL SIZE ] COMPUTER TAPE
[] BOUND BOOK [] FLOPPY DISK
] AUDIO TAPE (] VIDEO TAPE

] OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

[V ALPHABETICAL
(] NUMERICAL

] CHRONOLOGICAL
(] GEOGRAPHICAL

[] OTHER (SPECIFY)

9. VOLUME  [H g E DRAWER(S)
OJ MICROFILM(S)
2 ] COMPUTER TAPE(S)
NUMBER

O OTHER (SPECIFY)

10. ANNUAL ACCUMULATION

[J FILE DRAWER(S)
1 [ MICROFILM REEL(S)
NUMBER 7] cOMPUTER TAPE(S)
(M OTHER (SPECIFY)
Files

11. FILE IS USED
(] DAILY

YEARLY
(1 WEEKLY

[J MONTHLY

1
NUMBER

12. FILE BECOMES INACTIVE AFTER

O MONTH(S) [M YEAR(S)

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

Building 038, Ground Floor, Rooms 0100 and 0104A

] YES

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)

™M'NO

15. ACCESS RESTRICTIONS*
(IF YES, CITE LAW(S) & REGULATIONS)

[J YES

Please see statement below.

O No

[V NONE

16. AUDIT REQUIREMENTS

(] STATE

O FEDERAL [ INDEPENDENT

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

OYEs [MNO

17. IS AN INDEX SYSTEM USED? qF YES. EXPLAIN

18. RECOMMENDED RETENTION

Retain for 1 year, then destroy.

19. NAME AND TITLE OF PREPARER
Mary Donaldson
Administrative Assistant ||

20. TELEPHONE NUMBER

301.405.4213

21. DATE

February 4, 1999

* Access to records is subject to, and may be restricted by, applicable Federal and State laws and regulations. Access to any specific document

must be determined by the specific facts of the case analyzed in the context of the applicable laws and regulations.
Please contact the President's Legal Office at (301) 405-4945 with inquiries.

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A

AGENCY RECORDS INVENTORY

University of Maryland, College Park

Academic Affairs

SEPARATE FORM FOR EACH NEW OR UNIVERSITY OF MARYLAND

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE COLLEGE PARK

RMGT - 201 (7/92) PAGE__13 orF__ 14
1. AGENCY 2. DIVISION 3. UNIT

Department of Hearing & Speech Sciences

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
Theses

5. EARLIEST YEAR/LATEST YEAR
1970 1o 1999

Theses.

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES, INCLUDING THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S)

[] LETTER SIZE ] MICROFILM

[J LEGAL SIZE (] COMPUTER TAPE
{1 BOUND BOOK [J FLOPPY DISK
[(J AuDIO TAPE [] VIDEO TAPE

[ OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

[] ALPHABETICAL
(] NUMERICAL

[« CHRONOLOGICAL
(] GEOGRAPHICAL

[C] OTHER (SPECIFY)

9. VOLUME [ gy g pRAWER(S)
] MICROFILM(S)
— 3 [ COMPUTER TAPE®S)
NUMBER 4 OTHER (SPECIFY)
Shelves ’

10. ANNUAL ACCUMULATION

(] FILE DRAWER(S)
11 [ MICROFILM REEL(S)
NUMBER [ coMPUTER TAPE(S)
[V OTHER (SPECIFY)
Books

11. FILE 1S USED RARELY

(] DAILY (] WEEKLY

(1 MONTHLY

10
NUMBER

12. FILE BECOMES INACTIVE AFTER

O MONTH(S) [ YEAR(S)

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

Building 038, Ground Floor, Room 0104A

M YES

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES. SPECIFY AGENCY OR OFFICE)

O No UNIVERSITY OF MARYLAND LIBRARIES

15. ACCESS RESTRICTIONS* [ YES

(IF YES. CITE LAW(S) & REGULATIONS)

Please see statement below.

ONo

[#'NONE

16. AUDIT REQUIREMENTS

[0 SsTATE  [JFEDERAL [J INDEPENDENT

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

[JYEs [MNO

17. IS AN INDEX SYSTEM USED? (FYES, EXPLAIN

18. RECOMMENDED RETENTION

Retain for 10 years, then destroy. Office of Record is the University
of Maryland Libraries.

19. NAME AND TITLE OF PREPARER
Mary Donaldson
Administrative Assistant 1l

20. TELEPHONE NUMBER

301.405.4213

21. DATE

February 4, 1999

* Access to records is subject to, and may be restricted by, applicable Federal and State laws and regulations. Access to any specific document
must be determined by the specific facts of the case analyzed in the context of the applicable laws and regulations.
Please contact the President's Legal Office at (301) 405-4945 with inquiries.

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A

AGENCY RECORDS INVENTORY

SEPARATE FORM FOR EACH NEW OR UNIVERSITY OF MARYLAND
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE COLLEGE PARK
RMGT - 201 (7/92) PACGE__14 ofF__ 14
1. AGENCY 2. DIVISION 3. UNIT
University of Maryland, College Park Academic Affairs Department of Hearing & Speech Sciences

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

Applications for Admission to the Department of Hearing and Speech Sciences 1995 1o 1999

5. EARLIEST YEAR/LATEST YEAR

merit-based award forms.

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES, INCLUDING THE PURPOSE OR FUNCTION OF THE SERIES.)

Student application forms, transcripts, letters of recommendation, standardized test scores, statements of purpose, and

[ LETTER SIZE [1 MICROFILM

(] LEGAL SIZE ] COMPUTER TAPE
[J BOUND BOOK [] FLOPPY DISK

(O aup1o TAPE (] VIDEO TAPE

(J OTHER (SPECIFY)

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

U MICROFILM(S)
[M ALPHABETICAL — 4 [ COMPUTER TAPE(S)

[] NUMERICAL NUMBER [ oTHER (SPECIFY)

[ CHRONOLOGICAL 10. ANNUAL ACCUMULATION

] GEOGRAPHICAL ™ rLE DRAWER(S)

1 (] MICROFILM REEL(S)
L] OTHER (SPECIFY) NUMBER [ cOMPUTER TAPE(S)

[C] OTHER (SPECIFY)

11. FILE IS USED RARELY
0 DAILY [0 WEEKLY ] MONTHLY

12. FILE BECOMES INACTIVE AFTER AFTER RECEIPT
2

NUMBER JMONTH(S) [ YEAR(S)

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

Building 038, Ground Floor, Room 0104A

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)

Oves [#No

15. ACCESS RESTRICTIONS* O] YES O No
(IF YES, CITE LAW(S) & REGULATIONS)

Please see statement below.

16. AUDIT REQUIREMENTS

[¥'NONE (] STATE CJ FEDERAL [ INDEPENDENT

17. IS AN INDEX SYSTEM USED? (F YES. EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

OYEs [MNO

18. RECOMMENDED RETENTION

Retain for 2 years after receipt, then destroy.

Mary Donaldson
Administrative Assistant |l

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

301.405.4213 February 4, 1999

* Access to records is subject to, and may be restricted by, applicable Federal and State laws and regulations. Access to any specific document
must be determined by the specific facts of the case analyzed in the context of the applicable laws and regulations.
Please contact the President’s Legal Office at (301) 405-4945 with inquiries.
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