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Agency Division/Unit
Morgan State University Finance and Management / PPC Commodities
Item Description Retention
No.
1. Records Management:
Retain ten years (10 Yrs) if no audit
This serics contains commodes correspondence of letters, reports, e-mail and | findings; if there are audit findings,
return shipments. Routine documents’ size is 8.5 x 117 stored in central records | retain until resolved, then destroy
storage at the University’s Washington Service Center. documents.
2. Purchasing:
This series includes forms such as requisitions, invoices, BB4’s, MSU Rem.m ten years (10 Yrs)- 1f_no .aUdlt
. findings; if there are audit findings,
contracts, requests from customers, and purchase orders (that are forwarded to . .
i R ) i . retain until resolved, then destroy
various vendors). Copies of vendor information, small contracts for services documents.
or purchases, requests retained by procurement staff are stored in central
record storage boxes Size 8”x 117 at the Washington Service Center.
3

Solicitations

This series includes solicitations $25,000.00 or greater that are placed on
eMaryland Market Place are stored in record storage boxes sixe 8'x11”
at the Washington Service Center once the contract period has ended,
Documentation such as the Request for Proposal, Notice of Award,
Notice Not to Award, emails, letters, addendums, eMaryland Market
Place publication of the solicitation, change orders, award notice, bid
evaluations are included in the bid folder.

This series includes Request for Quotes and small procurements
($5,000.00 - $24999.00) that are maintained with supporting
documentation such as the Quotes/bids submitted by the various vendors
with their pricing, award notice, and not to award notice, emails and any
other correspondence. Documentation is also stored in record storage
boxes sixe 8”x11" at the Washington Service Center.

Retain ten years (10 Yrs) if no audit
findings; if there are audit findings,
retain until resolved, then destroy
documents.
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 2550

Page 2 of 2

Agency Division/Unit
Morgan State University Finance and Management / PPC Commodities
Item Description Retention
No.
If the University Records Center at Morgan State University has not | If litigation, claims,

when its space is exhausted.

the storage space available, materials having permanent retention | complaints, or audits are
will be transferred to the Maryland State Archives in Annapolis. | started before a retention
Departments Records Managers that no longer desire to keep non- | period ends, all related
permanent records that exceed two years in their areas shall forward | records must be retained until
them to the University’s Record Center for remaining of the record | final action is taken.

retention life. The University Records Center shall forward records
to the State Division Records Retention Center, Jessup, Maryland

DGS 550-1A




Instructions —Type or Print a separate form for
Forward
with Records Retention Schedule (DGS 550-1)

each new or revised record series.

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE A oF ___ 3. ___

1. Deparment/Agency

Maorgan State University

2. Divislon

Finance and Management

3. Unlt

Procurement / Commodities

purposes.

DEFINITION - RECORD SERIES: A group of rela

ed records narmally filed and used as a unit for reference as well as retention and disposition

4. Recard Seres Tiie: Records Management

5. Earllest Year/Latest Yaer

2000 to 2010

wide records submitted to various sources and general purpose ledgers.

6. Record Saries Descriptlon (Briefly descilbe the types of Information/documentsiforms found in the sefles. Include the purpose or function of lhe sares.)
The purpose of this series is to record reference subjects’ management, departments, discussion minutes, contacts and other pertinent
supporting materials in providing commodities and services. The type documents are: forms, reports, letters, inventory, copy of State

7. Record Serles Format{s) Listall

8. Record Serfes Sequence 9. Volume

Kﬁphabellcal

AB Drawer(s}

0 Migrofim Reel(s)

Numbar

Btter Size 0 Microfilm
L 0 Computer Tape(s)
Dégal Slza {l Camputar Tepe 0 Numerical Number
0 Other (specify)
0 Audlo Tape 0 Floppy Disk & Chionciogiva!
0 Bound Book 0VIdeo Tapa 11 Geographlcat 10. Annual Accumulation
ila Drawer{s)
0 Other (specify) 1 Othar (spacify}
0 Microfiim Roal(s)
[ -] : i 0 Computer Tape(s}
Number
G Other (specify}
11, Fleis Used 12.  Fils Becomes Inaciive After
yﬁy 0 Weakly D Monthly 0 Annually 1 Month{s) ear(s)

13. Currant Lacation(s) (Bidg., Flcor, Rocm}

On, Campus, Washington Service Center, Rm. 101 and 2~ F[,

0 Yes

14, |s Record Serles Duplicated Elsewhera?  (If yes, spacify agoncy or office.)

3o

15.  Access Rastrictions (If Yas, cita Law{s) & Regutalion(s}

16.  Audit Raquiremants

0 Yes W 0 None yéa‘la 0 Fegerat D Independent
17, |3 an Indax Sysiem usad? If yes, explain briefly and dascribe requirements 18. Recommendad Retention
0 ves 54 Ten (10) Years

19. Name and Title of Preparer

Lois Whitaker {2

20, Telaphone Number 21. Data

443-855-3966

%

DGS 550-4 [Rav. 1/93)




Instructions —Type or Print a separate form far
Forward
with Records Retention Schedule (DGS 550-1)

aach new or revised record series.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-789-1930

AGENCY RECORDS INVENTORY

PAGE ___ 2 OF __ 3

1. DepartmenliAgency

Morgan State University

2. Divislon

Finance and Management

3. Unit

Procurement / Commodities

purposes. :

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title: PUIChasing

5. Earllast Year/Lalest Year

2000 to 2010

8. Racord Serfes Dasgcription {Briafly desctiba the types of information/documenisiforms found in the seres. Includs the purpase or function of the serfas.}
The purpose of this series is to have hard copies of agreements between requestors and the Pracurement Department for the
authorized business transacted that cannot be fully conducted electronically. The type documents of the series are: Purchase Orders,

Service Contracts, Bids, Registers, Accounts, Reports (Federal, State and University) and Legal correspondence.

7. Record Series Formal{s) Listall

ﬂdﬁr Slze

8. Record Serias Sequenca

8. Volume

Vﬁ; Drawar(s}

0 Microfim Realis)

Numbar

0 Microfilm Whabaucﬂl O
0 Computer Tepe(s}
m&l Slze 0 Computar Tape I Numercal Nummber
[ Other (specify)
[t Audlo Tape { Floppy Disk & Chronclogicel
0 Bound Baok [ Video Tepe 0 Geographical 10. Annual Accumuleilon
MB Drewer(s)
0 Other {spacify) 0 Other (specify)
0 Microfilm Ragk{s}
ﬂé 0 Computer Tape{a}
Number
0 Other (specify)
1.  Filois Used 12, File Becomes Inactive After
ﬂfgly 0 Weekiy 0 Monihly 0 Annually _LO_ 0 Monlhis} ﬂ/(ar{s)

13. Cusrent Location(s) {Bldg., Floor, Room)

On, Campus, Washington Service Center, Rm. 101 and 2™ FI.

0 Yes

14, 13 Record Serles Duplicated Elsewhere?  (If yes, speclfy agancy or office.}

s

18.  Access Restrictions (If Yes, cile Law(s} & Regulation(s)

16.  Audil Requirements

D Yes W 0 None ﬂfg'ata B/F,t;dem! 0 Independent
17, ls an Index System usad? 4 yes, explaln briefly and describe requiraments 18.  Recommsended Ratention
0 Yes 8/‘5 Ten (10) Years

49. Nama and Title of Preparer

gl M=

20. Talephona Number

443-885-3966

é/,,,_ / s

DGS 6504 (Rev, 1/93)




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7273 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

1. Department/Agency

Morgan State University

2. Divigion

Finance and Management

3. Unit

Procuremeant / Commodities

purposes.

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit far reference as well as retention and disposition

4. Record Series Tive: Solicitations

5. Earlles! Year/Lalasl Year

2000to 2010

6. Racord Sarios Degcription {Briefly descrine the types of infarmation/documantsiforms found In the serles. Indlude the purpose or function of tha seres.)

The purpose of this series is to have hard copies of offers of set dollar amounts from the University to venders for the authorized
business that require notification to the public using the information service (eMaryland Market Piace). The type documents of the
series are: Solicitations, Quotes, Bids, Pricing, Change Orders, Request for Proposals, Award Notices and Not Award Notices.

7. Racond Saries Farmat(s) Listal
M{ﬂer Size 0 Migrofim

ﬂéégal Size

{ Computar Tape

8. Record Seres Sequance 9. Volume

u./Arphabancal

0 Numercal

Wil

Mumbar

{le Drawar{a}

0 Microfilm Real{a)

0 Gomputer Tape(s)

1 Othar {specify)

Number

0 Audlo Tape 0 Floppy Disk %hfﬂnologlcal
] Bound Book D Video Tapa 0 Geographical 10. Annual Accumufallan
fta Drawar|s}
[ Other (apacify), 0 Oiker (specify)
0 Microfilm Realis}
L :5 0 Computar Tapa{s)
Number
0 Cther {specity)
11.  Flels Used i2. Fia Bacomas Inactive After
alty 1 waekly 0 Monihly 0 Annually /O 0 Month{s) IV(aar[s)

13. Cument Location{s) (Bldg., Flgor, Room)

On, Campus, Washington Service Center, Rm. 101 and 2nd FI,

0 Yes

14. 13 Record Sarles Duplicated Elsewhara? (if yes, specly agency or office.)

&/No

15. Access Resirictians {If Yes, cita Lawis) & Reguiation(s)

16. Audit I'Raqulramanis .

i Yes ilf{a‘ 0 MNone ﬂ/g‘ata ﬂff;deral 0 Independant
7. Is an Index System used? If yas, explain briafly and describe requirements 18. Recommended Retantlon
0 ves Ve Ten {(10) Years

19. Name and Tille of Preparer

Lois Whitaker r

B

. /ecjéj&

20. Telephona Number 21, Data

443-885-3966

7

2//d

DGS 550-4 (Rev. 1/93)




