
DEPARTMENT OF GENERAL SERVICES Schedule No. 2615 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page I of 8 

Agency DivisionlUnit 
Department of Human Resources Operations - Budget & Finance 

Item Description Retention 
No. - 

This schedule supersedes schedules #1023-6 in its 
entirety Screen annually and destroy 

material that is no longer 
1. General Administrative Correspondence File needed for current business 

Subject arrangement of original incoming letters, with the following exception: 

copies of outgoing letters, memoranda, and other Transfer to the Maryland State 
Archive for permanent retention 

material relating to the administration of the Budget and ., ,,, Finance. document to the origin, 

development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal or 
historical value. 

2. Reading File 
This f~ le  consists of a copy of letters, memoranda, 

Retain for one (1) year from reports and other miscellaneous papers relating to the 
of then desboy. 

administration of the Budget and Finance. 

BUDGET MANAGEMENT 
Retain for *six (6) years and 

Expenditure of Funds until all audit requirements 
3. Supporting documents pertaining to the Department's have been fulfilled, then 

expenditure of funds, such as budget papers and destroy. 
worksheets and status of funds materials. 

*Federal Audits can go back six 
years. 

Schedule Approved by Department, Agency, Schedule Authorized by State Archivist 
or Division Representativ 
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DEPARTMENT OF GENERAL SERVICES Schedule No. 2615 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 8 
(Continuation --  Sheet) 

Agency DivisionlUnit 
Department of Human Resources Operations - Budget & Finance 

Item Description Retention 
No. 

Budget Management - Continued 

Purchase of Service Contracts Retain for seven (7) years 
Contracts which the Department has entered into for from expiration of contract, 

provision of various services, such as Day care. and until all audit 
requirements have been 

-, fulfilled, then destroy. 

Reports ( Budget.  valuation. special Studies. bata Rebin for six (6) years, thm 
Analysis. etc.1 screen and destroy material 
Budget History - tracking of Depaitment's budget, that is no longer needed for 
including information pertaining to formulations of the current business with the 
budget request, decision-making process, follow up, following exception: Transfer 
negotiations, etc. (includes budget submissions) to the Maryland State Archive 

for permanent retention any 
a. Program Planning Evaluation Services (PPES) that serves 

Guidance Package - primary method for to the origin, development, 
and accomplishments of the obtaining local input for budget decision-making ofice and has continuing 

process. administrative, fiscal, legal or 
b. PPES Feedback Package - summarizes local historical value, 

department responses, prioritizes items and is 
used as a tool when formulating the Department's 
budget request. 

c. Data Analysis - includes items related to various 
programs operated by the Department, such as 
Temporary Cash Assistance (TCA), Public 
Assistance, Foster Care, Maryland Energy 
Assistance Program (MEAP), etc. 

Budget and Fiscal Planning Records 
Budget Papers and Work Sheets 
Budget Estimates 
Budget Schedule Amendment Work Sheets 
Chart of Accounts 

Retain for three (3) years and 
until all requirements have 
been fulfilled, then destroy. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES Schedule No. 2615 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) Page 3 of 8 

Agency DivisionlUnit 
Department o f  Human Resources Operations - Budget & Finance 

Item Description Retention 
No. 

Budget Management - Continued 

7. LegislationlSubiect File Retain for three (3) years, 
Subject f~les relating to State and Federal legislation and then destroy. 
regulations affecting DHR. 

8. Leqislation Files 
Files by bill number of fiscal notes, policy Retain for three (3) years, 

then destroy. 
recommendations and testimony relating to State bills 
affecting DHR. 

9. State Bills Retain for three (3) years, 
The file consists of a complete set of State bills for each then destroy. 
legrslative session. 

10. Reference File Retain for one (1) year then 

Thrs frle consists of the daily Congressional Records destroy. 

advance sheets of the Public Laws of Maryland. 

11. Federal Bills These records are only 
. Th~s file consists of federal public laws affecting DHR. reference copies, Retain until 
These records are only reference copies. repealed or no longer needed, 

then destroy. 

12. Budget Management Planning Records Retain for three (3) years or 
This f~le consists of budget papers and worksheets, until all Federal and State 

estimates, schedule amendment work sheets and Chart have been 

of Accounts. fulfilled, whichever is later, 
then destroy. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES Schedule No. 2615 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) Page 4 of 8 

I 

Agency DivisionlUnit 
Department of Human Resources Operations - Budget & Finance 

Item Description Retention 
No. This schedule supersedes schedule #1023-6 in its 

entiretv 
Procurement Division 

Retain for seven (7) years 
A. Service Contracts over $25,000 

This file consists of contract that the Department has 
entered into for provision of various services. 

fiom expiration contract, and 
until all audit requirements 
have been fulfilled, 
whichever is later, then 

I I I destmy. I 
B. Service Contracts under $25,000 

This file consists of contract that the Department has 
entered into for provision of various services. 

A. Purchasing Records Under $25,000 
Items purchased on State contracts, purchase orders, 
report.of partial delivery, purchase orders (purchase 
order file with bids, bid board notice, waivers and other 
related documents.) 

B. Purchasing Records Over $25,000 
Items purchased on State contracts, purchase orders, 
report of partial delivery, purchase orders (purchase 
order file with bids, bid board notice, waivers and other 
related documents.) 

Corporate Credit Card File 
This file consists of original Purchasing Card Logs, 
statements and receiving ticket. 

Retain for seven (7) years 
£?om expiration contract, and 
until all audit requirements 
have been fulfilled, 
whichever is later, then 
destroy. 

Retain for three (3) years, or 
until all audit requirements 
have been fulfilled, 
whichever is later, then 
destroy. 

Retain for three (3) years, or 
until all audit requirements 
have been fulfilled, 
whichever is later, then 
destroy. 

Retain for three (3) years or 
until all audit requirements 
have been fulfilled, 
whichever is later, then 
destroy. 
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DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 2615 

Page 5 of 8 

Agency DivisionlUnit 
Department 

l tern 
No. 

16. 

17. 

18. 

of Human Resources Operations 

Description 
This schedule supersedes schedule #1023-6 

Accounting Operations Division 

Accounts Pavablel Accounts Receivable 
This file consists of Certificates of Deposit, Invoice 
Transmittals, Travel Advance and Settlement Files, 
Interagency Payments, Telecommunication 
Invoices/Statements, Year-end Accrual 
CalculationsIPayouts, Automated Working Fund Deposit 
Ledger and Lease FileIRent Register. 

General Accounting Records 
This file consists of Local Assistance Reports and 
Balance Sheets, Summary of Assistance Reports, FMlS 
Monthly Appropriation, Expenditure and Revenue 
Reports, Vendor Addition and Changes, Daily Check 
Receipt Log, Working Fund Issued Check Copies, 
Negotiated Checks, and Voided Checks, Journal 
EntriesIDistribution of Charges, Working Fund Bank 
Reconciliations. 

Accounts Receivable Files 
A. Central Collections Unit (CCU) Accounts 

Receivable Files, CCU Collection Statements and 
Distribution. 

B. Debtors' accounts paid in full. 

- Budget & Finance 

Retention 

Retain for three (3) years or 
until a11 audit requirements 
have been fulfilled, 
whichever is later, then 
destroy. 

Retain for three (3) years, or 
until all audit requirements 
have been fulfilled, 
whichever is later, then 
destroy. 

Retain until account is 
resolved via collection or 

off' per CCU* , 
whichever is later, then 
destroy. 

*The Central Collection UnC eitherjlles 
suit or decides to "write oJlhe deht ". 
They are the only agency ~vith the 
author/ty lo make tho! determination. 

Retain for three (3) years or 
until all audit requirements 
have been fulfilled, 
whichever is later, then 
destroy. 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 2615 

Page 6 of 8 
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Agency DivisionlUnit 

-- 

I 
I 

Department 

Item 
No. 

19. 

20. 

21. 

22. 

of Human Resources Operations 

Description 

Accounting Operations Division - Continued 

CARES Fiscal Records 
This file consists of Client Automated Resources and 
Eligibility System (CARES) reports, CCU reports, 
Electronic Benefits Transfer (EBT) reports and Bank 
Reconciliation's. 

Special Accounting Records 

A. Reports of audits conducted by persons or 
agencies other than the Legislative Auditors. 

B. Reports of audits conducted by the Legislative 
Auditors. 

Payroll Accountinq Records 
A. Employee History Card File 

B. Payroll Exception Time Report (ETR) 
Payroll Positive Time Report (PTR) 
Leave Records 
Salary Distribution Worksheets and Printouts 
604 form (Personnel/Payroll form) 
127 forms and Timesheets 
Payroll Contracts 

Miscellaneous Accounting Records 
Thls file consists of general correspondence, year-end 
work papers and closing statements, 1099 interface file 
documents. 

- Budget & Finance 

Retention 

Retain for three (3) years or 
until all audit requirements 
have been fulfilled, 
whichever is later, then 
destroy. 

Retain Permanently. 
Transfer every three (3) 
years to the Maryland State 
Archives. 

Retain for ten (1 0) years, then 
destroy. 

*Retain for ten (10) years 
after termination of 
employment and then destroy. 
*Internal Revenue Service 
only requires (6) years. 

Retain for five (5) years or 
until all audit requirements 
have been fulfilled, 
whichever is later, then 
destroy. 

Retain for three (3) years or 
until all audit requirements 
have been fulfilled, 
whichever is later, then 
destroy. 
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DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 
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Schedule No. 2615 

Page 7 of 8 

Agency DivisionlUnit 
Department 

Item 
No. 

23. 

24. 

25. 

26. 

- - -  - -  

of Human Resources Operations 

Description 
This schedule supersedes schedule #1023-6 in its 
entirety 
Grants Management Division 

Cost Allocation Plan 
This file conslsts of State and Local Program Cost 
Account (PCA) requests and supporting documentation. 
It also contains responses to questions the Federal 
Government may have concerning methodology. 

Random Moment Sampling 
This file consists of local department records such as 
letters, rosters and source documents. This file also 
C O ~ S ~ S ~ S  of state office records such as sampling plan, 
incoming/outgoing memoranda, reports, studies and 
miscellaneous papers relating to the cost allocation 
sample. 

Federal Reports 
This file consists of Federal Reports prepared by the 
Grants Management Division within Budget and Finance 
for the Department of Human Resources. 

Title XIX Medicaid Rehab Program Records and 
Files 

- Budget & Finance 

Retention 

Retain permanently. Transfer 
every three (3) years to the 
MavIand State Archives. 

Retain for five (5) years, or 
until both federal and state 
audit requirements have been 
fulfilled, whichever is later, 
then destroy. 

Retain for five (5) years, or 
until both federal and state 
audit requirements have been 
fulfilled, whichever is later, 
then destroy. 

Retain electronic files 
permanently in preparation 
for future audits. Transfer 
every three (3) years to the 
Maryland State Archives. 



DEPARTMENT OF GENERAL SERVICES Schedule No. 2615 
RECORDS MANAGEMENT DlVlSlOM 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) Page , 8 of 8 

I 
Agency DivisionlUnit 
Department of Human Resources Operations - Budget & Finance 

Item Description Reten tion 
No. This schedule supersedes schedule #1023-6 in its 

entirety 

FINANCIAL SYSTEMS DEVELOPMENT 
27. 

FMlS Securitv Forms After a record becomes 
Th~s file consists of security forms for accessing the inactive, retain for 3 years 

Financial Management Information Systems (FMIS) from last audits by OLA, then 

system. destroy. 

28. 
DHR Security Report Retain for three (3) years 

from last audit by OLA, then 
destroy. 

DGS 550-1A 



Instructions -Type or Prlnt a separate form for 

each new or revlsed record series. Foward 

wilh Records Retention Schedule (DGS 550-1) 

1. DepartmenffAgency 

Department of Human Resources 

DEPARTMENT OF GENERAL SERVICES AQENCY RECORDS INVENTORY II 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 PAGE 1 OF 19 
410-788-1830 

2. Dlvlsion 3. Unit 

Budget Management Budget Finance II 
I 

DEFINITION: RECORD SERIES: A group of related records normally filed and used ss a unit for reference as well as retentlon and dlspositlon 
purposes. 

4. Record Series Tltle 5. Earllest Yearllatest Year 

General Adminlstratlve Correspondenae File to 

11 6. Record Series Description (Briefly describe the Vpes of Informatlon~documentsIforms ;ound in the serles. Include the purpose orhmcllon of Ole 11 
serles.) 

Subject arrangement of orlginal incoming letters, coples of outgoing letters, memoranda, and other material relatlng 

to the administration of the Budget & Finance. 
7. Rowrd Serlrs Format(s) Llst ell 8. Record Serles Sequence 9. Volume 

[XI Bound Book Vldeo Tape 

Olher (spsctty) 

w e  Drswerfs) 
Mlcmnlrn Reel(8) 

Computer Tape(8) 

10. Annual Accumulation iI 

Flle Orawer(8) 

Mlcrofllm Reel(s) 

Computer Tapa(a) 

Ofher (spWf~)- 

I I 
11. flle Is Used 12. Flle Bmoornes Inaellve Aller 

1 - 
fl Dally WaeMy Monthly Annually Number MonWB) Ywr(s) 

13. Current Locallon(s) (Bldg., Floor. Room) 14. Is Racord Serles Dupncaled Elsewhere'? (If ye% apactly agency or oftlcs.) 

Department of Human Resources 

16. Acc.989 Re6lrlcllonS (IIYos, cllo Lsw(s) R Regulallon(s) 18. Audll Requlremenls 

Nme Slate Federal 0 Independent 

17. IS en Index syslom used? l f  yos, expleln brlefly and dascrlbe rsqulremenls 18. Recommended Retention 
Yea IX] No Borean annunlly. Dmhy mabdnl8 no longer nssdad for o m n t  buslnsm with 

the following ercwptlon: Transfsr to ths Meylend 8Ws Arohlve for pehnnnent 
mtsntlon any mnbdsl Wnt wwen to dwumsnt tha ori(lln, dmlopment md 

eceornpllohrnants of lhe oft708 and ha8 oontlnulng admlnlsba(lve, flml, legs1 or 
hldodoal vnlue. 

19. Name and Tllle of Preparer 20. Telephone Number 21. Date 

Vluturia Clay 

Admlnltlbatlve URiwr, Ill 410-787-7529 September 12,2012 

~ G S  550.4 (uov !ins) 



' 

'lnstructlons -Type or Prlnt a separate form For 

,each new or revlsed record serles. Forward 

wlth Records Retentlon Schedule (DGS 550-1) 

OEFINITION: i?ECORD SERIES: A group of related records normally flled and used as a unit for reference as well as retention and dlspositlon 
purposes. 

4. Record Serles Title 5. Earllest YearlLatesl Year 
Readina Flle lo 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 PAQE OP 33 

1. Department/Agency 

Department of Human Resources 

I 
6. Record Serles Descrlpllon (Brlefly descrlbe the types of lnformationldocumentslfoms found In the serles, lriclude the purpose or funcllon of the 

serles.) 

410-798-1930 

2. Divlslo.. U. Vllll 

gudga Management ( Budget Flnan.1 

This file conslsts of a copy of letters, memoranda, repom and other miscellaneous papers relating to the 
administration of the Budget and Finance. 

13. C u m 1  Locallon(s) (Bldg.. Flow, Room) 14. Is Record Selree Oupllcsled flsswhen? (If yea, apsclfy agency or o(Rcs.) 

Department of Human Resources 0 yes NO 

311 W. Saratoga Street, 8'"loor Baltimore, MD 21201 
16. Access Reslrlcllons (If Yes, clle LBW(S) 8 Ragula$on(s) 18. Audlt ReqWremsnls 

Yes NO 

N a n .  a SIels [j Fedam1 lndeumdenl 

7. Racwd Serles Formal(s) Lldall I 
~ e l l a r  ~ l r e  Mlnofllm 

€4 laga l  9lze ~ ~ o m p u l s r ~ s ~ a  

Audio Tspa Floppy 01sk 

Bound eaok tl Wdeo Tape 

0 Other (~peclfyl 

f 7. Is nn Index Syslern used7 It yes, explnln briefly and descllbs nqulremenls 18. Recommended Retentlon 
Yes No . I 

8. Remrd Sedes Saquenca 9. Voltrrne 

&4lphabellcal Number 

(XINumerccal m f l le onwer(a) 
Mlcmlllrn ReNs) 

~ C h r o n o l w l w l  Cornpuler Tape(&) 

Orher (spsclV)- 

~ ~ e o ~ r e ~ h l c a l  

10. Annual Accurnulallon 
o lhw (apeclb) - 

Number 

t] Flle Drawsr(s) 

u Mlwonlrn Real(s) 

CompulerTapa(s) 

01her (speclb] 

Retain for one (4)  from date of material then destroy. ll 

11. Flle la Used 12. Flla Bsaornss Inadive ARet 

0 Ddk Weekly Monlhly AnnuaUy a Monlh(8) pZjYaat(8) I 

II 

19. Name and Tllle of Preparer ( 20. Telephone Number 1 21. Date 

Vlo(ar(a Clay 

Admlnistrettve Officer, 111 
e 

41 0-787-7820 Apifl10,2012 

GS 550.4 (Rav. claRI 
cd 



Records Retentton Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Department of Human Resources 

DEFiNITlON: SERIES: * gmuP of rrhtedlrecords normally flled a mlt for ref!renm es welI ar retention and disp~,ltIon 
. ~urposes. 

4. R e c o r d  Serles Tills 5. Earllest YeartLatest Year  
Ex~enditure of Funds - 10 , 

6. Record Series Descrl~lion (Brlefly descrlbe the types of InFormatIonldocumenlslfoms Found Dl lhe serles. Include the pupose or function of the 
series.) 

Su~po*lng documents pertaining to the Department's expenditure of funds, such as budget papers and wo&shee$ and 
status of funds materials 

7. Record Serles Fonnal(s) Llst a! 8. Record Sarlas Sequence 9. Volume 

5 Letter size 5 Mfuo(l~m 
- 

[~tphabeuw~  Number 

Legal Ske ~ C o m p u l e r ~ a ~ e  . B ~ ~ m e r l m l  @ Flle Omsr(6) 

Mlcmnlm Reel(s) 
Audio Tape Floppy Olsk @Chmnologlcal CompulerTepe(a) 

Other (spedb) 
Bound Book Vldw repe RGeagraphlwl 

10. Annual Accumulation 
olhsr (apsclfy) 

olher f s ~ d b )  - - 
Numbsr - 
a flls Drswer(s) 

Ml~onlm REDI(EJ 

Cornpuler Tapefa) 

Other (apadbl 

11. F~le Is U6ed 12 Flls Becomes lnacllve Aflsr 

I I -8- 
 dell^ 0 Weakly a Monthly C3/ Annuelly Number Monlhfs) [XI Year(6) 

13. Curmnt LocaBon(s) (Bldn., Floor. Rwm) 14. Is Record Serlss DupRealad Elsewtlsre? (If yea, apsclfy agency w oMce.) 

Department of Human Resources Yes NO 

311 W. Saratoga Street, 8Ih   lo or, Baltimore, MD 21201 
16. Accoss Rsslrldlonri (If Yes, cllo Lnw(s] 8 Regulsllon(s) 16. Audll Requlramenfs 

Yes B No 

None Slrle Federal lndepsndant 

17. Is an Index Sysl~m used7 If yes, explsh brlany and deuodbe requlremnnls 
18. Recommended Retention 

Yes NO 

i Federal audits can go back SIX years. 

i 
II 

19. Name and Tlle of Preparer 20. Telephone Number  21. Date I 



Iristructlons -Type or Print e separate form for DEPARTMENT OF GENERAL SERVICES I each new or revlsed record series. Forward RECORDS MANAGEMENT DIVISION 
. AQENCY RECORDS INMNTORY 

I wlfh Records Retentlon Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

I 
 PAGE^ W. 2- 

1. DepartmenUAgency 

Department of Human Resources 

)I 6. Record series~escrlpllon (Brlely desdbe ihs Vpw of InfomatlondonmentsIIorms lound In the serles. lnclvda fhe purpose or funellon of the I/ 

1 I I 
DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and dlsposltlon 
Purposes. 

serles.) 

Contracts which the Department has entered into for provision of various services, such as Day care 

410.788.1830 I 

4. Record Serles Tltle 

Purchase of Service Contracts 

2. Dlvislon 

Budget Management 

5. Earllest YearlLatest Yeer 

to 

3. Unlt 

Budget Ffnance 

7. Record Serfas Formal($) Llsl all 

D l  ~attsr ~ i z e  M l m ~ m  

Legal Slze OCmpuler  ape 

(ZI Audto Tope Floppy DM 

IX) Bound soak [1 Vldao Taps 

0 01her (specify) 

v 

11. Fne Is Usad 

I1 

19. Name and n l le  of Preparer 20. Telephone Number 21. Date 

17. Is an Index Syslem ured7 If yes, explarn brlefly and desulbe rsqulrernenls 

a Yes No 

0. Record Ssdes Soquance 

~ ~ l p h a b s l l c s l  

~ ~ u r n a d c a i  

~ C h r o n o ~ ~ ~ c a i  

~Gaogtaphlcsl 

Other (spaclfy) - 

12. R e  Becamas 

18. Recommended Retentlon 

Retain for seven (7) years from explratlon of contract, 
and until all audlt requirements have been fulfilled, 
then destroy. 

0. Volume 

Numbar 

me 0 d . S )  
Mlcmnlm Rsal(a) 

Cornpu~sr~apa(s) 
01h.r (apaclb) 

10. Annual Accumulation 

Number 

File Drswsr(a) 

Mlerolllm Real(s) 

rn CompulerTsps(s) 

01her (spsclfy) 

Inedlve ARer 

(XI Oally Weshly Manlhly Annually 

13 Cunenl Laeatlon(s) (BWg.,Flwr. Roam) 

Department of Human Resources 
31 1 W. Saratoga Street, 8th Floor Baltimore, MD 21201 
15. Accoss Ro3lrlctlons (IlYss, clle Lsw(s) 8 Regulallon(s) 

a Yes a No 

7 - 
Nurnbnr Monlh(s) (gl Year(#) 

14. Is Record Sedes Oupllcaled Elsewhere? (If yes, speelfy agency or office.) 

van 69 NO 

18. Audll Rsqulramenls 

(XI None a Slale C] Federal 0 lndspsndanl 



DEPARTMENT OF GENERAL SERVICES 

new or revised record series. Forward wilh Records RECORDS MANAGEMENT DIVISION 

Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Budget Management 

4. Record Serles Tltle 5. Earllest YearILatest Year 

Reports I Budaet, Evaluation. Speclal Studies. Data Analysis, etc.1 to 

6. Record Serles Descrlptlon (Briefly describe the types of Informationldocumentslforms found in the series. Include the purpose or function of the series.) 
Budget Hlstory - tracklng of Department's budget, Including lnformatlon pertaining to formulations of the budget request, declslon-making 
process, follow up, negotlatlons, etc. (includes budget submissions) 
a. Program Planning Evaluation Sewices. (PPES)Guidance Package - primary method for obtalnlng local Input for budget declslon-maklng 

process. 
b. Program Planning Evaluation Sewlces, (PPES)Feedback Package -summarizes local department responses, prlorltlzes items and ie 

used as a tool when forrnulatlng the Department's budget request. 
c. Data Analysls - Includes Items related to varlous programs operated by the Department, such as Temporary Cash Aselstance (TCA), 

Public Assistance, Foster Care, Maryland Energy Assistance Program (MEAP), etc. 

7. Rword Serles Fonef(s) Llsl all 8. Remrd Serles Sequence 9. Volume 

Letter She Mlwfllm @~lphsba(lcal Number 

Legal Sfrs OComputsr Tops ~ ~ u m e r f n l  IXj Rle Drawer(a) 

[7 Mlwfllm Reel(s) 
Audlo Tape Floppy Msk ~ ~ h r o n o l o g l c a l  CompulerTepe(s) 

Other (apeclfy) 

Bound Book ~tdw  ape ~ ~ e o g r a p h l c e l  

10 Annual Accumulallm 
Other (spedfy) rn Olher (specify) - 

Number 

flle Drawer(8) 
IJ Mlemnlm Reel(e) 

Computer Tepe(s) 

Other (8pedfy)- 

11. FNe Is Uaed 12. Flle Bewmes lnscnve ARer 

8 
1 Delly WesLly Monthly Annually Number 0 Monlh(s) Yaar(8) 

13. Currenl Locallon(s) (Bldg., floor, Room) 14. Is Record Setlea DupHcaled Elsewhere? (If yes, apeclty agency or office.) 

Department of Human Resources YOS NO 

311 W. Saratoga Street, ath Floor Baltimore, MD 21201 
15. Access Heslricllons (If Yws, cilo Law@) LL Regulatlon(s) 18. AudllRequlremenla 
[7 Y No 

IXj None Slale Federal Independent 

17. 10 an Index System used7 Ilyas, exploln brle(ly and daacribe rqulrsmsnls 18. Recommended Retentlon 
YOU NO Retaln for 41% (6) yean, then screen and destroy rnaterlal that la no longer 

needed for current buslnesa wlth the followlng exceptlon: Transfer to the 
Maryland State Archive for permanent retention any materlal that serves to 
document the orlgln, development, and accompllshrnents of the oMce and 
has contlnulng adrnlnletratlve, fiscal Iegel, or historical value. 

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

victarle cley 41 0-787-7529 September 12,2012 

Admlnlsbetlve Offfcer, 111 



'Instructions -Type o r  Pr lnr  a separa te  f o r m  for DEPARTMENT OF GENERAL SERVICES 
e a c h  n e w  o r  revlsed record  serles. F o w a r d  RECORDS M A N A G E M E N T  O l V l S l O N  
w i t h  Records Reten l lon  Schedu le  (DGS 550-1) 7275 Water loo  Road, P.O. B o x  275 

PAGE OF 3- 
Jessup, Mary land 20794 

410-78B-1830 

1. Depar tmenVAgency  2. Olvlsion 3. U n l t  

Department of Human Resources Budget Management Budget Finance 

I I 
DEFINITION:  R E C O R D  SERIES: A g r o u p  o f  re lated records normal ly  f i led a n d  used a s  a unl t  fo r  reference a s  well a s  retention a n d  dlsposll ion . 
p u r p o s e s .  

4. R e c o r d  Ser les  Tltle 5. Ear l lest  Year lLatest  Y e a r  
Budqet and Fiscal Plannlnq Records t o  

I 
6. R e c o r d  Ser ies  Descr lpt lon (Brlefly descr ibe  the types of lnformationldocumentslfonns found In the serles. l n d u d e  t h e  p u r p o s e  o r  function af I h e  

series.) 

Budget Papers and Work Sheets 
Budget Estimates 
Budget Schedule Amendment Work Sheets 
Chart of Accounts 
7. Rocard Sertss F o n ~ l ( s )  Llsl all 8. Record Sad88 Sequence 0. Voluma 

Letter Slzs Mlcmtllrn @Alphabs~wl Number 

Legal Sks  D~ornpulerT'a~s B~umaficel Ale O m r ( s )  
Mlcmnlm R~OI(UJ 

0 Audla Tapa Floppy Dlsk ~ ~ h m n o l o p l c a l  Compulsr Tape(s) 
Otha (apeclb)- 

Bound Book Vldw Taps (Xl~eographlcal 
10. Annual Ammulallm 

Other (spac~fy) Other (s~aclfy) - 
Number 

II] flle Orawsr(s) 
MlmQlm Real(s) 
CompulsrTspe(s) 
01hsr fspaclfy) 

11. Flla Is Uaad 12 Flle Bsmmes lnadlve AAar 
3 

@ Dally Waekly Monlhfy t] Annunfly Number Monlh(n) Yosr(8) 

13. CUrmnt Lowllon(6) (Bldm,, Flwr, Roam) 14. Is Record Ssrlea Oupllcalsd Elsewhere? (11 yen, spcdfy agency or dl)ca.) 

Department of Human Resources yes W NO - - 
31 1 W. Saratoga Street, 8Ih Floor Baltimore, MD 21201 
15. Aocoss Reslrlctions (If Yes, cile Lsw(s) 6 Regulallon(s) 

1 None Slels Fader81 0 Independnt 

17. Is an Index System used7 lr Yas, ewpleln brisflyand descrlbe requlrarnenla 18. Recommended RetenHon 
yes NO 

Retain for three (3) yearn and until all requlrernents 

heve been fulfilled, then destroy. - 
19. Name a n d  T l l le  o f  Preparer  20. T e l e p h o n e  N u m b e r  21. D a t e  



,each new or revlsed record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retenflon Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 276 

Deperhnent of Human Resources 

I I 
DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unlt for reference as well as relentlon end dlsposltlon 
purposes. 

4. Record Series Tlfle ] 5. Earllest YearLatest Year 
LeqlslationlSublect Flle 10 

6. Record Series Descrlptlon (Briefly descrlbe the types of infometlonldocumentsliomsfound In the series. Include the purpose or funcllon of the 

serles.) 

Subject files relating to State and Federal legislation and reguletlons affecting DHR. 

Legal Ske [ rJ~ompuler~epe 

Audlo Tape Floppy Dlsk 

Bound Book Vldao Tape 

Olher (epeel~) 

~ ~ I p h a b s l l c . 1  Number I - 
8. Volume 7. Record S d e a  Formsl(8) Llal BII 

I Number 

II 8. Record Serkrs Ssquence 

Flle Dnnver(8) 

Mluollm Rsd(6) 

0 Compulsr Tsps(s) 

01har (speclty) 

Dally Weakly Monhly D Annually 

I I 

- 3 ,  
Number. [rJ Monlh(8) q Yeafls) 

11. Flle Is Used 12. Flle Becomes lnacllve Afler 

(I [XI None Stele Faded lndspwndsnl 

II 

13. Cunanl Larallon(a) (Bldg., Floor, Room) 

Department of Human Resources 
311 W. Saratoga Street, 8Ih   lo or Baltlmore, MD 21201 
15. Accoss Rnslr~cllons (I1 Yos, clle Law($ R Regulalion(s) 

14. I8 Rseord Ssrlss Duplleskd Elaewherw? (It yaa, rpedfy sgsncy ordllca.) 

yen NO 

16. Auffll Requlremenls 

Vldorle Clay 

17. IS en Index Syclem used7 11 yes, wxplaln bdeily enddesedbe requlrsments 

[rJ Yes NO 
18. Recommended Relentlon 

Rain for thme (3) yeem, then destroy 

21. Dale 18. Name end Tltle of Preparer 20. Telephone Number 



I : 

' each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

wlth Records Retentlon Schedule (DGS 650-1) 7275 Waterloo Road, P.O. Box 275 

man Resources 

Legislation File to 

6. Record Serles Doscrlptlon (Briefly descrlbe the types of infomalionldocumentslioms found In the serles. Include the purpose or funcllon of the 

I series.) II 
Files by bill number of fiscal notes, policy recommendations and testimony relating to State bills affecting 1 DHR. 

7. Record Series Formel(s) Llsl all 8. R m r d  Serlas Sequsnw 8. Volums 

ha Letter Sl te Mlcro(llm 

Leeel Slze ~Compuler  l ape 

Audio Tape Floppy Olslc 

Bound Book VldsoTspo 

01her (apeclly) 

FIle Omwer(s) 

Mlcmftlm Rsslfs) 

Compute Tapa(8) 
Olher (spsclly) 

10. Annual Aaumulellon li 
( Number 

Flle Drawar(a) 

Mlmlllm Rssl(8) 

0 CompulerTaps(s) 

Olhsr (spselfy) 

11. Flle ia Used 

oelr/ Monlhly Annually 

Department of Human Resources 

15. Accoss uoslncl~ons (I1 Yos, clle Law(6) L R o ~ ~ l s l l o n ( ~ )  16. Audll Requlmmenls 

151 None Slate Fedorrl lndapsndml 

47.' Is an Index Gyslsrn used7 If yes, sxplaln brleny and descrlba raqulremanls 

Victoria Clay 

36 550-4 ( H R V .  1/03) 



lnslrucllons -Type or Print a sepamle form for DEPARTMENT OF GENERAL SERVICES - I AQMCY RECORDS INVENTORY 

each new or revlsed record serles. Forward RECORDS MANAGEMENT DIVISION I 
wlth Records Relenllon Schedule (DGS 550-1) I 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 I 
410-789;1B30 

1. DepertrnenVAgency 2. Dlvlslon 3. Unll 

Department of Human Resources , Budget Management Budget Finance 

I I I 
DEFINITION: RECORD SERIES: A group of related records normally flled end used as 8 unil for reference as well as retentlon and dlsposltlon 
purposes. 

4. Record Series Tllle 1 5. Earllest YearILatest Year 

State Bills 
' 

to 

6. Record Series Descrlplion (Brlefly descrlbe the types of inforrnetionldocumentslforrns found In the series, Include the purpose or funollon of the 

series.) 

The file consists of a complete set of State bills for each legislative session. 

7. Record Sedss Formal(@) Llal ell 6. Reard Seties Ssqusncs 8. Vdume II 
[XI Lepel Stzs OCompvlnr~eps 

0 Audlo Taps Ropw Olsk 

a Bound Book ~ ' ~ l d s o  Tapm 

Olhsr [specfry) 

I Number . 

I I 
11. Flle Is Used 12. Flle Becomes lnadlve Afler 

Dally Weekly Monlhly 0 Annuslly 

13. Cunanl Locsllm(e] (eldg., Flacr, Room) 14. in Record Sarlse Dupllcalad Elsswhsre? (11 yes, spec1)y agency or oMce.) 
Department of Human Resources 
311 W. Saratoga Street, 8'h Floor Baltimore, MD 21201 

15. Access Reslrlcllons (If Yes, clle Lsw(a) & Reguletlon(e] 11 16. Audlt Raqulremenls 

R B' None t] Slsle 0 Fedsrsl lndapendsnl 

17. Is an Index Syslem usad? I f  yes, expleln bdelly and descdbe requlremenls 16. Recommended Retentlon 
O Y e a  N o  Retain for three (3) years then destroy. 

19. Name and,~ltie of Preparer 

Vldoria Cley 

A d m l n l ~ t l v e  Officer, Ill 

20. Telephone Number 21. Dale 

41 0-767-7628 April 10,2012 

I5 6S0-4 (Rev 1/83) 



Instrucllons -Type or Prlnt a separate form for DEPARTMENT OF GENERAL SERVICES I A(IENCY RECORDS INVENTOW 

each new or revised record serles. Forward RECORDS MANAGEMENT DIVISION 

ll wlth Records Retentton Schedule (DGS 550-1) I 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20704 
1 410-788-1830 

1. DepahenVAgency 2. Divlslon 3. Unit 

Department of Human Resources Budget Management Budget Finance 

I I 
DEFINITION: RECORD SERIES: A group of related records normally flled and used as a unit for reference as well as retention end disposltlon 

. Purposes. - 
4. Record Serles Tltle 1 5. Earllest YearILafest Year 

/ Reference Files to 

6. Record Serles Description (Briefly descrlbe the types of lnfonallonldocurnentslforms found In the series, Include the purpose or funcllon of the 

serles.) 

This file consists of the daily Congressional Records advance sheets of the Public Laws of Maryland 

7. Record Ssdss Formal{  Llsl 811 8. Record Sarles Ssqusnce 0. Volume 

- 
Lanor Ske Mlcrnnlm ~ ~ l p h s b e l l c a l  Numbar 

rn Legal Slza O C o m p u l e r ~ ~ p e  

AudlaTaps 5 Floppy Olsk 

Bwnd Book VldsoTeps 

01her (spsdb)- 

I 

@~umerlcal 5 Flla hawer(s) 

Mlcmnhn Reel(s) 
~ C h r o n d a g m ~  0 ComputarTape(a) 

Orher (epsclly)- 
mosagraphlml 

10. Annunl Accumulsllon 

0 OtWspeeny) - - 
Number 

Flls Drawer(&) 

Mlcronlm Real(a) 

0 CompulerTaps(s) 

Omer (~PWY),,__ 

-1 
Number rn MonIh(8) Yeorfa) 

13. Cunsnl Locellon(s) pldg.. Floor, Room) 14. Is Rswrd Ssrfes Oupllcalsd Elsawhers? (If yes, spsdly agency or ~Mce.) 

Department of Human Resources yes IX) NO 1 
31 1 W. Saratoga Street, B ' ~  Floor Baltimore, MD 21201 I 
15. Accoss Reslrlclionr (If Yes, clle Lsw(s) R Regulsllon(s) 11 f8. Audll Raqulnrmenls ii 

(I @ Nona tj Slale Federal lndepandsnt 

7. Is an Index Syslem used? II yes, sxplsln bdBIlysnd dascribs requlremenls 18. Recommended Retenllon 
0 Yes No Retafn for one (7) year then destroy 

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

lctoria clay 1 410-707-7629 ( bd lo@ 2012 

dmlnlstratlve Offlwr, Ill 

650-4 (Rnv. 1193) 



- 

InstrZlctJons -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES 

each new or revlsed record serles. Fowerd RECORDS MANAGEMENT DIVISION 

wlth Records Retentlon Schedule (DGS 550-1) II 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

1. DepartmenUAgency 2. Dlvlslon 

Department of Human Resources Budget Management 
3. Unlt 

Budget Finance 

11 DEFINITION: RECORD SERIES: Agroup of relat:d records normally filed and used as a onit for rchrence as well as retention and disposition - .  
purposes. 
4. Record Series Title 5. Earllest Yearkatest Year 

Federal Bills: (Reference copies) to 

6. Record Series Descrlptlon (Brlefly describe the types of lnformatlonldocuments/forms found In the series. Include the purpose or functlon of the 

series.) 

This file consists of federal public laws affecting DHR and only reference copies 

7. Record Serles Fonnat(s) Llst all 8. Rewrd Sefles Sequence 9. Volume 

Lwel Slze OComputer Tape IXjNum~cel IXJ m a  Drawsr(s) 
Mlcmfllm Reel(6) 

Audb Tape Floppy 018k bg~hrnnologlcal Computer Tape(@ 

Other (apsclfy) 

Bound Book Vldso Tape ~~eug reph les l  

10. Annuel Amumulsllon 

Olher (specify) Ofher(spedfy) - 
Number 

Flle Drawer(s) 

Mlorofllm Rwrl(a) 

C] CompularTepe(s) 

Olher(spedfy) 

11. Flle Is Uaed 12. Flle Becomes lnadlve Alter 

6 Ralsln untn rapeelad or no longer nssdsd, than deslroy 

Dally Weekly Monthly a Annuelly Number Monlh(s) 5 Yesr(8) 

13. Cunenf Locallon(s) (Bldg., Flow, Room) 14. la Record Serlea Oupllcsted Elsewhere? (Ifyst, 8Paclfy aQsncY or flca.1 

Department of Human Resources 

16. ~ u d l l  Requlremants 

None 5 Slsle Federal Indopendent 

11 18. Recommended Retentlon 
a y e s  NO 

Retaln untll repealed or no longer needed, then deetmy. 

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



with Records Relenflon Schedule (DGS 550-1) I 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 I 
lnstructlons -Type or Prlnt e separate form for DEPARTMENT OF GENERAL SERVICES I each new or revised record serles. Forward RECORDS MANAGEMENT DIVISION 

AOENCY RECORDS INVNVEMORV 

1. DeparhnenVAgency 

Department of Human Resources 

I 
6. Record Serles Descrlplion (Brlefly descrlbe the lypes of informatlonldocurnentslforms foondjn the series, lndode the purpose or functlon of the 

serles.) 

This flle consists of budget papers and worksheets, estimates, schedule amendment work sheets and Chart of 
Accounts. 

I I 
DEFINITION: RECORD SERIES: Agroup of related records normally filed and used as a unit for reference as well as retention and dlsposlllon 
purposes. 

410.709-7930 

2. Dlvlslon 

Budget Management 

4. Record Serles Tltle 

Budget Management Plannina Records 

Legel Slze ~ ~ o r n p ~ l e r ~ e p e  

0 A W  Tape Floppy DII 

3. Unit 

Budget Flnance 

5. Earllest YearlLatest Year 

to 

Bound Book Vldw Tape 

q 01hsr (spectry) 

I 7. Remrd Serles Format(s) Ltst an 8. Remrd Serles Sequence 

IXI me DWer(6) 
C] Mlcmfllm Real(s) . 
C] Computer Tape(8) 

9. Volume 

I I Number 

(Xl~eogrnphlcal 

Other (spW) - 

Flle O m r ( a )  

MlcmnA Reol(8) 
Computer Tap+) 
01hmr (speclfy) 

Other (apedry) 

10. Annual Aaxrrnulallon 

3 
Dslly Weakly Monthly Annually # Z b e r  Monfh(s) Yew(%) I 

I I 
11. Flle Is Used 

31 1 W. Saratoga Street, 8Ih Floor Baltimore, MO 21 201 11 
15. Accoss Reslricllons ( I f  Yes ,  clle Law(s) h Raguletlon(s) (1 18. Audll Requiremenla 11 

12. R e  Becomes lnecllve ARar 

13. Currant Locatlon(8) (Bldg., Floor, Room) 

Department o f  Human Resources 
14. Is Record Serles Dupllwted Elsewhere? (If yes, speclfy agency or oRl0e.) 
UYS~  NO 

I-J Yes a No 

September 12,2012 Il 

None Slele Fedeml lndapendtnt 

17- la an Index System uses) If yes, explaln bflefly snd desnlbe requlremenls 
rives  NO 

18. Recommended Retention 

Retain all copies until all Federal and State 
requirements have been fulfilled then destroy. 

19. Name end Tltle of Preparer 20. Telephone Number 21. Date 



3 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retentton Schedule (DGS 550-1) 

DEPARTMENT OF HUMAN RESOURCES BUDGET & FINANCE PROCUREMENT 

series.) SERVICES CONTRACTS TO INCLUDE REQUEST FOR PROPOSALSnNViTATlON FO RBIDS; LIST OF BID 

LsKerStzo Mlmfllm 

Legal Slzs ComputerTape 
Mlcmmm Rsal(s) 

Awllo Taps Floppy Disk 

[7 Bwnd Book a VldaoTape 

a h e r ( s p e o l V ) - c D ~  [I1 Ohar (spaclv) - 

Compulsr Tape(@ 

Olher (spedbl- 

0 DaHy Igj Weakly Monthly Annually a Monlh(a) Ywrts) 

t] None IX[ Slale Fedstel Independent 

Retain for seven (7) years from explrafion contact, end until all audlt 

requirements have been fulled, whichever Is later, then destroy. 



Instructions-Type or Prlnt a separate form for DEPARTMENT OF GENERAL SERVICES 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 P A D E A L  OF - 3 1  
Jessup. Maryland 20794 

410-789-1930 

1. DepartmenVAgency 2. Dlvlslon 3. Unlt 

DEPARTMENT OF HUMAN RESOURCES BUDGET & FINANCE PROCUREMENT 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and dlsposltlon 
purposes. 
4. Record Serles Title 5. Earllest YeerlLatest Year (Contract Ending Yeer) 

SERVICE CONTRACTS UNDER $25,000 to ,=- 
6. Record Serles Descrlptlon (Bhfly descrlbe the types of lnforrnatlon~docurnentsIf~rms ;ound In the series. Include the purpose or fUnctl0n of the 11 
series.) SERVICES CONTRACTS TO INCLUDE REQUEST FOR PROPOSALSllNVlTATlON FO RBIDS; LIST OF BIDDERS AND 

OFFERORSIBIDDERS RESPONSES. 

7. Record Serlsrr Fmet(s) Lld at 8. Re& Serles Sequence 9. Volume 

-. 
LenwSlre Mlcmfilm Alphebetlcd Numbar 

5 Legel Szs [7 Cornpuler Tops Numsrlcel [I) Flle Drswer(s) 
Mlcmlllrn Rssl(s) 

Audlo Tape Floppy Dl* 0 Chronobgful Computer TOW(S) 

01har (spedW)- 

Bound Book Vldeo Tape Qeographlcal 

10. Annual Acournuleflon 

Other (s~edV)-,C- other (spedW) - 
Number 

Flle Drawer($) 

Mlcrofllm Rsel(s) 

Computer Tepe(s) 

Ofher (specify)- 

11. Flle Is Used 12. Flle Becomes Inaclh After 

-1- 
[1 Dally Weekly Monthly Annually Number Month(8) Year(s) 

13. Current Lmallon(s) (Bldg., Flow, Room) 14. IS Record Serles DupAmted Elsewhere? (If yea, specify agency or omce.) 

Rrns 060 A, B 8 C (afler 3years Rles sent to Jessup) Yes No 

15. Access R8slrlctlons (If Yes, clta Lew(a) 6 Regulellon(a) 18. ~ u d l l  Requlrmenls 

UYW [XI No 
None [XI Stele Federal lndmpmdent 

17. 1s an Index Syslem used7 If yes, explaln bdefly and describe requlrernmts 18. Recommended Retention 
0 Yes No 

Retain for seven (7) years from explratlon contact, end unlfl all eudlt 

requlrernents have been fulfilled, whlchever Is later, then destroy. 

ame and Title of Preparer 

DGS 550.4 (Rev. 1183) 



lnstructlons -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES 

each new or revlsed record serles. Forward RECORDS MANAGEMENT DIVISION 

with Records Retentlon Schedule (DGS 550-1) 7275 Waterloo Roed, P.O. BQ 275 PAQE b- OFL 
Jessup, Maryland 20794 

1. DeperfrnenVAgency 

Department of Human Resources 

2. Dlvlslon 

Budget & Flnance 

3. Unit 

Procurement Dlvlslon 

I I 
DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unlt for reference as well as retention and disposltion I 
purposes. 
4. Record Serles Title 5. Earllest YearlLatest Year 

I Purchasing Records Over $25,000 ,3007 to 2 0 0 8  

I 

6. Record Serles Descrlption (Briefly descrlbe the types of lnformatlonldocumentslforms found In the serles. include the purpose or funcllon of the I 
serles.) 
Items purchased on State contracts, purchase orders, report of partial delivery, purchase orders (purchase order me with blds, bid board nolice, ll 
waivers and other related documents.) 

7. Record Serfss Format(s) Llst ell 8. Record Serlss Sequence 0. Volume 

m Letter S b  MlmRlm 

Legal Slzs Computer Tape 

Q ~ u d l o  Tape flopw a s k  

0 Bound Book VldeoTape 

Other (spedn/)- 

[XI Alphabellcal 

10. Annusl Accumulallon II 
t3 Rle Drawer(8) 

0 Mlorofllm Raal(s) 

Compuler Tepe(8) 

(Xl Olher (lipeclfy) Boxes- 

I 
11. Flle Is Usad 12. Rle Becomes lnacllve ARer 

-3- 
rn DeHy Weekly Monlhly Annually Number Monh(s) Year(s) 

J 

13. Current Locallon(a) (8ldg.. Floor, Room) 14. Is Record Ssrlss Dupllcsled Elsewhere? ( I lyw, epeclly agency or oMae.1 

Roam 950 A - C Yes No 

None rn Slate Fedeml lndwadan l  

18. Recommended Retentlon 

Retain for three (3) years, or untll all audlt requirements have been 

fulfilled, whlchever Is later, then destroy. 

19. Name and Tllle of Preparer 20. Telephone Number 21. Date 

Sandy Johnson 41 0-767-7408 09/14/2012 



t 

* "  

each new or revised record serles. Forward RECORDS MANAGEMENT DNlSlON 

wlth Records Retenllon Schedule (DGS 550-1) 7275 Waterloo Road, P.O. BOX 275 
PMX 0 ~ 2 3  

Jessup, Maryland 20794 

Deparhent of Human Resources Procurement Division 

purposes. 
4. Record Series Tltle 5. Earliest YearlLalest Year 

Purchasing Records Under $25,000 ,2007 to -2008 
I 

6. Record Series Description (Briefly describe the types of lnfomatlonldo~lmentslforms found In the series. Include the purpose or functlon of h e  

serles.) 

(XI Lever Slze 5 Mlctdlm 

(XI Legal She Computer Tape 

Audlo Tape floppy Olek 

Bound Boolc Video Tape 

01her (specify) 

Compdar Tape(6) 

Olher (speclFy) 

a Dally Weekly Monlhly Annually Month(#) Yesr(a) 

None ~ 3 l e l e  Federal lndrpendrnl 

Retain for three (3) years, or untll all audit requlremenls have been 

fulfilled, whlchever is later, then destroy. 

OGS 6504 (Rev. 7183) 



C 

each new or revlsed record series. Fomrd RECORDS MANAGEMENT DIVISION 

wnh Records Retention Schedule (DGS 550-1) 

Department of Human Resources Pmcurement Dlvtslon 

Thls flle consists of orlglnal Purchaslng Card Logs, statements and recehring Hcket. 

Loner Ske Mlcmtllm 

Lsgsl SRe Campuler Taps 

Audlo Tape Flapw Dlslc 

Round Book Vldeo Tape 

0 t h ~  (8pedly)- 

Other (spedfy) 

a Dslly Weekly 69 Monlhty Annually 17 Monlh(s) Yaer(a) 

5 Yes No OHR. Accl MvNon, 3f1 W. Saratoga Slreef. Balnmore MD 21201 

None Slate 17 Federal '0 lndspendm! 

fulfilled, whichever Is later, then destroy. 

YGS 650.4 (Rev. 1193) 



lnstructlon~ -Type or Prlnt a separate form for DEPARTMENT OF GENERAL SERVICES AOENCY RECORDS INVENTORY 

each new or revlsed record serles. Fonvard RECORDS MANAGEMENT DIVISION 

with Records Retanlion Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE 18 OF 

Jessup, Maryland 20794 
410-709-1830 

1. DepsrtmenVAgency 2. Dlvlslon 3. Unll 

Department of Human Resources Operations Budget & Finance 

( I[ DEFINITION: RECORD SERIES: A q r o u ~  of reletid records normally filed and used as a unlt for referende as well as retention end dlsposillon purposes. 11 
4. Record Serles Tltle 

Accounts Payablei Accounts Receivable 
5. Earliest YearILatest Year 

to 

- - -- -- - - -- - - - - --- -- - - 

8. Record Serles Descrlpllon (Briefly descrlbe the types of lnformatlonldocuments/fonns found In the serles. Include the purpose or funcllon of lhe serles.) 

This file consists of Certificates of Deposit, Invoice Transmittals, Travel Advance and Settlement Files, Interagency 
Payments, Telecommunication Invoices/Statements, Year-end Accrual CalculationslPayouts, Automated Working Fund 
Deposit Ledger and Lease FilelRent Register. , 

7. Rewrd Serlea Fonat(8) Llal all 

hll Leltsr Sze [3 Mlcmitm 

Legal Slza Computer Tepe 

AudloTape Floppy Olsk 

Bound Book Vldm Taps 

Other (speclrU)- hll Ofher (specify) -Fiscal . 
Year- 

11. Flle Is Used 

Dally Weekly Monthly II] Annually 

12. File Becomes lnacllve Afler 

-3- 

Number Mmlh(8) a Ynar(s) 

13. Currsnl Locallon(s) (Bldg., Floor. Room) 14. Is Record Series Dupllceled Elsewhere? (If yea. spsclfy agsncy or oMce.) 

Basement, 311 west Ssreloga 61, Balllmore MD 21201 [3 Yes No 

J 
15. Access Reslrlcllons (If Yes. clle Lew(s) 8 Regulellon(6) 16. Audlt Requlramenla 

Yes ti4 No 

None rn State rn Fedanl a Independent 

17. Is en lndox System used? I1 yes, explaln bdsfly and dascdbe raqulremenls 18. Recommended Relenllon 

Retain for three (3) years or until all audit requirements 
have been fulfilled, whichever is later, then destroy. 

19. Name and Tltle of Preparer 20. Telephone Number 21. Date 

Barbara Walker, Dlrector of Accounting Operatlons 410 7677740 09/14/2012 

I 1 II 
OGS 5504 (Rov. 1/93] 



lnstructlons-Type or Print a separate form for I DEPARTMENT OF GENEML SERVICES I AGENCY RECORDS INVENTORY 

I( each new or revised record series. Fornard I RECORDS MANAGEMENT DIVISION I 
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410789-1930 

1. DepartmenVAgency 2. Dlvislon 3. Unit 

Department of Human Resources Operations Budget & Finance 

I 
I 1 DEFINITION: RECORD SERIES: A group of relalid records normally nled and used as a unit for referenCe as well as relenlon and dlsposltlon purposes )I ' I I 

4. Record Serles Title 

General Accounting Records 
5. Earliest YearlLatest Year 

lo 

I 
6. Record Series Description (Briefly describe the types of Informatlon/documents/forms found In the series. Include the purpose or functlon of the serles.) 

This file consists of Local Assistance Reports and Balance Sheets, Summary of Assistance Reports, FMlS Monthly 
Appropriation, Expenditure and Revenue Reports, Vendor Addition and Changes, Daily Check Receipt Log, Working Fund 
Issued Check Copies, Negotiated Checks, and Voided Checks, Journal Entries/Distributlon of Charges, Working Fund Bank 
Reconciliations. 

7. Record Serles Formal(s) Lht all 8. Record Serler Saquenw 9. Volums 

(XI Lsnsr Ske Mfaulllm 17 Alphabsllcal Number 

L W ~ \ S I ~  n ~ m n p u t w ~ a p o  0 Numerical. File Drewetfs) 

Ml~mnlm Reel(8) 

I Audio Tape Roppy Olsk Chmnobglml CompularTapa(s) 

0th.r (sp.dn,)- 

Bound Book Vldw Tape 0 O m g n p h l d  

10. Annual Accumulsllm 

0 t h ~  (spdt)- Olher (apaca'ly) -Fiscal 
Year- Number 

Flle Dnawsr(8) 

Mlcrofllm Reells) 

Computer Tapels) 

0 Olher (spsolfy)- 

11. Fils Is Used 12. Flle Becomes lnactlve ARer 

-3- 

(XI Dally Weekly Manlhly Annually Number Manth(s) Ysar(s) 

13. Curtent Locallon(s) (Bldg.. Floor, Room) 14. Is Record Sertss Dupllwted Elsewhem? (It yw, speclly agency orofflce.) 

/ Basarnsnl, 311 weat Sareloge st, Balllmoro MD 21201 Yes NO 

15. ~ c c a s s  Reslflcllons (If Yes, die Lew(s) h Regulellon(s) 16. Audll Requlremenls 

Nons Slale Fadsml Independent 

17. IS an Index System used? If yes, expleln brlefly end descrlbe requlremsnls 18. Recommended Retention 

Retain for three (3) years or until all audit requirements 
have been fulfilled, whichever is later, then destroy. 

II 

19. Name and Tille of Preparer 20. Telephone Number ' 21. Date 

Barbara Walker, Director of Accounting Operations 4107677740 09/04/2012 

1 I - 
DOS 550-4 (Rev. llB3) 



lnstructlons -Type or Print a separate form for 

each new or revlsed record serles. Forward 

with Records Retenlion Schedule (DGS 550-1) 

1. DepartrnenVAgency 

Department of Human Resources 

I 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 I P m e  7 - f j  w 3 13 
Jessup. Maryland 20794 

410.788-1930 

2. Dlvislon 3. Unit 

Operations Budget & Finance 

I I 
, DEFINITION: RECORD SERIES: A group of related records normally flled and used as a unit for reference as well as retention and disposllion purposes. 

4. Record Serles Title 1 5. Earliest YearlLatest Year 

I/ Accounts Receivable Files 

L I 
6. Record Series Descripllon (Brlefly descrlbe the types of lnfonatlonldocurnentslformsfound In the series, Include the purpose or functlon of the series.) 

Central Collections Unit (CCU) Accounts Receivable Files, CCU Collection Statements and Distribution. 

7. Record Sede8 Forrnal(a) Llel ell 8. Record Serles Sequence g. Volume 

[I Lsgal Slze CompulerTepe 

Audlo Tape Flopw Olsk 

Bound Book ' [7 Video Tspa 

omor (spadW)- Othar (speelfy) -flscsl 

Year- 

[I Fll8 Orawsr(s) 

Mlcmfllm Reel(e) 
Cwnpu(erTepe(s) 
Olhsr (spedfy) 

Flle Drnwer(s) 

Mluonlm ~ e e ~ ( s )  

Campulsr Tape(s) 

Other (s~edfy)- 

I I 
11. Flle Is Used 12. FNe Becomes lnacllve After 

0 Dally Weekly Monlhly Annually 
-resolved vla coRecllon . may be 1 year- 
Number Monlh(6) IXj Yesr(s1 

II 13. Current Locallon(s) (Bldg.. Floor. Room) 
Besemsnt. 311 west Seraloge 81, Bslllmam MD21201 

14. Is Record Satles Dupll~sled Elsawhere? (If ye*, specify sganq or offla.) 11 Elm BNO 

15. Access Reslrlcllons ( l i ~es ,  clle Law(@ B ReguYlcm(s) 18. Audlt Requlremenls 

a Yes No 

None [XI Stale Federel Indopendent 

17. la  an Index System used? If yes, explaln brlefly and desoribs requiremen$ 

0 Yes NO 
18. Recommended Retention 

Retain until account is resolved via collection or "written off  
per CCU.* then destroy. 

19. Name and Tltle of Preparer 

Barbara Walker, Dlrector of Accounting Operations 

I 

20. Telephone Number 21. Dale 

4107677740 0411 21201 2 

DOS 5504 (Rw. 1193) 



lnstructlons -Type or Print e separate form for DEPARTMENT OF GENERAL SERVICES 
each new or revlsed record series. Forward RECORDS MANAGEMENT DIVISION 

wllh Records Retentlon Schedule (DGS 550-1) 

Department of Human Resources Budget & Finance 

Letter ~ b s  Mlmlllm 

Legal Slza Cornpula Tape 

Audlo Tape Floppy Dlsk 

e2) Bound Book VWeoTspe 

Olhar (spaclly) Olha (apecity) -Fiscal 

DaHy Weekly Monlhly e7] Annually Month(s) [XI Year(s) 

Nona [XI Slab Federal 0 lndapmdaf 

Retain for three (3) years or until all audit requirements 
have been fulfilled, then destroy. 

DFS 5504 (Rev. 1193) 



DEPARTMENT OF GENERAL SERVICES 

each new or revlsed record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Department of Human Resources 

i 
i 

Lever Size Mluuillrn 

I 
Legal Stzs Cornpuler Tape 

AudloTape Floppy Dlsk 

Olher (spsclfy) 

Bound Boak Vldsa Tape I 
Olher (spsdty) -Flswl 

Onny Weekly Monlhly Annually Monlh(s) Yaar(s) 1 

None rn Slale rn Federal Independent 

have been fulfilled, whichever,is later, then destroy. 

. - - - -- - .- . 



lnstructlons -Type or Prlnt a separate form for DEPARTMENT OF GENERAL SERVICES 

each new or revised record serles. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

epartment of Human Resources 
I 
I 

Special Accounting Records 1 
I 

Lener Slze Mlcmfilm 

Legal Slze Cmpu!er Tepe 

Audlo Tepe Floppy Olsk Computer Tape(s) 

17 Olher (specify) 

Bound Book Vldw Tape 

other (ep=iV)- Olher (spadw) -Fiscal 

Dally Weekly Monthly Annually Monlh(s) Year($) 
I 

Basement, 31 1 west Saratoga st. Balnmora MD 21201 

I 
None Slate Federel Independent 

Retain Permanently. Transfer every three (3) years to the 
Maryland State Archives. 

DGS 550.4 (Rev 1193) 

-- 



lnslructlons-Type or Prfnt a separate form for DEPARTMENT OF GENERAL SERVICES 
each new or revlsed record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retenllon Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE& OF 33 

Jessup, Maryland 20794 

1. DepartmenUAgency 2. Dlvlslon 

Department of Human Resources Operations 
3. Unlt 

Budget & Finance 

11 DEFINITION: RECORD SERIES: A proup of rela\e!d records normally filed and used as a unit fpr rekrenb as well as rekntion and disporillon purposes. 11 
Ii 4. Record Series Title 

Special Accounting Records 
5. Earliest YearILatest Year 

to 

I 
6. Record Serles Descrlptlon (Brlefly descrlbe the types of lnformationldocumentslioms found In the serles. Include the purpose or functlon of the Berles.) 

Reports of audits conducted by the Legislative Auditors. 

7. Recard Series Fonet(a) Llst an 8. Record Serles Seqwnm g, Volume 

Letter Slze Mlcronhn AlphabeHcal Number 

Legal Slze [7 Cornpuler Taw Numedcal Flle Drawer(s) 
Mlcmlllm Reel(s) 

Audlo Tape 0 Floppy Dlsk Chmnologlcal 0 ComputerTspe(s) 
Other (sprclfy) 

[XI Bound Book Vldso Tapa 0 Geognphlcal 
10. Annualkumul8tbn 

Olhar (spedly)- Other (apeolfy) y)flscml 

Year- Number 

Fna Drawer(g 
[7 Mlcmnlm Reel(3) 
Cj Computer Teps(8) 

other (spWfy)- 

11. Flle la Used 12. Flle Becomes lnacllve ARer 

-10- 
Dally Weekiy Monmly (XI Annually 

I 
UIbBr a Malh(s) eZj Ywr(s) 

II 13. Currenl Locellon(s) (Bldg.. Floor. Room) 

Basamant, 31 1 west ,ltoge al, Balllmora MO 21201 
14. Is Record Serlea Oupllosted Elsawhere? (If yes, spsdfy agency or om-.) 

15. Access Regtrlcllona (If Yos, dte Lew(8) 8 Regulallon(a) 18. Audlt Requlremenls 

Yes No 

0 None State Fadernl 0 Independent 

17. Is an Index Systsrn used? If yes, sxplsln brleny and descrlbe raqulremenls 18. Recommended Relentlon 
Yes No Retain for ten (I 0) years, then destroy. 

19. Name and Tltle of Preparer 20. Telephone Number 21. Date 

Barbara Walker, Director of Accounting Operations 410 787 7740 04/12/2012 

DGS 550.4 (Rev. 1\83) 



each n e w  or revised record serles. Forward RECORDS MANAGEMENT DIVISION 

wilh Records Retentlon Schedule (DGS 550-1) 

Employee History Card File. 

Lellst Slze Mlcmfflm 

[j Lapel S b  Cornpuler Tape 

Avdlo Tape Floppy Dlsk 

Bound B o d  Vldeo Taps 

Olher (speclIy)-card___ 

Dany Weekly Monthly Annually Monlh(8) [XI Yeer(8) 

None Slale Federal lndepsndsnl 

7. lsen index System used? If yes, expleln brieny and descffbe rwqulrementa 18. Recommended Retention 

"Retain for ten (10) years after termination of employment 

"Internal Revenue Service only requires (6) years. 

DOSS50.4 (Rov li93) 



b 

e a c h  new or rev ised  record series. Forward RECORDS M A N A G E M E N T  DIVISION 

with Records Retent ion  Schedule (DGS 550-1) 7275 Waterloo R o a d ,  P.O. Box 275 

Budget & Finance 

Payroll Accounting Records 

Payroll Exception Time Report (ETR), Payroll Positive Time Report (PTR), Leave Records, 
Salary Distribution Worksheets and Printouts, 604 form (PersonnellPayroll form), 127 forms and Timesheets 
Payroll Contracts 

IJ lettar SIZE Mlwonlrn 

Legal Slze 17 CompulerTape 

Audlo Tapa floppy Olsk Cornpuler Tepe(m) 

El Omer (spselly)- 
0 Bwnd Boob 17 VldeoTape 

Other (apeclfy)-card- 

CompulerTape(a) 

Other (spedfy)- 

a Deity Weekly Monthly Annuelly Month(#) fl Yesr(a) 

None Stale Fedaral a lndepndenl 

IGS 650 4 (Rw. 1193) 



- 

, 
# 

Inslructlons -Type or Prlnt a separate form for DEPARTMENT OF GENERAL SERVICES 

each new or  revised record series. Forward 

I 
I 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Department of Human Resources 

Miscellaneous Accounting Records 

1x1 LMar Slze Mlnonlm 

! 
Lagal Slze Computer Tape 

Audlo Tape Floppy OM Compuler Tape(=) 

Ofher (51~eclf~)- 
Bound Book VldsoTspe 

0m.r (4~dl~)- Olher (spedfy) -Flacal 

Dally 0 Weekly Monthly Annually Monlh(s) Yeer(8) 

None 61ala Federal Independent 

i 

- -- - - - 



- - - - 

each new or revlsed record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

I 

Department of Human Resources 

I 

Cost Allocation Plan 
i 
I 

i 
i 

Letier Ske Mlaolllrn 

.m Legal Slza [7 Computer Tape 

Audlo Taps Flcqpy Disk 

I 
Bound Book M e o  Tape 

C] Mher (spsclfy) 

I 

[XI Dally [7 Weekly Monlhly Annuslly Monlh(a) Yaar(6) 

[7 None [7 Steh Federal [7 hdependsnl 

State Archives. 

Director of Cost Allocation & Revenue Mgrnt 

DGS 550.4 (Rev. 1/93) 

--- - 



, 

;? ' 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retentlon Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAOE zn OF 3 3 

Budget & Finance 

I 

7. Record Gerles Fonal(a) Lhl all I 8. Record Serlss Sequence 9. Volume 

Letter Sba 0 Mlcmlllm 

Legel Slm (7 Compular Tape 

AudloTapa Floppy 0lsk' 

ewnd ewu Vldeo 1- 

a Olher (spsclty) 

I 

I Numeflml 
File Drawefla) 

Mlwnlm Reel(a) 

5 Chmnologlcal CornputarTape(a) 

[XI Olher (spaclfy) cum l l y  rrmMahed In wnlrers area- 
Qsoyraphlcal 

10. Annual Aocumulalbn 

0 Om- (sPecl(L) - Cannot quml@ exactly- we produce d a rnlnlmum 4 reports per year 

I Number 

me Dmwar(s) 

Micmnlm Raal(a) 

Computer Tape(8) 

01her (spedfy)- 

I I 
11. FOe Is Used 12. File Becomes lnaclhre Afler 

9118 never becomes I n a c U v L  

Oeily C] Weekly Monmly Annually Number Monlh(6) Yeer(8) 

13. Current Lmllon(s) (Bldg., Floor, Rwm) 

In workers srea on Bh noor 

14. Is Record Series Dupllcaled Elsewhere? (If yes, apedfy agency or offlce.) 

[XI Yes No Soma Inlormallon also melnlalnsd on the ZT bo r l n  Iha Adrnln 

Asstslanl area 

16. Access Aeslrlclbns (If Yw, clla Law(s) 6, Regulatlon(a) 18. Audll Requirements 

Yea IX] No 

(7 None [7 Slala a Faderal lnde?endant 

17. Is an lndsx Syslsm uesd? If yes, mplaln brlsfly and descrlbe requlrernenls 18. Recommended Retentlon Retain for flve (5) years, or until both 
0 Yes NO 

federal and state audlt requirements have been fulfilled, whichever Is 

19. Name and Tltle of Preparer 20. Telephone Number 21. Date 

Gregg Holland 1 410-767-7465 1 0911412012 

Dlrector of Cost Allocation 8 Revenue Mgrnl I I II 



each new or revised record serles. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Department of Humen Resources 

les.) This file consists of Federal Reports prepared by the Cost Allocation and Revenue Management Division within 
dget and Finance for the Department of Human Resources. 

Lefler Slzs Mkmnlm 

Legal SELe Cornpuler Tape 

Audlo Tope Floppy Dlsk 

Bound €look Vld0OTep. 

Other (specify) 

CompularTspa(r) . 
Omor (speclw) 

Dew WssMy Monthly Annudly Monlh(s) Yeads) 

None IJ ~ l e t e  ~sdeml lndspendanl 

Retaln for five (5) years, or untfl both federal and state audlt 

requirements have been fulfilled, whichever Is later, then destroy. 

Director of Cost Allocation EL Revenue Mgmt 

IGS 650.4 (Rev. 1183) 



e 

RECORDS MANAGEMENT DlVlSlON each new or ravlsed record serles. Forward 

with Records Retenllon Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

epertrnent of Human Resources 

id Rehab Program Records and Files 

6. Record Series Description (Brlefly descrlbe the types of Informatlonldocumentslfoms fwnd in the series. Include the purpose or funcHon of the 

serles.) This file consists of Title XIX Medicaid Rehab Program Records and Files 

7. Record Serles Formal(s) Llst all 

l 
a LelhlrSke MlcmRtm 

Lwal slze Cornpuler Tape 

0 Audlo Tape Floppy Dltk 

€!QtRld Book Vldm Tape 

Other (apedfy) 

I 8. Record Series Sequsnce 9. Volume I 

FNe Orawer(s) 

Mino(lm Red(6) 

0 ComputwTspo(s) 

Other (speclly) eurrentiy m8lntalnad In Wa 

10. Annual Amrmulatlon 

Cannot quanllfy exactly -we produca at 8 mhlmum 4 reports par year 

Numbw 

I I 

16. Audlt Raqulrernenls 

None Slate Federal lndependrnt 

11. FHe Is Used 

DaMy Weakiy Monthly Annually 

13. Cunmt Locatlon(s) (Bldg., Floor, Room) 
In wnkso nrsa on Bfiflwr 

12. Flle Bewmes Inectlve ARw 

-File never becomas Inadbe- 
Number Mmlh(s) Yesr(s) 

14. Is Retord Serlw Dupncated Elsowhere7 (If yes, speclly agency or offlce.) 

Yes No Some Informanon also malnlahed on the W floor In the Admln 

Asslslant area 

! 
; 

I (lregg Holland ' 1 4101767-7465 ' 1 0911412012 II  

State Archives. 

17. IS m Index System uaed? ~f yes, explatn bilefly and doscribe rsqu~ramenls 

[7 Yes hn No 

19. Name and Title of Preparer 20. Telephone Number 

18. Recommended Retention 

Retaln permanently. Transfer every three (3) years to the Maryland 

21. Date 

Dlrector of Cost Allocation & Revenue Mgmt I1 



4 ,  

.EP- * .RTMEiui; 'b;i' GEN ERAi S.-k-"-,-.-ES 
instructions -Type or Print a separate form for 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

wllh Records Retenlion Schedule (DGS 550-1) 

1. DepartmenVAgency 

Department of Human Resources Budget & Finance 

DOlT ASMl FMIS Security forms/ permlt DHR personnel access to FMIS. 

LeHer S h  0 M l m h  

L m l  Slza C] Campuler Tape 

D Audlo Tapa Fbppy Dl& 

Bound Book Vldeo Tape 

Olhor (speclk)- Olher (epectfy) - 

Dally Weakly BIMonlhly . Annually '0 Monlhfa) Yaafls) 

Rebln for three (3) yam h m  lrnt audlt by O W  

None Stale Federal lndspendenl 

by OLA, then destroy. 

IGS 550.4 (Rev. 1/93) 



instrvctlons-Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
I 410-798-1930 

1. DepertmenVAgency 1 2. Dlvlslon 

Department of Human Resources I Operations 

AOENCY RECORDS INVENTORY 

3. Unit 

Budget & Finance 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retenlion and disposition 
purposes. 
4. Record Serles Tltle 5. Earliest YearlLatest Year 
ASM BI-Monthly DHR Securlty Report to 

I 
6. Record Series Descrlptlon (Brlefiy descrlbe the types of lnfonatlonldocumentslforms found In the serles. Include the purpose or funcflon of the 

serles.) 

ASMI FMIS Security report (focus) sent by DOITIASM. Report ldentlfies posslbie connlc!s in FMIS Securlty profiles. 

L 
7. Rsmrd Ssrles Forml(s) Llst all 8. Record Serlts Sequence 9. Volume II 
0 Lsgal She Computer Tape 

0 Audlo Tepe 0 Floppy DfsV 

Bound Book Wdw Tepa 

Other (8peclfy) 

ed Flle Dmwer(a) 

MlcrofHm Resl(a) 

CompuhrTspe(s) 
5 Olher ( s p e c l f y ) e  

10. Annual Accumulallon I -  
Flla Orewrr(s) 

JJ Mloronlm Reel(e) 

[3 Computer Tape(8) 

Olher (npeclfy) 

I I 
11. Flle Is Used 12. Rle Becomes lnecke AHer I 

Oally Weekly BlMonlhly Annuany Monlh(a) Ynr(a) 

13. Current Locatlon(s) (Bldg., Floor, Rwrn) 14. Is Record Serles Oupllcaled Elsewhere? (If yes, speclfy agency w oMce.) 

Basement 8 Room 919.311 West Sarnloga Strest, BaRlmora Yes No 

16. Acoess Reslrlcllons (If Yes, 1218 Law(s) d Regulellon(s) 18. Audfl Requlremsnls 

None [XI Stale Fedaral lndependenl 

17. Is an Index System used? If yes, explaln brlefly and descdbe requ)re.mak 18. Recommended Retentlon 
Yes No 

Retaln for three (3) years from last audit by OLA, then destroy. 

19. Name and Title of Preparer 

James Coburn 

- - - - - - - 

SO. ~e~ephone Number 1 21. Date 

IGS 5504 (Rev. 1/83) 




