DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

Schedule No. 2615

RECORDS RETENTION AND DISPOSAL SCHEDULE i
Agency Division/Unit
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
L. General Administrative Correspondence File “":el‘]j‘:]‘]’ f‘;r]‘l’“"?m business .
Subject arrangement of original incoming letters, ¥‘t fe t° J’,wii}g e’;"eg“s";’t
copies of outgoing letters, memoranda, and other Arrix;lsivf fgr p:rm:zninretmﬁzn
material relating to the administration of the Budget and ay material that serves
Finance. document to the origin,
development, and
accomplishments of the office
and has continuing
administrative, fiscal, legal or
historical value.
2. Reading File
This file consists of a copy of letters, memoranda, Retain fi 1 f
reports and other miscellaneous papers relating to the d;t:‘:f lz; t‘;'r‘faf talz:ilrest(r);n
administration of the Budget and Finance. » v:
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 Representative.
Date ) Date z// %// 291X
Signature A |
Typed Name KEN bl Z’)Q/ Signature
. ) P ‘
Title Veyudy

A
DGS 550-1 Mmm(()‘%ﬁ&w




DEPARTMENT OF GENERAL SERVICES Schedule No. 2615
‘ RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 8
(Continuation Sheet)
Agency Division/Unit
Department of Human Resources Operations ~ Budget & Finance
item Description Retention
No.
Budget Management - Continued
4. 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 sudit
requirements have been
fulfilled, then destroy.
5. Reports ( Budget, Evaluation, Special Studies, Data | Retain for six (6) years, then
Analysis, etc. . . screen and destroy material
Budget History ~ tracking of Department'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) material that fier"es document
Guidance Package — primary method for ta?lg‘:c‘;‘gf;;ﬁs;‘l’]"e’ggﬁ;’:ﬁe
g::gigslr;g local input for budget decision-making affice and has continuing
- dministrative, fiscal, legal
b. PPES Feedback Package — summarizes local Eistoﬁfaﬂ:{:& e e
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.
’ g Retain for three (3) years and
6. Budget and Fiscal Planning Records until all requirements have
Budget Papers and Work Sheets been fulfilled, then destroy.
Budget Estimates
Budget Schedule Amendment Work Sheets
Chart of Accounts
DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 2615

Page 3 of 8

(Continuation Sheet)
Agency Division/Unit
Department of Human Resources Operations — Budget & Finance
item Description Retention
No.
Budget Management — Continued
7. Legislation/Subject File Retain for three (3) years,
Subject files relating to State and Federal legislation and | then destroy.
regulations affecting DHR.
Legislation Files :
5 Files by bill number of fiscal notes, policy t%zt:lu:cict’:otfee (3) years,
recommendations and testlmony 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.
legislative session.
10. Reference File Retain for one (1) year then
This file consists of the daily Congressional Records destroy.
advance sheets of the Public Laws of Maryland.
11. _-——_—_Fe_de':a' Bi"s. ) These records are only
_This 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 file consists of budget papers and worksheets,
estimates, schedule amendment work sheets and Chart
of Accounts.

until all Federal and State
requirements have been
fulfilled, whichever is later,
then destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 2615

Page 4 of 8

Agency
Department

Division/Unit

of Human Resources

Operations — Budget & Finance

Item
No.

Description
This schedule supersedes schedule #1023-6 in its
entirety

Retention

13,

14.

15.

Procurement Division

A. Service Contracts over $25,000
This file consists of contract that the Department has
entered into for provision of various services.

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
ltems 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
from expiration contract, and
until all audit requirements
have been fulfilled,
whichever is later, then
destroy.

Retain for seven (7) years
from 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.

DGS 550-1A

e ——e




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 2615

(Continuation Sheet) Page 5 of 8
Agency Division/Unit
Department of Human Resources Operations — Budget & Finance
Item Description Retention
No. This schedule supersedes schedule #1023-6
Accounting Operations Division
16. Accounts Payable/ Accounts Receivable Retain for three (3) years or
This file consists of Certificates of Deposit, Invoice until all audit requirements
Transmittals, Travel Advance and Settlement Files, have been fulfilled,
Interagency Payments, Telecommunication whichever is later, then
Invoices/Statements, Year-end Accrual destroy.
Calculations/Payouts, Automated Working Fund Deposit
Ledger and Lease File/Rent Register.
17. General Accounting Records
This file consists of Local Assistance Reports and Retain for three (3) years, or
Balance Sheets, Summary of Assistance Reports, FMIS | until all audit requirements
Monthly Appropriation, Expenditure and Revenue have been fulfilled,
Reports, Vendor Addition and Changes, Daily Check whichever is later, then
Receipt Log, Working Fund Issued Check Copies, destroy.
Negotiated Checks, and Voided Checks, Journal
Entries/Distribution of Charges, Working Fund Bank
Reconciliations.
18. Accounts Recewabl,e Files . Retain until account is
A. Central Collections Unit (CCU) Accounts resolved vix oollection of
Receivable Files, CCU Collection Statements and | «ritten off” per CCU* ,
Distribution. whichever is later, then
destroy.
*The Central Collection Unit either files
suit or decides to “write off the debt".
They are the only agency with the
authority to make that determination.
B. Debtors’ accounts paid in full.
Retain for three (3) years or
until all audit requirements
have been fulfilled,
whichever is later, then
destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 2615

Page 6 of 8

Agency Division/Unit

Department of Human Resources Operations — Budget & Finance
Item Description Retention

No.

Accounting Operations Division - Continued

19. 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

20. -
A. Reports of audits conducted by persons or

agencies other than the Legislative Auditors.
B. Reports of audits conducted by the Legislative
Auditors.

Payroll Accounting Records
A. Employee History Card File

21,

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

This file consists of general correspondence, year-end
work papers and closing statements, 1099 interface file
documents.

22.

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 (10) 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.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

- RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 2615

Page 7 of 8

Agency Division/Unit
Department of Human Resources Operations — Budget & Finance
Item Description Retention
No. This schedule supersedes schedule #1023-6 in its
entirety ‘
Grants Management Division

23. Cost Allocation Plan Retain permanently. Transfer
This file consists of State and Local Program Cost every three (3) years to the
Account (PCA) requests and supporting documentation. | Maryland State Archives.

It also contains responses to questions the Federal
Government may have concerning methodology.

24, ____g__gRa.ndom Mo’.nent Samplin Retain for five (5) years, or
This file consists of local department records such as until both federal and state
letters, rosters and source documents. This file also audit requirements have been
consists of state office records such as sampling plan, fulfilled, whichever is later,
incoming/outgoing memoranda, reports, studies and then destroy.
miscellaneous papers relating to the cost allocation
sample.

Federal Reports .

25. This file consists of Federal Reports prepared by the Retain for five (5) years, or
Grants Management Division within Budget and Finance | Until both federal and state
for the Department of Human Resources. MKKIESGIsREt) ke hoy

fulfilled, whichever is later,
then destroy.

26. Title XIX Medicaid Rehab Program Records and Retain electronic files

Files

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

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 2615

Page 8 of 8

Agency Division/Unit
Department of Human Resources Operations —~ Budget & Finance
Item Description Retention
No. This schedule supersedes schedule #1023-6 in its ‘
entirety
FINANCIAL SYSTEMS DEVELOPMENT
27, '
FMIS Security Forms After a recorq becomes
This 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. . i 3
DHR Security Report Retain for three (3) years

from last audit by OLA, then
destroy.

DGS 550-1A
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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
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

Jessup, Maryland 20794 pace 1 or 13
410-799-1830
1. Department/Agency 2. Division 3. Unit
Department of Human Resources Budget Management Budgset Finance

purposes.

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

4. Record Serles Tifle
General Administrative Correspondence File

5. Earllest Year/Latest Year
to

serles.)

to the administration of the Budget & Financs.

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

Subject arrangement of original incoming letters, copies of outgoing letters, memoranda, and other material relating

7. Record Serles Format(s) List all

X vLettersize O Microfiim
m L;gal Size D Computer Tape
D Audio Tape E Floppy Disk
Bound Book DVIdeoTape

D Other (speclfy)

8. Record Serles

[JAtphabetical
XINumerical

X Chronological
[XlGeographical

[[] Other (specify) ______

Number

Flle Drawer(s)

] Microfiim Reel(s)
[] Computer Tape(s)
[[] Other (specity)

10. Annual Accumulation

Number

] Flle Drawer(s)

] Microfilm Reel(s)
[ computer Tape(s)
[] Other (specify).

11. File Is Used

X Daily ] Weekly [ Monthly [J Annuvally

12. File Becomes Inactive After

Number [ Montn(s) B Year(s)

13, Current Localion(s)  (Bldg., Floor, Room)
Department of Human Resources
311 W. Saratoga Street, 8" Floor Baltimore, MD 21201

14, Is Record Serles Duplicated Elsewhere? (If yes, specify agency or office.)

[ ves B No

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

0O vYes [XnNo

16. Audit Requirements

K None [ State [] Fedsral [ Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

OvYes [JNo

18. Recommended Retention

Screen annuelly. Destroy materials no longer needed for current business with
the following exception: Transfer to the Maryland Stete Archive for permanent
retention any materal that serves to document the origin, development, and
accomplishments of l@lo office and has continuing adminlstrative, fiscal, legal or
historical valus.

19, Name and Title of Preparer 20. Telephone Number | 21. Date
Victoria Clay
Administrative Officer, Il 410-767-7529 September 12, 2012

DGS 550-4 (Rav. 1/83)




*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
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

-

Jassup, Maryland 20794 PAGE e oF 3
410.798-1830
1. Department/Agency 2. Division 3, Unit
Department of Human Resources Budget Management Budget Finance

Urposes.

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

4. Record Serles Title
Reading File

5. Earliest Year/Lalest Year

lo

series,)

This file consists of a copy of letters, memoranda,
administration of the Budget and Finance.

6. Record Series Descriplion (Brlefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

reports and other miscellaneous papers relating to the

7. Record Series Formal(s) Listali |
B Letter size [} Microfiim

Lagal Size  [JCompuler Tape

[J Audio Tape Floppy Disk

X! Bound Book {3 videa Tape

[2] Other (specify)

8. Recard Series Sequenca 9. Volume
[RAphabelical Number
Numerical 1X] Fila Drawer(s)
] Microfilm Reei(s)
X Chronological ] Computer Tape(s)
(] Other (specify)_______
Xl Geographical
10, Annual Accumulation
[] Other (specity) _____
Number

[ File Drawer(s)

3 Mtcrofim Reel(s)
] Computer Tapa(s)
[ other (specity),

11. Flla Is Used

P -

12, Flls Basomes inactive Afier

[ paly [ Waekly [J Monthty (5 Annustiy Numbar [ Month(s) (X Yeads)

13. Current Localion(s)  (Bldg., Floor, Room)
Department of Human Resources

[Iyes [XNo

14. Is Record Serfes Duplicated Elsewhara? (If yes, spacify agancy or office.)

311 W. Saratoga Street, 8" Floor Baltimore, MD 21201

18. Accass Restrictions (Il Yes, cite Lavi(s) & Regulalion(s)

O ves &N

18, Audit Requiremenis

B tone ((Jstste [T] Federat [TJ independent

17. Is an Index Systam usad? (f yes, expiain biishly and dascribe requiremenls

) [Oyes [XNo

18. Recommended Retention

Retain for one (1) from date of material then destroy.

19. Name and Tille of Preparer

Viotaria Clay
Administrative Officer, il

410-767-7628

20, Telephone Number | 21. Dale

April 10, 2012

G5 §50-4 (Rev. 1/83)

. ot g




‘Instructions ~Type or Print a separate form for
-each new or revised record serles. Forward with

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Records Retention Schedule (DGS 560-1) 7275 Waterloo Road, P.O. Box 275 pace_ 3 _or_33
Jessup, Maryland 20794
410-788-1830
1. Department/Agency 2. Division 3. Unit
Department of Human Resources Budget Management Budget Finance

purposes.

DEFINITION: RECORD SERIES: A group of related records normalf

y filed and used as a unit for reference as well as retention and dlsposTfTon

4. Record Series Title

Expenditure of Funds

5, Earllest Year/Latest Year
o

serles.)

status of funds materials

6. Record Series Description (Briefly describe the types of Information/documents/forms found in the serles. Include the purpose or function of the

Supporting documents pertaining to the Department's expenditure of funds, such as budget papers and worksheets and

Department of Human Resources
311 W, Saratoga Street, 8" Floor, Baltimore, MD 21201

7. Record Serles Farmal(s) Llst all 8. Record Saries Sequence 9. Voluma
(X Letter Size [ Microfilm Raiphabalical Number
X Legal size [Jcomputer Tape - KNumesical B Filo Drawer(s)
[ Microfiim Reel(s)
[ Audio Tape  [X] Floppy Disk [XIChronological [T Computer Tapa(s)
[ Other (specify)
X 8ound Book [ video Tape [XIGeographical
10, Annual Accumulation
[ other (specity) [ Other (specify)
Number
[ File Drawer(s)
[ Microfiim Real(s)
[] Computer Tape(s)
[ Other (specify).
11. File Is Used 12. Flle Bacomes Inactive After
-8
] Daily [ Waexly [Z] Monthly Annually Number [ Month(s) [ Year(s)
13. Current Locallon(s)  (Bldg., Fioor, Raom) 14, Is Record Sedes Duplicated Elsewhara? {Ifyes, specify agency or office.)

X ves No

16, Access Restrictions (If Yes, clte Law(s) & Regulation(s)
0 vYes [KnNo

16. Audit Requiremants

[J None [Jsmte [X] Faderal [T Indapendsnt

17. Is an Index Syslem used? Ityes, explain briafly and describe requiremants

[ Yes & No

18. Recommended Retention

Federal audits can go back six years.

19. Name and Tille of Preparer 20. Telephone Number | 21. Date
Victoria Clay A10-767-7528 April 10, 2012
Administrative Officar, III

G5 §504 (Rev. 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.0. Box 275 moe_ o33
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2, Division 3, Unit
Department of Human Resources Budget Management Budget Finance

DEFINITION: RECORD SERIES: A group of related records normall

y filed and used as a unit for reference as well as retention and dlsposmon

urposes,
4, Record Serles Title

Purchase of Service Contracts

to

5. Earllest Year/Latest Year

series.)

6. Record Series Description (Brlefly describe the types of information/documents/forms found In the serles. Include the purpose or function of the

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

[J other (specify)

7. Record Serles Formal(s) List all B. Record Series Sequence 9, Volume
£ Letter Siza X Microliim XAiphabalical Number
Legsi Size  []Compuler Tape [XINumerical 3 Fite Drawar(s)
[C] Microfim Reel(s)
[ Audio Tape Floppy Disk [ Chrenological [ Computer Tape(s)
) [ owmer (specity)
X Bound Book [ video Tape (X Geographical

10. Annual Accumulation
] Other (spacily) ______

Number

[[] Fite Drawer(s)

[ Microfiim Resl{s)
[] Computer Tepe(s)
[] Other (specify),

11. File Js Used

(3 Oeally ] Weskly 1 Menthly

[C] Annuatly

12, File Bacomes Inactive After

7

Number [ Months) [ Year(s)

13. Current Location(s)  (Bldg., Floor, Room)
Department of Human Resources
311 W. Saratoga Street, 8" Flaor Baltimore, MD 21201

14, Is Record Saries Duplicated Elsewhere? (If yss, spacify agency or offica.)

CvYes [XNo

15. Access Restrictions (it Yes, clle Law(s) & Regulation(s)

O ves [XNo

16. Audit Requirements

X None [ State (7] Federal (] Indspendent

17. Is an Index System used? Il yes, explain briefly and describe requiremenls

[ Yes X No

18, Recommended Retention

Retain for seven (7) years from expiration of contract,
and until all audit requirements have been fulfilled,

then destroy.

18. Name and Tille of Preparer

Victoria Clay
Administrative Officsr, Il

410-767-7528

20. Telephone Number | 21, Dale

April 10, 2012

1GS 550-4 (Rev. 1/83)




Instructions —Type or Print & separate form for each
new or revised record serles. Forward with Records
Retention Schedule (DGS §50-1)

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE__.b__ OF _}'_3_

1. Department/Agency
Department of Human Resources

2, Division *
Budget Management

3. Unit

| Budget Finance

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 Serles Title

Reports ( Budget, Evaluation, Special Studies. Data Analysis, etc.)

5. Earliest Year/Latest Year
to

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

Budget History ~ tracking of Department’s budget, including information pertaining to formulations of the budget request, decision-making
process, follow up, negotiations, etc. (includes budget submissions)

a. Program Planning Evaluation Services, (PPES)Guidance Package - primary method for obtaining local input for budget decision-making
process.

b. Program Planning Evaluation Services, (PPES)Feedback Package ~ summarizes local 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.

7. Record Serles Formal(s) Listall 8. Record Serles Sequence 9. Volume
B Letter Size Microfiim [ Alphabetical Number
X Legal size [C1Computer Tape B Numerical [X] File Drawer(s)
[C1 Microfiim Reel(s)
[ Audio Tape  [X] Floppy Disk [X Chronological [[] Computer Tape(s)
[J other (specify).
X Bound Bock ] Video Tape [X] Geographicat
10. Annual Accumulation
] Other (specify), [ Other (specity) ______
Number
[] File Drawer(s)
2] Microfiim Resl(s)
[C] Computer Tape(s)
[] Other (specify)
11, File'ls Used 12. File Becomes Inactive After
]
X Dpally [ weekiy [0 Monthly [ Annually Number O Montn(s) [ Year(s)

13. Current Location(s)  (Bidg., Floor, Room)

Department of Human Resources
311 W. Saratoga Street, 8" Floor Baltimore, MD 21201

[ Yes

14, Is Record Serles Duplicated Elsewhere? (If yes, specify agency or office.)

[X No

15. Access Restriclions (If Yes, cila Law(s) & Regulation(s)

O vYes X nNo

18. Audit Requirements

[X None []State [ Federal [7]Independent

17. Is an Index System used? If yas, explsin briefly and describe requiremenis

Oves Mo

18. Recommended Retentlon

Retaln for six (6) years , then screen and destroy material that Is no longer
needed for current business with the following exception: Transfer to the
Maryland State Archive for permanent retention any material that serves to
document the origin, development, and accomplishments of the office and
has continuing administrative, fiscal legal, or historical value,

19, Name and Title of Preparer

Victoria Clay
Administrative Officer, III

20. Telephone Number

410-767-7528

21. Date

September 12, 2012




“Instructions ~Type or Print a separate form for
each new or revised record serles. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

with Records Retentlon Schedule (DGS 550-1) 7275 Waterloo Road, P.O, Box 275 AT -
Jessup, Maryland 20794
410-768-1930
1. Depariment/Agency 2, Division 3. Unit
Department of Human Resources Budget Management Budget Finance

{I DEFINTTION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as relention and disposition .

urposes.
4. Record Serles Title

Budget and Fiscal Planning Records

5. Earliest Year/Latest Year
to

series.)

Budget Papers and Work Sheets

Budget Estimates

Budget Schedule Amendment Work Sheets

6. Record Serles Description (Briefly describe the types of Information/documents/forms found In the serles. Include the purpose or function of the

Chart of Accounts
7. Recard Serles Formal(s) List all 8. Record Series Sequence 8. Volume
Letter Slza Microfilm [XAiphabetical Number
Legal Sze  [JComputer Tape B Numerical (X! Fila Drawar(s) -
[ Microfiim Rael(s)
OAudia Tepe  [X] Floppy Disk [®chranologicat [[] Computer Tapa(s)
[C] Other (specity),
B aound Book [ video Tape Xl Gaographical
10. Annual Accumulation
] other (specity) [ Other (specify)
Number
[] Flie Drawer(s)
] Microfim Reel{a)
[0 Computer Taps(s)
] Other (specity)
11. Flle Is Used 12, Flle Becomes Inactive After
- [
[ Daily [ Weskiy [ Monthly  [J Aanually Number O Monin(s) [ Years)

13. Current Localion(s)  (Bldg., Flaor, Room)
Department of Human Resources
311 W. Saratoga Street, 8" Floor Baltimore, MD 21201

14. Is Record Series Duplicaled Elsewhera? (if yes, specify egency or office,)

Cyes [Eno

15, Access Restrictions (If Yes, cite Law(s) & Regulaflon(s)

0 Yes [XNo

16. Audit Requlrements

[ None [Jsisle [ Federal [] Independant

17. Is an Index System used? If yes, explain brisfly and describe raquiramants

Cves Ko

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

19. Name and Tifle of Preparer

Victoria Clay
Administrative Officer, 1/

A410-787-7628

20. Telephone Number | 21. Date

April 10,2012

0GS 6504 (Rev. 1/83)




AGENCY RECDRDS INVENTORY.

' Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

‘each new or revised record series, Forward RECORDS MANAGEMENT DIVISION
with Records Retention Scheduie (DGS 550-1) 7275 Waterloo Road, P.0. Box 275 pace_3__ or _ 3%
Jessup, Maryland 20794
410-798-1830
1. Department/Agency 2. Division 3. Unit
Budget Management Budget Finance

Department of Human Resources

DEFINITION: RECORD SERIES: A group of related records normally fled and Used as a unit for reference as well as retention and disposition

_purposes, :
4, Record Series Tille 5. Earllest Ysar/Latest Year

Legislation/Subject File 1o

6. Record Serles Description (Briefly describe the types of information/documents/forms found In the series. Include the purpose or function of the

serles.)

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

7. Record Series Formal(s) Lisl all 8. Record Serles Sequence 9. Volume
[ Letter Size [ Microfilm ) [X]Alphabatical Number
Legal Slze DCompuler Tepe ENumadcal E File bmwer(s)
[ Micrafim Reel(s)
[l Audio Tepe X Floppy Disk [ Chronalogical ] Computer Tape(s)
[[J other (specly),
B4 sound Book [ Video Tape [ Gaographica!

10. Annual Accumulalion
[C] other (specify)__________ [C] other (specfy) ______

Number

[ Flle Drawer(s)

[ Microfilm Rasl(s)
[ Computer Taps(s)
[ Other (spacily),

12. File Becomes Inactive After

11, Flle Is Used
3
b
B pely [ Weeky [ Monthly  [T] Annually Humber. [ Monthls) [ Year(s)

14, Is Record Series Duplicaled Elsewhera? (If yes, speclfy agency or office.)

13, Currant Locallon(s)  (Bldg., Fioor, Room)
No

Department of Human Resources [ Yes
311 W. Saratoga Street, 8" Floor Baltimore, MD 21201

15. Access Reslriclions (If Yes, clle Law(s) & Regulation(s) 16. Audil Requiremenls

O ves [XNo
Bd None [ state [ Federsl [T Independent
17. 1s an Index Systam used? I yes, explain briefly and describe requirements 18, Recommended Retentlon
= Y“. ol Retain for three (3) years, then destroy

18, Name and Title of Preparer 20. Telephone Number | 21, Dale

Victoria Clay 410-767-7528 April 10, 2012

Administrative Officer, 1|

6 5504 (Rev. 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENOY RECOROR INVENTORY
‘each new or revised record serles. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 650-1) 7275 Waterloo Road, P.O. Box 275 oAGE g W
Jessup, Maryland 20794 .
410-7988-1830
1. Departiment/Agency 2. Division 3. Unit
Department of Human Resources Budget Management Budget Finance

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

purposes.
4, Record Series Tile b. Earliest Year/Lalest Year

Legislation File to

6. Record Serles Description (Briefly describe the types of information/documents/forms found In the series. Include the purpose or function of the

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

DHR.

7. Record Series Formal(s) List all 8. Record Serles Saquance 8. Volume
[ Latter Size  [X] Microfiim XAiphabelical Number
X Legal size  []Compuler Tape [XINumerical Flle Drawier(s)
[C] Microfiim Reel(s)
[ AudioTape  [X] Fioppy Oisk [KChronclogical [ Computer Tapa(s)
[ other (specity),
Bound Book [} Video Tape [X] Geographical
10. Annual Accumulation
[J owher (specity)__________ [ Other (specify)
Number
[ File Drawer(s)

[ Microfiim Resi(s)
] computer Tapa(s)
] Other {apsoify),

12. File Becomss Inaclive After

; . 3
X oaly [ weekly [J Monthly [ Annualy Number DI moninis)  [X Year(s)

11, Flle Is Used

14, 18 Record Setlas Duplicaled Elsewhere? (Il yes, speclly sgency or office.)

[yYes [KNo

13. Current Locatlon{s)  (Bldg., Floor, Room)
Department of Human Resources
311 W. Saratoga Street, 8" Floor Baltimore, MD 21201

15. Access Reslriclions (Il Yes, clte Law(s) & Regulalion(s) 16. Audlt Requiremenis

O ves [XnNo
None [J)State [T] Fedoral [T] Independent
17." Is an Index System used? If yes, explaln briefly and describe raquirsments 18, Recommended Retention
[dYes RN Retain for three (3) years then destroy.

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

Victaria Clay 410-767-7529 April 10, 2012

Administrative Officer, Iii

36 550-4 (Rev. 1/03)




Instructions —Type or Print a separate form for
each new or revised record serles. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 ewoe_9__or 38
Jessup, Maryland 20794
410-789-1830
1. Department/Agency 2. Divislon 3. Unit
Department of Human Resources Budget Management Budget Finance

DEFINITION: RECORD SERIES: A group of related records normally fled and used as & unil for reference as well s relention and disposition

RUTpOSEs,

4. Record Serles Title

State Bills

5. Earllest Year/Latest Year

to

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

series.)

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

7. Record Series Formal(s) Listall 8. Racord Series Sequance 9, Volume
Lotter Stze [ Microfiim [XAiphabatical Number
X Legaisze  [JComputer Tape [KINumerical [X File Drawer(s)
: [ Microfilm Reel(s)
[ Audio Tape Floppy Disk BChronological [J Computer Tape(s)
. [ other (specify)______
X Bound Book [[] video Tape [ Geographica!

[ other (apacify).

] Othor (spocify)
Number

10. Annual Accumulation

[ File Drawer(s)

3 Microfilm Reel(s)
[ Compuler Tape(s)
[ Other (specify)

11. Flie Is Used

3

S ]

12, Flle Bacomes Inaclive AHer

< Dally [[] weekly [T Monhty 3 Annuatiy Niibar [IMonths) [ Year(s)

13, Curren! Locallon(s)  (Bldg., Floor, Room)
Department of Human Resources

311 W, Saratoga Street, 8" Floor Baltimore, MD 21201

[Oyes [XNo

14, Is Revord Series Duplicated Elsewhere? (il yes, spaclly agency or office.)

16. Access Restrictions (If Yes, clte Law(s) & Regulation(s)

O ves [XNo

16. Audit Requirements

E' None [ State [] Federal [[] Independent

17. Is an Index Syslem used? If yos, explain brelly and describe requiremants

1 yes B3 no

18. Recommended Retention
Retain for three (3) years then destroy.

18. Name and Title of Preparer

Victoria Clay
Administrative Officer, |1/

410-767-7528

20, Telephona Number | 21, Dale

April 10, 2012

15 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES ASENCY RECONDS DIVENTORY
@ach new or revised record serles. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 raoe__ 0 or 3 3
Jessup, Maryland 20794
410-788-1830
1. Depariment/Agency 2. Division 3. Unit
Department of Human Resources Budget Management Budget Finance

DEFINITION: RECORD SERIES: A group of related records normally flled and used as a unit for reference as well as relention and disposition

urposes,
4. Record Serles Title 5. Earllest Year/L.alest Year
Reference Flles to

6. Record Serles Dascription (Briefly describe the types of Information/dacuments/forms found in the series. Include the purpose or function of the

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

7. Record Sedes Formal{s) Listall 8. Record Series Sequance 8. Volume
[X] Latter Size Microfim X Aiphabetical Number
[ Legal Size  [JComputer Tape BdNumacical X File Drawer(s)
{71 Microfilm Reel(s)
3 Audio Tapa Floppy Disk B Chionological [} Computer Tape(s)
[[] Other (specify),
B Bound Baok [ video Tape [ Geographical
10. Annual Accumulation
[ Otner (specify)_______~ [ Other (specify) _____
Number
[T] lle Drawar(s)
! [ Microfim Reel(s)
[] Compuler Tepa(s)
] Other (specify)
11. Flle Is Used 12. Fife Becomes Inactive After
1
—sia———
X Dally [CJ waekly [ Monthly [ Annually amber [JMonthis) ] Year(s)

13. Currenl Locallon(s)  (Bldg., Fioor, Roam) 14. Is Racord Serles Duplicated Elsawhers? (If yes, spacily sgency or office.)

Department of Human Resources CJves [RNo
311 W. Saratoga Street, 8" Floor Baltimore, MD 21201

15. Access Reslrictions (If Yes, cile Lew(s) & Regulation(s) 16, Audlt Regquirements

0 ves [XNo
[K None [Jstale [ Federsl [ Independent
7. Is an Index System usad? I .yn, explain brefly and describe requiraments 18. Recommended Retention
Ove B Retain for one (1) year then destroy

8. Name and Tille of Preparer 20, Telephone Number | 21, Date

Ictoria Clay 410.737.752'9 April 10, 2012

dminlstrative Officer, l!

5504 (Rev. 1/93)




AGENCY RECORDS INVENTORY

Instructions ~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 siaa__{ _/_ - 33
Jessup, Maryland 20794
410-788-1830
1. Department/Agency 2, Division 3. Unit
Department of Human Resources Budget Management Budget Finance

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

_purposes..
4. Record Serles Tille | &. Earliest Year/Latest Year
Federal Bills: (Reference copies) to

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

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

7. Record Serles Format(s) List all 8. Racord Series Sequence 9. Volume
[ Letter Size  {] Micrafiim [ Aiphabetical Number
[ LegaiSize  [[JComputer Tape BNumerical File Drawer(s)
. ] Microfilm Reel(s)
lAcdio Tape X Floppy Disk B chronological [] Computer Tapa(s)
. [ Other (specify)
B BoundBook ] Video Tape B Gsographical
10. Annual Accumulation
0] Other (specify) [] Other (specify}
Number
[T] Fite Drawer(s)
1 Microfilm Reel(s)
[C] Computer Taps(s)
[ Other (specify)
11. Flle Is Used 12, Flle Bacomes Inaclive After
__6____ Retaln untll rapealad or no langer neadsd, then destroy
X Dally ] Weekly [ Monthly ] Annually Number [J Month(s) Year(s)

13. Currant Location{s)  (Bldg., Floor, Room) 14. Is Record Serles Duplicated Eisewhera? (I yes, speclly agency or office.)

Department of Human Resources [ ves No
311 W. Saratoga Street, 8" Fioor Baitimore, MD 21201

16, Access Reslrictions (If Yes, oite Law(s) & Regulalion(s) 16. Audit Requirements

0 vYes [X No
[ None []stale [ Federal []independent
17. 1s an Index Syslem used? If yes, explain briefly and describe requirements 18, Recommended Retention
i il Retaln untll repealed or no ionger nesded, then destray.
19. Name and Tille of Preparer 20. Telephone Number (| 21. Date
Victoria Clay A10-767-7529 September 12, 2012
Administrative Officer, Il

DGS 5504 (Rav, 1/83)




>

v

©

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

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

AGENCY RECORDS INVENTORY

PaGE__ 2 oF 3.3
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Department of Human Resources Budget Management Budget Finance

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 Tille

Budget Management Planning Records

5, Earllest Year/Latest Year

to

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

saries.)
This file consists of budget papers and worksheets, estimates, schedule amendment work sheets and Chart of
Accounts.
7. Record Serles Format(s) List all 8. Record Series Sequence 9. Volume
B Letter Size Microfilm [XAiphabetical Number
X Legaisize  [JComputer Tape ‘ [Numerical File Drawe(s)
) ] Microfilm Reel(s) -

CJAudoTepe B Floppy Disk R Chronological ] Computer Tape(s)

(] Other (spacify)
Bound Book  [] Video Tape [XIGeographical

10. Annual Accurnulation
[C] Other (specify) [] Other (specify)

Number

[ File Drawer(s)

[[] microfiim Reells)

[] Computar Tape(s)

[] Other (specify)
11, Flle Is Used 12, File Bacomes Inactive After

Jh
X Daily [ Weekly ] Monthly [J Annually P [ Months) [ Year(s)

13, Current Location(s)  (Bldg., Floor, Room)
Department of Human Resources
311 W. Saratoga Street, 8" Floor Baltimore, MD 21201

14. Is Record Serles Duplicated Elsewhera? (if yes, specify agency or office,)

Cyes [XNo

16, Access Reslriclions (If Yes, clte Law(s) & Regulation(s)

O ves [X No

16. Audit Requirements

[0 None [ State [ Federal [[]independent

17. Is an Index Systsm used? If yes, explaln briefly and describe requiremants

Oves RXnNo

18. Recommended Retention

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

19. Name and Tille of Preparer

Victoria Clay
Administrative Officer, III

20. Telephone Number

410-767-7528

21, Dale

September 12, 2012

DGS 5504 (Rev. 1/83)




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
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-788-1930

AGENCY RECORDS INVENTORY

pace_{.3 __oF _ 33

1. Department/Agency

DEPARTMENT OF HUMAN RESOURCES

2. Division

BUDGET & FINANCE

3. Unit

PROCUREMENT

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
SERVICE CONTRACTS OVER $25, 000

5. Earllest Year/Latest Year (Contract Ending Year)
2003 to__2004_

6. Record Series Description (Briefly describe the types of information/documents/forms found In the serles. Include the purpase or function of the
series.) SERVICES CONTRACTS TO INCLUDE REQUEST FOR PROPOSALS/INVITATION FO RBIDS; LIST OF BIDDERS AND

OFFERORS/BIDDERS RESPONSES,

7. Record Series Formal(s) List all

‘.

Letter Size  [] Microfiim

Legal Size  [[] Computer Tape
[J Audio Tape [T} Floppy Disk

[ Bound Book ] Video Tape

[X Other (specity)___CDs .

8. Record Series Sequence
[ Alphabetical

[XI Numerical

[ Chronological

[[] Geographical

] oher (specity)

9. Volume

Number

] Fite Drawer(s)

1 Microfilm Reel(s)

[] Computer Tape(s)

[J other (specify)________

10, Annuai Accumulation

Number

[ File Drawer(s)

[Z] Microfitm Reel(s)
{1 Computer Tape(s)
[ other (specify)

11. Flie Is Used

[ Dally X weekiy 3 montnly

] Annually

" -

Number

12, Flls Becomes Inaclive After

[J Month(s) Year(s)

13. Current Location(s)  (Bidg., Floor, Room)
Rms 950 A, B & C (after 3years flles sent o Jessup)

[ Yes

14. Is Record Serles Duplicated Eisewhere? (If yes, specify agency or office.)

B No

15, Access Restrictions (If Yes, clte Law(s) & Regulation(s)

OYes [XnNo

16. Audit Requirements

[INone [X]State [] Federal [T independent

17. Is en Index System used? If yes, explsin briefly and describe requirements

Cves XnNo

18. Recommended Retention

Retain for seven (7) years from explration contact, and until all audit

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

19, Name and Tille of Preparer
Sandy Johnson

20. Telephone Number
410-767-7408

21. Date
April 10, 2012

6S 5504 (Rav. 1/83)




Instructions ~Type or Printa separale form for
each new or revised record series, Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

with Records Retention Schedule (DGS 560-1) 7275 Waterloo Road, P.O. Box 275 pace_bq__ or 33
Jessup, Maryland 20794
410-788-1830
1. DepartmentAgency 2. Division 3. Unit
DEPARTMENT OF HUMAN RESOURCES BUDGET & FINANCE PROCUREMENT

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

_purposes.

4, Record Series Title
SERVICE CONTRACTS UNDER $25, 000

5. Earllest Year/Latest Year (Contract Ending Year)

__ 2003 to__2004_

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

series.) SERVICES CONTRACTS TO INCLUDE REQUEST FOR PROPOSALS/INVITATION FO RBIDS; LIST OF BIDDERS AND

OFFERORS/BIDDERS RESPONSES.

7. Record Series Format(s) List all

[ Letter Size [} Microfilm
X Legai Size ] Computer Tape
[ Audio Tape ] Floppy Disk

[] Bound Book  [[] Video Tape

[ Other (specity) __CDs_______

8. Record Serles Sequence
[X] Alphabetical

Numerical

{3 chronologicat

] Geographica!

[C] Other (specify)

9. Volume

Number

] File Drawer(s)

[ Microfilm Reel(s)
] Computer Tape(s)
[ otner (specify)

10. Annual Acoumulation

Number

[[] File Drawer(s)

] Microfiim Reei(s)
[C] Computer Tape(s)
[ Other (specify).

11. File Is Used

[ Dally [ weekly 1 Monthly 1 Annually

S

Number

12. Flle Becomes Inaclive After

[ Month(s)  [X Year(s)

13, Current Location(s)  (Bldg., Floor, Room)
Rms 860 A, B & C (after 3years files sent to Jassup)

[ ves

14, Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.)

& No

15, Access Reslrictions (If Yes, cile Law(s) & Regulation(s)

COves [XNo

16. Audil Requiraments

[J None [ State [] Federal []] Independent

17. Is an Index Syslem used? If yes, explain briefly and describe requirements

COyes [ No

18. Recommended Retention

-

Retaln for seven (7) years from expiration contact, and until ail audit

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

19. Name and Title of Preparer
Sandy Johnson

20. Telephone Number
410-767-7408

21. Date
April 10, 2012

DGS 550-4 (Rev. 1/83)




°

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES ABENCY RECORDS WVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION )
with Records Relention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 — | o 33
Jessup, Maryland 20794 .
410-799-1830
1. Depariment/Agency 2. Division 3. Unit
Department of Human Resources Budget & Finance, Procurement Division

DEFINITION: RECORD SERIES: A group of related records norrnall)méd and used as a unit for reference as well as retention and disposition

purposes,

4. Record Series Title
Purchasing Records Over $25,000

5, Earliest Year/Latest Year

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

series.)

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.)

7. Record Serles Format(s) List all 8. Record Series Saquence 8, Volume
Letter Siza ] Microfiim [X] Atphabetical Number
[ Legel Size [ Computer Tape B Numerical [[] File Drawer(s)
[J Microfiim Reel(s)
[ Audio Tape  [] Fioppy Disk 1 Chronologlcal [] Computer Tape(s)
[ Other (specity)__Boxes
[ Bound Book  [[] Video Tape [[] Geographical
! 10. Annual Accumulation
] Other (specity) [[] other (specify)
Number
[[] File Drawer(s)
0] Microfiim Resl(s)
[ computer Tape(s)
(3 Other (specity)__Boxes,
11. File Is Used 12. File Becomes Inaclive After
S
X paly ] waekiy 1 Monihty [C] Annually Number O Montns)  BXI Yeer(s)

43, Current Locallon(s)  (Bldg., Floor, Room)
Room 850A-C

[ Yes

14. Is Record Series Duplicated Elsewhere? (If yes, spacity agency or office.)

B No

15, Access Resiriclions (If Yes, cite Law(s) & Regulslion(s)

Clyes [XnNo

16. Audit Requirements

[ None [X State [ Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

Cyes [XNo

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

19, Name and Tille of Preparer -
Sandy Johnson

20. Telephone Number
410-767-7408

21. Date
09/14/2012

DGS 5504 (Rev. 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

with Records Retention Schedule (DGS 550-1) 7275 Waterioo Road, P.O. Box 275 poe 46 o 23
Jessup, Maryland 20794
410-789-1930
1. Department/Agency 2. Division 3, Unit
Department of Human Resources Budget & Finance Procurement Division

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
Purchasing Records Under $25,000

5. Earliest Year/Latest Year
2007 to__2008______

serles.)

waivers and other related documents.)

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

Items purchased on State contracts, purchase orders, report of partial delivery, purchase orders (purchase order file with bids, bid board notice,

7. Record Series Format(s) Listall 8. Record Serles Sequence 9. Volume
B tettersize [ Microfim [X Alphabetical Number
[ Legai size  [] Computer Tape B Numerical [ File Drawer(s)
] Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk (O Chronclogical [T Computer Tape(s)
[X] Other (specify)___Boxss
[ Bound Book  [] Video Tape ] Geographical
10. Annual Accumulation
[[] other (specify) [C] Other (specify)
Number
] File Drawer(s)
[ Microfiim Reel(s)
[T Computer Tape(s)
[X] Other (specify)__Boxes________
11. File Is Used 12. Flla Becomes Inactive After
3
X Dally ] Weekly [C] Monthly [ Annually Number [ m™onth(s)  [X] Year(s)

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

Room 850 A-C

[ Yes

14, Is Record Serles Duplicatad Elsewhere? (If yes, specify agency or office.)

& No

16. Access Restriclions (If Yes, clte Law(s) & Regulation(s)

CIyes [JINo

16. Audit Requiremenls

[ None [X] Stete [X] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

Cves [XnNo

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

18, Name and Tille of Preparer
Sandy Johnson

20. Telephone Number
410-767-7408

21. Date
09/14/2012

0GS 6504 (Rav. 1/83)




Instructions —Type or Print a separate form for
each new or revised record series. Forward

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 2756 soe_ A7 or_ 38
Jessup, Maryland 20794
410-799-1830
1. Depariment/Agency 2. Division 3. Unit
Department of Human Resources Budget & Finance Procurement Divislon

purposes.

DEFINITION: RECORD SERIES: A group of relaled records normally flled and used as a unit for reference as well as retention and disposition

4. Record Serles Title
Corporate Credit Card File

5. Earllest Year/Latest Year
2007 to 2008

series.)

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

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

7. Record Serfes Format(s) List all
Letter Size  [] Microfiim
[JLegaisize  [] Computer Tape
[ Audio Tape  [T] Floppy Disk
[ Bound Book  [[] Video Tape

[C] oter (specify).

8. Record Series Sequence 9. Volume
B Alphabetical Number
1 Numerical X4 File Drawer(s)
[J Microfim Reel(s)
X chronologlcal [J Computer Tape(s)
[] Other (specify)
[[] Geographical

10. Annual Accumulation
[C] Other (specity)

Number

[T] File Drawer(s)

[J Microfilim Reel(s)
] Computer Tape(s)
] Other (specify),

11. Flle Is Used

12. File Becomes Inaclive After

SR P

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

13. Current Location(s)  (Bldg., Floor, Room)

Procurement Division 311 W, Saratoga Street, Rm, 946, Ballimore MD 21201

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
B ves [C] No DHR, Acct Division, 311 W. Saraloga Street, Ballimore MD 21201

16, Access Reslricllons (If Yes, cite Law(s) & Regulation(s)

RKyes [INo
GAD Administralive Procedures Manual

16, Audit Requirements

[ None (X State [} Federal '[] Independent

COyss [ENo

17. Isan Index System used? If yes, explain briefly and describe requiraments 18. Recommended Retention

Retain for three (3) years or untll all audit requirements have been
fulfilled, whichever Is later, then destroy,

19. Name and Tille of Preparer
Sandy Johnson, Procurement Director

20, Telephone Number | 21. Date
410-767-7408 April 10, 2012

GS 5504 (Rav. 1/93)




AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Instructions ~Type or Print a separate form for
each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 — - 3 3
Jessup, Maryland 20794
410-789-1630
1. Department/Agency 2. Divislon 3. Unit
Department of Human Resources Operations Budget & Finance

[ DEFINITION: RECORD SERIES: A group of relaled 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
Accounts Payable/ Accounts Receivable to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the serles.)
This file consists of Certificates of Deposit, Invoice Transmittals, Travel Advance and Settlement Files, Interagency
Payments, Telecommunication Invoices/Statements, Year-end Accrual Calculations/Payouts, Automated Working Fund
Deposit Ledger and Lease File/Rent Register. '

7. Record Serles Formal(s) List all 8. Record Serles Sequence 9, Volume
[ Lettersize  [] Microfilm [ Alphabatical Number
[ LegalSize  [] Computer Tape [ Numerical [[] File Drawer(s)
[} Microfilm Reel(s)
[J Audio Tape  [_] Fioppy Disk [ chronalogical [C] Computer Tape(s)
] Other {specify)

[X] Bound Book  [] Video Tape [] Geographical

- 10. Annual Accumulation
X Other (specify) _Fiscal
Year,

[ other (specify).

Number

[[] Fite Drawer(s)

[C] Microfiim Reel(s)
] Computer Tape(s)
[C] Other (specify)

11. File Is Used

X paiy ] Weekly 0 Monthly [0 Annually

12, File Becomes Inactive After
3

Number [ Month(s) [ Year(s)

18, Current Locatlon(s)  (Bldg., Floor, Room)
Basement, 311 wes! Saratoga s!, Ballimore MD 21201

14, | Record Serles Duplicaled Elsewhers? (If yes, specily agency or office.)
[ Yes No

15. Access Reslrictions (If Yes, cite Law(s) & Regulation(s)

[ ves X Ne

16. Audlt Requireaments

[ None [X] State [X] Federal [] Independent

17. Is an Index System used? If yes, explain briafly and dascbe requirements

[ Yes No

18. Recommended Retention

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

19. Name and Title of Preparer
Barbara Walker, Director of Accounting Operations

20. Telephone Number

410 767 7740

21. Date
09/14/2012

DGS 5504 (Rav. 1/93)




AGENCY RECORDS INVENTORY

Instructions —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 PAGE _J Qo33
Jessup, Maryland 20794
410-788-1930
1. Department/Agency ' 2. Division 3. Unit
Department of Human Resources Operations Budget & Finance

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
General Accounting Records to

6. Record Serles Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)
This file consists of Local Assistance Reports and Balance Sheets, Summary of Assistance Reports, FMIS 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/Distribution of Charges, Working Fund Bank
Reconciliations.

7. Record Series Formal(s) List all 8. Record Serles Sequence 8. Volume
0 LetierSize [} Microfim 1 Aiphabetical Number
B Legai Size  [[] Computer Tape 2] Numerical” [ File Drawer(s)
] Microfiim Reel(s)
] Audio Tepe  [[] Floppy Disk [] chronalogicat 2] Computer Tapa(s)
[ Other (specity).
Bound Book  [] Video Tape ] Geagraphicel
10. Annual Accumutation
[] Other (specify)__________ [X] Other (specify) _Fiscal
Year, Number
] File Drawer(s)
[ Microfilm Reel(s)
[[] Computer Tapel(s)
[[] Other (specify)__________
11. File Is Used 12, File Becomes Inactive After
—3
X Dally [C] Weekly [ Monthiy [ Annually Number O monthis) 3 Year(s)
13. Current Locallon(s)  (Bldg., Floar, Room) 14. Is Record Serles Duplicated Elsewhere? (It yes, specify agency or office.)
Basement, 311 west Saratoga st, Balimore MD 21201 [ Yes X No
15, Access Reslrictions (If Yes, oite Law(s) & Regulation(s) 16. Audit Requirements
Ovyes X No

[ None [ sState [X] Federal [[] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

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

19. Name and Title of Preparer 20. Telephone Number 21. Date
Barbara Walker, Director of Accounting Operations 410 767 7740 09/04/2012

DGS 550-4 (Rov. 1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Department of Human Resources

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 mos 20 o 3 3
Jessup, Maryland 20794
410-798-1930
1. Department/Agency 2. Division 3. Unit
Operations Budget & Finance

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
Accounts Receivable Files

6. Earliest Year/Latest Year
to

6. Record Serles Description (Briefly describe the types of information/dacumentsfforms found in the series. Include the purpose or function of the series.)
Central Collections Unit (CCU) Accounts Receivable Files, CCU Collection Statements and Distribution.

7. Record Serles Formal(s) Listall

[ Letter Size ] Microfim
[Jtegaisize [T} Computer Tape
] Audio Tape [ Floppy Disk

[X] Bound Book  [] Video Tapa

8. Record Series Sequence
[J Aiphabetical

[ Numerical

] Chronological

7] Geographicat

8. Volume

Number

[[] File Drawer(s)

] Microfilm Reel(s)

[[1 Computer Tapel(s)

[ Other (specify)__________

10. Annual Accumulation

[ other (specify) X Other (specify) _Fiscal
Year. Number
[ File Drawer(s)
] Microfiim Reel(s)
[ computer Tape(s)
[[] Other (specity).
11. Flle Is Usad 12. File Becomes Inactive After
resoived via colleclion , may be 1 year___
[[] Dally [[] Weekly B Monthly [ Annuatly Number [C] Month(s) Year(s)

13. Current Location(s)  (Bldg., Floor, Room)
Basement, 311 west Saraloga st, Baltimore MD 21201

[ Yes

14. Is Record Serles Duplicaled Elsewhere? (If yes, specify sgency or office.)

B No

15, Access Resliiclions (|f Yes, cile Law(s) & Regulation(s)

[dvYes X No

16. Audit Requiremenls

[[INone [X] State [X] Federal [] Independent

17. Is an Index System usad? If yes, explain briefly and dascriba requiramants

[Oves RnNo

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

19. Name and Title of Preparer
Barbara Walker, Director of Accounting Operations

20, Telephone Number
410 767 7740

21. Date
04/12/2012

0CS 5504 (Rov. 1/93)




Instructions -Type or Print a separate form for
each new or revised record serles. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Department of Human Resources

with Records Retention Schedule (DGS §50-1) 7275 Waterloo Road, P.O. Box 275 _ U 3 Z’
Jessup, Maryland 20794
410-785-1930
1. Department/Agency 2. Division 3. Unit
Operations Budget & Finance

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 Tille
Accounts Receivable Files

5. Earliest Year/Latest Year

to

Debtors accounts paid in full.

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

7. Record Serles Format(s) List all
[ Lettersze  [] Microlim
[[] Legal Size  [[] Computer Tape

[ Audio Tape  [[] Floppy Disk

Bound Book [ Video Tape

[ other (specity)

8. Record Serles Sequence 9. Volume
[C] Alphabetical Number
[ Numerical [ File Drawer(s)
[ Microfilm Reel(s)
[[] Chronclogical [ Computer Tape(s)
[ Otmer (spectfy)._________
[] Geographica!

Other (specify) _Fiscal

Year, Number

10. Annual Accumulation

[T File Drawer(s)

[ Microfiim Reel(s)
[ Computer Tape(s)
[C] Other (specify).

11. File Is Used

[ paly [ weeky [ Monthly

[ Annually

3

Number

12. Flle Becomes Inactive After

[ Month(s)

(X Year(s)

13. Current Locallon(s)
B t, 311 west Si

(Bldg., Floor, Raom)
ga st, Baltimore MD 21201

[OYes [ No

14. 1s Record Serles Duplicaled Elsewhere? (Il yes, specify agency or office.)

15, Access Restrictions (If Yes, cite Law(s) & Regulallon(s)

COyes [XNo

16. Audit Requirements

[ None [ state [X] Federal [] Independent

Clyes [®No

17. Is an Index System used? If yes, explain brielly and describe requirements

18. Recommended Retention
Retain for three (3) years or until all audit requirements

have been fulfilled, then destroy.

19. Name and Title of Preparer
| Barbara Walker, Director of Accounting Operations

20, Telephone Number
410767 7740

21. Date
04/12/2012

DGS 5504 (Rev. 1/83)




Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGSNCY RRCORDS SIVENTORY.
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE_22e OF D2
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Department of Human Resources Operations Budget & Finance

[ DEFINITION: RECORD SERIES: A group of relaled records normally filed and used as a unit for reference as well as retention and disposition purposes.

4, Record Series Title
CARES Fiscal Records

5. Earliest Year/Latest Year
to

6. Record Serles Description (Brlefly describe the types of Information/documents/forms found in the series. Include the purpose or function of the series.)
This file consists of CARES reports, CCU reports, EBT reports and Bank Reconciliation's.

7. Record Serles Format(s) Listall
X Lettersize [} Microfiim
B Legal size  [] Computer Tape
[[] Audio Tape  [] Floppy Disk

[5] Bound Book  [] Video Tapa

8. Record Serles Sequence 9. Volume
] Aiphabetical Number
] Numerical [ File Drawer(s)
] Microfilm Reel(s)
[ Chronological [[1 Computer Tape(s)
[C] Other (specify).
[ Geographical

10. Annual Accumulation

[] Other (specify) ] Other (specify) _Fiscal
3 Year. Number
[ File Drawer(s)
[C] Microfilm Reel(s)
[Z] Computer Tape(s)
[ other (specify)
11, Flle Is Used 12. File Becomes Inactive After
PR
X] ally [ Weekly ] Monthly [ Annually Number [IMonth(s) [ Year(s)
13, Current Locallon(s)  (Bldg., Floor, Room) 14, Is Record Serles Duplicaled Elsewhere? (If yes, specify agency or office.)
Basement, 311 wes! Saraloga st, Balfimore MD 21201 [ Yes No
16. Access Restrictions (If Yes, clte Law(s) & Regulallon(s) 16. Audit Requirements
[ Yes B No
[[I None [X] State [X] Federal [[] Independent
17. Is an Index System used? |f yes, explain brisfly and describe requirements 18. Recommended Retention
Ovee Bt Retain for three (3) years or until all audit requirements
have been fulfilled, whichever is later, then destroy.
18. Name and Tille of Preparer 20. Telephone Number 21, Date
Barbara Walker, Director of Accounting Operations 410767 7740 04/12/2012

DGS 550-4 (Rev. 1/03)




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
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE_2.3  OF Zé

1. Department/Agency
Department of Human Resources

2. Division
Operations

3. Unit
Budget & Finance

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

4. Record Series Title
Special Accounting Records

5. Earliest Year/Latest Year
o

|

6. Record Serles Description (Briefly describe the types of Information/documents/forms found in the series. Include the purpose or function of the series.)
A. Reports of audits conducted by persons or agencies other than the Legislative Auditors.

7. Record Serles Format(s) List all 8. Record Serles Sequence 9. Volume
[ Letter Size [ Microfilm [] Alphabetical Number
[ Legal Size  [] Computer Tape ] Numerical [] File Drawer(s)
[ Microfilm Reel(s)
[J Audio Tape  [[] Floppy Disk [ chronciogical [[] Computer Tape(s)
[] Other (specify)
[X Bound Book  [] Video Tape [ Geographical

10. Annual Accumulation

[ other (specity) [X) Other (specity) _Fiscal
Year. Number
[] File Drawer(s)
] Microfiim Reel(s)
[] Computer Tape(s)
] Other (specify)
11, Flle Is Used 12. Flle Becomes Inactive After
_unknown,
[ paily [ weekty ] Monthly Number [OMonth(s) [] Year(s)

B Annually

13. Current Location(s)  (BIdg., Floor, Room)
Basement, 311 west Saratoga s!, Baltimora MD 21201

14, Is Record Serles Duplicated Elsewhera? (If yes, specify agency or office.)

COyes [XnNo

15. Access Restrictions (If Yes, clte Law(s) & Regulation(s)

Oyes [Rno

16. Audit Requirements

[ None [] state [] Federal [X] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

Oyes [XNo

18. Recommended Retention

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

19. Name and Title of Preparer
Barbara Walker, Director of Accounting Operations

20. Telephone Number

410767 7740

21, Date
01/07/2013

DGS 5504 (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
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1830

AGENCY RECORDS INVENTORY

eace 24 _or 59

1. Department/Agency
Department of Human Resources

2. Division
Operations

3. Unit
Budget & Finance

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

4. Record Series Title
Special Accounting Records

5. Earliest Year/Latest Year

to

6. Record Series Description (Briefly describe the types of Information/documentslformé found in the series. Include the purpose or function of the serles.)
Reports of audits conducted by the Legislative Auditors.

7. Record Serles Format(s) List all

Letter Size  [T] Miorofilm
[ LegalSize [] Computer Tape
[ Audio Tape  [[] Floppy Disk

Bound Book  [] Video Tape

1 Otner (specity),

8. Record Serles Sequence 9. Volume
] Alphabetical Number
1 Numerical [ File Drawer(s)
[1 Microfilm Reel(s)
{7} chronological "] Computer Tape(s)
[[] Other (specify)
{71 Geographical

[X] Other (specify) _Fiscal
Year.

Number

10. Annual Accumulation

[C] Flie Drawer(s)

[ Micrafim Reel(s)
[CJ Computer Tape(s)
[[] Other (specify)

11. Flle Is Used

[ Daily ] weekiy 1 Monthly

[ Annualty

10,

Number

12. Flle Bacomes Inaclive Afier

[J Month(s)

B vear(s)

13, Current Location{s)  (Bldg., Floor, Room)
Basement, 311 west Saratoge s!, Ballimore MD 21201

Clyes [XnNo

14, Is Record Serles Duplicated Elsewhere? (If yes, specify agency or office.)

18. Access Restriclions (If Yes, cile Law(s) & Regulalion(s)

Oves [No

16. Audit Requirements

[OINone [X] state [X] Federal [T} independent

COves [ENo

17. Is an Index System used? If yes, explain briefly and describe requiremenls

18. Recommended Retention
Retain for ten (10) years, then destroy.

19. Name and Title of Preparer
Barbara Walker, Director of Accounting Operations

20. Telephone Number
410 767 7740

21. Date
04/12/2012

DGS §50-4 (Rev. 1/83)




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS §50-1)

'DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-798-1930

AGENCY RECORDS INVENTORY

- §
PAGE ;.2 OF&_i__

1. Department/Agency
Department of Human Resources

2. Division
Operations

3, Unit
Budget & Finance

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
Payroll Accounting Records

5. Earliest Year/Latest Year
to

serles.)
Employee History Card File.

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

7. Record Series Formal(s) List all

[J Letterslze  [] Microfiim
[J Legai Size  [] Computer Tape
[J Audio Tape  [[] Floppy Disk

[] Bound Book  [[] Video Tape

B Ower (specity)__card.

8. Record Series Segquence
[ Alphabetical

] Numerical

[C] chronologlcal

[] Geographical

[7] Other (specify) ______

9. Voluma

Number

[] File Drawer(s)

[] Microfilm Reel(s)

] Computer Tape(s) .
D Other (specify).

10. Annual Accumulalion

Number

[ Flle Drawer(s)

[ Microfim Reel(s)
] Computer Tapa(s)
[C] Other (spacify)

11. Flle Is Used

[ paily [ Wesky [1 Moninty Annually

10,

Number

12. File Bacomes Inactive After

[IMonth(s)  [X] Year(s)

13, Current Localion(s)  (Bldg., Floor, Room)
Room 912, Payroll, 311 Waest Saratoga st, Ballimore 21201

[ Yes

14. Is Record Serles Duplicated Elsewhere? (If yes, specify agency or office.)

B No F

15, Access Restrictions (If Yes, clte Law(s) & Regulation(s)

[ Yes No

16. Audit Requiremenls

I None [X] State [X] Federal [X] Independent

17. s en Index System used? If yes, explain briefly and describe requirements

Cyes [KNo

18. Recommended Retention

*Retain for ten (10) years after termination of employment
and then destroy.

*Internal Revenue Service only requires (6) years.

19, Name and Title of Preparer
Barbara Walker, Director of Accounting Operations

20. Telephone Number
410 767 7740

21. Date
04/12/2012

DGS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for
each new or revised record serles. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Department of Human Resources

d A 2
with Records Retention Schedule (DGS §50-1) 7275 Waterloo Road, P.O. Box 275 viae 2L on 3 3
Jessup, Maryland 20794
410-788-1830
1. Deparlment/Agency 2. Divislon 3. Unit
Operations Budget & Finance

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 Accounting Records

5. Earllest Year/Latest Year
20056 to 2008

series.)

Payroll Contracts

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

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

[X Other (specify)_card________

[ Other (specity) _

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
" [Jlettersize [ Microfim [X] Alphabetical Number
[JLegatsize  [] Computer Tape 1 Numerical [ File Drawer(s)
[ Mierofim Reel(s)
[ Audio Tape  [[] Floppy Disk [ Chronological ] cComputer Tape(s)
[ Omer (specity)
[ Bound Book  [[] Video Tape [ Geographical

10. Annual Accumulation

Number

[ File Drawer(s)

[CJ Microfilm Reel(s)
[[] Computer Tape(s)
[ Other (specity)

11. Flle Is Used

X1 Dally ] weekly ] Monihly [ Annually

12. Flle Becomes Inactive After
e
Number [OMonth(s) [ Year(s)

13. Current Location(s)  (Bldg., Floor, Room)
Basement, 311 west Saratoga st, Ballimore MD 21201

14. Is Record Series Duplicated Elsewhere? (If yes, specily agency or office.)

[Oyes [XKno

16, Access Reslrictions (If Yas, cite Law(s) & Regulalion(s)

Oves XnNo

18. Audit Requirements

[T None [X] state [X] Federal [X] Independent

17. Is an Index System used? If yes, explain brlelly and describe requirements

Cyes [Xno

18. Recommended Retention

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

19. Name and Title of Preparer

20, Telephone Number | 21. Date
Barbara Walker, Director of Accounting Operations 410767 7740 04/12/2012

GS 550-4 (Rov. 1/83)




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
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

3
PAGEZ- 7 _ OF 33

1. Deparlment/Agency
Department of Human Resources

2. Division
Operations

3. Unit
Budget & Finance

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 Serles Tille
Miscellaneous Accounting Records

5. Earliest Year/Latest Year
to

6. Record Serles Description (Briefly describe the types of information/documents/forms found in the serles. Include the purpose or function of the series.)
This file consists of general correspondence, year-end work papers and closing statements, 1099 interface file documents.

7. Record Serles Formal(s) List all

[ LetterSize  [] Microfiim
[ Legal Size  [] Computer Tape
[ Audlo Tape  [[] Floppy Disk

] Bound Book  [[] Video Tape

] other (specity).

8. Record Serles Sequence

[ Aiphabetical
[C] Numerical
[[] Chronological

[7] Geographical

X Other (speclfy) _Fiscal

Year.

8. Volume

Number

[C] File Drawer(s)

[ Microfilm Reel(s)
] computer Tape(s)
[] Other (specify),

10. Annual Accumulation

Number

[ File Drawer(s)

] Microfiim Reel(s)
[C] Computer Tape(s)
[ Other (specify),

11. Flle Is Used

[ paly [J weekly ] Monthty B3 Annually

12. Flle Becomss Inaclive After
e B

Number [OMonin(s)  [X Year(s)

13. Current Locatlon(s) ~ (Bldg., Floor, Room)
Basement, 311 west Saraloga st, Ballimore MD 21201

14, Is Record Series Duplicated Elsswhere? (If yes, specify agency or office.)
[ Yes No

15, Access Reslrictions (If Yes, clle Law(s) & Regulation(s)

Clyes o

16. Audit Requirements

[ None [X]State [ Federal [[] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

Oves [KnNo

18. Recommended Retention

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

19. Name and Title of Preparer
Barbara Walker, Director of Accounting Operations

20. Telephone Number

410 767 7740

21, Date
04/12/2012

DGS 550-4 (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
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-789-1930

AGENCY RECORDS INVENTORY

PAGE é‘ OF z 2

1. Department/Agency
Department of Human Resources

2. Division
Operations

3. Unit
Budget & Finance

purposes.

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

4. Record Serles Title
Cost Allocation Plan

5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series,) This file consists 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.

7. Record Serles Formal(s) List all 8. Record Series Sequence 9. Volume
[ Letter Size  [] Microfilm [] Alphabetical Number
B9 Legal Size  [[] Computer Tape [ Numerical [] File Drawer(s)
[J Microfiim Resi(s)
[ Audio Tape ] Floppy Disk [ Chronological ] Computer Tape(s)
[X] Other (specity) currently maintained In workers area_______
[] Bound Book  [[] Video Tape [[] Geographical
10. Annual Accumulation
D Other (specify) [ Other (specify) Cannot quantify exactly - we produce at a minimum 4 reports per year
Number
[[] File Drawer(s)
[ Microfilm Reel(s)
[[] Computer Tape(s)
[ Other (specity).
11. Flle is Used 12. File Becomes Inactive After
_Flle never becomes Inactive,
X Daily ] Weekly ] Monthly [] Annually Number [JMonth(s)  [] Year(s)

13. Current Location(s)  (Bldg., Floor, Room)

In workers area on 8% floor

X Yes

Assistant area

14. Is Record Serles Duplicated Elsewhere? (If yes, specify agency or offica.)

[ No Some information also maintained on the 9% fioor in the Admin

16. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
[Oyes [XKNo

16. Audit Requirements

[INone []state [X] Federal [] independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[Jyes [InNo

18. Recommended Retention
Retain permanently. Transfer every three (3) years to the Maryland
State Archives.

19. Name and Title of Preparer
Gregg Holland

Director of Cost Allocation & Revenue Mgmt

20. Telephone Number
410/767-7465

21. Date
09/14/2012

DGS 5504 (Rev. 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 — Ak
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2, Division ‘ 3. Unit
Department of Human Resources Operations Budget & Finance

purposes, 4

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

4, Record Series Title
Random Moment Sampling

5. Earliest Year/Latest Year
to

series.) ?

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

This file also consists of state office records such as sampling plan, incoming/outgoing memoranda, reports, studies
and miscellaneous papers relating to the cost allocation sample.

7. Record Serles Formal(s) List all )
X Letersize [ Microfiim
B Legal Size  [] Computar Tape
[JAudioTape [ Floppy Disk’
[] Bound Book  [] Video Tape

[] Other (specify)

8. Record Serles Sequence 8. Volume
[[] Alphabetical Number
3 Numerical ] File Drawer(s)
[J Microfilm Reel(s)
[X] chronologica! [C] Computer Tape(s)
(X1 Other (specify) currently malntalned In workers area,
[[] Geographical
10. Annual Accumulation
[ Other (specify) Cannot quantify exactly - we produce at a minimum 4 reports per year

Number

[ Flle Drawer(s)

[ Microfiim Reel(s)
] Computer Tape(s)
] Other (specify).

11. Flle Is Used

12, File Becomes Inaclive After
_Flle never becomes inactive,

[ Daily ] Weekly [] Monthly ] Annually Number [ Month(s)  [] Year(s)

13, Current Location(s)  (Bldg., Floor, Room)
In workers erea on 8™ floor

14. Is Record Serles Duplicated Elsewhera? (If yes, specify agency or office.)
[ Yes  [] No Some Information also maintained on the 9* ficor in the Admin

Assistant area

16. Access Reslriclions (If Yes, cite Law(s) & Regulation(s)

COves EnNo

18. Audit Requirements

[ None [] State Federal [J] Independent

COyes [Xno

17. Is an Index Syslem vsed? If yes, explain briefly and describe requirements 18. Recommended Retention Retain for five (5) years, or until both

federal and state audit requirements have been fulfilled, whichever Is

later, then destroy.

18. Name and Title of Preparer
Gregg Holland

Director of Cost Allocation & Revenue Mgmt

20, Telephone Number | 21. Date
410-767-7465 09/14/2012

0GS 550-4 (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
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

race 30 o 35

410-789-1830

A Depar_tmentlAgency
Departmént of Human Resources

2. Division
Operations

3. Unit
Budget & Finance

purposes.

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

4. Record Series Title
Federal Reports

5. Earfiest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. .Include the purpose or function of the
series.) This file consists of Federal Reports prepared by the Cost Allocation and Revenue Management Division within
Budget and Finance for the Department of Human Resources.

7. Record Series Formal(s) List all 8. Record Serles Sequence 9. Volume
B LetterSize [ Microfiim [] Aiphabetical Number
[ Legal Size  [T] Compuler Tape [J Numerical [ Fite Drawer(s)
] Microfiim Reel(s)
[ Audio Tape  [] Floppy Disk [ Chronological [ Computer Tape(s)
[X] Other (specify) ly d In ares,
[ sound Book ] Video Tape [C] Geographical
10. Annual Accumulation
[] Other (specify). [ Other (specify) _____ Cannot quantify exaclly - we produce at a minimum 4 reporis per year
Number
[C] File Drawer(s)
1 Microfiim Reeil(s)
[] Computer Tape(s)
1 Other (spacify),
11. File Is Used 12. File Becomes Inaclive After
' _Flie never becomes inaclive,
. 3 paly [ weskiy [ Menthly [ Annually Number O Month(s) [ Year(s)

13, Current Localion(s)
In workers area on 8% floor

(Bidg., Floor, Room)

B4 Yes

14, Is Record Serles Duplicated Elsewhere? (If yes, specify agency or office.)

[C1 No Some Information also malntained on the 9" floor in the Admin

Assistant area

15, Access Restriclions (If Yes, cile Law(s) & Regulation(s)

Cyes o

16. Audit Requirements

[ None [] State Federal [T] Independent

17. ts an Index System used? if yas, explain briefly and describe requirements

COyes [Xno

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

19. Name and Title of Preparer
Gregg Holland

Director of Cost Allocation & Revenue Mgmt

20. Telephone Number
410-767-7465

21, Date
09/14/2012

JGS 550-4 (Rav. 1/83)




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

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

Jessup, Maryland 20794
410-7988-1930

AGENCY RECORDS INVENTORY

PAGE 3‘ _OF__3_L

2. Division
Operations

1. Department/Agency
Department of Human Resources

3. Unit
Budget & Finance

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 Serles Title
Title XIX Medicaid Rehab Program Records and Files

5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of Information/documents/forms found in the series. Include the purpose or function of the
series.) This file consists of Title XIX Medicaid Rehab Program Records and Files

7. Record Serles Formal(s) List all 8. Record Series Sequence 9. Volume
BJ Lettersize  [] Microfilm [] Alphabelical Number
[X Legal Size ] Computer Tape [ Numericat ] File Drawer(s)
] Microfim Reel(s)
[C] Audio Tape  [[] Floppy Disk Chronologlcal ] computer Tape(s)
[ Other (specify) tly insd in workers area.
[l 8ound Back  [] Video Tape [ Geographical
10. Annual Accurnulation
[ other (specify)_________° [ Other (specify) ______ Cannot quanlify exaclly - we produce at a minimumn 4 reports per year

Number

[ File Drawer(s)

[ Microfim Reel(s)

[ Computer Tape(s)

[[] Other (specify)___________

11, File Is Used

X pally [ weakly [ Monthly [ Annually

12. File Becomes Inactive After
Flla never bacomes inactive
Number [ Month(s)  [] Year(s)

13. Current Localion(s)  (Bldg., Floor, Room)
In workers area on 8% floor

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
X ves [ No Some Information also maintained on the 9 fioor In the Admin

Assistant area

16. Access Restrictions (If Yes, cite Law(s) & Regulalion(s)

[ ves No

16. Audit Requirements

[ None [] State Fedaral [_] Indepandent

17. Is an Index System used? If yes, explain briefly and describe requirements
COYes XnNo

18, Recommended Retention
Retain permanently. Transfer every three (3) years to the Maryland
State Archives.

19, Name and Title of Preparer
Gregg Holland

Director of Cost Allocation & Revenue Mgmt

20. Telephone Number
410/767-7465

21. Date
‘ 09/14/2012

DGS 5504 (Rev. 1/83)




Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 A 33
Jessup, Maryland 20794
410-788-1830
1. Department/Agency 2. Division 3. Unit
Department of Human Resources Operations Budget & Finance

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
FMIS Security Forms/ DOIT/ASM

5. Earllest Year/Latest Year
o

series.)

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

DOIT ASM/ FMIS Security forms/ permit DHR personnel access to FMIS.

Dally [ weaky [ evontnly [ Annually

7. Record Serles Format(s) List all 8. Record Series Sequer 9. Volur
B Letter size  [[] Microfilm [ Alphabetical Number
[ tegaisiza  [] Computer Tape [ Numerical B File Drawer(s)
1 Microfiim Reel(s)
[0 Audio Tape [ Floppy Disk [ chronological [C] Computer Tape(s)
B Otner (specity)boxes
[ Bound Book  [] Video Tape [ Geographicat
10. Annual Accumulation
[C] other (speciiy). {1 other (specify)
Number
[ Fite Drawer(s)
[ Microfiim Reei(s)
] computer Tape(s)
[ other (specify)
11, Flle Is Used 12. Flla Bacomes (nactive After

Number ‘[ Month(s)  [] Year(s)

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

13, Current Localion(s)  (8idg., Floor, Room)
Basoment & Room 918, 311 Wes! Saralopa Street, Baltimore

14. I8 Record Serles Duplicaled Elsewhere? (If yes, specify agency or office.)

Cyes  [INe

15, Access Reslrictlons (If Yes, clle Law(s) & Regulallon(s)
& Yes e
~

Flle Safe

16. Audit Requirements

[T None [X] State [] Federal [] Independent

17. Is an Index System used? If yes, explaln briefly and describe requirements

Ryes [Oio

By Depariment
By Neme

18. Recommended Retention
After a record becomes inactive, retain for three (3) years from last audit
by OLA, then destroy.

18, Name and Tille of Preparer
James Coburn

20. Telephone Number | 21, Date
410 767 8531 09/04/2012

)GS 5504 (Rev. 1/93)




LA

Instructions ~Type or Print a separate form for
each new or revised record series, Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

with Records Retentlon Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 ace33  or 33
Jessup, Maryland 20794
410-798-1830
1. Department/Agency 2. Divislon 3. Unit
Department of Human Resources Operations Budget & Finance

+ )

urposes.

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 Serles Title
ASM Bi-Monthly DHR Security Report

5, Earliest Year/Latest Year

to

series.)

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

ASM/ FMIS Security report (focus) sent by DOIT/ASM. Report identifies possible confiicts in FMIS Security profiles.

7. Record Series Format(s) List all
[ tetterSize [ Microfilm
[ tegai Sze  [] Computer Tape
[J Audio Tape ] Floppy Disk*
[ Bound Book  [] Video Tape

] other (specify).

8. Record Serles Sequence 9. Volume
[[] Aiphabetical Number
[X] Numerical [ File Drawer(s)
[] Microfiim Reel(s)
[ Chronalogical [ Computer Tapels)
[X] Other (specify)boxes
] Geographicat

[ Other (specify)

Number

10. Annual Accumulation

[[] Flle Drawer(s)

] Microfiim Reel(s)
[T1 Computer Tape(s)
[C] Other (specify)

11. Flie Is Used

12. File Bacomes Inactive After

[ oaiy ] wesky B siMonthy ] Annually Number [IMonth(s) [ Year(s)

Retaln for three (3) years from last sudit by OLA.

13, Current Location(s) (Bldg., Floor, Room)
Basement & Room 919, 311 West Saraloga Strest, Ballimore

[Jyes [XnNo

14. Is Record Series Duplicated Elsewhere? (If yas, spaclfy agency or office.)

16, Access Reslrictions (If Yes, cite Law(s) & Regulation(s)

[ Yes [ No

16. Audit Requirements -

[ None [X] State [] Federal [] Independent

[Cyes [&No

17. Is an Index System used? I yas, explain briefly and describe requirements

18. Recommended Retention
Retain for ihree (3) years from last audit by OLA, then destroy.

19, Name and Title of Preparer
James Coburn

20. Telephone Number | 21.Date
410 767 8531 09/04/2012

1GS 5504 (Rev. 1/83)






