
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. 
Page 1 of 5 

2781 

Agency 
Anne Arundel Community College 

Division/Unit 
Business Office 

Item 
No. 

Description Retention 

This schedule supersedes Schedule No. 1908,1910 & 1911. 

Account reconciliations. 

Audit and financial statement work papers and lead 
schedules. 

External audit reports, single audit reports, and audit 
correspondence including management letters and 
management letter response, CC-4 (after 1998), and 
Ezaudit 

Bank reconciliations, bank statements and worksheets. 

Cancelled checks. 

Check registers. 

Escheat (unclaimed property) records. 

Fixed Asset Acquisition, Disposition, monthly postings, 
and fixed asset inventory. 

Retain in office 7 years 
and then destroy. 

Retain in office 25 years 
and then destroy. 

Retain paper copy for 10 
years in office, then scan to 
Maryland State Archives 
standards and destroy paper. 
Transfer electronic images to 
the Maryland State Archives 
for permanent retention. 

Retain in office 2 years, 
transfer to the Warehouse 
for 5 years, then destroy. 

Retain in office 7 years 
and then destroy. 

Retain in office 7 years 
and then destroy. 

Retain in office 10 years 
and then destroy. 

Retain in office 2 years. 
after asset retirement, then 
send to Warehouse for 8 
years and then destroy. 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date .yAtfi 

Signature _ 

Typed Name Andrew P. Little 

Title Executive Director of Finance 

Schedule Authorized by State Archivist 

Date 

Signature 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 2 of 5 

Agency Divis 
Anne Arundel Community College Busir 

on/Unit 
less Office 

Item 
No. 

Description Retention 

9 

10 

11 

12 

13 

This schedule supersedes Schedule No. 1908,1910 & 1911. 

General Ledger including account transaction detail. 

Grant files including financial aid - Records of all grants 
received by the College, including applications, 
proposals, agreements, any official papers covering the 
award, controlling rules and regulations, copies of 
periodic reports, and miscellaneous correspondence. 

Integrated Postsecondary Education Data System(IPEDS) 
financial section support 

Journal entries and supporting documentation. 

Moody's disclosure reports and support. 

Scan paper to Maryland 
State Archives 
standards, then destroy. 
Retain images for 100 
years, then transfer to 
the Maryland State 
Archives. Retain 
electronic records for 
100 years and then 
transfer to Maryland 
State Archives 

Retain according to the 
requirements of the 
funder, then destroy with 
the following exception: 
If any litigation, claim or 
audit is started prior to 
destruction, the records 
must be retained until all 
litigation, claims or audit 
findings have been 
resolved and final action 
taken, then destroy. 

Retain in office 25 years 
and then destroy. 

Retain in office 7 years 
and then destroy. 

Retain in office 10 years 
after satisfaction of 
bonds, then destroy. 

DGS 550-1A 

l 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. Z~J$l DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 3 of 5 

Agency Divis 
Anne A r u n d e l Community College Busir 

on/Unit 
less Office 

Item 
No. 

Description Retention 

14 

i 

15 

16 

17 

18 

19 

ii 

i 

This schedule supersedes Schedule No. 1908,1910 & 1911. 

Correspondence and miscellaneous subject files related 
to the activities of the office, including institutional 
records not covered by other sections. 

1098-T records. 

Collection reports. 

Financial aid return of funds reports. 

Returned checks. 

Student bills. 

Retain for 3 years, then 
screen annually and 
destroy material that is 
no longer needed for 
current business. 

Retain in office for the 
tax year plus 5 years, 
and then destroy. 

Retain in office 10 years 
and then destroy. 

Retain in office 3 years 
after close of aid year, 
then destroy 

Retain in office 3 years 
and then destroy. 

Retain in office 7 years 
and then destroy. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) . 

Schedule No. Z 7 # / 

Page 4 of 5 

Agency 
Anne Arundel Community College 

Division/Unit 
Business Office 

Item 
No. 

Description Retention 

20 

21 

22 

23 

24 

25 

26 

This schedule supersedes Schedule No. 1908,1910 & 1911. 

Budget adjustments - including Enterprise Budget 
Request. 

Capital projects financial records. 

Annual Budget (CC-5). 

Cost center budget - work papers and projections. 

1099 Records. 

941 Returns and support. 

Accounts payable - vouchers with supporting 
documentation. 

Retain in office 3 years 
after the fiscal period 
covered, then destroy. 

Retain paper for 1 year, 
plus an additional 100 
years at college 
warehouse and then 
destroy. If records are to 
be scanned, then scan in 
accordance with Maryland 
State Archives standards, 
then destroy paper and 
retain images for the same 
length of time as non-
scanned material. 

Retain paper copy in 
office for 10 years and 
then destroy. 

Office: 3 years after the 
fiscal period covered, 
then destroy. 
Office: Tax year + 5 
years, then destroy. 

Office:7 years, destroy. 

Office: Tax year + 7 
years, then destroy. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 
Page 5 of 5 

Agency 
Anne Arundel Community College 

Division/Unit 
Business Office 

Item 
No. 

Description Retention 

27 

28 

29 

30 

31 

32 

33 

34 

This schedule supersedes Schedule No. 1908,1910 & 1911. 

Garnishments, tax levies, orders and releases. 

Payroll records - Payment of salaries, supporting 
materials, employee contracts, payroll registers and 
reports. 

W-2's and records. 

Bid and proposal documentation - All materials 
pertaining to college bids and proposals. Will include 
advertisements, pre-bid attendance sheets, responses to 
bid request (not awarded), bid specs, bid log, score 
sheet, evaluation sheets, non-award letters, bids and 
correspondence. 

Contracts, including award information, recommendation 
of award of contract, independent contractor 
agreements, lease agreements, guest speaker 
agreements, misc. contracts and agreements. 

Procurement card account reconciliations and 
supporting documentation. 

Purchase orders. 

Standalone. Requests for Information (RFI) - product 
information, research information, team reviews and 
recommendations. 

Office: Satisfaction of 
garnishment + 7 years, 
then destroy. 

Retain paper for 3 years, 
plus an additional 100 
years at college 
warehouse and then 
destroy. If records are to 
be scanned, then scan in 
accordance with Maryland 
State Archives standards, 
then destroy paper and 
retain images the same 
length of time as non-
scanned material. 

Office: Tax year + 7 years, 
then destroy. 

Retain in office 4 years 
and then destroy. 

Retain in office 7 years 
and then destroy. 

Retain in office 7 years 
and then destroy. 

Retain in office 7 years 
and then destroy. 
Retain in office 7 years 
and then destroy. 

DGS 550-1A 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (OGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (OGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 1 OF 36* 

1. Department/Agency 
i 

Anne Arundel Community College 
i 
I 

2. Division 

Business Office 

3. Unit 

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

4. Record Series Title 5. Earliest Year/Latest Year 

Account reconciliations. 2009 to Present 

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

series.) Account reconciliations. 

7. Record Series Fonmat(s) List all 

j 
X Letter Size • Microfilm 

t 

f~l Legal Size | O Computer Tape 

I 

l~l Audio Tape j O Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9. Volume 

16 
Number 

f~l File Drawer's) 

• Microfilm Reel(s) 

f~l Computer Tape(s) 

X Other (specify) Archive 

10. Annual Accumulation 

2 

Number 

f~l File Drawer's) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive 

1 1 . File is Used | 

• Daily ' • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

7 

Number • Month(s) X Year(s) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 i 

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

• Yes x N o 

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

x Y e s f j N o P I A i F O I A 

16. Audit Requirements 

x None • State Q Federal • Independent 

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

• Yes x No 
18. Recommended Retention 

7 years and destroy. 

19. Name and Title of Preparer 20. Telephone Number 2 1 . Date 

Allen S. Kogut, Records Retention Specialist 410-777-7327 May 26 ,2016 

OGS 5SO-4 (Rev. 1/93) 



Instructions j-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 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 2 OF 36 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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

4. Record Series Title 

Audit and financial statement work papers and lead schedules. 

5. Earliest Year/Latest Year 

1991 to Present 

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

series.) Audit and financial statement work papers and lead schedules. 

7. Record Series Format(s) List all 

X Letter Size 

• Legal Size 

• Audio Tape 

• Bound Book 

i 
i 

• Other (specify) . 

• Microfilm 

• Computer Tape 

• Floppy Disk 

• Video Tape 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

O Geographical 

• Other (specify) 

9. Volume 

30 
Number 

Q File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive 

10. Annual Accumulation 

1 

Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used 

• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

Number • Month(s) X Year(s) 

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

101 College Parkway, Arnold Maryland 21012 

C S B Room 168 I 

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

• Yes x N o 

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

x Y e s C l N o P I A / F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x No 
18. Recommended Retention 

25 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogu't, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 
i 

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 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 
i 

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 

PAGE 3 OF 2lS 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 
i 

External Audit Reports 
! 

5. Earliest Year/Latest Year 

2006 to Present 

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

series.) External audit reports, single audit reports, and audit correspondence including management letters and management letter response, 

CC-4(after 1998), and Ezaudit. 

i 

7. Record Series Formal(s) List all 

X Letter Size J O Microfilm 

• Legal Size I O Computer Tape 

• Audio Tape • Floppy Disk 

l~l Bound Book • Video Tape 

PI Other(soecHv) 

i 

I 
J 

8. Record Series Sequence 

l~l Alphabetical 

l~l Numerical 

X Chronological 

l~l Geographical 

• Other (specify) 

9. Volume 

11 
Number 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

7. Record Series Formal(s) List all 

X Letter Size J O Microfilm 

• Legal Size I O Computer Tape 

• Audio Tape • Floppy Disk 

l~l Bound Book • Video Tape 

PI Other(soecHv) 

i 

I 
J 

8. Record Series Sequence 

l~l Alphabetical 

l~l Numerical 

X Chronological 

l~l Geographical 

• Other (specify) 
10. Annual Accumulation 

1 

. Number 

• File Drawer(s) 

• Microfilm Reel's) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used 

• Daily j • Weekly • Monthly X Annually 

I 

12. File Becomes Inactive After 

Permanent retention 

Number • Monlh(s) X Year(s) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 

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

• Yes x N o 

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

x Y e s • N o P I A / F O I A 

• 
I 

16. Audit Requirements 

X None • State • Federal • Independent 

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

• Yes x N o 
I 
I 

18. Recommended Retention 

Permanent retention. 

19. Name and Title of Preparer 

Allen S. Kogut,' Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26, 2016 

DGS 550-4 (Rev. 1/93) 



1 
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 

A G E N C Y R E C O R D S I N V E N T O R Y 
1 

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 

3*/ 
PAGE 4 OF 26 

1. Department/Agency 

Anne Arundel Community College 
i 
I 
I 

2. Division 

Business Office 

3. Unit 

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

4. Record Series Title 

Bank reconciliations 

5. Earliest Year/Latest Year 

2009 to Present 

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

series.) Bank reconciliations, bank statements and worksheets. 

7 . Record Series Formats) List all 

X Letter Size • Microfilm 

• Legal Size • Computer Tape 

|~1 Audio Tape | • Floppy Disk 

I 

• Bound Book I • Video Tape 

• Other (specify) 

8 . Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9. Volume 

8 
Number 

f~l File Drawer's) 

• Microfilm Reel(s) 

[~l Computer Tape(s) 

X Other (specify) Archive 

1 0 . Annual Accumulation 

1 

Number 

• File Drawees) 

|~1 Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive 

1 1 . File is Used I 

I 
• Daily 1 • Weekly • Monthly X Annually 

1 2 . File Becomes Inactive After 

Permanent retention 

Number • Month(s) X Y e a r t » 

1 3 . Current Location(s) (Bldg., Floor, Room) 

1 0 1 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 1 6 8 , 

1 4 . Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes X No 

1 5 . Access Restrictions (If Yes , cite Law(s) & Regulations) 

x Y e s • N O P I A / F O I A 

1 6 . Audit Requirements 

x None • State • Federal • Independent 

1 7 . Is an Index System used? If yes, explain briefly and describe requirements 

• Yes x N o 

I 

18. Recommended Retention 

•Permanent retcntiorw 

" 7 yejfSJ fhw dlS-fay 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26, 2016 

DGS 550-1 (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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

1. Department/Agency 
I 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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

4. Record Series Title 
I 

Cancelled checks. 

5. Earliest Year/Latest Year 

2009 to Present 

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

series.) Cancelled checks. 

7. Record Series Formal(s) List all 

X Letter Size 

• Legal Size 

Q Audio Tape 

• Bound Book 

• Other (specify). 

• Microfilm 

|~ ) Computer Tape 

• Floppy Disk 

• Video Tape 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9 . Volume 

35 
Number 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

10. Annual Accumulation 

S 

Number 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . R e is Used 

• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

7 

N u m b e r ' • Month(s) X Year(s) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 I 

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

• Yes x N o 

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

x Y e s • N o P I A / F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x N o 
18. Recommended Retention 

7 years and destroy. 

19. Name and Title of Preparer 
i 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

• G S 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) 

i 

I 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

i 

I 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 6 OF 36 

1. Department/Agency 
I 

Anne Arundel Community College 

i 

2. Division 

Business Office 

3. Unit 

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 

Check registers. 

5. Earliest Year/Latest Year 

2009 to Present 

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

series.) Check registers. 

7. Record Series Format(s) List all 

X Letter Size • Microfilm 

• Legal Size Q Computer Tape 

I 

l~l Audio Tape ; • Floppy Disk 

• Bound Book ' • Video Tape 

f~l Other (specify) 

I 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9 . Volume 

21 
Number 

f~l File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

10. Annual Accumulation 

3 

Number 

[~l File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive 

1 1 . File is Used , 

• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

7 

Number • Month(s) X Year(s) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 

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

• Yes x N o 

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

x Y e s • N o P I A T F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x No 
18. Recommended Retention 

7 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut' Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26, 2016 

DGS 5SO-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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

31 
PAGE 7 OF JI& 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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

4. Record Series Title 

Escheat records. 

5. Earliest Year/Latest Year 

2006 to Present 

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

series.) Unclaimed property records. 

7. Record Series Format(s) List all 

X Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9. Volume 

10 
Number 

• File Drawees) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

X Other (specify) Archive 

10. Annual Accumulation 

1 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used 

• Daily • Weekly • Monthly X Annually 

12. File 

10 

Number 

Inactive After 

• Month(s) X Year's) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 I 

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

• Yes x N o 

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

x Y e s • N o P I A / F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x N o 
18. Recommended Retention 

10 years and destroy. 

19. Name and Title of Preparer 
i 

Allen S. Kogut, Records Retention Specialist 
i 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

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) 
i 

i 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 
i 

i 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE B WjA 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 

Fixed Asset Acquisition, Disposition, monthly postings and fixed asset inventory. 
i 

5. Earliest Year/Latest Year 

2006 to Present 

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

series.) Fixed Asset Acquisition, Disposition, monthly postings and fixed asset inventory. 

7. Record Series Format(s) List all 

I 
X Letter Size • Microfilm 

• Legal Size ' • Computer Tape 

l~l Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

r~| Other fsoecHv) 

8. Record Series Sequence 

• Alphabetical 

f~| Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9 . Volume 

10 
Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

7. Record Series Format(s) List all 

I 
X Letter Size • Microfilm 

• Legal Size ' • Computer Tape 

l~l Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

r~| Other fsoecHv) 

8. Record Series Sequence 

• Alphabetical 

f~| Numerical 

X Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

1 

Number 

• File Drawer's) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used 

• Daily ; • Weekly • Monthly X Annually 

I 

12. File Becomes Inactive After 

10 

Number • Month(s) X Yearfs) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 

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

• Y e s x N o 

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

x Y e s • N o P I A / F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x No 
i 

| 

1 

18. Recommended Retention 

10 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 2 6 , 2 0 1 6 

DGS 550-4 (Rev. 1/93) | 
I 



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 

A G E N C Y R E C O R D S I N V E N T O R Y 

?T 
PAGE 9 OF 3KF 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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

4. Record Series Title 

General Ledger including account transaction detail. 

i 

5. Earliest Year/Latest Year 

1990 to Present 

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

series.) General Ledger including account transaction detail. 

7. Record Series Format's) List all 

X Letter Size Q Microfilm 

• Legal Size 1 • Computer Tape 

• Audio Tape 

• Bound Book 

• Other (specify). 

• Floppy Disk 

• Video Tape 

8. Record Series Sequence 

(~| Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9. Volume 

15 
Number 

• File Drawees) 

• Microfilm Reel(s) 

f~l Computer Tape(s) 

X Other (specify) Archive 

10. Annual Accumulation 

1 

Number 

• File Drawees) 

• Microfilm Reel(s) 

f~| Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used 

• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

Permanent Retention 

Number • Monlh(s) X Year's) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 | 

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

• Yes x N o 

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

x Y e s • N o P I A / F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x No 
18. Recommended Retention 

Permanent Retention. 

19. Name and Title of Preparer 

Allen S. Kogut! Records Retention Specialist 

I 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

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) 

1 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 10 OF 2 8 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 

Grant Files. 

5. Earliest Year/Latest Year 

2010 to Present 

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

series.) Grant files including financial aid-Records of all grants received by the College, including applications, proposals, agreements, any 

official papers covering the award, controlling rules and regulations, copies of periodic reports, and miscellaneous correspondence. 

• 

7. Record Series Formal(s) List all 

X Letter Size' . • Microfilm 

• Legal Size j • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

< 

PI Other (specify) 

i 

• 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

r~| Other (soedfv) 

9 . Volume 

40 
Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tapa(s) 

X Other (specify) Archive Boxes 

7. Record Series Formal(s) List all 

X Letter Size' . • Microfilm 

• Legal Size j • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

< 

PI Other (specify) 

i 

• 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

r~| Other (soedfv) 
10. Annual Accumulation 

5 

Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used . 
I 

• Daily | • Weekly • Monthly X Annually 

I 

12. File Becomes Inactive After 

6 

Number • Month(s) X Yearts) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 

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

• Yes x N o 

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

x Y e s • N o P I A / F O I A 
I 

i 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x N o 
18. Recommended Retention 

.6 yoarc anu-dbblloy, 

" fa * ) atjfrrjy 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

DGS 550-4 (Rev. 1/93) 



1 
Instructions -Type or Print a separate form for 

each hew or revised record series. Forward 
1 

with Records Retention Schedule (DGS 550-1) 
I 
i 
I 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 1 
Instructions -Type or Print a separate form for 

each hew or revised record series. Forward 
1 

with Records Retention Schedule (DGS 550-1) 
I 
i 
I 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

ft 
P A G E 11 O F ya 

1. Department 

Anne Arundel 

/Agency 

Community College 

2. Division 

Business Office 

3. Unit 

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

4. Record Seri< 

IPEDS 

as Title 5. Earliest Year/Latest Year 

1991 to Present 

6. Record Sen 

series.) Integra 

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

ited Postsecondary Education Data System financial section support. 

7. Record Series F 

X Letter Size 

f~l Legal Size 

| ~ | Audio Tape 

• Bound Book 

l~l Other (specify 

>rmat(s) List all 

• Microfilm 

• Computer Tape 

• Floppy Disk 

• Video Tape 

) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

I -) Other fsoecifv) 

9 . Volume 

25 
Number 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

7. Record Series F 

X Letter Size 

f~l Legal Size 

| ~ | Audio Tape 

• Bound Book 

l~l Other (specify 

>rmat(s) List all 

• Microfilm 

• Computer Tape 

• Floppy Disk 

• Video Tape 

) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

I -) Other fsoecifv) 
10. Annual Accumulation 

1 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used 

• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

2 5 

Number • Month(s) X Year(s) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 I ' 

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

• Yes x No 

15. Access Restate 

x Y e s fZ 

lions (If Yes, cite Law(s) & Regulatlon(s) 

No PIA/FOIA 

16. Audit Requirements 

x None • State • Federal • Independent 

17. Is an Index Sy 

• Yes > 

stem used? If yes, explain briefly and describe requirements 

No 
18. Recommended Retention 

25 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

1 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

D G S 5 5 0 - 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

3* 
PAGE 12 OF 3g> 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 

Journal entries and supporting documentation. 

5. Earliest Year/Latest Year 

2009 to Present 

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

series.) Journal entries and supporting documentation. 

7. Record Series Format's) List all 

X Letter Size • Microfilm 

• Legal Size • Computer Tape 

Q Audio Tape I • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9 . Volume 

16 
Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

10. Annual Accumulation 

2 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used 

• Daily • W e e k l y • M o n t h l y X Annually 

12. File Becomes Inactive After 

7 

Number • Montti(s) X Year's) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 

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

• Yes x No 

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

x Y e s • N o P I A / F O I A 

16. Audit Requirements 

x None • Slate • Federal • Independent 

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

• Yes x No 
18. Recommended Retention 

7 years and destroy. 

19. Name and Title of Preparer 

Allen S. KogutJ Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 
i 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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

4. Record Series Title 

Moody's disclosure reports and support 

5. Earliest Year/Latest Year 

2006 to Present 

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

series.) Journal entries and supporting documentation. 

7. Record Series Formal(s) List all 

X Letter Size • Microfilm 

i 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book | • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9. Volume 

10 
Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

10. Annual Accumulation 

1 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive 

1 1 . File is Used ' 

I 
• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

10 

Number • Month(s) X Yearts) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 

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

• Yes x N o 

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

x Y e s • N o P I A / F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x N o 
18. Recommended Retention 

10 years, and destroy. 

•*hr s*i~&(kch'cn of hoj 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

DGS 550-4 (Rev. 1/93) 

I 



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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

31 
PAGE 14 OF J& 

1. Department/Agency 

Anne Arundel Community College 

I 

2. Division 

Business Office 

3. Unit 

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 

Correspondence and miscellaneous subject files. 

5. Earliest Year/Latest Year 

2013 to Present 

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

series.) Correspondence and miscellaneous subject files related to the activities of the office, including institutional records not covered by other 

sections. 

7. Record Series Format(s) List all 

X Letter Size | • Microfilm 

• Legal Size • • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

l~l Numerical 

X Chronological 

• Geographical 

[~| Other (specify) 

9. Volume 

9 
Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive 

10. Annuel Accumulation 

3 

Number 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . R e is Used I 

i 
• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

3 

Number • Month(s) X Year(s) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 

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

• Yes x N o 

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

x Y e s • N o P I A / F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x N o 
18. Recommended Retention 

3 years.and destroy. jrs.a 

7 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26, 2016 

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) 
i 
t 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 
i 
t 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 15 OF ,38* 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 

1098-T-records 

5. Earliest Year/Latest Year 

2010 to Present 

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

series.) 1098-T-records! 

I 
7. Record Series Format(s) List all 

X Letter Size • Microfilm 

• Legal Size • Computer Tape 

| ~ | Audio Tape • Floppy Disk 

i 
• Bound Book | • Video Tape 

r~| Other fsoedfvl 
1 

I 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

["I Other fsoecifv) 

9. Volume 

12 
Number 

• File Drawer's) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

7. Record Series Format(s) List all 

X Letter Size • Microfilm 

• Legal Size • Computer Tape 

| ~ | Audio Tape • Floppy Disk 

i 
• Bound Book | • Video Tape 

r~| Other fsoedfvl 
1 

I 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

["I Other fsoecifv) 
10. Annual Accumulation 

2 

Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used I 
i 
i 

• Daily 1 • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

6 

Number • Month(s) X Year 's) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 16B 

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

• Yes x N o 

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

x Y e s • N o P I A / F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x N o 

I 

18. Recommended Retention 

6 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

DGS 550-4 (Rev. 1/93) 

I 



I 

Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

i 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

i 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E y OF 3S 

1. Department/Agency 

Anne Arundel Community College 

I 

2. Division 

Business Office 

3. Unit 

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 

Collection reports. 

5. Earliest Year/Latest Year 

2006 to Present 

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

series.) Collection reports. 

i 

I 

7. Record Series Formats) List all 

X Letter Size • Microfilm 

I 

• Legal Size j • Computer Tape 

• Audio Tape ' • Floppy Disk 

• Bound Book ' • Video Tape 

r~| Other (soecifv) 

i 

i 

1 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9. Volume 

10 
Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tapefs) 

X Other (specify) Archive Boxes 

7 . Record Series Formats) List all 

X Letter Size • Microfilm 

I 

• Legal Size j • Computer Tape 

• Audio Tape ' • Floppy Disk 

• Bound Book ' • Video Tape 

r~| Other (soecifv) 

i 

i 

1 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

1 

Number 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used 

• Daily ! • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

10 

Number • M o n t h ( s ) X Year(s) 

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

101 College Parkway, Arnold Maryland 21012 

C S B Room 168 

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

• Yes x No 

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

x Y e s • N O P I A / F O I A 

I 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x N o 
18. Recommended Retention 

10 years and destroy. , 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

D G S 550-4 (Rev. 1/93) 

I 
I' 
i 



1 
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 

A G E N C Y R E C O R O S I N V E N T O R Y 
1 

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 

PAGE^O OF X 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 

Financial aid return of funds report. 

5. Earliest Year/Latest Year 

2009 to Present 

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

series.) Financial aid return of funds report. 

i 

i 

7. Record Series Format's) List all 

X Letter Size • Microfilm 

f~l Legal Size I • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

n Other (snecify) 

I 
I 

8. Record Series Sequence 

f~l Alphabetical 

• Numerical 

X Chronological 

• Geographical 

r~| Other fsoedfv) 

9 . Volume 

12 
Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

7. Record Series Format's) List all 

X Letter Size • Microfilm 

f~l Legal Size I • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

n Other (snecify) 

I 
I 

8. Record Series Sequence 

f~l Alphabetical 

• Numerical 

X Chronological 

• Geographical 

r~| Other fsoedfv) 
10. Annual Accumulation 

3 

Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used I 

• Daily ' • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

4 

Number • Month's) X Year's) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 ! 

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

• Yes x N o 

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

x Y e s • N o P I A / F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes xlMo 
I 

18. Recommended Retention 

4 years and destroy. 

19. Name and title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES A G E N C Y R E C O R D S I N V E N T O R Y 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 

Jessup, Maryland 20794 
410-799-1930 

PAGE yS OFJSb 

1. Department/Agency 2. Division 3. Unit 

Anne Arundel Community College Business Office 

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 

Returned checks. 2013 to Present 

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

series.) Returned checks. 
i 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 

X Letter Size • Microfilm • Alphabetical 
9 

Number 

• Legal Size Q Computer Tape 

1 
l~l Audio Tape • Floppy Disk 

• Numerical 

X Chronological 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Bound Book • Video Tape • Geographical 
X Other (specify) Archive Boxes 

r~| Other (soecifv) • Other (specify) 
10. Annual Accumulation 

3 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used 12. File Becomes Inactive After 

• Daily • Weekly • Monthly X Annually Number • Month(s) X Year's) 

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

101 College Parkway, Arnold Maryland 21012 

C S B Room 168 

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

• Yes x N o 

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

x Y e s • N o P I A / F O I A 

j 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x No 

1 

18. Recommended Retention 

3 years and destroy. 

19. Name and Title of Preparer 20. Telephone Number 2 1 . Date 

Allen S. Kogut, Records Retention Specialist 410-777-7327 May 2 6 , 2 0 1 6 

DGS 550-1 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 
i 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 

a 3J 
PAGE.20 OF 26 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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

4. Record Sen 

Student bills. 

ss Title 5. Earliest Year/Latest Year 

2009 to Present 

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

series.) Student bills. 

I 

7. Record Series Format(s) List all 

X Letter Size ^ • Microfilm 

I 
f~l Legal Size J • Computer Tape 

• Audio Tepe 

• Bound Book 

• Other (specify). 

• Floppy Disk 

• v ideo Tape 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9. Volume 

21 
Number 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

10. Annual Accumulation 

3 

Number 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive 

1 1 . File is Used 

• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

7 

Number • Month(s) X Year(s) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 I 

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

• Yes x N o 

15. Access Restrictions (If Yes, cite Lawfs) & Regulation(s) 

x Yes • No PIA/FOIA 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x No 
18. Recommended Retention 

7 years and destroy. 

19. Name and Title of Preparer 
i 

Allen S. Kogut,' Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 
i 

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 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 
i 

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 

PAGf^K OF US 

1. Department/Agency 

Anne Arundel Community College 
I 

2. Division' 

Business Office 

3. Unit 

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 

Budget adjustments. 

5. Earliest Year/Latest Year 

2013 to Present 

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 adjustments-including Enterprise Budget Request. 

I 

7. Record Series Format(s) List all 

X Letter Size • Microfilm 

U Legal Size |_J Computer Tape 

l~l Audio Tape • Floppy Disk 

• Bound Book , Q Video Tape 

PI other (soecifv) 

I 

I 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9. Volume 

3 
Number 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

7. Record Series Format(s) List all 

X Letter Size • Microfilm 

U Legal Size |_J Computer Tape 

l~l Audio Tape • Floppy Disk 

• Bound Book , Q Video Tape 

PI other (soecifv) 

I 

I 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

1 

Number 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . R e is Used 

• Daily • Weekly • Monthly X Annually 

I 
i 

12. File Becomes Inactive After 

3 

Number • Month(s) X Yearfs) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 

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

• Yes x N o 

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

x Y e s r j N o P I A / F O I A 

I 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x No 

I 

I 

18. Recommended Retention 

3 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

I 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

?A 3i 
PAGE23 OFjn 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a 
purposes. ' 

unit for reference as well as retention and disposition 

4. Record Series Title 

Capital projects financial records. 

5. Earliest Year/Latest Year 

1999 to Present 

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

series.) Capital projects financial records. 

i 
i 

1 
7. Record Series Formal(s) List all 

I 
X Letter Size • Microfilm 

8. Record Series Sequence 

• Alphabetical 

9 . Volume 

20 
Number 

1 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book Q Video Tape 
< 

• Numerical 

X Chronological 

f~l Geographical 

• File Drawer's) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

I - ! Other (snecifv) l~l Other (specify) 
10. Annual Accumulation 

1 

1 

Number 

i 

1 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used 

• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

101 

Number • Monlh(s) X Year(s) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 

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

• Yes x No 

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

x Y e s • N o P I A / F O I A 

I 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x No 
18. Recommended Retention 

101 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

DGS 550-4 (Rev. 1/93) 



I 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE£» OF " 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 

Annual Budget (CC-5). 

I 

5. Earliest Year/Latest Year 

2006 to Present 

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

series.) Annual budget (CC-5). 

7. Record Series Format(s) List all 

X Letter Size • Microfilm 
i 

l~l Legal Size • Computer Tape 

• Audio Tape ' • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9. Volume 

10 
Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive 

10. Annual Accumulation 

1 

Number 

• File Drawer's) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

X Other (specify) Archive 

1 1 . File is Used j 

• Daily • W e e k l y • M o n t h l y X Annually 

12. File Becomes Inactive After 

10 

Number • Montti(s) X Year(s) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 ' 

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

• Yes x N o 

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

x Y e s • N o P I A / F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x No 
I 

18. Recommended Retention 

10 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

DGS 550-4 (Rev. 1/93) 



I 
I 

1 

Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

I 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 
1 

Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

I 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2 3 
PAGERS OF 36 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 
i 

Cost center budget 

5. Earliest Year/Latest Year 

2010 to Present 

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

series.) Work papers and projections of the cost center budget. 

I 

I i 

7. Record Series Format's) List all 

X Letter Size • Microfilm 

1 

|~l Lenal Size ' • Computer Tope 

• Audio Tape ' • Floppy Disk 

O Bound Book • Video Tape 

f~l Other 'soecifv) 

I 

1 

8. Record Series Sequence 

• Alphabetical 

f~l Numerical 

X Chronological 

l~| Geographical 

• Other (specify) 

9. Volume 

6 
Number 

• File Drawerfs) 

• Microfilm Reel's) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

7. Record Series Format's) List all 

X Letter Size • Microfilm 

1 

|~l Lenal Size ' • Computer Tope 

• Audio Tape ' • Floppy Disk 

O Bound Book • Video Tape 

f~l Other 'soecifv) 

I 

1 

8. Record Series Sequence 

• Alphabetical 

f~l Numerical 

X Chronological 

l~| Geographical 

• Other (specify) 
10. Annual Accumulation 

1 

Number 

• File Drawerfs) 

• Microfilm Reelfs) 

• Computer Tapefs) 

X Other (specify) Archive Boxes 

1 1 . File is Used | 

• Daily ' • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

6 

Number • Month(s) X Year's) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 ! 

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

• Y e s x N o 

15. Access Restrictions (If Yes, cite Law's) & Regulations) 

x Y e s [ J N o P I A / F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes ic No 
18. Recommended Retention 

6 years and destroy. 

3 years ccfi-v" ^>'s^ ptr<'0</c^e/v^ 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 
I 
i 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

DGS 5SO-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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGERS OF 3^ 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 

1099 Records! 

i 

5. Earliest Year/Latest Year 

2011 to Present 

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

series.) Work papers and projections of the cost center budget. 

7 . Record Series Format(s) List all 

X Letter Size • Microfilm 

I 

• Legal Size • Computer Tape 

• Audio Tape ' • Floppy Disk 

• Bound Book I • Video Tape 

• Other (specify) 

8 . Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) j 

9. Volume 

5 
Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive 

1 0 . Annual Accumulation 

1 

Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive 

1 1 . File is Used 

• Daily | • Weekly • Monthly X Annually 

1 2 . File Becomes Inactive After 

6 

Number • Month(s) X Year(s) 

1 3 . Current Locatioh(s) (Bldg., Floor, Room) 

1 0 1 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 1 6 8 

1 4 . Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes x N o 

1 5 . Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

x Y e s • N O P I A / F O I A 

1 6 . Audit Requirements 

x None • State • Federal • Independent 

1 7 . Is an Index System used? If yes, explain briefly and describe requirements 

• Yes x N o 
18. Recommended Retention 

6 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26, 2016 

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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

IS 3j 
PAGE^T OF pf 

1. Department/Agency 

Anne Arundel Community College 

I 

2. Division 

Business Office 

3. Unit 

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 

941 Returns and support. 

5. Earliest Year/Latest Year 

2009 to Present 

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

series.) 941 Returns and support. 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 

10 
X Letter Size Q Microfilm • Alphabetical 

Number 

• Legal Size ' • Computer Tape 
• Numerical 

• File Drawees) 

• Microfilm Reel(s) 

• Audio Tape • Floppy Disk X Chronological [~l Computer Tape(s) 

X Other (specify) Archive Boxes 
• Bound Book > Q Video Tape • Geographical 

PI Other fsoecffv) CI Other fsoecifv) 
10. Annual Accumulation 

PI Other fsoecffv) CI Other fsoecifv) 

I 

1 

Number 

I 
• File Drawees) 

I • Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used 

• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

7 

Number • Month(s) X Year(s) 

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

101 College Parkway, Arnold Maryland 21012 

C S B Room 168 | 

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

• Yes x N o 

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

x Y e s • N o P I A / F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x No 
18. Recommended Retention 

7 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

P A G E ^ O F 36 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 Payable. 

5. Earliest Year/Latest Year 

2008 to Present 

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

series.) Vouchers with supporting documentation. 

7 . Record Series Format(s) List all 8 . Record Series Sequence 9 . Volume 

80 
X Letter Size • Microfilm • Alphabetical Number 

• Legal Size • Computer Tape 
• Numerical 

• File Drawees) 

• Microfilm Reel(s) 

• Audio Tape > • Floppy Disk X Chronological • Computer Tape(s) 

• Bound Book ' • Video Tape • Geographical 
X Other (specify) Archive Boxes 

f~l Other fsnecifvl f~| Other fsoecifv) 
1 0 . Annual Accumulation 

1 0 

Number 

• File Drawer(s) 

i • Microfilm Reel(s) 

i l~l Computer Tape(s) 

1 

1 

X Other (specify) Archive Boxes 

1 1 . File is Used I 
I 

• Daily . • W e e k l y • M o n t h l y X Annually 

1 2 . File Becomes Inactive After 

8 

Number • M o n t h ( s ) X Year(s) 

1 3 . Current Location(s) (Bldg., Floor, Room) 

1 0 1 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 1 6 8 

1 4 . Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes x N o 

1 5 . Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

x Y e s • N o P I A / F O I A 

1 6 . Audit Requirements 

x None • State • Federal • Independent 

1 7 . Is an Index System used? If yes, explain briefly and describe requirements 

• Yes x N o 
18. Recommended Retention 

8 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

27 3H 
PAGE.29 OF 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 

Garnishments, tax levies, orders and releases. 

5. Earliest Year/Latest Year 

2000 to Present 

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

series.) Garnishments, tax levies, orders and releases. 

7. Record Series Format(s) List all 

X Letter Size • Microfilm 

i 

l~l Legal Size • Computer Tape 

f~l Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f~l Other Isoecifv) 

8. Record Series Sequence 

O Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9. Volume 

16 
Number 

O File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

7. Record Series Format(s) List all 

X Letter Size • Microfilm 

i 

l~l Legal Size • Computer Tape 

f~l Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f~l Other Isoecifv) 

8. Record Series Sequence 

O Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

1 

Number 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

i 

10. Annual Accumulation 

1 

Number 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used 

• Daily < • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

7 

Number • Monlh(s) X Year(s) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 

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

• Yes x N o 

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

x Y e s • N o P I A / F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x No 
18. Recommended Retention 

7 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

21 . Date 

May 26, 2016 

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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

PAGE^O OF ,26 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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

4. Record Series Title 

Payroll Records. 
I 

5. Earliest Year/Latest Year 

1999 to Present 

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

series.) Payment of salaries, supporting materials, employee contracts, payroll registers and reports. 

7. Record Series Format(s) List all 
I 

X Letter Size • Microfilm 

8. Record Series Sequence 

[~| Alphabetical 

9 . Volume 

51 
Number 

(~| Legal Size , • Computer Tape 

• Audio Tape ' • Floppy Disk 

• Bound Book i • Video Tape 

• Numerical 

X Chronological 

• Geographical 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

r~| other fsoecHv) • Other (specify) 
10. Annual Accumulation 

3 

Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used 

• Daily ! • Weekly • Monthly X Annually 

i 

12. File Becomes Inactive After 

103 

Number • Month(s) X Year's) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 

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

• Yes x N o 

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

x Y e s • N o P I A / F O I A 

I 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x No 
I 

j 

18. Recommended Retention 

103 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

DGS 5SO-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) 

i 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1330 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

i 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1330 

PAGE^if OF 36 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 

W-2's and records. 

5. Earliest Year/Latest Year 

2008 to Present 

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

series.) W-2's and records. 

7. Record Series Format(s) List all 

X Letter Size • Microfilm 

I 
l~1 Legal Size • Computer Tape 

i 
• Audio Tape I • Floppy Disk 

I 

• Bound Book [ O Video Tape 
i 
I 

I - ! Other tsnerifvl 
I 

! 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9 . Volume 

80 
Number 

• File Drawerfs) 

• Microfilm Reelfs) 

• Computer Tapefs) 

X Other (specify) Archive Boxes 

7. Record Series Format(s) List all 

X Letter Size • Microfilm 

I 
l~1 Legal Size • Computer Tape 

i 
• Audio Tape I • Floppy Disk 

I 

• Bound Book [ O Video Tape 
i 
I 

I - ! Other tsnerifvl 
I 

! 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

1 0 

Number 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tapefs) 

X Other (specify) Archive Boxes 

1 1 . File is Used 

• Daily • w e e k l y • M o n t h l y X Annually 

12. File Becomes Inactive After 

B 

Number • Month(s) X Year(s) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 16B 

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

• Yes x N o 

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

x Y e s Q N o P I A / F O I A 

t 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x No 

r 

i 

18. Recommended Retention 

8 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

DGS 550-1 (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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

3 0 rj 
PAGE 32 OF Jtf 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 

Bid and proposal documentation. 

5. Earliest Year/Latest Year 

2012 to Present 

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

series.) All materials pertaining to college bids and proposals. Will include advertisements, pre-bid attendance sheets, responses to bid requests 

(not awarded), bid specs, bid log, score sheet, evaluation sheets, non-award letters, bids and correspondence. 

7. Record Series Formal(s) List all 
I 

X Letter Size I • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

I 

• Bound Book • Video Tape 

i 
• Other (specify) 

8. Record Series Sequence 

l~l Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9. Volume 

30 
Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive 

10. Annual Accumulation 

6 

Number 

• File Drawees) 

• Microfilm Reelfs) 

• Computer Tape(s) 

X Other (specify) Archive 

1 1 . File is Used i 

• Daily ' • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

4 

Number • Month(s) X Year's) 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 

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

• Yes x N o 

15. Access Restrictions (If Yes, d ie Law(s) & Regulations) 

x Y e s • N o P I A / F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x N o 
18. Recommended Retention 

4 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

3) 3H 
P A G E R S O F .as 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 5. Earliest Year/Latest Year 

Contracts. 2009 to Present 

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

series.) Contracts, including award information, recommendation of award of contract, independent contractor agreements, lease agreements, 

guest speaker agreements, misc. contracts and agreements. 

7 . Record Series Formal(s) List all 

X Letter Size ' • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8 . Record Series Sequence 

f~l Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9. Volume 

35 
Number 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive 

1 0 . Annual Accumulation 

' 7 

Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive 

1 1 . File is Used 

• Daily • Weekly • Monthly X Annually 

1 2 . File Becomes Inactive After 

7 

Number • Month(s) X Year(s) 

1 3 . Current Location(s) (Bldg., Floor, Room) 

1 0 1 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 1 6 8 

1 4 . Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes x N o 

1 5 . Access Restrictions (If Yes, cite Law(s) & Regulation^) 

x Y e s • N O P I A / F O I A 

1 6 . Audit Requirements 

x None • State • Federal • Independent 

1 7 . Is an Index System used? If yes, explain briefly and describe requirements 

• Yes x No 
18. Recommended Retention 

7 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26, 2016 

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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

PAGE^SVoFtaS 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 

Procurement card account reconciliations and supporting documentation. 

5. Earliest Year/Latest Year 

2009 to Present 

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

series.) Procurement card account reconciliations and supporting documentation. 

7. Record Series Format(s) List all 

X Letter Size Q Microfilm 

• Legal Size • Computer Tape 

• Audio Tape ' • Floppy Disk 

• Bound Book 1 • Video Tape 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

9. Volume 

14 
Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tapefs) 

X Other (specify) Archive Boxes 

(~| Other fsnecifv) • Other (specify) 
10. Annual Accumulation 

2 
Number 

• File Drawer's) 

• Microfilm Reel(s) 

• Computer Tape(s) 

X Other (specify) Archive Boxes 

11. File is Used 12. File Becomes Inactive A 
y 

Der 

• Daily • Weekly • Monthly X Annually 
1 

Number • Month(s) X Year(s) 

13. Current Locations) (Bldg., Floor, Room) 

101 College Parkway, Arnold Maryland 21012 

C S B Room 168 

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

• Yes x No 

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

X Y e s • N o P I A / F O I A 

16. Audit Requirements 

X None • State • Federal • Independent 

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

• Yes x N o 

i 

18. Recommended Retention 

7 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 .2016 

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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

PAGEJ5 OF 36 

1. Department/Agency 

Anne Arundel Community College 

i 

2. Division 

Business Office 

3. Unit 

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 

Purchase orders. 

5. Earliest Year/Latest Year 

2009 to Present 

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

series.) Purchase orders. 

7. Record Series Format(s) List all 

X Letter Size • Microfilm 

l~l Legal Size 1 • Computer Tape 

I 
|~l Audio Tape > • Floppy Disk 

t 

• Bound Book j • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9. Volume 

21 
Number 

l~l File Drawer's) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

X Other (specify) Archive 

10. Annual Accumulation 

3 

Number 

l~l File Drawer(s) 

• Microfilm Reel(s) 

l~) Computer Tape(s) 

X Other (specify) Archive Boxes 

1 1 . File is Used 

• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

7 

Number • Month(s) X Y e a n » 

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

101 College Parkway, Arnold Maryland 2 1 0 1 2 

C S B Room 168 ! 

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

• Yes x N o 

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

x Y e s • N o P I A / F O I A 

16. Audit Requirements 

x None • State • Federal • Independent 

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

• Yes x No 
18. Recommended Retention 

7 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

PAGEJ8 OF 

1. Department/Agency 

Anne Arundel Community College 

2. Division 

Business Office 

3. Unit 

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 

Standard Requests for Information (RFI) 

5. Earliest Year/Latest Year 

2009 to Present 

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

series.) Product information, research information, team reviews and recommendations. 

I 

I 

7. Record Series Formal(s) List all 
I 

X Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

PI Other (soetifv) 

I 

i 
r 

I 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 

9 . Volume 

7 
Number 

• File Drawerfs) 

• Microfilm Reel(s) 

|~l Computer Tape(s) 

X Other (specify) Archive Boxes 

7. Record Series Formal(s) List all 
I 

X Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

PI Other (soetifv) 

I 

i 
r 

I 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

1 

Number 

• File Drawerfs) 

• Microfilm Reelfs) 

Q Computer Tapefs) 

X Other (specify) Archive Boxes 

1 1 . File is Used 

• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

7 

Number • Month(s) X Yearfs) 

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

101 College Parkway, Arnold Maryland 21012 

C S B Room 168 

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

• Yes x N o 

15. Access Restrictions (If Yes , cite Lawts) & Regulation^) 

x Y e s • N o P I A / F O I A 

16. Audit Requirements 

x None • State Q Federal • Independent 

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

• Yes x No 

I 

i 

18. Recommended Retention 

7 years and destroy. 

19. Name and Title of Preparer 

Allen S. Kogut, Records Retention Specialist 

20. Telephone Number 

410-777-7327 

2 1 . Date 

May 26 ,2016 

DGS 550-4 (Rev. 1/93) 


