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DEPARTMENT OF GENERAL SERVICES

Schedule No.
RECORDS MANAGEMENT DIVISION Page 1 of 5
RECORDS RETENTION AND DISPOSAL SCHEDULE g
Agency Division/Unit
Anne Arundel Community College Business Office
Item ' Description Retention
No.
This schedule supersedes Schedule No. 1908, 1910 & 1911.

1 Account reconciliations. Retain in office 7 years
and then destroy.

2 Audit and financial statement work papers and lead Retain in office 25 years

schedules. and then destroy.

3 Extémal audit reports, single audit reports, and audit Retain paper copy for 10
correspondence including management letters and years in office, then scan to
management letter response, CC-4 {after 1998), and Maryland State Archives
Ezaudit. standards and destroy paper.

Transfer electronic images to
the Maryland State Archives
for permanent retention.

4 Bank reconciliations, bank statements and worksheets. | Retain in office 2 years,
transfer to the Warehouse
for 5 years, then destroy.

5 Cancelled checks. Retain in office 7 years
and then destroy.

. Retain in office 7 years

6 Check registers. and then destroy.

7 Escheat (unclaimed property) records. Retain in office 10 years
and then destroy.

8 Fixed Asset Acquisition, Disposition, monthly postings, | Retain in office 2 years

and fixed asset inventory. after asset retirement, then
send to Warehouse for 8
years and then destroy.

Schedule Approved by Department, Agency,

Schedule Authorized by State Archivist

or Division Representative.
Dat|e Date
Signature &"
[ S
Typed Name Andrew P. Little Signature

§4./¢
B

Title Executive Director of Finance

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES Schedule No. 29
RECORDS MANAGEMENT DIVISION Page 2 of 5
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)
Agency Division/Unit
Anne Arundel Community College Business Office
item Description Retention
No.!
| This schedule supersedes Schedule No. 1908, 1910 & 1911.
19 General Ledger including account transaction detai. Scan paper to Maryland
! State Archives
' standards, then destroy.
l Retain images for 100
' years, then transfer to
i the Maryland State
\ Archives. Retain
electronic records for
100 years and then
transfer to Maryland
: State Archives
10 Grant files including financial aid - Records of all grants | Retain according to the
| received by the College, including applications, requirements of the
proposals, agreements, any official papers covering the | funder, then destroy with
award, controlling rules and regulations, copies of the following exception:
periodic reports, and miscellaneous correspondence. 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.
1 Integrated Postsecondary Education Data System(IPEDS) | Retain in office 25 years
financial section support. and then destroy.
12 Journal entries and supporting documentation. Retain in office 7 years
and then destroy.
13 Moody's disclosure reports and support. Retain in office 10 years

after satisfaction of
bonds, then destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. 23/

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3of §
' (Continuation Sheet)
Agency Division/Unit
Anne Arundel Community College Business Office
item Description Retention
No.
This schedule supersedes Schedule No. 1908, 1910 & 1911.

14 Correspondence and miscellaneous subject files related | Retain for 3 years, then
to the activities of the office, including institutional screen annually and
records not covered by other sections. destroy material that is

no longer needed for
current business.

15 1098-T records. Retain in office for the

- tax year plus 5 years,
and then destroy.

16 Collection reports. Retain in office 10 years

: and then destroy.

17 Financial aid return of funds reports. Retain in office 3 years
after close of aid year,
then destroy

- 18- Returned checks.
Retain in office 3 years
and then destroy.

19 Student bills. 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. 2 73/

Page 40of 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,
froy.

Office: Tax year + 5

years, then destroy.

Office:7 years, destroy.

Office: Tax year + 7
years, then destroy.

DGS 550-1A




r
!
3

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 3 +¢,

Page 50of §

Agencyi _ Division/Unit
Anne Arundel Community College Business Office
item ' Description Retention
No. :
This schedule supersedes Schedule No. 1908, 1910 & 1911.
| .

27 | Garnishments, tax levies, orders and releases. Office: Satisfaction of

| garnishment + 7 years,
then destroy.

28 | Payroll records - Payment of salaries, supporting Retain paper for 3 years,
materials, employee contracts, payroll registers and plus an additional 100
reports. years at college

warehouse and then
destroy. If records are to

. be scanned, then scan in

i accordance with Maryland

‘ State Archives standards,
then destroy paper and

: retain images the same

’ length of time as non-
scanned material.

29 = | W-2's and records. Office: Tax year + 7 years,

i then destroy.

30 I Bid and proposal documentation - All materials Retain in office 4 years
pertaining to college bids and proposals. Will include and then destroy.
advertisements, pre-bid attendance sheets, responses to

. bid request {not awarded), bid specs, bid log, score
i i sheet, evaluation sheets, hon-award letters, bids and
l correspondence.

31 Contracts, including award information, recommendation | Retain in office 7 years
of award of contract, independent contractor and then destroy.
agreements, lease agreements, guest speaker :

| agreements, misc. contracts and agreements.
32 Procurement card account reconciliations and Retain in office 7 years
+ | supporting documentation. and then destroy.

33 ' | Purchase orders. Retain in office 7 years

and then destroy.

34 Standalone Requests for Information (RFI) - product Retain in office 7 years

information, research information, team reviews and
recommendations.

and then destroy.

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

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

3

PAGE 1 OF 38

1. Departmen?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

puUrposes. |

4. Record Series Title
Account reconciliations.

5. Earliest Year/Latest Year
2009 to Present

6. Record Series Descriplion (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the

serles.) Account reconcillations.

7. Record Series Format(s) List all

8. Record Serios Sequence 9. Volume
' 16
X Lettersize [J Microfim O Alphabeticat Number
[
[] Legal Size ||:] Computer Tape D Numerical [[] Fite Drawers)
! [ Microfilm Rasi(s)
[ Audio Tape i [ Floppy Disk X Chronolngical [ computer Tape(s)
| X Other (specity) Archive Boxes
[ Bound Book ] Video Tape [] Gecgraphical
. 10. Annual Accumulation
[ Other (specify), [ Other (specify) 2
Number
O File Drawer(s)
[ Microfilm Reel(s)
[0 computer Tape(s)
X Other (spacify) Archive Boxes
11.Filais Used | 12. File Becomes Inactive After
O paity ‘ [ weekly O Menthly X Annually Number O Month(s) X Year(s)

13, Gurrent Locati?rl(s) {Bldg., Floor, Room)
101 College Parkway, Amold Maryland 21012
CSB Room 168 |

3 Yes

14. Is Recond Series Duplicated Elsewhere? (I yes, specify ageney or office.)

2No

15. Access Raestrictions (IF Yes, cite Law(s) & Regulalion(s}
% Yes [ Ne PIAFOIA

18. Audit Requitements

xNone [JState [ Federal [ Independent

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

3 Yes % No

18. Recommended Retention
7'years and destroy.

9. Name and Title of Preparer
Allen 8. Kogut, Records Retention Specialist

20. Telephone Number
410-777-7327

21. Date
May 26, 2016

DGS 550-4 (Rev, 3/99) [
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Instructions t-Type or Print a separate form for
each new or Irevised record series. Forward
with Records Retention Schedule (DGS 550-1)

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

Jessup, Maryland 20794
410-799-1930¢

AGENCY RECORDS INVENTORY

PAGE 2 OF 28

1. DepartméntlAgency
Anne Arunde! Community College

2. Division
Business Office

3. Unit

purposes.

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

4. Record Series Title

Audit and ﬁnlancial statement work papers and lead schedules.

5. Earliest Year/latest Year
1991 to Present

6. Record Se:ries Description (Briefiy describe the types of information/documentsiforms found in the series. Include the purpose or function of the
series.) Audit and financial statement work papers and lead schedules.

7. Record Series Fonmat(s) List all 6. Record Series Sequence 9. Volume
30
X LetterSize | [ Micrefim [J Alphabeticat Numbar
[ regal Size § [ Computer Tape 3 Numerica! ] File Draweris)
[ wiicrofilm Reels)
) Awdio Taps | ] Fiopey Disk X Chronological [0 Computer Tape(s)
X Other (specify) Archive Boxes
O Bound Book‘ [ video Tape [ Geaographical
! 10. Annual Accumulation
(3 Other (specify) [0 Other (specifyy \
Numbey
[ Fite Drawerts)
[ Microfiten Reei(s)
[ Computer Tapa(s)
X Other (specify) Archive Boxes
11. File ts Used 12. File Becomes Inactive Afler
25 .
[ paity ] weexy [0 Manthty X Annually Number [Jmenth(s) X Year(s)

13. Curent Location{s)  (Bldg., Floor, Room)
101 Colege Parkway, Amald Maryland 21012
CSB Room 168 |

[ Yes x No

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

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
x¥es  [] NePIAFOIA

16. Audit Requirements

xNone []Stats [ Federal [ independent

[ Yes % No

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

18. Recommended Relention
25 years and desiroy.

- 19. Name and; Title of Preparer
Allen S. Kogut, Records Retention Specialist

l

21. Date
May 26, 2016

20. Telephone Number
410-777-7327

DGS 550-4 (Rev, 1293y




Instructions -Type or Print a separate form far
each new or r?vised 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 20724

AGENCY RECORDS INVENTORY

7t

PAGE 3 OF 2€°

410-799-1930

1. Depariment/Agency
Anne Arundel;Communily College

2. Division
Business Office

3. Unit

PUrposes.

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

4, Record Series Title

|
External Audit Reports
|

5. Earliest Year/Latest Year
2006 to Present

CC-4(after 1998), and Ezaudit.

6. Record Seri:es Descriptlon {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 letier response,

[ osily Il [ weexy ] monihty X Annually
)

7. Record Series Fgfma‘l(s) List all 8. Record Serles Sequence 9. Volume
‘ 1
X Loter Sizs | O Micrsfim [ Aiphabetical Number
[ Legat Size ! [ computer Tape [ Numerical [J File Drawers)
[ Micrafilm Reel(s)
[ Aucio Tape  [] Floppy Disk X' Chranofaical [ Cemputer Tape(s)
X Other {specify} Archive Boxes
[] Bound Beok | ] video Tape [ Geographical
: 10. Annual Accumulation
[ Other (specify) O other ispecity) 1
' . Number
' [ File Drawer(s)
! [ Micrafiim Reei(s)
' [ computer Tape(s)
: X Other (specify) Archive Boxes
11. Fita is Used 12. File Becomes Inactive Afler

Permanent rotention
Number OMenthis) X Year(s)

13. Current Location{s)  (Bldp., Floor, Roam}
101 Colluge Parkway, Amald Maryland 21012
CSB Room 168

14, Is Record Series Duplicaled Elsewhere? (If yes, spacify agency or office.)
COyes xNa

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
1
xYes [} No PUFOIA

16, Audit Requirements

xNone [JSiate []Federal [ independent

17. Is an Indéx System used? If yes, explain briefly and describe requiraments
[ Yes xNo

18. Recommended Retention

Permanent retention.

19. Name and Title of Preparer
Allen S. Kogut, Records Retention Specialist

20. Telephone Number
410-777-7327

21. Date
May 26, 2016

0GS 5504 (Rev. 1/83)




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

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Walerloo Read, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

34

PAGE4 OF 36

1. Department/Agency
Anne Arundel Community College
t

}
|

2. Division 3. Unit

Business Office

urposes. |

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

4. Record Series Title
Bank reconciliations

5. Earliest Year/Latest Year
2009 to Present

|

!

series.) Bank reconciliations, bank statements and worksheets.

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

O monthly

7. Record Seqdes Format(s} List a 8. Record Series Sequence 9. Volume
' 8
X LeMorSize [ Microfim O Alphabetical Number
CliegaiSize  [J Computer Tape 0O Numerical [ File Drawer(s)
: [ Miersfilm Reel(s)
] Audio Tape | [J Floppy Disk X Chronological [0 computer Tapes)
! X Other (specify) Archive Boxas
[0 Bound Book | {T] Video Tape O Geographical
10, Annual Accumulation
[ Other ispecify), (O Cther (spacify) 1
Number
[0 File Drawerts)
[3 Microfitm Reel(s)
' [ Gompurter Tape(s)
I X Other (specify) Archiva Boxes
11.File is Used | 12. File Becomes Inaclive Afler
| Parmanent ratentian
Doay { [Jweeky X Annually Number O Menth(s) X Year(s)

13, Current Lecation(s) (Bidg., Floer, Room)
101 College Parioway, Amald Maryland 21012
€58 Room 168

Oves xne

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

15. Access Restrictions (If Yes, cile Law(s) & Regulation{s)
xYes [:] No PIAIFOIA

16, Audit Requirements

xNone [] State [] Federal [J Independent

Ovss xno

17. s an Index System used? If yas, explain briefly and describe requirements

18. Recommended Retention
‘Rermarentretention-

7 years the destry y

19. Name and Title of Preparer

Allen S. Kogut, Records Retention Specialist

1
1

21. Date
May 26, 2016

20. Telephone Number
410-777-7327

DGS 550-4 (Rov. 1/33)




Instructions ~Type or Print a separate form for

|
each new or r?wsed record series. Forward
with Records Retention Schedule (DGS 550-1)

410-798-1930

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

AGENCY RECORDS INVENTORY

Anne Arundel

1, Departmen}lAgency
Community College

2. Division
Business Office

3. Unit

PUIpOses.

DEFINITION: I]?ECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record SeﬁFs Title
Cancelled checks.

5. Earliest Year/Latest Year
2009 to Present

6. Record Seri'les Description {Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the
series.) Cancelled checks.

7. Record Series Format(s) List all 8. Rocond Series Sequence 9. volume
' 35
X LetterSiza | [] Microfim O Alphabaticat Number
[(lLeguiSze | [ Computer Tape [ Numerical [ Fite Drawers)
[] Microfilm Reel(s)
{1 Audio Tape | [ Floppy Disk X Chmonological [J computer Tapeis)
X Other {specify} Archive Boxes
[ Bound Book | [] video Tape [ Gecgraphical
10. Annual Accumulation
O Other (specify).._____ [ Other ispecity) s
Number
[ File Drawer(s)
[ MicroMm Resl{s)
[J Computer Tapa(s)
X Other (specify) Archive Boxes
11. File is Used 12, File Becomes Inaclive After
7
O oaily O weekly O Montily X Annually Number [ Momhis) X Year(s)

C5B Room 168

13. Currant Location(s)
i
401 Collego Parkway, Ampold Maryland 21012

({Bidg., Fioar, Roam)

 ves

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

aNo

xYas

15. Access Resu'it.?ions (If Yes, cile Law(s) & Regulalion(s)
[ e PiAFOIA

16. Audil Reguirements

:Nona- O state [JFederal [J Indépandam

17. Is an Index Sy'slam used? If yes, explain briefly and describa requirements
1 Yes x

No

18. Recommended Retention
7 years and destroy.

19. Name andiTiﬂe of Preparer
Allen S. Kogut, Records Retention Specialist

20. Telephone Number
410-777-7327

21. Date
May 26, 2016

UGS 5504 (Rev. 193)




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

with Records Betentiori Schedule {DGS 550-1)
|

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

Jessup, Maryland 20794
410-789-1930

AGENCY RECORDS INVENTORY

PAGE 6 0F33?

1. Department/Agency
Anne Arunde! Community College

i

1

2. Division 3. Unit

Business Office

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

purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Check registers. 2009 to Present

series.) Check registers.

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

7. Record Series Formal{s} List ab 8. Record Series Sequence 9, Volume
21
X LetterSize  [] Micrafim D) Aiphabetizal Number
O LeastiSice [ Computer Tape O Mumerteal [ File Drawer(s)
| [ Microfim Rees)
[ Audio Tape . [] Floppy Disk X Chronological [ Computer Tape(s)
‘ X Cther (spacify) Archive Boxes
[J Bound Book ' [] Video Tape [ Geographical
10. Annual Accumulalion
L] Cther (specity) [ Other (specity) 3
) Number
[0 Fite Drawar(s)
| D Microfilm Resl(s)
: [0 Computer Tape(s)
{ X Other (specify) Archive Boxes
11.Filals Used 12. File Becomes Inaclive After
7
[ Daity . [ weskiy O montnty X Annually Number [IMonih(s) X Year(s)

13. Current Locatien(s)  (Bldg.. Floar, Raom)
101 College Parioway, Amaold Maryland 21012
CSB Room 168

Oves xNo

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

15, Access Rasm::ﬂ;nns (i Yes, cite Law{s) & Regulation{s)

xvas [ NoPIAFOIA

16. Augit Requirements

xNone [JState [JFederal [J Independent

[ Yes xNo

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

18. Recommended Retenticn

7 years and destroy.

19. Name and Title of Preparer
Allen S. Kogulf Records Retention Specialist

21. Date
May 26, 2016

20. Telephone Number
410-777-7327

DGS 550-4 {Rav. ¥83)




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

DEPARTMENT OF GENERAL SERVICES ~|———AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

Anne Amndél Community College

with Reoords] Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE 7 OF 3;1
Jessup, Maryland 20794
410-799-1830
1. Depariment/Agency 2. Division 3. Unit

Business Office

purposes.

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

4. Record Series Title
Escheat reei:rds.
|

5. Earliest Year/Latest Year
2006 to Present

series.) Unclaimed property records.

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

7. Record Series Farmal{s) List all 8. Record Serias Seq 9.\
10
X totterSze | [ Microfim O Aiphanetical Number
[ Legai Size | [] Computer Tape [ Numerical [ Fite Drawer(s)
[ Microfilm Reel(s)
[ Audia Tape | [ Floppy Disk X Chronological [ Computer Tape(s)
’ X Other (specify) Archive Boxes
[ Bound Book! [ Video Tape [ Geographical
i 10. Annual Accumulation
[ Other (specify) [ cther (spacify} 1
’ Numbar
[ File Drawer(s)
[ misrofim Reel(s)
O coamputer Tape(s)
i X Other (apecify) Archive Boxes
11. FileIs Used 12. File Becomes Inactive After
10
[ oaily O weeny [ Monthty X Annuaily Number [ Monthis) X Year(s)

13. Cument Location(s)  (Bldg., Fiaor, Raom)
)

101 College Parkway, Amold Maryland 21012

CSB Roum 168 | -

14. Is Record Series Duplicated Elsewhere? (If yas, specify agency or office.)
[ Yes xNo

15, Access Restrictions (If Yes, cite Law(s) & Regulation(s)
X Yes [ Ne PIAFOIA

18, Audil Requirements

xNone [ State [J Federa! [JIndependent

Oves xNo

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

18. Recommended Retention
10 years and destroy.

19, Name and Title of Preparer

|
Allen S. Kogut, Records Retention Specialist
{

]

20. Telephone Number | 21. Date
410-777-7327 May 26, 2016

DGS 5504 (Rev, 1/33)




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.Q. Box 275

Jessup, Maryland 20794
410-799-1830

AGENCY RECORDS INVENTORY

PAGE® OF%

1. DepartmanilAgency
Anne Arundel Community College

2. Division
Business Office

3. Unit

purposes.

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

4. Racord Series Tille

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

5. Earliest Year/Latest Year
2006 to Present

6. Record Sad:es 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, manthly postings and fixed assst inventory.

Opary ; [ weey O manthiy X Annually

10
Number

7. Record Saries Format{s) List all B. Racord Series Sequence 9. Volume
i 10
X LeiterSize [ Microfim 3 Aiphabetical Number
[ Legal Size 'FD Competer Teps 0 numerical [ Fite Drawerts)
[ Microfikm Reel(s)
O Audio Tape ] Floppy Disk X Chronological [ Compuier Tapa(s)
X Qther {specity) Archive Boxes
[ Bound Book [ Video Tape [ Gesgraphical
10. Annual Accumulation
DI otwer (spestty)______ 0 Other (specity) ____ 1
i Number
|
| [ Fite Drewer(s)
[ Microfilm Reel(s)
[ computer Tapa(s}
X Other (specify) Archive Boxes
11. File is Used 12. Fila Becames Inactive After

OO Menthis) X Year(s)

13, Current Lacation{s)  {Bldg., Floor, Room)
101 College Pariway, Amold Maryland 21012
G5B Room 168

[ Yes

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

15. Accass Restrictions (If Yes, cita Law{s) & Regulation(s}
xYes O wa PIAFOIA

16. Audi Requirements

xNore [ State [ Federal [] independent

17. I8 an Index System used? If yas, explain briefly and describe requiremants
1
[JYes xNo
]
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

21. Date
May 26, 2016

DGS 5504 {Rav. 1/83) |
b
]




each new or Eevlsed record series. Forward
with Records Retention Schedule (DGS 550-1)

Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

PAGE 9 OF 38"

Jessup, Maryland 20794
410-709-1330
1. DepanmeI:WAgency 2, Division 3. Unit
Anne Arundel Community College Business Office

purposes.

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

4. Record Series Title
General Ledgler including account transaction detail.

|

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.) Gene!'al Ledger including account transaction detail.

[ paiy {1 Weeldy [ Menihly X Annually

7. Recard Series Formal(s) Listall 8. Record Series Segquence 9, Valurne
15
X Lettersiza | [] Microfim O Atphabaticat Number
O regalSize ' [J Computer Tape [ Numerical [ Fits Drawer(s)
[ Microfilm Reel(s)
O Audio Tape { [J Floppy Disk X Chronslogical [ Computer Tape(s)
X Other (specify) Archive Boxes
[0 Bound Book | [] Video Tape O Geographical
1 10. Annual Accumulation
3 other (specify). [ Other (specify) 1
Number
[ Fite Drawes(s)
[[] Microfiim Reel(s)
(O Computer Tape(s)
X Other {specify} Archive Boxas
|
11. Fila is Used 12. File Becames Inactiva Aftar

Parmanent Relention
Number O Monthis) X Year(s)

13, Current Location(s)  (Bldg., Flasr, Room)
101 Collegs Parlwgay. Amold Maryland 21012
CSB Room 168 |

14. I$ Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
[ Yes x No

15. Access Resiﬁctjons (If Yes, cite Law(3) & Regulation{s)
X Yes [0 Na PIAFOIA

18. Audil Requirements

xNone []State [] Federal [ Independent

OYes xio

17, Is an Index Sy?iem used? If yes, explain briefly and describe requiremenls

18. Recommended Retention
Pemmanent Retention,

19. Name and Title of Preparer
Allen S. Kogutl Records Retention Specialist

20. Telephone Number | 21. Date
410-777-7327 May 26, 2016

DGS 550-4 {Rav. 1/03) |




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

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

with Records Retention Schedule (DGS 550-1) 7275 Walterloo Road, P.O. Box 275 gj
E PAGE 10 OF
’ Jessup, Maryland 20794
1 410-799-1530

1. Department/Agency | 2. Division 3. Unit

Anne Arundel Community College Business Office

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

| _purposes.
4. Record Seﬁes Title 5. Earliest Year/Latest Year
Grant Files. 2010 to Present

6. Record Series Descriplion (Briefly describe the types of information/documents/forms found in the series. Include the purpose or funclion 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 periadic reports, and miscellaneous correspondence.

[l
4

7. Record Serias Format(s) List all 8. Record Series Sequence 9. Volume
40
X LenerS'ze'. D Microfiim D Alphabetical Number
[] LegaiSize | [J Computer Tape 0 Numericat [ Fite Drawer{s)
[ Microfilm Reel(s)
[ Audio Tapa.  [J Floppy Disk X Chronological [ computer Tapa(s)
X Ciner (specity) Archiva Boxes
[ BoundBeok ] Video Tape [ Geographical
! . 10. Annual Accumulation
O Other (specify)________ O Other (specify) 5
i
| Number
1
{ [ Fite Drawerts)
’ [ Microfim Reel(s)
, [ Computer Tapeis}
. X Other (specify) Archive Boxes
11. File is Used _ 12. File Becomes Inactive After
] g ;
O paiy | ] Weekty O Menthly X Annually Number O Monthis) X Year(s)
|
13, Current Location{s)  (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsowhera? (If yes, specify agency or office,)
101 Callege Parkway, Amald Maryland 21012 [ Yes x No
CSB Room 168
15. Access Restriclions (If Yes, cite Law(s) & Reguiation{s)} 16, Audit Requirements

xYes O e PIAIFOIA
[ . xNone [JState [] Federa! [ Indopandemt

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

: ACCW‘ t{u a{) 17 ffiu.rm&rﬂ‘; 0P*Fund/¢/'

Hd){

19. Name and Title of Preparer 20. Telephone Number | 21. Date
Allen S. Kogut, Records Retention Specialist 410-777-7327 May 26, 2016

DGS 550-4 (Rev. 1/33)



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

t
with Records Retention Schedule (DGS 550-1)

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

Jessup, Maryland 20794
410-789-1830

AGENCY RECORDS INVENTORY

PAGE 11 OF 3§

1. DeparlmenlUAgency
Anne Arundel Community Coliege

2. Division 3. Unit

Business Office

DEFINITION: RECORD SERIES: A group of related records normalW'ﬁ'fed and used as a unit for reference as well as retention and disposition

purposes. |
4, Record Series Title 5. Earliest Year/Latest Year
IPEDS 1991 to Present

6. Record Seri:es Description (Briefly describe the types of information/decuments/forms found in the series. Include the purpose or function of the
series.) Integrated Postsecondary Education Data System financla! section supporl.

7. Record Series Formal(s} List all

X Letter Size | [] Microftm
O LegaiSize 1 [J Computer Tape
[0 Audio Tape | [J Fleppy Disk

O seund ook | (7] video Tape

8. Record Serias Sequence 9. Volume
25

[ Atphabetieat Nurnber
0O Numerical [ File Drawen(s)

0 microfim Reel(s)
X Chronotogical [ computer Tape(s)

X Other (specify) Archive Boxes
[ Geographical

10. Annual Astumulation

101 Callege Parkway, Amold Maryland 21012
€5B Room 168 |’

Oes xne

O oner (speeify:)_ O other (epecityy ______ 1
1 Number

[ Flle Drawer(s)
[ Microfitm Reel(s)
[ Computer Tape(s)
X Ciher (specify) Archive Boxes

11. File is Used 12. File Becomes Inaclive Afler

25
O paity [ weekly O Monthly X Annuafly Number [IMonth(s) X Year(s)
13. Cument Location(s)  (Blkig., Floor, Room) 14. Is Record Serias Duplicated Elsewhere? (If yes, specify agency or office.)

15. Acoess Restictions (If Yes, cite Law(s) & Regulation(s)

xYes [ no PiaFOIA

16. Audit Requirsments

xNone [ State [ Federal [ independent

[ Yes *No

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

18. Recommended Retention
25 years and destroy.

49. Name and F’ille of Preparer
Allen S. Kogut, Records Retention Specialist

21. Date
May 26, 2016

20. Telephone Number
410-777-7327

DGS 550-4 (Rev. 1/53) 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.Q. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

ad

PAGE 12 OF 3§

1. Department/Agency
Anne Arundel Community College

2, Division
Business Office

3. Unit

purposes.

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

4. Record Series Title
Joumal entries and supporting documentation.

5. Earliest Year/Latest Year
2009 to Present

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

series.) Jounal entries and supporting documentation.

l
|

7. Recard Series Format(s) Listal 8. Record Series Sequence 9, Volume
' 16
X LetterSze [J Microfiim [ Aiphabeticat Number
[ Legat Size ] Computer Tape ] Numericat [ Fite Drawer(s)
' O Microfim Reel(s)
[ Audio Tape ll:] Floppy Disk X Chronological {1 compuler Tape(s)
X Other (specily) Archive Boxes
[J Bound Book ] Video Tape O Geographical
10, Annuel Accumulation
O other (specityy___ O omer (specily) 2 -
Number
[ Fits Drawaers)
I [ Microfitm Ree¥s)
i [ Compuier Tapa(s)
X Other {specify) Archive Boxas
11.FileisUsed ' 12. File Becomes Inactive After
7 .
O caily [ waekiy O Monthly X Annually Number O Meninis) X Year(s)
13. Cument Localion(s)  (Bldg., Floor, Room) 14 18 Record Serias Duplicated Elsewhera? {If yas, specify agency or office.)
101 College Parkway, Amold Maryland 21012 D Yeas xNo
CSE Room 168
18. Accass Restrictions (If Yes, cite Law(s) & Regulation(s) 1B. Audit Requirements
xYes  [J NoPIAFCIA '

xiene [ Siate [ Federal [ Independent

17. Is an index s&sltem used? If yes, explain briefly and describe requirements
O Yes xNo
I

18. Recommended Retention

7 years and destroy.

19. Name and Title of Preparer
Alten S. Kogut! Records Retention Specialist
1

3

20. Telephone Number
410-777-7327

21. Date
May 26, 2016

DGS 550-4 (Rev. 183}




Instructions —Type o Print a separale form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
wilh Records Retention Schedule {DGS 550-1) 7275 Walerloc Read, P.O. Box 275 2]
PAGE 13 OF
Jessup, Maryland 20794
' 410-789-1930
1. Department/Agency 2. Division 3. Unit
Anne Arundel Community College Business Office

DEFINITION: ﬁECORD 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/Latesl Year
Moody's disclosure reports and support 2006 to Present

6. Record Ser{es Description (Briefly describe the types of information/documentsfforms found in the seres. Include the purpose or function of the
series.) Journal entries and supporting documentation.

7. Record Series Formal{s) Lisi all B. Record Serias Sequence 9. Volume

10
X LstterSize [J Microfim [ Aiphabetea! Number
|
O LegaiSize ] Computer Tapa ] Numericat [ File Drawer(s)
] Microfim Reel(s)
[ Audio Tape [ Floppy Disk X Chronatogical [ Computer Tape(s)
, X Other (specify) Archiva Boxes
[ Bound Boock I [ viden Tape [ Geographical
10, Annual Accumulation
Cl Other (specity)______ O other (specity) ___ 1
Number
] Fila Drawer(s)
{3 Microfitm Reel(s)
' [ Compuier Tape(s)
X Other (specify) Archive Boxgs
11.Fiteis Used 12. File Becomes Inactive After
10
O aily O weexty O Monthly X Annually Number O Monthis) X Yearis)
i
13. Cumrent Location(s)  (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
101 Calluge Pam\}ay. Amold Maryland 21012 O Yes xNo
CSB Rocm 168
15. Access Restrictions {If Yes, cite Law(s) & Regulation(s} 16. Audit Requirements

x Yes [ No PIAFOIA
I xNone []State []Federal [ independant
|

17¥. s an Index Systam used? if yas, explain briefly and describe reguirements 18. Recommended Retention

Cves xNo
10 years, and destray.

! "'C/‘.Sﬂf‘isvf;cffﬂfl aF bmc/

19. Name and Tille of Preparer 20, Telephone Number | 21.Date
Allen S. Kogut, Records Retention Specialist 410-777-7327 May 26, 2016

0GS 5504 (Rav. 1/83)
1



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

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

Jessup, Maryland 20794
4107991930

1. Departmeli'tlAgency
Anne Arundel Community Coliege

2, Division 3. Unit

Business Office

purposes,

DEFENITION: FECORD SERIES: A group of related records normally filted and used as a unit for reference as well as retention and disposition

4, Record Serles Title
Correspondence and miscellaneous subject files.

5. Earliest Year/Latest Year
2013 to Present

sections.

6. Record Series Description (Briefly describe the types of information/decumentsfforms found in the series. Include the purpose or function of the
series.) Correspondence and miscellanecus subject files related to the activities of the office, including institutional records not covered by other

AGENCY RECORDS INVENTORY

3
PAGE 14 OF j6

7. Record Serlas Fprmal(s) List all 8. Record Series Sequance 9. Volume
' L
X Letter Size I O Microfitm [ Atphabstical Number
[ Legat Size : [ Camputer Tape O Numerical [ File rawens)
) Microfiim Reel(s)
[ Audio Tape [ Floppy Disk X Chronological ] Computer Tapa(s)
X Other {specify) Archive Boxes
[ Bound Book - [] video Tape O Geographical
. 10, Annus! Accumulation
[ Other (specity) [ other (specityy ______ 3
Number
i [ Fie Drawens)
) O Microfitm Reel(s)
l [ Computer Tapeis}
X Other (specify) Archlve Boxes
11.Fileis Used | 12. Fila Becomes Inaclive After
3
[}
[ paiy O weeky [0 Monthiy X Annually Number [IMonthis) X Year(s)
13. Current Locatien(s)  (Bldg.. Fleor, Room) 14, Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)
101 Collega Paﬂ(\grey. Amold Maryland 21012 O Yes x No
CSB Room 188
15, Accass Restrictions {If Yes, cile Law(s) & Regulatlon(s} 16. Audil Requiremenis
x¥es [ NoPIAFOIA

xNone (] State [ Federal [ independent

O Yes

|
|

17. Is anIndex Sysiem used? If yes, explain briefly and describe requirements

18. Recommended Retention

3 yearzand destroy.
tq Screeq Mﬂm/{y

19. Name and Title of Preparer
Allen S. Kogut, Records Retention Specialist

21. Date
May 26, 2016

20. Telephone Number
410-777-7327

DGS 5504 {Rav. 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.Q. Box 275

Jessup, Maryland 20794
410-798-1920

AGENCY RECORDS INVENTORY

3

PAGE 15 OF 3¢

1. Department/Agency
Anne Arundel Community College

2. Division
Business Office

3. Unit

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

4. Record Series Title
1098-T-records

5. Earliest Year/Latest Year
2010 to Present

€. Record Series Description (Briefiy describe the types of information/documentsiforms found in the series. Include the purpose or funclion of the
series.} 1098-T-records.

7. Record Series Format(s) Listall 8. Record Series Sequence 9. Volume
: 12
X LetterSize ~ [J Microfim [ Alphabstical Number
[Jiepalsiza  [J Computer Tape 0 Numerical [ File Drawer(s)
[ Microfilm Reel(s)
] Audio Tape ] Floppy Disk X Chronclogical [ Computer Tape{s)
. X Other (specify) Archive Boxes
O sound Bookl [ video Tape [ Gecgraphical
10. Annual Accumulation
[ other (apaclfly') O other (spacify) 2
Number
|
[ File Drawer(s)
[ microfilm Reel(s)
[0 Computer Tape(s)
X Other (specify) Archive Baxes
!
11.Filets Used | 12, File Becomes Inactive After
| 8
Opaiy ' [Jweexly J Mentnly X Annually Number [IMenths) X Year(s)

13. Current Lacatian{s)  (Bldg., Floor, Room)
101 College Parkway, Amold Maryland 21012
CSB Room 168

14. |s Record Sarles Duplicated Elsewhera? (If yes, specify agency or office.}
Clyes xNo

15. Accesa Restrictions (If Yes, cita Law(s) & Regutation(s} 16. Audil Requirements
xYes  [] No PINFOIA

%xNone [] Stata [] Federal [] independent

17. Is an Index System used? if yes, explain briefly and describe requirements
[ Yes % No

18. Recommended Retention
6 years and destroy.

21. Date
May 286, 2016

19. Name and Tille of Preparer
Allen S. Kagut, Records Retention Specialist

20. Telephone Number
410-777-7327

DGS 550-4 (Rev, 1192}



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

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

410-793-1930

AGENCY RECORDS INVENTORY

FAGE%OF gj

1. Department/Agency
Anne Arundel Community College

2. Division

Business Office

3. Unit

purpeses.

|
DEFINITION: BECORD SERIES: A graup of related records normally filed and used as a unit for reference as well as retention and disposition

4, Record Series Title
Collection reports.

5. Earliest Year/Lalest Year
2006 to Present

series.) Collection reports.
I

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

3

7. Recard Series Format(s) Listal 8. Record Serins Sequence 9, Volume
10
X LemerSize [ Microftm [ Arphabetical Number
1 .
|
[0 LegeiSize  {[] Computer Tape O Numericat {1 File Drawer(s)
[ Microfiim Reat{s)
3 Audio Tape I 3 Fioppy Disk X Chronalegicel 3 Computer Tape(s)
X Otner (specify) Archiva Boxes
[ Bound Book ' {7] video Tape [ Geographical
10, Annual Accumulation
O other ispecity) O Other (specify) 1
: Number
[ File Drawer(s)
i 0 Microfim Reelts)
[] computter Tapets)
X Cther (specify) Archive Boxes
11, File is Used 12. Fila Becomes inaclive Afler
: 30
O oaity l O weexy 0O M™onthy X Annuafly Number Month(s) X Yaar(s)
13, Currend Location{s)  {Sldy., Flaor, Room) 14, I8 Record Series Dupficated Efsewhere? (If yes, spacify agency or office.)
101 Collage Parkway, Amold Maryland 21012 [ Yes x No
CSB Room 168
15. Access Resltidiions {If Yes, cite Law{s) & Regulation(s) 16. Audil Requirements
% Yes O Ne PIAFOIA

xNone [JState [ Federal [ Independent

17. 1z an Index Systam used? If yes, explain brisfly and describe requirements
Oyes =xNo

18. Recommended Relention
10 years and destroy.

19. Name and Title of Preparer
Allen S. Kogut, Records Relention Specialist

20. Telephone Number
410-777-7327

21. Date
May 26, 2016

DGS 5504 [Rov. 183}

'
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

AGENCY RECORQOS INVENTORY

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

Jessup, Maryfand 20794
410-799-1930

1. Department/Agency

2. Division 3. Unit

Business Office

PﬁGEgOF ?j

Anne Arunde! Community College

pUrposes.

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

4. Record Seri;es Title
Financial aid retumn of funds report.

5, Earliest Year/Latest Year
2009 to Present

series.) Finaml:ial aid return of funds report.

!

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

7. Record Series Formai(s) List all 8. Record Series Sequence 9. Volume
12
X LetterSize [] Microfim [ Aiphapetical Number
D) Legal Size | [J Computer Tape 0 Numerical [ Fite Draweris)
[ Microfim Reel(s)
O Audio Tepe [ Floppy Disk X Chronological [J computer Tapes)
X Other (specify) Archive Boxes
[ Bound Book ] Videa Tape O Gecegraphical
10. Annual Accumulation
1] Other (specify), £ Other (specify) ____ 3
l Number
|
_ [ File Drawer{s)
[] Microfilm Reel(s)
[ Computer Tapa(s)
X Other (specify) Archive Boxes
11.Fileis Used | 12. File Bacomes Inactive Afler
' 4
O paily ' O weeny [ Moninty X Annually Number O month{s} X Year(s)
13. Current Location{s)  {Bldg., Floor, Room) 14, |s Recard Series Duplicaled Elsewhere? (If yes, specify agency or affice.)-
101 College Parlm:ay. Amold Maryland 21012 [ Yes x No
CSB Room 168 |
15, Access Reslrm!nns {if Yes, cile Law{s) & Regulation(s) 16. Audit Requiremants
x¥es [ NoPIAFOIA

#None []State [ Federal [ independent

17. Is an Index System used? If yes, explain briefly and describe requinements
t
Oves xnNo

18. Recommended Retention
4 years and destroy.

19. Name and Tﬂle of Preparer
Allen S. Kogut, Recards Retention Specialist

20. Telephone Number
410-777-7327

21. Date
May 26, 2016

DGS 550-4 (Rev. 1/83)




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

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

Jessup, Maryland 20794
410-798-1830

AGENCY RECORDS INVENTORY

PAGE {ngFgal/

1. Department/Agency
Anne Arundel Community College

2. Division 3. Unit

Business Office

DEFINITIONQ 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 Seln'es Tille 5. Earliest Year/Latest Year
Retumed checks. 2013 to Present

series.) Retu'rned checks.
1

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

7, Record Series Format{s) List all 8, Record Series Sequence 9. Volume
9
X LetterSize  [J Microfim [ Atphabstical Number
[JiegaiSze [ Computer Tape 0 Mumerical [ Fite Drawerts)
| [ Microfin Reel(s)
O Audio Tape [ Floppy Disk X Chronclegical [0 Computer Tapeis)
. X Other (specify) Aschive Boxes
[ 8ound Baek  [] video Tape [ Geographical
10, Annual Accumlation
[Jotner (specity) [ Other (specify) . 3
Number
[ Fite Drawer(s)
[ Microfilm Resi(s)
[ computer Tape(s)
X Olher (specify) Archive Boxes
)
11, Fileis Used 12, File Becomes Inaclive After
3
[ paily [ Weeldy [J Menthly X Annually Number O Menih(s} X Year(s)

13. Cumrent Location(s)  (Bldg., Floar, Room)
101 College Parkway, Amold Maryland 21012
C50 Room 168

[Jvyes  xNo

14. 1s Recond Seses Dupficated Elsewhere? (If yes, specify agency or office.)

15. Access Restrictions (If Yes, cite Law(s) & Regutation(s)
xYeos [ No PINFOIA

16. Audil Requiremenis

xNone [ Statle []Federal [ Independent

Cyes xNo

17. Is an Index System used? If yas, explain briefly and describa requirements

18. Recommended Retention
3 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

CGS 550-4 (Rev. 1/83)




|

Instructions —~Type or Print a separate form for
|

each new or revised record series, Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

] - .
with Records Retention Schedule {DGS 550-1) 7275 Waterloo Road, P.O. Box 275 g ay
PaGE OF 36
Jessup, Maryland 20794 | ’
410-799-1930
1. Deparlmen;tlAgency 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
Student bills.

5, Earliest Year/Latest Year
2009 to Present

6. Record Seriies Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.) Student bllls. ’
{

l
|

7. Record Series Farmei(s) List all 8. Record Series Sequence 9. Volume
21
X LetterSize | [ Microfim [ Asphavetical Number
Oregaisiza  |[J Computar Tape 0 Numerical [J File Drawes(s)
] Microfilm Reel(s)
[ Audio Tape | ] Floppy Disk X Chronological [ Computer Tape(s)
X Other (specify) Archive Boxes
[ Bound Book | [] Video Tape [] Geagraphical
10. Annual Accumulat
[ Other (specify) [ Other (specityy _ 3 ™ mulhen
l Number
. ] ' [0 File Drawar(s)
. [] Microfim Reey{s)
[J computer Tapais)
X Other (spucify) Archive Boxes
11. Flle is Used 12. File Becomes Inactive After
7
[ paily [ weeny [0 Montnty X Annually Number [J Month{s) X Year(s)

13. Curent Lacation(s)  (Bldg., Floor, Room)
101 College Pal‘imlfiv. Amnold Maryland 21012
CSB Room 168

14. Is Record Sesies Duplicated Elsewhere? (I yes, specify agency or office.)
Oves xNo

15. Access Reslrmé'nns (If Yes, cite Law(s) & Regulation(s)
xYes [ No PINFOIA

16. Audit Requirements
xNone [JState [J Federal_ [ independent

17. Is anIndex Syémm used? If yes, explain briefly and describe requirements
1
[ ves xNo
)

18. Recommended Retention
7 years and destroy.

20. Telephone Number
410-777-7327

21. Date
May 26, 2016

9. Name and "'mle of Preparer
Allen S. Kogut, Records Retention Specialist

DGS 5504 (Rev. 183 |

'|
|



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

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

meg oF %“’

1. Department/Agency

Anne Arundel Communily College
|

2. Division
Business Office

3. Unit

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

Budget adjusﬁnenls.

purpeses. :
4. Record Series Title 5. Earliest Year/Latest Year
2013 to Present

series.) Budget adjustments-including Enterprise Budget Request.

v

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

7. Record Series Format{s) List all
X Letier Size ] Microfilm
i
O LegaiSize  [] Computer Tape
[ Audio Tape - [C] Floppy Disk
[J Bound Boak |, [] Vides Tape

[ Oterspecityy____
|

8. Record Series Sequence
[ Alphabeatical
] Numerical

X Chranotagical

O Geagraphical

9, Volume

3

Number

a Fila Drawer(s)

[ Microfim Rasl(s)

[ Computer Tape(s)

X Other {specify) Archive Boxes

10. Annual Accumulation

3 Other (specidy) X 4

Number

[ File Drawar(s)

0 Microfim Reel(s)

O computer Tape(s)

X Olher (specify) Archive Boxes

11. File is Used

Cloay [ weeny O Wonthiy

X Annually

12. File Becomes Inactive After
3
Number O Meninisy X Year(s)

13. Cumrent Location(s)  (Bldg., Floor, Room)
101 Collspe Parkway, Armold Maryland 21012
CSB Room 168

14, Is Record Series Duplicated Elsewhere? (I yes, specify agency or office.)
O Yes % No

18. Access Restrictlons (If Yes, cita Law(s) & Regulation(s)
xYes [ JNoPINFOIA

1

16. Audit Requirements

xNone [JState [ Fedoral [] Independent

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

18. Recommended Retention
3 years and desiroy.

19. Name and Tille of Preparer
Allen S. Kogut, Records Retention Specialist

|

20. Telephone Number
410-777-7327

21. Date
May 26, 2016

OGS 5504 (Rev. 183)




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

[

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-798-1930

21 3Y

PAGE 23 OF 38

1. Department/Agency
Anne Arundel Community College

2. Division 3. Unit

Business Office

purposes.

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

4, Record Seéries Title
Capital projects financial records.

5. Earliest Year/Latest Year
1999 to Present

series.) Capiltal projects financial records.

I
1

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

7. Record Series Format{s) List all 8, Record Series Sequence 9. Volume
; 20
X LetterSize  [J Microfim [ Atphabetical Number
I
[ Legai Size ' [] Computer Tape {0 numerical O Fite Drawer(s)
( [ Microfilm Reel(s)
O AudiaTape [ Floppy Disk X Chmnolegical 3 Computer Tapets)
, ' X Other{specify} Archive Baxes
O BoundBook  [] Video Tape [ Geographical
1
10. Annual Accumulation
[ other {spectly). [ Other (specify) '
\ Number
| O Fite Drawers)
| [ Microfilm Reel(s)
‘ [ computer Tapats)
X Other {specify) Archive Boxes
11, File is Used 12. File Becomes Inactive After
101
O paiy O weekly [ manthiy X Annually Number O Monih{s) X Yearis)

13. Current Location{s)  (Bldg., Floor, Room)
101 College Parkway, Amold Maryland 21012
€SB Room 168

[Jyes xMo

14. |s Record Serias Duplicated Elsewhere? (If yas, specify agency or affice.)

15. Access Restrictions (If Yes, cile Law(s} & Regulation(s)
x Yes [ No PIAFOIA

16. Audit Requiremants

xNena [] State [] Federat [ independent

[ Yes xNo

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

18. Recommended Retention
101 years and destroy.

19. Name and Title of Preparer
Allen 8. Kogut, Records Retention Specialist
1

20. Telephone Number
410-777-7327

21. Date
May 26, 2016

DGS 5504 {Rev. 1/83)




instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Reoordsf Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.Q. Box 275 PAGE%}SF 3
Jessup, Maryland 20794
410-799-1530
1. DepartmepUAgency 2. Division 3. Unit
Anne Arunde! Community College Business Office

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

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

Annual Budget (CC-5). 2006 {o Present
!

6. Record Series Description (Briefly describe the types of information/decuments/forms found in the series. Include the purpose or function of the
series.) Annutal budget (CC-5).

|

7. Record Serles Format(s) Lisi all 8. Record Series Sequenca 9. Volume
10
X LetterSize  [] Microfim D Aiphabetical Number
O Legalsize  [J] Computer Tape £ Numerical [ Fite Drawer{s}
. [J Microfim Reel{s)
[ Audio Tape ' [J Floppy Disk X Chronological [ Computer Tapal(s)
' X Other (specty) Archive Boxes
{0 Bound Back  [] Video Tape ] Geographical
10. Annual Accumulation
[ Other(specify)______ O other (specify) ______ 1
]
‘ Number
[ Fite Drawer(s)
[ Microftm Resl(s)
f [] computer Tape(s)
X Other (specify} Archive Doxes
11.Fileistsed | 12, File Becomes Inactive After
10
O Daiy O weekly O Monthiy X Annually Numhber O Monthis) X Yearts)
i
13. Current Location{s)}  (Bldg., Floor, Room) 14. | Recard Series Duplicaled Elgewhere? (if yes, specify agency or office.)
101 College Parkway, Amald Maryland 21012 O ves x No
CSB Room 168 '
15. Access Restrictions (If Yes, cite Law{s) & Regulation{s) 16. Audil Requirements

X Yes [ Ne PIAFOIA

\ xNona []State [J Federal [J independant
|

17. Is an Index System used? If yes, explain briefy and describe requirements 18. Recommended Retention
Oves xne
} 10 years and destroy.
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Allen 8. Kogut, Records Retention Specialist 410-777-7327 May 286, 2016

DES 550-8 (Rev. 1/83)



Instructions LType or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Anne Arundel Community College Business Office

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE % OF 36
Jessup, Maryland 20794
| 4107981930
1. Department/Agency 2. Division 3. Unit

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

purposes.
4. Record Se:ries Title 5. Earliest Year/Latesl Year
Cost center budget 2010 to Present

6. Record Series Description {Briefly describe the types of information/documents/forms found in the series. Include the purpase or function of the
series.) Work papers and projections of the cost center budget.

7. Record Serles Format(s) List all

11. Flie is Used l

[ paity ' [Jweekly O Menthly X Annually

8. Record Saries Sequance 9. Volume
&
X LetterSzo [ Microfim 0] Aiphabetical Number
I
O Legal Sze * [J Camputer Tape [ Mumerical [ Fita Drawers)
[ Microfitm Reel(s)
[J Autio Tepa ' ] Fioppy Disk X chronologicai [ Computar Tape(s)
X Other (specify) Aschive Boxes
[0 Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
{J Other (specity)____ [ other (specity) ____ '
l‘ Number
[ File Drawer(s)
[ Microfilm Reei(s)
[ Computer Tapa(s)
X Cther (specify) Archive Boxas
}
12, File Becomes Inactive After

&
Number I Monthis) X Year(s)

13. Cumreni Location{s)  (Bkig.. Floar, Room)
101 Caollage Parkway, Amold Maryland 21012
CSB Room 168 |

14, 1a Record Serea Duplicated Elsewhera?  (IF yes, spacily agency or offics,)
Jves xwo

15, Azcess Restrictions {If Yes, cite Law(s) & Regulation(s)
XYes [ Ne PIVFOIA

16. Audit Requiraments

xNone [ State [] Federal [ Independent

17. Is an Index System uzed? if yas, explain briefly and desesihe raquirements
[} Yes :I!iNo

18. Recommended Retention
Syearsand-destroy—
3 years atier Fiscal ’ae/,'g/ coucfeaj
Thea de#ra),

198. Name and Title of Preparer
Allen S. Kogut, Records Retention Speciglist

20. Telephone Number | 21. Date
410-777-7327 May 26, 2016

0GS 550-4 (Rav, 153}




|
Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION ‘1
. : ) . 3
with Records Retention Schedule {DGS 550-1) 7275 Waleroo Road, P.Q. Box 275 pms};fos o’
Jessup, Maryland 20794
410-799-1530
1. Department/Agency 2. Division 3. Unit
Anne Arundel Community College Business Office

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

1099 Racords.
i

PUrposes.
4. Record Series Title 5. Earliest Year/Latest Year
2011 to Present

6. Record Seﬁés Description {Briefly describe the types of information/documents/forms found in the series. Include the purpose or funclion of the
series.) Wark papers and projections of the cost center budget.

7. Record Series Format(s) Listall 8. Record Series Seguence 9. Volume
‘ 5
X LetterSize [ Microfim O Atphabetical Number
!
OtegaiSize [J Camputer Tage (J Numerical ] Fite Orawer(s)
i [ Mierofiim Ree)s)
[ Audic Tape '[] Floppy Disk X Chronclogical " [J compurter Tapets)
X Other (specity) Archive Boxes
[ Bound Book | [ Video Taps O Geographical
10. Annual Accumulation
a Other(specity)_____ [ Other (specify) - 1
Number
[ File Drawer{s)
O Microfilm Real(s)
[0 computer Tapeis}
X Other (specify) Archive Boxes
11. Filais Used 12. File Becomes inactive Afler
8
DOoaity ; []weeky [ Montnty X Annually Number [ Manth(s) X Yeans)

13, Curment Location(s)  (Bidg,, Flogr, Room)
101 Coliega Parevay, Armold Maryland 21012
'C5B Room 168

14, Is Record Seriss Duplicated Elsewhera? (If yos, specify agency or office,)
[ ves xNo

15, Accass Restrictions (If Yes, cite Law(s) & Regulation(s)
X Yas [ No PIAFOIA

16. Audit Requiremants

xNone [ State [J] Federal [ Independent

17. Is an Index System used? If yes, expiain briefly and describe requirements
Oves xNe

18. Recommended Retention

6 years and destroy.

19. Name and ffille of Preparer
Allen 8. Kogut, Records Retention Specialist
1

20. Telephone Number | 21. Date
410-777-7327 May 26, 2016

DGS 5502 (Rov. 1/83)




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

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-793-1930

1. DepartmentiAgency
Anne Arundel Community College

}

2, Division 3. Unit

Business Office

purposes.

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

4. Record Series Title
941 Retumns and support.

5. Earllest Year/Latest Year
2009 to Present

series.) 941 Returns and support.

6. Record Series Description (Briefly describe the lypes of information/documentsiforms found in the series. Include the purpose or function of the

7. Racord Series Farmat(s) List all
X LetterSize ] Microfim
[ Legat Size  *[] Computer Tape
O Audic Taps ‘ [ Froppy Disk

O Bound Baok + [] Video Tape
[ otner {spocify), _

1

I

|

8. Record Seres Saquance 9. Volume
: 10
[ Atphabetical Number
[ Numerteat L] Fie Draworis)
[} Microfilm Reel(s)
X Chronological J computer Tepa(s}
X Other (specify) Archive Boxas
[ Geographical
10. Annual Accumuiation
[ Cther (specify) 1
Number
[ File Drawer(s)
[ Microfilm Reel(s)
[ Camputer Tapa(s)

X Other (specify) Archive Bones

11. File is Used

Oosy  [Jweaky O wmonthiy

X Annually

12, File Becomes Inactive After
7
Number

[JMontn(s} X Yearis)

13, Curment Location{s}  (Bldg., Flvor, Room)
101 Collega Parioway, Amald Maryland 21012
CSH Room 168 |

[O¥es xNo

15. Accass Restrictions (If Yes, cite Law(s) & Regulation(s)
X Yes [ No PIAFEOIA

L

16. Audit Requiremants

xNone []§tate []Federal {T]independent

Oves xio

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

18. Recommended Retention
7 years and destroy.

19. Name and Title of Preparer
Allen S. Kogut, Records Retention Specialist

21, Date
May 26, 2016

20. Telephone Number
410-777-7327

DS 550-4 (Rev. 1/93)

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




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

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-795-1930

PAGE M OF 38

1. Department/Agency
Anne Arundel Community College

2. Division 3. Unit

Business Office

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

Urposes. !
4, Record Series Title 5. Earliest Year/Latest Year
Accounts Payable. 2008 to Present

series.) Vouchers with supporting documentation.
|

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

7. Record Series Format(s)  List all 8. Record Series Sequence 9, Valume
80
X LetlerSize [[] microfim D Aphabeticat Number
[Jiepal See ] Computer Tape 0 Numerical [ File Draweris)
[ ticrofiim Reeks)
[ Audio Tape ' [J Floppy Disk X Chronological O Computer Tapa(s}
I X Other(specify) Archive Boxes
[ eound Baok |, [] Video Tape [ Geographical
10. Annual Accumulalion
O omer (specity) [ Oer (specity) ____ ©
Number
[ File Draweris)
:. [ Microfitm Reet(s)
| ] Computer Tape(s)
. X Other (specify) Archive Boxes
|
11.Fileis Used | 12, File Becomes Inactive ARer
1
-]
Oopaly |, []Weeky O Monthiy X Annually Number OMani{s) X Year(s)
13, Cument Location(s)  {Bidg., Floor, Roam) 14, Is Recard Series Dupficated Elsawhere? (If yes, specify agency or office.}
101 College Parkway, Amold Maryland 21012 [ Yes x No
C58 Room 168
15. Accass Restictions (If Yes, cite Law{s) & Repulation{s) 16. Audit Requirements
x¥es  [C] No PIAFOIA

xNone [ State [ Federal [ Independent

[ ves

X No

|
|

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

18. Recommended Retention
8 years and destroy.

19. Name and Tille of Preparer
Allen S. Kogut, Records Retention Specialist

21. Date
May 28, 2016

20. Tetephone Number
410-777-7327

DGS 5504 (Rav. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Recards Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 27
Jessup, Maryland 20794

PAGE28 OF 38

410-793-1930

1. Depariment/Agency 2. Division 3. Unit
Anne Arundel Community Callege Business Office

PUrposes.

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

4. Record Series Title
Gamishments, tax levies, orders and releases.

5. Earliest Year/Latest Year
2000 to Present

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

6. Record Seéries Description {Briefly describe the types of information/documentsforms found in the series. Include the purpose or function of the

7. Record Series Formet(s) Listall 8. Record Series Sequenca 9. Volume
' 16
X LetterSze [] Microfim [ Aphabetical Number
1
O Legaisze [JComputer Tape [ Numerical [ File Drawer(s)
. ] Microfilm Reel(s)
[0 Audio Tape' [ Floppy Disk X Chronological [] camputer Tape(s)
) X Other (specify) Archive Boxes
[ eoundBock [ Video Taps [0 Geographical
10. Annual Accumulation
[ Other (specify)____. [ other ispactfy) '
Number
[ File Drawar(s)
O Microfilm Reet(s)
[ Computer Tapa(s)
X Other (specdy) Archive Boxas
13
11, File is Used 12. File Becomes Inaclive After
T
Ooaity - [ wWeekly O manthly X Annuay Number O Monthis) X Years)

13. Cumrent Location({s)  {Bldg., Floor, Room)
101 Collaga Parkway, Amold Maryland 2112
€SB Room 168

14, Is Record Series Duplicated Elsewhare? (If yos, specify agency or office.)
O ves xNo

15. Access Resl.!icllons (If Yes, cite Law(s) & Regulation(s)
X Yes [ Na PiAZFOIA

16. Audit Reguirements

xNone []State [ Federal [Jindependent

17, 1$ an Index System used? if yos, explain bricfly and describe requirements
[Oyes xNo

18. Recommended Retention

7 years and destroy.

19. Name and Title of Preparer
Allen S. Kogut, Records Retention Specialist

20. Telephone Number | 21.Date
410-777-7327 May 26, 2016

OGS 5504 (Rev. 1193)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or réﬂsed record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.C. Box 275 v M
PAGEAD OF 28
Jessup, Maryland 20794
410-795-1930
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 Tille 5. Earliest Year/Latest Year
Payroll Reonr?is. 1989 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) Listall 8. Record Series Sequence 9. Volume
' 51
X LetterSize [ Microfim [J Alphabetical Numbar
1
O Legal Size |, [[] Computer Tape 0 Numerical [] Fite Drawer{s)
' [] microfilm Reel{s)
[ Audic Tape l O Floppy Disk X chronological [0 computer Tape{s)
. X Other {spectfy) Archive Boxes
(1 Bound Book 1 {J Video Tepe [J Geographical
10, Annual Accumulation
[ otner (spectfy)________ [ Other (specify) __ 3
Number
[ File Drawar(s)
[3 Microfitm Reel(s)
[ Comptnar Tape(s)
X Other (specify) Archlve Baxes
1t. File Is Used 12. Fila Bacomes Inactive Aftar
1903
[ paity l [ waekiy [ onthiy X Annually Number [ Month(z) X Year(s)
1
13. Cument Localion(s)  (Bldg., Floor, Room) 14, Is Record Series Duplicaled Elsewhere? (Il yes, specify agency or office.}
101 Callege Parkway, Amold Maryland 23012 . [ Yes xNo
€S8 Room 166
15. Access Restrigtions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

x Yes [ Ne PIVFCIA
xNone []State [JFederal [ independent

17. 18 an Index Syslam used? If yes, explain briefly and describe requirements 18. Recommended Retention
Oves xNo
}

103 years and destroy.

19. Name and Titie of Preparer 20. Telephone Number | 21. Date
Allen S. Kogut, Records Retention Specialist 410-777-7327 May 26, 2016

DGS 550-4 {Rav. 1/93)
Y



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

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION

Anne Arundel Community College

Business Office

, . i Py
with Records Rgtenlucn Schedule (DGS 550-1) 7275 Watertoo Road, P.O. Box 275 m,-s,;; oF ;1
. Jessup, Maryland 20794
! 410-193-1830
1. Department/Agency 2. Division 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

purpcses.

4. Record Series Title
W-2's and records.

5. Earliest Year/Latest Year
2008 to Present

series.) W-2's and records.

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

7. Record Series Format(s) Listall
i

X tLetterSiza [] Microfim
[
[ Legaisize  [J Computer Tape

(
[ Audio Tape  {[] Floppy Disk
(

[ 8ound Book | [] Videa Tape
L)

8. Recond Series Sequence
O Atphabetical

O Numertcal

X Chronological

[ Geagraphical

9, Volume

80
Number

[ File Drawer(s)
] Microfilm Reel{s)
[ Computer Tape(s)

X Other (specify) Archive Boxes

10, Annwal Accumulation

t

|
[ other (spel:iiy)l O other (specity) 10
Number
l [ Fite Drawer(s)
. O Microfitm.Reel(s)
[ computer Tape(s)
X Other (specify) Archive Boxes
11. File is Used 12. File Becomes Inactive After
8
[ Caity 1 weedy [ wmonihty X Annualy Nurnber O month(s) X Yanris)
13. Curvent Location(s)  {Bldg., Floor, Room) 14, is Record Saries Duplicated Elsewhere? (If yes, specify agancy or office.)
101 College Parkway, Amald Maryland 21012 O ves xNao
CSB Reom 168
15, Access Restrictions (If Yes, cite Law{s) & Regulation(s) 16. Audit Requirements
x Yes ] No PINFCIA

xNone ] State [) Federal [ independent

17. Is an Index System used? If yes, axplain briefly and describe requirements
[ Yes xNo

v

18. Recommended Retention
8 years and destroy.

19, Name and Tille of Preparer
Allen S. Kagut, Records Retention Specialist

20. Telephone Number
410-777-7327

21. Date
May 2B, 2016

DGS 550-4 (Rav. 1/93)




Instructions —Type of Print a3 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
410-795-1930

1. Department/Agency
Anne ArundTI Community College

.

2. Division 3. Unit

Business Office

|_purposes.

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

4. Record Series Tille
Bid and proposal documentation.

5. Earliest Year/Latest Year
2012 to Present

6. Record Series Description {Briefly describe the types of information/documentsfforms found in the series. Include the purpese 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 correspandence.

AGENCY RECORDS INVENTORY

pme% OF y

7. Record Serles Format(s) Listall 8. Recard Series Sequence 9. Volume
1
30
X Letter Size | [J Microkim O Aphabetical Number
[JlepalSize [ Computer Tapa 1 Mumerical ] File Orawus(s)
. [ Microfilm Reei(s)
O Autio Tape [ Flappy Disk X' Chronalogical ] Computer Tape(s}
1
X Other (specify) Archive Baxes
[ Bound Book [ Video Tape O Geegraphical
| 10. Annua) Accumulation
L3 Other (specity), [ Oter (specity) . &
' Number
[ Fite Crawerts)
. [ Microfim Reel(s)
[ Computer Tape{s}
X Other (spetify) Archive Boxes
11.Filais Used , 12. File Becomes Inactive Afler
4
Ooaty ' [Jweeky O Monthly X Annually Number OMonth(s) X Year(s)

13. Cument Location(s)  (Bldg., Flaor, Raom)
101 College Parkway, Amoald Maryland 21012
CSB Room 168

xNo

O ves

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

x Yes [ No PINFOIA
|

16, Audit Requirements

xNone []State [ Federal [ independem

O ves

xNo

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

18. Recommended Retention
4 years and destroy.

19. Name and Title of Preparer
Allen §. Kogut, Records Retention Specialist

21.Date
May 26, 2016

20. Telephone Number
410-777-7327

DS 5504 {(Rev. 1793)

14. Is Record Serias Duplicated Elsewhere? (If yes, spacify agency or affica.)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 %; 34
PAGE 33 OF 38
Jessup, Maryland 20794
410-799-193D
1. Department/Agency 2. Division 3. Unit
Anne Arundel Community College Buslness Office

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

purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Cantracts. 2009 to Present

guest speaker agreements, misc. contracts and agreements.

6. Record Series Description (Briefly describe the types of information/documentsifarms found in the series. Include the purpose or function of the
sernies.) Contracts, including award information, recommendation of award of contract, independent contractor agreements, lease agreements,

7. Record Sedes Format(s) List all 8. Record Series Sequence 9. Valume
35
X LetterSize ' [ Microfitm [ Alphabetical Number
[l tegasize ] Computer Tape 0 Numericat 2 Fite Drawer(s}
[ micrefilm Reelis}
O Autio Taps 3 Floppy Disk X Chwonclogical O Computer Taps(s)
X Other (speclfy) Archive Boxes
[J Bound Book  [] video Tape [ Geographical
10. Annual Accumulation
[ Other {specify) O Qtner (spacity) ¥
. Number
[ Fta Drawer(s)
[ Microfitm Reel(s)
[] Computer Tape(s)
X Other (specify) Archive Boxes
1. Fita is Used 12, File Becomes Inaclive ARar
7
[ paiy [ weeky O montniy X Annually Number [ Month(s) X Year(s)

13. Curreni Location{s)  {Bldg., Floor, Room)
101 Callege Parkway, Amold Maryland 21012
€SB Room 168

O ves

14. Is Record Series Duplicaled Elsewhere? (if yes, specily agency or office.)

15. Access Restrictions {if Yes, clte Law(s)} & Repulation(s)
x Yes [ No PIAFOIA

16. Audit Requirements

xNone [ Siate [ Federal []indepandemt

Cves xnNo

17. 18 an Index System used? If yes, explain briefly and describa requirements

18. Recommended Retention

7 years and destroy.

19. Name and Title of Preparer
Allen S. Kogut, Records Retention Specialist

20. Telephone Number
41Q-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

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410:799-1920

2. 34

PAGE M QF 36

1. Department/Agency
Anne Arundel Community College

2. Division 3. Unit

Business Office

pUrposes.

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

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/documentsiforms found in the series. Include the purpose or function of the
series.) Procurement card account reconciliations and supporting documentation.

7. Record Serfes Formatis)  List all 8. Record Series Sequence 9. Volume
' 14
X Lettersze [ Microfitm [ Alphabetical Number
[OJviegaiSiza  [J Computer Tape [ Numerical [ File Drewen(s}
O Microfilm Reel(s)
[J Augio Tape ' [ Fioppy Disk X Chronological O Computer Tapa(s)
X Other (spacify) Archiva Boxes
] Bound Book * [ Video Tape [ Geographical
10, Annual Accumulation
[0 other (specify) [ Other (specify) 2
Number
O File Drawar(s)
[ microfilm Reel(s)
[ Cempater Tape(s)
X Other (specify) Archive Boxes
11, File is Used 12, File Bacomes Inactive After
7
[ Caily [ Weexy O monthly X Annually Number [Jmonthis) X Year(s)

13, Current Location{s)  {Bldg., Flaar, Room)
101 College Parkway, Amold Maryland 21012
CSP Room 168

Dves =xNo

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

15, Access Restrictions (If Yes, cite Law(s) & Regulation(s}
aYes [ NoPIAFOIA

16, Audil Requirements

xNone [JState [ Federal [J Independent

O Yes x Na

17. Is an Index Sysiem used? If yas, explain briefly and describe requirements

18. Recommended Retention

7 years and destroy.

19. Name and Title of Preparer
Allen 8. Kogut, Records Retentlon Specialist

21. Date
May 26, 2016

20. Telephone Number
410-777-7327

DGS 550-4 (Rev. 163}




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Anne Arundel Community College

Business Office

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.0O. Box 275 23 34
Pace IS OF 36
Jessup, Maryland 20794
410-799-1930
1. Departmer'lt_lAgency 2. Division 3. Unit

purposes.

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

4. Recard Series Title
Purchase orders.

5. Earliest Year/Latest Year
2008 to Present

series.) Purchase orders.

6. Record Series Descriplion (Briefly describe the types of information/documents/forms found in the series. Include the purpese or funclion of the

7. Record Serles Formal(s)  List all 8. Record Series Sequence 9. Volume
) ) 21
X LetterSze [ Micrafim [ Alphabetical Number
[ Lepai Size + [J Computer Tape 3 Numerical [] Fite Drawer(s)
| [ Microfim Reel(s)
[ Audio Tape '+ [] Floppy Disk X Chronological [ Computer Tape{s)
| X Other (specify) Archive Baxes
[J Bound Book| [ videa Tape [ Gecgraphical
. 10. Annual Accumulation
[0 Otner ¢specify) [ Other gspecity) ____ 3
Number
[ File Drawer{s)
[ Microfilm Resks)
[] computer Tape(s)
X Other (specify) Archive Baxes
11. File is Used 12. File Becomes Inactive After
7
O oaily [ weakly O Meathly X Annually Number OOMonti(s) X Year(s)

13. Current Location{s)  (Bidy., Floar, Room)
101 College Parkway, Amald Maryland 21012
€S8 Room 168 !

[Jyes xNo

14. Is Record Series Duplicaled Elsewhare? (If yes, specify agency or office.)

15, Ascess RBS‘IH!:“DIIS (IF Yes, cite Law(s} & Reputalicns)
xYes [ NoPIAFOIA

16. Audit Reguirements

xNone [JState [ Federal [ Indapendent

OYes xNo

17. Is an Index Sysiom used? If yes, explain briefly and describe requiraments

18. Recommended Retention
7 years and destroy,

19. Name and Title of Preparer
Allen S. Koput, Records Retention Specialist

21. Date
May 26, 2016

20. Telephone Number
410-777-7327

DGS 5504 (Rav, 1/83)




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

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
4107991930

34

me:-:‘.%e oF 36

1. Depariment/Agency
Anne Arundel Community Callege

2. Division 3. Unit

Business Office

| purposes.

DEFINITION: EECORD 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
Standard Requests far Infarmation (RFI)

5. Earliest Year/Latest Year
2009 to Present

!

i

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.) Prcdugt information, research information, team reviews and recommendations.

7. Record Series Formal{s) List all 8. Record Saries Sequence 9. Volume
I 7
X LetterSize  [J Microfilm [ Alphabetical Number
O LegaiSize [ Computer Tapa 0 Numerical [ File Drawer(s)
[ Micrafim Reel(s)
[ Audio Tape  [] Floppy Disk X Chronological [0 Computer Tape(s)
X Other (specify) Archive Boxes
O eoundBock [ Video Taps O Geographical
. 10. Annual Accumulation
[ Other (specify)__ O Other (specify) 1
' Number
'
[ File Drawsr(s)
' [ Micrefilm Rael(s)
[0 computer Tape(s)
X Other (specify) Archiva Boxes
E
11. File is Used 12, File Becomes Inactive After
7
O caity [ weskly O monthy X Annually Number [ Month(s) X Year(s)

13. Curvent Locatlon(s)  (Bldg., Floor, Room)
101 Cellege Parkway, Amold Maryland 21012
CSB Room 168

[ ves

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

xNo

15, Access Restrictions (If Yes, cite Law{s) & Regulation(s}
x Yes [ Ne PIAFOIA

16. Autit Requirements

xNone [JState [JFederal [ Independent

17. is an Index System used? If yas, explain briefly and describe requirements
O Yes xNo

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

DSS 5504 (Rev. 1/83)
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