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Agency
COMPTROLLER OF MARYLAND

Division/Unit

REVENUE ADMINISTRATION DIVISION

item
No.

Description

Retention

This schedule supersedes Schedules 2462 & 2547
and all previously submitted schedules.

ADMINISTRATION

Bi-Weekly Time Sheets & All Related Documents

Official forms which an employee submits in order to be paid for
hours worked. This includes all sections of Revenue
Administration.

Payroll Records

Consists of payroll registers & computer printouts received from
the payroll agency. The ETR (Exception Time Report) is a list of
permanent and temporary employees. Any exceptions to the pay
period are recorded on the list, and then sent to payroll for
processing of paychecks. The PTR (Positive Time Report) 1s a list
of all contractual employees. Hours and exceptions are recorded
on this list, and then sent to Payroll for processing of paychecks.

Purchase Orders

Copies of credit card purchases and purchases made through
ADPICS (Advanced Purchasing and Inventory Control System).

Retain for three (3) calendar
years and unti all audits have
been completed; then destroy.

Retain for three (3) calendar
years and until alt audits have
been completed; then destroy

Retain at the Revenue
Administration Center for five
(5) calendar years and until all
audits have been completed;
then destroy.

Schedule Approved by Department, Agency,
or Division Representative.
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Agency " Division/Unit
: COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION -
item Description Retention
No. ‘
4, Visitor Logs
Revenue Administration Center daily Visitor Logs. ' Retain at the Revenue

Administration Center for
five (5) calendar years and
untif all reviews have been
completed; then destroy.

DGS 550-1A
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Agency Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
item - ' Description Retention
No. '

BRANCH OPERATIONS SECTION

5. Branch Office Representatives Report File (Form COT/RAD 155)

Maintained in binders in chronological order by branch office. This
file contains daily reports submitted by Revenue Administration
Division branch office representatives. These reports list various
tax forms or other miscellaneous items received from taxpayers in

the branch office and subsequently sent to the Branch Operations
Section. ~

Retain until all audits have
been completed; then destroy.

DGS 550-1A
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Agency : Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description Retention
No.
ELECTRONIC TAX PROCESSING
SMART (State of Maryland Tax System) Batch Processing Control | Retain until all audits have
6. Reports | been done; then destroy.
Consisting of batched files from various interfaces (Image, Data
Entry and Remittance Processing)for posttrans selection, and output
computer reports from SMART System which show batches
_processed into SMART. '
71 Project Notes & Files/System Enhancement Documentation Retain at the Revenue
. . Administration Center until
Unformatted material containing the background, requirements, project is done/canceled and
specifications, problem descriptions, documentation and changes until all audits have been
for new projects, as well as, changes to existing programs and completed; then destroy.
procedures. Also includes SIRS (Systems Investigation Reports)
and SRT’s (System Request Transmittal).
Retain at the Revenue
Code Table Signoff Request (Electronic) Administration Center until
8. Arranged by Table ID and date, shows changes made to table and | all audits have been
who requested them and when. completed; then destroy.
Motor Fuel Tax Returns .
Scan paper document within
9, Paper Motor Fuel Returns. 30 days of receipt and retain
' ‘images for 5 years or until ail
audits have been completed,
whichever is longer; then
“destroy. B
Transfer paper records, 30
days after they are scanned,
to the Compliance Division in
Revenue Administration
Center. Paper will be
governed by the Compliance
Division schedule and
documents are scanned to
MSA standards.

DGS 550-1A
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Agency Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description Retention
No.
10. ACF2 Reports
A daily report generated on computer paper sorted by logon. Itis Retain at the Revenue
viewed for exceptions, security reports and logged data set, file Administration Center until
name or transaction access. A report is given to Systems all audits have been
Application Control Unit for any logon requiring further access. completed; then destroy.
Auditors examine the reports for file access and mainframe activity.
AR Taxpaver Response Forms
Retain at the Revenue
These forms are written record of all phone calis received from Administration Center for 1
taxpayers or tax preparers regarding the receipt and processing of year and untii all audits have
electronic returns. been completed; then destroy.
Retained at the Revenue
12. Daily Run Reports Administration Center for 1
year and until all audits have
These reports list the DLN’s (Document Location Number) and been completed; then destroy.
numbers of electronic returns retrieved and formatted for processing
into the accounting system daily.
13. EL-101
Retain paper at the Revenue
Declaration document and signature authorization for an Administration Center sixty
electronically filed (60) days; then destroy.
return by an electronic return originator (ERO) filing on behalf of a | Retain scans until all audits
taxpayer. have been completed; then
destroy. Scans of paper are
done to MSA standards.

DGS 550-1A
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Division/Unit

Agency
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
item : . .Description—‘ Retention
No.
14, Wage Data
"CD’s or discs received from employers for employees from whom Sent for -
income tax was withheld during the year (W2 forms), along with destruction/incineration one
the employers annual MW 508 reconciliation. This information is (1) year after data is extracted
used to verify withholding claimed on tax retums. and sent to mainframe.
Remains on mainframe for
seven (7) years; then destroy.
15. Motor Carrier and IFTA (International Fuel Tax Agreement)

Processing Requests (Job Regquest Transmittals)

delinquencies, refunds, closeouts, and cash receipts.

1 Numerous statistical reports from daily, monthly, semi-annual and - | Retain for 7 years and until
annual Job Request Transmittals are retained from mainframe. The | all audit requirements have
reports from the IFTA Returns Processing Center and WEB
transactions are related to applications, renewals, billings,

been met; then destroy.

DGS 550-1A
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Agency N Division/Unit
~ COMPTROLLER OF MARYLAND . REVENUE ADMINISTRATION DIVISION
Item - Description Retention
No.
ESTATE TAX SECTION
16. Maryland Estate Tax Returns Retain at the Revenue
Administration Center for 1
year, then transfer to the State
-Record Center for 2 years;
then destroy.
17. Litigation Records for Estate Tax Cases Retain in office five (5) years

after file is closed. Transfer
files to the Maryland State
Archives for permanent.
retention for cases which
went to the United States
Supreme Court or in which
the judgment/settlement is in
excess of $1 million. Ali
other files are retained by
Maryland State Record
Center for an additional 15
years; then destroyed.

DGS 550-1A
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Division/Unit

Agency : ' ,
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description " Retention
No. ' -
LEGAL SECTION
18. - Hearings and Appeals Files Including Hearings Notices Retain paper files at the
Hearings and Appeals files including Hearing Notices and all Revenue Administration
| needed information for hearing. This may include copies of returns, | Center for 2 years; then
internal notes, letters or emails between taxpayer and agency, etc. It | transfer files to the State
will also include the resolution, including written decision from Record Center for 3 years;
hearing officer, documentation submitted to corroborate then destroy.
information discussed at hearing, etc.
19. Litigation Files for all tax types other than Estate Tax (e.g. Income Retain in office five {5) years
Sales and Use) after file is closed. Transfer
Files with documents relating to Litigation involving the files to the Maryland State
Comptroller of Maryland. Archives for permanent
As a party to litigation, files are kept for discovery, responses, retention for cases which
pleadings, motion, etc. This item includes tax types other than went to the United States
Estate Tax. Usually income tax files, but may include other tax Supreme Court or in which
types like sales and use tax. the judgment/settlement is in
excess of $1 million. Transfer
all other files to the Maryland
State Records Center for an
additional 15 years; then
destroy.
20. Requests for Tax Information, including Court Orders, Lists of '| Retain files at Revenue
Approved Recipients and Copies of Information Released Administration Center for
' five (5) years; then destroy.
Retain paper copies of
21. Renewal Applications for Sales and Use Tax Exemption renewal applications at
Certificates Revenue Administration
Applications and supporting documents for Renewal of Sales Center for six (6) months;
and Use Tax Exemption Certificates. then destroy. Retain
electronic scanned copy of
written requests at the
Annapolis Office for one (1)
year; then destroy. Scans of
paper are done to MSA
standards.
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Agency

COMPTROLLER OF MARYLAND

Division/Unit

REVENUE ADMINISTRATION DIVISION

Item
No.

Description

Retention

21a.

22.

23.

LEGAL SECTION (CONTINUED)

Copies of Renewal Exemption Certificates
Copies of Sales and Use Tax Certificate Renewal Certificates

Regular Applications for Sales and Use Tax Exemption Certificates
Regular Applications for Sales & Use Tax Exemption Certificates

Correspondence Files for Income Tax and Sales and Use Tax
Correspondence files regarding Income Tax and Sales & Use Tax

Retain paper at the Revenue
Administration Center one
year; then destroy. Retain
scans until all audits have
been completed; then destroy.
Scans of paper are done to
MSA standards.

Retain all files at Revenue
Administration Center for 30
days; then destroy. Retain
electronic scanned copies at
the Annapolis Office for (1)
year; then destroy. Scans of
paper are done to MSA
standards.

Retain all files at Revenue
Administration Center for (3)
years; then screen annually
and destroy materials for
which no further reference is
required.

DGS 550-1A
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Agency Division/Unit

Retention

COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description
No.

LEGAL SECTION (CONTINUED)

24, Application for Certificate of Exemption on Non-Resident Sales of
Real Property with Disposition and Copies of and Exemption

Certification, if Issued

25. Written Request for Duplicate Sales and Use Tax Exemption
Certificates

25a. Duplicate Applications for Sales and Use Tax Exemption
Certificates
25b. Copies of Duplicate Exemption Certificates

Retain all files at Revenue
Administratton Center for (2)
years; then transfer to the State
Records Center for 3 years; then
destroy.

Retain files at Revenue
Administration Center for 6
months; then destroy. Retain
electronic scanned copies at the
Annapolis Office for (1) year,
then destroy. Scans of paper are
done to MSA standards.

Retain paper at the Revenue
Administration Center one
year; then destroy. Retain
scans until all audits have
been completed; then destroy.
Scans of paper are done to
MSA standards.

Retain paper at the Revenue
Administratton Center one
year; then destroy. Retain
scans until all audits have
been completed; then destroy.
Scans of paper are done to
MSA standards.

DGS 550-1A
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Agency . Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description Retention
No.
PROCESSING CONTROL SECTION
Alcohol and Tobaceo Tax :
- Retain at Revenue
26. Refunds : Administration center for 1
1 Sacramental Wine Refund Claim year, then 2 years at State
1-1 Claim for Refund Record Management Center
and until all audits have been
completed; then destroy.
27. Tax Returns and Reports (Beer) (Distilled Spirits and Wine) -

A. 34-11 National Family Wine Exhibition Permit Holders Report A Retain for three (3) years - .
and until all audit
requirements have been met;
then destroy.

B. 20-1 Beer Tax Prepayment Certificate (letter) B. When no longer active,
transfer to the State Records
Center for three (3) years;
then destroy.

28. Tobacco Tax Return and Reports Retain scanned document for
: sixty (60) days; then destroy.
601 Distributors Affidavit Retain image for five (5)
602 Inventory Schedule years; then destroy.
603 Claim for Credit Cigarette Received from Manufacturer Documents are scanned to
605 Schedule “A” Cigarettes Received from Manufacturer Maryland State Archives
607 Manufacturer Certify FSC (Fire Safe Cigarette) standards.
608 Cigarette Distributor’s Monthly Report '
608-1 Cigarette Distributor’s Monthly Report of Cigarette Pack
608-2 Cigarette Purchases Payments
608-3 Recap-Wholesalers Sale of Cigarettes to Retailers by
Manufacturers ‘
608-4 Recap-Wholesalers Sale of Cigarettes to Retailers by
Political Sub-division

DGS 550-1A
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Agency _ * Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description Retention
No. '
PROCESSING CONTROIL SECTION (CONTINUED) -
Alcohol and Tobacco Tax (Continued)
Tobacco Products Returns and Reports {Cont’d)
609 Other Tobacco Products Tax Return (Wholesale) Retain scanned document for
610 Other Tobacco Products Tax Return (Retail) sixty (60) days; then destroy.
613 Schedule “C” Cigarette Tax sold outside of MD | Retain image for five (5)
620 Consumer Premium Cigar Tax Return | years. Documents are
623 Cigarette Tax Stamp Order scanned to Maryland State
627 Schedule “B” Cigarettes Received from other sources Archives standards.
633 Schedule “D” Report of Cigarettes Returned to Manufacturer
634 Manufacturer’s Monthly Sample Cigarette Tax Return
635 Schedule “F” Out of State stamp purchases
637 Schedule “E” Misc. Report of disposition form
: QRDT (Questionable Returns Detection Team)
29, :
Review of QRDT Supervisor’s Adjustment Transactions
' , Retain at the Revenue
Supervisors review 5 transactions a week on each employee fo: Administration Center until
quality review. ‘ all audits are complete; then
destroy.

DGS 550-1A
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Agency _ Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description Retention
No.
PROCESSING CONTROL SECTION (CONTINUED)
30. ORDT Reports
Weekly, Monthly, and Special Projects — these files contain the Retain at the Revenue
weekly and monthly activity reports detailing all fraud, adjustments, | Administration Center until
and monthly workflow, as well as status and final reports on all completion of all audits; then
special project done by the QRDT Unit. destroy. '
31. Fraudulent Returns
These are original returns that have been pulled from the original Retain for three (3) years and
imaged batches and retained for further reference or court until all administrative value
subpoenas. ' has ceased, then the
Questionable Returns
Detection Team Manager will
destroy.
32. .Case Review Board and Attorney General Referral Files
These files contain copies of returns {or original returns) and Retain until the case is
research information submitted to the Case Review Board or Office | completed/closed by the Case
of the Attorney General for investigation/prosecution. Review Board or the Attorney
: General’s Office and all
audits are completed; then
destroy.
33. . Questionable Case History Files
Retain at the Revenue
These files are original log sheets that are filled out for each return | Administration Center until
that has been identified as fraudulent. - all audits have been
' completed; then destroy.

DGS 550-1A
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Agency . Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description Retention
No.
PROCESSING CONTROL SECTION (CONT’D)
34. QRDT Audits
These are files containing copies of information sent to be audited. | Retain at the Revenue
Information may be original or amended returns, or copies of Admitnistration Center for
imaged returns and the status reports. sixty (60) days; then destroy.
35. Special Projects Retain at the Revenue
: Administration Center until
These files contain printouts, research, correspondence and completion of all audits; then
adjustments to and from taxpayers. destroy.
36. Taxpayer Correspondence Retain at the Revenue
: Administration Center for
These files contain letters to or from taxpayers and copies of sixty (60) days; then destroy.
documents provided by taxpayers and any necessary adjustment
documentation. -
37. Daily Suspended/Review/Adjustment Printouts Retain at the Revenue

System generated printouts identifying all suspended transactions,
review items and adjustments done by each employee and reviewed
by the supervisor for quality review purposes.

Administration Center until
completion of all audits; then
destroy.

DGS 550-1A
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Agency Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
tem Description Retention
No.
RETURNS PROCESSING SECTION
38. Employer Return of Income Tax Withheld-MW506 Retain at the Revenue
Paper returns submitted by employers showing the total tax, with Administration Center for 60
adjustments, withheld from each employee’s salary during the days; then destroy.
reporting period. :
39. Individual, Pass Through Entity. Fiduciary and Corporation Retain at the Revenue
Declaration of Estimated Tax — 502D, 510D, 504D, and 500D Administration Center for 60
If Maryland income taxes were not withheld; quarterly days; then destroy.
estimated tax payments can be made as part of a pay-as-you-
go plan. Established or new taxpayers that file letter size returns to
show amount of estimated payments processed.
40. Individual Pass Through Entity and Fiduciary Estimated Tax Retain at the Revenue
Vouchers — 502DEP, S10DEP, and S04DEP Administration Center for 60
If you are self-employed or do not have Maryland income days; then destroy.
taxes withheld by an employer, you can make quarterly ' '
estimated tax payments as part of a pay-as-you-go plan.
Established or new taxpayers that file coupon size returns to show
amount of estimated tax paid.

DGS 550-1A
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Agency Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description Retention
No.

RETURNS PROCESSING SECTION (CONT’D)

41. Corporation Income Tax Returns — Form 500 Retain at the Revenue

Administration Center for 60
Consists of annual tax returns filed by each corporation and days; then destroy.

association having income allocable to the State under the
provisions of the Annotated Code of Maryland, unless otherwise
exempted.

Withholding Tax Statements {W2 forms)
42, Retain at the Revenue
Prepared and submitted by employers for each employee from Administration Center for 60
whom income tax was withheld during the tax year. Each statement | days; then destroy.

shows the employer’s name, address and identification number, the
employee’s name, address, and social security number, total wages
paid, and the amount of income tax withheld.

Personal, Corporate, Pass Through Entity (PTE) & Fiduciary

43. Income Tax Returns (123, 500 — 1992-2004 502, 503, 504_- 1998 | Retain paper at the Revenue
and future, 505. 510, 515 — 1992 and future, 502D, 500D, 510D, Administration Center sixty
504D — 2005 and future. 502E, 504E. S00E. and S10E — 2004 and | (60) days; then destroy.
future. MW508 Retain scans until all audits

have been completed, then
Arranged by tax year. These forms are filed by all residents, and destroy. Scans of paper are

non-residents, corporations and fiduciaries, pass-through entities or | done to MSA standards.
employers of the State who have received income or withheld taxes
from sources within the State, and are required by existing statues
to file such a return.

DGS 550-1A
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Agency Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description Retention
No.
RETURNS PROCESSING SECTION (CONT’D)
44. Applications for Extensions of Time (500E, 502E, 510# and S04E) | Retain paper at the Revenue
Paper Administration Center for 60
days; then destroy. Retain
These records document the application and approval for extension | scans until all audits are
of time for filing retums, which has been granted taxpayers, except | complete; then destroy.
in the case of taxpayers who are abroad, no extensions are granted Scans of paper are done to
for more than 1 year. MSA standards.
Retain paper at the Revenue
45. Pass Through Entity Returns (510) Administration Center for 60
days; then destroy. Retain
Consists of the annual tax returns filed by each pass through entity | scans until all audits are
having income allocable under the provisions of the Annotated complete; then destroy.
Code of Maryland. Scans of paper are done to
MSA standards.
Retain paper at the Revenue
46. MWS508 Employer’s Annual Reconciliation of Income Tax Administration Center for 60
Withheld days; then destroy. Retain
scans until all audits are
Amount of tax paid by the employer on behalf of the employees. complete; then destroy.
‘ Scans of paper are done to
MSA standards.
47. Sales and Use Tax Reports Retain paper at the Revenue

Returns submitted by businesses in Maryland to pay the Sales and
Use Tax.

Administration Center for 60
days; then destroy. Retain
scans until all audits are
complete; then destroy.
Scans of paper are done to
MSA standards.

DGS 550-1A
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Agency

Division/Unit

COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION

Item Description
No.

Retention

RETURNS PROCESSING SECTION (CONT'D)

48, Personal Income Tax Returns Forms 123, 502, 503, 505 and 515

existing statutes to file such a return.

49, Fiduciary Income Tax Returns- 504

to file such a return.

50. Payment Document (Tax Computation Bills)

computation bills.

51. Electronic Funds Transfer (EFT) Applications

Withholding or Sales and Use tax payments,

These forms are filed by all residents of the State. Who have
received income from sources within the State and are required by

These forms are filed by all fiduciaries who have received income
from sources within the State, and are required by existing statues

Payment documents (tear-off vouchers) sent as part of tax

Applications received for Automatic Clearing House (ACH) Debit
are entered into an Excel database, forwarded to our 3“ party
vendor (Govl) and cataloged. EFT applications for ACH are
received from businesses who would like to submit electronic

Retain paper at the Revenue
Administration Center for 60
days; then destroy. Retain
scans until all audits are
complete; then destroy.
Scans of paper are done to
MSA standards,

Retain paper at the Revenue
Administration Center for 60
days; then destroy. Retain
scans until all audits are
complete; then destroy.
Scans of paper are done to
MSA standards.

Retain at the Revenue
Administration Center for
sixty (60) days; then destroy.

Retain paper at the Revenue
Administration Center for 3
years; then destroy. Scans are
retained 5 years and until all
audits are complete. Scans of
paper are done to MSA
standards.

DGS 550-1A
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Agency Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description Retention
No.
RETURNS PROCESSING SECTION (CONT’D)
52. EFT Payment Adjustment Backup Retain at the Revenue )
Correspondence backup from taxpayers that require payments a‘;m;';'sua;'ﬁﬁt.clZr]‘:eru:l)i';sone
made to be moved to a different account or account period. h year ant tn: at 8
ave been completed; then
destroy.
. . . Retain paper at the Revenue
Daily Remittance Processing Documents L .
33, MW506 Employers Return of Income Tax Withheld, 502 DEP Administration Center for 60

Individual Declaration of estimated tax, 504 DEP Fiduciary
Declaration of estimated tax, Sales and Use Tax Return, Tire Fee
Return, all Tax Bill Payment Documents and any future scanned or
imaged documents.

These forms are filed by various Individuals, Fiduciary and
Businesses to report and pay the various taxes due the State of
Maryland, they are processed through the remittance processor and
the images are available for view through the State of Maryland’s
Tax System.

days; then destroy. Retain
scans for five years; then
destroy. Scans of paper are
done to MSA standards.

DGS 550-1A
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Agency Division/Unit
. COMPTROLLER OF MARYLAND " REVENUE ADMINISTRATION DIVISION
item | Description Retention
No.
REVENUE ACCOUNTING SECTION
54. Research Files , _
File folders containing taxpayer correspondence, action requests Reta1.n al lh“? Revenue
and responses, surveys and other information used for reference. Administration Center for 3
years and until audits have
been done; then destroy.
35. Backup for Suspense Fund _ Retaip j’ﬂ th’«? Revenue
‘Substantiation for the movement of payments into and out of the Administration Center for 3

applied.

56. Suspense Fund Correspondence

proper account, it is considered closed.

57. Receipts for Cash

response to taxpayer requests for a receipt.

Suspense Fund. Records consist of copies of screen prints for 1
checks which are recorded in the suspense account due to the lack been done; then destroy.
of identification of the taxpayer’s account, to which it should be

years, and all audits have

Retain closed records at the

Suspense account correspondence is seat to the taxpayer requesting | Revenue Administration
disposition of the remittance. These records are considered open at | Center for 3 years, and all
this point. After the remittance is identified and transferred to the | audits have been done; then

destroy.

Retain at the Revenue

Files contain receipt books and cash receipts which are prepared in | Administration Center for

3 years, and all audits have
been completed; then destroy.

DGS 550-1A
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Agency Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description Retention
No.
REVENUE ACCOUNTING SECTION (CONT’D)

58. Financial Records Retain at the Revenue
Support documents for journals of final entry, Such as Journal Administration Center for 3
ledger, Cash Collection reports by tax type. Correspondence, etc. years, and all audits have

been done; then destroy.
Scans of paper are done to
MSA standards.

59. Official Journals and Ledgers Retain at the Revenue
Official journals and ledgers recording the receipts and expenditures | Administration Center for 3
of the Division. (Must be on disk). Final entry journals are years, and all audits have
maintained by the General Accounting Division. been done; then destroy.

Scans of paper are done to
MSA standards.
60. Bank Account Files

These files contain documents generated during the transaction of
banking services for income tax refunds as required by the Revenue
Administration Division.

Files are arranged by calendar year and bank account number, and
may contain the following:

Bank Statements

Debit Memoranda

Check Listing

Bank Printouts

Reconciliations

Check Copies

TOOO® >

Retain at the Revenue
Administration Center until
superseded with another
account or until audit
requirements have been met,
whichever occurs later, then
destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 2837

Page 21 of 30

Agency Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description Retention
No.
REVENUE ACCOUNTING SECTION (CONT’D)

61. Register of Wills/Sheriff Reports Retain at the Revenue

Includes Cash Activity Report and Inventory Report. Administration Center until
all audit requirements are
fulfilled; then destroy.

62. State Property Tax-Report of Collectors Retain paper at the Revenue
Report of Collector of State Tax (Form 170) includes tax receivable | Administration Center for 30
adjustments (levies), homestead credit adjustments, tax collections, | days; then destroy. Retain
refunds, homeowner’s tax credits, penalty, interest, and service scans for five years; then
charges for both current and prior years. The Public Debt — Report | destroy. Scans of paper are
of Collectors of State Taxes should be signed and dated by the done to MSA standards.
Collector of State Taxes.

SPECIAL PROGRAMS
Distribution Files

63. Arranged chronologically by monthly distribution, these files Retain paper at the Revenue
contain papers which document the amount of State Taxes collected | Administration Center for 30
from each incorporated municipality, and the amount redistributed | days; then destroy. Retain
to same as their respective share, pursuant to the Tax General scans for five years; then
Article, Annotated Code of Maryland. destroy. Scans of paper are

done to MSA standards.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 2837

Page 22 of 30

Agency Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description Retention
No.
REVENUE ACCOUNTING SECTION (CONT’D)
Alcohol and Tobacco Tax
64. Accounting Records
11-1 Record of Escrow Deposit and Subsequent Transfers
11-2 Record of Permits Issued Retain for three 3 years and
13 Deposit Summary until all audit requirements
13-1 Detail of Deposit Summary have been met; then destroy. -
418 Cash Receipt Documents are scanned (o
MSA standards.
Motor Fuel Tax
65. Accounting Records

This record series includes all standard State accounting forms as
well as other accounting media which provide supporting data in the
special and general accounting records. The series includes any
report, printout, schedule and other supporting documents, etc. that
pertain to revenues and expenditures.

A. Deposit Documentation Forms
Deposit Slips '
Certificates of Deposit
Batch control sheets
Deposit summaries
Deposit reconciliations
Stars reports/printouts

B. Expenditure Documentation Forms
Stars report/printouts
Budget information
Expenditure projections

Retain for three 3 years and
until all audit requirements
have been met; then destroy.
Documents are scanned to

| MSA standards.

DGS 550-1A




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

Schedule No. 2837

| Page 23 of 30

Retention

Agency | Division/Unit <
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION

Item Description '

No. '

REVENUE ACCOUNTING SECTION (CONT’I))

. Motor Fuel Tax (Cont’d)

63. C. Fiscal Year End Close Qut Schedules and Supporting
Cont’d. Documentation

D. Payroll Registers, Exception Time Reports and Supporting
Documentation

66. Cash Receipts/Fuel Tax Returns Records

| Miscellaneous Receipts
(COT/MFT-096)

Retain for 5 years and until
all audit requirements have
been met; then destroy.

Retain 5 years and until all

| audit requirements have been.

met; then destroy.

Retain for one 1 year, then
transfer to the State Records
Center for three 3 years; then
destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 2837

Page 24 of 30

Agency Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description Retention
No.
REVENUE ACCOUNTING SECTION (CONT'D)
International Fuel Tax Agreement
67. IFTA Bank Reconciliation Retain for 3 years and until
Deposits of motor fuel driver reported mileage and purchases. all audit requirements have
been met; then destroy.
68. [FTA Transmittals from Maryland Retain for 3 years and until
| Driver reported Maryland fuel purchases driven in other states. all audit requirements have
been met; then destroy.
69. IFTA Transmittals to Maryland Retain for 3 years and until
Driver reported fuel purchases in other states and driven in all audit requirements have
Maryland. been met; then destroy.
Retain for 3 years and until
70. IFTA Funds Transfers all audit requirements have
Transfer of funds from the IFTA deposit account to Maryland. been met; then destroy.
Retain paper at the Revenue
71. Daily Remittance Processing Documents Administration Center sixty
MW506 Employers Return of Income Tax Withheld, 502 DEP (60) days; then destroy.
Individual Declaration of Estimated Tax, 504 DEP Fiduciary Retain scans until all audits
Declaration of Estimated Tax, Sales and Use Tax Return, Tire Fee have been completed; then
Return, all Tax Bill Payment Documents. destroy. Scans of paper are
done to MSA standards.
These forms are filed by various Individuals, Fiduciary and
Businesses to report and pay the various taxes due the State of
Maryland. They are processed through the remittance processor
and the images are available for view through the State of
Maryland’s Tax System.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

TSchedule No, 2837

]

Page 25 of 30

Agency

COMPTROLLER OF MARYLAND

Division/Unit

REVENUE ADMINISTRATION DIVISION

ltem Description Retention
No. '
TAXPAYER ACCOUNTING SECTION

72. Dishonored Checks Retain at the Revenue
Checks submitted for payment of taxes which are not honored by Administration Center for 3
the financial institution in which they are drawn. They are kept in years and until all audit
order by social security number, federal identification number or requirements have beén met; -
central registration number. then destroy.

73, Stop Payment File Retain at the Revenue
Arranged alphabetically according to taxpayer name. This file Administration Center for 1°
contains requests for stop payments on previously issued checks. It | year and until audit
also contains stop payment confirmation and AS400 reports. requirements have been met;

: then destroy.

74. Forgery Documents Retain at the Revenue
Completed forgery affidavits Wthh have been executed. Administration Center until
Maintained in alphabetical order by taxpayer name. audit requirements have been

met; then destroy.

75. Returned Refund Checks/Deletion Reports Retain at the Revenue
Reports listing refund checks that have been returned by Postal Administration Center until
Service as undeliverable, by mailroom as damaged, or by taxpayer | audit requirements have been
as incorrect and subsequently shredded. The witnessed reports are | met; then destroy.
maintained in order by date.

DGS 550-1A



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

Schedule No. 2837

Page 26 of 30

Retention

Agency Division/Unit

COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
ltem Description '
No.

TAXPAYER ACCOUNTING SECTION (CONT’D)

76. ‘Protective Claims Files

These case files contain papers which document taxpayer’s claims
against the State. Amended tax return(s) filed by taxpayers for
protective claim due to a claim being filed against the state for tax
purpose. Claims are either satisfied or disallowed by the
Comptroller. Disallowed claims may be appealed to the Judicial
Courts of the State.

71. Amended Tax Returns (502X)

Amended Tax returns are filed by taxpayers to facilitate
adjustments to their original return. In addition, to the basic
information shown on returns, the Amended Return shows an
explanation of the changes to income, deductions and credits. The
returns are needed by the unit only for the period required to
process the adjustment.

78. Taxpayer Adjustment Correspondence
"I Included are taxpayer written inquiries in request of account review
and/or action to achieve correct disposition.

Retain all claims that have
been satisfied or disallowed at
the Revenue Administration
Center for one (1) year, then
four (4) years at state records
management center and until
all audits have been done,

{ then destroy.

Retain at the Revenue
Administration Center for |
year, then 4 years at the State . |-
Records Management Center;
then destroy.

Retain at the Revenue

Administration Center for 1

year; then 2 years at State
Records Management Center;
then destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Sc;hedule No. 2837

Page 27 of 30

Agency ' Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description Retention
No.
TAXPAYER ACCOUNTING SECTION (CONT'D)
Motor Fuel Tax
.79, Motor Fuel Tax Refund Claims Records Retain at the Revenue

This record series contains original claims for fuel tax refunds,
original purchase invoices in support of refund amount claimed,
supporting worksheets, calculations and approvals etc. This series
is maintained on a fiscal year basis.

A. Refund Claim Forms
Record of Motor Fuel Tax Used (COT/MFT-002)

Motor Fuel Tax Refund Power Take Off Units
(COT/MFT-003)

Non-Registered Dealers Export Report (COT/MFT-004) -

Statement of Sales and/or Transfers Qutside of State of
MD (COT/MFT-005)

Certificate of Verification of QOut of State Shipments
(COT/MFT-006)

Refund Claim — Motor Fuel‘Tax (COT/MFT-007)
Claim for Refund of Tax on Excess of Purchases in MD of

Motor Fuel Tax (COT/MFT-042)

Administration Center until
all audit requirements have
been met; then destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDUL

(Continuation Sheet) '

Schedule No. 2837

Page 28 of 30

Agency Division/Unit -
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item Description Retention
No. :
TAXPAYER ACCOUNTING SECTION (CONT’D)
Motor Fuel Tax (Cont’d)
Summary of MD Interstate Trips (COT/MFT-043) Retain at the Revenue
o Administration Center until .
Application for Annual Refund (COT/MFT-053) all audit requirements have
been met; then destroy.
U.S. Government Refund Authorization (COT/MFT-054)
Aviation Fuel Tax Refund Statement (COT/MFT-055)
20. Mcftor Fuel Cafrier Decz}l Credi?s Records. ' Retain at the Revenue
This record series contains credit forms generated from rejected P
o . . . Administration Center for 1
decal applications. Credit forms are processed in order to issue ear. then transfer to the State
motor carrier decals after the taxpayer has resolved all outstanding year, .
: . . o Y Records Center for 3 years;
assessments/issues. This record series is maintained in 2 then destro
debit/credit processing date order. Y.
Decal Credit Forms . -
Discrepancies form on Motor Carrier Application
(COT/MFT-039 .
Suspension of Application for Identification Markers
(COT/MFT-040)
81 Alcohol and Tobacco Tax izt::ln 2 ttrtg.’;eve?}l:ll dit
' 42 Claim for Refund — Federal Reservation re uirzl'r;entls haun Lee au tl
Alcohol and Tobacco Tax Refund claim forms submitted by o st Ve DEC MEL
taxpayers who are requesting refund of taxes previously paid but ¥
not required. _

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 2<4 2

Page 29 of 30

Agency Division/Unit :
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
item Description Retentioﬁ
No. - :
TAXPAYER MEDIA SECTION
32. Corporation/PTE Amended Tax Returns (Forms 500X and 510) and | Retain at the Revenue

Adjustment Batches

Administration Center for
two (2) calendar years; then
eighteen (18) years at the
State Records Management
Center; then destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 2837

Page 30 of 30

Agency Division/Unit
COMPTROLLER OF MARYLAND REVENUE ADMINISTRATION DIVISION
Item _ Description Retention
No. '
TAXPAYER SERVICE
83. | Taxpayer Correspondence Files -

Consisting of original incoming and copies of outgoing
correspondence for all tax types administered by Revenue
Administration Division and/or the Comptroller.

Retain paper copies at the
Revenue Administration
Center for sixty (60) days;
then destroy. Retain scanned
images for 5 years then '
destroy. All scans are done to
Maryland State Archives
standards. R

DGS 550-1A




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 MANAGEM_ENT DIVISION
7275 Walerloo Road, P.Q, Box 275

Jessup, Maryland 20794
410-755-1930

AGENCY RECORDS INVENTORY

PAGE 10OF 30

1. DeparimentAgency

Comptrolier of Maryland

Revenue Administration

3. Unit

Administration S_edtion

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

Bi-Weekly Time Sheets & All Related Documents

5. Earliest Year/Latest Year
CY 2013to CY 2016

series.)

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

Official forms which an employee of Revenue Administration Division submits in order to be paid for hours

worked. 2017 and future records will be maintained by Central Payroll Division.

7. Record Senes Format(s) \Listall 8. Retord Series Sequence 9. Volume
27.000
B4 LetterSize [ Microfim [0 aphabetical Namber
[Qtegaisize [} Computer Tape [ Numerical [ File Drawests)
. . o [ mierciilm Reel(s}
7] Audio Yape  [J Fioppy Disk [ chronologicas [J Computer Tape(s)
[ Other (specity} Sheets
7] Bound Boak  [] videa Fape [J Geographicar
10. Annuat Accumulation’
[ Other (specify), [ Other (specify)
9,100
Number
O File Drawer(s)
[ Microfilm Reel(s)
[ Computer Tapels)
(=] Other {specify) Sheets
’71 1. File is Used 12, File Becomes Inaclive After
3
3 paily D Weeldy [3 Monthy [ Annuahy (9 Bi-weekly Number DO Montns)  [R) vears)

13. Cument Locatian(s) (Bldg., Floor, Room)

RAD Bldg, 4%, 400

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

O Yes BJ Ne

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

Oves Xwno

16, Audit Reguirements

O None A state [ Federal ) Independent

17. 15 an Index System used? If yes, explain briefly and describe requirements

O ves B e

18. Recammended Retention

Retain for three calendar years and until all audits have been
completed; then destroy.

19. Name and Title of Preparer
Christopher Kolb, Manager

20. Telephone Number
410-260-7703

21. Date 12/2716
Revised: March 27, 2018

DGS 550-4 (Rav. 1/93}




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

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

410-799-1930

AGENCY RECORDS INVENTORY

PAGE 10F 30

1. Department/Agency

Comptroller of Maryland

Revenue Administration

3. Unit

Administration Section

DEFINITION: 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

Payroll Records

5. Earliest YearfLatest Year
CY 2013 to CY 2016

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

seres.)

Consists of payroli registers & letter sized computer printouts received from the payroll agency. The ETR (Exception

Time Report) is a list of permanent and temporary employees. Any Exceptions to the pay period are recorded on the list

and then sent to Central Payroll for processing of paychecks. The PTR (Positive Time Report) is a list of all cohtractual

employees. Hours and ekceptions are recorded on the list and then sent to Central Payroll for processing paychecks.

2017 and future records will be maintained by Central Payrol Division.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
. s 0 « 7.5
Letter Size icrofilm Alphabeticat
D i3 Number
Legal Size Computer Tape Numerical
Dtes o O BQ File Drawer(s)
[J Micxofitm Reel(s)
Audio Tape Flappy Disk Chronological .
a a . % og O Computer Tapeis)
Oth i
[ Bound Book [ Video Tape [[] Geographical [ othar (specity
. 10. Ani Accul i
[T Other (specify} [ Cther (spesify) nual mulation
2.0
Number
B4 File Drawer(s) - -
[ Micrafilm Reelis)
[ Computer Tape(s)
[ Other {specity) Sheets
11. Fite is Used 12. File Becomes |nactive After
L _ 3
[ oaity [ weekiy O wontnty [ Annuaty [ Bi-weekly -
Number Omoninis) B Year(s)

13. Cumrent Locatian(s)  {Bldg., Floor, Room)

RAD Bldg, 41, 400

[ ves

14.Is Record Series Duplicated Etsewhere? (i yes, specify égency or office.)

B Ne

15. Access Restrictions (Il Yes, cite Law(s) & Regulalion(s)
O Yes B No

16. Audit Requirements

CInone B State [JFederal (%) independent

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

3 Yes & vo

18. Recommended Retention

Retain for three calendar years and until all audits have been
completed; then destroy.

18. Name and Title of Preparer
Christopher Kolb, Manager

20. Telephone Number
410-260-7703

21. Date 12/27/16
Revised: March 27, 2018




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

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

AGENCY RECORDS INVENTORY

PAGE 10F 30

Jessup, Maryland 20794

410-799-1830

1. Deparimeni/Agency

Comptroller of Maryland

Revenue Administration

3. Unil

Administration Section

purposes.

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

4. Record Series Title

Purchase Orders

5. Earliest Year/Latest Year
CY 2011 to CY 2017

sernes.)

Inventory Control System).-

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

Copies of credit card purchased and purchases made through ADPICS (Advanced Purchasing and

7. Recard Series Formai(s) List all 8. Recond Series Sequence 9. Volume
5
Bd Leter Size ] Microfitm ] Alphabetcat Number
[JtegatSize  [] Computer Tape [J Numerical 53 File Drawer(s)
’ O Microfilm Reel(s)
] Audio Teps [ Floppy Cisk B chronological [ Computer Tape(s)
’ {0 Other (specify)
[} Bound Book [ Video Tape 1 Geographicat
10 Annual Accurnulation
[ Other (specify). 3 ©tner (specify) 2
Number
B Fite Drawert(s)
[ Microfilm Reel(s)
[3 Computer Tape(s)
[ Other (specity)
11. File is Used 12. File Becomes Inactive After
6
[ paily [ weexty B Monthly [J Annaally Number Monthis) [ Yearts)

13. Curreni Location{s}  (Bldg., Floar, Room)

RAD Bidg, 4™, 400

[ Yes

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

o

15. Access Restriclions (H Yes, cile Law{s) & Regulation(s)

{1 ves B e

16. Audit Requirements

CINone [{ State [ Federal [ independent

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

[ Yes B No

18. Recommended Retention

Retain for five calendar years and until all audits have been
completed; then destroy.

19. Name and Title of Preparer
Christopher Kolb, Manager

20. Telephone Number
410-260-7703

21. Date 12/27116
Revised: March 27, 2018

IAGS 5504 (Rev. 1/93)




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

410-785-1630

AGENCY RECORDS INVENTORY

PAGE 2QF 30

1. Depariment/Agency

Comptroller of Maryland

Revenue Administration

3. Unit

Administration Section

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

Visitor Logs

5. Earliest Year/Latest Year
CY 2011 to CY 2017

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

series.)

Log maintained of daily visitors, workers, and employees without State ID Badges seeking access to the

Revenue Administration Division (RAD) building.

7. Recard Series Format(s)  Lisi all 8. Recard Serles Sequence 9. Valume
. 5
Letter Size  [J Microfilm [ Atphabetical Number
O tega Size ] Computer Tape (1) Numeﬁca! ] File Drawer(s)
] Microfim Reel{s)
[ Audio Tape ] Floppy Disk [ chrenological (] Computer Tape(s)
* 3 Other tspecify)
[] Bound Beok [ video Tape [0 Geographical
. } 10, Annual Accumulation
[ other (specify)_____ O Other (specityy g
Number
[ File Drawers}
[ Micrefilm Reet(s)
3 Computer Tape(s)
[ Oer (specity)
11. File Is Used 12, File Becomes Inactive After
s
X Daity [ weekiy O Menthty O Annualty Number Ol Moatnist (] Yearis)

13. Current Location(s)  (Bldg.. Floor, Room)
RAD Bldg, 4%, 400

L Yes

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

B4 no '

15, Access Restriclions (If Yes, cte Law(s) & Regulalion(s)

Oves Mo

16. Audil Requirements

O none 5 suate [] Federal [BJ Independent

17. s an Index Syslem used? If yas, explain briefly and descripe requitements

{1 Yes B o

18. Recommended Reteniion

Retain for five calendar years and until all audits have been
completed; then destroy.

19. Name and Title of Preparer

Christopher Kolb, Manager

20. Telephone Number
410-260-7703

21. Date 12/27/16
Revised: March 27, 2018

DGS 550-4 (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.O. Box 275

AGENCY RECORDS INVENTORY

PAGE ___3____OF __ 30____
Jessup,; Maryland 20794
410-795-1830
ﬁpaﬂmenﬂAgency . 2. Division 3. Unit
Comptrolier of Maryland Revenue Administration Division "~ | Branch Operations

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
Branch Office Representative Report File (Form COT/RAD 155)

5. Earliest Year/Latest Year

_oa010__to 201

sefies.)

5. Record Series Description (Briefly describe the types of infonnation!do_wméntsﬁonns found in the series. Include the purpose or function of the '

Daily form listing various tax retums, mailed 10 Annapolis for processing, from Branch Offices

7. Record Series Format(s) Listall 8. Record Serias Sequence 8. Volume
P
X LetterSize [ Miomfim ' [ Asphabetieal Number
. ] File Drawer(s)
[Otegaisze [ Computer Tape ] Numericat {] Microfim Reel(s)
O Computer Tape(s)
{7 Audio Tape [ Floppy Disk [ ctronological Rl Other (specify) __Binder___
. 10, Annual Accumulation
[ Bound Book -] Video Tape [J Geographical N
Number
O Othes(spectty) ______ O] Other (specity) . [ File Drawer(s)
i ] Microfilm Reetis) *
O compuser Tape(s)
- (otrer ispecty,_ BiMden.
L7}
3 AelsUsed . 12. Flle Becomes Inactive Aftes
. Na__
X1 Dany O weeity 3 Montnty [ Annuaty Em——————
Number O Monthisy ] Years)

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

RAD 4*floor 400-C

14. Is Record Seres Duplicated Elsewhere? (If yes, specify agency or office.)
(O Yes B Na ‘

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

[ Yes B no

16. Audit Requirements

R Mone [ State [ Federat [] independent

17. 1s an lndex System used? if yes, explain triefly and describe requirements
] Yes Hno

18. Recommended Retention

Retain untif al! Audiis have been completed; then destroy.

19. Name and Title of Preparer

Dennis Gwinn

20. Telephone Number { 21. Date
410-260-7724 41512017

DGS 550-4 (Rev. 183)




Instructfions -Ty'pe or Print a separale form for each
new of revised record series. Forward with Records
Retention Schedule (DGS 550-1})

DERARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Wateroo Road, P.O. Box 275

AGENGCY RECORDS INVENTORY

PAGE _4 oF _30___

Jessup, Maryland 20794
4107991930

3. Unit
Electrohic Tax Processing Section

1. Department/Agency 2. Division

Comptroller of Maryland Revenue Administration Division’

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

4. Record Series Tille =~ . 5. Earliest Year/Latest Year B
SMART (State of Maryland Fax System) Batch Processing Control Reports _3“ /2013__to__3/2017(Current)

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

Consisting of batched files from various interfaces (Image, Data Entry and Remittance Processing)for posttrans selection, and
output computer reports from SMART System which show batches processed into SMART.

7. Record Series Formal(s) List an 8. Record Series Sequence 9 Volume
. - . 85
[7] tettersize  £] Microfim [} aiphabetical —
. Number
[OtegatSze  [J Computer Tape 3 Numerical [J File Drawer(s)

[ Microfilm Reelis)
E Computer Tape(s)
[RiOwer (specify) .cardboard boxes

(0 augio Tape ] Floppy Disk 5 Chrenciogical

(] 8ound Book  [] Video Tape ] Geographicat 10. Annual Accumutation
Other (specity) Large Ply printouts from mainframe job processing | [JOther(spety) Number

[0} Fite Drawer(s)

[ Microfilm Reel(s)

[T Computer Tape(s)
BJ0ther (specify) _ cardboard boxes

11, File is Used 12, File Beoomes Inaclive After
Rosy  [Jweouy Ol Moritty [ Anousiy _After 3 Years.
. Number

O Monthis) [ Yearis)

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

[JYes o

13. Cumrent Location(s)

Room 209 and Storage area at 4t Floor,

{Bidg., Floor, Room)

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

[Jves BJ No

16. Audit Requirements

[Onone [ state ] Federal [ independent

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

Oves - Kno :
Retain until 21l audits have been completed; then destroy.
19. Name and Title of Preparer ) 20. Telephone Number 21. Date .
Aktaruzzaman Khan 410-260-7547 31292017

Revised: 8/18/2017

35 5504 (Rev. 1/93}



Instruclions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
gach new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Recoids Retention Schedule (DGS 550-1) 7275 Waledoo Road, P.O. Box 275
' ‘ : Jessup, Maryland 20794 pace__4 or 30
410-799-1930
1. Depa(tmenuAgency 2, Division 3. Unit
Comptrofler of Maryland . Revenue Administration Division | Electronic Tax Processing Seclion

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a Unil for reference as well as retentidn 'and disposiﬁoﬁ

PUPOSES.

4. Record Series Title

Project Notes & Files/System Enhancement Documentation

5. Earliest Year/Latest Year
.1994___to _March 2017 (Current) ‘

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. include the purpose or function of the
series.) Unformatied material containing the background, requirements, specifications, problem description and changed for new projects, as
well as changes to exisfing programs and procedures. Also includes SIRS (System Invésﬁgation Reports} and SRT’s (System Request
Transmitlaly. Note: SIRS equate to a heip desk ticket and were no longer used long before 2014. Help Desk tickets are tracked in the HD

application by ITD. Addilionally, SRT’s were changed to SCR’s {System Change Requests) in 2013. They contain the same information though. -

7. Recard Series Format(s)  List ol
B Letter Size  [] Microfilm
[0 Legal Size ] Computer Tape
[J Audio Tape [ Floppy Disk

{0 Bound Book [ video Tape

[ other (specify) __SCR's aro contained in 3 inch binders

8. Recond Series Sequence

[J Aphabeticat

[ Numericat
B chronologicat
[ Geographicat

{0 other (specify)

§. Veolume

2

Number

B3 Fie Drawer(s)
[ Micsofilm Reel(s)
[ Computer Tape(s)
[Jother (specity)

10. Annual Accumulation
2

Number

[ File Drawer(s)

[3 Microfitm Reelis)

] Computer Tape(s)

BJother (specity) 3 inch binders.

11. File is Used

[ paily 0 weekly [ Monthty ] Annually

Number

12. File Becowmes tnactive Afier

3

DlMonths) ] vearis)

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

Room 214 — RAD Building

& ves

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

D No For projects electronic records exist in the shared drive for projects

- efile$ MAVRADFILED): for SCRs they are in the shared drive - govops$
(Mavitdfile t\Operations Committee\SCR Team\Sysletﬁ Change Requests (SCRsJRAD

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

" [ Yes & no

16. Audit Requirements

(Inone [ state [ Federal * [ Independent

17. 15 an Index System used? if yes, explain briefly and describe requirements

D Yes KEne

18. Recommended Retention
Retain at RAD until project is done and until all audits have been
completed; then destroy. '

19. Name and Title of Preparer
Brad Roth, Manager, Processing Control Section

20. Telephone Number
410-260-7447

21. Date
March 30,2017
Revised: August 18, 2017

36 5504 (Rev. 1/93)




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
. T275 WATERLQO ROAD, P.O. BOX 275

ELECTRONIC RECORDS INVENTORY

WITH RECORDS RETENTION SCHEDULE -
(DGS 550-1)
COMAR 14.18.02

JESSUP, MARYLAND 20794

(410) 799-1930 Page_4__ of _ 30

3 UNIT
Electronic Tax Processing Section

1 DEPARTMENT/AGENCY
Comptroller of Maryland

2 DIVISION
Revenue Administration Division

A group of related records stored electronicatly and used as a unit for reference as well as retention
and disposition purposes

DEFINITION - Record Senes -

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR

Project Notes & Files/System Enhancement Documentation

2013 TO 2017

| 7 OQUTPUT - identify the usefs of information generated by system
Project development, enhancements to the COM processing
systems/applications

6 INPUT - Identify source of information to be entered
COM staff working on projects and upgrades to'the system

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms

' ' : contained in a series. ‘Include purpose and function of the system.
Unformatted material containing the background, requirements, specifications, problem description and changed for
new projects, as well as changes to existing programs and procedures. Also includes SIRS (System Investigation
Reports) and SRT's (System Request Transmittal). Note: SIRS equate to a help desk ticket and were no longer used
iong hefore 2014. Help Desk tickets are tracked in the HD application by ITD. Additionally, SRT’s were changed to
SCR's (Systern Change Requests) in 2013. They contain the same information though.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Access to the shared drive where SCR documents are stored is given fo staff on the ITD Governance Operatlons SCR Ranking
Committee by ITD staff.

-_govops$ (\avitdfile1)\Operations Committee\SCR Team\System Change Reguests (SCRs)\RAD

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Any ch'anges to SCRs are accomplished by completing a revised SCR and uploading the revised SCR to the ITD Governance
SCR shared drive referenced in # 9.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progressaon established to
ensure the record's retention and usability throughout the record's authorized life cycle.

The ITD Governance Operations SCR Ranking Committee Shared Drive,

ovops$ (Wavitdfile1)\Operations Committee\SCR Team\System Change Requests {SCRsWRAD
Scanned PDF documents. )
Progression established to ensure the record's retention and usability throughout the record's authorized life cycle: The SCRs
are scanned PDFs that are not editable. Only select staff that are part of the ITD Governance Committee have access to the
records.

12 RECOMMENDED RETENTION
Retain at RAD until project is done and until afl audits have been completed; then destroy.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER . 15 DATE
PREPARER
3rad Roth 410-260-7447 March 30, 2017

Revised: August 18, 2017

16 TITLE OF PREPARER

Vianager, Processing Control Section

IGS 550-6 (rev. 10/12)




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 Watertoo Road, P.O. Box 275 . .
. ‘ - prceE_4_ oF 30
Jessup, Maryland 20794 = —
A 410-799-1930
! LpartmenUAgency 2. Division 3. Unit .
Compftrolier of Maryland Revenue Administration Division Electronic Tax Processing Section

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

4. Record Series Title 5. Earlies! Year/Lalest Year
Codes Table Signoff Request (Elecironic) ' __1993_to_ 2017 (Current)

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purbose ar function of the series.)
Arranged by Table ID and date, shows changes made to table and who requested them and when,

7. Record Serfes Format(s) Listall 8. Record Serles Sequence 9. Volume
: . , : ! 16
[ tetter Sze  [] Microfilm [ Atphabetical —
Number
[JlegaiSize [ Computer Tape ] Numerical [ File Drawer(s)
[ Micrefitm Reel(s) 7
[J Audio Tape [ Floppy Disk X Chronctogicad - L] Computer Tapes)
[X]Cther (specity) cardboard boxas_
[] Bound Book [} Vides Tape ' [ Geographical 10. Annual Accumulation
’ 12
[0 OCther {specity) B4 Other (specify) also by codes table Number
title: [O File Drawer(s)
L ) [ Microfitm Reel(s)
) 0 Computer Tape(s)
o7 [Xlother (specify) cardbeard boxes
11. File is Used 12, Fde Becomes Inactive Afier
Rbsy ] weeidy 0 o _Preserve for Unlimited period..

Number CIMonthisy [ Year(s)

13. Current Location(s) {Bldyg., Floor, Room) 14.'ls Record Series Duplicated Elsewhere? (I yes, specify sgency ar office.)

Room 209 and Storage area at 4* Floor. Oves Rwno :
15. Aocess Restrictions (i Yes. cite Law{s) & Regulation(s) 16. Audit Requirements
[d ves B3 no

Onone ] state [J Federat [ Independent

17. 15 an Index System used? f yes, explain briefly and desctibe nequirements 18. Recommended Retention

[ ves RHno
Retain at RAD until all audits have been completed; then destroy.
19. Name and Title of Preparer 20. Telephone Number 21. Date
Aklaruzzaman Khan A 410-260-7547 1 312912017

IGS 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

410-759-1930

AGENCY RECORDS INVENTORY

PAGE 4 OF 30

1. Department/Agency

Comptroller of Maryland

Revenue Administration

3. Unit

Electronic Tax Processing Section

pUMPOSES.

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

4. Record Series Title

Paper Motor Fuel Tax Returns

5. Earliest Year/Latest Year
42012 to 412017

series.)

Motor Fuel Tax Returns

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

7. Record Series Format(s) List al
B Letier Size  [] Microfim
[ Legaisize ] Computer Tape

[ Audio Tape ] Floppy Gisk

B. Recard Sedes Sequence
O Aiphatetical
[ Numericat

B4 Chronalogical

9. Velume
30

Number

[ Fite Drawer(s)

{1 Microfilm Reels}

[] Computer Tape(s)

[ Other (specify) Boxes

[ Bound Boak [ Videa Tape [ Geographicat
10. Annual Accumulation

O Other (specity) [0 Other (specity) 15

A Number
[ Fita Drawer(s)
7] Microfim Ree(s)
[ Computer Tape(s)
E Other (specify) Boxes
11. File is Used 12, Fite Becomes Inactive Afler
O oaily (] weekty BJ manthty O Annualy Number O monthis} . BF vear(s)

13. Current Localion(s) (Bldyq., Flaar, Ream}

~ Compliance Division in Baltimore

B3 Yes

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

O ne

. Scanned and stored on State of Maryland servers.

15. Access Reslrictions (if Yes, cite Law(s) & Regulation{s}

O ves B No

16. Audit Requirements

[Onone [ state [JFederat [X] ndependent

17. Is an tadex System used? If yas, explain briefly and describe requirements

[ Yes B4 No

18. Recommended Retention

Scan paper document within 30 days of receipt and retain
images for 5 years or until all audits have been completed,
whichever is longer; then destroy.

Transfer paper records, 30 days after they are scanned, to the
Compliance Division in Revenue Administration Center. Paper
will be governed by the Compliance Division schedule and
documents are scanned to MSA standards.

19. Name and Title of Preparer
William Blum, Returns Processing

20. Telephone Number
410-260-7252

21. Dale 472217
Revised: March 27, 2018

IG5 5504 (Rav. 1/93)

10



INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED |
ELECTRONIC RECORD SERIES. FORWARD
WITH

RECORDS RETENTION SCHEDULE (DGS
550-1)

COMAR 14.18.02

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 40f30 |

1 DEPARTMENT/AGENCY

Comptroller of Maryland

2 DIVISION

Revenue Administration

3 UNIT

Electronic Tax Processing Section

DEFINITION — Record Series - .

A group of related records stored electronically and used as a unit for reference as weIl as retentlon
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE

Maotor Fuel Tax Returns

5 EARLIEST YEAR/LATEST YEAR

4/2012 to 4/2017

6 INPUT

Paper Motor Fuel Returns

Ident|fy source of information to be entered

7 QUTPUT - Identify the usefs of information generated by system

Research taxpayer inquiries and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Motor Fue! Tax returns and all supporting schedules.

Briefly describe the information/documents/forms .
contained in a series. "Include purpose and function of the system.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or

taxpayer inquiries.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR IR;EVISING INFORMATION IN THE SYSTEM

NA, since records stored for audit and research purposes.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression estabiished to
ensure the record's retention and usability throughout the record's autharized life cycle. .

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

| Paper versions of the returns are shipped to Baltimore Compliance.

12 RECOMMENDED RETENTION

Scan paper document within 30 days of receipt and retain images for 5 years or until all audits have been completed, whichever
1s longer; then destroy. Transfer paper records, 30 days after they are scanned, to the Compliance Division in Revenue
Administration Center. Paper will be governed by the Compliance Division schedule and documents are scanned to MSA

standards. -

13 TYPED OR PRINTED NAME OF
PREPARER
- William Blum

14 - TELEPHONE NUMBER

410-260-7252

15 DATE 4/22117
Revised: March 27, 2018

16 TITLE OF PREPARER
Assistant Section Manager
Returns Processing

DGS 550-6 (rev. 10/12)




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 550-1)

COMAR 14.18.02

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794
(410) 799-1830

ELECTRONIC RECORDS INVENTORY

12

Page_ 6 of 30

1 DEPARTMENT/AGENCY
Comptroller of Maryland

2 DIVISION
Revenue Administration Division

3 UNIT
Electronic Tax Processing Section

DEFINITION — Record Series -

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
ACF2 Reports

and disposition purposes

5 EARLIEST YEAR/LATEST YEAR

_2010__TO__ 2017

Migration team.

6 INPUT - ldentify source of information to be entered
Daily report of user violations is generated. The reports are -
Sent from an ADCVPS email account from the security and

violations.

7 QUTPUT - Identify the use/s of information generated by system
Email notifications are sent to users who receive security

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

A daily report generated on computer paper sorted by logon. It is viewed for exceptions, security reports and logged data set,
file name or transaction access. A report is given to Systems Application Control Unit for any logon requiring further access.
Audltors examine the reports for file access and mainframe activity.

9 POLICY ON ACCESS AND USE ~ Explain or attach copy if established in writing.

Access limited to authorized‘ users. Authorized users are RSU/Security and Migration staff.

n/a.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Expiain the progression established to
ensure the record’s retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by Information Technology Division of the Comptroller of Maryland

12 RECOMMENDED RETENTION

Retained at Revenue Administration Center until alt audits have been completed, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER
Lori Gibson

14 TELEPHONE NUMBER

410-260-7242

15 DATE

April/20/2017

16 TITLE OF PREPARER

Manager

DGS 550-6 {rev. 10/12)




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
410-798-1530

AGENCY RECORDS INVENTORY

'3

PAGE 5 or __30

1. Department/Agency

Comptroller of Maryland

2, Division

Revenue Administration Division

3. Unit

Electronic Tax Processing Section

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

Taxpayer Response Forms

5, Earliest Yearll.atest Year-
_2010__to __2014___

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

These forms are written record of all phone calls received from taxpayers or tax preparers regarding the receipt and

processing of electronic returns. Records no longer maintained because process is automated. .
7. Record Series Format(s) List all 8, Record Series Sequence 9, Volume
R
X LetterSize  [J Microfilm L] Atphabetical Nurmber
[] Numerical X File Drawes{s)
[JiegaiSze [J Computer Tepe [ Microfim Reei(s)
D Chronological D Computer Tape(s)
[ Audio Tape  [J Fioppy Disk [Clother (specify)_
& fical 10. Annual Accumulation
[ eound Baok [ Vigeo Tape L] Geograptica 0
. . Number
[ Otner (specity} X Other (specify) _By MD Central [JFile Drawer(s)
Registration (CR} /Federal ldentification 3 Microfim Reelis}
number (FEIN). No Index system. Forms (3 Computer Tapefs)
) [Jother (specify)
are filed by assigned CR or FEIN numbers, i
date and month,
11. File is Used 12. File Becomes Inactive After
P
X Daily [ weekly 3 montnty [ Annuany

Number O monthis) X vearls)

13, Current Location(s)

(Bidg., Flaar, Ream}

RAD bldg., room 208

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

DNu

Current records now stored on State of Maryland servers.

X Yes

[ Yes X No

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

16. Audil Requirements

[ONene X State [] Federal [] Independent

XNo

[ Yes

17. 15 an Index System used? i yes, explain briefly and describe requlrenﬁents

1B. Recommended Retention

- Retain at the Revenue Administration Center for 1 year and

until alf audits have been compieted; then destroy.

19. Name and Title of Preparer
Brad Roth, Manager Processing Control Section

20. Telephone Number
410-260-7447

21. Date
March 30, 2017
Revised: March 27, 2018

2GS 550-4 (Rev. 1/93)




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 550-1)

COMAR 14.18.02

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

4

Page_§ of 30

1 DEPARTMENT/AGENCY

Comptroller of Maryland

2 DIVISION
Revenue Administration Division

3 UNIT
Electronic Tax Processing Section

DEFINITION — Record Series - A group of related records stored electronically and used as a unit for reference as well as retention

and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE
Taxpayer Response Forms

5 EARLIEST YEAR/NLATEST YEAR

2014 _TO 2017

6 INPUT - Identify source of information to be entered
Phone calls received from taxpayers or preparers

7 OUTPUT - Identify the use/ls of information generated by system
Research taxpayer inguires and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms -
contained in a series. Include purpose and function of the system.

These are records of all phone calls recéived from taxpayers or tax preparers regarding the receipt and processing of

electronic retumns.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or

taxpayer inquires.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

n/a.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by information Technology Division of the Comptroller of Maryland

12 RECOMMENDED RETENTION

Retained at Revenue Administration center untii all audits have been completed, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER
Brad Roth

14 TELEPHONE NUMBER

410-260-7447

15 DATE

March 27, 2018

16 TITLE OF PREPARER

Manager, Processing Control Section

'DGS 550-6 (rev. 10/12)




INSTRUCTIONS — TYPE OR PRINT A lDEPARTMENT OF GENERAL SERVICES | ELECTRONIC .RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION
ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLOQ ROAD, P.0O. BOX 275
WITH RECORDS RETENTION SCHEDULE JESSUP, MARYLAND 20794 p 5 f 30 ] 5_
(DGS 550-1) {410} 799-1930 : age o
COMAR 14.18.02 :
ﬂEPARTMENTIAGENCY 2 DIVISION : 3 UNIT .
Comptroller of Maryland Revenue Administration Division Electronic Tax Processing Section
DEFINITION — Record Series - A group of related records stored efectronically and used as a unit for reference as well as retention
and disposition purposes :
4 ELECTRONIC RECORD SERIES TITLE . 5 EARLIEST YEAR/ILATEST YEAR
Daily Run Reports :
‘ , 2011 TO __March 2017

6 INPUT - Ildentify source of information to be entered =~ | 7 OUTPUT - ldentify the use/s of information generated by system
MEF Electronic individual and corporate returns Electronic returns are processed into the COM tax processing
received through the Fed/State file transfer and COM system to post to taxpayer's accounts in compliance with
web applications. Maryland filing requirements. Banking transactions are sent to

‘ the taxpayer’'s bank, and notices are generated for taxpayers

when further action is required.

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documentsf/forms
contained in a series. Include purpose and function of the system.

These reports list the DLN’s (Document Location Number) and numbers of electronic returns retneved and formatted for
processing into the accounting system da:]y '

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Access to the shared drive where these reports are stored are limited to staff of the Processmg Controi Section. The reports are
used to reconcile MEF processing with batch processmg into SMART.

‘iu ~UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Changes are made to the reports to correct input errors. These are uncommon.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

The reports are on the EFILE shared drive in the form or Excel Spreadsheets. Efile$ (WAVRADFILE 1)} \PUBLIC DIRECTORY
Only staff that need access within the Processing & Control Section have access to these reports. :

12 RECOMMENDED RETENTION
Retained at RAD center for 1 year and untit all audlts have been completed.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER .
Brad Roth 410-260-7447 - { March 30, 2017

16 TITLE OF PREPARER

Manager, Processing Control Section

DGS 550-6 (rev. 10/12)

J



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, Marytand 20794
410-799-1930

AGENCY RECORDS INVENTORY

16

PAGE 5 or 30

1. Department/Agency

Comptroller of Maryland

2. Division

Revenue Administration Division

3. Unit

Electronic Tax Processing Section

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

EL-101

5. Eariest Year/Latest Year-
_ 2010_to _ 2014___

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

Declaration document and signature authorization for an electronically filed. Return by an electronic return originator (ERO) filing on behalf
of a taxpayer. Records no longer maintained because process is automated.

7. Record Serias Format(s) List all

X Letter Size ] Microfilm

O Legal Sizea  [J Computer Tape
[ Audio Tape [ Flappy Disk
[ Beund ook [] Video Tape

3 Other (specify)

8. Retord Serfes Sequence
O aiphabatical

[J Numericat

[] Chranctagicat

O Geographical

X Other (specify) _. By MD Central
Registration {(CR) /Federal Identification
number (FEIN). No Index system. Forms
are filed by assigned CR or FEIN numbers,

date and month.

9. Vofume
1

Number

X File Drawer(s)
O Microfitm Reel(s}

[ Computer Tapa(s)
[Jorher (spacify) .

10. Annual Accumulation
0
Number

[ File Drawer(s)

[ wicrofilm Real(s)
[0 campu:er Tapa(s)

[Oother (specify)

14. File is Used

X Daily O weekiy O Monthiy

O Annualy

1

Number

] month(s)

12. File Becomes Inaclive Aftar

X Ysar(s)

13. Current Location{s)  (B!dg.. Flaor, Room}

RAD bldg. Room 209

Xves

O Ne

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

Scanned and siored on State of Maryland sarvers.

15. Access Restrictions (If Yas, cile Law(s} & Regulatiaon(s)

O ves X No

16. Audit Requirements

[OInone X Siate []Federal [ tndependent

[ Yes X No

17. Is an [ndex Syslem used? If yes, explain brisfly and describe requiremants

18. Recommended Retention

Retain paper at the Revenue Administration Center sixty (60) days;
then destroy. Retain scans until all audits have been completed; then
destroy. Scans of paper are done to MSA standards.

19. Name and Title of Preparer
Brad Roth, Manager Processing Control Section

20. Telephone Number
410-260-7447

21. Date
March 30, 2017
Revised: July 9, 2018

DGS 5504 (Rav, 193}




INSTRUCTIONS ~ TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794

ELECTRONIC RECORDS INVENTORY

17

{DGS 550-1) {410) 799-1930 Page _ 5 of 30
COMAR 14.18.02
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Comptroller of Maryland

Revenue Administration Division

Electronic Tax Processing Section

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
EL-101

5 EARLIEST YEAR/LATEST YEAR

2014 __TO __ 2017

6 INPUT - Ildentify source of information to be entered
Declaration document and signature authorization

request

7 OUTPUT - Identify the use/s of information generated by system
Research taxpayer inquires and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

Declaration document and signature authorization for an electronically filed. Return by an electronic return originator
(ERO) filing on behalf of a taxpayer. Records no longer maintained because process is automated.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or

taxpayer inquires.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

n/a.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by information Technology Division of the Comptroller of Maryland

12 RECOMMENDED RETENTION

Retain paper at the Revenue Administration Center sixty (60) days; then destroy. Retain scans until all audits have been
completed; then destroy. Scans of paper are done to MSA standards.

13 TYPED OR PRINTED NAME OF
PREPARER
Brad Roth

14 TELEPHONE NUMBER

410-260-7447

15 DATE

July 9, 2018

16 TITLE OF PREPARER

Manager, Processing Control Section

DGS 5506 (rev. 10/12)




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794

ELECTRONIC RECORDS INVENTORY

19

(DGS 550-1) (410} 799-1930 Page_6__ of 30
COMAR 14.18.02
i }'EPARTMENTIAGENCY 2 DIVISION 3 UNIT

Comptrolier of Maryland

Revenue Administration Division

Elecironic Tax Processing Section

DEFINITION — Record Sefies -

A group of related records stored electronically and used as a

and disposition purposes

unit for reference as well as retention -

4 ELECTRONIC RECORD SERIES TITLE
Wage Data

5 EARLIEST YEARALATEST YEAR

_2011__TO _ March 2017

6 INPUT -

Identify source of information to be entered
Electronic wage information sent from employers.

fax returns.

7 QUTPUT - Identify the use/s of information generated by system
Uploaded and processed into SMART to verify W/H claimed on

8 ELECTRONIC RECORD SERIES DESCRlPTION -

Briefly describe the mformatlon!documentslfonns

contained in a series. Include purpose and function of the system.

CD’s or discs received from employers for employees from whom income tax was withheld during the year (W2 forms), along
with the employers annual MW508 reconciliation. This information is used to verify withholding claimed on tax returns.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

The magnetic media is only accessed by Processing Control staff who have been given the key to open the encrypted files and
upload them to the mainframe to prepare to process into SMART. FTP access, which is granted by ITD, is only given to a select

few to perform thls function,

10 UPDATING CYCL_ES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

’ ) "'}nges are made to the reports to correct input errors. Thesé are uncommon.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle. -

The magnetic media is on disks sent from businesses. The media is kept in the Electronic Prboessingjlarea until it is sent down
10 be destroyed/incinerated within one year after data is extracted and sent to the mainframe. ‘ :

12 RECOMMENDED RETENTION

The CD's and disks are sent for destruction/incineration within one (1) year after data is extracted and sent to mainframe.
Remains on mainframe for seven (7) years; then destroy.

13 TYPED OR PRINTED NAME OF
- PREPARER
Brad Roth

14 TELEPHONE NUMBER

410-260-7447

15 DATE

March 30, 2017

16 TITLE OF PREPARER

Manager, Processing Control Section

DGS 550-6 (rev. 10/12)




AGENCY RECORDS INVENTORY

Instructions -Type or Print a8 separate form for each new or revised OEPARTMENT OF GENERAL SERVICEE

recard series. Forward with Records Retention Schedule (DGS RECORDS MANAGEMENT DIVISION ;q
550-1) . 7275 Wateroo Road, P.O. Box 275 .
Jessup, Maryland 20794 prce____6 or 30
410-799-1930
1. Department/Agency . ’ 2. Division 3. Unit
Comptroller of Maryland Revenue Administration Division | Electronic Tax Processing

Section

DEFINITION: RECORD SERIES: A group of related records nommally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Title ’ 5. Earliest Year/Latest Year-

Motor Carrier and IFTA (International fuel Tax Agreement) Processing Requests (Job Request - 2014 _to _2017__

Transmittals}.

6. Record Series Description {Briefly describe the types of information/documents/forms found in the series. Includ_e the purpose or function of the series.)
Numerous statistical reports from daily, monthly, semi-annual Job Request Transmittals are retained from mainframe, The reports from the
IFTA Returns Processing Center and WEB transactions are related to applications, renewals, billings, delinquencies, refunds, closeouts, and
cash receipts. . :

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

1
Alphabelica) - - N
X LetterSize [ Microfilm i [ asphanetica umber
Ow eal X File Drawer(s)
lymerical
{J Legal Size - [J Computer Tape - 1 Microfitm Reel(s)
: O Computer Tape(s)
) i X Chrenological {also by cedes table tille) §
{0 Autio Tape  [J Floppy Disk ; [JOther (specify}
. 4&. Annual Accumulation
[ Geograptical
[ Bound Book  [] Video Tape 0
. Number
[ Other {specity) [ Other (specity) . . [ Fiié Drawerts)

O sticrefilm Reel(s)
[ Computer Tapets)

Cl0ther {specity),
11. File is Used ' 12. Fila Becomes Inactive Aftar
I
X Daily [J weekly O Monthy {0 annually
Number . O Monthis) X Year(s)
13. Current Location(s) {Bldg., Floor, Raom} 14. |s Record Series Duplicated Elsewhere? (if yes, specity agency or office.}
RAD bidg. Room 209 Xves [N
7 Scanned and stored on Stale of Marviand servers,
15. Access Restrictions (f Yes, cite Law(s) & Regulation{s) 16. Atdit Requirements
[ Yes X MNa )
i [none X State [] Federal [} Independam
17. Is an Index System used? Il yes, explain briefly and describe requirements 18. Recommended Retention
Oves  XNo : ' Retain at the Revenue Administration Center for 7 years until all audit

requirements have been met; then destroy.

19. Name and Title of Preparer 20. Telephone Number 21. Dale
Brad Roth, Manager Processing Control Section 410-260-7447 March 30, 2017
Revised: March 27,2018

DGS §50-4 (Rev. 1793}



INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOCO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794

ELECTRONIC RECORDS INVENTORY

W

(DGS 550-1) {410) 799-1930 Page _ 6 of 30
COMAR 14.18.02 :
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Comptroller of Maryland

Revenue Administration Division

Electronic Tax Processing Section

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

| 4 ELECTRONIC RECORD SERIES TITLE

Motor Carrier and [FTA (International Fuel Tax Agreement) Processmg Requests (Job

Request Transmittals)

5 EARLIEST YEAR/LATEST YEAR

2014 TO _ 2017

6 INPUT - ldentify source of information to be entered
Motor Fuel and IFTA applications, renewals, billings,
delinquencies, refunds, closeout, and cash receipts.

refunds.

7 OUTPUT - identify the usefs of information generated by system
Update taxpayer accounts, generate bills, delinquency letters, and

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefiy describe the information/decumentsfiorms -
contained in a series. Include purpose and function of the system.

Numerous statistical reporfs from daily, monthly, semi-annual and annual Job Request Transmittals are retained from
mainframe, JFTA Returns Processing Center and WEB transactions related to applications, rencwals, billings, delinquencies,

refunds, closeouts, and cash receipts.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Access to the shared drive must be granted throug_ITD

10 UPDATING CYCLES OR CONDIT[ONS AND RULES FbR REVISING INFORMATION IN THE SYSTEM

N/A = documents stored on the shared drive are PDFs and are not editable.

11 SPECIFY THE LOCATION AND MED!A OF THE MAIN ELECTRONIC DATA FILE. Explain the progression establlshed to
ensure the record's retention and usabthty throughout the record's authorized life cycle.

PDF files of various correspondence are saved in folders by the type of report on shared dnve (MFTUS (\\AVSERVERZ}

12 RECOMMENDED RETENTION

Retain for 7 years and until all audit requi'rements have been met; then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER
3rad Roth

14 TELEPHONE NUMBER

410-260-7447

15 DATE

Revised: August 18, 2017

16 TITLE OF PREPARER

Vianager, Processing Control Section

JGS 550-6 (rev. 10/12) -




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 PAGE 7 oF
410-799-1930

1. Department/Agency

Comptroller of Maryland

2. Division 3. Unit

Revénue Administration Division Estate Tax Section

purposes.

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

4. Recard Series Tille

Maryland Estate Tax Retumns

5. Earliest Year/Latest Year

2014___to _2017__

series.) Tax retuns and attachments

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

7. Record Series Farmat(s) List afl 8. Record Series Sequencs 9. Volume
=250
. Alphabetical Number
XLatter Size  [J Microfilm De
O File Drawerts)
[ Numerica : [T Microfim Reel(s)
[JLegai Size [ Computer Tape . O Computer Tapets)
3 chrenolegicat ‘
[ Audio Tape  [J Fleppy Disk X Other (specliy) ._.Boxes____
o O Geagraphicat 10. Annual Accumulation
[0 Bound Boak [ Videa Tape _125
Number
O Other {specify) —_ X Other (specify) [ Fite Drawers}
By date and tax year. O wécrofiim Reet(s)
[ computer Tagais)
X Other (specify) __Boxes
11, File is psed 12. File Becomes Inactive Aftar
) |
{0 Datly [ weeity [ Monthiy [ Annualy
As Needed. Number O Monin(s) X veans)

13. Cument Location(s) (Bidg., Fioar, Room)
RAD bldg. Room 100 & 400

Oves XN

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

18. Access Restrictions {if Yes, cite Law(s) & Regulation(s)

X Yes O ne

and taxpayer inquiries,

Comptroller of Maryland (COM), Office Legislative Audit { OLA), Tax-General Aricle, Tille 13;
Sublitte 2. Access lo files should be limited to authorized users requiring access for audil

16. Audil Requirements

[ None X $tate [ Federat [J independent

Oves XnNo

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

18. Recommended Relention

State Record Center for 2 years; then destroy,

Relain al Revenue Administration Center for 1 year then transfer to the

19. Name and Title of Preparer
Sarah Dufrense

20. Telephone Number | 21. Date 6/5/2014
410-260-6181 Revised: March 27, 2018

0GS 550-¢ (Rav. 1/93)



Instructions —Type of 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 - pace 7 of 30
410-799-1930

AGENCY RECORDS INVENTORY

1. Department/Agency 2. Division

Camptroller of Maryland

Revenue Administration Division

3. Unit

Legal-Estate Tax

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
Litigation Records for Estate Tax Cases

5. Earliest Year/Latest Year

_2006___to 2017 ____

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

series.) Estate tax files with documents refating to Litigation involving the_ComplrbIIer of Maryland. As a party to litigation, files are

kept for discavery, responses, pleadings, motion, etc.

7. Record Series Formal(s) List all

habetical
X Letter Size © [ Microfitm D aphal
[ Numerical
[tegal Size  [J Computer Tape
[COchronctogicat
J Audio Tape ] Fleppy Disk
[ Geographical

{7 Boung Baok [ Video Tape

[J Other(specify)

B, Record Series Sequence -

X - Other (spacify)
By date and tax year.

9, Volume

2

Number

1 File Drawer(s)
[ Microfim Reel(s}

[] Computer Tape(s)

X Other (specify) ___Boxes___

10. Annual Accumulation
2 ___

Number

[ File Drawer(s)

[ Microfim Reel(s}

U Caomputer Tape(s)

X Other (specify) _Boxes

11, File is Used

{1 Daity O weekty O woninty

As Needed.

[ Anncally

12. File Becomes Inaclive After

20

Nurmber [OMonih(s) © X Year(s)

13. Current Location{s}  {Bldg., Floor, Room)
RAD bldg. 1=t and 4* Floors

14. Is Record Series Dupficated Elsewhera? (If yes, speaily agency or office.}

J Yes X No

15, Access Resvictions (i Yes, cite Lawis) & Regulation{s)

X Yes (WL

Comptrofier of Maryland (COM), Office Legistative Audil { OLA), Tax-General Aditle, Tile 13;

Subiitle 2. Access 10 files should be limited 1o authorized users requiring access for audit
and taxpayer inquiries.

16. Audit Requiremenis

INone XsState []Federal [ independent

17. I3 an Index System used? f yes, explain briefly and describe requirements

{1 Yes X No

18. Recommended Retention ‘

Retain in office five (5) years after file is closed. Transfer files to the
Maryland State Archives for permanent retention for cases which went
1o the United States Supreme Court or in which the judgment/setilement
isin e;(cess of $1 million. All other files are retained by Maryland State
Record Center for an additional 15 years; then destroy,

19, Name and Title of Preparer

! Sarah Dufresne

20. Telephone Number
410-260-6181

21. Date: December 8, 2017
Revised: March 27, 2018

JIGE 5504 (Rev. 1/93)

22



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 Wateroo Road, P.O, 8ox 275 pace. B o 30
Jessup, Maryland 20794
) 4107909830
1. Department/Agency 2. Division 3. Unit
Comptroller of Maryland Revenue Administration Division Legal

purposes.

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

4. Record Series Title

Hearings and Appeals Files Including Hearing Notices

5. Earliest Year/Latest Year
- 2010__to___ 2017

series.)

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

Hearings and Appeals files including Hearing Notices and all needed information for hearing. This may include copies of
returns, internal notes, letters or emails between taxpayer and agency, etc. It will also include the resolution, including
written decision from hearing officer, documentation submitted to corroroborate information discussed at hearing, etc.

7. Record Series Formai(s) Listall 8. Record Series Sequence 9. Valume

_
(X Letter size  [J Microtim ] asphabetical Number
[ Legal size  [J Computer Tape ) Numesical [ File Drawer(s)

[ Microfim Reet(s}
O audio Tape ] Floppy Disk J Chronologicat {2} Compuster Tape(s)

- {5 Otner (specify)__ Boxes
O Bourdt Book [ video Tape {7 Geographical .
’ 1. Annual Accumulatian

[ ©ther {specify} Elother (specttyy 1

Number

By date and tax year

[ fiie Dewers)

[ microfilm Reelfs)

{ computer Tape(s)

§c] Other (specity)  Boxes
11, File is Used 12. File Becomes Inactive After

5 ‘
O oaiy O weekiy ] Monthiy [ Annuatty Number Omantrgsy (X vearts)
As Needed

{Rldg,, Floor, Room}

RAD Bldg, 1st and 4th Floors

13, Gurrent Location(s)

A ves

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

[y, (1

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

mYes ONe

requiring access for audit and taxpayer inquiries.

Comptroller of Maryland {COM), Office Legislative Audit ( OLA), Tax-General
A rticle, Title 13; Subtitle 2. Access to files should be limited to authorized users

16. Audil Requirements

I none {Jsmte [JFederat [ Indeperdent

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

[ Yes Kl wo

18, Recommended Relention
Retain paper files at the Revenue Administration Center
for 2 years; then transfer files to the State Record Center
for 3 years, then destroy.

19. Name and Title of Preparer

Sarah Dufresne

20. Telephone Number

410-260-6181

21. Date
December 8, 2017
Revised: March 27,2018

DGS 550-4 (Rev. 1/93)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGEMCY RECORDS INVENTORY

with Rqoords Retention Schedule (OGS 550-1) 7275 Waterloo Road, P.O. Box 275 et 8 o 30
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division ' 3. Unit
Comptroller of Maryland Revenue Administration Division Legal

PUrposes.

DEFINITION: RECORD SERIES: A group of related reco

rds normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Tille

(c.g. Income Sales and Use

Litigation Files- for all tax type.sAother than Estate Tax

5. Earliest Year/Latest Year
_.2006___to__2017

series.)

like sales and use tax.

Files with documents relating to Litigation involving the Comptroller of Maryland.
As a party to litigation, files are kept for discovery, responses, pleadings, motion, etc. This item
includes tax types other than Estate Tax. Usually income tax files, but may include other tax types

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

As Needed -

7. Record Serles Format(s) List all 8. Racond Serles Sequenca 9. Volume
—2__
HLetersiza [ Microfim (] Alphabetical Number
O iegatsize  [] Computer Tape O numesical [ File Drawens}
[ Microfiim Reet(s)
O Audio Tape  {7] Fioppy Disk O crwonatogical [0 Computer Tape(s)
Kj other specity)_ Boxes
[ Bound Bock  [[] video Tape {0 Geographical
. 10, Annual Accumuiation
D Other (specity). [X] Other (specify) 2
By date and tax year Number -
[] Fite Drawer(s)
O3 Micwafilm Reel(s)
[1 Computer Tape(s)
Other (specify) _BOXES
11. File is Used 12. File Becomes Inactive Afler
A 20
0O paily [ weekly O Monthly [ Annually Mumber Omenthts) X vears;

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

RAD Bldg, 1st and 4th Floors

[ Yes & no

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

Tmm Law(s) & Regulabion(s
’ E Yes O No .

16. Audit Requirements

Comptroller of Maryland (COM), Office of Legistative Audit (OLA), Tax-
General Article Code Title 13, Subtitle 2; Access to files should be limited
to authorized users requiring access for audit and taxpayer inguiries.

COvone {Qste [JFederal []indeperdent

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

O Yes Kl No

1g. Recommended Retention

Retain in office five (5) years after file is closed. Transfer files to the
Maryland State Archives for perimanent retention for cases which went to
the United States Supreme Court or in which the judgment/seitlement is in
excess of $1 million. Transfer all other files to the Maryland State Records
Center for an additional 15 years; then destroy.

18. Name and Title of Preparer

Sarah Dufresne

20. Telephone Number

410-260-6181

21. Date
December 8, 2017

Revised: March 27, 2018

DGS 550-4°(Rev. 1/33)
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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 Waterioo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

Jessup, Maryland 20794 PAGE 8 oF 30
410-799-1830
1. DepartmentfAgency 2. Division 3. Unit
Comptroller of Maryland . Revenue Administration Division Legal

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 Tille

Requests for tax information, including Court Orders, Lists of

Approved Recipients & Copies of information Released.

5, Earliest YearfLatest Year
_20M to _2017___

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

series.) Requests for Tax Information, Court Orders, L.ist of Approved Recipients and Copies of Information Released.

O Daily O weeky O Monthiy

-A3 Neoded.

[ Annually

7. Record Serles Format{s) List all 8. Record Series Sequence 9. Volume
5
X Letter Size [ Microfitm [ Asphabetical Number
O Fite Drawen(s)
. ’ [ numericar [ Microfim Reels}
[ tegaiSize  [] Computer Tape [ Compiter Tape(s)
. [ Chronetagical ] '
[] Audio Tape [ Fioppy Disk X Othver {specify) __Boxes___
D Geagraphical 10. Annual Accumulation
[J Bound Bock [ Videe Tape P N
Number
[ Other (spesity) X Other (specity) [ e Deawerfs)
By date and tax year- [ Micrafim Reel(s)
O Computer Tapals)
X Other (specify) _Boxes,
11. File Is Used 12. File Becomes Inaclive After

5

Numbes [ Month(s) X vean(s)

13. Current Location(s} (Bidg., Floor, Room}
RAD 8ldg, 15" and 4* Floors

14. Is Recard Series Duplicated Elseawhere? {Il yes, specify agency or office.)

[ ves X No

15. Access Restrictions (if Yes, cite Law(s) & Regutation(s}

Xves [ONe

Compirolier of Maryland (COM), Office Legislative Audit { QLA), Tax-General Arlicle, Titte 13
Subtille 2, Access to files shauld be limited fo autherized wsers requiring access for audii
and laxpayer inquires.

16, Audil Requiremenls

O None XState [JFederal [ Indepandent

17. 15 an Index System used? If yes, explain briefly and describe requirements

[ ves X No

18. Recommended Retention

Retain files at Revenue Administration Center for five (5) years; then
destroy.

19. Name and Title of Preparer
Sarah Dufrense.

20. Telephone Number
410-260-6181

21, Date: October 21, 2016
Revised: March 27, 2018

DGS 5504 (Rav, 1/93)
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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 PAGE 8 o 30
Jessup, Maryland 20794
410-789193¢
1. Department/Agency 2. Division 3. Unit
Comptroller of Maryland Revenue Administration Division Legal

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

4. Record Series Title 5.
Renewal Applications for Sales & Use Tax
Exemption Certificates

Earliest Year/Latest
Year 2010___to_2017__

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

Applications and supporting documents for Renewal of Sales and Use Tax Exemption Certificates.

7. Record Serles Formal(s) List all 8. Record Series Sequence 9, Volume
-1
i Letter Size [ Microfitm [ Atpnabetleal Number
Oiegaisize  [J Gomputer Tape J Mumerical [ Fite Drawers)
[] Microfilm Rael(s)
[ auvdia Tape [ Fleppy Disk [ cnronalogical [computer Tapa(s}
fclother
[0 Bound Book [ Video Tape O Geographical
10. Annual Accumulation
O Giher (specify) &) Other (spocity) I
Number
By date and tax year
O Fite Drawer{s)
[] Microfilm Reel(s)
[ camputer Tape(s)
Gtother
tspaciy——Boxes
11. File is Used 12. File Becomes Inactive After

O Caity 3 weekiy O Monthly O Annualy Number

As Needed

O montns) &) vear(s)

13. Current Locatien(s})  {Bldg., Floor, Roam)

RAD Bldg, 1st and 4th Floors

14. 12 Record Serles Duplicated Elsewhare? (If yes, specify agancy or office.}

O ves O nNo

mﬂmﬁ'ﬁM)
" Xyes o

Comptroller of Maryland (COM), Office Legislative Audit ( OLA}, Tax-

General Article, Title 13; Subtitle 2. Access 10 files should be limited to

authorized users requiring access for audit and taxpayer inquiries.

16. Audit Requiremants

ClNone [X state [JFederal [JIndependant

17. Is an Index Systern used? lf yes, explaln briefly and describe requirements

[ Yes Hna

18. Recommended Retention

Retain paper copies of renewal applications at Revenue
Administration Center for six (6) months; then destroy.
Retain electronic scanned copy of written requests at the
Annapolis Office for one {1) year; then destroy. Scans of
paper are done to MSA standards.

21, Date
December 8§, 2017
Revised: March 27, 2018

19. Name and Tille of Preparer 20. Telephone Number

Sarah Dufresne | Manager, Legal Section 410-260-6181

DGS 550-4 (Rev. 1/93)

b



Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794 pace___9 C—l)
410-799-1930
1. Depariment/Agency 2. Division 3. Unit
Comptroller of Maryland Revenue Administration Division Legal

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

Copies of Renewal Exemption Certificates _2010__to _2017___

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

séries.) Copies of Sales and Use Tax Certificate Renewal Certificates

7. Record Serles Format{s) List all 8. Record Series Sequence 9. Velume
PR P,
[ Alphabetical Number
X Letter Siza  [J Microfim
X File D
[ Numerical le Drawarts)
[ Legalsize  [J Computer Tape [ Microfitm Reel(s)
CJChrenologicat [J Computer Tape(s}
[ Audio Tape  [] Flappy Disk [Cother (specify) __ ___
[ Geographical 19, Annual Accumulation
[l Beund Book [ video Tape P
Number
[0 otner (specity) X Other (specify) X Fi
By date and tax year. Fite D s}
[ Microfilm ReeXs}
[ Computer Tape(s)
[ Other (specifyy _ ...
11. Fita is Used 12. File Bacomes Inactive Afier
_ _1
O caily [ weakiy O Montniy O annuany
As Naaded. Numbar ] Monin(s) X Yaar(s)
13. Current Location{s) {Bldg., Floor, Room) 14. Is Record Series Ouplicaled Elsewnhere? (If yas, spacify agency or office.)
RAD bldg. Room 100 & 400 Oves  Xno
15, Access Restrictions {If Yas, cile Law(s} & Regulation(s) 16. Audil Requirements
X Yes m

O Mone XSiate [JFederal [ independent
Comptroller of Marytand (COM), Offica Legislativa Audit { OLA). Tax-Genaral Article, Tille 13;
Sublifle 2. Access to files shauld be limited 1o autharized users requiring accass for audil
and laxpayar inquiries.

17. Is &n index Syslem used? If yes, explain briefly and describe reguiremants 18. Recommended Retention
Oves Xno Retain paper at the Revenue Administration Center one year;

then destroy. Retain scans until all audits have been completed,
then destroy. Scans of paper are done to MSA standards.

19. Name and Title of Preparer 20, Telephone Number | 21. Date: October 21, 2016
Sarah Dufrense 410-260-8181 Revised: July 9, 2018

OGS 550-4 (Rev. 1/93)



2¥

INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 550-1)

COMAR 14.18.02

DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794
{410} 799-1930

ELECTRONIC RECORDS INVENTORY

Page _ 9 of 30

1 DEPARTMENT/AGENCY
Comptroller of Maryland

2 DIVISION
Revenue Administration Division

3 UNIT
Legal

OCEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Copies of Renewal Exemption Certificates

5 EARLIEST YEAR/LATEST YEAR

2010 TO __ 2017

6 INPUT - Identify source of information to be entered

Renewal Exemption Certificates

7 OUTPUT - Identify the use/s of information generated by system
Research taxpayer inquires and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIFTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

Copies of Sales and Use Tax Certificate Renewal Certificates

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or

taxpayer inquires.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

nfa.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by Information Teghnology Division of the Comptroller of Maryland

12 RECOMMENDED RETENTION

Retain paper at the Revenue Administration Center one year; then destroy. Retain scans until all audits have been completed;
then destroy. Scans of paper are done to MSA standards.

13 TYPED CR PRINTED NAME OF
PREPARER
Sarah Dufrense

14 TELEPHONE NUMBER

410-260-6181

15 DATE

July 9, 2018

16 TITLE OF PREPARER

Manager, Legal

DGS 550-6 (rev. 10/12)




416-799-1930

Jessup, Maryland 20794

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

PAGE 9 QF 30

1. DeparimentAgency 2. Division

Comptroller of Maryland Revenue Administration Division

3. Unit

Legal

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
Regular Applications for Sales & Use Tax Exemption Cerlificates

5. Earliest Year/Latest Year
_2010__to _2017___

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.) Applications for new Sales and Use Tax Exemption Certificates and related documents

Comptroller of Maryland {COM), Office Legisiative Audit { OLA), Tax-Generat Article, Tille 13;
Subtille 2. Access lo files should be limiled 1o authorized users requiring access for audit
and taxpayer inquiries, ’

7. Record Sedes Format(s) Listall . B. Record Saries Sequence 9. Volume
_5
Alphabetical Numb
X Letter Size  [J Microfilm (] Aipnabetca umber
. X Fila Drawel
. O vumerical e e
[} Legal Size. . [} Computer Tape 3 Micrefilm Ree(s)
. [ Chrenalogical [ Computer Tape(s)
{J Audio Tape ] Floppy Disk [Jother (specify)
{J Geographical 10. Annual Ascumulation
[ Bound Boak {7} Video Tape -
Number
[ Otner(specifyy . X Cther (specify) ‘
By dale and lax year. X Fie I;)mwer(s)
[ Microfilm Reel(s)-
[J Computer Tape(s)
[ Other {specify) _ .
11. File is Used 12. file Becomes tnactive Afler
. I
] oaity [J weendy O Montnty 3 Anauaty .
As Neaded. - Number X Manth(s) . [J¥ears)
If file incomplete becomes inactive after 30 days.
13, Cument Lecation(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? {If yes, specify agency or office.) -
RAD bidg. Room 100 & 400 Oves  Xwo
15. Access Restrictions (If Yes, cite Law(s) & Regulation{s) . 16. Audit Requirements
X Yes One

[ Nane XState []Federat [ independent

17. Is an Index System used? i yes, explain briefly and desesibe requirements 1 8. Recommended Retention
Oves XnNo ) _ Retain all files at Revenue Administration Center for 30 days; then

destroy. Retain electronic scanned copies at the Annapolis Office for (1)
year; then destroy. Scans of paper are done to MSA standards.

19. Name and Title of Preparer 20. Telephone Number
Sarah Dufrense’ 410-260-6181

21. Date: October 21, 2016
Revised: March 27, 2018

DGS 5504 (Rev. 1/93)

YA



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

AGENCY RECOROS INVENTORY

9 oF 30

Jessup, Maryland 20734 PAGE
410-789-1930
1. Department/Agency 2. Division 3. Unit
Combtroller of Maryland Revenue Adminisiration Division Legal

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

pUrposes.

4, Record Series Title
Correspondence Files for Income Tax and Sales & Use Tax

5. Earliest Year/Latest Year
_2013___to _2097___

6. Record Series Description (Briefly describe the types of tnformatnonldocuments!forrns found in the series. Include the purpose or funclion of the

series) Comespondence files regarding Income Tax and Sales & Use Tax

7. Recard Series Format(s)  List all 8. Record Series Sequence 9. Volume
20
ical Ni
X Letter Size  [J Microfiim D) Atphabetea umber
X File Drawer(s
[ Numericar s}
[l LegaiSize  [] Campuier Tape [ Microfilm Reel(s)
) [cheonotogical [ Compuler Tape(s)
[ Audio Tape [ Floppy Disk [CJother (specity)
. ] Geoaraphical 10. Annual Accumulation
{1 Bound Book [ Video Tape i
. Number
[0 Other (specify) X Other (specify) X :
By dale and tax year. Fitz O s)
[ Microfilm Reel(s)
[] Computer Tape(s} -
[ Other (specify) _ ___
11. File is Used 12. File Bacomes Inaclive Alter
. , 3
3 oaity [ weeldy [ Monthiy [ Annuaty
As Needed, Number O Monthts} X Yean(s)

13. Current Location(s) {Bidg., Floor, Room)
RAD bidg. Room 100 & 400

14. is Recond Series Duplicated Elsewhera? {{f y=5. spedfy agency or office.)

[ Yes X No

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

IjNo

X Yes

Comptroiter of Maryland (COM), Office Legislative Audit { QLA), Tax-General Article, Title 13;

Sublille 2. Access 1o files should be limiled 1o authorized users requiring access for audil
and taxpayer inquiries.

»

16. Audil Requirements

[Onone XStale [JFederal [ Independent

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

[ Yes X No

18. Recommended Retention

Retain all files at Revenue Administration Center for (3} years; then
screen annually and deslro.y materials for which no further reference is
required.

19. Name and Title of Preparer
Sarah Dufrense

20. Telephone Number
410-260-6181

-21, Date: Qctober 21, 2016
Revised: March 27, 201§

DGS 550-4 (Rev. 1/33)
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lnstructions —Type or Print a separate form for ea<‘:h
new or revised record series.  Forward with Recards
Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794 PAGE %a oF 30
410-799-1930
1. Department/Agency 2. Division 3. Unit
Comptroller of Maryland Revenue Administration Division Legal

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

Applications for Certificate of Exemption on Non-Resident Sales of
Real Praperty with Disposition & Copies of & Exemption Cerlification, If-1ssued.

5. Earliest Year/Latest Year
_2011__to _2017__

Applications for Cerlificate of Exemption on Non-Resident Sales of °
" Real Property with Disposition & Copies of & Exemption Certification, If Issued

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

3]

7. Recond Serdes Formel(s)  List all B. Record Series Sequence 9. Volume
_S0____
[ aiphabetical Number
Her Si Microfi
X LeMerSize [ Microfiim . [} File Orawerts)
] Numerical [ Micrefilm Reel(s)
O iegalSize [ Computer Tape 3 Computer Tape(s)
1 Chronological
] Audio Tepe  [] Floppy Disk X Other {specify) __Boxes_____
'\E Geographical 10, Annual Accumulation
] Bound Back  [] Video Tape A0
Number
] Other (specity) ______ X Other (specity) [J Fite Drawers)
By date and lax year. [ Micrafilm Reelfs)
[] Computer Tape(s)
| X Other (specify) _Boxes
11. File is Used 12. Filg Becomes Inactive After
_, _5
[ Daily O weewy O monthy [ Annuaiiy
As Nesded. Number OMonthis) X Year(s)

13. Currenl Localion(s} {Bidg., Floor, Room}
RAD bldg. Room 100 & 400

[ Yes

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

X No

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

" X¥es  [JwNo

and laxpayer inquiries,

Comptralter of Maryland (COM), Office Legislative Audit ( OLA), Tax-General Article, Tile 13;
Subtitle 2. Access to files should be limited to autharized users requiring access for audit

16. Audit Requirements

OnNene X Swie [JFederal [ Independent

[ Yes X No

17. Is an Index Syslem used? If yes, explain brisfly and describe requirernents

18. Recommended Retention
Retain all files at Revenue Administration Center for (2) years; then
{ransfer to the State Records Center for 3 years; then destroy.

19. Name and Title of Preparer
Sarah Dufrense

20. Telephone Number
410-260-6181

21. Bate; October 21, 2016
Revised: March 27, 2018

DGS 550-4 (Rev. 1793}



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 PAGE 9a

410-799-1930

1. Department/Agency

Comptroller of Maryland

2. Division

Revenue Administration Division

3. Unit

Legal

pUrPoses.

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

4. Record Series Title

Written Requests for Duplicate Sales & Use Tax Exemption Certificate

5. Earliest Year/Latest Year
_2011___to _2017___

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

series.) Written Requests to duplicate Sales and Use Tax Exemption Certificates and related documents.

7. Record Series Formal(s) List all

Xtetter Size  [] Microfilm

O Legar Size [ Computer Tape
[ Audio Tape  [J Floppy Disk
[] Bound Baok ] Video Tape

O] Other{specify) _____

8. Record Series Sequence 9. Volume
[ S
[ aiphabelicat Number
[ File Drawer(s)
] Numerical [ Microfilm Reel(s}
[ computer Tape(s)
Chronelogical
[0 Chronotogi X Other (specify) __Boxes____
E] Geagraphical 10. Annual Agcumulation
iy P
Number
X Other {specify) [ Fite Drawer(s)
By date and tax year. [ Miicrofilm Reel(s}
[ Computer Tape(s)
X Otter (specify) __Boxes

11. File is Used

3 Daily [0 weekty
Az Neaded.

3 Annuatly =
Number

[ Monthiy

12. Fite Becomes Inactive Afler

6.

XMonthis) [ Year(s) <

RAD bidg. Room 100 & 400

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

3 Yes

14, Is Record Seres Duplicated Elsewhere? {if yes, specily agency or office.}

XNo

X Yes ONe

and taxpayer inguiries,

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

Comptretter of Maryland (COM), Office Legisiative Audit { OLA), Tax-Genera) Article, THle 13;
Subtitle 2. Access 1o files shoutd ba limited to authorized users requiring access for aydit

16. Audit Requirements

[ONene X State [ Federal [ Independant

0 Yes X No

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

18. Recommended Retention

Retain files at Revenue Administration anter for 6 months; then
destroy. Retain electronic scanned copies at the Annapolis Office for (1)
year; then destroy. Scans of papér are done to MSA standards.

19. Name and Title of Preparer

Sarah Dufrense

20. Telephone Number
410-260-6181

21, Date: Oclober 21, 2016
Revised: March 27, 2018

DGS 550-4 (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.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 9a OF 30

1. Depanment/Agency 2. Division

Comptroller of Maryland

3. Unit

Revenue Administration Division Legal

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

pPUrpOSEes.

4. Record Series Title

Duplicate Applications for Sales and Use Tax Exemption Certificates

5. Earliest Year/Latest Year
_2010__to _2017___

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

series.) Duplicate applications for new Sales and Use Tax Exemplion Certificates and related documents

7. Record Series Farmat(s) List all

X Letter Siza ] Microfilm

O egat Size  [] Computer Tapa
[ Audio Tagpe  [] Flappy Disk
O Bound Bock  [J video Tape

[ Other (spacify)

8. Record Series Saquence
O Alphebetical

[ Numerical

[ Chronctogical

[] Geographical

X Oiher (specify)

By dale and tax year.

9. Volume
1

Number

X File Drawar(s)

[ Microfilm Reet{s}

[] Computer Tape(s)
[Jother (specify) . ___

10. Annual Accumulation
1

Number

X File Drawar(s)
[] Micraim Reel(s}

O Computer Tape(s)
O Gther (specify) _ ___
11. Fite is Used 12. File Bacomes Inactive After
[1 caily [ weekly [ Menthly [] Annualty S I
As Needoad, Number [IMenthis) X vearis)

+3. Cumrent Location{s) {Bldg., Floor, Room)
RAD bldg. Room 100 & 400

14. Is Record Saries Duplicated Elsewhera? {If yes, spacify agency or office.)

[ ves X No

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

X Yes O nNe

Comptroller of Maryland {COM), Cffice Legislative Audil [ OLA), Tax-Genaral Arlicle, Tille 13;

Suhlitle 2. Access ta files should be limited to authorized users requiring access for audit
and laxpayer inquiries.

16. Audil Requirements

[ None XState [ Federal [ indepandent

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

O ves X Ne

18. Recommended Retention

Retain paper at the Revenue Administration Center one year;
then destroy. Retain scans until all audits have been completed;
then destroy. Scans of paper are done to MSA standards.

19. Name and Title of Preparer
Sarah Dufrense

20. Telephone Number
410-260-6181

21. Date: Qctober 21, 2016
Revised: July 9, 2018

DGS 550-4 {Rev. 1/93)
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34

INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLOO ROAD, P.Q. BOX 275

WITH RECORDS RETENTION SCHEDULE JESSUP, MARYLAND 20794 P 9 f 30
(DGS 550-1) (410) 799-1930 agée_va _ 0
COMAR 14.18.02

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Comptroller of Maryland Revenue Administration Division Legal

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR
Duplicate Applications for Sales and Use Tax Exemption Certificates

2010 _TO __ 2017

6 INPUT - Identify source of information to be entered 7 OUTPUT - identify the usefs of information generated by system
Applications for Sales and Use Tax Exemption Research taxpayer inquires and audit inquiries.
Certificates

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.

Duplicate applications for new Sales and Use Tax Exemption Certificates and related documents

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or
taxpayer inquires.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

nfa.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by Information Technology Division of the Comptroller of Maryland

12 RECOMMENDED RETENTION

Retain paper at the Revenue Administration Center one year; then destroy. Retain scans until all audits have been completed,;
then destroy. Scans of paper are done to MSA standards.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
Sarah Dufrense 410-260-6181 July 9, 2018

16 TITLE OF PREPARER

Manager, Legal

DGS 550-6 (rev. 10/12)




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

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

AGENCY RECORDS INVENTORY

Jessup, Maryland 20794 PAGE 9a OF 30
410-793-1930
1. DepartmentAgency 2. Division 3. Unit
Comptroller of Maryland Revenue Administration Division Legal

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
Copies of Duplicate Exemption Certificates

5. Earliest Year/Latest Year

_2010__to _2017___

6. Record Series Description (Briefly describe the types of infermation/documents/forms found in the series. Include the purpose or function of the
series.) Copies of duplicate Sales and Use Tax Exemption Certificates

7. Record Series Formal(s) List all

X Letter Size  [] Microfilm

[ Legat Size  [] Camputer Tape
[ Audio Tape  [[] Floppy Disk
[ Bound Book [ Video Tape

O other (specify)

8. Record Series Sequence
3 aphabetical

] Numerical

O cChronolagicat

[0 Geographical

X Other (specify) _

By date and tax year.

9. Volume
1

Number

X Fite Drawer(s)

[ wicrofitm Reel(s}

O Computer Tape(s)
DOiher {specify) __

10. Annual Accumulation
1

Number

X File Drawer{s}
O Microfiim Reel(s)

[ Computer Tape(s)
[ other (specity) _ ____
1. File is Used 12. File Bacomes Inaclive Aftar
[ aily [ weekly O Monthly [ Annuaily Sy
Ag Needed. Numbar [ Monthis) X Year(s)

13. Current Location(s)  (Bldg., Floor, Room)
RAD bidg. Rocm 100 & 400

14. I8 Record Series Duplicated Elsewhere? (If yas, specify apency or office.)

Oves XnNo

15, Accaess Restrictions (If Yes, cita Law{s) & Regulation(s}

X Yes [ Ne

Camptraller of Maryland (COM), Office Legislative Audit ( QLA), Tax-General Anticle, Titla 13;

Sublilla 2. Access to files should be limited lo authorized users requiring access for audit
and taxpayer inquiries.

16. Audit Requirements

[OQnNene XState [[]Federal [] independent

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

O ves X No

18. Recommended Retention

Retain paper at the Revenue Administration Center one year,
then destroy. Retain scans until all audits have been completed;
then destroy. Scans of paper are done to MSA standards.

19. Name and Title of Preparer
Sarah Dufrense

20. Telephone Number
410-260-6181

21. Date: October 21, 2016
Revised: July 8, 2018

DGS 5504 {Rev. 1/33)
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INSTRUCTIONS - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794

ELECTRONIC RECORDS INVENTORY

(DGS 550-1) (410) 799-1930 Page _ 9a of 30
COMAR 14.18.02

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Comptroller of Maryland Revenue Administration Division Legal

DEFINITION — Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Copies of Duplicate Exemption Certificates

5 EARLIEST YEAR/LATEST YEAR

2010 TO __ 2017

6 INPUT - Identify source of information to b
Copies of Duplicate Exemption Certificates

e entered

7 OUTPUT - Identify the use/s of information generated by system
Research taxpayer inquires and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

Copies of duplicate Sales and Use Tax Exemption Certificates

g POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or

taxpayer inquires.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

nfa.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by Information Technology Division of the Comptroller of Maryland

12 RECOMMENDED RETENTION

Retain paper at the Revenue Administration Center one year; then destroy. Retain scans until all audits have been completed;

then destroy. Scans of paper are done to MSA

standards.

13 TYPED OR PRINTED NAME OF
PREPARER
Sarah Dufrense

14 TELEPHONE NUMBER

410-260-6181

15 DATE

July 9, 2018

16 TITLE OF PREPARER

Manager, Legal

DGS 550-6 (rev. 10/12)




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

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-798-1930

- pace 10 or 30

1. Department/Agency

Comptrollér Of Maryland

2. Division ' 3. Unit

Revenue Administration Division Processing Control Section

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

Refunds-Sacramental Wine Refund Claims

5. Earliest Year/Lates! Year
2014 to 2017

paid but not required.

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

series) Sacramental Wine Refund claim forms submitted by taxpayers who are requesting refund of taxes previously

7. Record Series Farmai(s) List all
- K Letier Size |:| Microfilm
{Oegatsize  [] Computer Tape
[ Audio Tape [ Floppy Disk
[0 Bound Book  [] video Tape

O oOther (specifyy ______

8. Record Series Sequence 9. Volume
- Number
0 3
habetical —
Aphabetica [ Fite Drawer(s)
Microfitm Reel(s)
[3 Numericat L] v (<)
[ Computer Tape(s)
[J chronlogical BJOtner specity) Boxes
10. Annuat Accumulation
[ Geograptical 1 Numbec
] [ Fite Drawer(s)
Bjother (specify) [ Microfim Reelis}
By date and tax year [ Computer Tape(s)
R other (specity Boxes

11. Fite is Used

BJ patty ] weexy 3 moniny 3 Annually

12. File Becomes inaclive Afler

3

Number {Omonth(s) B4 Year(s)

13. Curren! Location(s) {Bidg., Floor, Room}

RAD Bldg., 4% Floor

14. Is Record Serles Din'Iicated Etsewnere? (M yes, specify apency or office.)

3 ves B no

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

3 Yes K no

16. Audil Requirements

O None [JsState []Federal [Bq independent

[ ves Bdne

7. is an Index System used? if yes, explain briefly and describe requirements 18. Recommended Relenlion:

Retain at Revenue Administration center for 1 year, then 2
years at State Record Management Center and until all audits
have been completed; then destroy.

19. Name and Title of Preparer

20. Telephone Number | 21. Date

Franklin Dorrefl, Section Manager, Taxpayer Accounting 410-260-6629 04MBMT

Revised: March 29, 2018

DGS 5504 (Rev. 1/93)



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

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

Jessup, Maryland 20754
410-799-1930

AGENCY RECORDS INVENTORY

pace 10 or 30

1. Department/Agency 2. Diviston

Comptroller Of Maryland

Revenue Administration Division

3. Unit

Processing Control Section

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
Tax Returns and Reports (Beer)(Distilled Spirits and Wine)

5. Earliest Year/Latest Year
2014 to 2017

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

series.) Tax Re"turns and Reports (Beer) (Distilled Spirits)

A. 34-11-National Family Wine Exhibition Permit Holders Report

B. 20-1- Beer Tax Prepayment Certiﬁcate.(letter)

7. Record Series Formal(s) List ail 8. Record Sertes Sequence 9. Valume
Microf 1 Number
Letter Size icrofilm habetical — .
P2 l a Cawe [J File Drawer(s)
: ) [] sicrofilm Reel(s)
Legal Size Computer Tape Numerical
Cltes a P P O {0 Computer Tape(s)
[ Audio Tape  [] Floppy Disk [ Chrenclegical Bdotrer (specify) Boxes
10. Annual Accumulation
[ Bound Bock ] Video Tape ] Geegraphicat 1 Number
. . [ File Drawer(s)
[ Other (specify} Bl other (specify) {1 Microfim Reel(s)
By date and lax year [ Cornputer Tapa(s)
Cther (specify BoXes

11. File is Used

B Daity [ weekly O wmartrsy O annually

12. File Becomes Inactive After

3

Number D Month{s} Yeae(s)

13. Curren Location(s) {Bldg., Floar, Raem)

RAD Bidg., 4 Floor

14, Is Record Sen‘gs Duplicated Elsewhere? (If y2s, specify agency or office.)

B ves ] No

Scanned and stored an State of Maryland servers mainlained by ITO depariment.

15. Access Restrictions (If Yes, cile Law(s) & Regulalion(s)

[ Yes K no

16. Audit Requiremenis

O none A state []Federt [ Indepandent

17. 1s an lndex System used? if yes, explain briefly and deseribe requirements

[ ves Hno

18. Recommended Retention:

A. Retain at Revenue Administration center for 3 years and
until all audit requirements are met, then destroy.

B. When no longer active transfer to the State Records Center
for 3 years, then destroy.

19. Name and Title of Preparer
William Blum, Section Manager

20. Telephorne Number
410-260-6629

21. Date
10/14/16
Revised: March 29, 2018

DGS 550-4 (Rev. 1/93)
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317

INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD

WITH
RECORDS RETENTION SCHEDULE (DGS

__m 14.18.02

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOOQ ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

" Page 10 of 30

1 DEPARTMENT/AGENCY

Comptroller of Maryland

2 DIiVISION

Revenue Administration

3 UNIT

Processing Control Section

OEFINITION - Record Series -

A group of related records stored electronically and used as a unit for referenoe as well as retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE

Tax returns and Reports (Beer) (Distilled Spirits and Wine)

5 EARLIEST YEAR/LATEST YEAR

4/2014 TO 4712017

Paper Reports and Letters 34-11 & 20-1

6 INPUT - Identify source of information to be entered

7 OUTPUT - |dentify the use/s of information generated by system

Research taxpayer inquiries and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION -

34-11 National Family Wine Exhibition. Permit Holders Report
-20-1 Beer Tax Prepayment Certiﬁqate (letter)

Briefly describe the information/documents/forms

taxpayer inquiries.

_ \.'E)LICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or

NA

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

71 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression establlshed fo
ensure the record's retention and usability throughout the record's authorized life cycle.

On the servers maintained by the Information Technology Division of the Comptroller of thé State of Maryland.

72 RECOMMENDED RETENTION

34-11 Retain for three (3) years and until all audit reqmrements have been met; then destroy.
20-1 When no longer active, transfer to the State records Center for three (3) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

William Blum

14 TELEPHONE NUMBER

410-260-7252

15 DATE

10/14/16

16 TITLE OF PREPARER
/" ~=istant Section Manager
rns Processing Unit- Uncott

DGS 5506 (rev. 10/12




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

each new or revised recard series. Forward with RECOROS MANAGEMENT DIVISION
Records Retention Schedule {DGS 550-1) ' 7275 Wateroo Road, P.Q. Box 275

Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

PAGE 10 OF 30

410-793-1930

1.- Department/Agency 2. Division

3.Unit

Comptroller of Maryland Revenue Administration Processing Control Section

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

4, Record Series Title

5. Earliest Year/Latest Year

Tobacco Tax Return and Reports/ Tobacco Products Returns and Reports 412012 to 412017

601 Distributors Affidavit
607 Manufacturer Certify FSC (Fire Safe Cigarette)

608-3 Recap-Wholesalers Sale of Cigarettes to Retailers by
Manufacturers .

610 Other Tobacco Products Tax Retumn (Retail)

620 Consumer Premium Cigar Tax Return

627 Schedule “B” Cigarettes Received from other sources

634 Manufacturer’s Monthly Sample Cigarette Tax Return

637 Schedule “E” Misc. Report of disposition form

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

602 Inventory Schedule

603 Claim for Credit Cigarette Received from Manufacturer 605 Schedule “A” Cigarettes Received from Manufacturer

608 Cigarette Distributor’s Monthly Report

608-1 Cigarette Distributor’s Monthly Report of Cigarette Pack 608-2 Cigarette Purchases Payments

609 Other Tobacco Products Tax Return (Wholesale)

613 Schedule “C” Cigarette Tax sold outside of MD

623 Cigarette Tax Stamp Order

633 Schedule “D” Report of Cigarettes Returned to Manufacturer
635 Schedule “F” Out of State stamp purchases

Retums Processing Section- Uncott

7. Record Series Format(s) Lisl alt 8. Record Series Sequence 9. Valume
B Letter Size  [J Microfim B Alphabetical Number
[Q Fite Crawers)
[OJtegaisze [ Computer Tape O Numericat [ Microfim Reel(s)
' [ Computer Tape(s}
[ Audio Tape  [] Floppy Disk B Chronclogical {Six menths of returns B Other (specity)__Boxes,
alphabetized)
[ 8ound Book ] Video Tape 10. Annual Accumulation
O Geographical
CJOther(speeify)____. Number
(] Other (specify) _____ : [ File Drawer(s)
[ Microfilm Reel(s)
[ Computer Tape(s)
() Otheer (specify),
11. File is Used 12. Fila Becomes inactive Afler
H
[ oaiy [} weakly B monthiy O Annuatty Number Omenthisy [ Year(s} (in CNG)
Paper copy scanned to CNG Safe then destroyed.
13. Current Location{s}  (HIdg., Floar, Room) 14, Is Racord Serias Duplicated Elsewhere?  (If yes, specify agency or office.)
34 & 4" Floor Revenue Administration Bldg. B Yes B No
Scanned and stored on State of Maryland servers maintained by {TD depariment.
15. Access Restrictions (If Yes, cile Law({s) & Regulatian(s) 16. Audil Requirements
[ Yes B3 we [ nene [ state [JFederal [X] Independent
17. 1s an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
[ ves [g Ne ]

. ‘ Retain scanned documents for 60 days; then destroy. Retain image five (5)
years and until all Audits have been done; then destroy. Documents are
scanned to Maryland Stale Archives standards.

19. Name and Title of Preparer 20. Telephone Number 21. Date
William Blum, Assistant Section Manager . 410-260-7252 10/14116

OGS 5504 (Rev. 1/83)




Y]

INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION .

ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLOO ROAD, P.O. BOX 275
WITH JESSUP, MARYLAND 20794

RECORDS RETENTION SCHEDULE (DGS (410) 799-1930 Page 10 of 30
550-1) ‘ .

COMAR 14.18.02

1 DEPARTMENT/AGENCY 2 DIVISION ' _ 3 UNIT

Comptroller of Maryland Revenue Administration Returns Processing Section - Uncoft

DEFINITION — Record Series - A group of related records stored electronically and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE ' A 5 EARLIEST YEAR/LATEST YEAR
Tobacco Tax Returné and Reports scanned to CNG Safe 412012 TO 412017

6 INPUT - Identify source of information to be entered 7 OUTPUT - identify the use/s of information gener-ated by system
Tax returns identified in # 8. | Research taxpayer inqpiries and audii inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documentsfforms

601 Distributors Affidavit 609 Other Tobacco Products Tax Return (Wholesale)
602 Inventory Schedule 610 Other Tobacco Products Tax Return (Retail)
603 Claim for Credit Cigarette Received from Manufacturer 613 Schedule “C” Cigarette Tax sold outside of MD
605 Schedule “A” Cigarettes Received from Manufacturer 620 Consumer Premium Cigar Tax Return

607 Manufacturer Certify FSC (Fire Safe Cigarette) 623 Cigarette Tax Stamp Order
608 Cigarette Distributor’s Monthly Report ' 627 Schedule “B” Cigarettes Received from other sources.
608-1 Cigarette Distributor’s Monthly Report of Cigarette Pack 633 Schedule “D” Report of Cig Returned to Manufacturer
{ 608-2 Cigarette Purchases Payments ' 634 Manufacturer’s Monthly Sample Cigarette Tax Retum
608-3 Recap-Wholesalers Sale of Clgarettes to Retailers by 635 Schedule “F” Out of State stamp purchases
Manufacturers 637 Schedule “E” Misc. Report of disposition form

608-4 Recap-Wholesalers Sale of Cigarettes to Retailers by
Political Sub-division

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.
Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or
taxpayer inquiries.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

NA

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by the Information Technology Division of the Comptroiler of the State of Maryland.

12 RECOMMENDED RETENTION
Retain scanned documents for 60 days; then destroy. Retain image five (5) years and uniil all Audits have been done; then destroy.

Documents are scanned 10 Maryland State Archives standards.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE

: PREPARER . :
William Bium ' 410-260-7252 10/14116

DGS 550-6 (rev. 10112




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 Waterioo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

Jessup, Maryland 20794
410-7991930

pace_____ 11 oF 30

1. Department/Agency

Corﬁptro!ler of Maryland

2. Division

Revenue Administration Division

3. Unit

Processing Control Section

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

pUPOSEes.

4. Record Series Title

Review of QRDT Supervisor's Adjustment Transactions

5. Eadliest Year/Latest Year
2013 to _2047___

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

series.) Supervisors review § transactions a week on each employee for quality review.,

7. Record Series Farmat(s) List all B. Record Serles Sequencs 9. Volume
5
. Ajphabetical Nurnbe
X LetierSize  [] Microfim O gt e
[l Numericat X File Drawer(s)
m .
O egatSize [ Computer Tape O Microfiim Reel(s)
(] Chronalogicat [J Computer Tape(s)
[ Audio Tape  [] Floppy Disk [ OCther (specify)
D Geagraghical 10. Annuatl Accurnutation
{0 8ound Baok [ Video Tape 5 ‘
Number
[ Other (specify) X Other {specify) _____ X il Drawerts
ile Drawer(s
By date .
[ Microfilm Reel{s)
[ Computer Tape(s)
O Other (specify)
11. File is Used

O paily X Weerly O manthiy

[] Annuaty

3

Number

12, File Becomes Inactive After

OMoenthis) X Year(s)

13. Cumrent Location(s) (Bidg., Floor, Room) -
RAD 20 Floor

O ves

14, I8 Recond Series Duplicated Elsewhere? (If yes, speciy agency or office.}

X No

15. Access Restrictions {if Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

[ yes X No
Onone Xstate [JFedermt [ independsnt

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

O Yes X No

18. Recommended Retention
Retain at Revenue Administration Center until all audits are complete;
then destroy.

19. Name and Title of Preparer 20. Telephone Number

410-260-7775

21. Date: October 24, 2016

Karen Hebb-Pilipauskis Revised: March 27, 2018

OGS 5504 (Rev. 1/93)

. \_—-,
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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 Scﬁedule. (DGS 550-1) 7275 Waterloo Road, P,O. Box 275
" Jessup, Maryland 20794 PAGE 12 oF 30
410-798-1830 .
1. Deparment/Agency . 2. Division 3. Unit
Compfroller of Maryland Revenue Administration Division Processing Contro! Section

purposes.

DEFINiTJON:' RECORD SERIES: A group of refated records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
QRDT Reports

5. Earliest Year/Latest Year
_2013__to _2017__

6. Record Series Description (Briefly describe the types of infonnalion!docum_en!slforms found in the series. Include the purpose or function of the
series.) Weekly, Monthly, and Special Projects — these files contain the weekly and monthly activity reports detailing all fraud,
adjustments, and monthly workflow, as well as status and final reports on all special project done by the QRDT Unit.

7. Record Series Format(s) Listall 8. Record Serles Sequence 9. Volume
_5
' Alphabetical Number
X Letter Ske  [] Microfitm D4 .
X File Drawer(s;
[ Numericat )
[ Legal Size [ Computer Tape [J Microfilm Reel(s)
O chronalogical [ Computer Tapets)
[0 Audic Tape [ Floppy Disk [ other (specify)._
[[] Geographical 10, Annual Accumuiation
[ Bound Boek (] video Tape 5
Number
O oOther(specifyy _____ X Qther (specify) ______
Fil
- By date X File Drawer(s}
[ Micrefim Reel(s)
[ Computer Tape(s)
O Other (specity),
11, File ts Used - 12, File Becomes inactive Afler
3
X Daly O weekdy O Monthiy [ Annuatly
Number OwMontntsy X Year(s)

13. Current Location{s)  {Bidg., Floor, Room)
RAD 2~ Floor

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

X Yes [ Ne
Scanned and stared and State af Maryland secvers

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

[ Yes X No

16. Audi Requirements

CinNone Xstate [JFederat [ independen

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

[ Yes X No

18. Recommended Retention
Retain at Revenue Administration Center unlit all audits are complete;
then destroy. ’

19. Name and Title of Preparer
Karen Hebb-Pitipauskis

20. Telephone Number | 21. Daie: October 24, 2016
410-260-7775 Revised: March 27, 2018

DG3 5504 (Rev. 1/33)
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tnstructions —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 ' PAsE
410-799-1930

AGENCY RECORDS INVENTORY

12 of 30

1. Depariment/Agency 2. Division_

“Comptrelier of Maryland

Revenue Administration Division

3. Unit

Processing Control Section

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
Fraudulent Returns

5. Earliest Year/Latest Year
_2013____to _2017___

6. Record Series Description (Briefly describe the types of information/documentsfiorms found in the series. include the purpase or function of the

series.) These are original returns thal have been pulled from the original imaged batches and retained for further reference or

court.

7. Record Series Format(s) Ust af

X tetter Sze  [] Microfilm [ Atphabetical
[J LegaiSize [ Computer Tape ] Numerica)
[ Audio Tape [ Floppy Disk [J enronalogical
[ Bound Book [ Video Tape O Gecgraphical
X Other (specify)

[] Other(specify

8. Record Saries Sequence

By date, year and case #

g Volume
S

Number

X File Drawern(s)
- [ Microfilm Reel(s)

[] Computer Tape(s)

B Other (speciiy)

10. Annual Accumulation
S

Number

X File Drawer(s)
] ticrofitm Reels)

[} Computer Tape(s)
] Cther (specity)

11. File is Used

X Daily O weexy [ Monthiy [ Annuany

" Number [ Monthis}

12. File Becomes Inactive After

3

X Year(s)

13. Current Location{s}  {Bidg., Floor, Room)
RAD 2 Floor ’

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

D;(es X Na

15. Access Restrictions (If Yes, cite Law(s) & Regulation{s)
X ves CINe
Camptrotler of Maryland (COM), Office Legislative Audil { OLA), Tax-General Asticle, Tillz 13;

Sublille 2. Access o flles should be limited ta autharized users requiring access for audit
and laxpayer inquiries.

16. Audit Requirements

[dnene XsState [] Federat 7] Independent

17. Is an Index S:-ystem used? if yes, explain briefly and describe requirements

[ ves X No

18. Recommended Retention
Retain for three (3) years and until all administrative vatue has ceased,
then the QRDT Manager will destroy.

19. Name and Title of Preparer
Karen Hebb-Rilipauskis

20. Telephone Number
41D-260-7775

21. Date: Ocfober 24, 2016
Revised: March 27, 2018

DGS 5504 (Rev. 1/93)

Y



Instructions —Type or Print a separate form for

each new or revised record series. Forward

DEPARTMENT Olé GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

M

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

Jessup, Maryland 20794

410-7389-1930

PAGE 12 OF 30

1. Depariment/Agency

Comptroller of Maryland

2. Division

Revenue Administration Division

3. Unit

Processing Control Section

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

Case Review Board and Attomey General Referral Files

5. Earliest Year/Latest Year
_2013___to _2017___

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

series) These files contain copies of returns (or original returns) and research information submitted to the Case Review

Board or Office of the Attorney General for investigation/prosecution.

7. Record Series Farmat(s} List all 8. Recond Series Sequence 9. Voluma
. 5
[ Alphabeticat Number
XtetterSze  [] Microfim
X Fila Drawer(s
3 Numerical . e
[CJLegat Size  [J Computer Tape [ Micrafim Reel(s)
: [ Chronalogicat [ Computer Tape(s} _
[ Audic Tape  [] Floppy Disk [ Other {specify)
' [ Geographical 10. Annual Accumulatian
[ 8oundBook []J video Tape ' 5
. Number
[ Other {specify) ______ X Cther (specify) s
By date, year and case # File O rish
[ Microfim Reel(s}
[O Computer Tape(s)
[ Other (spesify)

11. File is Used

X Daily O weekiy [ Montnty [ Annuatty

3

Number

12. File Becomes Inactive After

7 [ Maenth(sy X vear(s)

13. Current Localian(s)
RAD 2~ Floor

(BKig., Floor, Raom)

[ Yes

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

X No

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

16, Awdit Requirements
Yes xNo
O

[ nNone XState []Federal []Independent

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

[ Yes

18. Recommended Retention
XNo Retain until the case is completediclosed by the Case Review
Board or the Attomey General' s Office and all audits are

completed; then desiroy.

18. Name and Tille of Preparer
Karen Hebb-Pilipauskis

20. Telephone Number
410-260-7775

21. Date; Qctober 24, 2016
Revised:_ March 27, 2018

DGS 5504 (Rev. 1/93)



Instructions ~Type or Prinl 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) ?275 Waterloo Road, P.O. Box 275
' Jessup, Maryland 20794 pace 12 or 30
410-799-1930
1. Department/Agency 2. Division . 3. Unit
Comptroller of Maryland - ' Revenue Administration Division | Processing Control Section

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 5. Earliest Year/Latest Year

Questionable Case History Files _2013 to _2017___

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

series.) These files are original log sheets that are filled out for each return that has been identified as fraudulent.

7. Record Seres Formal(s) List all ) 8. Record Series Sequence 9. Yolume
_5
' Alphabetical Number
XLetter Size  [J Microfim Ol
X File Orawer(s]
[ Numerica rish
. egatSize [ Computer Tapa . {1 Microfitm Reel(s)
] [ Chronological 3 Computer Tape(s)
[ Audio Tepe ] Floppy Disk [ Cther (specity)_
. (] Geographical 10. Annual Accumulation
[ Bound Book (] Video Tape ) 5
. Number
Other (specify) N X Gther (specify)
O X File Drawer(s)

By date, year and case #
[ Microfiim Reet(s)

[} Computer Tape(s)

) {3 other {spedfy)_ o
11 File is Used 12. File Becomes Inaclive Afler
3___
X Daily [ weewty O Monthiy O Annuaty
Number [Month(s) X vear(s)
13, Current Locations}  (Bkg., Floor, Room) ' ) 14. Is Record Series Duplicated Elsewhere? (I yes, specify agency or office.)
RAD 2% Floor Oves  Xno '
15. Access Restrictions (If Yes, cile Law(s) & Regulation(s) 16. Audif Requirements
[ ves X Na
’ [ Nane X State [] Federal [ Independent
17. Is an Index System vsed? If yes, explain briefly and describe requiremants 18. Recommended Retention
Jves Xno Retain at the Revenue Administration Center until all audits
have been completed; then destroy
19. Name and Title of Preparer ‘ 20. Telephone Number | 21. Date: October 24, 2016
Karen Hebb-Pilipauskis : 410-260-7775 Revised; March 27, 2018

OGS 5504 (Rev. 1/93)
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Instructions ~Type or Prinl a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECOROS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retenlion Schedule {DGS 550-1) 7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794 PAGE 13 oF 30
410-799-1930
1, Deparment/Agency 2. Division 3. Unit
Comptroller of Maryland Revenue Administration Division Processing Control Section

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 K 5. Eadiest Year/Latest Year
QRDT Audils _2009___to _2017___

6. Record Series Description {Briefly describe the types of informatior/documents/forms found in the series. Include the purpose or funclion of the
series.) These are files containing copies of information sent to be audited. Information may be original or amended returns or
copies of imaged returns and.the status reports.

7. Record Series Format(s) List alf 8. Record Series Sequence 9. Volume
’ ’ - S
Alphabetical Numb
Xtetersiza [J Microfim I aipna umber
X File Drawer(s,
O Numerical e )
[JiegalSizea [J Computer Tape [ Microfilm Reel(s)
[] Chronalogicat [3 Computer Tape(s)
[ Audio Tape ] Floppy Disk . [ Other (speciy)
- 7] Geagraphicat 10, Annuzt Accumulation
[ Bound Baok  [J Video Tape . 2
Number
{0 Other(specity) X Other (specify)

X File Drawer(s)
3 wicrofim Reet{s)

By date, year and case #

[ Computer Tape(s)
O otner (specify)
11. File is Used 12. File Becomes Inactive After
: 2
X Daily [ weenty 0] moniny O Annuatly
Number X Monin(s}  [Jvear(s)
60 Days '
13, Current Localion{s)  (Bldg., Fioor, Room) . 14.'Is Reoord Series Duplicated Eisewhere? {If yos, specify agency or office.)
RAD 2" Floor Oves Xno
15, Access Restrictions {If Yes, cite Law(s) & Regulation{s) 16, Audil Requirements
XYes {Jno
[INone XStete []Federat [J Independent
Comgtroller of Maryland (COM), Office Legislative Audit ( OLA), Tax-General Asticle, Tille 13;
Sublille 2. Access to files should be limited to authorized users tequlri_ng access for audit
and taxpayer Inquiries, .
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
Elves XMoo Retain at Revenue Administration Center for 60 days; then destroy.
19. Name and Title of Preparer 20. Telephone Number | 21. Dale: Oclober 24, 2016
Karen Hebb-Pilipauskis 410-260-7775 Revised: March 27, 2018

OGS $50-4 (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)

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-793-1930

PAGE 13 oF 30

1. DeparimentAgency

Comptroller of Maryland

2. Division

Revenue Administration Division

3. Unit

Processing Contrél Section

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 Tille

Special Projects

5. Eardiest

Year/Latest Year

_2013__to _2017__

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

series.) These files contain printouts, research, correspondence and adjusiments to and from taxpayers.

X Daily [ weekdy [J Monthty .

O Annuaity

3

Numbér

[0 Monthis)

7. Record Series Format{s} Listall 8. Record Series Seqm_ance 9. Volume
_5
. i [ aiphabsticat - Number
X LetterSige  [] Mierofilm
X File Drawer(s
[] Mumerical e}
[ Legat Size [ Computer Tape [ Microfiim Reet{s)
(] Chronotoical [} Computer Tape(s)
[0 Audio Tape  [] Fioppy Disk . [ Other (specify)
[ Geographical 10. Annual Accumulation
[} Bound Book  [] Video Tape 5
Number
[ Otner (specify) ______ X Other (specifyy ‘
il
By dale and tax year X File Drawer(s)
[ Miciofitm ReeX{s)
' [O computer Tape(s}
[ Ottier (specify)
11. File is Used 12, Fite Becomes Inaclive Aller

X Yean(s)

13. Current Localion(s}
RAD 2~ Floor

(Bldg., Figor, Room)

[ Yes X No

14, Is Record Series Duplicaled Elsewhere? (I yes, specify agency or office.}

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

X Yes [Onoe

and taxpayer inquinies.

Comptroller of Maryland (COM}, Office Legislative Audil { OLA), Tax-Genera! Article. Tille 13;
Subtille 2. Access 10 files should be limited to authorized users requinng access for audit

16, Audit Requirements

O tone XState [JFederal [JIndependent

D Yes X No

17. is an [ndex System used? If yes; explain briefly and describe requirements

then destroy.

18. Recommended Retention

Retain at Revenue Administration Center until completion of all audits;

15. Name and Title of Preparer
Karen Hebb-Piipauskis

20. Teléphone Number
410-260-7775

21. Date: Oclober 24, 2016
Revised: March 27, 2018

DGS 5504 (Rev. 1493)
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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 Watertoo Road, P.O. Box 275
Jessup, Maryland 20794 PAGE 13_ OF 30
- 410-799-1930
1. Depariment/Agency - 2. Division 3. Unit
Comptroller of Maryland Revenue Administration Division Processing Control Section

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 Seres Title 5. Earliest Year/Latest Year

Taxpayer Correspondence _2013___to _2017___

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. -Inglude the purpose or function of the
series.) These files contain letters to or from taxpayers and copies of documents provided by taxpayers and any necessary

adjustment documentation.

- 7. Record Series Formal{s) Listall 8. Record Series Sequence 9, Volume
2
. Alphabetical N :
X Letter Size [} Microfilm £ Alphabetica umber
X File Drawer(s!
[] Numericat I )
O regal Size [ Computer Tape . [0 Microfitm Reei(s)
. [3 threnolegical " | [ Camputer Tape(s)
[] Audio Tape [ Floppy Disk [ Gther (specify}.
3 Geonraphicat 10. Annual Accumulation
[l Bound Book [ videa Tape 2
) Number
[0 Other{specify) .. X Other (specify) ____ [ File Drawer(s)
By date and {ax year [ Micrefitm Reel(s)
' [ Computer Tape(s)
O other (specifyy ____
11. File is Used 12. File Becomes Inactive After
2____
X Daity [ weeldy [J Monthly [ Annuatly
Number Xmonth{sy [] vearis)
60 days
13. Cumeni Localion(s)  (Bidg., Floor, Roam) 14. Is Record Series Duplicaled Elsewhere? (If yes, specify agency or office.)
nd
RAD 2% Floor Oves  Xno
15, Access Restrictions (If Yes, cile Law(s) & Regulalion(s) 16, Audil Requirements
X Yes [ nNe
[ONone XStale [ Féderal [ Independent
Comptroller of Maryland (COM), Office Legistative Audit { OLA), Tax-General Arlicle, Title 13;
Sublitle 2. Access to files should be limited to authorized users requiring access for audit
and taxpayer inquines.,
17. i:? an index System used? If yes, explain briefly and descn'pe requirements 18. Recommended Retention
Oves Xuo Retain al Revenue Administration Center for 60 Days; then destroy.
19. Name and Title of Preparer 20. Telephone Number | 21. Date: Oclober 24, 2016
Karen Hebb-Pilipauskis 410-260-7775 Revised: March 27, 2018

DGS 5504 (Rev. 1/93)
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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 Wateroo Road, P.O. Box 275

Jessup, Maryland 20794 PAGE
410-793-193¢

AGENCY RECORDS INVENTORY

13 oF 30

1. Department/Agency 2. Division

Comptroller of Maryland

Revenue Administration Division

3. Unit

Processing Control Section

purpases.

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
Daily Suspended/Review/Adjustment Printouts

5, Earliest Year/Latest Year

_2013__to _2017__

and reviewed by the supervisor for quality review purposes.

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

series.) Systemn generated printouts identifying all suspended transactions, review items and adjustments done by each employee

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Valume
-5
Alphabetical Number
X Lefter Size [ Microfim | Dlae Y
: X File Drawer(s;
. [] Numericat s
[ Legal Size [ Computer Tape [ Mmicratilm Reel(s)
[ chronalogical [ Computer Tape(s)
(] Audio Tape  [] Floppy Disk [ Other (spacify).
] Geegraphicat 10. Annual Accumulation
[ Bound Book ] vedeo Tape 5
Number
3 Other (specify) ______ X Other (specify) N
§ File Drawe
By date and tax year ieD (=)
{3 Microfitm Reet(s)
[ Computer Tape(s)
[J Other (specify)

11, File is Used

X Daily [ weeky 7] Monthy O Annuatiy

)

12. File Bacomes Inactive After

3

Number O manings) X Year(s)

13.'Current tocation(s)  (Bldg., Floor, Room)
RAD 24 Floor

14. 15 Record Series Duplicaled Eisewhere? (if yes, specify agency or office.)

O ves X No

15. Access Restictions (Il Yes, cite Law(s) & Regulation(s)

3 ves X Ne

16, Audil Requiremenis

[ None Xstate [JFederat [JIndependent

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

[OJyes Xng

18. Recommended Retenlidn
Retain at Revenue Administration Center unlil completion of all audits;
then destroy.

19. Name and Tifle of Preparer
Karen Hebb-Pilipauskis

20. Telephone Number | 21. Date: October 24, 2016
410-260-7775

Revised: March 27, 2018

0GS 5504 {Rev. 1/93)
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Instructions —Type or Print a separate form

- for each new or revised recard series.
Forward with Records Retention Schedule
(PGS 550-1)

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
" 410-795-1930

PAGE _14 OF __ 30

1. Department/Agency

Comptroller of Maryland

2. Division

Revenue Administration Division

3. Unit

Returns Processing Section

DEFINITION: RECORD SERIES: A group of related records normally filted and used as a unit

or reference as well as retention and disposition purposes.

4. Record Series Title

Employer Retum of Income Tax Withheld-MW506

-5. Earliest Year/Latest Year

__ 201010 _2017___

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

Faper returns submitted by employers showing the total fax, wit_h adjustments, withheld from each employee’ s salary during the reporting

period,

8. Record Series Sequence

7. Record Series Fommat(s} List all 9, Valume
_2
[ Letter Size [ Microfitm {0 Arphabetical Numbar
x File Drawer(s)
(Qiegaisize  [JComputer Tape [ Numerical [ Microfilm Reel(s)
[0 Computer Tape(s)
[3 Aadio Tape  [] Floppy Disk ] chronctegical [ Other (specify)
) 10. Annual Accumulation
{0 Bound Back ] Video Tape [ Geographical 2
. Number
x Other {specify) coupon size documents and Cpen = Other (specify) « File Drawen(s)
Text_______ By date and tax year 0 Microfilm Reel(s)
] computer Tape(s)
Cother (specity)
11. File is Used 12. File Becomes Inacliva After
. 60 days
x Daily [ weekty [J Monthly O Annually = y
. Number O Monthisy [ vear(s)
13. Curent Location(s)  (Bidg., Floer, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
31 floor ' [ ves xNo
15. Access Restrictions (i Yes, cile Law(s} & Regutation(s) 16. Audit Requirements
[T Yes x No ’

xMNane [JState [[JFederal [} Independent

17. s an Index Syslem used? If yes, explain briefly and descibe requirements
[Ono Open Text is a Product that is used to store
images processed through Fairfax. The images are housed on a

2¥es

database and the user can call the image back for research
purposes. Citibank Archives, items are index by batch number,
transaction numbers, amounts and/or other information that is
provided on the document or check. This is also a product that. the
usér would request the image based on information available.

18. Recommended Retention
Retain at Revenue Administration Center for 60 days; then destroy.

19. Name and Title of Preparer .
Linda Couch, Payment Processing - Section Manager

20. Telephone Number
410-260-7606

21. Date’
B8/16/2017
Revised: March 27, 2018

DGS 5504 (Rev. 1/93)
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Instructions —Type or Print a
separale form for each new or
revised record series. Forward

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

AGENCY RECORDS INVENTORY

-Comptroller of Maryland Revenue Administration Division

PAGE _14 OF _30__
with Records Retention Schedule Jessup, Maryland 20794
(DGS 550_1) 410-799-1930
1. Department/Agency 2. Division 3. Unit

Returns Processing

Section

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

502D, 510D, 504D, and 5000

Individual, Pass Through Entity, Fiduciary and Corporation Declaration of Estimated Tax-

5. Eariest Year/Latest Year

_aoo__ to 2017

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.).
If Maryland income: taxes were not withheld; quartery estimated tax payménts can be made as part of a pay-as-you-go plan. Established or

new taxpayers that file fetler size returns to show amount of estimated payments processed.

7. Record Series Format(s) List all

[ Letter Size [ Microfilm
[ tegaisize [ Computer Tape
[J Audio Tape [ Floppy Disk

[ Bound Book  [J Video Tape

x Other (specily) coupon size documents and Open Text, .

§. Volume
2
Number

| - File Drawer(s}
[ microfim Reel(s)
] Compurter Yape{s)
[Jother {specify)__

8. Record Series Sequence
[] Alphabaticat
(] Mumerical

x Chronological (month)

10. Annual Accumulation
2

Number

x File Drawer(s)

O Microfim Reel(s)

] Computer Tape(s)
[Jother (specify) _see above.

[ Geographicat

] Other (specity) _____

11, File is Used 12. File Becomes inaclive After
. 60 days
x Daily 3 weexiy 3 Monthly O Annually = y
Number OMentnis) [ Yearts)
13. Current Location(s}  {Bldg., Floor, Raom) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
) Yes No

3 floor Ll *
15. Access Reslriclions (if Yes, cile Law(s) & Regulation(s) 16. Audil Requirements

[ ves xNo

xNone []State [ Federal [T] Independent

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

«ves  [Ino Open Text is a Product that is used to store images praocessed through
Fairfax. The images are housed on a database and the user can call the image back
for research purposes. Citibank Archives, items are index by batch number,
transaction numbers, amounts and/or other information that is provided on the
document or check. Thisis also a product that the user would request the image based

on information available.

18. Recommended Retention

Retain at Revenue Adminisiration Center for 60 days; then destroy.

19. Name and Title of Preparer
Linda Couch, Payment Processing - Section Manager

20. 21. Date

Telephone 81672017

Number Revised: March 27, 2018
410-260-

7606

DGS 5504 (Rav, 1/93)
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AGENCY RECORDS INVENTORY

Instructions —Type ar Print a separate form for each new or revised - DEPARTMENT QF GENERAL
record series. Forward with Records Retention Schedule (DGS 550-1) SERVICES
RECORDS MANAGEMENT DIVISION PAGE 14 OF __30 ,
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930
1. Department/Agency . 2. Division 3. Unit
Comptrotler of Maryland : Revenue Administration Division Retums Precessing Section

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. Recard Series Tille 5. Earliest Year/Latest Year
Individual, Pass Through Entity and Fiduciary Estimated Tax Vouchers _ _200___t0 2017
502DEP, 510DEP and 504DEF

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

If you are self-employed or do not have Maryland income taxes withheld by an employer, you can make quarterly estimated tax payments as
part of a pay-as-you-go plan. Established or new taxpayers that file coupon size returns to show amount of estimated tax paid.

7. Record Series Formal(s) List all . 8. Record Series Sequence 9. Volume
2

[ Letter Size [ Microfim : ) [J atphabetical Number

x File Drawer(s}
[JiegaiSize  [JComputer Tape . [0 Numerical O Microilm Reel(s)
O camputer Tape(s)
{J audio Tape  [] Floppy Disk . x Chronalogical {month) [Jcther (specify)

10. Annual Ascumulation
() Bound Bogk  [] Video Tape ' [ Geographical 2
. Number
x Other (specify) coupon size documents and Open Texd i D Other (specify) x File Drawer(s)

. [] Microfirn Reel{s)
[ computer Tape(s)
- DOther (spedfy).;see above__

11. File is Used - 12. File Bacomas [nactive Afler
: 60 days
x Daily [ weekly [ wonthiy ] Annaally = y
. Number O Memhis) [ Years)

13. Current Location(s}  {Bldg., Floor, Room) 14, Is Recerd Series Duplicated Elsewhera? (If yes, specify agency or office,)
3w floor Cives  «he
15. Access Reslrictions {If Yes, cite Law(s) & Regulation(s) i 16. Audit Requirements

OvYes xNo :

xNone [JStatea [JFederst [J independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
sves  [Ino Open Textis a Product thatis used to store images processed | oo in ot Revenue Administration Center for 60 days; then destroy.
through Fairfax. The images are housed on a database and the user can call
the image back for research pumposes.  Citibank Archives, items are index by
batch number, transaction numbers, amounts andfor other information that is
provided on the document or check. This is also a product that the user would

request the image based on information available.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Linda Couch, Payment Processing - Section Manager 410-260-7606 8/16/2017
Revised: March 27, 2018

DGS 5504 (Rev, 1433}



Sy

Instructions —Type or Print a separale form DEPARTMENT OF GENERAL SERVICES - AGENCYRECORDS INVENTORY
for each new or revised record series. . RECORDS MANAGEMENT DIVISION
Forward with Records Retention Schedule 7275 Walerloo Road, P.O. Box 275 PAGE 15 oF
({DGS 550-1) Jessup, Maryland 20794

410-789-1930
1. Department/Agency 2. Division. 3. Unit
Comptroller of Maryland Revenue Administration Division Returns Processing Section

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/Lales! Year
Corporation Income Tax Returns-Form 500 | sewlto _sor_

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

Consists of annual tax returns filed by each corporation and association having income allocable to the State under the provisions of the
Annotated Code of Maryland, unless otherwise exempted.

7. Record Series Format{s} Listall 8, Record Series Sequence 9, Volume
-2
x letter Size [J Microfim [ aiphabetical Number
. x File Drawer(s)
O tegatsize  [J Computer Tepe [ Numericat [ Microfim Reel(s)
O Cemputer Tape(s)
[ Audic Tape ] Floppy Disk [Clenrondlogical 7] other (specify)
10. Annual Accumulation
[ Bound Beok [ Video Tape {0 Geographical 2
. Number
[ Other (specify) coupon size documents and Open x Other (specify) = File Drawer(s)
Tex, By date and 1ax year {7 Microfilm Reei(s)
[0 Computer Tape(s)
[Jother (specify)
11. File i Used 12. File Becomes Inactive After
' 60
O paily [ weekly O montnty [T Anauatly = days
As neaded ‘ Number I Montnis) [ Year(s)
13. Cument Location(s)  (Bldg., Floar, Room) . 14. Is Record Series Duplicated Elzewhere? {If yes, specify agency or office.)
RAD 4 Floor _ Oves  ato
15. Access Restriclions (Il Yes, cile Law(s} & Regulalion(s) 16. Audil Requirements
{1 Yes xNo
xNone []state [ Federal [T independent
17. 15 an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
[ ves 1No )
Retain al Revenue Administration Center far 60 days; then destroy.

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

Lisa Wiseman 410-260-7592 October 17, 2016

Revised: March 27, 2018

DGS 5504 (Rev. H93)



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

S

AGENCY RECORDS INVENTCRY

PAGE _15, OF

1. Departmeny/Agency

2. Division

Revenue Administration Division

3. Unit

Retumns Processing Section

Comptroll'er of Maryland

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. Earlies! Year/Latest Year

Withholding Tax Statement (W2 Forms) -

__2010__to _z017

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

Prepared and submitted by employers for each employee from whom income tax was withheld during the tax year. Each statement shows the
employer’s name, address and identification number, the employee’s name, address, and sacial security number, total wages paid, and the

amount of income tax withheld,

7. Record Series Formal(s) List afl 8. Record Series Seguence 9. Volume
2
x LletterSize  [[] Microfim [] Alphabetical Number
x Fiie Drawer(s)
[ iegalSize  [J Computer Tape [0 Numericat {J Microfilm Reel(s)
[ computer Tape(s)
O Audio Tape [ Floppy Disk [J chrenclogical O Other (specity)
10. Annual Accumulation
[ Bound Book  [] video Tape [ Geographicat 2
Number
7 Other especity) coupen size documents and Open x Qther (spacify} » File Drawer(s)
Text By date and tax year [ Microfilm Reet(s)
{1 Computer Tape(s)
[other (specify)
11, File is Used 12, File Becomes Inactive Afier
[ Gaity [ weeky [ Monthty O Annualty 80 days
As necdad Number B Manth(s) [ Year(s)

13, Current Location(s}

RAD 4th Floor

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

DY&S xNo

15. Access Reslrictions (If Yes, ¢ile Law{s} & Regulation(s)

{3 ves

16. Audit Requirements
x No

xNone [JState [ Federat [ Independent

17. Is an Index System used? Hf yes, explain briefly and describe requirements
0 Yes x No

18. Recommended Retention

Retain at Revenue Administration Center for 60 days; then destroy.

20. Telephone Number : 21.Date

October 17, 2016
Revised: March 27, 2018

19. Name and Title of Preparer

Lisa Wiseman 410-260-7592

OGS 550-4 (Rav. 1/93)



Instructions -Type or Print a separate form
for each new or fevised 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
4156-799-1930

AGENCY RECORDS INVENTORY

PAGE _15 OF _30

1. Depariment/Agency

Comptroller of Maryland

2. Division

Revenue Administration Division

3. Unit

Returns Processing Section

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

Personal, Corporate, Pass Through Entity (PTE) & Fiduciary Income
Tax Returns (123, 500 — 1992-2004 502, 503, 504, - 1998 and
future, 505, 510, 515 — 1992 and future, 502D, 500D, 510D, 504D —
2005 and future, 502E, 504E, S00E, and 510E - 2004 and future,

5. Earliest Year/Latest Year

__192_to 017

MW3508 — 2006 and future

such a return.

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the series.)
Arranged by tax year. These forms are filed by all residents, and non-residents, corporations and fiduciaries, pass-through entities or
employers of the State who have received income or withheld taxes from sources within the State, and are required by existing statues to file

7. Recard Series Formal(s) List all 8. Racord Series Sequence 9. Velume
—2
x LletterSize  [J Microfim [3 Aphabatical Number
x Fila Drawer(s}
[ Legai Size  [] Computer Tape [ Numerical [ Microfilm Reel(s)
{3 computer Tape(s}
O Audic Tape ] Floppy Disk [ chronclogical O oOther (specify)
10, Annuel Accumulation
[J Bound Book [] video Tape [ Geographical _2
Number
[Jother (specify) coupon siza documants and Cpen % Other (specify) » Fita Drawer(s)
Text____ By dale and fax yoar, [ Micrafim Rael(s)
[ Computer Tapa(s)
[Oother {spacify) .
11. File is Usad 12. File Becomes Inactive Afler
% Daity (] waekly O mantniy [ Annually 50 days
Number OOMeanthisy [ Year(s)

13. Curreri Location(s)

4th floor

(BIdg., Floor, Room)}

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

One

Scanned 1o Slale Maryland servers

xYos

15. Access Resiriclions (if Yes, cite Law(s) & Regulation{s) -
[ ves xiNag

16. Audit Requirernants

aMNone []State []Federat [ independent

17. Is an Index System usad? If yes, explain briefly and describe requiremants
Oves xNo

18. Recommended Retention

Retain paper at the Revenue Administration Center sixty (60) days; then
destroy. Retain scans until all audits have been completed; then destroy. Scans
of paper are done to MSA standards.

19. Name and Title of Preparer
Bill Blum, - Section Assistant Manager

20. Telephone Number
410-260-7592

21. Date
1212912017
Revised: July 9, 2018

DGS 550-4 (Rav, 1/93)




INSTRUCTIONS - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH

RECORDS RETENTION SCHEDULE (DGS
550-1)

COMAR 14.18.02

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.0. BOX 275
JESSUP, MARYLAND 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 15 of 30 57

1 DEPARTMENT/AGENCY

Comptroller of Maryland

2 DIVISION

Revenue Administration

3 UNIT

Returns Processing Section

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TiTLE

Personal, Corporate, Pass Through Entity (PTE) & Fiduciary Income Tax Returns
(123, 500 — 1992-2004 502, 503, 504, - 1998 and future, 505, 510, 515 - 1992 and
future, 502D, 500D, 510D, 504D ~ 2005 and future, 502E, S04E, 500E, and 510E —

2004 and future. MWS508 — 2006 and future

5 EARLIEST YEAR/LATEST YEAR

1992 to 2017

6 INPUT - Identify source of information to be entered

Returns

Audit research.

7 OUTPUT - Identify the use/s of information generated by system

Research taxpayer inquiries and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

Arranged by tax year. These forms are filed by all residents, and non-residents, corporations and fiduciaries, pass-
through entities or employers of the State who have received income or withheld taxes from sources within the State,
and are required by existing statues to file such a return.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or

taxpayer inquiries.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

NA, since records stored for audit and research purposes.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

12 RECOMMENDED RETENTION

Retain paper at the Revenue Administration Center sixty (60) days; then destroy. Retain scans until all audits have been
completed; then destroy. Scans of paper are done to MSA standards.

13 TYPED QR PRINTED NAME OF
PREPARER
William Blum

14 TELEPHONE NUMBER

410-260-7252

15 DATE
12-29-2017

Revised: July 9, 2018

16 TITLE OF PREPARER
Assistant Section Manager

DGS 550-6 (rev. 10/12)




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
410-799-4930

AGENCY RECORDS INVENTORY

55

PAGE _16 OF ___30.

1. Department/Agency

Comptrotler of Maryland

2. Division

Revenue Administration Division

3. Unit

Returns Processing Section

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

4. Record Series Title

Applications for Extensions of Time (500E, 502E, 510# and 504E)
Paper

5. Earliest Year/Latest Year

_ 2003_to _20m7

B. Record Series Description {Briefly describe the types of information/documents/forms found in the series. Includ= the purposé or function of the series.}

These records document the application and approval for extension of time for filing returns, which has been granted taxpayers, except in the
case of taxpayers who are abroad, no extensions are granted for more than 1 year.

7. Record Serias Formal(s) Listall 8. Record Series Sequence 9. Volume
—l
x LetterSize [ Microfim [J Alphabsiical Number
x  File Drawer{s)
[ LegalSiza  [] Computer Tape [INumerical [ Microfitm Resl(s)
[0 computer Tapsts)
[ Audio Tape [ Floppy Disk Ochrenclogical O other (spacify)
10. Annual Accumulation
[J Bound Baok [ vider Tape [0 Geographical 1
Number
[:]Olher {specify} coupon size documenis and Open x Qther (specify) x  Fila Drawer(s)
Text By date and tax year [ sicrofilm Ree(s)
[ Computer Taps(s)
DOlhar {specify)_
11. Fita is Used 12. File Becomaes Inactive After
_ , _60 days
O paily [ weerly O Mmontniy [ Annually- as nesded sinca
image Is availabls Number [Omanthisy [ vear(s}

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

RAD bldg., 4th floor

14, 1s Record Series Duplicaled Elsewhere? (if yes, spezify agency or office.)
x Yes ne
Scanned and stored an Slate Maryland servers

19. Access Reslriclions {if Yas, cite Law(s) & Ragulation(s)
[ Yes xNo

16. Audit Requirements

xNone [JState []Fedsral [] Independent

17. 1s an Index System used? if yes, explain briefly and describe requiremenis
[es 1 No

18. Recommended Retention

Retain paper at the Revenue Administration Center for 60 days; then destroy.
Retain scans until all audits are complete; then destroy. Scans of paper are
done to MSA standards.

19. Name and Title of Preparer
Bill Blum, - Section Assistant Manager

20. Telephone Number
410-260-7592

21. Date
1212912017
Revised: July 9, 2018

0GS 550-4 (Rev. 1/93)




INSTRUCTIONS ~ TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH

RECORDS RETENTION SCHEDULE (DGS
550-1)

COMAR 14.18.02

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794
{410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 16 of 30 51

1 DEPARTMENT/AGENCY

Comptroller of Maryland

2 DIVISION

Revenue Administration

3 UNIT

Returns Processing Section

DEFINITION — Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Applications for Extensions of Time (S00E, S02E, 510# and S04E) Paper

5 EARLIEST YEAR/LATEST YEAR

2003 to 2017

& INPUT - Identify source of information to be entered

Returns

Audit research.

7 OUTPUT - Identify the use/s of information generated by system

Research taxpayer inquiries and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

These records document the application and approval for extension of time for filing returns, which has been granted
taxpayers, except in the case of taxpayers who are abroad, no extensions are granted for more than 1 year.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or

taxpayer inquiries.

10 UPDATING CYCLES OR CONDITIGNS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

NA, since records stored for audit and research purposes.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

12 RECOMMENDED RETENTION

Retain paper at the Revenue Administration Center for 60 days; then destroy. Retain scans until all audits are complete; then
destroy. Scans of paper are done to MSA standards.

13 TYPED OR PRINTED NAME OF
PREPARER
Wilfiam Blum

14 TELEPHONE NUMBER

410-260-7252

15 DATE
12-29-2017

Revised: July 9, 2018

16 TITLE OF PREPARER
Assistant Section Manager
Returns Processing- Uncott

DGS 5506 (rev. 10/12)




7275 Waterioo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

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

far each new or revised record series. SERVICES 6 d
Forward with Records Retention Schedule RECORDS MANAGEMENT PAGE 16 OF __30

(DGS 550-1) DIVISION

1. Department/Agency 2. Division

Comptroller of Maryland

Revenue Administration Division

3. Unit

Returns Processing Section

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
Pass Through Entity Returns (510)

5. Earliest Year/Latest Year

_wes_to _2017_

Maryland.

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)
Consists of the annual tax returns filed by each pass through entity having income allocable under the provisions of the Annotated Code of

7. Record Series Farmat(s) Lisl all

x Latter Siza  [] Microfilm [ alphabeticat
[ Legal Size  [J Computer Tape ] Numerical
[0 Audie Tape  [] Flappy Disk [I¢hrenolagical

O Bound Book ] Video Tape [ Geographical

[JOther {specify) coupon size documents and Open % Other {specify)

8. Record Serias Sequence

9. Voluma
— 1
Number

x  File Drawer(s)
[ Microfilm Reel(s)
] Computer Tapeis)

[ Otner (specify)

10. Annual Accumutation
R J—

Number

» Fila Drawar(s}

Taxt, By dale and lax year [ microfilm Raels)
[ Computer Tapa(s)
[Jother tspecify)
11, File is Used 12. File Bacomas Inactive After
60 days
1 Caity [ weekly O Menthly [ Annually- as needed since = y
Image is available Number I:l Manth(s) {0 vear(s)

13. Current Location{s) {Bldg., Floar, Room)

RAD Bidg., 4th floor

14. Is Record Series Duplicatad Elsewhera? (If yes, specify agency or office.}
x Yas One
Scanned and stored on State Maryland servers,

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

[ Yes

x No

16. Audil Requiraments

xNone [} State [ Federal [} Indepandent

7. Is an Index Systam used? If yas, explain briefly and describe requirements

Ores

x No

18. Recommended Retention

Retain paper at the Revenue Administration Center for 60 days; then destroy.
Retain scans until all audits are complete; then destroy, Scans of paper are

done 10 MSA standards.

19. Narme and Title of Preparer
Bill Blum, - Section Assistant Manager

20. Telephone Number
410-260-7592

21. Date
12/29/2017
Revised: July 9, 2018

OGS 5504 (Rev. 1/93)




INSTRUCTIONS - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH

RECORDS RETENTION SCHEDULE (DGS
550-1)

COMAR 14.18.02

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 16 of 30 6)

1 DEPARTMENT/AGENCY

Comptroller of Maryland

2 DIVISION

Revenue Administration

3 UNIT

Returns Processing Section

DEFINITION — Record Series -

and disposition purposes

A group of related records stored electrenically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Pass Through Entity Returns (510)

5 EARLIEST YEAR/LATEST YEAR

1996 to 2017

6 INPUT - Identify source of information to be entered

Returns

Audit research.

7 OUTPUT - Identify the use/s of information generated by system

Research taxpayer inquiries and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

Consists of the annual tax retumns filed by each pass through entity having income aliocable under the provisions of

the Annotated Code of Maryland.

g POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or

taxpayer inquiries.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

NA, since records stored for audit and research purposes.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

12 RECOMMENDED RETENTION

Retain paper at the Revenue Administration Center for 60 days; then destroy. Retain scans until all audits are complete; then
destroy. Scans of paper are done to MSA standards.

13 TYPED OR PRINTED NAME OF
PREPARER
William Blum

14 TELEPHONE NUMBER

410-260-7252

15 DATE

12-28-2017
Revised: July 9, 2018

16 TITLE OF PREPARER
Assistant Section Manager
Returns Processing- Uncott

DGS 550-6 (rev. 10/12)




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

CEPARTMENT OF GENERAL

AGENCY RECORDS INVENTORY

SERVICES
RECORDS MANAGEMENT
DIVISION
7275 Waterloo Read, P.O. Box 275

Jessup, Maryland 20794
410-799-1830

bz

PAGE _16 OF __30___ _

1. Department/Agency

Comptroller of Maryland

2. Division 3. Unit

Revenue Administration Division Returns Processing Section

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

4. Record Series Title

Withheld

MW3508 Employer’s Annual Reconciliation of Income Tax

5. Earliest Year/Latest Year

_2005_tO _2017___

Amount of tax paid by the employer on behalf of the employees.

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

7. Record Serias Format{s) List all
» LetterSize  [J Microfim
O tegaisize  [J Computer Tape
(] Audio Taps [ Floppy Disk
[0 Beund Book  [] Video Tape

[JGther {specity) coupon size documenis and Open
Tex\ ___

8. Record Series Sequance 8. Volume

R F—
[] Alphabaiical Number

= File Drawer(s)
O Numerical O Microfiim Reel(s)

O Computar Tape(s)
3 Chrenciegical [0 Other (spscify)

10. Annual Accumulation
O Geographical 1

Number
x File Drawer(s}
[ Microfilm Reel(s)

x Othar (specify)
By date and tax year

[ Computer Tapets)
CJotner (spocily),
11. File is Used 12. Fils Becomes Inactive After
60 days
O paily [ weakly O Montnly [ Annually- as needed since = )
image is available Number [ Manthisy [ Year(s)

13. Cumvent Localion(s)  {Bldg.. Fioor, Room)

RAD Bldg, 4th floor

2 Yeos O Ne
Scanned and stored on State Maryland sacvers

14. Is Record Series Duplicated Eisewhera? (If yes, spacify agancy or office.)

[0 ves = No

15. Accass Rasiriclions (If Yes, cite Law(s) & Regultation(s)

16. Audit Raquiraments

xNone [JState [JFederat [ independent

[Oes 2 No

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

18. Recommended Relention

done to MSA standards.

Retain paper at the Revenue Administration Center for 60 days; then destroy.
Retain scans until all audits are complete; then destroy. Scans of paper are

19. Name and Title of Preparer
Bill Blum, - Section Assistant Manager

20. Telephone Number
410-260-7592

- 21. Date
1212912017
Revised: July 9, 2018

DGS 550-4 (Rev. 1/93)




INSTRUCTIONS ~ TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275

ELECTRONIC RECORDS INVENTORY

WITH

RECORDS RETENTION SCHEDULE (DGS
550-1)

COMAR 14.18.02

JESSUP, MARYLAND 20794

3
(410) 799-1930 6

Page 16 of 30

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Comptroller of Maryland Revenue Administration Returns Processing Section

DEFINITION — Record Series - A group of related records stored electronically and used as a unit for reference as well as retention

and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR

2005 to 2017

MW508 Employer’s Annual Reconciliation of Income Tax Withheld

6 INPUT - ldentify source of information to be entered 7 OUTPUT - Identify the usefs of information generated by system

Research taxpayer inquiries and audit inquiries.
Audit research.

Returns

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

Amount of tax paid by the employer on behalf of the employees.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or
taxpayer inquiries.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

NA since records stored for audit and research purposes.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's autherized life cycle.

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

12 RECOMMENDED RETENTION

Retain paper at the Revenue Administration Center for 60 days; then destroy. Retain scans until all audits are complete; then
destroy. Scans of paper are done to MSA standards.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
William Blum 410-260-7252 12-29-2017

Revised: July 9, 2018

16 TITLE OF PREPARER
Assistant Section Manager
Returns Processing- Uncott

DGS 550-6 (rev. 10/12)




Instructions —Type or Print 2 separate form for each new or revised
record series. Forward with Records Retention Schedute (DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL
SERVICES
RECORDS MANAGEMENT DIVISION

6+

Comptroller of Maryland

PAGE __16, QF 30
7275 Waterloo Read, P.O. Box 275
Jessup, Maryland 20794
410-795-1930
1. Department/Agency 2. Division 3. Unit

Revenue Administration Division Returns Processing Section

4. Record Series Title
Sales and Use Tax Reports

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

5. Earliest Year/Latest Year

_2005___tO _z2017

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

Returns submitted by businesses in Maryland to pay the Sales and Use Tax.

7. Record Sertes Format(s) List all

x LetlerSize [ Microfim

[Jiegalsize [ Computer Tape
[ Audio Tapa ) Floppy Disk
O seund Book  [] video Tape

O other (specify) _

11, Filg is Used

s Daily O weesty 0O ™onthly [ Annually

8, Racord Serigs Sequence 9, Volume
[ R
O Alphabeticat Number
% File Drawar(s)
O numerical [ Microfitm Resl(s)
O computer Tapeis)
O cChronological O Other (specity) _
10, Annual Accumulation
[ Geographical 1
Number
x Qither (specify) X File Drawer(s)
By dale and tax year O Microfim Raelts)
O computer Tapa(s}
Oother (specify) _____
12, File Becomes inactive After
_b60days_
Number Omonthisy  [J vearis}

13. Current Localion{s) {Bldg.. Floor, Room)

RAD Bldg, 3 floor

14, |s Record Sories Duplicated Elsowhere? {if yes, specify agency or office.)
x Yes  [JNo
Scanned and storad on State Maryland servers

15, Access Restrictions {if Yes, cite Law{s) & Regulation(s)
Oves « No

16. Audil Requirements

x Nong [Jstate [JFederal [JIndependent

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

Open Text is a Product that is used to store images processed through

X Yes

Fairfax. The images are housed on a database and the user can call
the image back for research purposes. Citibank Archives, items are
index by batch number, transaction numbers, amounts and/or other
information that is provided on the document or check. This is also a
product that the user would request the image based on information
available,

18. Recommended Retention

Retain paper at the Revenue Administration Center for 60 days; then
destroy. Retain scans until all audits are complete; then destroy. Scans of
paper are done to MSA standards.

19. Name and Title of Preparer
Linda Couch, Payment Processing-Section Manager

21. Date
8/16/2017
Revised: July 9, 2018

20. Telephone Number
410-260-7606

DGS 5504 (Rav. 1/93)




INSTRUCTIONS - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH

RECORDS RETENTION SCHEDULE (DGS
550-1)

COMAR 14.18.02

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20784
{(410) 799-1930

ELECTRONIC RECORDS INVENTORY

b5

Page 16 of 30

1 DEPARTMENT/AGENCY

Comptroller of Maryland

2 DIVISION

Revenue Administration

3 UNIT

Returns Processing Section

DEFINITION — Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Sales and Use Tax Reports

5 EARLIEST YEAR/LATEST YEAR

2005 to 2017

6 INPUT - Identify source of information to be entered

Returns

Audit research.

7 OUTPUT - Identify the use/s of information generated by system

Research taxpayer inquiries and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

Returns submitted by businesses in Maryland to pay the Sales and Use Tax.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or

taxpayer inquiries.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

NA, since records stored for audit and research purposes.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

12 RECOMMENDED RETENTION

Retain paper at the Revenue Administration Center for 60 days; then destroy. Retain scans until all audits are complete; then
destroy. Scans of paper are done to MSA standards.

13 TYPED OR PRINTED NAME OF
PREPARER
Linda Couch

14 TELEPHONE NUMBER

410-260-7606

15 DATE

Revised: July 8, 2018

16 TITLE OF PREPARER
Payment Processing, Section Manager

DGS §50-6 (rev. 10/12)




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

for each new or revised record series. SERVICES ‘ 6; &
Forward with Records Retention Schedule RECORDS MANAGEMENT DIVISION PAGE 37 OF 30
{DGS 550-1) 7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
410-799-1530
1. Department/Agency 2. Division 3. Unit
Comptroller of Maryland Revenue Administration Division Returns Processing Seclion

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
Personal Income Tax Returns Forms 123, 502, 503, 505 and 515

5. Earliest Year/Latest Year

1 to _a2017___

existing statutes to file such a return.

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

These forms are filed by all residents of the State. Who have received income from sources within the State and are required by

image is available

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
PR
x LetterSiza [ Microfilm [] atphabaical Numbar
x File Drawer(s)
[ LegalSiza  [J Compuler Taps [ Numerical O Microfim Roel(s)
[ Computer Tapefs)
[ Audio Tape  [] Fleppy Disk ‘ [0 chrenoiogicat [O oOther (spacity)
. 10. Annual Accumulation
[] 8ound Book  [] video Tape [ Geographical 1
Numbar
DOIher (specify) coupon size documents and Qpen x Ohher {specify) ______ x Fite Drawar(s)
Text By dale and tax year. {1 Microfilm Reel(s)
[ compuler Tapais)
] Other (specify)
14. Filais Used 12. Fite Becomes Wnactive Aflar
. ) _60days_______
O paiy [ weekly 0O montmy O Arnually- as needed sinco

. Number [ Monthis)y  [J Yearis)

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

RAD bldg., 4th floor

14. 13 Record Series Duplicaled Elsewhera? (i yes, specify agency or office.)
x Yes Onoe
Scanned and stored on State Maryland servers

15. Access Restrictions {i Yes, cite Law(s} & Ragulation{s)
3 es xNo

16. Audii Regquirements

xNone [JSwate [JFederal [ independent

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

18. Recommended Retention

Bill Blum, - Section Assistant Manager

T

Oves xNo
Retain paper at the Revenue Adminisiration Center for 60 days; then
destroy. Retain scans until all audits are complete; then destroy.
Scans of paper are done to MSA standards.
18. Name and Title of Preparer 20. Telephone Number 21. Date

410-260-7592 1212812017

Revised July 9, 2018

DGS 550-4 {Rev. 1/82)




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOOC ROAD, P.O. BOX 275

ELECTRONIC RECORDS INVENTORY

WITH

RECORDS RETENTION SCHEDULE (DGS
550-1)

COMAR 14,1802

JESSUP, MARYLAND 20794
(410) 799-1930

Page 17 of 30 67

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Comptroller of Maryland Revenue Administration Returns Processing Section

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention

and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR

Personal Income Tax Returns Forms 123,502,503,505 and 515 1991 to 2017

6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system

Research taxpayer inquiries and audit inquiries.
Audit research.

Returns

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

These forms are filed by all residents of the State who have received income from sources within the State and are
required by existing statues to file such a return.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or
taxpayer inquiries.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

NA since records stored for audit and research purposes.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

12 RECOMMENDED RETENTION

Retain paper at the Revenue Administration Center for 60 days; then destroy. Retain scans until all audits are complete; then
destroy. Scans of paper are done to MSA standards.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
William Blum 410-260-7252 12-29-2017

Revised: July 9, 2018

16 TITLE OF PREPARER
Assistant Section Manager
Returns Pracessing- Uncott

DGS 550-6 (rev. 10/12)




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

DEPARTMENT OF GENERAL AGENCY RECORDS INVENTORY
SERVICES L7
RECORDS MANAGEMENT oace_17 oF 30
DIVISION

7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

1. Department/Agency

Comptroller of Maryland

2. Division 3. Unit

Revenue Administration Division | Returns Processing Section

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
Fiduciary Income Tax Returns- 504

5. Earliest Year/Latest Year

__1097. tQ _z017

such a return.

6. Record Series Description {Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)
These forms are filed by all fiduciaries that have received income from sources within the State, and are required by existing statues to file

7. Record Series Format(s} List all 8. Racord Series Sequence 9. Volume
—1__
x Letter Size [ Microfim [ Atphabetical Number
s x File Drawer(s}
[ Legaisize [ Computer Tape [ONumerical [ Microfitm Reel(s)
D Compuler Tape(s)
[0 Audio Tape [ Floppy Disk [ chronotogical 3 other (specity)
10. Annual Accumutalion
[ Bound Book  [] Video Tape [ Geographical .
Number
[O0ther (specity) coupon size documents and Qpen x Qthar (specify) x File Drawer(s)
Text By date and lax year [ Microfim Reel{s)
[ Computer Tapais}
OJother {specify)
11, File is Used 12. File Bacomes Inactive Afler
[ paiyy [0 weskiy [ wonthiy [0 Annually- as needed since 60 days—‘
image s available Number O Moninisy  [] vear(s)

13, Current Location(s)  {8!dg,, Floor, Reom)

RAD Bidg., 4th floor

14, t5 Record Series Duplicaled Elsewhera? (If yes, specify agency or office.)
x Yes [ No
Scanned and stored on Stale Maryland servers

15. Access Restrictions {If Yes, cile Law(s) & Regulation(s)
[ Yes xNo

16. Audil Requirements

xNone []State [Jrederat [J Independent

17. 13 an Index System used? If yes, explain briefly and describa requiraments
[ves xNo

18. Recommended Retention

Retain paper at the Revenue Administration Center for 60 days; then
destroy. Retain scans until all audits are complete; then destroy.
Scans of paper are done to MSA standards.

19. Name and Title of Preparer
Bill Blum, - Section Assistant Manager

20. Telephone Number
410-260-7592

21. Date
1212912017
Revised: July 9, 2018

BGS 550-4 (Rev. 1/83)




INSTRUCTIONS ~ TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH

RECORDS RETENTION SCHEDULE (DGS
550-1)

COMAR 14.18.02

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

69
Page 17 of 30

1 DEPARTMENT/AGENCY

Comptroller of Maryland

2 DIVISICN

Revenue Administration

3 UNIT

Returns Processing Section

DEFINITION — Record Series -

A group of related records stored electronically and used as a

and disposition purposes

unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Fiduciary Income Tax Returns-504

5 EARLIEST YEAR/LATEST YEAR

1997 to 2017

6 INPUT - Identify source of information to be entered

Returns

Audit research.

7 OUTPUT - Identify the use/s of information generated by system

Research taxpayer inquiries and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

These forms are filed by all fiduciaries that have received income from sources within the State and are required by

existing statues to file such a return.

9 POLICY ON ACCESS AND USE -~ Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or

taxpayer inquiries.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

NA since records stored for audit and research purposes.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

12 RECOMMENDED RETENTION

Retain paper at the Revenue Administration Center for 60 days; then destroy. Retain scans until all audits are complete; then
destroy. Scans of paper are done to MSA standards.

13 TYPED OR PRINTED NAME OF
PREPARER
William Blum

14 TELEPHONE NUMBER

410-260-7252

15 DATE
12-29-2017

Revised: July 9, 2018

16 TITLE OF PREPARER
Assistant Section Manager
Returns Processing- Uncott

DGS 550-6 (rev. 10/12)




7275 Walerloo Road, P.O. Box 275

Jessup, Maryland 20794
£10-799-1530

instructions —Type or Print a separate form DEPARTMENT OF GENERAL AGENCY RECOROS INVENTORY

for each new or revised record series. SERVICES ’ : 70
Farward with Records Relentton Schedule RECORDS MANAGEMENT PAGE 17 OF __30

(DGS 550-1) DIVISION

1. Department/Agency 2, Division

Comptroller of Maryland

Revenue Administration Division

3. Unit

Returns Processing Section

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

4. Record Series Tille .
Payment Document (Tax Computation Bills)

5. Earliest Year/Latest Year

__z004 10 _2017

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 documents (tear-off vouchers) sent as part of tax computation bills.

7. Record Series Format(s} tist all 8. Record Series Sequence 9. Volume
1
x LetterSize {_] Microfim {J Alphabetical Number
z Fita Drawer(s)
[ LegaiSize  [J Computer Tape numerical [ Microfim Reel{s)
[ Computer Tape(s}
[0 Audio Tape [ Floppy Disk x Chronological {by month) [7] Other (specify)
’ —_1-5 Annual Accumulation
[ Bound Book [ Video Tape [0 Geegraphical R
- Number
[JOther {specify} coupan size dacuments and Open [ Other (specify) x File Drawer(s)
Text By date [ Micrafilm R.ee!(s]
[ Computer Tape(s)
Ciother (specify)
11. File is Used " 12. File Becomes Inactive After
. . 2
= Daily [ weekly O Monthty [ Annually- as needed since .
image is available Number xMorth(s) [ Yearts)
' 60 Days

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

RAD Bidg., 4th floor

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

15. Access Restrictions {If Yes, cite Law(s} & Regulalion(s)
[1 Yes x No

16. Audil Requirements.

atione [ state {T) Federal {T] independent

17. Is an Index System used? If yas, explain briefly and describe requirements
Oes x No

18. Recommended Retenlioﬁ

Retain at the Revenue Administration Center for 60 days; then destroy.

19. Name and Title of Preparer
Linda Couch, - Section Assistant Manager

20. Telephone Number
410-260-7606

21. Date
10/17/2016
Revised: March 28, 2018

DGS 550~ (Rev. 1/93)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

410-799-1930

PAGE 17

or 30 3

1. Department/Agency

Comptroller of Maryland

2. Division

Revenue Administration Division

3. Unit

Returns Processing Section

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

Eiectromc Funds Transfer (EFT) Applications

5. Earliest Year/Latest Year
_ 2012__.to _ 2017____

Use tax payments.

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

series.) Applications received for Automatic Clearing House (ACH) Debit are entered into an Excel database, forwarded to our 3 party vendor
(Govl) and cataloged. EFT applications for ACH are received from businesses who would like to submit electronic Withholding or Sales and

7. Record Seriss Formal(s) List all

X teler Size  [] Microfilm
[ Legal Size [ Computer Tape

[ Audio Tapa  [] Floppy Disk

8. Recond Series Sequence
[] atphabetical
3 Numericat

X Chronaological (month)

9. Volume
3

Number

X File Drawer(s)
1 Microfiim Reel(s)

[ Computer Tape(s)
[Jother (specify)

[ Geogragphical 10. Annual Accumutation
[0 Bound Book [ Video Tape 1R
[:]Olher {specify) _ Number
[J Other (specify) _ .
X File Drawer(s}
[ Microfim Reel(s)
[] camputer Tape{s}
[other (spacify) _
11. Fite is Used 12. File Becomes naclive After
3_
X Daily O weeky O Monthiy J annuaty
) Number O Menth(s)y X Year(s)

13. Current Lecation(s) {Bldg., Floor, Room)

RAD Bldg., 4" Floor

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

Scanned and stored on State of Maryland servers

15. Access Restrictions (If Yes, cile Law(s) & Regulatian(s)

[ ves X No

16. Audit Requiremenis

[CInone X statle ] Federal [ Independent

1 Yes XNo

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

18. Recommended Retention

Retain paper at the Revenue Administration Center for 3 years; then
destroy. Scans are retained 5 years and until all audits are complete.
Scans of paper are done to MSA standards.

19. Name and Title of Preparer
Sandy Hunter-Fiscal Accounts Clerk Il

20. Telephone Number | 21, Date
410-260-6062

812612017
Revised: March 28, 2018

JGS 5504 (Rev. 1/93)

wl]



7

INSTRUCTIONS — TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW/REVISED

ELECTRONIC RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794

ELECTRONIC RECORDS INVENTORY

{DGS 550-1) {410) 799-1930 Page ___ 17 of 30
COMAR 14.18.02 ‘
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Comptrolier of Maryland Revenue Administration Division Returns Processing Section

A group of related records stored electronically and used as a unit for reference as well as retention

DEFINITION - Record Series -
: and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR

Electronic Funds Transfer EFT applications 2012 TO __2017

7 QUTPUT - Identify the use/s of information generated by system

6 INPUT - ldentify source of inforrnation to be entered
Generate ACH accounts with Clearinghouse

EFT Applications from businesses

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms

contained in a series. Inciude purpose and function of the system.

Applications received for Aﬁtomatic Clearing House (ACH) Debit are entered into an Excel database, forwarded to our 3™ party
vendor (Govl) and cataloged. EFT applications for ACH are received from businesses who would like to submit electronic
Withholding or Sales and Use tax payments.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Access limited to authorized users; authorized users are limited to staff members creating EFT accounts.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

N/A

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progressuon established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

12 RECOMMENDED RETENTION A
Retain scanned documents for § years and until all audits are complete; then destroy. Scans of paper are done to MSA
standards.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE

PREPARER

8/26/2017
Revised: March 28, 2018

Sandy Hunter 410-260-6062

16 TITLE OF PREPARER

Fiscal Accounts Clerk Il

DGS 550-6 (rev. 10/12)




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 Wateroo Road, P.Q. Box 275

Jessup, Maryland 20794
410-798-1830

AGENCY RECORDS INVENTORY

73

PAGE 1 8

oF ,_-,30

1. Departmeni/Agency

Comptroller of Maryland

2. Division

Revenue Administration Division

3. Unit

Retums Processing Section

4. Record Series Title
EFT Payment Adjustment Backup

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

5. Earliest Year/fLatest Year- No longer maintain
decuments

_2012__to _2017__

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

Correspondence backup from taxpayers that require paymenis made to be moved to a different account or account period.

7. Record Series Farmat(s) List all

X Letter Size  [J Microfilm

[ Legal Size ] Computer Tape
O Audio Tape  [J Fleppy Disk

[ Bound Book  [] Video Tape

O Otner(specify} _-

8. Record Serles Sequence
] Aphabeticat

[ Mumerical

O chronclogical

] Geagraphical

X Other (specify) __

By MD Central Registration {CR) /Federal
ldentification number (FEIN), No Index
sysiem. Forms are filed by assigned CR or
FEIN npumbers, date and month.

9. Volume
172

Number

X File Drawer(s)

[] Microfilm Reel(s)

[] Computer Tapets)
[CJother ispecity)

10. Annuat Accumulation .
112

Number

X File Drawer{s)
{0) Microfitm Reel(s)

[J computer Tape(s)
[Jother (specify)

11. File is Used

X Daily [ weeuy [:] Monthly

O Arnually

1

Mumber

[ Manth(s)

12. File Becomes Inactive Afier

X Year(s)

13. Current Location(s)

RAD bidg. 4%, 400

{Bldg.. Floor, Room)

COyes X No

14, t5 Record Series Duplicated Elsewhera? {If yes, specify agency or affice.}

15, Access Resirictions {Hf Yes, cile Law(s) & Regulation(s}

[ ves XNo

*16. Audit Requirements

OO None X State [ Federat [ Independent

[Jves - XNo

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

18, Recommended Retention
Retain paper documents for 1 year and untif audits are

completed; then destroy.

19. Name and Tille of Preparer’
Sandy Hunter-Fiscal Accounls Clerk Il

20. Telephone Number
410-260-6062

21. Date
March 27, 2017
Revised: March 28, 2018

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

71

PAGE _18 OF 30

1. Department/Agency

Comptroller of Maryland

2. Division

Revenue Administration Division

3. Unit

Returns Processing Section

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

4, Record Series Tille
Dally Remittance Processing Documents (Paper)

5. Earliest Year/Latest Year

__2000__to _2007__

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

MW506 Employers Return of Income Tax Withheld, 502 DEP Individual Declaration of estimated tax, 504 DEP Fiduciary Declaration of
estimated tax, Sales and Use Tax Return, Tire Fee Return, all Tax Bill Payment Documents and any future scanned or imaged documents.

These forms are filed by various Individuals, Fiduciary and Businesses to report and pay the various taxes due the State of Maryland, they are
processed through the remittance processor and the images are available for view through the State of Maryland’s Tax System.

7. Record Saries Formal(s} List all
x Letter Size [ Microfilm

[ LegatSize  [[] Computer Tape

[ Audio Tape  [] Floppy Disk

O Bound Book  [J Video Tape

O Other (specify)

B. Record Series Sequence
[ Alphatbetical
ONumerical

O chrenalogical

O Geographice

x Other (specify)
By date and lax year.

9. Volume
12
Number

w File Drawer(s)}
[ Microfitm Reel(s)
O computer Tape(s)
[ Other (specify)

10. Annual Accumulation
__wz

Number

x  File Drawer(s)

] Microfiim Reel(s)

O Computer Tapais)
[Jower ispecify}

RAD bldg., Room 310

11, File is Used 12. File Becomes Inactive After
2
% Daily 3 weekiy O tonthsy 0 annvally
Numbar x Month(s)  [J vear(s)
60 days
13. Cument Location(s)  (Bldg., Floor, Room} 14.15R d Saeries Duplicated El 7 (If yes, specily agency or office.)
x Yes O ne

Scanned and slored on State of Maryland servers.

15, Access Restricions (If Yes, cite Law(s) & Regulation(s)
0 Yes x No

18. Audit Raquirements.

xNone [JState [ Federai [ Independent

17, 13 an Index System used? If yes, explain briefly and describe requirements
[ yes x No

to MSA standards.

18. Recommended Relention

Retain paper at the Revenue Administration Center for 60 days; then
destroy. Retain scans for five years; then destroy. Scans of paper are done

19. Name and Title of Preparer
Linda Couch, Payment Processing - Section Manager

20. Telephone Number
410-260-7606

21. Date
1011772016
Revised: July 9, 2018

DGS 550-4 (Rav. 1/33)




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794

ELECTRONIC RECORDS INVENTORY

(DGS 550-1) (410) 799-1930 Page __ 18 of 30___
COMAR 14.18.02
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT 75

Comptroller of Maryland

Revenue Administration Division

Returns Processing Section

DEFINITION — Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Daily Remittance Processing Documents (Paper)

5 EARLIEST YEAR/LATEST YEAR

2003 TO __2017

6 INPUT - Identify source of information to be entered

Vouchers/Returns

7 OUTPUT - Identify the use/s of information generated by system
Research taxpayer inquiries and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

MWS506 Employers Return of Income Tax Withheld, 502 DEP Individual Declaration of estimated tax, 504 DEP Fiduciary
Declaration of estimated tax, Sales and Use Tax Return, Tire Fee Return, all Tax Bill Payment Documents and any future

scanned or imaged documents.

These forms are filed by various Individuals, Fiduciary and Businesses to report and pay the various taxes due the State of
Maryland, they are processed through the remittance processor and the images are available for view through the State of

Maryland’s Tax System.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Access limited to authorized users; authorized users are limited to staff members within the Returns Processing Unit.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

N/A

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

12 RECOMMENDED RETENTION

Retain paper at the Revenue Administration Center for 60 days; then destroy. Retain scans for five years; then destroy. Scans of

paper are done to MSA standards.

13 TYPED OR PRINTED NAME OF
PREPARER

Linda Couch

14 TELEPHONE NUMBER

410-260-7606

15 DATE

812612017
Revised: July 9, 2018

16 TITLE OF PREPARER

Section Manager

DGS 550-6 (rev. 10/12)




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

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794 pace____ 19 or 30
. 410-799-1930 :
1. Department/Agency 2. Division 3. Unit . 76
Comptroller of Maryland Revenue Administration Division Revenue Accounting Section

pPUTPOSES.

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

Research File

5. Earliest Year/Latest Year
_ 2012__to _ 2017 __

series.)

reference.

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

File Folders containing taxpayer correspondence, action requests and responses, surveys and other information used for

7. Record Series Format{s) List all

X Letter Sze  [] Microfim

X Legal Siee [ Compuler Tape

8. Record Series Sequence 9. Valume

_12
[ Alphabetical Number

X File Drawer(s
[ Numericat ‘ )

[ Microfitm Reel(s)
[] Computer Tape(s)

X Chrenologica (by month} JOther (specity)
L} Audia Tape [ Fopy .DISk 10, Annuat Accumulation
[[] Geographical 6
{1 Bound Book ] Video Tape " Number
! O other {specify) __
1 Other (specifyy X Fila Drawer(s)
3 Microfitm Reet(s}
3 Computer Tape(s)
[(other (specity),
41. File is Used 12, Fle Becomes Inactive After
3
0aity X Weekly 3 Monthiy [ Annuaty
Number [JMoanthis) X Year(s)

13. Current Location(s)  {BIdg., Floor, Room)

RAD bldg. 3« Floor

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

[ Yes X No

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

16. Audil Requirements

3 Yes X No
[INane X state [J Federal [7] Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18, Recommended Retention
[dyes XNo Retain paper at the Revenue Administration Center for 3 years and

until audits have been done; then destroy,

18. Name and Title of Preparer
Pharita Akbhavasut

20. Telephone Number | 21, Date
410-260-7501 10/12/2016
Revised: March 28, 2018

DGS 5504 (Rov. 1/83)




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

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

Jessup, Maryland 20794 PAGE 19 or 30—
410-799-1930 : .
1. Depa'rtmevagency‘ 2. qivision | 3. unit ‘ 77
Comptroller of Maryland Revenue Administration Division Revenue Accounting Section

DEFINITION: RECORD SERIES: A group of related
purposes.

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

4, Record Series Tille
Backup for Suspense Funds

5. Earliest Year/Latest Year
__2012__to _ 2017___

series.)

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

Substantiation for the movement of paynies_xts into and out of the Suspense Fund. Records consist of copics of screen prints for checks which are
recarded in the suspense account due to the lack of identification of the taxpayer’s account, to which it should be applied.
Note: For example, a dealers monthly tax return reporting purchased fuels.

7. Record Serins Format(s) List all 8. Record Senies Sequence 9. Volume
6
Alphabetical * NI
X LetterSize  [J Microfim [ Alphabetica umber
X File D
[J Numericat o Drawerts)
{1 LegalSize  [] Computer Tape [ Microfilm Reel(s)
) {0 Computer Tape(s)
[ Audio Tape  [] Floppy Disk X Chranological (by month) [other (specify)
10. Annual Accumulation
[ Bound Book [ Video Tape [J Geographicat )
Number
[0 Other{specify} _____ O Other (specify) _ .
X File Drawer(s)
[ Microfitm Reel(s)
[ Compuler Tapeis)
. {JOther (specity)
11. File is Used 12. File Becames Inactive Afler
1
Ooaily X Weekly 0 Monhiy [ Annually
. Number O Menthis) X vear(s)
13, Current Location(s)  {Bldg., Floor, Room) 14. Is Recard Senies 'Dupﬁcated Eisewhere? {If yes, specify agency or office.)
RAD bldg. 3% Floor OYes XnNo
15. Access Restrictions (If Yes, cite Law{s} & Regulation{s) 16. Audil Requirements
O ves XNo
: [OOnene X state [] Federal [] independent
7. 15 an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
Clves Xno Retain at the Revenue Administration Center for 3 years and until
audits have been done; then destroy.

19, Name and Title of Preparer
Pharita Akbhavasut

20. Telephone Number | 21. Date
410-260-7501 101212016
Revised: March 28, 2018

365 5504 (Rev. 1/83)




Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
éach new or revised record series. Forward . RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (OGS 550-1) ' 7275 Waterloo Road, P.C. Box 275 .
’ Jessup, Maryland 20794 pace 19 oF —30—f—~
410-799-1930
1. Department/Agency ' | s 2. Division 5 : 3. Unit - ?
Comptrolier of Maryland Revenue Administration Division Revenue Accounting Section

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
Suspense Fund Correspondence ' ' _2012__to _ 2017___

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

series.)
Suspense account correspondence is seat to the taxpayer requesting disposition of the remittance. These records are considered open at this
point. After the remittance is identified and transferred to the proper account, it is considered closed. :

Records consist of copies of screen prints for checks which are recorded in the suspense account due to the lack of identification of the taxpayer’s
account.

7. Record Series Format(s) List all . 8, Record Series Seguence 9 Volume
' ‘ a2
’ .
X Letter Size  [J Microfitm (] Alphabeicat Number
X File Drawe
Co I Numerical e s}
[ tegaisze [ Computer Tape [ wiicrefim Reet{s)
[ Computer Tape(s)
[J Awdio Tape [ Floppy Cisk ' X Chranclogical {by month) CJother (specify)
1. Annual Accumulation
[0 Bound Back [ Video Tape : [} Geographical 1 s
. . . Number
[0 Other (specifyy ______ [OJ0ther (specify} _
- . X Fila Drawer(s)
{7 Microfitm Reel(s)
(] Computer Tape(s)
Dother (specity)
11, File is Used ! . 12. File Becomes Inaclive After
' : 3 :
[ oaily [ weeky X Manthly’ [J Annually .
Number [ Monmis) X Year(s)
. 13. Cutrent Locatian(s) ({Bdg., Floor, Room) - 14.Is Recard Series Ouplicated Elsewhere? {If yes, specify agency or office.)
RAD bldg. 3 Floor . [ves Xno
15, Access Reslrictions {If Yes, cite Law(s) & Regulalicn(s) . 16. Awdil Requirements
O ves XNo
[Onone X state [ Federast [ independent
17. Is an Index Systern used? if yes, explain briefly and describe requiremenis 18. Recammmended Retention
[d¥es Xwo o Retain closed records at the Revenue Administration Center for 3
years and until audits have been done; then destroy.
19. Name and Title of Preparer -20. Telephone Numbar | 21. Date
Pharita Akbhavasut ' 410-260-7501 10122016

Revised: March 28, 2018

DGS 5504 (Rev. 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 Records Relention Schedule (DGS 550-1) 7275 Waterloo Road, P.Q. Box 2756
Jessup, Maryland 20794 PASE 19 or _30_._
410-795-1530
1. Depariment/Agency 2. Division _ N 3. Unit 7 ﬁ
Comptroller of Maryland Revenue Administration Division ~{ Revenue Accounting Section

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

4. Record Series Title ' 5. Earliest Year/Latest Year
Receipts for Cash __2012__to _ 2017 ___

6. Record Series Description (Briefly describe the types of information/documentis/forms found in the series. Include the purpose or function of the
senies.)
Files contain receipt books and cash receipts which are prepared in response to taxpayer requests for a receipt.

7. Record Series Format(s) List all . 8. Record Series Sequence 9. Volume
_12
. [ mphatetical Number
X LetterSize  [J Microfim
File Dra
11 Numarical X File Drawerts)
[] LegatSize  [] Computer Tape ’ ] Microfitm Ree¥s)
. [ Computer Tape(s)
[J Audio Tape  [] Floppy Disk X Chranclogical (by month) [M0ther tspecity}
. 10. Annual Accumulation
‘[0 Bound Book  "[] video Tape [] Geographical K
} Number
iher (specify) Other (5 _
= - ) (epecily) - X Fite Drawer(s)
[[] Microfim Reel(s)
[] Computer Tape(s)
[ Cther (specify).
11. File is Used ' t2. File Becomas Inactive Afler
3
Opaity [0 weekiy X Monthly ] Annuaiiy ] .
Number CIMonth(s) X Yean(s)
13. Current Location(s)  (Bdg., Floor, Room) 14. Is Recard Series Duplicated Elsewhere? {If yes, specily agenty or office.)
RAD bldg., 3 Floor - ' DYes XNo
15, Access Restrictians (If Yes, cite Law(s) & Regulation(s} 16. Audil Requirements
Oyes - Xno
‘ [ None X State [J Federal [] independent
17. s an Index System used? if yes, explain briefly and describe requirements 18. Recammended Retention
OvYes Xno Retain at the Revenue Administration Center for 3 years and until
audits have been done; then destroy.
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Pharita Akbhavasut ‘ 410-260-7501 101122016
Revised: March 28, 2018

DGS 5504 {Rev. 1/8)



INSTRUCTIONS - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS

SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION INVENTORY

ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLOO ROAD, P.O. BOX 275

WITH ' JESSUP, MARYLAND 20794 p ¢ 30
RECORDS RETENTION SCHEDULE (DGS 550-1) (410) 799-1930 age 20 of 30
COMAR 14.18.02 i :

1 DEPARTMENT/AGENCY _ 2 DIVISION 3 UNIT 433
Comptroller of Maryland Revenue Administration Department | Revenue Accounting division

DEFINITION — Record Series - A group of related records stored electronically and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR
Financial Records

2004 and 2017
6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by

system
Journal entries
Research taxpayer inquiries and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.

Support documents for journals of final entry. Such as Journal ledger, Cash Collection reports by tax type. Correspondence,
etc...

9 POLICY ON ACCESS AND USE ~ Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or
taxpayer inquiries.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Not Applicable

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression establlshed to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Marytand servers maintained by the Information Technology Division of the Comptroller of the State of Maryiand.

12 RECOMMENDED RETENTION
Retain at the Revenue Administration Center for three (3) years and all audits have been completed, then destroy. Scanned
documents are done to MSA Standards.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER -
410-260-7501 10/13/2016
Pharita Akbhavasut Revised: March 28, 2017

16 TITLE OF PREPARER
Manager/AM

DGS 550-6 (rev. 10/12)




INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS

SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION INVENTORY

ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLOO ROAD, P.O. BOX 275 ]
WITH JESSUP, MARYLAND 20794 f 0
RECORDS RETENTION SCHEDULE (DGS 550-1) (410} 799-1930 Page 20 of 30
COMAR 14.18.02

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT g’
Co'mptroller of Maryland Revenue Administration Department | Revenue Accounting division
DEFINITION — Record Series - A group of related records stored electronically and used asa unrl for reference as well as relentlon

and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE ' 5 EARLIEST YEAR/LATEST YEAR

Official Journals and Ledgers )
2004 and 2017

6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by

system
Journal entries and ledgers
Research taxpayer inquiries and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system

Official journals and ledgers recording the receipts and expenditures of the Division. (Must be on disk). Final entry journals are
maintained by the General Accounting Division.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or
taxpayer inquiries.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Not Applicable

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record’s retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

12 RECOMMENDED RETENTION
Retain at the Revenue Administration Center for three (3) years and all audits have been completed then destroy Scanned

documents are done to MSA standards.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
410-260-7501 10/13/2016
Pharita Akbhavasut ) Revised: March 28, 2017

16 TITLE OF PREPARER
Manager/AM

DGS 550-6 (rev. 10/12)




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

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-759-1930

20 or .30

PAGE

1. Depantment/Agency 2. Division

Comptroller of Maryland

Revenue Administration Division

3. Unit
g

Revenue Accounting Section

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. Recard Series Tille
Bank Account Files

5. Earliest Year/Latest Year

__2012__to _2017__

Administration Division.

A. Bank Statements
B. Debit Memoranda
C. Check Listing

D. Bank Printouts

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)
These files contain documents generated during the transaction of banking services for income tax refunds as required by the Revenue

Files are arranged by calendar year and bank account number, and may contain the following:

E. Reconciliations
F. Check Copies
7. Record Series Format(s) List all B. Recard Series Soquence 9. Voluma
B
Alphabsatical Number
X LetterSize [ Microfim O ae
X Fila Drawer(s
[ Numerical I )
[ Legatsize  [] Camputer Tape O Microfitm Reel(s)
D Crronological (by month) D Computer Tapel(s)
[ Audic Tape [ Fiappy Disk [ other (spacify}
O Geographical 10. Annual Accumulation
[ Bound Book  [[] Video Tape 3
Number
[0 Other (specify) X Other (specify) __ X Fie
Fi
By calendar yoar and bank account ile Drawar(s)
" [ ticrofim Rael(s)
[ Computer Tapets)
[Jother (specity)
11, File is Used 12. File Becomes Inactive Afler
3
Opaiy O weekly X Monthly [ Annually
Number OMenihisy X Year(s)

+3. Current Location(s)  {Bldg., Floor, Room}

RAD blidg. 3" Floor

14. Is Record Saries Duplicated Elsewhare? (If yes, spacify agancy or office.}

[ Yes

X No

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

[ Yes X Na

16. Audit Requiremants

[dMane X state []Federal X Indepondent

17. 1s an Index System used? If yes, explain briefty and desceribe requirements

[ ves

X No

18. Recommended Retention

Retain at the Revenue Administration Center until
superseded with another account or until audit
requirements have been met, whichever occurs later, then

destroy.

19. Name and Title of Preparer

Pharita Akbhavasut 410-260-7501

20. Telephone Number

21. Date
10/12/2016
Revised: July 9, 2018

DGS 5504 {Rev. 1/83)




INSTRUCTIONS ~ TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED . RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLOO ROAD, P.O. BOX 275

WITH JESSUP, MARYLAND 20794

RECORDS RETENTION SCHEDULE (DGS 550-1) (410) 798-1830 Page 21 of __30__
COMAR 14.18.02 )

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Comptroller of Maryland Revenue Administration ‘Departrnent Revenue Accounting division

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE .| 5 EARLIEST YEAR/LATEST YEAR
Register of Wills/Sheriff Reports _

‘ 2004 and 2017
6 INPUT - [dentify source of information to be entered 7 OQUTPUT - Identify the use/s of information generated by

system
Reports .
Research taxpayer inquiries and audit inquiries. -

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briéﬂy describe the information/documents/forms
contained in a series. Include purpose and function of the system.

Includes Cash .Activity Report and Inventory Report

9 POLICY ON ACCESS AND USE - Explain or attaéh copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or
taxpayer inquiries. '

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Not Applicable

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

12 RECOMMENDED RETENTION
Retain at the Revenue Administration Center until all audits have been completed; then destroy.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER : '
410-260-7501 10/13/2016
Pharita Akbhavasut _ ‘ . : Revised: March 28, 2017

16 TITLE OF PREPARER
Manager/AM

DGS 550-6 (rev. 10/12)




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 20734
410-799-1830

AGENCY RECORDS INVENTORY

PAGE 2106 _ 30

1. Department/Agency

Comptroller of Maryland

2. Division

Revenue Administration Division

3. Unit 8‘1

Revenue Accounting Section

purpeses.

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

4. Recard Series Title
State Property Tax-Report of Collectors

5. Earliest Year/Latest Year
__2004__to _2017___

series.)

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

Report of Collector of State Tax (Form 170) includes tax receivable adjustments (levies), homestead credit adjustments, tax
collections, refunds, homeowner's tax credits, penalty, interest, and service charges for both current and prior years. The Public
Debt — Report of Collectors of State Taxes should be signed and dated by the Collector of State Taxes.

7. Recard Series Format(s) List all

X LetterSize [ Microfilm

O Legaisize  [J Computer Tape
O Audic Tape [ Fioppy Disk

[ Bound Book  {] video Tape

O other (specify)

X Chrontogical {by month)

8, Recard Series Sequence 9, Volume
|

[ Asphabetical Number

] Numerical

X File Drawer(s)
O Microfilm Reel(s)

[ Gomputer Tape(s)
[Other (specify)

[ Geographical 1

O other (specity) _.

Number

10, Annual Accumulalion

X Fils Drawss(s)
[ Microfilm Reel(s)

O computer Tape(s}
Clother (specify)

11. Fite is Usad

[Joaity [ weskly ] menthly
As neaded, Information is entered into reper.

0 Annuany

1

30 Days

12. Fite Becarnas Inactive After

Number X Month(s) [J Year(s)

13. Current Loeation(s)  (Bldg., Floor, Roam)

RAD bldg. 3 Floor

14, |s Racord Series Duplicaled Elsewhere? (If yes, spacify agency or office.}

X Yas O Ne

Seanned and storad on State of Maryland sarvers.

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

[0 ves X No

16. Audit Raquiremenis

X Nene [ sState [] Federal [ Independsnt

O ves X No

17. Is an Index Systern vsad? If yes, explain briefly and dascriba raquirements

18. Recommended Retention

Retain paper at the Revenue Administration Center for 30 days;
then destroy. Retain scans for five years; then destroy. Scans
of paper are done to MSA standards.

19. Name and Title of Preparer
Pharita Akbhavasut

20. Telephone Number | 21. Date
410-260-7501

10/12/2016
Revised: July 9, 2018

DGS 5504 (Rev. 1/93)




INSTRUCTIONS - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES { ELECTRONIC RECORDS INVENTORY

SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLOO ROAD, P.C. BOX 275

WITH JESSUP, MARYLAND 20794 21 f 30
RECORDS RETENTION SCHEDULE (DGS 550-1) {410) 799-1930 Page 21 of 30
COMAR 14.18.02

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT if
Comptroiler of Maryland Revenue Administration Department | Revenue Accounting division
DEFINITION — Record Series - A group of related records stored electronically and used as a unit for reference as well as retention

and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR
State Property Tax-Report of Collectors

2004 and 2017
6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by

system
Reports
, Research taxpayer inquiries and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the informationfdocuments/forms
contained in a series. Include purpose and function of the system.

Report of Collector of State Tax (Form 170) includes tax receivable adjustments (levies), homestead credit
adjustments, tax collections, refunds, homeowner's tax credits, penalty, interest, and service charges for both current

and prior years. The Public Debt — Report of Collectors of State Taxes should be signed and dated by the Collector
of State Taxes.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or
taxpayer inquiries.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Not Applicable

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record’s retention and usability throughout the record’s authorized life cycle.

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

12 RECOMMENDED RETENTION

Retain paper at the Revenue Administration Center for 30 days; then destroy. Retain scans for five years; then destroy. Scans of
paper are done to MSA standards. :

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER

410-260-7501 10/13/2016
Pharita Akbhavasut Revised: July 9, 2018

16 TITLE OF PREPARER
Manager/AM

DGS 550-6 {rev. 10/12)




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

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

410-799-1930

AGENCY RECORDS INVENTORY

PAGE 210 _30___

1. Department/Agency

Comptroller of Maryland

2. Division

Revenue Administration Division

3. Unit

Revenue Accounting Section

purposes.

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

4. Record Series Title
Distribution Files

5. Earliest Year/Latest Year

__2004__to __2017__

series.)

Article, Annotated Code #2-601 - #2-612.

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

Arranged chronologically by monthly distribution, these files contain papers which document the amount of State Taxes collected
from each incorporated municipality, and the amount redistributed to same as their respective share, pursuant to the Tax General

7. Racord Saries Formal(s) LisL all

X LetterSze  [J Microfilm

[ Legat Size ] Computer Tape
[0 Audio Tape  [] Floppy Disk

O 8ound Book [ Vvideo Tape

[ Other {spacify)

8. Record Series Sequence
O Aiphabetical

[ Numericat

X Chronological (by menth)

D Geographical

[ Other {specity) _

9. Volume
1]
Number

X Fita Drawer(s)
[ Microfim Reel(s)

[0 computer Tapa(s)
[Cther {spetify)

10. Annual Accumulation
172

Number

X File Drawer(s)
[ Micrefilm Real(s)

[ Computer Tapals)
[OJother (specity).

11. File is Used

Cloaity
As needed

[ weekly [ Monihly [ Anmually

1

Number

30 Days

12, Fila Becomes Inactive ARer

X Menthis) [J Yeer(s)

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

RAD bldg. 3" Floor

X¥es

14. |s Racord Series Duplicated Elsewhere? {If yas, specify agency or office.)

O nNe

Scanned and storod on Stale of Maryland servers.,

15. Access Restrictions {If Yes, cile Law{s} & Regulation(s}

[ Yes X No

16. Audil Requiremanils

X None [ State [J Federal [ independent

17. 1s an Index System used? If yas, explain brisfly and describa requirements

] ves X Ne

18. Recommended Retention
Retain paper at the Revenue Administration Center for 30 days;

then destroy. Retain scans for five years; then destroy. Scans
of paper are done to MSA standards.

19. Name and Title of Preparer
Pharita Akbhavasut

20. Telephone Number
410-260-7501

21. Date
101122016
Revised: July 9, 2018

DGS 5504 {Rev. 1/93)

¢6



INSTRUCTIONS - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH

RECORDS RETENTION SCHEDULE (DGS
550-1)

COMAR 14.18.02

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794
{410) 799-1930

ELECTRONIC RECORDS INVENTORY

87

Page 21 of 30

1 DEPARTMENT/AGENCY

Comptroller of Maryland

2 DIVISION

Revenue Administration

3 UNIT

Revenue Accounting Division

DEFINITION - Record Series -

and disposition purposes

A group of related records stared electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Distribution Files

5 EARLIEST YEAR/LATEST YEAR

2004 to 2017

6 INPUT - Identify source of information to be entered

Distribution files

7 OUTPUT - Identify the usefs of information generated by system

Research taxpayer inquiries and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/dacuments/forms

contained in a series. Include purpose and function of the system.

Arranged chronologically by distribution, these files contain papers which document the amount of State Taxes collected from
each incorporated municipality, and the amount redistributed to same as their respective share, pursuant to the Tax General Article,

Annotated Code #2-601 - #2-612.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or

taxpayer inquiries.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

NA since records stored for audit and research purposes,

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

12 RECOMMENDED RETENTION

Retain paper at the Revenue Administration Center for 30 days; then destroy. Retain scans for five years; then destroy. Scans of

paper are done to MSA standards.

13 TYPED OR PRINTED NAME QF
PREPARER
William Blum

14 TELEPHONE NUMBER
410-260-7252

15 DATE 4/22/17
Revised: July 8, 2018

16 TITLE OF PREPARER
Assistant Section Manager
Returns Processing- Uncott

DGS 550-6 (rev. 10/12)




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 ¢ 8|
with Records Retention Schedule (DGS 550-1) 7275 Walterloo Road, P.O. Box 275

Jessup, Maryland 20794

410-799-1930

PAGE. 22 or __30 .

1. Deparment/Agency 2. Divigion

3. Unit

Comptroller of Maryland - | Revenue Administration Division Revenue Accounting Section

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

purposes. -

4. Record Series Title
Accounting Records

5. Earliest Year/Latest Year
__2004__to __2017__

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

series.)
Accounting Records for Alcohol and Tobacco Tax
11-1 Record of Escrow Deposit and Subsequent Transfers
11-2 Record of Permits Issued
.13 Deposit Summary
13-1 Detail of Deposit Summary
418 Cash Receipt

7. Record Series Format(s) List all B. Record Series Sequence 9. Valume
6
X tetter Sze [ Meicrofilm L] Aphabetica Nurmber
] Numercal . X File Drawer(s)
[d LegatSke  [J Computer Tape [ Microfilm Reel(s)
O chronclogical 03 Computer Tapets)
[ Audio Tape ] Floppy Disk | J0ther (specify)
. : (] Geographical 10. Annual Accumultation
[0 Bound Book [ Video Tape 3
. X Other {specify} _ Nun_'nber
(O Other(specity)
By date and lax year X Fite Drawer(s)
[J Microfitm Reel(s) _
[ Computer Tape(s)
[Jother (specity)
11. File is Used 12. File Becomes Inactive Alter
3.
[T0aily [J weexly X Monthty 0 Annuatly

Number

OX Monthis) X Year(s)

13. Cument Localion(s}  (Bldg., Floor, Room}

RAD bldg. 3 Floor

X Yes

14. Is Record Series Duplicated Eisewhere? {If ves, specify agency or office.}

0O e

. Scanned and stored on State Maryland servers.

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

[ ves X No

16. Audit Requirements

[ONene X State [JFederal [ independent

17. 15 an Index Sysiem used? If yes, explain briefly and describe requirements

Oves Xno

18. Recommended Retention

Retain at the Revenue Administraticn Center for 3 years and until all
audit requirements have been met; then destroy. Documents are
scanned to MSA standards.

19. Name and Title of Preparer
Pharita Akbhavasul

20. Telephone Number
410-260-7501

21. Date
10/12/2016
Revised: March 28, 2018

DGS 5504 {Rev. 193}




INSTRUCTIONS —~ TYPE OR PRINT A DEPARTMENT OF GENERAL ELECTRON!C RECORDS INVENTORY

SEPARATE FORM FOR EACH NEW/REVISED SERVICES
ELECTRONIC RECORD SERIES. FORWARD WITH | RECORDS MANAGEMENT DIVISION

RECORDS RETENTION SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD, P.O. BOX )

COMAR 14.18.02 275 Page 22 of 30

JESSUP, MARYLAND 20794
(410) 799-1930

1’
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT g
Comptroller of Maryland Revenue Administration Revenue Accounting division
Department
DEFINITION — Record Series - A group of related records stored electronically and used as a unit for reference as well as relention
and disposition purposes
4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR

Accounting Records ,
2004 and 2017

6 INPUT - Identif.y source of information to be entered 7 QUTPUT - Identify the use/s of information generated by
system

Adcounting Records for Alcohol and Tobacco Tax :
. Research taxpayer inquiries and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
’ contained in a series. Include purpose and function of the system.

11-1 Record of Escrow Deposit and Subsequent Transfers
11-2 Record of Permits Issued

13 Deposit Summary

13-1 Detail of Deposit Summary

418 Cash Receipt

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or
taxpayer inquiries.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION N THE SYSTEM

Not Applicable

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Expléin the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle. .

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

12 RECOMMENDED RETENTION
Retain at the Revenue Administration Center for three (3) years and all audits have been completed; then destroy.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER '
410-260-7501 10M13/2016
Pharita Akbhavasut . Revised: March 28, 2017

16 TITLE OF PREPARER
Manager/AM

DGS 5506 (rev. 10/12)




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 q 0

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

410-195-1830

pace___22 of __30 ]

1. Department/Agency

Comptroller of Maryland

2. Division

Revenue Administration Division

3. Unit

Revenue Accounting Section

pUrposes.

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

4. Record Series Title
Accounting Records-Motor Fuel Tax

5. Eariest Year/Latest Year
__ 2004 __to _2017___

A.  Deposit Documnentation Forms
Deposit Slips
Certificates of Deposit
Batch control sheets
Deposit summaries
Deposit recanciliations
Stars reports/printouts

that pertain to Revenue and expenditures.

6. Record Series Description {Briefly describe the types of information/documentsfforms found in the series. Include the purpose or funciion of the
series.) This record includes all Standard State accounting forms as well as other accounting media which provide supporting data
in the special and general accounting records. The series includes any report, printout, schedule and other supporting decuments

B. Expenditure Documentation Forms

Stars report/print outs
Budget Information

Expenditure Projections

X Manthly

Coaily O weewy 3 annuatty

7. Record Series Formal{s) tistall 8. Record Series Sequence 9. Volume
5
.X Letter Size [ Microfilm 0 Atphabedcar Number
(] Numerical X File Drawer(s}
3 tegal Size 3 computer Tape O Microfitm Reel(s)
[ chronclogical [ Computer Tapets)
O Audio Tape [ Floppy Disk [Jother (specify)
[ Geographical 10. Annual Accumulation
[ 8ound Book [ Video Tape 3
Number
O other (specify) ______ X Other (specifyy __
By date and tax year X File Drawer(s)
[ Microfilm Reel(s)
[ Computer Tapets)
[dother (specify)
11. File is Used 12. File Betomes Inaclive Afler

3

(- a

Number [ Menthis) X Years)

13. Cumrent Location(s)  (Bldg., Floar, Roam)

RAD bidg. 3™ Floor

14. Is Record Series Duplicated Elsewhara? {If yes, specify agency or office.)

Oves X No

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

[ Yes X No

16. Audit Requirements

O Nene X State [ Federal [ tndependent

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

O ves X No

18. Recommended Retention

Retain at Revenue Administration for 3 years and until ali audit
requirements have been met; then destroy. Documents are scanned to
MSA standards.

19. Name and Title of Preparer
Pharita Akbhavasut

20. Telephone Number
410-260-7501

21. Date
10/12/2016
Revised: March 28, 2018

OGS 5504 (Rev. 1/93)




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

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

q!

pace__ 23 or __30 .

1. Department/Agency

Comptroller of Maryland

2. Division

Revenue Administration Division

3. Unit

Revenue Accounting Section

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

_pUIPOSES.

4. Record Series Title
Accounting Records-Motor Fuel Tax

5. Earliest Year/Latest Year

__2004_ to __2047___

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

series)) This record includes all Standard State accounting forms as well as other accounting media which provide supporting data

in the special and general accounting records. The series includes any report, prinfout, schedule and other supporling documents

that pertain to Revenue and expenditures.

C. Fiscal Year End Close Out Schedules and Supporting

Documentation

D_Payroll Registers, Exception Time Reports and Supporting Documentation

7. Record Serles Formai(s) List all

X Letter Size  [] Micrafim

O tegalSize  [] Computer Tape
{1 Audio Tape [ Floppy Disk

{0 Bound Book [ video Tape

O other (specity) _____

8. Record Series Sequence
[] atphabeticat

[ Numerica

[ chronalogical

[ Geographicat

X Other {specify) __
By dale and tax year

9. Volume
]

Number

X File Qrawer(s)

[ Microfim Reei(s)
[ Computer Tape(s)
[JCther (specify).

10. Annual Accumulation
3

Number

X File Drawer(s)
3 Micrefitm Reet(s)

[ Computer Tape(s)
[other (specify)

11. File Is Used

[Joaily [ weekly X Monthty O Annuaty

5

Number

12. File Becomes Inactive Afler

O Monthis) X Yvear(s)

13. Cumrent Localion(s)

RAD bldg. 3™ Floor

{Bldg., Floor, Room)

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

OJves

X No

15, Access Resiriclions {If Yes, cite Law(s} & Regulalion{s)

[ Yes X No

16. Audit Requirements

[OwNone X State [ Federal [[] independent

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

3 Yes XNo

18. Recommended Retention

Retain at Revenue Administration for 5 years and until all audit
requirements have been met; then destroy.

19. Name and Title of Preparer
Pharita Akbhavasut

20. Telephone Number
410-260-7501 *

21. Date
101212016
Revised: March 28, 2018

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

AGENCY RECORDS INVENTORY

92

PAGE 23 OF ___30

410-799-1930

1. Depardment/Agency

Comptroller Office

2. Division

Revenue Administration Division

3. Unit

Revenue Accounting Section

purposes.

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

4. Record Series
Cash receipts/Fuel Tax Returns Records

B. Earliest Year/Latest Year
2013____to _2017

series.) Dealer monthly tax relum reporting purchased fuels.

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

7. Record Series Farmal(s} List all
@ Letler Size [ Microfitm
[Tregal Size. [] Computer Tape
[ Audie Tape 7 [ Fieppy Disk
[ eound Bouk. [ video Tape

[0 Ciher (specity)

8. Record Series Sequence 9. Volume
g
[ aiphabetical Number
@ File Drawer(s)
{ONumericat [] Microfilm Reel(s)
O Computer Tape(s)
[ Chronolegicat [O0ther (specify),_
10, Annual Accumulation
[ Geographical 2
Number
(@] other tspecity) [B] Fite Drawerts)
By date and lax year ] Microfilm Reel(s)
[ Computer Tapes)
Ooter (specify)

11. File is Used

O oaily [ weeky @" hly

O Annuatly

Number

12. File Becomes Inadlive After

3

[ Month(s) E Year(s)

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

RAD, 3%, 301

0 yes

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

&l

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

[ Yes ENO

16, Audil Requirements

[ Nene Esme [ Federat Elndependent

[ ves ENo

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

years; then destroy.

18. Retain for 1 year, then transfer to the State Records Center for 3

19. Name and Title of Preparer
James Pasko, Manager

20. Telephone Number
410-260-7521

21. Date
April 3, 2017
Revised: March 29, 2018

OGS 5504 (Rev. 1193)




Instructions —Type or Print a separate form for
each new of revised 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
410-799-1830

AGENCY RECORDS INVENTORY

13

PAGE 24, CF 3t

1. Department/Agency

Comptroller Office

2. Division

Revenue Administration Division

3. Unit

Revenue Accounting Section

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
IFTA Bank Reconciliation

5. Earliest Year/lLatest Year
2013 ____to _2017

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

series.) Deposits of motor fuel driver reported mileage and purchases.

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
[3
" (W Lettorsize [ Microfim O Aiphasetical Number
@ File Deawer(s)
Otegaisize [ Computer Tape ONumerical [ microfim Reel(s)
[ Computer Tape(s)
O Audio Tape [ Flappy Disk E Chronological (monthly) [JOther (specify)
‘ 10, Annual Accumulation
[ Bound Bock  [] Video Tape [ Geographical 3 :
Number
O Other(specifyy _____ O other (speciiy) .. (8] Fre Drawerts)
{0 Microfilm Reel(s)
| [J Computer Tape(s)
[other (specity)
11. File is Used 12. Fila Bacomes Inaclive After

Ooaiy  [Jweeky (B Monty [ Annuaty

< N

Number

(&) Year(s)

[ Month(s)

13. Curent Location(s]  (Bidg,, Floor, Reom)

14. Is Record Series Dup[icateci Elsewhere? (If yes, specify agency or affice.)

RAD, 3, 301 Dves @
15, Access Restrictions (I Yes, cite Law{s) & Regulation(s} 16. Audit Requirements
O ves ENo

Otone [@]state [ Fecerat [@]independent

17. Is an Index System used? If yes, explain briafly and describe requirements
O Yes ENO

18. Retain fi)r 3 years and until all audit requirements have
been met; then destroy.

19. Name and Title of Preparer
James Pasko, Manager

20. Telephone Number
410-260-7521

21. Date
April 3, 2017
Revised: March 29, 2018

DGS 550-4 (Rev. 1193}




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 - 9 "[
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE.__ 24 OF %0

) Jessup, Maryland 20794
410-799-1830

1. Depariment/Agency ) 2. Division 3. Unit

Comptroller Office Revenue Administration Division Revenue Accounting Section

DEFINITION: RECORD SERIES: A group of related recards nonmally filed and used as a unil for reference as well as retention and disposition
purposes. .

4, Record Series ) . 5. Earliest Year/Latest Year
IFTA Transmittals from Maryland 2013 to 2017

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

series.) Driver reported Maryland fuel purchases driven in other states.

7. Record Series Format{s) Lisi all 8. Record Series Sequence 9, Volume
6.
(@] teversze [ Miorofim [ Mphabetical Number
E File Drawer(s)
[CltegalSize [ Computer Tape i [INumerical 3 Microfilm Reel{s)
. {J computer Tape(s)
[ Audio Tape [ Floppy Disk EIChmmlogical {monihty) Olother (spacify)
] 10. Annual Actumulation
{0 Bound Book ] Video Tape [ Geographicat 3
. . Number
[0 Oer (specify) Domer(specityy | [M] Fite Drawerls)
’ [ Microfilm Reek(s)
O Computer Tapa(s)
[fOther (specfy) .
11. Fite is Used 12. Fita Becomes Inactive Aftar
. - . S
[ paily [ Weekly- @ Monthly [ Annualiy —_————=
. Number [0 Monthis) E Year(s)
13. Cument Lecation(s)  (Bldg., Floar, Room) || 14.1s Record Series Duplicated Elsewhere? (M yes, specify agency or office.)
. i N
RAD, 3%, 301 Oves  [@he
15. Access Restrictions (if Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

] Yes ENO
' [ Noae @Smte O3 Federal El[\dependem

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

Oves @ Retain for 3 years and until all audit requirements have been

met; then destroy.
19. Name and Title of Preparer ’ 20. Telephone Number | 21. Date

James Pasko, Manager 410-260-7521 April 3, 2017
: Revised: March 29, 20-.8

DGS 5502 (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

410-789-1930

AGENCY RECORDS INVENTORY

45"

PAGE, 24, OF 30 -

1. Depariment/Agency ]

Comptrollef Office

2, Division

Revenue Administration Division

3. Unit

Revenue Accounting Section

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 5. Earliest Year/Latest Year
IFTA Transmittals to Maryland 2013 to _2017

6. Recard Series Descriplion {Briefly describe the types of information/dacumentsHorms found in the series. Include the purpose or funclion of the

series.) Driver reported fuel purchases in other stales and driven in Maryland.

7. Record Series Format(s)  List all
(W] Letter Size [ Microfim

[0 Legat Size  [J Computer Tape

8. Record Series Sequence
[ Alphabetical
[] Numerical

E Chronologicat (monthty)

9. Volume

5

Number

(] Fie Drawerts)

[ Microfim Reel(s)
[ Computer Tape(s)

[T Audio Tape  [] Floppy Disk [dother (specify)
10. Annual Accurmulaltion
D Bound Book [ video Tape U Geographical 3
. Number
[ Other (specify) .. O otrer (specify) _____ (W] Fite Drawer(s)
{3 Mmicrofitm Reel(s)
D Computer Tape(s}
CJother (specity}
11. Fila is Used 12, File Becomes |nadlive After
. -
O paily O weekly @ Monthly  [J Annuaby -
Number [] Month(s) EYear(s}

13. Curreni Location{s) {Bldg., Ftadf. Room)

RAD, 3t, 301

&

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

3 ves

15. Access Restrictions (If Yes, cile Law(s) & Regulation(s)
[ ves mﬂo

16, Audit Requirements

O Mone @S!ate [] Federal Elndepenﬁeni

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

O Yes ENO

18. Recommended Retention

Retain for 3 years and until all audit requirements have been

met; then destroy. -

19. Name and Title of Preparer 20. Telephone Number

410-260-7621

21. Date
April 3, 2017
Revised: March 29, 2018

James Pasko, Manager

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
410-799-1530

AGENCY RECORDS INVENTORY

96

PAGE . _24____OF ___ M __

1. Depariment/Agency

Comptrolier Office

2. Division

Revenue Administration Division

3. Unit

Revenue Accounting Section

DEFINITION: RECORD SERIES: A group of related recards nomally filted and used as a unit for reference as well as refention and disposition

pUrpoSes.
4. Record Series 5. Earliest Year/Latest Year
{FTA Fund Transfers 2013 to _2017

series.}

Transfer of funds from the IFTA deposit account to Maryland.

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

Number

7. Record Series Format(s)  List all 8. Record Series Sequénce 9. Volume
6
(@] Lettersize [ Microfiim [J Alphabeticat Number
] Fite Drawerts)
[ Lepal size ] Computer Tape [OINumericat [ microfilm Reel(s)
[ Computer Tape(s)
[ Audio Tape  [[] Floppy Disk Echmnnlogical (manthly) [other (specify)
10, Annual Accumulation
[ Bound Book  [] Video Tape [ Geographical 3
Number
O oOther {specify) ____ O other (specify) (W] File Drawerts)
[ Microfilm Reel(s)
3 Computer Tape(s)
[CJother (specify)_
11. File is Used 12, File Becames Inaclive After
. -3__
(Joaly  [JWeeky (] Monnty [ Annuatty =
{0 Menth(s) E Year{s)

13. Currenl Lacalion(s}

RAD, 3, 301

(Bidg., Flcor, Room)

[T Yes '@Nu

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

15, Accass Reslrictions (if Yes, cite Law(s)} & Regulation(s)

16. Audil Requirements

[ Yes ENCI

[ Nore EState [ Federal Elndapendem

17. 15 an Index System used? If yes, explain briefly and describe requirements

Oves - @‘lo

18. Recommended Retention

Retain for 3 years and until all audit requirements have been
met; then destroy.

19. Name and Title of Preparer
James Pasko, Manager

20. Telephone Number
410-260-7521

21. Dale
April 3, 2017
Revised: March 29, 2018

DG$ 550-4 (Rev, 1/93)




INSTRUCTIONS - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLQO ROAD, P.Q. BOX 275
JESSUP, MARYLAND 20794

ELECTRONIC RECORDS INVENTORY

RECORDS RETENTION SCHEDULE (DGS (410) 799-1930 Page ____ 24 of ___ 30 __
550-1) q 7
COMAR 14.18.02

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Comptroller of Maryland

Revenue Administration Department

Revenue Accounting division

DEFINITION ~ Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Daily Remittance Processing Documents

5 EARLIEST YEAR/LATEST YEAR

2013 and 2017

6 INPUT - Identify source of information to be entered

MW 506 Employers Return of Income Tax Withheld, 502
DEP Individual Declaration of Estimated Tax, 504 DEP
Fiduciary Declaration of Estimated Tax, Sales and Use Tax
Return, Tire Fee Return, all Tax Bill Payment Documents.

system

7 OUTPUT - Identify the usefs of information generated by

Research taxpayer inquiries and audit inquiries.

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

These forms are filed by various Individuals, Fiduciary and Businesses to report and pay the various taxes due the State of
Maryland. They are processed through the remittance processor and the images are availabie for view through the State of

Maryland’s Tax System.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Access limited to authorized users. Authorized users are generally limited to staff members requiring access for audit and or

taxpayer inquiries.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

NA, records stored for audit and research purposes

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record’s retention and usability throughout the record’s authorized life cycle.

Scanned and stored on State of Maryland servers maintained by the Information Technology Division of the Comptroller of the

State of Maryland.

12 RECOMMENDED RETENTION

Retain paper at the Revenue Administration Center sixty (60) days; then destroy. Retain scans until all audits have been
completed; then destroy. Scans of paper are done to MSA standards.

13 TYPED OR PRINTED NAME OF
PREPARER
Pharita Akbhavasut

14 TELEPHONE NUMBER
410-260-7501

15 DATE
04/03/2017
Revised: July 9, 2018

16 TITLE OF PREPARER
Manager/AM

DGS 550-6 (rev. 10/12)




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 Walerloo Road, P.Q. Box 275

Jessup, Maryland 20794
410-799-1530

AGENCY RECORDS INVENTORY

9%

PAGE 24_____ OF __ 30

1. Department/Agency

Comptroller Office

2. Division

Revenue Administration Division

3. Unit

Revenue Accounting Section

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_Record Series

Daily Remittance Processing Paper Documents

§. Earliest Year/Latest Year

2013____to 2017 __

Maryland’s Tax System.

6. Record Series Descriplion (Briefly describe the types of information/documenisiforms found in the series. Include the purpose or function of the
series.) MW306 Employers Return of Income Tax Withheld, 502 DEP individual Declaration of Estimated Tax, 504 DEP
Fiduciary Declaration of Estimated Tax, Sales and Use Tax Return, Tire Fee Return, all Tax Bill Payment Documents.

These forms are filed by various Individuals, Fiduciary and Businesses to report and pay the various taxes due the State of
Maryland. They are processed through the remittance processor and the images are available for view through the State of

7. Record Serigs Format(s) List all

@ Letter Size  [] Microfilm

O egaiSiza  [] Computer Tape .
O Audio Tape [ Floppy Disk

D Bound Book D Video Tape

[O Other (specify} .

8. Record Serias Sequence
[] aiphabetical
ONumerica!

[] chronotogical

[] Geographical

Emher {specily)

By date and tax year

9. Volume

1

Numbar

E Filo Drawar(s}
[ Microfilm Reel(s)
U Compuler Tape(s)
[OJotner (specity)

10. Annual Accumulation
A
Number

@ File Drawar(s)

[ Microfilm Reel(s)
[J Computer Tape(s)

[Jother (specify)

11, File is Used

[ paity [[J Weekiy @ Monthly [] Annually

Number

60 days

12, File Becomes Inactive After

2

EMonlh(s) E1vear(s)

13. Cureni Location(s}

RAD, 3%, 301

{Bidg., Floor, Room)

14. 15 Record Saries Duplicated Elsewhara? (If yes, spacify agency or office.)

E 3 Yes

Scanned and stored on State of Maryland servers.

Oune

15. Access Raestrictions (If Yes, cite Law{s) & Regulation{s}

‘O ves ENO

16. Audil Requirements

[ Nene @Stata [] Federal Elndependanl

17. 15 an Index System used? If yas, explain briefly and describe requirements

[ ves Eﬂo

18. Recommended Retention

Retain paper at the Revenue Administration Center sixty (6C)
days; then destroy. Retain scans until all audits have been
completed; then destroy. Scans of paper are done to MSA
standards.

19. Name and Title of Preparer
James Pasko, Manager

20. Telephone Number
410-260-7521

21. Date
April 3, 2017
Revised: July 9, 2018

OGS 550-4 (Rov. 1/93)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION (1 q
7275 Wateroo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

Jessup, Maryland 20794 pace 25 or 30
. 410-795-1930
1. Department/Agency 2. Division 3. Unit
Comptroller Of Maryland Revenue Administration Division Taxpayer Accounting Section
DEFINITION: RECORD SERIES: A group of relaled records normally filed and used as a unit for reference as well as retention and disposition
purposes.
4. Record Series Title 5. Earliest Year/Lalest Year
Dishanored Checks 2014 to 2017

6. Record Series Description (Briefly describe the types of information/documentsiorms found in the series. Include the purpose or funclion of the
series.) Checks submitted for payment of taxes which are not honored by the financial institution they were drawn on. "

7. Record Series Formal{s) Listall
B Letter Size  [J Microfim
O iLegaiSize  [] Computer Tape
[ Audio Tape [ Floppy Disk
[1 Bound Back  [] Video Tape '

[ Cther (specify) _

B. Record Series Sequente
[ Asphabetical

O Numerical -

B Chronglogical (monihly)
[ Geographical

[ Other (specity) _____

9. Volume

75 Number
[0 File Drawer(s)
[ Microfiim Reetts)
O computer Tape(s)
B other (specity) Boxes

10. Annual Acoumulation

25 Number
[ File Draweris)
[] Microfiim Reei(s)
O Computer Tagets)

BACiher (specity Boxes

11. File is Used

[] weeky [ monthly [ Annuaty

. [ Daiy

Number

12. File Becomes Inactive Afler

3

(] Manings) Year(s)

13, Cument Location(s)
4 Floor, Revenue Administration Center

(Bldg., Floor, Room)

[ Yes

14, 15 Record Series Duplicaled Elsewhere? (If yes, specify agency or office.)

B no

15. Access Reastriclions (If Yes, cite Law(s) & Regulation(s)
0 Yes B No

16. Audil Requirerients

CQuone § state [ Federal [ independent

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

[ ves Bine

18. Recommended Relention:
Retain at the Revenue Administration Center for 3 years and
unti] ali audit requirements have been met; then destroy.

19. Name and Title of Preparer
Franklin Darrell, Section Manager, Taxpayer Accounting

20. Telephone Number
410-260-6629

21. Date
0411817
Revised: March 29, 2018

JGS$ 5504 (Rev, 1/33)




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

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PACE 25 OF 0

1. Depatriment/Agency 2. Division

Comptroller Office

Revenue Administration Division

3. Unit

Taxpayer Accounting Seétiqn

purposes.

DEFINITION: RECORD SERIES: A group of related recards normally filed and used as a unit for reference as well as relention and dispasition

4, Record Series
Stop Payment File

5. Earliest Year/l_atest Year
2013___ to _2017

series.)

also contains stop payment confirmation and AS400 reports.

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

Arranged alphabetically according to taxi)aye_r name. This file contains requests for stop payments on previously issued checks. It

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Valume
78
[ Letter size [ Microfiim ) aspnabeticat Number
' : O File Brawer{s)
[ LegalSze  [] Computer Tape [ Numericat [ Micrefim Reet(s)
D Camputer Tape(s)
[ Audio Tape ] Fioppy Disk [} Chronologlea E]omer {specify) boxes
) ' 10, Annual Accumulation
[[] Baund Bovk [ Video Tape [J Geegraphical _25
Number
[] Oter(specity) [ otner (specify) - [ File Drawer(s)
[J Microfim Reel(s}
[3 Computer Tape(s)
@ Olher (specify) _boxes_
1. File is Used 12, File Becomes tnaclive Afier
) _3
O paity [ weekty @ Monthly [ Annuatly _
Nuviber Owmonthes) W] vearts)
13. Curent Location{s}  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
RAD, 3t, 307 Oves (@
15. Access Raslrictions {If Yes, cite Law{s) & Regulation(s) 16. Audil Requirements
] ves EINO

] None @State [ Federat mlndependenl

17. [s an Index System used? H yes, explain briefly and describe requirements

[ Yes ENO

18. Recommended Relention

Retain at the Revenue Administration Center for 1 calendar
year and untij audit requirements have been met; then destroy.

*19. Name and Title of Preparer

James Pasko, Manager

20. Telephone Number | 21. Date
410-260-7521

April 18,2017

0GS 5504 (Rev. 1/33)




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

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 10)
with Records Retention Schedule {DGS 550-1) 7275 Walerioo Reoad, P.O. Box 275 PAGE_ 25 OF __ 30
Jessup, Maryland 20794
410-799-1930,
1. Department/Agency 2. Division 3. Unit
Comptroller Office _ Revenue Administration Division Taxpayer Accounting Section

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. Recard Series

Forgery documents

5. Earliest Year/Latest Year

2013 to _2017

6. Record Series Descriplion (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the
series.) Completed forgery affidavits which have been executed. Maintained in alphabetical order by taxpayer name.

7. Record Serdes Format(s) List all
E Letter Size 0O Microfim
[ Legal Size [:] Computer Tape
{1 Audio TYape  [J Floppy Disk
[J eound Book [ Video Tape

] Other (specity) _

8. Record Series Sequence 9. Volume
75
] Aiphateticat Number
[File Drawer(s)
[ Numerical ‘1. [ Microfim Reel(s)
[J Computer Tape(s)
O Chrenalogical jomar {specily) boxes
10. Annual Accumulation
[ Geographical 25
Number
[0 other (specify) _____ [JFite orawerts)
O Microfitm Reel(s)
{1 Computer Tapels)
Eother (specify) __boxes_-

11. File is Used

[0 Daiy [} weeldy [8) Morhly  [J Anmuaty

12. File Becomes Inactive Aer

3

Number [Ivannis) ] vearts)

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

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

Yeas No

RAD, 31, 307 Ove @&

15. Access Reslrictions (If Yes, cile Law{s) & Regulation{s) 16. Audil Requirements
3 ves ENO

[3 None Esmte O Federal Efndependent

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

] Yes ENO

18. Recommended Retention

Retain at the Revenue Administration Center until audit requirements
have been met; then destroy.

19. Name and Title of Preparer
James Pasko, Manager

20. Telephone Number { 21. Date
410-260-7521 April 18, 2017
Revised: March 28, 2018

DGS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised recard 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
410-793-1530

AGENCY RECORDS INVENTORY

102

PAGE _. 25 ©OF ____ 30

1. Department/Agency

Comptroller Office

2. Division

Revenue Administration Division

3. Unit

Taxpayer Accounting Section

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

Returned refund checks/deletion report

5. Earliest Year/Latest Year

2013 to _2017

series.)

-

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

Reports listing refund checks that have been returmed by Postal Service as undeliverable, by mailroom as damaged, or by taxpayer
as incorrect and subsequently shredded. The witnessed reports are maintained in order by date. ‘

8. Record Series Sequence

{0 ves ENO ’

7. Record Series Formalt{s} List alt 9. Volume
75
@ Letler Size  [] Microfim Clasphabetical Number
O Fie Orawer(s}
[ Legal Size D Computer Tape D Numerical i:] Microfitm Reel(s)
: [ Computer Tape(s)
[0 Audio Tape [ Floppy Disk E Chronolagical (monthly) _EOlher (specily} boxes
10. Annual Accumulation
[J Bound Bock ] Video Tape [] Geographical 5
Number
O other(specify} [ otner (specity) {1 Fite Drawen(s}
[ Micrediim Reel(s)
[ Computer Tapas)
@ Other (specify) boxes
+1. File is Used 12. File Becomes Inactive Afler
, -3
[ paity [ weesy E Manthly O Annwally
Number ] monthis) Eveaﬂs)
13. Current Locatian(s) {Bldg., Floor, Raam) 14. s Record Seres Duplicated Elsewhere? (f yes, specify agency or office.)
RAD, 3, 307 Oves @
15. Access Restriclions {If Yes, cite Law(s) & Regufation(s) 16. Audil Requirements

[ Nene @Sla!e [ Federal Ellndepandenl

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

[ yes @No

18. Recommended Retention

Retain at the Revenue Administration Center until audit
requirements have been met; then destroy,

19. Name and Title of Preparer

James Pasko, Manager

20. Telephane Number

410-260-7521

21. Date
Aprit 18, 2017
Revised: March 29, 2018

DGS 550-4 (Rev. 1793}




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

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

o3

pace 26 or 30

1. Department/Agency

Comptroller Of Maryland

2. Division

Revenue Administration Division

3. Unit

Taxpayer Accounting Section

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
Protective Claims Files

5. Earliest Year/Latest Year
2012 to 2017

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

series.) These case files contain papers which document taxpayer’s claims against the State. Amended tax refurn(s) filed by
taxpayers for protective claim due to a claim being filed against the state for fax purpose. Claims are either satisfied or disallowed
by the Comptroller. Disallowed claims may be appealed to the Judicial Courts of the State.

7. Record Series Format(s) List all
B LetterSize [ Microfilm
{J Legal Size ] Computer Tape

[ Audio Tape [ Floppy Disk

[} Bound Book ] Video-Tape

[ oOtherispecify)

8. Record Serdes Sequence 9, Volume
0 Aphabetical 15 Number
File D
[ Numerical O |‘e rawerts)
3 wicrofim Reelis)
[0 computer Tape(s)

3 Chronotagical
{7} Geographical

B Other {specify}
By date and tax year

BAOther (specity) Boxes

10. Annual Accumulation

3 nNumber

] File Orawer(s}
[ Microfilm Reel(s)
[ Computer Tape(s)

Blother (specity Boxes

11. File is Used 12. File Becomes Inactiva Afler
S
B3 Daby [ weekty O wonihiy 3 Annuatty
Number

[OMmontnsy = BYYear(s)

13, Currend Location{s)  {Bldg., Floor, Room)

RAD bldg., 4t Floor

[ Yes

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

BJ o -

15. Access Reslrictions (Il Yes, cile Lavw(s} & Regulation(s)

4 Yes= B ne.

16. Audit Requirements

O None PJstate [JFederal [ Independent

17. 13 an Index System used? If yes, explain briefly and describe requirements

Oves Ene

destroy.

18. Recommended Retention:

Retain all ¢laims that have been satisfied or disallowed at the Revenue
Administration Center for one (1) year, then four (4) years at state
records management center and until all audits have been done, then

19. Name and Title of Preparer
Franklin Dorrell, Section Manager, Taxpayer Accounting

20. Telephone Number
410-260-6629

21. Date
122612017
Revised: March 29, 2018

DGS 5504 (Rev. 1/83)




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

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

AGENCY RECORDS INVENTORY

o+

pace 26 or 30

1. Department/Agency

2, Division

410-798-1930

Revenue Administration Division

3. Unit

Comptroller Of Maryland Taxpayer Accounting Section
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 Tifle 5. Earliest Year/Latesl Year
Amended Tax Retumns

2012 to 2017

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or funclion of the
series.) Amended Tax returns are filed by taxpayers to facilitate adjustments to their original return. In addition, to the basic
information shown on returns, the Amended Return shows an exptanation of the changes to income, deductlons and credits. The
returns are needed by the unit only for the period required to process the adjustment.

7. Record Series Formal{s) List all

Letter Size [ Microfiim
[ Legai Sze  [] Computer Tape

[[J Audio Tape  [] Floppy Disk

8. Record Series Sequence
[} Alphabetical
[] Numericat

[0 chronologicat

9. Volume

75 Mumber

O File Drawer(s)
{7 wicmofilm Reel(s)
[] compuler Tape{s}

B other (specify) Boxes

MNumber

[ Bound Book [ video Tape [ Geographical 10. Annual Accumulation
35  Number
O Other (specify} B Other (specify) [ File Drawests)
By dale and tax year [ Microfim Reel(s)

[ Computer Tape(s)
[other (specily Boxes

11, File is Used 12. File Becomes Inactive After

-5
K Daily O weexty [ Montaly O Annuatly

Omontnisy ] Yearts)

+3. Current Lacation(s)

RAD bldg., 4t Floor

(Bldg., Floor, Room)

[ Yes

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

ENn

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

Cves [Eno

16. Audil Requiremants

O None B State [ Feceral X independent

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

[ ves BRne

18. Recommended Retention:

Retain at the Revenue Administration Center for ! year, then 4
years at the State Records Management Center; then destroy.

19. Name and Tille of Preparer
Franklin Dorrell, Section Manager, Taxpayer Accounting

20. Tetephone Number
410-260-6629

21, Date
1212612017
Revised: March 29, 2018

JGS 5504 (Rev. 1/93)




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

Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

105~
race 26 oF 30

1. Department/Agency

Comptroller Of Maryland

2. Division

Revenue Administration Division

3. Unit

Taxpayer Accounting Section

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

PUrpOSES.

4. Record Series Title
Taxpayer Adjustment Correspondence

5. Earliest Year/Latest Year

2010 to 2017

6. Record Series Description (Briefly describe the types of informatiorvdocumentsfforms found in the series. Include the purpose ar function of the
series.) Amended Tax returns are filed by taxpayers to facilitate adjustments to their original return. In addition, to the basic

information shown on retumms, the Amended Return shows an explanation of the changes to income, deductions and credits. The
returns are needed by the unit only for the period required to process the adjustment. '

1. Record Series Formal(s) Llst af

B Letter Size  [] Microfim
egaiSize [ Computer Tape
[ Audio Tape [ Floppy Disk

{] Bound Book  [] Vigeo Tape

[ Other (specify) ' .

B. Record Series Sequence
[ Asphabetical

{1 Mumerical

O chronological

] Geographical

B Other (specify)
By date and lax year

9, Volume

__5_Nurnber

B4 File Crawer(s)
3 Microfilm Reel(s)
D Cornputer Tape(s)
[ Other (specify)

“10. Arnual Accumulation

2_ Number

[ Fite Orawer{s)
O Microfitm Reel(s}
[3 Computer Tapa(s)

BJGther (specify Boxes

11. File is Used

[ paily ] Monthly [ Annuatty

As needad

[ weekly

Number

12. File Becomes nactive Afler

3

O Manihis} B Year(s)

13. Currenl Location(s)

RAD bldg., 4% Floor

(Bidg., Floor, Room)

[ ves

14, s Record Series Duplicaled Elsewhere? - (if yes, specify agency or office.)

B No

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

[ ves B o

O Nene [ State

16. Audit Requiremenis

[ Federat [ tndependent

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

[J ves BQne

18. Recommended Retention:

Retain at the Revenue Administration Center for 1 year; then 2
years at State Records Management Center; then destroy.

19. Name and Title of Preparer
Franklin Dorrell, Section Manager, Taxpayer Accounting

20. Telephone Number
410-260-6629

21, Date
121262017
Revised: March 29, 2018

DGS 550-4 (Rev. 1793




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 Job
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-795-1930

AGENCY RECORDS INVENTORY

eace 27 of 30

1. Depariment/Agency

Comptrolter Of Maryland

2. Division

Revenue Administration Division

3. Unit

Taxpayer Accounting Section

pUrposes.

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

4. Record Series Title
Motor Fuel Tax Refund Claims Records

3. Earliest Year/Latest Year
2014 o 2017

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the
series.) This record series contains original claims for fuel tax refunds, original purchase invoices in support of refund amount
claimed, supporting worksheets, calculations and approvals etc. This series is maintained on a fiscal year basis.

7. Record Series Formal(s) List alt
[ Letter Size [} Microfilm

] Legal -Siza [ Computer Tape

tl Audio Tape  [] Floppy Disk

[] Bound Back  [] Video Tape

O other (specity) —

8. Record Series Sequence
[[J Alphabetical
ONumerical

[J chrenclogical

[0 Geographical

B Other (specify)
By date and tax year

9. Volume

ENumber

O rie Drawer(s)

[ ticrofim Reel(s)
{71 camputer Tape(s)

BACther {specify) Boxes

10.‘Annual Accumutation

25 Number
{30 rne Drawer(s)
[J Mmicrofilm Reel(s)
[J Computer Tape(s)

BACtner (specity Boxes

11. File is Used

B paity O Monthy [ Annuatly

) [[] Weakty

Number

12, Fite Becomes Inactive After

3

I Monthis)y [ Year(s)

13. Current Location(s)

RAD Bldg., 4t Floor

{Bldg., Floor, Room)

[ Yes

14. Is Recond Series Duplicated Elsewhere? {If yes, specify agency or office.)

B3 e

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

O Yes B No

16. Audit Requirements

[Inone B state [ Federat $ independent

" ves e

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

18. Recommended Retention:
Retain at the Revenue Administration Retain until all audit

requirements have been met; then destroy.

19. Name and Title of Preparer

Franklin Dorrell, Section Manager, Taxpayer Accounting

20. Telephone Number
410-260-6629

21. Dale
04718117
Revised: March 29, 2018

PG5 5504 (Rev. 1/93)




Instructions -Type or Prinl 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
410-769-1930

AGENCY RECORDS INVENTORY

[07

pace 28 oF gg

1. Department/Agency

Comptrotler of Maryland

2. Division

Revenue Administration Division

3. Unit

Taxpayer Accounting Section

_purposes.

DEFINITION: RECORD SERIES: A group of related records normally ﬁied and used asé unit ;or reference as well as retention and disposition

4. Record Series Title
Motor Fuel Camrier Decal Credits Records

5. Eartiest Year/Latest Year
2010 to 2017

debit/credit processing date order.

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the
series.) This record series contains credit forms generated from rejected decal applications. Credit forms are processed in order to
issue motor carrier decals after the taxpayer has resolved all outstanding assessments/issues. This record series is maintained in a

7. Record Series Farmai(s) List afl 8. Record Series Sequence 9. Volume
s i - B Number
Letter Si Microfilm Alphabetical —
[ Letter Size ] Mi [J Alphabe (2 Fo Drawer(s)
. ] miicrofilm Reel(s)
Legal Si Camputer T. N ical
CJtegatsize  []Comp ape OINumerica [ computer Tapets)
Other (spech
[J audic Tape [ Floppy Disk J cnronctogicat [JCther {specity
10, Annual Accumulation
[ Bound Baok  [] Videa Tape [ Geographical 2 Number
B File Drawers)
O Other (specify) B Other (specify} [ Microfilm Reet{s) -
By date and tax year [ computer Tapets)
[JOther {specity
11, Filo is Used 12. Flle Becomes Inaclive Afler
_ 4
K Gaiy O weaity {0 Monthly [ Annuany
Number OO mentnisy B4 Year(s)

13. Current Location(s)

RAD Bldg., 4t Floor

(Bldg., Floor, Room)

COves BHno

14. is'Record Series Ouplicated Elsewhere? (If yes, specify agency or office.)

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

[ Yes B Ne

16. Audit Requirements

[Itiore [ state [ Federat [ independent

O Yes Ene

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

18. Recommended Retention:

Retain at the Revenue Administration Center for 1 year, then
transfer to the State Records Center for 3 years; then destroy.

19. Name and Title of Preparer

Franklin Dorrell, Section Manager, Taxpayer Accounting

20. Telephone Number
410-260-6629

21. Date

0411817

Revised: March 29, 2018

DGS 5504 {Rev. 1/93)




Ihstructions -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 Wateroo Road, P.O. Box 275
Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

108

race 28 or 30

1. Department/Agency

Comptroller Of Maryland

410-793-1930
2. Division '

Revenue Administration Division

3. Unit

Taxpayer Accounting Section

purposes.

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

4. Record Series Title
Alcohol and Tobacco Tax:

5. Earliest Year/Latest Year
2014 to 2017.

who are requestmg refund of taxes previously paid but not required.

6. Record Seiies Description (Briefly describe the types of mformatuonldocumentslfonns found in the series. Include the purposé or function of the

series.) 42 Claim for Refund-Federal Reservation alcohol and Tobacco Tax Refund claim forms submitted by laxpayers

Number

[ manth(s)

7. Record Series Formal{s) List all 8. Recard Series Sequence 9, Volume
0 0 6 Number
[ Letter Size Micrefilm Aljphabelical —
g 3 File Drawer(s)
. 3 Microfiim Reel(s)
Legal Size Computer Tape Numerical
Uies o P P O O Gomputar Tape(s)
[0 audio Tape [ Floppy Disk [ chroenclogical DJother (specify) Boxes
10. Annual Accumulation
[ Bound Beok [ video Tape [ Geographical 2 Number
] - ) [ File Drawer(s)
- [ Other{specify) ______ Bdother {specify) ______ [ Microfim Reetts)
. By date and lax year [ Computer Tapels)
Bother (specity Boxes -
11, File is Used 12. File Becomes Inactive Afler
] n/a
& Daily [J weekty O Monthty 1 Annualy

[ Year(s)

13. Current Location(s)

'‘RAD Bldg., 4" Floor

(Bldg., Floor, Raom)

Ives Ko

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

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

O Yes B Ne

16. Audit Requirements

Owone B state [ Federal K] tndependent

[ ves INe

17. I3 an Index System used? If yes, explain briefly and dascribe requirements

18. Recommended Relention:
Retain at the Revenue Administration until all audit

requirements have been met; then destroy.

19. Name and Title of Preparer

Franklin Dorrell, Section Manager, Taxpayer Accounting

20. Telephone Number
410-260-6629

21. Date

0411817

Revised: March 29, 2018

DGS 5504 (Rev, 1133)




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

£

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1530

| 109
race 29 .o &

1. Department/Agency )
Comptrolier of Maryland

2. Division 3. Unit

Revenue Administration Division

Taxpayer Media Section

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

4. Record Series Title

Adjustment Batches

Corporation/PTE Amended Tax Returns {(Forms 500X and 510) and

5. Earliest Year/Latest Year
1995 10 2017

-INDIVIDUAL AMENDED TAX RETURNS — NQL ONLY

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

-CORPORATION/PTE AMENDED TAX RETURNS (FORMS 500X AND 510) AND ADJUSTMENT BATCHES.

7. Record Series Foimat(s} LUist afl &. Record Series 4. Volume
Seguence 1 60
Oiettersize [1 Microfim _
[ Alohabeticat Number
Fle Drawe!
[®] egat Size [ ] Camputer Tape 0 .e =)
[ Numecical 3 Microfilm Recl(s)
ute
[ Audio Tape (] Floppy Disk % Computer T?pe(s)
(] Chronalogical Other {specify] BOXES
{j Bound Boak D Video Tape ) 10. Annwval Accumulation
{ \g {7 Geographicat @
-,..0Mher {spedify)___________ . Number
[ other (specity) [ File Drawer(s)
—_— [J Microfiim Reel(s)
[J computer Tape(s)
. E Cther (specify) BOXES
11. File is Used 12, Flile Becomes Inactive After -
20
[ oally [ weenty £ Monthty 3 Annuaty —
Number Osonthisy  BEyears)

13. Curmrent Location(s) (Blidg., Floar, Roem)

RAD BUILDING - 2N0 FLOOR HALLWAY

OvYes [Ena

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

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

(¥ ves O Ne

16. Audil Requirements.

COnove B siae [ Federst I independem

17. 1s an Index System used? If yes, explain briefly and describe requheﬁ-lenls

B4 ves O Ne .
BOXES ARE NUMBERED. BATCHES ARE ASSIGNED BOX NUMBERS.

18. Recommended Retention’

2 YEARS AT THE REVENUE ADMINISTRATION
BUILDING ~ PLUS 18 YEARS AT THE STATE
RECORDS MANAGEMENT CENTER} THEN DEsay

L " Name and Title of Preparer
\r—f_)TER GIGUERE, CPA — ASSISTANT MANAGER

Taxpayer Accounting Section

Number

20. Telephone

| 410-260-7915

21, Date
12/29/16

1GS 550-4 (Rev, 193}




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule {(DGS 55C-1)

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

1o

PAGE 30, OF 30,

1. Department/Agency

Comptroller of Marytand

2. Division

Revenue Administration Division

3. Unit

Taxpayer Service Section/Correspondence 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 Tille
Taxpayer Carrespondence Files

5. Earliest Year/L.atest Year
_ 2014 to_ 2017

series.)

Division.

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

Consists of original incoming correspondence and copies of outgoing correspondence for all tax types administered by the Revenue Administration

7. Recard Series Formalt(s) List all

XLetterSize  [] Microfilm
XlegalSize  [J Computer Tape
[:] Audio Tape D Fioppy Disk

[ BoundBook [ Videa Tape

X Qther (specify).._ emait

X Chranelogical {monthly)

8. Record Series Sequence 9. Valume

_5
[Jasphabetical Number

% File Drawer(s)
[ Numerical

[ Microfilm Rees)
[7] Computer Tape(s)
[ Other(specityy

[ Geographicat
2

[ Qther (specify}

Number

X File Drawer(s)

[ Microfilm Reet{s)
[ Computer Tapels)
[ other (specity)

10. Annual Accumulation

11. File is Used

O npaily O weekly O Moenthiy

As needed

O Annuatly

2
Number

60 days

12. Fite Becomes Inactive After

[ Montnis)  [rearts)

13. Current Location(s)
RAD Bldg., 4% floor.

(Bldg., Floar, Room)

X Yes O ne

14, Is Record Series Duplicated Etsewhere? (W yes, specify agency or offica.)

Scanned and stored an State Maryland servers

15. Acecess Restrictions (If Yes, cite Law(s) & Regulation(s)
1 ves X No

16. Audit Requirements

X None [ state [0 Federal [Jtndependent

[ Yes X No

17. s an Index System used? If yes, exptain briefly and describe requirements

MSA standards.

18. Recommended Retention ‘
Retain Copies at Revenue Administration for 60 days; then destroy.
Retain scanned images for 5 years then destroy, All scans are done to

19. Name and Title of Preparer

Michele Santucci, Manager

20. Telephone Number
410-260-7022

21. Date

10/7/2016

Revised; March 29, 2018

DGS 5504 (Rev, 1/93)




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794

ELECTRONIC RECORDS INVENTORY

WITH ,
RECORDS RETENTION SCHEDULE (DGS (410) 7991930 Page __ 30 of 30__
550-1) |
COMAR 14.18.02 M

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Comptroller of Maryland

Revenue Administration Division

Taxpayer Service/Correspondence Unit

DEFINITION —~ Record Series -

and disposition purposes

A group of related records slored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Taxpayer Service Correspondence Files

5 EARLIEST YEAR/LATEST YEAR

2014 TO 2017

6 INPUT - Identify source of information to be entered

Taxpayer Service Correspondence

7 OUTPUT - Identify the use’s of information generated by system

Used to answer taxpayer questions and research purposes

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documentsfforms
' contained in a series. Include purpose and function of the system.

Consists of original incoming correspondence and copies of outgoing correspo_ndence for all tax types administered

by the Revenue Administration Division.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Access and use is limited to the Correspondence Unit because they are responsible for handling the response or research..

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

The information is not updated or revised.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

State of Maryland servers maintained by the Information Technology Division of the Comptroller of the State of Maryland.

112 RECOMMENDED RETENTION

Retain scanned images for 5 years then destroy. All scans are done to Maryland State Archives standards.

73 TYPED OR PRINTED NAME OF
PREPARER
Michele Santucci

14 TELEPHONE NUMBER
410-260-7022

15 DATE
10/712016
Revised: March 29, 2018

16 TITLE OF PREPARER

Section Manager — Taxpayer Service Section

DGS 550-6 (rev. 10/12)




