
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No.^qQif 

Page 1 of 2 

Agency 
Frederick Community College 

Division/Unit 
Finance/Finance 

Item 
No. 

Description Retention 

Financial Records 

Tax documen ts - In ternal Revenue Service (IRS) re turns (990-T), 

not ices, and cor respondence ; Mary land State Tax Returns 

(Admission and A m u s e m e n t Tax Return , Sales and Use Tax Form 

202). 

Aud i ted Financial S ta tements , Single Aud i t , Data Col lect ion Forms 

Internal Aud i t Final Reports 

Financial Aid D r a w d o w n Suppor t ing Documen ta t i on 

Bond Issuance and re la ted d o c u m e n t s 

Grant d o c u m e n t a t i o n and re lated fi les 

Scan t o Mary land State Archives 

Standards, t h e n reta in paper 

records, scanned images, and 

born digital con ten t f o r seven 

(7) years, t hen destroy. 

Scan t o Mary land State Archives 

Standards, t h e n dest roy paper 

record . Retain scanned images, 

f o r t en (10) years, t h e n destroy. 

Retain digital copy f o r f i f teen 

(15) years, t hen destroy. 

Scan t o Mary land State Archives 

Standards, t hen dest roy paper 

vers ion. Retain digi tal vers ion 

f o r t e n (10) years, t h e n dest roy. 

Retain f o r t en (10) years, t hen 

dest roy. 

Retain documen ts f o r t h ree (3) 
years af ter submiss ion of f inal 
r e p o r t s , d e s b v y . 

Scan t o Mary land State Archives 

Standards, t hen dest roy paper 

vers ion. Retain e lec t ron ic 

vers ion f o r th ree (3) years af ter 

g ran t f inal repor ts are 

subm i t t ed t o t h e f u n d e r or 

longer, if requ i red by t h e grant 

ag reement , t h e n dest roy. 

S c h e d u l e A p p r o v e d by D e p a r t m e n t , A g e n c y , 
o r D i v i s i o n R e p r e s e n t a t i v e . 
D a t e 

S i g n a t u r e 

T y p e d N a m e D a n a M c D o n a l d 

T i t l e V P f o r F i n a n c e 

S c h e d u l e A u t h o r i z e d by S t a t e A r c h i v i s t 

D a t e <H<W 

S i g n a t u r e 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 2 of 2 

Agency Division/Unit 
Frederick Community College Finance/Finance 

Item 
No. 

Description Retention 

8 

9 

10 

1 1 

12 

W o r k papers 

Unc la imed Proper ty Reports 

IRS Form 1099 

Indi rect Cost Rate De te rm ina t ion Let ter 

Purchasing records - equ ipmen t purchased w i t h grant funds 

Retain born digital con ten t 

and paper records fo r f ive (5) 

years, t h e n destroy. 

Scan t o Mary land State 

Archives Standards, t hen 

dest roy paper vers ion. Retain 

digital vers ion fo r seven (7) 

years, t hen destroy. 

Retain bo rn digital con ten t f o r 

f ou r (4) years, t hen dest roy. 

Scan t o Mary land State 

Archives Standard, t h e n 

dest roy paper vers ion. Retain 

digi tal copy f o r t en (10) years, 

t hen destroy. 

Re ta in a c c o r d i n g t o g r a n t 

r e q u i r e m e n t s o r f o r 3 y e a r s 

a f t e r g r a n t f i n a l r e p o r t s a r e 

s u b m i t t e d t o t h e f u n d e r , 

w h i c h e v e r is l o n g e r , t h e n 

d e s t r o y . 

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 MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

1. Department/Agency 

Frederick Community College 

2. Division 

Finance 

3. Unit 

Finance 

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

Financial Records 

5. Earliest Year/Latest Year 

2011 to 2018 

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

series.) 
Financial records include documen ts such as journa l entr ies, budget t ransfers, genera l ledger account reconc i l i a t ions , 
f ixed asset records,bank reconci l iat ions, quarter ly cash f low reports for State and county, and f inancial s ta tements . 

Bank reconci l iat ions are done month ly and include bank s ta tement and all suppor t ing documenta t ion including trial 
ba lance and genera l ledger detai l . 

Quarter ly Cash Flow - County: Avai lab le ba lance per each quarter ending for Col lege Const ruct ion Improvement 
projects funded by State and County. Th is is l isted by the ass igned County project ID to include 1st FY project funding 
received, total author ized budget, remain ing budget, projected surplus/def ic i t at the end of the project, and a project 
s tatus narrat ive. 

Quarter ly Cash Flow - State: State Share of Construct ion Improvements Program Funding ba lance per each quarter 
end ing. Th is informat ion is used by the State to project cash d isbursements by general obl igat ion bond bills and to 
report expend i tures to the Mary land State Treasurer . 
7. Record Series Formal(s) List all 

X Letter Size • Microfilm 

f~l Legal Size Computer Tape 

l~l Audio Tape • Floppy Disk 

I I Bound Book Q Video Tape 

• Other (specify! 

8. Record Series Sequence 

l~l Alphabetical 

l~l Numerical 

x Chronological 

l~l Geographical 

Other (specify! 

9. Volume 

20 

Number 

File Drawer(s) 

l~l Microfilm Reel(s) 

l~l Computer Tape(s) 

t53 Other (specify) - Bankers Boxes and 3-ring binders 

7. Record Series Formal(s) List all 

X Letter Size • Microfilm 

f~l Legal Size Computer Tape 

l~l Audio Tape • Floppy Disk 

I I Bound Book Q Video Tape 

• Other (specify! 

8. Record Series Sequence 

l~l Alphabetical 

l~l Numerical 

x Chronological 

l~l Geographical 

Other (specify! 10. Annual Accumulation 

3 

Number 

File Drawer(s) 

• Microfilm Reel(s) 

r~l Computer Tape(s) 

Other (specify) - Bankers boxes and 3-ring binders 

11 . File is Used 

• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

7 

Number • Month(s) xYear(s) 

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

Gambrill Hall, Building G. Suite 216 

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

Yes S No 

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

• Yes X No 

16. Audit Requirements 

None • State ^ Federal Independent 

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

• Yes X No 
18. Recommended Retention 

Scan to Maryland State Archives Standards, then retain paper records, 
scanned images, and born digital content for seven (7) years, then 
destroy. 

19. Name and Title of Preparer 

Dana McDonald, VP for Finance 

20. Telephone Number 

301-846-2458 

21. Date 

7/3/18 

DGS 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 

PageXpf H 

1 D E P A R T M E N T / A G E N C Y 

Freder ick Commun i t y Co l lege 

2 DIVISION 

Finance 

3 UNIT 

F inance 

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 E L E C T R O N I C R E C O R D S E R I E S T ITLE 

Financial Records 
E A R L I E S T Y E A R / L A T E S T Y E A R 

2011 T O 2018 

6 INPUT - Identify source of informat ion to be entered 
Scanned documen ts and born digital documen ts in W o r d 
and Excel ; a lso C D s f rom the bank conta in ing cancel led 
checks 

7 O U T P U T - Identify the use/s of information generated by system 
Referenced by f iscal serv ices 

8 E L E C T R O N I C R E C O R D SERIES D E S C R I P T I O N - Briefly descr ibe the in format ion /documents / fo rms 
conta ined in a ser ies. Include purpose and funct ion of the sys tem. 

Financial records include documen ts such as journa l entr ies, budget t ransfers, genera l ledger account reconci l iat ions, f ixed 
asset records, bank reconci l iat ions, quarter ly cash f low for State and County, and f inancial s ta tements . 

Bank reconci l iat ions are done monthly and include bank s ta tement and all support ing documenta t ion including trial ba lance and 
genera l ledger detai l . Cance l led Check CD's-cance l led check images f rom the bank for both payrol l and accounts payable 
checks for each month on one C D . Vo ided Checks-checks that have been vo ided or stop payments have been placed on in our 
sys tem. 

Quarter ly Cash F low - County : Avai lab le ba lance per each quarter ending for Col lege Const ruct ion Improvement projects 
funded by State and County . Th is is l isted by the ass igned County project ID to include 1 s l FY project funding received, total 
author ized budget, remain ing budget, projected surplus/def ic i t at the end of the project, and a project status narrat ive. 

Quarter ly Cash F low - State: State Share of Construct ion Improvements Program Funding balance per each quarter end ing. 
Th is informat ion is used by the State to project cash d isbursements by genera l obl igat ion bond bills and to report expend i tures to 
the Mary land State Treasurer . 

9 POLICY O N A C C E S S A N D U S E - Explain or at tach copy if establ ished in wr i t ing. 
Documen ts are accessed only by Fiscal Serv ices staff wi th access to the F inance shared dr ive. 

10 U P D A T I N G C Y C L E S O R C O N D I T I O N S A N D R U L E S FOR REVIS ING I N F O R M A T I O N IN T H E S Y S T E M 
No revis ions are m a d e to the documents . 
11 S P E C I F Y T H E L O C A T I O N A N D MEDIA OF T H E MAIN E L E C T R O N I C D A T A FILE. Explain the progress ion estab l ished to 

ensure the record's retent ion and usabil i ty th roughout the record's author ized life cycle. 

Excel and PDF fi les and stored on the Fiscal Serv ices and Facil i t ies Planning Shared Drives 
12 R E C O M M E N D E D R E T E N T I O N 
Scan t o Mary land State Archives Standards, t hen reta in paper records, scanned images, and born digi ta l con ten t fo r seven (7) 
years, t hen destroy. 
13 T Y P E D OR PRINTED N A M E OF 

P R E P A R E R 
Dana McDona ld 

14 T E L E P H O N E N U M B E R 

301-846-2458 

15 D A T E 

7/3/18 
16 T ITLE OF P R E P A R E R 
V P for F inance 

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 

1 D E P A R T M E N T / A G E N C Y 

Freder ick Commun i ty Col lege 

DEFINITION - Record Series -

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MARYLAND 20794 

(410) 799-1930 

2 DIVISION 

Finance 

ELECTRONIC RECORDS INVENTORY 

P a g e ! of \H 

3 UNIT 

Finance 

5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2008 T O 2018 

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

4 E L E C T R O N I C R E C O R D SERIES T ITLE 

Tax Documents 

6 INPUT - Identify source of informat ion to be entered 7 O U T P U T - Identify the use/s of information generated by system 
Documen ts are scanned and saved as PDF f i les and stored 
on the Fiscal Serv ices shared dr ive Referenced by Fiscal Serv ices 

8 E L E C T R O N I C R E C O R D S E R I E S D E S C R I P T I O N - Briefly descr ibe the in format ion /documents / fo rms 

conta ined in a ser ies. Include purpose and funct ion of the sys tem. 

1. A d m i s s i o n a n d A m u s e m e n t Tax R e p o r t is d u e t o t h e S t a t e o f M a r y l a n d f o r t a x i m p o s e d o n g ross r e c e i p t s 

f r o m a d m i s s i o n s , t h e use o r r e n t a l o f r e c r e a t i o n a l o r s p o r t s e q u i p m e n t a n d t h e sa le o f m e r c h a n d i s e . T h e t a x 

is i m p o s e d b y M a r y l a n d c o u n t i e s a n d m u n i c i p a l i t i e s a n d is c o l l e c t e d b y t h e S t a t e C o m p t r o l l e r ' s O f f i c e . 

2. Sa les a n d Use Tax F o r m 2 0 2 is s u b m i t t e d t o t h e S t a t e C o m p t r o l l e r ' s O f f i c e t o r e p o r t a n d p a y t h e sa les a n d 

use t a x o n i t e m s s u b j e c t t o M a r y l a n d ' s 6 % sales a n d use t a x . 

3. IRS F o r m 9 9 0 - T / 9 9 0 - N - A n n u a l r e t u r n s - E x e m p t O r g a n i z a t i o n Bus iness I n c o m e (990T) a n d s m a l l t a x - e x e m p t 

o r g a n i z a t i o n s w i t h a n n u a l g ross r e c e i p t s u n d e r $ 5 0 , 0 0 0 ( 9 9 0 N ) ; b o t h a r e f i l e d a n n u a l l y w i t h t h e IRS. 

4. IRS n o t i c e s a n d c o r r e s p o n d e n c e , t a x e x e m p t i o n l e t t e r 
9 P O L I C Y O N A C C E S S A N D USE - Explain or at tach copy if establ ished in wr i t ing. 

Only those wi th access to the Fiscal Serv ices shared dr ive wou ld have access . 

10 U P D A T I N G C Y C L E S O R C O N D I T I O N S A N D R U L E S FOR REVIS ING I N F O R M A T I O N IN T H E S Y S T E M 

No revis ions are made unless required by the IRS 

11 S P E C I F Y T H E L O C A T I O N A N D M E D I A OF T H E MAIN E L E C T R O N I C D A T A FILE. Explain the progress ion estab l ished to 
ensure the record's retent ion and usabil i ty th roughout the record's author ized life cycle. 

A PDF file is stored on the Fiscal Serv ices Shared Drive 

12 R E C O M M E N D E D R E T E N T I O N 
Scan to Mary land State Arch ives Standards, then destroy paper record. Retain scanned images for 10 years then destroy. 

13 T Y P E D O R PRINTED N A M E OF 
P R E P A R E R 

Dana McDona ld 

14 T E L E P H O N E N U M B E R 

301-846-2458 

15 D A T E 

3/13/17 
16 T ITLE O F P R E P A R E R V P for F inance 

D G S 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) 799-1930 

ELECTRONIC RECORDS INVENTORY 

P a g e S of 

1 D E P A R T M E N T / A G E N C Y 

Freder ick Commun i ty Co l lege 

2 DIVISION 

Finance 

3 UNIT 

Finance 

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 E L E C T R O N I C R E C O R D SERIES T ITLE 

Audited Financial Statements, Single Audit, Data Collection Forms 

5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2004 T O 2017 

6 INPUT - Identify source of informat ion to be entered 

Excel , W o r d and PDF fi les are stored on the Fiscal Serv ices 
shared dr ive 

7 O U T P U T - Identify the use/s of information generated by system 

Referenced by Fiscal Serv ices 

8 E L E C T R O N I C R E C O R D SERIES D E S C R I P T I O N - Briefly descr ibe the in format ion /documents / fo rms 
conta ined in a ser ies. Include purpose and funct ion of the sys tem. 

Audited Financial Statements, Single Audit, Data Collection Form: Audited financial documents prepared by the 
College and audited by the selected auditing firm for each fiscal year. 

9 POL ICY O N A C C E S S A N D USE - Explain or at tach copy if establ ished in wr i t ing. 

N/A 

10 U P D A T I N G C Y C L E S O R C O N D I T I O N S A N D R U L E S FOR REVIS ING I N F O R M A T I O N IN T H E S Y S T E M 

No revis ions are made 

11 S P E C I F Y T H E L O C A T I O N A N D MEDIA OF T H E MAIN E L E C T R O N I C DATA FILE. Explain the progress ion estab l ished to 
ensure the record's retent ion and usabil i ty th roughout the record's author ized life cycle. 

Excel , W o r d and PDF fi les are stored on the Fiscal Serv ices shared dr ive 

12 R E C O M M E N D E D R E T E N T I O N 
Retain digital copy for f i f teen (15) years, then destroy. 

13 T Y P E D O R P R I N T E D N A M E OF 
P R E P A R E R 

Dana McDona ld 

14 T E L E P H O N E N U M B E R 

301-846-2458 

15 D A T E 

7/3/18 

16 T ITLE OF P R E P A R E R 
V P for F inance 

D G S 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) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page 

1 D E P A R T M E N T / A G E N C Y 

Freder ick Commun i ty Col lege 

2 DIVISION 

Finance 

3 UNIT 

F inance 

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

4 E L E C T R O N I C R E C O R D S E R I E S T ITLE 

Internal Audit Final Reports 

5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2007 T O 2017 

6 INPUT - Identify source of informat ion to be entered 

Documents are ei ther born digitally or scanned to a PDF file 
s tored on the Fiscal Serv ices shared dr ive; paper is 
dest royed 

7 O U T P U T - Identify the use/s of information generated by system 

Referenced by Fiscal Serv ices 

8 E L E C T R O N I C R E C O R D SERIES D E S C R I P T I O N - Brie fly descr ibe the in format ion /documents / fo rms 
conta ined in a ser ies. Include purpose and funct ion of the sys tem. 

Final audit reports for audits conducted by the Interagency Internal Audit Authority. 

9 POL ICY O N A C C E S S A N D USE - Explain or at tach copy if establ ished in wr i t ing. 

N/A 

10 U P D A T I N G C Y C L E S O R C O N D I T I O N S A N D R U L E S FOR REVIS ING I N F O R M A T I O N IN T H E S Y S T E M 

No revis ions are made 

11 S P E C I F Y T H E L O C A T I O N A N D M E D I A OF T H E MAIN E L E C T R O N I C DATA FILE. Explain the progress ion estab l ished to 
ensure the record's retent ion and usabil i ty th roughout the record's author ized life cycle. 

Files are stored on the Fiscal Serv ices shared dr ive 

12 R E C O M M E N D E D R E T E N T I O N 
Scan to Mary land State Arch ives Standards, then destroy paper vers ion. Retain digital vers ion for ten (10) years, then destroy. 
13 T Y P E D OR P R I N T E D N A M E OF 

P R E P A R E R 

Dana McDona ld 

14 T E L E P H O N E N U M B E R 

301-846-2458 

15 D A T E 

3/13/17 

16 T ITLE O F P R E P A R E R 
V P for F inance 

D G S 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 Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE $)0?\H 

1. Department/Agency 

Frederick Community College 

2. Division 

Finance 

3. Unit 

Finance 

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

Financial Aid Drawdown Support 

5. Earliest Year/Latest Year 

2008 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.) 

F i n a n c i a l A i d D r a w d o w n S u p p o r t - d o c u m e n t a t i o n t o s u p p o r t t h e P e l l , S u p p l e m e n t a l E d u c a t i o n a l 

O p p o r t u n i t y G r a n t ( S E O G ) , F e d e r a l W o r k S t u d y a n d D i r e c t L o a n F i n a n c i a l A i d . 
7. Record Series Format(s) List all 

• 

X Letter Size E] Microfilm 

l~1 Legal Size Q Computer Tape 

r~1 Audio Tape E] Floppy Disk 

1 1 Bound Book f_] Video Tape 

r~| Other teoecifv) 

8. Record Series Sequence 

l~1 Alphabetical 

I"! Numerical 

X Chronological 

r~l Geographical 

r~| Other (sDecifvl 

9. Volume 

S 

Number 

X File Drawees) 

• Microfilm Reel(s) 

n Computer Tape(s) 

r~l Other (specify) 

7. Record Series Format(s) List all 

• 

X Letter Size E] Microfilm 

l~1 Legal Size Q Computer Tape 

r~1 Audio Tape E] Floppy Disk 

1 1 Bound Book f_] Video Tape 

r~| Other teoecifv) 

8. Record Series Sequence 

l~1 Alphabetical 

I"! Numerical 

X Chronological 

r~l Geographical 

r~| Other (sDecifvl 

10. Annual Accumulation 

1 

Number 

X File Drawees) 

l~l Microfilm Reel(s) 

l~l Computer Tape(s) 

l~l Other (specify) 

1 1 . File is Used 

• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

10 

Number • Month(s) g |Year(s) 

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

Gambrill Hall, Building G, Room 216 

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

• Yes x N o 

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

• Yes X No 

16. Audit Requirements 

• None • State • Federal X Independent 

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

• Yes X No 

18. Recommended Retention 

Retain for ten (10) years, then destroy. 

19. Name and Title of Preparer 

Shawn Chesnutwood, Senior Accountant 

20. Telephone Number 

301-846-2455 

21. Date 

3/13/2017 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 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 

PAGEI OF J H 

1. Department/Agency 

Frederick Community College 

2. Division 

Finance 

3. Unit 

Finance 

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

Bond Issuance and related documents 

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.) 

Bond issuance and related documen ts for the funding of construct ion of Jef ferson Hall (Enro l lment Serv ices Bui lding) 

and the Park ing Deck, inc ludes original bond issuance documen t and ag reemen ts including required fi l ing on bond 

holding for each f iscal year. 

7. Record Series Format(s) List all 

X Letter Size • Microfilm 

I"! Legal Size Computer Tape 

I"! Audio Tape Q Floppy Disk 

r~l Bound Book Q Video Tape 

f~| Other (specify) 

8. Record Series Sequence 

i~l Alphabetical 

l~] Numerical 

X Chronological 

l~l Geographical 

[~l Other (specify! 

9. Volume 

8 

Number 

X File Drawer(s) 

[ ] Microfilm Reel(s) 

l~l Computer Tape(s) 

• Other (specify) 

7. Record Series Format(s) List all 

X Letter Size • Microfilm 

I"! Legal Size Computer Tape 

I"! Audio Tape Q Floppy Disk 

r~l Bound Book Q Video Tape 

f~| Other (specify) 

8. Record Series Sequence 

i~l Alphabetical 

l~] Numerical 

X Chronological 

l~l Geographical 

[~l Other (specify! 

10. Annual Accumulation 

1 

Number 

xFile Drawer(s) 

l~l Microfilm Reel(s) 

[~1 Computer Tape(s) 

S Other (specify): file folder 

1 1 . File is Used 

• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

Number • Month(s) • Y e a r ' s ) 

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

Gambrill Hall, Building G, Room 216 

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

• Yes x N o 

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

• Yes X No 

16. Audit Requirements 

X None • State • Federal • Independent 

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

• Yes X No 

18. Recommended Retention 
Retain documents for three (3) years after submission of final reports. 

19. Name and Title of Preparer 

Dana McDonald, VP for Finance 

20. Telephone Number 

301-846-2455 

21. Date 

7/3/18 

DGS 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 

P a g e S o f \H 

1 D E P A R T M E N T / A G E N C Y 

Freder ick Commun i ty Co l lege 

2 D IV IS ION 

Finance 

3 UNIT 

F inance 

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

4 E L E C T R O N I C R E C O R D S E R I E S T ITLE 

Grant documentation and related files 

5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2013 T O 2016 

6 INPUT - Identify source of informat ion to be entered 
Documents are saved as PDF fi les and stored on the Fiscal 
Serv ices shared dr ive 

7 O U T P U T - Identify the use/s of information generated by system 

Referenced by Fiscal Serv ices 

8 E L E C T R O N I C R E C O R D S E R I E S D E S C R I P T I O N - Briefly descr ibe the in format ion /documents / fo rms 
conta ined in a ser ies. Include purpose and funct ion of the sys tem. 

Comp le te Grant Files ( inc ludes or ig ina l RFP and proposa l a long w i t h awa rd no t i f i ca t i on , con t rac t ag reements , g ran t 

a m e n d m e n t s , p a y m e n t requests , repor ts and requ i red d o c u m e n t a t i o n ) 

9 P O L I C Y O N A C C E S S A N D USE - Explain or at tach copy if establ ished in wr i t ing. 

N/A 

10 U P D A T I N G C Y C L E S O R C O N D I T I O N S A N D R U L E S FOR REVIS ING I N F O R M A T I O N IN T H E S Y S T E M 

No revis ions are m a d e unless required by the Grantor 

11 S P E C I F Y T H E L O C A T I O N A N D M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Explain the progress ion estab l ished to 
ensure the record's retent ion and usabil i ty th roughout the record's author ized life cycle. 

A PDF file is stored on the Fiscal Serv ices Shared Drive 

12 R E C O M M E N D E D R E T E N T I O N 
Scan to Mary land State Arch ives Standards, then destroy paper vers ion. Retain e lectronic vers ion for 3 years after grant f inal 
reports are submi t ted to the funder or longer, if required by the grant agreement , then destroy. 

13 T Y P E D OR P R I N T E D N A M E O F 
P R E P A R E R 

S h a w n Chesnu twood 

14 T E L E P H O N E N U M B E R 

301-846-2455 

15 D A T E 

3/13/17 

16 T ITLE OF P R E P A R E R 
Senior Accoun tan t 

D G S 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) 799-1930 

ELECTRONIC RECORDS INVENTORY 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 P a g e ^ o f lH 

1 D E P A R T M E N T / A G E N C Y 

Freder ick Commun i ty Col lege 

2 DIVISION 

Finance 

3 UNIT 

Finance 

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

4 E L E C T R O N I C R E C O R D S E R I E S T ITLE 

Work papers 
5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2012 T O 2017 

6 I N P U T - Identify source of in format ion to be entered 
Born digital content in ei ther Excel or W o r d 

7 O U T P U T - Identify the use/s of information generated by system 
Referenced by Fiscal Serv ices 

8 E L E C T R O N I C R E C O R D S E R I E S D E S C R I P T I O N - Briefly descr ibe the in fo rmat ion /documents / fo rms 
conta ined in a ser ies. Include purpose and funct ion of the sys tem. 

W o r k papers for the fo l lowing: 
• Ma ry l and Higher Educat ion Commiss ion (MHEC): w o r k papers f o r t h e annua l d o c u m e n t s due t o t h e Mary l and Higher 

Educat ion Commiss ion (MHEC) f o r t h e College annua l aud i ted Form CC-4, College Board o f Trus tee app roved Annua l 

Opera t i ng Budget , and suppo r t f o r Form CC-2 FTE Reduct ion f o r s tuden ts f u n d e d under f ede ra l , s ta te , o r local 

con t rac ts or g rants [app l i ca t ion o f Code o f Ma ry l and Regulat ions (COMAR) 13B.07.03.04B(1) ] . 

• I n teg ra ted Postsecondary Educat ion Data System (IPEDS) W o r k papers - d o c u m e n t a t i o n t o suppo r t t h e f inanc ia l 

i n f o r m a t i o n s u b m i t t e d t o t h e In tegra ted Postsecondary Educat ion Data System. 

• Ez-Audit Wo rkpape rs - eZ-Audi t is a w e b app l ica t ion t h a t prov ides schools w i t h a paper less, single po in t o f submiss ion 

f o r f inanc ia l s ta temen ts and comp l iance audi ts . The w o r k papers are ins t i tu t iona l i n f o r m a t i o n used by Federal S tuden t 

A id t o c o m p l e t e the eZ-Audi t submiss ion . 

• M i d d l e States Ins t i tu t iona l Prof i le W o r k pape rs -documen ta t i on t o suppo r t t h e f inancia l i n f o r m a t i o n s u b m i t t e d t o t h e 

M i d d l e States Commiss ion on Higher Educat ion. 

• Annua l aud i t w o r k papers 

• Ind i rec t Cost D e t e r m i n a t i o n l e t t e r w o r k papers 

9 POL ICY O N A C C E S S A N D U S E - Explain or at tach copy if establ ished in wr i t ing. 
N/A 
10 U P D A T I N G C Y C L E S O R C O N D I T I O N S A N D R U L E S FOR REVIS ING I N F O R M A T I O N IN T H E S Y S T E M 

No revis ions are m a d e 
11 S P E C I F Y T H E L O C A T I O N A N D MEDIA O F T H E MAIN E L E C T R O N I C D A T A FILE. Explain the progress ion estab l ished to 

ensure the record's retent ion and usabil i ty th roughout the record's author ized life cycle. 
Files are stored on the Fiscal Serv ices shared site. 

12 R E C O M M E N D E D R E T E N T I O N 
Retain born digital content for f ive (5) years, then destroy 

13 T Y P E D OR P R I N T E D N A M E OF 
P R E P A R E R 

Dana McDona ld 

14 T E L E P H O N E N U M B E R 

301-846-2458 

15 D A T E 

7/13/18 

16 T ITLE O F P R E P A R E R 
V P for F inance 

D G S 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 

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

PAGE 

1. Department/Agency 

Frederick Community College 

2. Division 

Finance 

3. Unit 

Finance 

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

Work Papers 

5. Earliest Year/Latest Year 

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.) 

• M a r y l a n d Higher Educat ion Commiss ion (MHEC): w o r k papers fo r t he annua l d o c u m e n t s due t o t h e 

M a r y l a n d Higher Educat ion Commiss ion (MHEC) f o r t h e College annua l aud i t ed Form CC-4, Col lege Board o f 

Trus tee app roved Annua l Opera t i ng Budget , and suppo r t f o r Form CC-2 FTE Reduct ion f o r s tuden ts f u n d e d 

under f ede ra l , s ta te , o r local con t rac ts or grants [app l ica t ion o f Code o f M a r y l a n d Regulat ions (COMAR) 

13B.07.03.04B(1) ] . 

• In tegra ted Postsecondary Educat ion Data System (IPEDS) W o r k p a p e r s - d o c u m e n t a t i o n t o suppo r t t h e 

f inanc ia l i n f o r m a t i o n s u b m i t t e d t o t h e In tegra ted Postsecondary Educat ion Data System. 

• Ez-Audit W o r k p a p e r s - eZ-Audi t is a w e b app l i ca t ion t h a t prov ides schools w i t h a paper less, single po in t o f 

submiss ion f o r f inanc ia l s t a temen ts and comp l iance audi ts . The w o r k papers are ins t i tu t iona l i n f o r m a t i o n 

used by Federal S tuden t Aid t o c o m p l e t e t h e eZ-Audi t submiss ion . 

• M i d d l e States Ins t i tu t iona l Prof i le W o r k p a p e r s - d o c u m e n t a t i o n t o suppo r t t h e f inanc ia l i n f o r m a t i o n 

s u b m i t t e d t o t h e M idd le States Commiss ion on Higher Educat ion. 

• Annua l Aud i t w o r k papers 

Ind i rect Cost Rate De te rm ina t i on le t te r w o r k papers 
7. Record Series Format(s) Lisl all 8. Record Series Sequence 9. Volume 

X Letter Size • Microfilm • Alphabetical Number 

• Legal Size • Computer Tape r~1 Numerical X File Drawees) 

• Microfilm Reel(s) 

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

• Other (specify) 

• Bound Book • Video Tape f~l Geographical 

| ~ | Other fsDecifvl PI Other (sDecifv) 10. Annual Accumulation 

1 

Number 

X File Drawer(s) 

• Microfilm Reel(s) 

Computer Tape(s) 

• Other (specify) 

1 1 . File is Used 

• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

5 

Number • Month(s) El Year(s) 

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

Gambrill Hall, Building G. Suite 216 

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

• Yes X No 

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

• Yes X NO 

16. Audit Requirements 

• None f j State f j Federal x Independent 

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

• Yes X No 
18. Recommended Retention 

Retain paper records for five (5) years, then destroy. 

19. Name and Title of Preparer 

Shawn Chesnutwood, Senior Accountant 
20. Telephone Number 

301-846-2455 

21. Date 

3/13/2017 



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 iiof \i 

1 D E P A R T M E N T / A G E N C Y 

Freder ick Commun i ty Col lege 

2 DIVISION 

Finance 

3 UNIT 

F inance 

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 E L E C T R O N I C R E C O R D SERIES T ITLE 

Unclaimed Property Reports 

5 EARL IEST Y E A R / L A T E S T Y E A R 

2011 T O 2017 

6 INPUT - Identify source of informat ion to be entered 
Excel fi les and PDF backup is stored on the Fiscal Serv ices 
shared dr ive 

7 O U T P U T - Identify the use/s of information generated by system 

Referenced by Fiscal Serv ices 

8 E L E C T R O N I C R E C O R D S E R I E S D E S C R I P T I O N - Briefly descr ibe the in format ion /documents / fo rms 
conta ined in a ser ies. Include purpose and funct ion of the sys tem. 

Unclaimed Property - Remittance to State for uncashed checks exceeding three years. 

9 POL ICY O N A C C E S S A N D USE - Explain or at tach copy if establ ished in wr i t ing. 

N/A 

10 U P D A T I N G C Y C L E S O R C O N D I T I O N S A N D R U L E S FOR REVIS ING I N F O R M A T I O N IN T H E S Y S T E M 

No revis ions are made to the f inal ized unc la imed property reports submi t ted to the State 

11 S P E C I F Y T H E L O C A T I O N A N D M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Explain the progress ion estab l ished to 
ensure the record's retent ion and usabil i ty th roughout the record's author ized life cycle. 

Excel f i les and PDF backup is stored on the Fiscal Serv ices shared dr ive 

12 R E C O M M E N D E D R E T E N T I O N 
Scan to Mary land State Arch ives Standards, then destroy paper vers ion. Retain digital vers ion for seven (7) years, then destroy. 

13 T Y P E D O R P R I N T E D N A M E O F 
P R E P A R E R 

Dana Mcdona ld 

14 T E L E P H O N E N U M B E R 

301-846-2458 

15 D A T E 

3/13/17 

16 T ITLE OF P R E P A R E R 
V P for F inance 

D G S 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) 799-1930 

ELECTRONIC RECORDS INVENTORY 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 Page |Zof \V 

1 D E P A R T M E N T / A G E N C Y 

Freder ick Commun i ty Col lege 

2 DIVISION 

Finance 

3 UNIT 

F inance 

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 E L E C T R O N I C R E C O R D S E R I E S T ITLE 

IRS Form 1099 

5 EARL IEST Y E A R / L A T E S T Y E A R 

2013 T O 2017 

6 INPUT - Identify source of informat ion to be entered 

Documents are born digital ly 

7 O U T P U T - Identify the use/s of information generated by system 

Files are re ferenced by Fiscal Serv ices 

8 E L E C T R O N I C R E C O R D S E R I E S D E S C R I P T I O N - Briefly descr ibe the in fo rmat ion /documents / fo rms 
conta ined in a ser ies. Include purpose and funct ion of the sys tem. 

1. IRS Form 1099-Misc is a tax fo rm that reports the year-end summary of all non-emp loyee compensa t ion . . 

9 P O L I C Y O N A C C E S S A N D USE - Explain or at tach copy if establ ished in wr i t ing. 

N/A 

10 U P D A T I N G C Y C L E S O R C O N D I T I O N S A N D R U L E S FOR REVIS ING I N F O R M A T I O N IN T H E S Y S T E M 

No revis ions are made unless required by the IRS 

11 S P E C I F Y T H E L O C A T I O N A N D M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Expla in the progress ion estab l ished to 
ensure the record's retent ion and usabil i ty th roughout the record's author ized life cycle. 

T h e file is stored on the Fiscal Serv ices Shared Drive 

12 R E C O M M E N D E D R E T E N T I O N 
Retain born digital content for four (4) years, then destroy. 

13 T Y P E D OR P R I N T E D N A M E OF 
P R E P A R E R 

Dana McDona ld 

14 T E L E P H O N E N U M B E R 

301-846-2458 

15 D A T E 

3/13/17 

16 T ITLE OF P R E P A R E R 
VP for F inance 

D G S 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) 799-1930 

ELECTRONIC RECORDS INVENTORY 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 Page Oof f 1 / 

1 D E P A R T M E N T / A G E N C Y 

Freder ick Commun i ty Co l lege 

2 DIVISION 

Finance 

3 UNIT 

F inance 

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 E L E C T R O N I C R E C O R D S E R I E S T ITLE 

Indirect Cost Rate Determination Letter 

5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2013 T O 2017 

6 INPUT - Identify source of informat ion to be entered 

Paper documents are scanned to pdf and then dest royed 

7 O U T P U T - Identify the use/s of information generated by system 

Referenced by Fiscal Serv ices 

8 E L E C T R O N I C R E C O R D S E R I E S D E S C R I P T I O N - Briefly descr ibe the in format ion /documents / fo rms 
conta ined in a ser ies. Include purpose and funct ion of the sys tem. 

Letter issued by the U S D E that speci f ies the indirect cost rate that the Col lege can use on Federa l ly - funded grants 

9 POL ICY O N A C C E S S A N D U S E - Explain or at tach copy if establ ished in wr i t ing. 

N/A 

10 U P D A T I N G C Y C L E S OR C O N D I T I O N S A N D R U L E S FOR REVIS ING I N F O R M A T I O N IN T H E S Y S T E M 

No revis ions are made 

11 S P E C I F Y T H E L O C A T I O N A N D MEDIA OF T H E MAIN E L E C T R O N I C D A T A FILE. Explain the progress ion estab l ished to 
ensure the record's retent ion and usabil i ty th roughout the record's author ized life cyc le. 

Files stored on the Fiscal Serv ices shared dr ive 

12 R E C O M M E N D E D R E T E N T I O N 
Scan to Mary land State Arch ives S tandard , then destroy paper vers ion. Retain digital copy for ten (10) years, then destroy. 

13 T Y P E D OR P R I N T E D N A M E OF 
P R E P A R E R 

Dana McDona ld 

14 T E L E P H O N E N U M B E R 

301-846-2458 

15 D A T E 

7/3/18 

16 T ITLE OF P R E P A R E R 
V P for F inance 

D G S 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 Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275' 

Jessup, Maryland 20794 
410-799-1930 

PAGE WOF|V 

1. Department/Agency 

Frederick Community College 

2. Division 

Finance 

3. Unit 

Finance 

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

Purchasing Records - equipment inventory purchased with grant funds 

5. Earliest Year/Latest Year 

2014 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.) 

E q u i p m e n t I n v e n t o r y ( p u r c h a s e d w i t h Fede ra l F u n d s ) - E q u i p m e n t p u r c h a s e d w i t h a p u r c h a s e p r i c e 

o f $ 5 , 0 0 0 o r g r e a t e r . 
7. Record Series Format(s) List ail 

X Letter Size • Microfilm 

• Legal Size • Computer Tape 

l~l Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

|~l Other (specify) 

8. Record Series Sequence 

• Alphabetical 

X Numerical 

f~l Chronological 

l~l Geographical 

| | Other (specify) 

9. Volume 

1 

Number 

X File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

7. Record Series Format(s) List ail 

X Letter Size • Microfilm 

• Legal Size • Computer Tape 

l~l Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

|~l Other (specify) 

8. Record Series Sequence 

• Alphabetical 

X Numerical 

f~l Chronological 

l~l Geographical 

| | Other (specify) 10. Annual Accumulation 

3 

Number 

File Drawer(s) 

• Microfilm Reel(s) 

n Computer Tape(s) 

^ Other (specify) file folders 

1 1 . File is Used 

• Daily • Weekly • Monthly X Annually 

12. File Becomes Inactive After 

3 

Number • Month(s) x Year(s) 

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

Conference Center, Building E, Room 110 

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

• Yes X No 

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

• Yes X No 

16. Audit Requirements 

X None • Stale Q Federal • Independent 

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

• Yes X No 
18. Recommended Retention 

Retain according to grant requirements or for 3 years after 
grant final reports are submitted to the funder, whichever is 
longer, then destroy. 

19. Name and Title of Preparer 

Dana McDonald, VP for Finance 

20. Telephone Number 

301-846-2455 

21. Date 

7/3/18 
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