TORGES~550-

S

I DEPARTMENT OF GENERAL SERVICES SC‘!"DULE
REV. 5/73 ’ Records Management Division
C— ‘/7‘2’
o - PAGE -
. _ REZORTS RETEﬂ'TlDN AND BISPOSAL SCHEDULE HO-
ANNE ARUNDEL COUNTY | |
_CEMTRAL SEDVICES DIVISLION DURCHASING OQFE)CE
AGENCY D'VlSlON
{tam -
Mo. Description Retention

o~

b | PURCHASE REQUISITIONS

The Purchase Requisition is a serially numbered form
(#05-02-7) used throughout the County to order materi-
als, agreements; services, etc.
prepared by the orlglnating department and dlstrlbuted
‘as fol]ows

" and ‘authorizes the purchase.

and returned to Purchasing for preparation of .

"Copies of all Requisitions, except the white c0pyAN
retained by Finance,
and should be re

There are three copiesi,

The white and ye]low coples are forwarded to. thn
Purchasang Offace which records the Requasntxon
Both copies are
then forwarded to the Finance Cffice for approval

the Purchase Order (ltem #2). The white copy is
later attached. to the gresn copy of the Purchase.
Crder and returned to Finance. The pink copy of
the Requisition is retalneo by the requesting
department . :

are considered nonrecord material
a'ned only for the temporary referencsd

" Purchase Order -forwarded tol

subJect to the retention

RETAIN THREE. YEARS _IN.OFFICE,
TWO YEARS IN RECORDS CENTER]
THEN DtSTROY ’ ' :

(Record Copy is the White
copy attached to the

Finance; this copy beccmes
part of the Voucher File,

requirements set by the _
Finance Retention Schedule)

“use of the department
2 PmeHASE OQDtRS/CHAVGE ORDERS RETAIN IN OFFICE THRZE YEAR
e S s THEM [N RECORDS CENTERFIVE:
The standard Purchase Order is prepared from the YEARS, THEN DESTROY.
.Rzguisition (ltem #1) and. has seven copies which L - 4
are distributed (a»ter authorization by the PurchaSlng The green copy, retainad by
Agent\ as fol]ows : Finance, is the Record Copyy
| subject to the retention
The white and yellow copies are sent to the ‘requirements set by the
venaEF—_“THo raldenrod copy, a(ong with attached Finance Retention Schedule.
back-up’ nnfornLﬁ?ﬂaT“‘and the pink copy are
retained by the Purchasing O0ffice and filed 2y,
vendor. and numericaily, respectively.. The groen
copy is forwarded to Finance with the white copy
of the Purchase Reguisition. The bxue and 'Ql:S
receiving copies are fdrwarded to ‘the | receiving
. noanEH;nL After the item is received, the
Schadyla »"\p;.-r;vvd by Dupuriment, Schadule Authariz
Agenoy, or Divisi?;;“?';pm«enmli e . motl of Pees
‘ / /' ( ;/,/ {
. ) ) i, ! f ; /.;,r,r A, e
sl L A ] TR
te Signatura JTidds Dars Stute Archivise
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1-department;

“{ A control

, PURCHASE ORDERS (Cont.)

-the lete recetvnng copy is returned to the
Purchasing Office where, after logging in the dite

. of receipt and _ensuring the file is complete, it .. .
is forwarded to the Finance Division.

A log is maintained which records vendor name, requesting
date required. by, date- receiVed
records the date each Purchase Order IS sent out (by
department) .- - = -
Copies of all Purchase Orders, except the green copy re-
‘tained by Finance, are considered nonrecord material and
should be retained only for the témporary reference use-
of the department. '

SUB-ORDER RELEASES
—— — , _ e
A Sub-Order Release is a partial order against an active
Purchase Order and is an authorization for the vendor to
ship whatever is descrived against the Purchase Order.
There are five copies of the form wh:ch is prepared and
distributed as follows: : -

The Release is forwarded to Finance for approval of
funds after it has received the authorization of the
Purchasung Agent.
returns the remaining copies to Purchasing. The
white (original) is sent to the vendor, except for...
confirmatory orders which are sent directly to Finang
_The pink copy is retained by Purchasing.
receiving copy is forwarded to the receiving. dept.
“until shipment is received, then it is returned to

. Purchasing for recording and forwarded to Finance.
The goldenrod copy is retanned by the requesting
depart1ent

l0g is maintained whichrecords the date the
Release was sent to Finance, the Purchase Crder number,.
the Release number, vendor name, requesting department),
date returned by Finance and date receiving copy returned.

DIRECT PAYMENTS.

A departmental order for Direct Payment is prepared for
purchase of services, comnodities, workmen's compensation
claims and other charges which are outside of the scope of
the Purchase Requisition and Purchase Ordar. Three copies
are prepared and distributed as follows:

(See page 3)

. A second-log . -

IN RECORBS CENTER FIVE YEARS, -

Flnance retalns the green copy andg-

The yellow {

RETAIN IN OFFICE THREE YEARS,

THEN DESTROY.-

(Sub-Order. Releases for .
Capltal Improvement Projects
are nct separately filed at...
present, necessitating a
longer retention period.) .

RETAIN THREE YEARS THEN
DESTROY. (RECORD COPY RETAINED
BY FINANCE DEPARTMENT)

: PSS - 942
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-EECOR

DIRECT PAYMENTS (Cont.)

. The requesting deparTmenf prepares the form, retainid

the pink copy and forwarding the white original and yelloy -

copies to Purchasing for authorization. The yellow copy
is retained by Purchasing and the white original is for-
warded to the Finance Department for approval of payment.

This is a serially numbered standard form (#04-02-4).

AGREEMENTS

Non-bid contractuai agreements for personal and profes-
sional services for specific work and period of time are
prepared in quadruplicate and distributed as follows:

Original - Purchasing (Record Copy)
Copy - Confracfor/ConsulTanf
Copy - Finance . _ S
Copy - Using Agency

P A N

COMTRACTS

Contracts resulting from accepted Bids on purchase of
commodities or services are prepared and retained by the
Pus Chablﬂg Office. Filed by Bid number, they in¢lude
copies of bids rejected for each contract. Finance.
receives only a copy of the resulting Purchase Crder.

PROPOSALS - CAPITAL IMPROVEMENT PROJECT FOLDERS

These Proposals are concerned with long term contracts
such as road, bridge, building or utility facilities work
The folders contain copies of the agreement with the con-
sultant drawing up the plans and specifications, rejected
proposals, detail information and correspcndence. They
are filed first by Proposal number, then by Contract num-
bar after the Contract is awarded. Rejected Proposals areg
often: re-bl4 and aro,refalned ln The PurchaS|ng Orfnce -
while active. SRR - e

DING DISCS OF BIDS

Bids received by the Purchasing Office are read and re-

corded in public in the County Councit Chambers.

SURPLUS SALES

A record of all County property sold as surplus
anction is retained which includes the iftem and
obtTained.

as public
price

g

RETAIN . IN OFFICE WHILE CURRENT
(ACTIVE), THEN IN RECCRDS
CENTER FIVE YEARS, THEN DES-
TROY..

RETAIN THREE YEARS IN OFFICE,
THEN FOUR YEARS IN RECCRES
CENTER, - THEN DESTRQY.

RETAIN THE FOLDERS FOR-SEYEN
YEARS AFTER COMPLETION GF THE
PROJECT, THEN DESTROY.

RETAIN REJECTED PROFOSALS IN
OFFICE WHILE ACTIVE, IN RECORD
CENTER THREE YEARS, THEN DES-
TROY.

RETAIN IN OFFICE WHILE ACTIVE
THEN IN RECORDS CENTER THREE
YEARS, THEM DESTROY.

RETAIN THREE YEARS, THEN
CESTRGY .

PS5~y
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10 1 ADVERTISING RETAIN TWO YEARS, THEN DES-

.'_.—.

PR

ldistributed as follows:

}..__-
!
i

t
All capital projects, bids and surplus properiy sales are
advertised in loczl newspapers.

GENERAL OFFICE & CORRESPONDENCE F1LES

The files contain general information, copies of letters
and memoranda, personnel information, finance forms, bud-
get workpapers and other information of a housekeeping - -
nature which have temporary reference value.

BLANKET PURCHASE RELEASES

The County has standing agreements with certain vendors

for emergency purchases of commodities for under $50.00,

in situetions where the standard Purchase Requisition

weuld not be practical. There are three copies, distri-

b'fed as follows '
The hthP copy is glvon to rhe vendor The yellow
copy "is retained by Purcha:lng, and the glnk copy
.is retained by the using department.. .. .

PRINT. SHCP WORK ORDERS

A Work Order is completed in the Purchasing Office for.
a;l printing projects other than minor copying. The
stancard form (305-02-22) is prepared in four copies,

The white original copy is sent to Finance to charge
*the approorxafe account(s); the yellow copy is
retained by Purchasing; the pink copy is retained by
the requesiing department; and, the goldenrod copy
is retained by the Pr:nf Shop

STOCKROOM STORE REQUISITIONS

Reguisitions are prepared by departments to order material
agreemsnts and services, etc. There are Three copies,
distributed as: follows:

Vihite, yellow and pihk copies are sent to Purthasing.
The pink copy is returned to The requesting depari-
mant after it is priced. |

This i3 a standard form, serially numberec (#05-0Z2-10).

S N A IV

i

TROY.

RETAIN THREE YEARS, THEN. DES--
TROY.

RETAIN FOR THREE YEARS THtN
DESTROY.

T T T LIt °N

RETAIN - THREE YEARS, THEN DES- .
DESTROY.

The Yellow copy retained by o
Purchasnng |s The Record Copy

RETAIN THREE YEARS, THE DESTROY
FINANCE HAS RECORD (WHITE)COPY.

S - 'JAZI
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CASH RECEIPTS FOR STOCKROOM _

_Receipts are given to members of the public who .purchase.

items from the County warehouse or stockroom. There are:
four copies of this-standard form (#04-02-1): e
The white copy is retained by Purchasing; the yéllow
. copy is forwarded to Finance (Invoice & Audit), and- -
“the pink & go]denrod copies are forwarded to the ‘
Cashier's Office.

IMVENTORY SHEETS - . . .

g

An anpual inventory of the warehouse
is conducted,
each item,
count.

.stockroom and.garage
recording the quantity and stocknumber of
the price and extended value and the actual .

BID SECURITY RE*URV RECEIPTS

oy ———— - ——

1 RETAIN THREZ YEARS . THENH )

RETAIN THREE YEARS, THEN
DESTROY. ©~ ~ ~7 7

)

RETAIN. FIVE YEARS, THEN -DESTROY .

DESTROY .,

PSS~ 942




