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ANNE ARUNDEL COUNTY 
-C-ENTRAl, S E R V I C E S P I V I S I 01 -PURCHASING O F F I C E 

Dl VI SI ON 

Itsrn 
No. Description Retention 

PURCHASE. REQUISITIONS 

The Purchase Requis i t ion is a s e r i a l l y numbered form 
(#05-02-7) used throughput the County to order materi­
a l s , agreements^ se r v i ces , e t c . There are three copies] 
prepared by the or ig inat ing department and d is t r ibuted 
as fo l lows : 

The whi te and yel low copies- are forwarded to. the 
Purchasing Of f i ce which records the Requisit ion 
and authorizes the purchase. Both copies are 
then forwarded to the Finance Of f i ce for approval 
and returned to Purchasing for preparation of 
the Purchase.Order (item #2). The wh i t e copy Is 
l a te r attached to the green copy of the Purchase 
Order and returned to Finance. The pi nk copy of 
the Requis i t ion is retained by the requesting 
department. 

Copies of a l l Requis i t ions , except the wh i te copy - " - -
retained by Finance, are considered nonrecord material 
and should be retained only for the temporary reference] 
use of the department, x 

PURCHASE ORDERS/CHANGE ORDERS 

RETAIN THREE. YEARS, J N, OFF I CE ,. 
TWO YEARS IN RECORDS CENTER! 
THEN DESTROY. 

,(Record Copy is the Whi te 
copy attached to the 
Purchase Order forwarded to 
F inance; th is copy becomes 
part of the Voucher F i l e , 
subject to the retent ion 
requirements set by the 
FJ nance Retention Schedule) 

The standard Purchase Order is prepared from the 
Requis i t ion ( item #l ) and.has seven copies which 
are d is t r ibuted ( a f t e r authorizat ion by the Purchasing 
Agent) as fo l lows : 

The white and yel low copies are sent to the. 
•vendor. The go! d_enro_d_ copy , along with attached 
back-up information, and the pink copy are 
refsined by . the Purchasing Of f i ce and f i l e d by., 
vendor and numerical ly , r espec t i ve l y . . The.groan 
copy is forwarded to Finance with the wh i te copy 
of the Purchase Requis i t ion. The bi ue and wh i te 
receiv ing copies are forwarded to the receiving 

.... . department. Af ter the i.tein i s . received, the 

RETAIN IN OFFICE THREE YEAR 
THEN IN RECORDS CENTER FIVE 
YEARS, THEN DESTROY. 

The green copy, retained by 
F inance, is the Record Copy 
subject to the retent ion . 
requirements set by the. 
Finance Retention Schedule. 
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Description Retention 

2 ' PURCHASE ORDERS (Cont.) 

the white receiv ing copy is returned to the 
Purchasing Of f i ce where, a f ter " logging in the date 
of receipt and .ensuring the f i l e is complete, i t _. 
is forwarded to the Finance D iv i s ion . 

A log is maintained which records vendor name, requesting 
department; date required by, date received.- A second. Tod 
records the date each Purchase Order is sent out (by 
department). -

Copies of a l l Purchase Orders, except the green copy r e ­
tained by Finance, are considered nonrecord material and 
should be retained only for the temporary reference use 
of the department. 

SUB-ORDER RELEASES 

A Sub-Order Release is a pa r t i a l order against an ac t i ve 
Purchase Order and is an authorizat ion for the vendor to 
ship whatever is descrived against' the.Purchase Order... , 
There are f i v e copies of the form which is prepared and 
d is t r ibuted as fo l lows : 

The Release is forwarded to Finance for approval of 
funds a f t e r i t has received the authorization of the 
Purchasing Agent. Finance retains the green copy ancjj 
returns the remaining copies to Purchasing. The 
whi te (o r ig ina l ) is sent to the vendor, except for 
confirmatory orders which are sent d i r e c t l y to Finandje. 

. . The pink copy is retained by Purchasing. The yellow 
receiv ing copy is forwarded to the receiving. dept. . 
unt i l shipment is rece ived, then i t is returned to 
Purchasing for recording and forwarded to Finance. 
The golden rod copy is retained by the requesting 
department. 

A control log is maintained whichrecords~the date the 
Release was sent to Finance, the Purchase Order 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 oT se r v i ces , cornmod i 1: i es , workmen's compensation 
claims and other charges which are outside of the scope ofj 
the Purchase Requis i t ion and Purchase Order. Three copies) 
ore prepared and d is t r ibuted as fo l lows: 

(See f^ge 3) 

RETAIN IN OFFICE THREE YEARS, 
IN RECORDS CENTER FIVE YEARS," 
THEN DESTROY. 

(Sub-Order Re 1 eases for 
Capital Improvement Projects 
are net separately f.i led at--.. 
present , necess i ta t ing a 
longer retent ion per iod. ) 

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

PS - s*r 
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DIRECT PAYMENTS (Cont. ) 

The requesting department prepares the form, retainirj 
the pink copy and forwarding the white or ig ina l and ye I lo\; 

copies to Purchasing for author izat ion. The ye I Iow copy j 
is retained by Purchasing and the white o r ig ina l i s f o r ­
warded to the Finance Department for approval of payment.-j 

This i s a s e r i a l l y numbered standard form (#04-02-4), 
l 

AGREEMENTS ! 

Non-bid contractuai agreements for persona! and pro fes ­
sional serv ices for spec i f i c work and period of time are 
prepared in quadruplicate and d is t r ibuted as fo l lows : 

RETAIN.IN OFFICE WHILE CURRENT! 
(ACTIVE), THEN IN RECORDS 
CENTER F IVE YEARS, THEN DES­
TROY.. 

1 . 
2. 
s • 

4. 

CONTRACTS. 

Original - Purchasing (Record Copy) 
Copy - Contractor/Consultant 
Copy - Finance . v 
Copy - Using Agency 

Contracts resu l t ing from accepted Bids on purchase of 
commodities or serv ices are prepared and retained by the 
Purchasing O f f i c e . F i l ed by Bid number, they include 
copies of bids re jected for each contract . Finance 
rece ives only a copy of the resu l t ing Purchase Order. 

PROPOSALS - CAPITAL IMPROVEMENT PROJECT FOLDERS 

These Proposals are concerned with long term contracts 
such as road, br idge, bui lding or u t i l i t y f a c i l i t i e s work 
The fo lders contain copies of the agreement with the con­
su l tant drawing up the plans and spec i f i c a t i ons , re jected 
proposals, de ta i l information and correspondence. They 
are f i l e d f i r s t by Proposal number, then by Contract num­
ber a f t e r the Contract i s awarded. Rejected Proposals a n | 
often.-re-bid end are. retained in the.Purchasing. Off ice 
v/hi i e a c t i ve . • '--

RECORDING DISCS OF BIDS 

Bicis received by the Purchasing Of f i ce are read and r e ­
corded, in publ ic in the County Council Chambers. 

SURPLUS SALES 

A record of a l l County property sold as surplus as public 
auction is retained which includes the item and pr ice 
obtai ned. 

RETAIN THREE YEARS IN OFFICE, 
THEN FOUR YEARS IN RECORDS 
CENTER,. THEN DESTROY. 

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

RETAIN REJECTED PROPOSALS IN 
OFFICE'WHILE ACTIVE, IN RECORDl 
CENTER THREE YEARS, THEN DES­
TROY. 

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

RETAIN THREE YEARS, THEN 
DESTROY. 
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10 ADVERTISING 

A l l cap i t a l p ro j ec t s , bids and surplus property sales are 
advert ised in local newspapers. 

RETAIN TWO YEARS, THEN DES­
TROY. 

11 GENERAL OFFICE & CORRESPONDENCE FILES RETAIN THREE YEARS, THEM DES­

The f i l e s contain general information, copies of l e t t e r s 
and memoranda, personnel information, f inance forms, bud­
get workpapers and other information of a housekeeping 
nature which have temporary reference va lue . 

TROY. 

12 BLANKET PURCHASE RELEASES RETAIN FOR THREE YEARS, THEN 

The County has standing agreements with ce r ta in vendors . 
for emergency purchases of commodities for under $50.00, 
in s i tua t ions where the standard Purchase Requis i t ion 
would not be p r a c t i c a l . There are three copies, d i s t r i ­
buted as fo l lows : 

DESTROY. 

. . . 

The white copy i s given to the vendor; the yellow 
copy i s retained by Purchasing; and the pink copy 
i s retained by the using department.. .. — 

PR 1 NT SHOP WORK ORDERS RETAIN THREE YEARS, THEN DES-

1 

A Work Order is completed in the Purchasing Of f i ce for. 
a l l pr in t ing projects other than minor copying. The 
standard form (305-02-22) i s prepared in four copies , 
d is t r ibuted as fo l lows : 

DESTROY. 

The Yellow copy re ta ined by'-
Purchasing i s the Record Copy. 

The white o r ig ina l copy is sent to Finance to charge 
the appropriate account (s ) ; the ye 1 low copy is 
retained by Purchasing; the pink copy i s retained by 
the requestinq department; and, the goldenrod copy 
i s retained by the P r i n t Shop. 

14 STOCKROOM STORE REQUISITIONS ' 

Requis i t ions are prepared by departments to order material 
agreements and se r v i ces , e t c . There are three copies , 
d i s t r ibuted as fo l lows : 

RETAIN THREE YEARS, THE DESTR0>> 
FINANCE HAS RECORD (WHITE)COPY. 

» " - • • 

V/hite, yellow and pink copies are sent to Purchasing. 
Tho pink copy is returned to the requesting depart ­
ment a f t e r i t i s p r i ced . 

i This is a standard form, s e r i a l l y numbered (#05-02-10). 
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15 

16 

17 

CASH RECEIPTS FOR STOCKROOM 

Beceipts gre given to members .of the public who purchase-
items from the County warehouse or stockroom. There are 
four copies of tnTs-standard form- (#0^-02-1) : . 

The white copy is retained by Purchasing; the yellow 

RETAIN THREE YEARS, THEN 
DESTROY. •• -

copy is forwarded to Finance ( Invo ice & Aud i t ) , and 
the pink S golden rod copies are forwarded to the 
Cashier 's O f f i c e . 

INVENTORY .SHEETS 

An annua] inventory of the warehouse, stockroom and.garagq 
is conducted, recording the quantity and stocknumber of 
each item, the pr i ce and extended value and the actua l . , 
count. 

BID SECURITY RETURN RECEIPTS 

RETAIN FIVE YEARS, THEN DESTROY 

RETAIN THREE YEARS, THEN 
DESTROY. 


