NO.

Records Manogement Division

/‘,é,,,. RM-1 DEPARTMENT OF GENERAL SERVICES schebute

RECORDS RETENTION AND DISPOSAL SCHEDULE

)

ltem A
No. Description

ANNE _ARUNDEL COUNTY PUBLIC [ 1BRARY F INANCE

AGENCY

DIVISION

1. ACCOUNTING RECORDS

A, PAYROLL
1. Employee Leave Records Retain for three (3) years
and until all audit re-
quirements have been ful-
filled, then destroy.
2. Payroll Ledgers Retain permanently.
3. Cancelled Paychecks & Payroll Bank Statements Retain 'for three (3) years'

and until all audit re-
quirements have been ful-
filled, then destroy.

it

¢ : i
4. Payroll Journals
5. Time SKeets & Time Cards ‘ -

6. 'Insurance Plan Records Retain permanently.
B. ACCOUNTS PAYABLE ;
. 1. Cancelled Accounts Payable '
Checks & Bank Statements ' Retain for three (3) years
and until all audit re-
guirements have been ful-
filled, then destroy.
2. Paid Invoices & Purchase Orders-General Fund "
3. Paid Invoices & Purchase Orders-Capital Projects "
L, Disburgement Journals "
5. Disbursement Ledgers | Retain permanently.

C. ACCOUNTS RECEIVABLE
1. BankkDeposit Slips Retain for three (3) yeers
’ and until all audit re-
quirements have been ful-
filled, then destroy.

2. Cash Receipt Records #0402-1 & 73F 110A I

Schedule approved by Department, Agency or Division Representative
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ANNE ARUNDEL COUNTY PUBLIC LIBRARY

F INANCE

AGENCY

DIVISION

ltem

No.

Description

D.

MISCELLANEOUS
1. Transfer of Funds 0402-11

2. ADMINISTRATORS FILES

3. GENERAL OFFICE & CORRESPONDENCE F{LES

These flles contaln general information such as
coples of letters and memoranda, personnel information,
finance dupllcate forms and other Information of a
housekeepling nature which has a temporary reference

value.

Retain for three (3) years
and until all audit re-
quirements have been ful-
filled, then destroy.

Retain permanently.

Reétain for three (3) years
+hen destroy.

Schedule approved by Department, Agency or Division Representative

’ / 7 /

Cleor ZoF df-14 =23

Signature 4

Title Date

Schedule Authorized by Holl of Records Commission

Disposal Authorizeg by Board of Public Works
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