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for the Board of Education of Baltimore County is
hereby approved.

Updating or amendment of the schedule may be accomplish-
ed by submission of Form RM-1l, or equivalent, to the
Records Management Division of the Hall of Records
Commission, Department of General Services.

Schedule approved by Department, Agency or Division Representative

]/)ﬁé ot AL Associate Superintendent March 30, 1976
= 77 T

ignature itle Date

' Schedule Authorized by Hall of Records Commission Disposal Authorized by Beard of Public Works

L/ - c)"C " 7 4 gj urm/mé_///ﬂ ln:‘/lc—-z/c_

Date "Archivisd/ Dote Secretary

PS =943




FORM RM: 1 DEPARTMENT OF GENERAL SERVICES SCHEDULE
REV. 2/75 S | Records Management Division C-421
< ! PAGE
RECOR“DS RETENTION AND DISPOSAL SCHEDULE N1

I
BOARD OF EDUCATION OF BALTIMORE COUNTY

Administration Division

AGENCY I

DIVISION

} 4
v Description

Retention

The attached Records Retention and Disposal Schedule
for the Board of Education of Baltimore County is
hereby approved.

Updating or amendment of the schedule may be accomplish-
ed by submission of Form RM~1, or equivalent, to the
Records Management Division of the Hall of Records
Commission, Department of General Services.

W—WW

Schedule approved by Department, Agency or Division Representative

z7

Associate Superintendent

March 30, 1976

Signature Title

Dote

Gorgra il e fesn| sfif

Schodvle Avthorized by Holl of Records Commission

Disposal Avthotized by Board of Public Works

Date Archivist ¥/ Date

/éc L»’/L(( QG Z(/Z/ZQ\

Secrotary

PSS - 943




—




-

.
| A it AR i s - - enegn e

-, ) RECORDS RETENTION AND DIS§POESITION SCHEDULE T - F &

BOARD OF EDUCATION OF BALTIMORE COUNTY )
- o TABLE OF CONTENTS  ° o i
OFFICE INDEX NO.  PAGE NO. ‘
. ADMINISTRAT ION ‘ R )
BOARD OF EDUCATION 1-01 1 .
@) SUPERINTENDENT 1-02 2 b
DEPUTY SUPERINTENDENT - 1-03 3 ) -
ASSOCIATE SUPERINTENDENT — ADMINISTRATION 1-04 4 N
) ADMINISTRATIVE ASSISTANT — ADMINISTRATION 1-05 5 . e
b " ADMINISTRATIVE ASSISTANT - FINANCE 1-06 6 é’)é
g PERSONNEL 1-07 1 -
-0 RESEARCH ‘ 1-08 10" )
k& SCHOOL - ELEMENTARY 1-09 11 Z
) SCHOOL — SECONDARY 1-10 15 O:
$ STAFF AND COMMUNITY RELATIONS 1-11 19 3
.0 INSTRUCTION ‘Pg
: ASSOCIATE SUPERINTENDENT — INSTRUCT ION 2-01 20 g
=0 ASSISTANT SUPERINTENDENT - CURR E INST SERVICES 2-02 21 0
& ADULT EDUCATION 2-03 23 E
20 ELEMENTARY EDUCATION 2-04 24 #5
’ FEDERAL PROGRAMS 2-05 25 =
1 GUIDANCE 2-06 26 >
HEALTH SERVICES 2-07 27 3
C INDUSTRIAL AND VOCATIONAL EDUCATION 2-08 28 ®
| INSTRUCTIONAL MATERIALS AND SERVICES 2-09 29 »
| - MUS IC 2-10 31 S ®
| PHYSICAL EDUCATION 2-11 32
Q) PSYCHOLOGICAL SERVICES 2-12 33 &

PUPIL PERSONNEL 2-13 34




_ ) . - — Wl; - —'f:—-t-—-———-ﬁ
O{ o " RECODRDS RETENTION "AND DT SPOSITITTON SCHEDULE 7~ 77 T o ’ \./
BOARD OF EDUCATION OF BALTIMORE COUNTY. e L
- T T TTITTOU CTABLE OF CONTENTS Tt s T e oo ‘®
- o . OFFICE S _INDEX NO. _ _PAGE NO. o
O~ - s mmeee oo BUPTL” SERVICES S B = - -2 .
. ] CREADING - ¥ T ¥ S 4
(o e e e SPECIAL EDUCATION - — R e e 7- J e -
. ) )  SUBJECT AREAS C2-17_ 39 I
O - - S TESTING™ ™ = T T m o e e e oz g e e e g T T e @8
o ) BUSINESS AND FINANCE _ S _ e - e
-, O SR ASSOCIATE SUPERINTENDENT — BUSTNESS ANDFINANCE — 3201 41 SN 1o
5 - o UBUDGET 302 A2 2
O e e = CRID ACCOUNTING ™ T T S 1 St S - (Mg
g S  DATA PROCESSING. 304 a4 2
O e e e s S EQQD SERVICES T T T T T - — e 3T T T g e e e N
5 _  GENERAL ACCOUNTING - = T Y S 2
EO-- - "~ OCCUPATIONAL SAFETY AND HEALTH ™~ """~ === - = 3g7 = - - =g o CS?
o W L UPAYROLL. 308 &9 5
O - S me s T PURCHASING T T e e ST s g g gt e =5 - e e e (Y
: . SCHOOL ACCOUNTING o310 s3] N
8 -~ - Seems s -0 - 0 TRANSPORTATION =~~~ = = e bl T 55 S e e e N
s .. PHYSICAL FACILITIES ) - o M z
O~ = s e s s - o pgSOCTATE SUPERINTENDENT = 'PHYSTCAL FACTLITIES™ <~~~ 4-01 " "7 Tt gyTTI s e D¢
, _ ARCHITECTURAL PLANNING A o 4=02 s - 3
O-- “BUILDING MAINTENANCE AND OPERATIONS  —- = -~ ~= == -~——-4003° = -~ ~gg— - - - m e O
) CAPITOL PROGRAM PLANNING 404 61 S '
O S CONSTRUCTION "~ "~ =~ == = = == == =ms o o oo e T L T {6
y ) _GROUNDS_ MAINTENANCE AND OPERATIONS 406 &3
O - SITE ACQUISITION  © 7~ 7 70 7 o o o o s o oo o o o o () 7 T e e o S i s e @

SITE DEVELOPMENT

4-08



http://PAGE__.NO

PATENT PENDING

SPEEDIREAD WITH EYE TRACK

® ¢ 6 o © 6 ¢ © © o O o0 o & o 9O

RECORDS R

coMp
DA
DC
DE
L+X
NR

P

us
UA
X/EVENT
Y/Z

l. RECORDS WHICH DOCUMENT THE USE OF FEDERAL FUNDS MUST BE RETAINED UNTIL FEDERAL AUDIT OR

ETENTION AND DI SPOSITION SCHEDULE
BOARD OF EDUCATION OF BALTIMORE COUNTY

RECORD RETENTION CODES

= COMPLETION OF PROJECT OR PROGRAM

= DURATION OF ACTIVITY

= DURATION OF CONTRACT

= DURATION OF EMPLOYMENT

LIFE OF EQUIPMENT +« X YEARS

NON-—-RECORD

PERMANENT

= UNTIL SUPERSEDED

UNTIL ALL FEDERALs STATE AND OTHER AUDIT REQUIREMENTS ARE NETY
X YEARS OR UNTIL EVENT OCCURSy WHICHEVER PERIOD IS LONGER
RETENTION PERIOD Y OR REVENTION PERIOD Z, WHICHEVER IS LONGER

"

i

W

L]

NOTES

RELEASE OF AUDIT REQUIREMENTS BY THE FEDERAL GDVERNMENT TO THE CONCERNED AGENCY.

2. NO STATEMENT IN THIS SCHEDULE SHALL BE CONSTRUED TO AUTHORIZE THE DESTRUCTION OF RECORDS

THAT HAVE BEEN IN C

3. THE BEGINNING DATE OF A RETENTION PERIOD SHOULD ALWAYS BE THE END OF THE SCHOOL, FISCAL OR

THE CALENDAR YEAR,
ACCOUNTING ACTIVIVY

USTODY FOR LESS THAN THREE (3) YEARS.

WHICHEVER IS PERTINENT, OR THE CLOSING DATE OF ALL FINANCIAL AND
UPON THE COMPLETION OF THE PROGRAM OR PROJECT.

e & 0O
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ITEM NO.

1

2

1976

RECORD TITLE

EDUCATION -~ SECURITY COPY
F PROCEEDINGS OF SPECIAL

Z2mo

ANNUAL REPORY OF THE BOARD
CORRESPONDENCE FILE

o g e Y RIS S A ¥

FOSt T TON

BOARD OF EDUCATION OF BALTIMORE COUNTY

M OF MINUTES OF PROCEEDINGS OF

S AND COMMISSIONS OF BOARD OF

OFFICE — BOARD OF EDUCATION ~
‘RETENTION PERIOD LOCATION OF RECORD
{YEARS) cory

MINUTES OF PROCEEDINGS OF BOARD OF

P

P

SUPT OFFICE

CHILD ACCT OFF

SUPT OFFICE

SUPT OFFICE
SUPTY OFFICE

SCHEDULE" - ’

g vz

PAGE NO. 1
INDEX NO. 1-01
LOCAL RECORDS
CONF IDENTIAL UPDATE
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. SCHEDULE NO. Cé21 BOARD OF EDUCATION OF BALTIMORE COUNTY o PAGE NO. 2

3

Snis o008 8850 e AT S on GBS

—$ MARCH 22, 1976 h ) o ‘ INDEX NO. 1-02
DIVISION — ADMINISTRATION OFFICE - SUPERINTENDENT ) LOCAL RECORDS
ITEM NO. RECORD TITLE RETENTTION PERIGD  LOCATION OF RECORD CONFIDENTIAL UPDATE
(YEARS) cory

1 LEGAL FILES OF BOARD ATTORNEY P SUPT OFFICE YES
POLICIES AND REGULATIONS P SUPT OFFICE '
AT LYE SIS, B RBEP AT a E0m0s s suer oerice
FACILITIES)

ADMINISTRATIVE RECORD FILE . . . SUPT OFFILCE
MANAGEMENT AND INSTRUCTIONAL REPORTS
TASK FORCE AND COMMITTEE REPDRTS
PLANS

CORRESPONDENCE FILE . N SUPY OFFICE
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RECODRDS RETENTION ANO DTS PO0OSITION
SCHEDULE NO. C42l BOARD OF EDUCATION OF BALTIMORE COUNTY
MARCH 22. 1976 T
DIVISION — ADMINISTRATION OFFICE — DEPUTY SUPERINTENDENT
ITEM NO. RECORD TITLE RETENTION PERIOD LOCATION OF RECORD
(YEARS) cory

1 SUPPORYING LEGAL FILES P DEPUTY SUPT OFF
LEGAL OPINIONS FROM STATE DEPT OF EDUCATION
LEGAL OPINIONS FROM OTHER STATES
SUPPORT ING DOCUMENTATION ON SPECIFIC CASES
CORRESPONDENCE

NEGOTIATIONS FILES - PROFESSIONAL AND DEPUTY SUPT OFF
CLASSIFIED STAFFS

AGREEMENTS

ARBITRATION AWARDS

PROPOSALS

FEDERAL NEGOTIATIONS

STATE NEGOTIATIONS

IMPASSE MEDIATION

ASSOCIATIONS

ELECTIONS
GRIEVANCE FILES DEPUTY SUPT OFF
EQUAL EMPLOYMENT OPPORTUNITY(EEO) FILES P DEPUTY SUPT OFF

COMPLAINTS

CASES

GENERAL CORRESPUNDENCE

CONF IDENTIAL

YES -

PAGE NO. 3
INDEX NO. 1-03

LOCAL RECORDS

UPDATE

o & o ¢

e O & & o » »
18871 WJO4 OH "DNI 'SWHOd SSINISNG FAOOW

LU VSN NI QILNIYd




S S
i
5T I By Wt oo WA ¥

i RECORDS RETENTION AND DISPO s TT10N SCHEDULE

...SCHEDULE ND._C421 o BOARD OF EDUCATION OF BALTIMORE COUNTY o PAGE NO, 4

" MARCH 22, 197% o R A e ‘ Lo ‘ INDEX NO. 1-04

DIVISION — ADMINISTRATION OFFICE — ASSOCIATE SUPERINTENDENT — ADMINISTRATION LOCAL RECORDS
ITEM NO. RECORD TITLE TR ???ﬁfﬁﬁﬁsfﬁaf“ﬁ”“ LOCATION 6? R%ébﬁo “”%ﬁu?onN?IAL UPDATE

1 MIDDLE STATES HIGH SCHOOL EVALUATION RPTS s ASSOC SﬂiTlﬁﬁﬁﬂ
PROGRESS REPORTS

ABEER(R 100 SEY0TE s “RABMERTO P8 B ASEK ST PP

ADMINISTRATIVE REVIEWS OF SCHOOL ACTIVITIES 3 ASSOC SUPT OFF
COMMITYTEE STUDIES, MINUTES AND REPORTS T o ASSOC SUPT OFF
PRINCIPALS SUPERVISORY REPORTS 3 ) ASSOC SUPT OFF

ANNUAL CALENDARS AND SCHEDULES FOR SCHOOL ) 3 ) ASSOC SUPTY OFF 7
ACTIVITIES

SCHOOL ADMINISTRATIVE REPORTS ASS0OC SUPY OFF
REPORYT ON MONTHLY FIRE DRILLS
ORGANIZAT ION REPORT
STAFF ORGANIZATION
ESTIMATED ENROLLMENT
CLASS SIZE REPORTS
DECLARATION OF TEACHING INTENTION .
STAFF ALLOCATIONS o o

8 ?§3¥°E§566E¥2VAﬂgﬂgR r?? SCHOLARSHIPS ’ S D . ASSOC SUPT OFF

9 CORRESPONDENCE FILE 3 o ASSOC SUPT OFF

® o o 9

PATENT PENDING
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DIVISION — ADMINISTRATION OFFICE - ADMINISTRATIVE ASSISTANT ~ ADMINISTRATION
ITEM NO. RECORD TITLE " RETENTION PERTIOD LOCATION OF RECORD
(YEARS ) coPy

i consogn

1 MINUTES OF ADMINISTRATIVE STAFF MEETINGS . ADMIN ASST OFF
2 CORRESPONDENCE FILE ADMIN ASST OFF
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| SCHEDULE NO. C421 ) ) BDARD OF Eoucumn OF BALTIMORE coumv e PAGE NO. 6 l
- MARCH 22, 197¢6 . . ’ . e B ‘ T T memmmmm e 0 INDEX NO. 1-06 :
~ DIVISION - ADMINISTRATION OFFICE - Aoumxsrauxve ASSISTANT - FINANCE LOCAL RECORDS
e ITEM NO. : RECORD TITLE “‘“‘”“ﬁ“?‘ﬁ‘ﬁi‘“‘fﬁ’”‘”"”ﬁ?ﬁ”iﬁﬁ LOCATmN ﬁ“i‘f ﬁéﬁoao ‘CONFIDENTIAL  UPDATE ®
® 1 DEBT SERVIGCE SCHEDULES AND RELATED FILES P FINAN @&5‘!‘ m?f ®
2 FIXED ASSET FUND AND RELATED INFORMATION P FINAN ASST OFF
PY 3 ANNUAL FINANGIAL REPORTS . LT TR FINAN ASST QFF .~ ‘§
4 ANNUAL AUDITS P FINAN ASST OFF e
o 5 CERTAIN CONTRACTS AND LEGAL DOCUNMENTS ) . e .7 FINAN ASST DEF .. e .§
g HEALTH AND LIFE CONTRACTS a
& PY WAREHOUSE LEASES AR O UM ‘g
g 6 CONSTRUCTION FUNDS LEDGER P FINAN ASST OFF izf
L - 2
& 7 CON HO P FINAN ASST OFF A, :
@ cnn°$ Viad Gl kLT gﬁmg“?s OF FILE ON oF S
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Y BID EXPLANATIONS 5
T -
=P CONTRACT BREAKDOWN ®
9 PROJECT BREAKDOWN , x
W . z
@ PROJECT MISTORY , o , i ®:
5 REQUISITION PAYNENTS : et z
(=]
‘ PY 8 VOUCHERS WITH RESPECT TO CONSTRUCTION FUND B/UA FINAN ASST QFF P4
9 CORRESPONDENCE FILE 3 FINAN ASST OFF .
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SCHEDULE NO.

ITEM NO.

1

2

C421
MARCH 22, 1976
DIVISION - ADMINISTRATION

RECORDS "RETENTION

OFFICE - PERSONNEL
RECORD TITLE

PROFESSIONAL STAFF PERSONNEL FILE
{MAY CONTAIN ALL OR SOME OF FOLLOHING RECS)

APPLICATIONS FOR EMPLOYMENT
RECOMMENDATIONS

TRANSCRIPTS OF RECORD

CREDENTTIALS EVALUATION AND INTERVIEW SHEET
CONTRACT

VERIFICATION OF FORMER EMPLOYMENT
VERIFICATION OF UNUSED SICK LEAVE
APPLICATIONS FOR CERTIFICATION
STATE CERTIFICATION

RECORD OF ASSIGNMENTS

COURSE APPROVAL FORMS{REIMBURSEMENT)
EVALUAT IONS

LETTERS OF COMMENDATION
CORRESPONDENCE

RESIGNATIONS

CLASSIFIED STAFF PERSONNEL FILE
{MAY CONTAIN ALL OR SOME OF FOLLOWING RECS)

APPL ICATIONS FOR EMPLOYMENT

RECOMMENDATIONS

HEALTH CERTIFICATES AND EXAMINATION REPORTS
PERSONNEL ACTYION FORMS

CHANGE OF STATUS SHEETS

EVALUAT IONS

LETTERS OF COMMENDATION

CORRESPONDENCE

G e - 2 g

A'ND

b1
BOARD OF EDUCATION OF BALTIMORE COUNTY PAGE NO. 7

SPOSITTION SCHEDULE

INDEX NO. 1-07
LOCAL RECORDS

RETENTION PERIOD  LOCATION OF RECORD  CONFIDENTIAL UPDATE
(YEARS) coey

P

GREENWOOD ADMIN . YES

AIGBRTH COTTAGE YES
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RECORDS RETENT T 0 N AND DISPOSITION

LOCATION OF RECORD
corPy

GREENWOOD ADMIN

GREENWOOD FINAN

GREENWOOD ADMIN
GREENWOOD ADMIN

g o evomenn

GREENWOOD ADMIN

GREENWOOD ADMIN

SCHEDULE NO. €421 ) BOARD OF EDUCA?ION OF _BALTIMORE COUNTY
MARCH 22, 1976 z o R e e
DIVISION — ADMINISTRATION OFFICE - PERSONNEL o L
ITEM NO. RECORD TITLE RETENTION PERIOD
(YEARS)
RESIGNATIONS
3 SUBSTITUTE TEACHERS PERSONNEL FILE P
{MAY CONTAIN ALL OR SOME OF FOLLOWING RECS)
APPLICATION FOR EMPLOYMENT
TRANSCRIPTS OF RECORD
CORRESPONDOENCE
4 PARA-PROFESSIONAL STAFF PERSONNEL FILE P
: (MAY CONTAIN ALL OR SOME OF Fa&aauxxs RECS)
APPLICATIONS FOR EMPLOYMENT
R ECOMMENDATIONS
PERSONNEL ACTION FORMS
EVALUAT IONS
CORRESPONDENCE
RESIGNATIONS
5 SALARY SCHEDULES BY YEAR P
FILE OF EXAMINATIONS FOR TEACHING P
CERTIFICATES AND SCHOLARSHIPS PRIOR TO 1916
7 RECRUITMENT DOCUMENTATION P
INSTITUTIONS AND AGENCIES CONTACTED
ADVERTISEMENTS
SCHEDULES
8 PROFESSIONAL STAFF FILE - DECLINED OFFERS 3
APPLICATIONS FOR EMPLOYMENT
RECOMMENDATIONS

TRANSCRIPTS OF RECORD ‘
CREDENT IALS EVALUATION AND INTERVIEW SHEET
CORRESPONDENCE

v sy et A A gy RUSTHER ¥ pmnt - —

R N W

SCHEDULE

e

PAGE NO. 8
INDEX NO. 1-~07
LOCAL RECORDS
CONF IDENTIAL UPDATE

YES

YES

YES

e O 0 -0

® & @& » o
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SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMGRE COUNTY S PAGE NO. 9
MARCH 22, 1976 mh T T " [NDEX NO. 1-07
DIVISION — ADMINISTRATION OFFICE - PERSONNEL LOCAL RECORDS
ITEM NO. RECORD TITLE RETENTION PERIOD  LOCATION OF RECORD  CONFIDENTIAL  UPDATE
(YEARS) cory
LETTER DECLINING CONTRACT e .
CONTRACT DECL INED
9 STUDENT TEACHER FILE - < GREENWOOD ADMIN . YES .
APPL ICAT IONS
ASS IGNMENTS .
EVALUATIONS
10 PREVIEONTATN"RDL or some oF roLLowing RECS) 3 ALL PER DFFICES YES
APPLICATIONS FOR EMPLOYMENT
RECOMMENDATIONS
TRANSCRIPTS OF RECORD
CREDENT IALS EVALUATION AND INTERVIEW SHEET
CORRESPONDENCE
REJECTION LETTER
11 SUMMER SCHOOL TEACHERS FILE 3 GREENWOOD ADMIN
12 PERSONNEL REPORTS 3 GREENWOOD ADMIN
ACCESSIONS AND WITHDRAWALS
RECRUITMENT
" VACANCIES
BLOOD ASSURANCE
13 BLOOD ASSURANCE GROUP PROGRAM FILE 3 AIGBRTH COTTAGE
14 VACANCY BOOK 3 - GREENWOOD ADMIN
15 PRE-SERVICE ADMIN TRAINING PROGRAM RECORDS 3 GREENWOOD ADMIN
16 TB SKIN TEST MICROFILM 3 AIGBRTH COTTAGE
17 CORRESPONDENCE FILE 3 ALL PER OFFICES
18 POSITION DESCRIPTION FILE 3708 GREENWOOD ADMIN
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RECORDS T RETENT D ST T 10N
SCHEDULE NO. C421 v ~ BOARD OF EDUCATION OF BALTIMORE COUNTY
MARCH 22, 1976 ’
DIVISION — ADMINISTRATION OFFICE — RESEARCH o .
ITEM NO. RECORD TITLE ﬁ???ﬁffﬁm Pékrﬁo LOCATION d?“ﬁ?tﬁﬁm“““ﬁGNﬁtoéNTtAL

e P wdn e pe e N

1 RESEARCH PROJELT FILE . 5 . Rﬁ&ﬁlgﬂﬁwﬂﬁﬁggﬁmw\m - YES
REQUEST FOR APPROVAL OF PROJECT
AUTHORIZATION FOR PROJECY
RESEARCH DESIGN
REPORTS - P o
CORRESPONDENCE FILE RESEARCH OFFICE
ANNUAL REPORT TO SUPERINTENDENT S LOPY. SUPT OFFICE.
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PAGE NO. .10

INDEX NO. 1-08

LOCAL RECORDS
UPDATE
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RECORDS RETENTION

SCHEDULE NO. C421
MARCH 22, 1976
DIVISION - ADMINISTRATION

ITEM NO. RECORD TITLE

1 PERMANENT SCHOOL ACCOUNTING RECORODS
JOURNAL
BEBCO 42-102-60 BUFF PAGES{COLUMNAR
BEBLO 42-103~59 BUFF FLY LEAF PGSI{CULUMNAR)
AUDIT REPORT LEVTTER INCLUDING STATEMENT OF
CHANGES IN_SCHOOL FUNDS
BC 42-70772
JOURNAL VOUCHERS
BEBCO 42-105-61
SAVINGS ACCOUNT PASS BOOKS AND/OR
STATEMENTS

2 CLASS PIAND AGREEMENT

3 RETAIL SALES TAX REPORT

4 OTHER SCHOOL ACCOUNTING RECORDS

RECEIPTS SUMMARY
BEBCO 42-110-65

CHECK VOUCHERS
BEBCO 42-106-63

BANK RECONCILIATION FORMS
BEBCO 42-109-60

OFFICIAL SCHOOL RECEIPTS{BOUND BOOKS) -
COPIES

BEBCO 42-108-65

BANK STATEMENTS(CHECKING ACCOUNTS)
ORROSLY SHlksy SAMEEKREPERALR MR,
CHECK STUBS

TRIAL BALANCE SHEETS

PAID VENDORS BILLS/INVOICES

DEL IVERY/RECEIVING TICKETS

PETTY CASH RECEIPTY
BEBCO 68-65

REMITTANCE REPORT
BEBCO 31-30-69

38
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BOARD OF EDUCATION OF BALTIMORE COUNTY

s

OFFICE — SCHOOL — ELEMENTARY
RETEN?ION ﬁEﬁIOD

PN S e SRR

Pa—3

(YEARS)

P

oras ovincor waon o

37UA
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LOCATION OF RECORD
cory

SCHOOL

SCHOOL
SCHOOL
SCHOOL

SCHEDULE  ~

PAGE NO. 11

INDEX NO. 1-09

LOCAL RECORDS
CONF IDENTTAL UPDATE
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SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY o o PAGE NO. 12

MARCH 22, 1976 g T e INDEX NO. 1-09

DIVISION — ADMINISTRATION OFFICE — SCHOOL - ELEMENTARY S LOCAL RECORDS
ITEM NO. RECORD TITLE htfﬁ@; féﬁfdb LOCAT LON ggp$?tbﬁb* CONFIDENTIAL  UPDATE

gK
co

volc
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e

§
o o

SENMENY REQUESY
1-34-61 e

KINDERGARTEN SNACKS
2*104”72

Y CASH SUHNARY ENVELOPES
CO 42-107

5 MISCELLANEOUS SCHOOL ACCOUNTING RECORDS o

MONEY ENVELOPE NR SCHOOL
BEBCO 42-112-72 S, y

SCHOOL STORE AND OTHER INVENTORY SHEETS NR{COPY) SCHL ACCTG OFF
BC 42-725-7

SUMMER SCHODL REGISTRATIONS " NRULOPY) SCHL ACCTG OFF
BC 42-737-72

SUNMER SCHﬂﬂt REFUND AUTHORIZATIONS NR{COPY ) SCHL ACCYG OFF
BC 42-738-72

SUMMER SCHOOL WAIVER AUTHORIZATIONS NR{COPY) SCHL ACCTG OFF YES
B8C 42-739-72

SUMMER SCHOOL TUITION REPORTS NR{COPY) SCHL ACCTG OFF
BC 42-740-72

REPORT OF SCHOOL JOURNAL RECEIPTS AND NR{COPY) SCHL ACCTG OFF
DISBURSEMENTS - e
BC 42-743-72

TRANSMITTAL OF SCHOOL FUNDS TO PAYROLL IN NRUCOPY) PAYROLL
PAYMENY OF OCCASIONAL PERSONNEL SERVICES
BEBCO 88-190-70

STATEMENTS OF POLICY FROM SCHOOL ACCOUNTING NR{COPY) SCHL ACCYG OFF
6 PUPIL CONFIDENTIAL FILE o
PSYCHOLOGICAL RECORDS NR{COPY) PSYCH SERV OFF YES

TEAM CONFERENCE RECORDS AND ALL OTHER DA+3 SCHOOL YES
%gg%%gk?lﬂﬁ AND REPORTS OF A CONFIDENTIAL U ‘ o
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7 PUPIL PERSONNEL WORKER CASE FOLDER FILE 'NR{COPY) PUP SER OFFICES YES
8 SCHOOL “ ADMINISTRATIVE RECORDS P e e -
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®
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PATENT PENDING
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SCHEDULE NO.

MARCH 22,

DIVISION - ADMINISTRATION

"ITEM NO.

9
10

1976

C421

RECORDS RETENTTION

RECORD TITLE

TIME CARDS

EQUIPMENT REPAIR AND MAINTENANCE RECORDS
ATTENDANCE SIGN-IN SHEETS

ABSENCE CARDS

SCHOOL LUNCH PRDGRAM _INDIVIDU
APPLICATIONS FOR PARTICIPATIO

STUDENT RECORD RELEASE FILE
ggféD SPONSORED STUDENT ACCIDENT INSURANCE

AL
N

APPLICATION FOR APPROVAL OF SPEAKERS

ILE

LTH SUITE

10N

CATION EXCUSES
APPLICATION FOR USE OF SCHOOL FACILITIES
TENTH DAY & SEPT 30 ENROLLMENT

NUMBER OF PUPILS ELIGIBLE - TRANSPORTATION
ACCIDENT RECORD FILE

EQUIPMENT AND TEXTBOOK INVENTORIES
TEACHER EVALUATIONS

CASE FINDING RECORD{(HEALTH)

DA
PERMISS

CORRESPONDENCE FILE
PERIODIC SCHOOL ADMINISTRAYIVE REPORTS

REPORT ON MONTHLY FIRE DRILLS
ORGANIZATION REPORT

L A R

AND TODTSPOSTITION
BOARD OF EDUCATION OF BALTIMORE COUNTY

OFFICE - SCHOOL — ELEMENTARY

RETENTION PERIOD
(YEARS)
37UA
L+3

W ow W

W W

3

3
NR{1 YEAR)

3

3

NR (COPY)
NR{COPY)
NRICOPY)
NR{COPY)
NR{COPY)
NRUCOPY)
3

_NR{COPY)
NRUCOPY)

LOCATION OF RECORD
cory

SCHOOL
SCHOOL
SCHOOL
SCHOOL
SCHOOL

SCHOOL
SCHOOL

SCHOOL
SCHOOL

SCHOOL

SCHOOL

CHILD ACCTG OFF
CHILD ACCTG OFF
SAFETY OFFICE
CENTRAL OFFICES
PERSONNEL OFF
HEALTH SERV OFF
SCHOOL

ASSOC SUPT ADM
ASSOC SUPT ADM

SCHEDULE

PAGE NO. 13
INDEX NO. 1-09
LOCAL RECORDS
CONFIDENTIAL  UPDATE
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'SCHEDULE NO. Cé421 __ __BOARD OF EDUCA?:ﬁN OF QALTIMOREVCOUNT o PAGE NO. 14
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MARCH 22, 1976 ° R INDEX NO. T<09
DIVISION — ADMINISTRATION OFFICE — SCHOOL - ELEMENTARY ) LOCAL RECORDS

wh g & B s

ITEM NO. T RECORD TITLE - “““ﬁt??ﬁf?ﬁﬁ ﬁehiﬁﬁ ) LOCKdeﬁ“ggigﬁﬁﬁﬁﬁ”"ébN?leN?iAL UPDAYE =~

_..__

® o

. STAFF URGANIZATION , ”%{ml - ASSOC SUPY_ ADM .
ESTIMATED ENROLLMENT NRE(COPY) ASSOC SUPT ADM
PRINCIPALS SUPERVISORY REPORTS RO 2 I ASS0OC SUPT ADM
REPORT OF BUILDING DAMAGE NR(CDPY) BLDG M/0 OFFICE
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SCHEDULE NO.

MARCH 22,

DIVISION — ADMINISTRATION

ITEM NO.

1

2

1976

C421

RECORDS RETENTION

RECORD TITLE

PERMANENT SCHOOL ACCOUNTING RECORDS

GENERAL LEDGER
BEBCO 42-101-59 BUFF PAGES

AUDIT REPORT LETTER INCLUDING STATEMENT OF
CHANGES IN_SCHOOL FUNDS
BC 4%—707-72

GRADUATING CLASS AGREEMENTS

SAVINGS ACCOUNT PASS BOOKS AND/OR
STATEMENTS T

RETAIL SALES TAX REPORT
OTHER SCHOOL ACCOUNTING RECORDS

JOURNAL
BEBCO 42-99-59 GREEN PAGESIPEG STRIP)
BEBCO 42~-100~59 BUFF PAGESIPEG STRIP)

JOURNAL VQUCHERS
BEBCO 42-105-61

CHECK VOUCHERS
BEBCO 42-106~63

RECELIPTS MMARY
BE%C& 42—%?0—65

BANK RECONCILIATION FORMS
BEBCO 42~109-60

REGISTER RECEIPTS - COPIES
BEBCO 42-742-T2

BANK STATEMENTS{CHECKING ACCOUNTS)
DEPOSIT SLIPS; CANCELLED,PAID AND VOIDED
CHECKSs BANK CHARGE AND CREDIT MEMOS AND
K $TUBS
TRIAL BALANCE SHEETS
PAID VENDORS BILLS/INVOICES
DEL IVERY/RECEIVING TICKETS

PETTY CASH RECEIPT
BEBCO 68-65

—

S AR PR - . v

AND”"“”W“T"‘”S‘”““?“OSI?:UN SCHEDULE

OFFICE - SCHOOL - SECONDARY

BOARD OF EDUCATION OF BALTIMORE COUNTY ) > PAGE NO. 15

INDEX NO. 1-10
LOCAL RECORDS

RETENTION PERIOD LOCATION OF RECORD™ CONFIDENTIAL UPDATE
(YEARS) coey

P

SCHOOL ) R -

YES

SCHOOL
SCHOOL
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SCHEDULE NO.

MARCH 22,

DIVISION - ADMINISTRATION
ITEM NO.

4

5

Cc421

P

st e SR

RECORDS RETENT I DN

RECORD TITLE

MBURSEMENT REQUEST
CO 31-34-61

TY CASH SUMMARY ENVELOPES )
0 &42-107-61

E? IR AND SERVICE ORDERS
BCO 42-115-72

00K SALES RECORD - ADULT EDUCATION
BEBLO %2-T748~T75 (BLUE)}

Dt COw

w @A OT OB M0 ok
n

x Op

MISCELLANEDUS SCHOOL ACCOUNTING RECORDS

MONEY ENVELOPES
BEBCO 42-112-72

SCHOOL STORE AND OTHER INVENTORY SHEETS
8L 42-72%-72

SUMMER SCHOOL REGISTRATIONS
BC 42-737-72

SUMMER SCHOOL REFUND AUTHORIZATIONS
BC 42-738-72

SUMMER WAIVER AUTHORIZATIONS
BC 42-7§g§9gt "

SUMMER SCHOOL TUITION REPORTS
BC 4274072

TRANSMITTAL OF SCHOOL FUN
PAYMENT OF OCCASTIONAL PER
BEBCO 88~190-70

STATEMENTS OF POLICY FROM SCHOOL ACCOUNTING

NDS TO PAYROLL IN
SONNEL SERVICES

PUPIL CONFIDENTIAL FILE

PSYCHOLOGICAL RECORDS

TEAQ CONFERENCE RECORDS AND ALL 'O
£ $3§2ATIUN AND REPUR?% OF A EBNFI

R
DENTIAL

OFFICE - SCHOOL - SECONDARY

e g

NR

NR{COPY)
NR{COPY)
NRUCOPY )
NREICOPY)
NRICOPY)

NRECOPY)

NR(COPY )

NRC(COPY)

DA%

et e NG s o

gERIOD

1T
BOARD OF EDUCATION OF 8 BALTIMORE COUNTY

S556 o Hneblatins e B ,.&ima‘tyw

T g SRS BT R ¥
v e i R e TR -~ -

T 106 N SCHEDULE

PAGE NO. 16
INDEX NO. 1-10

LOCAL RECORDS

LOCAYION OF RECORD  CONFIDENTIAL UPDATE
COPY

SCHOOL

SCHL ACCTG OFF

SCHL ACCTG OFF

SCHL_ACCTG OFF

SCHL ACCTG OFF " YES

SCHL ACCTG OFF

PAYROLL

SCHL ACCTG

PSYCH SERV
SCHOOL

OFF

OFF YES
YES
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SCHEDULE NO.

MARCH 22,
DIVISION — ADMINISTRATION OFFICE - SCHOOL - SECONDARY
ITEM NO. RECORD TITLE
6 PUPIL PERSONNEL WORKER CASE FOLDER FILE

7

C421

RECORDS RETENTION

SCHOOL ADMINISTRATYIVE RECORDS

TIMRE CARDS

EQUIPMENT REPAIR AND MAINTENANCE RECORDS
ATTENDANCE SIGN-IN SHEETS

ABSENCE CARDS

SCHOOL LUNCH PROGRAM_INDIVIDU L -
APPLICATIONS FOR PARTICIPATIO

STUDENT RECORD RELEASE FILE

BOARD SPONSORED STUDENT ACCIDENT INSURANCE

FILE
APPLICATION FOR APPROVAL OF SPEAKERS
PARENT PERMISSION SLIPS FOR FIELD TRIPS

SLIPS FOR PUPILS IN CASES INVOLVIN
INJURY, ACCIDENT OR COM PLA&NY
SLIPS NOT INVOLVING INJURY, ACCIDENT OR
COMPLAINT
PARENT PERMISSION SLIPS FOR
INTERSCHOLASTIC ATHLETICS
GENERAL NURSING SERVICES FILE
DAILY ADMISSION TO HEALTH SUITE
PERHISSI ON FOR MEDICATION

LONG TERM PHYSIgAL EDUCATION EXCUSES
APPL ICATION FOR USE OF SCHOOL FACILITIES
MUTUAL EVALUATIONS OF COACHES
LIST OF GRADUATES
TENTH DAY & SEPT 30 ENROLLMENT

NUMBER OF PUPILS ELIGIBLE —~ TRANSPORTATION

ACCIDENT RECORD FILE
ACCREDITATION REPORT -~ HIGH SCHOOLS
TEACHER EVALUATIONS

[,

A N D°”“ﬁ“f“§“$‘a (3 I TI1IO0ON
BOARD OF EDUCATION OF BALTIMORE COUNTY

e e

RETENT ION PERTOD
(YEARS)
NRECOPY )

37UA
Le3
3

3

3

3

3

NR{1 YEAR)
3

3

3

3

NRECOPY)
NRE(COPY)
NRCOPY)
NRECOPY)
NR{COPY)
NRECOPY)

B o TP

"LOCATION OF RECORD
corPy

PUP SER OFFICES

SCHOOL
SCHOOL
SCHOOL
SCHOOL
SCHOOL

SCHOOL
SCHOOL

SCHOOL
SCHOOL

SCHOOL

SCHOOL

SCHOOL

SCHOOL

CHILD ACCTG OFF
CHILD ACCYG OFF
CHILD ACCYG OFF
SAFETY OFFICE
ASSOC SUPT ADM
PERSONNEL OFF

SCHEDULE

" CONF IDENTIAL

YES

YES

YES

PAGE NO. 17

INDEX NO. 1-10
LOCAL RECORDS
UPDATE
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SCHEDULE NO. C421 . ..__ . _BOARD OF EDUCATION OF BALTIMORE COUNTY PAGE NO. 18
MARCH 22, 1976 - - e L - Sl CINDEX NO. 1-16
DIVISION - ADMINISTRATION  OFFICE — SCHOOL — SECONDARY LOCAL RECORDS

ITEM NO. RECORD TITLE "~ KETENTION PERIOD  LOCATION OF WKECOKD™ ~CONFIGENTIAL  UPOATE  ~ °
(YEARS) coPY

_._

CASE FINDING RECOROD{HEAL TH) . NRECOPYY | . HEALTH SERY OFF . YES
ELIGIBILITY REPORT FOR ATHLETICS NR{COPY) PHYS EDUC OFF
EQUIPMENT AND TEXTBOOK INVENTORIES s e w. . . NRLCOPYY | . CENTRAL OFFICES .
CORRESPONDENCE FILE SCHOOL
PERIODIC SCHOOL ADMINISTRATIVE REPQRTS S ,
REPORT ON MONTHLY FIRE DRILLS NRECOPY] ASSOC SUPY ADM
ORGANIZAT ION REPORT ‘NRECOPY) - ASSDC SUPT ADN
STAFF ORGANIZAYION NR{COPY) ASSOC SUPT ADM
ESTIMATED ENROLLMENT NRICOPY] ASSOC SUPT ADNM
PRINCIPALS SUPERVISORY REPORTS NR{COPY) ASSOC SUPT ADM

REPORY OF BUILDING DAMAGE . NRLICOPY) ) BLDG M/0 OFFICE
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SPEEDIREAD WITH EYE TRACK

k3
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SCHEDULE NO.
MARCH 22,
DIVISION — ADMINISTRATION

RECORDS
C421

1976

RECORD TITLE

PRESS RELEASES

RETENTTON

AND BDTEPOSITION

st e cengpgORs

BOARD OF EDUCATION OF BALTIMORE COUNTY

PUBLIC RELATIONS REPORTS AND STUDIES

HUMAN RELATIONS RECORDS
CURRICULA
TRAINING MATERIALS
WORKSHOPS

STAFF DEVELOPMENT RECORDS

CORRESPONDENCE FILE

xxxxxx

OFFICE — STAFF AND COMMUNITY RELATIONS

RETENT 10N “PER 10D
{YEARS)

10
5

.3

LOCATION OF RECORD °
caory

EDUC INFOR OFF
EDUC INFOR OFF
HUMAN RELAT OFF

HUMAN RELAT OFF
ALL OFFICES

SCHEDULUE

- gt

PAGE NO. 19
INDEX NO. 1-11
LOCAL RECORDS

CONFIDENTIAL  UPDATE °
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RECORD S RETE N T I 0 T1I1O N SC
SCHEDULE NO. C421 o . BOARD OF EDUCATION OF BALTIMORE COUNTY

“ MARCH 22, 1976
DIVISION - INSTRUCTION

aewnen g

OFFICE - ASSOCIATE SUPER!NTENDENT = INSTRUCTION

ITEM NO. RECORD TITLE E?%ﬂ??ﬁﬁ‘ﬁ%ﬁfﬁo LﬁtlftDN“ﬁ# ﬁ?ﬁﬁh“*” @ﬁuﬁioENYIAL

{YEARS)

1 CORRESPONDENCE FILES . .. ASSOC Sﬁ?f’ﬁfﬁw -

3 B e ~ S 4 W N el s e o MR S e s 5 50

N v e v

g S
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SPEEDIREAD WITH EYE TRACK

A ARG

® RECORDS RETENTION ANDO TTSPOSITION SCHEDULE

SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY PAGE NO. 21
® MarCH 22, 1976 - ‘ INDEX NO. 2-02
DIVISION - INSTRUCTION OFFICE — ASSISTANT SUPERINTENDENT — CURR & INST SERVICES LOCAL RECORDS
® ITEM NO. RECORD TITLE RETENTION PERIOD LOCATION OF RECORD CONFIDENTIAL  UPDATE
(YEARS) coey
1 COPYRIGHT REGISTRATIONS 27 - CURR OFFICE - :
2 PERMISSION TO AND BY BOARD OF EDUCATION FOR COPYR IGHT CURR OFFICE
USE OF COPYRIGHT MATERIALS LIFE + 3
3 CURRICULUM REPORTS AND STUDIES SRR S ASST SUPT OFF
4 CURRICULUM WORKSHOP PROPOSAL S 3 ASST SUPT OFF
5 REQUESTS FOR COURSE APPROVAL 3 ASST SUPT OFF
6 REQUESTS FOR INTERVISITATION & CURR STUDY 3 ASST SUPT OFF
7 INSTRUCTIONAL BUDGET PROPOSALS 3 ASST SUPT OFF
8 INSERVICE COURSE DESCRIPTION CATALOG 3 CURR OFFICE
9 CURRICULUM WORKSHOP SCHEDULE 3 CURR OFFICE
10 INSERVICE COURSE FILE 3 CURR OFFICE

COURSE APPROVAL FROM STATE DEPARTMENT
VITA OF INSTRUCTORIS)
INSERVICE ACTIVITIES REPORT FORMS

COLLEGE AFFILIATED INSERVICE ACTIVITIES
REPORT FORMS

COURSE EVALUATIONS

i1 INSERVICE COURSE ENROLLMENT INFORMATION 3 CURR OFFICE

12 COLLEGE GRADE SHEETS 3 CURR OFFICE

13 PROGRAM OF STUDY INFORMATION - JUNIOR AND 3 CURR OFFICE
SENIOR HIGH SCHOOLS

14 CURRICULUM PUBLICATIONS RECORDS - 3 CURR OFFICE
PUBLICATION,s SALES AND DISTRIBUTION

15 APPLICATIONS FOR SUMMER CURRICULUM WORKSHOP 3 CURR OFFICE
POSITIONS(AS APPROPRIATE)

16 MINUTES OF ADVISORY AND OTHER CURRICULUM 3 CURR OFFICE
COMMITTEES

17 CACHE CURRICULUM PROJECTS FILE 3 . CURR OFFICE

18 CACHE ADMINISTRATIVE RECORDSCORRESPONDENCE 3 CURR OFFICE
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MARCH 22, 1976 -
DIVISION - INSTRUCTION

MDA AN A it
RECORDS RETENTION AND DISPO
SCHEDULE NO. Cé421 o o ppARDHOE,gouchLon OF BALTIMORE_COUNTY

ITEM NO. ‘ . RECOﬂD TYT[E A
{YEARS)

s

20 INSERVICE ACTIVITIES SALARY HORK SHEET NRICOPY)

oA R SRR R

PATENT PENDING

e P o e
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.
BROBEER o W aven R

SPEEDIREAD WITH EYE TRACK

ON“BERTOD

19 CORRESPONDENCE FILES . RPN SR

21 PERIODIC REPORYS FROM INSTRUCTIONAL OFFICES . . . 3700000

3 e e
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T T T I R —
® RECORDS RETENTION ANDDTSPoOSITION
SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY
® warcH 22, 1976 o Co
DIVISION — INSTRUCTION OFFICE - ADULT EDUCATION o
@ ITEM NO. RECORD TITLE RETENTTON PERTIOD
(YEARS)
® 1 INSTRUCTORS SIGN~IN SHEET - T
2 ADULT EDUCATION REGISTRATION FILE 3
® 3 PERICDIC ADNINISTRATIVE OFFICE REPORTS 3
4 TEACHER APPLICATION FILE 3
Py 5 COURSE CATALOG FILE 3
% 6 ATTENDANCE REGISTERS 3
é‘. 7 CORRESPONDENCE FILES 3
Z 8 BOOK SALES RECORDS - ADULT EDUCATION 3/7UA
< .
®
&
&
@
m
=
@
(a]
S
5@
o
¢
o
®
I:
M

Py

SCHEDULE

PAGE NO. 23
INDEX NO. 2-03
o LOCAL RECORDS
LOCATION OF RECORD ~ CONFIDENTIAL  UPDATE

ADILY EDUC OFF e -
ADULTY EDUC CTR ’
ADULY EDUC OFF e e e
ADULT EDUC OFF

ADULT EDUC OFF L i
ADULT EDUC OFF

ADULT EDUC OFF

ADULT EDUC OFF
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PATENT PENDING

SPEEDIREAD WITH EYE TRACK
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o e RECORD S RETENTTON AND DISPOSITION STHEDUVLE
SCHEDULE NO. C421 - v o BOARD OF EQUCATION OF BALTIMORE COUNTY L
MARCH 22, 1976 * . . . DU OSSN . D SURP T S SR UYUA
DIVISION - INSTRUCT ION OFFICE ~ ELEMENTARY EDUCATION . ) & -

ITEM NO. RECORD TITLE V ﬁ??éﬁ??ﬁn PEﬁIDD Lﬂtl?tﬁﬁ”@ﬁﬁé?ﬁﬁﬁﬁ‘w CONF IDENT TAL
1 COURSES OF STUDY , 3 e . ELEM EDUC OFF -
2 KINDERGARTEN DEVELOPMENTAL RECORD 3 ELEM EDUC OFF
3 TEACHER OBSERVATION AND EVALUATION REPORTS .~ "3, . . . _'ELEM EDUC OFF - __ . " .~
4 ELEMENTARY EDUCATION STUDY COMMITTEE RPTS 3 ELEM EDUC OFF
5 CORRESPONDENCE FILE J e L e Do .. .. ELEM EDUC OFF, o
6 ELEMENTARY EDUCATION BUDGET REQUESTS NRCOPY) BUDGET OFFICE
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RECORDS RETENTION AND” BT'SPOSITION SCHEDULE
SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY PAGE NO. 25
MARCH 22, 1976 ” INDEX NO. 2-05
DIVISION — INSTRUCTION OFFICE — FEDERAL PROGRAMS LOCAL RECORDS
ITEM NO. RECORD TITLE RETENT ION PERIOD LOCATION OF RECORD™ CONFIDENTIAL UPDATE
’ (YEARS) cory
1 POLICY OF BOARD PERTAINING TO SPECIAL P . FED PROG OFFICE . )
PROJECTS
2 PROJECT APPLICATIONS P FED PROG OFFICE
PROJECT AMENDMENT APPLICATIONS P FED PROG OFFICE

NOTIFICATION OF GRANT AWARDS AND FED PROG OFFICE
ALLOCATIONS /7 LETTERS OF AGREEMENT

BUDGETS FED PROG OFFICE

PROJECT FIN AL STATEMENTS INCLUDING FED PROG OFFILE
QUARTERLY RgggéTS N Ne

PROJECT EVALUATIONS FED PROG OFFICE
SUB-CONTRACTS OF SPECIAL PROJECTS FED PROG OFFICE
PROPOSALS - NOT FUNDED FED PROG OFFICE

LISTING OF IDENTIFIED CHILODREN IN ESEA TITLE I OFFICE
TITLE 1 PROGRAM

EQUIPMENT INVENTODRIES PROJ MANAGERS

CETA MANPOWER MANAGEMENT INFORMATION SYSTEM , CETA OFFICE
DAILY AND WEEKLY REPORTS

CORRESPONDENCE FILE ALL FED OFFICES

REGULATIONS, GUIDELINES AND PROCEDURES FOR FED PROG OFFICE
SUPPORTED PROGRAMS

PATENT PENDING
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SCHEDULE NO. Cé421 e

e e foablit s

BOARD OF EDUCATION DF BALYIMORE COUNTY

=3

MARCH 22, 1976
DIVISION = INSTRUCTION
ITEM NO. !

OFFICE - GUIDANCE
RECORD TITLE

GUIDANCE COUNSELOR PROFESSIONAL FILES 3.
STAFFING REPORTS 3

COUNSELOR DIRECTORIES .
CORRESPONDENCE FILE 3
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T RETENTION PERIOD  LOCATION OF RECORD
{YEARS) copy

Sﬁcﬁh”

P A R -

PAGE NO. _ 26

INODEX NO. 2<06
LOCAL Rgcoggs
UPDATE

P N R P

CONF IDENTIAL

GUIDANCE OFFICE
GUIDANCE OFFICE
GUIDANCE OFFICE
GUIDANCE OFFICE
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PATENT PENDING
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RECORDS RETENTION AND DTEPOSITION SCHEDULE

SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY _ PAGE NO. 27
MARCH 22, 1976 INDEX NO. 2-07
DIVISION - INSTRUCTION OFFICE - HEALTH SERVICES LOCAL RECORDS
ITEM NO. RECORD TITLE RETENTTON PERIOD  LOCATION OF RECORD  CONFIDENTIAL  UPDATE
{YEARS) cory
PERSONNEL FILE FOR SUBSTITUTE NURSES DE+3 HEALTH SERYV OFF B -
ADMINISTRATIVE REPORTS AND RECORDS HEALTH SERV OFF
ANNUAL SUMMARY DF MONTHLY REPORTS RUU- T e
ANNUAL REPORTS OF CASE FINDING 5
SRR RSP RRIREE, VRIS AR AR e ? -
NURSING SERVICES PROCEDURES 3/US
3 APPLICATIONS FOR HEALTH AIDE POSITIONS 3 HEALTH SERV OFF
CORRESPONDENCE FILE 3 HEALTH SERV OFF
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"RECORDS RETENTION AND DI STTTioN SCHEDUTUE
!

[
SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY ) PAGE NO. 28
MARCH 22, 1976 e s INDEX NO. 2-08
DIVISION — INSTRUCTION OFFICE - INDUSTRIAL AND VOCATIONAL EDUCATION } LOCAL RECORDS
ITEM NO. RECORD TITLE " RETENTTION PERIOD  LOCATION OF RECORD  CONFIDENYIAL  UPDATE
(YEARS) coey

——

1 RECORD FILE OF EQUIPMENT TRANSFER .. IN § VOC ED OFF

TEACHERS GUIDE FOR DRGANIZATION_AND P IN & VOC ED OFF
ADMINISTRATION OF INDUSTRIAL ARTS

ANNUAL AND LONG RANGE VOCATIONAL PLANS 5 ST IN & VOC ED OFF
SHOP EQUIPMENT MAINTENANCE RECORDS 3 IN & VOC ED OFF
SPECTAL DRIVER EDUCATION RECORDS ‘ ‘ IN & VOC ED OFF

CERTIFICATE REGISTER

ACCIDENT AND INSURANCE REPORTS

CAR AND EQUIPMENT INVENTORIES

BOARD OF EDUCATION/DEALER AGREEMENT

INSTRUCTOR REPORTS
ADMINTSTRATIVE FILES — COOPERATIVE EDUC “ IN
VOC ED ADVISORY COMMITTEE RECORDS IN
BUDGET AND BUDGET PLANNING RECORDS “ IN
STAFFING/SUPERVISORY ASSIGNMENTS FOR YEAR IN
SAFETY GLASS PRESCRIPTION FILE(TEACHERS) - IN
SUMMER MAINTENANCE RECORDS IN
CORRESPONDENCE FILE IN
TEACHER INTERVISITATION RECORDS IN
JOB DESCRIPTIONS FOR INDUSTRIAL ED STAFF IN
INDUSTRIAL ED ACCOUNTING POLICY/PROCEDURES IN & VOC ED OFF
EYE SAFETY INSTRUCTIONS AND INFORMATION IN & VOC ED OFF
DRAWINGS OF SHOP LAYOUTS IN & VOC ED OFF
SHOP ACCIDENT REPORTS SAFETY OFFICE

PATENT PENDING
® ¢ o
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SCHEDULE NO.

RECORDS RETENTTION
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AND " DT8P 05

I YT ION SCHEDULE

C421 BOARD OF EDUCATION OF BALTIMORE COUNTY PAGE NO. 29

MARCH 22, 1976
NSTRUCTION OFFICE - INSTRUCTIONAL MATERIALS AND SERVICES LOCAL RECORDS

DIVISION - 1
ITEM NO.

1
2

3

10
11

12

13

14

RECORD TITLE

EQUIPMENT INVENTORY (AVIS)

MOBILE EDUCATIONAL TECHNOLOGY(MET) TEACHER
QUESTIONNAIRES

EQUIPMENT ACCOUNTING FILES
EQUIPMENT MAINTENANCE FILES
INSTRUCTIONAL MATERIALS CATALOGS
INSTRUCTIONAL MEDIA
PRINT AND RELATED NON-PRINT
MEDIA MANUAL
REQUESTS FOR PRINTING SERVICES
INSTRUCTIONAL MATERIALS RECORDS
EVALUAT IONS{PRINT AND RELATED NON-PRINT)
HANDBOOK - (MET-0IMS)
CORRESPONDENCE FILE
PRICE QUOTES
INSTRUCTIONAL MEDIA
PRINT AND RELATED NON—-PRINT

INSTRUCTIONAL MATERIALS EXHIBITILETTERS,
FORMS AND CHARTS)

SOFTWARE INFORMATION( ITEMS STORED IN WHSE)
BI0S
SPECIFICATIONS
ORDER FORMS
EVALUAT ION INFORMATION
VENDORS LIST FOR SOFTWARE
HARDWARE INFORMATION
BIDS

RETENTION PERIOD
(YEARS)

P

;
H
W oW ow

3
3
NR{COPY)

NR

‘NRECOPY)

NRECOPY Y

P B - - - s e e e s s oot B LR BV oo W noaee o oAsssssndse o o

INDEX NO. 2-09

LOCATION ggpg;ecmib CONFIDENTIAL  UPDATE

OINMS - . .
COCKEYSVLE WHSE

OIMS
OIMS
OIMS

e

O1IMS
OIMS
OIMS

OIMS

OIMS
PURCHASING OFF

0IMS

PURCHAS ING OFF

PURCHASING OFF
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RECORDS RETENTTIGN AND DISPOSTITION SCHEDULE
SCHEDULE NO. C421 ] - . . BOARD OF EDUC 3 MORE GCOUNTY.

“
T iy ¥
PR v N SR T P

- PAGE NO, 30
MARCH 22, 1976 : - INDEX NO. 2<09
DIVISION - INSTRUCTION OFFICE - INSTRUCTIONAL MATERIALS AND SERVICES LOCAL RECORDS

e g e T

ITEM NO. RECORD TITLE “KE “:;gyﬁsgghfbb LﬁtKTfOﬁ‘ﬁ?“ﬁ?ﬁﬁﬁ“““’fﬁN?IDENTIAL UPGATE ~

B N p——
e i e m@mm b Lt b - G s Sl 5

_.._

SPECIFICATIONS .
ORDER FORMS
EVALUATION INFORMATION - ot « et oo s L eene v s
VENDORS LIST FOR HARDWARE

BUDGET REQUESTS S ) C e e s e IPYY .. . .. BUDGET OFFICE

COMPLETED CHECK REQUEST lNFDRHATION NR(COPYI GEN ACCYG OFF

e e

9

v

PATENT PENDING
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RECORDS RETENTION AND7DTITSPOSITION SCHEDULE

SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY PAGE NO. 31
MARCH 22, 1976 B INDEX NO. 2-10
DIVISION -~ INSTRUCTION OFFICE - MUSIC LOCAL RECORDS
ITEM NO. RECORD TITLE " RETENT ION PERIOCD LOCATION OF RECORD  UONFIDENTIAL™ “UPDATE
{YEARS) caey
1 PIANG TUNING CONTRACTS DC#37UA BUSIC OFFICE N e »
2 MUSICAL INSTRUMENT RECORDS L+3 MUSIC OFFICE
INVENTORIES e e
EVALUATIONS -

MAINTENANCE AND REPAIR n

PATENT PENDING
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RECORDS "RETENTTON A SPOSITION SCHEDULE

>0

SCHEDULE NO. €421 J BOARD OF EDUCATION OF BALTIMORE COUNTY L PAGE NO. 32

MARCH 22, 1976 : o s ‘ e ‘ T e INDEX NO. 2-11

' DIVISION - INSTRUCTION OFFICE - PHYSICAL EDUCATION ) - , LOCAL RECORDS
@ ITEM NO. RECORD TITLE 7T UREYENYTON PERTIOD  LOCATION OF RECORD™ "CONFIDENTIAL  UPDATE ®

{YEARS ) copy

® 1 INTERSCHOLASTIC REGULATIONS "3 v PHYS EDUC OFF °
2 INTRAMURAL & INTERSCHOLASTIC PARTICIPATION 3 PHYS EDUC OFF .
® 3 HYGH SCHOOL CLASSIFICATION FOR S B S " PHYS EDUC OFF ®3
INTERSCHOLASTIC COMPETITION i
® 4 SCHEDULES AND RESULTS OF ATHLETIC EVENTS = TR PHYS EDUC OFF .~ .. . 7. ®:
g 5 ELIGIBILITY REPORT FOR ATHLETICS 3 PHYS EDUC OFF g
?C 6 RECORDS ON PHYSICAL ED INSERVICE COURSES i g0 AEORa PHYS EDUC OFF @2
z 7 COACHES ASSIGNMENTS INTERSCHOLASTIC SPORTS 3 PHYS EDUC OFF z
£ ® 8 ACCIDENT REPORTS NRLCOPY) SAFETY OFFICE = o o.
. 9 PARENT PERMISSION SLIPS FOR INTERSCHOLASTIC NR{COPY) SCHOOL °
e ATHLETICS g
K J 10 REQUISITION FOR EQUIPMENT AND SUPPLIES © NRUCOPYY PURCHASING OFF »:
& 11 CHECK AND REIMBURSEMENT REQUESTS NR{COPY) GEN ACCTG OFF g
§0 12 BOOK AND MEDIA ORDER AND INVENTORY NR{COPY) OIMS .1,
P 13 PAYMENT FOR OFFICIATING INTERSCHOLASTIC NR{COPY) PAYROLL OFFICE 2
g‘ SPORTS o .@
: - :
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RECORDS RETENTION AND"DTSPOSITLION SCHEDULUE 7
SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY N i PAGE NO. 33
MARCH 22, 1976 : o R TNDEX NO. 2-12
DIVISION - INSTRUCTION OFFICE — PSYCHOLOGICAL SERVICES LOCAL RECORDS

ITEM NO. RECORD TITLE RETENTTON PERIOD LOCATION OF RECORD  CONFIDENTIAL UPDATE
(YEARS) cory

1 PSYCHOLOGICAL SERVICES CASE FILE DA+3 PSYCH SERV OFF ... YES
REFERRALS
PSYCHOLOGICAL REPORTS
CASE CONFERENCE NOTES
PARENT CONFERENCE NOTES
PSYCHIATR IC REPORTS
REPORTS OF THERAPEUTIC CONTACTS
INDIVIDUAL TEST INSTRUMENTS
RESEARCH REPORTS AND SURVEYS , PSYCH SERV OFF
CORRESPONDENCE FILE PSYCH SERV OFF

k3

PATENT PENDING
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RECORD S RETENT
SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY
MARCH 22, 1976 ’ 4 o ‘
DIVISION - INSTRUCTION OFFICE - PUPIL PERSONNEL

1 REFERRAL FORMS FOR PUPIL PERSOUNNEL SERVICES . DA#3 PUPIL PERS OFF
CORRESPONDENCE RELATIVE TO REFERRAL
HOME VISIT REPORTS
SOCIAL HISTORIES
REPORTS TO COMMUNITY AGENCIES
PETITIONS AND REPORTS YO DISTRICT COURY
INDEFINITE SUSPENSION CASE FILE s B ’ PUPIL PERS OFF
SCHOOL REPORY '
FAMILY BACKGROUND REPORTS
INTERVIENWS
NOTES AND MEMORANDA
REPORTS TO COMMUNITY AGENCIES
CORRESPONDENCE RELATIVE TO SUSPENSION
ANNUAL REPORT OF INDEFINITE SUSPENSION
TENPORARY SUSPENSIONS . . PUPIL PERS OFF
ANNUAL REPORT OFf TEMPORARY SUSPENSIONS Tmm———
NON-RES IDENT PUPIL FILE PUPIL PERS OFF
ENROLLMENT APPLICATION
DECISION REGARDING APPLICATION . .
SPECIAL TRANSFER PUPIL FILE PUPIL PERS OFF
APPLICATION FOR TRANSFER L
DECISION REGARDING APPLICATION
NOTES AND MEMORANDA e e .
NON-IMMIGRANT {AND NON—-RESIDENT) PUPIL FILE PUPIL PERS OFF
APPLICATION FOR 120 FORM X
DECISION REGARDING APPLICATION

PATENT PENDING
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PAGE NO. 34
INDEX NO. 2-13
LOCAL RECORDS

ITEM NO. RECORD TITLE '°n“ﬁ@*EN7TﬁN PERIOD  LOCATION OF KéCﬁRﬁ“ CONF IDENTIAL UPDATE
(YEARS) cory

YES

® & O & o o o 0
403 OH "DNI 'SWHO4 SSINISNE IHOOW

18871

LLL 'VY'S'N NI QILNIYd




PATENT PENDING

¢ o o 6 o ¢ © o ¢ o6 o o o

SPEEDIREAD WITH EYE TRACK

® RECORDS RETENTION AND "DTSPOSTTION SCHEDULE

SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY o PAGE NO. 35
@ MARCH 22, 1976 INDEX NO. 2-13
DIVISION - INSTRUCT ION OFFICE - PUPIL PERSONNEL LOCAL RECORDS
® ITEM NO. RECORD TITLE RETENTION PERIOD  LOCATION OF RECORD CONFIDENTIAL  UPDATE
{YEARS) coPY ,

NOTES AND MEMORANDA . e .

7 STAFF PERSONNEL FOLDER FILE DE+3 PUPIL PERS OFF YES
8 MINUTES OF STAFF MEETING TN S PUPIL PERS OFF
9 CORRESPONDENCE FILE 3 PUPIL PERS OFF YES

P - - . B T TIPS RV RSV IRV R N VI I o awa e e aonne v A
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AND CHEDULE
SCHEDULE NO. C421 _ BOARD OF EDUCATION OF BALTIMORE COUNTY ) o PAGE NO. 36
MARCH 22, 1976 ' : L i e S e INDEX NO. 2<1%
DIVISION - INSTRUCTION OFFICE - PUPIL SERVICES ) LOCAL RECORDS
ITEM NO. RECORD TITLE T REYENT ION PERTOD LOCATION OF RECORD ~ CONFIDENTIAL UPDATE
(YEARS) coPY

_._

1 PUPIL SERVICES POLICIES AND DIRECTIVES . P > DIRECTORS OFF
2 SUPERVISORY REPORTS FROM OFFICE HEADS 3 DIRECTORS OFF
3 CORRESPONDENCE FILE . ) . - 3 DIRECYORS OFF

PATENT PENDING
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RECORDS RETENTION AND " BTTITPOSTYTION SCHED [
SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY PAGE NO. 37
MARCH 22, 1976 " ) o o "INDEX NO. 2-15
DIVISION - INSTRUCTION OFFICE - READING ) LOCAL RECORDS
ITEM NO. RECORD TITLE RETENT ION PERIOD  LOCATION OF RECORD =~ CONFIDENTIAL  UPDATE
(YEARS) cory

REQUESTS FOR RESOURCE/DIAGNOSTIC SERVICE . .. READ SERV OFF » L o -
DIAGNOSTIC PROFILE READ SERV OFF
CRITERIA FOR STATE REIMBURSEMENT , ) o READ SERV QOFF
SUMMARY REPORT FOR THE YEAR 19XX-19XX{ELEM) READ SERV OFF
SUMMARY REPORT FOR THE YEAR 19XX~-19XX{SEC) . READ SERV OFF
LOCAL SURVEY OF VOLUNTEERS IN READING PROG NRECOPY} READ SERV OFF

PATENT PENDING
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SPEEDIREAD WITH EYE TRACK

O ] £ R,

RECORD S é“?”?“émﬁwf“?“ﬁmﬁ
_. SCHEDULE NO. C42l
" MARCH 22, 1976
DIVISION - INSTRUCYION

@ ITEM NO. RECORD TITLE

HANDICAPPED CHILDREN CASE FILES
APPLICATION FOR SPECIAL EDUCATION

V%ﬁ?ﬂ;lﬁﬂT§L£€eﬁég$ OF PROPOSED SPECIAL.
PARENT NOTIFICATION OF WITHDRAWAL FROM

gfsgg EDUCATION AND PLACEMENT IN REGULAR
BALTIMORE COUNTY HEALTH DEPT CLINICAL RPTS

CORRESPUONDENCE WITH PARENTS, TEACHERS,
STATE AND COUNTY AGENCIES

COUNTY BOARD OF EDUCATION REPORTS

REPORT OF PUPIL PROGRESS

REQUESTS FOR TUITION ASSISTANCE

FINANCIAL STATEHENTS OF EDUCATIONAL COSTS
FROM NON-PUBLIC FACILITIES FOR PUPILS
ATTENDING NON-PUBLIC FACILITIES

EDUCATIONAL MANAGEMENT PLANS FOR PUPILS IN
NON-PUBLIC FACILITIES

DECISIONS OF ADR COMMITTEE FOR PUPILS IN
NON-PUBLIC FACILITIES

2 ADMINISTRATIVE RTS A
SPECIFIC HANDICAPPED AREA

3 GENERAL CORRESPONDENCE FILES

r 1
®
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-

RECORDS IN

¢ © 6 & o ¢

]
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AND

DL SPOSITY

BOARD OF EDUCATION OF BALTIMORE COUNTY

fone mmwe/mwéwmww»ﬁ»w e i Wi o

OFFICE - SPECIAL EDUCATION
”“”ﬁ?f?ﬁfYON PEKIGD L

Q&ﬁg

s e W W Nw & swesa et VoD
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TON

P wwxmmwyeg

OCATION OF RECORD
copy

SPECIAL ED OFF

W et e o ~o

SPECIAL ED OFF

SPECIAL ED OFF

SCTHEDULE

CONF TDENTIAL

YES

zzzzzz

P

W e S e

PAGE NO. 38

INDEX NO. 2-16

LOCAL RECORDS
UPDATE o
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SPEEDIREAD WITH EYE TRACK

®

RECORDS RETENTION AND

BUDGETY

EVALUATIONSCUINSTRUCTIONAL MEDIA)
INVENTORY

APPROVED LISTS

SUPPLEMENTAL BOOK ORDERS

RECORD OF SCHOOL ORDERS

o g e v v res o

DTSPOSITION

SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY
MARCH 22, 1976
DIVISION — INSTRUCTION OFFICE - SUBJECT AREAS
ITEM NO. RECORD TITLE RETENTION PERIOD LOCATION OF RECORD
{YEARS) cary
1 EQUIPMENT RECORDS (IF APPLICABLE) L+3 SUBJ AREA OFF
INVENTORIES
EVALUATIONS .
MAINTENANCE AGREEMENTS
MAINTENANCE AND REPAIR
2 COURSES OF STUDY AND HANDBOOKS 3 SUBJ AREA OFF
3 CORRESPONDENCE FILE 3 SUBJ AREA OFF
4 SUBJECT AREA ADMINISTRATIVE REPORTS
DEPARTMENTAL MEETINGS 3 SUBJ AREA OFF
OBSERVATION SCHEDULES 3 SUBJ AREA OFF
PERIODIC ADMINISTRATIVE REPORTS NRLCOPY) ASST SUPT OFF
COURSE ENROLLMENT TABULATIONS NR{COPY) CHILD ACCT OFF
EXPENDITURE REPORTS NR{COPY} GEN ACCT OFFICE
BUDGET REQUESTS NRECOPY )" BUDGEY OFFICE
5 SUBJECY TEACHER INFDRMATION FILE NR{COPY) PERSONNEL OFF
6 EVALUATION REPORTS ON NEW PROGRAMS 3 SUBJ AREA OFF
7 INSTRUCTIONAL MATERIALS RECORDS 3 SUBJ AREA OFF

SCHEDULE

g

PAGE NO. 39
INDEX NO. 2-17
LOCAL RECORDS

CONF IDENTIAL  UPDATE
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. . SCHEDULE NO. C421

H

P g T —
RECORDS RETENTIOQON A

ey

]

MARCH 22, 1976
DIVISION — INSTRUCTION
ITEM NO.

OFFICE - TESTING
RECORD TITLE

1 TESTING PROGRAM ADMINISTRATIVE FILE
ANNUAL TEST SCHEDULES
TEST ADVISORY COMMITYEE RECOMMENDATIONS
MANUAL FOR THE COUNTY TESTING PROGRAM
STANDARDIZED TESTING PROGRAM RESULTS
ANNUAL RESULTS REPORT TO STAFF
COUNTY INDICES CONYTINUCUS LDG
FREQUENCY DISTRIBUTIONS
COUNTY
ALL SCUHOOLS
ITEM ANALYSIS, COUNTY
STATISV}%AL ANALYSES
COUN
ALL SCHOOLS
ANNUAL RESULTS REPORT TD MSOE
TEST HISTORY TAPES OF PUPIL RESULTS

. BOARD OF EDYCATION OF BALTIMORE COUNTY

PR

CHEDULE

b4
et ¥R Be Vi i

e e
ND DI SPOSIT

Y7 SR RN ¢ AR 3

s i “~ e P e Bt e ad St R AR SR ot P

INDEX NO. 2-18"
e L LOCAL RECORDS
"RETENTTON PERTOD ~ LOCATYON OF RECOKD ~ "CONEIDENTIAL  UPDATE =
{YEARS) coryY

. LT LT T TESYING OFFICE. 0 T

TESTING OFFICE

COMPUTER ROOM

g
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PAGE NO. . 40
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RECORDS RETENTION AN TEPFOSETTrION
SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY
MARCH 22. 1976 - s
DIVISION - BUSINESS AND FINANCE OFFICE — ASSOCIATE SUPERINTENDENT - BUSINESS AND FINANCE
ITEM NO. RECORD TITLE " RETENTION PERTOD  LOCATION OF RECORD
(YEARS) copyY
1 INSURANCE RECORDS W . ASSOC SUPT OFF
BUILDING AND CONTENTS INSURANCE CONTROL P
(DETAILED RECORD) N N
REGISTER OF POLICIES i 7417 O
2 RENTALS/LEASES (DC+3)/UA ASSOC SUPT OFF
3 WORKMENS COMPENSATION RECORDS 3 ASSOC SUPT OFF
CLAIMS
PAYMENTS
4 GARNISHMENT RECORDS 3 ASSOC SUPT OFF
IRS LIENS
STATE LIENS
5 TELEPHONE ORDERS : 3 ASSOC SUPT OFF
6 CORRESPONDENCE FILE 3 ASSOC SUPT OFF
7 AUDIT REPORT LETTER NRUCOPY) SCHOOLS
8 CHECK REQUESTS NR(COPY) GEN ACCOUNTING

SCHEDULTE

CONFIOENTIAL

4 cocelBorsopoesti, o

§ 1

kN

PAGE NO. 41
INDEX NO. 3-01
LOCAL RECORDS

UPDATE
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Recoao‘§ RE“‘G‘EN\“IONAND DISPQSITIDN sc&ﬁwéDULE
SCHEDULE NO. €421 ~ BOARD OF EDUCATIDN OF BALTIMORE counrv ) PAGE NO. 42

. w

MARCH 22, 1976 S o INDEX NO. 3-02

_.._

DIVISION — BUSINESS AND FINANCE OFFICE - BUDGET B , LOCAL RECORDS
ITEM NO. RECORD TITLE "RETENYTON PERTOD  LOCATION OF RECORD  CONFIDENTIAL  UPDATE
(YEARS) copy

1 ANNUAL BUDGEY BUDGET OFFICE
2 EXPENDITURE REPORTS FOR BUDGET CONTROL BUDGET OFFICE
3 BUDGET PREPARATION RECORDS ‘ , R BUDGEY OFFICE
REQUESTS
ENROLLMENTY PROJECTIONS
SALARY PROJECTIONS AND SIMULATIONS
PRELIMINARY BUDGETS
PRESENTATIONS
WORK PAPERS AND MEMORANDA )
BUDGET AMENDMENTS BUDGET OFFICE
BUDGET FORECASTS BUDGET OFFICE
BUDGET ALLOCATIONS BUDGET OFFICE
gsgggsr AND AUTHORIZATION FOR TRANSFER OF BUDGET OFFICE

PATENT PENDING
® o o o o
18871 W¥O4 OH 'DNI 'SWYO4 SSAINISNE JHO0!

STATEMENT OF TRANSFER OF FUNDS ‘ . BUDGET OFFICE
REPORT OF NON-RESIDENT PUPILS 3 ’ BUDGET DFFICE

0 A DT, PRGN

CORRESPONDENCE FILES o N BUDGET OFFICE

SPEEDIREAD WITH EYE TRACK
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RECORDS RETENTION AND BTSPOSITION SCHEDULE
SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY PAGE NO. 43
MARCH 22, 1976 " INDEX NO. 3-03
DIVISION - BUSINESS AND FINANCE OFFICE ~ CHILD ACCOUNTING V LOCAL RECORDS
ITEM NO. RECORD TITLE RETENT TON PERIOD LOCATION OF RECORD “CONFIDENTIAL  UPDATE
{YEARS) coPY

1 P ’ CHILD ACCTYG OFF YES . -
EQUIVI) ) ) e

i ] CHILD ACCTG OFF YE
gﬁﬁVYuSChUOLS " ) V v s

CHILD ACCTG OFF YES

T OF GRADUATES

LD ACCOUNT ING ANNUAL REPORTS BY RACE
LD R BN N LN B R BT e ’

PIL-PARENT SURVEY QUESTIONNAIRE FILE FOR
MPACT AID

SUMMER SCHOOL ENROLLMENT AND ATTENDANCE
REPORT DF TEMPORARY QUARTERS

NO OF PUPILS ELIGIBLE FOR TRANSPORTATION
CORRESPONDENCE FILE

PUPIL ATTENDANCE TAPE(END OF SCHOOL YEAR)
PUPIL ENROLLMENT TAPE(END OF SCHOOL YEAR)
TENTH DAY & SEPT 30 ENROLLMENT TABULATIONS
COURSE ENROLLMENYT TABULATIONS

b

CHILD ACCTG OFF
CHILD ACCTG OFF

1

W
~
(o
>

CHILD ACCTG OFF

PATENT PENDING

CHILD ACCYG OFF
CHILD ACCYG OFF
CHILD ACCTG OFF
CHILD ACCTG OFF
COMPUTER ROOM

COMPUTER ROOM

CHILD ACCTG OFF
CHILO ACCYG OFF

® & o °
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MARCH 22,
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1976
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PR SRR & o . s o I
RECORDS RETENTION AND D l SPOSITI 0 N SCHEDUL E

w e -

SCHEDULE NO. C421 BOARD OF eoucnrcmor BALT(HORE COUN?Y o PAGE NO. 44
INDEX NO. 3-04

G AN L R R ey YR L B e I et

X
Pt PP P P R e s e @t

DIVISION — BUSINESS AND FINANCE OFFICE — DATA PROCESSING . V o LOCAL RECORDS

ITEM NO.

1

‘RECORD TITLE ﬁé??ﬁffﬁN'ﬁ? r LOCATION OF RECORD CONFIDENTIAL UPDATE
(YEARS) cory

RATNTENANCE RECORD F(CES " 1ONs AND LA DATA PROC OFF

OPERATIONAL AND ADMINISTRATIVE CONTROL RECS 3 DATA PROC OFF
SUPPLIES INVENTORY AND UTILIZATION RECORDS 3 DATA PROC OFF
L IBRARY CONTROL RECORDS ) S T DATA PROC OFF
CORRESPONDENCE FILES CogTe et OATA PROC OFE
SYSTEMS DOCUMENTATION 3/1 DATA PROC OFF
PROGRAMS AND PROGRAM DOCUMENTAT ION Y " DATA PROC OFF

POLICIES, PROCEDURES AND OPERATIONAL 3/ DATA PROC OFF
MEMORANDA -

FORMS CONTROL REGISTER DATA PROC OFF

s € i S RIS P v g 4
N SR &
i 2

e O & o o6 o o o
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PATENT PENDING

SPEEDIREAD WITH EYE TRACK
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- e preconsemR

RECORDS RETENTION AND " DTSPOSITION SCHEDULE

SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY PAGE NO. 45
MARCH 22, 1976 INDEX NO. 3-05
DIVISION — BUSINESS AND FINANCE OFFICE - FOOD SERVICES LOCAL RECORDS
ITEM NO. RECORD TITLE RETENTION PERIOD  LOCATION OF RECORD CONFIDENTIAL  UPDATE
(YEARS) cory
bR EEVARESASAE SRR RoTbinG rec) oo MREesor v

APPL ICATIONS FOR EMPLOYMENT
HEALTH CERTIFICATES AND EXAMINATION REPORTS
PERSONNEL ACTION FORMS
SCHOOL ASSIGNMENTS
SUPERVISORS REPORTS
CORRESPONDENCE
RESIGNATIONS
2 PROGRAM AGREEMENTS AND AMENDMENTS P FOOD SERV OFF
SCHOOL LUNCH
SCHOOL LUNCH MILK
DIRECT DISTRIBUTION COMMODITY

3 EQUIPMENT TNVENTORY AND REPAIR RECORDS 4/LIFE EUQ FOOD SERV OFF
DIRECT DISTRIBUTION COMMODITY RECORDS(USDA) " FOOD SERV OFF
COMMODITY INVENTORIES BY COMMODITY 47UA '
RECEIPTS AND ACKNOWLEDGMENTS 4/UA i
RECEIPTS AND INVENTORY RECORD 4/7UA ’
REPORTS ON DIRECT DISTRIBUTION 4/UA
AVAILABLE COMMODITY REPORTS 3
NOTIFICATIONS OF AVAILABLE COMMODITIES 3
5 SPECTAL SCHOOUL LUNCH MILK RECORDS K741 B FOOD SERV OFF

SCHOOL APPLICATION FOR PARTICIPATION
ANNUAL MILK PURCHASE AND COST REPORTS

6 ORDERS AND BIDS FOR FOOD AND EQUIPMENT 4/UA FOOD SERV OFF
7 SURPLUS FOOD TRANSFER RECEIPTS AND YA T FOOD SERV OFF
ACKNOWLEDGMENTS

e esenen e v e . T Fappeap— PRI % R ] PR o B e e v st v P
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SCHEDULE NO. C421
1976
DIVISION — BUSINESS AND FINANCE

MARCH 22,

ITEM NO.

TRETCORDERETENTT O

&

___BOARD OF EDUCATION OF BALTIMORE COUNTY

LI R VN W ke " e Py - - ERE SRR

OFFICE - FOOD SERVICES

RECORD TITLE

SCHOOL LUNCH PROGRAM RECORDS
SCHOOL APPLICATION FOR PARTICIPATION
ADMINISTRATIVE REPORTS ON PROGRAM DPERATION .. .
MENU FILES
PURCHASED FOOD AND SUPPLIES INVENTORY
FOOD SERVICES REPORTS
MONTHLY PROFIT AND LOSS STATEMENTS
ANNUAL RPT ON EXPENDITURES & REIMBURSEMENTS
CAFETERIA DAILY REPORTS
FOOD SERVICES BUDGET CONTROL FILE
CORRESPONDENCE FILE

eI peton

(YEARS)
4/UA
A e L

3

CSMUAL T L

3/7UA

PAGE NO., 46
INDEX NO. 3-05
LOCAL RECORDS

" LOCATION DF RECORD™ ~CONFIDENTIAL  UpDATE ™~

FOOD SERY OFF =

FOOD SERV OFF
FOOD SERV OFF

FOOD SERV OFF
FODD SERV OFF

¢ O & & o & ¢ o ¢ ° o0
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® RECORDS RETENTION AND DBTTSPOSITION SCHEDULE
SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY PAGE NO. 47
MARCH 22, 1976 N V INDEX NO. 3-06
DIVISION — BUSINESS AND FINANCE OFFICE - GENERAL ACCOUNTING LOCAL RECORDS

ITEM NO. RECORD TITLE RETENTION PERIOGD LOCATION OF RECORD  CONFIDENTIAL UPDATE
(YEARS) cory

GENERAL LEDGER P . GEN ACCTG OFF
AUDITS AND AUDIT REPORTS P GEN ACCTG OFF
PERIODIC FINANCIAL REPORTS — GEN ACCYG OFF
GENERAL ACCOUNTING RECORDS GEN ACCTG OFF

RECEIPTS AND DISBURSEMENTS JOURNALS

BANKBODKS, STATEMENTS AND DEPOSIT SLIPS

g%gggLLED CHECKS s CHECK COPIES AND CHECK

18871 W3O4 OH "ONI 'SWHO4 SSINISNE IYOOW

CHECK REGISTER

RECONCILIATION AND TRIAL BALANCE SHEETS

PURCHASE ORDERS

VOUCHERS, INVOICES AND PAID BILLS

DELIVERY ORDERS AND RECEIPTS, RECEIVING RPT

RECEIPT BOOKS AND RECEIPT COPIES

MACHINE TAPES AND TRANSMITTAL SHEETS

GASOL INE TICKETS
MISCELLANEOUS ACCOUNTING RECORDS GEN ACCTG OFF

REMITTANCE TO BOARD OF EDUCATION

VENDOR DISBURSEMENTS VOUCHER

PERSONAL AND OTHER EXPENSE DISTRIBUTION

MATERTALS RECEIVED WITHOUT INVOICE
INCOME TAX EXCLUSION OF SICK LEAVE PAYMENTS ACCTG DIR OFF
CORRESPONDENCE FILE GEN ACCTG OFF
ANNUTTIES CONTRACTS ‘ “ ACCTG DIR OFF

ANNUAL SUMMARY TAPE FROM MONTHLY FINANCE COMPUTER ROOM
HISTORY TAPES )

INSURANCE POLICIES GEN ACCYG OFF

PATENT PENDING
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" SCHEDULE NO. C421 e . AL RE e e PAGE ND. = 48
3 MARCH 22. 1@16 s e . - - i, o Tnnll o e b b LS s 8 A s o . INDgX N«Mé;j-“o.i
DIVISION - BUSINESS AND FINANCE OFFICE - OCCUPATIONAL SAFETY AND HEALTH , o LOCAL RECORDS_
ITEM NO. ’ RECORD TITLE s RETENT (ON PERTGD  LOCAT1ON OF RECORD ~ CONFIDENTIAL  UPDATE ’
{YEARS) cory

STUDENT ACC IDENT REPORT FILE BY SCHOOL . . SAFETY DFFICE
EMPLOYEE ACCIDENT REPORT FILE BY FACILITY SAFETY UOFFICE
ANNUAL SAFETY REPORTS . . ) e B SAFETY OFFILE.
CORRESPONDENCE FILE / SAFETY OFFICE

e &

e

PATENT PENDING
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@ RECORDS RETENTION
SCHEDULE NO. C421
@® wmarcH 22, 1976
DIVISION — BUSINESS AND FINANCE OFFICE — PAYROLL
@ ITEM NO. RECORD TITLE
Py 1 PAYROLL JOURNAL
2 PAYROLL MICROFILM FILES
® SOCIAL SECURITY QUARTERLY REPORT
YTD PAYROLL RECORDS
® LEAVE ACCOUNTING RECORDS
% ADDRESS RECORDS
P-4
‘o 3 RN ERCEPYIONS TIME REPORTS 'IME SHEETS
2 4 PERSONNEL ACTION NOTICE FILE{ENTRIES,
‘@ CUT-OFFS AND CHANGES)
g 5 ANNUAL w-2 DETAIL
‘e 6 MISCELLANEOUS PAYROLL RECORDS
x JOURNAL ENTRY COPIES AND WORKSHEETS
§|| AUDIT TRAILS
o FILE MAINTENANCE KEYPUNCH CHARTS
g‘. PAYROLL CHANGE MEMORANDA
a TRANSMITTAL AUTHORIZATION
® DISCREPANCY FORM
NOTIFICATION OF ABSENCE
® 7 W ITHHOLD ING FORMS AND STATEMENTS{FEDERAL
AND STATE)
8 PAYROLL DEDUCTION AUTHORIZATION FORMS
® 9 PAYROLL REPORTS
RETIREMENT
@ OVERT IME
DEDUCT ION
I LONGEVITY

L o pe—

AND DT SPOSITION
BOARD OF EDUCATION OF BALTIMORE COUNTY

RETENTION PERIOD
YEARS)

47UA
4/UA

4/UA
&7UA

USZUA MING

US/UA MIN4

FYS N X

~~~~~~

& Ao oy

LOCATION

PAYROLL
PAYROLL

PAYROLL
PAYROLL

PAYROLL
PAYROLL

PAYROLL

PAYROLL
PAYROLL

v

SCHEDULE -~

PAGE NO. 49

i I'NDEX NO. 3-08

LOCAL RECORDS
UPDATE

OF RECORD  CONFIDENTIAL
corPy

OFFICE . ) »
OFFICE ‘

OFFICE
OFFICE

OFFICE
OFFICE

OFFICE

OFFICE
OFFICE

il [ b
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RECORDES RETENTTION AND DISPOSITION SCHEDULE
SCHEDULE NO. C421 . BOARD OF EDUCATION OF BALTIMORE COUNTY

v e

e PAGE NO. 50
MARCH 22, 1976 = : D A A INDEX ' KB -3<08
DIVISION - BUSINESS AND FINANCE OFFICE — PAYROLL L o * L LOCAL RECORDS
ITEM NO. * RECORD TITLE ©ORETENTION PERIOD  LOCATION OF RECORD ~ CONFIDENTIAL  UPDATE
(YEARS) cory

SAVINGS BONDS . & ) .
INSURANCE TERMINATION 4
INSURANCE PREMIUM REPORT NN, SRR,
LEAVE ACCOUNTING (HARD COPY) NR(COPY)
CORRESPONDENCE FILE .. [N NP PAYROLL OFFICE
SOCIAL SECURITY QUARTERLY REPORT{HARD COPY) NR{COPY) PAYROLL OFFICE
SALARY SCHEDULES CNRECOPYY PERSONNEL
SAVINGS BOND CONTRACTS 0C+3 ACCTG DIR OFF

5

18871 WYO4 OH "DNI SWY¥04 SSINISNE IHOOW
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RECORDS RETENTION ANDTDOTSPOSITION SCHEDULE
SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY PAGE NO. 51
MARCH 22, 1976 ) INDEX NO. 3-09
DIVISION - BUSINESS AND FINANCE OFFICE - PURCHASING LOCAL RECORDS
ITEM NO. RECORD TITLE RETENTION PERIOD LOCATION OF RECORD CONFIDENTIAL UPDATE
(YEARS) coPY

1 BID FILES B U PURCHASING OFF
ADVERTISEMENTS
SPECIFICATIONS
PROPOSALS
BIDS
LETTERS OF AWARD
SPECIAL CONTRACTS/AGREEMENTS
PREVENT IVE MAINTENANCE DC+3 PURCHASING OFF
EQUIPMENT RENTAL DC+3 PURCHASING OFF
PIAND TUNING NR(COPY) MUSIC OFFICE
PEST CONTROL NR{COPY) BLDG M/0 OFFICE
BURGLAR ALARM NR(COPY) BLDG M/0 OFFICE
PROGRAMMED CLOCK AND BELL NR{COPY) BLDG M/0 OFFICE
WAREHOUSE ACCOUNTING RECORDS 3/UA WAREHOUSE
REQUISITIONS
INVENTORIES
DEL IVERY AND RECEIVING SLIPS
REQUISITIONS PURCHASING OFF
MISCELLANEOUS RECORDS PURCHASING OFF
CANCELLATION OF ORDER
REQUISITION DISCREPANCY REPORT
REQUEST FOR CHANGE OF PRICE 8Y VENDOR

VENDORS RECORDS OF PAID AND UNPAID BILLS
AND ENCUMBRANCES

FURNITURE & EQUIPMENT LISTISTATE APPROVED) PURCHASING OFF
CORRESPONDENCE FILE ’ - PURCHASING OFF

. . \’ .

®
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RECORDS RETENTION AND DISPOSTTION SCHEDULE ‘ .
SCHEDULE NO. C421 L BOARD OF EDUCATION OF BALTIMORE COUNTY L v PAGE NO. 52
MARCH 22, 1976 =~ '~ e — o : I s INDEX NO. '3-09
DIVISION — BUSINESS AND FINANCE OFFICE - PURCHASING . ' LOCAL RECORDS

ITEM NO. RECORD TITLE ‘ ﬁéfﬁﬁfTﬁN ﬁtnrﬁo LOCATION OF RECORD CONFIDENTIAL  UPDATE
{YEARS) cory

8 PURCHASE ORDERS ’ . NRLICOPY) GEN ALCTG OFF

o O @
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PATENT PENDING

SPEEDIREAD WITH EYE TRACK
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RECORDS RETENTTION

E e

AND DTSP0SITION

SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY

MARCH 22, 1976 )

DIVISION - BUSINESS AND FINANCE OFFICE — SCHOOL ACCOUNTING

ITEM NO. RECORD TITLE RETENTION PERIOD LOCATION OF RECORD
{YEARS) cory
1 MANUAL FOR RECEIPTS AND DISBURSEMENTS P SCHL ACCTG OFF
ACCOUNTING OF SCHOOL FUNDS

2 STATEMENTS OF POLICY FROM SCHOOL ACCOUNTING P SCHL ACCTG OFF
3 AUDIT REPORT LETTERS . SCHL ACCTG OFF
4 STATEMENT OF CHANGES IN SCHOOL FUNDS P SCHL ACCTG OFF
5 GENERAL SCHOOL ACCOUNTING RECORDS 3/UA SCHL ACCTG OFF

CASH AUDIT PROGRAM

CASH COUNT SHEET

ADVISORS CONFIRMATION REQUEST

INTERIM VERIFICATION OF CASH BALANCE
CONFIRMATION OF BANK BALANCE REQUEST
SUMMARY OF JOURNAL VOUCHERS

PROOF OF CASH

SUMMARY OFf CHECK EXCEPTIONS

SUMMARY OF RECEIPTS EXCEPTIONS

SUMMARY OF CHECKS WITHOUT SUPPORTING DATA
UNPAID VENDORS BILLS SCHEDULES

PROFIT ANALYSIS, SHOPS AND OTHER ACCOUNTS
PROFIT ANALYSIS, SCHOOL STORE

SCHOOL STORE AND OTHER INVENTORY SHEET
INTERNAL CONTROL MEMORANDUM

CASH PROFILE SHEET

STAFF TIME RECORD - SCHOOL ACCOUNTING
COMMENTS SHEET - SCHOOL ACCOUNTING

ANNUAL REPT WORKSHEET — FINANCIAL STATEMENT

SUMMER SCHOOL REGISTRATION FORMS

s wws an [ s e S0l

SCHEDULE

CONF IDENTIAL

PAGE NO. 53
INDEX NO. 3-10

LOCAL RECORDS

UPDATE
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RECORDS RETENTION

o — 7
AND

T Ty

et T e
0SITION SCHEDULE

SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY

MARCH 22, 1976

I
o sttt o mnions sty ks

DIVISION — BUSINESS AND FINANCE OFFICE - SCHOOL ACCOUNTING

ITEM NO. RECORD TITLE

SUMMER SCHOOL REFUND AUTHORIZATION FORMS
SUMMER SCHOOL WAIVER AUTHORIZATION FORMS
SUMMER SCHDOL TUITION REPORTS

AUDIT PROGRAM -~ OTVTHER FUNCTIONS

REPORY OF SCHOOL JOURNAL RECEIPTS AND
D?SBURSEHENTS URNAL

VERIFICATION OF RECEIPTS AND DISBURSEMENTS
WORKSHEETY -~ ELEMENTARY SCHOOLS

ADJUSTMENTS TO RECORDS IN THE PREPARATION
OF REPORTS

TRANSMITTAL FORM - ADULT EDUCATION

OFF ICE MEMOS TO AUDITORS

AUDIT PROGRAMS TO AUDITORS
CORRESPONDENCE FILES
SCHOOL ACCOUNTING REPORT TO SUPERINTENDENT
SUMMER SCHOOL - ATTENDANCE CARDS
REGISTRATION FORM - ADULT EDUCATION

4
A
=
S
B
H

PAGE NO. 54
INDEX NO. 3-10
LOCAL RECORDS

RETENTIUON PERIOD LOCATION OF RECORD CONFIDENTIAL UPDATE
(YEARS) cory

3
NR{COPY)
NR
NRICUPY)

YES

SCHL ACCTG OFF
SUPT OFFICE

SCHL ACCTG OFF
ADULT EDUC CTR

® & & 00
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PATENT PENDING
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SPEEDIREAD WITH EYE TRACK

RECORDS RETENTION

AND DTS POSITION

SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY
MARCH 22, 1976
DIVISION - BUSINESS AND FINANCE OFFICE - TRANSPORTATION
ITEM NO. RECORD TITLE RETENTION PERIOD LOCATION OF RECORD
(YEARS) cory
1 COUNTY BUS DRIVERS PERSONNEL FILE P TRANSPORT OFF
(MAY CONTAIN ALL OR SOME OF FOLLOWING RECS)
APPLICATIONS FOR EMPLOYMENT
PERSONNEL ACTION FORMS i
ASSIGNED BUS ROUTES AND TIME SCHEDULES
SUPERVISORS REPORTS
PHYSICAL EXAM{SEE STATE SCHEDULE)
RESIGNATIONS
2 CONTRACT BUS DRIVERS PERSONNEL FILE DC+3 TRANSPORT OFF
3 PURCHASE AND SALE OF MOTOR VEHICLES AND L+3 TRANSPORT OFF
EQUIPMENT
BID ADVERTISEMENTY COPY
BIDS AND ACCEPTANCES
DEALERS CERTIFICATES OF SALES
PROPOSAL AND SPECIFICATION SHEETS
TITLE AND TRANSFER RECORDS
4 COUNTY-OWNED MOTOR VEHICLE & EQUIPMENT FILE L43 TRANSPORT OFF

ACCIDENT REPORTS

DEPRECIATION RECORDS

MASTER VEHICLE FILE AND INDICES
SUBSIDIARY INSURANCE RECORDS
INSPECTION RECORDS

INVENTORIES

MAINTENANCE AND OPERATION RECORDS
MONTHLY LOGS AND DRIVERS REPORTS

MISCELLANEQUS STAFF CAR AND TRUCK
ACCOUNTING RECORDS

PO SO S

SCHEDULE

PAGE NQO. 55
INDEX NO. 3-11
LOCAL RECORDS

YES

YES

‘CONF TDENTIAL UPDATE

4

® & 6 ¢ & ° 9o
18871 WdQ4 OH "DNI 'SWHOH SSINISNE JHOOW

LU 'V'S'N NI G3LNId

o—o© o o o




PATENT PENDING

x
U
<
[
—
w
>
w
X
=
2
[a]
<
w
x
o
w
['y]
o
"

»

4

B g e S Y A e wagerevg
-

RECORDS RETENTION

oSt o B R

AND

SCHEDULE NO. C421

MARCH 22, 1976

DIVISION = BUSINESS AND FINANCE OFFICE - TRANSPORTATION
ITEM NQ. RECORD TITLE

& el

P

H

5 CONTRACTORS AND BUSES UNDER CONTRACT

ACCIDENT REPORTS

CONTRACTS

CONTRACT INFORMATION SHEETS
QUARTERLY LOGS AND DRIVERS REPORTS

SCHOOL FILES

PLANS

REPORTS
" ROUTES

SCHEDULES

ASS IGNMENT ROSTERS

LIST OF HANDICAPPED PUPILS

R TF SPECIAL EDICATION PUPI
SERUESLFTN, SReC AL EouaTIoN euPLL

BUDGET DATA FILE

SUBSTITUTE BUS DRIVERS ROSTER
CORRESPONDENCE FILE
TRANSPORTATION REGULATIONS

“BCe3.

R SRR e g
- PN -, : 3 e i

- KETENT 10N PERTOD
{YEARS)

S p— - g s
oo e

DISPOSITION “STHEDULE
'BOARD OF EDUCATION OF BALTIMORE COUNTY

PAGE NO. 56
INDEX NO. 3-i1
LOCAL RECORDS

LOCATION gsp$ﬁt0ﬁb CONFIDENTIAL  UPDATE

TRANSPORY OFF .

TRANSPORT OFF

%

TRANSPORT OFF

~ TRANSPORT OFF

TRANSPORT OFF
TRANSPORT OFF

® & 6 o o ¢ o o
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SPEEDIREAD WITH EYE TRACK
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SCHEDULE NO.

DIVISION -~ PHYSICAL FACILITIES

ITEM NO.

& WON e

w

RECORDS RETENTTION

AND DTS POSITION

C421 BOARD OF EDUCATION OF BALTIMORE COUNTY
MARCH 22, 1976

RECORD TITLE

IAC MINUTES

CONTRACTS{ARCHITECTS)

CONTRACTORS BIDSUACCEPTED)

BOARD EXHIBIT(RECOMMENDATION OF CONTRACT
AWARD)

CONTRACTORS BIDS{SECOND AND THIRD LOW BIDS)
CORRESPONDENCE FILE

NRE{COPY)
P
P
P

OFFICE - ASSOCIATE SUPERINTENDENT - PHYSICAL FACILITIES
RETENT ION PERTIOD
(YEARS)

IAC/PSC OFF

ASSOC SUPT OFF
ASSOC 3SUPT OFF
ASSOC SUPT OFF

ASSOC SUPT OFF
ASSOC SUPT OFF

SCHEDULE

LOCATION OF RECORD
cory

e

PAGE NO. 57
INDEX NO. 4-01
LOCAL RECORDS
CONFIDENTIAL  UPDATE
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SCHEDULE NO. C421
MARCH 22, 1976

R ,«»yv

RECORD s V"R ETENTION

T

ST A,

DIVISION — PHYSICAL FACILITIES OFFICE - ARCHITECTURAL PLANNING
ITEM NO. ‘ RECORD TITLE " RETENTYION PERIOD
(Y EARS)
1 PROJECT FILE BLDG LIFE.
RECORDS & MINUTES OF PLANNING SESSIONS AT
ALL LEVELS
ENGINEERING OBSERVATIONS - BUREAU OF PUBLIC T
SERVICES
CORRESPONDENCE WITH ALL CONCERNED PARTIES R
2 EDUCATIONAL SPECIFICATIONS FOR EACH PROJECT " BLDG LIFE
3 SCHEMATIC DRAWINGS " COMP¥3
4 DESIGN DEVELOPMENT DRAWINGS COMP+3
5 SCHOOLS AND ARCHITECTS 37us
6 CONSTRUCTION COST DATA 3/US
7 ALPHABETICAL LIST OF SCHOOL CONSTRUCTION 37US
8 ALPHABETICAL LIST OF ARCHITECTS & PROJECTS 3/US
9 ALPHABETICAL LIST OF SCHOOL AREAS 37US
10 SPECIFICATIONS FOR VARIOUS FACILITIES(ART, 3/US
MUSIC ETC) ‘ e
11 CONSTRUCTION DRAWINGS NRUCOPY)
12 ARCHITECTURAL REVIEW BOARD MINUTES NR{COPY)

B 2
wttes 8 e e e s
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BOARD Of EDUCATIDN DF BALTIMORE COUNTY PAGE NO. 58
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INDEX NO. 4-02

LOCAL RECORDS

LOCATION OF RECORD  CONFIOENTIAL UPDATE
coPy

ARCH PLAN OFF

ARCH PLAN OFF
ARCH PLAN OFF
ARCH PLAN OFF
ARCH PLAN OFF
ARCH PLAN OFF
ARCH PLAN OFF
ARCH PLAN OFF
ARCH PLAN OFF
ARCH PLAN OFF
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SPEEDIREAD WITH EYE TRACK

SCHEDULE NO.

MARCH 22,

DIVISION ~ PHYSICAL FACILITIES

ITEM NO.

1

3

4

1976

C421

RECORDS RETENTTION

RECORD TITLE
cus DDlA% STAFF PERSONNEL FILES
{MAY CONTAIN ALL OR SOME OF FOLLOWING RECS)

APPLICATIONS FOR EMPLOYMENT
R ECOMMENDATIONS

HEALTH CERTIFICATES AND EXAMINATION REPORTS

NOTICES OF APPOINTMENT
PERSONNEL ACTION FORMS
SUPERVISORS REPORTS
CORRESPONDENCE
RESIGNATIONS

SPECIFICATIONS AND BIDS
MAINTENANCE AND OPERATIONS RECORDS

BOILER REGISTRATION FILE(REGISTERED WITH
HEALTH DEPARTMENT)

BOILER INSPECTION REPORTS
ELECTRICAL INSPECTION CERTIFICATES
INSURANCE INSPECTION REPORTS

FIRE INSPECTION REPORTS

SCHOOL WATER ANALYSES

CUSTODIAL WORK SCHEDULES

CUSTODIAL SUPPLIES SPECIFICATIONS
TIME CARDS

REPORT OF WILLFUL-MALICIOUS DESTRWCT
AND/OR UNAUTHORIZED REMOVAL OF PROPE

COPIES OF BOILER CERTIFICATES

CERTIFICATE OF INSURANCE FILE ON
CONTRACTORS

10N
RTY

WORK ORDER FILE

P

AND DI SPOSITION
BOARD OF EDUCATION OF BALTIMORE COUNTY

OFFICE — BUILDING MAINTENANCE AND OPERATIONS
‘RETENTION PERIOD
(YEARS)

P

L+3

L+3
L+3
L+3

37US
3/Us

PRI

LOCATION OF RECORD
cory

BLDG M/0 OFFICE

BLDG M/0 OFFICE
BLDG M/0 OFFICE

BLOG M/0 OFFICE

e e o

SCHEDULE

PAGE NO. 59
INDEX NO. 4-03
LOCAL RECORDS

CONF IDENT IAL UPDATE
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RECORDS R E TENTION AND DISPOSITION SCTHEDULE
SCHEDULE NO. C421 ] BOARD OF_ EDUCATIDN OF BALTIHORE COUNTY . i} PAGE NO. = 60
MARCH 22, 1976 “ ” St o o T INDEX NO, 4-03"
DIVISION — PHYSICAL FACILITIES OFFICE - BUILDING MAINTENANCE AND opeaar:ons v LOCAL RECORDS
ITEM NO. RECORD TYTCE TION LOCAT LGN “gg; g‘"éédﬁ“‘o” CONFIDENTIAL  UPDATE’ ‘

roodede Hene onent v

-—

5 CORRESPONDENCE FILE R "“sza . 8LDG M/0 OFFICE
6 ROOM LAYOUTS OF ALL BUILDINGS NR BLDG M/0 OFFICE
7 ngggg g%aéz§tgF gﬁ%ggﬁgegﬁﬁNP %gﬂﬂﬂ&L e o e JNR L BLDG M/0 OFFICE
CGNTRACTUAL REPRESENTATIVES)
SPECIAL CONTRACTS/AGREEMENTS ) UL DU DRI T BLDG M/0 OFFICE
PEST CONTROL
BURGLAR ALARM
PROGRAMMED CLOCK AND BELL
APPLICATION FOR USE OF SCHOOL FACILITIES . NRECOPY)

PATENT PENDING
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RECORDS RETENTION AND DT SPOSITION

SCHEDULE

PAGE NO. 61
INDEX NO. 4-04
LOCAL RECORDS

LOCATION gSP$ECORD CONF IDENTIAL  UPDATE

CAP PROG PL OFF
CAP PROG PL OFF

SCHEDULE NO. C421 BOARD OF EDUCATION OF BALTIMORE COUNTY
MARCH 22, 1976
DIVISION — PHYSICAL FACILITIES OFFICE - CAPITOL PROGRAM PLANNING
ITEM NO. RECORD TITLE RETENTION PERIOD
(YEARS)
1 FACILITY PROJECT FILE 5
2 BOUNDARY RECORDS US+3
3 CAPITAL PROGRAM PLANNING REPORTS 3

PREDICT IONS OF ENROLLMENT
SHORT TERM PEAK ENROLLMENT FORECAST
CAPACITY OF SCHOOL STUDY
ANALYSIS OF EFFECT OF HOUSING DEVELOPMENT
ANNUAL TEMPORARY QUARTERS REPORT
4 CORRESPONDENCE FILE 3

5 PRELIMINARY AND FINAL STATE & COUNTY BUDGET NR{REFER)

CAP PROG PL OFF

CAP PROG PL OFF
CAP PROG PL OFF
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RECORDS RETENTIO N “AND DI SPOSTIT xvo“n SECHEDULE

___SCHEDULE NO. C421 BOARD OF Eoucnrxou OF BALTIMORE COUNTY , L PAGE NO. 62
— @ MARCH 22, 1976 ' e A B e INDEX NO. %-65 °
_ DIVISION - PHYSICAL FACILITIES OFFICE — CONSTRUCTION o ‘ v LOCAL RECORDS
ITEM NO. ' RECORD TITLE "REYENTTON PERfOD  LOCATION OF RECORD ~CONFIDENTIAL  UPDATE o
(YEARS) COPY
s 1 BIDS ~ ACCEPTED P CONSTRUCT OFF
AGREEMENTS
8105 e
ESTIMATES
PROPOSALS . ) o BTN . g A S
2 SPECIFICATIONS
& 2 CONTRACTS AND CHANGE ORDERS P CONSTRUCT OFF
g 3 ORIGINAL TRACINGS AND TRACING COPIES P CONSTRUCT OFF
<

BLUEPRINTS AND COPIES . - e
CONSTRUCTION TRACINGS AND COPIES

ELEVATIONS . » -
ORIGINAL DRAWINGS AND SKETCHES

PROPERTY TRACINGS AND COPIES

4 PROJECT FILES CONSTRUCT OFF
ARCHITECTS AND ENGINEERS FEES . o BLUA
CONTRACTORS REQUISITION FOR PAYMENT 3/7UA ’ Tmmm———
INSURANCE U e S
ROADS AND UTILITIES 3
GERERAL ?0&35890&08“&2 3 .
IR,

PAREN%‘#EACHERS ASSOCIATION
COUNTY AND STATE GOVERNMENY

PROGRESS MEETINGS - U ’ e
PUNCH LIST

5 QUARTERLY BUILDING CONSTRUCTION REPORT CONSTRUCT OFF o .
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RECDRDS RETENTION ANDTTEPOSTITION
BOARD OF EDUCATION OF BALTIMORE COUNTY

SCHEDULE NO. C421
MARCH 22, 1976
DIVISION - PHYSICAL FACILITIES OFFICE - GROUNDS MAINTENANCE AND OPERATIONS
ITEM NO. RECORD TITLE RETENT TON PERTOD
' {YEARS)
! ?ggexggN¥§§§°§§ELd§xgggE OF FOLLOWING RECS) P
APPLICATIONS FOR EMPLOYMENT
RECOMMENDATIDNS . T
HEALTH CERTIFICATES AND EXAMINATION REPORTS
PERSONNEL ACTION FORMS
SUPERVI SORS REPORTS

CORRESPONDENCE

RESIGNATIONS
2 GROUNDS PERSONNEL TIME CARDS . 3/7UA
3 GROUNDS INSPECTION REPORTS 3
4 CORRESPONDENCE FILE 3

SCHEDULE

PAGE NO. 63
INDEX NO. 4-06
LOCAL RECORDS

LOCATION ggp?ECﬁRﬁ " CONF IDENTIAL UPDATE

GROUNDS M/0 OFF

GROUNDS M/0 OFF
GROUNDS M/0 OFF
GROUNDS M/0 OFF
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RECDRDS RETENTTION AND DI SPOSITION SCHEDULE

SCHEDULE NO. C421 ) v BOARD OF EDUCATION OF BALTIMORE COUNTY o PAGE NO. 64

o
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MARCH 22, 1976 - ' T C INDEX NO. 4-07

DIVISION — PHYSICAL FACILITIES OFFICE - SITE ACQUISITION LOCAL RECORDS
RETENTION PERIOD LOCATION OF RECORD CONFIDENTIAL UPDATE
(YEARS) copy

ITEM NO. RECORD TITLE

1 PROPERTY RECORD BY FACILITY . ) P . SITE ACQ OFF . -

DEEDS
AGREEMENTS
EASEMENTS AND RIGHTS OF WAY
MAPS AND PLATS
TITLE REPORTS

RENTAL RECORDS SITE ACQ OFF

CORRESPONDENCE FILE SITE ACQ OFF
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RECORDS RETENTION AND DT'SPOSTITION SCHEDULE

SCHEDULE NO. Cé421 BOARD OF EDUCATION OF BALTIMORE COUNTY
MARCH 22, 1976
DIVISION — PHYSICAL FACILITIES OFFICE — SITE DEVELOPMENT
ITEM NO. RECORD TITLE RETENTION PERIOD LOCATION OF RECORD
{YEARS) corPy

1 SITE DEVELOPMENT CONTRACTS P SITE DEV OFF
2 PERMITS P SITE DEV OFF
BUILDING
GROUND WATER APPLICATION
POLLUTANT DISCHARGE
CORRESPONDENCE FILE SITE DEV OFF

CONFIDENTIAL

PAGE NO. 65
INDEX NO. 4-08

LOCAL RECORDS

UPDATE
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