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SECTION 1. INTRODUCTION 

The purpose of this reference manual is to provide guidelines and standards to 
the Frederick County School System for the establishment of effective records 
retention and disposition programs. These guidelines, developed by the Task 
Force on Retention and Disposition of State and Local School Records, are 
consistent with the legal requirements imposed by Article 76A, Public Infor
mation, and Article 54, Hall of Records, of the Annotated Code of Maryland. 
(See Appendix A.) 

Records management is a recognized discipline of increasing importance. It is 
concerned with the creation, maintenance, protection, retention, preservation 
and disposition of records. The scope of a records management program is il
lustrated in the diagram below. 

CREATION 
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Currenti 
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Using Approved Records 
Disposition Schedules: 

— In Records Centers 
Other than Archival 

— After Microfilming 

— On Premises Other 
than Archival 

IDENTIFICATION 

Of Permanently 
Valuable Records 
(Archival, Vital) 

CUSTODY 

USER - (OFFICIAL OR PUBLIC) 

Adapted from Table in THE RECORDS OF A NATION by H. G. Jones 
ATHENEUM, New York 1969 

Records retention and disposition management is one aspect of the total program. 
A records retention schedule is a written plan for records retention and dis
position; it identifies the time at which the removal and disposal of records 
can take place. 
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INITIATING REVISIONS TO THE MANUAL 

Changes to the contents of this manual require the approval of the Maryland 
State Department of Education, the Maryland Hall of Records, and the State 
Board of Public Works. A suggested revision should be forwarded by the LEA 
official responsible for the local records management program to the Division 
of Research, Evaluation, and Information Systems of the Maryland State 
Department of Education. This Division will evaluate the suggestion and will 
either unilaterally initiate procedures to obtain the required authorization 
or will reconvene the State Task Force on Records Retention and Disposition 
of Maryland Public School Records to obtain a consensus before proceeding. 
(The task force includes representatives from each LEA.) 

The Records Retention and Disposition Manual for the Frederick County School 
System shall be reviewed once each year to provide for up-dating and for 
suggested revisions. The Chairman of the Records Retention and Disposition 
Task Force shall schedule the meeting(s) necessary for this review, and see to 
it that changes are. properly made and incorporated into the manual. 
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SECTION 2. THE RECORDS RETENTION SCHEDULE 

For the purpose of this manual, all written or printed materials relating to 
the public school system of Frederick County are categorized as either records 
or nonrecords. 

RECORDS DEFINED 
> 

Records include any papers, correspondence, forms, reports, minutes of formal 
meetings, photographs, films, sound recordings, maps, drawings of other docu
ments regardless of form or characteristics that are made or received by public 
educational agencies of the State of Maryland in the transaction of public 
business. 

Permanent records are those of enduring administrative, legal, financial, 
historical (archival) or research value and consequently should be retained 
indefinitely. They may be active or inactive, but are not disposable. 

Disposable records include records which reach a point of inactivity and 
are of no further administrative, legal, financial or historic value; they 
may be disposed of after the retention period specified in the records 
retention schedule has elapsed. 

NONRECORDS DEFINED 

Nonrecords include extra copies of records and/or copies of books, magazines, 
newspapers, bulletins, and other library or museum materials made or acquired 
fur reference or exhiuiuxun purposes, stoctts ui JJUU i.ii;aL.iuu&, aCcep Lauoe oi. 
refusals of invitations or other personal business of public officials. In 
addition, nonrecord status has been extended to include letters of transmittal, 
routing slips, temporary administrative materials such as suspense (draft) or 
convenience copies, and stenographic notes that have been transcribed. 

RECORDS RETENTION SCHEDULE DEFINED 

The records retention schedule is the authority for the disposition of records. 
The schedule consists of a list of records, with or without description, and 
an indication of the length of time (retention period) that must elapse before 
disposition may take place. 

DISPOSITION OF RECORDS 

The laws of the State of Maryland require that records be kept a minimum of 
three years. Schedules for the retention or disposition of records and non-
records such as appear in the schedule in this manual, must be approved by the 
Maryland State Department of Education, the Hall of Records, and the Board of 
Public Works. 
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STRUCTURE OF THE RECORDS RETENTION SCHEDULE 

The Records retention schedule in this manual is divided into three parts: 

Part 1. Records Prescribed or Required by the Maryland State Department of 
Education (MSDE) 

This part of the schedule lists all reports and records prescribed by 
the Maryland State Department of Education for use by the LEA or for 
communicating information to MSDE. The records in Part 1 are arranged 
by the operating unit within MSDE that prescribes the reporting form 
or to which the LEA sends a particular report or record. Part 1 sets 
forth the disposition schedule to be implemented by all local education 
agencies. 

Part 2. Records Prescribed by the Frederick County School System 

Part 3. Areas of Responsibility 
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SECTION 3. PROCEDURES FOR DESTRUCTION OF RECORDS 

GENERAL CONSIDERATIONS 

1. No statement in the manual shall be construed to authorize the 
destruction of records that have been in custody for less than 
three years or for such other period or condition that may be 
expressly required. 

2. Public school system records or series of records that are subject 
to audit must be retained until such time as reports of the audit 
have been received and accepted by the appropriate officials or 
the retention period has been satisfied, whichever is longer. As 
some records are subject to more than one audit or are audited by 
more than one agency, all audit requirements must be satisfied. 

3. The records of discontinued schools remain the responsibility of 
the LEA and are governed by the same schedules as those issued for 
the records of existing schools. 

4. All questions relating to the contents of Part I of this manual 
should be directed inwriting to the Assistant State Superintendent, 
Division of Research, Evaluation, and Information Systems, Maryland 
State Department of Education. 

5. All questions relating to the contents of Part II of this manual 
should be directed in writing to the Chairman or the Records Retention 
and Disposition Task Force, Board of Education of Frederick County. 

Records scheduled for destruction shaid be assigned to the following categories 
and destroyed as indicated: 

1. Confidential records - shred or burn under the supervision of the 
staff member responsible for the records or his designee. 

2. All other records - dispose of as wastepaper, burn or bury (landfill). 
Supervision is not required. 

After records have been destroyed, the CERTIFICATE OF RECORDS DISPOSAL, MSDE 
Form No. REIS 074-1 (12/72) (See page 6), must be sent in duplicate to the 
Maryland State Department of Education; Attention: Assistant State Superintendent, 
Division of Research, Evaluation, and Information Systems. 
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MSDE F O R M REIS 074-1 12/72 R E T E N T I O N SCHEDULE NO. 582 

CERT IF ICATE OF RECORDS DISPOSAL 

M A R Y L A N D PUBLIC SCHOOL SYSTEMS (LEA's) 

Local Education Agency submit in duplicate to the Division of Research, Evaluat ion, rind 
In format ion Systems, Maryland State Department of Educat ion, P.O. Box 8717, Fr iend
ship International A i rpor t , Bal t imore, Maryland 21240 

Maryland State Department of Education wi l l forward original certificates to 

H A L L OF RECORDS COMMISSION 

STATE OF M A R Y L A N D 

Report ing LEA 

Division of Report ing L E A 

Index 
Number 

Item 
Number 

Form 
Number Brief Description of Records 

Number 
of 

Each 
Record 

Inclusive 
Dates of Records 

Disposed of 

Date 
of 

Disposal 

Method of Disposal 
SHRED - SH 
BURN - BN 
BURY - BY 

1.1. E 10 BWP-24 Sponsor's Invoice 129 6/30/65 - 7/15/69 8/30/72 BN 

1.1.E 2 N-A NDEA Act Title III 79 4/5/64 - 8/5/68 8/30/72 BY 

1.2.A 1 CA-C-19 Recommendation Form 34 2/1/62 - 4/9/68 8/30/72 SH 

LEA 452 32-753 Petty Cash Verification 

E X A IV P I E S . 

270 3/5/66 - 10/1/68 8/30/72 SH 

Enter estimate of total cubic footage of records disposed of on last page only of certif icates submit ted 

I hereby cert i fy that the above l isu d records were disposed of as indicated. 

cubic footage 

Signature Ti t le 

-6-

Date 

Page of_ 



SECTION 4. TRANSMITTAL OF RECORDS TO THE MARYLAND HALL OF RECORDS 

Frederick County is responsible for providing suitable storage space for 
records, except in those rare cases in which records are determined to be of 
archival quality by the Hall of Records and are accepted for deposit in the 
State Archives. The Maryland State Record Centers do not have adequate space 
to accept records from LEA's for storage. 

Frederick County is encouraged to preserve and make available for legitimate 
purposes original copies of documents of local historic significance. 
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RECORDS RETENTION AND DISPOSITION SCHEDULE. 

PART I 

RECORDS PRESCRIBED BY THE MARYLAND STATE DEPARTMENT OF EDUCATION 
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RECORDS RETENTION AND DISPOSITION SCHEDULE 

The retention schedule for public school records is divided into two parts for 
the purposes of this manual. Part 1 lists those records prescribed for local 
education agencies (LEA's) by the Maryland State Department of Education 
(MSDE). Part 2^ lists Frederick County devised reports and supportive records. 
In addition, certain nonrecords are listed in order to establish minimal 
retention periods and to simplify disposition procedures for both record and 
nonrecord materials at the local level. Users of this manual are advised 
that all public school records, whether generated at the state or local level, 
are governed by the provisions of state law. 

PART 1: Reports and Supportive Records Prescribed by MSDE for LEA's 

Records in this part of the retention schedule are listed in a format which 
includes the form number, if available, the record title or description, 
whether the record is confidential, the location of the record copy, retention 
period (years, unless noted) of the record copy, and optional retention period 
for extra copies, if desired by the LEA. 

ABBREVIATIONS: 

NR - Nonrecord ' 

P - Permanent 

UA - Three years or until audited, whichever is later 
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RECORDS RETENTION AND DISPOSITION SCHEDULE 

PART I 

Index 
No. Page 

I. Division of Administration and Finance 1.1 11 
A. School Facilities 1.1.A 11 
B. Food Services 1.1. B 13 
C. Safety and Transportation 1.1.C 15 
D. Budget and Fiscal Planning 1.1.D 16 
E. Accounting 1..1.E 18 

II. Division of Certification and Accreditation 1.2 20 
A. Office of Certification 1.2.A 20 

III. Division of Research, Evaluation, and Information Systems . . . 1.3 22 
' A. Statistical Services 1.3.A 22 

B. Educational Research and Evaluation 1.3.B 25 
C. Vocational Education Research Coordinating Unit 1.3.C 26 

IV. Division of Compensatory, Urban, and Supplementary Programs . . 1.4 27 
A. Compensatory Education 1.4.A 27 
B. Supplementary Centers and Services •. . 1.4.B 28 
C. National Defense Education Act (NDEA) 1.4.C 29 

^ V, Division of Instruction 1.5 30 
^ A. Curriculum Development 1.5.A 30 

B. Adult Continuing Education . 1.5.B 31 
C. Special Education 1.5.C 32 

VI. Division of Instructional Television . . . . . . . . 1.6 33 
A. Administrative • 1.6. A 33 
B. Curriculum Utilization 1.6.B 34 

VII. Division of Library Development Services 1.7 35 
A. School Media Services 1.7.A 35 

VIII. Division of Vocational and Technical Education 1.8 36 
A. Program Planning 1.8.A 36 
B. Vocational Facilities and Equipment . . . 1.8.B 38 
C. Curriculum Development 1.8.C 39 

10 



PART ONE Index No. 1.1.A 

nECORDS R E T E N T I O N S C H E D U L E NUMBUFt , 
Records Prescribed by the Maryland State Department of Education 

I 
! 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE On DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Year*) 

RETENTION 
EXTRA 
COPIES 
(Yean) 

1 102.1 Supporting Data for Future 
Capital Projects in Five 
Year Plan 

Logistical 6 

2 102.la Summary of Local Education 
Agency Current and Five 
Year Requests 

Logistical 6 

3 103.1 Annual Capital Budget 
Request 

Logistical 6 
• 

4 . 104.2 Request for Approval of 
Architect/Engineer 

Supt. 3 

5 104.3 Transmittal of Agreement 
Between Owner and Architect 
/_-- T? J _ , \ 

I 

Supt. 3 

T 104.3a Standard Form of Agreement 
with Architects and Engineer s 

Logistical P 

7 105.1 Scorecard for Selection of 
School Sites 

Logistical 3 

8 105.1a Immediate Vicinity Map Logistical 3 

9 105.2 Site Submission Logistical P 

10 202.2 Educational Specifications 
Document Submission 

Logistical 3* 

11 202.4 Spatial Requirements Logistical 3* 

12 202.5 Schematic Design Submission Logistical 3 

13 301.2 Design Development Documents 
Submission 

Logistical 3 

14 301.2a Cost Estimate Worksheet Logistical 3 

15 301.2b Fire Protection and Code 
Data Logistical 3 

11 
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PART ONE Index No. 1.l.A 

nCCORDS R E T E N T I O N S C H t l V J L E N U M B L H 

Records Prescribed by the Maryland State Department of Education 

Administration and Finance 
School Facilities 

(Continued) 

16 

17 

18 

19 

20 

i 
23 

24 

25 

26 

27. 

28 

29 

FOftM 
RECORD TITLE OR DESCRIPTION 

302.1 

303.3 

303.3a 

304.2 

304.4 

•3 ft/. /, « 

304.5 

305.1 

306.2 

306.3 

307.1 

308.6 

501.1 

CONFIDENTIAL 

Construction Documents 
Submission (including 
construction documents) 

Equipment List Transmittal 

Equipment List 

Request for Approval of 
Construction Contract award 

Transmittal of Agreement 
Between Owner and Contractor 
(including agreement document) 

Request for Microfilming 
of Construction Documents 

Chaitge Order Submission and 
Illustration 

i 

Qtrly Schedule of Cash needs) 
& Attachments A,B,C,D 

School Construction Monthly 
Financial Report 

Related Contrs Exced.$5000 

Summary Supporting Request 
for Final Payment 

Request for Disp. of Propertjy 

LEA Correspondence Suppor
tive of above records 

* Beyond date of completion 
and acceptance of bldg. 

{** May be linens ,copies, or 
film records."As 3uilt" dra\ 
may be substituted. 

;3-ngs 

LOCATION OF 
RECORD COPY 

RETENTION 
PCRIOD 

Logistical 

Bus Servic 

Bus Service 

Supt. 

Supt. 

Sunt. 

Logistical 

Logistical 

Finance 

Finance 

Supt. 

Logistical 

Supt. 
Logistical 

3 

P 

3 

UA 

P 

P 

6 

*** 

RETENTION 
EXTRA 
COPIES 

}on period tD correspond! 
tention period prescribjed 

*** Retent 
with rd 
for foihns & attachments theretio 

12 



P A R T O N E Index N o . 1. l . B 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed by the Mary lend State Depar tmen t of Educa t i on 

D iv i s ion : A d m i n i s t r a t i o n and Finance (cont . ) 
Sec t ion : Food Services 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

1 A d d e n d u m to School Breakfast Program 
App l i ca t i on 

Food 
Services 

3 3 

2 A d d e n d u m to Special M i l k Program 
App l i ca t i on 

Food 
Services 

3 3 

3 Qu ick Repor t ing System C o m m o d i t y 
Only Schools 

Food 
Services 

3 3 

4 N o n f o o d Assistance App l i ca t i on — 
Cla im SFSP C 

Food 
Services 

3 3 

5 A d m i n . Review Repor t — Special Food 
Services Program 

Food 
Services 

3 3 

6 School Breakfast Program Agreement 
(pub l ic schools) 

Food 
Services 

P P 

7 

8 

9 

School Breakfast Program App l i ca t i on 

School Breakfast Program Schedule A 

C la im fo r Reimbursement — School 
Breakfast Program 

Food 
Services 
Food Services 
Food 
Services 

3 

3 

3 

3 

3 

3 

10 Special School M i l k Program Agreement 
(publ ic schools) 

Food 
Services 

P P 

11 

12 

13 

14 

Schedule A o f Special M i l k Program 

N o n f o o d Assistance Program Agreement 

N o n f o o d Assistance App l i ca t i on Cla im 

Admin is t ra t i ve Review Report - School 
Food Services Program 

Food 
Services 
Food Services 
Food 
Services 
Food 
Services 

3 

P 

3 

3 

3 

P 

3 
3 

15 Nat ional School Lunch Program Agree
ment (publ ic schools) 

Food 
Services 

P P 

16 Nat ional School Lunch Program 
App l i ca t i on (Type A Lunch) 

Food 
Services 

3 3 

17 

18 

Schedule A o f Program School Lunch 

C la im fo r Reimbursement r a t i o n a l 
School Lunch and Special ' i l k Program 

Food 
Services 
Food 
Services 

3 

3 

3 

3 

I 
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P A R T O N E Index No . 1. l .B 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed by the Mary land State Depar tmen t of Educa t ion 

D iv i s ion : Adm in i s t r a t i on and Finance (cont . ) 
Sec t ion : Food Services (cont.) 

ITEM 
I NUMBER 

FORM 
NUMBER 

19 

RECORD TITLE OR DESCRIPTION 

Supplementa l C la im of Reimbursement 
I n f o r m a t i o n — " Q u i c k Repor t ing S y s t e m " 

CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

Food 
Services 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

14 



P A R T O N E Index N o . 1.1. C 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed by the Mary land State Depa r tmen t o f Educa t i on 

D iv i s ion : Admin i s t ra t i on , and Finance (cont . ) 

Sec t ion : Safety and Transpor ta t ion 

ITEM 
I NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

5 

6 

7 

10 

10a 

10b 

T-4 

T-1 

T-2 

015-28 

015-20 

015-27 

Pupi l T ranspor ta t ion Reports 

Physical Exam of Mary land School Bus 

Drivers 

Mary land School Bus Acceptance Check 

Request fo r Approva l of Change in Publ ic 

School T ranspor ta t ion Cont rac t 

Request fo r Approva l of Change in Publ ic 

School T ranspor ta t ion Cont rac t 

Driver 

Trans. 

Trans. 

Trans. 

Trans. 

Dura t i on o f 

E m p l o y m e n t 

10 

5 

Educat ion Repor t 

Driver Educat ion Cer ' i f i ca te Register 

Kequest to r u n v e r t d u c a t i o n cer t i f i ca tes 

Driver Educat ion Program Repor t — 

School Year 

Driver Educat ion Program Repor t — 

Summer School 

Driver Educat ion Program Repor t — 

A f te r School 

Request fo r Driver Educat ion 

Inst ructor 's Cards 

a. previously cer t i f i ca ted 

b. no t previously cer t i f ica ted 

Supervisor 
Central Off|. 
OUUC L V J L O U J . 

Central Off) 
Supervisor 
Central Offj 

Supervisor 
Central Off) 

Supervisor 
Central Offl 

Supervisor 
Central Offl 

Supervisor 
Central 0f^ 
Supervisor 
Central Offl 

3 

3 

3 

L + (10) 

P 

P-at School! 

L 
No 

No 

No 

No 

No 

No 
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P A R T O N E Index N o . 1. l . D 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed by tha Mary land State Depar tmen t o f Educa t ion 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATiON OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

1 015-32 Cert i f icated Staff Report (Cont ro l Sheet) Personnel 3 

2 015-1 A id t o Educat ion State A i d fo r Cur rent 
Expense (Calcu lat ion o f State A i d and 
Worksheets) 

NR 

3 015-4 Statement o f D i s t r i bu t i on o f State A i d Bus.Service s NR 

4 015-6 3 u p i l E n r o l l m e n t ^ . Pupil Serv. N R 

5 ' 015-7 3 u b l i c School Professional Staf f Budget 
Estimates 

Budget 3 

6 

7 

015-8 

015-9 

Pupil T ranspor ta t ion 

Local Funds fo r Publ ic E&S Schools in 
Mary land 

Transpor
tation 
Bus. Serv. 

3 

3 

8 015-10 Handicapped Chi ld - Budget Estimates Pupil Serv. 3 

P 9 015-11 Teaching Assign, in t v e n i n g H.5. A U U I L L U . o 

10 015-12 Pupil En ro l lmen t in Evening H.S. Adult Ed. 3 

11 015-13 Cons t ruc t ion D is t r i bu t i on Statement NR 

12 015-17 Operat ing Costs of Severely Handicapped 
Ch i ld in Special Publ ic Day-School Program 

Pupil Serv. 3 

13 015-18 Request f o r State A i d for Home Ins t ruc t ion Pupil Serv. 3 

14 015-19 Request for A p p r o p r i a t i o n o f State A i d fo r 
Handicapped Ch i ld , in Non-pub l i c Schools 

Pupil Serv. 3 

15 015-20 Driver Educat ion Summer Program High 
School Pupils 

Supervisor 
Central O f f ; 

3 

16 015-30 Request fo r State A id fo r Hospi ta l Instruc
t i o n 

Pupil Serv. 3 

17 015-31 Request for State A i d fo r Handicapped 
Ch i ld . Non-pub l i c Schools (Excess Cost 
Cases) 

Pupil 
Services 

3 

18 015-22 L ib ra ry Cer t i f i ca t ion — Current Expenses I.M.C. 3 

19 015-23 Summary of I B M List of Handicapped 
Pupils in Non-pub l ic Schools 

Pupil Serv. 3 

?J6 

•
is ion: A d m i n i s t r a t i o n and Finance (cont.) 
t i on : Budget and Fiscal Planning 



P A R T O N E Index N o . 1.1. D 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed by the Mary land State Depar tment o f Educa t ion 

vis ion: Adm in i s t r a t i on and Finance (cont.) 
Ih'on: Budget and Fiscal Planning (cont.) 

ITEM 
I NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

20 

21 

22 

23 

24 

015-25 

015-26 

015-27 

015-28 

015-29 

Sending Uni ts Report on T u i t i o n ( Inter-
Coun ty Transfers — Repor t o f T u i t i o n [ R ] )| 

T u i t i o n R e p o r t . . . . [S] 

Driver Educat ion Publ ic H.S. Pupils — Out 

of School Hours 

Driver Educat ion Publ ic H.S. Pupils - Dur
ing School Hours 

Driver Educat ion Publ ic H.S. Pupils — C o m 
bineel. Ou t of School and Dur ing School 
Hours 

Pupil Ser. 

Pupil Serv 

Supervisor 
Central Offl 

Supervisor 
Central Offj 
Supervisor 
Central Offj 

17 



P A R T OWE Index N o . 1.1.E 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R _ 

Records Prescribed by t f ie Mary land State Depar tmen t o f Educa t ion 

^ftvision: Adm in i s t r a t i on and Finance (cont.) 

^Prction: Accoun t ing 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

1 Fo rm 

D V E 

Div. o f Voc . -Tech. Ed. Annua l Financial 

Report 

Voc. Ed. 
Sup. 

5 

2 N D E A Ac t T i t l e I I I Fed.Prog. 5 

3 AGE-R-

1 

Request fo r Reimbursements o f State 

Fund fo r A d u l t General Educat ion 

Adult Ed. 
Sup. 

5 

4 

5 

ABE-2 

M D T A -

SRI 

Request fo r Reimbursement 

Manpower Deve lopment & Tra in ing Ac t 

— Request for Funds and Financial 

Status Report 

Business 
Services 
Fed.Prog. 

5 

5 

6 10 -DLE ESEA T i t le II - Project Financial Status 

Repor t 
Finance 5 

7 

f ' 

ESI-10 ESEA T i t le 1 — Project Financial Status 

Report 
Finance 5 7 

f ' 
ESEA-6 ESEA T i t le V I - Project Financial Status 

Report ' 
Finance 5 

9 NYC-9 N Y C Sponsor's A c t i v i t y Repor t Fed. Prog. 5 

10 BWP-24 Sponsor's Invoice Fed. Prog. 5 

11 BWP-25 Sponsor's Detai led Statement o f Costs Fed. Prog. 5 

12 A F - 1 2 3 Cert i f icate o f Project Expendi tures Fed. Prog. 5 

13 Proposed Budget Summary o f Expend i 

ture Report 

Fed. Prog. 5 

14 A F 97-2 Equ ipment Inventory ( A d u l t Basic 
Educat ion 

Adult Ed. 5 

15 D V E 
4 2 0 A 

App l i ca t i on fo r Approva l o f Voca t iona l 
Educat ion PGMS 

Voc. Ed. 5 

16 D V E 
303 

Equ ipment Inventory Vocat iona l & 
Technical Educat ion 

Data 
Process 

5 

17 Div. o f Voc . -Tech. Ed . Q t r l y Progress 

Report 
Finance 5 

18 



P A R T OWE Index N o . 1. l . E 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed by the Mary land State Depar tmen t of Educa t ion 

is ion: Adm in i s t r a t i on and Finance (cont.) 

i o n : Accoun t ing (cont.) 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA; 
L O C A T I O N OF 
RcCORDCOPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEAI 
RETENTION 

EXTRA 
COPIES 
(Years) 

18 A F / 7 1 Cla im for Reimbursement (Nat ional 

School Lunch Program) 
Lunch 5 

19 AF - C o n f i r m a t i o n Sheet Fed. Prog. 5 

NYC-

2 7 0 

20 A F -
N Y C 

Coun ty Di rec tor Budget Fed. Prog. 5 

21 ESEA 

I I I 30-3 

Qt r l y Est imated Requi rement and/or 

Report o f Disbursement T i t l e I I I ESEA 

Cash 

Finance 5 Fed. Prog. 

22 A F - 0 1 1 -

01 . 

Request fo r re imbursement school 

c o m m u n i t y centers program 
Fed. Prog. 5 

23 N o t i f i c a t i o n of Grant A w a r d ESEA 
I Finance 5 Fed. Prog. 

19 



P A R T O N E Index N o . 1.2 .A 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed by the Mary land St..te Depar tment o f Educa t ion 

ssion: 

i o n : 

Cer t i f i ca t ion and Acc red i ta t i on 

Off ice of Cer t i f i ca t ion 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

1 CA-C-

19 

Recommendat ion Fo rm Personnel 3 

2 Workshop Approva l F o r m Personnel 3 

3 Evaluat ion fo r Cer t i f i ca t ion — Guidance 

Counselor — 617 :514 
Personnel P 

4 Evaluat ion fo r Cer t i f i ca t ion — H o m e 

Economics — 6 1 7 : 6 9 
Personnel P 

5 Evaluat ion fo r Cer t i f i ca t ion — Secondary 

Academic Subjects — 617 :21 
Personnel P 

6 Evaluat ion for Cer t i f i ca t ion — Elementary 

or Early Ch i l dhood Educa t ion — 

617 :41 and 4 2 

Personne1 P 

1 f Evaluat ion to r Ce r t i ncauon — iviusic 

(secondary) - 6 1 7 : 5 8 (a) 
rersonnei rt 

8 Evaluat ion for Cer t i f i ca t ion — Music 

(elementary school) — 6 1 7 : 5 8 (b & c) 
Personnel P 

9 Evaluat ion fo r Cer t i f i ca t ion — General 

F o r m 
Personnel P 

10 Evaluat ion fo r Cer t i f i ca t ion — Physical 
Educat ion - 6 1 7 : 5 1 1 (a) (secondary) 

Personnel P 

11 Evaluat ion fo r Cer t i f i ca t ion — Physical 
Educat ion - 7 1 6 : 5 1 1 (b & c) (elementary 

Personnel P 

12 C A C 2 5 Reinstatement Let ter Personnel P 

13 CA-C-33 Recent Credi t Let ter Personnel P 

14 Evaluat ion for Cer t i f i ca t ion — A r t — 

(elementary school) 617 :51 (a) 
Personnel P 

15 Evaluat ion for Cer t i f i ca t ion - A r t — 
(secondary school) 617 :51 (a) 

Personnel P 

20 



P A R T O N E Index N o . 1. 2.. A 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed fay the Mary land State Depar tmen t o f Educa t ion 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOO 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

16 Evaluat ion fo r Cer t i f i ca t ion — Business 
Educat ion — 6 1 7 : 6 3 

Personnel P 

17 Evaluat ion fo r Cer t i f i ca t ion — Driver 
Educat ion - 6 1 7 : 5 3 

Personnel P 

18 Evaluat ion fo r Cer t i f i ca t ion — Industr ia l 
Ar ts (secondary) 6 1 7 : 5 5 

Personnel P 

19, Evaluat ion fo r Cer t i f i ca t ion — Agr icu l tu re 
617 :61 

Personnel P 

20 Evaluat ion for Cer t i f i ca t ion — Business 
Educat ion Teacher Coord ina to r 617 :64 

Personnel P 

21 Evaluat ion for Cer t i f i ca t ion — Business 

Data Processing — 6 1 7 : 6 5 
Personnel P 

22 Evaluat ion for Cer t i f i ca t ion — n ic t r ih i i t iup 

Educat ion Teacher Coord ina to r — 617 :67 

p 1 

23 Evaluat ion fo r Cer t i f i ca t ion — Trades and 
Indust ry Programs — 617 :71 

Personnel P 

24 Evaluat ion fo r Cer t i f i ca t ion — Heal th 
Educat ion 617 :54 

Personnel P 

25 Evaluat ion fo r Cer t i f i ca t ion — Reading 
Teacher - 6 1 7 : 5 1 2 - Personnel P 

26 Evaluat ion fo r Cer t i f i ca t ion — Pupi l 

Personnel Worker - 6 1 7 : 5 1 5 
Personnel P 

27 Evaluat ion fo r Cer t i f i ca t ion — Teacher 

of Handicapped Chi ldren — 6 1 7 : 5 1 6 
• 

Personnel P 

28 Evaluat ion fo r Cer t i f i ca t ion — Reading 
Specialist - 6 1 7 : 5 1 9 

- Personnel P 

29 Evaluat ion fo r Cer t i f i ca t ion — 
Psychological Services - 6 1 7 : 5 1 1 1 

Personnel P 

30 Evaluat ion fo r Cer t i f i ca t ion — Supervisors 
and Principals - 6 1 7 : 1 2 

Personnel P 

1 
21 

Div is ion : Cer t i f i ca t ion and Acc red i ta t i on (cont.) 
^ ^ S e c t i o n : Of f ice of Cer t i f i ca t ion (cont.) 



PART ONE Index N o . 1. 3 . A 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R .. _, 

Records Prescribed by the Mary land State Depa r tmen t o f Educa t i on 

ITEM 
NUMBER 

/ 
FORM 

NUMBER 
RECORD TITLE OR DESCRIPTION 

~ "—' 

CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

1 A & F 

015-33 
Cer t i f i ca ted Staff Cur ren t l y Emp loyed by 

Local U n i t (Jo in t repor t w i t h State A i d 

un i t ) 

Yes Personnel 5 

2 REIS 

075-26 
Summary o f A l l Staf f • Personnel 3 

3 REIS 
075-31 

Number o f Professional Staf f in Central 

Of f ice by Assignment, Race, and Sex 
Superinten
dent 

3 

4 Weekly Assignments o f Professional Staf f Instructior 3 

5 High School Subject Offer ings Instructior 3 

6 Annua l Organizat ion Repor t Instructior 3 

7 REIS 
075-14 

REIS 

075-11 

Publ ic School Enro l lmen t by Race, 
Sex, and Single Years o f Age 

Summary o f En ro l lmen t , A t tendance , 

& Promot ions 

Pupil 
Services 

P . S 

3 

3 

9 REIS 
075-30 

Waiver Program fo r Secondary School 

Pupils 
P.S. 3 

10 REIS 
075-21 

Opening & Closing Dates of Schools; 
Number o f School Days; Schools Open 
Less Than 180 Days 

P . S . 3 

11 REIS 

075-22 
Changes in Number o f Schools P . S . 3 

12 REIS 
075-9 

Miscellaneous School Data 3 

13 REIS 

075-10 
Summer School Programs 

I 

3 

14 REIS 
075-15 

General A d u l t Educat ion Programs 3 * 

15 REIS 
075-7 

Repor t o n New Cons t ruc t ion Comple ted 3 

416 REIS 

075-1 
Fall Repor t on School Hous ing 3 

22 

Research, Eva luat ion , and I n f o r m a t i o n Systems 
Stat ist ical Services 



P A R T O N E Index N o . 1.3. A 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 
Records Prescribed by t h s Mary land State Depar tmen t o f Educa t i on 

i v i s i on : Research, Eva luat ion , and I n f o r m a t i o n Systems (cont.) 
l o t i o n : Stat ist ical Services (cont.) 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

17 075-200 Annua l Budget for Local Boards of 
Educat ion 

Business 
Services 

3 

18 REIS 
075-201 

Consol idated Annua l Finance Repor t Business 
Services 

P 

19 REIS 
075-2 

Summary o f Publ ic School Pupils 
Transpor ted at Publ ic Expense 

Trans. 3 3 

20 ' 076-200 Summary o f Est imated Cost o f Trans
por t ing Publ ic School Pupils at Publ ic 
Expense 

Trans. 
3 P 

21 076-201 Summary o f Ac tua l Expendi tures for 
Pupi l T ranspor ta t ion 

Trans. U A P 

22 076-202 Request for Approva l o f Change in 
T ranspor ta t ion Cont rac t 

Trans. U A P 
I 

REIS M a x i m u m Salaries Provided Under 
Present Salary Schedules for Selected 
Posit ions; Salary Schedules o f 
Professional Staff 

Personnel 10 

24 CR-1 Ach ievement and At tendance Record yes Schools P 

25 CR-2 Personal Data Record yes Schools Pupi l -Age 21 

26 CR-3 Test Record yes Schools Pupi l -Age 21 

27 CR-4 Teacher Observat ion Record yes Schools Pupi l -Age 21 

28 CR-5 Perm. Record , Elem. School yes Schools P 

29 CR-6 Handicapped Chi ld Record yes Schools Pupi l -Age 21 

30 CR-7 Vis ion-Hear ing Screening Record yes Schools Pupi l -Age 21 

31 CR-8 Pupi l 's Medical Record F o r m 
Private Physician 

yes Schools Pupi l -Age 21 

32 CR-9 Pupi l 's Heal th Progress Record yes Schools Pupi l -Age 21 

23 



P A R T O N E inoex w o . 1. 3 . A 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed by the Mary land State Depa r tmen t o f Educa t ion 

D iv i s ion : Research, Eva luat ion , and I n f o r m a t i o n Systems (cont.) 

^ ^ j i o n : Stat ist ical Services (cont.) 

ITEM 
NUMBER 

FORM 
NUMBER ' RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

33 Other Pupi l Records Prior to 1957 
a) Retain Records Simi lar t o C R - 1 , 

and CR-5 Permanent ly 

b) Destroy all Other Records Simi lar 

t o CR-2 , CR-3 , CR-4 , CR-6, CR-7, 

CR-8 , and CR-9 

yes Schools 

34 PDS-1 Personal and Fami ly I n f o r m a t i o n yes Schools P 

35 PDS-2 Subject Performance I n f o r m a t i o n yes Schools P 

36 PDS-3 Standardized Test I n f o r m a t i o n yes Schools Pupi l -Age 21 

37 PDS-4 School Enro l lmen t and Non-Subject 

Per formance I n f o r m a t i o n 

yes Schools Pupi l -Age 21 

38 
j 

PDS 5 Physical Heal th I n f o r m a t i o n yes Schools Pupi l -Age 21 

PDS-6 Heal th Inven to ry , E lementary and yes Schools Pupi l -Age 21 

Secondary 

40 PDS-7 Pupi l Iden t i f i ca t ion Data for School 

Year 19 

yes Schools Pupi l -Age 21 

41 At tendance Rol l Books, (Teachers' 
Registers), and other Local ly Devised 
Forms Which Serve the Same Func t i on 

yes Schools 3 

I 

24 



P A R T O N E Index .No. 1 . 3 . B 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed by the Mary land State Depar tmen t o f Educa t ion 

D iv i s ion : Research, Eva luat ion , and I n f o r m a t i o n Systems (cont . ) 
Sect ion: Educat ional Research and Evaluat ion 

ITEM 
[NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Yoars) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

OE 
F o r m 

4484 

OE 

F o r m 

2328 

U.S. Of f ice o f Educat ion — Consol idated 
Program I n f o r m a t i o n Repor t 

M S D E - ESEA, T i t l e I Evaluat ion Report 

on Summer Te rm and Regular Te rm 

Programs for L o w Income Chi ld ren 

M S D E - ESEA, T i t le I Eva luat ion 

Repor t on Programs for Migrant Chi ldren 

Program Reference File — School Repor t 

Federal 
Program 

Federal 
Program 

Federal 
Program 

Federal 
Program 

U A 

U A 

U A 

25 



P A R T OWE Index N o . 1 . 3 . C 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed by the Mary land State Depar tmen t o f Educa t ion 

j y i s i on : Research, Evaluat ion and I n f o r m a t i o n Systems (cont.) 
\tion: Vocat iona l Educat ion Research Coord ina t ing U n i t 

ITEM 
I NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

D V E 

5 2 2 T 

D V E 

523S 

D V E 
523T 

MSDE 

200S 

D V E 

5 2 1 5 

(S-70) 

D V E 

5z i i 

(S-70) 

D V E 

5 2 2 5 

MSDE - College Facu l ty F o r m 

MSDE - A d u l t Voc . Ed . S tudent REC 

MSDE - A d u l t Voc. Ed . Teacher REC 

MSDE - High School Graduate Fo l low-
Up Quest ionnaire 

M S D E — Secondary Voc . Ed . Student 

REC. 

MSDE - Secondary Voc . Ed . T E A C . REC 

MSDE College Student F o r m 

Pupil 
Services 

5 

5 

5 

5 

26 
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P A R T O N E Index N o . 1.4.A 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

ft 

Records Prescribed by the Mary land State Depar tmen t o f Educa t i on 

is ion: Compensatory , Urban , and Supplementary Programs 
i o n : Compensatory Educat ion 

ITEM 
I NUMBER 

FORM 
NUMBER 

O E 4 3 8 9 

3 

ESEA 

T i t le 1 

1 Rev. 

72 

1-8-70 

10 

R E V - 2 / 
68 

0E4376-
1 

RECORD TITLE OR DESCRIPTION 

A V C Dai ly A t tendance o f Handicapped 

Chi ld ren in Schools Suppor ted by State 

Project Summary (Migra tory Chi ldren) 

Cr i ter ia f o r Demonst ra t ing Comparab i l i t y 

App l i ca t i on fo r Grant (Educat iona l ly 

Deprived) 

Project A m e n d m e n t App l i ca t i on 

Project Financial Statement 

Let ter o f Acknowledgement 

Annua l Survey of Ch i ld ren in 
I ns t i t u t i on no t suppor ted by State 

CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

Finance 

Federal 

Federal 

Finance 

Finance 

Federal 

Federal 

RETENTION 
PERIOD 
(Years) 

P 

P 

P 

P 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

3 

3 

3 

3 

27 



P A R T O N E Index No 1.4. B 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed by the Mary land State Depar tmen t of Educa t ion 

D iv is ion : Compensatory , U rban , and Supplementary Programs (cont.) 

p t ion : Supplementary Centers and Services 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA! 
RETENTION 

EXTRA 
COPIES 
(Years) 

ESEA 

I I I 30-1 

ESEA 
I I ! 302 

Stat ist ical Data ESEA T i t l e I I I 

O T R L Y Est. REQ and /o r Repor t of 

D ISB T i t le I I I Cash 

Proposed Budget Summary , or 
Expend i tu re o f Federal Funds 

Finance 

Finance 

Finance 

I 

2 8 



P A R T O N E Inilt.'x Ni>. 1.4.C 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 
Records Prescribed by the Mary land State Depar tment of Educa t ion 

i v i s i on : Compensatory , U rban , and Supplementary Programs (cont.) 

Sect ion; Nat ional Defense Educat ion Act ( N D E A ) 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

1 MSDE - N D E A I I I Financial Status 

Repor t 

Finance 5 3 

2 N D E A T i t le I I I Fiscal Repor t Finance 5 3 

3 N D E A T i t le I I I Project App l i ca t i on Federal 5 3 

4 No Name Project Con t ro l Sl ip (Blue 
3/4) (Regular) 

5 

5 No Name Project Cont ro l Sl ip (Ye l l ow 

3/4) (Appalachia) 

S 

6 Project Approva l Summary Federal 5 3 

7 No Name Project Approva l No t i f i ca t i on Federal 5 3 

8 Project Evaluat ion Summary Federal 5 3 8 

Project Acknowledgement Let ter Federal 5 3 

10 

1 

Project Approva l Cover Le t te r Finance 5 3 

29 



P A R T O N E Index No . 1.3.A 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 
Records Prescribed by the Mary land State Depa r tmen t of Educa t ion 

D iv i s ion : Ins t ruc t ion 

^ r ^ t i o n : Of l i ce of Cu r r i cu l um Deve lopment 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

|Appendix 

C 

F o r m A / F 

C11-01 

Deve lopment of Black Studies Programs 
in U.S. His tory and Modern Publ ic 
Secondary Schools 

Repor t on Status of Fami ly L i fe and 

Human Development 

C o m m u n i t y Centers Program Evaluat ion 

Requests fo r Reimbursement — School 
C o m m u n i t y Centers Program 

Cover — App l i ca t i on Sheet (School 

C o m m u n i t y Centers Program) 

Cur rent Cu r r i cu l um Materials Developed 

Instruction 

Instruction 

Instruction 

Instruction 

Instruction 

Instruction 1 (NR) 

30 



P A R T O N E Index No . 1-.5.B 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed by the Mary land State Depar tment o f Educa t ion 

division: Ins t ruc t ion (cont.) 
Action: Adu l t Con t i nu ing Educat ion 

ITEM 
INUM3E R 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

ABE-3 

ABE-2 

AGE-R-1 

AGE-E-1 

Equ ipmen t Inventory 

Request fo r Reimbursement 

A d u l t Basic Educat ion Annua l Program 
Report 

Adu l t Basic Educa t ion M o n t h l y A c t i v i t y 
Report 

Request fo r Reimbursement of State 
Funds fo r A d u l t General Educat ion 

Requests for Encumbrance of State 
Funds for A d u l t General Educa t ion 

Warehouse 

Finance 

Adult Ed. 

Adult Ed. 

[Finance 

Adult, Ed. 

5 

5 

3 

1 (NR) 

31 



P A R T OWE Index No . 1. 5 , C 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed by the Mary land State Depa r tmen t o f Educa t i on 

•
s ion: Ins t ruc t ion (cont . ) 

i o n : Of f ice of Special Educat ion 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

1 Annua l Report on Speech and Hearing Pupil Ser. 3 3 

2 INSTR 
156-23 

Summary Request fo r State A i d fo r 
Severely Handicapped Pupils in 
Nonpub l i c Schools 

Pupil Ser. 3 3 

3 INSTR 
015-19 

Request for Approva l o f State A i d fo r 
Handicapped Chi ld ren in Nonpub l i c 
Schools 

Pupil Ser. 3 3 

<1 Special A i d t o Handicapped Chi ld ren 
Report of Pupi l Progress 

Pupil Ser. 3 3 

5 INST. 
15G-1 

Summary of Request for Approva l of 
Special Programs fo r Handicapped 
Chi ld ren in Mary land Publ ic Schools 

Pupil Ser. 3 3 

6 INST. 
156-31-

Request for Approva l o f State A id for 
Handicapped ch i ld ren in Nonpub l i c 

Pupil Ser. 3 3 

# 
7 7 1 

A & F 
F o r m 

Request for Approva l of Special PGMS 
for Handicapped Chi ld ren in Mary land 
Nonpub l i c Schools 

Pupil Ser. 3 3 

7 Inst. 
156-LA 

Summary of Resources for 
Handicapped Children in 
Md. Public Schools for the 
School Year 19 19 

Pupil Ser. 3 3 

8 

1 

Inst. 
156-14 

Request for approval of 
Special Programs for 
Handicapped Children in 
Md. Public Schools for 
School Year 19 19 

Pupil Ser. 3 3 

32 



P A R T O N E Index No . 1 . 6 . A . 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 
Records Prescribed by the Mary land State Depar tmen t of Educa t ion 

•d i v i s i on : 
Fect ion: 

Ins t ruct iona l Televis ion 
Admin is t ra t i ve 

ITEM 
I NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

. 112470 Repor t ing f r o m I T V Coord inators in the 
V iew ing Area (Revised Year iy ) 

T V Survey, Coun ty Super in tendents 
of Schools 

Planning: Evaluat ing Guidel ines 
Produc t ion F low Mode l (Being Revised) 

Super in tendent 's Survey on Mary land 
Ins t ruct iona l T V 

Summary o f Super in tendent 's survey 
on Mary land , Ins t ruc t iona l T V 

L E A Correspondence support ive o f 
o f f i c ia l records 

ITV Office! 
Bd. of Ed 
ITV Office) 
Bd. of Ed. 
ITV Office 
Bd. of Ed. 

ITV Office 
Bd. of Ed. 

ITV Office 
Bd. of Ed. 

ITV Office 
Bd. of Ed 

1 (NR) 

Supt.' s 
Office 

Supt.'s 
Office 

Supt.'s 
Office 

3 3 



P A R T O N E Index N o . 1. 6.B 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed by the Mary land State Depar tmen t of Educa t i on 

J is ion: Ins t ruc t iona l Televis ion (cont.) 

Sect ion: Cu r r i cu lum Development and U t i l i za t i on 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Yoars) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

1 I T V Workshops ITV Office 3 M (NR) 

Bd. of Ed. 
2 Payment Request (subt i t le) ITV Office 3 Finance 

Bd. of Ed. 
3 Teacher's Manual Request (revised 3 

year ly , suppor ts f inancia l expendi ture) ITV Office 1 

Bd. of Ed. 
I TV Coord ina to r L is t ing (revised year ly) ITV Office 1 (NR) 

Bd. of Ed. 
5 I T V Coord ina to r Response Sheet ITV Office 1 (NR) 

Revised Bd. of Ed. 
6 L E A correspondence suppor t ive of ITV Office 3 

of f ic ia l records Bd. of Ed. 

3 4 



P A R T O N E 
Index N o . 1. 7.A 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R _ 

Records Prescribed by the Mary land State Depar tmen t of Educa t ion 

D iv i s ion : L ib rary Deve lopment and Services 

^ ^ : t i o n : School Media Services 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

1 NP3-7 /71 
D L D S 

Repor t of Local Expend i tu res : 
Nonpub l i c Schools L ib rary Resources, 
Tex tbooks , Other Ins t ruc t iona l Materials 

5 

2 P1-7/71 
D L D S 

Repor t of Local Expend i tu res : 
Publ ic Schools School L ib rary Resources, 
T e x t b o o k s , Other Ins t ruc t iona l Materials 

Division of 
Admin
istrative 
Services 

5 

3 P2-9/71 App l i ca t i on for ESEA T i t le II Funds-
Publ ic Schools 

Federal 
Programs 
Department 

5 

5 4 NP2-9/71 
D L D S 

App l i ca t i on for Loan of Materials Under 
ESEA T i t l e I I - Nonpub l i c Schools 

5 

5 

5 P8-11/71 
D L D S 

ESEA T i t l e I I Project App rova l -
Publ ic Schools 

Federal 
Programs 
Department 

5 

6 

7 » 
8 

NP7-1 1/71 
D L D S 

P-i 12 /68 
O L E 

6b 12 /68 
D L E 

ESEA T i t le I I App l i ca t i on Approva l -
Nonpub l i c Schools 

Cer t i f i ca t ions — Publ ic Schools 

Cer t i f icat ions — Nonpub l i c Schools 

Division of 
P p r s n n n p l 

5 

5 

5 

1 

9 P4-7/71 ESEA T i t le I I Project Financial 
Status Report (submi t ted quar te r ly ) 

Finance 
Department 5 

10 P9-3/72 
D L D S 

Annua l L ibrary-Media Center Report -
Publ ic Schools 

I M C P 

11 NP9-7 /73 
D L D S 

Annua l L ibrary-Media Center Report -
Private Schools 

P 

12 HEW-441 
(12-64) 

Assurance of Compl iance w i t h the 
Depar tment of Hea l th , and Welfare 
Regulat ions Under T i t le V I of the 
Civ i l Rights Ac t of 1964 

Federal 
Programs 
Department 

P 

13 HEW 44 
441-C 
(Rev. 
2 /67) 

Assurance of Compl iance w i t h the 
Depar tment of Hea l th , and Welfare 
Regulat ions Under T i t l e V I of the 
Civ i l Rights Ac t of 1964 for Agencies, 
Ins t i tu t ions and Organizat ions wh ich 
are no t D i rec t Recipients of Federal 
Financial Assistance 

P 

I 
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P A R T O N E 
Index N o . 1. 8 . A . 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 
Records Prescribed by the Mary land State Depar tment of Educa t ion 

is ion: Vocat iona l -Technica l Educat ion 

: t ion : Program Planning U n i t 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

1 D V E 
3 1 4 0 

Annua l Descript ive Repor t of Program 
Act iv i t ies for Voca t iona l Educat ion 

Voc. 
Supv. 

3 ( U A ) 

5 yrs. 
2 Annua l Financial Report Finance 3 ( U A ) 

3 Quar ter ly Progress Reports Finance 3 ( U A ) 

4 D V E 303 Equ ipmen t Inventory Voc. 
Supv. 

U n t i l Va lue 
o f Equ ipmen t 
Drops Be low 
S200 .00 

5 D V E 540 Placement & Program Comple t ions 
Voca t iona l Technical Programs 

Voc. Supv. 
3 ( U A ) 

5 yrs. 

6 D V E 
420 S 

Summary To ta l Vocat iona l Technical 
Educa t ion Budget — Agency-wide 

Voc. Supv. 
Finance 

. 3 (UA) 5 yrs. 

8 

D V E 
4 2 0 P 

D V E 
4 3 0 L's 

Summary of Program Area Budget 
Voca t iona l Technical Educat ion 
Agency-wide 

Budget Details of Annua l P lan: 
Ind iv idua l School — A l l Programs 

Voc. Supv. 
Finance 

Voc. 
Supv. 

3 ( U A ) 

3 (UA) 

5 yrs. 

5 yrs. 

9 D V E 
300 D 

Local Agency — Annua l Plan Voc. Supv. 3 (UA) 5 yrs. 

10 D V E 205 Local Agency Long-Range Plan Voc. Supv. 3 (UA) 5 yrs. 
11 

1 

D V E 
4 2 0 A 

App l i ca t i on for Approv . , Voc . Ed . 
Programs under A m e n d , o f 1968 p. 1 . 
90-576 & Mary land State Plan fo r 
Vocat iona l Educat ion 

Voc. 
Supv. 

3 ( U A ) 5 yrs. 

12 DB 
3 2 0 A 

Prel iminary App l i ca t i on (Research Trng . 
Pi lot Demons t ra t ion Projects) 

Voc. Supv. 3 ( U A ) 5 yrs. 

13 310 NP Proposal for Approva l of Vocat iona l -
Technical Educat ion Program 

Voc. 
Supv. 

3 ( U A ) . 5 yrs. 

14 D V E 250 App l i ca t i on by L E A to Part ic ipate in 
Work-Study Program 

Voc. 
Supv. 

3 ( U A ) 5 yrs. 

15 D V E 
330 A 

Prel iminary App l i ca t i on (Exemplary 
Projects) 

Voc. 
Supv. 

3 (UA) 5 yrs. 

16 D V E 251 Agreement to Part ic ipate in Work-Study 
Program 

Voc. 
Supv. 

3 ( U A ) 5 yrs. 
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P A R T O N E 
Index N o . 1. 8 . A. 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R . 
Records Prescribed by the Mary land State Depar tment of Educa t ion 

D ^ k i o n : Vocat iona l -Technica l Educat ion (cont.) 

9^Bbn: P io i j i am Pl . inni i i ' i Un i t (cont.) 

ITEM 
NUMBER 

17 

18 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION 

Gsacluuti: Fo l l ow-up Repor t 

Of f i c ia l correspondence 
suppor t ive of the above 

CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

Pupil Ser. 
Pupil Ser. 

RETENTION 
PERIOD 
(Years) 

3 (UA) 

3 (UA) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

37 



P A R T O N E 
Index No. 1.8.B. 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

Records Prescribed by the Mary land State Depar tmen t of Educa t ion 

hfion: Vocat ional -Technica l Educat ion (cont.) 
Ion: Vocat iona l Faci l i t ies and Equ ipmen t Un i t 

ITEM 
NUMBER 

FORM 
NUMBER 

1 D V E 210 
2 1 1 , 2 1 2 , 
213 , 214 

2 D V E 215 

3 A & 1 2 3 

4 D V E 1 

RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

ILEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

Const ruc t ion App l i ca t i on 

App l i can t ' s Quar ter ly Compl iance Repor t 

Cer t i f ica te of Expend i tu re 

Resolu t ion 

Logistical 

Finance 

3 ( U A ) 

3 ( U A ) 

3 ( U A ) 

3 ( U A ) 
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P A R T O N E Index No . I.8.C. 

R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R _ _ 

Records Prescribed by the Mary land State Depar tmen t of Educa t ion 

D iv is ion : Vocat iona l -Technica l Educat ion (cont . ) 
^^^. 'Cl ion: P io i j i . im Planning Un i t 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

(OPT. LEA) 
RETENTION 

EXTRA 
COPIES 
(Years) 

1 

2 

Cooperat ive Prog.'s Wage and Hour 
Repor t 

Agr ic . Teacher's Schedule 

Finance 

Voc. E d . 

3 (UA) 

• 3 (UA) 

• 
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RECORDS RETENTION AND DISPOSITION SCHEDULE 

PART II 

RECORDS PRESCRIBED BY THE FREDERICK COUNTY SYSTEM 

40 



RECORD RETENTION AND DISPOSITION SCHEDULE 

Frederick County has prescribed its own retention and disposition schedule 
for locally devised reports and other records. A retention period has been 
assigned in accordance with applicable laws and guidelines. The following 
initial schedule, and subsequent schedules updated on an annual basis, 
should be filed biennially with the Assistant State Superintendent, Division 
of Research, Evaluation, and Information Systems, Maryland State Department 
of Education. 

ABBREVIATIONS: 

DE - Duration of employment 
L+ - Life of equipment + years 
NR - Nonrecord 
UA - Three years or until audited, whichever is later 
US - Until superseded 
P - Permanent 

CONTRACT 

The ordinary period of l im i t a t i ons for su i t on a contract is 
three years. I f the contract is under seal (which usual ly means only 
the word "SEAL" added in parentheses a f te r the signatures) the s ta tu te 
of l im i t a t i ons is twelve years. 

41 



RECORDS RETENTION AND DISPOSITION SCHEDULE 

PART II 

Index 
No. Page 

I. . Division of Administration and Finance 2.1 42 

• A. Budget . . . . . . . 2.1.A 43 
B. Finance 2.1.B 44 
C. Food Services 2.1.C 45 
D. Personnel 2.1.D 48 
E. Purchasing 2.1.E 49 

II. Division of Instruction 2.2 

A. Assistant Superintendent for Instruction . 2.2.A 50 
B. Director of Elementary Education 2.2.B 51 
C. Adult Education 2.2.C 52 
D. Art. 2.2.D 53 
E. Driver Education 2.2.E 54 
F. Federal Programs 2.2.F 55 
C. Hnmp K.r.nnnmi r.s 2.2.G 56 
H. Instructional Materials Center 2.2.H 57 
I. Instructional Television, In-service Meetings, 

Cultural Programs, Student Council . . . . 2.2.1 59 
J. Kindergarten 2.2.J 60 
K. Mathematics 2.2.K 61 
L. Music 2.2.L 62 
M. Physical Education . 2.2.M 63 
N. Reading 2.2.N 64. 
0. School Offices 2.2.0 65 
P. Elementary Science ; . . . . 2.2.P 66 
Q. Social Studies . . . . . . . 2.2.Q 67 
R. Testing 2.2.R 68 

III. Division of Transportation 3.1 

A. Transportation Department 3.1.A 69 

IV. Division of Pupil Services 4.1 

A. Pupil Personnel 4.1.A 72 

V. Plant Operations 5.1 

A. Operations Department 5.1.A 73 
B. Warehouse. 5.1.B 75 
C. Maintenance Department . . . . . . . . . . 5.1.C 76 
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Index No. 2.1.A 
t P A R T T W O 

Administration and Finance 
Budget 

I 

ITEM 
NUMBER 

FORM 
NUMf'.ER RECORD TITLE OP. DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION 
EXTRA 
COPIES 
(Years) 

1 
V 

Budget -Amendment-Current 
Expense Fund 

Budget Off . 3 y r s . 

2 A-49 
(1971) 

Budget Amendment- School 
Construction 

Budget Off . 3 y r s . 

3 A-54 Budget Transfer Budget Off . 3 y r s . 

4 A-36 
(1964) 

Budget Requests Budget Off . 3 y r s . 

5 Budget Al locat ions Budget Off . 3 y r s . 

Jo Annual Budget Budget Off . Perm. 

-> • 
8 

_ _ A. n J n ±. M — J_ i_ i . . 
Ou!)I. u u i i LCI i \ c u u i i i*i i t JT 

r _ l 1 - 3 y r s . -> • 
8 Department Report -Monthly Departments 3 y r s . 

9 A-52 
(1974) 

Current Expense Fund -
Over Expenditure Acknow
ledgement 

Budget Off . 3 y r s . 

• 

-

43 

A. R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

fo r Local Records 



Index No. 2.1.B 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Yearsl 

RETENTION 
EXTRA 
COPIES 
(Years) 

1 Receipts Log Accounting 5 
2 Remittance to Bd. of Ed. 

pink copy of invoice Accounting 5 
3 Itinerary & statement of 

mileage Accounting 5 Local Off. 
4 A-3 Expense Sheet • Voucher Fill ! 5 1 
5 Petty Cash Receipt Voucher Fil i 5 
6 Disbursement Voucher Voucher FiL i 5 
7 Bank Statements Accounting 5 
8 Deposit Slips Accounting 5 
9 Check - Cancelled Accounting 5 

1 0 Check Register Accounting 5 
1 1 Purchase Orders (yellow) Voucher FiL >. 5 
1 2 Purchase Orders (pink) Accounting UA 
1 3 Vouchers Voucher FiL ! 5 
1 4 Invoices [Voucher Fill i 5 

. l <; A c u i j u u c i i t g P • Distribution reconciliatioi L Accounting 5 
1 7 Cash receipts and 

1 8 
disbursements journals Accounting 5 

1 8 General Journal Accounting P 
1 9 Exception register 

2 0 
(absence report) Payroll 5 

2 0 F - 7 Report of employee change Payroll 5 
2 1 F - 4 7 Time report Payroll 5 
2 2 T-3 Field Trip report Payroll 5 
23 DP-11 Personnel Information 

2 4 
report Payroll DE 

2 4 Payroll journals Payroll P 
2 5 941A Quarterly report Payroll P 
2 6 Deduction register Payroll 5 
2 7 Cafeteria Daily Report Accounting 5 
2 8 Warehouse Requisitions Accounting P 
2 9 Accounts Receivable 

Journal Accounting P 
3 0 Accounts Payable Journal Accounting P 
3 1 Restricted Projects -

Budgets Accounting P 
3 2 Budget Transfer Requests Accounting UA 
3 3 Auditors' reports Accounting P • 

4 4 

: ' ' P A R T TWO 

A . R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

for Local Records 

ision: Administration and Finance 
tae: Finance 



- - Index No. 2.1.C 
P A R T T W O 

A. R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

f o r Local Records-

ion: Administration and Finance 
•e: Food Services 

ITEM 
NUMBER 

FORM 
NUMf.ER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION 
EXTRA 
COPIES 
(Years) 

1 Absence Report Payroll 3 

2 Purchased Food & Vegetable 
Inventory Food Serv. 3 

3 Payroll Report, Special 
Functions Payroll 3 • Special Function Billing Finance 3 

5 Special Function Request Adm. NR 

6 Special Function Agreement Adm. 3 

7 Employee Time Schedule 
Information Sheet Food Serv. NR 

8 Employee Information Sheet Food Serv. P -

9 Mileage Report Finance 3 

10 Inventory of Food Supplies Food Serv. 3 

11 Paper and Soft Goods 
Inventory Food Serv. 3 

12 Cleaning Supplies Inventory Food Serv. 3 

13 Direct Distribution Com
modity Inventory Food Serv.1 UA 

14 

!• Direct Distribution Receipt 
Record Food Serv. UA 
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P A R T T W O 

A . R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

f o r Local Records 

I T E M 
NUMBER 

FORM 
NUMBER RECORD T I T L E ON D E S C R I P T I O N C O N F I D E N T I A L 

L O C A T I O N O F 
RECORD COPY 

R E T E N T I O N 
P E R I O D 
(Years) 

R E T E N T I O N 
E X T R A 
COPIES 
(Years) 

15 School Lunch Food Order 
Form Food Serv. 3 

16 Paper Supply Order Food Serv. 3 

17 Soft Goods Order Food Serv. 3 

18 Inventory Worksheet Food Serv. NR 

19 Transfer of Commodities Food Serv. 3 

20 Milk Report Food Serv. NR 

, 21 School Serving Lunches Food Serv. NR • 
22 Numerical Checklist of 

Schools Food Serv. 
NR 

23 Alphabetical List of 
Cooking Schools Food Servw 3 

24 Cafeteria Daily Operating 
Report Finance 3 

25 Physical Inventory Report Food Serv. 3 

26 Cashier's Daily Report Accounting 3 

27 Receipts Accounting 3 

28 

» 
Checks 

Bank Statements and Recon
ciliations 

Accounting 

Accounting 

3 

3 

46 
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P A R T T W O 
Index No. 2.1.C 

Q k j s i o n : 

A . R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

for Local Records 

Administration and Finance 
Food Services 

ITEM 
NUMBER 

FORM 
NUMCER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Yejrs) 

RETENTION 
EXTRA 
COPIES 
(Years) 

30 Deposit Slips Accounting 3 

40 : Invoices and Check Vounchers Accounting 3 
:4I Journals and Ledgers Accounting P 

42 Purchase Orders Finance 3 

43 Check Register Finance 3 

44 Profit and Loss Statements Accounting 3 

45 USDA Food Distribution Food Serv. UA 

46 Delivery Tickets USDA Food Food Serv. UA 

47 

% 
Health Department Inspectior 

Drawings of Cafeterias 

O _1 1 _ 

Annex P 

49 Equipment Inventory Cards Food Serv. L+3 

50 School Lunch Ticket Work
sheet Accounting 3 

51 Lunch Ticket Inventory Accounting 3 

52 Application for Cafeteria 
Work Food Serv. 5 

53 Medical Examination Certi
ficate Food Serv. 3 

54 School Lunch Worksheet Food Serv. NR 

55 School Breakfast Worksheet Food Serv. NR • 
-56 Request for Life Instirance Finance P 

57 Application - Group Ins. Finance P 

• 
Personnel Action 
Requests for Small Equip, 

Food Serv. 
Food Serv. 

P 
3 

-
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PART T W O 
Index No. 2.1. 

A. R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 
(or Local Records 

D i v i s i o n : Administration and Finance 
}ce: Personnel 

ITEM 
|NUMBER 

2 

3 

10 

11 

12 

13 

14 

15 

16 

FORM 
NUMCER 

DP-11 

INS-6Vf Applications for Professional 
Employment 

Former Employees Personnel 
Folder 

General Correspondence 

P-45 

P-44 

P-14 

P-15 

P-16 

P-16 

RECORD TITLE On DESCRIPTION 

P.I. F. 

Contract 

Application ibr Office Positiorj 

P l e r i r a J Performance Review 

Activity Compensation 
Assignment Letter 

Activity Compensation Time 

Sheet 

Personnel Action Form 

Teacher Reference Form 
White & Yellow Course 
Approval Form 

Annual Personnel Report 

Application Form-Logistics 

Application Form-Cafeteria 

Application Form-Data Proc. 

CONFIDENTIAL 

yes 

yes 

yes 

ves 

yes 

no 

no 

yes 

yes 

yes 

LOCATION OF 
RECORD COPY 

Personnel 

Annex 

Sch. Lunch Office 3 

Personnel 

RETENTION 
PERIOD 
(Years) 

P 

P 

RETENTION 
EXTRA 
COPIES 
(Yean) 

US 

DE 

P (Micjrofilmed) 

3 

3 

P 

3 

NR 

NR 

DE 

P 
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Index No. 2 . 1 . 

P A R T T W O 

A. R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 
f o r Local R e c o r d : 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION 
EXTRA 
COPIES 
(Year*) 

1 A-43 
A-44 

Requisi t ion Form - Green 
" - White 

3 y r s . 
3 y r s . 

2 A-39 Annual Requis i t ion/Bid L i s t 3 y r s . 

3 Purchase Order 6 y r s . 

4 < Bids 3 y r s . 

5 New School Equipment L i s t 3 y r s . 

6 Quotations 3 y r s . 

7 A-46 Salesman Pass Card 3 y r s . 

8 • A-47 ADDlication fo r Placement on 
Bidder's L i s t 

3 y r s . 

9 Purchase Order Expediter 3 y r s . 

10 

,-

Bid Tabulations 3 y r s . 

!• 
\ 

Differ Administration and Finance 
OffW Purchasing 



Index No. 2.2. 
PART TWO 

A. RECORDS RETENTION SCHEDULE NUMBER 
for Local Pi tcords 

Instruction 
Assistant Superintendent 
for Instruction 

...... , 

I T C M 
R E C O R D T I T L E or. D E S C R I P T I O N C O N F I D E N T I A L 

L O C A T I O N OF 
R E C O R D COPY 

R E T E N T I O N 
P E R I O D 
(Years) 

R E T E N T I O N 
E X T R A 
COrNrt 
lYiar i l 

1 Evaluation of School Principe 1 * Personnel 
File 

P 

2 Evaluation of Supervisor * Personnel 
File 

? 

3 
• 

Guidelines for Open Campus 
Program - application School 3 

4 INS -23 Jr.-Sr. High School Book 
Inventory Sheets Supervisor 3 

5 INS -56- B Program of Study for 
Sixty-Hour Program Personnel 

File 
5 

i • 
i 

Record of Attendance at 
Meeting or Conference Office of 

Asst. Supt. 
3 

1 

7 Student Progress Report 
(Interim) 

School 3 

8 - Student Progress Report 
(Report Card) 

School 3 

9 Supervisors Monthly Report Office of 
Asst. Supt. 

3 

10 Teacher Observation 
Evaluation * 

personnel 
File P 

11 Workshop Request Form Office of 
Asst. Supt. 

3 

12 Graduation List Office of 
Asst. Supt. P 

• » 1 
! 
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PART TWO 

A. RF.COnOS RETENTION S C H E D U L E N U M B E R 
l o r Local R»cord» 

nr.M 
MIMftCfi 

rr>!:.\i 
M •'.:i,.r it R("CORD TITLE or, DESCRIPTION CONFIDENTIAL. 

LOCATION Of 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION 
F.XTF1 A 
COPICt 
(YeiriJ 

1 Educational Specifications Dir. Office P 

2 Interim Report to Parents School 3 

3 New & Additional Equip. List Dir. Office US 

; 4 
• 

Parent-Teacher Conference 
Form-Printed here 

School NR 

I 

' 5 Reporting System for 
Elementary Schools (Report 
Card) School P 

6 State Annual Organizational 
Report Dir. Office 

3 

i 

Elementary Book Inventory Dir. Office 3 

i 

• 

• 

• 
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P A R T TWO 

A . R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

for Local Records 

ITEM 
NUMBER 

FORM 
NUM|!ER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION 
EXTRA 
COPIES 
(Years) 

1 Adult Education Student 
Registration Card Adult Ed. P 

2 Adult Education Receipt Adult Ed. 3 

3 Adult Education Teacher 
Application Adult Ed. .3 

4 Adult Education Schedule Adult Ed. 5 

5 Adult Education Advertise
ments Adult Ed. 3 

• 

« 

-

J . 
52 

«| i ' . ioi»: Instruction 
lico: Adult Education 



PART TWO Index No. 2.2.D 

A . R E C O R D S R E T E N T I O N S C H E D U L E N U M I J l : H 

fo r Local Rccoicls 

D I V I M M I I : Instruction 
OIT^B Art 

ITEM 
NUMBER 

r u i i M 
NUMULR RECORD TITLE Oil DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION 
EXTRA 
COPIES 
(Year*) 

1 Art Experience Record 
(Min. Standards & 5th 
and 6th grades) 

School P 

2 7th grade art record School 3 

3 8th grade art record School 3 

4 • Art Foundations Program School 3 

5 

i 

Art Independent Contract 

t 

School 3 

• 
• 

53 



P A R T T'.VO 
Index No. 2.2.E 

A . R C C O R P r . I ; ! . T C N T I O N SCHF.DLil.l-: N U M B T R 

(or Local Records 

i s i o n . Instruction 
Fee: Driver Education 

ITEM . 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION 

3oard of Education/ 
Dealer Agreement 

CONFIDENTIAL 
LOCATION OF 
RECORD COPY 

Supervisor 
Central Offj 

RETENTION 
PERIOD 
lYearjl 

RETENTION 
EXTRA 
COPIES 
(Years) 

54 

http://SCHF.DLil.l-


P A R T T W O 

A . R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

fo r Local Records 

t ision: 
ice: 

Instruction 
Federal Programs 

ITEM 
I NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION 

Listing of Identified Titlel 
Children 

CONFIDENTIAL 

Federal 
Programs 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION . 
EXTRA 
COPIES 
(Yeart) 

55 



P A R T TWO Index No. 2.2.G 

A . R E C O R D S R E T E N T I O N S C H E D U L E N U M U L R 

fo r Local Records 

DwiM-in: Instruction 
Home Economics 

1 
RETENTION 

RETENTION EXTRA 
1 TEM FOflM LOCATION OF PERIOD COPIES 

NUMBER. NUMli l It RECORD TITLE OR DESCRIPTION CONFIDENTIAL RECORD COPY (Years) (Years) 

1 Equipment & Supplies Inv. Supervisor P 

56 



PART TWO 

A. R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

fo r Local Records 

D iv i s ion : 

ice: 
I nstruction 
Instructional Materials Center 

ITEM 
NUMBER 

FORM 
WUMCt R RECORD TITLE Oil DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION 
EXTRA 
c c p i r t 
(Year*) 

1 Materials Circulation Rec Office of 5 
ords for IMC Supervisor 

of Ins true -
tiona1 
Materials 
Centers 

2 Record of Allocations to Budget 5 
School Media Center from 
02-03-04-48-00-0200 

) Record of Materials Deliv Office of 3 
ered by Montgomery County Supervisor 
Processing Center to of Instruc-
School Media Centers tiona1 

Materia Is 
1 1 1 1 Records of Purchases Made Purchasing 5 

Under Ccdes: 

02-03-04-48-00-0200 
02-02-60-48-00-0200 
02-03-10-48-00-0200 
02-03-17-48-00-0200 
02-04-01-48-00-0200 
02-04-16-48-00-0200 
02-05-20-48-00-0200 
02-05-40-48-00-0200 
02-04-02-48-00-0200 

W-'l J Tentative budgets Prepared liudget 3 
by Media Centers • 

<> Internal Dept. Reports Office of. 3 
Supervisor 
of lnstruc-
tiona I 
Materia Is 
Centers 

57 



P A R T TWO 

A. RECORDS R E T E N T I O N S C H E D U L E N U M B E R 

fo r Local Record* 

D iv is ion . I u s t r u c l i o n 

| | ^ c e : Instructional Materials Center 

I T T M 
NUMBER 

ROTTM 
NUMI'.l R RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION 
EXTRA 
COPIIT3 
(Year*) 

Inventorv Records for IMC 

I N S - 3 9 

R u v . 7 I 

10 

I N S - ' J 

R e v . 7 L 

Materials Requests 

Film Booking Sheets 

Receipts Log 

Office of 
Supervi sor 
of Ins true-
t ional 
Ma ter iaIs 
Centers 

Office of 
Supervisor 
of Tnst.ruc-
t iona 1 
Materia Is 
Centers 

Office of 
Supervisor 

t ional 
Materia Is 
Centers 

Finance 

58 



Index No. 2.2, 
P A R T T W O 

A . R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 
for L o w l Records 

i i o n : Instruction 
Mice: Instructional Television; In-Service Meetings; Cultural Programs; Student Council 

ITEM 
iNUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION 

School Communication Memos 

Programs 

Meetings (schedules) 

CONFIDENTIAL 

(LEA) 
LOCATION OF 
RECORD COPY 

PERIOD 
(Years) 

office file! 

office file 

office fild 

(OPT. LEA) 
RETBMTICM 

RETENTION EXTRA 
COTtES 
(Yaars) 

5 9 



. P A R T TWO Index No. 2.2. J 

A . R E C O R D S R E T E N T I O N S C H K I M J L E N U M U L U 

fo r Local !d:cords 

Instruction 
Kindergarten 

ITEM 
NUMBER 

FCIMM 
NI.'Ml'.L H RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 

RETENTION 
EXTRA 
COPIES 
(Year*) 

1 Elementary 
Kindergarten Report card School P 

L A 

-

J 

60 



P A R T TWO 

Index No. 2.-2. 

A. R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

fo r Local Records 

ITEM 
NUMBER 

FORM 
NUMItER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION 
EXTRA 
COPIES 
(Year*) 

1 Elementary 

Math progress check list School 3 

2 High School 
IMS Progress Report-
Levels II-IX 

Office 3 

3 IMS Progress Report -
LeveIX 

Office 3 

4 Student Profile Sheet 
Algebra I and II 

Office 3 

5 Student Profile Sheet 
Geometry 

Office 3 • IMS Supplemental Progres 
Report - Level II-IX 

Office 3 

7 IMS Supplemental Progres 
Report - Level X 

> Office 3 

8 Algebra II - Skill Sheet Office 3 

9 Multi-Media Geometry -
Skill Sheet 

Office 3 

10 Algebra I - Skill Sheet Office 

• 

3 

• 
61 

D j | j s i o n : Instruction 
<^Be: Mathematics (Elementary and High) 



P A R T T V ; 0 Index No. 2.2.L 

A . R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

for Local Records 

Instruction 
< > ^ V Music 

I T E M r O H M 
N U M B E R NUMR.LH RECORD TITLE OR DESCRIPTION 

1 

2 

Form letters to parents-4 

Special order forms 

CONFIDENTIAL 
LOCATION OF 
RECORD COPY 

Office 

Office 

RETENTION 
PERIOD 

RETENTION 
EXTRA 
COPIES 

62 



PAR r TWO Index No. 2.2.M 

A . R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

(or Local Records 

Oivi'.mn: Instruction • Physical Education 
• 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Yean) 

RETENTION 
EXTRA 
COPIES 
(Year*) 

1 Parent permission swimming 
letters ft Office 3 

2 Medical evaluation 
student forms Office 3 

3 Eligibility forms Office 3 

4 

1 

i 

Contracts for Inter-
scholastic sport events 

1 

Office 3 

63 



PANT TWO Index No. 2.2.N 

. A . R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

fo r Local Records 

Summary Sheet of Sixth 
Year Terminal Testing 
(Reading) Form I (Individuajl) 

Summary Sheet of Sixth Year 
Terminal Testing (Reading) 
Form II (School) 

CONFIDENTIAL 

X 

LOCATION OF 
RECORD COPY 

School 

School 6c 
Supervisor! 

RETENTION 
PERIOD 

RETENTION 
EXTRA 
COPIES 
(Years) 

i » I I L _ 

D . v ^ ^ n : Instruction 
o t i ^ P Reading 

64 



PART TWO 

A . R E C O R D S R E T E N T I O N S C H E D U L E NUfViUE H 

(or LOCJI Reco rd* 

I T E M 
NUMBCFt 

r o i t M 
NUM[:LR RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION 
EXTRA 
COPIES 
(Year,) 

1 Discipline Records X School 3 

2 Student Insurance files School 3 

3 Equipment 6C Supplies 
Inventory 

School US 

4 Keys, Locks, Lockers School u s 

5 Pupil Emergency data School 3 

6 Transportation Information 
Students-Bus number-driver 

School • 3 

7 

• 
Permission slips-field trips, 
sports programs, 
psychological slips 

School 3 
-

7 

• Student location-pin up map School 3 

9 Accreditation School US 

10 students available free lunch X School 3 

6 5 

D I V I ^ J I I I Instruction 
oi^B School Offices 



P A R T TWO Index No. 2.2.P 
A . f t l l C O R D S R E T F N T I O N S C H E D U L E NUMLSLH 

fo r Local Records 

Oivi-.inii: Instruction 
Elementary Science 

ITEM 
N U M o r n 

r o i i M 
Nl'Ml'.LR RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years! 

RETENTION 
EXTRA 
COPIES 
(Years) 

1 Greentop Parent 
Permission Forms Office 3 

2 Mar-Lu-Ridge Parent 
Permission Forms Office 3 

3 Counselor permission forms Office 3 

4 

i 

Special order forms-
Science Office 3 

66 



PART TWO Index No. 2.2.Q 

A. l i C C O R D S U E T E N T I O N S C H E D U L E N U M B E I t 

l o r Local H r c o r d i 

Instruction 
Social Studies (High) and (Elementary) 

3 

4 

5 

r-oriM 
NUMl'.tM RECORD TITLE OR DESCRIPTION 

High: 
Family Life & Human 
Development: 

Local committee evalu
ation form 

Teachers' Progress Report 

Parent Permission Forms 

Secondary: 

Skill Sheets 
(Progress Report for 
Students) 

Elementary: 

Minimum Standards 

CONFIDENTIAL 
LOCATION OF 
RECORD COPY 

Office 

Office 

Office 

Office 

Office 

School 

RETENTION 
PERIOD 

RETENTION 
EXTRA 
COPIES 
(Year?) 

3 

3 

3 



PART TWO Index No. 2.2.R 

A . R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

(or Local Records 

^wis i im Inst 
Test 

ruction 
ing 

I T E M 
N U M D E H 

1 

2 

3 

4 

• 

• 

\ 

r O H M 
NUMi'.tn 

TS-1 

RECORD TITLE OR DESCRIPTION CONFIDENTIAL 
LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years. 

RETENTION 
EXTRA 
COPIES 
(Years) 

I T E M 
N U M D E H 

1 

2 

3 

4 

• 

• 

\ 

r O H M 
NUMi'.tn 

TS-1 Test Service Request Form 

Inventory of Tests in 
School 

Evaluative Design 

Min. Standards Report 

Testing 
Office 

Test'g Off 

Test'g Off 

School 

3 

3 

3 

P 

68 



PART TWO 

A. R T C O R D S R E T E N T I O N SCUT 111 J L I ; N U M B E R 

for Local Records 

Divi-iuii: Transportation 
^ ^ ' i t c . Transportation Department 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(YearsI 

RETENTION 
EXTRA 
COPIES 
(Years! 

i AAA Safety Patrol Materials Trans. 3 

2 Acceptance Check New Busses Trans. . L +10 

3 Accident Reports Trans. 6 

A Administrative SOP Trans. P 

5 Applications, Employment Trans. 5 

6 

8 

Automobile Assignment 

Bridge Survey, Annual 

Trans. 

Trans. 

3 

3 

1 9 

# 

R M O M t . . -• - - i 

Bus Assignment Roster 

Trans. 

Trans. 

3 

3 

11 Bus Inspection Schedule Trans. 3 

12 Calendar, School Trans. 3 

13 Circular Letters Trans. 3 

14 Contract Bus List, Numerica] Trans. 3 

15 Contractor's, Bus Roster Trans. 3 

16 Contract Certification Trans. L +10 

19 Emergency Procedures Trans. P > 

20 Evaluation, Personnel Trans. DE 

69 



PA ( IT TWO 
Index No. 3.1.A 

A . R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

for Local 'Records 

Transportation 
Transportation Department 

ITEM 
NUMBER 

FORM 
Nil Mil EH RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION. 
PERIOD 
(Years) 

RETENTION 
EXTRA 
COPIES 
(Years) 

22 Insurance Quarterly Report, 
Vehicles 

Admin. 
3 Trans. 3 

23 Maintenance Records School 
Busses Trans. L + 10 

24 * Payroll - Bus Drivers Finance 6 Trans. 6 

25 Physical Exams. Bus Drivers Trans. 6 

26 Policies - Trans. LEA Admin. p Trans. P 

27 Policies - Trans. State. 
Dept. of Education Trans. p 

28 
i 

Pupil Referral Reports Trans. 3 

# Preventive Maint. Report 
School Busses Trans. L + 

30 Parochial - Nonpublic 
School Trans. Data Trans. US 

31 Railroad Crossing Survey, 
Annual Trans. 3 

32 Route Descriptions & Maps, 
School Busses Trans. US 

33 School Bus Manifest Monthly 
Report Trans. UA - 3 

34 School Bus, October Report Trans. UA - 3 

35 Specs. MVA School Busses Trans. US 

36 Specs. State Dept. of Ed. 
School Busses Trans. US 

37 Survey - One (1) Mile 
Walking Area Trans. US 

70 



Index No. 3.l.A . 
P A R T 1 W O 

ITEM 
NUMBER 

FORM 
NUMHER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Yearsl 

RETENTION 
EXTRA 
COPIES 
(Yearsl 

38 Supervisors Handbook State 
Department of Ed., Trans. Trans. US 

39 Requisitions, Office Copy Trans. UA (3) 

AO Substitute Driver Roster Trans. P 

41 Telephone Log Trans. NR 

43 Training Programs Bus 
Drivers Trans. NR 

44 076-200 
-201 
-202 

Transportation Reports 
State Dept. of Education Trans. P 

Vehicle Monthly Expense 
Reports LEA (Brown Env.) Trans. L + 

46 Workmen's Compensation 
Insurance, Contract Bus 
Operators Report Trans. UA 

• 

• 
71 

A FM .connr , R E T E N T I O N S C H E D U L E N U M U E R 

(or Local (Accords 

nivisinn: Transportation 
^ P i c e : Transportation Department 



CART TWO 
Index No. 4.1.A 

A . R E C O R D S R E T E N T I O N S C H E D U L E MUr.V.U-R 

fo r Local Records 

Ipivision: Pupil Services 
"off ice: Pupil Personnel 

I T E M 
I NUMBER 

1 

2 

3 
4 

5 

6 

7 
8 

10 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION 

43-60 

43-700 

43-705 
43-706 

43-708 
43-710 

Monthly Report, Relay Sessiops 
and Temporary Quarters 

P U P I L Parent Survey Q U E S T I O N N A I R E 

PL 874 
Request for School Records 
School Record in Lieu of Birth 
Certificate 

First Day Enrollment 
Number of Pupils E L I G I B L E fo{ 
Transportation 
Number Belonging by Grade Report 
Lists of Graduates 

Psychological and Health 
Services: 

School Accident Report 
Form 

Psychological Reports and 
Permission Forms 

CONFIDENTIAL 
LOCATION OF 
RECORD COPY 

Bd. of Ed. 

P.S. 

School 
P.S. 

P.S. 
P.S. 

P.S . 
lAsst. Supt, 

School Off 

Puoil Serv, 

RETENTION 
PERIOD 
(Years) 

P 

NR 

P 
P 

Destroy 
when stude 
class grad' 
from schoo 

RETENTION 
EXTRA 
COPIES 
(YearsI 

P 
P 

S 

ates 

72 



P A R T TWO 
Index No. 5.1. 

A. R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R .. 

fo r Local Rucuids 

J^i-mit: Plant Operations 
^ P i r . o : Operations'Department 

ITEM 
NUMBER 

FOftM 
NUMMER RECORD TITLE On DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION 
EXTRA 
COPIES 
(Years) 

1 D. P. 
11 

Personnel Information 
Form Operatior s P. 

2 F-47 
1969 

Time Sheets-hourly & 
Overtime 

Finance ' 
5 3 

3 Exception Register 
Absence Report 

Finance 
6 1 

4 D. P. 
11 

Personnel Information 
Payroll Change Oper. 

1 

6 

* 

5 D.P. 
11 

Personnel Information 
Change of Status, 
Notices of Separation 
& Appointments-Salary 
chancres & Transfprp ^ , - - '. 

«_/ £^ J. <JL L J L U I I . 
-

> o 
JE Job Applications Oper. 3 

8 B1&B2 
1973 

Budget 
Request 

Operation: : 3 

9 A3 7 Final Budget Operations 6 

10 Personnel Notices Operations. 3 

11 A-54 
1972 

Budget Transfer 
Request Operation ; 3 

13 110 Warehouse Requisitions i 
Finance 3 Local Off 
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P A R T TWO 
Index No. 5.l.A 

A . R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

fo r Loc-.l Records 

D iv i s ion : Plant Operations 
ce: Operations Department 

ITEM 
I NUMBER 

FORM 
NUMBER 

14 NA 

RECORD TITLE OR DESCRIPTION 

Evaluation Reports on 
Personnel 

CONFIDENTIAL 
LOCATION OF 
RECORD COPY 

Annex 

RETENTION 
PERIOD 
lYears) 

RETENTION 
EXTRA 
COPIES 
(Yaart) 

U.T. 

m 

74 



P A R T T W O 

A . R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 
(or Local Records 

«is ion: Plant Operations 
Warehouse 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION 
EXTRA 
COPIES 
(Year,) 

1 W108 Delivery Slip Warehouse 3 -

2 A44 Purchase Requisition Finance 3 1 

3 A43 Purchase Requisition Finance 3 1 

4 W11D Warehouse Requisition Finance 3 1 

5 — Property Accountability Data Serv. P P 

6 — Equipment Transfer ^Warehouse P 1 

7 — Courier Trip Ticket Warehouse 3 1 

8 W104 Receiving Slip Warehouse 3 1 

1 9 W109 EquiDraent M a ] F n n r r i n n T. I - - , .U 3 L • M4-196S Tally Sheet Electronics Warehouse 3 1 
Repair 

11 -- Delivery Sheet Warehouse NR NR 

12 — Truck Route Warehouse NR NR 

15 W101 Inventory Cards Warehouse 6 

Subject to change to Data Services 75 



Index No. 5.1. 
P A R T TWO 

A . R E C O R D S R E T E N T I O N SCHEDUL E N U M B E R 

for Loca l Records 

ITEM 
NUMBER 

FORM 
NUMCER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Ycarsl 

RETENTION 
EXTRA 
COP 1 OS 
(Years) 

1 Annual Vandalism Report Mainte
nance 3 

2 7059 Attendance Register •I 3 

4 M-2 
1969 

Fire Drill 
Report Maint. 3 

* • 
8 N/A Policies Maint. US 

9 A-5 4 
1972 

Budget Transfer 
Request Finance 6 

10 N/A Boiler Record Maint. L+3 

11 N/A Board Reports Maint. 3 

12 B-3 
1973 

Budget Request 
Form Maint. 3 

13 M-001 
1973 

Work Order 
Request Maint. 3 

14 N/A Employee Record Form Maint. DE 

16 • N/A 

M-l-69 

Vendor Record 

Work Order Record 

Purchas. 
Maint. 
Maint. 

3 
3 

76 

^ j v i s i u u : Maintenance of Plant 
^P"'ii:: Maintenance Department 



PA in TWO 
Index No. 5 . 1 . 

A. R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 
for L o c j l Records 

^ C i v i s i o n . Maintenance o f Plant 
^ P f d c c : Maintenance Department 

ITEM 
NUMBER 

ror tM 
NUMI'.ER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION 
EXTRA 
COP IBS 
(Years) 

18 A37-
1970 

Budget Allocation 
Book Maint. 3 

19 N/A Budget Book Maint. 3 

21 ,N/A Job Applications Maint. 3 

23 N/A Quotes Maint. & 
Purchas. 3 

24 N/A Fire Marshal Report Maint. 6 • N/A Health Report Maint. 3 

26 N/A Maintenance Inventory Maint. US 

27 N/A Painting Report Maint. 3 

28 Painting Schedule Maint. 3 

29 Roof Bonds Maint. L+3 

31 A-36 
1964 

Budget Request 
Forms Maint. 3 

32 M-6 
1971 

Personnel Data 
Form Maint. DE 

33 M-9 
1973 

Maintenance Travel 
Log Maint. 3 

34 • M-7 
1972 

Employees Overtime 
Report Maint. 3 

77 



P A H T TWO 
Index No. 5.1.C 

A R E C O R D S R E T E N T I O N S C H E D U L E N U M B E R 

for Local Records 

D iv i s ion : Maintenance of Plant 
^ fcc<? : Maintenance Department 

ITEM 
NUMBER 

FORM 
NUMUER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION 
EXTRA 
COPIG3 
(Yeare) 

35 N/A Maintenance Time Record Maint. 3 

36 M-5 
1970 

Open Purchase Order 
Account Sheet Maint. 3 

38 A-4 3 
1968 Requisitions Purchas. 3 

39 A-2 
1967 

Golden Rod Purchase 
Order Maintenar ce 3 

40 N/A Receipt Log Maint. 3 • 

44 703 
(AEL) 

Electrical Inspection 
Certificates Maint. L+3 

45 ^72129 Fire, Control System 
Inspect. Cert. Maint. L+3 

46 CW 
57535B 

Boiler Inspection 
Certificates Warranties Maint. L+3 

47 2PA 
?orm 
7550-0 
REV. 5/ 

Sewage Permit 
'3 

Maint. L+3 

48 Insurance Inspection 
Report Maint L+3 
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PA H T TWO 
Index No. 5.1.C 

A . R E C O R D S R E T E N T I O N S C H E D U L E NU,Y;iSER 

for Local Records 

• 

ITEM 
NUMBER 

FORM 
NUMBER RECORD TITLE OR DESCRIPTION CONFIDENTIAL 

LOCATION OF 
RECORD COPY 

RETENTION 
PERIOD 
(Years) 

RETENTION 
EXTRA 
COP IBS 
(Yean) 

50 N/A Principal Request 
Summer Maintenance Maint. 3 

• 
i 

-

i 

i 

1 

79 

ksioiv. Maintenance of Plant 
'en: Maintenance Department 


