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_RECORDS RETENTION AND DISPOSAL SCHEDULE No. :
Montgomery Community college College Archives
ASENCY - O! VI 310N
Item .
No. Description Retention

The following are Amendments to be applied to
Schedule No. C-557:

12-8] Continuing Education Financial Records - Deposit Three years. One year,

related financiaj records documenting the receipt of {Archives. Then destroy. -
tuition and fees for non-credit courses offered
through the Continuing Education Office.

12~9| Credit Program Financial Records - registration Three years. One year,
source documents and related financial records office. Two years, College
documenting the receipt of tuition and fees for @rchlves.>\Then destroy.

credit courses offered through the Continuing
Education Office.

Schedyle Appreved by Depertment, Schedule Authod sed by o
Agency, or Divisien Representetive

b 2t %Z{_ M/

Date Siggfenre Tivle State Afchi vt

sheets, cash receipts, accounting records, and office. Two years, L?ollegeL:f
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. 7/86 Records Management Division Co557 a1
PAGE
NO.
RECORDS RETENTION AND DISPOSAL SCHEDULE 2 of 4
Moﬁtgomery Community College College Archives
AGENCY Ol VI $10M
Item .
Ne. Description Retention
The following are Amendments to be applied to
Schedule No. C-557:
. T U
14-12] Bank Statements - monthly statements received from ; Thr?e years, or unFllth
the bank with worksheets. | aud}ted. One year in e ,
' office. Two years in the
' College Archives. Then
destroy. o
14-14] Cash Receipts - Finance Office copies of cash (Then destroy. [ 4
receipts issued throughout the College | '
| ;
| \
| ;
14~15] Auxiliary Enterprises Financial Records - Copies of | Then destroy. o
periodic inventories, reports, and statements of | .
revenue and disbursements. {
{;ﬁﬁf”f’f:::::i;ffvli;ﬁeALZ;_
14-18| Multi-Purvose Forms - original entry of accounting Then destroy.
transactions, with bakup material.
14-191 Stop Payment Request -daily record of requests for Then destroy.
stop payment of checks issued by the College.
14-20] Returned Check Log, .daily 'entries of checks returned fThen destrov. ... .. _:f
to the Finance Office. | (
|
14-22| Record of Expenditures - chronological record of all | Then destroy. ;
College cash expenditures. §
|
14-25) Student Payment Records - computer printouts which Then destroy. :
document student tuition payments. ;
| S
15-2 Financial Cards =~ record of tuition and fees paid by Then destroy.
students each semester.
[ 5-3 Cash Receipts - copies of cash receipts issued for Then destgzy.
monies received in the Camnus Cashiers' offices,

Schedyle Appreved by Depertment,
Agency, or Division Representetive

Schedule Authorized by

S

Title

Srate Archiw




FOMM- B 1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
REV. 2/73 (CONTINUATION SHEET) NO. C_537_a-1
" PAGE - !
No. 3'Of 4
Item
No. Description Retention
| 5-4 Casli Register Detail Tanes - detail tapes from cash

15-8

15-9

15-10

]

recisters in Campus Cashiers’ offices.
o pa

Deposit Books - records of deposits made by the
Campus Cashiers to the College bank account.

Cash Register Receints - summary of tuition and
fees received through the Admissions Offices, with
cash receipt recording monies deposited in the
College's bank account.

Cash Register Reports - copies of cash register
renorts and tanes that may accompany deposits
made by auxiliary enterprises. The reports are
used to verify deposits.

Financial Assistance Invoices (Special Billings) -
Copies 0of special billings sent to those
organizations that nay all or part of the tuition/
fees of students.

Unpaid Parking Tickets - unpaid narking tickets
issued 6tn the: eampuses.

Student Billing Transaction Logs - daily log of

student payments with corresponding cash summary
sheets wtih receipts in folders. .
Student Billing Batch Total Listing - a computer
printout record of student payment transactions.

t

f

4
{

i
1
i
N . .

— - —

Three vears or until audited.
One year, office. _Two years,
(College Archives. Then i
~destrov. *

Then destroy.

Then destroy. l .

‘Then destroy. :

Then destroy.

Then destroy.

Then destroy. 9

—— = —_— . ¥

Then destroy.
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Montgomery Community College

College Archives

reports, cash register detail tapes, and other
financial records documenting the financial
operations of the various auxiliary enterprises
under the supervision of the Director of Auxiliary
Services.

Schedules Appreved by Deperment,
Agency, ot Divisien Representetive

Schedule Author zed by

Dete’ ~

Dete

AGENCY 01 VISION
ltem .
No. , Description Retention
The following are Amendments to be applied to
Schedule No. C-557:
27-2] Auxiliary Enterprises Financial Records - cash Three years or until

audited. One year, office.
Two years,\ (olleae

Archives. Then destroy.

G

Stete Arci/vi ot

]




l l[(S]F\‘UCTIQI§--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
| REVISED RECORD SERIES. FORWARD
‘IM ¥WITH RECORDS RETENTION SCHEDULE
| (pGs s80-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVIS|ON
7275 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _] ‘ofF .1

! 1. DEFARTMENT/AGENCY
[Montgomery Community College

2. DIVISION
Emplovee Relations

3. WNIT
‘ College Archives

A GROUPF OF RELATED RECORDS NORMALLY PFILED
REFERENCE AS AFLL AS RETENTION AND DlSproOSs

. CEFINITION-RECORD SERIES-

AND USED AS A UNIT FOR
ITION PURPOSES

4. RECORD SERIES TITLE

Office of the Provost of Continuing Education

5. EARLIEST YEAR/LATEST YEAR
L9607 TO __1987

BRIXFLY DE IBEZ THE TYPES OF INFO ON/D
6. RECORD SERIES DESCRIPTION | BCR = [NFORMAT1ION/DOCUMENTS | FORMS FOUND

‘IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THMHE BEFIES

.The Continuing Education records document the registration of and payment by students enrolled
.in the noncredit and credit programs and courses offered by the Office of Continuing Education.
These records include: deposit sheets, account records, cash receipts, registration forms with

financial records attached.

7., RECORD SERIES FORMAT(S)

G LETTER SIZE O MICROFILM
‘l. O LEGAL SIZE O COMFUTER TAPE
0 pounNnD BOOK U FLOPPY DISK
QO AUDIO TAPE O VIDEO TAPE

& OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
X ALPHAEET I CAL
%{NUMERICAL
;80 CHRONOLOG I CAL
O GEOGRAPHICAL

O OTHER({SPECIFY)

9. VOLUME
¥ FILE DRAVER(S)
O MICROFILM REEL(S)

1Q C COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

P FILE DRAWER(S)
10 0O MICROFILM REEL(S)

printouts ROWMSER O COMPUTER TAPE(S)
O OTHFR(SPECIEY) |
1. piLE IS USED 12. FILE BECOMES INACTIVE AFTER
Q pAaiLY 0 WEEKLY O MONTHLY 1-2 O MONTH(S) S YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

Montgomery College, Rockville, D.,

Humanities Bldg., basement, 08

tir vyEs, sepeciry sraency OR oOrrice)
4 yE3 O NO

Finance Office, Montgomer
Lallese

15. ACCESS RESTRICTIONS

O yeEs
(1" vyes, ciTe LAN(S} & REGULATION(S)

# No 16.

AUDIT REQU!IREMENTS

0O NnonE & STATE

X FEDERAL X INDEPENDENT

17. IS AN

XyEs O nNo

INDEX SYSTEM USED?! (1P YES.E)PLAIN
BRIEFLY AND DESCRIEE ANY HARDBARE/SOFTWARE )

'Cafalog cards organized by
record group and subgroups

18. RECOMMENDED RETENT ION

Three years

19. NAME AND TITLE OF PREPAFRER

Joan F. Van der Slice
Archives Coordinator

20. TELEPHONE NUMEER

301-279-5281

21. DATE

12/9/1938

DGS $50-4 (REVISED 2/87)




|
|

JNSTRUCTIGHS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 278

SERVICES

" AGENCY RECORDS ‘INVENTORY

/

‘Il'ﬂi RECORDS RETENTION SCHEDULE
P,
(DGs s80-1) JESSUP, MARYLAND 20794 ace _L_or ‘—'3"'/
1. DEFARTMENT /AGENCY 2. DIVISION 3. UINIT

Montgomery Community College

Employee Relations

College Archives

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES

AND USED AB A UNIT FOR

4. RECORD SERIES TITLE

Office of the Director of Finance

5. EARLIEST YEAR/LATEST YEAR
1966 TO 1987

|
|

BR
6. RECORD SERIES DESCRIPTION (°n!XFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

4N THE SERIES.

Finance Office records that provide documentation for financial transaction related to admin-
istrative and student activities conducted by Montgomery College. Records include: monthly bank
statements, cash receipts, cashier/Finance office copies, inventories, revenue statements for
auxiliary servies, accounting transactions, ciheck payment records, computer printouts which
relate to student payments, daily cash register tapes/receipts, deposit books, and financial

cards from the cashiers' offices.

INCLUDHE THE PURPOSE OR FUNCTION OF THE HEFIZS)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME -
Q LETTER S1ZE O MICROFILM 8 ALPHAEETICAL O, FILE DRAWER(S)
O MICROFILM REEL(S)
D LEGAL S1ZE O COMFUTER TAPE B NUMERICAL 820 cu. fr coMPUTER TAPE(S)
. NUMBE
G BounD BOOK O FLOPPY DISK £ CHRONOLOGICAL . O OTHER(SPECIFY)
o o a
AUDI1O TAPE VIDEO TAPE GEOGRAPH I CAL 10, ANN Acc TioN
§ OTHER{ SPECI1FY) O OTHER({SPECIFY} O FILE DRAWER(S)
. . O MICROFILM REEL(S)
computer printouts in 227 cu.ft.
p j KRUMBER U COMPUTER TAPE(S):
DINdels a
OTHER(SPECIFY) |
1. piLe 1S UsED 12. FiLE BECOMES INACTIVE AFTER
O pAILY O $EEKLY o Y O MONTH(S) O YEAR(S)
L MONTHL, NOWEEE
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL |CATED ELSEWHERE ?
Humanities Building, basement, 08 tir vyes, speciry saEncy or OFrice)
OXyes 0O.No Campus Cashiers;Continuing Ed.,
- Auxiliary Services
15. ACCESS RESTRICTIONS CYEs B NoO 16. AUDIT REQU!REMENTS
(1r ves, ciTE LAW({S8) & REGULATION(S)
0 NoNE G STATE O FEDERAL §£ INDEPENDENT
17. 1S AN INDEX SYSTEM USEp? (1" yYES.E>PLAIN

BREIEFLY AND DESCRIEE ANY HARDBARE/SOPTWARE) |

Catalog cards filed by
record series and subgroun

XyYEs O NoO

18. RECOMMENDED RETENT ION

three years

19. NAME AND TITLE OF PREPARER 20,

Joan F. Van der Slice
Archives Coordinator

TELEPHONE NUMEER

21. DATE

12/9/1988

301-279-5281

DGS 3550-4 (REVISED 2/87)




’ l[iSIF\‘UCTIQI§--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
i (DGS ss0-1)

DEFARTMENT OF GENERAL
RECORDS MANAGEMENT DIVISION
72785 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

SERVICES

AGENCY RECORDS INVENTORY

PAGE /1’ oF 1 -

1. DEFARTMENT /AGENCY 2.

DIVISION

S. UNIT

' CEFINITION-RECORD SERIES.A ORCUP OF RELATED RECORDS NORMALLY FILED _
REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES

AND USED AB A UNIT PFOR

4. RECORD SERIES TITLE

Auxiliary Services Financial Records

5. EARLIEST YEAR/LATEST YEAR
69  TO 1986

6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE YYPES OF INFOMTION/DOCU’ENTS/FOR"B FOUND
INCLUD® THE PURPOSE OR FUNCTION OF TNE BEPIES‘
Financial records which document the activities of the Auxiliary Services. unit of Montgomery

‘IN THE SERIES.

College such as the camps bookstores, candy shops,

Records include: cash reports, cash register detail tapes, receipts for theater tickets.

theater activities, bowling alley.

7. RECORD SERIES FORMAT(S) 1 8.
# LETTER SiZE O MICROFILM

0 LEGAL S1ZE O COMFUTER TAPE
O pounD BOOK 0O FLOPPY DISK
O AuplOo TAPE 0O VIDEO TAPE

O OTHER( SPECIFY)

Receipts - 3 x 5

OXNUMER | CAL

RECORD SERIES SEQUENCE 9.

O ALPHAEETICAL

B CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME -
& FILE DRAWER(S)
O MICROF LM REEL(S)

15 O COMPUTER TAPE(S)
NUMBER [ OTHER(|SPECIFY)

ANNUAL ACCUMULAT ION
® FILE DRAWER(S)
30 O MICROFILM REEL{S)
RGRBEER O COMPUTER TAPE(S)
0 OTHFR(SPECIFY) |

1o.

- piLE 1S useD 12. FILE BECOMES INACTIVE AFTER
O DAILY 0 WEEKLY O MONTHLY Nﬁ%szﬁ‘ /0 MONTH(S) OXYEAR(S)

13. CURRENT LOCATION(S] (BLDG.,FLOOR,RROOM ] 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Montgomery College, Rockville . bir yES, BPECIFY raENCY OR OFFicE)
Humanities, basement, 08 8 YES 0O No Finance Office

1S. ACCESS RESTRICTIONS Ovyes B no 16. AUDIT REQUIREMENTS

(1P vyes, c17E LAW(S) & REGULATION(S) ‘
O NONE OXSTATE OXFEDERAL X3 [INDEPENDENT

17. 1S AN INDEX SYSTEM USED1? (s .2

1r ves.exrLatn 18. RECOMMENDED RETENT ION

BRIEFLY AND DESCRIEER ANY HAHD!ARE/SOFTWARE)

0 yeEs O nNo Catalog card organ ized by

record group and subgroup .

Three years

19. NAME AND TITLE OF PREPAKRER 20.

Joan TF. Van der Slice
Archives Coordinator

301-279-5281

TELEPHONE NUMEER

21. DATE

12/9/1988

DGS 35%0-4 (REVISED 2/87)




