cang o

MONTGOMERY COMMUNITY COLLEGE

COMPREHENSIVE RECORDS SCHEDULE -

‘No. C-459

APPROVED:

(7077

- _ President _
. Montgomery Community College

: .VD; f  ,;é;) i o . ' ' -i B
APPROVED: géfw’“é’»—‘wé </ 0’7( / ¢ ' T %”\/ 777

Archivist and Records Administrator
Maryland Hall of Records.
~ Department of General Services

APPROVED:

Date

A Secretary
Board of Public Works
State of Maryland

The above signatures constitute legal approval of the record retention
- schedules contained in this manual.




R Rt ot .
SRR TR T

LR

3 Aits LA bk diree e bbb 11 B 5

RS2 rATISE ke, g orids it

Las b

et st pmiton &+ v oA

SR s £ e

e oo ducr B s PO DI T L

COMPREHENSIVE RECORDS SCHEDULE

’ _- o INTRODUCTION

The purpose of the ’Comprehensive Records Schedule is to bring under effective
administrative control the current and non-current records maintained within
the administrative offices of Montgomery College. The major objectives. of

the Schedule are to insure the proper retention of records of legal,
administrative, and historical value and to provide for the systematic
disposal of all other records as soon as they have fulfilled their usefulness.

The Schedule is divided into individual office schedules in a manner consistént‘

with the general format used’in the College Operating Budget. Each office
schedule identifies and briefly describes all major record series located

within the office and establishes a timetable governing the disposition of the

records in office areas and, where applicable, in the College Archives, The
term "retention' beneath the series description denotes the total minimum life

" span for the series.  The "office" and '"archives" categories indicate the

minimum period of time that the series is to be retained in these areas.
Further recommendations designed to facilitate the collection of important
records are also indicated. 'Offices of record," for example, are responsible
for maintaining complete and accurate files of important, widely-dispersed
documents until such time as they are deposited in the Archives. '

The College Archivist, under the supervision of the Executive Assistant to the
‘resident, is responsible for insuring that the provisions of the Schedule are

roperly observed and implemented. He will also review the Schedule
periodically in order to incorporate new record series under its provisions
‘and to insure that retention and disposal rates meet the needs of the College.
The transfer of records from office areas to the Archives will normally be

"~ initiated by the Archivist, Offices depositing records in the Archives in

accordance with the provisions of the Schedule will receive a signed receipt
for such deposits. The Archivist will not destroy office records covered by
this Schedule without the concurrence of the appropriate administrator.
Additional procedures governing records collection, access to archival records,
and research activities in the College Archives are included in the College
Policies and Procedures manual
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‘.l 7.752 PROCEDURES

COLLEGE ARCHIVES - PROCEDURES:

COLLEGE ARCHIVES (Approved by. the President, February 1, 1977)

(1)

%))

ao

b.

*Source:

7.751 GENERAL

The primary goals of the archival program are to develop and implement
.systematic procedures for the proper retention, retirement, and
retrieval of records currently being created, to assure the economical
retention of records of long-term administrative and historical value,
and to effect the disposal of all other records as soon as they have

" fulfilled thelr usefulness. The program further seeks to:

conserve scarce space by preventlng the uncontrolled accumulatlon
of inactive records and selectively mlcrofllmlng v1tal college
records, and -

pfovide a central reference source for valuable administrative
and historical information contained in non-current records.

‘Records Collection

(1)

(2)

Materials to be deposited in the College Archives are normally
determined by the provisions of the Comprehen51ve Records‘
Schedule for Montgomery Community College.

Records not covered by the Comprehensive Records Schedule
may be added to the archival collections at the discretion
of the College Archivist. Records in this category might
include but not be limited to: ' personal papers and :

" memorabilia of current or former faculty, staff, or students;

public documents relating to the development of educational
policy within the State of Maryland and Montgomery County;

other selected records of unique historical value to the

College as determined by the College Archivist.

Access to Records Located in the College Archives

(1)

()

Access to records deposited in the archives by college
administrative offices and academic departments shall

- normally be restricted to the originating office or to

other persons designated by the originating office or

. by the President, except that such restrictions or

designations shall not conflict with law or ordinances

of the various levels of government, established policies
of the Board of Trustees, or approved college procedures
governing access .to confidential records. .

Individuals depositing in the archives personal papers
related to college matters may specify reasonable
restrictions on access to such papers. However, all
such restrictions must be in writing and agreed to by

‘Montgomery College Policies and Procedures Manual.
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the individual and the College Archivist.. If they
cannot agree, the Executive Assistant to the President
will be consulted.

‘Many of the records located in the Coliege.Archives are

normally available to members of the college community

and to the public without restriction. Such records

would include but are not limited to: official minutes and
reference files of the Board of Trustees; minutes and
telated records of various college organizations, such

. as .the Faculty, Staff, and Student Senates; college and

non-college publications; photographs; scrapbooks;
clipping files; and miscellaneous historical memorabilia,

)

€))

c. Research Activities in the College Archives

The College Archives is intended primarily for the use
of college staff and students. Research in the
archives by others is welcomed, however, for any purpose
which can be serviced properly by the archives staff.

Records in the archives may be withdrawn at any time
by the originating office or by the President. .
Otherwise, records are normally available for use

"only in the archives office.

The staff of the College Archives is available at all times
to assist individuals in locating documents pertaining to.
specific subjects and using the records preserved in the
archives. The College Archivist will conduct extensive
research activities at the request of researchers and
college personnel only insofar as the limited resources

of the office permit. ™
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“MONTGOMERY COMMUNITY COLLEGE : :
: Page 1 of 1

| 'RECORDS RETENTION SGHEDULE NUMBER _1

'

[4PUS :CENTRAL ADMINISTRATION - -

OFF ICE: BOARD OF TRUSTEES

Description and Retention

BOARD OF TRUSTEES OFFICIAL RECORDS, 1969 -

Official files of the Montgomery College Board of Trustees, including approved
minutes of ‘Board meetings and packets (reference file) containing agendas and
background material for Board consideration during regular monthly, special,
and budget review sessions.

4

RETENTION: Permanent o

Office: (a) Retain Board minutes five years; office of record
(b) Retain Board packets three years; office of record

Archives: Permanent :

" BOARD OF TRUSTEES TOPICAL FILE, 1969 -

-

Confidential memoranda, with attachments, that the President forwards to the
Board, and correspondence, memoranda, and miscellaneous subject files relating
to follow-up action taken to conform to Board actions and directives,

RETENTION: Three years

" 0ffice: - May be destroyed after three years, Material having continuing

administrative, legal, or historical value to be retained
" until such value ends or dep051ted in the Archlves for permanent
retention. e :
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MONTGOMERY COMMUNTITY COLLEGE  Pagelofz T

RECORDS RETENTION SCHEDULE NUMBER 2 i
) - ' i
il
k s‘;
A70S: CENTRAL ADMINISTRATION  |OFFICE: PRESIDENT . : | i
Description and Retention ‘ il
& :
ﬁ, GENERAL CORRESPONDENCE AND OFFICE FILES, 1969 - RE
§ Correspondence, memoranda, angd mlscellaneous subJect flles relatlng to the 4 1
7 activities of the office of the President. : I
4 | RETENTION: Threé years L |
E Office: May be destroyed after three years. Material having continuing
; administrative, legal, or historical value to be retained until
: -such value ends or deposited in the Archives for permanent '
; retention. :
{
i . 4 o i
42, | MIDDLE STATES ASSOCIATION FILE, 1950 - : S : ‘ ;
f "Accreditation materials, including reports of accredltatlon teams, notlflcatlons, ' g
% correspondence, and background material, - ]
g . . - . e iy
5 RETENTION: Permanent - ’ ' : » it g
g Office: Retain materials relating to last accreditation . ' s
E Archives:  Permanent . .
|3.| cowrracts FILE, 1966 - | SR A

and grant agreements) entered into by the College, as well as related Bt
. correspondence, memoranda, and miscellaneous papers. The Executive |
B Assistant to the President maintains all original contracts unless

j specified otherwise in the College policies and procedures manual, . |

|
All contracts (except employee contracts, student activities contracts, :%?

|

i1

. RETENTION: Retain for six years after entire basic contract has ‘ B & Iy
B - been superceded, , . ' ,
§ Office: For total retention period and destroy - o B T

ADMINISTRATORS’ LEAVE REPORTS/CA c. 1967 -
Original leave reports signed by central office administrators when leave
taken. These records Support the bi-weekly report forwarded to the

Payroll office,

2~
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RETENTION: Permanent
Office: - Two years
Archives: Permanent
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TR AT y : O ) E'
: MQNTQOMLRX GOMNUNITYVCOLLEGE - Page 2 of 2 ; Hf
A . : Ceprti |
RECORDS RETENTION SCHEDULE NUMBER _ 2 _ ’ ‘ : bR B
7S :CENTRAL ADMINISTRATION , - OFFICE: PRESIDENT
Description and Retention - A i i
ASSOCIATION FILE, 1966 - _ . ii t
Ny Constitutions, bylaws, rules, and regulations of associations of which, the 3“’
i- | |College is a member. This is a non-record file maintained for convenience ‘ it T
o by the Executive Assistant to the President. 5
o) RETENTION: Retain as 1ong as the College remains a member and for |
one year thereafter., »
Office: For total retention period and’ destroy ;

ANNUAL REPORTS /CA, c'.1967 - | . L 18
Annual reports of central administration offices. . o o : ’ :

RETENTION: Permanent ' - o o R o 1
Office: Two years . _ , . : o : m .
Archives: Permanent T : C , ' - . : ' il

TR TR T TS AT T T

R

7. | PRESIDENT'S ADVISORY COUNCILS, 1966 - . ]
. Minutes of the proceedings of the Councils and related records, Maintained
by the Executive A531stant to the President. : '

"RETENTION: Permanent o T i S !

Office: Two years; office of record

Archives: ‘Permanent

COMMITTEE ON COLLEGE INVESTMENTS AND BANK SELECTION, 1972 - o
Minutes of the proceedings of the committee and related records. Maintained
by the Executive Assistant to the President. , : _ _ j

RETENTION: Permanent | ' - o ‘*
Office: Two years; office of record ‘ '
Archives: = Permanent

ADMINISTRATORS' ASSOCIATION, 1969 - - - o o B
Minutes and related records of the Administrators' Advisory Council and other '
formal college organizations of administrators. : :

| RETENTION: Permanent
Office: Two years; office of record
Archives: Permanent .
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MONTGOMERY COMMUNITY COLLEGE
' Page 1 of 1

RECORDS RETENTION SCHEDULE NUMBER 3

OFFICE: DEAN OF THE FACULTY

CENTRAL ADMINIS TRATION

Description and Retention

- GENERAL CORRESPONDENCE AND OFFICE FILES 1969 -

Office: . May be destroyed-after. three’ years. Material having continuing

Correspondence, memoranda, and miscellaneous subject files relatlng to the
activities of the office of the Dean of the Faculty. -

RETENTION: Three years

administrative, legal or historical valué to be retained until
such-value ends or dep051ted in the Archives for permanent
-retention.

IS TR AT S
= . MR -

FACULTY SENATE RECORDS, 1967 -

Minutes and related records of ‘the proceedlngs of the Faculty Senate, general
faculty meetings, and standing and special committees of the Senate, including
the Academic Occasions committee, the Calendar committee, the committee om
the Professional status of the Faculty, and the subcommlttee on Contracts,

Rank, and Tenure.

RETENTION: - Permanent
Office: . Three years; office of record
Archives: Permanent

PR e

R R R R

FACULTY EVALUATIONS FILE, 1971 - . : :
Evaluation forms and letters from department chairmen and other faculty members

used by the subcommittee on Contracts, Rank, and Tenure in the annual
evaluation process.

RETENTION: Three years" :
Office: Three years and destroy, except -that materlals of possible value
during an evaluation for tenure shall be retalned until such

value ends, '

T T vem i e e
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FACULTY APPLICATIONS, 1968 --
Applications for faculty positions at the College.

RETENTION: Two years
Office: Two years and destroy
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“MONTGOMERY COMMUNITY COLLEGE Page 1 of 1

RECORDS RETENTION SGHEDULE NUMBER 4 &

n;FUS

CENTRAL ADMINISTRATION

OFFICE: INSTITUTIONAL RESEARCH & ANALYSIS

o
':‘Ja

-Description and Retention

| —

GENERAL CORRESPONDENCE AND OFFICE FILES, 1970 -

Correspondence, memoranda, and mlscellaneous subject files relatlng to the
activities of the office of the Dean of Imstitutional Resear ch- and
Analysis, - :

RETENTION: Three years,
Office: May be destroyed after three years. Material having continuing
: administrative, legal, or historical value to be retained until .
such value ends or dep031ted in the Archives for permanent
retention, :

r~o
.

HIGHER EDUCATION GENERAL INFORMATION SURVEY REPORTS, 1965 -

Statistical reports required by the Federal government relating to enrollment
finances, personnel, library, and other College operatlons. Different parts
of the report are prepared throughout the year. B : o ~ ..

RETENTION: Permanent
Office: = Ten years; microfilm periodically
Archives:  Permanent o -

ANNUAL STATISTICAL REPORT (FORMERLY REGISTRAR'S REPORT), 1948 -
Annual compilation of statistical data relating to enrollment, programs,
courses, students, faculty, grades, and other College. operatlons.

RETENTION: - Permanent -
Office: Ten years; microfilm periodically
Archives: Permanent : .

STATE-MANDATED REPORTS, c. 1970 -

Enrollment and state aid reports for which the office of Institutional
Research and Analysis is responsible. These reports are required by

the Maryland State Department of Education, the Maryland State Board

for Community Colleges, and the Maryland State Board for Higher Education.

RETENTION: Permanent
Office: Ten years; microfilm periodically
Archives: Permanent: .
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T o HQNTGQﬂV" COMMUNITY COLLEGE : Page 1 of 1
'RECORDS RETz:. . SCHEDULE NUMBER _ 5

.

géus; CENTRAL ADMINISTRATION OFFICE: COLLEGE ARCHIVES

T . .

21 Description and Retention

7 :

g.' GENERAL CORRESPONDENCE AND OFFICE'FILES, 1972 - :

% Correspondence, memoranda, and mlscellaneous subject flles relatlng to the
of the office of the College Arch1v1st. - R '

. activities

RETENTION: Three years : : »
Office: . "May be destroyed after three years, Material having continuing
' administrative, legal, or historical value 'to be retained until
such value ends, : 4 -
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COMPREHENSIVE RECORDS SCHEDULE

P | . N "INTRODUCTION

The purpose of the”Comprehensive Records Schedule is to bring under effective
administrative control the current and non-current records maintained within
the administrative offices of Montgomery College. The major objectives of

the Schedule are to insure the proper retention of records of legal,
administrative, and historical value and to provide for the systematic :
disposal of all other records as soon as they have fulfilled their usefulness.

The Schedule is divided into individual office schedules in a manner consistent-

with the general format used' in the College Operating Budget. Each office
schedule identifies and briefly describes all major record series located

within the office and establishes a timetable governing the disposition of the

records in office areas and, where applicable, in the College Archives. The
term ""retention'" beneath the series description denotes the total minimum life

" span for the series. The "office" and "archives' categories indicate the

minimum period of time that the series is to be retained in these areas.
Further recommendations designed to facilitate the collection of important
records are also indicated. 'Offices of record," for example, are responsible
for maintaining complete and accurate files of important, widely-dispersed
documents until such time as they are deposited in the Archives.

The College Archivist, under the supervision of the Executive Assistant to the
resident, is responsible for insuring that the provisions of the Schedule are
roperly observed and implemented. He will also review the Schedule

periodically in order to incorporate new record series under its provisions

and to insure that retention and disposal rates meet the needs of the College.

The transfer of records from office areas to the Archives will normally be

initiated by the Archivist. Offices depositing records in the Archives in

accordance with the provisions of the Schedule will receive a signed receipt
for such deposits. The Archivist will not destroy office records covered by
this Schedule without the concurrence of the appropriate administrator.

Additional procedures governing records collection, access to archival records,

and research. activities in the College Archives are included in the College

Policies and Procedures manual '
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7.752

COLLEGE ARCHIVES - PROCEDURES*

COLLEGE ARCHIVES (Approved by the President, Feébruary 1, 1977)
GENERAL

The primary goals of the archival program are to develop and implement

.systematic procedures for the proper retention, retirement, and

retrieval of records currently being created, to assure the economical
retention of records of long-term administrative and. historical value,
and to effect the disposal of all other records as soon as they have

" fulfilled thelr usefulness. The program further seeks to:

(1) conserve scarce sPace by preventlng the uncontrolled accumulatlon
of inactive records and selectlvely mlcrofllmlng v1ta1 college
records, and - :

(2 pfovide a central reference source for valuable administrative
and historical information contained in non-current records.

PROCEDURES

a. Records Collection

(1) Materials to be deposited in the College Archives are mormally
determined by the provisions of the Comprehensive Records
Schedule for Montgomery Community College,

'(2) Records not covered by the Comprehensive Records Schedule

' may be added to the archival collections at the discretion
of the College Archivist. Records in this category might
include but not be limited to: ' personal papers and

" memorabilia of current or former faculty, staff, or students;

public documents relating to the development of educational
policy within the State of Maryland and Montgomery County;
other selected records of unique historical value to the __ e
College as determined by the College Archivist.

b, Access to Records Located in the College Archives

(1) Access to records deposited in the archives by college

administrative offices and academic departments shall

- normally be restricted to the originating office or to
other persons designated by the originating office or

_ by the President, except that such restrictions or
designations shall not conflict with law or ordinances
of the various levels of govermment, established policies
of the Board of Trustees, or approved college procedures
governing access .to confldentlal records. .

(2) Individuals depositing'in the archives personal papers

' related to college matters may specify reasonable
restrictions on access to such papers. However, all
such. restrictions must be in writing and agreed to by

*Source: Montgomery College Policies and Procedures Manual.
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the individual and the College -Archivisty: 1f they
cannot agree, the Executive Assistant to the President’
will be consulted. .

‘Many of the records located in the Coliege.Archives are

normally available to members of the college community

and to the public without restriction. Such records

would include but are not limited to: official minutes and
reference files of the Board of Trustees; minutes and
telated records of various college organizations, such

.as the Faculty, Staff, and Student Senates; college and

non-college publications; photographs; scrapbooks;
clipping files; and miscellaneous historical memorabilia,

(1)

)

(3)

c. Research Activities in the Collepe Archives

The College Archives is intended primarily for the use
of college staff and students. Research in the

archives by others is welcomed, however, for any purpose
which can be serviced properly by the archives staff.

Records in the archives may be withdrawn at any time
by the originating office or by the President.’

Otherwise, records are normally avallable for use Lo
~only in the archives offlce. e "

The staff of the College Archives is available at all times
to assist individuals in locating documents pertaining to.
specific subjects and using the records preserved in the
archives. The College Archivist will conduct extensive
research activities at the request of researchers and
college personnel only insofar as the limited resources

of the office permit. ™
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“ MONTGOMERY COMMUNITY COLLEGE

. . _ : Page 1 of 1
. _-RECORDS RETENTION SCGHEDULE NUMBER. _1 ' o
" .
4HPUS :CENTRAL ADMINISTRATION - - OFFICE: BOARD OF TRUSTEES
. .
im Description and Retention
‘4\v

BOARD OF TRUSTEES OFFICIAL RECORDS, 1969 -
Official files of the Montgomery College Board of Trustees, including approved
minutes of ‘Board meetings and packets (reference file) containing agendas and

background material for Board consideration during regular monthly, special,
and budget review sessions.

RETENTION:  Permanent - |
Office: (a) Retain Board minutes five years; office of record

(b) Retain Board packets three years; office of record
Archives: Permanent

" BOARD OF TRUSTEES TOPICAL FILE 1969 -

Coufidential memoranda, with attachments, that the Pre51dent forwards to the
Board, and correspondence, memoranda, and miscellaneous subject files relating
to follow-up action taken to conform to Board actions and directives,

RETENTION: Three years _
Office: - May be destroyed after three years, Material having continuing
' administrative, legal, or historical value to be retained

" until such value ends or deposited in the Archlves for permanent
retentlon. e :
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#7yS: CENTRAL ADMINISTRATION

MONTGOMERY COMMUNITY COLLEGE page 1 of 2

RECORDS RETENTION SCHEDULE NUMBER _2

OFF ICE: PRES IDENT

—

Description and Retention

GENERAL CORRESPONDENCE AND OFFICE FILES, 1969 -
Correspondence, memoranda, and miscellaneous subject files relatlng to the

act1v1t1es of the offlce of the Pre31dent.

RETENTION;
Office:

Three years . .
May be destroyed after three years. Material having continuing.
administrative, legal, or historical value to be retained untll
-such value ends or deposited in the Archives for permanent

retention.

lf! ;
(i

MIDDLE STATES ASSOCTIATION FILE, 1950 -
"Accreditation materials,
correspondence, and background material.

RETENTION: Permanent
Office: Retain materials relating to last accreditation
Archives: Permanent

including reports of accredltatlon teams, notlflcatlons,

CONTRACTS FILE, 1966 - o
All contracts (except employee contracts, student activities contracts,
and grant agreements) entered into by the College, as well as related
correspondence, memoranda, and miscellaneous papers. The Executive
Assistant to the President maintains all original contracts unless
specified otherwise in the College policies and procedures manual,

Retain for six years after entire basic contract has

- RETENTION: —
" been superceded.
Office: For total retention perlod and destroy

ADMINISTRATORS LEAVE REPORTS/CA c. 1967 -
Original leave reports signed by central office administrators when leave
taken. These records Support the bi- weekly report forwarded to the

Payroll office.

RETENTION: Permanent
Office: Two years
Archives: Permanent
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- MONTGOMERY COMMUNITY COLLEGE
o ‘ . Page 2 of 2
RECORDS RETENTION SGHEDULE NUMBER _ 2 -
LJS CENTRAL ADMINISTRATION N OFFICE: PRESIDENT

e [ :
N oo o : Dbescription and Retention
i N o :
& [ | ASSOCIATION FILE, 1966 -
& Constitutions, bylaws, rules, and regulations of associations of which, the
;7 ~ | College is a member. This is a non-record file maintained for convenlence
& by the Executive Assistant to the President. '

RETENTION: Retain as long as the College remains a member and for

one year thereafter, : :
Office: For total retention period and destroy
ANNUAL REPORTS /CA, ¢ .1967 -

Annual reports of central administration offices.

RETENTION: Permanent 4 ‘ : o . o ‘ R
Office: Two years ‘ :
Archives: Permanent
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- [7. | PRESIDENT'S ADVISORY COUNCILS, 1966 -
i. Minutes of the proceedings of the Councils and related records., Maintained
by the Executive Assistant to the President. : ‘

"RETENTION: Permanent )
Office: Two years; office of record
Archives: 'Permanent = T

COMMITTEE ON COLLEGE INVESTMENTS AND BANK SELECTION, 1972 - .
Minutes of the proceedings of the committee and related records. Maintained
by the Executive Assistant to the President,

RETENTION: Permanent
Office: Two years; office of record
Archives: = Permanent

ADMINISTRATORS' ASSOCIATION, 1969 - A :
Minutes and related records of the Administrators' Advisory Council and other

formal college organizations of administrators. l ,

: . . h Rt 4
{ RETENTION: Permanent é
Office: Two years; office of record {
Archives: Permanent . i
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MONTGOMERY COMMUWNITY COLLEGE
‘ Page 1 of 1

RECORDS RETENTION SGHEDULE NUMBER _3

OFFICE: DEAN OF THE FACULTY

CENTRAL ADMINIS TRATION

{,,_
ym Description and Reteantion
2.
}. |  GENERAL CORRESPONDENCE AND OFFICE FILES, 1969 -
R Correspondence, memoranda, and miscellaneous subject files relatlng to the
activities of the office of the Dean of the Faculty. :
RETENTION: Three years : Co
Office: = May be destroyed-after. three years. Material having continuing
' administrative, legal or historical valué to be retained until
such-value ends or dep051ted in the Archives for permanent
-retention.
. FACULTY SENATE RECORDS, 1967 -
Minutes and related records of ‘the proceedlngs of the Faculty Senate, general
faculty meetings, and standing and special committees of the Senate, including
the Academic Occasions committee, the Calendar committee, the committee on
the Professional status of the Faculty, and the subcommittee on Contracts,
Rank, and Tenure. : _
. RETENTION: - Permanent

Office: . Three years; office of record
Archives: Permanent

FACULTY EVALUATIONS FILE, 1971 - . A :
Evaluation forms and letters from department chairmen and other faculty members

used by the subcommittee on Contracts, Rank, and Tenure in the annual
evaluation process.

RETENTION: Three years-' -
Office: Three years and destroy, except -that materlals of possible value

during an evaluation for tenure shall be retalned until such
value ends, '

Lt
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FACULTY APPLICATIONS, 1968 -
Applications for faculty positions at the College.

RETENTION: Two years
Office: Two years and destroy
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"MONTGOMERY COMMUNITY COLLEQE . Page 1 of 1

RECORDS RETENTION SCHEDULE NUMBER &4 =

o5

<R
PUS : CENTRAL ADMINISTRATION

OFFICE: INSTITUTIONAL RESEARCH & ANALYSIS

-Description and Retention

| —

GENERAL CORRESPONDENCE AND OFFICE FILES, 1970 =~
Correspondence, memoranda, and mlscellaneous subject files relatlng to the
activities of the office of the Dean of Institutional Research and '

Analysis. -

RETENTION: Three years,

Office: May be destroyed after three years. Material having continuing
administrative, legal, or historical value to be retained until
such value ends or dep031ted in the Archives for permanent

retention.

RO LGN

HIGHER EDUCATION GENERAL INFORMATION SURVEY REPORTS, 1965 -

Statistical reports required by the Federal govermment relating to enrollment,

finances, personnel, library, and other College operatlons Different parts
of the report are prepared throughout the year. . : o -

RETENTION: Permanent
Office: = Ten years; microfilm periodically
Archives: Permanent - C -

ANNUAL STATISTICAL REPORT (FORMERLY REGISTRAR'S REPORT), 1948 -
Annual compilation of statistical data relating to enrollment, programs,
courses, students, faculty, grades, and other College operations.

RETENTION: 'Permanent .
Office: Ten years; microfilm periodically
Archives: Permanent .

STATE-MANDATED REPORTS, c. 1970 -

Enrollment and state aid reports for which the office of Institutional
Research and Analysis is responsible., These reports are required by

the Maryland State Department of Education, the Maryland State Board

for Community Colleges, and the Maryland State Board for Higher Education.

RETENTION: Permanent
Office: Ten years; microfilm perlodlcally
Archives: Permanent.

it en




MONTGOY: "  COMMINITY COLLEGE

Page 1 of1

'RECORDS RETE: . i SCHEDULE NUMBER 5

¥735: CENTRAL ADMINISTRATION | OFFICE: COLLEGE ARCHIVES

Description and Retention

‘GENERAL CORRESPONDENCE AND OFFICE" FILES, 1972 -
Correspondence, memoranda, and mlscellaneous subject flles relatlng to the
- activities of the offlce of the College Archivist. : :

RETENTION: Three years : ' :
Office: "May be destroyed after three years, Material having continuing
' - administrative, legal, or historical value 'to be retained until
such value ends, : o o8
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" MONTGOMERY COMUNITY COLLEGE . _
: : . _ Page 1 of 1 . : :
.RECORDS RETENTION SCHEDULE NUMBER 6. - -

CENTRAL ADMINISTRATION ’ |OFFICE: INTERNAL MANAGEMENT

Description and Retention ) R ' it

<1, .| GENERAL CORRESPONDENCE AND OFFICE FILES, 1972 - : . . "_
o _Correspondence, memoranda and miscellaneous subject f11es relatlng to the ‘;
_ act1v1t1es of the office of the Dlrector of Internal Management. ’

RETENTION: Three .years _ : o :
Office: 'AMay<be,destfoyed after three years., Material having continuing
- administrative, legal, or historical value to. be retained until
such value ends or dep031ted in the Archlves for permanent
retentlon. :

Sl INSTITUTIONAL INSURANGE RECORDS, 1967 - -

Policies, certificates of liability, correspondence memoranda renewal ' .
materials, some claims records, and miscellaneous materials relating to

the administration and renewal of institutional insurance policies.  ~

RETENTION: Retain for six years ‘after entire basic pollcy has been
. superceded. 4 :
. 1 Office: - For total retention perlod and destroy

3, POLICIES AND PROCEDURES MANUAL FILE, 1967 -
All modifications made to the manual as well as backup material for modlflcatlons.
to the manual T

RETENTION: Five years . . ‘ : )

Office: May be destroyed after five years. Material having continuing
: “administrative, legal, or historical value to be retained until
B ‘ such value ends or deposited in the Archives for permanent
§ retention. A
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MONTGOMERY QOMMUNITY COLLEGE Page 1 of 1

RECORDS RETENTION SCHEDULE NUMBER _7

.

: CENTRAL ADMINISTRATION - OFFICE: INTERNAL AUDITING

v

" Description and Retention

GENERAL CORRESPONDENCE AND OFFICE FILES, 1976 -
Correspondence, memoranda, and miscellaneous subject files relating to the
activities of the office of the Supervisor of Internal Auditing.

RETENTION: Three years’ ' : .

Office: May be destroyed"afterlthree'years. Material having continuing
administrative, legal, or historical value to be retained '
until such value ends or deposited in the Archives for permanent

retentlon.

INTERNAL AUDITOR REPORTS, FY1970 -
Financial and operating audits of College offices and operatlons. R

RETENTION: Seven years
Office: Seven years and destroy

. et et




T . MONTGOMERY COMMUNITY COLLEGE
i ' : ' : : - : Page ‘1 of 1
_f‘ . RECORDS RETENTION SCHEDULE NUMBER 8 A
-;{PUS: CENTRAL ADMINIS':I'RATION OFFICE: ACADEMIC VICE PRESIDENT
8 - < . - . )
P , ’ . E Description and Retention
‘pc .
1. I.GENERAL CORRESPONDENCE AND OFFICE FILES; 1976 - .
"{ Correspondence, memoranda, and miscellaneous subject files relatlnc7 to the
act1v1t1es of the office of the Academic V1ce Pre31dent.
RETENTION: Three.years . : :
Office: . May -be destroyed after three years. Material having continuing
administrative, legal or historical value, including records
documenting the educational planning of current .and future
campuses, to be retained until such value ends or dep031ted in
the Archives. for permanent retention.
?
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HO\ITGOb {ERY  COMMUNITY COL’LFGE .‘
~Page 1 of 1

i?RECORDS,RETENTION SCHEDULE NUMBER 9

Cro Ty maen

" . |orUS : CENTRAL ADMINISTRATION OFFICE: DEAN OF EDUCATION
»/"’ -
S ia Description and Retention
fé’o ° X
e
L 1. | . GENERAL CORRESPONDENCE AND OFFICE FILES, 1972 -
"| Correspondence, memoranda, and miscellaneous subject flleS relatlng to
the activities of the office of the Dean of Education.
RETENTION: Three. years : . :
Office: . May be destroyed after three years. Material having continuing
admlnlstratlve, legal, or historical value, -including records
documenting the educational planning of current .and future
campuses, to be retained until such value ends or depos1ted in
the Archives for permanent retention. :
. 2. | COLLEGE CURRICULUM ADVISORY COUNCIL, 1976 =

Minutes and related records of the proceedlngs of the Counc11

Permanent

" RETENTION: ‘ _
Officer . Two years; office of record
Archives: '

Permanent

- 11 -
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: ~'}10NTGOMERY“ COMIUNITY COLLEGE :
: Page 1 of 2

'RECORDS RETENTION SCHEDULE NUMBER _10'

-
.

CENTRAL ADMINISTRATION

OFFICE: STUDENT AFFAIRS/PROGRAM DEVELOPMENT

Description and Retention

GENERAL CORRESPONDENCE AND OFFICE FILES, 1970 -

‘Correspondence, memoranda; and mlscellaneous subject flles relatlng ‘to - -

the aCtivities of the off;ce of the Dean of Student Affairs.

RETENTION: Three years

Office: May be destroyed after three years. Material having continuing
" administrative, legal, or historical value to be retained until
such value ends or dep031ted in the Archlves for permanent
retentlon. : : Co :

‘Proposals, statements, surveys, .reports, correspondence, memoranda, and

ACADEMIC PROGRAMS FILE, 1968 -

miscellaneous papers relating to academic programs adopted by the College.

RETENTION: Permanent
Office: Permanent

FEDERAL AND FEDERAL-STATE GRANTS FILE 1968 - o

Records of all grants of this type recelved by the College, 1nc1ud1ng
applications, proposals, agreements, any official papers covering the
award, controlling rules and regulations, copies of periodic reports,

and miscellaneous correspondence and memoranda. (Finance office maintains
financial records documenting the expenditure of funds.)

RETENTION: Retain six years after the close of the fiscal year in which
expenditure was made or for that period of time required by -
- federal and state records retention regulatlons for each
_ grant whichever is longer. .

Office: For total retentlon perlod and destro§

GENERAL SCHOLARSHIP FUND RECORDS | 1960 -

Records of contributions from 1nd1v1duals and organlzatlons w1th1n the
community providing financial asSistance to students in accordance with-
the sponsor's requirements and the College's financial aid program,
including master record card, agreement, publicity, correspondence,
memoranda, and copies of cash receipt- recelved from Cashler when
contrlbutlon is deposited. .

RETENTION: Retain master record card permanently., All other materials’
) may be destroyed six years after funds have been expended.

Office: For total retention period

- 12 -
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"MONTGOMERY COMMUNITY COLLEGE -
Page 2 of 2

'RECORDS RETENTION SCHEDULE NUMBER _10

MPUS: CENTRAL ADMINISTRATION

oa

Description and Retention

5

FOREIGN STUDENTS' RECORDS, 1970 -

Records of foreign students enrolled at the College on student visas, -
including copies of forms sent to the US Bureau of Immigration and

any related papers.’

RETENTION: Retain for three yearé after student is no-longer enrolled
at the College or for that period of time required by
federal records retention regulations, whichever is longer.

Office: For total retention period and destroy

ACADEMIC REGULATIONS COMMITTEE, 1968 -
Minutes of the proceedings of this All- College commlttee and any related
records, : : :

RETENTION: Permanent ,
Office: Two years; office of record
Archives: Permanent

CURRICULUM COMMITTEE, 1954 -~
Minutes of the proceedings of this All-College committee and related

worklng papers,

RETENTION: Permanent

Office: Retain minutes for two years, then transfer to Archlves.
: Retain working papers permanently. Office of record

Archives: Permanent - ' : ' '

- 13 -
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:,l - 4 ' . Page 1 of 3 fje
s ' : 'MONTGOMERY COMMUNITY COLLEGE = : i

RECORDS RETENTION SCHEDULE NUMBER 11

.

{4FUS: CENTRAL ADMINISTRATION . {OFFICE: COMMUNITY SERVICES
N

B £

- N .\J .

-——Pescription- and-Retention

1. | GENERAL CORRESPONDENCE .AND OFFICE FILES, 1968 - - I
Correspondence, memoranda, and mlscellaneous subject files relatlng to the
activities of the offlce of the Dean of Community Serv1ces.

| RETENTION: Three years _ o
Office: May be destroyed after three years., Material having continuing
woneB@dministrative, leéal —or historical wvalue.to be retained until
" such value ends or’ deposited in the Archives for permanent ' . .
retention. _ 11 &

o }2. COMMUNITY SERVICES ADVISORY COMMITTEE 1970 - :
' Minutes of the proceedings of the committee and any related papers., - . . il

RETENTION: Permanent , .
Office: Two years; office of record
Archives: Permanent ‘ :

AT TR T T RS T,

3. | ENROLLMENT FORMS AND CLASS LISTS, c. 1968 -

Forms documenting the enrollment of students in non-credit Communlty Serv1ces
i courses, and master class lists generated from the enrollment forms. State

i aid reports are also based on' the enrollment forms. ’

? RETENTION: Six years or untll audited, whlchever is- longer
; Office: Two terms
"Archives: For total retention perlod and destroy

G

. {4, | SBCC COURSE APPROVAL RECORDS, July 1976 -
; Copies of SBCC form CC-10, or equivalent, indicating state approval or -
disapproval of Community Services non-credit courses for state aid.

&) et et e et e s

i RETENTION: Retain forms for courses that receive apprbval for that '
g —_— —— .period of time that_the _course.remains approved,-and NN
- ‘for six years thereafter., Retain forms for courses that ‘

' . are not approved for six years.

P/ Office: Retain form for all approved courses for as long as the
. : . course continues to be offered, then deposit in the
-Archives. - Forms for non- approved courses to be deposited
in the Archives. The deposit of all forms in the Archives
shall take place once each Yyear.

l Archives:. For total retention period and destroy.

THL T iw oy ree e
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_ 4 Page 2 of 3
‘MONTGOMERY COMMUNITY COLLEGE

RECORDS RLTENTION SGHE!:LE NUMBER _ 11 _

OFFICE: COMMUNITY SERVICES

-em . . : .
o Description and Retention

. PROGRAM FILES, 1968 -~

Folders for non-credit coursas (except real estate courses) offered
through the campuses or central office, including such items as
instructors' contracts, handout materials, any evaluation sheets,
record of any certificates granted, and related  papers. Record
copies of personnel actions are maintained in the Personnel office.
Record copies of class lists and enrollment forms are maintained
and scheduled separately. :

"RETENTION: Seven years

Office: Two years : :

Archives: Five years and destroy; the Community Serv1ces office will
retain a record of all certificates granted. :

TR

ST,

TEE R LT T
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6. | REAL ESTATE PROGRAM FILES, c. 1968'— -
Folders for real estate courses offered through the office of Communlty

b Services, including such items as instructors' contracts, handout

materials,~any evaluation sheets, record of certificates granted, and
related papers. Record copies of personnel actions are maintained

in the Personnel Office. Rec rd copies of class lists and enrollment
forms are maintained and scheduled separately.

RETENTION: Seven years :

k Office: Seven years and destroy; the Community Services office will
retain a record of all certificates granted for that
period of time specified by state regulations.

SO

17. | COMMUNITY SERVICES CONFERENCES/WORKSHOPS RECORDS, 1969 -

Records of conferences and workshops sponsored by .the office of Community
Services, including handouts, budgets, record of proceedings, and

related papers.,

RETENTION: Seven years

Office: ~Two years. _
Archives: Five years and destroy
e \.r.k

- 15 -
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“MONIGOMERY COMMUNITY COLLEGE

RECORDS RETENTION SCHEDULE NUMBER 11

3

- /"’ -
AMPUS: CENTRAL ADMINISTRATION - OFFICE: COMMUNITY SERVICES

R
- §em

B ‘0 Description and Retention

8. | FINANCIAL RECORDS, 1968 -~ _

Deposit sheets, cash receipts, accounting records, and related financial
records documenting the receipt of tuition and fees for non-credit .
courses offered through the Community Services office. Record copies

and Analysis. Record copies of cash recelpts and expenditure records
are retained in the Finance Offlce.

RETENTION: (a) Four years or until audited, whichever is longer, for
' financial assistance invoices (special billings).

(b) Six years or until audited, whichever is 1onger, for
- o all other records .
Office: Two years : : o - :' .
Archives: Two-four years and destroy. . )

of state aid reports are retained in the office of Institutional Research-

9. CREDIT PROGRAM FINANCIAL RECORDS, c. 1970 -

registration source documents, and related financial records documeﬂtlng
the receipt of tuition and fees for credit courses offered through the
Community Services office.

’ Financial cards, change of schedule forms, financial assistance invoices,

RETENTION: Retain for the period-of time specified for similar records
maintained in the campus Cashiers' offices and the campus
Registrars' offices (ex. financial cards for seven years;
change of schedule forms and financial assistance invoices
for four years; registration source documents for two years).

10, | FACULTY APPLICATIONS 1971 -~ .
- | Applications from 1nd1v1duals who have taught or who apply to teach in
the Community Serv1ces programs of the College. :

RETENTION: Two years -
Office: Two years and destroy :

- 16 -
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. . Page 1 of 1
RECORDS RETENTION_SCHEDULE'NUMBER C 12
CANIUS : CENTRAL ADMINISTRATION OFFICE: ADMINISTRATIVE VICE PRESIDENT
e Description and Retention

. GENERAL CORRESPONDENCE AND OFFICE FILES, 1965 -

Correspondence, memoranda, and miscellaneous subject files relatlng to the
activities of the office of the Administrative Vice President.

RETENTION: . Three years :
Office: May be destroyed after three years. Material having continuing
' administrative, legal or historical value to be retained until
such value ends or deposited in the Archives for permanent '
retention,

2, |ADMINISTRATORS' PERSONNEL FOLDERS, 1946 - : . )

Materials collected at time of employment, including application and letters -

of recommendation, copies of salary authorizations and personnel actions,

“land other materials relevant to the admlnlstrator ] cmployment w1th the
College. :

* RETENTION: Twenty years after termination of employment

Office: " "Retain while active and for one year after termination of
’ " employment.
. Permanent personnel records retained by the Finance offlce.
Archives: Nineteen years and destroy

3. |ADMINISTRATIVE AND FACULTY CONTRACTS. 1946 - ' e

Faculty and administrators' contracts with the College.

RETENTION: Twenty years after termination of employment.

Office: Retain while active and for one year after termination of
employment, Permanent personnel records retained by the
Finance office.

Archives: Nineteen years and destroy

4, |DATA SYSTEMS STEERING COMMITTEE, 1970 -
Minutes of the proceedings of the commlttee and any related ‘records.

RETENTION: Permanent » :
Office: Two years; office of record o -
Archives:_ Permanent

- 17 -
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 MONTGOMERY COMMONITY COLLEGE .,

: - Page 1 of"1
RECORDS RETENTION SCHEDULLE NUMBER 13 .
T
F%:rUS: CENTRAL ADMINISTRATION . OFFICE: PUBLIC INFORMATION
'ﬁﬁn ' . Description and Retention
0. :

N

; 1. GENERAL CORRESPONDENCE AND OFFICE FILES, c. 1969 -
: Memoranda, correspondence, and mlscellaneous subject files relatlng to the
activities of the office of the Director of Public Information.

}
i

RETENTION: Three years :

Office: May be destroyed after three years. Material having continuing
administrative, legal, or historical value to be retained until
such value ends or deposited in the Archives for permanent
retention. :

-

2. | ALUMNI RECORDS, 1946 - B o
.Names, addresses, completed questionnaires from former students, and
related records. ' '

- | RETENTION: Permanent
‘ Office: - Permanent

3. | NEWS RELEASES, 1969 -
Periodic news releases relatlng to College act1v1t1es, events, students,

and staff, -

RETENTION: Permanent
Office: Two years
Archives: Permanent

CLIPPINGS FILE, 1969 -
News clippings relatiﬁg_to the College from local newspapers.

1 RETENTION: Permanent .
Office: "Two years ' -
Archives: Permanent :

- 18 -~
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MON TGOMERY COMMUNITY COLIEGE A
3 : ' . Page 1 of 4
RECORDS RETENTIQN SGHEDULE NUMBER 14

T it s S

.[4#US: CENTRAL ADMINISTRATION CFFICE: FINANCE

Description and Retention

i, GENERAL CORRESPONDENCE AND OFFICE FILES; 1969 - :
Correspondence, memoranda, and miscellaneous subject files relating to the
activities of the office of the Director of Finance.

RETENTION: - Three years

administrative, legal, or historical value to be retained until
‘ ~ such value ends or deposited in the Archlves for permanent
4 : retentlon.

Office: May be destroyed after three years. Material having continuing .

L GENERAL LEDGERS, FY1954 -

Record of financial transactions in all accounts during the fiscal year;
not as detailed as the Statement of Tranmsactions. Only the end-of-fiscal-
‘'year run is retained. '

RETENTION: Permanent

Q Office: Three years

Archives: Permanent; microfilm periodically and destroy paper records,

P - 2

13, | STATEMENT OF TRANSACTIONS FY1967 -
Detailed record of financial transactions in a11 accounts durlng the fiscal
year. Only the end-of-fiscal-year run is retained.

RETENTION:  Permanent
Office: Three years

T Archives: Permanent; microfilm perlodlcally and destroy paper records.

1% | OPERATING BUDGET REPORT, FY1970 -

Summary of financial transactions in all accounts during the fiscal year
recorded in a manner consistent with the format of the Operating Budget.
Only the end-of- flscal -year run is retained,. -~

RETENTION: Permanent
Office: Three years
Archives: Permanent; microfilm perlodlcally and destroy paper records.

- 19 -
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MONTGOMERY COMMUNITY COLLLEGE . -Page 2 of 4

RECORDS RETENTIOV SCHEDULE NUMBER 14

jl

lyFUS: CENTRAL ADMINISTRATION OFFICE: FINANCE
gaind .
. ? Description and Retention

INVESTMENT RECORDS 1970 -

Records of all College investments, including policies and procedures to be
followed, financial data, correspondence, and miscellaneous supporting data.

RETENTION: Permanent .,

ZOffice: Permanent S

5.

' CAPITAL PROJECTS FINANCIAL RECORDS, 1969 - ‘ _
. Copies of contracts for capital projects and records of payments made by

the College under the terms of the contracts.

RETENTION: Permanent
Office: Retain for two years after prOJect formally c105ed

Archives: Permanent

PAYROLL. RECORDS 1967 - :
Records documenting the payment of salaries to College employees with

supporting materials, including but not limited to.the following: .
‘payroll registers; employee folders; attendance vouchers; leave reports;
leave balance records; miscellaneous deductions; and W-2 forms.

RETENTION: Permanent

Office: - Two years
-Archives: = Permanent; microfilm perlodlcally and destroy paper records.
48, FEDERAL AND FEDERAL-STATE GRANT FINANCIAL RECORDS, 1950's - - _
Copies of proposal, approved agreement, financial records documenting the
receipt and expendlture of funds, and periodic required reports relatlng
to federal and federal-state grants received by the College.
E
i
§ RETENTION: Retain until an audit possible under terms.of the grant is
E completed or, if no audit is performed, for six years after
X ‘the close of the fiscal year in which the expenditure was
made, or for that period of time required by federal and
state records retention regulations, whichever is longer.
Office: " Retain until grant exbires; microfilm periodically.
Archives: For total retention period and desttroy
¥
%f\—f :
T N—
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MONTGOMERY COMMUNITY COLLEGE

: ‘ : Page 3 of &
RECORDS RETENTION SCHEDULE NUMBER 14

L~

" 1PUS: CENTRAL ADMINISTRATION OFF ICE: FINANCE

|
Yo

-Description and Retention

)

NATIONAL DEFENSE STUDENT LOAN RECORDS, 1960 -

Original request for loan, conditions of loan, correspondence, promissary
notes, record of payments, and related items. :

RETENTION: Retain six years after loan fully paid or for that period of
~ time required by federal records retention regulations, '
:  whichever is longer. ‘
Office: Retain until loan fully paid
Archives: For total retention period and destroy

BANK_STATEMENTS, 1969 -
Monthly statements received from the bank with worksheets.

RETENTION: Six years or until audlted whichever is longer_
Office: Two years
Archives: Four years and destroy _ ' - o :

CANCELLED CHECKS, 1967 -

Cancelled payroll and vendor checks returned by the bank.

RETENTION: Six years or until audited, whichever is longer
Office: Two years
Archives: Four years and destroy

12,

CASH RECEIPTS, 1969 -

Finance office copies.of cash receipts issued througﬁout-the_College.

RETENTION: Six years or until audited, whichever is longer
Office: Two_years
Archives: Four years and destroy _ T

13,

AUXILIARY ENTERPRISES FINANCIAL RECORDS, 1969 -

Copies of periodic inventories, reports, and statements of revenue and
disbursements. ‘ ' '

RETENTION:  Six years or until audited, whichever is longer
Office: " Six years and destroy ’

- 21 -
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MONTGOMERY COMMUNITY COLLEGE :
B ' : i Page 4 of &
REQORDS RETENTION SCGHEDULE NUMBER 14

WMPUS: CENTRAL ADMINISTRATION OFFICE: FINANCE
o < -
F?_ Description and Retention
.
14.| CHECK VOUCHERS, 1967 -
Alphabetical and numerical cqpies of all vouchers (except payroll vouchers)
that accompany checks to vendors, etc.. The numerical copy includes .
.supporting documents such as an additional copy of the purchase order or" °
a vendor invoice. ' ‘ c
RETENTION: Six years or until audited, whichever is longer
Office: Two years :
, Archives: Four years and destroy
" ]15.] PURCHASE ORDERS; 1967 -

Alphabetical and numerical copies of College purchase orders prepared by
the Procurement office, kept separately.. ' '

RETENTION: Four yéérs or until audited, whichever is 16ngerA
Office: Two years _
Archives: Two years and destroy

s

o A ILE
Rt

o
L

- 22 -

el =

.,‘
s
o e

2

Ry e

Ty RS AR bt T
A P G S A s e

3

=

A

i

Ko

G

o g hE

RS 32

e
T T g YN




ERS NP

MONTGOMERY COMMUNITY COLLEGF

Page 1 of 3
RECORDS RETENTION SCHLDULE NUTLER 15

f§ \PUS: CENTRAL ADMINISTRATION

'OFFICE: SUPERVISOR OF CASHIERS

o~
am
“y,
R i
1

Description and Retention

GENERAL CORRESPONDENCE AND OFFICE FILES c, 1967 - :
Correspondence, memoranda, and miscellaneous subject files relatlng to the
activities of the office of the Supervisor of Cashlers and the Campus
Cashiers.

RETENTION: Three years : :
Office: May be destroyed after three years. Material having continuing
administrative, legal, or historical value to be retained
until such value ends or deposited 1n the Archlves for
_ permanent retention.

FINANCIAL CARDS, 1968 - '

Record of tuition and fees paid by students each semester, including name
of student, social security number, address, course numbers semester
hours, and charges for tuition and fees, '

RETENTION:  Seven yeafs or until audited, whichever is longer.
Office: ~ Two years
Archives: ‘Five years and destroy

) CASH RECEIPTS, 1968 -~

i Copies of cash receipts issued for monies recelved in the Campus Cashiers',

; offices. _ . e
é RETENTION: Six years or until audited, whlchever is 1onger

! Office: One year

i Archives: - Five years and destroy

144, | CASH REGISTER DETAIL TAPES, 1968 -

Detail tapes from cash registers in Campus Cashiers' ofiiées.

RETENTION: ©  Six years or unt11 audlted whlchever is 1onger
Office: One year '
Archives: Five years and destroy

- 23 -
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:MONTGOMERY COMMUNITY COLLEGE
' S -Page 2 of 3
1REQORDS'RETENTION SCHEDULE NUMBER 15 e

TR ETTNT

Clel ol

MPUS: CENTRAL ADMINISTRATION OFFICLE: SUPERVISOR OF CASHIERS
; ﬁm Description and Retention
e .
B
'15. | DEPOSIT BOOKS, 1968 -

Records of dep031ts made by the Campus Cashlers to the College bank account.
RETENTION: Six years or unt11 audlted whlchever is 1onger 4
Office: "One year ‘ -
Archives: F1ve years and destroy N

6. CASH REGISTER RECEIPTS 1968 -
Summary of tuition and fees received through the Reglstrars offices, with
cash receipt recordlng monles deposited in the College's bank account.
RETENTION: Six years or until audlted whichever is longer
Office: One year
Archives: Five years and destroy

7. | CASH REGISTER REPORTS, 1968 - -
Copies of cash register reports and tapes that may accompany deposits made
by auxiliary enterprises. The reports are used to'verify deposits.
RETENTION: Six years or until audlted whlchever is longer
Office: - One year- - -
Archives: Five years and destroy

8. FINANCIAL ASSISTANCE INVQICES, 1972 -

Copies of special billings sent to those organizatioﬁs that pay all or part
of the tuition and/or fees of students., Payment is recorded on the
student financial cards. ‘

RETENTION: Four years or until audited, whichever is longer
Office: ‘One -year
Archives: Three years and destroy

-2 -




MONTGOMERY COMMUNITY COLLEGE 5
I Page 3 of 3

bR

" RECORDS RETENTION SCHEDULE NUMBER 15 _
2MIMJS: CENTRAL ADMINISTRATION OFFICE: SUPERVISOR OF CASHIERS
. __/.‘-‘ )
M'im _ Description and Retention
P

~UNPAID PARKING TICKETS, 1972 -

Unpaid parking tickets issued on the campuses.

RETENTION: Three yeérs or until audited, whichever is longer

Office: For total retention period and destroy

10,

'MATRICULATION FEE RECEIPTS, 1950 - :
. Copies of receipts for matrlculatlon fee paid by a11 students who are .

admitted to a degree or certlflcate currlculum.
RETENTION: Retain as long as College policy states that this fee.is
' payable only once, or for six years, whichever is 1onger.

-Office: For total retention period and destroy

- 25 -




" 45: CENTRAL ADMINISTRATION

MONlGOMEuY CO\ﬁUuTlY COLLLCE
’ v “Page 1 of 1
RECORDS RETENTION SCHEDULE NUNBER_~l§_ e

OFFICE: AFFIRMATIVE ACTION

s

.Description and Petention

GENERAL CORRESPONDENCE AND QFFICE FILES, 1975 -
Correspondence, memoranda, and miscellaneous subject files relating to
the ‘activities of the office of the Director of Affirmative Action.

- RETENTION: Three years

administrative, legal, or historical value to be retained
until such value ends or deposited in the Archives for
permanent retention,

Office: May be destroyed after three years. Material haVing'continuing‘

AFFIRMATIVE ACTION RECORDS 1975 -

Reports and supporting data documenting the College affirmative actlon
program, including federal EEO-6 and Title IX Self-Evaluation reports,
and related reports and evaluations.

RETENTION: Retain feports ten years, and supporting data three years,

records retention regulations, whichever is longer.
Retain reports for five years.

%ﬁs» ‘ - or for that period of time required by federal and state
Office

o Retain supporting data for three years and destroy
Archives: Retain reports for total retention period and destroy
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MONTGOMERY COMMUNITY COLLEGE ‘1
‘ Page 1 of 1 Bty
. RECORDS RETENTION SCIEDULE NUMBER _ 17 {
. %l
g T nTUS: CENTRAL ADMINISTRATION o OFFICE: BUDGET y
e . s . ’ :
‘0. - Description and Retention i
1. | GENERAL CORRESPONDENCE AND OFFICE FiLES, 1969 -
Correspondence, memoranda, and miscellaneous subject files relating to
the activities of the office of the Supervisor of Budgeting.
_RETENTION: Three years : : ;
Office: May be destroyed after three years. Materlal having contlnulng : !
. administrative, legal, or historical value to be retained
until. such value ends or deposited in the Archlves for
permanent retention,
OPERATING BUDGET WORKING PAPERS, FY1970 .
Source materials, original budget requests, budget review materials, drafts 11
of budget at various stages, and related materials pertalnlng to the ?
: development of the annual operating: budget
RETENTION: Five years g
S Office: = Five years and destroy : "~
%
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| MONTGOMERY COMMUNITY COLUEGE RN
' e Page 1 of 3 . i
RECO\DS RETENTION SCHFDULE NUNBTR 18 " ’ :

FHLEENEVT
Poith b SRR

7US: CENTRAL ADMINISTRATION OFFICE: PERSONNEL

Z.

—

T o P

Description and Retention

GENERAL CORRESPONDENCE AND OFFICE FILES 1967 -
Correspondence, memoranda, and miscellaneous subject files. relatlng to the
activities of the Office of the Director of Personnel,

RETENTION: Three years

Office: May be destroyed after three years. Material having continuing
administrative, legal, or historical value to be retained
until such value ends or dep031ted in the Archives for
* permanent retention. :

e e

STAFF PERSONNEL FOLDERS, 1950's -

Materials collected at time of employment, including application and letters
of recommendation, salary action authorizations (salary file), evaluatioms,
and other materials relevant .to the individual's employment with the

College. : : A : 4

. !
RETENTION: Twenty years after termlnatlon of employment. ' ‘ Cod ‘Y

Office: Retain while active and for one year after termination of ' f
' . employment, Permanent personnel records retained by the !

_ Finance office, o I
Archives: Nineteen years and destroy A , o B I

:

i

1

' FACULTY /ADMINISTRATORS SALARY FILE, 1967 -
Personnel action forms for full-time and part-time faculty and for the
administrative staff. o » : i

}
RETENTION:. Twenty years after termlnatlon of employment. = - I*
" Permanent ‘personnel records maintained by .the Finance offlce. {1
Office: . Retain forms for full-time faculty and administrators for !A!
: the total retention period and destroy. Retain forms for ) i

» . -part-time faculty for two years. .
Archives: Retain forms for part-time faculty eighteen years and destroy. g

STUDENT/TEMPORARIES PERSONNEL RECORDS, c. 1950 -

| Folders containing employment information, c.1950-1969, when they were _
discontinued;Acards, personnel action forms and related records since -

1969. : v ' .

RETENTION: Twenty years after termination of employment.

‘ Permanent personnel records maintained by the Finance office.
Office: Five years after termination of employment '
Archives: Fifteen years and destroy

.- 28 -
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MONTGOMERY COMMUNITY COLLEGE
. c o ‘Page 2 of 3
RECORDS RETENTION SGHEDULE NUMBER _18

2US: CENTRAL ADMINISTRATION OFFICE: PERSONNEL

Description and Retention

RETIREMENT BENEFITS RECORDS, 1967 -

Contracts with insuring agency, enrollment cards and forms, reports, and
miscellaneous mater1a1

RETENTION: ’Permanent

Office: - Two years after cdverage,terminated.
| Archives: Permanent

, | STUDENT INSURANCE RECORDS, 1967 -

Contracts. with insuring agency, enrollment cards and forms, claims and
payments materials, source documents such as insurance cards and
insurance waivers, and any related records.

RETENTION: Twenty years after termination of pollcy, except that source
documents may be destroyed after three years.

Office: Two years after termination of policy

Archives: Eighteen years and destroy : ‘-

PERSONNEL HEALTH INSURANCE RECORDS, 1967 -

Contracts with insuring agency, enrollment cards and forms, and related
material. '

RETENTION: Twenty yearé after termination of policy
Office: Two years after termination of policy.
Archives: Eighteen years and destroy

PERSONNEL LIFE INSURANGE RECORDS, 1967 -

Contracts with insuring agency, enrollment cards and forms, and related
material, '

RETENTION: Twenty years after termination of policy
Office: Two years after termination of policy
Archives: Eighteen years and destroy

WORKINGMEN'S COMPENSATION RECORDS, 1967 -
Injury reports, medical reports, bills, and related mater1a1

’

RETENTION: Twenty years
Office: Two years
Archives: Eighteen years and destroy

- 29 -
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MONTGOMERY COMMUNITY COLLEGE : :
: : “Page 3 of 3
RECORDS RETENTION SCHEDULE NUMBER _18

: CENTRAL ADMINISTRATION S

OFFICE: PERSONNEL

e
’ Description and Retention

PERSONNEL CLASSIFTCATION FILE, 1969 =~

RETENTION:
Office:

- Permanent ! s

Working file of classification specifications, specific job descrlptlons
list of budgeted p031tlons, and related 1nformat10n.

Permanent

STAFF REVIEW BOARD, 1969 -

RETENTION:
Joffice:
Archives:

Records of the Staff Review Board, including minutes and packets, relathg
|mainly to the reclassification of staff positionms.

-

Permanent

. Two years; office of record

Permanent

STAFF SENATE RECORDS,

1970 - . ' : .

its permanent. commlttees.

RETENTION: Permanent
Office: ~ Two years; offlce of rec0rd ‘
Archives: Permanent

{inutes and related records of the Staff Association, the Staff Senate, and

EAP/TUITION WAIVER RECORDS 1971 -
Application forms and any related records documenting the partlcipatlon of

College employees in Educational Assistance Plan benefits and Tuition
Waiver Plan benefits,

RETENTION: Six years
Office: Two years -
Archives:  Four years and destroy ‘
APPLICATIONS 1975 -

Appllcatlons for Staff and admlnlstratlve positions at the College.

RETENTION:
Office:

Two years
Two years and destroy - .




MONTCO&LRY COMMUNITY COLLEGE.
- Page 1 of 2
RECORDS RETEMTION SCHEDULL NUMBER 19

2-15: CENTRAL ADMINISTRATION B OFFICE: PROCUREMENT

Description and Retention

GENERAL CORRESPONDENCE AND OFFICE FILES, 1967 - ,
Correspondence, memoranda, and miscellaneous subject files relating to the
activities of the office of the Director of Procurement,

RETENTION: Three years A :
Office: May be destroyed after three years Material having continuing
" administrative, legal, or historical wvalue to be retained until
such value ends or deposited in the Archlves for permanent
retention, :

PURCHASE ORDERS, 1967 - ‘
Alphabetical and numerical copies of College purchase orders.

RETENTION: Four years'or until audited, whichever is longer
Office: Two years
Archives: Two years and destroy

REQUISITIONS, 1967 -
Signed requisition forms supporting purchase orders.

RETENTION: Four yeafs or until audited, whichever is longer
Office: Two years '
Archives: Two years and destroy

BIDS FILE, 1967 - ,
Formal and informal bid forms, tabulations, and specificatioms.

RETENTION: Four years or until audited, whichever is longer
Office: Two years _ :
Archives: Two years and destroy . ' -

WAREHOUSE ORDERS, 1967 -
Order forms for items drawn from the Montgomery County Public Schools
warehouse.,

RETENTION: Four years or until audited, whichever is longer
Office: -Two years
Archives: Two years and destroy

S e s
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MONTGOMERY COMMUNITY COLLEGE
L . ' . : " .Page 2 of 2
RECORDS RETENTION SCHEDULE NUMBER 19 .

‘QS: CENTRAL ADMINISTRATION . OFFICE: PROCUREMENT

e

Description and Retention

STORES REQUISITIONS, 1970 - -
Receipted copies of stores requlsltlons forms used for draw1ng supplles from
the College central stores,

RETENTION: Four years or until audited, whlchever is 1onger

Office: - Two years -
Archives: Two years and destroy
RECEIVING REPORTS, 1972 - °

Receipt forms for items received in the central receiving area., This record

series includes another copy of the purchase order and a delivery record.

RETENTION: - Four years or until audited, whichever is longer
Office: Two years :
Archives: Two years and destroy

PROPERTY CONTROL REPORTS AND PFCORDS c. 1967 -
Records documenting the acquisition and internal control of inventorial
property of the College. :

RETENTION: Permanent :
Office: Permanent; office of record

- 32 -




MONTGOMERY COMMUNITY COLLEGE - S z
: Page 1 of 1 : : Bt

RECORDS RETENTION SCHEDULE NUMBER 20

'i@;s;CENTRAL ADMINISTRATION OFFICE: DATA SYSTEMS

e

Description and Retention ' it

et

GENERAL CORRESPONDENCE AND OFFICE FILES 1969 ~
Correspondence, memoranda, and miscellaneous subject files relatlng to the
activities of the office of the Director of Data Systems, o S i

RETENTION: Three years

FERSE et

a2 1 0ffice: ~ May be destroyed after three years. Material having continuing
oo administrative, legal, or historical value to be retained until
B> S . such value ends or deposited in the Archives for permanent

Kot ' retention,

434 | PROGRAM DOCUMENTATION FOLDERS, c. 1968 -
o | Folders containing documentation for computer programs used in the
R college Data Systems Center.

TR

RETENTION: :Retaln for that perlod of time that the computer program remains

-+ in use. . §

Office: . New programs and updates to existing programs to. be mlcrofllmed ; )
- annually for security purposes. f ;
Archives: - Retain microfilm for that period of time that the computer | at

1

b

. i

program remains .in use, , i
_ . S
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75: CENTRAL ADMINISTRATION

MONIGOMIRY COMMUNITY COLLEGE

Page 1 of 1
RL“O DS RETENTION SCHFDULE NUNBER 21 "~

OFFICE: COLLEGE FACILITIES

-

Description and Retention

'GENERAL_CORRESPONDENCE AND OFFICE FILES, 1967 ~ -
Correspondence, memoranda, and miscellaneous- subject files relatlng to the
~activities of the office of the Director of College Facilities.

RETENTION: Three years . o

Office: May be destroyed after three years, Material having continuing
administrative,.legal, or historical value to be retained until
such value ends or dep031ted in the Archlves for permanent
retention,

CAPITAL PROJECTS RECORDS c.1967 ~ .
Records relating to capital development projects, 1nc1ud1ng legal, financial,
planning, construction, and state and federal funding files, as well as-
correspondence, reports, specifications, drawings, plans, and miscellaneous
materials, : : ' : : '

RETENTION: Permanent : -

fice:: Retain files on 1nd1v1dua1 prOJects for two years after prOJect
- formally closed. : .

Archives:  Permanent

- 34 -
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' MONTGOMERY CO:MUNITY COLLEGE - page 1 of 2

RECORDS RE'I‘LI\]'].‘IO"1 SCGHEDULE NUMBER 22

e

| US: CENTRAL ADMINISTRATION OFFICE: CENTRALIZED MAINTENANCE

Description and Retention

SPECIFICATIONS, PLANS, AND DRAWINGS, 1890 -

Specifications, plans, and drawings of bulldlngs, systems, and equipment
now in service.

_RETENTION: Permanent :
Office: Permanent _ . —

CENTRALIZED MAINTENANCE ACCOUNTS FILES, 1969 -

Records of supplies and gjuipment ordered for college facilities, including
requisitions and related papers providing a full description of each item
ordered and why it was needed,

" RETENTION: Retain for the life of the equlpment and for three years thereafter
Office: . For total retention period and destroy

LAWS, CODES, RULES, AND POLICIES, 1965 - . "~

Records relating to legal requirements and established Co11ege p011c1es
governlng college fac111t1es. '

RETENTION: Permanent
Office: Permanent

MAINTENANCE PROGRAMS FILE, 1920 - :
Specific information, including correspondence, memoranda literature, etc.,
' regarding buildings, systems, and equipment in service.

RETENTION: Three years
Office: May be destroyed after three years, Material having continuing

administrative or legal value to the office to be retalned
" until such value ends,
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MONTGOMERY COMMUNITY COLLEGE o . =
) . . E{‘;‘ i
Page- 2 of 2 g2t
RECORDS -RETENTION SCHEDULE NUMBER _ 22 . ’ . ‘g.ﬁ
Hill
‘ f L’{
#E ;: CENTRAL ADMINIS TRATION - OFFICE: CENTRALIZED MAINTENANCE '% E
Description and Retention }
INSPECTION SHEETS, 1971 - ' i il
Equipment check forms prepared daily by stationary engineers, § f
& |REIENTION:  Three years | |
x Office: One year . » . i
Archives: Two years and destroy ' i
. - N f }
. ? :
SERVICE REQUESTS RECORDS, 1970 - |
Service request forms, with record of work completed. ;E“ i
RETENTION: Three years ) i
Office:  One year ;
Archives: Two years and destroy- ih
iy
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‘MONTGOMERY COMMURITY COLLEGE :
-Page 1 of 2

RL"O?DS RLIE VIION SGHFDULL NUHBLh’23

«rJS: TAKOMA PARK CAMPUS

OFFICE: CAMPUS DEAN

-
s
e

" Description and Retention

GENERAL CORRESPONDENCE AND OFFICE FILES, 1967 - .
Correspondence, memoranda, and miscellaneous subject files relating to the
activities of the offlce of the Campus Dean, Takoma Park Campus.

- RETENTION: Three years

Office: May be destroyed after three years.< Material having continuing

administrative, legal, or historical value to be retained until -

such value ends or deposited in the Archives for permanent
_retentlon.

FACULTY PERSONNEL FOLDERS/TP 1946 -

- Materials collected at time of employmént, including appllcatlon form aﬂd

letters of recommendation, copies of salary action authorizations,
evaluation materials, and other papers relating to the individual's
full-time or part-time employment with the College.

RETENTION: Twenty years after termination of employment
Office:.  Retain while active and for two years after termination
of employment. Permanent personnel records retained
: . by the Finance office,
Archives: Eighteen years and destroy

CAMPUS 'ASSEMBLY RECORDS /TP, 1967 -
Minutes of the proceedings of the Takoma Park Campus Assembly, 1ts
permanent commlttees, and any related records,

RETENTION: Permanent
Office: Two years; office of record
Archives: =~ Permanent : A -
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- MONTGOMERY COMMUNITY COLLEGE

-RECORDS RETENTION SCGHEDULE NUMBER 23

Page 2 of 2

“Eh T,

. TAKOMA PARK

OFFICE: CAMPUS DEAN

Description and Retention

ANNUAL REPORTS/TP, c,1965 -

RETENTION:
Office:
Archives:

Permanent
Two years
Permanent

Annual reports of academic departments and admlnlstratlve offlces

on the Takoma Park Campus.

FACULTY LEAVE REPORTS /TP,

¢.1970 -

office.

RETENTION:
Office:
Archives:

Permanent
Two years
Permanent

‘ Original leave reports signed by Campus faculty when leave is taken.
These records support the bi-weekly report forwarded to the Payroll

ADMINISTRATORS ' LEAVE REPORTS /TP, ¢.1967 -

taken,.

Office:
Archives:

- RETENTION:

Payroll office.

Permanent-
Two years
Permanent

Original leave reports signed by Campus administrators when leave is
These records support the bi-weekly report forwarded to the
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MONTGOMERY COMMUNITY COLLEGE ' "Page 1 of 1

" RECORDS RETENTION SCHEDULE NUMBER: 24

CoPUS:

TAKOMA PARK CAMPUS ) - 'OFFICE: BUSINESS MANAGER

-

s

" Description and Retention -

- GENERAL CORRESPONDENCE AND OFFICEAFILES 1967 -

Correspondence, memoranda, and miscellaneous subject files relatlng
to the activities of the offlce of the Bu31ness Manager.

RETENTION: Three years _
Office: “May be destroyed after three years. Material having
' continuing administrative, legal, or historical value
to be retained until such value ends or deposited in
the Archives for permanent retention.

- 40 -




MONTGOMERY COMMONITY CULLEGE

' Page 1 of 1
RECORDS RETENTION SGHEDULE NUMBER 25
TAKOMA PARK CAMPUS |OFFICE: SECURITY SERVICES

Description and Retention

SECURITY LOG BOOKS AND OFFENSE REPORTS /TP, c.1965 -
Daily record of security checks and offenses committed, and offense
reports prepared as required, -

RETENTION: Twenty years
Office: Five years .
Archives: TFifteen years and destroy

PARKING TICKETS/TP 1968 ~-
Copies of parking tickets issued on the Takoma Park Campus.,

RETENTION: Retain for three years after ticket paid or untll audited,
: » whichever is longer
Office: For total retention period and destroy

-

VEHICLE REGISTRATION CARDS /TP, 1950 -
Registration cards completed by Takoma Park students and employees,
including name, make of car, owner, tag number, and registration

number,

RETENTION:. Three years after termination of registration
Office: For total retention period and destroy-
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RECORDS RETERTION SCINDULE NUMBER 267 _ o o L{' ;
1
PARK Us . v FFICE: HUMANITIES AND SOCTIAL SCIENCE i
TAROMA PARK omr OFF1CE DIVISION OFFICE

7 _
Description and Retention : : g

.GENERAL CORRESPONDENCE AND OFFICE FILES, 1967 -
Correspondence, memoranda, and miscellaneous subject files relating to the - :
activities of the Humanities and Social Science Division office. :

_RETENTION: Three years, _ l

Office: May be destroyed after three years. Material having continuing

' administrative, legal, or historical value to be retained until - ) ‘

such value ends or deposited in the Archives for permanent ' p
|
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%T- . SUMMARIES OF COURSE CONTENT-HUMANITIES /TP, 1967 -

éﬁ, " Copies of course objectives, course outline, and final examination for all

%T courses offered in the Division of Humanities and Social Sciences. _ -

T

RETENTION: Five years
Office: Two years : _ ;
‘Archives: Three years and destroy, except that materlals having = = ;
‘ ‘administrative value during re-accreditation periods i

to be retained until such value ends, ' A - (

(.

N . | : 5

“ DEPARTMENT~CHAIRMEN'MEETINGS-HUMANITiES/TP, 1967 -: .
' Minutes of the proceedings of Department Chairmen meetings, Division A : .
of Humanities and Social Sciences, and any related papers. C

RETENTION: Permanent
Office: " Two years
Archives: Permanent
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MONTGOMERY COMMUNITY COLLEGE :
Page 1 of 1

_RECCRDS RETENTION SCHEDULE NUMBER _ 27
.JO, TAKOMA PARK CAMPUS OFFICE: %%g?%%ATICS AND SCIENCE DIVISION

"Bescription and Retention

GENERAL CORRESPONDENCE AND OFFICE FILES, 1967 -

Correspondence, memoranda, and mlscellaneous subject files relatlng to the
activities of the Mathematics and Science Division office.

_RETENTION: Three years :
Office: May be destroyed after three years. Material having continuing
administrative, legal, or historical value to be retained
. until such value. ends or dep031ted in the Archives for .
permanent retention, ’ '

SUMMARIES OF COURSE CONTENT-MATH & SCIENCE TP, 1968 - ' -
Copies of course objectives, course outline, and final examination for
all courses offered in the Division of Mathematlcs and Science.

RETENTION: Five years

Office: Two years ’ : ~

Archives: . Three years and destroy, except that materials having
‘administrative value during re-accreditation periods
to be vetained until such value ends.

DEPARTMENT CHAIRMEN MEETINGS-MATH & SCIENCE ‘TP, . . -~
Minutes of the proceedings of Department Chairmen meetings, Division
of Mathematics and Science, and any related papers.

RETENTION: Permanent
‘Office: Two years
Archives:  Permanent

- 43 -

PH

g




MONTGOMERY COMMUNITY COLLEGE

- . . i Page 1 of 4
RECORDS RETENTEON SGHEDULE NUMBER 28 | -
TAKOMA PARK CAMPUS  |OFFICE: STUDENT SERVIGES

Description and Retention

GENERAL CORRESPONDENCE AND OFFICE FILES, 1965 -
Correspondence, memoranda, and mlscellaneous subject files relatlng to the
act1v1t1es of the office of Student Services,

. RETENTION: Three years’

Office: May be destroyed after three years. Material having continuing -
administrative, legal, or historical value to be retained until -

such value ends or deposited in the Archives for permanent
: retentlon.

STUDENT PERMANENT RECORD CARDS /TP, 1946 - :

Official record of grades received by all students currently or formerly
" enrolled at the Takoma Park campus and at some off campus extension

centers,

RETENTION: Permanent
Office: Permanent C :
‘Archives: ~ Records for 1946-1967 on microfilm to be retalqed permanently
"~ ‘Disposition of hard copy records for these years to be
determined by the Dean of Student Affairs,

- -

STUDENT FOLDERS /TP, 1964 - :
Application form, transcripts, test scores, acceptance letter, counselor
interview notes, unsatisfactory progress reports, copies of mid- -semester
and final grades, and any miscellaneous items.. :

RETENTION: Retain while student is enrolled and for four years thereafter
Office: For total retention period and destroy after verifying that
e Permanent Record Card is intact. '

BLISS ELECTRICAL SCHOOL STUDENT GRADE RECORDS, 1910-1950.
Grade records of students who attended Bliss Electrical School, including
Grade Books, 1910-21, Grade Cards, 1922-50, and a card index.

RETENTION: . Permanent

Office: " Transfer to Archives - : - .

Archives: Retain microfilm copy permanently, Disposition of hard copy
' records to be determined by the Dean of Student Affairs.

- 44 -
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:MONTGOMERY COMMUNITY COLLEGE

: v . Page 2 of 4
RECORDS RETENTION SGHEDULE NUMBER 28
PUS: TAKOMA PARK OFFICE: STUDENT SERVICES

- Description and Retention

US NAVY ELECTRICIAN'S MATES SCHOOL STUDENT GRADE RECORDS, 1942-45; 1951-53,
.Grade cards for naval persoﬁﬁel enrolled in the program conducted by Bliss
Electrical School, 1942-45, and Montgomery Junior College, 1951-53,

"RETENTION: Permanent

Office: Transfer to Archives : _ o

Archives: Retain microfilm copy permanently. Disposition of hard copy
records to be determined by the Dean of Student Affairs.

4

e CARVER JUNIOR COLLEGE STUDENT GRADE RECORDS., 1950-1956. .
A very small, incomplete set of grade cards for students enrolled at
Carver Junior College.

RETENTION: Permanent

Office: ~ Transfer to Archives .

Archives: Retain microfilm copy permanently. Disposition of hard copy
* records to be determined by the Dean of Student Affairs.

" DENTAL ASSISTING GRADE RECORDS, 1966-1972. _
Grade records of students who enrolled in non-credit Dental Assisting
evening courses offered on the Takoma Park Campus.

RETENTION: Permanent
Office: Transfer to Archives
Archives: Permanent

P —......,»-——ﬂanx-. -

ﬂ SCIENCE SEMINARS ATTENDANGE RECORDS , 1964 1966,

Attendance records of public school teachers who part1c1pated in various
science seminars offered at the Takoma Park Campus.

RETENTION: Permanent
Office: Transfer to Archives
Archives: Permanent

f STUDENT GRADE VERIFICATION BOOKS/TP, 1950 -

of each course and signed by instructor.

RETENTION: Permanent
Office: Two years
Archives: Permanent . : . .

DPS sheets recording students' names and final grades recelved in each section




- MONTGOMERY COMMUNITY COLLEGE

. o : . ' Page 3 of 4
RECORDS RETENTION SGHEDULE NUMBER 28 o :
a[PUS: . TAKOMA PARK -~ |OFFICE: STUDENT SERVICES

-

; Y ’ Description and Retention

. REGISTRATION SOURCE DOCUMENTS ‘TP, 1965 - ) )
“{Various forms and listings, including Program of Studles which document the
early registration, regular registration, and late reglstration_of students.
These are non-record source documents. Information of continuing value -is
located in the Student Grade Verification books and in the Student Permanert
Record Cards., Official enrollment -data is maintained in the office of
Institutional Research and Analysis. :

RETENTION: Two years

o Office: = Two years and destroy

“i. . |STUDENT CLASS LISTS/TP, 1969 -

i _ |DPS sheets recording the names and social security numbers of studéents

5 1in each section of each course. These are. non-record source documents !
% maintained for purposes of registration. Information of contianuing %
2% value is located in the Student Grade Verification books and in the !
E Student Permanent Record Cards. Official enrollment data is maintained *
b by the office of Institutional, Research and Analysis. |
?-é. RETENTION:A One year j
%% : Office: One year and destroy

=

., |STUDENT GHANGE OF SCHEDULE FORMS/TP, 1969 - E
) Coples of drop-add forms recordlng changes in students' schedules.

IRETENTION: Three years :
Office: Three years and destroy

TR
k]

i
. |STUDENT FINANCTAL AID FOLDERS /TP, 1967 - - .
' Record of all financial aid received by individual students, including
application form, parent's (or student's) confidential form, fimancial ' ,

need analysis report, award letter, reply sheet, and any miscellaneous
supporting documents. : ‘ '

RETENTION: Retain six years after the close of the fiscal year in which
: the expenditure was made or for that period of time required
by federal and state records retentlon regulatlons whichever
; “is longer.
E Office: Retain for two years after student ceases to receive aid
S Archives: For total retention period and destroy '
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MONTGOMERY COMMUNITY COLLEGE

. , Page 4 of 4
RECORDS RETENTION SCHEDULE NUMBER 28

. OFFICE: STUDENT SERVICES

Description and Retention

STUDENT FINANCIAL AID HISTORY/TP, 1971 - ,
Periodic listing of basic information,relating to aid provided to all
students, including names, social security numbers, test scores,.
financial need, amount awarded, and program. Only the end of the
academic year run is retained. : ' ' ’

RETENTION: Permanent

Office: Retain until no longer requlred for 1mmed1ate reference,
' . then deposit in Archives :
Archives: Permanent

STUDENT MEDICAL RECORDS /TP, 1968 -

Records of physical examinations given at admission, examinations given
to athletes, accident reports, Nursing Program immunization records,
and miscellaneous. items, '

RETENTION: (a) Five years for Nursing Program . immunization records

< (b) Three years for all other records
ffice: For total retention period and destroy

STUDENT;FACULTY DISCIPLINARY BOARD/TP, 1970 -
Correspondence and miscellaneous papers recording the proceedings. and
actions of periodically convened disciplinary boards.

RETENTION: Ten years .
Office: Ten years and destroy

STUDENT ACTIVITIES CONTRACTS, c. 1965 -~

by the student program council at the Takoma Park Campus.

RETENTION: Six years
Office: Six years and destroy, office of record

Contracts between the College and entertainers or others who are emoloyed'

STUDENT GOVERNMENT RECORDS /TP, 1968 .
Minutes of the proceedings of the Takoma Park Student Assoc1atlon, the
Student Senate, and any related records. :

RETENTION: = Permanent
Office: Two years; office of record
Archives: Permanent




- MONTGOMERY COMMUNITY COLLEGE

. _ o "Page 1 of 1
;REQORDS RETENTION SCHEDULE NUMBER 29

. pUS: TAKOMA PARK CAMPUS . OFFICE: BOOKSTORE

’ : 3

3 o - Description and Retention

BOOKSTORE FINANCI L RECORDS/TP 1967 -

Records documentinyg the operatlons of the Campus bookstore, 1nc1ud1ng'
the following: c. :: register reports; cash receipts; inventories;

cash register tz;,...:; bookstore purchase orders, including supporting
requisitions, inwv.ices, and related materials; book returns records,
including reques: forms, freight bills, and credit memoranda;
students' charge vecords, including letter of authorization, copy _ {
of bill for books and supplies received, and copy of cash recelpt
recelved after payment made to the Cashier.

:RETENTION: (a) " Retain bookstore purchase orders -and supportlng
' documents for four years or until audited,
whichever is longer.

(b) Retain all other records for six years or untll -
' audited, whichever is longer.

Office: Two years

Archives: (a) Two years and destroy ,
(b) - Four years and destroy = -




MONTGOMERY COMMUNITY COLLEGE S S e
' ' Page 1 of 1

- RECORDS  RETENTION SCUELDULE NUMBER 30

: TAKOMA PARK CAMPUS " OFFICE: FOOD SERVICES

Description and Retention

CAFETERTA FINANCIAL RECORDS /TP, 1970 - . o M
‘Records documenting the operations of the Campus cafeterla including - - S
the following: income record of receipts; cash register reports; T
inventories; purchase forms listing payments to vendors; invoices ‘
~from vendors; cash register tapes; request forms for cafeteria

services and related reports. o

RETENTION: Six years or until audited, whlchever is longer
" Office: One year .
Archives: Five years ‘and destroy




MONTGCOMERY COMMUNITY COLLEGE
' ' Page 1 of 2

" .'RECORDS RETEHTION SGHEDULE NUMBER _ 31

:070S: ROCKVILLE CAMPUS . OFFICE: CAMPUS DEAN

Description and Retention

GENERAL CORRESPONDENCE AND OFFICE FILES, 1967 - :
Correspondence, memoranda, and mlscellaneous subJect files relatlng to the
activities of the offlce of the Campus Dean, Rockville Campus.

RETENTION: Three years ' .

‘Office: May be destroyed after three years. Material having continuing
administrative, legal, or historical value to be retained until
such value ends or dep051ted in the Archlves for permanent
retention. : :

FACULTY PERSONNEL FOLDERS/RK 1965‘

Materials collected at time of employment, including appllcatlon form and
letters of recommendation, copies of salary action authorizations,
evaluation materials, and other papers relating to the individual's
full-time or part-time employment with the College.

'RETENTION:' Twenty years after termination of employment
Office: "Retain while active and for two years after termination of
' - employment. Permanent personnel records retained by the
Finance office.
Archives: Eighteen years and -destroy

CAMPUS ASSEMBLY RECORDS /RK, 1967 - ‘
Minutes of the proceedings of the Rockville Campus Assembly,'lts
permanent committees, and any related records, :

RETENTION: Permanent
Office: - Two years; office of record.
Archives: Permanent

ANNUAL REPORTS/RK 1965 - .
Annual reports of academic departments and admlnlstratlve offlces on the
Rockville Campus.,

RETENTION: Permanent
Office: = "Two years
Archives: Permanent

i
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nONTGOMERY COMMUNITY COLLEGE Page 2 of

‘RECORDS RETENTION SCHEDULE NUMBER 31

2

' MPUS: ROCKVILLE A OFFICE: CAMPUS DEAN

a

Description and Retention

FACULTY LEAVE REPORTS/RK, c., 1970 -
Original leave reports signed by Campus faculty when leave is taken.

records support the bi-weekly report forwarded to the Payroll office.

RETENTION: Permanent
Office: Two years
Archives: Permanent

The -

ADMINTSTRATORS' LEAVE REPORTS/RK, c. 1967 -

‘Original leave reports signed by Campus administrators when leave is

" taken. These records support the bi-weekly report forwarded to the-
1 Payroll office.

| ' RETENTION: Permanent ‘ L e
Office: =~ Two years ' ' ' ‘
Archives: Permanent




MONTGOMERY COMMUNITY COLLEGE

: Page 1 of 1
RECORDS RETENTION SCHEDULE NUMBER 32 , -

Q;Us : ROCKVILLE CAMPUS

OFFICE: CAMPUS FACILITIES MANAGER

Description and Retention

GENERAL. CORRESPONDENCE AND QFFICE FILES, 1969 -.

RETENTION: -
Office:

Correspondence, memoranda, apd miscellaneous subject files relating to
‘the activities of the office of the Campus Facilities Manager.

Three years

May be destroyed after three years., Material having continuing
administrative, legal, or historical value to be retained until

~such value ends or deposited in the Archives for permanent

retention,

; SPACE RESERVATION FILE/RK, 1969 -

papers,

RETENTION:
Office:
Archives;

Record of all events taking place on the Rockville Campus requiring the use
- of College facilities, including original request, reservation form, copy
of receipt indicating payment has been made to Cashier, and any related

Ten years ,
Five years , ' ~

Five years and destroy
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MONTGOMERY COMMUNITY COLLEGE C
_ ' ‘ Page 1 of 1
. RECORDS RETENTION SGHEDULE NUMBER 33

.
o)

~ugdsS:

ROCKVILLE CAMPUS . N OFFICE: SECURITY AND SAFETY

Description and Retention

GENERAL CORRESPONDENCE AND OFFICE FILES c, 1969 -

- Correspondence, memoranda, and miscellaneous subject files relatlng to'

the act1V1t1es of the offlce of the Director of Securlty and Safety.

.RETENTION Three years

Office: May be destroyed after three years. Material having continuing
administrative, legal, or historical value to be retained until

such value ends or deposited in the Archives for permanent
retention., :

SECURITY LOG BOOKS AND OFFFNSE REPORTS /RK, 1969 -
Daily record of security checks and offenses committed, and offense

_reports prepared as requlred

RETENTION: ‘Twenty years
Office: Five years
Archives: Fifteen years and destroy - ~

PARKING TICKETS /RK, 1965 -
Copies of parking tickets issued on the Rockville campus.

RETENTION: Retaln for three years after ticket pald or unt11 audited,
' "whichever is longer :
Office: For total retention period and destroy

VEHICLE REGISTRATION CARDS/RK 1965 -

Registration cards completed by Rockville students and employees, 1nc1ud1ng
name, make of car, owner, tag number, and reglstratlon number,

RETENTION:‘ Three years after termination of registration
Office: For total retention period and destroy *
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MONTGOMERY COJMUNLTY COLLEGE

A Page 1 of 1
_ RECORDS_RETENTION SCHEDULE NUMBER: 34 '

P

= . CAMPUS: ROCKVILLE CAMPUS . - OFFICL: ACADEMIC DEAN
%% y

%% ' végm - Description and Retention

i 1. GENERAL CORRESPONDFNCE AND OFFICE FILES, 1965 -

Correspondence, memoranda, and mlscellaneous subject f11es relating to the
act1v1t1es of the office of the Academic Dean,

;RETENTION: Three years

Office: May be destroyed after three years. Material having continuing
administrative, legal, or historical value to be retained until
. such value ends or dep031ted in the Archlves for permanent
retention.

SUMMARIES OF COURSE CONTENT/RK 1965 -

Copies of course objectives, course outline, and final examination for all
courses offered on the Rockv111e campus . . o

RETENTION: Five years

Office: (Department Chairmen) Five years and destroy, except that
material having administrative value during re-accreditation
periods to be retained until such value ends.

DEPARTMENT CHAIRMEN MEETINGS /RK, 1970 -

Minutes of the proceedlngs of Rockv111e Departmrnt Chalrmen meetings and
any related papers. -

RETENTION: Permanent
Office: Two years
Archives: Permanent

e g
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MONTGOMERY COMMUNITY COLLEGE < I
Page 1 of 1 o
RECORDS RETENTION SCHEDULE NUMBER _35
' AMPUS: ROCKVILLE OFFICE: EDUCATIONAL RESOURCES i
tem . . d R .
‘0 Description an etention

i. ] GENERAL CORRESPONDENCE AND OFFICE FILES, 1969 - S
Correspondence, memoranda, and miscellaneous subject files relating to
.the activities of the office of the Director of Educational Resources.’

'RETENTION: Three years A .

Office: May be destroyed after three years. Material having continuing
administrative, legal, or historical value to be retained until
such value ends or deposited in the Archives for permanent '

- retention.
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MONTGOMERY COMMUNITY COLLEGE

’ : h . Page 1 of 4
RECORDS RETENTION SCHEDULE NUMBER 36 -
3 4PUS: ROCKVILLE CAMPUS | . OFFICE: STUDENT SERVICES
imA Description and Retention ‘

§ 1, | GENERAL CORRESPONDENCE AND OFFICE FILES, 1967 -
i : Correspondence, memoranda, and miscellaneous subject files relatlng to the
@’. activities of the office of Student Services, ‘
é ' - RETENTION: Three years _
b -} Office: May be destroyed after three years. Material having continuing ;

‘ ' administrative, legal, or historical value to be retained until t
3 1 " such value ends or deposited in the Archlves for permanent i
%' : ‘ . ‘retention,
% 2, STUDENT PERMANENT RECORD CARDS /RK, 1967 -

Official record of grades received by all students currently or formerly

‘enrolled at the Rockvllle campus- and at some off-campus extension centers.
A RETENTION: Permanent
% Office: - Permanent
§ : -
i . : . . _ ‘ ‘ ‘ » ;
§; ‘3. STUDENT FOLDERS /RK, 1967 - : '
5 ' | Application form, transcripts, test scores, acceptance letter, counselor .
% w0 - interview notes, unsatisfactory progress reports, copies of mid-semester
g and final grades, and any miscellaneous items.

RETENTION:i'Retain while student is enrolled and for four years thereafter.
Office: - For total retention period and destroy after verlfylng ' -
’ that Permanent Record Card is intact,

4, STUDENT GRADE VERIFICATION BOOKS /RK, 1965 -
DPS sheets recording students' names and final grades recelved in each
section of each course and signed by instructor,

RETENIION: -Permanent
Office: Two years
Archives: Permanent
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MONTGOMERY COMMUNITY COLLEGE
- Page 2 of 4

REQORDS»RETENTION SCHEDULE NUMBER 36

QPUS‘: ROCKVILLE ' ’ OFT'ICE: STUDENT SERVICES

Description and Retention .

STUDENT CLASS LISTS/RK, 197L1.-

DPS sheets recording the names and social security numbers of students .
in each section of each course. These are non-record source documents
maintained for purposes of registration. Information of continuing '
value is located in the Student Grade Verification books and in the
Student Permanent Record Cards, Official enrollment data is maintained
by the office of Institutional Research and Analysis.

" RETENTION: One year
Office: ‘One year and destroy

STUDENT CHANGE OF SCHEDULE FORMS/RK, 1965 - - ' .
Copies of drop-add forms recording changes in students' schedules.

'RETENTION: Three years
Office: - Three years and destroy

REGISTRATION SOURCE DOCUMENTS /RK, 1965 -

.Various forms and listings, including Program of Studies, whlch document
the early registration, regular registration, and late registration of
students. These are non-record source documents, Informaticn of
continuing value is located in the Student Grade Verification books
and in the Student Permanent Record Cards. - Official enrollment data is
maintained in the office of Institutional Research and Analysis.

RETENTION: Two years
Office: - One year.
Archives: One year and destroy.

STUDENT FINANCIAL AID FOLDERS/RK, 1967 - . .

Record of all financial aid received by individual students, including
application form, parent's (or student's) confidential form, financial
need analysis report, award letter, reply sheet, and any miscellaneous
supporting documents. ' '

RETENTION: Retain six years after the close of the fiscal year in which
the expenditure was made or for that period of time required
by federal and state records retention regulations, whichever
is longer.

Office: Retain for two years after student ceases to receive aid

Archives: For total retention period and destroy

- 58 -
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MONTGOMERY COMMUNILTY COLLEGL _ :
e "Page 3 of 4
‘RECORDS RETENTION SCHEDULE NUMBER 36, |

-"L&Us: ROCKVILLE . - - |OFFICE: STUDENT SERVICES

-

el

s Description and Retention

STUDENT FINANCIAL AID HISTORY/RK 1969 -

Periodic listing of basic information relating to aid prov1ded to all’ students,
including names, social security numbers, test scores, financial need, amount
awarded, and program. Only the end of the academic year.run is retained.

RETENTION: Permanent . - .. ‘

Office: Retain until no longer requxred for immediate reference, then
‘ . deposit in Archives.
Archives: Permanent

STUDENT DEFERRED PAYMENTS RECORDS /RK, 1968 -

Application-agreements signed by students requesting the opportunity of -
making deferred tuition payments. '

RETENTION: Four years or until audited, whichever is.longer
Office: One year
Archives: Three years and destroy

.

'STUDENT MEDICAL RECORDS/RK 1969 -

Records of physical examinations given at admission, examlnatlons givern to
athletes, accident reports, a and miscellaneous items,

RETENTION: Three years
Office: . Three years and destroy

STUDENT FACULTY DISCIPLINARY BOARDS/RK, 1970 -

Correspondence and miscellaneous papers recording the proceedlngs and
actions of perlodlcally convened dlsc1p11nary boards.

RETENTION: Ten years

.Office: Ten years and destroy




X ' Page 4 of 4
'REQORDS RETENTION SCHEDULE NUMBER 36 :

* AMPUS : ROCKVILLE ‘ OFFICE: STUDENT SERVICES

cem

‘o Description and Retention

13. STUDENT ACTIVITIES CONTRACTS » c,1967 -
- Contracts between the College and entertainers or others who are employed by
the student program council at the Rockville Campus

RETENTION: Six years - : o
Office: Six years and destroy, office of record

14. | STUDENT GOVERNMENT RECORDS /RK, 1967 - -
“Minutes of the proceedings of the Rockville Student Association, the Student
Senate, and any related records. '

RETENTION: Permanent
Office: Two years; office of record.
Archives: - Permanent
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"MONTGOMERY COMMUNITY COLLEGE

| - ‘Page 1 of 1
" RECORDS RETENTION SCUEDULE NUMBER _ 37 :

«n'rus ROCKVILLE CAMPUS _ - OFFICE: CAMPUS CENTER (DIRECTOR'S OFFICE)

&gm g _ Description and Retention

hoooe
%; 1. "GENERAL CORRESPONDENCE AND OFFICE FILES, 1969 -
fg .»CorreSpondence, memoranda, and miscellaneous subject files relatlng to the -
%ﬁ activities of the office of the Director of the Campus Center and Services.

. RETENTION: Three years ‘
Office: May be ‘destroyed after three years. Material having continuing
~ administrative, legal, or historical value to be retained until

T

ki
5 . such value ends or dep031ted in the Archives for permanent
ﬁ retention.

8,

B

2. CAMPUS CENTER FINANCTAL RECORDS, 1969 - :

’ Cash reports, cash register detail tapes, and other non-duplicate financial
records documenting the financial operations of the various auxilliary
enterprises under the supervision of the D1rector of the Campus Cernter and
Services.

RN

i3 |

v RETENTION: SlX years or unt11 audited, whlchever is longer.
Office: . One year
Archives: = Five years and destroy

-6l -




MONTGOWE Y COMMUNITY COLLEGE . . S

Page 1 of 1. ik
_jREQORDS RETENTION SCHEDULE NUMBER 38 '

.

QI;U-S: ROCKVILLE CAMPUS OFF ICE: BOOKSTORE

Description and Retention

BOOKSTORE FINANCIAL RECORDS /RK, 1965 -
Records documenting the operations of the Campus bookstore, including the
following: cash register reports; cash receipts; inventories; cash
register tapes; bookstore purchase orders; including supporting
requisitions, invoices, and related materials; book returns records,
including request forms, freight bills, and credit memoranda; students'’
charge records, including letter of authorizationm, copy of bill for
books and supplies received, and copy of cash receipt received after

. payment made to the Cashier, :

RETENTION: (a) Retain bookstore purchase orders and supporting
' . documents for four years or until audited,.
whichever is longer _

“(b) Retain all other records for six years or until
audited, whichever is longer, o
Office: ' Two years ‘ '
“Archives: (a) Two years and destroy
' (b) Four years and destroy

- 62 -
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MONTGOMERY COMMUNITY COLLEGE

fee:

: o Page 1 of 1
RECORDS RETENTION SCHEDULE NUNBER'39 A .

Gl

7 .ci‘ﬁ*'Js:‘ROCKVILLE CAMPUS ~ |OPTFICE: FOOD SERVICES
gem . s e . s
v0. o . Description and Retention

EERE R AR

1. | CAFETERIA FINANCIAL RECORDS/RK, 1965 - ~
| Records documenting the operations of the Campus cafeteria, including the
following: income record of receipts; cash register reports; inventories;
purchase forms.listing payments to vendors; invoices from vendors; cash

_ register tapes; requegt forms for cafeteria services and related reports.

b Bk

RETENTION: Six years or until'audited, whichever is longer
Office: - One year ' ' '
. Archives: Five years and destroy
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RECCRDS RETENTION SCHEDULE NUMBER 40

.57US: ROCKVILLE CAMPUS " |OFFICE: RECREATIONAL SERVICES

Description and Retention

{[ ‘MONTGOMERY LANES FINANCIAL RECORDS/RK, 1969
'} Records documenting the operations of the bowling lanes and recreational
areas, including the following: report of receipts; cash register reports;
cash receipts; cash register tapes; copies of receipts given to bowling
~ leagues for payment; manager's control sheets; physical education sheets;
bowling sheets; billiard cards; inventories; accountlng ledger summarlzlng
income and expendltures.

RETENTION: Six years or until audited,. whlchever is longer.
. Office: One year
- Archives: Five years and destroy
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MONTGOMERY COMMUNITY COLLEGE

RECORDS -RETENTION SCHEDULE NUMBER 41 Page 1 of 2

SAMPUS: GERMANTOWN

OFFICE: CAMPUS DEAN

R PR S

cem Description and Retention
. XO.
1. GENERAL CORRESPONDENCE AND OFFICE FILES, 1973 -
: Correspondence, memoranda, and miscellaneous subject files relatlng to the
activities of the office of ‘the Campus Dean, Germantown Campus.
RETENTION: Three years ,
Office: May be destroyed after three years. Material having continuing.
: administrative, legal, or historical value, including records
documenting the educational and physical plannlng of the
Campus, to be deposited in the Archives for permanent retention
when no longer required for immediate reference,
2. FACULTY PERSONNEL FOLDERS /GR, 1973 - :
Materials collected at time of employment, including application form and
letters of recommendation, copies of salary action authorizations
evaluation materials, and other papers relating to the individual's
full-time or part~time employment with the College.
RETENTION: Twenty years after termination of emplo&ment'
Office: Retain while active and for two years after termination of
employment., Permanent personnel records retained by the
Finance office,
_Archives: Eighteen years and destroy
-3. ANNUAL REPORTS/GR 1973A—

Annual reports of academlc departments and administrative offlces on the
Germantown Campus,

RETENTION: Permanent' : ) —
Office: Two years S .
Archives: Permanent

R Iy e
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MONTGOMERY COMMUNITY COLLEGE
L - | Page 2 of 2
“RECORDS RETENTION SCHEDULE NUMBER 4!

L —

CAMPUS: GERMANTOWN

OFFICE: CAMPUS DEAN

%sm 7 Description and Retention °

4, | FACULTY LEAVE REPORTS/GR, 1973 -
Original leave reports 51gned by Campus faculty when leave is taken. These
records support. the bi-weekly report forwarded to the Payroll office.
RETENTION: Permanent - )
Office: Two years R S
Archives: Permanent

5. | ADMINISTRATORS' LEAVE REPORTS/GR, 1973 -

Original leave reports signed by Campus administrators when leave is
taken. These records support the bi-weekly report forwarded to the

.Payroll offlce.

RETENTION: - Permanent
Office: Two years
Archives: Permanent
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