
RECORDS RETENTION AND DISPOSAL SCHEDULE 
C-668 

Page 
No. 1 of 3 

Agency 
St. Mary's County 

Division 
Finance - Data Services 

Item 
No. Description Retention 

2. 

A. 

Chart of Accounts 

Printout by Accounty number identiftying names 
and subdivisions of each account number. This is the 
key to the accounts system. 

General Ledger 

Prior to 1963 the General Ledgers give the year and 
month, the account number and title of the account 
with monthly posting and totals carried forward. 
After the introduction of punched cards and printouts 
in 1963, the ledgers have been arranged by account 
number and title of the account, the amount with 
totals carried forward, the annual budget 
authorization and the net difference with totals 
carried forward. After 1989 the printouts for the 
General Ledger became summaries with detailed 
information now residing in the following reports: 
Accounts Activity Report, Trial Balance Report and 
Disbursement Journal (items 3-5). 

Accounts Activity Report 

Detailed report of activities in each account 
administered by the County Finance department listed 
by Account Number. Includes disbursements and 
revenues. Issued monthly and with 1 yearly report. 
Prior to July 1989 this report was known as Detail 
Budget Report. 

Trial Balance 

Listing containing cash trial and trial balance sheets 
for bank accounts. Accounts are listed by number, 
name, beginning balance, and ending balance. Reports 
are issued monthly. This detailed information 
on bank accounts is not contained in the General 
Ledger. 

PERMANENT. Retain in office 
until superceded. Transfer 
older versions to County 
Records Center and Archives* 

PERMANENT. Retain in office 
3 years, thereafter transfer 
to County Records Center and 
Archives* 

PERMANENT. Retain in office 
3 years, thereafter transfer 
to County Records Center and 
Archives.* 

PERMANENT. Retain in office 
3 years, thereafter transfer 
to County Records Center and 
Archives.* 

Schedule approved by Department, 
Agency, or Division Representative 

U _ D a t e 

Schedule authorized by 

State Archivist 
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5. 

6. 

Disbursement Journal 
Printout listing all disbursements/expenditures by 
County Finance Department. Gives check number, 
payee, date, amount and account number. This report 
provides detailed backup for summaries in the 
General Ledger. 

Expenditure Guideline in Detail 
Printout listing all payments made by County 
Departments in monthly accumulations. Report 
identifies expenditures and budget adjustments in 
detail. 

Cash Receipts and Disbursement Journals 

a. Reports for 1949-1954 
During this period of time the General Ledgers 
are missing and the Cash Receipts and Disbursement 
Journals are the only available records of final 
entry. 

b. 1955 - 1963 Reports 
Cash Receipts and Disbursement Journals were 
maintained until 1963 and the implementation of 
a punched card system. 

Printout Reports 
Disbursement Edit Listing by Line Item Number 

Disbursement Edit Listing/Disbursement Authorization 

Revenue Guideling 

Receipts Register 

Receipts Edit Listing/Receipts Authorization 

Receipts Edit Listing by Line Item Number 

Check/Warrent Ledger 

Schedule of Bills Payable by County Commissioners 

Open Encumbrance Calendar/Encumbrance Edit List 

Open Encumbrances by Account and P.O. Number 

Budget Amendment Edit Listing & Authorization 

Budget Amendments Journal Entry 

PERMANENT. Retain in office 
3 years, thereafter transfer 
to County Records Center and 
Archives. 

PERMANENT. Retain in office 
3 years, thereafter transfer 
to County Records Center and 
Archives. 

a. Retain PERMANENTLY.* 

b. Destroy. 

Retain 2 years or until all 
audits completed, whichever 
is later, thereafter destroy. 

Same as Item 8 

Same as Item 8 

Same as Item 8 

Same as Item 8 

Same as Item 8 

Same as Item 8 

Same as Item 8 

Same as Item 8 

Same as Item 8 

Same as Item 8 

Same as Item 8 
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Transaction General Ledger 

Journal Entries Edit Listing by Line Number 

Payroll Interface/Journal 

Manual Checks 

Bank Reconcilations 

CashReceipts & Journal Entries 

Same as Item 8. 

Same as Item 8. 

Same as Item 8. 

Same as Item 8. 

Same as Item 8. 

Same as Item 8. 

*If no County Archives is 
maintained, transfer to 
State ''Ar,chiV(es:,t...jfbc 



JJ4STKUCT IONS- - T V P E OR P R I N T A 
S E P A R A T E FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 550 -1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
JJ4STKUCT IONS- - T V P E OR P R I N T A 
S E P A R A T E FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 550 -1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PACE ( OF 

~ ^ ^ E F A R T M E N T / A C E N C Y 
St. Mary's County 

2. DIVISION 
Finance 

3. UNIT 
Data Services 

DEFINITION-RECORD SERIES- A O R O U P °r R E L A T E D R E C O R D S N O R M A L L Y F1 L E D A N D U S E D A S A U N I T TOR 
R E F E R E N C E A S B E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 

Chart of Accounts 
8. EARLIEST YEAR/LATEST YEAR 

1989,- TO 

RECORD SERIES DESCRIPTION | B R " T R U V B B B C R I B E T H E T Y P E S O P INFORMATI O N / D O C U M E N T S / F O R M S P O U N D 
IN THE SERIES. INC L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Printout by Account number identifying names of each account. This is the key 
to the accounts system. 

7. RECORD SERIES FORMAT(S) 

O LETTER SIZE ° MICROFILM 

• LEGAL SIZE • COMPUTER TAPE 

M^BOUND BOOK O FLOPPY DISK 

° AUDIO TAPE D VIDEO TAPE 

gxOTHER(SPEC I FY J 

printout in binder 

8. RECORD SERIES SEQUENCE 

xfi ALPHABETICAL 

a NUMERICAL 

O CHRONOLOGICAL 

• GEOGRAPHICAL 

D OTHER(SPEC I FYJ 

VOLUME 
x g FILE DRAWER(S) 
• MICROFILM REEL(S J 

• 25 • COMPUTER TAPE(S) 
N U M i 3 C f t O OTHER! SPEC I FY) 

10. ANNUAL ACCUMULATION 
XB FILE DRAWER(S) 

2 5
 0 MICROFILM REEL(S] 

hbUbgR D COMPUTER TAPE(S) 
• OTMER(BPErMFY) 

I I F I L E IS U S E D 
xfi D A I L Y O WEEKLY D MONTHLY 

12. FILE BECOMES INACTIVE AFTER 
• MONTH{S) xB YEAR(S) 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 

Governmental Center - Data Services Office 

14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
( I F Y E S , S P E C I F Y /.OENCY O R O F F I C E ) 
O Y E S JBCNO 

15. ACCESS RESTRICTIONS • YES S^NO 
(IF Y E S , C I T E LAW(s) * RBOULATION(S) 

16. AUDIT REQUIREMENTS 

xS NONE • STATE • FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (IF Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D B A R E / S O F T W A R E ) 

O Y E S Rx NO 

I 8 . RECOMMENDED RETENTION 

Permanent. Retain in office until superceded 
or revised. Transfer superceded-copy to 
County Records Center and Archives. 

NAME AND TITLE OF PREPARER 
J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 I . D A T E 

6/22/90 

DCS 550-4 (REVISED 2/87) 



1NSTRUCT1 Q M S - - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 8B0-1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
1NSTRUCT1 Q M S - - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 8B0-1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PACE OF g?^ 

"^^EPARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

S. UNIT 
Data Services 

DEFINITION-RECORD SERIES- A O B O U F ° R * " L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R F O B E B •_ 

I . R E C O R D S E R I E S T I T L E 
General Ledger 

EARLIEST YEAR/LATEST YEAR 
1087- TO 

8. RECORD SERIES DESCRIPTION j B R , I I ' ' l - V D E S C R I B E T H E T Y R E S OF" IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
IN THE SERIES. INCLUDE T H E F U R F O S C O R F U N C T I O N O F T H E S E P I E S ) 

Printout listing of revenue and expenditure activities for County. Since 1982 
detailed information on accounts has been printed in other reports, leaving the 
General Ledger as summary data. 

7. RECORD SERIES FORMAT(S) 
O LETTER SIZE • MICROFILM 
D LEGAL SIZE • COMPUTER TAPE 

^fepOUND BOOK • FLOPPY DISK 
D AUDIO TAPE O VIDEO TAPE 
D^DTHER(SPEC I FY) 

printout in binder 

6. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
H NUMERICAL 

X§. CHRONOLOGICAL 
• GEOGRAPHICAL 
O OTHER(SPEC I FY) 

11 FILE IS USED 
• DAILY • WEEKLY x5 MONTHLY 

13. CURRENT LOCATION!S) ( BLDG.,FLOOR, ROOM J 

Governmental Center - Data Services Office 

8. VOLUME 

_5 
N U M B E R 

jft FILE DRAWER(S) 
• MICROFILM REEL(S) 
• COMPUTER TAPE(S) 
• OTHER! SPEC I FY) 

10. ANNUAL ACCUMULATI ON 
!ft FILE DRAWER(S) 

1 • MICROFILM REEL(S) 
NUMBER 0 COMPUTER TAPE(S) 

• O T M F B { S P F r - l F V ) 

12. FILE BECOMES INACTIVE AFTER 
3 O MONTH( S ) X 2 £ YEAR(S] 

14 S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
( I F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
® ( Y E S Q N O Disbursement Journal & Account 

Activity Reports 
1 6 . A U D I T R E Q U I R E M E N T S 

O N O N E 0 S T A T E D F E D E R A L I^SDEPEINDENT 

15. ACCESS RESTRICTIONS • YES xg NO 
(IF Y E S , CITE LA»(s) 6k RBOULATI O N ( S ) 

17. IS AN INDEX SYSTEM USED? (IF Y E S . E X P L A I N 

B F M E F L Y A N D D E S C R I B E A N Y HARDBARE./SOFTWARE ) 

D YES jflt NO 

18, RECOMMENDED RETENTION 
Permanent. Retain in office 3 years,.^ •. 
thereafter transfer to Count,y-'R̂ c 
Center and Archives. 

NAME AND TITLE OF PREPARER 

J. Blodgett 

20. TELEPHONE NUMBER 

(301) 475-7844 

21. DATE 
J 

DGS 550-4 (REVISED 2/87) 

6/22/90 



1 M S T R L K ^ T 1 Q M S - - T Y P E O R P R I N T A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880 -1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
1 M S T R L K ^ T 1 Q M S - - T Y P E O R P R I N T A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880 -1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE J ! OF 

" l^^EFARTMENT / AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

3. UNIT 
Data Services 

DEFINITION •RECORD SERIES-* a R O U ' , °r " " L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

] 4. RECORD SERIES TITLE 

Accounts Activity Report 
8. EARLIEST YEAR/LATEST YEAR 

July 1989- TO 

6. RECORD SERIES DESCRIPTION (» R""' L- V B « C R I B E T H E T Y P E S O F IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
•IN T H E S E R I E S . I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Detailed report of activities in each account administered by the County by Account 
Number. Includes disbursements and revenues. Issued monthly and with 1 yearly 
report. Prior to July 1989 report was known as Detail Budget Report. 

7. RECORD SERIES FORMAT(S) 
O LETTER SIZE D MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 

J^fcpOUND BOOK • FLOPPY DISK 
U AUDIO TAPE O VIDEO TAPE 
ffxOTHER{SPEC IFY) 

printout in binder 

8. RECORD SERIES SEQUENCE 
D ALPHABETICAL 
D NUMERICAL 

xfi CHRONOLOGICAL 
0 GEOGRAPHICAL 
D OTHER(SPEC I FY) 

I 11 FILE IS USED 
D DAILY O WEEKLY X f l MONTHLY 

13. CURRENT LOCATION!S) ( BLDG.,FLOOR,ROOM) 

Governmental Center - Data Services Office 

9. VOLUME 
X B FILE DRAWER!S) 
• MICROFILM REEL(S) 

5 D COMPUTER TAPE(S) 
N U M B E n • OTHER!SPECI FY) 

10. ANNUAL ACCUMULATION 
xS FILE DRAWER!S) 

^ 5 O MICROFILM REEL(S J 
NUMbBtt D COMPUTER TAPE(S) 

• Q T H F B ( S P r r l F Y ) 

12 . FILE BECOMES INACTIVE AFTER 
3 • MONTH( S J x8 YEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
( I F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
• YES X J P NO 

15. ACCESS RESTRICTIONS • YES x 5 NO 
(IF Y E S , C I T E LAW(s) & RBOULATION(S) 

16. AUDIT REQUIREMENTS 

O NONE • STATE • FEDERAL 

17. IS AN INDEX SYSTEM USEDT (|p Y E S . E X P L A I N 
BF.-IEFLY A N D D E S C R I B E A N Y HARDBARE./ S O F T W A R E ) 

Q YES B X N O 

I 8. RECOMMENDED RETENTI ON 

Permanent. Retain in office 3 years, thereafter 
transfer to County Records Center and Archives. 

NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 I. DATE 

6/22/90 
DGS 550-4 (REVISED 2/87) 



I N S T R U C T 1 Q M S - - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880 • 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
I N S T R U C T 1 Q M S - - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880 • 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE _£f OF 

~(jJ^EFARTMENT / AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

3. UNIT 
Data Services 

DEFINITION-RECORD SERIES-* O R O U r ' °r R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Trial Balance 

8. EARLIEST YEAR/LATEST YEAR 
July 1989 - TO 

8. RECORD SERIES DESCRIPTION J B R I I T , , U V D E S C R I B E T H E T Y P E S O P IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
IN THE SERIES. INC L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Printout containing cash trial and trial balance sheets. Accounts are listed by 
Number, Name, beginning balance, actual balance, and ending balance. Reports 
are issued monthly. This information on bank accounts is not contained in the 
General Ledger. 

7. RECORD SERIES FORMAT( S} 
0 LETTER SIZE B MICROFILM 
O LEGAL SIZE ° COMPUTER TAPE 

^ ^ O U N D BOOK O FLOPPY DISK 
t^VUDIO TAPE 0 VIDEO TAPE 

OTHER(SPEC 1FY) 

printout in binder 

8. RECORD SERIES SEQUENCE 
° ALPHABETICAL 
° NUMERICAL 

xfl CHRONOLOGICAL 
0 GEOGRAPHICAL 
D OTHER(SPECIFY) 

9. VOLUME 
x9 FILE DRAWER(S) 
• MICROFILM REEL(S) 

.25 Q COMPUTER TAPE!Si 
N U M B E R Q QTHER(SPEC I FY) 

10. ANNUAL ACCUMULAT1ON 
XB FILE DRAWER(S) 

25 D MICROFILM REEL(S) 
n u i R B c ft ™" w* *• » * » *r** v / 

D OTHFP/ f i PF r tFV l 
1 1 • FILE IS USED 

Q DAILY D WEEKLY X*J MONTHLY 
1 2 • FILE BECOMES INACTIVE AFTER 

3 • MONTH(S) BxYEAR(S) 

13. CURRENT LOCATION!S) (BLDG.,FLOOR.ROOM) 

Governmental Center - Data Services Office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
( I F Y E S , S P E C I F Y /.OEKCY O R O F F I C E ) 
• YES xi NO 

IB. ACCESS RESTRICTIONS O YES XkNO 
( I F Y E S , C I T E L A B ( S ) fll R B O U L A T 1 O N ( S ) 

16. AUDIT REQUIREMENTS 

D NONE D STATE 0 FEDERAL xS ^NDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

• YES X B NO 

18. RECOMMENDED RETENTION 

Permanent. Retain in of f ice J3,sy,ea©sy"^ 
thereafter transfer - to^C^6un1jy/;Re^or|i | 
Center and Archive's.\ U'J V" * *•' V ' '* * " ;; 

t . 

NAME AND TITLE OF PREPARER 
J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

i 5 
2 1 • D A T E . .., , , \ 

V'2'2/90 ' 

DGS 550-4 (REVISED 2/87) 



INSTRUCT 1 Q M S - - T Y P E OR P R I N T A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 990-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7279 WATERLOO ROAD 
P.O. BOX 279 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT 1 Q M S - - T Y P E OR P R I N T A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 990-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7279 WATERLOO ROAD 
P.O. BOX 279 

JESSUP, MARYLAND 20794 PAGE *D OF 0^ 

~"|^^EPARTMENT / AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

3 . UNIT 
Data Services 

DEFINITION-RECORD SERIES-A O R O U F O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O B E B 

! 4. RECORD SERIES TITLE 
Disbursement Journal 

9. EARLIEST YEAR/LATEST YEAR 
July lg89 -TO 

6. RECORD SERIES DESCRIPTION (DR,»''L-Y D E S C R I B E T H E T Y R E S O F IN F O R M A T I O N / D O C U M E N T S f F O R M S F O U N D 
IN THE SERIES. INCLUDE T H E F U R F O S E O R F U N C T I O N O F T H E S E R I E S ) 

Printout listing all disbursements/expenditures by County. Gives check number, 
payee, date, amount, invoice number and account number. This information provides 
detailed backup for summaries in General Ledger. 

7. RECORD SERIES FORMAT( S) 
• LETTER SIZE • MICROFILM 
0 LEGAL SIZE O COMPUTER TAPE 

^^BOUND BOOK O FLOPPY DISK 
^WUJDIO TAPE D VIDEO TAPE 
X3c OTHER ( SPEC I FY J 
printout in binder 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
Q NUMERICAL 
£k CHRONOLOGICAL 
• GEOGRAPHICAL 
O OTHER(SPEC I FY) 

9. VOLUME 
x*> FILE DRAWER ( S ) 
• MICROFILM REEL(S) 

• 75 • COMPUTER TAPE(S) 
N U M B E R Q OTHER!SPEC I FY) 

10. ANNUAL ACCUMULATION 
£XFILE DRAWER(S) 

^ • MICROFILM REEL(S) 
NUMBER d COMPUTER TAPE(S) 

• Q T H F H | R P F f l P Y | 

I 1 FILE IS USED 
• DAILY • WEEKLY XX MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
* A H T A " ° " ™ ( S > jjxYEAR( S ] 

13. CURRENT LOCATION!S) ( BLDG. ,FLOOR,ROOM) 

Governmental Center - Data Services office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
(IF YES, SPECIFY AGENCY OR OFFICE) 
D YES NO 

IS. ACCESS RESTRICTIONS • YES ^ N O 
( I F Y E S , C I T E LAW(s) & R B O U L A T I O N ( S ) 

16. AUDIT REQUIREMENTS 

O NONE O STATE • FEDERAL &c INDEPENDENT 

17. IS A N INDEX SYSTEM USED? (IF Y E S . E X P L A I N 
BF.'IEFLY A N D D E S C R I B E A N Y HARDBARE./SOFTWARE ) 

Q YES ^ NO 

I 8 , RECOMMENDED RETENTION 

Permanent. Retain in office 3 years, 
thereafter transfer"to County Records Center 
and Archives. 

NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 I . DATE 

6/22/90 
DCS 550-4 (REVISED 2/87) 



INSTRUCT 1 Q M S - - T Y P E OR P R I N T A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 500 - 1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT 1 Q M S - - T Y P E OR P R I N T A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 500 - 1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE G? OF 

~I^EFARTMENT / AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

3 . UNIT 
Data Services 

DEFINITION-RECORD SERIES A O R O U P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N F U R F O S E B 

4. RECORD SERIES TITLE 
Expenditure Guideline in Detail 

8. EARLIEST YEAR/LATEST YEAR 
July 1989 - TO 

8. RECORD SERIES DESCRIPTION ( B R ' K F U V " E S C R I B E T H E T Y R E S Or IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
IN THE SERIES. INCL U D E T H E P U R P O S E O R F U N C T I O N O F T H E SOFTIES ) 

Computer printout listing all payments made by County Departments in monthly 
cumulations. Report identifies expenditures and budget adjustments in detail. 
Prior to July 1989, this report was incorporated in the Revenue and Expense Report. 

7. RECORD SERIES FORMAT(S) 
D LETTER SIZE D MICROFILM 
• LEGAL SIZE • COMPUTER TAPE 

^feBOUND BOOK • FLOPPY DISK 
tT*AUDIO TAPE D VIDEO TAPE 
GfoPTHER(SPEC I FY) 

printout in binder 

8. RECORD SERIES SEQUENCE 
Q ALPHABETICAL 
O NUMERICAL 

2 & CHRONOLOGICAL 
• GEOGRAPHICAL 
• OTHER(SPEC I FY) 

9. VOLUME 
X 3 P FILE DRAWER( S ) 
• MICROFILM REEL(S) 

• 50 D COMPUTER TAPE(S) 
N U M B E R • OTHER)SPEC I FY) 

10. ANNUAL ACCUMULATI ON 
XX FILE DRAWER(S) 

75 • MICROFILM REEL(S) 
NUUBHTR d COMPUTER TAPE ( S ) 

• O T H F B ( S P T r l F Y ) 

I II FILE IS USED 
O DAILY • WEEKLY X& MONTHLY 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Data Services Office 

12. FILE BECOMES INACTIVE AFTER 
2 • MONTH(S) }Ek YEAR (S ] 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
( I F Y E S , S P E C I F Y A G E N C Y O R O F F I C E ) 
• YES ̂  NO 

IS. ACCESS RESTRICTIONS O YES ^ NO 
( I F Y E S , C I T E LAW(s) & R E O U L A T I O N ( 8 ) 

16. AUDIT REQUIREMENTS 
County 

D NONE O STATE C3 FEDERAL INDEPENDENT 

17. IS A N INDEX SYSTEM USEDT (ip Y E S « E X P L A IN 
BF.IEPLY A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

• YES 0«C N 0 

18. RECOMMENDED RETENTION 

Permanent. Retain in office 2 years, then 
transfer to County Records *Ceiftei» aii£ L A r c h i v e s . 

NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 I . DATE 

6/22/90 
DCS 550-4 (REVISED 2/87) 



1NSTRUCT1 Q M S - - T Y P E O R P R I N T A 
S E P A R A T E FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880 -1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7 2 7 8 WATERLOO ROAD 
P.O. BOX 2 7 8 

JESSUP, MARYLAND 2 0 7 9 4 

A G E N C Y R E C O R D S I N V E N T O R Y 
1NSTRUCT1 Q M S - - T Y P E O R P R I N T A 
S E P A R A T E FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880 -1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7 2 7 8 WATERLOO ROAD 
P.O. BOX 2 7 8 

JESSUP, MARYLAND 2 0 7 9 4 PAGE ^ OF 3^ 

~ I^^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

3. UNIT 
Data Services 

DEFINITION-RECORD SERIES-* O R O U F O R M U A T I D R E C O R D S N O R M A L L Y P I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Disbursement Edit Listing by Line Item Number 

8. EARLIEST YEAR/LATEST YEAR 
July 1989 - T O 

6. RECORD SERIES DESCRIPTION (BR,LTFL>V D E S C R I B E T H E T Y P E S Or 1NFORMAT1 O N / D O C U M E N T S / F O R M S P O U N D 
IN THE SERIES. INCL U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Computer printout of disbursements or expenditures keyed into system. Used for 
verification and editing of data entries. 

• 

7. RECORD SERIES FORMAT{S) 
D LETTER SIZE • MICROFILM 
O LEGAL SIZE O COMPUTER TAPE 

' ̂ fcoUND BOOK • FLOPPY DISK 
Q AUDIO TAPE Q VIDEO TAPE 
gxOTHER(SPEC IFY) 

printout in binder 

8. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
• NUMERICAL 

XE) CHRONOLOGICAL 
Q GEOGRAPHICAL 
• OTHER(SPECIFY) 

9. VOLUME 
x8 FILE DRAWER(S) 
H MICROFILM REEL(S) 

.50 D COMPUTER TAPEIS1 
N U M B E R n OTHER(SPEC I FY) 

7. RECORD SERIES FORMAT{S) 
D LETTER SIZE • MICROFILM 
O LEGAL SIZE O COMPUTER TAPE 

' ̂ fcoUND BOOK • FLOPPY DISK 
Q AUDIO TAPE Q VIDEO TAPE 
gxOTHER(SPEC IFY) 

printout in binder 

8. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
• NUMERICAL 

XE) CHRONOLOGICAL 
Q GEOGRAPHICAL 
• OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
xfi FILE DRAWER(S) 

.50 ° MICROFILM REEL(S) 
nUMBBH —*—' M w 1 — * * • *** "— I / 

• OTHFR/ f i PF r l FY l 

! 1 1 • FILE IS USED 
O DAILY O WEEKLY ^MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
N T J M W D * * * ™ < S > * ® V E A R ( S , 

! 1 3 . CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

Governmental Center - Data Services Operator 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
( I F Y E S , S P E C I F Y A O E K C Y O R O F F I C E ) 

X 3 & YES • N O Disbursement Journal 

18. ACCESS RESTRICTIONS D YES H ^ N O 
( I F Y E S , C I T E L A W ( S ) A RBOULAT1 ON(8) 

16. AUDIT REQUIREMENTS 
County 

• NONE • STATE • FEDERAL X 8 INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF Y E S . E X P L A I N 
BF.-IEFLY A N D D E S C R I B E A N Y H A R D B A R E / S O F T W A R E ) 

D YES OX N O 

1 8 . RECOMMENDED RETENTION 

Retain 2 years or until audits completed, 
whichever is later, thereafter destroy. 

NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivis 

2 0 . TELEPHONE NUMBER 

: (301) 475-7844 

21. DATE 

6/22/90 

DGS 850-4 (REVISED 2 / 8 7 ) 



INSTRUCT 1QMS- - T Y P E OR P R I N T A 
S E P A R A T E FORM FOR EACH N E W O R 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS BBO- 1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT 1QMS- - T Y P E OR P R I N T A 
S E P A R A T E FORM FOR EACH N E W O R 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS BBO- 1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 PAGE OF 2^ 

" ^ J ^ E P A R T M E N T / AGENCY 

St. Mary's County 
2. DIVISION 

Finance 
3. UNIT 

Data Services 
DEFINITION•RECORD SERIES A G R O U P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 

R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

! 4. RECORD SERIES TITLE 

Disbursements Edit Listing/Disbursements Authorizations 
8. EARLIEST YEAR/LATEST YEAR 
July 19§9 - TO 

6. RECORD SERIES DESCRIPTION (* R'EFLY D E S C R I B E T H E T Y P E S O P INFORMATI O N / D O C U M E N T S / F O R M S F O U N D 
IN THE SERIES. INC L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Printout of the information in the Disbursements Journal in varying formats with 
entries listed by date. Used as backup to Disbursements Journal. 

7. RECORD SERIES FORMAT( S ) 

O LETTER SIZE • MICROFILM 

Q LEGAL SIZE • COMPUTER TAPE 

^^BOUND BOOK • FLOPPY DISK 

^ ^ V U D I O TAPE D VIDEO TAPE 

£x OTHER(SPEC 1FY) 

printout in binder 

6. RECORD SERIES SEQUENCE 

B ALPHABETICAL 

• NUMERICAL 

& CHRONOLOG1CAL 

O GEOGRAPHICAL 

• OTHER(SPEC I FY) 

9. VOLUME 
X X ) FILE DRAWER( S ) 
• MICROFILM REEL(S) 

• 7 5 D COMPUTER TAPEIS) 
N U M B E R N OTHER(SPEC 1 FY) 

10. ANNUAL ACCUMULATION 
X $ FILE DRAWER(S) 

I • MICROFILM REEL(S) 
NUUBER 0 COMPUTER TAPE(S) 

D O T H F B / R P T r l F V l 

! 1 1 ' FILE IS USED 
O DAILY Q WEEKLY ^ M O N T H L Y 

1 2 • FILE BECOMES INACTIVE AFTER 
2 D MONTH(S) X B YEAR(S) 

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

Governmental Center - Data Services Office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
( I F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 

xS Y E S o N O Disbursements Journal 

IS. ACCESS RESTRICTIONS • Y E S X * N O 
(I F Y E S , C I T E LAW(s) * R E O U L A T 1 O N ( S ) 

16. AUDIT REQUIREMENTS 

O NONE ° STATE 0 FEDERAL X f l INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (IF Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y HARDWARE/SOFTWARE) 

• Y E S N O 

16. RECOMMENDED RETENTION 

Retain in office 2 years or until audits 
completed, whichever is later, thereafter 
destroy. ^ 

. - - • * ' ; A : 

: , '•. -X «••>* 

NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivist 

2 0 . TELEPHONE NUMBER 

(301) 475-7844 

2 I. DATE 
\ . ' • r 

6^22/90 

DGS S80-4 (REVISED 2/87) 



INSTRUCT 1 Q M S - - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S 8 S 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 8 W A T E R L O O R O A D 
P.O. B O X 2 7 8 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT 1 Q M S - - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S 8 S 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 8 W A T E R L O O R O A D 
P.O. B O X 2 7 8 

J E S S U P , M A R Y L A N D 2 0 7 9 4 P A G E f L _ OF 24 

~ ^ J ^ > E P A R T M E N T / A G E N C Y 
St. Mary's County 

2 . D I V I S I O N 
Finance 

3. U N I T 
Data Services 

D E F I N I T I O N - R E C O R D S E R I E S A G R O U P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

R E C O R D S E R I E S T I T L E 
Revenue Guideline 

5 . E A R L I E S T Y E A R / L A T E S T Y E A R 
July 1989 - T O 

6. R E C O R D S E R I E S D E S C R I P T I O N (BR,,"'L"V D E S C R I B E T H E T Y P E S O R IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
IN THE SERIES. INCL U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Computer printout listing by department, fund and account number monthly cumulations 
of receipts. Includes information on Adopted Budget and Revised Budgets amounts. Prior 
to July 1989 this report was incorporated in the Revenue and Expenditure Report. 

7. R E C O R D S E R I E S F O R M A T ( S ) 

• L E T T E R S I Z E O M I C R O F I L M 

Q L E G A L S I Z E • C O M P U T E R T A P E 

^"teOUND B O O K • F L O P P Y D I S K 

T ^ A U D I O T A P E Q V I D E O T A P E 

jgk O T H E R ( S P E C I F Y ) 

printout in binder 

6. R E C O R D S E R I E S S E Q U E N C E 

O A L P H A B E T I C A L 

• N U M E R I C A L 

XXI C H R O N O L O G I C A L 

Q G E O G R A P H I C A L 

• O T H E R ( S P E C I F Y ) 

V O L U M E 

N U M B E R 

F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 

25 • C O M P U T E R T A P E ( S ) 
0 O T H E R ! S P E C I F Y ) 

1 0 . ANNUAL ACCUMULATION 
ScFILE DRAWER(S) 

.25 0 MICROFILM REEL(S] 
NUilbgR D COMPUTER TAPE ( S ) 

• O T H F P ( g P F < - l g V ) 
11 F I L E IS U S E D 

Q D A I L Y • W E E K L Y ^ M O N T H L Y 

13. C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R , R O O M ) 

Governmental Center - Data Services office 

12 . F I L E B E C O M E S INACTIVE A F T E R 
2 D M O N T H ( S ) X XYEAR(S) 

1 4 . I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
(iF YES, SPECIFY AGENCY OR OFFICE) 
O Y E S xa N O 

15. A C C E S S R E S T R I C T I O N S • Y E S ^ N O 
(IF Y E S , C I T E LAW(s) * R B O U L A T I O N ( S ) 

1 6 . AUDIT REQUIREMENTS 

0 NONE • STATE ° FEDERAL flx .DEPENDENT 

17. IS A N I N D E X S Y S T E M U S E D T ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

q Y E S N O 

18. R E C O M M E N D E D R E T E N T I O N 

Retain 2 years or until audits completed, 
whichever is later, thereafter destroy. 

N A M E A N D T I T L E O F P R E P A R E R 

J. Blodgett/County Archivist 
2 0 . T E L E P H O N E N U M B E R 

(301) 475-7844 
2 1 . D A T E 

6/22/90 

D G S 5 5 0 - 4 ( R E V I S E D 2 / 8 7 ) 



INSTRUCT 1 Q M S - - T Y P E O R P R I N T A 
SEPARATE F O R M FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 8 S 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7 2 7 8 WATERLOO ROAD 
P.O. BOX 2 7 8 

JESSUP, MARYLAND 2 0 7 9 4 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT 1 Q M S - - T Y P E O R P R I N T A 
SEPARATE F O R M FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 8 S 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7 2 7 8 WATERLOO ROAD 
P.O. BOX 2 7 8 

JESSUP, MARYLAND 2 0 7 9 4 PAGE (0 OF 

n^^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

3. UNIT 
Data Services 

DEFINITION-RECORD SERIES A O R O U P O P R E L A T E D R E C O R D S N O R M A L L Y P I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S •_ 

4. RECORD SERIES TITLE 

Receipts Register 
8. EARLIEST YEAR/LATEST YEAR 
July 1989 - T O 

6. RECORD SERIES DESCRIPTION ( B R ' E P L Y D E S C R I B E T H E T Y P E S O F I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
IN THE SERIES. INC L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S K R 1 E S ] 

Computer printout listing all receipts paid to the County with receipt no., amount of 
money, account number and fund. Report printed monthly providing year to date 
cumulations. Prior to July 1989 this report was known as the Receipt Ledger. 

7. RECORD SERIES FORMAT(S) 

O LETTER SIZE • MICROFILM 

• LEGAL SIZE • COMPUTER TAPE 

jffepOUND BOOK • FLOPPY D I S K 

O A U D I O TAPE D VIDEO TAPE 

C I T H E R ( SPEC I FY) 

printout in binder 

e. RECORD SERIES SEQUENCE 

• ALPHABETICAL 

O NUMERICAL 

CHRONOLOGICAL 

Q GEOGRAPHICAL 

• OTHER(SPEC I FY) 

9. VOLUME 

.50 
N U M B E R 

X£) FILE DRAWER(S) 
• MICROFILM REEL(S) 
O COMPUTER TAPE(S) 
E OTHERfSPEC I FY) 

10. ANNUAL ACCUMULATION 
x£ FILE DRAWER(S) 

75 • MICROFILM REEL(S) 
NuUbHtt D COMPUTER TAPE(S) 

• n f f H F R ( K P F r l F Y ) 

I I FILE IS USED 
• DAILY • WEEKLY XX MONTHLY 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 

Governmental Center - Data Services office 

12. FILE BECOMES INACTIVE AFTER 
2 O MONTH( S) £kYEAR(S] 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
( I P Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
• Y E S N O 

15. ACCESS RESTRICTIONS • YES JOC NO 
(IF Y E S , CITE L A W ( B ) * R B O U L A T 1 O N ( S ) 

1 6 . AUDIT REQUIREMENTS 

D NONE D STATE • FEDERAL *k INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

a Y E S fix N O 

18. RECOMMENDED RETENTION 

Retain 2 years or until audits completed, 
whichever is later, thereafter destroy. 

r. NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivist 

2 0 . TELEPHONE NUMBER 

(301) 475-7844 

2 1 . DATE 

6/22/90 

DGS 550-4 (REVISED 2 / 8 7 ) 



I N S T R U C T I O N S - - T Y P E O R P R I N T A 
S E P A R A T E F O R M FOR EACH N E W O R 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION A G E N C Y R E C O R D S I N V E N T O R Y 

REVISED RECORD SERIES. 
WITH RECORDS RETENTION 
(DCS 880 • 1 ) 

FORWARD 
SCHEDULE 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE Jj OF 

I^^DEFARTMENT/AGENCY 2. DIVISION 3. UNIT 
St. Mary's County Finance Data Services 

DEFINITION-RECORD SERIES- A O R O U F O F * * L A T K D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O B E H 

4. RECORD SERIES TITLE 

Receipts Edit Listing & Receipts Authorization 
8. EARLIEST YEAR/LATEST YEAR 
July 1989 - TO 

! 8. RECORD SERIES DESCRIPTION ( B R , , F L V D E S C R I B E T H E T Y P E S O P IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
| IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Computer printout using the same information as the Receipts Register in different 
formats. Entries are listed by date. 

7. RECORD SERIES FORMAT]S) 

• LETTER SIZE • MICROFILM 

• LEGAL SIZE ° COMPUTER TAPE 

^FfcpOUND BOOK O FLOPPY DISK 

•AUDIO TAPE D VIDEO TAPE 

9xOTHER(SPEC I FY) 

printout in binder 

8. RECORD SERIES SEQUENCE 

• ALPHABETICAL 

O NUMERICAL 

XH CHRONOLOGICAL 

O GEOGRAPHICAL 

• OTHER(SPEC I FY) 

VOLUME 
xR FILE DRAWER(S) 
• MICROFILM REEL(S) 
D COMPUTER TAPE(S) 

N U M B E R Q OTHER ( SPEC I FY) 

10. ANNUAL ACCUMULATION 
x5 FILE DRAWER(S) 
• MICROFILM REEL(S] 

RUttBBTT a COMPUTER TAPE(S) 
: P OTHER( SPEC: 1 FY) 

i II FILE IS USED 
D DAILY 0 WEEKLY BXMONTHLY 

12. FILE BECOMES INACTIVE AFTER 
O MONTH( S ) xBt YEAR(S) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

Governmental Center - Data Services office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
(IF YES, SPECIFY /.OeNCY OR OFFICE) 
ScYES • N O Receipts Register 

IS. ACCESS RESTRICTIONS O Y E S B*NO 

( I F Y E S , C I T E LAW(s) & R E O U L A T I O N ( S ) 
16. AUDIT REQUIREMENTS 

• NONE • STATE 0 FEDERAL KXJ NDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

• Y E S ^ N O 

18. RECOMMENDED RETENTION 

Retain in office 2 years or until all audits 
completed, whichever is later, thereafter 
destroy. 

NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivist 

2 0 . TELEPHONE NUMBER 

(301) 475-7844 

2 I. DATE 

6/2-2/.90., 
DGS 550-4 (REVISED 2/87) 



I N S T R U C T IONS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 8 9 0 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 2 07 94 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE JX OF 

n^^EPARTMENT/AGENCY 
St. Mary's County 

2 . DIVISION 
Finance 

3 . UNIT 
Data Services 

DEFINITION-RECORD SERIES-* O R O U P O F " " L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4 . RECORD SERIES T ITLE 

Receipts Edit List By Line Item Number 
8 . EARLIEST YEAR/LATEST YEAR 

July 1989 - T O 

8. RECORD SERIES DESCRIPTION (8R,KFL"V' D E S C R I B E T H E T Y P E S O P 1NP O R M A T 1 O N / D O C U M E N T S / F O R M S F O U N D 
IN THE SERIES. I N C L U D E T H E P U R P O S E O R FUNCTION O F T H E BBP/1EB) 

Comluter printout of entries keyed in for Receipts paid to the County. Used for 
verification of data entries. Information reprinted as Receipts Register, 
Receipts Editing Listing & Receipts Authorization. 

• 

7. RECORD SERIES FORMAT( S) 
• LETTER SIZE • MICROFILM 
D LEGAL SIZE • COMPUTER TAPE 

^^^OUND BOOK O FLOPPY DISK 
a AUDIO TAPE • VIDEO TAPE 

£k OTHER ( SPEC I FY) 

printout in binder 

8 . RECORD SERIES SEQUENCE 
a ALPHABETICAL 
O NUMERICAL 
£x CHRONOLOG1CAL 
0 GEOGRAPHICAL 
• OTHER(SPEC I FYJ 

9. VOLUME 
CXFILE DRAWER(S) 
• MICROFILM REEL(S) 

• 2 5 • COMPUTER TAPEIS1 
N U M B E R D oTHER(SPECIFY) 

10. ANNUAL ACCUMULAT1ON 
2KFILE DRAWER(S) 

.25 • MICROFILM REEL(S) 

• O T H T B l R P F r l F Y l 

| 1 1 • FILE IS USED 
• DAILY 0 WEEKLY ^MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
f 0 MONTH(S) fiXYEAR(S) 

13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM) 

Governmental Center - Data Services office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
( I F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 

X H YES • NO Receipts Register 

IS. ACCESS RESTRICTIONS • YES £kNO 
( I F Y E S , C I T E L A W ( S ) & R B O U L A T 1 ON(S) 

16. AUDIT REQUIREMENTS 

0 NONE D STATE • FEDERAL NDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|P Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

• YES Xfl NO 

18. RECOMMENDED RETENTION 

Retain in office 2 years or until audits 
completed, whichever is later, thereafter 
destroy. 

NAME AND TITLE Of PREPARER 

J. Blodgett/County Archivist 

2 0 . TELEPHONE NUMBER 

(301) 475-7844 

2 1 . DATE 

6/22/90 

DGS 350-4 (REVISED 2/87 ) 



INSTRUCT 1 QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 980-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT 1 QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 980-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE 1% OF 

I^^^EFARTMENT / AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

S. UNIT 
Data Services 

DEFINITION-RECORD SERIES-* Q m O W ° r ""LATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
Check/Warrant Ledger 

EARLIEST YEAR/LATEST YEAR 
July 1989 - T O 

6. RECORD SERIES DESCRIPTION j B B , E , , U T DESCRIBE THE TYPES O P INFORMATI ON/DOCUMENTS/FORMS POUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES J 

Listing of all checks issued by County printed weekly. Checks are listed alphabetically 
and by check number. 

7. RECORD SERIES FORMAT(S) 
• LETTER SIZE O MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 

^ ^ O U N D BOOK O FLOPPY DISK 
a AUDIO TAPE D VIDEO TAPE 
£k OTHER{SPEC IFYJ 

printout in binder 

6. RECORD SERIES SEQUENCE 
A ALPHABETICAL 
Q NUMERICAL 
£kCHRONOLOGIGAL 
Q GEOGRAPHICAL 
0 OTHER(SPEC I FY J 

VOLUME 

.25 
NUMBER 

X$ FILE DRAWER(S) 
• MICROFILM REEL(S) 
O COMPUTER TAPE(S) 
O OTHER!SPECI FY) 

10. ANNUAL ACCUMULATION 
xi? FILE DRAWER( S) 

2 5 D MICROFILM REEL(S] 
RTJRBE'R* d COMPUTER TAPE ( S ) 

• OTWFR(fiPfrrlFV) 
11 FILE IS USED 

• DAILY 0 WEEKLY ^ MONTHLY 

: 13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 

Governmental Cent er — Data Services office 

l 2 , FILE BECOMES INACTIVE AFTER 
2 • MONTH(S) fixYEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
tlF YES, SPECIFY AGENCY OR OFFICE) 

xQ YES • NO Finance division has actual checks 

15. ACCESS RESTRICTIONS • YES XXNO 
(IP YES, CITE LAW(s) * RBOULATI ON(S) 

16. AUDIT REQUIREMENTS 
County 

D NONE Q STATE O FEDERAL £>XINDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

• YES HX NO 

18. RECOMMENDED RETENTION 

Retain 2 years or until audits completed, 
whichever is later, thereafter destroy. 

NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 1 . DATE 

6/22/90 

DGS 550-4 (REVISED 2/87) 



INSTRUCT 1 Q M S - - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 990-1] 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7279 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT 1 Q M S - - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 990-1] 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7279 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE OF _M 

n^^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

J. UNIT 
Data Services 

DEFINITION-RECORD SERIES-* O R O U P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S ; 

! 4. RECORD SERIES TITLE 
' Schedule of Bills Payable by County Commissioners 

8. EARLIEST YEAR/LATEST YEAR 
July 1989 - TO 

8. RECORD SERIES DESCRIPTION (» R""' L V D E S C R I B E T H E T Y P E S O P IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
'IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Printout used by County Commissioners to authorize payment of checks providing 
alphabetical listing (by payee name) of all checks to be paid. Copy is signed by 
Commissioners. Prior to July 1989 this file was known as Expenditure Approval List. 

7. RECORD SERIES FORMAT( S) 
D LETTER SIZE O MICROFILM 
<=> LEGAL SIZE • COMPUTER TAPE 
^"^pOUND BOOK • FLOPPY DISK 

O AUDIO TAPE • VIDEO TAPE 
§ xOTHER(SPEC I FY) 

printout in binder 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
0 NUMERICAL 

x£ CHRONOLOGICAL 
D GEOGRAPHICAL 
0 OTHER(SPEC I FY) 

VOLUME 

.75 
N U M B E R 

XB FILE DRAWER(S) 
n MICROFILM REEL(S) 
• COMPUTER TAPE(S) 
D OTHER!SPECIFY) 

I 0. ANNUAL ACCUMULATION 
x8 FILE DRAWER(S) 

75 • MICROFILM REEL(S) 
RTJRSER- G COMPUTER TAPE ( S ) 

: ° OTHER (SPEC I FY) 
11 FILE IS USED 

0 DAILY O WEEKLY fix MONTHLY 
12, FILE BECOMES INACTIVE AFTER 

F T C * W a MONTH ( Sj Xg VE A R ( S 1 

IS. CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM) 

Governmental Center 

14. IS RECORD SERIES DUPLICATED ELSEWHERE» 
I IF Y E S , S P E C I F Y A O E K C Y O R O F F I C E ) 
• YES jftNO 

15. ACCESS RESTRICTIONS • YES flcNO 
( I F Y E S , C I T E LAW(s) * R E O U L A T I O N ( S ) 

16. AUDIT REQUIREMENTS 
County 

D NONE D STATE • FEDERAL Bx I INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

O YES BX NO 

18. RECOMMENDED RETENTION 

Retain 3 years or until"'^ud-i£s^ completed, 
whichever is later, thereafter* jd"es.troy».-*-.. 

NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 I. DATE 

6/22/90 

DGS 550-4 (REVISED 2/87) 



I N S T R U C T 1 QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS BBO-t) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
I N S T R U C T 1 QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS BBO-t) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 20794 PAGE \ ^ OF _ J j H 

_^^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

S. UNIT 
Data Services 

DEFINITION-RECORD SERIES-* aROVW °r
 * * L A T K D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 

R E F E R E N C E A S W E U . A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

| 4. RECORD SERIES TITLE 
Open Encumbrance Calendar/Encumbrance Edit List 

B. EARLIEST YEAR/LATEST YEAR 
July 1989 - TO 

6. RECORD SERIES DESCRIPTION (BRIKRI'V D E S C R I B E T H E T Y P E S O P I N F O R M A T I O N / D O C U M E N T S / F O R M S P O U N D 
•IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Printout containing Purchase order information: Date, fund, amount, description, 
vendor name, directory. Essentially the same information as Open Encumbrance by 
Account Number and P.O. Number but providing totals rather than by balance. 

7. RECORD SERIES FORMAT(S) 
• LETTER SIZE • MICROFILM 
° LEGAL SIZE O COMPUTER TAPE 
JBBOUND BOOK • FLOPPY DISK 
^^UJDIO TAPE • VIDEO TAPE 
0XOTHER(SPEC I FY J 

printout in binder 

6. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
• NUMERICAL 
BxCHRONOLOGIGAL 
• GEOGRAPHICAL 
D OTHER(SPEC IFY) 

II FILE IS USED 

G DAILY O WEEKLY EX MONTHLY 

VOLUME 

N U M B E R 

XS FILE DRAWER(S) 
• MICROFILM REEL(S) 
0 COMPUTER TAPE(S) 
• OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
X B FILE DRAWER(S) 

1 • MICROFILM REEL(S) 
NUMBE'R D COMPUTER TAPE ( S ) 

• Q T H P H ( S P E C I F Y ) 

12. 

NTX 

FILE BECOMES INACTIVE AFTER 
J^sft ° MONTH(S) xS YEAR(S) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

Governmental Center - Data Services office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? 
( I F Y E S , 8 P E C I F Y A G E N C Y O R O F F I C E ) 
O YES X3CNO 

IS. ACCESS RESTRICTIONS 0 YES S^NO 
( I F Y E S , C I T E L A W ( B ) A R B O U L A T I O N ( S ) 

16. AUDIT REQUIREMENTS 
County 

D NONE • STATE • FEDERAL X B INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|p Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

O Y E S 5SX N O 

IB. RECOMMENDED RETENTION 

Retain 2 years or until audits completed, 
whichever is later, thereafter destroy. 

NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

21. DATE 

6/22/90 

DCS 550-4 (REVISED 2/67) 



1NSTRUCT1QMS - - T Y P E OH PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 9B0- 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

P A G E / *f OF P-''^ 

^^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

3. U N I T 
Data Services 

DEFINITION•RECORD SERIES-* O B O U P ° R R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Open Encumbrances by Account and P.O. Number 

8. EARLIEST YEAR/LATEST YEAR 
July 1989 - T O 

S. RECORD SERIES DESCRIPTION ( B R , , T R U R D E S C R I B E T H E T Y P E S O F I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S J 

Weekly printout of Purchase Order data entries. Two reports are housed in the 
same binder giving open end transactions and balances, still available. 

• 

1 

7. RECORD SERIES FORMAT( S ) 
H LETTER SIZE • MICROFILM 
a LEGAL SIZE O COMPUTER TAPE 

^•MSOUND B O O K • FLOPPY DISK 
^F*AUDIO TAPE Q VIDEO TAPE 
«XOTHER(SPEC I FY) 

printout in binder 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
D NUMERICAL 
SxCHRONOLOGIGAL 
• GEOGRAPHICAL 
0 OTHER(SPEC 1 FY) 

9. VOLUME 
OXFILE DRAWER(S) 
• MICROFILM REEL(S) 

.25 D COMPUTER TAPEIS) 
N U M B E R Q OTHER(SPEC I FY) 

10. ANNUAL ACCUMULAT1 ON 
xfi FILE DRAWER(S) 

2 5 D MICROFILM REEL(S) 

• O T H P R I S P C r l F V l 

! 1 1 ' FILE IS USED 
0 DAILY D WEEKLY ^MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
a r W ° * « ™ < s , XS YEAR(S) 

; 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

Governmental Center - Data Services office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
( l F Y E S , S P E C I F Y A G E N C Y O R O F F I C E ) 
xU YES • NO Procurement office 

IS. ACCESS RESTRICTIONS • YES X K N O 
( I F Y E S , C I T E L A W ( B ) a R E G U L A T I O N ! S ) 

16. AUDIT REQUIREMENTS 

D NONE 0 STATE 0 FEDERAL Ex|NDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y HARDWARE,/SOFTWARE) 

• YES OX NO 

18. RECOMMENDED RETENTION 

Retain in office 2 years or until audits 
completed, whichever is later5> thereafter 
destroy 1 r ' • - , 

i 

NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

21. DATE 

6/22/90 " • . 

DGS 550-4 (REVISED 2/87) 



INSTRUCT I QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 550 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 2 07 94 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE ft OF J2)j 

~^^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

3. UNIT 
Data Services 

DEFINITION-RECORD SERIES'* O B O U F ° R " " L A T B D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E U . A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Budget Amendment Edit Listing & Authorization 

8. EARLIEST YEAR/LATEST YEAR 
July 1989 - T O 

6. RECORD SERIES DESCRIPTION (•R""'L-Y D E S C R I B E T H E T Y P E S O r 1 N F O R M A T 1 O N / D O C U M E N T S / F O R M S F O U N D 
I N THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N OF T H E S E R I E S ) 

Additional printouts providing life history of Budget Amendments changes in 
accounts. 

7. RECORD SERIES FORMAT(S) 
• LETTER SIZE ° MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 

^^BDUND BOOK • FLOPPY DISK 
^^UJDIO TAPE • VIDEO TAPE 
8X0THER{SPEC 1FY J 

printout in binder 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
• NUMERICAL 
BXCHRONOLOG1GAL 
0 GEOGRAPHICAL 
• OTHER(SPECIFY) 

9. VOLUME 
HxFILE DRAWER(S) 
0 MICROFILM REEL(S) 

•25 • COMPUTER TAPE(S) 
N U M B E R Q oTHER(SPECIFY) 

10. ANNUAL ACCUMULAT1ON 
BXFILE DRAWER(S) 

25 D MICROFILM REEL(S) 

• O T W r R l R P F r l F V l 

! 1 1 • F1LE IS USED 
O DAILY 0 WEEKLY KKMONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
N T * W D " ° ™ < S ) H X ™ * ( S > 

! 13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 

Governmental Center - Data Services Office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
I I F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
• YES XX NO 

15. ACCESS RESTRICTIONS • YES EKNO 
( I F Y E S , C I T E L A W ( S ) A R B O U L A T 1 O N ( s ) 

16. AUDIT REQUIREMENTS 

O NONE Q STATE • FEDERAL HXMTOEPENDENT 

17. IS AN INDEX SYSTEM USEDT (1F Y K B . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E . / S O F T W A R E ) 

D YES O X N O 

18. RECOMMENDED RETENTION 

Retain 3 years or until**audits,.,cpmpleted, 
whichever is later, ther^f.t<er,/d'fe§troy%>*vT*"\ 

• * 
i \ * 

| • j 

NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

21. DATE, 
' '• ' J'-' ' '»-•.!.,,.. 

6/22/90' ' " ' 
DGS 550-4 (REVISED 2/87) 



INSTRUCT 1 Q M S - - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH N E W O R 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 980 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT 1 Q M S - - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH N E W O R 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 980 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE / t OF ffl 

~ 1^^EPARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 

Finance 

3. UNIT 

Data Services 

DEFINITION-RECORD SERIES-* anOU* °r tWLATKD RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 

Budget Amendments Journal Entry 

8. EARLIEST YEAR/LATEST YEAR 
July 1989-TO 

8. RECORD SERIES DESCRIPTION | B R , I I F U V D E S C R I B E T H E T Y P E S O P I N P O R M A T I O N / D O C U M E N T S / P O R M S P O U N D 
•IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E B B P / I E B ) 

Report listing all transactions in accounts within each department. Used to verify 
data entry and to enter information into computer system. 

7. RECORD SERIES FORMAT(S) 

D LETTER SIZE D MICROFILM 

a LEGAL SIZE B COMPUTER TAPE 

^ ^ O U N D BOOK O FLOPPY DISK 

D AUDIO TAPE D VIDEO TAPE 

E xOTHER(SPEC I FY) 

printout in binder 

8. RECORD SERIES SEQUENCE 

D ALPHABETICAL 

D NUMERICAL 

ExCHRONOLOGIGAL 

• GEOGRAPHICAL 

Q OTHER(SPEC I FY J 

VOLUME 

.25 
N U M B E R 

fixFILE DRAWER(S) 
• MICROFILM REEL(S J 
Q COMPUTER TAPE(S) 
0 OTHER(SPEC I FY) 

I 0. ANNUAL ACCUMULATION 
BXFILE DRAWER(S) 

.25 ° MICROFILM REEL(S] 
RTJWBFR" D COMPUTER TAPE ( S ) 

: O OTHER 1 SPEC I FY) 
I II FILE IS USED 

D DAILY • WEEKLY ^ M O N T H L Y 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

Governmental Center - Data Processing Office 

12 . FILE BECOMES INACTIVE AFTER 
2 • MONTH(S) X B YEAR(S] 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
( I F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
Q Y E S XX N O 

18. ACCESS RESTRICTIONS • Y E S ^ N O 
(IF YES, CITE LAS(s) «< RBOULATI ON(S) 

16. AUDIT REQUIREMENTS 
County 

O NONE Q STATE D FEDERAL B INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( IF Y E S . E X P L A I N 
Bf: I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

• Y E S B N O 

18. RECOMMENDED RETENTION 

Retain 2 years or until audits completed, 
whichever is later, thereafter destroy. 

NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 I. DATE 

6/22/90 

DGS 350-4 (REVISED 2/87) 



INSTRUCT IONS - - T Y P E OR PR INT A 
SEPARATE F O R M FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880 • I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT IONS - - T Y P E OR PR INT A 
SEPARATE F O R M FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880 • I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE )Ct OF J f ^ 

"l^^EFARTMENT / AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

S. UNIT 
Data Services 

DEFINITION-RECORD SERIES-* O H O U * ° R R K L A T E O R E C O R D S N O R M A L L Y R I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S •_ 

| 4. RECORD SERIES TITLE 
' Transaction General Ledger 

8. EARLIEST YEAR/LATEST YEAR 
July 1989 - TO 

6. RECORD SERIES DESCRIPTION (BRIKFL-V D E S C R I B E T H E T Y P E S O P I N P O R M A T I O N / D O C U M E N T S / F O R M S P O U N D 
I N THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

A printed record of batch processing into system. Used to verify processing. 

7. RECORD SERIES FORMAT(S) 
O LETTER SIZE ° MICROFILM 
D LEGAL SIZE • COMPUTER TAPE 

^feoUND BOOK • FLOPPY DISK 
"AUDIO TAPE D VIDEO TAPE 
8xOTHER(SPEC IFY) 

printout in hinder 

6. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
O NUMERICAL 

XS CHRONOLOGICAL 
D GEOGRAPHICAL 
O OTHER(SPEC I FY J 

9. VOLUME 

• 25 
N U M B E R 

HxFILE DRAWER(S) 
• MICROFILM REEL(S] 
O COMPUTER TAPE(S) 
0 OTHER(SPEC I FY) 

10. ANNUAL ACCUMULATION 
xB FILE DRAWER(S) 

2 5
 a MICROFILM REEL(S) 

N U M B E H D COMPUTER TAPE(s) 
• Q T H F R ( S P F r l F Y ) 

i 11 FILE IS USED 
D DAILY D WEEKLY EXMONTHLY 

13. CURRENT LOCATION'S) (BLDG.,FLOOR,ROOM) 

Governmental Center - Data Services Office 

1 2 ' FILE BECOMES INACTIVE AFTER 
, 2 O MONTH ( S) xSYEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
I I P Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
• YES XKNO 

15. ACCESS RESTRICTIONS D YES B^NO 
(IF Y E S , C I T E L A W ( S ) & R B O U L A T I O N ( S ) 

16. AUDIT REQUIREMENTS 

O NONE D STATE • FEDERAL Kxi INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|p Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

Q YES SX NO 

16. RECOMMENDED RETENTION 

Retain in office 2 years or until audits 
completed, whichever is later,- thereafter 
destroy. ' 

NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

21. DATE 

6/22/90 

DGS 850-4 (REVISED 2/87) 



I N S T R U C T 1Q M S --TYPE O R P R I N T A 
S E P A R A T E F O R M F O R EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
( D C S 850 -1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. B O X 275 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
I N S T R U C T 1Q M S --TYPE O R P R I N T A 
S E P A R A T E F O R M F O R EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
( D C S 850 -1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. B O X 275 

JESSUP, MARYLAND 20794 P A G E JJ> OF 0^ 

~^pEFARTMENT/AGENCY 

St. Mary's County 
2. DIVISION 

Finance 
3. UNIT 

Data Services 
DEFINITION-RECORD SERIES-* a R O U * ° R " « L A T B D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 

R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Journal Entries Edit Listing by Line Number 

5. EARLIEST YEAR/LATEST YEAR 
July 1989 - T O 

6. RECORD SERIES DESCRIPTION J B R , L T F L * V D E S C R I B E T H E T Y P E S O P IN F O R M A T 1 O N / D O C U M E N T S / F O R M S F O U N D 
IN THE SERIES. INCL U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Printout of data entries for adjustments (corrections, budget amendments, etc.) to 
accounts supervised by the County. Used to verify data entry. 

• 

7. RECORD SERIES FORMAT(S) 
D LETTER SIZE 0 MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 

^ k o U N D B O O K • FLOPPY D I S K 

D AUDIO T A P E 0 VIDEO TAPE 
8 OTHER( SPEC IFY) 

printout in binder 

8. RECORD SERIES SEQUENCE 
0 ALPHABETICAL 
O NUMERICAL 
HXCHRONOLOG1CAL 
0 GEOGRAPHICAL 
D OTHER(SPECI FY} 

9. VOLUME 
ilxFlLE DRAWER ( S ) 
• MICROFILM REEL(S) 

.25 0 C O M P U T E R TAPE!Si 
N U M B E R Q OTHER(SPECIFY) 

7. RECORD SERIES FORMAT(S) 
D LETTER SIZE 0 MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 

^ k o U N D B O O K • FLOPPY D I S K 

D AUDIO T A P E 0 VIDEO TAPE 
8 OTHER( SPEC IFY) 

printout in binder 

8. RECORD SERIES SEQUENCE 
0 ALPHABETICAL 
O NUMERICAL 
HXCHRONOLOG1CAL 
0 GEOGRAPHICAL 
D OTHER(SPECI FY} 

I 0. ANNUAL ACCUMULAT1ON 
BXFILE DRAWER(S) 

25 D MICROFILM REEL(S) 
KUMBKR D C O M P U T E R T A P E ( S ) 

D Q T H F R I R P r r l F Y l 

I 0. ANNUAL ACCUMULAT1ON 
BXFILE DRAWER(S) 

25 D MICROFILM REEL(S) 
KUMBKR D C O M P U T E R T A P E ( S ) 

D Q T H F R I R P r r l F Y l 

! 1 1 ' FILE IS USED 
O DAILY • WEEKLY flXMONTHLY 

, 2 , FILE BECOMES INACTIVE A F T E R 
N T W ° HxYEAR( S) 

13. CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM) 

Governmental Center - Data Services Office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
I I F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
• YES AC NO 

15. ACCESS RESTRICTIONS D YES S^NO 
( I F Y E S , C I T E LAW(s) & R E O U L A T 1 O N ( S ) 

16. AUDIT REQUIREMENTS 
County 

• NONE • STATE • F E D E R A L 2Jxl N D E P E N D E N T 

17. IS AN INDEX SYSTEM USEDT (IF Y E S . E X P L A I N 
BP.' 1 E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

0 YES EX NO 

18. RECOMMENDED RETENTION 
Retain in office 2 years /or "uhtfM-!au'd±fis;-f I 
completed, whichever Us later, thereafter i. 
destroy. i I 

V 

I I 
^•r! NAME AND TITLE O F PREPARER 

J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

21. DATE......... < - - x »„.»,,.„. r„. •• 

6/22/90 

DGS 550-4 (REVISED 2/87) 



1 HSTRUCT 1 QMS - - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 800 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
1 HSTRUCT 1 QMS - - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 800 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE 2l OF c?^ 

S^^EFARTMENT / AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

J. UNIT 
Data Services 

DEFINITION-RECORD SERIES A OROUP OP RELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
Payroll Interface/Journal 

8. EARLIEST YEAR/LATEST YEAR 
July 1989 - T O 

6. RECORD SERIES DESCRIPTION j B R I B : r U V DESCRIBE THE TYPES O P INFORMATION/DOCUMENTS/FORMS POUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Record of the interfacing of Payroll records into Finance records run after each 
payroll is issued. Payroll uses a different software program requiring an interface 
with the Finance system. Prior to July 1989 this report was known as Labor Distribution. 

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME 
Q LETTER SIZE ° MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 

O ALPHABETICAL 
0 NUMERICAL 

fixFILE DRAWER(S) 
• MICROFILM REEL(S) 

.25 0 COMPUTER TAPEISl 
NUMBER D oTHER[SPECIFY) ^BOUND BOOK • FLOPPY DISK OXCHRONOLOG1GAL 

fixFILE DRAWER(S) 
• MICROFILM REEL(S) 

.25 0 COMPUTER TAPEISl 
NUMBER D oTHER[SPECIFY) 

^™AUD10 TAPE 0 VIDEO TAPE 0 GEOGRAPHICAL 10. ANNUAL ACCUMULATION 
SMOTHER!SPECIFY) O OTHER(SPECIFY) SxFILE DRAWER(S) 

printout in binder 25 D MICROFILM REEL(S) 
RTJHBBTT d COMPUTER TAPE(S) 

• OTHFR(SPFPIFV) 

25 D MICROFILM REEL(S) 
RTJHBBTT d COMPUTER TAPE(S) 

• OTHFR(SPFPIFV) 
! i t FILE IS USED 

O DAILY 0 WEEKLY ^MONTHLY 
1 2 • FILE BECOMES INACTIVE AFTER 

13. CURRENT LOCATION'S) (BLDG.,FLOOR,ROOM) 

Governmental Center - Data Services Office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
tlF YES, SPECIFY AOENCY OR OFFICE) 
D YES H3CNO 

18. ACCESS RESTRICTIONS • YES fix NO 
(IP YES, CITE LAW(s) & RBOULATI ON(S) 

16. AUDIT REQUIREMENTS 

O NONE • STATE O FEDERAL Hx^NDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IP YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

Q YES OX N O 

18. RECOMMENDED RETENTION 

Retain 2 years or until all audits completed, 
whichever is later, thereafter destroy. 

"•jpr NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE 
J. Blodgett/County Archivist (301) 475-7844 6/22/90 

DGS 950-4 (REVISED 2/87) 



1HSTRUCTIQMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 580 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
1HSTRUCTIQMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 580 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE A ? - OF P C ( 

n(^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

>. UNIT 
Data Services 

DEFINITION-RECORD SERIES A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION R U R R O S E S 

4. RECORD SERIES TITLE 
Manual Checks 

8. EARLIEST YEAR/LATEST YEAR 
July 1989 - T O 

I 6. RECORD SERIES DESCRIPTION {•"•••'l.T DESCRIBE THE TYPES O P INFORMATION/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BEPtES) 

Printout of entries for manually issued checks (handwritten) from the County. 
Used to verify data entry and to enter information on these checks into the computer 
system. 

7. RECORD SERIES FORMAT(S) 
P LETTER SIZE P MICROFILM 
P LEGAL SIZE P COMPUTER TAPE 

^•teOUND BOOK P FLOPPY DISK 
^WUJDIO TAPE P VIDEO TAPE 
X3C OTHER ( SPEC 1 FY J 

printout in binder 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
O NUMERICAL 

X X CHRONOLOGICAL 
P GEOGRAPHICAL 
P OTHER(SPEC I FY) 

9. VOLUME 

.25 
NUMBER 

X X FILE DRAWER ( S) 
O MICROFILM REEL(S] 
• COMPUTER TAPE(S) 
P OTHER(SPEC I FY ) 

10. ANNUAL ACCUMULATION 
X X FILE DRAWER(S) 

25 D MICROFILM REEL(S) 
kliUbgh D COMPUTER TAPE { S ) 

• Q T H F P ( f i P F r l F V | 
I 1 FILE IS USED 

a DAILY a WEEKLY XX MONTHLY 

13. CURRENT LOCATION(S) (BLDG. 

Governmental Center - Data 

.FLOOR,ROOM) 

Services Office 

12. FILE BECOMES INACTIVE AFTER 
2 P MONTH(S) XJCYEAR(S] 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YES, SPECIFY AOENCY OR OFFICE) 
• YES CtXNO 

15. ACCESS RESTRICTIONS O YES XX NO 
(IF Y E S , CITE LAW(s) & REOULATI O N ( S ) 

16. AUDIT REQUIREMENTS 
„ „ „ County 
P NONE D STATE P FEDERAL £k INDEPENDENT 

17. IS A N INDEX SYSTEM USED7 ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

• YES NO 

18, RECOMMENDED RETENTION 

Retain 2 years or until audits completed, 
whichever is later, thereafter destroy. 

^ B W NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE 

J. Blodgett/County Archivist (301) 475-7844 6/22/90 

DGS 550-4 (REVISED 2/87) 



INSTRUCT 1 Q M S - - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 580 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT 1 Q M S - - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 580 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE 23 OF . P ^ 

" l^^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

8. UNIT 
Data Services 

DEFINITION-RECORD SERIES-* ° R O U F O F m l - A r K O **«>«DS NORMALLY FILED 
REFERENCE AS WELL AS RETENTION AND DISPOS 

AND USED AS A UNIT FOR 
IT ION FURPOSEB 

4. RECORD SERIES TITLE 
Bank Reconcilation 

8. EARLIEST YEAR/LATEST YEAR 
July 1989 - TO 

6. RECORD SERIES DESCRIPTION (BR""'l-V DESCRIBE THE TYPES O P INPORMATION/DOCUMENTS/PORMS FOUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERTES) 

Reconciled check register and outstanding check lists printed on a monthly 
basis and used to compare and reconcile with bank statements. Notes on changes 
to be made included on printout. 

7. RECORD SERIES FORMAT(S) 
O LETTER SIZE C MICROFILM 
• LEGAL SIZE • COMPUTER TAPE 

' ^ k o U N D BOOK • FLOPPY DISK 

^ " A U D I O TAPE a VIDEO TAPE 
x5c OTHER ( SPEC I FY J 

printout in binder 

8. RECORD SERIES SEQUENCE 
Q ALPHABETICAL 
• NUMERICAL 
£k CHRONOLOG1CAL 
Q GEOGRAPHICAL 
D OTHER{SPEC 1FY) 

9. VOLUME 
Si FILE DRAWER(S) 
• MICROFILM REEL(S) 

.25 • COMPUTER TAPE(S) 
NUMBER Q OTHER(SPECI FY) 

I 0. ANNUAL ACCUMULAT1 ON 
ZkFILE DRAWER ( S ) 

,25 D MICROFILM REEL(S) 
H U M B B f f *P̂ F»'W w • Ml » • \ / 

• OTHFRISPTP1FVI 
i 1 1 - FILE IS USED 

O DAILY • WEEKLY XX MONTHLY 
l 2 , FILE BECOMES INACTIVE AFTER 

2 D MONTH (S) XJD YEAR(S) 

; 13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 

Governmental Center - Data Services Office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
llF YES, SPECIFY AOENCY OR OFFICE) 
a Y E S CS3NO 

18. ACCESS RESTRICTIONS D YES TO NO 
(IF YES, CITE LAW(s) * RBOULAT1 ON(S) 

16. AUDIT REQUIREMENTS 
County 

O NONE • STATE 0 FEDERAL ^INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

Q YES NO 

18. RECOMMENDED RETENTION 

Retain 2 years or until audits completed, 
whichever is later, thereafter destroy. 

NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 I. DATE 

6/22/90 

DGS 850-4 (REVISED 2/87) 



INSTRUCT 1 Q M S - - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 980 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT 1 Q M S - - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 980 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE JA OF 

~4J^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

S. UNIT 
Data Services 

DEFINITION-RECORD SERIES-* O B O W o r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
Cash Receipts & Journal Entries 

8. EARLIEST YEAR/LATEST YEAR 

I 6. RECORD SERIES DESCRIPTION (BR,,",l-V DESCRIBE THE TYPES O P INPORMATI ON/DOCUMENTS/FORMS FOUND 
| -IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BURIES) 

Report forms used by each department to record deposits of cash receipts. Data 
entry is made from these forms. 

7. RECORD SERIES FORMAT(S) 
X-k LETTER SIZE ° MICROFILM 
a LEGAL SIZE • COMPUTER TAPE 
^fcoUND BOOK B FLOPPY DISK 
^ ^ U D I O TAPE D VIDEO TAPE 
0 OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 
Q ALPHABETICAL 
• NUMERICAL 
x3c CHRONOLOG1CAL 
0 GEOGRAPHICAL 
D OTHER(SPECIFY) 

9. VOLUME 
X X FILE DRAWER(S) 
0 MICROFILM REEL(S) 

3 0 COMPUTER TAPE(S 1 
NUMBER D O T H E R ( s p E C , p Y ) 

10. ANNUAL ACCUMULATION 
£kFILE DRAWER ( S ) 

^ 0 MICROFILM REEL(S) 
NUMBBK d COMPUTER TAPE(S) 

0 OTWFRI R P F f l F V I 
1 1 • FILE IS USED 

a DAILY • WEEKLY X3C MONTHLY 
1 2 , FILE BECOMES INACTIVE AFTER 
mmLr E MONTH(s) ^ Y E A R ( S , 

13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM) 

Governmental Center - Data Services Office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
('IF YES, SPECIFY AOENCY OR OFFICE) 
D YES }fiNO 

18. ACCESS RESTRICTIONS • YES X X N O 
I IP YES, CITE L A S ( s ) A REOULAT1ON(S) 

16. AUDIT REQUIREMENTS 
„ „ „ County 
9 NONE Q STATE • FEDERAL BxINDEPENDENT 

17. IS AN INDEX SYSTEM USED? (|p YES.EXPLAIN 
BPilEFLY AND DESCRIBE ANY HARDWARE,/SOFTWARE ) 

a Y E S B X NO 

f # *"'*•».,... 18. RECOMMENDED RETENT fONf i t 
i t v*7'***--

Retain 2 years or until audits cbmple't.e.dĵ ' / 
whichever is later, thereafter destroy. i 

> '" • . f 
'• • . f • ., j 

/ 
' ••- . 1 

NAME AND T1TLE OF PREPARER 
J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

21. DATE 
6/22/90 
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