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Agency 
Worcester County 

Division/Unit 
County Administration/ Budget Officer 

Item No Description Retention 

1 Audit confirmations 

2 

3 

4 

5 

Requested budgets 

Operating budgets - for department and agencies 

MACo budget reports 

Financial surveys 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 

Retain for 5 years, then destroy. 

Retain for 5 years, then destroy. 

Retain for 3 years, then destroy. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 

Approved by Department, Agency or Division Representative 

Date 

Signature 

Type Name 

Title 

Kathy Whited 

Budget Officer 

Schedule Authorized by State Archivist 

Date 'JUN 2 7 m 
Signature 
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Item No Description Retention 

10 

11 

12 

13 

14 

15 

16 

Adjusting journals 

Monthly statements - office depot - list of expenditures, 
purchase orders, correspondence, invoices - copies 

Legal ads monthly statements - documentation for funding 

Tax differential 

MILES/CJIS 

DSI/IBM contracts - data services, inc, computer support 
services 

Financial systems/software information - different financial 
systems software packages 

Equipment information - agreement, maintenance 

Constant yield tax rate 

Budget workpapers 

Confirmation of grant money - correspondence to grantees 
confirming budget approval for funds 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 

Retain for 3 years, then destroy. 

Retain for 10 years, then 
destroy. 

Retain for 10 years then destroy 

Retain for life of system, then 
review for further return needs 

Retain for life of contract,plus 4 
years, then destroy 

Retain for life of use of 
software, plus 2 years, then 
destroy 

Retain for life of equipment, 
plus 4 years, then destroy 

Retain 5 years, then destroy 

Retain for 5 years, then destroy 

Retain for life of grant, plus 5 
years, then destroy 
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Item No Description Retention 

17 Capital improvement plan - includes workpapers Retain for 10 years thhen 
destroy. 

18 Rating agency workpapers - correspondence, monetary 
information 

Retain most recent two, then 
destroy 

19 Budget hearing - notes, handouts Retain for 5 years, then destroy 

20 Visitors center land rent - purchase orders, rent figures Retain for life of rental, then 
destroy 

21 LIGIT/Worcester County hazard evaluation survey Retain for 3 years, then destroy 

22 LIGIT scope of coverage Retain for 3 years, then destroy 

23 LIGIT insurance application - Renewable annually Retain until renewed, then 
destroy 

24 Continuing disclosure agreement - to repositories (securities) Retain for life of bond, plus 5 
years, then destroy 

25 Promissory notes - Berlin, Commission on Aging Retain until paid, plus 3 years, 
then destroy 

26 Gas tax appropriation - state Retain for 3 years, then destroy 

27 Grants appropriations - grants paid documentation, copies Retain for life of grant, plus 5 
years, then destroy 

28 Budget award program - educational material Retain until updated or 
superseded, then destroy. 

29 Audit workpapers Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
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Item No Description Retention 

30 Fiscal year authorized over expenditures Retain 5 years, then destroy 

31 Miscellaneous revenue - adjusting journal entry, deposit slips Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 

32 Telephone bills, copies - treasurer's office processes and 
charges back to departments 

Retain for 2 years, then destroy 

33 Fixed assets working sheets Retain until updated or 
superseded, then destroy 

34 Financial report - audit reports Permanent. Transfer periodically 
to the Maryland State Archives. 

35 Board of Education operating budget requests Retain for 5 years, then destroy 

36 LGIT claims - settled Retain for 5 years after settled, 
then destroy 

37 Bill's list - payables, paid invoices Retain for 3 years, then destroy 

38 Fund balance surplus projections Retain for 3 years and until all 
audit requirements have been 
met, then destroy. 

39 Encumbrances Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
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Item 
No. 

Description Retention 

40 Telephone system proposals Retain for 5 years, then destroy 

41 Fixed asset paid bills - keep for transition for new government 
reporting, includes roads and bridges 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 



. Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 
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Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 
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_ Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 
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,,ale a 1-ede.al ° Independent 
Screen annually. Destroy material having no 

— further fiscal, legal or operational value. Retain 
N permanently any material that serves to 

document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 
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_ Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 
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_ Screen annually. Destroy material having no 
H further fiscal, legal or operational value. Retain 

permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 
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_ Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 


