
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. ^ ' " y ^ 

Page 1 of 5 

Agency 
Carroll County Public Schools (CCPS) 

Division/Unit 
Finance Department 

Item 
No. 
1. 

2. 

Description 

Accounts Payable - Includes Finance duplicate printed copy 
of check initialed by Supervisor of Finance or designee. 
Includes vendor's invoice stamped "PAID" and approval 
documentation including approval from cost center. If paid 
from purchase order, the front page of the purchase order and 
page of requisition are also attached. 

Accounts Receivable Files - Includes supporting 
documentation for the creation of the receivable including a 
copy of the receivable signed by the Comptroller. 

Cash Receipts - Includes the original daily deposit ticket 
from the Bank as well as all supporting documentation 
received in Finance for fimds deposited. 

Audited Financial Statements - PubUshed copy issued by 
independent auditors 

Retention 

Retain for 2 years in the 
Finance office. Transfer to 
Kessler storage facility for an 
additional 6 years; then 
destroy. 

Retain for 2 years in the 
Finance office. Transfer to 
Kessler storage facility for an 
additional 6 years; then 
destroy. 

Retain for 2 years in the 
Finance office. Transfer to 
Kessler storage facility for an 
additional 6 years; then 
destroy. 

Permanent. Retain in office 
for 20 years and/or until all 
audit requirements are 
fiilfiUed then transfer to State 
Archives for permanent 
retention. 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date 

Signature 
17 

'ha 1 
Typed Name Stephen Guthrie 

Title Assistant Superintendent. CCPS 

Schedule Authorized by State Archivist 

Date H W , C ^ ^ 

Signature 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Agency 
Carroll County Public Schools 

Schedule No. C 1 0 9 7 

Page 2 of 5 

Division/Unit 
Finance Department 

Item 
No. 
5. 

9. 

10. 

Description 

Procurement Card Master Statements 

Procurement Card-Holder Statements - Includes the stapled 
statement and all supporting receipts (including activity log). 

Bank Statements - Includes Bank reconciliation and cleared 
check image CD 

Audit Action Plans 

Express Scripts Invoices 

Actuarial Valuation Letter for Self Insurance 

Retention 

Retain for 2 years in the 
Finance office. Transfer to 
Kessler storage facility for 
an additional 6 years; then 
destroy. 

Retain for 2 years in the 
Finance office. Transfer to 
Kessler storage facility for 
an additional 6 years; then 
destroy. 

Retain in Finance office for 
7 years; then destroy. 

Permanent. Retain in 
office for 7 years and/or 
until all audit requirements 
are fulfilled then transfer to 
State Archives for 
permanent retention. 

Retain for 2 years in the 
Finance office. Transfer to 
Kessler storage facility for 
an additional 6 years; then 
destroy. 

Retain in office for 7 years 
and/or until all audit 
requirements are fulfilled, 
then destroy. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Agency 
Carroll County Public Schools 

Schedule No. C 1 0 9 7 

Page 3 of 5 

Division/Unit 
Finance Department 

Item 
No. 
11. 

12. 

13 

14. 

15. 

16. 

Description 

Other Post Employment Benefits Actuarial Valuations 

Attendance Logs for Financial In-service including 
evaluations 

MSDE Annual Report - Unrestricted 

Bus Contractor Direct Deposit Information 

Capital Improvement Payments Vendor Payments - Includes 
invoice and approving documentation from Construction 

Carroll County Government Capital Improvement Project 
Reports 

Retention 

Retain for 2 years in the 
Finance office. Transfer to 
Kessler storage facility for 
an additional 6 years; then 
destroy. 

Retain in office for 7 years 
and/or until all audit 
requirements are fulfilled; 
then destroy. 

Permanent. Retain in office 
for 20 years and/or until all 
audit requirements are 
fulfilled then transfer to 
State Archives for 
permanent retention. 

Retain for 2 years in 
Finance Office. Transfer 
to Kessler storage facility 
for an additional 6 years; 
then destroy. 

Retain in Finance office for 
7 years and/or until all 
audit requirements are 
fulfilled; then destroy. 

Retain in office for 10 
years and/or until all audit 
requirements are fulfilled, 
then destroy. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Agency 
Carroll County Public Schools 

Schedule No. C 1 0 9 7 

Page 4 of 5 

Division/Unit 
Finance Department 

Item 
No. 
17. 

18. 

19. 

20. 

21. 

22. 

23. 

Description 

l A C Reports (Request for Payment to Contractors, Requests 
for Reimbursement to L E A , Monthly Financial Report, 
Monthly Financial Report Summary, and Close-out Cost 
Summary). 

School Reports - Includes school prepared bank reconciliation 
and receipt verification, copies of pre-numbered receipts, 
school bank statements, and approved disbursement forms. 

MSDE Electronic Payments - paper copies of A C H 

Vehicle Donation Forms - Includes Donation form and 1098-
C and 1096 as well as donor's paperwork 

1099 

Journal Entries - Includes journal entry approved by cost 
center administrator and all documentation to support journal 
entry (invoices, receipt tickets, financial system reports, check 
documents, etc.) 

Voided Checks - includes voided check and stop payment 
paperwork. 

Retention 

Retain in Finance until 
audits are completed by 
I A C , then transfer to 
Kessler for an additional 7 
years, then destroy. 

Retain for 2 years in the 
Finance office. Transfer to 
Kessler storage facility for 
an additional 6 years; then 
destroy. 

Retain 7 years in Finance 
office, then destroy 

Retain 7 years in Finance 
office; then destroy. 

Retain for 7 years in 
Finance office; then 
destroy. 

Retain 7 years in Finance 
office; then destroy 

Retain for 2 years in the 
Finance office. Transfer to 
Kessler storage facility for 
an additional 6 years; then 
destroy. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule N o . c i 097 DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 5 of 5 

Agency Divis 
Carroll County PubUc Schools Finance 1 

on/Unit 
Department 

Item 
No. 

Description Retention 

24. 

25. 

26. 

27. 

Purchase Order Changes and Closed Purchase Orders -
includes any applicable notes or documentation for change. 

Official Tax Licenses: 
Maryland Sales & Use Certificate 
Federal Tax Status letter 
Maryland Sales Tax Exemption Certificate 
Retail Sales Account 
Social Security Identification Document 
Employer Identification Document 
Fuel Tax Exemption 

Medical Assistance Provider Number 

Radio Station License - for radio transmission permission for 
2 way radio systems. 

Retain for 2 years in the 
Finance office. Transfer to 
Kessler storage facility for 
an additional 6 years; then 
destroy. 

Retain in the Finance 
Office safe until expired, 
then destroy or renew 
license. 

Retain in the Finance 
Office safe until expired; 
then destroy. 

Permanent. Retain until 
license expires, then 
transfer to the State 
Archives for permanent 
retention. 

DGS 550-1A 



Instructions -Type or Print a separate fomi for 
each new or revised record series. Forward 
with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

PAGE 1 OF 27_ 

1. Department/Agency 
CarTDll County Public Schools 

2. Division 
Finance 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 
Accounts Payable 

5. Eariiest Year/Latest Year 

2002 to_2009 

6. Record Series Description (Briefly describe the types of infomnation/documents/fonns found in the series. Include the purpose or function of the 
series.) 

Accounts payable records include the Finance duplicate printed copy of the check initialed by the Supervisor of 

Finance, Senior Accountant, or their designee, and includes vendor's invoice stamped "PAID" and approval 

documentation including approval from cost center. If paid from a purchase order, the front page of the purchase 

order and page of requisition are also attached. 
7. Record Secies Fomiat(s) Ust all 

H Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

• aher (speciiy) 

8. Record Series Sequence 

B Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (speciiy) 

9. Volume 

180 

Number 

• File Drawerts) 
• Microfilm Reel(8) 
• Computer Tape(s) 
H Other (specify)_Banker Boxes_ 

10. Annual Accumulation 
_30 
Number 

• Rie Drawet<8) 
• Microfilm Reel(s) 

• Computer Tape(8) 

El Other (specify)_Banker Boxes_ 

n.Rleis Used 

13 Dally • Weekly • Monthly • Annually 

12. Hie Becomes Inactive After 
7 

Number • Month(s) H Year<s) 

13. Current Location(s) (BIdg., Roor, Room) 
Kessler Building 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 
• Yes H No 

15. Access Restrictions (If Yes. cite Law(3) 4 RegulaUon(s) 
• Yes (a No 

16. Audit Requirements 

• None S state ^ Federal ^ Independent 

Recofda retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requiiements 
• Yes H No 

18. Recommended Retention 

Retain for 2 years in the Finance office. Transfer to 

Kessler storage fecility for an additional six years, 

then destroy. 

19. Name and Title of Preparer 
Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 
410-386-1814 

21. Date 
November 9,2009 



Instructions -Type or Print a separate forni for 

each new or revised record series. Fon«ard 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Watertoo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE 2 OF 57 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records nortnallv filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Accounts Receivable 
5. Eartiest Year/Latest Year 

2002 to 2009 

6. Record Series Description (Briefly describe the types of infomiation/documents/fomris found in the series. Include the purpose or function of the series.) 

Accounts Receivable records include supporting documentation for the creation of the receivable including a copy of the 

receivable signed by the Supervisor of Finance. 

7. Record Series Format(s) List all 

H Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n Other (soecifv) 

8. Record Series Sequence 

• Alphabetical 

n Numerical 

• Chronological 

• Geographical 

S aher (spediy) _lnvoice 

number 

9. Volumo 

6 

Number 

• RIe Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(8) 

H Other (speeify)_Banker Boxes 

7. Record Series Format(s) List all 

H Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n Other (soecifv) 

8. Record Series Sequence 

• Alphabetical 

n Numerical 

• Chronological 

• Geographical 

S aher (spediy) _lnvoice 

number 

10. Annual Accumulation 

1 

Number 

• RIe Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

13 Other (specify) Banker Boxes 

11. File is Used 

• Daily H Weekly • Monthly • Annually 

12. Rio Becomes Inactive After 

7 

Number • Month(s) El Year(s) 

13. Cunent Location(s) (BIdg., Roor, Room) 

Keisler Building 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes H No 

15. Access RestiicUons (If Yes, cite Law(s) & Regulation(s) 

• Yes la No 
16. Audit Requirements 

• None 13 State • Federal ^ Independent 

Records retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 
• Yes 13 No 

18. Recommended Retention 

Retain for 2 years in the Finance office. Transfer to 

Kessler storage facility for an additional six years, then 

destroy. 

19. Name and Title of Preparer 
Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1814 
21. Date 

November 9,2009 

DGS 55(M (Rev. 1/93) 



Instructions -Type or Print a separate fomi for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

P A G E _ 3 _ OF 27_ 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records nonnaily filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Cash Receipts 
5. Eariiest Year/Latest Year 

_2002 to _2009_ 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 
series.) 

Cash receipts records include the original daily deposit ticket from the Bank as well as all supporting documentation 

received in the Finance Office for funds deposited. 
7. Record Series Format(s) List all 

H Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disl< 

• Bound Book • Video Tape 

• Other (spedfyL 

8. Record Series Sequence 

• AlphabeUcal 

n Numerical 

Bl Chronological 

• Geographical 

• Other (specify) _ 

9. Volume 

6 

Number 

• Hie Drawer<s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

H Other (specify)_Banker Boxes_ 

10. Annual Accumulation 

_1 

Number 

• Hie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

S Other (speclfy)_Banker Boxes_ 

II.RIeisUsed 

• Dally H Weekly • Monthly • Annually 

12. Rie Becomes Inactive Afler 
7 

Number • Month(s) H Year<s) 

13. Cun-ent Location(s) (BIdg., Roor, Room) 

Kessler Building 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes Bl No 

15. Access Restrictions (If Yes, cite Law(s) & RegulaUon(s) 

• Yes H No 
16. Audit Requirements 

• None S State ^ Federal O Independent 

Records retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 
• Yes H No 

18. Recommended Retention 

Retain for 2 years in the Finance office. Transfer to 

Kessler storage facility for an additional six years, 

then destroy. 

19. Name and Title of Preparer 

Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1814 

21. Date 

November 9, 2009 

CK3S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 4 OF 27 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Finance 
3. UnH 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Audited Financial Statements 
5. Eariiest Year/Latest Year 

1958 to 2009 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 
series.) 

Published copy issued by independent auditors. 

7. Reconl Seiies Fomiat(s) Ust all 

la Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

H Bound Book • Video Tape 

• aher (specify) 

8. Record Series Sequence 

• AlphabeUcal 

• Numerical 

^ Chronological 

• Geographical 

• other (specify) _ 

9. Volume 

_ 2 0 
Number 

• Rie Drawerts) 

• Microfilm Reel(s) 

• Computer Tape(s) 

B Other (specify) Bound Books 

7. Reconl Seiies Fomiat(s) Ust all 

la Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

H Bound Book • Video Tape 

• aher (specify) 

8. Record Series Sequence 

• AlphabeUcal 

• Numerical 

^ Chronological 

• Geographical 

• other (specify) _ 
10. Annual Accumulation 

1 

Number 

• Hie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

la Other (specify) Bound Books 

11.nie is Used 

• Daily • Weekly • Monthly H Annually 

12. Rie Becomes Inactive After 

20 

Number • Month(s) H Yeai<s) 

13. Cunent Locatlon(s) (BIdg.. Floor, Room) 

Rnance Office 
14. Is Record Series Duplicated Elsewhere? (If yes, speciiy agency or office.) 

• Yes H No 

15. Access RestitcUons (If Yes, cite Law(s) & Regulation(s) 
• Yes H No 

16. Audit Requirements 

• None B State Federal ^ Independent 

17. Is an Index System used? If yes, explain bdefly and describe requirements 

• Yes Bl No 
18. Recommended Retention 

Permanent. Retain in office for 20 years and/or until the 

requirements are fulfilled then transfer to State Archives 

for permanent retention. 

19. Name and Title of Preparer 
Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1B14 
21. Date 

November 10,2009 

DGS 5504 (Rev. 1/93) 



Instructions -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 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -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 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 5 OF 27 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Finance 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records nomnally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Procurement Card Master Statements 
5. Eartiest Year/Latest Year 

2002 to 2009 

6. Record Series Description (Briefly describe the types of information/documents/fomis found in the series. Include the purpose or function of the 
series.) 

Procurement Card Master Statements includes transactions for each procurement card holder for each billing 

cycle. 
7. Record Series Forniat(s) List all 

• Letter Size • Microfilm 

13 Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n Other fsoecify) 

8. Record Series Sequence 

• AlphabeUcal 

• Numerical 

S Chronological 

• Geographical 

• Other (specify) _ 

9. Volume 

72 statementa 

Number 

• RIe Drawer(s) 

• Microflim Reel(s) 

• Computer Tape(8) 

S Other (specify) Banker Boxes 

7. Record Series Forniat(s) List all 

• Letter Size • Microfilm 

13 Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n Other fsoecify) 

8. Record Series Sequence 

• AlphabeUcal 

• Numerical 

S Chronological 

• Geographical 

• Other (specify) _ 
10. Annual Accumulation 

12 statement* 

Number 

• RIe Drawerts) 

• Microfilm Reel(8) 

• Computer Tapo(s) 

13 Other (specify) Banker Boxes 

11. RIe is Used 

• Daily • Weekly E) Monthly • Annually 

12. RIe Becomes Inactive After 
7 

Number • Month(s) H Year(s) 

13. CunwitLocation(8) (BIdg., Roor, Room) 

Kessler Building 
14. Is Record Series IDuplicated ElsevKhere? (If yes, specify agency or offlce.) 

• Yes H No 

15. Access RestricUons (If Yes, cite Law(s) & Regulation(s) 

• Yes H No 
16. Audit Requirements 

• None B State ^ Federal |3 Independent 

Rocoids retained for 7 yean. 

17. Is an Index System used? it yes. explain briefly and describe requirements 
• Yes H No 

18. Recommended Retention 

Retain for 2 years in the Finance office. Transfer to 

Kessler storage facility for an additional six years, 

then destroy. 

19. Name and Title of Preparer 

Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1B14 
21. Date 

November 10,2009 

DGS 55CM (Rev. 1/93) 



Instructions -Type or Print a separate form for 
each new or revised record series. Fonward 
with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 
each new or revised record series. Fonward 
with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

PAGE 6 OF 27 

1. Department/Agency 
Carroll County Public Schools 

2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records nontially filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Procurement Card-Holder Statements 
5. Eariiest Year/Latest Year 

_2002 to_2009_ 

6. Record Series Description (Briefly describe the types of infonnation/documents/fomis found in the series, include the purpose or function of the 
series.) 

Procurement card statements include the card-holder's statement, activity log and all supporting receipts ail stapled 

together. 
7. Record Series Foniiat(s) List all 

B Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

n Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

B Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• other (specify) _ 

11. Rie is Used 

• Daily • Weekly H Monthly • Annually 

9. Volume 

60 

Number 

• Rie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

H other (specify)_Banker Boxes_ 

10. Annual Accumulation 

_10 
Number 

• Rie Drawerts) 

• Microfilm Reel(s) 

• Computer TapB(s) 

H Other (specify)_Banker Boxes_ 

12. Rie Becomes Inactive After 

7 

Number • Month(s) ^ Yearts) 

13. Cunent Location(s) (BIdg., Roor, Room) 

Kesder Building 
14. Is Record Series Duplicated Eisevriiere? (If yes, specify agency or office.) 

H Yes • N O 

Statemento are also saved at schools and other cost centers. 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 
• Yes B No 

16. Audit Requirements 

• None Bl State ^ Federal ^ Independent 

Records retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

Retain for 2 years in the Finance office. Transfer to 

Kessler storage facility for an additional six years, 

then destroy. 

19. Name and Title of Preparer 
Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 
410-386-1814 

21. Date 
November 10.2009 

DGS 5504 (Rev. 1/93) 



Instructions -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 

7275 Waterioo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -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 

7275 Waterioo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 7 OF 27 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Bank Statements 
5. Eariiest Year/Latest Year 

2002 to 2009 

6. Record Series Description (Briefly describe the types of infonnation/documents/forms found in the series. Include the purpose or function 
of the series.) 

Bank statements from FY 2002 to FY 2004 are paper copies. Starting in FY 2005 CCPS received a CD-Rom 

from the bank with the statement and check images. From FY 2008 to the present FY, CCPS has the ability to 

view and print online statements from our bank's website and a copy of the statement is also saved on the 

CCPS network. 
7. Record Sedes Format(s) Ust all 

S Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disl< 

• Bound Book • Video Tape 

other (soecify) CD Rom 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

H Chronological 

• Geographical 

• Other (specify) _ 

9. Volume 

72 statements 

Number 

Q Rie Drawer(8) 

• Microfilm Reel(s) 

• Computer Tape(s) 

n other (specify) Banker Boxes 

7. Record Sedes Format(s) Ust all 

S Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disl< 

• Bound Book • Video Tape 

other (soecify) CD Rom 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

H Chronological 

• Geographical 

• Other (specify) _ 
10. Annual Accumulation 

12 statements 

Number 

B Rio Drawer(s) 

• Microfilm Roel(s) 

• Computer Tape(s) 

• other (8pecify)_Banker Boxes 

11. File is Used 

• Daily • Weekly H Monthly • Annually 

12. Rie Becomes Inactive After 

7 
Number • Month(s) H Year(8) 

13. Cun-ent Location(s) (BIdg., Roor, Room) 

Rnance Offlca 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes H No 

15. Access RestricUons (If Yes, cite Law(s) & Regula«on(s) 

• Yes H No 

16. Audit Requirements 

n None S State Federal ^ Independent 

Records retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

Retain in Finance office for 7 years, then destroy. 

19. Name and Title of Preparer 

Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1814 
21. Date 

November 10,2009 

DGS 550-4 (Rav. 1/93) 



Instructions -Type or Print a separate forni for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

PAGE 8 OF 27_ 

1. Department/Agency 

Carroll County Public Schools 
2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records nomially filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Audit Action Plans 
5. Earliest Year/Latest Year 

to 

6. Record Series Description (Briefly describe the types of infonnation/docunients/fomis found in the series. Include the purpose or function of the 
series.) 

At this time CCPS does not have an audit action plan since CCPS has not been issued a finding on the audited 

financial statements. If CCPS would be issued a finding the audit action plan would be maintained by the 

Supervisor of Finance. 
7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disl< 

• Bound Bool< • Video Tape 

n Oltierfsoecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specily) _ 

9. Volume 

N/A 

Number 

• RIe Drawer(s) 

• Microfilm Reel(s) 

n Computer Tape(s) 

• Other (specify)_Bound Books 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disl< 

• Bound Bool< • Video Tape 

n Oltierfsoecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specily) _ 
10. Annual Accumulation 

N/A_ 

Number 

• RIe Drawerts) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify)_Bound Books 

11. RIe is Used 

• Daily • Weekly • Monthly • Annually 

12. RIe Becomes Inactive After 

7 

Number • Month(s) H Year(s) 

13. Current Location(s) (BIdg., Roor. Room) 

Rnance Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes H No 

15. Access RestricUons (If Yes, cite Law(s) & Regulation(s) 
• Yes El No 

16. Audit Requirements 

• None S State ^ Federal E| Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

Permanent. Retain in office for 7 years and/or until the 

requirements are fulfilled then transfer to State Archives 

for permanent retention. 

19. Name and Title of Preparer 

Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1814 
21. Date 

November 10,2009 

DGS 55(M (Rev. 1/93) 



Instructions -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 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -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 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 9 OF 27 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Finance 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Express Script Invoices 
5. Eariiest Year/Latest Year 

_2002 to 2009 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 
series.) 

Express Scripts invoices are paid bi-monthly and are file with the Accounts Payable vendor files. 

7. Record Series Fomiat(s) List all 

S Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • noppy Disli 

• Bound Book • Video Tape 

n Other (soecif/) 

8. Record Series Sequence 

• AlphabeUcal 

• Numerical 

B Chronological 

• Geographical 

n other (soedfv) 

9. Volume 

156 Invoices 
Number 

• Rie Drawet<s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

la Other (specify) Banker Boxes 

7. Record Series Fomiat(s) List all 

S Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • noppy Disli 

• Bound Book • Video Tape 

n Other (soecif/) 

8. Record Series Sequence 

• AlphabeUcal 

• Numerical 

B Chronological 

• Geographical 

n other (soedfv) 
10. Annual Accumulation 

26 Invoices 
Number 

• Rie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

H Other (specify)_Banker Boxes 

11. Hie is Used 

• Daily • Weekly H Monthly • Annually 

12. File Becomes Inactive After 

7 

Number • Month(s) g] Year(s) 

13. CunwitLocatlon(s) (BIdg., Roor, Room) 

Kessler Building 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes H No 

15. Access Restdctlons (If Yes, cite Law(s) & Regulatlon(s) 

• Yes H No 
16. Audit Requirements 

• None S state • Federal ^ Independent 

Records retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes la No 
18. Recommended Retention 

Retain for 2 years in the Finance office. Transfierto 

Kessler storage facility for an additional six years, 

then destroy. 

19. Name and Title of Preparer 
Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 
410-386-1814 

21. Date 
November 10, 2009 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate fomn for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate fomn for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 10 OF 27 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Actuarial Valuation Letter for Self Insurance 
5. Eariiest Year/Latest Year 

2005 to 2009 

6. Record Series Description (Briefly describe the types of infonmation/documents/fomis found in the series. Include the purpose or function of the 
series.) 

Letter is prepared by actuarial firm for C C P S self insurance. 

7. Record Series Fonnat(s) Ust ali 

S Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disit 

• Bound Rook • Video Tape 

n other (soecify) 

8. Record Series Sequence 

• AlphabeUcal 

• Numerical 

O Chronological 

• Geographical 

nomerfsoecifv) 

9. Volume 

5 letters 

Number 

• Rie Drawerts) 

• Microfilm Reel(s) 

n Computer Tape(s) 

• aher (specify) Banker Boxes 

7. Record Series Fonnat(s) Ust ali 

S Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disit 

• Bound Rook • Video Tape 

n other (soecify) 

8. Record Series Sequence 

• AlphabeUcal 

• Numerical 

O Chronological 

• Geographical 

nomerfsoecifv) 
10. Annual Accumulation 

_1 letter 

Number 

• Rl8 Drawer(s) 
n Microfilm Reel(s) 

• Computer Tape(s) 

• other (specify) Banker Boxes 

11. Rie Is Used 

• Daily • Weekly • Monthly H Annually 

12. Rie Becomes InacUve After 

7 

Number • Month(s) ^ Yeaits) 

13. Current Location(s) (BIdg., Roor. Room) 

Rnance Office 
14. is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes H No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes H No 
16. Audit Requirements 

• None S State • Federal |3 Independent 

Records retained for 7 years. 

17. Is an Index System used? If yes, explain briefly end describe requirements 
• Yes 13 No 

18. Recommended Retention 

Retain in Finance for 7 years and/or until all audit 

requirements are fulfilled, tfien destroy. 

19. Name and Title of Preparer 

Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1814 

21. Date 

November 10,2009 

DGS 5504 (Rev. 1/93) 



Instructions -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 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -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 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 11 OF 27 

1. Department/Agency 

Carroll County Public Schools 
2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records nomnally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Other Post Employment Benefits Actuarial Valuations 
5. Eartiest Year/Latest Year 

2008 to 2009 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 
series.) 

Letter is prepared by actuarial firm for CCPS OPEB. 

7. Record Series Fomiat(s) List all 

B Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n Other (soecilv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

B Chronological 

• Geographical 

naher(sDeoify) 

9. Volume 

1 letter 

Number 

• RIe Drawret(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Ottier (specily) Banker Boxes 

7. Record Series Fomiat(s) List all 

B Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n Other (soecilv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

B Chronological 

• Geographical 

naher(sDeoify) 
10. Annual Accumulation 

1 letter 
Number 

• RIe Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) Banker Boxes 

11. RIe is Used 

• Daily • Weekly • MonUily g] Annually 

12. RIe Becomes Inactive After 

7 

Number • Month(8) H Year(s) 

13. CunBntLocalion(s) (BIdg., Roor, Room) 
Kessler Building 

14. Is Record Series Duplicated ElsevKhere? (If yes, specify agency or offlce.) 
• Yes la No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes El No 
16. Audit Requirements 

• None S state • Federal B| Independent 

Records retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 
• Yes 12 No 

18. Recommended Retention 

Retain in Finance for 7 years and/or until all audit 

requirements are fulfilled, then destroy. 

19. Name and Title of Preparer 

Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 
410-386-1814 

21. Date 

November 10,2009 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate forni for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE 12 OF 27_ 

1. Department/Agency 

Carroll County Public Schools 
2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Attendance Logs for Financial in-Servlce Including evaluations 
5. Eariiest Year/Latest Year 

2006 to 2009 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Attendance logs and evaluations. 

7. Record Series Fonnat(s) Ust all 

13 Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

n other (soecifvl 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

^ Chronological 

• Geographical 

n Other (soeciM 

9. Volume 

1 

Number 

13 Rie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) Banker Boxes 

7. Record Series Fonnat(s) Ust all 

13 Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

n other (soecifvl 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

^ Chronological 

• Geographical 

n Other (soeciM 
10. Annual Accumulation 

1 

Number 

S Rie 0rawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• other (specify) Banker Boxes 

11. File is Used 

• Dally • Weekly • Monthly ^ Annually 

12. Rie Becomes Inactive After 
7 

Number • Month(s) |3 Year(s) 

13. Cunent Location(s) (BIdg.. Roor, Room) 

Finance Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes B No 

15. Access Restrictions (If Yes, cite Law(s) & Regulatlon(s) 

• Yes (3 No 
16. Audit Requirements 

13 None • State • Federal • Independent 

Records retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 
• Yes H No 

18. Recommended Retention 

Retain in office for 7 years and/or until all audit 

requirements are fulfilled, then destroy. 

19. Name and Title of Preparer 

Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1814 

21. Date 

November 10, 2009 

DGS 550-4 (Rev. 1/93) 



Instructions -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 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -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 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 13 OF 27 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records nonnally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

MSDE Annual Report - Unrestricted 
5. Eariiest Year/Latest Year 

2006 to 2009 

6. Record Series Description (Briefly describe the types of infontiation/documents/fonns found in the series. Include the purpose or function of the 
series.) 

MSDE Annual Report - Unrestricted 

7. Recort Series Fomiat(s) Usl all 

S Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

S Bound Book • Video Tape 

n Other (soecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

B Chronological 

• Geographical 

• other (specify) _ 

9. Volume 

2 

Number 

• RIe Drawet(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

ISI Other (specify) Bound Books 

7. Recort Series Fomiat(s) Usl all 

S Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

S Bound Book • Video Tape 

n Other (soecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

B Chronological 

• Geographical 

• other (specify) _ 
10. Annual Accumulation 

1 

Number 

• RIe Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

Bother (specify) Bound Books 

11. RIe Is Used 

• Dally •weekly • MonUily H Annually 

12. RIe Becomes Inactive After 

20 

Number • Month(s) B Yearts) 

13. Current Location(s) (BIdg., Roor, Room) 

Rnance Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes H No 

15. Access Restrictions (If Yes, cite Law(s) & Reguiation(s) 

• Yes H No 
16. Audit Requirements 

• None S State • Federal ^ Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes Bl No 
18. Recommended Retention 

Pernnanent. Retain in office for 20 years antd/or until the 

requirements are fulfilled then transfer to State Archives 

for permanent retention. 

19. Name and Title of Preparer 
Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 
410-386-1814 

21. Date 
November 10.2009 

OGS 5504 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 14 OF 27 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records nonnaiiy filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Bus Contractor Direct Deposit Information 
5. Eariiest Year/Latest Year 

2002 to 2009 

6. Record Series Description (Briefly describe the types of information/documenfs/forms found in the series. Include the purpose or function of the 
series.) 

Bus contraction direct deposit information includes a bi-weekly payment print out from tfie Transportation 

Department in addition to any field trip invoices paid at the school level. 

7. Record Series Format(8) Ust all 

H Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Rook • Video Tape 

n Other (soecifvl 

8. Record Sertes Sequence 

• Alphabetical 

• Numerical 

Q Chronologjcal 

• Geographical 

n Other (sDedfy) 

9. Volume 

126 oayments 

Number 

• Rie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

13 Other (specify) Banker Boxes 

7. Record Series Format(8) Ust all 

H Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Rook • Video Tape 

n Other (soecifvl 

8. Record Sertes Sequence 

• Alphabetical 

• Numerical 

Q Chronologjcal 

• Geographical 

n Other (sDedfy) 
10. Annual Accumulation 

21 payments per year 

Number 

• Rie Orawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

S Other (specify) Banker Boxes 

11. Rie is Used 

• Daily H Weekly • Monthly • Annually 

12. Rie Becomes Inactive After 

7 

Number • Month(s) H Year(s) 

13. Cunent Location(s) (BIdg., Roor, Room) 

Kessler Building 
14. Is Record Series [Xiplicated Elsewhere? (If yes, specify agency or office.) 

• Yes H No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes la No 
16. Audit Requirements 

• None S State ^ Federal ^ Independent 

Records retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

Retain for 2 years in the Finance office. Transfer to 

Kessler storage facility for an additional six years, 

then destroy. 

19. Name and Title of Preparer 
Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 
410-386-1814 

21. Date 

November 9,2009 

DGS 5504 (Rev. 1/93) 



Instructions -Type or Print a separate fomi for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENEFIAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate fomi for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENEFIAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE IS OF 27 

1. Depattinent/Agency 

Carroll County Public Schools 

2. Division 

Finance 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records nomnaiiy filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Capital Improvement Payment Vendor Payments 
5. Eariiest Year/Latest Year 

1992 to 2009 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series, include the purpose or function of the 

series.) 

CIP vendor payments include invoice and approving documentation from Construction. 

7. Record Series Fonnat(s) Ust all 

H Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n Other (soeciM 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

B Chronological 

rj Geographical 

n Other (soecify) 

9. Volume 

4 

Number 

S Rie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) Banker Boxes 

7. Record Series Fonnat(s) Ust all 

H Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n Other (soeciM 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

B Chronological 

rj Geographical 

n Other (soecify) 
10. Annual AccumulaUon 

1 
Number 

S Rie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• other (specify) Banker Boxes 

11. Hie is Used 

• Daily • Weekly • Monthly H Annually 

12. Rie Becomes InacUve After 
7 

Number • Month(s) ^ Year(s) 

13. Current Locatlon(s) (BIdg., Roor. Room) 

Finance Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes H No 

15. Access Restrictions (If Yes, cite Law(s) & Regulatlon(s) 

• Yes H No 

16. Audit Requirements 

• None 13 State |3 Federal Ei Independent 

Records retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes 13 No 
18. Recommended Retention 

Retain in office for 7 years and/or until all audit 

requirements are fulfilled, then destroy. 

19. Name and Title of Preparer 
Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1814 
21. Date 
November 10.2009 

DGS 5504 (Rev. 1/93) 



Instructions -Type or Print a separate fomn for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate fomn for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE IB OF 37 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Carroll County Government Capital Improvement Project Reports 
5. Eartiest Year/Latest Year 

1999 to 2009 

6. Record Series Description (Briefly describe the types of infonmation/documents/forms found in the series. Include the purpose or function of the 
series.) 

Report prepared by Carroll County Government regarding various capital improvement projects. 

7. Record Series Fomiat(s) Ust all 

B Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n other (soedNi 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

12 Chronological 

• Geographical 

n other (specify) 

9. Volume 

1 

Number 

S RIe Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• other (specify )_Banker Boxes 

7. Record Series Fomiat(s) Ust all 

B Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n other (soedNi 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

12 Chronological 

• Geographical 

n other (specify) 
10. Annual Accumulation 

1/4 
Number 

S RIe Drawerts) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify )_Banker Boxes 

11. RIe is Used 

• Daily • Weekly • Monthly H Annually 

12. RIe Becomes Inactive After 

10 

Number • Month(s) E] Year<s) 

13. Current Location(s) (BIdg., Roor, Room) 
Rnance Office 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes El No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 
• Yes H No 

16. Audit Requirements 

• None B State ^ Federal ^ Independent 

Records retained for 10 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

Retain in office for 10 years and/or until all audit 

requirements are fulfilled, then destroy. 

19. Name and Title of Preparer 

Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1814 

21. Date 

November 10,2009 

DGS 5504 (Rev. 1/93) 



Instructions -Type or Print a separate fonti for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate fonti for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 17 OF J7 

1. Department/Agency 

Carroll County Public Schools 
2. Division 

Finance 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

lAC Reports 
5. Earliest Year/Latest Year 

1996 to 2009 

6. Record Series Description (Briefly describe the types of information/documents/fomis found in the series. Include the purpose or function of the 

series.) 

Request for Payment to Contractors, Requests for Reimbursement to LEA, IVIonthly Financial Report, Monthly 

Financial Report Summary, and Close-out Cost Summary. 

7. Record Series Format(s) Ust all 

la Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disl( 

• Bound Bonk • Video Tape 

n Otiierfsoedfvl 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

[SI Chronological 

• Geographical 

n other (soecifv) 

9. Volume 

8 

Number 

la Rie Dravirer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 

• OUier (specify) Banker Boxes 

7. Record Series Format(s) Ust all 

la Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disl( 

• Bound Bonk • Video Tape 

n Otiierfsoedfvl 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

[SI Chronological 

• Geographical 

n other (soecifv) 
10. Annual Accumulation 

1/4 

Number 

S Rie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify)_Banker Boxes 

11. Rie is Used 

• Dally •weekly • Monttily H Annually 

12. Rie Becomes InacUve After 

7 

Number • MonUi(s) E) Year(3) 

13. Cunent Location(s) (BIdg.. Roor, Room) 
Kessler Building 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes El No 

15. Access RestricUons (If Yes, cite Law(s) & RegulaUon(s) 

• Yes H No 
16. Audit Requirements 

• None H State • Federal jg] Independent 

Records retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 
• Yes H No 

18. Recommended Retention 

Retain in Finance until audits are completed by 

lAC, then transfer to Kessler for an additional 7 

years, then destroy. 

19. Name and Title of Preparer 

Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-3B6-1814 

21. Date 

November 10,2009 

DGS 5504 (Rev. 1/93) 



Instructions -Type or Print a separate fomi for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

PAGE 18 OF 27_ 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

School Reports 
5. Earliest Year/Latest Year 

2002 to 2009 

6. Record Series Description (Briefly describe the types of infonnation/documents/fomis found in the series, include the purpose or function of the 
series.) 

School reports include prepared bank reconciliations, receipt verification, copies of pre-numbered receipts, 

school bank statements, and approved disbursement forms. 
7. Record Series Format(s) Ust all 

B Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

n Bound Book • Video Tape 

• Otfier (specify) 

8. Record Series Sequence 

• AlphabeUcal 

13 Numerical 

• Chronological 

• Geographical 

• Other (speciiy) 

9. Volume 

60 

Number 

• niB Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(8) 

13 Other (specify)_Banker Boxes_ 

10. Annual Accumulation 

8 

Number 

• Rie tDrawer<s) 

n Micrefilm Reel(s) 

• Computer Tape(s) 

13 OUier (specify)_Banker Boxes_ 

11. File is Used 

• Daily • Weekly |3 Monthly • Annually 

12. nie Becomes InacUve After 

7_ 

Number • Month(s) H Yeatts) 

13. CunwtLocaUon(s) (BIdg., ROOT, Room) 

Kessler Building 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes El No 

15. Access RestricUons (If Yes, cite Law(s) & RegulaUon(8) 

• Yes H No 
16. Audit Requirements 

• None E] State ^ Federal |3 Independent 

Records retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

Retain for 2 years in the Finance office. Transfer to 

Kessler storage facility for an additional six years, 

then destroy. 

19. Name and Title of Preparer 
Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 
410-386-1814 

21. Date 

November 9, 2009 

DGS 55(M (Rev. 1/93) 



Instructions -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 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -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 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 19 OF 27 

1. Department/Agency 

Carroll County Public Schools 
2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

MSDE Electronic Payments 
5. Eariiest Year/Latest Year 

2002 to 2009 

6. Record Series Description (Briefly describe the types of infomiation/documents/forms found in the series. Include the purpose or function of the 
series.) 

MSDE electronic payments include paper copies of ACH. 

7. Record Series Forniat(s) List all 

H Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n OtfierfsoeciM 

8. Record Series Sequence 

• Alphabetical 

la Numerical 

• Chronological 

• Geographical 

n other (soecify) 

9. Volume 

2 

Number 

E] RIe Drawerts) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify)_Banker Boxes 

7. Record Series Forniat(s) List all 

H Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n OtfierfsoeciM 

8. Record Series Sequence 

• Alphabetical 

la Numerical 

• Chronological 

• Geographical 

n other (soecify) 
10. Annual Accumulation 

1/4 

Number 

S RIe Drawer(s) 

• Microfilm Reei(s) 

• Computer Tape(s) 

• Other (specify) Banker Boxes 

11. RIe is Used 

ISI Daily • Weekly • Monthly • Annually 

12. Rle Becomes Inactive After 

7 

Number • Month(s) H Year(s) 

13. CunentLocation(s) (BIdg., Roor, Room) 

Rnance Office 
14. Is Record Series Duplicated Elsevirtiere? (If yes, specify agency or office.) 

• Yes la No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes H No 
16. Audit Requirements 

• None la State E| Federal ^ Independent 

Record* retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 
• Yes H No 

18. Recommended Retention 

Retain 7 years in Finance office, then destroy 

19. Name and Title of Preparer 

Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1814 

21. Date 

November 9,2009 

DGS 5504 (Rev. 1/93) 



Instructions -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 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -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 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 20 OF 27 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records nonnaily filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Vehicle Donation Forms 
5. Eariiest Year/Latest Year 

_2002 to 2009 

6. Record Series Description (Briefly describe the types of infomnation/documenfs/forms found in the series. Include the purpose or function of the 
series.) 

Vehicle donation forms include completed donation form, 1098-C, 1096 as well as the donor's papenvork. 

7. Record Series Fomial(s) Ust ali 

H Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n aherfsoecifvt 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

13 Chronological 

• Geographical 

n Other (soecifv) 

9. Volume 

1 

Number 

13 Rie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• other (specify) Banlior Boxes 

7. Record Series Fomial(s) Ust ali 

H Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n aherfsoecifvt 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

13 Chronological 

• Geographical 

n Other (soecifv) 
10. Annual Accumulation 

1/16 

Number 

B Rie 0rawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• other (specify) Banicor Boxes 

11. Rie is Used 

• Daily GWeelcly • Monttily H Annually 

12. Rie Becomes Inactive After 

7 

Number • Month(s) B Year(s) 

13. Current Locatlon(s) (BIdg, Roor. Room) 

Rnance Offlca 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes la No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes H No 
16. Audit Requirements 

• None S State |3 Federal ^ Independent 

Record! retained for 7 yean. 
17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

Retain 7 years in Finance office, then destroy 

19. Name and Title of Preparer 

Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1814 
21. Date 

November 9, 2009 

DGS 5504 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

eacti new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

eacti new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 21 OF 27 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records nomially filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

1099 Forms 
5. Eariiest Year/Latest Year 

2002 to 2009 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 
series.) 

1099 Forms issued to various contracted service vendors. 

7. Record Series Fomiat(s) Ust all 

la Letter size • Microfilm 

• Legal Size • Computer Tepe 

• Audio Tape • Roppy Disl< 

• Bound Book • Video Tape 

n OUierfsDeclfvi 

8. Record Series Sequence 

• AlphabeUcal 

• Numerical 

la Chronological 

• Geographical 

n other (soediy) 

9. Volume 

1 

Number 

tSI RIe Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• other (6pecify)_Banker Boxes 

7. Record Series Fomiat(s) Ust all 

la Letter size • Microfilm 

• Legal Size • Computer Tepe 

• Audio Tape • Roppy Disl< 

• Bound Book • Video Tape 

n OUierfsDeclfvi 

8. Record Series Sequence 

• AlphabeUcal 

• Numerical 

la Chronological 

• Geographical 

n other (soediy) 
10. Annual Accumulation 

1/16 

Number 

B RIe DrBwer<s) 

• Microfilm Reel(s) 

• Computer Tepe(s) 

• other (specify) Banker Boxes 

11. RIe is Used 

• Daily •weekly • Monthly Annually 

12. RIe Becomes Inactive After 

7 

Number • Month(s) |g| YeaT(s) 

13. Current Location(s) (BIdg., Roor, Room) 

Rnance Offlce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes H No 

15. Access RestricUons (If Yes, cite Uaw(s) & Reguletion(s) 

• Yes H No 

16. Audit Requirements 

• None H State H Federal • Independent 

Records retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

Retain 7 years in Finance office, then destroy 

19. Name and Title of Preparer 

Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1814 

21. Date 

November 9,2009 

DGS 5504 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE » OF 27 

1. Department/Agency 

Carroll County Public Schools 
2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records nonnaily filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Journal Entries 
5. Eariiest Year/Latest Year 

2002 to 2009 

6. Record Series Description (Briefly describe the types of information/documents/fonns found in the series. Include the purpose or function of the 
series.) 

Includes journal entry approved by cost center administrator and all documentation to support journal entry (invoices, 

receipt tickets, financial system reports, check documents, etc.) 
7. Record Series Fonnat(s) Ust all 

H Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

natter (soecify) 

8. Record Series Sequence 

• Alptiabetical 

S Numerical 

13 Clironological 

• Geographical 

n Other (soeclM 

9. Volume 

14 

Number 

• Rie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

13 Other (specify) Banker Boxes 

7. Record Series Fonnat(s) Ust all 

H Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

natter (soecify) 

8. Record Series Sequence 

• Alptiabetical 

S Numerical 

13 Clironological 

• Geographical 

n Other (soeclM 
10. Annual Accumulation 

_ 2 _ 

Number 

• Hie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

13 Other (specify) Banker Boxes 

11. Rie Is Used 

H Daily • Weekly • Monttily • Annually 

12. Rie Becomes Inactive After 

7 

Number • Month(s) H Yoar(8) 

13. Current LocaUon(s) (BIdg., Roor, Room) 

Keuler Building 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes 13 No 

15. Access Restrictions (If Yes, cite Law(s) & RegulaUon(s) 

• Yes H No 
16. Audit Requirements 

• None S State |3 Federal |3 Independent 

Records retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

Retain for 2 years in the Finance office. Transfer to 

Kessler storage facility for an additional six years, 

then destroy. 

19. Name and Title of Preparer 
Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1814 
21. Date 

November 9,2009 

DGS 5504 (Rev. 1/93) 



Instructions -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 

7275 Watertoo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -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 

7275 Watertoo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 23 OF 27 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Finance 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records nonnaily filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Voided Checks 
5. Eariiest Year/Latest Year 

2002 to 2009 

6. Record Series Description (Briefly describe the types of infonnation/documents/forms found in the series. Include the purpose or function of the 
series.) 

Voided checks include the voided check and stop payment paperwork. 

7. Record Series Fontiat(s) Ust all 

13 Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

• other (specify) 

8. Record Series Sequence 

• Alphabetical 

S Numerical 

E] Chronological 

• Geographical 

• other (specily) 

9. Volume 

1/3 

Number 

• RIe Drawer(8) 

• Microfilm Reel(s) 

• Computer Tape(s) 

H Other (speciiy)_Banker Boxes_ 

10. Annual Accumulation 

_1/16 

Number 

• RIe Drawerts) 

• Microfilm Reel(s) 

• Computer Tape(s) 

H Other (specify)_Banker Boxes_ 

11. Rle is Used 

• Daily • Weekly ^ Monthly • Annually 

12. Rle Becomes Inactive After 

7 

Number • Month(s) H Yearts) 

13. Cuaent Location(s) (BIdg., Roor, Room) 

Kessler Building 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes H No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes H No 
16. Audit Requirements 

• None B State Federal ^ Independent 

Records retained for 7 years. 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes la No 
18. Recommended Retention 

Retain for 2 years in the Finance office. Transfer to 

Kessler storage facility for an additional six years, 

then destroy. 

19. Name and Title of Preparer 
Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 
410-386-1814 

21. Date 

November 9,2009 

DGS 5504 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 24 OF 27 

1. Department/Agency 

Carroll Courrty Public Schools 
2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Purchase Order Changes and Closed Purchase Orders 
5. Eariiest Year/Latest Year 

2002 to 2009 

6. Record Series Description (Briefly describe the types of information/documents/fonns found in the series. Include the purpose or function of the 

soriss.) 
Purchase order changes and/or closed purchases orders include any applicable notes or documentation for the 

changes. 
7. Record Series Fonnet(s) Ust all 

IS Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disl< 

• Bound Book • Video Tape 

n other (soecifv) 

8. Record Series Sequence 

• Alphabetical 

la Numerical 

S Chronological 

• (Beographical 

n other (soecifv) 

9. Volume 

1/3 

Number 

la Rie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

B Other (specify) Banker Boxes 

7. Record Series Fonnet(s) Ust all 

IS Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disl< 

• Bound Book • Video Tape 

n other (soecifv) 

8. Record Series Sequence 

• Alphabetical 

la Numerical 

S Chronological 

• (Beographical 

n other (soecifv) 
10. Annual Accumulation 

_1/18 

Number 

S Rie Dravirer(s) 

• Microfilm Reei(s) 

• Computer Tape(s) 

IS Other (speclfy)_Banker Boxes 

11. Rie is Used 

• Daily • Weekly H Monthly • Annually 

12. Rie Becomes Inactive After 
7 

Number • Month(s) B| Year(s) 

13. CunwitLocation(s) (BIdg., Roor. Room) 

Kessler Building 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes H No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 
• Yes H No 

16. Audit Requirements 

• None S State Federal ^ Independent 

Records retained for 7 years. 
17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

Retain for 2 years in the Finance office. Transfer to 

Kessler storage facility for an additional six years, 

then destroy. 

19. Name and Title of Preparer 

Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1814 
21. Date 

November 9,2009 

DGS 5504 (Rev. 1/93) 



Instmctions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

each new or revised record series. Fonward RECORDS MANAGEMENT DIVISION 
with Records Retention Schedule (DGS 550-1) 7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
PAGE 25 OF 27 

410-799-1930 

1. Department/Agency 2. Division 3. Unit 
Carroll County Public Schools Finance 

DEFINITION: RECORD SERIES: A group of related records nonmally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 5. Eariiest Year/Latest Year 
Official Tax Licenses 1973 to 2009 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 
series.) 

Official Tax Related Documents: 

a. Maryland Sales & Use Certificate 

b. Federal Tax Status Letter 

c. Maryland Sales Tax Exemption Certificate 

d. Retail Sales Account 

e. Social Security Identification Document 

f. Employer Identification 

g. Fuel Tax Exemption 
7. Record Series Format(s) Ust ali 8. Record Seric >s Sequence 9. Volume 

7 letters/licenses 
IS Letter Size • Microfilm • AlphabeUcal Number 

• Legal Size • Computer Tape B Numerical • Rie Drawerts) 

• Microfilm Reel(s) 
• Audio Tape • Roppy Disi< S Chronological • Computer Tape(s) 

• OUier (specify) Banker Boxes 
• Bound Rook • Video Tape • Geographical 

10. Annual Accumulation 
• Other (specify) n other (soeciM _ N / A _ 

Number 

• Rie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• other (specify) Banker Boxes 

11. Rie is Used 12. Rie Becomes Inactive After 

• Dally • weekly • Monthly H Annually Number • MonUi(s) H Year(s) 

13. Cunent Location(s) (BIdg., Roor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 
Rnance Office • Yes B No 

15. Access Restrictions (If Yes, dte Law(s) & Reguiation(s) 16. Audit Requirements 
• Yes H No 

• None 3 State S Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 
• Yes H No 

18. Recommended Retention 

Retain in tfie Finance Office safe until expired, 

then destroy or renew licenses. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 



Jessica H. Schlndler 410-386-1814 Novemt>erg.200g 
Senior Accountant 

DGS SS04 (Rev. 1/93) 



Instructions -Type or Print a separate fomi for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate fomi for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 9H OF 37 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records nomially filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Medical Assistance Provider Number 
5. Eariiest Year/Latest Year 

1993 to 2009 

6. Record Series Description (Briefly describe the types of infomnation/documents/forms found in the series. Include the purpose or function of the 
series.) 
Medical Assistance Provider Number 

7. Record Series Fonnat(s) Ust all 

la Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n Other (soedM 

8. Record Series Sequence 

• Alphebetical 

B Numerical 

S Chronological 

• Geographical 

n other (soecifv) 

9. Volume 

1 lettera/llcenses 

Number 

• Rle Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• other (specify) Banker Boxes 

7. Record Series Fonnat(s) Ust all 

la Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

n Other (soedM 

8. Record Series Sequence 

• Alphebetical 

B Numerical 

S Chronological 

• Geographical 

n other (soecifv) 
10. Annual Accumulation 

_ N / A _ 
Number 

• Rle Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) Banker Boxes 

11. Rle is Used 

• Daily •Weekly • Monthly H Annually 

12. Rle Becomes Inactive After 

Number • Month(s) H Year(s) 

13. Cunwit Location(s) (BIdg., Roor, Room) 
Finance Office 

14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.) 

• Yes la No 

15. Access Restrictions (If Yes, die Law(s) & Regulation(s) 
• Yes H No 

18. Audit Requirements 

• None B State [3 Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

Retain in the Finance Office safe until expired, 

then destroy or renew licenses. 

19. Name and Title of Preparer 
Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 
410-386-1814 

21. Date 

November 9,2009 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 27 OF 27 

1. Department/Agency 

Carroll County Public Schools 
2. Division 

Finance 
3. Unit 

DEFINITION: RECORD SERIES: A group of related records nonnaily filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 
Radio Station License 

5. Earliest Year/Latest Year 

1993 to 2009 

6. Record Series Description (Briefly describe the types of infonnation/documents/fonns found in the series. Include the purpose or function of the 
series.) 

Radio station licenses include radio transmission permission for two-way radio systems. 

7. Record Series Fomiat(s) Ust aii 

H Letter Size • Nflicrofilm 

• Legai Size • Computer Tape 

• Audio Tape • Roppy Disli 

• Bound Boole • Video Tape 

n other (soecifv) 

8. Record Series Sequence 

• Alphabetical 

l a Numerical 

O Chronological 

• Geographical 

n Other (soecifv) 

9. Volume 

1 letters/licenses 

Number 

• Rie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) Baniter Boxes 

7. Record Series Fomiat(s) Ust aii 

H Letter Size • Nflicrofilm 

• Legai Size • Computer Tape 

• Audio Tape • Roppy Disli 

• Bound Boole • Video Tape 

n other (soecifv) 

8. Record Series Sequence 

• Alphabetical 

l a Numerical 

O Chronological 

• Geographical 

n Other (soecifv) 
10. Annual Accumulation 

_N/A 

Number 

• Rie Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) Banker Boxes 

n.Rle is Used 

• Daily •Weeldy • Monthly H Annually 

12. Rie Becomes Inactive After 

Number • Month(s) Ej Year(s) 

13.CunwtLocatlon(8) (BIdg., Roor, Room) 

Rnance Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes H No 

15. Access Restrictions (If Yes, cite Law(s) & RBgulation(s) 

• Yes H No 
16. Audit Requirements 

H None • Slate • Federal • Independent 

17. is an Index System used? If yes, explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

Permanent. Retain until license expires, tfien 

transfer to tfie State Archives for permanent 

retention. 

19. Name and Title of Preparer 

Jessica H. Schlndler 

Senior Accountant 

20. Telephone Number 

410-386-1814 
21. Date 

November 9,2009 

DGS 5504 (Rev. 1/93) 


