DEPARTMENT OF GENERAL SERVICES Schedule No. €107
RECORDS MANAGEMENT DIVISION Pace 1 of 5
RECORDS RETENTION AND DISPOSAL SCHEDULE 9
Agency Division/Unit
Carroll County Public Schools (CCPS) Finance Department

Item Description Retention
No.
1. Accounts Payable — Includes Finance duplicate printed copy | Retain for 2 years in the

of check initialed by Supervisor of Finance or designee. Finance office. Transfer to
Includes vendor’s invoice stamped “PAID” and approval Kessler storage facility for an
documentation including approval from cost center. If paid | additional 6 years; then

from purchase order, the front page of the purchase order and | destroy.

page of requisition are also attached. -

Accounts Receivable Files — Includes supporting Retain for 2 years in the
documentation for the creation of the receivable including a | Finance office. Transfer to

copy of the receivable signed by the Comptroller. Kessler storage facility for an
additional 6 years; then

destroy.

Cash Receiﬁts — Includes the original daily deposit ticket Retain for 2 years in the
from the Bank as well as all supporting documentation Finance office. Transfer to

received in Finance for funds deposited. Kessler storage facility for an
additional 6 years; then

| destroy.

Audited Financial Statements — Published copy issued by Permanent. Retain in office
independent auditors for 20 years and/or until all
audit requirements are
fulfilled then transfer to State
Archives for permanent
retention.

Schedule Approved by Department, Agency, | Schedule Authorized by State Archivist
or Division Representative.

Date 7 | aﬁ\/ Date N Dee 09

Signature V /3\@ 7

Typed Name Stephen Guthrie Signature WM
v L4

Title Assistant Superintendent, CCPS

DGS 550-1




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. C1097

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 5
(Continuation Sheet)
Agency Division/Unit
Carroll County Public Schools Finance Department

Item Description Retention

No.

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

6. Procurement Card-Holder Statements — Includes the stapled Retain for 2 years in the

7. Bank Statements — Includes Bank reconciliation and cleared
check image CD

8. Audit Action Plans A

9. Express Scripts Invoices

10. Actuarial Valuation Letter for Self Insurance

statement and all supporting receipts (including activity log).

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

Schedule No. C1097

Page 3 of 5

(Continuation Sheet)

Agency Division/Unit
Carroll County Public Schools Finance Department

item Description
No.

Retention

11. Other Post Employment Benefits Actuarial Valuations

Attendance Logs for Financial In-service including
evaluations

MSDE Annual Report — Unrestricted

Bus Contractor Direct Deposit Information

Capital Impfovement Payments Vendor Payments — Includes
invoice and approving documentation from Construction

Carroll County Government Capital Improvement Project
Reports

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)

Schedule No. C1097

Page 4 of 5

Agency

Carroll County Public Schools

Division/Unit

Finance Department

Item
No.

Description

Retention

17.

IAC Reports (Request for Payment to Contractors, Requests
for Reimbursement to LEA, Monthly Financial Report,
Monthly Financial Report Summary, and Close-out Cost
Summary).

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

MSDE Electronic Payments — paper copies of ACH

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.

Retain in Finance until
audits are completed by
IAC, 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 Schedule No.C1097

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 5 of 5
(Continuation Sheet)
Agency : Division/Unit
Carroll County Public Schools Finance Department
item , Description Retention
No.
24. Purchase Order Changes and Closed Purchase Orders - Retain for 2 years in the
includes any applicable notes or documentation for change. Finance office. Transfer to
Kessler storage facility for
an additional 6 years; then
destroy.
25. Official Tax Licenses: Retain in the Finance
Maryland Sales & Use Certificate Office safe until expired,
Federal Tax Status letter then destroy or renew
Maryland Sales Tax Exemption Certificate license.
Retail Sales Account
Social Security Identification Document
Employer Identification Document
Fuel Tax Exemption ’
Retain in the Finance
26. Medical Assistance Provider Number Office safe until expired;
then destroy.
27. Radio Station License — for radio transmission permission for | Permanent. Retain until
2 way radio systems. license expires, then

transfer to the State
Archives for permanent
retention.

DGS 550-1A




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 AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

1. Department/Agency
Carroll County Public Schools

2. Division
Finance

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. Earliest Year/Latest Year
__2002 to__2009__

6. Record Series Description (Briefly describe the types of information/documentsfforms 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 Series Format(s) List all
B Letter Size  [J Microfilm
[ Legal Size ] Computer Tape
[ Audio Tape  [J Floppy Disk

[J Bound Book [ Video Tape

O other (specify)

8. Record Series Sequence 9. Volume
180,

B4 Alphabetical Number

[ Numerical [ File Drawer(s)

[ Microfilm Reel(s)

O chronological O Computer Tape(s)

BJ Other (specify)__Banker Boxes____
[ Geographical

10. Annual Accumulation
O other (specify) _ 30

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

B4 Other (specify)__Banker Boxes____

11. File is Used

12, File Becomes Inactive After
7

BJ Daily [ weekly [0 Monthiy [ Annually Number O Months) [ Yean(s)

13. Current Location(s) (Bldg., Floor, Room)
Kessler Bullding

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

0 ves B4 No

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

3 Yes Bd No

16. Audit Requirements

O None [X] State [ Federal [J Independent

Records retained for 7 years.

17. 1s an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

[ Yes B No

Retain for 2 years in the Finance office. Transferto
Kessler storage facility for an additional six years,

then destroy.

19. Name and Title of Preparer
Jessica H. Schindler

Senior Accountant

20. Telephone Number 21. Date
410-386-1814 November 9, 2009




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

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-769-1930

PAGE__ 2 OF

1. Department/Agency 2. Division

Carroll County Public Schools 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 Receivable

5. Earliest Year/Latest Year
__2002 to__2009__

receivable signed by the Supervisor of Finance.

6. Record Series Description (Briefly describe the types of information/documents/forms 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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
_6
Bd Letter Size [ Microfilm O Alphabetical Number
[J Legal Size  [J Computer Tape O Numerical [ Fite Drawer(s)
O Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk [ Chronological [0 Computer Tape(s)
B Other (specify)__Banker Boxes____
[ Bound Book [ Video Tape [0 Geographical
10. Annual Accumulation
O other (specify) B4 Other (specify) __invoice I
number_____ Number
[ Fite Drawer(s)
O Microfilm Reel(s)
[ Computer Tape(s)
B3 Other (specify)__Banker Boxes____
11. File is Used 12. File Becomes Inactive After
7.
O oaily Waeekly [J Monthly O Annually Number [ Month(s) [ Year(s)

13. Cument Location(s)
Kessler Bullding

(Bldg., Floor, Room)

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

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

16. Audit Requirements
[J None [ State [] Federal [X] independent

Records retained for 7 years.

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

[ Yes B No

18. Recommended Retention
Retain for 2 years in the Finance office. Transfer to
Kessler storage facility for an additional six years, then
destroy.

18. Name and Title of Preparer

Jessica H. Schindler 410-386-1814

Senior Accountant

20. Telephone Number

21. Date
November 9, 2009

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

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

each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE __3___ OF 27

1. Department/Agency
Carroll County Public Schools

2. Division 3. Unit
Finance

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
Cash Recelpts

5. Earliest Year/Latest Year
__2002 to__2009__

6. Record Series Description (Briefly describe the typés 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 8. Record Series Sequence 9. Volume
—6__
B4 tetter Size [ Microfilm [J Alphabetical Number
[J Legat Size [ Computer Tape O Numerical [ File Drawer(s)
[ microfilm Reel(s)
[ Audio Tape  [[] Floppy Disk B3 Chronological [3 Computer Tape(s)
B3 Other (specify)__Banker Boxes____
[J Bound Book [ Video Tape O Geographical
10. Annual Accumulation
[ Other (specify) [ Other (specify) __ 1
Number
[ Fite Drawer(s)
[ Microfilm Reel(s)
[ Computer Tape(s)
BJ Other (specify)__Banker Boxes____
11. File is Used 12. File Becomes Inactive After
v
[ Daily B weekly [0 Monthly [ Annually Number O Month(s) [ Year(s)
13. Cumrent Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Kessler Building [ Yes B No

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

[ Yes Bd No

16. Audit Requirements

[ None [BJ State [ Federal [X] Independent

Reacords retained for 7 years.

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

3 Yes B4 No

18. Recommended Retention
Retain for 2 years in the Finance office. Transfer to
Kessler storage facility for an additional six years,
then destroy.

21. Date
November 9, 2009

19. Name and Title of Preparer
Jessica H. Schindler

Senlor Accountant

20. Telephone Number
410-386-1814

OGS 550-4 (Rov. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE__4___ OF _27__

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

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 5. Earliest Year/Latest Year

Audited Financlal Statements __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. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
20
B3 Letter Size [ Microfim [ Aiphabetical Number

[ Legal Size [ Computer Tape [ Numerical [ File Drawer(s)

[ Microfilm Reel(s)

[ Audio Tape  [] Floppy Disk B4 Chronological [ Computer Tape(s)

B4 Other (specify)__Bound Books____
B Bound Book [ Video Tape [ Geographical

10. Annual Accumulation
(] Otner (specify)________ [ Other (specify) __ 1

Number

[ File Drawer(s)

[ Microfilm Reel(s)

O Computer Tape(s)

B Other (specify)__Bound Books____

11. File is Used 12. File Becomes Inactive After
20

O aily [ weekly O Monthiy B3 Annually Number O Month(s) [ Year(s)

13. Current Location(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Finance Office O Yes Bd No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

[ Yes B No
O None [X State BJ Federal [ independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

[ Yes & No
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 20. Telephone Number 21. Date
Jessica H. Schindler 410-386-1814 November 10, 2009

Senior Accountant

DGS 5504 (Rev. 1/93).




instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

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

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 5. Earliest Year/Latest Year
Procurement Card Master Statements __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.)

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

cycle.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
___72 statements______
[ Letter Size  [J Microfilm [ Aiphabetical Number

X Legal Size  [] Computer Tape [ Numerical [ File Drawer(s)

[ Microfilm Reel(s)

[ Audio Tape  [] Floppy Disk B4 Chronological [ Computer Tape(s)

B4 Other (specify)__Banker Boxes____
[ Bound Book  [] Video Tape [ Geographical

10. Annual Accumulation
[J Other (specify)_______ [ Other (specify) __ 12 statements

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tapo(s)

X Other (specify)__Banker Boxes____

11. File is Used 12. File Becomes Inactive After
7

O Daily [ weekly B monthly 3 Annually Number [ Month(s)  Bq Year(s)

13. Cumrent Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.)
Kessler Bullding O Yes B No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes Bd No
O None [X State [q Federal [ Independent

Records retained for 7 years.

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
[ Yes B No

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 20. Telephone Number 21. Date
Jessica H. Schindler 410-386-1814 November 10, 2009

Senlor Accountant

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 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

PAGE_8___ OF 27

410-793-1930

1. Department/Agency
Carroll County Public Schools

2. Division
Finance

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
Procurement Card-Holder Statements

5. Earliest Year/Latest Year
__2002 to__2009__

series.)

together.

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

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

7. Record Series Format(s) List all

B LetterSize  [J Microfim
[ Legal Size  [] Computer Tape
[ Audio Tape [ Floppy Disk
[J Bound Book [ Video Tape

[J Other (specify)

8. Record Series Sequence

Alphabetical

[ Numerical

[ Chronological

[ Geographical

[ Other (specify) _

9. Volume
60

Number

[ File Drawen(s)

[ Microfitm Reei(s)

O Computer Tape(s)

B4 Other (specify)__Banker Boxes____

10. Annual Accumulation
10

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[0 Computer Tape(s)

[X Other (specify)__Banker Boxes____

11. File is Used

O Daily [ weekly B Monthly

O Annually

7

Number

12. File Becomes Inactive After

O Months) [ Year(s)

13. Cument Location(s)
Kessler Bullding

(Bldg., Floor, Room)

K Yes

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

O No

Statements are also saved at schools and other cost centers.

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

O None [{] State [ Federal

16. Audit Requirements

BJ Independent

Records retained for 7 years.

18. Recommended Retention

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

O Yes B3 No

Retain for 2 years in the Finance office. Transfer to

Kessler storage facility for an additional six years,

then destroy.

21. Date
November 10, 2009

19. Name and Title of Preparer
Jessica H. Schindler

Senior Accountant

20. Telephone Number
410-386-1814

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

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE _7____ OF 27

1. Department/Agency
Carroll County Public Schools

2. Division 3. Unit

Finance

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as weli as retention and disposition

purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Bank Statements _.2002 to__2009__

of the series.)

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

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 Series Format(s) List all 8. Record Series Sequence 9. Volume
__T72 statements_____
[X Letter Size [ Microfilm [3 Alphabetical Number
[ Legal Size  [] Computer Tape [] Numerical B3 Fite Drawe(s)
[ Microfilm Reel(s)
[ Audio Tape  [J Floppy Disk B3 Chronologicat [ Computer Tape(s)
[ Other (specify)__Banker Boxes____
[ Bound Bock  [] Video Tape O Geographical
10. Annual Accumulation
BQ Other (specify) CDRom____ [ Other (specify) __ __12 statements
Number
& File Drawer(s)
O Microfilm Reel(s)
[ Computer Tape(s)
{0 Other (specify)__Banker Boxes____
11, File is Used 12. File Becomes Inactive After
T
[ paily [ weekly B Monthly [ Annually Number [ Month(s) B Year(s)

13. Current Location(s)
Finance Office

(Bldg., Floor, Room)

[ Yes Bd No

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

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

16. Audit Requirements

Records retained for 7 yoars.

O None [ State [BJ Federal [ independent

O vYes B No

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

18. Recommended Retention

Retain in Finance office for 7 years, then destroy.

19. Name and Title of Preparer
Jessica H. Schindler

Senior Accountant

20. Telephone Number 21, Date

410-386-1814

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)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

PAGE __8___ OF 27

410-799-1930

1. Department/Agency

Carroll County Public Schools Finance

2. Division

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 5. Earliest Year/Latest Year
Audit Action Plans to

series.)

Supervisor of Finance.

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

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

7. Record Series Format(s) List all

[ LetterSize  [J Microfim
[ Legal Size [ Computer Tape
[ Audio Tape [} Floppy Disk

O 8ound Book [ Video Tape

O Other (specify),

8. Record Series Sequence

[J Aiphabetical

O Numerical

7] Chronological

[ Geographical

[ Other (specify) __

9. Volume
N/A

Number

[ File Drawen(s)

O Microfitm Resl(s)

[0 Computer Tape(s)

[ Other (specify)__Bound Books____

10. Annual Accumulation
__NIA

Number

O File Drawer(s)

{0 Microfilm Reel(s)

[ Computer Tape(s)

[] Other (specify)__Bound Books_____

11. File is Used

O Daily [ weekly [J Monthly [ Annually

7

Number

12. File Becomes Inactive After

[J Month(s) [ Year(s)

13. Current Location(s)  (Bidg., Floor, Room)

Finance Office

O yes

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

&4 No

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

16. Audit Requirements

[0 None D4 State [ Federal [X] Independent

[ Yes X No

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

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.

Senlor Accountant

19. Name and Title of Preparer
Jessica H. Schindler

20. Telephone Number
410-386-1814

21. Date
November 10, 2009

DGS 5504 (Rev. 1/93)




Instructions —Type or Print a separate form for

ea_ch 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

410-798-1830

AGENCY RECORDS INVENTORY

PAGE __ 8, OF 27

2. Division
Finance

1. Department/Agency
Carroll County Public Schools

3. Unit

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
Express Script Invoices

5. Earliest Year/Latest Year
__2002 to __2008__

series.)

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

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
. 156Iinvoices______
B Letter Size  [J Microfilm O Aiphabetical Number
[ Legal Size [ Computer Tape O Numerical [ File Drawer(s)
O Microfilm Reel(s)
[ Audio Tape [ Floppy Disk B Chronological O Computer Tape(s)
BJ Other (specify)__Banker Boxes____
[ 8ound Book  [J Video Tape [] Geographicat
’ 10. Annual Accumulation
[ Cther (specify), [ Other (specify) ______ _26invoices___
Number
O Fite Drawer(s)
O Microfilm Reel(s)
{3 Computer Tape(s)
B3 Other (specify)__Banker Boxes____
11. File is Used 12. File Becomes Inactive After
7__
[ Daily [ weekly Bd Monthty O Annually Number [ Month(s)  [Bd Year(s)

13. Current Location(s) (Bldg., Floor, Room})

Kessler Building

[ Yes

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

B No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
[ Yes Bd No

16. Audit Requirements
[ None [ State [ Federal

Records retained for 7 yoars.

[ Independent

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

[ Yes B No

18. Recommended Retention

Retain for 2 years in the Finance office. Transferto
Kessler storage facility for an additional six years,

then destroy.

19. Name and Title of Preparer
Jessica H. Schindler

Senior Accountant

20. Telephone Number
410-386-1814

21. Date
November 10, 2009

DGS 550-4 (Rov. 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 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794

410-799-1830

AGENCY RECORDS INVENTORY

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. Earliest Year/Latest Year
__2005 to__2009__

series.)

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

Letter is prepared by actuarial firm for CCPS self insurance.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
__Sletters__
Bd Letter Size [ Microfim O Aiphabetical Number
[ Legal Size  [] Computer Tape [ Numerical [ File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk [ Chronological [ Computer Tape(s)
[ Other (specify)__Banker Boxes____
[ Bound Book [ Video Tape [ Geographical
10. Annual Accumulation
[ Other (specify) O Other (specify) _1letter____
Number
[ File Drawer(s)
[ Microfilm Reel(s)
[J Computer Tape(s)
[ other (specify).__Banker Boxes____
11. File is Used 12. File Becomes Inactive After
7
[ paity [0 weekly [ Monthly B Annually Number [ Month(s)  Bg Year(s)

13. Current Location(s) (Bldg., Floor, Room)

Finance Office

[ Yes

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

Bd No

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

3 Yes Bd No

O None

16. Audit Requirements

Records retained for 7 years.

X state [] Federa! [q Independent

O Yes Bd No

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

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. Schindler

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

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo 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

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
Other Post Employment Benefits Actuarial Valuations

5. Earliest Year/Latest Year
__2008 to__2009__

series.)

Letter is prepared by actuarial firm for CCPS OPEB.

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

7. Record Series Format(s) List all

Bd Letter Size

O Microfim
O Legal Size  [J Computer Tape
[ Audio Tape  [] Floppy Disk

[0 Bound Book  [J Video Tape

[ Other (specify)

8. Record Series Sequence

{0 Aiphabetical

[ Numerical

B Chronological

[ Geographical

[ Other (specify) _____

9. Volume
__tietter____
Number

[ File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

[ Other (specify)__Banker Boxes___

10. Annual Accumulation
1 letter.

Number

[ Fite Drawen(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

[ Other (specify)__Banker Boxes____

11. File is Used

O paily [ weekly O Monthly B Annually

7

Number

12. File Becomes Inactive After

O Month(s) [ Yean(s)

13. Current Location(s)
Kessler Building

(Bldg., Floor, Room)

O Yes

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

& No

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

O Yes B No

16. Audit Requirements
[J None [X State [] Federal [X] independent

Records retained for 7 years.

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

O ves X No

18. Recommended Retention
Retain in Finance for 7 years and/or until ail audit
requirements are fulfilled, then destroy.

19. Name and Title of Preparer
Jessica H. Schindler

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 Waterloo 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

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-Service including evaluations

5. Earliest 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 Format(s) List all 8. Record Series Sequence 9. Volume

1

B Letter Size  [] Microfilm [ Alphabetical Number

[ Legal Size  [J Computer Tape [ Numerical [ File Drawer(s)

I Microfilm Reel(s)

[0 Computer Tape(s)

[ Other (specify)__Banker Boxes____

[J Audio Tape ] Floppy Disk B3 Chronclogical

[0 Bound Book [ Video Tape [ Geographical

10. Annual Accumulation
[ Other (specify) 1

O other (specify),
Number

B File Drawer(s)

[ Microfilm Reel(s)

[3J Computer Tape(s)

[ other (specify)_ Banker Boxes____

11. File is Used 12. File Becomes Inactive After

7

O paily O Weekiy O Monthiy BJ Annually Number [ Month(s)  Bq Year(s)

13. Cument Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Finance Office [ Yes BJ No

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

O Yes 5 No

16. Audit Requirements
Bd None [] State [ Federal [ Independent

Records retained for 7 years.

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

O Yes B No

18. Recommended Retention

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

requirements are fulfilled, then destroy.

20. Telephone Number 21. Date

19. Name and Title of Preparer

Jessica H. Schindler 410-386-1814 November 10, 2009

Senlor Accountant

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

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-793-1930

PAGE __13___ OF 27

1. Department/Agency
Carroll County Public Schools

2. Division
Finance

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 Annual Report - Unrestricted

5. Earliest Year/Latest Year
_2006____to__2009__

series.)
MSDE Annual Report - Unrestricted

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

7. Record Series Format(s) List all

Bd Letter Size [ Microfilm

[ Legal Size [ Computer Tape

[ Audio Tape  [J Floppy Disk

{4 Bound Book [ Video Tape

[ Other (specify)

8. Record Series Sequence 9. Volume

2

Number

O Fite Drawer(s)

1 Microfilm Reel(s)

[0 Computer Tape(s)

B4 Other (specify)__Bound Books____

10. Annual Accumulation

[ Other (specify) __ 1

Number

[ File Drawer(s)

[ Microfilm Reel(s)

O Computer Tape(s)

B4 Other (specify)__Bound Books____

11. File is Used

[ Daily [ weekly O Monthly B Annually

12. File Becomes Inactive After
20

Number [ Month(s)  Bd Year(s)

13. Cumrent Location(s) {Bldg., Floor, 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) & Regulation(s)

[ Yes B No

16. Audit Requirements

[J None [X State [ Federal [ independent

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

[ Yes B3 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. Schindler

Senior Accountant

20. Telephone Number 21. Date
410-386-1814

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

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930

PAGE _14__ OF _27

1. Department/Agency
Carroll County Pubtic Schools

2. Division 3. Unit

Finance

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
Bus Contractor Direct Deposit Information

5. Earliest Year/Latest Year
2002 to__2009__

series.)

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

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

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

7. Record Series Format(s) List all

B Letter Size [ Microfilm
[J Legal Size  [] Computsr Tape
O Audio Tape [ Floppy Disk

[ Bound Book [ Video Tape

8. Record Series Sequence 9. Volume
___126 payments

[ Alphabetical Number

[ Numericat O Fite Drawer(s)

[ Microfilm Reel(s)
[ Compter Tapel(s)
B3 Other (specify)__Banker Boxes____

B Chronological

O Geographical

10. Annual Accumulation

O Other (specify) [ Other (specify) ______ __21 payments per year

Number

[J File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

Bd Other (specify)__Banker Boxes____
11. File is Used 12. File Becomes Inactive After

7
[ paily B Weekly O Monthiy [ Annually Number [ Month(s)  [BJ Year(s)

13. Current Location(s)  (Bldg.. Floor, Room) 14, Is Record Series Dupli d Elsewhere? (If yes, specify agency or office.)
Kessler Bullding [ Yes B No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
O Yes B3 No

16. Audit Requirements
O None [X State [BJ Federal [X] Independent

Records retained for 7 years.

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

[ Yes B 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. Schindler

Senlor 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 DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE _15___ OF 21

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

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 5. Earliest Year/Latest Year
Capital Improvement Payment Vendor Payments __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 Format(s) List all 8. Record Series Sequence 9. Volume
4

Bd Letter Size  [J Microfilm [ Aiphabetical Number

[ Lega! Size  [] Computer Tape [ Numerical B4 File Drawer(s)

[ Microfilm Reel(s)

[ Audio Tape  [] Floppy Disk B Chronological [ Computer Tape(s)

[ Other (specify)__Banker Boxes____
[ Bound Book [ Video Tape [ Geographical

10. Annual Accumutation
O Other (specify) [ Other (specify) ______ 1

Number

B4 Fite Drawer(s)

[ Microfilm Reel(s)

[0 Computer Tape(s)

[ Other (specify)__Banker Boxes____

11. File is Used 12. File Becomes Inactive ARer
7

[ paily [ weekly 0 Monthly B Annually Number [ Month(s)  BJ Year(s)

13. Current Location(s)  (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Flnance Office [ Yes B3 No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes Bd No
I None [X State [ Federal [ Independent

Records retained for 7 years.

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

1 Yes B4 No

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

requirements are fulfilled, then destroy.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Jessica H. Schindler 410-386-1814 November 10, 2009

Senior Accountant

DGS 5504 (Rev. 1/93)




Instructions —Type or Print a sepérate form 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

AGENCY RECORDS INVENTORY

PAGE _16___ OF 27

Jessup, Maryland 20794
410-799-1930

1. Department/Agency
Carroll County Public Schools

2. Division
Finance

3. Unit

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

Carroll County Government Capital Improvement Project Reports

5. Eartiest Year/Latest Year
__1999 to__2009__

series.)

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

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
I, IR
B Letter Size  [J Microfitm [J Alphabetical Number
[ Legal Size  [] Computer Tape 3 Numerical B3 File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape ] Floppy Disk B4 Chronological O Computer Tape(s)
[ Other (specify)__Banker Boxes____
[ 8ound Book [J Video Tape [ Geographical
10. Annual Accumulation
[0 Other (specify) O Other (specify) ______ _4__
Number
X File Drawer(s)
[ Microfilm Reel(s)
O Computer Tape(s)
[ Other (specify)__Banker Boxes___
11. File is Used 12. File Becomes Inactive After
10
[ paity [ weekly 0 Monthly B Annually Number O Month(s) [X] Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Dupli d Elsewhere? (If yes, specify agency or office.)
Finance Office O ves B4 No

15. Access Restrictions (If Yes, cite Law(s) & Regutation(s)
O ves B4 No

16. Audit Requirements

O None [X State [J Federal [X] Independent

Records retained for 10 years.

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

O Yes B 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. Schindler

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

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

PAGE _17__ OF __217
Jessup, Maryland 20794

410-799-1930

1. Department/Agency 2. Division

Carroll County Public Schools Finance

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
{AC Reports

5. Earliest Year/Latest Year
__1986 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.)

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

Financial Report Summary, and Close-out Cost Summary.

7. Record Series Format(s) List all

8. Record Series Sequence

9. Volume

BJ Letter Size  [J Microfilm

[ Legal Size ] Computer Tape
[ Audio Tape ] Floppy Disk
[ Bound Book ] Video Tape

[ Other (specify) '

1 Alphabetical Number
[ Numerical B4 File Drawer(s)

O Microfilm Reel(s)

O Computer Tape(s)

[ Other (specify)__Banker Boxes,

B3 Chronological

[ Geographical

10. Annual Accumulation
[ Other (specify) 14

Number

B4 File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

[ Other (specify)__Banker Boxes____

11. File is Used

[ Daily [ weekiy O Monthly

B3 Annually Number

12. File Becomes Inactive After
7

[ Month(s) B Year(s)

13. Cumrent Location(s) (Bldg., Floor, Room)
Kessler Building

[ Yes Bd No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
O Yes Bd No

16. Audit Requirements
O None [X State [] Federal [X] independent

Records retained for 7 years.

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

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

[ ves B No

18. Recommended Retention
Retain in Finance until audits are completed by
IAC, then transfer to Kessler for an additional 7
years, then destroy.

19. Name and Titie of Preparer
Jessica H. Schindler

Senior Accountant

20. Telephone Number
410-386-1814

21. Date
November 10, 2009

DGS 5504 (Rav. 1/93)




AGENCY RECORDS INVENTORY

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
410-798-1930

each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1) pAGE_ 18 oF 21

2. Division 3. Unit
Finance

1. Department/Agency
Carroll County Public Schools

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

5. Earliest Year/Latest Year
_2002_____to_ 2009__

4. Record Series Title
School Reports

6. Record Series Description (Briefly describe the types of information/documents/forms 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) List all
B Letter Size [ Microfilm

[J Legal Size  [J Computer Tape

[ Audio Tape  [[] Floppy Disk

[0 Bound Book  [J Video Tape

8. Record Series Sequence

[ Alphabetical

B Numerica

[ chronological

[ Geographical

9. Volume
60

Number

[J Fite Drawer(s)

[ Microfilm Reel(s)

O Computer Tape(s)

B Other (specify)__Banker Boxes___

10. Annual Accumulation
[ other (specify) 8

[ Other (specify),

Number

[ Fite Drawer(s)

[ Microfilm Reel(s)

{0 Computer Tape(s)

B3 Other (specify)__Banker Boxes____

11. File is Used 12. File Bacomes Inactive After

7

[ Annually Number

[ Daily O weekiy B3 Monthly O Month(s) [ Year(s)

13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)
Kessler Building O Yes B4 No

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

[ Yes B4 No

16. Audit Requirements

O None [X State [J Federal [X] independent

Records retained for 7 years.

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

3 Yes B3 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. Schindler

20. Telephone Number
410-386-1814

21. Date
November 9, 2009

Senior Accountant

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

PAGE _18___ OF __ 27

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

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 5. Earliest Year/Latest Year
MSDE Electronic Payments __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.)

MSDE electronic payments include paper copies of ACH.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
2

B Letter Size  [J Microfilm [ Aiphabetical Number

[ Legal Size [ Computer Tape B Numerical B4 File Drawer(s)

O Microfilm Reel(s)

[ Audio Tape  [] Floppy Disk [ Chronological [ Computer Tape(s)

[ Other (specify)__Banker Boxes____
[ Bound Book  [] Video Tape [ Geographical

10. Annual Accumulation
3 Other (specify) [ Other (specify) ______ 14

Number

[X] File Drawer(s)

O3 Microfilm Reel(s)

[ Computer Tape(s)

[ Other (specify)__Banker Boxes____

11. File is Used 12. File Becomes Inactive After
7.

B Daily [ weekly 3 Monthy [ Annually Number O Month(s) [ Yean(s)

13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, speacify agency or office.)
Finance Office O Yes B No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

1 Yes B3 No
[ None [ State [BJ Federal [q Independent

Records retained for 7 years.

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
O Yes B No

Retain 7 years in Finance office, then destroy

19. Name and Title of Preparer 20. Telephone Number 21. Date
Jessica H. Schindler 410-386-1814 November 9, 2009

Senlor Accountant

DGS 5504 (Rov. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930

PAGE _20____ OF __27

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

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 5. Earliest Year/Latest Year
Vehicle Donation Forms __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.)

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
1

BJ Letter Size [] Microfim [ Alphabestical Number

[ Legal Size  [J Computer Tape [ Numerical B File Drawer(s)

[ Microfilm Reel(s)

[ Audio Tape [ Floppy Disk Bd Chronological [ Computer Tape(s)

[J Other (specify)__Banker Boxes____
[0 Bound Book [J Video Tape [J Geographical

10. Annual Accumulation
[ Other (specify)_____ [ other (specify) ______ _1n6
Number

X File Drawer(s)

[ Microfilm Reei(s)

[ Computer Tape(s)

[0 Other (specify)__Banker Boxes____

11. File is Used 12. File Becomes Inactive After
7

[ aily [ weekly O Monthly B Annually Number [ Month(s) B4 Year(s)

13. Cumrent Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)
Flnance Office [ Yes B No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

[ ves & No
[ None [X State [ Federal [{ Independent

Records retained for 7 years.

17. s an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

O Yes B No
Retain 7 years in Finance office, then destroy

19. Name and Title of Preparer 20. Telephone Number 21. Date
Jesslca H. Schindler 410-386-1814 November 9, 2009

Senior Accountant

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 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 21___ 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 5. Earliest Year/Latest Year
1099 Forms 2002 to__2009__

series.)

1099 Forms issued to various contracted service vendors.

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

7. Record Series Format(s) List all

BA Letter Size  [] Microfilm
[ Legal Size  [J Computer Tape
[J Audio Tape ] Floppy Disk

[ Bound Book [ Video Tape

8. Record Series Sequence
O Alphabetical

O Numerical

B Chronotogicat

O Geographical

9. Volume
1

Number

BJ File Drawer(s)

O Microfilm Reel(s)

[J Computer Tape(s)

O other (specify)__Banker Boxes____

10. Annual Accumulation

O Other (specify) O other (specify) _______ 116

Number

B4 File Drawer(s)

O Microfilm Reel(s)

[ Computer Tape(s)

[ Other (specify)__Banker Boxes,
11. File is Used 12. File Becomes Inactive After

7
O Daily O weekly O Monthly Bd Annually Number [ Month(s) [ Year(s)

13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Dupli d Elsewhere? (If yes, specify agency or office.)
Finance Office 3 Yes B No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
O ves B4 No

16. Audit Requirements

[0 None [ State [ Federal [] Independent

Records retained for 7 years.

[ Yes &3 No

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

18. Recommended Retention
Retain 7 years in Finance office, then destroy

19. Name and Title of Preparer
Jessica H. Schindler

Senior Accountant

20. Telephone Number
410-386-1814

21. Date
November 9, 2009

DGS 550-4 (Rov. 1/93)




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 5§50-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE 22__ OF 27 -

1. Department/Agency
Carroll County Public Schools

2. Division 3. Unit
Finance

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
Joumal Entries

5. Earliest Year/Latest Year
2002 to __2009__

series.)

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

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 Format(s) List all
Bd Letter Size [ Microfilm
[ Legal Size [ Computer Tape

[ Audio Tape  [J Fioppy Disk

8. Record Series Sequence 9. Volume
—14__
[ Atphabetical Number
BJ Numerical [ Fite Drawer(s)
[ Microfilm Reel(s)
Bd Chronological 3 Computer Tape(s)

B Other (specify)__Banker Boxes

[J Bound Book [ Video Tape [ Geographical
10. Annual Accumulation
[0 Other (specify) O Other (specify) _2_
Number
[ File Drawer(s)
O Microfilm Reel(s)
[ Computer Tape(s)
BJ Other (specify)__Banker Boxes____
11. File is Used 12. File Becomes Inactive After
7
B4 Daily [ weekly 0 Monthly O Annually Number [ Month(s) [ Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Kessler Building [ Yes B No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes Bd No
O None [X] State [ Federal [ independent
Records retained for 7 yoars.
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
O ves No
Retain for 2 years in the Finance office. Transferto
Kessler storage facility for an additional six years,
then destroy.

19. Name and Title of Preparer
Jessica H. Schindler

Senior Accountant

20. Telephone Number 21. Date
410-386-1814 November 9, 2009

DGS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
PAGE__23_ OF __27
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Carroll County Public Schools Finance

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 5. Earliest Year/Latest Year
Volided Checks __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.)

Voided checks include the voided check and stop payment paperwork.

7. Record Series Format(s) List afl 8. Record Series Sequence 9. Volume
W3
B Letter Size  [J Microfilm [ Aiphabetical Number
[ Legal Size  [J Computer Tape B Numerical O File Drawer(s)
[ Microfilm Reel(s)
O Audio Tape [ Floppy Disk B4 Chronological O Computer Tape(s)
B4 Other (specify)__Banker Boxes____
[0 Bound Book [ Video Tape [] Geographical
10. Annual Accumulation
[J Other (specify)__________ [ Other (specify) _116__
Number
O File Drawer(s)
[ Microfilm Reel(s)
O Computer Tape(s)
[X] Other (specify)__Banker Boxes___
11. File is Used 12. File Becomes Inactive After
7
O Daity [ Weekiy B3 Monthly O Annually Number O Month(s) [X Year(s)
13. Current Location(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Kessler Building O ves & No
15. Access Restrictions (if Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
3 Yes B3 No

[ None [J State [ Federal [{ Independent

Records retalned for 7 years.

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

[ Yes B4 No
Retain for 2 years in the Finance office. Transferto

Kessler storage facility for an additional six years,

then destroy.
19. Name and Title of Preparer 20. Telephone Number 21. Date
Jessica H. Schindler 410-386-1814 November 8, 2009

Senlor Accountant

DGS 550-4 (Rav. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

PAGE __24__ OF __ 27 _

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

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 5. Earliest Year/Latest Year
Purchase Order Changes and Closed Purchase Orders _ 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.)
Purchase order changes and/or closed purchases orders include any applicable notes or documentation for the
changes.
7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
O 1
BJ Letter Size  [] Microfilm : [ Atphabetical Number
[J Legal Size [ Computer Tape Numerical B4 File Drawer(s)
O Microfilm Reel(s)
[J Audio Tape  [] Floppy Disk B4 Chronological [J Computer Tape(s)
B Other (specify)__Banker Boxes____
[J Bound Boock [ Video Tape [0 Geographicat
10. Annual Accumutation
O Other (specify)____ [ Other (specify) _118__
Number
B4 File Drawer(s)
[ Microfim Reel(s)
[ Computer Tape(s)
B4 Other (specify)__Banker Boxes____
11. File is Used 12. File Becomes Inactive After
YA
[ Daily [0 weekly B Monthly 3 Annually Number [ Month(s) B4 Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Kessler Building O Yes B3 No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
O Yes B No
. O None [ State [J Federal [X] Independent
Records retained for 7 years.
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
[ Yes B No . .
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 20. Telephone Number 21. Date
Jessica H. Schindler 410-386-1814 November 9, 2009
Senlor Accountant

DGS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE 25__ OF 27

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

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 5. Earliest Year/Latest Year
Officlal 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
Federal Tax Status Letter
Maryland Sales Tax Exemption Certificate
Retail Sales Account
Social Security Identification Document
Employer Identification

g. Fuel Tax Exemption

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
___T7 letters/licenses,
[ Letter Size [ Microfilm [ Atphabeticat Number

[ Legal Size  [J Computer Tape Bd Numerical O File Drawer(s)

[ Microfilm Reel(s)

[ Audio Tape  [] Floppy Disk B Chronological [ Computer Tape(s)

[ Other (specify)__Banker Boxes____
[0 8ound Book [ Video Tape ) [ Geographical

10. Annual Accumulation
[0 Other (specify) [ Other (specify) __ N/A

Number

[ Fite Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

{7 Other (specify)__Banker Boxes____

11. File is Used 12, File Becomes Inactive After

[ Daily [J weekly ] Monthly Bd Annually Number [ Month(s)  [Bd Year(s)

13. Current Location(s)  (Bldg., Floor, Room) 14. I8 Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Finance Office O Yes & No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
O Yes Bd No
[ None [X) State B Federal [ Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
O Yes B No .. . . .
Retain in the Finance Office safe until expired,

then destroy or renew licenses.

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




Jessica H. Schindler 410-386-1814 November 9, 2009

Senior Accountant

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

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

1. Department/Agency
Carroll County Public Schoo!s

2. Division 3. Unit

Finance

PAGE _26__ OF _27

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
Medical Assistance Provider Number

5. Earliest Year/Latest Year
__1993 to __2009__

series.)
Medical Assistance Provider Number

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

7. Record Series Format(s) List all

Bd Letter Size [ Microfilm
[ Legal Size [ Computer Tape
[0 Audio Tape ] Fioppy Disk
[J Bound Book [ Video Tape

O Other (specify)

8. Record Series Sequence

[ Aphabetical

B Numericat

B3 Chronological

{1 Geographical

O Other (specify) ______

9. Volume
___1letters/licenses
Number

[ File Drawer(s)

[ Microfilm Reel(s)

O Computer Tape(s)

[ Other (specify)__Banker Boxes____

10. Annual Accumulation
_NIA___
Number

[ Fite Drawer(s)

[ Microfilm Reei(s)

O Computer Tape(s)

[ Other (specify)__Banker Boxes____

11. File is Used

[ Daity [ weekty [J Monthly B Annually

Number

12. File Becomes Inactive After

[ Month(s) [ Year(s)

13. Current Location(s)
:Finance Office

(Bldg., Floor, Room)

O Yes

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

Bd No

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

[ None [ State [ Federal

16. Audit Requirements

O Independent

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

[ Yes B 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. Schindler

Senior Accountant

20. Telephone Number
410-386-1814

21. Date
November 9, 2009

DGS 550-4 (Rov. 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

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE 27__ OF 21

1. Department/Agency
Carroll County Public Schools

2. Division
Finance

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
Radio Station License

5. Earliest Year/Latest Year
_.1993 to __2009__

series.)

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

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

7. Record Series Format(s) List all

I3 Letter Size [ Microfitm
[J Legal Size  [] Computer Tape
[0 Audio Tape ] Floppy Disk
O Bound Book [ Video Tape

[ Other (specify)

8. Record Series Sequence

[0 Alphabetical

B Numerical

B Chronological

O Geographical

O Other (specify)

9. Volume
___1letters/licenses
Number

[ File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tapets)

[ Other (specify)__Banker Boxes____

10. Annual Accumulation
N/A

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[J Computer Tape(s)

[ Other (specify)__Banker Boxes____

11. File is Used

[ Daity O weskiy [0 Monthly BJ Annually

12. File Becomes Inactive After

Number O Month(s)

B4 Year(s)

13. Current Location(s)
Finance Office

(Bldg., Floor, Room)

O Yes X No

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

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

O Yes & No

16. Audit Requirements

Bd None [] State [] Federal [ independent

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

[ Yes X No

18. Recommended Retention

Permanent. Retain until license expires, then

transfer to the State Archives for permanent

retention.

19. Name and Title of Preparer
Jessica H. Schindler

Senior Accountant

20. Telephone Number
410-386-1814

21. Date
November 9, 2009

DGS 5504 (Rev. 1/93)




