DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. Cl3y 2

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 22
Agency-  Montgomery County Government (MCG) Division/Unit
Finance Department (MCFIN) Administrative Record Series
Item Description Retention
No.
Retain 5 years from
1-1 Volunteer Registration Forms volunteer separation of service
date, then destroy. This
Risk Mgmt Administration and Operations record, if paper, may be
scanned to Maryland State
Registration forms for volunteers working for the County. Archives’ standards and have
that image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.
1-2 Documentation in support of Revenne Sources (memorandum)

Treasury

This documentation is a memorandum to the Direct Council Staff,
Montgomery County Council containing revenue forecasts for the
income tax, property tax, transfer and recordation taxes, fuel-
energy tax, telephone tax, hotel-maotel tax, and the admissions tax.
This documentation is prepared twice for the budget in March and
for the fiscal plan updated in December.

Retain 5 years from date
issued, then destroy. This
record, if paper, may be
scanned to Maryland State
Archives’ standards and have
that image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.
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RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No, C(jyg

(Continuation Sheet) Page 2 of 22
Agency-  Montgomery County Government (MCG) Division/Unit
Finance Department (MCFIN) Administrative Record Series
Item Description Retention
No.
Screen every 10 years and
-3 Training materials destroy all material that is

Risk Mgmt Administration and Qperations

These records consist of materials used in training on the workers'
compensation program/process, such as compact disks, electronic
files, slides, manuals, workbooks and other related data.

obsolete, superseded or no
longer has administrative
value. This record, if paper,
may be scanned to Maryland
State Archives’ standards
and have that image become
the official record. The
image must be managed by
the above retention
statement and the original
paper version must be
destroyed.

DGS 550-1A
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Page 3 of 22

Agency-  Montgomery County Government (MCG)
Finance Department (MCFIN)

Division/Unit
Financial Record Series

item Description
No.

Retention

6-1 Comprehensive Annual Financial Report (CAFR)

Debt, Cash & Fiscal Projects

Controller's Division annual CAFR.

6-2 Federal Grant Records

Grants

grants funded directly by the Federal government.

Completed and supporting documents for submission as part of the

Financial records, supporting documentation, financial reports,
draw downs, communications between grant accountants,
departmental grant managers and contacts in granting agencies for

Retain 7 years from end of
fiscal year or until all audit
requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must
be destroyed.

Retain 3 years after
submission of last financial
report, end of litigations or
audit, or for real property
and equipment, after the date
of the disposition of the
property, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must
be destroyed.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)
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Agency-

Montgomery County Government (MCG)
Finance Department (MCFIN)

Division/Unit
Financial Record Series

Item
No.

Description

Retention

6-3

6-4

Supplier Maintenance Records

Accounts Payable
Supplier Data including request from Department , W-9 for

vendors, ACH (Automated Clearing House) application for addition
or updates to the County financial data system,

1099 Records
Accounts Payable
Copies of all 1099s sent to vendors and the Internal Revenue

Services (IRS), IRS Tax Identification Number (TIN) matchings,
and requests to correct and re-issue 1099s.

Returned Dishonored Checks

Property Tax Section

Checks submitted as payment of Property Taxes returned from bank
unable to cash.

Retain for 7 years or until all
audit requirements have been
fulfilled, whichever is later,
then destroy, This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
criginal paper version must be
destroyed.

Retain for 7 years or until all
audit requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record, The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

Retain 5 years from date
check is returned, then
destroy. This record, if paper,
may be scanned to Maryland
State Archives’ standards and
have that image become the
official record. The image
must be managed by the
above retention statement
and the original paper version
must be destroyed.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C13¢2

(Continuation Sheet) Page 5 of 22
Agency- Montgomery County Government (MCG) Division/Unit
Finance Department (MCFIN) Financial Record Series
Item Description Retention
No.
Retain for 7 years or until all
6-6 Property Tax Payment Update Records audit requirements have been

Property Tax Section

Reversals of tax payments, payments /correction of tax bills,
redistributions, and over and shorts corrections.

6-7 Bank Account Analysis Statements

Debt, Cash & Fiscal Projects

Documents produced by the individual banks on a monthly basis
that outline the banking services and associated prices that were
utilized during the month.

6-8 Tax Payment Refund Records

Property Tax Section

Refunds of overpayments, revised bills, of credits issued for
Property
Taxes.

fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

Retain 7 years from end of
fiscal year, or until all audit
requirements have been met,
whichever is later, then

- destroy. This record, if paper,

may be scanned to Maryland
State Archives’ standards and
have that image become the
official record. The image
must be managed by the
above retention statement
and the original paper version
must be destroyed.

Retain 7 years from date
refund issued, or until all audit
requirements have been met,
whichever is later, then
destroy. This record, if paper,
may be scanned to Maryland
State Archives’ standards and
have that image become the
official record. The image
must be managed by the
above retention statement
and the original paper version
must be destroyed.

DGS 550-1A
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RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)
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Agency-

Montgomery County Government (MCG)
Finance Department (MCFIN)

Division/Unit
Financial Record Series

Item
No.

Description

Retention

6-9

6-10

Daily Cash Position Records

Daily Cash Position Records
Daily folders with daily work that includes: cash position

worksheet, electronic transfers, daily bank balances, other daily
activity records.

Certificate of Deposit Account Registry Service (CDARS)

Debt, Cash & Fiscal Projects

Set up documents for the CDARs program, an investment
instrument.

Annual Information Sheet (AIS) Records

Debt, Cash & Fiscal Projects

Completed and supporting documents for the completion of the AIS

(Annual Information Statement).

Retain 7 years from end of
fiscal year or until all audit
requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

Retain 7 years from end of
fiscal year or until all audit
requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

Retain 7 years from end of
fiscal year or until all audit
requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. Cj3y2

{Continuation Sheet) Page 7 of 22
Agency- Montgomery County Government (MCG) Division/Unit
Finance Department (MCFIN) Financial Record Series
Item Description Retention
No.
6-12 Municipality Records Retain 7 years from end of
fiscal year or until all audit
Debt, Cash & Fiscal Projects requirements have been
fulfilled, whichever is later,
Records of transactions involving the local government then destroy. This record, if
municipalities paper, may be scanne:d to
with regard to the investment pool offered by Montgomery County Maryland State Archives
to those entities {standards and have that_

' image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

6-13 Banking Records

Debt, Cash & Fiscal Projects

Completed bank forms/documents/agreements for banks providing
services to the county.

Retain 2 years after end of
agreement, then screen
annually and destroy all
material not needed for the
conduct of business. This
record, if paper, may be
scanned to Maryland State
Archives’ standards and have
that image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. C UY.?
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Agency-

Montgomery County Government (MCG)
Finance Department (MCFIN)

Division/Unit
Financial Record Series

Item
No.

Description

Retention

6-14

6-15

6-16

Monthly Investment Reports

Debt, Cash & Fiscal Projects
Completed reports and supporting documents for a monthly report

distributed to division directors regarding the investment portfolio
and eamings rates.

Annual Audit Confirmation Records

Debt, Cash & Fiscal Projects

Listing of required recipients of annual audit confirmation letters to

be prepared by the cash management group and completed requests.

Payment to Others / PCard Purchase Records

Property Tax Section

Payment of invoices for purchases and services, employee
reimbursements, excise tax refunds, Montgomery County
Refundable Earned Income Credit (EIC) refunds, Payments to State
Department of Assessment and Taxations (SDAT).

Retain 7 years from end of
fiscal year or unti! all audit
requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

Retain 7 years from end of
fiscal year or until all audit
requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

Retain 7 years from end of
fiscal year or until all audit
requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. cl3 124

(Continuation Sheet) Page 9 of 22
Agency-  Montgomery County Government (MCG) Division/Unit
Finance Department (MCFIN) Financial Record Series
Item Description Retention
No.
6-17 Payment in Licu of Taxes (PILOT) Retain 7 years from end of
fiscal year of contract
Property Tax Section expiration or until all audit
requirements have been
PILOT agreements initiated by Department of Housing and fulfilled, whichever is later,
Community Affairs (DHCA) and approved by the Director of then destroy. This record, if
Finance that provide certain abatements on real property taxes on paper, may be scanned to
HOC (Housing Opportunity Commission) and Non-HOC Maryland State Archives’
properties. standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must
be destroyed.
6-18 Investment Records Retain 7 years from

Debt, Cash & Fiscal Projects

These records include correspondence, completed forms/agreements
and rate quotes.

investment date or until all
audit requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must
be destroyed.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. Ci3Y3
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Agency-

Montgomery County Government (MCG)
Finance Department (MCFIN)

Division/Unit
Financial Record Series

Item
No.

Description

Retention

6-19

6-20

Montgomery County Refundable Earned Income Credit (EIC)
Records

Property Tax Section

Eligible EIC County recipients receives EIC refund checks sent by
the State but paid by the County. The credit is based on income and
initiated when filing an income tax return with the State of
Maryland to verify eligibility.

The State return EIC funds to the County due to undeliverable or
outstanding checks. An excel report is included with the payment.

The County reissues EIC refunds to recipients after the State
verifies eligibility and submit a written request for different reasons
(stale dated check, never received, adjustments to returns, and new
filing for a tax year).

Excise Tax Collections

Property Tax Section

Record keeping of excise tax receipts from each account in a
spreadsheet to generate a selected operations summary report for
County Officials.

Retain 7 years from end of
fiscal year of reissuance date
or until all audit requirements
have been fulfilled,
whichever is later, then
destroy. This record, if paper,
may be scanned to Maryland
State Archives’ standards and
have that image become the
official record. The image
must be managed by the
above retention statement and
the original paper version
must be destroyed.

Retain 7 years from end of
fiscal year of recording period
or until all audit requirements
have been fulfilled,
whichever is later, then
destroy. This record, if paper,
may be scanned to Maryland
State Archives’ standards and
have that image become the
official record. The image
must be managed by the
above retention statement and
the original paper version
must be destroyed.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. (3 ¢¢

Page 11 of 22

Agency- Montgomery County Government (MCG) Division/Unit
Finance Department (MCFIN) Financial Record Series
Item Description Retention
No.
Retain 7 years from end of
6-21 Assessment Records fiscal year or until all audit
requirements have been
Accounting and Fin Reporting Section fulfilled, whichever is later,
then destroy. This record, if
Month-end assessment report generated from MUNIS (property tax | paper, may be scanned to
billing software) revenue adjustment report, used for preparing Maryland State Archives’
State mandatory remittance reports and revenue forecasting. standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must
be destroyed.
6-22 Monthly Economic Update Permanent, Transfer annually
the accumulated publications
Treasury from the previous calendar
year to the Maryland State
The monthly economic update is a one-page PDF document posted | Archives for permanent
on the Department's website. This document is prepared each month | retention.
except for October, January, April, and July.
6-23 Excise Tax Records Retain 7 years from end of

Property Tax Section

Excise Taxes consist of the following: fuel-energy tax (MC Code
52-14), telephone tax (MC Code 52-15), room rental and transient
tax (MC Code 52-16), bag tax (MC Code 52-101 - 52-107), and
heavy equipment rental-gross receipt tax {Anno MD Code Article
24 Sec 9-609). Taxpayers submit a paper tax return along with
remittance on a monthly and/or quarterly basis to be in compliance
with Montgomery County Code and the Annotated Code of
Maryland with the exception of the bag tax, which is filed and paid
electronically via the County designated web site.

fiscal year or until all audit
requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must
be destroyed.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. C13 v

Page 12 of 22

Agency- Montgomery County Government (MCG) Division/Unit
Finance Department (MCFIN) Financial Record Series
Item Description Retention
No.
Retain 100 years from
6-24 Payroll Register paycheck date, then destroy.
This record, if paper, may be
Payroll scanned to Maryland State
Archives’ standards and have
Register Report shows Hours Paid, amounts Paid, deductions and that image bfacome the official
taxes withheld of employee paychecks. record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.
Retain 7 years from end of
6-25 Year end record fiscal yea{ or until all audit
. . . . requirements have been
Accounting and Fin Reporting Section fulfilled, whichever is later,
then destroy. This record, if
Year-end records include year-end adjustment journal entries, paper, may be scanned to
correcting journal entries, account reconciliation, account analysis, | Maryland State Archives’
Comprehensive Annual Financial Report (CAFR) property tax fund | standards and have that
work paper and related support documentation, It also includes the | image become the official
property tax portion of the state uniform financial report (SUFR), record. The image must be
and Annual Information Statement {AIS) report. managed by the above
retention statement and the
original paper version must be
destroyed.
6-26 Property tax billing review record Retain 7 years from end of

Accounting and Fin Reporting Section

Record that documents the review process performed by the
Treasury Accounting unit to making sure the billing process worked
as expected before a property tax bill is sent to a taxpayer.

fiscal year or until alt audit
requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. C/jyf

Page 13 of 22

Agency-

Montgomery County Government (MCG)

Division/Unit

Finance Department (MCFIN) Financial Record Series

Item
No.

Description

Retention

6-27

6-28

6-29

Property tax billings

Tax Operations Section
Include real and personal property tax billing control information

and reconciliation with any exception handling documents and
resolutions.

Transfer and recordation cash receipts

Transfer and Recordation Tax Section

Include all documents supporting transfer and recordation daily
cash receipts and reports

Purchase Card (Pcard) Administration Records

Accounts Payable

These records contain Pcard monthly statements, Pcard
applications, requests for credit card limit change, request to cancel
credit card, request to change card holder profile. This is a card
assigned to staff for the purpose of making purchases for the
agency.

Retain for 7 years or until all
audit requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

Retain 7 years from end of
fiscal year or until all audit
requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

Retain for 7 years or until all
audit requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
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Agency- Montgomery County Government (MCG)

Division/Unit

Finance Department (MCFIN) Financial Record Series

Item Description
No.

Retention

6-30 State Grant Records

Grants

Financial records, supporting documentation, financial reports,
drawdowns, communications between grant accountants,
departmental grant managers and contacts in granting agencies for
grants funded with State money or with Federal dollars through the
State.

6-31 Financial Record

General Accounting

Retirement Vehicle Take-Home log sheets, copies of Journal
Entries that are posted with signoffs from various departments, for
year end reporting, and for periodic activity from various
departments. Any supporting fund work papers prepared in relation
to any financial reports (Ex: Comprehensive Annual Financial
Report, State Uniform Financial Report, Agreed Upon Procedures,
Actuary Reports).

6-32 Financial Report Records

General Accounting

Comprehensive Annual Financial Report, State Uniform Financial
Report, Agreed Upon Procedures

Retain 7 years after
submission of last financial
report, end of litigations or
audit, or for real property after
final disposition, whichever is
latest, then destroy. This
record, if paper, may be
scanned to Maryland State
Archives’ standards and have
that image become the official
record. The image must be
managed by the above
retentian statement and the
original paper version must be
destroyed.

Retain 7 years from end of
fiscal year or until all audit
requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

Permanent, Retain on-site 10
years then transfer to
Maryland State Archives for
permanent retention. This
record, if paper, may be
scanned to Maryland State
Archives’ standards and have
that image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must be
destroyed.

DGS 550-1A
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RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet) Page 15 of 22
Agency- Montgomery County Government (MCG) Division/Unit
Finance Department (MCFIN) Financial Record Series
Item Description Retention
No.
6-33 Bond Records Retain 3 years from
maturation of bond, then
Debt, Cash & Fiscal Projects - destroy. This record, if paper,
may be scanned to Maryland
Debt Management Transcripts and General Obligation Bond State Archives’ standards and
Transcripts. have that image become the
official record. The image
must be managed by the
above retention statement
and the original paper version
must be destroyed.
6-34 Quarterly Economic Update Permanent. Transfer annually
: ‘ the accumulated publications
Treasury from the previous calendar
year to the Maryland State
The quarterly economic update is a report on the latest economic Archives for permanent
data retention.
for the state of Maryland, Washington metro region, and
Montgomery County. This report is prepared in October, January,
April, and July. The report is posted as a PDF file on the
Department’s website.
Retain 7 years from end of
6-35 Daily cash receipts fiscal year, or until all audit
requirements have been met,
Treasury Operations then destroy. This record, if
paper, may be scanned to
Includes daily cash receipt support documents, reconciliations, and | Maryland State Archives’
reports processed by Treasury Cashiers. standards and have that
image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must
be destroyed.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
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Division/Unit

Agency- Montgomery County Government (MCG)
Finance Department (MCFIN) Financial Record Series
Item Description Retention
No.
Retain for 7 years or until all
6-36 Tax Sale operations and redemptions audit requirements have been
fulfilled, whichever is later,
Treasury Operations Section then destroy. This record, if
paper, may be scanned to
Includes document supporting tax sale activities from notification, Maryland State Archives’
tax sale administration, tax sale event, redemptions, and final standards and have that
resolutions. image become the official
record. The image must be
managed by the above
retention statement and the
original paper version must
be destroyed.
6-37 Closed Rehab Loans - Retain record 3 years after the
loan is closed, then destroy.
Grants This record, if paper, may be
scanned to Maryland State
All documentation surrounding loans funded with either Archives’ standards and have
Community Development Block Grant or Home [nvestment that image become the
programs, official record. The image
must be managed by the
above retention statement and
the original paper version
must be destroyed.
6-38 Tax Postings Retain for 10 years or until all

Property Tax Operations

Property tax billing and collection records

audit requirements have been
fulfilled, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that image
become the official record.
The image must be managed
by the above retention
statement and the original
paper version must be
destroyed.

DGS 550-1A
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(Continuation Sheet)

Schedule No. C{}’z‘/j

Page 17 of 22

Agency- Montgomery County Government (MCG) Division/Unit
Finance Department (MCFIN) Financial Record Series
Iltem Description Retention
No.
Retain for 10 years or until all
6-39 Corporation and Personal Property Docket Books audit requirements have been
fulfilled, whichever is later,
Property Tax Operations then destroy. This record, if
paper, may be scanned to
Tax Collection Dockets are for real, personal, levy property and for | Maryland State Archives’
Corporations that are prepared each year and maintained in post standards and have that image
binders. Information in the books include: when Tax Bills are paid, | become the official record.
the date of payment and a complete record of tax detail. The image must be managed
by the above retention
statement and the original
paper version must be
destroyed.
Retain record 3 years after the
6-40 Community Development Block Grant (CDBG) Loan Receipts loan is closed, then destroy.
This record, if paper, may be
Grants scanned to Maryland State
Archives’ standards and have
Receipts from loan payments for the Community Development that image become the
Block Grant program, official record. The image
must be managed by the
above retention statement and
the original paper version
must be destroyed.
Permanent. Screen records
6-41 Assessment Dockets every 10 years and transfer

Property Tax Operations

Real property tax and assessment information for Montgomery
County by order of district, sub and account number and are used
for research of property taxes paid and assessment data.

superseded versions to the
Maryland State Archives for
permanent retention. This
record, if paper, may be
scanned to Maryland State
Archives’ standards and have
that image become the
official record. The image
must be managed by the
above retention statement and
the original paper version
must be destroyed.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. C/)’f/f

Page 18 of 22

Agency- Montgomery County Government (MCQG) Division/Unit
Finance Department (MCFIN) Financial Record Series
Item Description Retention
No.
6-42 Montgomery County Property Deeds Permanent. Screen records

General Accounting

Montgomery County property deeds- the County Courthouse first
receives the property deeds, they are stamped with the Clerk's office
date and scanned by the court, and then originals are sent to the
Finance office for filing,

every 10 years and transfer
superseded versions to the
Maryland State Archives for
permanent retention. This
record, if paper, may be
scanned to Maryland State
Archives’ standards and have
that image become the
official record. The image
must be managed by the
above retention statement and
the original paper version
must be destroyed.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. ¢ { 397

Page 19 of 22

Agency-  Montgomery County Government (MCG)
Finance Department (MCFIN)

Division/Unit
Personnel Record Series

Hem Description Retention
No.
8-1 Employee Timecards Retain 10 years from pay
period end date, then destroy.
Payroll This record, if paper, may be

Records of all County employees time for payroll use.

scanned 10 Maryland State
Archives’ standards and have
that image become the
official record. The image
must be managed by the
above retention statement and
the original paper version
must be destroyed.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES Schedule No. sy ¢
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet) Page 20 of 22
Agency- Montgomery County Government (MCG) Division/Unit
Finance Department (MCFIN) Property Record Series
Item Description Retention
No.
9-1 Property Schedules Permanent. Retain in the
Montgomery County Records
Risk Mgmt Administration and Operations Center for 20 years, then
transfer to Maryland State
Historical record of property insured by self-insurance program. Archives for permanent
retention.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. (3¢5

Page 21 of 22

Agency- Montgomery County Government (MCG)
Finance Department (MCFIN})

Division/Unit
Risk Management Record Series

Item Description Retention
No.
Permanent. Screen records
10-1 Self Insurance Plan Records every 10 years and transfer

Risk Mgmt Administration and Operations

Actuarial Reports.

10-2 Loss Run Records

Risk Mgmt Administration and Operations

10-3 Insurance Policies

Risk Mgmt Administration and Operations

contain coverage if a loss dates back to them.

Member Agency Agreements and Amendments, and Annual

Loss Reports from the County's claims contractor, used to conduct
the annual actuarial study for the Self Insurance Program.

A historical archive of old liability insurance policies that may still

superseded versions
Maryland State Archives for
permanent retention. This
record, if paper, may be
scanned to Maryland State
Archives” standards and have
that image become the
official record. The image
must be managed by the
above retention statement and
the original paper version
must be destroyed.

Retain 10 years or until all
insurance requirements have
been met, whichever is later,
then destroy. This record, if
paper, may be scanned to
Maryland State Archives’
standards and have that image
become the official record.
The image must be managed
by the above retention
statement and the original
paper version must be
destroyed.

Permanent. Retain in the
Montgomery County Records
Center for 20 years, then
transfer to Maryland State
Archives for permanent
retention.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. C(343

Page 22 of 22

Agency- Montgomery County Government (MCG) Division/Unit
Finance Department (MCFIN) Risk Management Record Series
Item Description Retention
No.
{00
10-4 Self Insurance Program Claims — Liability Retain for  years from date
of occurrence, then destroy.
Risk Mgmt Administration and Operations This record, if paper, may be
scanned to Maryland State
The County contracts with an independent firm to administer the Archives’ standards and have
Self Insurance claims program. Archival liability claims (paper that image become the
files) are stored at the County's Records Storage Center. As of official record. The image
7/1/12, liability claims records are electronic. must be managed by the
above retention statement and
the original paper version
must be destroyed.
10-5 Self Insurance Program Claims -- Workers' Compensation Retain 100 years from
separation date, then destroy.
Risk Mgmt Administration and Operations This record, if paper, may be
scanned to Maryland State
The County contracts with an independent firm to administer the Archives’ standards and have
Self Insurance claims program. Archival workers' compensation that image become the
claims (paper files) are stored at the County's Records Storage official record. The image
Center. As of 7/1/12, workers' compensation claims records are must be managed by the
electronic. above retention statement and
the original paper version
must be destroyed.
10-6 OSHA 300 log Retain 60 days, then destroy.

Occupational Safety & Health

A report from our third party administered database that lists all the
recordable injuriesilinesses in a given Calendar year. This report is

printed and given to Departments to be posted for 60 days.

DGS 550-1A




Montgomery County Records Inventory
Department of Finance

Series Volunteer Registration Forms

P vEsian e . 2 L e Risk Management

LU AR B A Risk Mgmt Administration and Operations

Description Registration forms for volunteers working for the County.
Format Electronic, Paper

Record Series Seqguence

Chronological

Volume 5 boxes, 10gb
Annual Accurnulation 1gb
file is used Annually

filc becomes inactive-after

-1 On receipt by Records Canter

OpenRecordlocationl

1101 Monroe Street, 15th Floor, Rockville

Is Record Series Duplicated Eiswhere?

v

Yes

LocationofCtherCopy

Department using volunteers

Access Restrictions?

Personal Infarmation Protcction Act {PIPA), Md. Code Ann. Comm. Law 11-3504

Audit Reguirements

Is an tndex systemn used?

no

Retention

Retain 5 years from inactive date, then destroy. This record, if paper, may be scanned to Maryfand State Archives’ standards and have that image become

the official record. The image must be managed by the above retention statement and the original paper version must be destroyed.

1/9/2019

27 of 53




Montgomery County Records Inventory
Department of Finance

SOIIDE i bive st v e e s« Documentaion in support of Revenue Sources (memarandum)
Division Treasury
Unit Treasury

Daseription

This documentation is @ memorandum to the Direct Council Staff, Montgomery County Council cantaining revenue forecasts for the income tax, property
tax, transfer and recordation taxes, fucl-cncrgy tax, telephone tax, hotel-motel tax, and the admissions tax. This documentation is prepared twice for the
budget in March and for the fiscal plan updated in December.

Format Paper
Record Series Sequence Chronological
Volume 4 boxes
Annual Accumulation

File is used Annually

File-becomes inactive after. ..

{On receipt by Records Center

PpenRacordlncationl.

255 Nockyville Pike, Rockville

Is Record Series Duplicated Elswhere? No
LocationofOtherCopy

Access Restrictions? no
Audit Reguirements

Is an index system used? no

T T T T T YT

Retention

Retain five years from date issued, then destroy. This record, if paper, may be scanned to Maryland State Archives’ standards and bave that image becorng
the official record. The image must be managed by the above retention statement and the original paper version must be destroyed.

1/9/2019

47 of 53



Montgomery County Records Inventory
Department of Finance

Serigs: - Training materials
PIVISION s« 0 e e e | Risk Management
Unit Risk Mgmt Administration and Operations
These records consist of materials used in training on the workers' compensation program/process, such as compact disks, electronic files, slides,
Description - | manuals, workbocks ard other related data.
Format Electronic, Paper

Record Series Sequence - -

Chronological

Volume

S boxes, 10gb

Annual Accumulation

1gb

File is used

Annually

Filc becomes inactive after -

On receipt by Records Center

OpenRecordLocationl

101 Menroe Street, 15th Floor, Rockville

ts Record Series Duplicated Elswhere?

Yes

LocationofOtherCopy Department using velunteers
Access Restrictions? no

Audit Reguirements

Is an index system used? no

Retention

R T Ty R A R R SO LU Y T

Screen every 10 years and destroy all material that is obsolete, superseded or no longer has administrative value. This record, if paper, may be scanned to
Maryland State Archives’ standards and have that image hecome the official record. The image must be managed by the above retention statermnent and tHe
original paper version must be destroyed.

1/9/2019

28 of 53




Montgomery County Records Inventory
Department of Finance

Series

Comprehensive Annual Financial Report {CAFR)

DIVISION. st poosimmmenama 1 -

Nebt, Cash & Fiscal Prajects

Unit Debt, Cash & Fiscal Projects
Description: - Completed and supporting documents for submission as part of the Controller's Division annual CAFR.
format Electronic {pdf), Paper

Record Series Sequence

Chronological

Volume 10 boxes, 7gb
Annual Accurmulation 1gb
File is used Annually

Fite bccomes inactive after

On receipt by Records Center

OpenRecordlocationl

Intcrnal County Server

Is Record Series Duplicated Elswhere?

Yes

LocationofOtherCopy 101 Manroe Street, 15th Floor, Rockville
Access Restrictions? no

Audit Reguirements Independent

Is an Index system used? no

Retention

‘| version must be destroyed.

Retain 7 years fram end of fiscal year, or until all audit recuirements have heen met, then destroy. This record, if paper, may be scanned to Maryland Statd
Archives' standards and have that image become the official record. The image must ba managed by the zhove retention statement and the ariginal pape

1/9/2019

20 of 53



Montgomery County Records Inventory
Department of Finance

Series Federal Grant Records
Division Controller
Unit Grants

Bescription [T

Financial records, supporting documentation, financial reports, drawdowns, communications between grant accountants, departmentat grant managers
and contacts in granting agengics for grants funded directly by the Federal govarnment.

Format Paper
Record Series Sequence Numerical
Volume 22 boxes
Annual Accumulation 3 boxes
File is used Annually

File becomas inactive after

On receipt by Records Center

OpenRecordlocationt ..

101 Monroe Street, 8th Floor, Rockyille

Is Record Series Duplicated Elswhere?

Yes

LocationofOtherCapy

in the Department who owns the grant

Access Restrictions? no
Audit Requirements. | |Independent
is an Index system used? no

Retention...

Netain 3 years after submission of last financial report, end of litigations or audit, and for real property and equipment, after the date of the disposition
of the property, whichever is later, then destroy. This record, if paper, may be scanned to Maryland State Archives’ standards and have that image becoms
the official recard The image muost be managed by the above retention statement and the original paper version must be destroyed.

1/9/2019

20f53



Montgomery County Records Inventory
Department of Finance

Series

Supplier Maintenance Records

Division

Controller

f8 11 1) R S

JAccounts Payable

Description

Supplier Data including request from Department , W-9 for vendors, ACH (Automated Clearing House) application for addition or updates to the County
financial data system.

Format Electronic
Record Series Sequence Numerical
Volume 7gh
Annual Accumulation igh

File is used Annually

File becomes inactive after

On receipt by Records Center

DpenRecordlocationl

A Internal County Server

Is Record Series Duplicated Elswhere?

Yes

LocationofCtherCopy -{Internal County Server _ e
Access Restrictions? - A Personal Information Protaction Act {PIPA}, Md. Code Ann. Camm. Law 14-3504

Audit Requirements Independent

Is an Index system used? no

Retention -

w| paper version must be destroyad,

Retain for 7 years or until all audit requirements have been fulfilled, whichever is later, then destroy. This record, if paper, may be scanned to Maryland
State Archives’ standards and have that image become the official record. The image must be managed by the above retention statement and the original

1/9/2019

10of53



Montgomery County Records Inventory
Department of Finance

Series 1099 Records
Division Controller
Unit M Accounts Payable
Copies of all 1099s sent to vendors and the Internal Revenue Services {IRS), IRS Tax Identification Number (TIN) matchings, and requests to correct and re-
Description issue 1099s.
Format Paper
Record Series Sequence Numerical
Volume 22 boxes
Annual Accurmulation 3 boxes
Fite 15 used Annually

File becomes inactive after

On receipt by Records Center

OpenRecordlLocationl

101 Monroe Street, 8th Floer, Rockville

Is Record Series Duplicated Elswhere? No

LacationofOtherCopy

Access Restrictions? | Personal information Protection Act {PIPA), Md. Code Ann. Comm. Law 14-3504
Audit Requirements Independent

Is an Index systermn used? no

fetention

Retain for 7 years or until all audit requirements have been fulfilled, whichever is later, then destroy. This record, if paper, may be scanned to Maryland

{5tate Archives’ standards and have that image become the official record, The image mast be managed by the above retention statement and the original

paper version must be destroyed.

1/9/2019

30of53



Montgomery County Records Inventory

Department of Finance

Series Returned Dishonored Checks

Division Treasury

I L -| Property Tax Section

Description Checks submitted as payment of Property Taxes returned from bank unable to cash.
Format Paper

Record Series Sequence

Chronological

Volume 4 boxes
Annual Accumulation 1 box
File is used Annually

File becames inactive after

0On receipt by Records Center

OpcnRecerdLocationl

255 Rockville Pike, Rockville

Is Record Series Duplicated Elswhere?

Yes

LocationofOtherCopy

CheckAgain web site

Access Restrictions? no
Audit Requirements
I$ an Index system used? no

Retention

Retain 5 years from date check is returned, then destroy. This record, if paper, may be scanned to Maryland State Archives’ standards and have that imagel

hecome the official recard. The image must be managed by the above retention statement and the original paper version must be destroyed.

1/5/2019

33 0f53



-l
Montgomery County Records Inventaory (‘7
Department of Finance

Series Property Tax Payment Update Records

Division Treasury

UREE e s i i 0 | PROPEItY Tax Section

Deseniption o e | Reversals of tax payments, payments fcorrection of tax bills, redistributions, and over and shorts corrections.
format Paper

Record Series Sequence Alphabetical

Volume 4 bhoxes

Annual Accumulation 1 box

File is used Annually

Fite racomes inactive after

On receipt by Records Center

‘OpenRecordlocation] . -

1235 Rockvilie Pike, Rockville

Is Recard Series Duplicated Elswhere?

No
LocationofOtherCopy
Access Restrictions? no
Audit Requirements Independent
Is an Index system used? no

Retention

Retain for 7 years or until all audit requirements have been fulfilled, whichever is later, then destroy. This record, if paper, may be scanned tu Maryland
State Archives” standards and trave thiat inage becume the official record, The image must be imanaged by the above retention statetmvnl and the original

paper version must be destroyed.

1/9/2019

34 of 53



Montgomery County Records Inventory
Department of Finance

Series Bank Account Analysis Statements

DivVESIOR et « v e a Debt, Cash & Fiscol Projects

Unit Debt, Cash & Fiscal Projects

e e Documents produced by the individual banks on a monthly basis that outline the banking services and associated piices that were utilized during Lhe
Description month. :

Format Electronic

Record Series Sequence Alphabetical

Volume 7gb

Annual Accumulation lgb

File is used Annually

File becomes inactive after

On reccipt by Records Center

Openfecordlocationl

Internal County Server

Is Record Series Duplicated Elswhere?

Yes

LocationofOtherCopy Internal County Server
Access Restrictions? no

Audit Requirements - Independent

is an Index system used? no

L Ratantion . e U R et AR

Retain 7 years from end of fiscal year, or until all audit requirements have been met, whichever is Iater, then destroy. This record, if paper, 1nay be scanned
to Maryland State Archives’ standards and have that image become the official record. The image must be managed by the above retention statement an
{ the original paper version must be destroyed.

1/9/2019

13 of 53



Montgomery County Records Inventory
Department of Finance

SERIBS: e v s { Tax Payment Refund Records
Divisian Treasury
Unit Property Tax Section

nNeseriptian ™

| Refunds of owverpayments, revised hills, of credits issued for Property Taxes,

Format

Paper

Record Series Sequence

Chronological

Volume 4 boxes
Annual Accumuiation 1 box
file is used Annually

file bocomes inactive after.. -

On receipt by Racords Center

Opanflecordlocationl i

255 Rockville Pike, Rockyille

Is Record Series Duplicated Elswhere? No
LocationofOtherCopy

Access Restrictions? no

Audit Requirements Independent
Is an Index system used? no

Retention

Retain 7 years from date refund issued, or until all audit requirements have baen met, whichaver is [ater, then destroy. Thic rocord, if paper, may be

statement and the original paper version must be destroyed.

1seanned to Maryland State Archives’ standards and have that image become the official record. The image must be managed hy the above retention

1/9/2019

350f 53




Mentgomery County Records Inventory
Department of Finance

Series Daily Cash Position Records

Division Debt, Cash & Fiscal Projects

Unit Debt, Cash & Fiscal Projects

Description Daily folders with daily work that includes: cash position worksheet, electranic transfers, daily bank balances, other daily activity records.
format Electronic, Paper

Record Series Sequence

Chronological

Volume 15 boxes, 7gb
Annual Accumulation 1gb
file is used Annually

File becomes inactive after

On receipt by Records Center

OpenRecordLocationl

Internal County Server

Is Record Series Duplicated Elswhere?

Yes

LocationofOtherCopy 101 Monroe Street, 15th Flaor, Rockville
Access Restrictions? no

Audit Requirements Independent

Is an Index system used? no

ROTCNEHORY < e s

Retain 7 years from end of fiscal year or until all audit requirements have been fulfilled, whichever is later, then destroy. This record, if paper, may be
scanned to Maryland State Archives’ standards and have that image become the official record. The image must be managed by the above retention

.| statement and the original paper version must be destroyed.

1/9/2019

15 of 53




Montgomery County Records Inventory
Department of Finance

Series Certificate of Deposit Account Registry Service (CDARS}

Division Debt, Cash & Fiscal Projects

Unit Debt, Cash & Fiscal Projects

Description Set up docurnents for the Certificate of Deposit Account Registry Service {CDARS) program, an investment instrument.
format Electronic, Paper

Record Series Sequence NMumerical

Volume 10 boxes, 7gb

Annual Accumulation 1gb

File is used Annually

File becomes inactive after

On receipt by Records Center

OpenRecordlocationl

Internal County Scrver

Is Record Series Duplicated Elswhere? Yes

tocationofOtherCopy 101 Monroe Street, 15th Floor, Rockville
Access Restrictions? no

Audit Requirements independent

is an Index system used? no

il A e e TR

ROTENEION oo s mmams ot e

Retain 7 years from end of fiscal year or until all audit requirements have been fulfilled, whichever is later, then destroy, This record, if paper, may be
scanned to Maryland State Archives’ standards and have that image became the official record. The image must be managed by the above retention

.Jstatement and the original paper version must he destroyed.

1/9/2019

16 of 53




Montgomery County Records Inventory Q ‘
Department of Finance

Series. .| Annual Information Sheet (AIS) Records

DI e o b B L s, i nsier s | Debt, Cash & Fiscal Projects

Unit Debt, Cash & Fiscal Projects
Completed and supporting documents for the completion of the AIS (Annual informatian Statement). This Annual Information Statement is prepared to
provide certain general information concerning the County and its operations. Included is information on the County 1) government, organizational
structure and services, 2) financial information, 3) annual budgets, 4) results of previous fiscal years $) retirement system, 6) revenue sources, and 7}

Description selected demographic and economic statistics, and information including population, employment and income,

Format Electronic, Paper

Record Series Sequence

fChronological

Volume 10 boxes, 7gb
Annual Accumulation lgb
File is used Annually

File becomes inactive after

On receipt by Records Center

OpenRecordtocationl

Internal County Server

is Record Series Duplicated Elswhere?

Yes

tocationofOtherCopy 101 Monroe Street, 15th Floor, Rockville
Access Restrictions? no

Audit Requirements independent

Is an Index system used? ne

Reteption- - - -

Retain 7 years from end of fiscal year or until all audit requirements have been fulfilled, whichever is later, then destroy. This record, if paper, may be
scanned to Maryland State Archives’ standards and have that image become the official record. The image must be managed by the above retention
statement and the original paper version must be destroyed.

1/9/2019

17 of 53



Montgomery County Records Inventory

=12

Department of Finance

Series Municipality Records
Diviston Debt, Cash & Fiscal Projects
IRt ssanss s v s s Dcbt, Cash & Fiscal Projects
-| Records of transactions involving the local government municipalities with regard to the investment pool offered by Montgomery County ta those
Description entities.
format Electronic, Paper
Record Series Sequence Alphabetical
Volume 15 boxes, 7gb
Annual Accumulation 1gh
File is used Annually

File becomaes inactive after

On receipt by Records Center

OpenRecordLocationl

Internal County Server

Is Record Series Duplicated Elswhere?

No

LocationofOtherCopy

Access Restrictions? no

Audit Requirernants ... . Independent
Is an index system used? no

i v e

REEEPITIO Fp e o - ot MR8 bbbt £ a5 22

Retain 7 years from end of fiscal year or until all audit requirements have been fulfilled, whichever is later, then destroy. This record, if paper, may be
scanned to Maryland State Archives’ standards and have that image become the official record. The image must be managed by the abave retention
statement and the original paper version must be destroyed.

1/9/2019

14 of 53



Montgomery County Records Inventory
Department of Finance

G-13

Series Banking Records

Division Debt, Cash & Fiscal Projects

Unit Debt, Cash & Fiscal Projects

Description Completed bank forms/documents/agreements for banks providing services to the county.
Format Electronic, Paper

Record Series Sequence Alphabetical

Volume 10 boxes, 7gb

Annual Accumulation lgb

File is used Annually

File becomes inactive after

On receipt by Records Center

OpenflecordlLocationl

Internal County Server

Is Record Series Duplicated Elswhere?

Yes

LocationofOtherCapy 101 Monroe Street, 15th Fioor, Rockville
Access Restrictions? no
Audit Requirements

no

Is an Index systern used?

Retention -

T years oftCr ead 4 agreement then SCrecet cnm.alif
%Mm&mm and destroy all matdrial that is obsolete, superseded or the administrative need is met. This record, if paper,

may be scanned to Maryland State Archives’ standards and have that image become the official record. The image must be managed by the above
- retention statement and the original paper version must be destroyed.

1/9/2019

18 of 53



G~ 14
Montgomery County Records Inventory
Department of Finance

Series Monthly Investment Reports
Division Debt, Cash & Fiscal Projects
Unit Debt, Cash & Fiscal Projects
Completed reports and supporting documents for a monthly report distributed to division directers regarding the investment portfolig and earnings
Description rates.
Format Electronic, Paper

Record Scries Sequence

Chronalogical

Volume 10 boxes, 7gb
Annual Accumulation igb
File is used Annually

Filc bocormes inactive after.-

On receipt by Records Center

OpenRecordlocationl Internal County Server

Is Record Series Duplicated Elswhere? Yes

LocationofOthcrCopy 101 Monroe Street, 15th Floor, Rockville
Access Restrictions? ne

Audit Requirements Independent

Is an Index system used? no

\Ratention -

-] scanncd to Maryland State Archives’ standards and have that image become the official record, The image must he managed by the ahnve retention

Retain 7 years from end of fiscal year or until all audit requirements have been fulfilled, whichever is later, then destroy. This record, if paper, may be

statement and the original paper version must be destroyed.

1/9/2019

19 of 53



6-15

Montgomery County Records Inventory
Department of Finance

SOFRS - e el easssen . oo oo Annual Audit Confirmation Records
RSO e iyttt g prpeeeeees et wane of DB, Cash 8 Fiscal Projects
Unit Debt, Cash & Fiscal Projects
Description . [ -+ wee o Listing of required recipients of annual audit confirmation letters to be prepared by the cash management group.
Format Electronic
Record Series Sequence Chronalogical
Volume 10gb
Annuzl Accumulation 1gh
File is used Annually
Filr hecomes inactive after On receipt by Records Center
OpenRecordlocationl - -|Internal County Server
Is Record Series Duplicated Elswhere? Yes
LocationofOtherCopy 101 Monroe Street, 15th Floor, Rockville
Access Restrictions? no
Audit Reguirements Independent
Is an tndex system used? no
Retain 7 years from end of fiscal year or until all audit requirements have been fulfilled, whichever is later, then destroy. This record, if paper, may be
- scanned to Maryland State Archives’ standards and have that image become the official record. The image must be managed by the above retention
Retention. .. ... «| statement and the original paper version must be destroyed.

1/9/2019 22 of 53



6o

Montgomery County Records Inventory
Department of Finance

Series- P Payment to Others / PCard Purchase Records

Division Treasury

UL 85 i =i o s g | Property Tax Section

R -trayment of invoices for purchagas and services, employee reimbursements, excise tax refunds, Montgomeary County Refundahle £arned Income Credit
Description.. {EIC) refunds, Payments to State Department of Assessment and Taxations (SDAT)

Farmat Paper

Record Series Sequence Alphabetical

Volume 4 boxes

Annual Accumulation

File is used Annually

‘File becomnes inactive after

On receipt by Records Center

{OpenRecardiocationl

255 Rockville Pike, Rockville

{s Record Series Duplicated Elswhere?

Yes

LocationofOtherCopy -

Accounts Payable for over $10000

Access Restrictions?

| Personal Infermoation Protection Act {PIPA), Md. Code Ann. Comm. Law 14-3504

Audit Requirements -

Independent

Is an Index system used?

no

U TRRNE

Dt

Retention . . covewro i cvmmin s o1 -

Retain 7 yoars from end of fiscal year or until all audit requirements have heen fulfilled, whichever is later, then destray. This recard, if paper, may be
scanned to Maryland State Archives’ stondards and have that image becomc the official record, The image must be managed by the above retention
statement and the ariginal paper version must be destroyed.

1/9/2019

39 of 53



Montgomery Caunty Records Inventary
Department of Finance

Series Payment in Lieu of Taxes {PILOT)
Division Treasury
Unit Property Tax Section
Payment in Liew of Taxes (PILOT) agreements initiated by Department of Housing and Community Affairs (DHCA) and approved by the Director of Finance
Dascription- - - that provide certain abatements on real praperty taxes on HOC (Housing Opportunity Commission) and Non=-HOC properties.
Format Paper
Record Series Sequence Numerical
Volume 4 boxes
Annual Accumulation 1 box
File is used Annually

Filc becomes inactive aftor

On receipt by Records Center

OpenRecardlocationl 255 Rockville Pike, Rockville
Is Record Series Duplicated Elswhere? Yes

LocationofOtherCopy DHCA

Access Restrictions? no

Audit Requirements Independent

Is an Index systermn used? no

"

fRetention

Retain 7 years from end of fiscal year of contract expiration or until all audit requirements have been fulfilled, whichever is later, then destray. This record
if paper, may be scanned to Maryland State Archives’ standards and have that image become the official record. The image must be managed by the aboy
retention statement and the original paper version must be destroyed.

1/9/2019

36 of 53



Montgomery County Records Inventory Q
Department of Finance

Series Investment Records

Division Debt, Cash & Fiscal Projects

Unit Debt, Cash & Fiscal Projects

Description These records include correspondence, completed forms/agreements and rate quotes.
Format Electronic, Paper

Record Series Sequence Alphabetical

Volume 10 boxes, 7gh

Annual Accumulation igh

File is used annually

File becomes inactive after

On receipt by Records Center

OpenRecordlocation]

Internal County Servar

Is Record Series Duplicated Elswhere? Yes

LocationofOtherCopy 101 Monroe Street, 15th Floor, Rockville
Access Restrictions? no

Audit Requirements Independent

Is an Index system used? no

Ratention

Retain 7 years from investment date or until all audit requirements have been fulfilled, whichever is later, then destray. This record, if paper, may be
scanned to Maryland State Archives’ standards and have that image become the official record. The image must be managed by the above retention
staternent and the original paper version must be destroyed.

1/9/2019

21 of 53



Mantgomery County Records Inventory
Department of Finance

Series Montgomery County Refundable Earned Income Credit (EIC) Records

Division Treasury

Unit Property Tax Section
Eligible Earned Incame Credit {EIC) County recipients receive EIC refund checks sent by the State but paid by the County. The credit is based on income
and initiated when filing an income tax return with the State of Maryland to verify eligibility. The State return EIC funds to the County due to undeliverable]
or gutstanding checks. An excel report is included with the payment. The County reissues EIC refunds to recipients after the State verifies eligibility and

Description submit a written request for different reasons (stale dated check, never received, adjustments to returns, and new filing for a tax year).

Format Electronic, Paper

Record Series Sequence

Alphabetical

Volume - 3 boxes, 10 gb
Annual Accumulation igh
File is used Annually

File becomes inactive after. .-~

On receipt by Records Center

Openflecordiocationl R

1255 Rockvilla Pike, Rockville

ts Record Series Duplicated Elswhere?

Yes

LocationofOtherCopy .| Comptroller of MD/Revenue Adm

Access Restrictions? Personal Information Protection Act (PIPA), Md. Code Ann. Comm. Law 14-3504
Audit Requirements Independent

Is an index system used? no

Retention

-1 paper, may be scanned to Maryland Statc Archives’ standards and have that image become the official rerard, The image must he managed by the above

Retain 7 years from end of fiscal year of reissuance date or until all audit requirements have been fulfilled, whichever is fater, then destroy. This record, if

retention statement and the original paper version must be destroyed,

1/9/2019
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Mentgomery County Records Inventory
Department of Finance

SBEEQS + S st v haanrin

| Excise Tax Collections

Division Treasury

LInit .{ Property Tax Sectian

Description .| Recard keeping of excise tax receipts from cach account in a spreaidlsheet to generate a selected operations surnmary report for County Officials.
Format s e e maenn L ElQCtronie, Paper ‘

-Record Series Sequence Alphabetical

Valume 3 boxes, 10 gb

Annual Accumulation 1gb

File is used Annually

file becomes inactive after

0n receipt by Records Center

OpanBacordiocationl

{255 Rockville Pike, Rockvilie

Is Record Series Duplicated Elswhere?

Yes

LocationofOtherCopy Internal County Server
Access Restrictions? no

Audit Requirements Independent

ts an Index system used? no

Retention....m.. .« . .

[ Retain 7 years from end of fiscal year of recording period or until all audit requirements have been fulfifled, whichever is later, then destray. Thic record, if

paper, may be scanned to Maryland State Archives’ standards and have that image become the official record. The image must be managed by the above
retenticn statement and the original paper version must be destroyed,

1/9/2019
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Montgomery County Records Inventory G ll
Department of Finance

Series Assessment Records
Division Treasury
Unit Accounting and Fin Reporting Section

Dascription

Wi

Month end assessment report generated from MUNIS (property tax billing software) revenue adjustment report, used for preparing State mandalory
remittance reports and revenue forecasting.

Format

Electronic

Record Series Sequence

Chronglogical

Volume 10gb
Annual Accumulation 1gb
File is used Annually !

File becomes inactive after

On receipt by Records Center

OpenRecordlocationl . Internal County Server
is Record Series Duplicated Elswhere? Mo
LocationofOtherCopy

Access Restrictions? no

Audit Requirements Independent

Is an Index system used? no

Retention

Retain 7 years from end of fiscal yvear or until all audit requirements have been fulfilled, whichever is laler, then Jdestioy. This record, if paper, may be
scanned to Maryland State Archives' standards and have that image become the official record. The image must be managed by the above retentian
statement and the original paper version must be destroyed.

1/9/2019
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Montgomery County Records Inventory
Department of Finance

Serigy o Monthly Economic Update

Division Treasury

Unit Treasury
The monthly economic update is a one-page PDF document posted on the Department's wehsite. This document is prepared each month except for
October, January, April, and july. It contains updates on selected economic indicators including Leading Indicatars, Coincident Indicators, Consumer
Confidence Index, Consumer Price Index, Retail Trade, Employment, Unemployment, Constuction and Real Estate. The indicators are shown for the

Description Current Period, the Prior Year's Period and Year to Date.

Format Electronic (pdf), Paper

Record Series Sequence

Chronological

Volume 3 boxes, 10 gb
Annual Accumulation lgb
File is used Annually

File becomes inactive after

On receipt by Records Center

OpenRecordlocationl

255 Rockville Pike, Rockville

Is Record Series Duplicated Elswhere? No
LocationofOtherCopy

Access Restrictions? no
Audit Requirements

Is an Index system used? no

Retention

Permanent. Transfer annually the accumulated pubiications from the previous calendar year to the Maryland State Archives for permanent retention.

1/9/2019
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Montgomery County Records Inventory G
Department of Finance

Series £xcise Tax Records
Division Treasury
Unit Property Tax Section

Description. .

Excise Taxes consist of the following: fuel-energy tax (MC Code 52-14), telephone tax {MC Code 52-15}, room rental and transient tax (MC Code 52-16),
bag tax {(MC Code 52-101 - 52-107), and heavy equipment rental-gross receipt tax (Anno MD Code Article 24 Sec 3-609). Taxpayers submit a paper tax
return along with remittance on a monthly and/or quarterly basis to be in compliance with Montgomery County Code and the Annotated Code of
Maryland with the exception of the bag tax, which is filed and paid electronically via the County designated web site.

Format Electronic, Paper
Record Series Sequence Alphabetical
Valume 3 boxes, 10 gb
Annual Accumulation lgb

File is used Annually

File becomes inactive after

On receipt by Records Center

OpenRecordLocationl

255 Rockville Pike, Rockville

Is Record Series Duplicated Elswhere?

Yes

LocationofOtherCopy

Internal County Server

Access Restrictions? no
Audit Requirements independent
Is an index system used? no

Retention

Retain 7 years from end of fiscal year or until all audit requirements have been fulfilled, whichever is later, then destroy. This record, if paper, may be
scanned to Maryland State Archives’ standards and have that image become the official record. The image must be managed by the above retention
statement and the original paper version must be destroyed.

1/9/2019
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Mentgomery County Records Inventory
Department of Finance

o -3

Series Payroll Register

Division Controller

"Unit Payrall

Description Register Report shows Hours Paid, amounts Paid, deductions and taxes withheld of employee paychecks.
Farmat Electronic, Microfilm/fiche, Paper

Record Series Sequence

Chronological

Volume, .. .. . .150 boxes, 500gb
Annual Accumulation 10gb
File is used Annually

File becomes inactive after

On receipt by Records Center

-OpenRecordiocationl

255 Rockville Pike, Rockville

Is Record Series Duplicated Elswhere?

No

LacationofOtherCopy

Access Restrictions?

Personal Infarmation Protection Act {PIPA), Md. Code Ann. Comm. Law 14-3502

Audit Requirements

is an Index system used?

no

Retention

Retain 100 years from paycheck date, then destroy. This record, if paper, may be

scanned to Maryland State Archives’ standards and have that image become the official record. The image must be managed by the above retention

statement and the original paper version must be destroyed.

1/9/2019
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Montgomery County Records Inventory
Department of Finance

Series Year End Record

Division Treasury

Unit Accounting and Fin Reporting Section
Year-end records include year-end adjustment journal entries, correcting journal entries, account reconciliation, account analysis, Comprehensive Annual
Financial Report (CAFR) property tax fund work paper and related support documentation. It also includes the property tax portion of the state uniform

Description financial repart (SUFR}, and Annual Information Statement (AIS) report.

Format Electronic

Record Series Sequence Alphabetical

Volume 10gb

Annual Accumulation 1gb

File is used Annually

File becomes inactive after

QOn receipt by Records Center

OpenRecordlocationl Internal County Server
is Record Series Duplicated Elswhere? No
LocationofOtherCopy

Access Restrictions? no

Audit Requirements Independent

15 an Index system used? no

Retention -

Retain 7 years from end of fiscal year or until all audit requirements have been fulfilled, whichever is later, then destroy. This record, if paper, may be
scanned to Maryland State Archives’ standards and have that image become the official record. The image must be managed by the above retention
statement and the original paper version must be destroyed.

1/9/2019
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Montgomery County Records Inventory
Department of Finance

Series Property Tax Billing Review Record
Division _ Treasury
LA1AT] ST -| Accounting and Fin Reporting Section
Record that documents the review process performed by the Treasury Accounting unit to making sure Lhe billing process worked as expected before a
Dascription ... « property tax bill is sent to a taxpayer.
Farmat Electronic

Record Series Sequence

Chroncelogical

Valume 10gb
Annual Accumulation 1gb
File is used Annually

File becomes inactive after

| On reccipt by Records Center

OpenRecordLocationl Internal County Server
is Record Series Duplicated Elswhere? No
tocationofQtherCopy

Access Restrictions? no

Audit Requirements Independent

15 an Index system used? no

Retention

1 Retain 7 years from end of fiscal year or until all audit requirements have been fulfilled, whichever is later, then destroy. This record, if paper, may he

scanned to Maryland State Archives’ standards and have that image become the official record. The image must be managed by the above retention
statement and the original paper version must he destroyed.

1/9/2019
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Meontgomery County Records inventory
Department of Finance

Series Property Tax Billings

Division Treasury

Unit Tax Operations Section

Description Include real and personal property tax hilling control information and reconciliation with any exception handling documents and resolutions.
Format Paper

Record Series Sequence Numericat

Volume 4 boxes

Annuat Accumulation 1 hox .

Eile is used Annually

File becomes inactive after

On receipt by Records Center

OpenRecordlogationl I

255 Rochwille Pike, Rockville

is Record Series Duplicated Elswhere? No

LocationofOtherCopy

Access Restrictions? Personal Infarmation Protection Act (PIPA), Md. Code Ann. Comm. Law 14-3504
Audit Requirermnents Independent

Is an Index system used? no

VElwEat B e

Retention ..

Retain for 7 years or until all audit requirements have been fulfilled, whichever is later, then destroy. This recotd, if paper, may be scanned to Maryland
State Archives’ standards and have that image become the official record. The image must be managed by the above retention statenmient and the original

paper version must be destroyed.

1/9/2019

48 of 53



Montgomery County Records Inventory
Department of Finance

Series Transfer and Recordation Cash Receipts

Division Treasury .

Unit Transfer and Recordation Tax Section

Description Inctude all documents supporting transfer and recordation daily cash receipts and reports
Format Paper

Record Series Sequence

Chronological

Volume 4 boxes
Annual Accumulation 1 box
File is used Annually

File becomes inactive after

On receipt by Records Center

OpenRecordlLocationl

255 Rackville Pike, Rackville

Is Record Series Duplicated Elswhere? No
LacationafOtherCopy

Access Restrictions? no

Audit Requirements Independent
Is an Index system used? na

Retention

Retain 7 years from end of fiscal year or until all audit requirements have been fulfilled, whichever is later, then destroy. This record, if paper, may be
scanncd to Maryland State Archives’ standards and have that image become the official recard. The image must be managed by the above retention
statement and the ariginal paper versign must be destroyed

1/9/2019
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Montgomery County Records Inventory ?
Department of Finance

Series Purchase Card (Pcard) Administration Records
Divisian Controller
Unit Accounts Payable
These records contain Purchase Card monthly statements, Purchase Card applications, requests for credit card limit change, request to cancel credit card,
Description request to change card holder profile.
format Electronic, Paper

Record Series Sequence

Alphabetical

Volume

22 hoxes, 14gb

Annual Accumulation

3 boxes, 2gb

file is used

Annually

file-becomes inoctive after

On receipt by Records Center

OpenRecordlLocationl

101 Monroe Street, 8th Floor, Rockville

Is Record Series Duplicated Elswhere? No

LocationofOtherCopy )

Access Restrictions? Personal Infarmation Protection Act (PIPA), Md. Code Ann. Comm. Law 14-3504
Audit Requirements Independent

Is an Index system used? no

Retention

Retain for 7 years or until all audit requirements hove been fulfilled, whichever is later, theo destroy. This record, il paper, may be scatined té Maryland
State Archives’ standards and have that image become the official recard. The image must be managed by the above retention statement and the original
paper version must be destroyed.

1/9/2019
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Montgomery County Records Inventory
Department of Finance

(30

Serigs State Grant Records
Divisign Controller
Unit Grants
Financial records, supporting documentation, financial reports, drawdowns, communications between grant accountants, departmental grant managers
Description and contacts in granting agencies for grants funded with State money ar with Federal dollars through the State.
Format Paper
Record Series Sequence Numerical
Volume 22 boxes
Annual Accumulation 3 bhoxes
File is used Annually

File becomes inactive after

On rcceipt by Records Center

OpenRecordLocationl

101 Monroe Street, 8th Floar, Rockville

Is Record Series Duplicated Elswhere?

Yes

LocationofOtherCopy

in the Department who owns the grant

Access Restrictions? no
Audit Requirements Independent
no

Is an tndex system used?

Retention

Retain 7 years after submission of last financial report, end of litigations or audit, or fnr real property after final disposition, whichever is latest, then
destroy. This record, if paper, may be scanned to Maryland State Archives’ standards and have that image become the official record. The image must be
managcd by the above retention statement and the original paper version must be destroyed.

1/9/2019
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Montgomery County Records Inventory
Department of Finance

Serigs «| Financizal Record
Divisian Controller
Unit General Accounting
--------- Retirement Vehicle Take-Home logsheats , copies of Journal Entries that are posted with signoffs from various departments, for year end reporting, and
for periodic activity from various departments. Any supporting fund workpapers prepared in relation to any financial reports (Ex: Comprehensive Annual
Description Financial Report, State Uniform Financial Report, Agreed Upon Procedures, Actuary Reports).
Format_ Electronic, Pager

Record Series Sequence

Alphabetical

Volume

22 boxes, 14gb

Annual Accumulation

10 boxes, 2gb

File is used

Annually

Tile becomes inoctive after

On receipt by Records Center

OpenRecordlocationl

101 Monroe Street, 8th Floor, Rockville

Is Record Series Duplicated Elswhere?

Yes

LocationofOtherCopy Internal County Scrver

Access Restrictions? Personal Information Protection Act {PIPA), Md. Code Ann. Comm. Law 14-3502
Audit Reguirements Independent

1s an Index system used? no

Retention

Retain 7 years from end of fiscal year or until all audit requirements have been fulfiled, whichever is later, then destroy. This record, if paper, may be
scanned to Maryland State Archives’ standards and have that image become the official record. The image must be managed by the above retention
statement and the original paper version must be destroyed.

1/9/2019
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Meontgomery County Records Inventory C)
Department of Finance

LSBLIRS, . oo s

Finaneial Report Records

Division

Controller

ANTST) NP

S TR T 1 G ST SR ) PRI Y PR

General Accounting

DRSERINTIGN ... . s i s e o

| Comprehensive Annual Financial Report- The report is prepared pursuant to the provisions of Article 2, Sectioin 214 of the Chacter of the Counly (neparn
Jan Annual Financial Report containing a detailed acoount of all monies received and paid out by the County), and incliiles the independant aoditoes’
upinion, ivsued by thae Counly Council appainted independent puhllc aceounting firm, as provided by Article 3, Section 315 of the County Charler, The

- | hiring an external party to perform an audit. The procedures, which are called audit standards, are designed and agreed upon by the entity conducting the

State Lnifarm Financial Report, required by The Annotated Cade aof Maryland, Article 24, Section 2-1Q1, is 3 report on Variable Rate Oebt, Interest Rate
Exchange Agreements or 5waps, and Other Derivatives [ncluding Futures and Options. The Agreed Upon Procedure Repart outlings standards when it

e we: | ALY, A5 well as any appropriate third parties.
Format Paper
Record Series Sequence Alphabetical
Volume 22 boxes
Annual Accumulation 10 boxes
File is used Annually

File berames inactive after -

A On recaipt by Records Canter

Qpenfacordhanationl e w0 RN

A 8th Flaar Cantroller's Gfice

Is Record Series Duplicated Elswhere? No
LocationofOtherCopy

Access Restrictions? no
Audit Requirements

Is an Index system used? no

BN R
e T e

e e

vl prApen version rust be destioyed,

Permanent. Retain on-site 10 years then transfer to Maryland State Archives for permanent retention. This record, if paper, may be scanned to Maryland
State Archives’ standards and have that image become the official record. The image must be managed by the above retention statement and the original

1/9/2019
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6-33
Montgomery County Records Inventory
Department of Finance

sefies ... . - o Bond Records
-Division - Deabt, Cash & Fiscal Projects
Uhit ‘| Debt, Cash & Fiscal Projects

Description

Debt Management Transcripts and General Obligation Bond Transcripts. Records relating to bonded indebtedness, including revenue hond issues,

{special as5cssment bonds, general obligation bond issucs and other types of debt transactions.

format Paper
Record Series Sequence Numerical
Valume 10 hoxes
Annual Accumulation 2 boxes
File is used Annually

File becomes inactive after.

On receipt by Recorrds Center

Openfiiecordlocationl ... . 101 Monreoe Street, 15th Floor, Rockville
Is Record Series Duplicated Elswhere? No

LocationofOtherCopy

Access Restrictions? no

Audit Requirements

Is an index system used? no

Retention

Retain 3 years from maturation of bond, then destroy. This recard, if paper, may be scanned to Maryland State Archives’ standards and have that image

| became the official recard. The image must be managed by the above retention statement and the original paper version must be destroyed.

1/9/2019

23 of 53




Montgomery County Records Inventory L‘
Department of Finance

Series - . LN L 2 Quarterly Economic Update
Division Treasury
Unit Treasury
The quarterly economic update is a report on the latest economic data for the state of Maryland, Washington metro region, and Montgomery County,
Description This report is prepared in October, January, April, and July. The repart is posted as a POF file on the Department's website.
Format. Electronic (pdf), Paper

Record Series Saguence

Chranological

Volume 3 boxes, 10gb
Annual Accumulation 1gb
File is used Annually

File becomes inactive after

Dn receipt by Records Center

OpenRecordlocation 1255 Rochville Pike, Rochville
Is Record Series Duplicated Elswhere? No

LocationofOtherCapy

Access Restrictions? no

Audit Requirements

Is an index system used? no

Retention

Permanent. Transfer annually the accumulated publications from the previous calendar year to the Maryland State Archives for pcrmancnt retention.

1/9/2019
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Montgomery County Records Inventary
Department of Finance

Series Daily Cash Receipts
Divisian Treasury
Unie v e v - Treasury Qperations

Bescription- e

Includes daily cash receipt support documents, reconciliations, and reports processed by Treasury £aghiers,

Format

Paper

Record Series Sequence

Chronological

Volume 4 hoxes
Annual Accumulation
File is used Annualfy

filerbacormesinactive aftor

On receipt by Records Center

©penfecordtocationl -

.| 255 Rockville Pike, Rockville

is Record Series Duplicated Elswhere? No
LacationofOtherCaopy

Access Restrictions? no

Audit Requirements Independent
Is an Index system used? no

Rrtention

Retain 7 years fram end of fiscal year, or until all audit requirements have been met, then destroy. This record, if paper, may be sconned to Maryland Statg
Archives’ standards and have that image become the official record. The image must be managed by the above retention statement and the original pape

vorsion must be destrayod.

1/9/2019
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Montgomery County Records Inventory
Department of Finance

Series {Tax Sale Operations and Redemptions
Division Treasury
fAD R s v, Treasury Operations Section
.
Descriptions e e | Includes document supporting tax sale activities from netification, tax cale administration, tax cale event, redemptions, and final recalutions.
format Paper

Record Series Sequence -

Chronological

Volume 4 boxes
Annual Accumulation 1 box
File is used Annually

file-becomes inactivoafterow. -

On reccipt by Records Center

OpenRecordlocationl. - 101 Monroe Street; 15th Floar, Rackville
Is Record Series Duplicated Eiswhere? No

LocationafOtherCopy

Access Restrictions? no

Aridil'Requiraments | independent

ts an Index system used? no

L[Retention - . o e

| paper version must be destroyed.

Retain for 7 years or until all audit requirements have been fulfilled, whichever is later, then destray. This record, if paper, may be scanned to Maryltand
State Archives’ standards and have that image become the official record. The image must be managed by the sbove retention statement and the eriginal

1/9/2019
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Montgomery County Records Inventory
Department of Finance

6 -3

Series. Closed Rehab Loans
Division Controller
Unit Grants

Pescription

1All documentation surrounding loans funded with either Community Development Bleck Grant or Home Investment programs.

Format Paper
Record Series Sequence Numerical
Volume 22 boxes
Annual Accumulation 3 boxes
File is used Annually

File becomes inactive after

On receipt by Records Center

CpenRecordlocationl {101 Monroe Street, 8th Floor, Rockville
Is Record Series Duplicated Eiswhere? No

tocationofOtherCopy

Access Restrictions? no

Audit Requirements

Is an Index system used? no

Retention T e

JRetain record 2 years after the Inan is closed, then destroy. This recard, if paper, may he scanned to Maryland State Archives’ standlards and have that
image hrecame the official record. The image must be managed by the above retention statement and the originol paper version must be destroyed.

1/9/2019
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Montgomery County Records Inventory
Department of Finance

Series Tax Postings

Division Treasury

Unit Mroperty Tax Operations

Description I'roperty tax billing and collection records
format Paper

Record Series Sequence

Chronological

Volume 4 boxes -

Annual Accumulation 1 box

Fileis used Annually

File becomes inactive after On receipt by Records Center
OpenRecerdLocationl Meantgomery County Records Center
Is Record Series Duplicated Elswhere? No

LocationofOtherCopy

Access Restrictions? no

Audit Requirements

Is an Index system used? no

Retention

Retain for 10 years or until all audit requirements have bean fulfilled, whichever is fater, then destroy. This record, if paper, may be scanned to Maryland
State Archives’ standards and have that image become the official recard. The image must be managed by the above retention statement and the ariginal

paper version must be destroyed.

Earliest Year/Latest Year

3/26/2019
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Montgomery County Records Inventory
Department of Finance

S EIRG s smamoarn. 5 Ao 2t (11 {Corporation and Personal Property Doclct Books
Division Treasury
.- o] Property Tax Operations

Moit. v i e s

Description

Tax Collection Dockets are for real, persanal, levy property and far Corporations that are prepared each year and maintained in post binders. Information
in the hooks include: when Tax Rills are paid, the date of payment and a complete record of tax detail,

Format

Paper

Record Series Sequence

Chronologicat

Volume 4 hoxes
Annual Accumutation 1 box
Fite is used Annually

File.hbecomaes inactive after.

| 0On receipt by Recards Center

OpanRecordlocationl

.1 255 Rockville Pike, Rackville

1s Record Series Duplicated Elswhere? No
LocationofOtherCapy

Access Restrictions? no

Auclit Requirements Independent
Is an index system used? no

fatrntion - (IR

Pate ol Thllibld

Retain for 10 years ur until all audit regquirements have been fulliled, whichever is later, then destroy. This record, if paper, may be scduned to Maryland
State Archives’ standards and have that image becorne the afficial record. The image must be managed by the above retention statement and the original
pajar varsion must be destroyad.

1/9/2019

52 of 53
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Maontgomery County Records Inventary
Department of Finance

640

Series - e e e | Community Development Block Grant (CDBG) Loan Receipts
Dlvision - ¢ - ' -{controller
Grants

Unit

Doscription: o rxoa

Receipts from loan payments far the Community Develapment Block Grant program.

Format Paper
Record Series Sequence Numerical
Volume 22 boxes
Annual Accumulation 3 boxes
file is used Annually

Eiledresomes inactive aftor

On receipt by Records Cantar

Gpenfecordiocationl

101 Monroe Street, 8th Floor, Rockville

Is Record Series Duplicated Eiswhere? No -
{ocationofOtherCopy

Access Restrictions? no

Audit Requirements

Is an Index system used? no

Retention

1Retain record 3 years after the {oan is closed, then destroy, This record. if paper, may be seanned to Maryland State Archives’ standards and have that
image become the official record. The image must be managed by the above retention statement and the original paper version must be destroyed.

1/9/2019
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Montgomery County Records Inventory

G -4l

Department of Finance

Berles: Ul Assessimenl Dockels
Division Treasury
Jtnit. Property Tax Operations
I o Real propeity tax and assezsment information for Montgomery County by arder of district, sub arnd acceunt number and are used for research of
Qescription ~ .. ..., property taxes paid and assassment data. The dockets constitute the official County record of real property assessmant.
Farmat Paper

Record Series Sequence

Chronological

Volume 4 boxes
Annual Accumulation 1 box
File is used Annually

File. brcomes inactive after

On receipt by Records Center

Npenfecardlocation]

255 Rockville Pike, Rockyille

Is Racord Series Duplicated Elswhere?

No

LocationofOtherCopy

Access Restrictions? no
Audit Requirements

Is an Index system used?. no

Reteption.. .. owenne o

‘| Permanent. Screen records every 10 years and transfer superseded versions Maryland 5tate Archives for permanrent retentian. This recand, if paper, may

he scanned to Maryland State Archives’ standards and have that image become the official record. The image must be manraged by 1he above retention
statement and the original paper version must be destroyed.

1/9/2019
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Montgomery County Records Inventory

G4

Department of Finance

Series Montgomery County Property Deeds
Division Controller
Unit .. S e e e e e 0] 3€MEA] ACCOLIREING
Montgomery County property deeds- the County Courthouse first receives the property deeds, they are stamped with the Clerk's office date and scanned
Description by the court, and then originals are sent to the Finance office for filing.
Farmat Paper
Record Series Sequence Numerical
Volume 22 boxas
Annuat Accumulation 3 boxes
File is used Annually

File becomes inactive after

Qn receipt by Records Center

OpeitRecordLocationl

Montgomery County Records Center

Is Recard Series Duplicated Elswhere?

Yes

Retention

tocationofOthorCopy 50 Maryland Ava, Rockville
Access Restrictions? no
Audit Reguirements
Is an index system used? ??
. Popinunent, Screan recordds every 10yeoss and transler ;70&-5:.%:4/ vars 0as fo MSA,
Ra i o - § o =T s e atete . 0

1/9/2019
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Montgomery County Records inventory
Department of Finance

SBEIRS e s

Employee Timecards

Division Controller
Unit Payroil
EPeseription.: . : Records of all County employees time for payroll use.
RO e sttt od Elegtrenie, Microfilm/ffiche, Paper
Record Series. Sequente. . . ..o e s e o] Alphabetical
Volume 22 boxes, 500gb
Annual Accumulation 10gb
File is used Annually

File becomes inactive-after

} O receipt by Records Center

OpenRecordLacationl L e .} 255 Rackyille Pike, Rackville

{s Recard Serias Duplicated Elswhere? No

LocationofOtherCopy

Aceess Restrictions? .+ v o s, iy Persanal Information Protection Act {PIPA), Md. Code Ann. Comm. Law 14-3503
Audit Requirements

is an Index system used?

no

Retention

B L Al R P RN P PR PO TP I SRR S P A

.= Retain 10 years from pay perind end daré, then destray. This record, if paper, may be scanned to Maryland State Archives’ standards and have that image

become the official record. The image must be managed by the above retention statement and the original paper version must be destroyed.

1/9/2019

9 of 53




Montgomery County Records Inventory
Department of Finance

G+ e e -y e

| Property Schedules

Division.

Risk Management

R

L T VN { e o TN VA H VNS 34
" ¥ f TN

Risk Mgmt Administration and Opegrations

(AT

Dascription - - -

~{ Historical recard of property insured by self-insurance program. Property schedules must be retained in order to show which propertics were covered at

the time the policy was written.
Format., . oo oo o ormmagooenzaane - on oV Electronic {pdf), Papor
Record Series Sequance Numerical
Molume . ... . .. S boxes, 10gh
Annual Accuemulation igh
File is used Annually

L Filecheaomes inaative after - |

..] On raceipt by Records Center

Is an Index system used?

hDpenRecordlocationl ~ - - 101 Monroce Street, 15th Flaor, Rockville
Is Record Series Duplicated Elswhere? No
LocationofOtherCapy
Access Restrictions? no
Audit Requirements
no

Reterntion

Permanent. Retainin the Montgomery County Records Center for 20 ycars, then transfer to Maryland State Archives for permanent retention.

1/9/2019
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Montgamery County Records Inventory
Department of Finance

If

Series: Self Insurance Plan Records
Diﬁisiofa Risk Management
ynit- - . TR Risk pMgmt Administration and Operations
Member Agency Agreements and Amendments, and Annual Actuarial Reports. These are the agency agreements that serve as insurance policies for the se,
Description - - mwvmwin e - -Jinsured partion of the coverage.
Format ' Electronic (pdf), Paper
Record Series Sequence Alphabetical
Volume 5 boxes, 10gb
Annuat Accumulation 1gb
File is used Annually

File becomes inactive after

On receipt by Records Center

OpenRecordlocationl

101 Monroe Street, 15th Floor, Rockville

is Recard Series Duplicated Elswhere?

Yes

tocationofOtherCopy Office of County Attorney
Access Restrictions? no

Audit Requirements

Is an Index system used? no

Relention G e B Tt A SRt

Permanent. Retain paper records until scanned to Maryland State Archives' standards, then transfer paper records to Montgomery County Records

Center far 2¢ years, then to Maryland State Archives for permanent retention. Screen scanned images every 10 years, transfer all images that are no longef

needed for administrative purposes to the Maryland State Archives.

1/9/2019
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Montgomery County Records Inventory
Department of Finance

Series Loss Run Compact Discs(CDs)
Division Risk Management
Unit Risk Mgmt Administration and Operations
Loss Reports from the County's claims contractor, used to conduct the annual actuarial study for the Self Insurance Program. These reports provide a
Description: .| record of claims that have been filed and adjusted. Having this recard will help prevent duplicate claims,
format CD-DVD
Record Series Sequence . Chronological
Volume 1 box
Annual Accumulation 1gb
Fite is used Annually

Filc bccames inactive after

On receipt by Records Center

DpenRecordlocationl

101 Monroe Street, 15th Floor, Rockville

Is Record Series Duplicated Elswhere? No
LocationofOtherCopy

Access Restrictions? no
Audit Reguirements

Is an index system used? no

Retention - -

Retain 10 years or until all insurance reguirements have been met, whichever is later, then destroy. This record, if paper, may be scanned to Maryland
State Archives’ standards and have that image become the official record. The image must be managed by the above retention statement and the original

paper version must be destroyed.
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Montgomery County Records inventory :
Department of Finance

GEEIRS e e 1o WL L2 Insurance Policies
Division. Risk Management
UNit. . s e Risk Mgmt Administration and Operations
A historical archive of old liability insurance policies that may still contain coverage if a loss dates back to them. These are policies, usually in excess of a
Descriptioﬁ self insured portion of coverage, that may still contain coverage if a loss dates hack to them,
Format Clectronic {pdf), Faper

Record Series Sequence

Chronological

Volume S boxes; 10gb
Annual Accumulation 1gb
File is used Annually

File becomes inactive after

Dn receipt by Records Center

OpenRecordLocationl

101 Monroe Street, 15th Floor, Rockville

Is Record Series Duplicated Elswhere? No
LocationofOtherCopy

Access Restrictions? no
Audit Requirements

Is an Index system used? no

Retention ... ...+ ..

Parmanent. Retain in the Montgamery County Recards Center for 20 years, then transfar ra Maryland State Archives for permanent retention,
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Montgomery County Records Inventory .
Department of Finance

Sertes .| Self Insurance Program Claims -- Liability
DUWESIOR. . s s e i e | Risk Managemant
Al i aE s T e s wth e ] Risk Mgt Administration and Operations
' L The County contracts with an independent firm to adminicter the Sgif Insurance claims program, Archival liabitity claims (paper files} are stored at the
ward County's Records Center. These are the actual Liability ¢laims that have been adjusted. These records may be tied to subsequent claime and are required
Description A for adjusting those claims. As of 7/1/12, liability claims records are clectronic. ’
Farmat Elcetronic, Paper

Record Series Sequence

Alphabetical

Volume 10 boxes
Annual Accumulation 3 boxes
File is used Annualiy

File hecomes.inactive after

On reccipt by Records Center

OpenRecordLocationl 101 Monroe Street, 15th Floor, Rockville
Is Record Series Duplicated Elswhere? No

LocationofOtherCopy

Access Restrictions? HIPAA

Audit Requirements

Is an Index system used? no

Retention

| Retain far 100 years from date of occurrence, then destroy. This record, if paper, may be scanned to Maryland State Archives’ standards and have that

image become the official record. The image must he managed by the above retention statement and the original paper version musst he destroyed.
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Montgomery County Records Inventory
Department of Finance

Series Self Insurance Program Claims -- Workers' Compensation
Division ' Risk Management )
s | Risk Mgmt Administration and Operations

Bt -

Description

The County contracts with an independent firm to administer the Self Insurance claims program. Archival workers' compensation claims {paper files) are
stored at the County’s Records Storage Center, These records may be tied to subsequent claims and are requirad for adjusting those claims. As of 7/1/12,
workers' compensation claims records are electronic.

FORMGT e wareneenmesnmnnt Electronic, Faper
Record Series Sequence Alphabetical
Volume 10 boxes

Annual Accumulation 3 boxes

File is used Annually

File becomes inactive after

On receipt by Records Center

OpenRecordlocation 101 Monroc Strect, 15th Floor, Rockville
Is Record Series Duplicated Elswhere? No

LacationofOtherCopy

Access Restrictions? HIPAA

Audit Requirements

Is an index system used? no

Reteatiomuerimmmn s e i wammos

Retain 100 years from separation date, then destroy. This record, if paper, may be scanned to Maryland State Archives’ standards and have that image
become the official record, The image must be managed by the abave retention statement and the original paper varsion must he destraved,
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Montgomery County Records inventory
Department of Finance

Series OSHA 300 log
Division Risk Management
Hnit.. e e e e .. |Nccupational Safety & Health
A report from our third party administered database that lists all the recordable injuries\ilinesses in a given Calendar year. This report is printed and given
Description to Department’s to be postad for 60 days.
Farmat Electronic

Record Series Sequence

Chronological

Volume 10gb
Annual Accumulation 1gb
file is used Annually

filc bccomes inactive after

On receipt by Records Center

Openfiecordlocationl

Internal County Server

is Record Series Duplicated Elswhere? No
LocationofOtherCopy

Access Restrictions? no

Audit Requirements Independent
Is an Index system used? no

Retention -«

Retain 60 days, then destroy.
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