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CITY OF ANNAPOLIS Schedule No.
RECORDS RETENTION AND DISPOSAL SCHEDULE m \0 g
Division:
OFFICE OF FINANCE ACCOUNTING
Item | Description Retention
No.
1. General Correspondence Screen annually and destroy material that
is no longer needed for current business.
Original incoming letters, copies of outgoing | Retain permanently any material that
letters, memoranda, studies, reports, directives, | serves to' document the origin,
policies, and other materials related to the | development, and accomplishments of
administration of the agency. the office. Transfer periodically to the
Maryland State Archives.
2. Books of Final Entry - General Ledgers. Permanent. Transfer periodically to the
: Maryland State Archives.
3. Audit Reports. Permanent. Transfer periodically to the
Maryland State Archives.
4. Journal Vouchers. Retain for three years, then destroy.
5. Daily Cash Receipts - Reports. Retain for three years or until audited,
then destroy.
6. Paid Tax Bill Receipts. Retain for thfee years or until audited,
then destroy.
7. License and Permit Receipts. Retain for three years or until audited,
' then destroy.

/// LUl T i

2on/bn

Départghent Director Date
P | S/
City Clerk Date /
ﬁ 4 /c. / APR 27 2000
Schedule Approved by State ,lrchmst Date
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CITY OF ANNAPOLIS

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

M- 10S

OFFICE OF FINANCE

Division:
ACCOUNTING

Description

Retention

Paid Bonds and Coupons.

Retain for three years or until audited,
then destroy.

Paid Bills and !nvoices.

Retain for three years or until audited,
then destroy.

Check Registers.

Retain for three years or until audited,
then destroy.

Payroll Registers.

Retain for five years or until audited,
then destroy.

Bank Books, Statemenfs, and Deposit
Receipts. : '

Retain for three years or until audited,
then destroy.

Copies of W-2's.

Retain for five years or until audited,
then destroy.

‘Canceled Checks.

Retain for three years or until audited,
then destroy. '

Time Sheets.

Retain for three years or until audited,
then destroy.

Utility Billing Records, (Water, Sewer and
Refuse). '

Retain for three years or until audited,
then destroy.

Traffic Violation Control Sheets

Collection of computer printout sheets for each
day of the month/year on tickets paid, tickets
adjusted, tickets written and tickets going to
court.

Retain for three years or until audited,
then destroy.
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CITY OF ANNAPOLIS

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

m-105

Division:
OFFICE OF FINANCE ACCOUNTING
Item | Description Retention
No.
18. | Parking Tickets
Handwritten tickets that are filed for court | Retain for three years or until audited,
reference or for complaint purposes. "| then destroy.
19. Residential Parking Permits

Application forms with information on permit
numbers for reference and for complaint
purposes.

Retain for one year, then destroy.
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Instructions - Prepare a separate torm
_for cach new or revised record scries.

CITY OF ANNAPOLIS
Records Management Program

 RECORDS INVENTORY

ofF [

PAGE |

1. Depurtmem 2. Division

FINANCE ACCOUNTING

3. Unit

disposition purposes.

DEFINITION - RECORD SERIES -"A group ol related vecords normally filed and used us

a unit for reference as well as retention und

4. Record Series Title
Accounting Records

5. Earliest Year/Latest Year

qG

of the series.

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

Books of Final Entry - General Ledgers

7. Record Serics Format(s)

® Letter Size O Micro Film

®.Legal Size G Computer Tape

O Bound Book O Floppy Disk
-0 Audio Tape O Video Tape

R Other (Specify) 18X 2

O Alphabetical
® Numerical

X Chronological

O Geoaraphical

Q Other (Specify)

8. Record Series Sequence

9. Volume

Number
K File Drawerts) li
a Microtilm Reel(s)
O Computer Tape(s)
O Other (Specity)

10. Annuai Accumulation

Number

K File Drawerys) [

Q Microtilm Reel(s)
Q Computer Tapets)
Q Other (Specify)

11. File is Used

® Daily 0 Weekly a Monthly

12. File Becomes Inactive After

a Month(ys) a Year(s)

Number

13. Current Location(s) (Bldg. Floor. Room)
CURRENT - FINANCE DEPT,ROOM 101

PRIOR - BASEMENT STORAGE AREA

4. Is Record Series Duplicated Elsewhere?
(If yes, specify ottice)

X(No O Yes

M No

15. Access Restrictions O Yes
(If ves, cite law(s) & regulations)

16. Audit Requirements

ONone OState O Federal Rindependent

17. Is an index system used? (I ves explain brietly and
describe any hardware/software.)

0 Yes X No

1N, Recommended Retention

PERMANENT

19. Name and Title of Prepurer TIMOTHY ELLIOTT

ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number  410-263-7952

2. Date  gg9/11/96

WPDATA RECORDSFORM INV




’ ]
Instructions - Prepare a separate torm
for cach new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

"RECORDS INVENTORY

L _ofF_[l,

PAGE

1. Department 2. Division

FINANCE ACCOUNTING

3. Unit

DEFINITION - RECORD SERIES --A group of reluted vecords normally filed and used as a unit for reference as well as retention and

disposition purposes.

4. Record Series Title
' Accounting Records

5. Earliest Year/Latest Year

KL

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

of the series.

Audit Reports

7. Record Scries .Formut(s)

a Micro Film

O Computer Tape
® Bound Book O Floppy Disk

0O Audio Tape O Video Tape

O Other (Specify)

O Letter Size Q Alphabetical
a Legal Size
a Numerical

® Chronological

C Geovgraphiical

8 Other (Specify)

8. Record Series Sequence

9. Volume

Number
R File Drawerts) ;
a Microtilm Reel(s)
a Computer Tape(s)
a chcr (Specity)

0. Annugal Accumuliation

Number

X File Drawers) 08

O Microtiim Reel(s)
O Computer Tapets)
Q Other (Spevity)

L1. File is Used

R Daily a Weekly a Monthiy

{2, File Becomes [nactive After

a Month(s) O Year(s)

Number

13. Current Location(s) (Bldg. Floor. Room)
CURRENT - FINANCE DEPT,ROOM 101

PRIOR - BASEMENT STORAGE AREA’

14. Is Record Series Duplicated Elsewhere?
(If ves, specity office)

R No Q Yes

15. Access Restrictions O Yes X No

(If ves, cite law(s) & regulations)

16. Audit Requirements

O None JdState O Federai X Independent

17. Is an index system used? (It yes explain brietly and
describe any hacdwarersoftware.)

O Yes M No

18, Recommended Retention

PERMANENT

19. Name and Title of Preparer  TIMOTHY ELLIOTT

ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number  410-263-7952

21. Date ng/11 /06

HAWPDATA “ECORDNFORNMINY




: ) ’
Instructions - Prepare a separate form
for cach new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE_ 3 of [l

1. Department

FINANCE

2. Division

ACCOUNTING

3. Unit

[

disposition purposes.

DEFINITION - RECORD SERIES --A_group of refated vecords normaily filed and used as a unit for reference as well as retention und

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year
199 to

[19 &

of the series.

Journal Vouchers

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

7. Record Series Format(s)

O Micro Film

Q0 Computer Tape
0 Bound Book T Floppy Disk

O Audio Tape T Viden Tape

R Other (Specity) 1\ x 177

X Letter Size
X Legal Size

8. Record Series Sequence
a Alphabetical
R Numerical |
' Chronological
C Geographical

G Other (Specity)

9. Volume

Number

10

H File Drawer(s)
3 Microfilm Reel(s)

a Computer Tape(s)
O Other (Specity)

10. Annual Accumulation -

Number

.

K File Drawers)
a Microtilm Reel(s)
a Computer Tape(s)
3 Other (Specity)

11. File is Used

R Daily a Weekly

C Monthly

S

Number

a Month(s)

12. File Becomes Inactive After -

K Year(s)

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

14. Is Record Series Duplicated Elsewhere?

(If yes. cite law(s) & regulations)

CURRENT - FINANCE DEPT,ROOM 101 (If yes, specify office)
PRIOR - BASEMENT STORAGE AREA RN" 3 Yes
13. Access Restrictions O3 Yes K No 16. Audit Requirements

QO None TState QO Federal Xlindependent

17. Is an index system used? (I yes explain brietly and
describe any hardwaressoftware.)
O Yes WNo

18, Recommended Retention

5 YEARS

19. Name and Title of Preparer  TIMOTHY ELLIOTT

ASSISTANT DIRECTOR FOR ACCOQUNTING

20. Telephone Number 410—263—7952

21. Date  99/11/96

HEWPDATA RECURDNFORM NV
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Instructions - Prepare a separate form
for cach new or revised record series.

CITY OF ANNAPOLIS
Records Management Program L{

RECORDS INVENTORY

of I,

PAGE

1. Department

FINANCE

2. Divisiun

ACCOUNTING

3. ‘Unit

DEFINITION - RECORD SERIES --A_group of reluted records normaily filed and used as

disposition purposes.

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year
to

NELTA

of the series.

Daily Cash Receipts

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

- Reports

7. Record Series Form:it(s)

O Micro Film

a Computer Tape
O Bound Book T Floppy Disk

0 Audio Tape C Video Tape

Q Other (Specify)

X Letter Size
4 Legai Size

3. Record Series Sequence
O Alphabetical
Q Numerical
M Chronological

C Gevuraphical

9. Volume

Number

SO

a4 unit for reference as weil as retention and

X File Drawer(x)
G Microtilm Reel(s)

0 Computer Tapes)
0O Other (Specify)

Q Other (Specity) 10. Annual Aceumulation
Number
® File Drawerts) 1O
- O Microtiim Reel(s)
a Computer Tape(s)
3 Other (Specity)
11. File is Used 12. File Becomes Inactive After
W Daily a Weekly a Monchly 5 ) . a Montl(s) A Year(s)
Number
‘13. Current Location(s) (Blde. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
CURRENT - FINANCE DEPT,ROOM 101 (IF ves. specify officey
PRIOR - BASEMENT STORAGE AREA RNo O Yes
15. Access Restrictions O Yes M No 16. Audit Requirements
(If ves. cite law(s) & resulations) )
O None CState O Federal  Alndependent
17. Is an index svstem used? (If ves explain brietly and 18, Recommended Retention
describe any hardware/sottware.)
O Yes WNo 5 YEARS

19. Name and Title of Preparer TIMOTHY ELLIOTT

ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number  410-263-7952

2l. Date  _no/11 /96

SWPDATA FECORDSFORMINY




Instructions - Prepare a separate form | CITY OF ANNAPOLIS RECORDS INVENTORY
for each new or revised record series. Records Management Program
’ PAGE_ S oF_Jb
1. Department 2. Division 3. Unit
FINANCE ACCOUNTING

DEFINITION - RECORD SERIES --A _¢roup of related records normaily filed and used as a unit for reference as well as retention and
disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year
. . : 1992 to
Accounting Records 199¢(,

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

Paid Tax Bill Receipts

7. Record Series Format(s) 8. Record Series Sequence Y. Volume
Q Letter Size  C Micro Film 4 Alphabetical Number
© Legal Size 3 Computer Tape . _
3 Bound Book O Floppy Disk 3 Numerical X File Drawers) 6
QO Audio Tape C Video Tape G Microtilm Reel(s)
R Other (Specifv) Q" ¢ 3" * Chronological . a Computer Tape(s)

O Other (Specify)

C Geographical

10. Annual Accumulation

a Other (Specity)

Number
X File Drawer(s) 4'/@
O Microtilm Recel(s)
a Computer Tape(s)
Qa Other (Spevify)

11. File is Used 12. File Becomes Inactive After
R Daily O Weekly 0 Monthly ‘ ) a Month(s) K Year(s) .
“§ Number
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
CURRENT - FINANCE DEPT,ROOM 101 (If ves. specify office)
PRIOR ~ BASEMENT STORAGE AREA RNo O Yes
15. Access Restrictions O Yes ¥ No 16. Audit Requirements

(If ves, cite law(s) & regulations)
O Noene CState O Federal  Mlndependent

17. Is an index system used? (It yes explain brietly and 1X. Recommended Retention
deseribe any hardwaresoftware.)
O Yes WNo 5 YEARS

19. Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number 410-263-7952 21. Date 09/11/96

HAWPDATA KECORDNFORNINA




Instructions - Prepare a separate form

for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

of _[(p

paGE b

1. Department 2. Division

FINANCE

ACCOUNTING

3. Unit

DEFINITION - RECORD SERIES --A _uroup of velated recurds normaily filed and used as a unit for reference as well as retention and

disposition purposes.

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year
1992 to
199G

6. Record Series Description (Brietly describe the types of informationidocuments/forms found in the series. Include the purpose ot function

of the series.

License & Permit Receipts

7. Record Series Format(s)

a Micro Film

O Computer Tape
O Bound Book O Floppy Disk

a0 Audio Tape O Video Tape

R Other (Specify) _i“_&ﬂ

® Lctter Size
a Legai Size

8. Record Series Sequence
a Alhlmhc(ic:ll
Q Numerical
& Chronological
2 Geographicai

Q Other (Specity)

9. Volume

Number

®B.File Drawer(s) W
G Microtilm Reel(s)
O Computer Tape(s)
O Other (Specify)

10. Annual Accumulation

Number
B File Drawerts)_ N/ A
O Microfilm Reel(s)
3 Computer Tape(s)
Q Other (Specity)
11. File is Used 12. File Becomes Inactive After
W Daily a Weekiv a Monthly 5 a Month(s) M Year(s)

Number

13. Current Location(s) (Blde. Floar, Room)
CURRENT -~ FINANCE DEPT,ROOM 101

PRIOR - BASEMENT STORAGE AREA

14. Is Record Series Duplicated Elsewhere?
(It ves, specify oftice)

X No 3 Yes

M No

15. Access Restrictions 0 Yes
(If yes, cite law(s) & regulations)

16. Audit Requirements

I None CState 3 Federal Klndcpcndch(

17. Is an index system used? (I ves explhain brictly and
describe any hardwaresottware,)
3 Yes WNo

I8, Recommended Retention

5 YEARS

19. Name and Title of Preparer  TIMOTHY ELLIOTT

ASSISTAN'I_‘ DIRECTOR FOR ACCOUNTING

20. Telephone Number  410-263-7952

I 21. Date  pno/11/94

WPDATA KECORDNFORM INY




Instructions - Prepare a separate form
for exch new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

pacE__ ] oF |

1. Department 2. Division

FINANCE ACCOUNTING

-3. Unit

disposition purposes.

DEFINITION - RECORD SERIES --A _¢roup ol velated records normaily filed and used us unit for reference as well as retention and

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year

Lﬁ‘ik to
119G

of the series.

Paid Bonds & Coupons

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

7. Record Series Format(s)

O Micro Film O Alphabetical
0 Computer Tape
T Bound Book O Floppy Disk

O Audio Tape O Video Tape

Q Other (Specity)

W Letter Size
a Legai Size
3 Numerical

E.Chronological

2 Geographical

3 Other (Specify)

8. Record Series Sequence

9. Volume
Number
& File Drawers) {
a Microfilm Reel(s)
a Computer Tape(s)
O Other (Specify)
10. Annual Accumuliation
R File Drawers) N/G
a Microtilm Reel(s)
a Computer Tape(s)
3O Other (Specity).

11. File is Used

K Daily a Weekly d Monthly

12. File Becomes [nactive After

S

Number

a Month(s) K Yeur(s)

13. Current Location(s) (Blde. Floor, Room)
CURRENT ~ FINANCE DEPT,ROOM 101

PRIOR - BASEMENT STORAGE AREA

14. Is Record Series Duplicated Elsewhere?
(If yes, specity oftice)
X No O Yes

M No

15. Access Restrictions QO Yes
(If ves, cite law(s) & regulations)

16. Audit Requirements

O None 2 State 3 Federal  Alndependent

[7. Is an index system used? (If ves explain brietly and

describe any hardwaresoltware.)

aOYes ¥No

I8, Recommended Retention

5 YEARS

(9. Name and Title of Preparer TIMOTHY ELLIOTT

ASSISTANT DIRECTOR FOR ACCQUNTING

20). Telephone Number 410-263-7952

21. Date  n9/11/96

HWPDATA PECORDNFORMINY
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Instructions - Prepare a separate {form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Progriam

RECORDS INVENTORY

T oF Il

PAGE

1. Department

FINANCE

2. Division

ACCOUNTING

3. Unit

disposition purposes.

DEFINITION - RECORD SERIES --A_uroup ol related records normaily filed and used as

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year .

1992 to
19%

of the series.

Paid Bills &

Invoices

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

7. Record Series Format(s)

a Micro Film

O Computer Tape
O Bound Book O Floppy Disk

O Audio Tape O Video Tape

O Other (Specify)

R Letter Size
O Legal Size

3. Record Series Sequence

2 Alphabetical
G Numerical

& Chronological
C Geogruphical

O Other (Specify)

9. Volume

® File Drawer(s) 4y O

a unit for reference as well as retention and

Number

a Microtilm Reel(s)
g Computer Tape(s)
QO Other (Specify)

-

10. Annual Accumulation

X File Drawer(s) X

Number

a Microfiim Reel(s)
O Computer Tape(s)
Q Other (Specity)

11. File is Used

R Daily O Weekly

a Monthiy

12. File Becomes Inactive Atter

S

Number

a Maonth(s) K Year(s)

13. Current Location(s) (Blde. Floor. Room)

14. Is Record Series Duplicated Elsewhere?

(If ves. cite law(s) & resulations)

CURRENT = FINANCE DEPT,ROOM 101 (If yes, specity office) -
PRIOR - BASEMENT STORAGE AREA RNo TYes
13. Access Restrictions O Yes A No 16. Audit Requirements

G None CState O Federal  MlIndependent

describe any hardwaresottware.)
Q Yes - ¥ No

17. Is an index system used? (If ves expiain brietly and

18, Recommended Retention

5 YEARS

(9. Name and Title of Preparer TIMOTHY

ELLIOTT

ASSISTANT DIRECTOR FOR ACCOUNTING

20, Telephone Number  410-263-~7952

21.Date pg/11/94

HAWPNATA P ECORDSFORNEINA
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Instructions - Prepare a separate form
for cach new or revised record series.

CITY OF ANNAPOLIS
- Records Managenment Program

RECORDS INVENTORY

of_ I

PAGE q

1. Department 2. Division

FINANCE

'ACCOUNTING

3. Unit

disposition purposes.

DEFINITION - RECORD SERIES --A _group ol velated records normaldly filed and used as

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year
(992
1996

of the series.

Check Registers

6. Record Series Description (Briefly describe the types of informationidocuments/forms found in the series. Inciude the purpose or function

7. Record Series Format(s)

Q Other (Specify)

8. Record Series Sequence

W Letter Size O Micro Film a Alphabetical
W Legal Size 0 Computer Tape

0O Bound Book Q Floppy Disk O Numerical

O Audio Tape O Video Tape

R.Chronological
C Geographical

a Other (Specity) _

9. Volume
Number
® File Drawer(s) SI

4 unit for reference as well us reteation and

a Microtilm Reel(s)
a Computer Tape(s)
0O Other (Specify)

10. Annual Accumuliation

Number
X File Drawerts) |
a Microtilm Reel(s)
0 Computer Tape(s)
8 Other (Specify)
11. File is Used 12. File Becomes Inactive After
K Daily Q Weekly a Monthly N ) a Mnnth(.;') K Yeue(s)

Number

13. Current Location(s) (Bld«. Floor. Room)
CURRENT - FINANCE DEPT,ROOM 101

PRIOR - BASEMENT STORAGE AREA

4. Is Record Series Duplicated Elsewhere?
(If ves, specify oflice)

K No aQ Yes

15. Access Restrictions O Yes M No
(If ves, cite law(s) & resulations)

16. Audit Reéquirements

O None CState 3 Federal Alndependent

17. Is an index syscem used? (If ves explain brieflv and
deseribe any hardwarersoftwiare.)
3 Yes WNo

8. Recommended Retention

5 YEARS

19. Name and Title of Preparer TIMOTHY ELLIOTT

ASSISTANT 'DIRECTOR FOR ACCOUNTING

20. Telephone Number 410-263-7952

21.Date no/11/96

HAIWPDATA ZECORDNFORMAINY
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Instructions - Prepare a separate form i CITY OF ANNAPOLIS RECORDS INVENTORY
for each new or revised record series. Records Management Program '
PAGE_JD ofF ]
2. Division 3. Unit '

I. Department

FINANCE ACCOUNTING

DEFINITION - RECORD SERIES --A _group of related records normaily filed and used us a unit for reference as well us retention and
disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year
92 to
Accounting Records 189 ¢,

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

Payroll Registers

7. Record Series Format(s) 8. Record Series chucncé 9. Volume
& Letter Size O Micro Film QT Alphubetical Number
& Legal Size 0 Computer Tape ‘
O Bound Book O Floppy Disk QO Numerical R File Drawerts)___ {
O Audio Tape C Video Tape a Microfilm Reel(s)

0 Other (Specify) K. Chronological QO Computer Tape(s)
. 0 Other (Specify)

O Geveraphical

O Other (Specify) 10, Annual Accumulation
Number
& File Drawers)
O Microtilm Recel(s)
8 Computer Tape(s)
O Other (Specity)
I1. File is Used . 2. File Becomes Inactive After
B Daily 0 Weekly 3 Monthly S ) G Month(s) K Year(s)
Number )
13. Current Location(s) (Bldg. Floor. Room) ) 14. Is Record Sceries Duplicated Elsewhere?
CURRENT - FINANCE DEPT,ROOM 101 (IF ves. specify office)
PRIOR - BASEMENT STORAGE AREA RNo O Yes
13. Access Restrictions O Yes » X No 16. Audit Requirements

(If ves, cite faw(s) & resulations)
: a None T State 3 Federal M lndependent

(7. Is an index system used? (If ves explain brictlv and IX. Recommended Retention

describe any hardwaresoltware.,)
O Yes ¥No . 3 YEARS

19. Name and Title of Preparer  TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number  410-263-7952 . : Zl. Date  0g9/11/94

WAWPDATA ZECORDNFORM N




CITY OF ANNAPOLIS -RECORDS INVENTORY

[nstructions - Prepare a separate torm |
for cach new or revised record scries. Records Management Program '
PAGE _[{ oF _/{,
1. Department 2. Division 3. Unit
FINANCE : ACCOUNTING

DEFINITION - RECORD SERIES -"A_group of velated records normally filed and used s a unit for reference as weil as retention and

disposition purposes.

4. Record Series Title

Accounting Records 199 (

5. Earfiest Year/Latest Year

Iq Ci; to

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

of the series.

Bank Books, Statements, & Deposit Receipts

7. Record Secries Format(s) 8. Record Series Sequence 4 9. Volume

W Letter Size Q Micro Film K Alphabetical ‘ ' ' Number

O Legal Size T Computer Tape

O Bound Book O Floppy Disk | @ Numerical & File Drawer(s) 2 ‘

T Audio Tape G Video Tape

0 Other (Specify) R Chronological 0 Computer Tape(s)

C Geographical

G Other (Specity)

a Microtilm Reel(s)

O Other (Specify)

10. Annual Accumulation

Number

® File Drawers) -

a Microtilm Reel(s)
a Computer Tape(s)
3 Other (Spevify)

11. File is Used

W Daily a Weekiy a Monthiy

12. File Becomes Inactive After

; ) a Month(s) K Year(s)

Number

13. Current Location(s) (Bldg. Floor. Room)
CURRENT - FINANCE DEPT,ROOM 101

PRIOR - BASEMENT STORAGE AREA

14. Is Record Series Duplicated Elsewhere?
(If yes, specifv office)
R No 0 Yes

15. Access Restrictions O Yes A No
(If ves, cite law(s) & regulations)

16. Audit Requirements

ONone CState O Federal Klndcpcndcnt‘

17. Is an index system used? (If ves explain brietly and 18, Recommended Retention

describe any hardwaresottware.)
O Yes WNo

5 YEARS

19. Name and Title 0,‘pn.,,;,u.,- TIMOTHY ELLIOTT. ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number  410-263-7952

21. Date_no/33 /04

SWPDATA PECORDNFORNM INA




Instructions - Prepare a separate form
for each new or revised record scries.

CITY OF ANNAPOLIS
Records Management Program

"RECORDS INVENTORY

PAGE _[ Q. OF A

1. Department 2. Division

FINANCE | ACCOUNTING

3. Unit

DEFINITION - RECORD SERIES --A_group of redated records novmadly filed and used as

disposition purposes.

4 unit for reference as weil as retention and

4. Record Series Title

Accounting Records

5. Eariiest YeariLatest Year

/i‘?:l to
1396

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

of the series.

Copies of W-2's

7. Record Series Format(s)

a Micro Film EAlphabeticai
0 Computer Tape
U Bound Book T Floppy Disk

O Audio Tape  C Video Tape

a Other (Specity)

®.Letter Size
O Legal Size
a Numericaf

R Chronological

g Geogeaphical

8. Record Series Sequence

G Other (Specity)

9. Volume

Number
® File Drawer(s) (Q '/’L
a Microtilm Reel(s)
a Computer Tape(s)
Q Other (Specify)

10. Annual Accumulation

Number
% File Drawer(s) Yo
O Microtilm Reel(s)
a Computer Tape(s)
a Other (Specity)
11. File is Used 12. File Becomes Inactive After
R Daily O Weekiy a Monthly 5 i G Moath(s) M Year(s)
' Number
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Du[iiic;ltcd Elsewhere?
CURRENT - FINANCE DEPT,ROOM 101 (If ves, specify offices
PRIOR -~ BASEMENT STORAGE AREA R No O Yes
15. Access Restrictions O Yes M No 16. Audit Requirements
(If ves, cite law(s) & reguiations)
O None CState 3 Federal Mindependent

17. Is an index system used? (If yes explain beietly and
describe any hardwaresottware.)
aYes WNo

18. Recommended Retention

5 YEARS

19. Name and Title of Preparer TIMOTHY ELLIOTT

ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number  410-263-7952

21.Date  n9/11./96

AWPNATA ZECORDNFORN INA




* i
Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Recurds Management Provram

.| RECORDS INVENTORY

[ of b

PAGE

1. Department 2. Division

FINANCE

ACCOUNTING

3. Unit

DEFINITION - RECORD SERIES --A_group of related records normaldly filed and used as a unit for reference as well as retention and

disposition purposes.

4. Record Series Title
Accounting Reccrds

5. Earliest Year/Latest Year

1994 to
199

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

of the series.

Cancelled Checks

7. Record Scries Format(s)

Q Micro Film

0 Computer Tape
0 Bound Book Q Floppy Disk

O Audio Tape Q Video Tape

¥ Other (Specify) 3'%4° v g %"

O Letter Size
a Legal Size

8. Record Series Sequence
a Alphabetical
B.Numerical

K Chronoiogical

C Geographical

9. Volume
Number
A File Drawer(s) 9

a Microtilm Reei(s) '
30 Computer Tape(s)
O Other (Specity)

@ Other (Specify) 10. Annual Accumulation
Number
® File Drawerts) 3
3 Microfilm Reel(s)
O Computer Tape(s)
a Other (Specity)
11. File is Used 12. File Becomes Inactive After
X Daily a Weekly a Monthly i a Moath(s) X Year(s)
Number
13. Current Location(s) (Blde. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
CURRENT - FINANCE DEPT,ROOM 101 (If ves. specify office)
PRIOR ~ BASEMENT STORAGE AREA M No O Yes
15. Access Restrictions O Yes A No 16. Audit Requirements
(If ves, cite law(s) & regulations)
O None CState O Federal X Independent
17. Is an index svstem used? (If ves explain brietly and 8. Recommended Retention
describe any hardwaresoftware.)
dYes WMNo
. 3 YEARS

19. Name and Title of Preparer  TIMOTHY ELLIOTT

ASSISTANT DIRECTOR FOR ACCOUNTING

20, Telephone Number 410-263-7952

2l. Date  09/7171/96

CWPDATA vECURDNFORMINY




lnsgructions - Prepare a separate form o CITY OF ANNAPOLIS RECORDS INVENTORY

for each new or revised record series. " Records Management Program
| » pace_[Y or_lb
1. Department . 2. Division 3. Unit
FINANCE ACCOUNTING

DEFINITION - RECORD SERIES --A group of related records nocmuatly filed and used as a unit for reference as well as reteation and
disposition purposes, .

5. Earliest Year/Latest Year
to

4. Record Series Title
Accounting Records 9

[19 &

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

of the series.

Time Sheets

7. Record Series Format(s) ‘ 8. Record Series Sequence 9. Volume
O Letter Size 0 Micro Film M Alphabetical Number
O Legal Size a Computer Tape »
O Bound Book O Floppy Disk O Numerical : P File Drawer(s) :%
0O Audio Tape a Video Tape a Microfilm Reel(s)
® Other (Specify) 37&“ <k ~ B Chironological 0 Computer Tape(s)
: ) O Other (Specify)
C Geographical
3 Other (Specify) 10. Annual Accumulation
. Number
R File Drawer(s) |
a3 Microfilm Reel(s)
g Computer T:xpe(s)
O Other (Spevify)
11. File is Used ' _ 12. File Becomes Inactive After
X Daily a Weekly O Monthly o . s ‘ a Month(s) X Year(s)
Number
13. Current Location(s) (Blds, Floor, Room) 1 14. Is Record Series Duplicated Elsewhere?
CURRENT '~ FINANCE DEPT,ROOM 101 (If ves. specify office)
PRIOR ~ BASEMENT STORAGE AREA W No a Yes
13. Access Restrictions 0 Yes A No 16. Audit Requirements

(If ves, cite law(s) & regulations)
O None QState QO Federai M Independent

17. Is an index system used? (If ves explain briefly and 18, Recommended Retention
describe any hardwarersotow:re,) '
O Yes WNo- . -
3 YEARS

19. Name and Title of Preparer  TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number  410-263-7952 21.Date  g9/11/9§

VSWPOATA ZECURDSFORM INV




" .| Instructions = Prepare a separate form | CITY OF ANNAPOLIS RECORDS INVENTORY
for cach new or revised record series. Records Management Program
: ‘ PAGE_[5 oF _[lp
I. Department , ' 2. Division 3. Unit
FINANCE ' ACCOUNTING

DEFINITION - RECORD SERIES -'A_group of reluted vecords normaldly filed and used as 4 unit for reference as well as retention and
disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year
Accounting Reccrds [ ? C’é to
YL

6. Record Series Description (Briefly describe the rypes of informationidocuments/forms found in the series. Include the purpose or function

of the series.

Purchase Order Copies

7. Record Series Format(s) 8. Record Sceries Sequence 9. Volume
W Letter Size O Micro Film a Alphabetical Number
0 Legal Size O Computer Tape
0O Bound Book O Floppy Disk W Numerical ® File Deawer(s) \3
0 Audio Tape O3 Video Tape . a Microtilm Reel(s)
a Other (Specify) ~ ® Chronological a Computer Tape(s)

O Other (Specity)

C Geongeaphical

O Other (Specity) 10. Annual Accumulation

Number
- W File Drawer(s) i
a Microtilm Reel(s)
0 Computer Tape(s)
a Other (Specify)
L1. File is Used 12, File Becomes lnactive After
X Daily a Weekly a Monthly S a Month(s) ‘ A Year(s)
Number : .
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
"CURRENT - FINANCE DEPT,ROOM 101 (If ves. specify office)
PRIOR - BASEMENT STORAGE AREA X No O Yes
15. Access Restrictions QO Yes - A No 16. Audit Requirements

(If ves, cite law(s) & regulations) v .
ONone OState O Federal X Independent

17. Is an index system used? (I ves explain brietly and {%. Recommended Retention
describe any hardwaresoltware.)
aYes WMNo .
5 YEARS

19. Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number  ¢10-263-7952 21. Date  9/311/96

'D»E-.\VDDATA FECORDSWWORM INY




I

) Instructions -'Pl_'cp:ire aseparate form | CITY OF ANNAPOLIS "RECORDS INVENTORY
"~ | for each new or revised record series. Records Management Program
' PAGE “Q OF NQ
1. Department 2. Division 3. Unit
FINANCE ACCOUNTING

DEFINITION - RECORD SERIES --A ¢roup of related cecords normally tiled and used us @ unit for reference as well as retention and
disposition purposes.

4. Record Series Title ., 5. Earliest Year/Latest Year
Accounting Reccrds 1994 to
1996

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

Utility Billing Records (Water, Sewer, Refuse)

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
® Letter Size O Micro Film 3 Alphabetical Number
B Legal Size Q0 Computer Tape
QO Bound Book Q Floppy Disk B Numerical S File Drawers) 1%
O Audio Tape = QT Video Tape ' . a Microfilm Reel(s)
a3 Other (Specify) _ K Chronalogical G Computer Tape(s)

Q Other (Specify)

T Geographical

o d(hcr (Specity) 10. Annual Accumulation

Number

/ X File Drawers) [
a Microtilm Reei(s)
a Computer Tape(s)
a Other (Specity)
11. File is Used 12. File Becomes Inactive After
X Daily a Weekly a Montchly 3 a Manth(s) K Year(s)
N uml}er
13. Current Location(s) (Blde. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
CURRENT - FINANCE DEPT,ROOM 101 (IF ves. specify office)
PRIOR - BASEMENT STORAGE AREA X No Q Yes
13. Access Restrictions O Yes A No 6. Audit Requirements

(If ves, cite law(s) & regulations)
O None OState  Q Federal ) Independent

17. Is an index svstem used? (IF ves explain brietly and 18. Recommended Retention
describe any hardwaresottware.)
a Yes W No -
3 YEARS

19. Name and Title of Preparer  TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number 410-263-7952 21.Date - no/11/96

HWPDATA ZECURDSFORM NV




