
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. M - 2 6 0 
Page 1 of 4 

Agency 
City of Cumberland 

Division/Unit 
Department of Finance - Administration 

Item 
No. 

Description Retention 

THIS SCHEDULE SUPERSEDES SCHEDULE M-19 
DATED JUNE 13,1963 

PROPERTY TAX RECORDS 
These records include the tax control journal, certification sheets 
and reports received from the State Department of Assessments 
and Taxation, tax rolls, and tax sale records. 

GENERAL LEDGER (MBA 881) 
This is the detailed General Ledger and a final record of the 

financial operations of the City of Cumberland for the fiscal year. 
(MBA 881). This Ledger has been kept electronically since 1995 
in PDF Format 

BANK RECONCILIATIONS 
These records include bank statements, deposit tickets, copies of 
checks, journal entries, cancelled checks, and police seizureiund 
accounts reconciliation 

GRANTS RECORDS 
These files are records of grants awarded to the City of 
Cumberland and includes the grant agreement, reimbursement 
requests, copies of invoices and correspondence 

Retain for a period of Three (3) years 
or until audited, whichever is later, 
then destroy 

Retain permanently - Transfer 
periodically to the State Archives 

Retain for a period of Three (3) years 
and until all audit requirements have 
been fulfilled, then destroy 

Retain for the life of the grant plus 
Three (3) years and until all audit 
requirements have been fulfilled, then 
destroy 

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

Schedule Authorized by State Archivist 

Date 09 

Signature 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. M - 2 6 0 DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 2 of 4 

Agency Division/Unit 
City of Cumberland Department of Finance - Administration 

Item 
No. 

Description Retention 

5 

6 

7 

8 

9 

REVENUE LEDGER 
This replaces the previously named Cash Receipt Journal. 

Payments for utilities, taxes, permits, etc. are entered in New World 
AS400 System by the tax and utility office. Payments are 
reconciled daily and posted through revenue accounting. 

DAILY CASH RECEIPTS 
The cash receipts are balanced daily and posted to the General 

Ledger through revenue accounting. Daily cash receipt 
reconciliation includes receipts, cashier balance report, revenue 
accounting journal entries, deposit tickets, credit card batch reports, 
and register receipt tapes 

EXPENSE LEDGER 
This replaces the previously named Cash Disbursement Journal. 

Invoices are entered and paid through the accounts payable module 
of the New World AS400 System 

ACCOUNTS PAYABLE RECORDS 
These records include copies of check vouchers, invoices, 

purchase orders, check registers, and batch reports (vendor invoice 
edit listing). 

GENERAL ACCOUNTING RECORDS 
These records include journal entries, budget amendment journal 

entries, sales and use tax, ambulance revenue reconciliation, police 
seizure funds account reconciliation, quarterly bay restoration fee 
report, Maryland unclaimed property report, and correspondence 

Retain for a period of five (5) years 
and until all audit requirements have 
been fulfilled, then destroy 

Retain for a period of three (3) years 
and until all audit requirements have 
been fulfilled, then destroy 

Retain for a period of five (5) years 
and until all audit requirements have 
been fulfilled, then destroy 

Retain for a period of three (3) years 
and until all audit requirements have 
been fulfilled, then destroy 

Retain for a period of three (3) years 
and until all audit requirements have 
been fulfilled, then destroy 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. M - 2 6 0 

Page 3 of 4 

Agency Division/Unit 

Item 
No. 

Description Retention 

10 INVESTMENT RECORDS 
These records include investment statements, wire information 

and confirmation for withdrawals and deposits. 

Retain for a period of three (3) years 
and until all audit requirements have 
been fulfilled, then destroy 

11 COMPUTER REPORTS 
These reports include support schedules for general accounting 

records, excel spreadsheets, and AS400 reports used in daily 
operations. 

Retain for a period of three (3) years 
and until all audit requirements have 
been fulfilled, then destroy 

12 COMPREHENSIVE ANNUAL FINANCIAL REPORT (CAFR) 
This includes audited financial statements including notes and 

statistical analysis 

Retain permanently - Transfer 
periodically to the State Archives 

13 FISCAL YEAR BUDGET BOOK 
These books contain the approved budget for the City of 

Cumberland on a Fiscal Year basis. Budget books have not been 
produced since 2000 and information is now maintained 
electronically 

Retain permanently - Transfer 
periodically to the State Archives 

14 AUDIT SCHEDULES 
These documents include spreadsheets and work papers prepared 

by the Finance Department for outside auditors. An auditor PBC 
(prepared by the client) schedule listing is completed for each fiscal 
year audit. These records have also been maintained electronically 
since 1996 

Retain for a period of five (5) years 
after the audit has been completed, 
then destroy 

15 PAYROLL RECORDS 
The records maintained in the Finance/Administration area 

include, but are not limited to, hours reports 941, state and local tax 
withholding, flex spending reconciliation, year-end pension 
reconciliation and payment, journal entries, 941 reconciliation/ 
quarterly report, and MD quarterly unemployment reports 

Retain for a period of three (3) years 
and until all audit requirements have 
been fulfilled, then destroy by 
shredding 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. M _ 2 6 Q 
DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 
RECORDS RETENTION AND DISPOSAL SCHEDULE 

(Continuation Sheet) 
Page 4 of 4 

A 9 e n c V Division/Unit 

Item 
No. 

Description Retention 

16 

17 

r\nc ccn A 

MD STATE UNIFORM FINANCIAL REPORT 
This is a financial report provided to the Maryland State 

Department of Legislative Services in accordance with the 
Annotated Code of Maryland. This report is prepared from the 
City's independent audit. 

EMPLOYEE W-2/VENDOR 1099 
Employer copy of IRS wage and tax statements 

Retain permanently - Transfer 
periodical ly to the Slate Archives 

Retain for a period o f Ten (10) years 
and until all audit requirements have 
been fu l f i l led , then destroy. 



Instructions Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1 DepaflmenvAgency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

? Division 

Finance 

A G E N C Y R E C O R D S INVENTORY 

PAGE 4 - o r J < ? . 

3 Unit 

Ad 
DEFINITION-RECQKU SERIES: A crot.p 0 , r e ialed records norma!! fcjf?T55d i i i unit (nr rr f. •• „ ^ ' ^ ^ ' ° 

Re^rc senes TM, ' v_. ana usea as a unit for reference gSWgjj a s retenlton and dtspositton p u r r o S r r 
I 5 I i a a a l Yieifl i l l n ii — c -5=s 

Proper - f a * "Rccor 
5 Earliest Year/Latest Year 

6 R e c e d e . Descnption (BneHy uescn* » ,yp.s_ol ^ t i o n / u o c u m e n M o m t s tounc, in me senes tnduue tne purpose o, J„on o. ,ne senes ) 
_ ! — , " — • " • « « ™ purpose or lunction ol Ihe series ) — 

lax Lontrol J m » i fiertifica.-t.on 6ljecteand reports reeved 
f rom 6 i a i e ^ t . of A ^ m e n t * r ^ T f l x a i t S S i T 
-Tqy 5ale Records (NfotetwK). 1 ' 

7 Record Senes Formal(s) List all 

11 piif" Si2e 0 Microfilm 

• Legal Size • Computer Tape 

• Audio Tape D Floppy Osfc 

• Bound Booh • Video Tape 

C Other (apecily) 

11 File is Used 

• Daily 0 Weekly 

8 Record Series Sequence 

0 Alphabetical 

• Numerical 

I^Chfonologicel 

• Geographical 

• Olher (specify) 

I, Volume 

Number 

Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10 Annual Accumulation i lion * 

rVTit* 

Number 

ff9m Drawef(s) 

C Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

Monthly • Annually 

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

tsbj\\a\\l \ a floor, Ftnflv̂ oc 0TT»ce. 
15 Access Resinctions (II Yes. cite Law(s) & Regulation(s) 

• Yet B'No 

17 Is an Index Syslem used? If yes, explain briefly and describe requirement 

19 Name and Ttlie cl Prepare? 

12. f lit Becomes Inactive After 

• Month(s) 0 Y«»f($) 
Number 

1« I* Recorrj Senes D„p,,c,,e 0 Elsewhere? (I, yes, specily .„ency or oil™ ) 

D Yes ^ / ^ 

16. Audit Requiremenls 

• None • S , . , e • F.d.r.1 „ 

18 Recommended Retention 

l^etom 3 Recurs ctnd audft i 
complete , kS\zx) destrcM 

20 Telephone Number 

)GS 550-< (Rev 1/93) 

21 Dele 

http://fiertifica.-t.on


Instructions -Type or Print a separate lorm tor 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. Depanment/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
110-799-1930 

F 

A G E N C Y R E C O R D S INVENTORY 

A_ 0F jfjL 

.D^T°N,; e

R b C U K U
 ^ " " ^ A q r ° U P ° ' r e l a ' " d r e C ° r d S n 0 r m 3 l l V " l e d a n d u s * r i » s a * » " ^ r e n c e 

frcnerd Ledger / M0A Ul 
6 Record Series Description (Briefly describe the types ol intormalion/documenls/lorms lound in the 

5. Earliest Year/Latest Year 
as well as retention and disposition puTpQggr -

senes. Include the purpose or lunclion ol Ihe series 

Thereto,led fienerui Ledger 16 (L^naJ record o f ^ h e 

imantKLl operation? of the day of Cumberland 
V C f l r, T ^ ' ?> r g Q o r d WrvS W<?ŷ  ̂ VceVro^c ^ > »c<a. II jqftC 

7. Record Series Formal(s) List all 

D Letter Size 0 Microfilm 

^ lega l Size 0 Computer Tape 

• Audio Tape 0 Floppy Disk 

ground Book 0 Video Tape 

• Other (specify) 

n . File is Used 

8. Recctrd Series Sequence 

• Alphabetical 

• Numerical 

Chronological 

• Geographical 

D Olher (specify) 

0 Daily 0 Weekly 0 Monthly ST Annually Sr^nr 

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

tibj HCLII, i6t Floor, finance Office, 

15. Access Restrictions (It Yes. cite Lew(s) a Regutation(s) 

0 Yes q/fo 

17. ts en Index System used? It yes. explain briefly and describe requirements 

0 Yes s / n o 

19. Name and Title ol Preparer 

9. Volume 

• File Drawer[s) 

D Microfilm Reel(s) 

o Computer Tape(s) 

V^OIher (specify). 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reet(s) 

• Computer Tepe(s) 

a/other (specify) j3#>J^ 
12. File Becomes Inactive After 

J O Month (s ) Year(s) 

14. Is Record Series Duplicated Elsewhere? (Hyes.specilyagencyorolf.ee.) 

• Yes N o 

16. Audit Requirements 

• None D State 0 Federal O^ndependeni 

18. Recommended Retention 

"Permanent 

20. Telephone Number 21. Dale 

http://Hyes.specilyagencyorolf.ee


INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

1 DEPARTMENT/AGENCY 

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

Jessup, Maryland 20794 
(410) 799-1930 

2 DIVISION 

Finance. 

ELECTRONIC RECORDS INVENttory" 

3 UNIT 

T O W N ' S . A*aV 
DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 

and disposition purposes 

4 ELECTRONIC RECORD SERIES TITLE 

fi senera Ledger 

5 EARLIEST YEAR/LATEST YEAR 

1 ^ 5 T o j ^ g g g n T 

6 INPUT - Identify source of information to be entered 

8 ELECTRONIC RECORD SERIES DESCRIPTION 

7 OUTPUT - Identify the use/s of information generated by system 

Briefly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

TV̂ e. ̂ beia\\ed GjeneraA Ledger 16 Ct-Final record o-f-the 
-FinavAe\a\ o^erat ior\6 oF t f ie Crta of Cumtierlond for 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 

\cT^rW e ^ v \ e V t \ - > « = » « \ M « ^ W e >rv C v r C ^ % -V© ^S^<* "Sx^V**^ r>̂ e>.UA.«; W fXLfVx » «N 

Corv^u^Vor l*%e. fioV* ^H^cVso 4 , 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record s retention and usability throughout the record's authorized life cycle. 

fhe. £mo*\. "Detail feeneml Ledger \'s pr inted Jfypm the A6HOcO 
e folder. G g ^ t o ^ ^ F R t e ^ d r e t a i n e d i n - t h e Finance fold 

12 RECOMMENDED RETENTION ^ V V M ' T ^ l v 'V Y1-

Term o r i e n t 
13 TYPED OR PRINTED NAME OF 

PREPARER 
14 TELEPHONE NUMBER 15 DATE 

16 TITLE OF PREPARER 

DGS 550-6 



Instructions -Type or Print a separate lorm tor 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

FINANCE 

A G E N C Y R E C O R D S INVENTORY 

PAGE 

DEF.MT.ON • RECORD ShKlbS: A group o, related records normally t,| ed and used as a ,,n ^ J L . , . , " , ] . ~ ™ -
«. Record series T<<ie ' " leierence as wen as retention and disposition purposgg 

Qankl^ecQnoliCLiione 
5. Earliest Year/Latest Year 

6 Record Series Descriptron (Briefly describe .he types of inlormalion/documenls/lorms found in the series Include the purpose oMunction ol the series ) 

^ £ n ™ % i X l c ^ Copies 'ofctecte, JOWRNA.1 ENT^ 

7. Record Series Format(s) List all 

i / lenet Size 

O Legal Size 

• Audio Tape 

• Bound Book 

O Other (specif y)_ 

• Micro film 

• Computer Tape 

• Floppy Disk 

• Video Tape 

11. File ts Used 

• Daily * D Weekly 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

^/^Chronological 

• Geographical 

D Other (specify) 

Monthly D Annually 

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

hk-ll, i 6 1 F)., Finance, office. 

15. Access Restrictions (II Yes. cile Law(s) ft Regulation(s) 

O Yes ti/Co 

7. Is an index System used? M yes, explain briefly and describe requirements 

O Yes S/NO 

19. Name and Title ol Preparer 

9. Volume 

Number 

H^Fite Drawer(s) Ĉ"**̂  
D Microfilm Reet(s) 

• Computer Tape(s) 

0 Other (specify) 

10. Annual Accumulation 

V^File Drawer(s) ^ ^ * J 

Number 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specily) 

12. File Becomes Inactive After 

_J O Month(s) 
Number 

Year(s) 

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

• Yes go 

16. Audit Requirements 

• None • State Sktndc 

18. Recommended Retention 

Ifetair) 3 vjcojr5 Ound until all 
dud it requirements have bee/) 
fuJfi lied, then destroy 

20. Telephone Number 21. Dale 

GS 550-4 (Rev. 1/93) 

http://DEF.MT.ON


Instructions -Type or Print a separate lorm for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. Depanmenl/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
110-799-1930 

finance-

A G E N C Y R E C O R D S INVENTORY 

DEFINITION RECORD SbRlbS: A group o( related records normally tiled and used as a unit i n r r o < o r o L , - o ^ r r l r r i . ; r , ,. '.. 

< Record series Title ' j mi icierence as wen as retention and disposition purppgS 5. Earliest Year/Latest Year 

r""cw« ui IUIK.HUH or ine senes.) — — — 

A fte -ii Ktpt W each a r a n i the My, ,6 awarded. T^d -fife, 
incudes the ^m-it a ^ a r t , re implements r^ues t s m r n a i 

oni r ics , and tor respond enoe, ' ' « ' 
7. Record Series Format(s) List i 

.etter Size 

D Legal Size 

• Audio Tape 

0 Bound Book 

0 Other (specify)_ 

• Microfilm 

• Computer Tape 

0 Floppy Disk 

0 Video Tape 

11. File is Used 

•/Daily pVVeekly 

fi. Record Series Sequence 

ft'' Alphabetical 

D Numerical 

• Chronological 

0 Geographical 

%/Other (specify) l l | p g . O f 

Grant 

• Monthly • Annually 

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

f j fy Kail, \& ROPY, fimrm. oT-T. fie 15. Access Restrictions (If Yes. cile Lew(s) A Regulation(s) 

D Yes tVnlo 

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

D Yes <fNo 

I 19 Name and Title of Preparer 

9. Volume 

h / F I T O Drawer(s) ^ 

• Microfilm Reel's) 

Number 
iO KComputer Tape(s) 

0 Other (specifyL 

10. Annual Accumulation 

Drawar(s) 

• Microfilm Reel(s) 

O Computet Tape's) 

• Other (specily) 

Number 

12. File Becomes Inactive After 

• Month(s) O Year(s) nnthifO n « . . . * 

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

0 Yes ^ N o 

16. Audit Requirements 

0 None • stale 
Independent 

18. Recommended Retention 

Retain -For lifeoF a rant p)u6 3 
^eor6 and until 1 all aWi£ 
requirements -hflv/e been -Fu I -Fi I led 

20. Telephone Number 21. Dele ±\\<Ui\ Octet 

)GS 550-4 (Rev 1793) 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR I4.18.04 

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

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page L> of / ? 

1 DEPARTMENT/AGENCY 2 DIVISION 

Finance 
3 UNIT 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 
and disposition purposes 

4 ELECTRONIC RECORD SERIES TITLE ~\^jj^f\ (Ĵ£ - Uid^-er 5 EARLIEST YEAR/LATEST YEAR 

TO CllyycM 

6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms ' 

l a m e n t s W util it ies, ^ayes, ^e?mTt^^^ 
A6M00 5 ^ e m t ^ T a ^ L L - k i h t u o f f i c e ^ a u ^ t e 
dou \y and -po6-ted -through'^e/iue. A c c o u n t . . 

s 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. ' Z 
" " ON* . A , S . I - v o o - s ^ s H - e Y V N \s> f a e c e s > Va\e. c ^ ^ ^ ^ ^ ,. s + VN<-o w ^ K Us>«r X \ i c^v-v ,̂ ijscv55uoov<i tc*cV\ 

^ r > ^ p \ 0 \ « e - »b <z,<^\^ o^wco, cscccss +o A S h ^ j c s s ^ i k - m «W5cJw\«s -VWc* p « . r W > A poV.-^o,^ , 
VcMAfNte e i c c e l Sp r««v < * s K «eVs ° <"c.- k=>ce%. l -c^ cs»v 4-V\s, H;«d(r>V<4, \ F t ^ c ^ ^ a ^ . o ^ , £ ) M * , 

s 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

s 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record s retention and usability throughout the record's authorized life cycle. 

Thel^ /enue l^doer is rc.ta.ned m the A5HO0 6U5ton.The sys-few 
\6 backed- cup daily and Kept off-site. <• 

s 

12 RECOMMENDED RETENTION 

Retain 5 amrz^iL jati;) 0JL audit r z o n i x x v vienx^ have tajpjn s 13 TYPEO OR PRINTED NAME OF 
PREPARER 14 TELEPHONE NUMfeER 0 1 & U A T lhen destroy. 

s 

1b 111 Lb Oh PREPARER • 

s 

DGS 550-6 

s 

http://rc.ta.ned


Instructions -Type or Print a separate lorm (or 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

R n a n e 

A G E N C Y R E C O R D S INVENTORY 

. I L <, .12 

TtaJ'-V Cash l^eceip-b 
6 Record Series Description (Briefly describe the types ol intormation/documenls/lornts found in the series. Include the" 

5. Earliest Year/iaiesi Yeer 
as retention and disposition purpggs^ 

_ .̂..̂ û.Mc.oMumia IUUPIU m me senes. include the purpose or function of the series.) 

tOSh receipts are balanced: da/)y &nd posted to'rthe Genera,I j 
Udaer-throuoh revenue account*r>a.fba\\^ taeh receipt recona'littw 
mdiraeS '• 'Recdpts, C a s h i e r " B a l a n c e , "Rqftrt, R e v e n u e Accounting ^ o u r n a j 

p . n r - n < ? s , riemsi-t - b c K e i s . C v r d i - f - tard b a t r r \ reports, and req^tW r e O e r p 

7. Record Series Format(s) Wall * I 6. Record Series Sequence I 9. Volume 

Sutler Si2e 

0 Legal Size 

• Audio Tape 

• Bound Book 

0 Other (specify). 

• Microfilm 

O Computer Tape 

• Floppy Disk 

• Video Tape 

11. File is Used 

6. Record Series Sequence 

• Alphabetical 

• Numerical 

l^^Chronotogical 

n Geographical 

D Other (specify) 

s/Daily • Weekly 
D Monthly • Annually 

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

LALJ h l o J l , I ^ F W F i n e r y 
15. Access Restrictions (If Yes. cite Law(s) A Regulalion(s) 

4>fJo 

17. Is an lnde» System used? tl yes. explain briefly and describe requirements 

0 Yes B - ^ o 

19. Name and Title of Preparer 

File Drawees) £ S?*) 

0 Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

Hj/File Drawsr(6) £ ^ * ^^V^ 

• Microfilm Reet(s) 

Number 
Computer Tape(s) 

• Other (specify) 

12. File Becomes Inactive Afler 

1 0 Month(s) 
Number 

Year(s) 

1-1. Is Record Series Duplicated Elsewhere? (If yes. specify agency or otnee.) 

• . Yes \ / N o 

16. Audit Requirements " 

• None o Slate rj Federal B^ndependen, 

18. Recommended Retention 

l ^ e t c u n 3 ^caxt and until all 
aad \ t r e ^ a i V e v Y t e n b s have been 
fu\Filled , -then dest 

20. Telephone Number 

rou 
i-

21. Date 

IGS 550-« |Rev 1/93) 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

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

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 
INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

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

Jessup, Maryland 20794 
(410) 799-1930 Page § of 1 9 

1 DEPARTMENT/AGENCY 2 DIVISION 

fine? nee 
3 UNIT 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 
and disposition purposes 

4 ELECTRONIC RECORD SERIES TITLE 

ffifolaces tosh "bi^bar^nierU TTouni^Q 
6 INPUT - Identify source of information to be entered 

5 EARLIEST YEAR/LATEST YEAR 

T o d u r 

7 OUTPUT - Identify the use/s of information generated by system 

8 ELECTRONIC RECORD SERIES DESCRIPTION Briefly describe the information/documents/forms 
contained in a series. Include purpose and function of the system 

invoices oure entered and -paid tiirouah t te ^Counts T^y able 
module of the NleuoUJorid A6^0 System. 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing 

Vo p o V . - V . o ^ Q 6 Y v p ^ a ^ t M 
10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

The £>q>en5e Ledger and Accounts T̂ au abb module. Ore retained 
m -the /\6Moo 6 v | $ t a Y i . The ^vjstern & backed- up dailv/ and 

Kept n f ^6 i te l 
12 RECOMMENDED RETENTION 

13 'TYPED OR PRINTED NAME OF 
PREPARER 

16 TITLE OF PREPARER 

45 DATE then destroy. 

DGS 550-6 



Instructions -Type or Print a separate lorm (or 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. Department/Agency -v~hept. of 
Admin 5tY)/)ces 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

Finance 
UbHNI I ,ON • RECORD SERIfc,: A croup o, related records n o , , , , , , ,„ed and , , e d . , ^ 

A G E N C Y R E C O R D S INVENTORY 

4 - or .1 . 3 

Aemnt5 Ikyabte Records 
5. Earliest Year/Latest Year 

I as retention and disposition purpo^ST -

6. Record series Description ,Brie»y describe me lypes „, information/documents/lorn, lound in me series, Include Ihe purpose o, lunc'ion c ,„e series , ' 

flJTeek V6ud«s; invoices, purchase orders, Check, real stars, 
Qjnd bo±d\ reports Vendor Tnvoice Edit Uztin^ 

7. Record Series Formot(s) Lis) all 

/Letter Size 

^ e g e l Size 

0 Audio Tape 

• Bound Book 

• Other (specify)_ 

0 Microfilm 

0 Computer Tape 

• Floppy Disk 

0 Video Tape 

11. File is Used 

ft/Daily 0 Weekly 

8. Record Series Sequence 

• Alphabelical 

• Numerical 

^ Chronological 

D Geographical 

0 Other (specify) . 

" T 5 
— • Computer Tape(s) 

Number 

feu.. • Other (specify) 

0 Monthly • Annually 

13. Current location^) (BWg.. Floor. Room) 

tihj Ha.il, i6tFl, Finance office, 
Mum'C.pa/ 6er\/itt Center-, dnd fj. 

15. Access Restrictions III Yes. cite Law(s) A Regulation(s) 

0 Yes S 'No' 

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

D Yes v ' N O 

19. Name and Title of Preparer 

Vr^File Drawerls) ^ C ^ c T ^ 

C Microfilm Reel(s) 

10. Annual Accumulation 

e^Fila Drawer)*) (_ \ >> . ) 

• Microritm Reel(s) 

' • Computer Tape(s) 
Number 

• Other (specily) 

12. File Becomes Inactive After 

1 • Month(s) (S^Yl Year(s) 

14. Is Record Series Duplicated Elsewhere? I" yes. specily agency or office.) 

0 Yes ^ N o 

16. Audit Requirements 

0 None • state • Federal (T^^ndei 

18. Recommended Retention 

Kettfjn 3 ij€a.r5 dnd uniil all 
audit requirements have been 

fal filled f then destroy 
20. Telephone Number 21. Dele 

http://Ha.il


Instructions -Type or Print a separate lorm for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

3. Unil 

1. Depanmenl/Agency 

DEFINITION - RECORD SFKH-K- A „.._, J - I I HQ HC€1 I ' v 

4. Record Series Title ~ ^ " ' m m * t t * " l e d ^ d u s p r t a c a u n „ , o r ,efJnrp ^ 
5. Earliest Year/Latest Yeai 

A G E N C Y R E C O R D S INVENTORY 

e i O - o r J J l PAGE . 

S. Recott senes Pescnp.on (Bneny describe l y p e 5 0 , i n , o r T O I i o n , d o c J | , | O R T T L S , „ „ ^ -
^ ^ o n , d o c u ™ n i , , o ™ round in the series. Include the purpose o, lun'tion 0 l t h e s o r i e s , 

as retention and disposition purpqsg^r 

. 1 ' ijipe& WI'n,orrnalion/documenTs/Iorms found in the series Inrii.n* n^Z . • 

XYAcW-es. vOurrxxA ervVrves, . u i , • . n c l u d e , h e p u , p o s c " ^ ^ ^ ~ ) 

7. Record Series Format(s) List ell — — — — — — _ 

Setter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specily) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

H/Otronological 

• Geographical 

• Other (specily) 

105 
Number 

k^U^^rf, ° o l t W f ( 8 p e c i f y ) -

Daily • Weekly • Monthly • Annually 

13. Cun-ent Location(s) (Bldg.. Floor, Room) 

Otuf-jgj;, \&f\tor finance. 
15. Acr4}s Reslnclions (If Yes. cile Lew(s) a R e g u l a t i o n ( s ) " 

17. Is en Index Syslem used? II yes. explain briefly and describe requirements 

0 Yes S^No 

19 Name and Tine ol Preparer 

9. Volume 

rV^ile Drawer(s) ^ —j*̂  

0 Microfilm Reel(s) 

0 Computer Tepe(s) 

10. Annual Accumulation 

^ F i l e Drower(s) C. 

O Microfilm Reelfs) 

Number 

12. File Becomes Inactive After 

! 0 Monthfs) 
Number 

Computer Tape(s) 

0 Other (specily) 

I X Y « Year(s) 

14. Is Record Series Duplicated Elsewhere? ( I I yes. specily agency or office.) 

16. Audit Requiremenls 

IB. Recommended Retention 

20. Telephone Number 

Retain 3 years a n d Until oJl 
flud/'t requirements have been 

Fulfilled, -then destroy . 
21. DBIe 



Instructions -Type or Print a separate lorm for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A G E N C Y R E C O R D S INVENTORY 

6 Record Series Description (Briefly describe Ihe types ol rnlormalion/documenls/lorrns lound in the series Include the 
purpose or (unction ot the series.) 

J-nv^iment 6taiemet>t51 wire in - I^v-M/ . j . , • r-
I r t , ^ i i , wire mtovmationana con+irmafion4™ 

7. Record Series Formet(s) List ell 

Shelter Size 

• Legal Size 

• Audio Tape 

• Bound Book 

0 Other (specify). 

0 Microfilm 

• Computer Tape 

• Floppy Disk 

• Video Tape 

8. Record Series Sequence 

^ A l Alphabetical 

D Numerical 

• Chronological 

O Geographical 

D Other (specify) 

1V File is Used 

• Daily {^Weekly fiirwe 
Q Monthly 0 Annually 

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

L\tif HflJl, l& Flour] Finance ftffi 
IS, Access Restrictions (II Yes, cite Lew(s) A Regulation(s) 

avfio 

17. Is an Index Syslem used? II yes. explain briefly and describe requirements 

u Yes rj/^Jo 

19. Name end Tille ol Preparer 

9. Volume 

is/f i le Drawer(s) C. • 

0 Microfilm Real(s) 

0 Computer Tape(s) 

Cl^^V, D 0 , h e ' ( 8Pec i ly )_ 

10. Annual Accumulation 
ty/fi'e Drawer(s) ^ M * -V^ 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specily) 

12. File Becomes Inactive After 

• I • Month(s) Year(s) 

14. Is Record Series Duplicated Elsewhere? (II yes. specily agency or office.) 

• Yes [J/NO 

16. . Audit Requirements 

• None • state • Federal ^ p e n d e n t 

18. Recommended Reieniion 

Retain 3\\GMS and until ail audii 
requirements have been -Ful-Ft'Iled, 

•iheA destroy . 
20. Telephone Number 21. Dale 

)GS 550-1 (Rev 1/93) 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

1 DEPARTMENT/AGENCY 

CLuy^N&O!^ W r \ . 

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

Jessup, Maryland 20794 
(410) 799-1930 

2 DIVISION 

Finance 

ELECTRONIC RECORDS INVENTORY" 

Page [ZL> of I * j _ 

3 UNIT 

DEFINITION - Kecord Series • A j W ^ stored s l e e p i l y a nd used as a u „ „ , „ „ e t e r e „ c e 8 S a s retention 

4 ELECTRONIC RECORD SERIES TITLE 

6 INPUT - Identify source of information t to be entered 

5 EARLIEST YEAR/LATEST YEAR 

3M£L TO j^Rs^t 
7 OUTPUT - Identify the use/s of information generated by system 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

Sixppor-t. Sf̂ hedCUe .̂, ExQel sprzad sY]zdj$) ^6^00. i reports u£kd 
• \A- daily operations. 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing ~ 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

1 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

Reports ..Ose located i n the, A5HO0 5vj6ton and on -tile 
14: drive / Finance- -folder. 

2 RECOMMENDED RETENTION 

^ 5 - ^ a l n 3 g e c u r 5 ^ n b l audit rtmirett 
14 TELEPHONE NUMBER^ 13 TYPED OR PRINTED NAME OF 

PREPARER 

16 TITLE OF PREPARER 

ents have. teen fii if, /<, 
15 DATE ± ) } Q X ] c d e S t Y O L ^ 

DGS 550-6 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

Finance 
! ^ ^ : K f c C 0 W P S E Rl^V°"P C E l a t e d recordjTjrS^^ 4 . Record Series Tide 

A G E N C Y R E C O R D S INVENTORY 

PAGE OF I ^ 

CMS-

torn pre her) s i \fz Annual pnanadl 75 tport 
6. Record Series Description (Briefly describe the types ol mlorrretion/doci 

umenls/lorms lound in the series. Include the 

5. Esrliesl Year/Latest Year 
as retention and disposition purppg^T -

purpose or function ot the series.) 

7. Record Series Formei(s) List all 

LU^'er Size 

• Legal Size 

• Audio Tape 

6ound Book 

O Other (specify)_ 

• Microfilm 

• Computer Tape 

• Floppy Disk 

• Video Tape 

11. File is Used 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

n/Chronological 

n Geographical 

D Other (specify) 

D Daily • Weekly 0 Monthly lVf<ni muaOy 

13 Current Locations) (Bldg.. Floor. Room) 

Hall, i6tF).t finance, off id 

1d. Access Restrictions (II Yes. cite law(s) ft Regulation(s) 

• Yes V^io 

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

• Yes l / ' N o 

9. Volume 

a/File Drewer(s) 

D Microfilm Reel(s) 

D Computer Tape(s) 

0 Other (specily) 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel's) 

0 Computet Tape(s) 

a /o ther (specily) found ~BoOlt 
12. File Becomes Inactive Alter 

• Month(s) B^Y 
Number 

Year(s) 

1 4 . is Record Series Duplicated Elsewhere? (I, yes. specify agency or office.)" 

0 Yes B ^ ' N O 

16. Audit Requirements " "~" " ' 

• None o State 0 Federal sYndependen, 

18. Recommended Retention 

crmantnt 

20. Telephone Number 21. Dale 

S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate lorm lor 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. Depanmenl/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 
110-799-1930 

Fi'nan Ce. 
DEFINITION K b u * U ^ K , t : S : A group o, related records normally „ l f i d a n , . , c o h 

A G E N C Y R E C O R D S INVENTORY 

PAGE OF I 

rvv r\>"sAr<vV, 

ecord Series Description (Brieny describe the types ol inlormatio^documenls/torms lound in ti 

5. Earliest Year/Latest Year 
as well as retention and disposition puTppgS; 

i Ihe series Include Ihe purpose or lunclion ol the series ) 

\ ^ A^\ \K»g> .̂s era © * - n CI le, -Vc^ \ 9 t o l — . - ^ o c x J 

7. Record Series FomSal(s) List all 

0 Letter Size 

• Legal Size 

• Audio Tape 

f^Bound Book 

D Other (specily)_ 

• Microfilm 

• Computer Tape 

• Floppy Disk 

• Video Tape 

11. File is Used 

6. Record Series Sequence 

• Alphabetical 

D Numerical 

^ / Chronological 

n Geographical 

D Other (specify) 

0 Daily • Weekly • Monthly mually 

13. Current Locations) (Bldg., Floor. Room) 

f j r - u f - k i l , l6L Floor, firVimy ryffire, 
15. Access Reslriclions (II Yes. cile Lew(s) S Regulalion(s) 

< /Ml 

17. Is en Inden Syslem used? II yes. explain briefly end describe requiremenls 

D Yes G^No 

9. Volume 

3 . C A A & . 

x/t*e Orewer(s) C» 3^ 

D Microfilm Reel's) 

• Computer Tape(s) 

• Other (specify) 

1 0 . Annual Accumulation 

• File Drawer(B) 

• Microtttm Reel(s) 

• Computer Tape(s) 

bother (specily) 

12. File Becomes Inactive Afler 

_J__ 
Number 

Month's) t /Year (s ) 

19 Name and Title ot Preparer 

1«. Is Record Series Duplicated Elsewhere? (If y e s . specify agency or office.) 

0 Yes f y ' N o 

16. Audit Requirements 

• None • state • Federal Independent 

18. Recommended Retention 

TVmavient:^ retain Current 
i n v e n t o r y 

20. Telephone Number 21. Dale 

)GS 550-1 |Rev 1/93) 

file:///9tol�


Instructions -Type or Print a separate lorm lor 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. Department/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
110-799-1930 

?. Division 

A G E N C Y R E C O R D S INVENTORY 

PAGE _ i£Tor _ L l 

1 lH^«Jhwznt 
1 - - — . —r-fijr I 

6 Record Series Description (Briefly describe the types ot 'mlorrratign/documents/forTris found in Ihe series. Include the purpose or tunclion ol the series.) 

6preacL£Y\tci$ OunoL workpaper, p r e p a r e d 6 7 -the Finance 
d e p t . -For oudei&e. auditor, ftn auditor pfi£ (prepared b y ditni) 
6 e ) i e d ( A l e ' t i 6 , c : i K i a )6 Completed For each Fiscal i / e a r audit 

7. Record Series Formal(s) List all T * c"- ;-- *~ 

.etter Size • Microfilm 

0 Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

Q Bound Book 0 Video Tape 

0 Other (specily) 

11. File is Used 

• Daily • Weekly 

fl. Record Series Sequence 

• Alphabetical 

0 Numerical 

• Chronological 

0 Geographical 

*ner (specify) WdrXpflp'. 

• Monthly s/h Annually 

13. Current Locatibn(s) (Bldg.. Floor. Room) 

ti'hi htaJl. Floor Finance. 
15. Access Resiriciions (If Yes, cile Law(s) A Regulation(sf 

17. Is an Index Syslem used? II yes. explain briefly and describe requirements 

0 Yes . iV'No 

19 Name and Title of Preparer 

9. Volume 

Number 

Drawer (») 

D Microfilm Reel(s) 

• Computer Tepe(s) 

• Other (specify). 

10. Annual Accumulation 

tl^File Drawer(s) £ 

• Microhlm Reel(s) 

Number 
Computer Tape(s) 

• Other (specify) 

12. File Becomes Inactive After 

1 • Month(s) 
Number 

A / Y e Year(s) 

14. Is Record Series Duplicated Elsewhere? (If y e s . specify agency or office.) 

V Ye« • No 

16. Audit Requirements 

• None o state • Federal a / ^ , Independent 

18. Recommended Retention 

^eiojn 5 yecV5 CLflen<OMc/rt: 
Complete- j^cd destroy. ' 

20. Telephone Number 21. Dele 

)GS 550-4 [Rev. 1/93) 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

1 DEPARTMENT/AGENCY 

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

Jessup, Maryland 20794 
(410) 799-1930 

2 DIVISION 

P nance. 

E L E C T R O N I C R E C O R D S I N V E n t T O R Y " 

Page lL of \ \ 

3 UNIT 

M 
DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 

and disposition purposes 

4 ELECTRONIC RECORD SERIES TITLE 

Audit 5THTDLUDT£ 
6 INPUT - Identify source of information to be entered 

5 EARLIEST YEAR/LATEST YEAR 

Sn>oj£_ TO l^rettryt 
7 OUTPUT - Identify the use/s of information generated by system 

i : 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms 
. contained in a series. Include purpose and function of the system. 

•Eyce/ 6preacfeh#t5 for VBCi'^ihtdixie U&info These. 6^\edix\e5 
include b a t are not l imited to 'Assdbs, xntestmmfcs, ~bebt r 

Schedule of Federal Awards, Xnvervtrtnh, .and."Project Sjyeaddh^lk 
9 POLICY ON ACCESS AND USE - Explain or attach copy if established irf Writing. ~ 0 1 

« ^ l> \eH«€ <~yv*̂  ^ f U K . K> AS»l4*50 r^d^Us 
fp«T-V^'^r\ -Vo-VVstsi^ p O V l i & A . , Qtof^^W* Ova. V » \ : e Vj Cs H c v C ^odv, 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. esiaonsneo to 

6f>reac(5tleets Cure located o r ) /Jlcirive in the Finance -folder. 

12 RECOMMENDED RETENTION 

Retain cut )MET,ff" YEARS DFLER COMPLEI/ON OF AUDFI then 
1 3 II^ I?P r- f l P R I N T E D N A M E 0 F

 | 14 TELEPHONE NUMBER ( 1 5 D A T E ' c f e ^ PREPARER 

16 TITLE OF PREPARER 

DGS 550-6 



Instructions -Type or Print a separate lorm tor 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL. SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
110-799-1930 

Finance 

A G E N C Y R E C O R D S INVENTORY 

D E F ! N ' T ' . 0 N . : R E C 0 R D S b K ' b b : A q r ° U P °' r R l a ' f t d r 6 C O r d S n 0 r m a " Y " l e d ^ 3 5 3 3 5 V* " " " " " " ^ ^ ^ r 

ription 

5. Earliest Year/Latesi Year 

6 Record Series Description (Briefly describe the lypes ol inlomwtion/documenls/lorrns found in the series. Include the purpose or function of the series.) 

'Jjfar- Bnd^kneior) ̂ econa! rati on4 - l>a \ j 

J o u r n c U Entr ies ' " 
Hours l^cpor-ts > 

1 U U ? M b QjiaHLfjrhj Une^humrv^ep^ 
foil 

7. Record Series Format's) List all 

^Letter Size 

• Legal Size 

• Audio Tape 

• Bound Book 

• Other (specily)_ 

• Microfilm 

0 Computer Tape 

• Floppy Disk 

D Video Tape 

6. Record Series Sequence 

• Alphabetical 

• Numerical 

• / Chronological 

CI Geographical 

D Other (specify) 

Bj/^ile Drewer(s) (Ĵ  ^ 

0 Microfilm Reel(s) 

• Computer Tape(s) 
Number 

Ct-lO 0 Other (specify) 

10. Annual Accumulation 

9/File Drawer(s) t 1 ^ 

Number 

• Microfilm Reel(s) 

• Computer Tape(s) 

O Other (specify) 

TWri 

ort 

11. File is Used 

• Daily • Weekly 
Monthly O Annually 

13. Current Locetion(s) (Btda.. Floor, Room) 

h\\j r4all \&F\oor fin a n t e ftffW. 
15. Access Restrictions (II Yes. cile Lew(s) & Regulation(s) i Law(s) & Regulation(s) 

5j/^o 

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

O Yes ( V N O 

19. Name end Title of Preparer 

12. File Becomes Inactive After 

1 O Month(s) 
Number 

'ear(s) 

14. Is Record Series Duplicated Elsewhere? (II y e 5 . specity agency or office ) 

• Yes g / No 

16. Audit Requirements 

D None • Slate l / lnt Independent 

18. Recommended Retention 

20. Telephone Numbei 

audit rcajx\rcmtni5 have b e e n 

Fulfilled, then destroy.by 5hfdh\n<^ 

)GS 550-1 (Rev 1/93) 



I n s l r u c l i 0 n s -Type or Print a separate form tor 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1 . Depanmenl/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
H O - 7 9 9 - 1 9 3 0 

2 . Division 

A G E N C Y R E C O R D S INVENTORY 

Ad 
DEFINITION R F r O R n q p p . c c - A f I I IU H t l i ~ M n r \ ^ T r C l r , e v 

I 5 . Earliest Year/lalest Y e a r ' e _ l i _ £ e 

' Kl> Staix' Uniform hnaneicU Import., 
6 Retoro Series Descripiion (Brielly describe the types ol inlormalion/documenis/lomis tound in the series. Include the purpose or lunciion ol the series ) 

7. Record Series Format(s) List an 

• Letter Size 

M^egsi Size 

• Audio Tape 

0 Bound Book 

0 Other (specily)_ 

0 Microfilm 

• Computer Tape 

0 Floppy Disk 

0 Video Tape 

I V File is Used 

0 Daily • Weekly 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

^ Chronological 

0 Geographical 

D Other (specily) 

b Number 

• Monthly Annually 

1 3 . Current Location(s) (Bldg., Floor, Room) 

1 5 . Access Restrictions { I I Yes. cite Lbw(s) S Regulation(s) 

• Yes fJ^Jo 

17. Is en index System used? II yes. explain brielly and describe requiremenls 

D Yes t f^No 

1 9 Name and Title ol Preparer 

9 . Volume 

•Virile •^File Drawer(s) 

C Microfilm Reel(s) 

D Computer Tepe(s) 

D Other (specily) 

CO 

10. Annual Accumulation 

• File Drawer(s) 

• Micronim Reel's) 

• Computer Tape(s) 
I Number 

'O -U- . C4"i N Other (specily) I ^ © l ^ ^ 
1 2 . File Becomes Inactive After 

0 Month(s) 
Number 

• Year(s) 

1 4 . is Record Series Duplicated Elsewhere? „ , y e s . specily a9ency or otfice.) 

1 6 . Audit Requirements 

\J' Harx o state • Federal 4 / 

1 8 . Recommended Relention " ' • • ***^ V '• 

2 0 . Telephone Number 2 1 . Dale 

I G S 5 5 0 - 4 R R E V . 1 / 9 3 ) 



Instructions - T yPe or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. Depanmenl/Agency 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
110-799-1930 

Pi 
DEFINITION • RECORD SERIES: A croup o ) r e | a l e d records normally t i l ^ n H , 

A G E N C Y R E C O R D S INVENTORY 

1 £ * j . 5 . 

4. Record Series Title as a unit fa, rererence as well as retention and dispT^tinT^Tggr 

Employee. U)-rZ I \/enrir^ i/)QQ 
ecord Series Description (Briefly describe the types ol in/orrnaiion/documen.s/lorm, i „ l l f l r i in , h . Zl 

5. Earliest Year/Latest Year es. 

types ol irrfomulion/documenls/lorms lound in ihe series. Include Ihe purpose or lunclion ol th« series.) 

7. Record Series Format(s) List all 

tW^ett Letter Size 

• Legal Size 

• Audio Tape 

0 Bound Book 

D Other (ftpecity)_ 

0 Microfilm 

• Computer Tape 

D Floppy Disk 

0 Video Tape 

11. File is Used 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

S/^Chronological 

O Geographical 

D Olher (specify) 

• Daily • Weekly • Monthly fr^nnually 

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

(Lib/ Ho.fl foFlfW Fiqpvyp ntflr~ 
15. Access Reslriclions (if Yes. cile Lewis! 1 Reaulailrwo 
15. Access Reslriclions (if Yes. cile Law(s) 1 Regulalio'n(s) 

• Yes rr/rjo 

17. is an lnde» Syslem used? II yes. explain briefly and describe requirements 

0 Yes s / J o 

19. Name and Title ot Preparer 

9. Volume 

File Drawer) s) 

0 Microfilm Reel(s) 

• Computer Tape(s) 

• Olher (specify) 

10. Annual Accumulation 

File Drawees) 

• Microfilm Reet(s) 

• Computer Tape(s) 

• Other (specily) 

12. File Becomes Inactive After 

1 • Month(s) o /^ear ( S ) 

U. Is Record Series Duplicated Elsewhere? (II yes. specify agency or o i n c e ? 

• Yes N o 

16. Audit Requirements 

I ( / N 
N O n e D S , 8 , e O ^ e r a . • Independen, 

18. Recommended Retention 

20. Telephone Number 21. Dele 

http://Ho.fl

