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Rec'd. 2/23 [27

City-wide Schedules

Record Title

Absentee Reports (Employee
call-in sheets)
Appropriations - cumulative
statements (Level 2)
Attendance report, weekly
and bi-weekly
Budgeted positions and
personnel, detail list
Cash deposit slips,
departmental copies
Change Tickets,
departmental copies
Construction work orders

Copy Center duplicating request

Cut-off tickets, departmental
copies

Detail account register
(Level 3)

Direct payments

Employee action request -
E.A.R., departmental copies
Employee call-in sheets
(Absentee Reports)
Employees daily time reports,
departmenta] copies
Employee's leave list,
departmental copies
Employee sign-in sheets

-Energy conservation,
_ usage report
Entry Tickets, departmental
copies ¢
Gas & electrie accounting
summary
Interdepartmental work orders

-Inventory control transfer
billing sheets

Invoices, paid, departmental
copies

Medical disposition report,
departmental copy

Motor vehicle accident report,

~ departmeéntal’ copies -

Overtime authorizations,
departmental copies

Payroll distribution, detail-

- Tisting of

Retention Period

Two (2) years and
current year
Five (5) years

Three (3) years and
current year

One (1) month after end of
current fiscal year

Three (3) years or until
audited, whichever is later

Cne (1) year after employee
is separated

Three (3) years or until
audited, whichever is later

Three (3) years or until
audited, whichever is later

One (1) year after employee
is separated

Five (5) years

Three (3) years or until
audited, whichever is later
One (1) year & current year

Two (2) years and
current year
Three (3) years and
current year
One (1) year after end of
current calendar year
Two.(2) years -and’ current
year _
One (1) mont# after end: of *
current fiscal year
. One (1) year-after employee
1§ separated
One (1) ‘month after end of
fiscal year
Three #34 years or until
‘w¢ Wudited, whichever is later
- Ome {1) month after end of
aticurrant fiscal year
“Yaeeé:(3)' years or until:

Schedule

849
619
596
618
612
647
568
568
647
617
568
1425
849
1424

644

645 " -

waudited, whichever is Iater ;

-~bne (1) year
‘ Fhree (3) years

- One®(1) year § current year

-z~ Five (5) years

1436

597



Payroll related computer
print-out sheets

Personnel action request -
P.A.R., departmental copies

Petty cash voucher

Prevent ive Maintenance Schedule,
departmental copy
Purchase orders

Requisitions
Sign-in sheets, employees

Sign-in sheets, visitors

Telephone usage, monthly
listing of

Transfer vouchers
(journal entries)

Vehicle assignment request,
departmental copy

Vehicle damage report,
departmental copies

Vehicle damage ruling,
departmental copies

Vehicle maintenance record,
departmental copies

Vehicle monthly rental record,
departmental copies

Vehicle use record,
departmental copies

Visitors sign-in sheets

One (1) year and current
year
One (1) year and current
year
Three (3) years or until -
audited, whichever is
Tater
Three (3) years and
current year
Three (3) years or until
audited, whichever is later
Three (3) years or untii
audited, whichever is later
Two (2) years and current
year .
Six {6) months
One (1) month after end of
current fiscal year
Three (3) years or until
audited, whichever is later
One (1) year and
current year
One (1) year and
current year e
One (1) year R

One (1) year

One (1) year and
current year - -

One {1) year

Six {6) months

1380

1426
1427

1437
568
568
645

648
618

568
1433
1438
1439
1435 -
1432
1434

648



City-wide Schedules

Record Title

Absentee Reports (Employee
call-in sheets)
Appropriations - cumulative
statements (Level 2)
Attendance report, weekly
and bi-weekly
Budgeted positions and
personnel, detail list
Cash deposit slips,
departmental copies
Change Tickets,
departmental copies
Construction work orders

Copy Center duplicating request

Cut-off tickets, departmental
copies

Detail account register
(Level 3)

Direct payments

Employee action request -
E.A.R., departmental copies
Employee call-in sheets
(Absentee Reports)
Employees daily time reports,
departmental copies
Employee's leave list,
departmental copies
Employee sign-in sheets

Employee's Personnel Files(Inactive)

Energy conservation,
usage report

Entry Tickets, departmental
copies

Gas & electric accounting
summary

Interdepartmental work orders

Inventory control transfer
billing sheets

Invoices, paid, departmental
copies

Medical disposition report,
departmental copy

Motor vehicle accident report,
departmental copies

Overtime authorizations,
departmental copies

Payroll distribution, detail
listing of

Retention Period

Two (2) years and
current year
Five (5) years

Three (3) years and
current year

One (1) month after end of
current fiscal year

Three (3) years or until
audited, whichever is later

One (1) year after employee
is separated

Three (3) years or until
audited, whichever is later

Three (3) years or until
audited, whichever is later

One (1) year after employee
is separated

Five (5) years

Three (3) years or until
audited, whichever is later
One (1) year & current year

Two (2) years and
current year

Three (3) years and
current year

One (1) year after end of
current calendar year

Two (2) years and current vear

3 years

One (1) month after end of
current fiscal year

One (1) year after employee
is separated

One (1) month after end of
current fiscal year

Three (3) years or until
audited, whichever is later

One (1) month after end of
current fiscal year

Three (3) years or until
audited, whichever is later

One (1) year

Three (3) years

One (1) year & current year

Five (5) years

Schedule
849
619
596
618
612
647
568
568
647
617
568

1425
849
1424
644
1620
618
647
618
568
618
646
638
1436
1423

597



123
12l
1425
1426
1427
1432
1133
L3l
1L35
1L36
1437
1,38
1439

ALL DEPARTMENTS & BUREAUS ( CITY-WIDE SCHEDULES) (CON'T)

Overtime Authorizations (Departmental Copies)
Employees Daily Time Reports
Employee Action Request - E.A.R.
Personnel Action Request - P.A.R.
Petty Cash Voucher

Vehicle Monthly Rental Record
Vehicle Assignment Request
Vehicle Use Record

Vehicle Maintenance Record

Motor Vehicle Accident Report
Preventive Maintenance Schedule
Vehicle Damage Report

Vehicle Damage Ruling

1 yr. & Current year

3 years & current year
1 year and Current year
1 year & Current year

3 years or until audited
1 year & Current year

1 year & current year

1l year

1l year

3 years

3 years & current year
1 year & current year

1 year




568

596

597
612
617
618

619
638
6Lk

6L5

6L6
6L7

618
1380

v/,////;ECOHD DISPOSAL AUTHORIZATIONS

BY DEPARTMENT

ALL DEPARTMENTS (City-wide schedules)

Requisiticns, Purchase Orders, Direct Payments
Construction Work Orders, Transfer Vouchers(Journal
Entries), Copy Center Duplicating Requests,
Interdepartmental work orders

Weekly and Bi-weekly Attendance Report

Detail listing of Payroll Distribution
Cash Deposit Slips
Detail Account Register(Level 3)
Miscellaneous Computer Sheets:
Monthly listing of telephone usage
Usage Report for Evaluation of Energy Conservation
Inventory Control Transfer Billing Sheets
Gas and Electric Accounting Summary
Detail List of Budgeted Positions and Personnel
Appropriations -~Cumulative Statements (Level 2)

Medical Disposition Report

Employee 's Leave List

Employee Sign-in Sheets

Invoices - Paid

Entry, Change and Cut-off Tickets

Visitors Sign-in Sheets

Payroll-related Computer Print-out Sheets(Dept.copies)
A. Sick leave eligibility roster

3 years #*

3 years and
current year

S years
3 years #*
5 years

1 month after end
of current F/Y

S years
1l year

1 year after end
of current
calendar year

2 years & currert
year

3 years #*

1 year after
separation

6 months

1l yr. & Current yr.

B. Implementation of City of Baltimore Salary Increases
C. List of Employees Schedules for Incremental Salary Increases



Payroil related computer
print-out sheets

Personnel action request -
P.A.R., departmental copies

Petty cash voucher

Preventive Maintenance Schedule,
departmental copy
Purchase orders

Requisitions
Sign-in sheets, employees

Sign-in sheets, visitors

Telephone usage, monthly
listing of

Transfer vouchers
(journal entries)

Vehicle assignment request,
departmental copy

Vehicle damage report,
departmental copies

Vehicle damage ruling,
departmental copies

Vehicle maintenance record,
departmental copies

Vehicle monthly rental record,
departmental copies

Vehicle use record,
departmental copies

Visitors sign-in sheets

One (1) year and current
year
One (1) year and current
year
Three (3) years or until
audited, whichever is
later
Three (3) years and
current year
Three (3) years or until
audited, whichever is later
Three (3) years or until
audited, whichever is later
Two (2) years and current
year
Six (6) months
One (1) month after end of
current fiscal year
Three (3) years or until
audited, whichever is later
One (1) year and
current year
One (1) year and
current year
One (1) year

One (1) year
One (1) year and
current year

One (1) year

Six (6) months

1380
1426

1427




COMMISSION on'AGING

and RETIREMENT EDUCATION

EATING TOGETHER

1666 Adminstrative Files

EXECUTIVE DIRECTOR

1665 Administrative Files

FISCAL OFFICE

1676 Grant Files

GRANTS MANAGEMENT

1674 Administrative Files
1675 Grant Files

IN-HOME SERVICES

Gateway II Program

1659 Client Case Files
1660 Home Health Aide Time Sheets
1661 Service Provider Files

Ombudsman Progam
1662 Client Files

INSTITUTIONAL SERVICES UNIT

Life Enrichment

1668 Director's Files
1678 Volunteer Files

Ombudman Program

1670 Evaluation Files
1671 General Files

Public Guardianship

1664 Case Files
1673 Client Cards
1672 Referral Cards

PETS ON WHEELS

1667 Administrative Files

Permanent

Permanent

5 years

Permanent
5 years

see schedule
5 years
2 years

5 years*®

Permanent
10 years

Permanent
Permanet

see schedule
see schedule
see schedule

Permanent



COMMISSION on AGING and
RETIREMENT EDUCATION

WAXTER CENTER

1803 Membership Files 5 years



ASSESSMENTS

88 Assessor's Field Books Permanent
(records after 1975 are part of State System)

OPENING STREETS

327 Condemnation Proceedings see schedule
264 Final Plats & Preliminary Plats see schedule



NATIONAL | AQUARIUM IN BALTIMORE

(N.A.I.B)

1455 General History File for the Creation
of the Aquarium

ACCOUNTING

1467 Bank Reconciliation and Cancelled
Checks

1466 Box Office Deposit Summaries

1462 Daily Sales Analysis and Cash
Reconciliations, Gift Shop

1465 Daily Sales Reports, A'Dells Seal
Harbor Cafe

ADMINISTRATION

1463 General Files

COMMUNITY and VISITOR AFFAIRS

1456

Administrative Files
Client Files
Client Cancellation Files

DEPUTY EXECUTIVE DIRECTOR

Administrative Files

DEVELOPMENT

1559

Aquadopt Program Files

1554 Assistant Director's Administrative Files
1555 Corporate and Foundation Files
1552 Director's Administrative Files
1553 Director's Grant Files
1558 Exhibit Files
1556 Government Funding Files
1557 Individual Contributor Files
Membership
1460 Record of Aquadopt Donors and Parents
EDUCATION
Library

1604 Vertical Files

Permanent

6 years
5 years¥*

3 years¥*

3 years*

6 years

years
years
years

[, I L]

5 years

Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent

Permanent

Permanent



NATIONAL AQUARIUM IN BALTIMORE
(N.AOI.B)

EDUCATION

Public Programs

1550 Administrative Files
1551 General Files

Volunteer Office
1611 Administrative Files
1612 Exhibit Files
1613 Training Materials Files
1614 Volunteer Personnel Files
GIFT SHOP

Administrative Files
MARKETING
1574 Advertising and Promotion Files
1576 Admission Reports Files
1588 Annual Report Files
1578 Aquarium Article Files
1565 Director's Administrative Files
1566 Marketing Meeting Committee Minutes
Files

1575 Membership Files
1573 Outside Organization Files &
1577 Photograph Files , '
1569 Press Release Files 2
1568 Public Relations Files
1587 Publication Job Jacket Files
1572 Publications Files
1571 Slide Files
1567 Survey Files
1570 "Watermark" (Newsletter) Files

Communications
1584 Communication Coordinator's Files
1585 Scrap Books

1586

Video Cassettes

Permanent
4 years

Permanent
Permanent
4 years
5 years

5 years

3 years
3 years

5 years
Permanent
FPermanent

Permanent
2 years
3 years

Permanent

Permanent

Permanent
3 years
3 years

Permanent

Permanent

Permanent

3 years
Permanent
Permanent



NATIONAL AQUARIUM IN BALTIMORE

(N.A.I.B)
MARKETING
Group Sales
1580 Calendar Files
1583 Confirmation Files
1582 Confirmation Log Files
1579 General Correspondence Files
1464 Group Sales Agreements
1581 Group Sales Contract Files (division
copy)

OFFICE SERVICES

Administrative Files

. ¥
et

OPERATIONS HUSBANDRY

1454 Administrative Files

PERSONNEL

1459 Administrative Files

1457 Applications for Jobs, Solicited and
Unsolicited

1458 Authorization to Hire and Interview

Rating Forms

PIER 4 PROJECT

1453 Administrative Files

1 year
Permanent
Permanent

3 years

3 years*

6 months

see schedule

5 years

10 years*
3 years

Permanent

see schedule



AUDITS

602 Audit Folders Containing Contract

Information 14 years
128 Bureau of Collections Cashier's :

Audit Detail 1 year®
132 Cashier's Credit Stubs _ 5 years
571 Correspondence 10 years¥®
465 Overtime Authorizations 1 year
116 Work Papers (all divisions) " 10 years*

PAYROLL AUDITING SECTION

117 " Miscellaneous Payroll Records | - 2 years¥*
REVENUE _AUDITING SECTION | -
126 Cash Slip (No. 3) . 1 year¥
127 City Solicitor's Letters - :

Abatement Authority (copies) 5 years
133 Correction Advices (Pink Copy) 5 5 years*
103 Licenses (Traders and Misc.) B 1 year*

. ) ) "!? . T el

1895 Audit Reports . | . permanent






