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Item
No. Description Retention

ACADEMIC PROGRAM FILES
Records relating to programs either
proposed by System institutions or
adopted by the BOR.

ACCOUNTING RECORDS
This series includes all standard State
accounting forms as well as other
accounting media which provide
supporting data for the special and
general accounting records.

The following accounting records are
those maintained by the University of
Maryland System Administration.

A. Special Accounting Records
Books of Final Entry
General Ledgers

B. Budget and Fiscal Planning Records

Budget Estimates
Budget Schedule Amendment
Materials and Supplies Physical
Inventory and Building Inventory
Report of Fixed Assets
Report of Materials and Supplies
Request for Position Action

Office of Record
to retain
permanently on,
microfilm in *UMSA
Archives.

*If UMSA archives
are not availabe,
material will be
transferred to
State archives for
storage.

Office of Record
to retain
permanently on
microfilm in UMSA %r
archives.

Retain for three
(3) years and
*until all audit
requirement have
been fulfilled,
then destroy.

*UNTrT. AT.T, ATTD]
STAT? qETATITO nOPTMENTS. THREE YEARS FOR NON-MONETAlRY FEDERAL RELATED
DOCUIENTS. THREE YEARS FOR MONETARY FEDFWAT. PRTATTgr
$25.

DOCUMENTS UNDER
)00. AND 6 YEARS 3 MONTHS FOR MONETARY FEDERAL DELATED DOCUMENTS OVER

S25. )00.

Vice
Chancellor
for General
^Eninistratibn

Scha*U Au*»«*t««W

JUL 3 0
St— Antil*«»

L . MYERS, VICE CHANCELLOR, FOR GENERAL ADMINISTRATION



> UHM KM ' A

REV. a 11

9
\ Item
No.
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D.

E.

RECORDS RETENTION ANO DISPOSAL SCHEDULE
(CONTINUATION IMBKT)

Description

Payroll Accountina Records
Employee Roster Card File
Payroll and Check Register
Payroll Exceptions Time Report
Payroll Transmittals
Payroll Warrants

Payroll Records
Journals
One Pay Certification cards

Master Exceptions
Check Register
W2
Labor
Savings Bond Material
Journal Vouchers, Payroll Transfers,
and Other Forms of Internal
Adjustment

Miscellaneous Accountina Records
Bank Books, Statements, and Deposit
Receipts
Budget Papers and Work Sheets
Canceled Checks, Check Copies and
Check Stubs
Delivery Orders and Receipts
Gas Withdrawal Tickets and Mileage
Reports
Insurance Correspondence
Memorandum Receipt and Property
Condemnation Reports
Paid Bills and Invoices
Paid Bonds and Coupons
Periodic Financial Reports to
Local/State Agencies
Receipt Copies and Stubs
Receiving Reports

HO. 1440

'*« 2 of 14
NO.

|
Retention j

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

Retain for three
(3) years and
until all audit
requirements have
been fulfilled,
then Office of
Record to destroy.

Retain for three
(3) years and
until all audit
requirements have
been fulfilled,
then Office of
Record to
destroy(Annapolis
Payroll has
permanent
retention.

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

i

i
i
i

1

OS • l*J
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Description Retention

H.

Reconciliation and Trial Balance
sheets

Renewable Licenses
Requisitions and Purchase Orders
Stock Record Cards
Withholding Tax Forms and Statements
(Local, State and Federal)

Purchasing Records
Actual Emergency and Repairs Report
Copy of Contract Awarded
Credit Memorandum
Notice of Award of Contract
Out-of-Schedule Requisition for
Supplies

Purchase Order
Report of Partial Delivery
Requisition for Supplies (also
Agency Interoffice Requisitions)

Special Payments File
Consists of documents which show the
honorarium payments to non-
employees. The file also includes
the request form, documentation
supporting the payment/contract to
pay.

Revolving Fund Records
Computer produced reports which show
a listing of funds deposited and
withdrawn from the revolving fund.

Checkbook/Stubs
Maintained to verify the payment of
certain bills and accounts.

UMS Bond Documents
Bond issues, agreements, indentures,
certificates, requisitions,bank
statements connected with issue of
UMS bonds.

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

Retain for three
(3) years and
until audit, then
destroy.

Retain for three
(3) years and
until audit
requirements have
been fulfilled,
then Office of
Record to destroy.

Office of Record
to microfilm for
25-year retention,

Office of Record
to maintain
permanently on
microfilm. >n O/ASA



HEV. I. 75

•

j item
| No.

3.

4.

5.

6.

4

RECORDS RETENTION ANO DISPOSAL SCHEDULE
(CONTINUATION S M K T )

Description

ADVISORY COUNCIL FILES
Councils and other bodies which serve an
advisory capacity to the UMSA such as
Chancellor's Council and Academic Affairs
Advisory Council. These files consist of
original of minutes and related records
of the proceedings, and reports.

FACULTY APPOINTMENTS. PROMOTION AND
TENURE FILES
Records which document the appointment
and promotion of UM faculty prior to
April 5, 1989.

AUDIT FILES
A. Reports of audits conducted by the

Legislative Auditors.

B. Reports of audits conducted by
persons or agencies other than the
Legislative Auditors.

BOARD OF REGENTS/BOARD OF TRUSTEES FILES
These files include the original as well
as copies of meeting minutes, committee
reports, correspondence, memoranda,
notes, agendas and general background
material as a result of meetings and
related activities of former University
of Maryland Board of Regents, former
Board of Trustees, and present University
of Maryland System Board of Regents.

JCHlRtJll

NO. 1440

:r 4 of 14

Retention

Office of Record
will periodically
microfilm minutes,
policy items and
other historical
material for
permanent
retention in UMSA %•
archives.

Office of Record
to microfilm
records prior to
April 5, 1989 for
permanent
retention in UMSA -&
archives. The UMS
institutions
became the Office
of Record for
these files at
that time.

Retain for ten
(10) years, then
destroy.

Office of Record
to microfilm for
permanent
retention in UMSA ^
archives.

Office of Record
will deposit BOR
and BOT minutes
and other official
Board records
prior to July 1,
1988 in UMCP
archives in hard
copy form.
Material after
July 1, 1988 will
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7 .

8 .

9 .

1 0 .

DATA PROCESSING-PROGRAM LIBRARY
This series includes documentation for
computer programs used in System
Information Management Examples include
flow charts, narratives, machine
requirements, reports, descriptions,
distribution lists, operating
instructions, contracts and supporting
correspondence.

DONOR fGIFTl FILES
These are records which show name, date,
amount, receipt and account number, and
related data (including gift envelope and
receipt), on all gifts donated to the
System by friends, alumni, corporations,
associations, or foundations.

ENDOWMENT FUND RECORDS
Ledgers, journals, vouchers, bank
statements, reports to the Regents and
dividend reports which document endowment
fund transactions.

GENERAL FILES
A. (Alpha, Subjectr Administrative and

Chronological Correspondence)
Maintained by all departments of
System Administration, these files
contain internal and external,
original incoming and copies of
outgoing correspondence, reports,
memoranda, statistics, proposed
programs, minutes, policy and
procedure statements and substantive
data concerning the operation of the

be kept in the UMSA 2t
archives in hard copy
form. BOR/BOT files in
offices other than the
Office of Record may be
destroyed when no longer
needed.

Retain for that
period of time for
which the computer
program remains in
use, then destroy.

Retain gift
envelope until
audit is complete,
then destroy.
Remaining material
having historical
value to be
microfilmed by
Office of Record
for permanent
retention in UMSA )tr
archives

Retain permanently
on microfilm,
deposit in UMSA }£-
archives.

Office of Record
for permanent
retention in UMSA ^
archives. Screen
annually and
destroy that
material for
which no further
reference is
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B. Special Project Files
Consists of records related to major
projects undertaken by the System.
A few examples are Construction
Management Autonomy, Divestment
(South Africa), Affirmative Action,
CPS and Capital Budgets,
Desegregation, Enhancement, Peer
Institutions, Policies, Transition,
Commission on Excellence, Budget and
Planning Committee, Management
Philosophy, Drug Awareness, Forms
Management, Records Retention,
Mission Statements, Master Plans,
Long Range Plans, Vendor Payments,
Telecommunications, Salary
Guidelines, Building Services,
Newsclips, Press Releases, etc.

GRANTS/CONTRACTS
Consists of records which document
grants/contracts received by the System
from any source, including applications,
proposals, agreements, research reports,
publicity notices, acknowledgements and
transfer of funds records, controlling
rules and regulations, copies of periodic
reports, correspondence and memoranda.

required.
Remaining material
having continuing
administrative,
legal, fiscal or
historical value
to be microfilmed
by Office of
Record for
permanent
retention in UMSA •
archives.

Screen annually
and destroy that
material for which
no further
reference is
required.
Remaining material
having
administrative,
legal, fiscal or
historical value
to be microfilmed
by Office of
Record for
permanent
retention in UMSA %-
archives.

Retain State
contracts/grants
for three years
after the close of
the contract, and
Federal contracts/
grants under
$25,000 for three
years and over
$25,000 for 6
years 3 months
after close of
contract then
Office of Record
to detroy.
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1 2 . HUMAN RESOURCES RECORDS

A.

B.

Human Resources and Employment
Records: Official personnel folders
for each UMSA employee, including
employee appointment, promotion,
evaluation, reclassification, leave
and travel.

Grievance Material: All materials
associated with official grievances.

D.

U.S. Savings Bond Campaign:
Consists of records which document
the payroll savings bond campaign
conducted by Human Resources.

Time Sheets: Individual sheets
approved by the supervisor which
show leave taken and hours worked.

Equal Employment Opportunity:
Reports, records and other materials
concerning equal employment
standards and status.

Search Committee Files: Records
which document the
recruitment/selection of Presidents
of each UMS institution, and the
Chancellor and other senior officers
of UMSA.

Retain for five
(5) years after
termination of
employment, then
Office of Record
to microfilm for
25-year
retention in UMSA^"
archives.

Retain until
grievance has been
completely
adjudicated and
then Office of
Record to
microfilm for
permanent
retention in UMSA#-
archives.

Retain for three
(3) years and then
destroy.

Retain for three
(3) years and
until all audit
requirements have
been met, then
destroy.

Office of Record
to microfilm
records for 15-
year retention in
UMSA archives. )%•

Office of Record
to retain material
legally required
(for example,
advertisements,
committee
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13. MIDDLE STATES ASSOCIATION/SOUTHERN
REGIONAL EDUCATION BOARD, OTHER
ACCREDITING AGENCIES
Official reports and related materials of
accrediting agencies concerning UMSA
institutions and programs.

PLANT RECORDS/BUILDING/PROPERTY PROJECT
FILES

A. Plant Records
This series of records document the
financial and historical information
on the purchase, construction,
additions and destruction of
buildings, the improvement of
roadways, utilities, and related
activities at all System
institutions, generally involving a
capital budget expenditure.

B. Building Project Files
Contain planning information
relating to the utilization of newly
constructed or leased buildings at
all System institutions. Files may
include space classifications,
facilities utilization, leases, prog
ress reports, revised programs and
projections, and correspondence with
various departments of State
Government and the institution
involved.

recommendations
and voting and top
candidate resumes)
on microfilm for
permanent
retention in UMSA-#
archives.

Office of Record
to microfilm all
reports or
correspondence of
historical value
for permanent
retention in UMSA %•
archives.

Retain for (2)
years after
completion of
project, then
Office of Record
to microfilm for
permanent
retention in UMSA -$r
archives.

Retain until
project is
completed; screen
to remove that
material for which
no further
reference is
required.
Remaining material
having continued
reference value to
be microfilmed by
Office of Record
for permanent
retention in UMSA *%-
archives.
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RECOROS RETENTIOII ANO OISPOSAL SCHEDULE
(CONTINUATION SMBKT)

Description

C. Property and Building Records
Consist of material relating to the
purchase of selective property, and
the construction, renovation and
improvement of buildings on all
campuses. Files may include
correspondence, reports, memoranda,
cost estimates, accounts, appraisals
and negotiation agreements.

FORMER UM PRESIDENT/UMS CHANCELLOR FILES
(HISTORICAL AND CURRENTS
These files are subject oriented to the
programs and projects of former UM
Presidents/UMS Chancellors from 1917 to
present.

scHznwu

NO. 1440
PAGE
NO. 9 of 14

Retention

Retain until
project is
completed; screen
to remove that
material for which
no further
reference is
reguired.
Remaining material
having continued
reference value to
be microfilmed by
Office of Record
for permanent
retention in UMSA^-
Archives.

Office of Record
to screen and
destroy routine
correspondence,
duplicate and
information
copies, and
related papers not
needed to document
an action.
Historical files
dated 1917 to June
30, 1988 to be
microfilmed and
deposited in UMCP
archives.
Material after
June 30, 1988 to
be microfilmed and
placed in U M S A ^
archives for
permanent
retention.
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1 6 . STATE BOARD FOR HIGHER EDUCATION AND MHEC
Board and committee meeting minutes and
related material which establishes
policies affecting the System.

Screen annually
and destroy
material no longer
affecting the
System. Office of
Record for the
Boards and for
each committee
will retain
historical
material until
policies are
changed or
discontinued, then
destroy.
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UMSA Office of Record List
March 27, 1992

Academic Programs-Undergraduate and Graduate (Academic Affairs)
Accounting Records-General and Special (Financial Affairs)
Accounts Payable Records (Financial Affairs)
Administrative Council-now Chancellor' Council (Chancellor)
Advisory Council (Academic Affairs)
Affirmative Action/Equal Opportunity Employment (Human Resources)
Appointments, Promotions and Tenure Files for Faculty Through

1989. (Academic Affairs)
Audits-Internal (Internal Audit)
Audits-Legislative (Financial Affairs)

BB4 (Data Processing)
Board of Public Works (Vice Chancellor for General

Administration)
Board of Regents (Chancellor)
Board of Trustees (Chancellor)
Bond Material (Financial Affairs)
Budget and Planning Committee (Vice Chancellor for General

Administration)
Budget Action Group (Vice Chancellor for General Administration)
Building Project Files-Plant Records (Capital Planning)
Building Services Records (Building Manager)

Building and Ground Maintenance
Floor Plans, Mechanical Equipment Plans
Mail Services
Motor Vehicle Correspondence and Operator's Report
Parking Regulations and Permit Control
Building Site Security, Security Reports
Personnel Safety
Postal Meter Funds
Locks and Key Control
Dining Room Correspondence/Atrium Reservation
Card Key Control
Building Environmental Studies/Reports
Building Telephone Directory

Capital Budget (Capital Planning)
CPS Budget (Budget Office)
CPS-Related Budget Amendments (Budget Office)
Pre-CPS Budget (Budget Office)
Commission on Excellence(Chancellor)
Comparable Worth Study, Booz, Allen, Hamilton, Inc. (Human

Resources)
Compensation Study-Mercer Meidinger Hansen) (Human Resources)
Construction Management Autonomy (Vice Chancellor for General

Administration)
Chancellor's Council (Chancellor)
Central Council (Chancellor)
Contracts (individual offices depending on subject matter)
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Data Processing Plans (Data Processing)
Desegregation (Academic Affairs)

Campus Desegregation Reports
Desegregation Committee Correspondence
Office of Civil Rights Desegregation Material
State Desegregation Plan (Postsecondary Plan to Assure....)
Annual Desegregation Reports
SBEH Statewide Plan

Debarment (Vice Chancellor for General Administration)
Del 4's (Data Processing)
Donor Files (Financial Affairs)
Drug Awareness-includes AIDS (Human Resources)

Endowment Fund Records (Vice Chancellor for Advancement and
Financial Affairs depending on type)
Emergency Weather Conditions (Human Resources)
Energy Conservation (Vice Chancellor for General Administration)
Enhancement Planning Documents (Academic Affairs)
Egual Employment Opportunity (Human Resources)

Financial Disclosure (Vice Chancellor for General Administration)
Financial Report (Financial Affairs)
Forms Management (Vice Chancellor for General Administration)
Foundation Correspondence (Vice Chancellor for Advancement)- As

per new policy, the institutions will be responsible for
providing data to auditors on foundations affiliated with a
particular institution.

Grants (Advancement, Federal Relations, Any Other Office
Receiving and Monitoring a Grant)
Grievance Files (Human Resources)

Hazardous Material-PCB, etc. (General Administration)
Human Resources Management Committee (Human Resources)
Human Resource System (Human Resources)

Personnel and Employment Records
Classification and Compensation (non-faculty)
Employee Relations
Benefits
Employee Development (Tuition Remission Forms)
Retirement Programs
Employee Handbooks
Service Awards

Insurance (Financial Affairs)
Investment Manager (Financial Affairs)
Inventory-UMSA Building (General Administration)

Lease (Capital Planning)
Legislation, State-includes bills, general correspondence and
Joint Chairmen Reports and Responses- (Advancement)

NOTE: Budget Office will be Office of Record for JCR
responses related to budget issues.
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Master Plans-Facilities (Capital Planning)
Middle States-includes UMCA self-study report(Academic Affairs)

Minority Business Reports (Vice Chancellor for General
Administration

MHEC
General Correspondence (Vice Chancellor Academic Affairs or
General Administration depending on topic)
Finance & Facilities Policy Committee (Vice Chancellor for
General Administration)
Educational Policy (Academic Affairs)

Mission Statements (Academic Affairs)

Newsclips (Vice Chancellor for Advancement)

OSHA (Occupational Health & Safety Administration) Reporting
(Human Resources)

PAAR Reports-BPW requirement (Vice Chancellor for General
Administration)

Peer Institutions Planning Documents (Academic Affairs)
Perkins Loan (Vice Chancellor for General Administration)
Personal Records Report, State of Maryland (Human Resources)
Personnel and Employment Records (Human Resources)
Press Releases (Vice Chancellor for Advancement)
Procurement Policy Issues-relating to all institutions (Vice

Chancellor for General Administration)
Procurement of DP Equipment & Associated Material (Data

Processing)
Property Files (Capital Planning)
Policy Material (Chancellor)
President's File (Chancellor)

Revolving Fund Accounts (Financial Affairs)
Risk Management-Workers Compensation (Human Relations)
Salary Guidelines (Chancellor)
Savings Bonds (Human Relations)
SBHE (Vice Chancellor Academic Affairs)

SBHE Funding Guidelines (Vice Chancellor for Gen.
Administration)

Search Committee (Office Initiating Search is Office of Record)
Small Business Reports (Vice Chancellor for General

Administration)
Sondheim Commission-Comparable Worth (Human Resources)
South Africa (Chancellor)
SREB (Chancellor)
State Correspondence (Individual offices depending on subject

matter from Governor, DGS, DBFP, Fiscal Services, Governor,
Attorney General, State Planning, DOP, Treasury, etc.)

Transition Material
BOR Review of UMS Functions (Chancellor)
Olson Study + other Reports (Chancellor)
Administrative Management Project/Mgmt. Philosophy (Vice
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Chancellor General Administration)
Transition Personnel/Human Resources Issues (Human
Resources)
Task Force on Admin. Computing Transition Plan (Vice
Chancellor for General Administration)

Telecommunications (Data Processing)
Tax Files (Financial Affairs)
Tuition Guidelines (Academic Affairs)

United Charity Campaigns (Human Resources)
University Funded Construction (Capital Planning)
University of Maryland Foundation, Inc. Prospect Donor Files

(Vice Chancellor for Advancement)
UMSA Correspondence (Individual offices depending on subject

matter; also includes internal UMSA correspondence).

Vendor Payments Monthly Report to Governor (Vice Chancellor for
General Administration)

Vice Presidents Meetings (Vice Chancellor for General
Administration)

Virginia/Maryland College of Veterinary Medicine (Vice Chancellor
for General Administration)

Wellness Program (Human Resources)



1NSTRUCT1QMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WMTH RECORDS RETENTION SCHEDULE
A s 580-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

I. DEPARTMENT/AGENCY
Office of the Chancellor

2. DIVISION 3. UNIT

DEFINITION-RECORD SERIES-A OIIOUP o r "LATED WCORDf NORMALLY FILED AMD U » D AS A OMIT FOR
REFERENCE AS 1IU. AS RETENTION AND OIBPOSITIOW PU«M«gl •

4. RECORD SERIES TITLE
Chancellor's Council

8. EARLIEST YEAR/LATEST YEAR

1939 TO current

». RECORD SERIES DESCRIPTION IBIIIKFUT DESCRIBE THE TYF-ES OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. 1NCLUDI THE FURFOSE OR FUNCTION OF THE SERIES)

These files consist of original of minutes and related
records of the proceedings, and reports.

1 7. RECORD SERIES FORMAT(S)

& LETTER SIZE O MICROFILM

H LEGAL SIZE D COMPUTER TAPE

O BOUND BOOK a FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

Q NUMERICAL

H CHRONOLOGICAL

0 GEOGRAPHICAL

Q OTHER(SPECIFY)

1 '!* F1LE IS USED

a DAILY O WEEKLY & MONTHLY

13. CURRENT LOCATION(S) (BLDG..FLOOR.ROOMJ

Chancellor's Office

IS. ACCESS RESTRICTIONS & YES O NO
(IF YZB, CITK U I | I | * REGULATION!*)

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HAROIARC/ SOFTWARE )

a YES & NO

18. NAME AND TITLE OF PREPARER

Betty A. Bowen
Exec. Admin. Aide

9. VOLUME
B FILE DRAWER(S)
• MICROFILM REEL(S)

1 n COMPUTER TAPE!Si
NUMBER o O T H E R ( Sp E C, F Y,

10. ANNUAL ACCUMULATION
Q FILE DRAWER(S)
a MICROFILM REEL(S)

RT3Bier ° COMPUTER TAPE(SJ
Q aruFTti «;ia^nfnr \

>2. F1IJE BECOMES INACTIVE AFTER

_____ a MONTH(S) H YEAR(S) 3NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF VM, SPECIFY AOEKCT OR OFFICE)

a YES H NO

16. AUDIT REQUIREMENTS

H NONE • STATE O FEDERAL D INDEPENDENT

18. RECOMMENDED RETENTION

Three years

20. TELEPHONE NUMBER

853-3601
21. DATE

12/18/91

DCS 330-4 (REVISED 2/87)



1NSTRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
J ^ H RECORDS RETENTION SCHEDULE
^tts 580-1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

i DEPARTMENT/AGENCY

UMSA
2 . DIVISION

Chancellor's Office
S. UNIT

DEFINITION-RECORD SERIES-* °"oulp o r ««-ATBD RCCORDI NORMALLY PILED AND USED AS A UNIT FOR
WireRBWCK AS WELL AS RETENTION AND DISPOSITION PUWOggi •

4. RECORD SERIES TITLE

Board of Regents
5. EARLIEST YEAR/LATEST YEAR

1916 ro current

8. RECORD SERIES DESCRIPTION (BRIEFLY DKSCRIBK
IN THE SERIES.

THE TYPES Of INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THI FURFO8E OR FUNCTION OF THI SBK1I

These files include the original as well as copies of meeting
minutes, committee reports, correspondence, memoranda, notes,
agendas and general background material which accumulate as a
result of meetings and related activities of the Board of Regents

7 . RECORD SERIES FORMAT(S)

& LETTER SIZE • MICROriLM

M | LEGAL SIZE O COMPUTER TAPE

1 O BOUND BOOK • FLOPPY DISK

H AUDIO TAPE D VIDEO TAPE
1 year

O OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

& ALPHABETICAL

• NUMERICAL

& CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

! ! ' * F1 LE IS USED

® ̂ i t f r r en t ° TCEia-Y * "2™:?
; 1 3 . CURRENT LOCATION(S) (BLDC.,FLOOR,ROOM)

Elkins 3ldg., Chancellor's Office
Elkins Bldg., Storage Area

1 3 . ACCESS RESTRICTIONS • YES Ct NO
( I P YKB, CITS l_A«(s) ft RUUUKT1 ON ( 8 )

1 7 . IS AN INDEX SYSTEM USED* ( I F VIB.KXPLAIN
BRIEFLY AND O I I C R I H AMY HAROIARc/SOPTVARK)

o YES a NO

1
1 » . NAME AND TITLE OF PREPARER

Bet ty A. Bowen
Exec. Admin. Aide

9 . VOLUME

1 0 3 H FILE DRAWER(S)
n MICROFILM REEL(S)
O COMPUTER TAPE(S)

H™*K* • OfTHER( SPECIFY)

' • File Boxes
1 0 . ANNUAL ACCUMULATION

H FILE DRAWER(S)
Q MICROFILM REEL(S)

RTJBBKtT0 COMPUTER TAPE(S)
• o n v r B m p r r i P V t

I 2 > FILE BECOMES INACTIVE AFTER

mmrnr D MON™«S) ° VEAR ( S,

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t l P YE1, SPECIFY /.OENCY Oil OFFICE)
• YES H NO

1 6 . AUDIT REQUIREMENTS

a NONE a STATE O FEDERAL ° INDEPENDENT

1 8 . RECOMMENDED RETENTION

Official record copies for
permanent retention

2 0 . TELEPHONE NUMBER

853-36Q1
2 1 . DATE

12/18/9.1

DCS 950-4 (REVISED 2/87)



I f4STRVCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
W ^ H RECORDS RETENTION SCHEDULE
^fts 980-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEPARTMENT/AGENCY

UMSA
2. DIVISION

Chancellor's Office
3. UNIT

DEFINITION-RECORD SERIES-* °" O U F Or W"-ATKD « « R O i NORMALLY PILED AMD U » O AS A UNIT FOR
M y t W W C I AS WELL AS KKTINTIOW AND PI gl»ea IT t ON j»UMQ«Bl •__

4. RECORD SERIES TITLE
Board of Trustees

9 . EARLIEST YEAR/LATEST YEAR

1964 TO 1988

S. RECORD SERIES DESCRIPTION . BRIEFLY DESCRIBE TMK TYPK8 OF INFORMATION/DOCUMENTS/FORMS FOUND

IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

These files include the original as well as copies of meeting minutes,
committee reports, correspondence, memoranda, notes, agendas and
general background material as a result of meetings and related
activities of the former Board of Trustees of the State Universities
and Colleges.

7 . RECORD SERIES FORMAT(S)

CX LETTER SIZE • MICROFILM

^ f c LEGAL SIZE • COMPUTER TAPE

1 O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

Q ALPHABETICAL

O NUMERICAL

K CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(SPECIFY)

1 " • FILE is USED occasionally
Q DAILY a WEEKLY • MONTHLY

: 1 3 . CURRENT LOCATION(S) {BLDG..FLOOR.ROOM)

Elkins Bldg,, 2C

1 9 . ACCESS RESTRICTIONS • YES B NO
( I F YES, CITE L A B ( S ) A RtaULATION(s)

1 7 . IS AN INDEX SYSTEM USEDT ( I F Y E S . E X P L A I N
BRIEFLY AND DESCRIBE ANY HARDBAREVSOFTWARE)

a YES & NO

» 1 9 . NAME AND TITLE OF PREPARER

Betty A. Bowen
Exec. Admin. Aide

9 . VOLUME
& FILE DRAWER(S)
• MICROFILM REEL(S)

^ D COMPUTER TAPE(S1
NUMBER Q O T K E R ( s p E c i r f )

1 0 . ANNUAL ACCUMULATION
O FILE DRAWER(S)

Q 0 MICROFILM REEL(S)
RGBEBIT ° COMPUTER TAPE(S )

Q m v p p m p r r i r Y l
l 2 * FILE BECOMES INACTIVE AFTER

_ _ _ _ _ a MONTH(S) a YEAR(S)

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t l F YES SPECIFY AdENCY OR OFFICE)
• YES &NO

1 6 . AUDIT REQUIREMENTS

& NONE Q STATE ° FEDERAL n INDEPENDENT

1 8 . RECOMMENDED RETENTION

Should be kept in UMSA Archives.

2 0 . TELEPHONE NUMBER

853-3601
2 1 . DATE

12/18/91

DCS 390-4 (REVISED 2/87)



1 NSTRUCT 1 QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WjTH RECORDS RETENTION SCHEDULE
^fcs 990-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

I. DEPARTMENT/AGENCY

UMSA
2 . DIVISION

Chancellor's Office
3 . UNIT

DEFINITION-RECORD SERIES-A a R O U P Or «*«-ATKD RECORDS NORMALLY PILED AMD UtID AS A UNIT FOR
IWmidWCI AS (BU. A* RETENTION AND DIBPOglTICN W»WI«g« •

4. RECORD SERIES TITLE
Commission on Excellence

8. EARLIEST YEAR/LATEST YEAR

1987 TO

«. RECORD SERIES DESCRIPTION f M I K P L T DMCRIK TKK TYPES Of INFORMATION/DOCUMENTS/FORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THI SERIES)

Consists of records related to major projects undertaken
by the former University of Maryland.

7. RECORD SERIES FORMAT(S)

I * LETTER SIZE • MICROFILM

M | LEGAL SIZE CJ COMPUTER TAPE

1 O BOUND BOOK • FLOPPY DISK

a AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

H ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

1 1 • FILE is USED Occasionally
° DAILY O WEEKLY D MONTHLY

9. VOLUME

2
NUMBER

O FILE DRAWER(S)
D MICROFILM REEL(S)
• COMPUTER TAPE(S)
H OTHER)SPECIFY)

File Boxes
10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
0 0 MICROFILM REEL(S)

Ktarezr Q
 COMPUTER TAPEJS J

n OTHTPIseeriPV \
1 2 • FILE BECOMES INACTIVE AFTER

<=> MONTH(S) ° YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM)

Elkins Bldg. Archievs

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YCI, SPECIFY S.aENCT OR OFFICE)

• YES OCNO

IS. ACCESS RESTRICTIONS • YES M NO
(IF YES, CITE LAB(B) a RCOULATIONIS)

16. AUDIT REQUIREMENTS

H NONE O STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARC/ SOFTWARE )

a YES H NO

18. RECOMMENDED RETENTION

Material having administrative,
legal or historical value should
be microfilmed for permanent
retention in UMSA archives.

19. NAME AND TITLE OF PREPARER

Betty A. Bowen
Exec. Admin. Aide

2 0 . TELEPHONE NUMBER
853-3601

2 1 . DATE

12/18/91

DCS 330-4 (REVISED 2/87)



I NSTRDCT 1 QMS - - TYPE OR PRIKT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

980-1)

I . DEPARTMENT/AGENCY

UMSA

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP. MARYLAND 20794

2. DIVISION

Chancellor's Office

AGENCY RECORDS INVENTORY

PAGE OF

3. UNIT

DEFINITION-RECORD SERIES- A O I I O U P O r WtLATBD RECORDS NORMALLY PILED AND UfID AS A UNIT FOR

MreWWCT ASWBLL AS RETENTION AND DISPOSITION PURfOBga •

iCORD SERIES TITLE

Chancellor's Executive Staff
8. EARLIEST YEAR/LATEST YEAR

1990 TO current

ECORD SERIES DESCRIPTION f a R I B P L T DESCRIBE THE TYPES Of INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE TME PURPOSE OR FUNCTION OF TMI IKnCI

These files consist of agendas, minutes, reports
and related records of the proceedings.

7. RECORD SERIES FORMAT(S)

& LETTER SIZE D MICROFILM

^ k LEGAL SIZE O COMPUTER TAPE

! ^ ^ BOUND BOOK D FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

O NUMERICAL

H CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

NUMBER

& FILE DRAWER(S)
C MICROFILM REEL(S)
Q COMPUTER TAPE(S)
° OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

a FILE DRAWER(S)

Q MICROFILM REEL(S)

RTJBKEir ° COMPUTER TAPE( S )
D W K F B I RPtrr I FV \

II . FILE IS USED

° DAILY * WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

O MONTH(S) & YEAR(S) 3

13. CURRENT LOCATION(S) (BLDC..FLOOR,ROOM)

Chancellor's Office
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YTS, SPECIFY /.OfKCT OR OFFICE)
O YES & NO

IS. ACCESS RESTRICTIONS • YES 8 NO

(IP YES, CITE LAB(S) & REOULATION(S)
16. AUDIT REQUIREMENTS

& NONE O STATE Q FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (ir Yll.ixruiN

BRIEFLY AND DESCRIBE ANY HARDBARE/ SOFTWARE)

D YES IX NO

18. RECOMMENDED RETENTION

Three years

19. NAME AND TITLE OF PREPARER

Betty A. Bowen
Exec. Admin. Aide

20. TELEPHONE NUMBER

853-36Q1
2 I . DATE

12/18/9.1

DCS 330-4 (REVISED 2/87)



I MSTRUCT1QMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDUUE

SSO-I )

1. DEPARTMENT/AGENCY

UMSA

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION

Chancellor's Office

AGENCY RECORDS INVENTORY I

S. UNIT

DEFINITION-RECORD SERIES-* a " O U P O r »W«-ATKD RECORDS NORMALLY FILED AMD USIO AS A UNIT FOR
MFtHPICt AS MEU. AB RETENTION AND DISPOSITION PU»PO«E1 •

4. RECORD SERIES TITLE

Policies and Procedures
5. EARLIEST YEAR/LATEST YEAR

Iff 8 8 TO current

0. RECORD SERIES DESCRIPTION . BRI EPLY DESCRI RE
IN THE SERIES.

THE TYPEB Or INFORMATI ON/DOCUMENTS/FORMB

INCLUOI TMK PURPOSE OR FUNCTION OF THE SERIES)

Policies and procedures approved by the Board of Regents
for the University of Maryland System.and background material
and correspondence leading to approval.

7 . RECORD SERIES FORMAT!S)

& LETTER SIZE • MICROFILM

JmO LEGAL SIZE • COMFUTER TAPE

^ ^ > BOUND BOOK • FLOPPY DISK

Q AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

X> ALPHABETICAL

Q NUMERICAL

O CHRONOLOGICAL

0 GEOGRAPHICAL

B OTHER(SPECIFY)

1 ' * ' F 1 LE IS USED

° DAILY & WEEKLY • MONTHLY

1 3 . CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM)

Chancellor's Office

I S . ACCESS RESTRICTIONS • YES M NO

( I F V I S , C I T E U A B ( S ) & R E O U L A T I O N ( S )

1 7 . IS AN INDEX SYSTEM USED? ( I F YES.EXPLAIN
BRIEFLY AND DESCRIBE- ANY HARDIARC/ SOFTWARE)

• YES & NO

»

I S . NAME AND TITLE OF PREPARER
Bet ty A. Bowen
Exec. Admin. Aide

9. VOLUME

13 FILE DRAWER(S)
0 MICROFILM REEL(S)

3 Q COMPUTER TAPEISl
NUMBER n o-HERJSpEC-y)

10 . ANNUAL ACCUMULATION
° FILE DRAWER(S)
E MICROFILM REEL(S)

NUMBER ° COMPUTER TAPE(S)
• a r u r D i c c r r i P v l

1 2 ' FILE BECOMES INACTIVE AFTER
_ _ _ _ _ _ O MONTH(S) • YEAR(S)
NUMBER:

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
t l F YES, SF-rCIFY /.OEKCY OR OFFICE)
Q YES a NO

1 6 . AUDIT REQUIREMENTS

R NONE Q STATE O FEDERAL ° INDEPENDENT

1 8 . RECOMMENDED RETENTION

Screen annually and destroy that
material .for which no further referenc
is required. Remaining material havir
administrative, legal or historical
value to be microfilmed for permanent
retention in UMSA archives.

2 0 . TELEPHONE NUMBER
853-3601

2 1 . DATE

12/18/91

DCS 330-4 (REVISED 2/87)




