DEPARTMENT OF GENERAL SERVICES SCHEDULE
‘ DGS-550-1 Records Management Division NO.1406 - 10
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| RECORDS RETENTION AND DISPOSAL SCHEDULE NO. 1 of 5§

Department of Public Safety
and Correctional Services

Division of Correction

Agency Division
Item
No. Description Retention
FINANCE AREA:
1. | GENERAL ACCOUNTING RECORDS:
A. Certificate of Deposit and Bank Retain for three
Deposit Slips (3) years and
B. Memorandum of Adjustments until all audit
C. STARS Reports requirements have
been fulfilled,
The reports in this series include, but| then, destroy.
are not limited to, some or all of the
following:
(1) A30401 Detail of Transactions
Posted
. (2) A30402 Trial Balance of General
Ledger Accounts
(3) A30406 Monthly Statement of Agency
Revenue
(4) A30451 Statement of Budget,
Expenditures, and
Encumbrance by Sub-object
2.| SPECIAL ACCOUNTING RECORDS: Retain item ZA in office
for five (5) yvears and
A. Reports of audits conducted by the until all audit require-
Legislative Auditors. ments are met, then destroy.
B. Reports of audits conducted by persons Tiems 2B and 2C permanent.
or agencies other than Legislative Retain in office for five
Auditors. (5) years then transfer to
C. Internal Audit Reports the Maryland State Archives.

Schedule Approved by Department,

Agency, or Divisiop~Representative
Wkt 40, G ) Goren, %/?%
Date Title ‘Da¥e ’

Signaturé?’

Schedule Authorized by

State Arciigist; <£2//
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RECORDS RETENTION AND DISPOSAL SCHEDULE

Coy.e

(CONTINUATION SHEET) SCHEDULE
NO. 1406 - 10
PAGE
NO. 2 of 5
Item :
No. Description Retention
3.| BUDGET AND FISCAL PLANNING RECORDS:
A. Budget Estimates Retain for three
B. Budget Schedule Amendment (3) years and
C. Request for Position Action until all audit
D. Food Reports requirements have
E. Laundry Reports been fulfilled,
F. Motor Vehicle Mileage Reports (MFOM) then destroy.
G. Personal Mileage Reports
H. Overtime Reports
I. Projections of Expenditures Retain for one
(1) year, then
destroy.
4.| PAYROLL ACCOUNTING RECORDS:
A. Employee Roster Card File Retain for three
B. Payroll and Check Register (3) years and
C. Payroll Exception Time Report until all audit
D. Employee Time Cards and Time Sheets requirements have
E. Positive Time Reports (Contractual been fulfilled,
Employees) then destroy.
F. Wage Garnishments
5.| INMATE ACCOUNT RECORDS:
A. Computerized Inmate Statements Retain for three
B. Inmate Commissary Account Cards years, then send
C. Inmate Ledger Cards to the State
Records Center
for seventeen
(17) years, then
destroy.
D. Inmate Vouchers Retain for three
E. Inmate Register Receipts (3) years and
F. Inmate Time Sheets until all audit

requirements have
been fulfilled,
then destroy.

)
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Materials Requisitions

Receiving Reports

Outdated Perpetual Inventory Cards

Physical Inventory Reports

Over and Under Reports

Stolen Property Reports

Excess Property Reports
Spoilage Reports

Department of General Services
Property Transmittals
Property Records

LOCAL JAIL REIMBURSEMENT RECORDS:

A.
B.
C.

D.
E.
F.

Law and Legal Opinions

Formula II Base File

Schedule of Payments and Projected
Payments

Audit Reports

Financial Records

Schedule of Inmate Days

MISCELLANEOUS ACCOUNTING RECORDS:

NMOWOYOZEORUHIM

Bank Books, Statements, and Deposit
Receipts
Cancelled Checks,
Check Stubs
Delivery Orders and Receipts

Gas Withdrawal Tickets

Paid Bills and Invoices

Receipt Copies and Stubs

Receiving Reports

Requisitions and Purchase Orders
Accounts Payable Files

Federal Grants Files

Special Project Files

Welfare Fund Reports

Board of Public Works Agenda

Accounts Receivable Records
Abandoned Property Lists

Central Collection Lists

Abatement Lists

Petty Cash Reconciliation Schedules

Check Copies and

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) SCHEDULE

NO. 1406 ~ 10
PAGE
NO. 3 of 5

Item :

No. Description Retention

6. INVENTORY CONTROL RECORDS:

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

Retain for life
of property and
three (3) years
after property
has been disposed
of, then destroy.

Review annually
and destroy
obsolete material

Retain for five
(5) years, then
destroy.

Retain for three
(3) years and
until all audit
requirements have
been fulfilled,
then destroy.
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RECORDS RETENTION AND DISPOSAL SCHEDULE

STATE USE INDUSTRIES SERIES:

A. MAPICS Fixed Asset Report/
Depreciation Summary
Expenditure Summary by Object/
Sub-object

Transaction Analysis by Subobject

Computer History

Tag Shop Production Report

Meat Shop Production Summary

Inmate Evaluation for Base Pay/
Incentive

Customer Invoices

Customer Statements

Accounts Receivable Aged Trial
Balance

Customer Orders

Pickup Notices

Exchange Notices

Order Maintenance Forms

Pick Lists

Receipt of Goods

Invoice Registers

A/R Cash Receipts & Adjustment
Transaction Registers

A/R Unload/Load Report

Order Entry Forms; Regular,
Special & Immediate Release

DANO1 Report

Item Master List

Commission Worksheet

State Customer Yearly Commission
Worksheet

Yearly Commission Worksheet

Item Price List

.

.

.
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(CONTINUATION SHEET) SCHEDULE
NO. 1406 -~ 10
PAGE
NO. 4 of 5
Item
No. Description Retention
T. Motor Vehicle Titles Retain until
vehicle is
disposed of, then
send title with
vehicle ac¢cording
9.| MISCELLANEQOUS CORRESPONDENCE to instructions
from DGS.
The records in this series include, but are
not limited to, some or all of the Retain for one
following: (1) year, then
destroy.
A. Letters to and from Counties
B. Letters about inmates accounts
C. Letters about inmate and employee
property claims
10.

Retain for three
(3) years and
until all audit
requirements have
been fulfilled,
then destroy.
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RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET) SCHEDULE
NO. 1406 - 10
PAGE
NO. 5 of 5
Item
No. Description Retention

STATE USE INDUSTRIES SERIES (Continued):

AA.
AB.
AC.
AD.
AE.
AF.
AG.
AH.
Al.
AJ.
AK.
AL.

AM.
AN.
AO.

Open Order by Item

Customer Master File List

Customer Slip to List

General Ledger Posting Reports

SUI Financial Statements

Daily Stock Relief Report

Stock Movement Report

In-House Purchase Order

Inventory Stock Status Review

Inventory Transaction Register

Inventory Batch Logs

FIFO Transaction Reconciliation
Report

Accounting Cost Summary Report

Journal Entry Files

Sales Journal/Report




.

LSTRUCT QNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES., FORYARD
¥ITH RECORDS RETENTION SCHEDULK
(DGS 380-1)

DEFARTMENT OF

P.O,

RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

JESSUP, MARYLAND 20794

]

GENERAL SERVICES

AGENCY RECORDS INVENTORY

BOX 278 PAGE _Z_.°'.1§L

1. DEFARTMENT /AGENCY
Public Safety and

{ Correctional Services

2. DIVISION

Division of Correction

3. UNIT
Finance

DEF INIT1ON - RECORD ERI“'A GROUP OF RELATED RECORDS NORMALLY FIlLED

—
j 4. RECORD SERIES TITLE

' Finance General Accounting Records

REFERKENCE AS WELL AS RETENTION AND DISPOS

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
TO

| 6. RECORD SERIES DESCRIPTION (IIIIPLY OESCRISE THK TYPES OF IN'OHAT'ON/_DOCI_NTI/POM FOUND

THE SERIES.

A. Certificate of Deposit and Bank
Deposit Slips

B. Memorandum of Adjustments

C. STARS Reports

| The reports ‘in this series
are not limited to,
following:

include, but
some or all of the

INCLUDE THE PURPOSE OR FUNCTION OF THE sEriEs )

A30401 Detail of Transactions
Posted .

A30402 Trial Balance of General
Ledger Accounts

(1)
(2)

7. RECORD SERIES FORMAT(S)

O LETTER SI1ZE O MICROFILM

O LEGAL SIZE 0O COMPUTER TAPE

‘.hrlauam»anx O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
0 ALPHAEETICAL
O NUMERICAL
O CHRONOLOGICAL
0 GEOGRAPHICAL
O oOTHER(SPECIFY)

O FILE DRAWER(S)

O MICROFILM REEL(S)

O COMPUTER TAPE(S)
ﬁa“ﬁ?tlancnuwtcuv)

10. ANNUAL ACCUMULAT ION
O FILE DRAVER(S)
O MICROFILM REEL(S)
RUNSENW U COMPUTER TAPE(S)

O OYHER(SPECIEY)

P11 piLE 1S UsED

0 wvERQLY 0 MONTHLY

12. F|LE BEECOMES INACTIVE AFTER

¥ paiLy
-

! 13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROGM)

0O MONTH(S C YEAR(S
i (sl il

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(i vyes, srEciIFY raEncy or OFrFick)
Ovyes O NO

13. ACCESS RESTRICTIONS ‘0 YES O No

(1" yes, ciTx Law{s) & mEauLATION(S)

16. AUDIT REQUIREMENTS

O nonk GUSTATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1yr YES.D)PLAIN

SRIEFLY AND DESCRIRE ANY HARDRARE/SOFTWARK )

OYEsS D pnNoO

4

18. RECOMMENDED RETENTION -
: Retain for three
(3) years and
until all audit
' requirements have
peen fulfilled,
then, deSttoy *

‘. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

TELEPHONE NUMEER

(301) 764=-4112

21. DATE

Sh4)

DGS 350-4 (REVISED 2/87)




| ASTEUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥iTH RECORDS RETENT ION SCHEDULE
(DGS 580-1.)

P.O.
JESSUP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

BOX 278
MARYLAND 20794

AGENCY RECORDS INVENTORY

orce 2 or 0.

1. DEFARTMENT/AGENCY 2. DIVISION
Public Safety and

Correctional Services

Division of Correction

3. UNIT

Finance

DEF INIT 1 ON - RECORD SERIES-‘ GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

I
: 4. RECORD SERIES TITLE

Finance Special Accounting Records

REFERKNCE AS WELL AS RETENTION AND DISPOSITION PURPOSKS

5. EARLIEST YEAR/LATEST YEAR
TO

| 8. RECORD SERIES DESCRIPTION ("'
4N THE SERIES.

EFLY DESCRIBE THE TYPES OF INFORMAT! ON[DOCU‘NTI/ FORMSES FOUND

INCLUDE TME PURPOSE OR FUNCTION OF THK llm!l’

A. Reports of audits conducted by the
Legislative Auditors.

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

C.

Internal Audit Reports

7. RECORD SERIES FORMAT(S)
O LETTER Si1ZE O MICROFILM
O LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL
".Vlaunplxnx O FLOPPY DISK

QO AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCK
O ALPHABETICAL

O CHRONOLOG ICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

2. VOLUME

O FiLE muﬁmus1

D MICROFILM REEL(S)

O COMPUTER TAPE(S)
“ﬂ“E‘thntnuwtcuw)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
KRUMBER O COMPUTER TAPE(S)

O OTWER(SPECIEY)

| 1% pyLE 1S UsED

R paiLy O vEEKLY O MONTHLY

12. FiLE BECOMES INACTIVE AFTER

8] -1 O YEAR(S
Ny O MONTHIS) (81

» 13. QURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

14. IS RECORD SERIES DUPL ICATED ELSEWHERE?

fi1r ves, seeciry saEncy or orfFice)
0O vyes O NO

185. ACCESS RESTRICTIONS ‘O YRS O NnO

(1P vEs, c1Tx LAw(S) & rEauLATION(S)

16. AUDIT REQUIREMENTS

O NoNE R STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {1pr YES.®OPLAIN

BRIKFLY AND DEKSCRIBE ANY HARDWARE/SOFTWARE )

Cyes 0O nNO

18. RECOMMENDED RETENTION

Permanent, Retain
in 6ffdice for Pive
) years, there-
after transfer to
MD. St. Archives,

im AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

TELEPHONE NUMEER

DATE

Shhi

21.

DGS 550-4 (REVISED 2/87)




-

ANSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES .
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
¥iTH RECORDS RETENTION SCHEDULE P.O. BOX 27% PA ‘3 o /O
(OGS 830-1) . JESSUP, MARYLAND 20794 & —_or —
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT
Public Safety and ) Fi
Correctional Services Division of Correction 1nance
DEF INIT10N -RECORD SERIES.A OMOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS NELL AS RETENTION AND DISPOSITION PURFOSKS
T B . . .
: 4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR
‘ Finance Budget and Fiscal Planning Records TO

| 6. RECORD SERIES DESCRIPTION (llllnf DESCRIBE THE TYPES OF INPOMTION/DOCWTIIPOM FOUND
THE SERIES. . INCLUDE THE PURPOSE OR PUNCTION OF THEK sEFiES)

A. Budget Estimates

B. Budget Schedule Amendment

C. Request for Position Action

D. Food Reports

| E. Laundry Reports

F. Motor Vehicle Mileage Reports (MFOM)
G. Personal Mileage Reports

H. Overtime Reports

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SiZE O MICROFILM O ALPHABETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SI1ZE O COMFUTER TAPE O NUMERICAL C COMPUTER TAPE(S)
NGLBEN OTHER( SPECIFY)
‘D BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL, .
O AUDIO TAPE 0O VIDEO TAPE 0 GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)

O MICROFILM REEL(S)
RUNNER O COMPUTER TAPE(S)

O OMER|SPECIFY)
I 1. piLg 1S UsED 12. FiLE BECOMES INACTIVE AFTER
DAILY 0 vEBRNLY O MONTHLY O MONTH(S) O YEAR(S)
. *’ RURERN
! 13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti1r ves, srEcirFy saENcY OR oOFrice)
Ovyes O nNnO

185. ACCESS RESTRICTIONS ‘a vEs 0 No 16. AUDIT REQUIREMENTS

(17 vyes, ciTx LAwls) & rEouLATION(S) : .
O NoNE OLSTATE O FEDERAL O INDEPENDENT

17. 1 1 ‘
§ AN INDEX SYSTEM USED? (1r vES.XPLAIN 18. RECOMMENDED RETENT ION

BRIEFLY AND DESCRIEE ANY HARDRARE/SOFTWARK ) ) . R “ e
. . Retain for three ... = .,
Cyes O no (3) years and ! R
until all audit
requirements have . ‘
been fulfilled, ot '

then destroy. }

‘. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE N !
Myles Carpeneto, Director of ' 5:»’4
Procurement Services (301) 764-4113 )

DGS 330-4 (REVISED 2/87)




JLSTRUCT IGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES :

SEPARATR FORM FOR EACH NEY¥ OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORYARD 7278 VYATERLOO ROAD

WIiITH RECORDS RETENTION SCHEDULEK P.O. BOX 273 L)L /0

PAGE or

(OGS 3350-1) ~ JESSUP, MARYLAND 20794 — —n——

1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

Public Safety and .

Correctional Services Division of Correction Finance

DEFINITION-RECORD SERIES.A ONOUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

{ 4. RECORD SERIES TITLE ' 5. EARLIEST YEAR/LATEST YEAR
: Finance Payroll Accounting Records T

| 6. RECORD SERIES DESCRIPTION ‘lnller DESCRIBE THE TYPES OF |nronuA7loulbocuu:nvt/ronut FOUND
i ‘N THE SERIES. . INCLUDR TME PURPOSE OR FUNCTION OF THK sErTES )

A. Employee Roster Card File

B. Payroll and Check Register

C. Payroll Exception Time Report

D. Employee Time Cards and Time Sheets

E. Positive Time Reports (Contractual
Employees)

F. Wage Garnishments

7. RECORD SERIES FORMAT(S) '8. RECORD SERIES SEQUENCE 5. voLUME
O LETTER SIZE O MICROFILM O ALPHABETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SIZE O COMPFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
NURREN o orien SPECLFY)
.D BOUND BOOK O FLOPPY DISK O CHRONOLOG!CAL . {
O AUDIO TAPE O VIDEO TAPK O GEOGRAPHICAL

10. ANNUAL ACCLUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
' O MICROFILM REEL(S)
RUMNEN U COMPUTER TAPE(S)
O OTHER(SPECIFY)

| 11. pig 15 UsED 12. FILE BECOMES INACTIVE AFTER
DAILY 0 wEEKLY O MONTHLY O mMONTH(S) O YEAR(S)
- RURERN
! 13. CURRENT LOCATION(S) {ELDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir ves, sezciFy raency or oFrice)
Ovyes O nNO

15. ACCESS RESTRICTIONS ‘Q YES O nNo 16. AUDIT REQUIREMENTS

(1r vyes, ci1Tx Law(s) & mEcuLATION(S)
O NoNE ¥ STATE O FEDERAL DO INDEPENDENT

17. IS AN INDEX SYSTEM USED? {1y YRS .EXPLAIN

18. RECOMMENDED RETENTION
BRIEFLY AND DESCRIAR ANY MARDWARE/SOFTWARE )

, Retain for three
0 yes O (3) years and

S B one until all audit
requirements have
been fulfilled,
then destroy.

tm AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Myles Carpeneto, Director of '
Procurement Services (301) 764-64113 :r”)7 —

DGS 550-4 (REVISED 2/87)




| USTRVSTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

]

AGENCY RECORDS INVENTORY

REVISED RECOFD SERIES. FORWARD 727% WATERLOO ROAD

¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 278 . Gl {O
(DGS 880-1) JESSUP, MARYLAND 20794 A . or
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

Public Safety and

Correctional Services Division of Correction Finance

A GROUP OF RELATED RECORDS NORMALLY F!LED

REFERKNCE AS RELL AS RETENTION AND nlgggﬂlzlgu_gungg...

DEFINITION-RECORD SERIES-

1
3 4. RECORD SERIES TITLE

Finance Inmate Account Records

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
TO

| 6. RECORD SERIES DESCRIPTION (™™’
4N THE SERIES.

A. Computerized Inmate Statements
B. Inmate Commissary Account Cards
C. Inmate Ledger Cards
D. 1Inmate Vouchers

! E. Inmate Register Receipts
F. 1Inmate Time Sheets

EFLY DESCRIBE THME TYPES OF INPORHA?ION/DOCW'I’./'OM FOUND

INCLUDE THE PURPOSE OR FUNCYION OF THE sSErmies)

7. RECORD SERIES FORMAT{S)
O LETTER SIZE O MICROFILM
O LEGAL SIZE O COMPUTER TAPE

‘I'Claaxanauuc O FLOPPY DISK
QO AUDIO TAPE 0O VIDEO TAPE
O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCK ’.
O ALPHABET ICAL
O NUMERICAL
O CHRONOLOGICAL .
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOoLUME

O FILE DRAWER(S)

0O MICROFILM REEL(S)
0O COMPUTER TAPE(S)

ﬁa“m'tlcncnuytcuw)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

O MICROFILM REEL(S)

RUNNEN O COMPUTER TAPE(S)

O OTHER(SPECIFY)

'4%. wiLE 1S USED

X paiLy 0 vEEDQLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

0O MONTH(S O YEAR(S
_NTmy () (s

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vxs, sereciry sraEncy or OFrice]
OvyEs O NO

ACCESS RESTRICTIONS ‘g YES 0 No
{ir yEs, c17Tx tAwlS) & rREauLATIONIS)

16, AUDIT REQUIREMENTS

O non SCSTATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1pF YRS.EXPLAIN

BRIEKFLY AND DEKSCRIBE ANY HARDWARE/SOFTWARK)

OYEsS O nNoO

18. RE RETENTION Retain for 3 yrs.,
then send to the St. Records Center for 17 yrs.

then destroy.

Retain for 3 yrs. and until all audit
requirements have been fulfilled, then
destroy.

‘9. NAME AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of

Procurement Services (301) 764-4113

TELEPHONE NUMEER

DATE

S/ /él

DGS 5350-4 (REVISED 2/87)




B

. L4 "
ILSTRUCTIONS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED REGCORD SERIES. FORWARD
¥iTH RECORDS RETENTION SCHEDULK
(DGS 3850-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

ww:_!i_or_lél

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. UNIT
Finance

DEFINITION-RECORD SERIES-

! 4. RECORD SERIES TITLE

' Finance Inventory Control Records

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PFOR
REFERENCE AS EELL AS RETENTION AND D}ISPFOg

3. EARLIEST YEAR/LATEST YEAR
TO

'N THE SERIES.

A. Materials Requisitions
B. Receiving Reports

| E. Over and Under Reports
F. Stolen Property Reports
G. Excess Property Reports
H. Spoilage Reports

6. RECORD SERIES DESCRIPTION (IRIIPI.Y DESCRIBE THE TYPES OF INFOMTIONIDOCWTI/POM PFOUND

INCLUDE THE PURPOSE OR FUNCTION OF THK sSEries )

C. Outdated Perpetual Inventory Cards
D. Physical Inventory Reports

7. RECORD SERIES FORMAT(S)

O LETTER SI1ZE 0O MICROFILM

0 LEGAL SI1ZE O COMPUTER TAPE
‘I’Clauua:aawc O FLOPPY DISK
O AUDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE ’.
D ALPHAEKTICAL
D NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

O FILE DRAWER(S)

O MICROFILM REEL(S)

O COMPUTER TAPE(S)
iﬁ“mFIJQnERU#ECHY)

10. ANNUAL ACCUMULAT ION

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

KUNNER C COMPUTER TAPE(S)
0 orHER(SPECIFY)

FILE 1S USED
N paiLy

§|L

0 vEEKLY O MONTHLY

-

12. FiLE BECOMES INACTIVE AFTER .

o] O YEAR(S
gy VTS (s)

e

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM)

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

(i1 yes, seEciFy sqENCY OR OFFiIcCE)
Oves O nNO

18. ACCESS RESTRICTIONS "0 YES O NO

(1 ves, ciTE LAaw(s) & rEGuLATION(S)

16. AUDIT REQUIREMENTS

O NONE ﬁimuwt O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P YRS.XXPLAIN

BRIEFLY AND DESCRIAE ANY MARDRARE/SOFTWAREK)

OYES O NO

18. RECOMMINDED RETENTION
Retain, for three’ "~ - !
(3) years-and:.’'. '
until all audit
requiréments have
been fulfilled,
then destroy.

- -

'I's. NAME AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

TELEPHONE NUMEER

21. DATK

Ry /;/4"“

RN CUE

DGS 350-4 [REVISED 2/87)




LUSTRVCTIGNS - - TYPE OR PRINT A
SEPARATE FOFfM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE
(DGS 580-1)

P.O.
JESSUP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD

BOX 27%
MARYLAND 20794

-

AGENCY RECORDS INVENTORY

pace [ or 1O

°

1. DEFARTMENT /AGENCY 2. DIVISION
Public Safety and

Correctional Services

Division of Correction

3. UNIT
Finance

DEFINITION-RECORD SERIES-

4. RECORD SERIES TITLE

Finance Local Jail Reimbursement

A GROUP OF RELATED RECORDS NORMALLY FILED
AKFERENCE AS WELL A9 RETENTION AND DISPOS]ITION PURPOSES

AND USKD AS A UNIT PFOR

5. EARLIEST YEAR/LATEST YEAR
To

|

6. RECORD SERIES DESCRIPTION ‘IIIIPLV DESCRIBE THE TYPES OF INFOMTION/DOCU_NTI/POM FOUND

4N THE SERIES.

A. Law and Legal Opinions
g. Fo;mula II Base File
- Schedule of Payments and Pro-
Payments oJected
D. Audit Reports
E. Financial Records

F. Schedule of Inmate Days

INCLUDE THE PURPOSE OR FUNCTION OF THK SEPIES

‘Omaoox O FLOPPY DISK

7. RECORD SERIES FORMAT(S)

O LETTER SiZE O MICROFILM

O LEGAL SIZE 0O COMPUTER TAPE O NUMERICAL
O AUDIO TAPE 0O VIDEO TAFE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
0 ALPHABETICAL

O CHRONOLOGICAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

5. VOLUME
O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
mzﬂ?'IJGﬂERUWECUW)

ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUNBER C COMPUTER TAPE(S)

O OTHER(SPECIEFY)

i 1'. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
a ; o O MoNTH(S O YEAR(S
: DAILY flmnmxv MONTHLY RURERE (s) (s)
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
ti1r yxs, sPECIFY sagNcyY On OFricE)
OvYES O NO
15. ACCESS RESTRICTIONS ‘O YRS O No 16. AUDIT REQUIREMENTS

{ir vyes, ciTE LAW(S) & rEauLATION(S)

0O NONE 7ﬁsnurz D FEDERAL 0O INDEPENDENT

‘l'lo.ruut AND TITLE OF PREPARER

17. 1S AN INDEX SYSTEM USED? (1F YRS .EXPLAIN

BRIEFLY AND DEXSCRIBE ANY HARDBRARE/SOFTWARE )

OYESs O nNoO

18. RECOMMENDED RETENT 1ON

Retain for five
(5) years, then
destroy.

Review annually
and destroy
obsolete material

20.

Myles Carpeneto, Director of
Procurement Services

(3Q1) 764-4113

TELEPHONE NUMEER

STl

DGS 350-6 (REVISED 2/87)




JISTRVCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 VWATERLOO ROAD
P.O. BoX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

mwx_j{_or_[QL

1. DEPARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. WNIT

Finance

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
ARERFERENCE AS WELL AS RETENTION AND a[gggg*;;gu_zyngg.lgg,

AND USED AS A UNIT FOR

F. RECORD SERIES TITLE

' Finance Miscellaneous Accounting Records

5. EARLIEST YEAR/LATEST YEAR
TO

Le. ‘IN THE SERIES.

. Receipts

Cancelled Checks, Check Copies and
Check Stubs

Delivery Orders and Receipts

. Gas Withdrawal Tickets

Paid Bills and Invoices

. Receipt Copies and Stubs

H. Receiving Reports

I. Requisitions and Purchase Orders

QMmoo Qo>

Bank Books, Statements, and Deposit Y

RECORD SERIES DESCRIPTION ‘IIII'LV DESCRIBE THR TYPES OF INNMTIONIDOCMTI/NM PFOUND

INCLUDE THE PURPOSE OR PUNCTION OF THE l!m!l]
Accounts Payable Files

K. Federal Grants Files

1.. Special Project Files

m. Welfare Fund Reports

N. Board of Public Works Agenda

O. Accounts Receivable Records

P. Abandoned Property Lists

Q. Central Collection Lists

R. Abatement Lists

7. RECORD SERIES FORMAT(S)
O LETTER SIZE U MICROFILM

O LEGAL SIZE 0O COMPUTER TAPE 0O NUMERICAL
‘I'D BOUND BOOK O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
O ALPHAEKTICAL

O CHRONOLOG I CAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

& iliati hedules
. 'SLL Potty Cash Reconciliation gctea 188

voLuME
O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
"E“i" O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

C FILE DRAWER(S)
O MICROFILM REEL(S)
RUMBER O COMPUTER TAPE(S)

0 OTHER(SPECIEY)

|11, FILE IS USED

ﬂlnnlur C wEREKLY O MONTHLY

-

12. FiILE BECOMES INACTIVE AFTER

O MONTH(S O YEAR(SB
RURERX {s) {8)

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

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

{ir vas, sPEciFy raency or orrice)
ODOvyes O nO

18. ACCESS RESTRICTIONS "Q YES O NO

{17 vyes, ci17Tx LAwW(S) & rEGuLATION(S)

16. AUDIT REQUIREMENTS

i .
O NONE PSI'AT! O rFEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (I1r vRS.®)PLAIN

BRIKFLY AND DESCRIRE ANY HARDRARE/SOFTWARK )

OvyeEs O NO

131 e CMMEIDED, FETENI{ ™ Retain for three
vehicle is disposed of, ég%i{e:i? :Egit
then send title with requirements have
vehicle according to q :

been fulfilled,
instruetions from Dpt. then destroy.
of General Services.

'9. NAME AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

TELEPHONE NUMEER

ST/

DGS 330-4 (REVISED 2/87)




JLSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENT ION SCHEDULE
(DGS 880-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 VWATERLOO ROAD

BOX 273
JESSUP, MARYLAND 20794

-

AGENCY RECORDS INVENTORY

PAGE jE;_or.ZEL

1 . DEFARTMENT /AGENCY 2. DIVISION

Public Safety and
Correctional Services

Division of Correction

3. UNIT
Firnance

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

RECORD SERIES TITLE

!
[
i
. Finance Miscellaneous Correspondence

AEFERENCE AS RELL AS RETENTION AND DISPOSITION PURFOSKS

8. EARLIEST YEAR/LATEST YEAR
TO

| 6. RECORD SERIES DESCRIPTION (IIIIPI.'I DESCRIBE THR TYPRS OF lNPOR’lAT'ON/DOCU_NTI/nm FOUND

THE SERIES.

The records

B. Letters

property claims

in this series include, but arel

not limited to, some or all of the
following:
' A. Letters to and from Counties

about inmates accounts
C. Letters about inmate and employee

INCLUDE THE PURPOSE OR FUNCTION OF THE 'l"!l]

7. RECORD SERIES FORMAT(S)
O LETTER SIZE 0 MICROFILM

O LEGAL SIZE 0O COMFUTER TAPK
1"klnxnn|xnx O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

‘8. RECORD SERIES SEQUENCE ’.
O ALPHABETICAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
C OTHER(SPECIFY)

VOLULME

U FILE DRAWER(S)

O MICROFILM REEL(S)
0 COMPUTER TAPE(S)

m 0O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
KUMNER U COMPUTER TAPE(S)

O OTHER(SPECIFY)

L1 witg 1S useED 12. p|LE BECOMES INACTIVE AFTER
0 pAILY O WEEKLY MONTHLY O MONTH(S) O YEAR(S)
) ™ NUNNEN
! 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
tir vyos, sreciry sraEncy or oFrice)
DYESs O NO
15. ACCESS RESTRICTIONS ‘OCYES ONoO 16. AUDIT REQUIREMENTS

(17 ves, cive tawis) & rEauLATION(S)

O NONK 715uw: O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED?T (1r YRS.E)PLAIN
BRIKFLY AKND DESCRIBE ANY MRD-ARK/ SOFTWARE )

Cyes O Nno

f8. RECOMMENDED RETENTION

Retain for-one . ru:
(1) 'year, then
destroy.

. . ‘
bl

‘9. NAME AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

TELEPHONE NUMEER

Vi

DGS 3350-4 (REVISED 2/87)




] v

INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES.
¥ITH RECORDS RETENTION SCHEDULE

(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

]

AGENCY RECORDS INVENTORY

FORWARD 7273 WATERLOO RQAD
P.O. BOX 273

JESSUP, MARYLAND 20794

nmz,[Q_or_LéL

DEFARTMENT / AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. UNIT

Finance

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FI1LED
REFERENCE AS WELL AS RETENTION AND DISPOS

i
|
t

| 4. RECORD SERIES TITLE

. Finance State Use Industries Series

AND USED AS A UNIT FOR

ITION PURPOSES :

5. EARLIEST YEAR/LATEST YEAR
TO

| 6. REC SERIES DESCRIPTION ‘.RIIPI.Y DESCRIBE THE TYPES OF INNMTION/DOCU_NTU/POM FOUND
INCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES )

A.
B.

cC.
, D.
E.
F.
G.

THE SERIES.

MAPICS Fixed Asset Report/
Depreciation Summary

Expenditure Summary by Object/
Sub-object

Transaction Analysis by Subobject

Computer History

Tag Shop Production Report

Meat Shop Production Summary

Inmate Evaluation for Base Pay/
Incentive

‘lrlamxuaaaxc O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE
O OTHER(SPECIFY)

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE O MICROFILM
U LEGAL SIZE O COMPUTER TAPE

8. RECORD SERIES SEQUENCKE
O ALPHAEETICAL
0 NUMERICAL
O CHRONOLOGICAL

9. VOLUME

O FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)

ﬁaisiybﬂchER(SPECer)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
O MICROFILM REEL(S)
RUNBEN O COMPUTER TAPE(S)

O ONER|{SPECIFY)

R

FILE IS USED
DAILY

12. riLE BECOME

O MoNTHLY RURNRY

0 vEDKLY

O MONTH(S)

S INACTIVE AFTER
Q YEAR(S)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROQM)

OvyeEs O NO

1S RECORD SERIES DUPL ICATED ELSEWHERE?
ti1r vy, srEciIFY raENcY OR OFFicE)

15. ACCESS RESTRICTIONS
(1" yes, ci1TK LAW(S8) & rEauLATION(S)

‘a yes 0O no 16.

AUDIT REQUIREMENTS

O NonNk #S'I'ATE O FEDERAL 0O INDEPENDENT

12.

OYES O NO

IS AN INDEX SYSTEM USED?T (P YRS.EXPLAIN
RREIKFLY AKND DESCRIBE ANY HARDBARE/SOFTWARK )

RECOMMENDED RETENTION potain for three

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

Q NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

21. DATE

(30Q1) 764-4113

Shif4)

DGS 530-4 (REVISED 2/87)




