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1 . Requesting Agency
STATE Tiuytaitza

2. Division or Bureau of Requesting Agency *

JLflRATOUS OFFICE
3, Authorization Requested (Check only one of the squares below),
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Establish retention sche-
dule for records for which

Dispose of present
accumulation. No

additional accumulation
is anticipated. Records
have ceased to have
value to warrant reten-
tion* , .. «•

there is a continuing accumu-
lation. The records will cease
to have value to warrant their
retention after the period of
time indicated.

Microfilm and destroy
originals* Originals

if not microfilmed would
be retained for the period
of time indicated*

Ji."
Item
No.

!>• Description of Records
^escribe records accurately. Include title, form number,
purpose, size of documents, inclusive dates, quantity (cubic
or linear foot), and show recommended retention period.

6. Recommendation
of Hall of Re-
cords and Board
of Public Works.

r

/i

JA

TA*H

CAKBOS COFIE3 OF CHECKS ' , , *' . V " ̂
Ue«d to reconcile cancallnd check* as they are returned. Oc-
c&siooal rvferenc* Is sad* to then when & question arlsos
recording specific original checks which havo not basn re-
turned. Chock copies are necessary for audit purpose** An
fit* x 17i* aheet* occupiea U8 «tr«nera (36 cubic f«et) for
the »o»t recent 10 aonth period in the Treasurer'• Annapolia
office* and 172 cubic feet in the basonent of the State
Office Building Annapoli*, for the period Julj 1* 19b7 to
January, 1?53, Total, 208 cubic feet* Copies of 5 checks
are on each sheet* Filed numerically accordinr to cheek
nrnobers. ApproxiBjate rats «f *ccu«alati<m is itQ cubic feet
per year* ?;0̂ ';':

RFC0iD.Oi;TUTI0?l» Retain 3 year* or until audited, A i c h e w
is latter, and then destrogr*

WLS3 BOOSS
The Treasurer** pass books have the sans purpose and nee*
that any other depositor's pass book has* Depositors1 pas*
books are of varying else* as issued by different banks*
Active books occupy 3 linear feet (} coble foot) In the
Treasury offices and 21 cubic feet in the baoeaent stor*-
rooa for the period 18?7 to 1951* Sate of accnanlation 1*
lea* than 1 cubic foot per year*
fiBCO&fiBilKTXOHt Retain 3 7*«jr* or until audited after final
entry and then destroy* . ' . '

^ r > ^ "V

7« Agency, Division or Hureau Representative

(fiiief Deputy Trwasure-;

gency, Division or bureau •

OCT 1 4 1953
^Signature Title Date

Schedule Authorized as Indicated in
Col» 6 by Hall of Records Commission
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DaW Signatiurc W

Disposal Authorized as Indicated in
Col. 6 by Board of Public fcorks.
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5, Description of Records.
Describe records accurately.•.Include title, fora number,
purpose, size of documents, inclusive dates, quantity (cubic
or*linear feet), and shovf recommended retention period.

COKRESKWDSSCS - OOUSSAL
Consists of all correspondence other than that dealing with
Insurance of State properties* Includes auoh material as
correspondence with individuals; banks, Federal, State and
out»of**«tate aeenelosy neirapapera and periodlcAlB, all typea
of bualnees enterprlaetf duplicate eoplee of lnvoic«Bt lit-
ter* of tranaolttala far eorporatioa taxes, bank state&eatSf
eto*f all pertaining to the dally functione of the State
Treasury* . Ooeopdee 6 dmrers (11 cublo feet) in the Treasury*
offices, April 1950 to date and % drawer* (97 cubic feet) in
the baocnent etoreroos, 190^ to March, 15*5O» Tatftl 106 cable
feet* Filed alphabetically by mm of respondent* Xpproxl-
«ate rate of acctaaulatlon ie 2 cubic feet per year*
RECdGQ-HBATIONi getain 1Q^ years after creation or receipt
and then destroy, . "

!OSR£SPOKCE»C-vt- iHiilliiAJiCE
ftoxrejpondwicW^ filed in alphabetical sequence by naae of
correepordentj deals vlth insurance coverage of various
State properties* Occupies h drawers (7 cubic feet) in the
Treasury officer, Januarr 1^ ISH49 to date, and IS drovers
27 cubic feet) in the tasement storeroon, 192S through 191*3*

Total, 3h cubic fest, ApprcDdiw-te rate of acnrffiVUtion ie 1
u b i c f o o t p « r y e a r * ."> "•+*L~ .T7-)'-* " **•;•;•• • .' •.<-*- —

RBCfSOiiHUATIOUi Retain 30 years after receipt or creation
and then destroy*

6» Reccmnendation
of Hall of Re-
cords and Board
of Public Works.

Gc^.
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"MILT B U R STATEliEST
Ueta, alphabeticaUor* oaeh bank in which State funds are
deposited and the aaount on that day. 6f the two copies,
the original Is sent to the Treasurer's offloe in Baltimore,'
and the carbon is posted on the bulletin board in the Anna-
polis office* This retention schedule pertains sololy to the
carbon (or bulletin board) copy. This 3-pag«« & * X 13"
iaily statement is prepared in duplicate| occupies 6 linear
Lnches in the Chief Deputy Treasarerts office, and h cubic
feet In the baaenent storeroom for the period 1939 to 1953.
Lppraxiaate rat* of accusmlation it less than 1 cubic foot

'•>7

UXOUrnXDAIiaXt Retain $ years and then destroy*


