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Form HR RM 1 ( ~<VEST FOR RECORD RETENTION § 2 SCHEDULE NO. -~
(9-1-53) To be Submitted to the Reocords Menagement Division =
Hall of Records Hall of Records Comnission .
Cormission N Page Nos}
1. flequesting Agency _ 2 Division or Bureau of Requestiog Agency !
- BTATE TREASURIR : AMRAPOLIS OFFICE
3e Authorization Requested (Check only one of the squares below). -
A D% C
DisPose'of present - Establish retention sche=- Microfilm and destroy
accumulations No dule for records for which originalss Originals

additional accumulation
is anticipated., Records

have

there is a continuing accumu~ if not microfilmed.would
lation. The records will cease be retained for the period

ceased to have to have value to warrant their of time indicated,
value to warrant reten- retention after the period of
tion.. . - . time indicated,

he
Item
No.

S« Dcseription of Records
Jescribe records accuratelye Include title, form number,
purpose, size of documcnts, inclusive dates, quantity (cubic
or linear feot), and show recommcnded retention periode

6+ Rccommendation
of Hall of Re-
cords and Roard
of Public Works.

71

CARROM COPIES OF CHECKS

casiocnal reference is mades to them when a guestion arises
regarding specific original checks which have not been re-
turned. Chock copies are necessary for audit purposes. An
8h» x 174" sheet, cccupies L8 drawers (36 gubic feet) for
the most recent 10 month perdod in the Treasurer's Annapolis
nfflco: and 172 ccldc feet 1n the basement of the Btuto
fice Building, Annapolis, for the period July 1, 1947

unnu-p 1953, Total, 205 cubic feet. Copies otSchlcb
are on each sheet. Filed numerically to check

‘| numbers. Approximate rate of accumalation ias cubic feet

Per ye&T'e
RECOMMENTATION: Retain 3 years or until andited, shichever
is later, and then destroy.

=
Ueed to reconcile cancelled checka as they are returned, °°‘%f§:§:§T**C§2,‘-&n—-

Rl
>V P, I

7. hgeney, Division or Burcau Hepresentative '
L ]
W ®iesf Deputy Ireasure

0CT 141953
Y/Signaturc Title Date
Schedule suthorized as Indicated in Disposal Authorized as Indicatcd in
Col. 6 by Hull of Rccords Commission Cols 6 by Board of Public Works,

s

“Signature v/ Date 7 Signaturc
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Form HR-RM la ( SCHEDULE NO.
T (9=1-53) REQUEST FOR RECORD RETENTION SChkuULE 2
" Hall of Records , - (Continuation Sheet) - ;
Commission ' . Page No. ¢
be | - . 5. Description of Records . 6. Recommendation
Ttem| Describe records accuratelys- . Include title, form number, of Hall of Re~ -
No.| purpose, size of documents, inclusive dates, quan_tﬁ;y (cubic |cords a{md Board
3 or-lincar fcet), and show recommended retention period. 1of Public VJork‘s.
vV 3¢ | CORRESPONDENCE = GENERAL - XY

Consists of all correspondence other than that dealing with .__u'._\ &
insurance of State properties. Includes such material aa ~ i S
correspondence with individuals, banks, Federal, State and
out~cf-state agencios, nowspapers and pariodicals, all types
of business enterprises, duplicate copies of invoices, let- - 3
ters of transmittals for corporation taxes, bank statements, i
oto., all pertaining to the dally functions of the State
Treasury, . Oceuples 6 drawara (11 cuble feet) in the Treasury
offices, April 1950 to date and Sl drawers (97 cubde feet) in
the basoment storercom, 1905 to March, 1950, Totel 108 cubie
feet, Filed alphabetically by name of respondents Approxi-
mate rate of agcurmlation 48 2 cubic feet per years
RECOMONDATION: Retain 1O years after creation or receipt

7 ki, hoanﬁsmnmcsyc- INGURANCE G, -3
Correspondence = filed in alphebetical sequence by name of @ S
correvpondent; deals with iasurance coverage of wvarious -1 K .
State properties, Occupiea ki drawera (7 cublc fest) in tha S
Treasury offices, Janvary 1, 1919 to date, and 15 drawes k*]7
. (27 cubic feet) in the Lasement storeroom, 1928 through 1943,
' Total, 3k cubie fert. Approximats rate of accumlation 481 -
cubie foot per year. Y SR TR A g d -

RECOMMINDATION: Retalin 1O years after receipt ar creatian )

and then destroy.
/' Ss |NATLY BANK STATRMENT S
Lists, alphabetically, oach bank in which State funds are A R

depoaited and the amount on that dxy. Ormm;gau, -
original is sent to the Treasuror's office in timore,
the carbon i» posted on the btulletin board in the Annaw
offices This retention schedule pertains aolely to the
(or bulletin board) copys This 3~page, OF® x 12°
statement 18 prepared in duplicate; ocoupies & linear
hes in the Chief Deputy Tressurer's office, and I cubde
eet in the basement storeroom for the period 1939 to 1953,
te rate of acoumalation 4is less than 1 cubic foot




