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' 1. Hequesting Agency ‘

COXPTROLLER OF THE TREASURY INCOKE TAX DIVISION

2. Division or Bureau of Requesting Agency

3. Authorization Requested (Check only one of the squares below),

A

B C

Dispose of present kstablish retention sche- Microfilm and destroy
accumulatione No X | dule for records for which originalse Originals

additional accumulation there is a continuing accumu~ 3if not microfilmed would

is anticipated. Records

have

tion.

lation. The records will cease bc 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

time indicated. .

kL.
ITtem
No.

S« Dcscription of Records
Jescribe records accurately. Include title, form numbcr,
pvrposc, size of documcnts, -inclusive dates, quantity (cubic
or linear fect), and show recommcnded retention periode ‘

6+ Rccommendation
of Hall of Rc-
cords and Roard
of Public Works,

‘| ditional asscesments and refunds frequently require two ¢o

TCOME TAX RETURNS
Fornss
¥o, S00 = Corporation Inceme Tax Return (133* x 18
- ~ folded te 13}v x )
Ho. 501 = Pavinerahip Return of Income (63 x 1A%)
Ho. SOR = Rogident Individual Income Yax Betwn
(82% x 11" « 2 pages, 4 aidea)
Bo, 504 = Fiduelary Income Tax Return (9° x 1Lv)
mmsagmmmmmnm?nam
o* x 1i*
Hoe 530 = Schedule of Farm Income and Expenses
(83* x 11* « 2 pages, L siden)
Inoome tax roturms are coxpletely processed within timwes
yoare, however, problems relative to delinguent returns, ad-

fouy nore yoars. The present practics is to destroy ths
returns after seven years yetention. Authority for this ace
tion is found in the statutes governing the M Setm
tion 297 of Article 81 of the 1951 Annotated Code roado
"Returns recelived by the Comptroller under provisions of this
subs=title shall be prescrved for Seven years and thereafter
until the Comptroller orderw thea destroyed.® Vital infore
mation nseded for & longer poyriod of time is found on the
alphabstical indax to returns which has besn and will con-
time to be retained permanently. 24dditional Lsportant ine
forzation 18 found 4n the nonerics) vegister of rotuyns,
The returne sre £ilsd mumerically aceording to s cods sonber
ernmmwmmnpwm

T hggnc ivision or Burcau Representative
% Chief - Income Tax Division November 17 1953

Signaturc Title

Date

. Schedule Authorized as Indicated in

Col.

Disposal Authorized as Indicated in

6 by Hall of Rccords Commission Cole 6 by Board of Public Works.

-

f2 s ssn Memin €, QAJ.@’) bic 14 1953 e le e~

Datc vignatire

Date ~—"—— Signaturc
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Ue 5. Description of Records 6« Recomnendation
Item! Describe records accurately. Include title, form number, of Hall of Re~
No.| purpose, size of documents, inclusive dates, quantity (cubic |cords and Board
¥egae 4 or lincar feet), and show recommended retention period. of Public WorkSw.:s.m

{

Batchos of 100 returns are iled together in manila envelopes
appropriately marked to indicate their cententse 'The present
scoummlation of returns for the ysars 1946 1952 oo~
cupies 660 drawers in office arce (2nd and Lth rs of the
State Office Bul }s 223 stesl trensfer cases in the base~
rent storeroom and 850 linear feet of shelving alvo in the
basoment « a total of approximately 2,000 oubic feet, The
anmil rate of accummlation of the returns inoreascs csah
years the rate for 1951 was 600,000and 625,000 in 1952 (300
cubie rM)o

RECOMODATION: Retaln enly for minfsmm $lce required by
statute {presently R years) and then dustroy.

Ze.,».‘s/d'o» elhndgl Sn 1976 vedicegd #he referkon

/\pewad rejm'rnww" From 7 70 & 714 rs.
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