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1. Requesting Agency

gAsaqgrant summary SAKHAST cowTssrcm

SCHEDULE NO. ^
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page No* 1
2m Division or Bureau of Requesting Agency

OEFI30E OP PERSOI
3, Authorization Requested (Check only one of the squares below),

B
Dispose of present
accumulation* Ho

additional accumulation
is anticipated. Records
have ceased to have
value to warrant reten-
tion.

Establish retention sche-
dule for records for which

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 timo indicated^

h.
Item-

No.

pr H 1 .

*

DAILY TBE REPORT
An xmnumbered form (11* x 13") subsittad «eek3y by division
beads &n& gs»S tapema* I t i s used i n tba preparation of the
payroll register and for Tasking proper entries on the indi*
vidoal learo and eaminga cards of each employee, After the
dbenre proce3sing baa been caapleted tbaro i s only occasional-
need t o refer t o tbe Dally Tir» Reports again. The Reporta,
a,loqg v l th the Payroll ftegLster (Item 2 ) , i s f l l«d obronolc—
gioa!3y HOB& tbsn alphabaticAlly according to the saa*- of tba

Ha-

i

. 5» Description of Records
^escribe records accurately. Include t i t l e , form number,
purpose, size of documents, inclusive dates,-quantity (cubic
or linear feet), and show recommended retention period.

foreman or t>y t3» cod* number of the AdainistrativB Div is ion
submitting i i » (Datft ooncasraing voltcae axd aocTsnulation i s
included i n I t e a 2 of this'schadttl*.) -
RECOlffiESnajIOHt Hotain far 3 5»«rs After rece ip t or ttatil
»uditad# iTblcTtevBr I s lateor, and then destroy.

PAYQOLL REOISTER - ::i
to tmnumbered ftarm <11° x 18" ) t Tbe Payroll Register , i s p r e -
papsd weekly for tfa» day laborers and bi-roekly for the
Administrative staff* The Register indicates the nans, the
Individual 's employment number, gross pay, take-hoae pay and
various dedxifltiono. This iirforaation i s a l s o posted t o the
individnol^s earMirgfl card vb id i T<^H bs retoified psrsaxBO^yi
Phe Payrol l Eegis ter sod the Daily Tiae Report (Item 1) oc*
crapy 79 cubic feet in the first floor vault, 188 cubic feei
in the basement vault sad A linear feet {$£ fcuMc foot) in
the Personnel Office in the Octssdtssion Building, 4017 Bami|.-
ton Street, Hyattsville (total 2?2| cubic feet)* They acrr
ctciulato at the rats of 4 linear feet* (5? cubic feet) per

7» Agency, Division or Bureau Representative

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

^ • e ^

<M^JU

<*-*,

/7 ' ^^*c~**—i

JhfjJML Supervisor of Record Survey
Signature Title

/*•/#/&

te
Schedule Authorized as Indicated in
Col, 6 by foil of Records Commission

l±ho/s'3 W~^S.o"U4
' Ddtc Signatnre

Disposal Authorized as Indicated in
Col* 6 by Board of Public Works*

r DEC l j io^
Date Signature
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5. Description of Records
Describe records accurately. Include title, form number,
purpose, 3ize of documents, inclusive dates, quantity (cubic
or linear feet), and show recommended retention period.

year*
RTOOHBBBDATXOlIt Retain Payroll Registers for 3 sfears or
until audited* vhlchevtar i s later, awl than destroy*

INDIVIDUAL PgRSOBNBL RECORDS (FOLDER)
Separate f i l a folders are maintained for each individual em-
ployed By the CammiaBioti. Certain of the records jnust be r e -
tained for periods of time differing from that recommended f a
the talk of tfc* f i l e . Excised from tin retention recasmenda-
tion for itoie item are the following!

Form E4D6 Personnel Record
Form A92O Oath of Loyalty

these taro forma -ali i be included in a
"C" Schedule for s&erofilaiag.

Form (unnumbered) Leave Record (covered in Item 4. of
this schedule)

The operation of the reooOTnendation for this Item applies to
the following records*

Form &*i88? Personnel Record (51* x 6|»)
Form A-585 Change i n Personaal ( 8 ^ x 31")
Porm (tmnambsrod) Recoasaended Changes in 8aiary

Fotm (tnouttbered) Application for Employaant (8 | n x
11" • both sides)

TUS. Treasury Fora ^-4 Eapl93we*s Withholding
EsDBQption Cartifioate (3i* x 0°)

The Personnel foldero, active f i l e (inelwding the reoorda
covered tender another eohedule) occupy 7 drawers (10 cubic
feet) 1943 to date# and inactive f i l e s occupy 8 dwwierd (
outdo feet) 19^6 to date, They are fi led alphabetically and
acctmralate about 2 cubic feet annually*
BHXmMESDATlOHi Retain for 5 7»ar8 after eaployee separates
froa the Conniftsioata employment and then destroy*

VAC^noH, SICK LEAVE AHD IUJURI EBCOHD
Thia i s an 6$" x U a unmsabered card form designed to accomo*
daie 3 Tuars entries* After the third year's entries there i s
very l i t t l e reference to the card. Accrued leave i s brought
forward to the new card* The cards ore retained i n the per*
socnel folder an& their accumulation i s included i n the total
for that item (Item 3)
RBCCaaffiHDATIOlU fiatain for 3 years after date of last entry.
and then destroy*

I?./ A >v/y/-Supervisor of Record Survey

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

5. Description of Records
Describe records accurately, Include title, form number,
purpose, size of documents, inclusive dates, quantity (cubic
.or linear feet), and show recommended retention period.

U2DQSRKET.L _
An W1 X VL9 wmuabwfel card form designed foar 20 year*
entries* Monthly «otrlB9 Indicating salary «od 5ratir«sM»ttb
cotrtaribationa are posted to this card, Tbe cards bave been
j^rteltad sine© 1947» «bon the Coraaiealon urats lnolnded in the
Retirement System. They now occupy one drawsr. Art* 73 B«
Seo. 3 (6) 1951 Code, requires individuals to withdnw their
ftuods i f they separate from State aaployasnt for aor« than
two years, prior to reaching retirement age*
IiEC0ia!EI4DATI0R! Batedn tat three years aft«r amplo^e
separates rroa the Carmi03ton»s eoploy and then destroy.

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

Supervisor of Record Surrey


