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WeSSeCe R. EST FOR RECORD RETEITICN SCHEDL .
A=949A To be subritted to the Records lanagement Division
HR RM 1 Hall of Records Com:ission

Page No.y

Y"’hﬂeques‘b:’u'zg Agency 2, Division or Bureau of
WASHINGTON SUBURBAN SANITARY COMMISSION CASHIER'S OFFICE

Requesting Agency

A

3. Authorization Requested (Check only one of the squares Delow)e
B C

valué to warrant reten~ retention after the period of

tign.

.time indicated,

Dispose of present Establish retention sche~ Microfilm amd destroy
| __]accumlation, No | ¥]dule for records for which originals, Originals
additional accumlation there is a contimiing accumu- no

is anticipated. Records lation,
have ceased to have

t microfilmed would
The records will cease be retained for the period
Y0 have value to warrant their of time indicated.

Lo
Ttem
No.

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

5. Recormendation
of hall of Re-
cords and Board
of Public Workss

1,

CARBON COPY (OR CHECK STUB) OF CHECKS ISSUED:
- | An unmmbered form (83" x 62%) used for entries of all

checks issued. The carbon copy indicates the payee
voucher number, check mmber, apount and date paid tsingle
check to each carbon). Thesé copies are filed mmerically
by fund mmbers in monthly groups, Thay accumlate at the’
rate of 50 lineur. fest per year from 1940 (when the form
was first used) to date, Microfilmed copies of checks are
retained permanently. Prior to 1940, check stubs were
retained rather than carbon copies of the checks.

ocoupy 13 cubic fest in the Treasurer's vault(first floor)
for the years 1918 to 1940, An additional accumulation ig
stored in the warahouse (Hladensburg). These copies are
inacessible and the quanity 18 unknowm,

RECOMMENDATION: Retain for three years or until sudited,
whichever is later, and then destroy,

DEPOSIT SLIPS:

An unmmbered (24" x 34") form used since 19 rior

1950 a 33" x 9* form was used, Thesoromig;l;hew::m-
lation from 1918 to 1950, The forms indicate the amount
deposited, the fund mmber to which the deposit is credited,
the date and bank, This information is also recorded

permanently in the cash register ledger. Deposits are
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ney. Divisioyr Bureau Representative
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Signature

Schedule Authorized as Indicated in
' Col. 6 by Hall of Records Comnission.

L AN ]
ate Signature v Date— 7 \ Signature

Disposal fubthoriz ed as Indicated in
Col. 6 by Board of Public Vorks.
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5. Descripton of Records
escribe records accurately. Include title, form number,
urpose, size of documents, inclusive dates, quantity (cubic
or lin eet), and show recommended retention period.

6. Recommendation
‘of Hall Re~
cords and Board
of Public Works.
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