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A Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals,

additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention,

cords for which there is a continuing
accumulation, The records will cease to
have value to warrant their retention after
the period of time indicated.

Originals if not microfilmed would be
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This unnumbered form (8% x 77), is preparad in triplicate and is
used for billing individuals for damages made Yo Commission property.

{ A copy is mailed to the customer with the original of the bill, The

{8 returned at the time of payment and is stamped paid by
the Cashierts office. It serves as the permanent signed recelving
record, The recommendation for this item applies only to the signed
and etamped record copy of the bill, (The record copy is retained
in a pending file until the bill is pald after which time 4t 3o
considered non-record, Art. 41, Sec. 155, Annotated Code of 1951.)
The involces are filed alphabetically by customer's name. They
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| the years 1952 to date and 30 boxes (15 cubie fest) in the 2nd floor
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be disposed of upon approval of this schedule, The annual rate of
accumlation 18 13 cuble feot. :
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and one to the Cashier's office. Prior to July 1953, this was hand
posted. Since that date 1t 45 a machine operation. Prior to 1953,
only one copy of the register was This record is kept in
& post binder. Each page of the original only is eigned by two
Commdgeloners indicating approval of expenditure. It occoupios 3
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linear inches for the year 1952 and L linear inches for 1953 in the
office area and 3 linear feet in the 2nd floor vault for the yoars
;9”22 to 1950 (total 5 cubic feet)s Amnual accumilstion is 1 ecubio

RECOMMENDATION: RETAIN FOR THREE YEARS OR UKTIL AUDITED, WHICHEVER
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