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1. Requesting Agency

COMPTROLLER OF THE TREASURY OENERAL OFFICE

2. Division or Bureau of Requestmg Agency

3. Authorization Requested (Check only one of the squares below) .
Establish retention schedule for re- .

B8
D 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.

A . S L
Dispose of present accumulation. No Microfilm
additional accumulation is antici-
pated. Records have ceased to have value

to warrant retention.

Originals if not microfilmed would be
retained for the period of time indicated.

and destroy originals.

5. Description of Records

6. Recommendation

Tt . Describe records accurately. Include title, form number, size of documents, of Hall of Records
Nem . work or activity to which the records relate inclusive dates, and quantlty and Board of Public
°. {cubic or linear feet). Show recommended retention period. Works.
1.  |BoNDs M Wall f()
The 9° x J.h" surety and fidelty bonds of this file are for indivie
(Lo.wx&a Lown:

"lduals or groups of individuals appointed or elected to specifie
positions in state and county agencies, They are filed by year and
‘ county or agency therein, The bonds occupy 35 document type .°
- |érawara (8 cubic fect) for the years 1931 to date, The annual rate
of accumlation is approximately 1/2 cuble foot. Approximately ﬁ
bi.e foot !ﬂ.l be disposed o?\pcm approval of this 8chednla

RETAIR FOB% YEARS AND THEN xmsmox

Wm‘l‘l’ﬂﬂ :

QENCY BUDOET CONTROL CA&B‘ . .
ppared ammelly, one for each agencye It
f the agency at the beginning of
e by date,warrant number, amount
The cards are used for audit pure
1ce to this record is very limited
ade after six years. They occupy 4O
2 to date and are filed alphabetiecally
tely %8 cubic feet will be disposed of
anmal rate of accumlation is

ations

] 'l'hia
3180 shown are the date,
fures This information is po

prepa.red for each sgency anmally.
; puzber and the cumlative expendie
d“4n the General Cash Disbursement

ows expenditures by budget appropriatien
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7. Agency, Division or Bureau Representotuve Vs

W&LM} Chiof D2 s Comptroller
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Slgnuture Title

Ddte - -

Schedule Authonzed as lndlcoted in Col. 6 by Hall of
Records Commission.
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Public Works.

Disposal Authorized as Indicated in Col. 6 by Board of

. Secretary
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-1 6. Recommendation

4

®

work or activity to which the records relgte, jficlusive dates, and quantity *

5. Description,of Records . <
Describe records accurately. Include title, form number, size of documents, . {of Hall of Records
and Board of Public

(cubic or linear feet). Show recommended‘yétention period. Works.

| The Cards are filed by agency and Yudget appropriation thergin, The

--.| 28 LATER, AND THEN DESTROY,

"nmoummm nmmmmmsonmmmm,mm

Ledgers The cards are used to check/the of anocunts shown
on transmittals end payrolls and ne¢es for sudit purposes,
accumlation for the period 1932 tb date cocupies 11 cudle feet, i!
The armualrate of sccumulaticon s /2 eutdo foots Approximately 8
cubic feet of material will be disposed of upon approval of this™
Ochem. ! L 4; o » 4

RECOMMENDATIONs RETAIN FOR THREE YEARS OR UNTIL wmmn,' WHICHEVER

BUSINESS LICENSES

Cods of 1951). This copy of the license 48 used to verify the fess
deposited as indicated on the monthly report. After verification
there 48 no further use made of the licenses and they are bundled
and stored in the basement of the State Office Bullding, Annapolls, |-
where they occupy 15 cuble fest for the period 1948 to date, " The
ammual accurmlatien rate is 1% cudde feoet. Approximately 7§ cubie
feet will be disposed of upon approval of this schedule, s

RECOMENDATIONs ' RETATN FOR THREE YRARS AND THEN DESTROY,

CERTIFICATES OF DEPOSI? - . ' ‘ :
artificates of Deposit (Form DU=1) 7" x 82" are received in duplie

JONTHLY AND ARNUAL REFORTS OF CLERXS OF COURT AND REGISTERS OF WILLS
These reparts show colleotions made Uy Clarks of Court and Registers
of ¥ills from sals of licenses, inheritence taxes, fess and commis~
sions. The reports alss show distribution of the money collected.
Little reference 18 made to them except for audit purposes, They

(6 cubic feet) for the period 1948 to date. The ammal rate of
will be disposed of upon approval of this schedule, -

IS LATER, AND THEN DESTROY, :

‘X @plicate copy of a1l business 1eenses issued by Clerks of Court Oppronadl e JL)
ie forwarded to the Comptroller's office (Arts 56, Secs 2, Amotated|n ' . 0. O cwoan:

\—\«_Q.QJL
™
cate from the depositing sgencyj the original 4s forwarded by the = | <> ‘3
Comptroller %0 the Treasurer with the receiving warrant and the | Eﬁ“ :g
duplicate copy 15 filed 4in the Conptrollerts offices After the de- E:S f
posit 48 posted in the Cash Recedipts ledger, littls reference is -~ :
made to the Certificates except for audit purposes. They are filed .'Q ’ .
by year and alphabetieally by agency thereine The present accurmlae|: it

tion for the years 1948 to date oeccuples 65 cubie fost. Tho amual | = I

rate of accunmlation 4s 6 drawers (9 cuble feet). ' Approximately = -

32 cuble feot of material will be disposed of upon approvel of thds| oI 9
scheduleg, . ’ X a o
RECOEMENDATIOR ¢ RETATE FOR THREE YRARS OR UNTIL AUDITED, WHICHEVER | ~ = @

I3 1ATER, AND THEHW DESTROY, o - = oxEn

.yb

filed by year and by comnty therein. The reports cscupy L drawers | -
accwmlation 18 1 cubde foot. Approximately 3 ouble feet of materia]
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5. Description of Records - | 6. Recommendation 2
Describe records accurately. Include title, form number, size of documenfs, -of Hall of Record§
‘work or activity to which the records relate, inclusive dates, and quantity and Board of Public
(cubic or linear feet). Show recommended retention period. Works. ;
\

REPORT OF COLLECTOR OF STATE TAXES . I\ all
8 Yorm C.Te HoOa x ndicates the monthly tax collecw . @ R
tions by type of tax and the levy year for which tax was collecteds |(Qcocd SWAS
Included 4n this file is the Report of Deductions from Taxable .
b (Porm C.Te Hoe 2) , and Repczt of Taxablo Baels for the year. Each
of thess forms 15 submitted wenthly by the various county Tax Cole
lestors, There 48 no reference to these reports after the audit

has been made, (They are audited at the county level and not 4n the
Coxptrollerts offices) . The reports occupy 8 cudic fest for the
years 1945 to date and are filed by month and by county therein,

The amual rate of accunmlation 4s 1 cubis foote Approximately 7
eubis feat of material will be disposed 'of upon approval of this

RECOMMENTATIONs RETAIN FOR THREE YEARS AND THEN DESTROY,
Y8, | MARYLAND ESTATE TAX RETURK ' o Nao0 { ﬁ

BV x 137, four-sided document (Farm M.E.T. No. 1) 45 used to B @ b L
| compute the amount of estate tax due the State of Maryland. These - Qﬂc&%ﬁ £
:

AT
| 7@

forms are executed by the administrators or executors of the estates
and are certified by the Registers of Willes, They must be filed for
@ | 512 deceased persons who were residents of Maryland at ot
their death and whose estates are subject to the Federal Estate Tax
o Roturns. Payments of this tax are posted to the cash ledger, There|
is only occasiomal reference to the forms for a period of four to
five years for purposes of reassessments or refunds, They are filed
alphabetically by name of deceased and cccupy 3 cubie feet for the .
-| period 1945 to dates The anmmal rate of accumlation 418 very small.
Approximately 1 cubic foot will be disposed of upon approval of this
schedule, ) .

RECOMMENDATION: RETAIH FOR FIVE YEARS AND THEN DESTROYe -4 /% o *

9. - |Auore REporrs g |
‘ Copies of audit reports for all State agencies and all county agen= “’\5”\“*‘“’&' ‘

cles collecting State fees and taxes are submitted by the Stat:g N Nocorda (O

Auditor to the Comptroller. There 18 very little use made of thase |\ '

_|reports except in instances where discrepancies are noted, Vhere ‘
such diserepancies do ocour, remedial action is taken immediately

and the reports serve no further purpose, They are filed by departe | _

ment or eounty and chronologically therein and occupy 7 legal sise

: drawers (1 cubic feet) for the period 1937 to date, The anmuel ra

o of accumlation 13 1 cuble foot. Approximately 10 cuble feet of
\\ material will be disposed of upon approval of this schedule,
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