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1. Requesting Agency

COMPTROLLER OF THE TREA.SUKT

2. Division or Bureau of Requesting Agency

ODIERAL OFFICE

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

A
Dispose of present accumulation. No

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

B
Establish retention schedule for re-
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.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

BONDS
The 9" x 3lia surety and fidelity bonds of this file are for indivi-
duals or groups of individuals appointed or elected to specific
positions in state and county agencies* They are filed toy year and
by county or agency therein* The bonds occupy 3£ document type
drawers (8 cubic feet) for the years 1931 to date, The annual rate
of accumulation Is approximately 1/2 cubic foot* Approximately <&
cubic feet will be disposed of upon approval of this schedule*

gBOOHHEHDATIOHi REIAIH FOR^S^ TEARS A8D THIS DESTROY.

iOEICY BUDGET CONTROL CARD

Indicates the total appropr
the fieeal year* each expendi'
Bnd the budget balance remain!
poses and budget control
End se use of the cards •.
able feet for the years
BQT nane of agency*
upon approval of this
2 cubic feet* ^&

Ref

annually, one for each agency* It
tions jot the agency at the beginning of

lade by date,varrant muaber* amount
The cards are used for audit pur*

rO this record is very limited
six years. They occupy itO

» and are filed alphabetically
cubic feet will be disposed of
annual rate of accumulation is

C&&6 facro. Co

lECOKJCHmTIOHt EETAIK TOE SIX TEARS OH UNTIL AUDITED. V^HICHKVLti I S
1.TBR, AHD THIS DESTBOI*

^SH mSBORSEMEOT CONTROL CARD
IThle 7*" x 9f" ledger card shows expenditares by budget appropriation
'or each agency* This eaarakis prepared for each agency annually*
klso shown are the date, warrant maker and the emulative expendi*
ores* This information i s posted in the General Cash Disbursement

7. Agency, Division or Bureau Representative /

Chief Deputy. CoaptrolJor ^/vv/vTAA
Title / Dote

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

># ,Tff H/lu^^ <
Date Archivist

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

JUL 1 2 13S4 JtykjzJZ^^*^->JL
D a t e ~ ^ . Secretary r . '
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5. Descriptionuof Records
Describe records accurately. Include tirie, form number, size of documents,
work or activity to which the records rererte, inclusive dates, and quantity
(cubic or linear feet). Show recommendecrttJtention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

U.

• *

i/ 6.

Ledger* The card* are used to ehecl
on transndttals end payrolls and
The Cards are filed by Agency «nd

'theNAccuracy of aaounts shown
necessary for audit purposes*
;et appropriation therein* TJie

aceuonlatlen for the period 1932 to date occupies 11 cubic feet« <*
The annual iate of accumulation la a/2 cubic foot* Approximately. 8
cubic feet of materiel will be disposed of upon approval of this
schedule* , . ;

RICOlSEBDATXONi RETAIH FOR THREE YEARS OR UNTIL AUDITED, K5HICHEVER
£S LAT1R, AHD THHt DESTROY.

BOSIHESS LICEHSES
A duplicate copy of all business licenses Issued by Clerks of Court
la forwarded to the Comptroller (s office (Art* $6. See* 2. Annotated
Code of 1951)* This copy of the license Is used to verify the fees
deposited as Indicated on the aonthly report* After verification
there is no further use made of the licenses and they are bundled
and stored in the basement of the State Office Building, Annapolis,
where they occupy U> cubic feet for the period 19U8 to date* The
annual accunulatim rate is 3| cubic feet* Approximately 7§ cubic
feet will be disposed of upon approval of this schedule.

R£CO!£rKtfI&TIOBi BETAIK TOR TERSE 7S&RS AHD THBJ DESTROY*

CStTIFICATES OF MP03IT
Certificates of Deposit (Fora DO-1) ?> x 6%* are received in dupli-
cate from the depositing agency} the original Is forwarded by the
Comptroller to the Treasurer with the receiving warrant and the
duplicate copy is filed in '$he Cegptreller'e office. After the de-
posit is posted In the Gash Receipt* Ledger, little reference la
made to the Certificates except for audit purposes* They «re filed
by year and alphabetically by agency therein* The present accumula-
tion for the years 191*8 to date occupies $$ cubic feet* The annual
rate of accumulation la 6 drawers (9 cubic feet)* Approximately
32| cubic feet of oaterlal will be disposed of upon approval of this
schedule*

RBC0HI3JMTI0HI RETAIS Kffi THREE YEARS OR UHTO AUDITED, BHlCHKVJflt
13 UTER, AHD THEH DESTROY.

(A--e£

MOOTHLY ASP AKNUAL RCT0OT3 OF CLBtKS OF CODRY AHD REDISTES3 OF WlTT-q

These reports show co l l ec t ions jnade by Clerks of Court and Registers
of Wills from s a l e of l i c e n s e s , inheritenee t sxas , f ee s and conniiB-
sions* The reports also show distribution of the neney collected*
Little reference i s cade to them except for audit purposes* They w
filed by year and by county therein* The reports occupy b drawers
(6 cubic feet) for the period 191*8 to date* The annual rate of
accumulation i s 1 cubic foot* Approximately $ cubic feet of aaterla:
w i l l be disposed o f upon approval o f t h i s schedule*

RECOHHEHnmONl RETAIN IX5R THREE YEARS OR TOTIL ATOCTED. ttHlCmSViK
IS LATffl, AHD THE8 DESTROY*

a
'JSMJJ^-
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5. Description of Records
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of Hall of Records
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8*
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y<

RETORT OF COLLECTOR Of STATE TAXES
This Fora C*T* So* h (Bfr" x 13") indicates the aonthly tax collee*
tlono by type of tax and the levy year for which tax was collected.
Included in this file is the Report of Deductions from Taxable
Basis (Form C«T* Bo* U « Report of Additions to Taxable Basig
(Form C.T. Ho. 2) , and R«pc7t of Taxable Bads for the year. Each
of these forms Is submitted jaonthly by the various county Tax Col-
lectors* There is no reference to these reports after the audit
has been made* (They are audited at the county level and not in the
Comptrollers office*) .The reports occupy 8 cable feet for the
years 19US to date and are filed by month and by county therein*
The annual rate of accumulation Is 1 cubic foot* Approximately *&
cubic feet of material Trill be disposed of upon approval of this
schedule* . .

RHJOMKSHDATION* RETAIN FOR THREE TEARS ABD THBH DESTROY,

l&RYLAHD ESTATE TAX RETORS
This #V« x 13B» four-sided document (Ferm B*E*T. Ho* 1) is used to
compute the amount of estate tax due the State of Maryland* These -
forms are executed by the administrators or executors of the estates
and are certified by the Registers of Wills* They East be filed for
all deceased persons who were residents of Maryland aVthertisteof—
their death and whose estates are subject to the Federal Estate Tax
Returns*. Payments of this tax are posted to the cash ledger* There
is only occasional reference to the fonas for a period of four to
five years for purposes of reassessments or refunds* They are filed
alphabetically by name of deceased and occupy 3 cubic feet for the
period 1$k$ to date* The annual rate of accumulation is very «n>»^.
Approximately 1 cubic foot will be disposed of upon approval of this
schedule*

(-U&

RECOl&ENI&TIO&l REEAXH FOR FIVE TEARS AND THSH DESTROY* -A j^ o j

AUDIT REPORTS

V)

Copies of audit reports for all State agencies and all county
elea collecting State fees and taxes are submitted by the State
Auditor to the Comptroller* There is rety little use made of these
reports except in instances where discrepancies are noted* I/here
such discrepancies do occur, remedial action is taken imaedlately
and the reports serve no further purpose* They are filed by depart-
Bsnter county and chronologically therein and occupy 7 legal alae
drawers (Hi cubic feet) for the period 1537 to date* The " " ^ I «tf
of aemnaulation is 1 cubic foot* Approximately 10 cubic feet of
material will be disposed of upon approval of this schedule*

oJ^av^L VWG-
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