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1. Requesting Agency
. DEPARTHENT OF FORESTS AND PARKS

2. Division or Bureau of Requesting Agency

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

A

Dispose of present accumulation. No
additional accumulation
pated. Records have ceased to have value
to warrant retention,

R
B- . C
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
is antici- |

ond destroy originals.

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

5. Description of Records

6. Recommendation

‘I‘l:em Describe records accurately. Include title, form number, size of documents, of Hall of Records
N work or activity to which the records relate inclusive do’res and quonhty and Board of Public
°. {cubic or linear feet). Show recommended retention period. Works.
. L~ /.
1. |ACCOUNTING RECORDS 4 W Al &
145 M W

Quantitys 60 cubic feet '

Dates: 1936 - -« | T

File Arrangement:’ chronolog1 cal

Annugl Accumulationt 10 cuble feet
Disposable Amount: 30 cuble feet (estimate
Audit: State and Federal

This item includes all standerd accounting forms used by State
agencies, Specifically, these are:

Comptroller of the Treasury'

1E-1-8 Distribution of Charges
E-l & B~}  Transmittal ' ' ‘
DD..1 Certificate of Deposit and Bank Deposit Slip
R-2 (formerly ¥R-2) Honthly Report of State Funds Collected

-and Deposited

.Distribution of Unexpended and Obligated Balances
Ho'lthly Statement of Balances

Purcha°1ng Bureau (Department of Budget & Procurement)

1-A Requisition for Supplies

47-A Purchase Order

100-16 Out of Schedule Requisz.t:x.on for Supplies
39A & 404 Stores Requisition’

Cr-2 Copy of Contract Awarded

7. Agency, Division or Bureau Repregsntative

State Forester

April 6, 1955

Signature Title Date
Schedule Authorized as Indicayéd i Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
ecords Commission. Public Works.

%/7/745 MUM? W

APR 11 1355 MW\M

Date Archivist

Secretary
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|
|
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Describe records accurately. . :
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet).

5. Description of Records
Include title, form number, size of documents,

Show recommended retention period.

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

2e

CP-1
100/24
27A
CF-3

26-A
52
(18

BB~1 {Rev.)

BP Inv, R10l
BP Inv. R102
BP Inv, 6
BB-40

Budpget Forms
Yl thru 11

BP Inv’ 1
BP Inv, 2
BP Inv. 3

Budget Bureau {(Department of Budget & Procurement)

‘Others

—Bank Statements

RECQAMENDATION: RETAIN FCR THREE YEARS OR UNTIL AUDITED, STATE AND

ACCOUNTING RuCCRDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A GEITERAL |
RECQRDS !

Capital Fund Requisition for Equipment,
Actual Emergency and Repairs Report
Copy of Contract Awarded

Copy of Contract Awarded

Delivery Invoice

Notice of Award of Contract

Credit Memorandum

Repors of Partial Delivery

Formerly BBl and BB2 ’

Budget Schedule Amendment Sheet

Report of Fixed Assets {annuval

Repors of Materials and Supplies {anmual)
laterials and Supplics Physical Inventory (annual)
Request for Position Action

Budget Estimates Fiscal Year (13 pages including Fam
Statenent)

Stores Record

Equipment Record

Motor Vehicle Record

Hemorandum of Adjustment

Vendors Invoices
Bank Dcposit Slips

Bank Deposit Receipts AP CV D Y
Cancelled Checks BOARD 0 1 LI WORES
Motor Vehicle .. BPA T 1185

Departmental Invoices HOME e ey e

Timber Sale Contracts Zx/\_,d./ﬂ/(/\
Use Permits ) . SOOI BRI
Check Vouchers Fecrevury

Departmental Payroll Form and Time Sheet

Us S Department of Agriculture Relmbursement Vouchers
Nots, 382, 474 and 717

Certified Tree Expert License

FEDERAL, WHICHEVER IS LATER, AND THEN DESTROY,.

ON SCH:D

PAYROIL {Prior to July 1, 1953) -~ The agency copy of this payroll
form is to be retained for five years or until audited, State and
Federal, whichever is later, and then destroy. {General Sc¢hedule Fo.

G-1, Item 1-d, approved by the Board of Public Works, Jan, 11, 1954),

¢t
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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.

3.

PAYROLL JOURNAL -~ The agency copy is to be retained for three years
or until audited, whichever is later, and then destroyed., (General
Schedule No. C-2, Item l~-d, approved by the Board of Public Works,
January 11, 19514;.

PAYROLL EXCEPTICNS: Additions and Fxceptions = The agency copy is to
be retained for three years or until audited, State and Federal,
whichever is later, and then destroyed. (General Schedule No. 2,
Ttem 3-B, approved by the Board of Public Works, Jamuary 11, 195k).

PAY WARRANTS - The agency copy is to be retained for three years or
until audited, State and Federal, whichever is later, and then
destroyed. (General Schedule No. 3, Item 3, approved by the

Board of Public Works, May 10, 1995

RECELIVING WARRANTS ~ The agency copy ig@ be retained for three
years or until audited, State and Federal, whichever is later, and
then destroyed. (General Schedule No. k, Item 3, approved by the
Board of Public Works, May 10, 195L).

TRANSMITTAL FORM E-l or E~: (Comptroller of the Treasury Form) is
to be retained for three years or until audited, State and Federal,
vhichever is later and then destroyed. (General Schedule No. 5,
tem 3, approved by the Board of Public Works, May 1Q, 19%h).

LEAVE RECORD CARD

Quantity: 2 cubic foot

Datess 1953 = =

File Arrangement: alphabetical
Audit: GState

Ihe Leave Record Card 15 a state-wide form used since July 1953,
Bhowing all leave taken during the year, and all accrued leave. One
pard 15 prepared anmally for each employee.

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATSR, AND THEN DESTROY.

LEAVE APPLICATION

Form No,: 13
Sizes 8;%'" x 11" BT )\"‘\r
Quantity: 1 letter size drawer (1% cubic feet) -V s

Aprplication for lzave showing inclusive dates, type

Sizes S" x & CMW

Dates: 19kl = « ASARD OF PUBLIC WOURES

File Arrangement: chronological .

Annual Accumulation: 2 lipear inches

Disposable Amount: 1 cubie foot R T
CrTUUTTY Gerretary

ey BY

Tature and approvale The leave taken is posted to the Leave
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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.

5.

6.

.

Record Card,
BECOM@ENDA&‘ION ¢ RETAIN FOR THREE YEARS AND THEN DESTROY.
MASTER AUTHORIZATION CARD

Sige: 5% x B¢

CQuantity: 1 cubic foot

Dates: 1953 = ~

File Arrangementt alphabetical
Annual Accumulatlion: 2 linear inches

This State-wide form of the Commissioner of Personnel is the author—
ization for cntering the employeet's name on theppayroll or to make
any changes in the pay rate. It also shows all pay deductions.
RECOM'ENDATION: RETAIN WHILE EMPLOYED ARD FOR THREE YEARS AFTER
DATE OF SEPARATICN AMD THEN DESTROY.

REPORT OF CHAMGES TH PERSONNEL

Yorm No.: SE.C, 109

Size: 83" x 11v

Quantity: 3 cublc feet

Dates: 1944 = =

Annual Accumwlation: less than & cubic foot
Disposable Amount: 2 cubic feet

Form shows employees rnanme, classification, pay, nzture of change
and effective datejy 1s used to prepare new Master Authorization Card
and effecting payroll changes.

RECOMMEMDATION: FETALN FOR THRES YEARS AND THEID DUSTROY.

PERSOMEL FILE

Quantity: 5 letter size drawers (73 cubic fect)
Dates! 1936 — = d
File Arrangexent: alphabetical

Annual Accumulations less than 4 cublce foob
Disposable Amount: 3 cublc feet (estimate)

A folder for each individual employed by the Department is maintained
containing the application for employment, changes in classification
and all correspondence, A large part of this file is composed of
Foraest VWarden Commissions which are renewable every two years,
RECOLGLNDATIONS RETAIN WHILE EMPLOYED AND FCR FIVE YEARS: AFTER' DATE
OF SEPARATION AND THEN DESTROYe ROARD 6 UL

Date ARR 11 335

§§
?
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5. Description of Records . 6 Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records
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.

8,

9.

PERSONIEL IHJURY FILE

Quantity: 2 legabsize drawers (4 cubic feet) éZ?&nﬁ/&?W
Datest 1944 ~ =

File Arrangerent: alphabetical
Annual Accumunlation: 4 linear inches

This file contains the records required for reporting injuries to
the State Aceident Fund and the State Industrial Accident Cormlssioni
The following listed forms are necessary for processing the claim,

SF-1 Employer's First Report of Injury
SF-3 Surgeon's Report

SIAC-108/07 Employee's Claim for Compensation
SIAC~S% Settlement Receipt

Other forms may be needed to complete the claimj they are also in-
cluded in the file., Copies of all records are filed in the case
folders of the Accident Fund and the Industrial iccident Commission.
{Case files of the Accident Fund are retained for ten years after
final settlement, Those of the Industrial Accident Conmission are
retained permanently)e

RECOLLENDATION: RETAIN FOR TEN YEARS AFTER FINAL SETTLEENT AID
THEN DESTROY. .

ACCIDENT REPGRTS {promest el 12

Size: 85" x 11" (2 sides)
Quantity: 1 cubic foot

Datest 1942 = =

File Arrangement: alphabetical
Annugl Accumulation: 1 linear inch
Disposable Amount: & cubic foot

§

This is the .standard Department of Motor Vehicles form used for re-
porting accidents. Copies are filed with the Department of Motor
Vehicles and the Maryland State Police. After the Insurance has
been settled, the Department of Forests and Parks has no further
need for them.

RECOMMENDATION: RETAIN FOR THREE YEARS AND TiEN DESTROY.
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