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REQUEST FOR RECORDS RETENTIO* SCHEDULE

.0 be Submitted to the Records Mana^ .hent Division

Hall of Records Commission

SCHEDULE
NO.

7 -J'i

PAGE

NO. 1 #

2. Division or Bureau of Requesting Agency

y
1. Requesting Agency

^ AD?-Q:MISTRATQR OF LOAN t m

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

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.
J

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.

1* ACCOON'TOiG RECORDS
2^^*^c %££^

Period Covered: 1937 - -
Quantity; 8 cubic feet
File ArrangerssntJ chronological
Annual AcQuaulsfciont lesa then $ cubic Toot \
Disposable Acy>un.t; 6 cubic feet ^
Audited by: Stato

This itess includes all standard accounting forsss used by Stato
Agencies* Specifically, theso area

Cataptroller of the Tre&suxy

Fora Ko.

E-l-S
E-l & E-£
DD-1
n-2

Distribution of Charges
Transsittal
Certificate of Deposit
(forsijerly m-&) Konthly Repwt of Stats Funds Collected
and Deposited

Distribution of Unexpended and Obligated Balances
Hanthly Statement of Balancos

Purchasing Surasu (Departaent of Budget & Procurement

1-A Requisition for Supplies
4?-A Purchase Order
100-16 Out of Schedule inquisition for Supplies
39A & 40A Stores Requisition

7. Agency, Division or Bureau Representative

Deputy Administrator April S, 195$'
Signature Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
ecords Commission.0V

tfW^t
Date Archivist

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

APR 1 1 1955

Secretory
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SCHEDULE
SCHEDULE
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PAGE
NO. 2 .

4.
em

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.

£,

CF-3 Copy of Contract Awarded
CF-1 Capital Fund Requisition for Equipment.
lop/34 Actual E«ergeney and Repairs Report
27 A Cop7 of Contract Awarded
CF 3 Copj of Contract Awarded

Delivery Kotice
J26-A JJotice of Award of Contract
S2 Credit Meaorandua
Si Report of Partial Delivery

Budget Bureau (Departaent of Budget & Procuresiont)

BB-1 (Kev.) Forcerly BB-1 and BB-S
Budget Schcidulo Asjerdmont oh.eot
Report of Fixed Assets (annual)
Report of Materials and Supplies (cnnttal)
iitaterlals and Supplies Physical Inventory (annual)
Request for Position Action

BP Inv. R101
B? Inv, R102
BP Inv* G
DS-40
Budget Foi*njs
1 thru 11

3? Inv. 1
BP lm» 2
BP Inv. 3

Budget EstiEateo Fiscal Year (13 pagaa including Farm
Statement)
Stores Eocord
Equipment Rocord
î otor Vohdcle Record
Moaorandua of Adjustnont

Others

Vendors Invoices
Bank Deposit S l ip3
Bank Sta tesento
Bsnk Deposit Hocoipts

Cancelled CSicclcs
Check Stubs

RSCOMUiDATIOii: IU2TAIH FOR THREE XBAKS CR USTIL AUdltiX), uiilGHMm
15 LtfEE, AT® 1KEH DESTSDT,

Acoororcnio RECORDS FOR macn DISPOSAL HAS mm PROVIDED BY A (SSHBRAL
RECORDS BSTBWUGH SCKEDOLS

PAYROLL (Prior to July 1, 1953) - Hie agency copy of this payroll is
to be retained for five yearo or until audited, whichever is later*
end then destroyed, (General Schedule Ko, 0-1, Item 1-d, approved
by the Board of Public Works, January 11, 1954)*

PAYROLL JOUSKAL -The agency copy is to be retained for three years
or until audited, vrhichever is later, and then destroyed, (General
Schedule Ro* G-2, Itea 1-<1, c^aroved by the Board of Public Worka,
January 11, li>54)«
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NO.

PAGE
NO. 5 ,

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.

AYUOLL EXCEPHiOHS, Mdltions and Exceptions «* The agency copy la t o
8 retained for three years or unt i l audited, ??hichever i s later*

and then destit>yed. (Crcmeral Schedule ?to» 2 . I tea 3-4), approved by
tha Board of Public .Ho-rfca, January 11 , 1954;.

hi $ARItAH?3 - The agency copy i e to b© rotained for thixae years or
unt i l audited, tshichover i a later> end then destroyed. (General

chedale Bo. 3^ I tea 3 , approved by ttie Board of Public Works,
»Iay 10, l9&i),

iSCBIVIKG WARHAHT3 - TrtQ agency copy i© to te retained for three yeer|
ir un t i l suditsd, ??hichover i s l a to r , and then destroyed* (Ckansral
chedule No* 4, Itora 3., approved by tha Board of Public Xiovka,
&BT iO* 1954.)

StAHSairTAl. K)£M J3-X or E - i {Ccraptrollor of tho Treasury Forai) i s to
>s retained £or three years or unt i l audited, whichever i s la to r ,
end then destroyed* {Genoral Schoduld lk>* 5^'Itea 3 , approved by the
Joard of Public V?orks, i-Iqy 10, 1954),

s o A iv n . J F P f-'-.i

Djitft .APR 1.1. 1S55

•»•
v.r*tsr?


