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SCHEDULE
NO. .

PAGE
NO.

Lo

1. Requesting Agency

COMPTROLLER OF THE TREASURY

2. Division or Bureau of Requesting Agency -

GASOLINE TAX DIVISION

A ‘ .
Dispose of present accumulation. No

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

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

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

Microfilm and . destroy originals,
Originals if not microfilmed would be
retained for the period of time indicated.

the period of time indicated.

5. Description of Records

6. Recommendation

File Arrangements Chronological

Annual Accumlations 2 drawers (L cubic feet)
Disposable Amounti 4 cubic feet)

Auditéd bys State

This item includes 21l standard accounting forms used by State agen-
cles as supporting data to ‘the final book of entry. The final book
of entry 15 to be retained permanently. Specifically these aret

Comptroller of the Treasury

Form No.

E~1-8 Distribution of Charges

E-l and E-4 Transmittal

=1 Certificate of Deposit and Bank Deposit Slip

R-2 (formerly MR-2)Monthly Repert of State Funds Collected and De-
posited .
Distribution of Unexpended and Obligated Balances
¥onthly Statement of Balances

Purchasing Bureau (Department of Budget and Procuremsnt)

Requisition for Supplies
Purchase Order

1-A
L7-4

?‘ Describe records accurately. Include title, form number, size of documents, of Hall of Records
h:em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
0. (cubic or linear feet). Show recommended retention period. Works.
1., | ACCOUNTING RECORDS -
Quantity: B8 drawers (16 cubic feet)
Datess 1951 « =

APP.OvVED
HALL OF RECORDS COMMISSION

7. Agency, Divisign or Bureau Representative

CHICr GnrS. 7A» D

6 -

24- 55

57

Signature Title

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

ZQ/ ’rs

Public Works.

O\MMSW

Date

Date

Disposal Authorized as Indicated in Col. 6 by Board of

Archivist
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(cubic or linear feet). Show recommended retention period.

- L / .| SCHEDYLE
RCIREY (" R EST FOR RECORDS RETENTI\ . Su. JULE No. . 1RR
“Hall of Records : (Continuation Sheet) PAGE ‘
Commission NO. 2
4 5. Description of Records : -1 6. Recommendation
Ite Describe records accurately. include title, form number, size of documents, of Hall of Records
’:lzm work or activity to which the records relate, inclusive dates, and quanhty and Board of Public

100-16 Out~of -Schedule Requisition fm' Suppliea -
39-A and L4O-A Stores Requisition S
CP-2 Copy of Contract Awarded ~ "tc/;’
CP-1 Capital Fund Requisition for Equipment 2.
100/2} Actusl Emergency and Repairs Report as
27-A Copy of Contract Awarded wo
CP-3 Copy of Contract Awarded >
‘ Delivery Invoice ' o
26~A Notice of Award of contra.ct o
s2 Credit Memorandum - b3
51 = Report of Partial Delivery :‘g“:"
Budgat Buroa:a (Deparhaent. of Budget and Procnrement) &S
BB-1 (Rev.) Pomerly EB-1 and BB-2 1 g
- Budget Schedule Amendment Sheet 3
B.P. Inv. RIO1 Report of Fixed Assets (anmal) :
BsP. Inve R102 ' Report of Materials and Supplies (anmual) ’
B.,P. Inv. 6 Materials and Supplies Physical Inventory (a.nmm].):
BB-40 | . Request for Position Action
Budget Form Nosa,. L '
1 thra 11 Budget Estimates Fiscal Year (13 pages including
farm statement)
B.Pe Inv, 1 Stores Record’
B.P. Inv. 2 Equipment Record
B.Ps Inv. 3 Motor Vehicle Record -
_ : Memorandum of Adjustment
Others [ ‘
N
Vendors Invoices
Bank Deposit Slips N
Bank Depoeit Receipts
Canceled Checks’
Bank Reconciliation Work Sheet
Bank Reconciliation Machine Tape
RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDIT, WHICHEVER
' IS IATER, AND THEN DESTROY. _
2. | ACCOURTING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A GENERAL
RECORDS KETENTION SC . - -7 -
PAYROLL (Prior to July 1, 1953). The agency copy of this payroll
form 18 to be retained for five years or until aundited, whichever
4s later, and then destroyed, (General Schedule No. G-l, Iten l-d,
By RES
{-}iu‘._J’UL 11 1355
Al AN

Works.

e 1Tetsena®
Sarretery
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ronM HEEM 1A (\ - speuLe Ly o
(-1-53; ¢ R\ JEST FOR RECORDS RETENTI\ . Suv  JULE NO. .. R
Holl of Records (Continuation Sheet) - PAGE
Commjssion NO. 3.

4 5. Description of Records 6. Recommendation
: Describe records accurately. Include title, form number, size of documents, of Hall of Records
gl%m work or activity to which the records relate, inclusive dates and quantity Wd Esoard of Public

- orks.

(cubic or linear feet). Show recommended retention period.

3.

approved by the Board of Public Works, Jamary 11, 195k).

PAYROLL JOURNAL - The agency copy 18 to be retained for three
yoars or until audited, whichever is later and then destroyed.
(General Schedule No. G-2, Item 1-d, approved by the Board of Pub-
lic Works, Jamary 11, 195h).

»ns -

PAYROLL EXCEPTIONS, Additions and e - The agency copy 18
t0 be retained for three years or until audited, whichever is
later, and then destroyed. (General Schedule No. G-2, Item 2=b,
approved by the Board of Public Works, Jamuary 11, 195Y).

PAY WARRANTS -« The agency copy is to be retained for three years
or until audited, whichever is later, and then destroyed. {General
Schedule No. G=3, Item 3, approved by the Board of Public Works,

May .10, 195h).

RECEIVING WARRANTS = The agency copy is to be retained for three
years or until audited, whichever is later, and then destroyed.
(General Schedule No. G-, Item 3, approved by the Board of Public
Works, May 10, 195h).

TRANSMITTAL FORM E-1 or E-4 (Comptroller of the Treasury Form) is
to be retained for three years or until audited, whichever is
later and then destroyed. (General Schedule Ko. G=5, Item 3,
approved by the Board of Public Works, May 10, 1954).

MASTER AUTHORTZATION

Size: 5" x 8¢

Quantity: & cubic foot

Datess July 1953 = -

File Arrangement: Alphabetical
Armmual Accumlation:t 2 linear inches
Audited by: State

This state-wide form of the Commissioner of Persomnel is the authori-

gation for entering the employee's name on-the payroll or for making
any changes in the rate. It also shows all pay deductions.

RECOMMENDATION: RETAIN WHILE RMPIOYED AND FOR THREE YEARS AFTER
DATE OF SEPARATION, OR URTIL AUDITED, WHICHEVER
IS IATER, AND THEN DESTROY.

APPRQVED
HALL OF RECORDS COMMISSION

. AN mﬁ’ B
RO TORILS
Date -V % 1 195%
e N ~erretuyry
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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 dotes, and quantity
(cubic or linear feet). Show recommended retention period.

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

L.

LEAVE RECORDS
Quantitys 1% cubic fest
. Datest 1951 = -~ °
: File Arrangemsnts Alphabetical
Annuel Accumnlationt L linear inches

Disposable Amounts 1 cubic foot
Andited bys State

File inclndes the follwi.ng recordss

Leave record card - Form SEC 128—A - at.a.nda.rd sf,ate-uida fom,
prepared amnually for each employeo
Leave applications

Doctor's certificates

RECOMMENDATIONs RETAIN FOR THREE YEARS OR UNTIL AUDIT, WHICHEVER
IS LATER, AND THEN DESTROY.

APPROVED
HALL OF RECORDS COMMISSION
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