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1. Requesting Agency
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2. Division or Bureau of Requesting Agency

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

Dispose of present accumulation. No
additional accumulation is antici-
. Records have ceased to have value

B

pated
to warrant retention.

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.

tROOBESS HEFOBT

Slttt 6$» f 1U»
Quantity s $ drawer
Bates* 1*3? -•
File ArrangeoBntt Chronological
Animal Acctmsalattoni l e w than 1 linear Inch

These nonthly progress reports Show the etatoa of the audit program*
Tht reports, statistical la format, are used for budget preparation*
work programing^ preparing the anmol report» etc. They represent
a work history of the office*
RECOIOEKD&TIDH* BSE&ZB VESa&8&CZV£,

AUDIT RBKJEf

QmatitTt $ legal aim drewera (10 cubic feet)
Dates! 1 ^ ^ - - -
PileinaaeeasBtt Alphabetical.
^p^wtftlL AtTflMMlfl M t i 5Pt lflMMf ^^*Tt $ CTlMo fOOt

Tonr er nore wpLmxa the Aodit Eeporta are prepared* The State
Auditor retains one, the Oovemor receives one and al l other copies
are transmitted to the CoaptrolUr of the Treasury who determines
their dietrtbattcau 7h« lacmrnwuriation below applies to the copy
retained by the State Auditor. ,

BsxnanBD&TXOft RETAIH PHoasami

Uj O

o- o

o

7^ Agency, Division or Bureau Representative

I*KM? C^C**-*e^4£*y-, Q>~£y <A<Z/s9&'
Signature Title & /Date

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

A'yft" 4>V/fr3- fW^J^S
/ Date v Archivist

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

AUG 8 1S55
Date Secretary
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PAGE
NO. s.

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.

* •

AUDIT ITOBK PAHSS

Quantity! 73 drawers and 29 cubic feet In office and IB trana-
fUea l a Budget and Procurement Warehouse
(Total 290 cubic feet)

Dates* 1959 - -
Pllo Arrangemntt Alphabetical
Annual Accttxaalationi 7 cubic fee t
Disposable Amounts 100 cubic f e e t

Vork papers for each audit for each agency are bound and f i l ed l a
heavy manila envelopes* Besides the working papers the f i l e a lso
contain* the f i r e t handwritten draft of the audit report, subsequent
t<ypuwrltUm drafts, sad other docuaents concerned v l t h the audit.

A, Clerks of Court and Register of Wills Audit Work Papers

RECOlSJEBDATIONi RETAIH TgtOPQB THE TffiM OF EkCB (FFICHR AHD FOR
FIVE TEABS AFTER FINil* AUDIT, THEH DESTBOI

B* A l l o t h e r A u d i t Work P a p e r s

RECOICCHMTIONi RElAia FOB TEH YEARS AFTER D&YE Of AUDIT aEPORT AHD
THEH DiSTfiOl*

XOCAL APPCT RSPQRTS

Quantity! 2 drawers (U cable f«et)
Datest 19$b - -
File ArrangeB&ntt A'̂ rl̂ N!i>tr̂ <>iv'l
Annual Acouxsnlatioai l e ss than | cubic foot

Local Audit Reports prepared b j certified public acconntants or an
anriitjnc eoasdttaa mist be f i led with th» State Auditor (Art* 19,
Sec* hh, Annotated Code, 195U Soppleasst)* Thero i s wry infreqawxt
reference to the reports and there i s no valae attached t o them
after five years retention*

REMKiEHDATlDBi l»TATy FOR FZV1 TSARS ABD TBS8 DE3TR0T*

ACCOUHTIBO RSXSUDS

AUG 8

Quantity* 7 cubic foot
Datesi 1933 - -
File Arrangeasati Chronological

Disposable Aaounti $ cubic feet
Audited bys State

This itea <wn*1^tw> all standard accounting form used by State
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REQUEST FOR RECORDS RETENTI

(Continuation Sheet)
IOW SCHEDULE

SCHEDULE-
NO. " i 189
PAGE
NO.

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.

*

agencies ao supporting data to the final book of entry* The final
beck of entry la to be retained permanently* Specifically the
supporting docuaentfl oral

Coaptroller of the Treasury

Pom Ho»

B-l-S "' '
6*1 end E*"a
CD-I
H-2 (fonosrly 12J-2)

Elstrlbutlon of Charges
Transmtttal
Certificate of Deposit and Bank Deposit Slip
Monthly Report of State Fonda Collected end
•Deposited

Distribution of titaaxpeaded wad Obligated

Monthly Stateaent of Belancee

Parohaslng Bttreefa. (Derpartaent of Ba&get and Procurement)
1-A
U7-A
100-16
39-A«MUO^
CF-2
Cfwi
300/SS»
27-A
CJP-3

26-A

I

Eeqaisitlon for Sappllea
Parchftse Order
Oat-of-Schedole RecpdLsition for Supplies
Stores Requisition
Copy of Contract Awarded
Capital fond Requisition for Equipment
Aotu&l BBSvgesioy and Repairs Report
Copy of Contract Awarded
Copy of Contract Awarded
Dsl lray Itevtdoo
Ifcytice of Award of Contraot
Credit Jfefflorondan
Report of Partial Delivery

Dodfflt Bnreatt (DepartQent of Budget and ProearcsaQxt)

BD-1 (Rer.)

B*7» lav* RKXL
B»P* lbv« B3O2
B«P« Inv* 6

BB-ltO
ooo get Porn nos«
1 t h r a l l

Poraerly BB-1 and BB-S
Badget Schedule ABtentaent Sheet
Report of Fixed Assets (Annual)
Report of Materials aoi Supplies (Annoal)
Saterlals and Supplies Physical Inventory

(Annu&l)
Revest far Position Action

Badget fistisBtes Fiscal Year (13 pages In-
cluding fara statewmt)

Eeaorandoa of Adjuetaent
rr^ *
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SCHEDULE
SCHEDULE
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PAGE
NO. I.

4.
Item
No.

5. Description of Records
Describe records occurotely. 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.

Others

Vendors XRVOlceS
Bonk Deposit Slips
Bank Statements
Bank Deposit Receipts
Canceled Chocks
Cheeidwoks

RECOl&EHE&TIDHl RETAIN FOE THREE TE&RS OR XTBTZt AUDIT, WHICESSTHft
IS JAT&L, AHD THEN BSSTH0T*

A C C O g i^ I H G,? B D^y E- FOR WgCH DISPOSAL Bft.8 BSEH PROVIDED BY A OEHHtAL
RECORDS itEfcESTIOti l&SSl&lZ.

PA3R0LL (Prior to Ally 1, 1953)* The agency copy of this payroll
fora Is to be retained for five years or tmtil audited, whichever
is later, and then destroyed* (General Schedule No, 0-1, Item X»d,
approved by tin Board of Public Works, January 11, 19£U)«

PAYROLL JOURNAL - The agency copy Is to be retained for three years
or tmtll audited, whichever is later and then destroyed* (General
Schedule No. 0-2. Itea 1-d, appi-ovad by the Board of Pabllo Works,
January 11, 1?5U)*

PAIROLL EXCEPTIOSS, Additlona and
to be retained for three years or unt

• The agency copy is
audited* whichever is later.

and then destroyed* (General Schedule Ho* 0*2. Xtea 3-b, amnruved
by the Board of Publlo Worke, Jsaaary U # 19$U)«

PAT U&RRAKTS - The agency copy is to be retained for three years or
tmtil audited, whichever is Hater, sad then destroyed* (General
Schedule No, 0~3, Item 3* apprwsd by the Board of Public Worke,
Bay 10, 193U)*

RECEIVIHO miBRAHTS - the agency copy Is to be retained for three
years or tmtll audited, whichever is later, and then destroyed*
(General Schedule So. 0*b, Item 3, approved by the Board of Public
Works, Kay ID, 1 9 & ) .

TRAMSfcJITTAL FGBH S»l or E-J (Comptroller of the Treasnry Torn) is
to be retaiaed for three years or tmtil audited, whichever Is
later and then destroyed. (General Schedule Bo* 0-5, Item 3, ap-
proved by the Board of Public Vforks, Bay 10, 1930*

LE&TE RECORDS

Quantityl I drawer
Datest 1950 - ~
An?mA .̂ Aoonmlat lont 2 ?1nwn* <»*̂ hftff
File Arransenent* Alphabetical
Audited tart State
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UJ o
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FORM HR-BM 1A

^Holl of Record.
Commission

^ REQUEST FOR RECORDS RETENTION
(Continuation Sheet)

SCHEDULE
SCHEDULE
Na j i : 189
PAGE
NO. s.

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.

8.

FUo Includes the following records!

leave record card — Fora 53C 128-A. - a standard s t a t e w i d e

fona, prepared annually tar each employee

Dootor's eetrttflcstmi

RIOOHSOaVTIDSt BJSXAX8 TOR TOREE TE4HS OB UNTIL AUDIT* VHICHEOTBR

IS IATiE» A5D THE3J S0SSTRQ9T*

Quantity* h drawegs (6 cubic feet)
Dates» 1SV9 • « • * • ' • .

Afirmai AccuHulaitioni U XistGfltz* incbos
Hsposable Araotratt U cubic Iteet

F i l e cons i s t s of correspondaMe concerned t d t h the fuacttana of
the o f f i ce* I t i s with Federal, State , other s t a t e and l o c a l
agencies , individuals, business and c i v i c groups, e t c

RBCOEHEHDiTIOHt RHPA.TH FOR THREE TEARS, ARD THEH SESTfiOT*
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