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NO.
,}al, of Records o be Submitted to the Records Mon ement Division
Commission Hall of Records Commission :%c.;e L

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

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

C

Dispose of present accumulation. No Establish retention schedule for re- Microfim and destroy orlginals.

additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be

pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. have value to warrant thelr retention after

the period of time indicatéd.

4 - 5. Description of Records 6. Recommendation
It Describe records accurately. Include title, form number, size of documents, of Hall of Records
h:zm work or activity to which the records relate, inclusive dates, and quantity

and Board of Public
{cubic or linear feet). Show recommended retentlon period. Works.

1, | PRORESS REFOR?

]
%
g
SION

Arrangemonts Chranological
Amnlecmhtiom hsathnlnmuineh

m“mwmmmmmmomdmmutmm
The reports, statistical in format, are used for btudget preparation,
work programming, preparing the ammal repord, eto. They represent
& work history of the office,

RECOMUEHDATION: RETAIN PERMANENTIY,
2. | AUDIT REFORY

i, Bises ‘Bh% x 14"
th 51e¢nd.udrnm(mmutm) .
Datest 1929 « «

Amgxa«mhgum !hu than § cubde foob

Four or more copiss of the Audit Reports are prepared. The State
Auditor retains onc, the Governor receives one and all other coples
are transmitted to the Coxptroller of the Troasury who determines
theiy distriuticn, The recommendation below applies to the copy
retained bty the S5tate Anditor, .

RICOMMERDATIONs RETAIH PERIANENTLY

RPPROVED

HALL OF RECORDS COMMI

7. Agency, Division or Bureau Representative

ww%@wd,zfiﬁa Cloeta T

Signature Title

o2&/ /958"
Date

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

cogptr e S QU] | s s pomegenin

~ Archivist Dote

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

Secretary

i-’ ‘
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., o) REQUEST FOR RECORDS RETENTION SCHEDULE Cot =
Hall of Records ’ (Continuation Sheet) ’ PAGE
Commission NO. 2.
4 . 5. Description of Records 6. Recommendation
i : Describe records accurately. Include title, form number, size of documents, of Hall of Records
l&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.

3. | AUDIT WORK PAPERS

Simet 83" x I
Quantitys 73 drawers and 20 cubde feet in office and 18 transe

£iles 4n Budget and Procuroment ¥arehouse
(Total 190 cubic feet)
Datess 1929 « «

Mo Arrengesonts Alphadetiosl
Anmial Acoumnlations 7 cubic fest

Disposable Amoumts 100 cubis feet )

Vork papers for each audit for each agency are bound and £4led 4in
heavy manila onvelopes, Besides the working papers the file also
contains the firet handwritten draft of the mudit yreport,

typowritien drafts, and other documents concerned with the andit.

4, Clerks of Court and Reglster of ¥ills Audit Work Papers

RECOMMENDATION: RETAIN THRCUGH THE TERM OF EACH OFFICER AND FOR
FIVE YEARS AFTER FINAL AUDIT, THEN DESYROY

Be A1 other Auvdit York Papers

RECOMMINDATIONs RETATN FOR TEN YEARS AFFER DATE OF AUDIT REPORT AND)|

hd 1OCAL AUDIT REPORTS

Quantityy 2 drawers (L cudie foet)
Datess 1950 = =

File Arrangements Alphabetical
Anmual Acowmlationt 1ess than § cudie foot

Local Avdit Reports prepared Ly certifisd pudlic acoocuntants or an
auditing committes must de f£iled with ths State Auditor (Art. 19,

Sece Lli, Annotated Code, 195 Supplement). There is very infrequent
reference to the reports and there 15 no value attached to them

after five years yetention.
RECOMMENDATIONs RETAIN FOR FIVE YEARS AND THEN DESTROY.

Se| ACCOUNTIEG RECORDS

.~ RAPPROVED
HALL OF RECORDS C0..::ISSION

Quantitys 7 cubic fest AT AT b
Dates: 1933 » = nO» o P
Files irrangements Chronclogical . AUG 8 qazp

Anrmua) Accurmlationt 3 linear inches
Disposable Amount: § cubic fest

This iten includes all staniard accounting forms used by State




FORM HR:RM 1A ‘ , . . SCHEDULE . - .
et ‘:"":;:m REQUEST FOR RECORDS RETENTION SCHEDULE No. . 489
Commission (Continuation Sheet) PAGE
NO.
4 5. Description of Records 6. Recommendation
Item Describe records accurately. Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relate, inclusive dotes and quantity and Board of Public
. (cubic or linear feet). Show recommended retention period. Works.

gdautotheﬁnalbookofmtry. The £iml
mwmummmwmw. Specifically the
supporting documents arot

Comptroller of the Treasury
Fora Ro.
Bule8 ' Metribution of Charges
B—l and B4 Transmittal

Certificate of Deposit amd Rank Deposit 8119
M (i’omrly ME-2) lbnthfiv Report of State Funds Callected and

M&WNM@W

Balances

Monthly Statement of Balances
Parchasing Baresu (Department of Badget and Procurement)

APPROVED
HALL OF RECORDS COMMIGSION

Jed- Requisition for Supplies
L7=A Parchase Order
10016 Out=of«Scheduloe Requisition for Supplies
39«k and LD-A Stores Requisition
Ch=2 Copy of Contract Awarded
CP=l cap&m Pund Requisition for Equipment
300/%4,; Actual Bmergensy and Repairs Report
274 Copy of Contract Awarded
CP=3 Copy of Contract Avarded
Invoice
26 Botice of Awaxrd of Contract
[-v4 Credit Kemorendum
sl Report of Partisl Dolivery

Badget Burean (Department of Budget snd Procurement)

EB=1 (Rov.) Pormarly EB~1 and RB-2

Budget Schedule Amendment Shest
B.Pe Inve K100 Report of Fixsd Assets (Anmual)
B.P. Inv, K102 Report of Materials and Supplies (Anmual)
BsPe Inve 6 :?tmgmwwmm
BB=}0 Reguost for Position Action
Pudget Porm Koo,
lthrud Bodget Estimates Fiscal Year (13 pages in-

cluding farm statement)
Eemorandum of Adjustment

c"‘

r‘ir\ P ,

Ty AUG 8 3;55

~ [T%]




FORM HR-RM 1A . . Q T SCHEDULE
(0-1-83) REQUEST FOR RECORDS RETENTION SCHEDULE No-- " 480

| Hall of Records (Continuation Sheet) PAGE
Commission NO. h.
4 5. Description of Records 6. Recommendation
Item Describe records accurately. Include title, form number, size of documents, of Hall of Records
N work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o {cubic or linear feet). Show recommended retention period. Works.

Others

Vendors Invoices

Bank Beposit Slips .
Bank Statements .
Bank Deposit Receipts
Canceoled Checks

Chockbooks

RECOMMENDATIONs RETAIN FOR TRREE YEARS OR ORTIL AUDYT, WHICHIVIR
I8 IATER, AKD THEW DESTROY,

6. | ACCOUNTING RECORDS FOR WHICH DISPOSAL BAS BEEN PROVIDED BY A GENERAL
RECGRDS RETENTION SCHEDULE.

L

APPROVED
HALL OF RECORDS COMMISSION

PAYROLL (Prior to July 1, 1953). %The agency copy of this payroll
form 18 to be retained for five years or until sudited, whichever
19 later, and then destroyed. (Oeneral Schednle Nos O=Y, Item 1led,
approved by the Board of Public ¥orks, Jamary 11, 195h).

PAYROLL JOURHAL « The apency copy 5 to be reotained for tireo years
. or until avdited, whichever is later and then dostroyed, (Oecneral
Schedule No. Iten 1~d, approved by the Board of Publioc Works,

G=2
Jaruary 11, 195&’.

PAYROLL EXCEPTIONS, Additiens and Exceptions « The sgency copy is
ubemmeatwmmormmmma,mmuutﬂ
and then destroyed, (Gensral Schedule Noe G2, Item 3«b, spproved
by the Board of Public ¥Works, Jamuary 11, 1991‘.

“| PAY VARRANTS « The agency copy is to be retained for threo years or

until sndited, whischever 4s later, and then destroyed, (Censral

wm.)(}d, Item 3, spproved by the Board of Public ¥orks,
.195!&0

RECEIVING WARRANTS « The agenoy eopy is tc be retained for three
iwowmtuanﬂitd,vhlmuhm.mdﬂmdm
Geneyal Schedule Ro. Owl;, Ytem 3, approved by the Board of Publie
'm’ wm, 195)4).

THARSMITTAL PORM B-) or B¢ (Comptroller of the Treazury Form) is
to be retained for three years or until aundited, whichever s

later and then destroyed, (Oeneral Schednle No. 0=5, Item 3, ap-
proved by the Board of Publie Works, May 10, 199)).

7« | LEAVE RECORDS

Anngal Acounmlation: 2 linsar inches
File Arrangemsnts Alphabstical
Avdited byt  State




FORM, HR-RM 1A . A ” . SCHEDULE .
(0.4-83) REQUEST FOR RECORDS RETENTION SCHEDULE No. fdi- 489 .
(Continuation Sheet) : PAGE
I NoO. .50. .

. Holl of Records
Commission
4 5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents of Hall of Records
N : work or activity to which the records relate inclusive dates, and quantlty and Board of Public
o- (cubic or linear feet). Show recommended retention period. Works.

Pile includes the following recordss
" Yeave record card = Form S0 128-A ~ a ntandaxd stato-wide -
rorn,mredumnytorachm

Ieave appliea
Dootorts carﬁncam

RECOMZENDATIONs REYATN FOR YHREE YEARS OR UNTIL mm, WHICHEVER
' rsurm,mmm

84 CORRESPONDENCE

' Qnantim A drawe:rs (6 cubic feot)
Datess 1929 = - .

Mle Arrangements
Anmal Accurmilations

i 1linear inches \'

Disposable Amoumtt L cubde feet

ﬁhmwwmmcmmednmthemumof
It 185 with Federal, State, other state and local

the office.
agmci.ea, mdiddnals. tmsiness and eiv!.c g-oups, ote.

RFBOHEEHD&TIOH: RE!‘AIH ‘FOR THREE YEARS, ARD THEN DE‘!BGL.

APPROVED
HALL OF RECORDS COMMISSION




