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1 .

This schedule inc ludes the records of the l i s t e d agencies !

Maryland S h e l l f i s h Conraiesioa * 1906-1916
Conservation Comnission 1916-1922
Conservation Department 1923-1939
Dapartnwnt of Tidewater F i s h e r i e s 1939 - -

The f i r s t three agencies l i s t e d were the predecessors of the present
Department of Tidewater F i s h e r i e s . The records of these e a r l i e r
apencies are located In the Department of Budget and Procurement
Varehouse where they were stored In I9I46. No reference has been
wade to t h i s material s ince being placed In storage* Wherever th«
tern "warehouse" i s used In t h i s schedule, i t re fers to the Depart-
ment of &idg«t and Procurement Ta rehouse.

MIHUTES

Listed below are the Minutes of the DepartiMnt and I t s predecessors .
I t w i l l be noted that not a l l of the minutes have been l o c a t e d .

1906-1916

1916-June 5, 1918

June 2 , 1927-June 2,1930
June 3 , 1930-Sopt.7,1932

Maryland S h e l l f i s h Cocrrfssion,
1 volume, Department Office

Conservation Commission - - n i s s l n g
June 6,1918-June 1 , 1927 Conservation Comdosion and Conserva-

t i o n Department, 2 l e t t e r b o x e s . Ware-
house.

Conservation Department • - missing
Conservation Department, l o o s e l e a f

binder, Warehouse.
(cent'nued)

—7—2f=i
ency, iJivisionjDr Bureau Repre

Signature

7. Ager

S C?n~<u<t>*+<^~<-.
/ / t/*-r

Title Date

• -
hedule Authorized as Indicated in Col. 6 by Hall of

Records Commission.

v/V
Date

JYYU*
Archivist

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

!wL
Date

^ ^ '
Secretary
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Sept. 8, 193?-Nov. 5F 1933 Conservation department - ndssing
NOT. *>> 193>Feb. ?5, 1935 Conserration Department, l oose l ea f

binder, Karfhouwi
1935 - - . ' . - Conservation Department and Depart*

. went of Tidewater F i sher i e s ,
5 voluraes, in Departaent o f f i c t .

RrCOMHKNIWTTONi RFTAIN PERMANENTLY t TRAKSFFR ALL UINUTF.5 PRIOR TO
FFBHUART ?5, 1935 TO THE HALL OF RICORDG. .

RFnOLATTONS REGARDING OPiTIIWO AND CLOSING OF 0T3TEK PARS

Quantltyt 1 l e g a l - s l t * drawer ( ? cable f ee t )
,; . Datesi 193U - - * •

Kile Arrangementl Chronological , .
Annual Accmmulationi 1 l i n e a r inch

• • • • • . ' * * . . .

A function of the neparta>«nt l o tha prooolgatlon of r«gnlation«
opening and c los ing oy3ter bara for oyaterinp purpoaea. Pepulationi
are approved by the Attorney Oenoralj cop ies are a l s o f i l e d with
the Dopartaent of L e g i s l a t i v e Reference, the Secretary of State and
the Court of Appeals. !ach regulat ion mast b« published In th«
county newspapers. This f i l e contains a c e r t i f i e d copy of the regu-
l a t i o n , the approval of the Attorney Oeneral, the publ i sher ' s nota-
r i s e d c e r t i f i c a t i o n and l e t t e r s of t ranswi t ta l t o and acVnowledcmen'!
from the three o f f i c e s where the regulat ion i s f i l e d * The copy of
the r sp j la t lon maintained in t h i s f i l e i s tha only signed copy and
i s the only copy admissible as evidence in court c a s e s ,

RlCOHUKNllVriOHi RETATH P^UANr.KTLT.

COMMERCIAL FTSHIHO LTCFVSKS

Quantity I 12 l«H&l-sixe drawers ( & cubic f e e t ) ' ' :

Patesi 19lal - - :: .
F i l e Arranpcnentl Numerical . ,
Annual Accumulationt 2 cubic f e e t '•';^
Indexed! by County and Alphabet ica l ly t h e r e i n
Audited byi f>tate

To conserve and r e s t o r e the f i s h supply In t h e t idewaters of the
S t a t e , the Department l i m i t s the number of commercial fishermen and
t h e i r equipment through the issuance of l i c e n s e s . Because of th«
methods of i s su ing l i c e n s e s and contro l l ing the number of l i c e n s e s
t h i s f i l e must be reta ined perraanontly ( A r t i c l o 66C, Sect ions
291-295, Annotated Code of 1 9 5 D .

The f i l e consists of folders for each applicant containlnrt
the original application, annual renewal applications, duplicates of
l icenses Issued, and a l l correspondence.

nipntmrKTynrnwi RTTATN PifiiKNTiiTLY

/?V,

O

^

§
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I*.

$.

LEDOraS AW) JOURH/ILS - PERMANENT BOOKS OP ACCOUNT

D a t e s t 1 9 0 6 - 191*0
JR

Tho permanent books of account, Hated below, are presently stored
in the Karehousot . - . • • • • , .

- / • • - - ,

•^ Led per No. 1
^General Ledger
v Journal ?!o. 1

Journal

• < • ; • • • " < . "

^General Journal
(/Cencral Ledger
numeral Journal
Journal
Journal

^Journal
^Journal .

Maryland Shall Fish Comnission ^

1906-1908
19O9-l9lli ' v .
1906-1916 ' ;

Conservation Counts s i on * ;

1916-19?2 * ^ -

• Conservation Department

-• ••: June 1918 - Dec. 31, 1926
1918 - 1935
October 1922 - November 19?9

, ^ . Farch 1930 - Septraber 1933
r ' February 193? - November 1936

' September 1933 - Varch 1937
April 1937 - Septeuber 19bO

• * • ' • • . ' • ' > -

O co

" ^

• • » • *

RFCOyKKTJOiTIONl Rf.TAIN PLRHANt^TLT. TRATJSFFJR TO THE HA.LL OF
, , RECORDS.

;. • . . . • • • . " • • • ^ • • • * ' • ' • r

TQNOhflS* LTCLNSFS - , ' . ' '

Si*e» 3i" x 8i* /*: •- , /
Quantityi 6 cubit; feet , -—J"
Datesi 1953 - - in office, 19h9-19?2 in office storage area,

1936-1937 in rarehous« . , •
F i l e ArranfCTnentl Chrono log ica l i r
Annual Accuimilationt i cubic f o o t *• '..•*•• .'
D i s p o s a b l e Amount* 2 c u b i c f e e t •••}•< , .

pj-ator tongers* l icfmaes are issued annually by the Clerks of Court.
Attached to the l i c e n s e i s a stub -which i s removed by IVpartrxsnt of
Tirterrater Fisherlps innpectors a t the time they check the l i c e n s e s
<+iirinE the tonging soason. The Inspector forwards the stub to the
Department where i t i a used for s t a t i s t i c a l purposes,

RFCOMtt-NDKTIOHt RFTATN FOR THRFE YFARS AND THF.N r>L̂ TROT.

CRAB POT AND PRIOGINO LTCKNSKS . -

Qnantityi 2 legal-aixe drawers, 2 transfiles in storage

I )

^(/'
*.»''.- rf*wrf-
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••'•'•'

7,

8.

continued
•

( t o t a l 8 cubic feet)
• Hatest 19U3

Pile Arrangement I by year and numerically therein
Annual Accumulationt 1 cubic foot

;y Disposable Amountt $ ruble feet
Audited byi State

Kile contains the application for l icense and a copy of the l i c ense ,
•which i s issued annually, Thero Is l i t t l e or no reference t o the
f i l e beyond the l i cense year except for audit purposes*

RHJOTIflTNnVriONl RETAIW FOR THREE TFAPS OR UNTIL AUDITED, tHICHFVFH
IS LATLR AND THE* DF̂ TROT.

RFOISTFR OF TITLE TO OYSTFR LANDS ,., . . . . . . ' " .

':.•'•••":- Quant i ty* . 8 v o l u a o s •
"££ Datost 1906

v Indexed i Alphabetical - each volume . • • .

Chapter 711, Sect ion 85, Acts of 1906 required the Maryland S h e l l -
f i s h Commission t o maintain a Regis ter of T i t l e s t o Oyster Lands,
This Regis ter has been kept by each agency succeeding t o the d u t i e s
of the Corcniasion, Up to October £, 1936, e n t r i e s were handwrlttonj
s ince that date a dupl i ca te of the l e a s e has been pasted in the
volurae. The l e a s e shows the l oca t ion of the bed ( e x a c t survey data
i s noted) , number of acres , and date o f I s s u e , Transfers of l e a s e s
are a l s o 3hown in the vo luoe . Leases run for twenty-throe years j
transfers cannot exceed the time of the o r i g i n a l l e a s e ,

RlCO\W»flDATIONi RETAIN PUtMANhNTLY.

OYGTFR LKASF FILE

Quantityi 1$ l e g a l - s i r e drawer* (30 cubic f e e t )
Datrsi 1920
File Arrangement* Alphabetical
Annual Accumulation! 1 cubic foot
Audited by! SUte . -••.'•

A folder for each application for lease is prepared containing the
following records!

Application
Oyster bed survey - worksheet
A copy of the leaoe
Correspondence

• ' . \ ' *

Jf)r^j£*

l<,
^5:

C> Co

A.

6,

1
• i.

« . . • :

- , < • • > - ,

. * . - ^ *
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9.

ID.

The folder i s transferred to an Inactive f i l e after the lnase expire
lo canceled, or I s transferred and the f ina l audit completed. Ther«
i s no reference t o the inact ive records. Larlier records, presently
stored in the Warehouse, which -will be destroyed through tha opera-
t ion of t h i s schedule includet

Applications for l eases - 11 voluaes, one for each tidewater
•... ; county, 1906 - 1917.

RFCOKWrmTIONi RETAIN FrtR THREE TEARS AFTHl DCPIRATION OF LLASE,
CA!?CFIXATION OR TRANSFER AND THEN DFSTROT, PROVID-
ING THf, FINAL AUDIT HAS BLDJ COJJPLITED.

OTSTFR LmSE ACCOUNT CARD

'vu;:n^/.fSizei 3" x 6"
Quantity! 1 cubic foot
natem 1915 — ; . -
File Arrangement! Alphabetical
Annual Accumulation! l e s s than £ inch . : - .
Audited byi State .

A card i s maintained for each lease shewing name of lease holder,
Ms address, location of oyster bed, acres, expiration date of
lease , volume and f o l i o where lease i s recorded, and each annual
payment. The cards are referred to for several years after the
lraae expires, i s transferred, or canceled. Inactive carrts are
maintained separately.

RiCOk-Ht'NDATTONi RETAIN PERMANENTLY. : , '

AjyERTISFHHiTa - OTSTiJl GROUND APPLTCATIONS (

QuantityI 3 cubic f e e t
nateaf 19)jO
F i l e Arran£eiwnti Chronolojjical

.; Audited byt St . i i*

Appl icat ions for o y s t e r ground l e a s e s wast be advert i sed i n th«
county newspaper f o r four consecut ive weeks by the Departmnt . This
f i l e contains the l e t t e r of transraittal t o the newspaper puhH 6her
and the publisher's notarized certification that the application was
advertised. There is occasional reference to the file during the
tern of the lease. Lcaocs run for twenty-three years. This item
includes the following material presently storod in the Varchousei

.Jfr'W

Sr*

O Co

CL / ^

&
• • • » ' * * * * * •

} * . .
•KKfc
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1 1 .

1?

13.

Application Advertisements, Oyster firound leases, 3 volumes
1711-19 A , 1916-1925, 1927-1929

Application Book - Oyster License, 1909 - 1916

RrcoimuirvmoNt RETAIN rrjrilirFNTT-six TFARS AND TITT* DrerRor.

myspAPFR AiyHrriSEMKCTS OTSTLK GROUND LEASES - cuppiwns

Quantityi U volumes (l£ cubic feet)
Datesi 19hO - -
Fi le Arrangement! Chronological *
Annual Accumulation! 1 line&r inch
Disposable AmountI 1 cubic foot

Copies^of oyater ground lease applications advertised in county
newspapers are pasted in volumes. They are used to check the
accuracy of the advertisement.

RrCOW! NmTTONi RfTAlN FOR THRFE TIARS AND TH3f DES'

nySTFR PACK?P5 TUSPPCTWW TAX

GSTR^)T

: \
» » ' • :

Sitet 5 " x 8 « •
Quantityi 5 cubic feot
Datrst 19hO - -
File Arranceioentt Alph-abetical
Annual Acciiimilationt 1 l inear foot
Audited byj State

This form i s prepared annually, one for each packerj I t shows nans
and location of packer, date and tax paid* Payments are a l s o postod
in the pemanent books of account. After the audit there i s no
referonce to the cards*

RHWIT-IWTTCNI RFTATR TOR THRKF 1E.KRS OR UhTIL AUDIT, VfrTCHFVm TS
• -.;.. ;.. .* LATH?, AND THITI DLSTROT.

OTSTrR PACX1KS RFPORTS

Quantityt lh t rans f i l e s in storage ( t o t a l hh cubic fre t )
Dates i 19laO
File Arranprinentl Annually and alpnabeticAlly therein

, Annual AccunulatJont )i cubic f e e t
Disposable Amount: 50 cubic fort
Audited byt State "^

This f i l e contains the application for l i cense to buy, s e l l , market,
pack, or can oys ters , a copy of the l i c e n s e , correspondence, and
the weekly report of oyster inspection tax , Pesidea being necessary
for tax co l l ec t ion purposes, the weekly report i s v i t a l for the
col lect ion of oy3tcr s h e l l s Wiich, by law, must be returned to the

a. o

«•:!» i n '
; • 'V. -KKS

* « , .
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1$

Hay bottom. This i t e a Includes the fo l lo tdnc material present ly
located in the Warehouse.

Oysters Taken - 1 volume, 1?P6-1??7
Application for Packer's License - 1 volume, 1927 - 1939
Oyoter Packers1 Reports, 8 t r a n a f l l r s , 1927-28 and 193U-uO
Oyster Packers1 correspondence, 2 t r a n a f l l e s , 1927 and 1936-37
Weekly Oyster Packora1 Stntnrtent, 1 volume, 1927 - 1930.

RFEOJ£Nini:jVTIONt RJffAlN FOR T!M>E TFAR3 OR UNTIL AUDITED, T.ltfCHLVHl
IU UTI31, /.TID THHN DESTROY.

SHKLL PUKTINO RECORDS -

Quantity* 2 l e g a l - s i z e drawers In o f f i c e , U transfer f i l e s In
storage ( t o t a l 12 cubic f ee t )

Datfsi 19li0
Fi le Arrarifoaenti by year and alphabetically therein
Annual Accunrilatlont 1 cubic foot
Dl6po3able Amount: 9 cubic feet "
Audited by 1 r>tat© ,"

This f i l e consists of records dealing -with the planting of oyster
she l l s In the various oyster bMs of the State . Those records ar»t
the shrl l plantinf; enntract, cer t i f i ca te of she l l s received and
pl/mtrd, t a l l y sheets , she l l lcvidinc t i cke t s , and seas correstpon-
dmce. After the aTjdit there 13 no reference to the records.

This i t e * Includes tho folltwinj!; material presently located in
the T'arohonsci

Shell planting reports, 7 t rans f l l e s , 1931 - 1939
Record - Pushels taken by whom, 1 volurae, 191U - 1918

Rl-COWWlTttTrNi PLTATK FOR TKRfT T1ARS OR UNTTL AUDIT, V HTCmviS 15
UTTR, AND T11T.S D?̂ 7TR0T. ,

DEPUTY CQ>KAED1:RS AND INSPECTORS C0RRESPONDL«CE

'"'•''•- Quant i ty i 1 lRgal->sl«e drawer - o f f l c e j I4 transfiles - offlc*
stora.f-e| 11 trans files • Varrhause (total 30 cubic

. ' : X - < ; - . . • ,,,,4, • . • , ••• •;.• , feet)

fiates: 1926 "' ' **'
File Arrangements Alphabetical by year
Annual Accu"Mlationj h l inear inches ' .
Disposable Amount1 28 cubic feet Yy^-c^

This f i l e contains correspondence between tha Depa?t3Mnt and th«
Deputy Corznandnre and Inspectors. I t Is concerned with the function
of those f ie ld enployees, and consist* largely of requests for

Co

• ^ Co
O co

• ^

i . "

- 4

i»*r.r»r*r»
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* *

16.

17.

equipment, data regarding tax receipts, arri CLfyocczimfanal rcqm.-at
to Bake an investigation. Mnco 1%9 different o:fice proceihires
have reduced the rate of annual accumulation from 2 linear feet to
I t s present 3 or h inches*

RFCOUMKOlTICHi RETAIN FOR THRU YJARS, AND THI2J DliTHOY.

GENERAL C0RRF.S7ONDI.TiCK

Quantityt 73 cubic feet
Datest 1916 - - • -J : "
File Arrangement* Alphabetical
Annual Accumulation! h cubic feet
Disposable Amount I 6£ cubic feet

Correspondence cencorned with th« functions of the agencyj i t i s
with individuals, State, Federal, local, and other state agencies,
etc* Corrcapondence included in thia itea i s listed below.

1916

1922-19UO

19hU, 19U6«U7

193fc, 19Ul-i»3i
1915, 19hC-^lJ

19U9-50, 1952 -

Maryland Shellfish Commission, 1 trtinsfila
in Warehouse

Conservation Department, 19 tranafilcs in
Warehouse

Department of Tidewater Fioheries,
U transfiles in T.arohouse

Department of Tiderster Fisheries, 9 trans-
fi los in office storage

- Dopartawnt of Tidewater Fisheries, 3
fi lps and 2 legal-size drawers -
file.

trans-
active

RlCOl3CNI*TI0!li RLTAIN FOR THRiiL YIAK3 AND TliLN Wi.TltO7.

ACCOUNTING RFCORXJ

Quantity: 10 drawers and $ transfiles - office
U transflles - office storage
I4 transfiles - Varehouse (total US cubic feet)

Dates1 1936 - -
File Arran£cjoent: Chronological
Annual Accuuulationt $ cubic feet
Disposable Awountt 30 cubic feet
Audited by 1 State and Federal ^ 0 / v . c L d ' c

This item includes al l standard accounting fonaa used by State
agencies as supporting data to the final book of entry. The final
book of entry is to be retained p«n&anently. Specifically the
supporting records aroi

5

,-*i. ^
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Comptroller of the Treasury . V!,'

T i t l e •.,-'' <"'?"$'f ' • ! , . : . . . , . . •

Transmlttal
Certificate of Deposit and Tank Teposit SUp

R-2 (formerly KR-2) Monthly Report of State Funds Collected and

Distribution of T?nexpcnded and Obligated Balance
Monthly Statement of Balances

Purchasing Bureau (Department of Budget and Procurement)

1 - A ..;.'•;.

L7-A
100-16
39A and liOA
CF-?
?7A

cr-3
26A
Si

Requisition for Supplies
Purchase Order
0ufc-of-3chc^ulc Requisition for Supplies
Stores Requisition
Copy of Contract Awarded
Copy of Contract Awardod v ,
Copy of Contract Avarded ' '
D e l i v e r y I n v o i c © .;.*••. ;
Notice of Avard of Contract ' '
Credit V!cnorandu« -
Report of Partial noli very

Pudrjet Purcau (Depart«>r.t of fidget and Procurement)

° .« . Tnv. FlOl
*.T, Tnv. H102
F.?. Tnv. 6

P.P, Tnv. 1
r-.F. Tnv. 2
fl.P, Tnv. 3

• • • „ • '

• . - • • - . - • » . ' •

" • - ' • > . -

• • • - . ' ; p » ' . •

' -7 , "• ' ' . . , - • '

O _ . « - . . • •"

Report of "Ixed Assets ('annual)
Report of 'Materials and Supplies (Annual)
Vaterials and Supplies Physical Tnvrntory (Anna
Request for Position Action
w t o r e o R p c o r d «. •••.'

• ' P q u i p r a c n t R e c o r d . .'/'_[

i'otor "chicle Record
Vonthly statement of Palances
Fcraorandun of Adjustment , -'•

Otherai — ,;

Vendors In vo ices i« , , .. « * .
nank ?er f ; 3it S l i p s -:.: . /?'•.''•' .V. J - ^ f. ^;. '
Tank Ctatcrtents ••/' .. ;. ' :
Ciinceled Checks * /-v A S
Fank Deposit Receipts : ~ • ^Jf ))\~<LJC*
Vouchers ô _̂ _—<̂ %_ '
Check stubs ~
Taa Receipts •- for oysters taken from f>tate

Oyster Heds
Heservtsd area tax cert i f icata .

SCHEDULE
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Hall of Racer*
. Commttslon

iQUEST FOR RECORDS RE TEN TIC.
(Continuation Sheet)
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10.

. . 4 .
Item

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or octivity 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..

The recoa&cndation for this item includes the tccounting records of
the Departocnt13 predecessors. Tho permanent booi;s of account of
the early agencies are Hated in I tea U. Specifically, the recordo
included arat

liaryland Shell Fish Cooed.saion

:h Caoh Book, I907 - 1910
Cash No. 1, 1907 - 1911i
Cash Book - Kccoipto and Hi sburseinent6, I908 - Sept. 1, 191?.
Record and Information Service, payxsenta for service*, 1906-190
Receipts aad Deposits, 1912 - 1916
Trial Balance, 1908 - 1915
Oeneral Rent IJook, 1907
Rent Book • oooerset, 7iconico, St.-Uary'fc, '-orceater,1907-O8
Rent Book - Dorchester, Talbot, Queen Anne's, 1907-1908
Rent Ledcer, 1906 - 1911
Record Fca look, No. 1, 1907-1911*
Invoicea - pasted in book, 1908 - 1910
D«y Book, So. 1, 1906 - 1908

Conservation Conniasion

Cash IJook - Receipts and neburseiatiito - 19?C - 1922
Cash Book - 1^17 - 1920
Cash Receipts - 1916 - 1919
Tetty Caah Dook, 1916 - 1919
Record of Oyster Inspection Tax, 1916 - 1910
Record of 0j-3tcr Inspection Tax, 1918 - 19, 1919 - 20
Receipts and ?>i sburscnents, 1918 - l?20
Inventory and Payroll - 1916 7 \ •„.
Rent , 1916 - 1920 . ^ h -£K"*•.',• -,?.'.
Voucher Records , 1916 - 1918 "^ ':^
Voucher Records, 1918 - 1919 *
Vouchers, 1918 , ••••*.

,„ ' - -Conservation Departaent ' .

Cash Receipts !5o. 3, October 19?6 - {September 1930
Cash Dook, 1921-19 2$
Cash LUsburseiaents, 1925-19 T8
Receipts - Union Trust Coiiipany, 1925-19?9
Receipt Dook, April 19?9 - Au -̂ust 1931
Petty Cash Book, April 1925 - T-ece-dber 19?8 f\
Bank Rfcconciliation Dook, January 1927 - July 1 ? "
Cash Vouchers, May 1923 - Ueptfcnber 1930 "" w

Receipts and :icburo*aaents, October 1931 - July 1937
Ktceipta, ipra 1927 - April 1929
Check and Voucher Register, Septeaber Y)7$ - Scpteaber 1930

. 2"

O co
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Hall of Record*
Commnston

cQUEST FOR RECORDS RETENTIL.
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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.

jfcJ^J

18.

Disbursements/ - rquital.lc Trust Company, October 19?5> -
^ctol-er 193?

Pay Took - Pisburscments. October 19?? - tVirch 19?5
Depocit Book, 19 ?2 - 19?i»
Receipts - February 193k - r-ecmber 1936
Cash Took, 19?9 - 1936
Check Register - Sept. 19?8 - Oct. 19?9
Rent Led{pr, 1921 - 1926
Rent Ledger* ?fc. 3, 1°27 - 19?o
Pont Ledger, To. 3, Tart 2, 19?7 - 1929
Receipts - *Vcratc-r 1936 - I.'arch 1939
Old Llcer.se Pook, 19?7 - 1930
Pay checks - 3 bundles, 19?6 - 1931
Triplicate Checks - 2 bundles, 1926-26, 1930-31
Checks • Payrolls, 1929
Canceled Checks, !'ar.k r.tcitttwnts - 3 boxes, 19?2 - 1929
Cash Receipts, July 1919 - Sept. 1926
Receipts - rent and taxes, 19?7 - 1937
Rent Roll - 1917 - 192$
Receipts, Sept. 1931 - Jan. 193U
Receipts, nee. 19?U - March 1927 ' l

Pay Record, 19& - 19U0
Receipts, 1922 - 1927
Vouchers, 1 9 # - 1939
Canceled Checks, check stubs, payrolls, transnittals, various

dates, 19?0 -'1930
Payrolls, transiadttals, 193? - 1 9 1 ?
Hudpet, t r ia l balances, e tc . , 1931-3^
Disbursements, A u ^ t 1937 - Aurust 19h3 /W\J*

RtCOMM-r-RnATIOHt RhTAIN FOR THR'T TJAR3 OR UJ/TTL AUDITED,- IIIieHEVUl
13 L\Tra, AKD TI1KN ULliTROT.

ACCOUIJTTTJG RWOhrC FCF. V-WTCH DI'JPOllAL HAS BLI.H PRWIWD BY A OUCRAL
Rrccp.ps pT^rT!?rioN~scl!rDljIrr

PAYROLL (Prior to July 1 ,19^3) . The a-jency copy of this payroll
font io to be retainrd for five years or until audited, whichever
i s later, and then dfstroyed. (n^ncral Schedule Mo. r.-l, Item 1-d,
approved by the Pourd of Public VTorka, January 11, 195U).

PAYROLL JOURNAL - The a/ency copy ia to be retained for three yenra
or unti l audited, *hich<?vcr i s later and thon destroyed, (Oeneral
Schedule Ho. r-2. Tten 1-d, approved by the Soard of Public V orks,
"anuary 11, 19?U)

PAYROLL t'XCLPTIONS, Additions and ^bcceptlons - The agency copy i s
lo be retained frr three years or unti l audited, vhichever is"later,
ind then de3trc;,ed. (reneral Schedule No. C-2. Item 3-b, approved

the Board of Public *orks, January 11, 19&)

3

5



Hall of Records

Cornralsjtoa

T"S!P«!"~

IQUEST FOR RECORDS RETEMHC.
(Continuation Sheet)

HtDULE MO.

PAGE
NO. 11

4.
Item

.No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or octivity 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.

19.

PAT WARRANTS - The agency copy is to be rrlalr.r.-d for three years
or until audited, Toderal and Jtate, whichever it later, and then
destroyed* (General Schedule No. n-3, Item 3» approved by tho
Board of Public Works, Kay 10, 19%)

RECEIVING1 Y/ARRANTS - The agency copy lo to be retained for three
years or tmtil audited, whichever it. later, and then destroyed.
(General Schedule "o. G-l», Item 3* approved by the Board of Public
Works, Kay 10, 195U)

TRANSMITTAL F0P.L' !-1 or n-> (Comptroller of tho Treasury Forn) is
to be retained for three years or until auditod, whichever is
later and then destroyed. (General Schedule No. Q-$t Itea 3,
approred by the FoaH of Public 'Vorks, May lo, 19^U).

yj • - - '• '.v r*

PERsorafi L?'AYh RLconns

Quantity! 6 cubic feot
.'•'" Da tos t 19U9 - - •.; ; ^

F i l e Arranjtensentt Alphabetical •'.'*
Annual Accumalationi 1 cubic f o o t .
Disposable Arjountt 2 cubic f e e t
Audited byf i>tate :- . ' •»: ' • : ' : ] , ' ," \ -* ,"->' ' • ' . • ' - : .'

Included in this i t t o aret - ./ ."

The leave record card - standard state-vido fora 5TC-1?8A
Daily attendance report • f ie ld ewploycos only - information

on th i s fora in transferred to the
louv« record card

L*ave Requests . - . - - •. ' .
Hoctor'a Certificate*

o co
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Ri£OM?^Tj;T^tinKi RIT/.TM TOR TIKiE YJAF^ OK UJ.'TTL AUDIT, v/niCHiViil
TS I.'tTlR, AND 711131 'X^TKOT
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