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Hall of Records \
Commission Hall of Records Commission l;‘AQGE 1. J

‘ Requesting Agency
COMPTROLLER OF THE TREASURY

2. Division or Bureau of Requesting Agency

ALCCHOLIC BEVERAGES DIVISION

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

V‘. -
w7

P |

Sizes B3* x 13"

Quantity: 13 drawers (26 cubic feet)

Dates: 1949 - -

File Arrangement: By year and alphabetical therein
Annual Accumulations: 2 drawers (L cubic feet)
Disposable Amounts 18 cubic feet

The Division requires transportation companies to file monthly

reports indicating shipments of alcoholic beverages into, out of,
and within Maryland, The following forms are used for this purpose.

. 22AB =~ Alcoholic Beverages Transportation Schedule "A" - $hip-

) ments within Maryland
‘I,» 234B - Alcoholic Beverages Tramsportation Schedule *B" - Ship-
/' ments out of Maryland
| 24AB - Alccholic Beverages Transportation Schedule *C* - Ship-
, ments into Maryland

These three forms show date of consignment, shipper
meim,kindofbenrago,nmhsrmdwp;otcm-.
tainers, and invoice number,

RECOMMENDATION: RETAIN FOR THREE YEARS AND  THEN DESTROY.

21AB - Alcoholic Beverages Transportation Report - shows total
tm:nberofdali.ver.’n.uﬁ.nt‘hreocat.egou'i.cafoa'tholonthT

C
A Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals.
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 their retention after
the period of time indicated.
4 5. Description of Records 6. Recommendation
Item Describe rec.or.ds accurqtely. Include title, forr_n number, size of documen_ts, 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.
1. | TRANSPORTATION REPORTS
v

APPROVED
HALL OF RECORDS COMMISSION

ency, Division or Byreau Representative

CHIEF CLERK ALCOHOLIC BEVERAGES DIVISION ﬂQ(/
A N
Date

‘. 7.
A
;

ZSﬁﬂatbre Title

Schedu
ecords Commi

le Autho(ize?/as Indicated in Col. 6 by Hall of
ion. Public Works.

M S e el i

Disposal Authorized as Indicated in Col. 6 by Board of

(2/ %, o
{ot:r Archivist 24 Date—""\_

Secretary
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PAGE

NO. 2.

4,
Item

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

6. Recommendation
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.
2. mmmwmng_mm,mmmnmm
/ Form No.r 25AB
Size: B3 x 13"

Datess 1947 - -

Quantity: 3 drawers (6 cubic feet)

File Arrangement: By year and alphabetical therein
Anmual Accurmilation: 1 cubie foot

Disposable Amount: 2 cuble feet

Audit: Internal

Thi= report submitted by brewers is an accounting of Maryland beer
excise tax stamps, crowns and 1lids on hand or used during the month|
The reverse of the form shows to whom deliveries were made, invoice
number, and quantities,

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY
PURCHASE OR ACQUISITION REPORT

Form No.: 334B

Size: B83* x 13"

Datess 1950 ~ -

Quantitys 60 drawers (120 cubic feet)

File Arrangement: Chronological

Amnual Accumilation: 12 drawers (2l cubic feet)
Disposable Amount: 58 cubic feet

This monthly report is filed with the Division by the retailer. All
liquor purchases, excluding beer and wine, are indicated on the
form. Information noted is: date of purchase, invoice number,
from whom purchased or received and the address, and the amount

purchased - reported in gallons.
RECOMMENDATION: mmmmmnsmmmor.' y

"

A A

File Arrangement: By and alphabetical therein
Ammual Aecumilation: cubic feet

Disposable Amount: 15 cubic feet
Audits Internal

The forms included in this file show the monthly distribution of
wines and liquors by distillers and wholesalers and an inventory
of excise tax stamps., The forms ares

WHOLESATLERS MONTHLY REPCETS e « 5
© Date ... 0
Size: 81" x 13"
Dates: 1949 - -
Quantity: 6 drawers and 20 linear feet—(25cubic feet) "

APPROVED
HALL OF RECORDS COMMISSION

Aw,:am_, ot

N . 0 157

4

...............




> .

> g - -~

&

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.

Sk n (o s 6N SCHEDULE
v o e c ﬁjssr FOR RECORDS RETENTIGIs SCHEDULE il <12
St of Records _ (Continuation Sheet) PAGE
4 Commission . NO. 3.
4 5. Description of Records 6. Recommendation

of Hall of Records
and Board of Public
Works.

3 W-AB Wholesalers' Monthly Report, showing inventory and
deliveriss of wine and liquor, and excise tax stamp
reconciliation

3 AB  Monthly Report of Distillers, Rectifiers, Wineries,
Wine Bottlers and Wholesalers, showing inventory of
unfinished and finished producte

34~1 AB Excise Tax Stamp Report, showing the monthly account-
ing of wine and liquor excise tax stamps,

34-2 AB Finished Products Acquisition, Report of Wine and
Distilled Spirits, showing date, invoice number, from
:ihmr;eoived, and amounts of wine, spirits, or

coho

34~-2B-AB Bulk Acquisition, Report of Wine and Distilled
Spirits showing date, involce number, from whom
received, and smounts of wine or spirits.

34-3 AB Second Sheet, to Form 34-2B-AB

34-38B AB Bulk Disposition, Report of Wine and Distilled Spirita,
showing date, invoice number, to whom delivered, and
amounts of wine, spirits, or bulk rectified products.

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY
ORDER FOR MARYLAND WINE AND LIQUCR EXCISE TAX STAMPS

Form No.s 36 A.B,
Sizes 83" x 11"
Dates: 19k

Fils Arrangements Bymandnlphabetiealthemﬂ.n
. Annual. Accumulationg 1 cubic foeot
Disposable Amounts 3 cubic feet
Audits State and Internal

This form is used by manufacturers, wholesalers and county dispens-
eries when ordering Excise Tax stamps. It shows the number desired
in each denomination.

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY.

BEER WHOLESALERS MONTHLY REPCRTS

Sizet 8%' x 13" Das T 13 1955
Gunidtyy § i s
ﬂtyt 6 drawers (12 cubie f“t) M

File Arrangement: By year and alphabetical therein
Amual Accumulation: 13 cubde feet

Disposable Amount: 8 cubic feet

Audit:s Intermal

APPROVED
HALL OF RECORDS COMMISSION

.............

e e ——————
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The Clearance Report, also submitted by the manufacturer or whole-
saler, shows the sams information with the addition of the date

. p e ( /— VD SCHEDULE .
o % Kue,JEST FOR RECORDS RETENTIL.: SUIT-DULE No. <12
ail of Records - (Continuation Sheet) PAGE
Commission . NO. ho o
5. Description of Records 6. Recommendation
" Describe records accurately. Include title, form number, size of documents, of Hall of Records
gy work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.
File includess
37 A.B. Monthly Beer Report, showing amounts and from whom =
purchased, and leakage, sales to retailers, =
sales to wholesalers indicating name of purchaser. A
A1l amounts are given in case lots indicating size e
of containers or kegs. o=
| . w S
37-1 A.B. Monthly Sales of Tax Paid Beer Delivered to Federal e
Reservations showing date, delivery ticket number, © a
to vhom delivered, and quantities. =
a. o
RECOMMENDATIONs RETAIN FOR THREE YEARS AND THEN DESTROY. 23:‘
[
7,| CLAIM FOR REFUND OF TAX ON BEER DELIVERED TO AND CONSUMED ON -
v'| FEDERAL RESFRVATIONS. ' :é'
=
Form No.: )42 A.B.
Sizes 83" x 13"
4 Datess 1942 - -
. ! Quantitys § drawers (10 cubic feet)
N ) File Arrangement: Chronological
i Annual Accumulations 13 cubic feet
Disposable Amount: 6 cubic feet
Audits State
Form shows date, delivery ticket number, name of seller, and quanti-
ties. The Maryland beer tax is refunded to purchasers of beer to
be used on Federal Reservaticns.
RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
ISRLATER, AND THEN DESTROY.
8. | OVER THIRTY-DAY REPCRT AND CLEARANGE REPORT n LIS
J Jjat DEC 19 33
&z“ 3. x 5. AR | SR
Datest 1946 = = WM
Quantitys 25 drawers plus 8 cubic feet ‘12 ) T Gecretary
. AP ' c feet
J-} '}“ File Arrangement: By year and alphabetical therein
bwy Annual Accumulations 1 cubic foot
7~ '+,  Disposable Amount: 8 cubic feet
Ar"x ¥
g The Over 30 Day Report is submitted to the Division by manufacturers
o or wholesalers having outstanding bills of 30 days duration, It
/;.‘.'»“ | shows the trade name, ouner and address of the firm owing the wn-
W - " |paid obligation, The amount of the bill is also given,
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SCHEDULE
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212

PAGE
NO. 5 »

"

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.

9.

(2
\\

v

the bill was paid.

RECOMMENDATIONs RETAIN FOR THREE YEARS AND THEN DESTROY.
MASTER SCHEDULFS OF PRICES |

Sizes 83" x 13"

Dates: 1951 - - '
Quantity:s 5 drawers (10 cubic feet)

and 6 month groups
Annual Accumulations 2 cubic feet
Disposatle Amomnts L cubie feet

-«p‘(‘“&h‘ following forms must be submitted to t he Comptroller by the

File Arrangement: Alphabetical in 3 month groups to July 195

}1+* | individuals indicated on the forms
}:}v«f—: 281 A.B. Master Schedule of Distilled Spirits and/or Wine Prices
N Applicable to Class B Retailers; submitted by whole-
v . salers, shows conditions of sale, brand name, size of
e = ’\t&"/’ bottles, number in carton, age, proof, and base price.
47 ~"| 295 A.B. Supplemental or Amended Schedule (to Form 261 A.B.),
b A shows the same information as the Master Schedule with

\ the addition of the new base price,

282 A.B. Master Schedule of Distilled Spirits and Wine Prices
o "  Applicable to Class A Wholesalers: submitted by manu~
s Y% facturer, wholesaler, or non-resident dealerj shows
g Mm’wdmm.nmmm’m.

proof, and base yrica._

295-1 A.B.Supplemental Schedule (to Form 282 A.B.) shows the same

information as the Master Schedule with the addition
of the new base price.

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

Quantd.
Sizes
Dates: 1933 - =«

File Arrangements Alphabetical /%WKM/M/\/
Amual Accumulation: less than % cubic foot
Audits State -

mum,mmmmmum,m,m
alcoholic beverages are licensed by the Division. All licenses
must be renswed annually., The file includes the following records:

S drawers (10 cubic feet) :
B xl" Y&'u“.,__ .E.,—

APPROVED
HALL OF RECORDS COM:AISSION

T
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R T ~ | SCHEDULE

A o ﬁ\.bzsr FOR RECORDS Rrrmno?“‘ sc‘." ‘:uu - 212
ool of Rosornde (Continuation Sheet) PAGE

Commlulon NO. 6.
5. Description of Records 6. Recommendation

* Describe records accurately. Include title, form number, size of documents, of Hall of Records

m work or activity to which the records relate, inclusive dates, and quantity and Board of Public

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

7 AB Appllcation for License - Hanntactm-or, Wholesaler, or
Distributor

7=l AB Statement of Finances
cation is made,

9 AB  Application of Railroad, Steamship Company, or Airline

. Correspondsnce
Bond
Complaints
. Investigation Reports,

sions and cancellations of licenses and of all restrictions
such action...".

RECOMMENDATION: RETAIN PERMANENTLY.
11,| APPLICATION FOR BULK SALES PERMIT

‘ Form No.: 10-3 AB

T e Size: 83" x 1%

LA Quantitys ?druurl(lhcuhutm)
\ "; D‘m, 191‘1‘ .
) File Arrangemtz By and alphabetical therein
Annual Accumulations drawer '

Disposable Amount: 10 cubic feet

stock being sold must accompany the application,

e RECOMMENDATION: RETAIN FOE THEEE YEARS AND THEN DESTROY.
124 AUDIT FILE

Size: 83" x 13" (continued)

7-3 AB Occupational Record - submitted by individual or partnor-
only - shows the

ship applicants
last 10 years' employment record
mmthnotommanhdttdattheﬁmmmgmw-

8 AB Application for Renewal of Alcoholic Beverage License (annual
Company for beer, beer and wine, or beer, wine and liquor

uem.
10 AB Application for one of the following permits: transporta-
tion, individual storage, public storage, public storage
and transportation, non-resident dealer, import and export.

Article 2B, Sec. 138 of the Amotated Code of 1951 requires the

Comptroller to "keep an accurate record of every license issued or

approved... and 4.. an accurate record of all revocations, suspen-
im-

posed upon any license, with a brief notation as to the cause for

Application of licensee to dispose of total stock. The applicant
can only sall to another licensee. The name and purchaser of the
stock is shown on the application. A complete inventory of the

APPROVED
HALL OF RECORDS COMMISSION
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well of Records , (Continuation Sl.2et) PAGE
Commission NO. 7. .
5. Description of Records

e

Describe records accurately. Inciude 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.

|/ U"” '
L ’W,

.-

_| RECOMMERDATIONS

Dates: 1934 - -
Quantitys 11 dravers (22 cubie fect)

File Arrangement: Alphabetical
* Amual Accumulations 1 cubie foot
Disposable Amounts 15 cubic fest

ul li.censoea - manufacturers, wholesalers, breweries, distillers,

“:ztnrera, railroads, etc. - are audited periodically by
Divisim auditors. Records in the file are:

53 AB Inventory Sheet
54 AB Inventory Sheet
" Related audit work papers regarding production, sales,
taxable and non-taxable products, stamp reconciliation, etc.
Summary of Audit
Comment by Auditorj any bookkeeping errors, arrearages,
violations, etc. are noted in the Comments. Corrective
action is taken immediately by the Division and the
company. Major adjustments required by the Division are

noted in the License File and bscome, therefore, a matter
of permanent record (See Item 10).

73 AB

(/‘.w
W ah

RETAIN FOR THREE YEARS AND THEN DESTROY.
MONTHLY REPOET OF LOCAL ALCOHOLIC BEVERAGE LICENSING BOARD

Form No.s 19 AB
Sizes 83" x 13"
Datess 19137 - -
Quantitys 2 drawers (L cubic feet)

File Arrangement: By county and chronological therein
Annual Accumulations Less than § cubie foot

Art. 2B, Sec. 138, of the Amnotated Code of 1951 requires the
local Boards of License Commissioners and the State Appeal Board
to report all actions they take regarding licenses issued, refused,

revoked, or suspended to the Comptroller. The Comptroller is fur-
ther required to maintain a record of these actions,

Pursuant to this statutory requirement a monthly report showing
the license transactions is submitted to the Clerk of the Court by
the Board of License Comnissioners. The Clerk of the Court in twm
forwards a copy of the report to the Division.

RECOMMENDATIONs RETAIN PERMANENTLY.

APPROVED
HALL OF RECORDS COMMISSION




A V\

~ o

ey I ‘| SCHEDULE__
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weoll of Roserds (Continuation Sheet) PAGE
Commission NO. 8.
4 . 5. Description of Records 6. Recommendation
- Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘q work or activity to which the records relate, inclusive dates, and quantity and Board of Public
- (cubic or linear feet). Show recommended retention period. Works.
1L.| BEER CROWNS AND STAMPS FILE

15.

W

Datess 1947 - =
Quantitys L drawers (8 cubic feet)
Anmual Accumilation: % drawer .

Disposable Amounts L cubic feet
Audity State

Records in this file includes

38 AB Order for Combined Maryland and Garrett County Tax Paid
Beer Crowns, used only in Garrett County where a special
county tax on beer is assessed.

39 AB Order for Maryland Tax Paid Beer Crowns and Stamps

LO AB Order for Maryland Tax Paid Beer Stamps and Release of
Foreign Bottled Beer.

These three forms show the number and denomination of crouns or
stamps ordered, by whom ordered, and to whom delivered.

20 AB Pre-nusbered receipt form indiecating payment of tax and
authorizing release of crowns from the manufacturerst!
inventory or stamps from the Division's inventory.

RECOMMENDATIONs RETAIN FOR THHEE YEARS OR UNTIL AUDITED, WHICHEVER
1S TATER, AND THEN DESTROY.

CHANGE OF DOMICILE PERMIT

Form No.t 1l-1 AB
Sizes B84* x 11
Datess 1947 =~ -~

Amual Accumtlations 1 linear inch
Disposable Amounts Less tham # cubic foot

This permit is required of individuals moving private stock of
alcoholic beverages into Maryland used for personal consump-
tion only. An inventory of the is shown and the amount
of tax paid indicated.

RECOMMENDATIONs RETAIN FOR THREE YEARS AND THEN DESTROY.
EXCISE TAX ON BEER

Sizes 8%* x 11*

Datest 1945 - - Date DEL 1 3
Quantitys L drawers (6 cubic feet) 0S
File Arrangement: By and alphabetical

Anmnual Accumulationg cubiec foot
Disposable Amount: 3 cubic feet

..........
""""""

A}

APPROVED
HALL OF RECORDS COMMIZSION
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5. Description of Records 6. Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records |
4 work or activity to which the records relate, inclusive dates, and quant:ty and Board of Public

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

Audits State and Internal
The following forms are included in this files

16 AB Excise Tax on Beer, submitted monthly by licensees hand-
ling beer, sumarizes the amount of beer on hand and
the amount disposed during the month, and also the
amount and to vhom sold, and the tax due the State is
glao shoun,

16-1 AB Recapitulation of Monthly Sales of Beer, shown by size
of containers.

RECOMMENDATION: RETAIN POR THREZ YEARS OR UNTIL AUDITED, WIICHEVER
IS LATER, AND THEN DESTROY.

17. MONTHLY RETURN OF RETATLERS LICENSED BY THE COMPTROLLER

Form No.: 17 AB
Size: 83* x 11"
Dates: 1947 - -
Quantity: 2 drawers (3 cubic feet)
(13 File Arrangements By year and alphabetical therein
fo L t Anmual Accunulations Less than & cubie foot )
Disposable Amounts 2 cubic feet
Audit: State

APPROVED
HALL OF RECORDS COMMISSION

The Comptroller licenses railrocads, steamships, airplanes and
buses to retail alcoholic beverages while they are operating with-
in Maryland boundaries. This form, submitted monthly by each
licensee, shows tha gquantities socld and the tax due.

RECOMMERDATION: mmmrmmmmxm,mw
.. IS LATER, AND THEN DESTROY.

18.| REPORT OF FOREIGN BOTTLED BEER

Form No.3 25% 4B :
Size: 83" x 13" L
Datess 1947 = = . B A ki
Quentitys 1 drawer (2 cubic feet) Date 050 13 1
File Arrangements Alphabetical A
g Annual Accumulation: Less than 4 cubde foot 20O
‘:‘,_\ Dimam. mt' 1 m :m ..............................
: Audits Intermal B

This monthly report is submitted by the importer or agent of

‘ imported foreign beer. It shows date of shipment, releass number,
where delivery will be made from, Maryland licensee receiving

shipment, and quantity of shipment, The Maryland tax must be

paid before foreign beer can be shipped into the State.

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY,
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~all of Records (Continuation Sheet) PAGE
Commission NO. 10, -
5. Description of Records 6. Recommendation
9 Describe records accurately. Include title, form number, size of documents, of Hall of Records
work or activity to which the records relate, inclusive dates, and quantity and Board of Public
(cubic or linear feet). Show recommended retention period. Works.

19.| MONTHLY REPCRT OF CROWN AND LID MANUFACTURERS

Form No.t 26 AB

Sizes 83" x 13

Datess 1947 - -

Quantitys 1 drawer (2 cubic feet)

P File Arrangemsnts Alphabetical

gl» - Annual Accumulaticns Less than  cubic foot
Disposable Amounts 1 cubic foot

Manufacturers of crowns and 1ids must submit this monthly report,
which shows the inventory on hand, ths number processed, tliea number
delivered, and to whom delivered, .

RECOMMENDATIONs RETAIN FOR THREE YEARS AND THEN DESTROY
20} ALCCHOLLC BEVERAGES PUBLIC STORAGE REPORT

Sizes 8%'. x 13" : \
; (1.~ Datest 1947 - - '
p Quantitys 2 drawers (4 cubic feet) ) |
. File Arrangement: Alphabetical ' \
Annual Accumalationg 2 cubie foot

Disposahle Amowunt: 2 cubic feet |

Public storage or warehouse facilities accepting alcoholic beverage
must file with the Division an itemized schedule of receipts and
Beliveries made each month with 2 summary for the month. The fol=-
lowing forms are used for this purpose.

27 AB Alccholic Beverages Public Storage Report - shows packages '

on hand and the number delivered and received during the g

month in three categories ~ wine, beer, or spirite

27-1 AB Public Storage Report of Beer, Wine, and Distilled Spirits
Recelived -~ shows date, receipt number, number of packages,
and from whom received

27-A AB Public Storage Report of Beer, Wine, and Distilled Spirits
Shipped and Delivered - shows date, receipt number, nume
ber of packages, and to whom delivered

RECOMMENDATIONs RETAIR FOR THREE YEARS AND THEN DESTROY
21. EXCISE TAX RETUEN FOR WIKE AND DISTILLED SPIRITS

APPROVED
HALL OF RECORDS commizeion

Form No.s 18 4B AR

Size: 8%" x 11» Date . h5» 1 911955

Q \.:/[’- Datess: J\ﬂ.’ 1952 = 7 /C/Z(AM/\/\_

an Quantity: 1 drawer (1% cubic feet) il ‘
File Arrangement: Bypear and alphabetical there i Becretary

Annual Accumulation: 1 cubic foot

Audit: State and Internal '
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PAGE
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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 dates, and quantity
(cubic or linear feet). Show recommended retention period.

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

22,

23.

Since July 1952 licensees have been able to purchase excise tax
stamps on credit. This monthly report submitted by ths licenses
shows an inventory of the stamps on hand, the number acquired
during the month, any adjustments, and the tex determination.
RECOMMENDATIONs RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHZVER
IS LATER, AND THER DESTROY.

REPORT OF DESTROYED EXCISE TAX STAMPS

Form No.t 55 AB

Sizes B83® x 11

Date" mh - - .

Quantitys 2 drawers {3 cudbic feet)
File Arrangement: Alphabetical
Annual Accurmlations £ cuble foot
Disposable Amount: 14 cubie feet
Audits State

Licensees are credited for excise stamps for breakage, unsalesble
merchandise, and wholesalers who go out of business. The

report-
ing form shows the quantity and denomination of the stamps credited.
After audit there is no further use for the report.

RECOMMENDATION¢ RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY.

GENERAL CORRESPONDENCE

Datest 1933 = -

Quantity: 7 drawers (1 cubic feet)
File Arrangemsnt: Alphabetical
Amnual Accumulations ¢ cubie foot
Disposable Amounts 10 cubic feet

Corre concerned with the functions of the Divisien., It is

and professional organiszations, individuals, etc. Correspondenca
with-a licenses is filed in the licensee's folder (Item 10).

RECOMMENDATIONs RETAIN FOR THREE YEARS ARD THEN DESTROY.

vers
Acper et

spondence
with Fedaral, State, local end other state agenciesj civic, bnames.ﬁ

E

APPROVED
HALL OF RECORDS COMMISSION
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Hall of Records (Continuation Sheet) PAGE
Commission NO. 12.
5. Description of Records 6. Recommendation
' Describe records accurately. Include title, form number, size of documen.ts, of Hall of Records:
m work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No (cubic or linear feet). Show recommended retention period. Works.

2l.| INVESTIOATION FIIE (BALTIMORE OFFICE)

Form No.s 61 AB

Sizes 837 x 11v

Datest 1947 = =

Quantitys 31 drawers (LS cubie feet)

File Arrangements By county and alphabetical therein,
Baltimore City by street number

Annual Accurnilation: 5 ocubic feet

Disposable Amounts 15 cublc feet

All retailers licensed by the County or Baltimore City Boards of
License Commissioners are investigated periodically by Division
investigatera. The report shows the nams and address of the
licensee, class of licenss, and type of establishment. Stocks and
sales involces are checked againat delivery invoices and aequisition
reports, stock and stamp perforations are examined, and compliance
with statutory reguirements is noted. Remarks of the investigator
are included on the repcrt form. A4ny action on the part of the
licensee made necessary as & result of the investigation must be
‘ taken immediately. All actions resulting in suspension, revocatian,
cancellation, or restrictions are noted en the license record in
the license files of the Board ¢f license Commlissioner, ths Clerk
of_the Cowrt, and on the mon repart submitted to the Comptrollar
by the Local Board (See Item 13). Ths previous reports ars used by
the investigators for comparative purposes, however after five years
retention they lose thelr value for this purposs.

RECOMMENDATIONs RETAIN FOR FIVE YEARS AND THEN DESTROY.
25.|SUMMARY OF COUNTY INVESTIGATIORS (BALTIMORE OFFICE) .- : - Lo s

APPROVED
HALL OF RECORDS COMMIZSION

. BOAY ToE oy
Form Nc.3 61-2 AB nrs o3 6ns
Sizes 83" x 13" Date .. 55+
Datess 1951 - -
Quantitys 1 drawer (2 cubic fest) Lt rerars trsresirt
File Arrangement: By county and Baltimo nd ‘chronol Bre BT
gical therein ’

Annual Accumulations § cubie foot

This summary is prepared at the time Division investigators complete
their investigations in a comty., It shows the number and type of
violations by retallers or wholesalers. A narrative conment dis-
sing, in general, conditions surromnding the sals of alccholis’
in the county is included as a part of the report. ~J_/
‘ ttached to the Sumary is Form 65 AB which shows, daily, the number
f visits made, and type of establishments and licensess visited
day. There is no uss made of thess records after five years.

PECO}MDATION: RETAIN FOR FIVE YEARS AND THEN DESTROY
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No. 13,

4,

o
0.

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

6. Recommendation
of Hall of Records
and Board of Public

(annual)

{cubic or linear feet). Show recommended retention period. Works.
26, | ACCOUNTING
.Datess 193 - « - 5
Quantitys 15 cubie feet 7]
File Arrangements Chronological =
Annual Accumilationg 1 cubie foot o=
Disposable Amounts 10 cuble feet w3
Audited bys State =
=]
This item includes all standard accounting forms used by State o= =
agencies as supporting data to the finel book of entry. The final o O
book of entry is to be retained permanently. Specifically these o &2
supporting records ares =< b
Comptroller of the Treaswy 5:}
Form No. =
E-1-8 Distribution of Charges
E-1 and E-4 Transmdttal
DD-1 Certificate of Deposit and Bank Deposit Slip
‘ R-2 (formesrly MR-2) Monthly Report of State Funds Collected and .
Deposited 1
Distribution of Unexpended and Obligated
Balances B
¥onthly Statemsnt of Balances
Purchasing Bureau (Department of Budget and Procurement)
1-A Requisition for Supplies
| bT-A Purchasa Order
100-16 Out~of-Schedules Requisition for Supplies
39~-A and [0-A Stores Requisition
CF<2 Copy of Contract Awarded
CF-1 Capital Fund Requisltion for Equipnent
300/2 Actual Emergency and Repairs Report
27=-A Copy of Contract Awarded R cre Ty
CF-3 Copy of Contract Awarded ny C GRS
Delivery Invoice S e b T
26-A Notice of Award of Contract Dot . -0 .9 [ 722
52 Credit Msmorandum
51 Report of Partiel Delivery N%\&ZMM\/
Budget Bureau (Department of Budget and Procurement) Betremy
t
BB-1 (Rev.) Formerly EB-l and BB-2 '
o , Budget Schedule Amendment Sheet '
B.P. Inv. R101 Report of Fixed Asgets (annual)
B,P. Inv. R102 Report of Materials and Supplies (annual) i
B.P. Inv. 6 Materials and Supplies Physical Inventory ',
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Commission NoO. n‘.

Q..
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.

27.

BB-1;0
Budget Form Bos.
1 thru 11

Request for Position Action

Budget Estimates Fiscal Year (13 pages includ-
ing farm statement)

Others

Vendors Invoices

Bank Deposit Slips

Bank Deposit Heceipts

Automobile Expense Record

Expense Account .

Report of Investigators Dally Calls

Receipts and Forms Handled During Month
(Statistical)

Receipts from Beer Tax Returns and From Sale

. of Bear Crowns and Stamps (monthly)

Honthly Report of State Funds Collected and
Deposited

Claim or Refund

Ledger Cards

Non-Beverage Book Control

Salaries Book

Pald Assessmants

Paid Service ‘Charges

Refunds {Cash)

Budget Credits

Expenss Ledger
Stubs of Licenses and Permits Issued

72-1 AB

7L AB
82 aB

85 AB
60 AB
1-1 A8

RECOMMENDATION: RETAIN FCR THREE YBARS CR UNTIL AUDITED, WHICHEVER

IS LATER, .AND THEN DESTROY

ACCOUNTING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A GENERAL
RECORDS RETENTION SCHEDUIE.

PAYROLL (PRIOR to July 1, 1953). The agency copy of this payroll
form 18 to be retained for five years or until auvdited, whichever
is later, and then destroyed. (Gensral Schedule No. G-1, Item 1-d,
approved by the Board of Public Works, Jamuary 11, 195L4).

PAYROLL JOURNAL -~ The agency copy is to be retained for three years
or wntil audited, whichever is later and then destroyed. (General
Schedule Ko. (}--‘2S Item 1l-d, approved by the Board of Public Works,

January 11, 1954

Vedoct) ons —
PAYROLL EXCEPTIONS, Additions and EXBapR3emy-- The agency copy is
to be retained for three years or until sudited, whichever is later,
and then destroyed. (Genaral Scheduls No. 0-2, Item 2xb, approved
by the Board of Public Works, Jamuary 11, 195!;5.
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Commission NO. ISI.

Q.

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.

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

RECEIVING WARRANTS «~ The agency copy is to be retained for three
years or until audited, whichever ie later, and then dsstroyed.
(General Schedule No. G-}, Item 3, approved by the Board of Publid

Works, May 10, 195k).

TRANSMITTAL FOHM E-1 or E-3 (Comptroller of the Treasury Form) is
to be rotained for three years or until audited, whichever is later
and then destroyed. (General Schedule No, G~5, Item 3, approved
by the Board of Public Works, May 10, 195kL).

28. | MASTER AUTHORIZATION

This state-wide form of the Commissicner of Persomnel is the authorij
gation for entering the employes's nsme on the payroll or for making

any changes in the pay rate. It also shows all pay deductions.
RECOMMENDATION: RETAIN WHILE EMPLOYED AND FOR THRER YEARS AFTER

DATE OF SEPARATION, OR UNTIL AUDITED, WHICHEVER IS
LATER, AND THEN DESTROY.

29 LEAVE RECORDS

File includes the following records:

1save record card « Form SEC 128 -« A « a gtandard state-wldse
form prepared ammally for each employee

Leave applications
Doctorts certificates

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

APPROVED
HALL OF RECORDS COMMISSION

o e® s




