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1. Requesting Agency
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2. Division or Bureau of Requesting Agency
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3. Authorization Requested (Check only one of the squares below).

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

to warrant retention.

B
I I Establish retention schedule for re-
I Y I 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.

1.

This records retention schedule i s Applicable to a l l chrcale disease
hospitals. Quantity, dates, and eccunalation shorn are for tfcnte-
bello Hospital only.

fPPLICATKi?? riI3

Quantity! 2 drawer* (k cubic f«at)
TSateat 1917 - -
File Arrengwaentt Alphabetical
Annual Accvt^ilationi ^ coble foot
Disposable Anoanti 2 cubic fsert

This f i l e contains tfao applicatico of indlvidaals who have not been
adiitted to the hospital. The f i l e I s arranged in three groups*
docaaded i&ilo application vas pending, sons oXbsr type of care «es
arranged before adndasicn, and admission was donled by tbe adadssloot
review board* Attached to the application vhlcfa also shows tbe
medical report are othar doctsnots necessary for adnissionj these
includes

SDPV 901 Certification of State DewiUwnt of Public Welfarei
th is certification i s effective for one year only*

Statement of Patient's Own Pi-uptarty
Public Health Ilaree*s Report
Correspondeoot
Mane

ESCC^KaffiATICfll R5TAIH FOP, TORES TSAR5 AID THEN DSSIECOT.

7. Agency, Division or Bureau Representative

2/ U_2^ UCL^^^ [\j Ciu*j*3>
Signature Title J1 Date

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

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

f / Date Archivist
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4.

r
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.

2. CORRlSPCflDSNCS

Quantity* U drawer* (16 cable foot)
Dateai l$hl - -
F U » Arrangements Alphabetical
Annual AceuauLatlont 2 eubio feet
Disposable Amountt 8 cubic foot

Correspondence concerned vith the functions of the hospital. It is
with Federal, State* local and other state ag«xd»e«, prolessiocal
and civic organisations, schools, hospitals, nurses, doctors, con-
tractors, «tc« Correspondency vlth or about « petiaat i» filad la
tii« petieat1* e&sa foXdor*

RSCOJC^aDATXCNl St£TAlH i OR fliRES TEARS ADD XikJ* PSStKOT.

ACCXAHTT1BO

QoanUtgri 10 cidbie feat
Dateat 19W - -
File Ammgwrnats Chronological
Aacsaal AccuwaUtloni $ cubic Toot
Disposable A îoiosti $ cubic feet
Auditi State

This item Incltactes a l l standard accounting form uaod by state
a©eneiea aa a^pporting data to the final book of entry* ¥ho final
book of entry i s to be retained perraanantl/. ^acdfically tbaae
supporting recorda aret

fora 8o»

E-l-S
£-1 and B- |
DD-1
B-2 (forwsrly ffi-2)

Comptroller of tha Troouury

datribtxtion of Charges
Traaaadttal
Certificate of Deposit end bmk Deposit Slip
Monthly Report of State Rikla Collected and

Deposited
Qistrlootico of Unaatpanded and Obligated

balances
Monthly Statement oX fcolaacos

Purchasing Bureau (Departzssnt of Budget and Proetxreaent)

Date ;.1-*
17-A
100-16
39-A aadliO-A
CF-2
CF-1

Bequisition for S u l l i e s
Purchase Order
Out-of-Schedule Fequisiticn for Supplies
Stares requisition
Copy of Contract Amrded
Capital VVBA P^cidsition for Equipment
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4. 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.

k.

IDO/Zb Actual awrgenqy *nd Kepairs Report
27-A • Copy of Contract Jhardad
CF-3 Copy of Contract Awarded

Delivery Invoice
26-A Botioe of Award of Contract
$2 Credit Keraoraadua
51 Report of Partial Delivery

Budget Bureau (Departaest of &«dget end Ffoeureaeist)

BB-1 (B«T«)

B.P. lnT. H101
B.P, I«r. 1002
t . P . Imr, 6

Budget F<msk Bo»«
1 thru 11

ra-a

Foraftrfy BB-1 aad BB-2
^ad£«t SebodaCU Asmadnaot Sbeat
Beport of Fiaud Assets (annual)
Report of Materials and Supplies (annual)
Materials and Supplies ftjfsieal Icnreotosry

(anreial)
Baqjasst for Position Action

Budgvt Estisntas Flacal Tear (13 pages lnolnS-
lag ffcm stxUnsnt)

Powar Plant Uti l i ty Report (monthly)
Food Baport (mmUHy)
Keuiuraoduti of AdtJustsisoA

Others

Patl«at«s deposit or wLthdrsaal ticket
Cheek stdbs
ConflraLnc order
Rsal tiekata
Cash reedpte «- State funds only
Tine Sheet
Bogprtsition for Supplies from Stock

i

H O . \ i - ; i i , .).•

Date

Bank Deposit Sllpe
BeakSUteasnU
Bank Deposit Mecoipts
Canceled Cheeks

££CO$£3EUT108t BSUIS FCB TURKS TUBS OR UH?1L AUD3
13 LATER, AKD Tg^S S&SXKCX*

Accomrrnn RECCBPS FOR WIICH MSPOSAL HAS HKS» pso?xn>3) BT A OSESRAL

PA1HOLL (Prior to Jrtj U 2953)« The
font i s to be rstaiaed for five Tears ee
i s later, and than oeetngred. (Oenerel
HWiiwed by the board of rublie terks,

copy of this payroll
wstil audited, ubiehever

Sebedale Bo. 0-1, I tea 1-d,
11, iSSl).
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i m

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.

PAYROLL JOURNAL - The agency copy l a t o b o retailed for thres years
or until audited, tidchevor i s later and then destroyed* (Ooneral
Schedule Mo, G-2. Itea 1-4, approved by the Board of Public Works*
January 11, 19*3*5* . •

PATOOLL EXCsSFTICSS, Additions and SsBsptlons - The agency copy I s
to bo retained for three years or until audited, vfrichsver i s later t
and then destroyed* (Gmsral Schedule Bo. G-2. Itea J i , approved
by the Board of Public Vtorks, January 11, lS$k).

Tja WjuCRj»md - Tfas *8tta$& copy i s to bs r«teined for thres years or
until audited, vhiehsver i s later, and than dest^-oyed* (G«osral
Sdiodols So« 0-3, It«ra 3, a^roved by tb» Board of Pt4>lic V̂ orkŝ
a«v 10, x$5U).
BSCSXVXNO VOH'.^STS - Th« agency copy la to be retained for thres
years or until cwttted, ieticbsv«r is later, and then destroyed*
(Gfloeral Schedule Ho* 0-^, Itea 3# approved bj the Board of Publlo
ycsrfcs, Kay 10, 15$*)* .

TRAHSMTTTAt. FORK E-l or E-J (Comptroller of the Treasury fGm) is
to be retainsd for three yeara or entil audited, vhiehover is later
end thea destroyed, (General SeheduLa Ho* 0-5, Itesa 3, approved
by the Board of Public Vorks, Kay 10, l ^ U ) .

msnat AOT»CRI2AIIC3I

Qoantityt § ciibio foot
Dates i U # 3 - -
Auditt Stats

This *tate-tdde fora of the Coapdaaiooer of Persono»l I s ths
author!nation for entering the sn$>loyeets nsat en the psyroll or
for making any ehangesin the pay rate* I t a l s o shows a l l pay
deductions*

RSCCK^KDATiait RrjAlfl WH1LR £»PLOIH) AS) FOR THRSS T2AE3 AFTER
OATS Of SEPARATION, Ol UHI1L AUQXTQ), KtlCHEf 233.
IS L&TCB, ARD TH£S D2STR0I,

. \ ! ! : ' : • -

r O A : . ' i . 'f-LEAVE RSCtftnS

Qoantityi 1 ciabie foot
Dataat I9l7 - -

F i l e includes the following r

loams record card - Porn SSC 12&-A, a standard s ta tewide &
prepared amoBlly for each s^Legrss

Leave Applications

B B C O r W ^ A ^ c l i ' ^ W I S ^ ^ TlffiES TEAKS OR VStlt AUMTSD, WlCSlSfai
IS LATER* ART) THKH DESTROT,


