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! 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 indicoted.
to warrant retention. have value to warrant their retention after
) the period of time indicated. - .
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1. STW BILIS m CASH RECEIPTS

Datest” 1937 --

Quantity: L drawers (6 cubic feet)

File Arrangemerits Byschooltmandnmariealtherein
Annual Accwrmlation: 3 drawar

APPROVED
HALL OF RECORDS COMMISSION

Disposable Amount: 2 cubdc feet .
Audits ‘State S T
T.s Student Bill shows all charges the student must pay. The
‘ amount paid is machine posted and a cash receipt prepared at the
same time. Coples of the bill are distributed as follows:
1. Student ' \
" 2. Reglstrar ' , AEANN
3. Studentts-file jacket \‘,\

L. Cashierts office

The recommsndation below applies only to the eopy of the bill and
cash receipt retained by the cashier., Students'! bills for the

years 1937-1949 (inclusive) have been-microfilmed ‘and the originals
destroyed, Itisremandodthatnﬂ.mfﬂningofﬂumlho

discontinuad. .

RECOMMERDATIONS mmmmmmsmunILAmm, WHICHEVER
IS LATER, ARD THEN DESTROY.

7. Agency, Division or Bureau Representative

O Cadueninn” (gl T o Mo 3
e Signature W/M { _ Title Date

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

T

Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission.”
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5. Description of Records 6% ﬁetl:lon}rr‘\fndotion
of Hall of Records

¢

Descrlbe records accurately. Include title, form number, size of documents,
work or activity.to which the records relate, inclusive dotes and quantity
(cubic or linear feet). Show recommended retention period.

and Board of Public
Works.

_2.’

3.

.

WWS-YIEJEM

" Datess 1950 -
Quantitys 13 érawers (20 cubie feot)
File Arvangement: Alphsbetical - active and inactive
Annual Accumilation: 2 drawvers . .
Audit: State and Federal ' )

Afﬂe fo]duhmpuﬁformhatndsntmmlledinths
schools (including the College of Special and Contimation Studies).
c@tm:photthstoléermclndssthefonmdngs _ .

Stndeubmscopdes)

- Cash Receipts (coples) ‘ :

Scholarship account records - aupporu.ngdata

. Veterans? aecountaandfoxm

mccmmmm: mmwmsrumxsmommmzm
T mmsmsmmmmnmmor ' .

STUMRT ACCGmT GlRDS

Datess 1935 -
'th.ttyc llt drawers Mt.iva, 3 dravera active (3} eubio

y  fost) R
'Annmllccmmﬂ.auona ;%drawar -
Disposable Amounts thulﬂ.eteet
. Audits. State = L
Priortol?SOmamtoardmepreparsdtoroachatudentw
rolled in the Baltimore Schoolsj - since 1950 cards are prepared
mlyforthosostndentsuhosammtsdmvadsﬁtoramﬁt.

W&hdnmmt'apmtamm“mum
retained in the file Jacket (sse above Item 2).

FOR THREE YEARS (R URTIL AUDITED, WHICHEVER 1S

“-‘"‘P..

BECGMMENDATIONs RETAIN UNTIL THE ACCOUNT IS CLOSED AND THEREAFTER

APPROVED
HALL OF RECORDS COMMISSION

LATER, AND THEN DESTROY. -, —
FRCEASE RECORDS | & v SANEOIE I 20

= L L = mLio| WORKS
Dates: 1952 - - i '
Quantity: 25 drawera (38 cubic fest) . Soe 17 16% ]
File Arrangement: Chronological i |
Arnual Accusulation: 6 drawers

: Anount: 9 cubdc fest )v\,(_ﬁzv/\,d_/n«/\/
Audit: State R g P

Departments

mehcmdofﬁnfonoungmordauwdbythehrchadng
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4 5. Description of Records 6. Recommendation
: Describe records accurately. Include title, form number, size of documents, of Hall of Records

and Board of Public

0.

work or activity to which the records relate, inclusive dates and quantlty
Works.

(cubsic or linear feet). Show recommended retention period.

L Department of Budget and Procurement, Purchasing Burean Forms

1-A Requisition for Supplies

L7-A Purchase Order

100/16 Out-of-Schsdule Requisition for Supplies
39-A Stores Requisition

CP=2 Copy of contract awvarded

CF=1 Capital Fund Requisition for Equipment
27A Copy of Contract Awarded

8163 Reesiving Report
6028 Purchass Order

RECOMMEHDATIONs RETAIN FOR THRER YEARS OR UNTIL AUDITED, WHICH-

Pelivery Involes
Credit ‘Momorandum

University Hospital Forms

1

Stores Requisition
Correspondence

EVER IS LATER, AND THEH DESTROY.
ADMINISTRATIVE ACCOUNTING RECCRDS

Datest 1952 - -
Quantity: LS letter size and ) check drawsrs

(68 cubic fest)
File Arrangement: Chromological
Amual Accumulaticn: 1l letter-size and cne check

draver
Disposable Amomnts 16 cuble fest
Audits State

This item includes documents whieh support entries made in the
permanant books of account. The supporting documsnta are:

Cash Report - Mgim;tcdhgamwng.afﬁn
Trensmittal 1 PO L :
Budget Amendments ; o
Accounrungnchinsaudittapes RS
Ceruiricates of Deposit i

Deposit glips ; Y
Checks s

Check stubs :

Bank statements |

1]
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4 5. Description of Regords 6. Recommendation
em Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘o 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.

6. VOUCHER FILE

Datess 1952 « -

Quantitys 15 drawers (22 cubic feet)
Fils Arrangement: Chronological
Anmoal Accumilation: 13 drawers
Audit: State and Fedsral

Since July 1, 1955 the Baltimore Divisicn has been responsible
for payment of vendors invoices; prior to that dats payments were
made by the Collsge Park Division. Records contained in the file,

the paying voucher with vendeor!s invoise attached, must be
retainad for a longer period than other accounting records to meet

Federal gudit needs, - )
RECOMMENDATIONs RETAIN ¥YOR TEN YEARS AND THEN DESTROY.
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