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1. Requesting Agency

xBsnssBsrrx xst KAHTLAMD

2. Division or Bureau of Requestinc
OFFICE OF FIHAKE AHD BU£
BALTIMGBE DZVISXCff

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

* £

•
Dispose of present accumulation. No
additional accumulation Is antici-

pated. Records have ceased to have value
to warrant retention.

Establish retention schedule for re-
, , cords for which there is a continuing
accumulation. The records will cease to
have-value to warrant their retention ofter
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.

1.

%

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.

STOTBHT BILLS AMD CASH RECEIPTS

Datesi 1937
Quantity! k drawers (6 cubic feet)
File Arrangement! By school tent and numerical therein
Animal A<*<»nmn|i)^ftnt ^ rtp^Mwy*
Disposable Amount i 2 cubic feet , • .
Auditt State , , , •-...'.

Tl*a Student Bi l l shows a l l charges tile student nxust pay. The
amount paid i s machine posted and a cash receipt prepared at the
sane tine. Copies of the M i l are distributed as follows*

1. Student
2. Begistrar
3. Student* a f i l e jacket

The reeonmandation below applies only to the copy of the b i l l and
cash receipt retained by the cashier. Students1 b i l l s for the
y***? 3°37-l°n° (in4i.i*flive) haw been ndcrofllmd and the originalff
destroyed* Zt i s recommended that iri^rofilning of the b i l l s be
di> ffOffntinvFd *

BECONMESDAXIONt RETAIN FCS THREE 1BARS OR DHTIL AUDITED, VmCHEVER
I S LATER, AID THEM DESTEOT. ,

6. Recommendation
of Hall of Records
and Board of Public
Works.
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7. Agency, Division or Bureau Representative

/ Signature "77%M(
C$7us/^m^ 9//J>A o&

0"
V_ Title Date

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

?//<*/zc IfVUwL,^.
/ D a t e Archivist

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

2.

3.

It.

8TODBOT ACCCOHTS - FIBS JACKETS

Bates* 1 © $ 6 ^ -
Quantity? 13 orawers (20 cubic f ee t )
F i l e Arrangeoents Alphabetical - act ive and inactive
inwiq^ Aw?wwT f*M fflfi t 2 drawers
Audits State and Federal

A Tile folder i s prepared for each student enrolled in the Baltiaoi
schools (indoding the College of Special end Continuation Studies)
Contents of 'Mw folder ^TirHn<1f>B the folloulngi

Student Bi l l s (copies)
Cash Receipts (copies)
SfthoTftritfiflp ffl?cwn^ records —
Veterans* accounts and foras

supportins data

BECQMHEHDATIC9I> ESTAXH UHXX£ STOSBST I S EHE0Ll£D AND FOB TSH..
"•-•••••••' ". : TftAfiS •T'HKHR^kTKat AHD ^"Hffw C E S T R O T * •

smiafiwr ACCOUHT CARDS

Satest 1 5 3 5 - -
Quantity* lit drawers inaeidve> 3 drawers active (3U cubic
; :_ t w i ) • . • - . . . • - . . .

"' Awqatii, ^^"""flL-yM^TU J draWBT . . . . . -.
Disposable Amount* 2U cubic feet

. Audits State

Prior to 1550 an account card use prepared for each student en-
rolled in the Baltimore Schools] since l°50 cards eon prepared
only for those students whose accounts show a debit or a credit.

Supporting data of student* s paynents and other accounts are
retained in the file jacket (see above Item 2).

BEWUMEHDAHQHt RETAIH UBT3X THE ACC0Q9Z IS CLOSES) AHD THEREAFTER
FOR THREE TEARS CB DBTIL AUDITED, WICHEVER IS
LAIER, AHD THEN DESTROT.

F6HCH4SB RECCBDS

Datesa 1952 - -
Quantitgri 25 draners (38 cubic feet)
File ArjfAugiflwtm v t Chronological
Awnnai Accumulation i 6 drawers
Disposable Amounts 9 cubic feet
Audits State

17 155
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File l a eooqpoaed of the following records used by- the Purchasing
Departsents
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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.

5.

Department of Budget and Procureasnt, Purchasing Bureau forma

1~A Bequisition for Supplies
1»7-A Purchase Order
100/16 Out-of-Schedule Requisition for Supplies
39-A Storea Haqni.a1.ti.on
CP-2 Copr/ of contract avardod
CF-1 Capital Fund acquisition for Equipoent
27A Copy of Contract Awardad

Delivery Invoice

CniversHy Hospital Forms

8163 Receiving Report
6028 Punshaae Order

Stores Bequisition
Correspondence

WSGCmEBDATLOBt RETAIH FOB THREE TEARS OR UHTIL AUDITED, ISDDCH-
JS7ER I S LATSBy AHD 1HSB DSSXBOT*

ADhifiXsTHATIVE ACCOUMTIIP BECOBDS

Datest 1952 - -
Quantity* h$ letter «ds» and U check drawers

(68 cubic feet)
File ArrangQaentf Chronologieal
Annual Accunrulationt 11 letter-size and one cheek

Disposable Amount t 16 <̂ ?blg feet
Audit! State

This item Includes documents whleh support enti les Bade in the
peroanent bookn of account* The supporting doeuasnts ares

Cash Beport - original at College ParkJteconntingjOffiee
TransaLttal
Budget
Accounting •achlne audit tapes
Ossruficatea of Deposit
Deposit slips
Cheeks
Cheek stubs
Bank stateaents

BECOOfEBDATIOHs BETAS? FOR. THREE 2BABS OB

i

E7EE I S LATER, AHD THS&1SST&OX.
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4.

# 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.

6. VOUCHER F I U 8

Dateal 1952 - -
Quantity? 15 drawers (22 cubic feet)
File Arrangements Chronological
Animal Accumulation! 1$ drawers
Audits State and Federal

Since July 1, 1955 the Baltimore Division has been responsible
for payment of -vendors invoicesj prior to that date payments were
nade by the College Bark Division. Records contained in the file*
the paying Toucher vith vendor's invoice attached, must be
retained for a longer period than other accounting records to meet
Federal audit needs. -

RECOMMRHMTIOHl RETAIH FOR TEH TEARS ABD TBSS DESTROY.
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