STATE OF MARYLAND

" COMPTROLLER OF THE TREASURY

LOUIS L. GOLDSTEIN, COMPTROLLER ___J. BASIL WISNER, CHIEF DEPUTY COMPTROLLER
GENERAL ACCOUNTING DIVISION ARNOLD G. HOLZ, CPA,

DIRECTOR
LOUIS L. GOLDSTEIN TREASURY BUILDING. P.O. BOX 466,
ANNAPOLIS, MARYLAND 21404-0466

Jannary 2, 1990

TO: Dr. Edward Papenfuse o RECEIVED

State Archivist, IV;D Stat

[ JAN 1
FROM: Mr. Arnold G. Hé 6 190

Director, General Acc

: MARYLAND
SUBJECT: Records Retention Schedule 272 STATE ARCHIVES

Rr—

The Records Management Division recently requested that the General
Accounting Division review Records Retention Schedule 272 (attachment 1).
Our review of this schedule has disclosed that items indicated "kept in the
Comptroller's Office and classified as to be retained permanently by your

. office" have been lost. Our records storage procedures indicate that all
divisional records are transferred to the Records Management Division.
However, after our December 6th meeting with service specialist, Ms. Maryln
Bently of the Records Management Division, it was revealed that these
records are neither stored in the Records Management Division nor in our
Division. Ms. Bently advised us to inform the State Archivist and to update
our schedule 272 to reflect the missing items. Please be advised that the
following items currently listed on schedule 272 are missing: In our opinion,
these missing items do not have any historic value, and similar information is
contained in various reports produced by this office.

1. Page 1, item 1 - General Ledger - 3 volumes, 1936...

2. Page 2, item 2 - Dates 1936... Appropriation Control Ledger
Budget Account Ledger, Cash Disbursement
Journal Ledger, Cash Receipts Journal,
Cash Receipts Ledger

3. Page 3, item 3 - Taxes Receivable Detail Ledger-Real and
Personal Property

4. Page 4, item B - Taxes Receivable Ledger-Corporation and
Franchise
item C - Taxes Receivable Control Ledger

MY TELEPHONE NUMBER Is: 974-3810

TTY FOR THE DEAF: ANNAPOLIS AREA 974-2609
BALTIMORE AREA 383-7555

AN EQUAL OPPORTUNITY EMPLOYER




Page Two

5. Page 7, item 8 - Gas Tax Receipts Report, Monthly Statement ‘

of Income Tax Receivable, Maryland Estate
Tax Statement-Monthly, Monthly Statement of
Tax Receipts, Clerk of Courts and Register
of Wills Daily and Monthly summary of Cash
Receipts

item 9 - Chargebacks

item 10- Monthly Distribution of Motor Vehicle Receipts

6. Page 8, item 11- Statement of Estimated Revenues and Collections
item 12- Fiscal Agents' Monthly Report
item 13- Monthly Inventory of Recordation Stamps

7. Page 9, item 14- Monthly Balance Sheets

We are currently in the process of revising schedule 272 for the Hall of
Records.

Should you have ‘any questions, please contact Mr. Thomas Bibeault on
marcom 974-3811 or me on 974-3810.

AGH/ja
AGH190.MEM

Att.
o

cc: Ms. Maryln Bently
Ms. Diane Daffin
Ms. Dee Stockett
Subj.~-Records Retention
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FORM HR'RM 1 ? IQUEST:FOR RECORDS RETENTION ’/"‘ MEDULE . zcu:auu
N I (::::c:r i A be “Subiitted fo fhe Records Manage..,{‘i Division ° 272
| commission Hall of Records Commission . :%GE 1.
1. Requesting Agency 2. Division or Bureau of Requesting Agency
COMPTROLIER OF THE TREASURY GENERAL QFFICE
3. Authorization Requested (Check only one of the squares below).
C
Establish retention schedule for re- D Microfilm  and  destroy  originals.
Ornginals if not microfilmed would be
retained for the period of time indicated. \

A
Dispose of present accumulation. No
additiona! accumulation is ontici- cords for which there is a continuing
pated Records have ceased to have value accumulation. The records will cease to
to warrant retention. have value to warrant their retention after
the period of time indicated.
5. Description of Records 6 Recommendation
Include title, form number, size of documents, of Hall of Records
and Board of Public
Works.

Describe records accurately.
work or activity to which the records relate, inclusive dates, and quantity
Show recommended retention period.

4

It.em
No. , {cubic or linear feet) .
A large accumulation of the Comptreller's records for the
period 1852-1936 have been transferred to the Hall of Records. In
1922 = ravissed system of bookkseping was instituted by the Comp- o
troller and changes have continued, as modern accounting methods ™
As a result, many of the older records ~
at the Hall of Records include entries in one volums which are today )
xS
Q.
S
Q
q t

' and machinery are adopted,
separate records series.  In the items listed below the earlier
records have been included with the records presently being main-‘

) tained to which they are most closely related.
'@ 1. |oENERaL 1EDOER
At the Hall of Records:
State ledger - 1} volumes, February 1852 - September 1922
tion

Includes information now recorded in the
Control Ledger and Budget Account Ledger noted in

- Iten 2.
General Ledger - 3 volumes, October 1922-October 1936

At Comptrollerts Office:
General Ledger - 3 volumes, 1936 « -
RECOMMENDATIONs RETAIN PERMANERTLY: TRANSFER TO HALL OF RECCORDS
AFTER ALL ENTRIES HAVE BEEN MADE AND FINAL AUDIT
COMPLETED. ;
November 19, 1956

A

Date

7. Agency, Division or Bureau Representative
Chief Accountant Comptroller

Title
Disposal Authorized as Indicated in Col. 6 by Board of

4y
(4
Signature .
Schedule Authorized os In;cated in Col. 6 by Hall of _ .
Public Works.
Secretary
/f 1

.Records Commission.
S
/€ y DEC 1 8 1956 ,
Date Archivist Date—:" & \
: L o, Sl ge e ”‘; e O PN 'l . e -




#RM 1A /IS -~ SCHEDULE
1-83) £ZQUEST FOR RECORDS RETENTION {¢:HEDULE NO. 272
# Records (Continuation Sheet) PAGE
smmission - NO. 2
[ ]

_ 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.

APPROFRIATION AND BUDGET CONTROL RECORDS
At the Hall of Recordst

Day Book, 28 volumes - February 1852 - September 1922
Cash Book, 21 volumes - February 1852 - September 1922
Cash Book (Receiptas and Disbursements), 8 volumes - October 1922

September 1936

Cash Book of Disbursements, 6 volumes - 1922-1936

Appropriations Yedgers, L volumes - 1918-1927

Budget Acecounts, 13 volumes, 1921-1931

ledgers Appropriations Payable, 3 volumes - October 1922 -
’ - September 1936

~

At Camptrollers Offices
Datess 1936 - -

The following ledgers are maintained for each agency appropriated
funds by the General Assembly in the Ammual Budget Bills

Appropriation Control Ledger -~ Budget Control (pink), shows monthly
disbursements, receipts and balances of the various funds
wnder which the agency-unit operates; also obligated bal-
ances, avallable appropriation, reversions, etc., and there-
by pressnts a complete statement of the financial status.

Budget Account.Le

ot =. 1, TBontrol Card (green white) shows ex~
o it penditures, receipts, balances, etc., of the unit,
W) LT e . 2+ Program Card (buff) - prepared for
C - each program of the agency-unit and shows all expenditures,
receipts, balances, etc., of the various funds of the pro-
. .gram authorized by lav.
4 MM‘ Cash ﬁ_igbnrseme;xt Journal -~ Ledger, - one ledger card is prepared
(L_;t» for each agency-unit showing distribution to the fund
charged with the expenditure; ths warrant number is noted.
. ~.>' |Cash Receipts Journal - all cash receipts by source are posted to
o thig Journaly shown is ths date, warrant number, month
total, and year to date total.
1 wfwi Cash Receipts Ledger - receipts for the month are posted in total
o™ to this ledger and distributed to the
accounts. A card is prepared for each ot;:gqmp.j\»()\ngi) Y
RECOMMENDATION: RETAIN PERMANENTLY. BOARD (F PUBLIC WORKS
g - 0 C( - r$C <
hed Hise =+ Hown- Mf“‘ud Ao 7 - (//Zh - JeC 1p 1956
57 e ﬁ,\,//,i }/45'/”/ © A Toae -
WWW

- \

u‘: “~ —/s_——éﬁm.... . o

SLCRLCTARY




SCHEDULE
NO.

72

' @RM 1A £ V]
((/z'b =
1v«QUEST FOR RECORDS RETENTION (_HEDULE
r \GE

’ ,1-83)
6 Records

{Continuation Sheet)

NO.
6. Recommendation
of Hall of Records

3,

_ommission
5. Description of Records

4.

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
Show recommended retention period. .

and Board of Public
Works.

&

3«

(cubic or linear feet).

\
‘ -

At the Hall of Recordss

Corporation Taxes - Assossments, 8 volumes, 1922-1931
Assegsments - Ordinary Business Corporations, 1 volume, 1929-1931
Corporation Tax Asssasment fudit Sheet, 10 volumes, 1931-1943 .
Corporation Tax - Abatements, 3 volumes, 1922-1931

Abatements, Ordinary Business Corporations, 1 volume, 1929-1931
Corporation Tax Abatement Audit Sheots, 3 volumes, 1931-19L0

Corporation Taxss - Cash Receipts, 8 volumes, 1922-1931
Cash Receipts, ‘Ordinary Business Corporatism, 1 volums, 1929-1531
Corporation Texas Cash Receipts Audit Sheets, 8 volumes, 1931-1943

Assassment Books, 36 volumes, 1872-1921
Incorporated Institutions, 12 volumes, 1867-1921

Railroad Tax ledgers, 3 volumss, 1872-1921"
Foreign Corporation Tax Ledgers, 3 volumes, 1908-1922
Franchiss Tax on Ordinary Business Corporations, 2 volumes,
Distribution of Franchise Tax, 5 vn‘l.m;s. 1915-1931

1921

A.| PAXES RECEIVABLE DETAIL LEDGER ~ REAL AND PERSONAL PR
. - +

gmnission.
: wntil 194L3.

date, levy , collector!s number, abatements, levy,“ea

balance remaining,
additional ecard is posted showing essentially the same

Corporaticn Taxes, 3 volumes, 1899-190
_/———"——'——\“\
‘ mmpm}.‘ler'n cffices e —
) A . ﬂ\

collection of the fran~
The Comptroller

Since

o

Far Baltimore City and Anne Arunde]l County an
information, | - -

\
PN B JORKS

lected, amount of tamss, amount of interest and the uncollected

|
f
U _Plus the distribution as to.source..

BCARD

@ | recosmmurions RETAIN FERMANENTILY.

so1l 13y

SECRETARY




SCHEDULZ

NO.

272

N \{RH 1A

-B3)

¢ Records

(Continuation Sheet)

NO.

6. Recommendation
of Hall of Records

r e
; 'y
@QUEST FOR RECORDS RETENTION (E':ﬁIEDUI.E
PAGE

ke

/

/:lmlnlon

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

Describe records accurately.
work or activity to which the records relate, inclusive dates, and quantity
Show recommended retention period.

and Board of Public
Works.

ION

/&

B,

TAXES RECEIVABLE LEDGER - CORPORATION AND FRANCHISE

{cubic or linear feet) .

c.

Sizes 10* x 113® cards
Datess 1931 - -

Quantitys 4included 4n Item 3 A ~

File Arrangements By category and alphabetical therein

Audits State .
Although the coﬁection of corporate taxss becams a function of the

Stata Tax Commission in 1941, the Comptroller continues. to collect
Tax on Rolling Stock - other than railroads, Fran-

the followings
chise Tax on Gross Receipts, Franchise Tax on Deposits of Savings

Controlling account and subsidiary ledger (to Gensral Ledger) shows

Banks, Separate ledger cards are prepared for each business-texed,
These show name, address, account mmber, date, ysar of levy, abate-
ments, levy, amount collected, amount of interest, amount of taxes,

o

and any uwncollected balances.

RECOMMENDATION: RETAIN PERMANENTLY

TAYES RECEIVABLE CONTROL LEDGER

Dates: 1940 - -
Quantity: 2 volumes
File Arrangements Ey category and chronological therein

Audits State

~

balance of uncollected taxes by year and total posted from the ine
dividual accounts in ths Taxss Recoivable ledgers. The Control
accounts ares

Collectors of Taxes
Banks ..

-

..—""AP
HALL oF pr RO VED

..
S

OF RECORDS cCoMmt

Foreign Corperations
Ordinary Businsss Corporations .
Public Service

Rolling Stock Carlings ANENDT
Deposits of Savings Banks POA™T.
Gross Receipts o

RECOMMENDATION:s RETAIN PERMANERTLY :
L. CLERKS OF COURT AND REGISTERS OF WILLS ACCOUNTS W

SECRLTARS

At the Hall of Recordss

Officers Day Bocks, 16 volumes, March 1852 - September 1931
Officers ledgers, 15 volumnes -~ Mareh 1852 - September 1935




% . / ,
-AM 1A (éqn ‘,‘/"L SCHEDULE
‘ 83) ZQUEST FOR RECORDS RETENTION \ASHEDULE No. 272
f ::"" (Continuation Sheet) PAGE
mmission NO. 50
4. L 5. Description of Records ) ‘ 6. Recommendation
ltem Describe recon:ds accurately. Include title, form number, size of documents, of Hall of Records
No 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.

A,

CASHREGEIPTSLOIERKSOFCWRTAKDREGISTERB'OE_WIHS

Datess 1936 = -

Quantitys 2 cubic fost

File Arrangements Oounty and Chronological therein
Annual Accumula tions 2 linear inches

Audit: State

Receipts of these two offices are posted to this ledger.

chow date, warrant number, and amount of money.
of receipt is also indicatdd.

The ledgers for the years 1936-19L5,
after are in bound volumes; those for
195l are on ledger cards and were machine posted.

RETAIN PERMANENTIY. ~ -

Entries

ummarized monthly. They are posted from

are chronological and are s
the Monthly Report received from the Glerk or Register. Entries
» The type o source

19181953, and 1955 and there-
the years 15L6, 1947, and

APPROVE
D
HALL oF RECORDS COMMISSION

RECOMMENDATION
B.| CLERKS (F COURT AND REOISTERS OF WILLS LEDGER
. Sizes 8% x 10" cards
Dates: 1932 = -
Quantitys UL drawers
File Arrangementt By year and type therein
Anmual Accumula tions 3 linear inches
Audit: 3State
A card 1s maintained for each sourcg of receipts from the Clerks of
Court and Registers of Wills. Entries show date, warrant mumber,
and amount. It is used as a control and for ths preparation of
the Comptrollert's anmial report.
RECOMMENDATION: RETAIN FOR THHEE YEARS OR UNTIL AUDI‘I_’P@J WHICHEVER |
IS LATER, AND THEN DESTROY. Caen e
" S, | CONSTRUCTIOR FUND TRARSMITTAL B
Datess 19L9 - - ‘
Quantity: 25 drawers t -
rein

File Arrangement: By loan and by agency the

Anmual, Accumula tiong: ) drawers i

Audit: State ! 7Y -
i

.‘JLC;:L E AN

This record is part of the Ioan Fund Accounting or Capital Improve-
ment program. The file contains the transmittal showing Disburs-
ing Warrant number (Comptroller's form E-1) and the original certi-
fied vendor's invoice. %These are the supporting doouments to the

:mtni.aa in the Construction Loan Ledgera. The original copy of the

e —— - ——

[.
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/q-sa) ‘[:&QUEST FOR RECORDS RETENTION <.JHEDULE
‘of Records

(Continuation Sheet)

SCHEDULE .
NO. 22
& e

- Item
No.

/mmbslon
/{f

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 retenhon period. )

"1 6. Recommendation
.1 of Hall of Records

and Board of Public
Works.

6.

7.

‘| troller. This material is considered nonerecord within the msaning

Warrant and the Transmittal are retained permanently in the Treas-
urer's office. The ledgers, warrant and transmittal, do not show
the detalls of the service or material purchased as noted on ths
vendor!s invoice and for this reason the material in this file is
recommended for permanent retantion,

nmmmmm RETAIN PERMANENTLY
CONSTRUCTION FUND LEDGER ‘

Size: 11" x 193" & 11" x13*
Datess 1949
Qua.ntd.bys ki posting trays (6 cubic feet) ‘
¢ By year ofloanandthereinbyagancy
, Ammal Accumulation: 1 cubic foot. .
Audit: State

Beginning in 1949, these subsidiary accounts of Loan Funds were
opened., All encumbrances against and payments from the loan must
be authorized by the Board of Publie Works.. These authorizations
are noted in the agenda and the Minutes of the Board.

Cantrol accounts are established for each loan fund and for each
department authorized to receive an sppropriation from the loan
&g fonm: ‘ .

' Daparh:ental fconf;ro), Account
Project Control Account
Contractor or Vendor Account

RECOMMENDATION: = RETAIN PERMANENTLY.
GENERAL LEDGER WORK PAPERS

‘Datest 1940 ~ -

Quantity:s 1 drawer

File Arrangement: . Chronological

File contains pancﬂed work sheets, coples of various monthly
reports, eto., used in preparing the monthly report of the Comp-

.......

of the statute governing non-record material (Arti Fl@_kla..ﬁectim
].55. Annctated Code of Maryland, 1951 Editden). sorro o]

31000 ._‘AI\Y
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SCHEDULE"  ..,..;
R72

Ja-RM 1A »
A1-B3) gfzéQUEST FOR RECORDS RETENTION tﬁHEDULE NO. /
of Records " (Continuation Sheet) PAGE
ommission NO. .

5. Description of Records - 6. Recommendation

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.

of Hall of Records
and Board of Public
Works.

9.

10.

GAS TAX RECEIPTS REPORT

MONTHLY STATEMENT OF INCCME TAX RECEIVABIE

MARYLAND ESTATE TAX STATEMENT ~ MONTHLY

MONTHLY STATEMENT COF TAX RECEIPTS

CLERKS OF COURTS AND REGISTERS OF WILIS DATLY AND MONTHLY SUMMARY

OFCASH RECEIPTS

Datess 1943 _

Quantity: 1 drawer

File Arrangement: By category and chronological therein
Annual Accumulations 2 linear inches

Audits State

These statements are used to post to proper journals or ledgers
and to check against previously posted accounts.

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

CHARGEBACKS

1952 = -

6 linear inches
Chronological

2 linear inches

Dates:
Quantity:
File Arrangemsnt:
Annual Accumulations
Audits State

The Chargeback 1s a report by the Treasurer of unpaid items in
bank account of the State. It is used primarily in instances of
bad checks.

RETAIN FOR THREE YEARS COR UNTIL AUDITED, WMGHEVER
IS LATER, AND THEN DESTROY.

RECCMMENDATION :

rra ey

MONTHLY DISTRIBUTION OF MOTOR VEHICIE RECEIPTS

Dates:s 1943 = -

Quantity: 1 linear foot

File Arrangements Chronological .
Amual Accumulationt 1less than 1 linear inch

Audit: State

income, monthly report of funds collected and deposited. From
this data the funds gre posted to the Budget Ledgers and Journals
and the Cash Receipts lLedger.

RETAIN FCR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY.

RECOMMENDATION s

File contains work sheets, letters of transmittal, statement of - - -

APPROVED
HALL OF RECORDS COMMISSION




' (ﬁsouu No. T 212

LR-RM 1A \
rve®) "{£QUEST FOR RECORDS RETENTION
(Continuation Sheet) :%GE 8.

«of Records
6. Recommendation

,;ommlulon
!/
5. Description of Records
Include title, form number, size of documents, of Hall of Records
and Board of Public

4, .

Itern Describe records accurately.
work or activity to which the records relate, inclusive dates, and quantity

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

/ No.
11.| STATEMEN? OF ESTIMATED REVENUES AND COLLECTICNS

Datess 194l - - )
Quantitys 3 linear inches ‘

File Arrangement: Chronological
Annual Accumulation: less than 1 linear inc

These estimates are prepared by the Board of Revenus Estimates and
forwarded to the Comptroller periodically. Revenue estimates are

published annually.
RECOMAENDATIONs RETAIN FOR THREE YEARS ARD THEN DRSTROY,

FISCAL AQERTS* MONTHLY REPCRTS

F RECORDS ComMISSION

APP
HALL oF perah OV ED

Datess 19Lk - -
Quantitys L linear inches

File Arrangemsnts Chronological .

Annual Accumulaticns less than 1 linear inch
Audits State

Monthly report submitted by the Fiscal Agent of the State to the

‘ Treasurer who in turn farwards it to the Comptroller for posting.
The report indicates the funds in the hands of the agent to pay

mature and redeemed State coupons and bonds.
RECOMMERDATION: RETAIN PERMANENTLY.
MONTHLY INVENTORY OF RECORDATION STAMPS

Sizes B83» x 13¢
Dates: 194L - -

Quantity: 2% cubic foot )
File Arrangement: Chronological

Audits State

Recordation stamps are distributed to the Courts of Record by ths
This inventory is a monthly recapitulation

Comptrollerts office.
of stamps distributed and on hand., It includss an actual count
of the stamps and 1s gigned by the custodian of the stamps as well

as one othar membsr of the staff,
RETAIN FOR THREE YEARS OR UNTT,AUDITED.MHIGHEM --——-——«---—-:
\L‘ * ', ') }\;\ !

RECOMMENDATIONx
I3 LATER, AND THEN DESTROY.

7

i L
|

== - REAE LI




WR-RW 1A A\ AN " SCHEDULE™
. #1-83) (g_lzqussr FOR RECORDS RETENTION ‘HHEDULE No. 27
of Records (Continuation Sheet) * " PAGE
/'ommlulon NO. 9 .
/ 5. Description of Records 6. Recommendation
/Q 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 quanttty and Board of Public
{cubic or linear feet). Show recommended retention period. Works.
>
lly, MONTHLY BALANCE SHEETS S
e 2
Dates: Hhﬁtw L =
Quantity: L linear feet . oS
File Arrangemsnti Chronological w
Disposable Amounts - % cubic foot g i
| Monthly Finaneial Report of all State asshts and liabilities, and o &
related statements, These reports are Summariged in the Comptrol- oo
ler's annual YePOXt FuT THE D Erie SoNTAMETD P e ooy 8- =
REpo 635 1745 PELNAT E X T VAL OB To Tor, F Op FANTIOVOIET o OFFder < .
RECCIMENDATION: ¥ BER FELS NS~ AUDITED 3 EICHETRR : ©
2 "’/ﬁt’ o/v‘ﬁac,f-( 0 S G e
ao’tr’/v Srare K Crm a7 =2 :<=c

. . . lo ,R/u—ww LY/ ,s-c/‘: 2 G o e o
15. | DORMART. ACCOURT m@u Pt s B SO SR

b
Fom Hoa.: m—l and m—e

D(’ .
¢ Datess Jaly 1. 1952 -
.Slget - - a/ :
Quantity: 17 linear inck

.' "'\. File Arrangemnta Al
hudits . State -

any claims for such accounts.

myy. consist of two sheetss the first (DA-1) shows
o)t" he repofting banking institution, and lists

 tlie owners of the accounts, dates of last
g\and amounts remitted to the State. Space

The second: tom (DA-Z) 48 a gtatement by the banking i.nstitution's
President and Treasurer certifying that the report is accurate. It
is signed and/sealed. The Compt¥oller adds the receiving warrant
number, date, end amount dapoaiteé to the General Fund.

Smoeadadmwbamdefwthiamneyatmtm,typmcmp- ' :
troller must maintain:the reports permansntly. | PRI BT IS I
RECMRDA‘I’IOM RETAIN PERMANERTLY. wmeaTr L PUSL L Yy R s E
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. IR 1A & &h SCHEDULE
-1-83) “£QUEST FOR RECORDS RETENTION w_HEDULE No. 272
oo Records (Continuation Sheet) PAGE

_/ommmlon NO. 10.

‘4 5. Description of Records .| 6. Recommendation
Item Describe records accurately. Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relate, inclusive dotes, and quantlty ‘ and Board of Public

: {cubic or linear feet). Show recommended retention period. Works

("p 16.| DORMANT ACCOUNT CLAIH

Dates July 1, 1952 = =

Quantitys 1 drawer

File Arrangement: By year and alphabatical therein
: Audits State -

A1l documents conceming a claim against dormant accounts for which
the State is responsible are stapled together. These coneist of
correspondencd, the claim form, transmittdl (Form E-1), distribution

of charges (Form E-38) and the paying warrant. The originalsof the

warrant and transmittal are a permansnt record in the files of the
Treasurar. The fact of payment is noted on the banking 1nstitu-

tion's original raport (Ses Item 15 above).-
RECOM‘[EEDATION: 'RETAIN FOR THREE YEARS OR UNTII, AUDITED, WHICHEVER
18 LATER, ARD THEN DESTROY.

17.] ESTIMATED mzvm LEDQER

Q Dates: July 1, 1943-1950
Quantitys 2 volumes

This ledger shows by source the estimated revenue and ths actual
revenus of the State. No entries have been made since 1950; how--
ever, its use will be resumed in the near future.

BEOOWHDATION: RETAIN PERHANENTII

‘

| APPROVED
HALL OF RECORDS commissioy
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