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REQUEST FOR RECORDS RETENTIO* ' SCHEDULE

Yo be Submitted to the Records Management Division

Hall of Records Commission

SCHEDULE
NO. <.'O

PAGE
NO. 1 . y

I. Requesting Agency

REAL ESTATE COMMISSION

2. Division or Bureau of Requesting Agency

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.

B

•
Establish retention schedule for re-
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.

C

•
Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

1 .

>

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.

4INUTES '

S i z e : 12" x 10" x 1°
Da tes : 1939 - -
Quan t i ty : 2 volunes
F i l e Arrangement: Chronological

l inutes of the Commission con ta in s ta tements of p o l i c y , important
a c t i o n s , and no t a t i ons r e l a t i v e t o complaints which have come up
for hear ing before t he Commission.

RECOMMENDATION: RETAIN PERMANENTLY.

LICENSE APPLICATION FILE . :

Size t 8 | " x 1U»
D a t e s : 193?
Quantity: active, 26 legal drawers in office

inactive. U2 cubic feet (estimate in warehouse)
( to ta l 9h cubic feet)

Annual Accumulation: 2 drawers or U cubic feet (estimate)
Disposable Amount: 36 cubic feet (estimate)
Audit: State

This f i l e contains a l l records related to annual registration or
renewal of licenses* Each applicant must submit a surety bond along
ri.th his license application as proof of surety, the bond remaining
Ln force only for the license year (May 1 - April 30). Each succes-
sive renewal must be accompanied by a bond renewal. In 1956 th i s

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

ive Secretary March 4,1957
Signature Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission..
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to*~^.$.
Archivist \L

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

/ flKB'l 1 195' ^ ^ ^ ^ ^
Secretary

MAR 1 195?
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Commission

AEQUEST FOR RECORDS RETENTION
. (Continuation Sheet)

CHEDULE
SCHEDULE
NO. 282
PAGE
NO. _2^

4.

(em
o.

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.

3.

k.

concurrent renewal of bond and license replaced the former procedure
of bonding for indefinite periods. Tho statute of limitations gov-
erning the length of time claims may be made against surety bonds
expires in three years.

Depending on whether the applicant is a broker or salesman, a case
folder may contain any of the following records z bond or bond can-
cellation; applications for registration and license by salesmen,
brokers, or associate brokers; applications for branch office
license; applications for renewal, transfer, duplicate, change-of-
firm name, or non-resident consent.

If a salesman cancels his license, the license is placed in a sus-
pense file. In the event of a request for license transfer, license
is removed and sent to the hiring broker;

RECOMMENDATION: RETAIN FOR FOUR YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER; THEN DESTROY.

DUPLICATE LICENSES

Siae: 8" x ? "
Dates: 1939 - -
Quantity: k cubic feet (estimate) •
Annual Accumulation: 1 cubic foot (estimate)
File Arrangement: Numerical
Disposable Amount* 3 cubic feet (estimate)
Auditj State

Licenses are issued annually to real estate brokers and individual
salesmen. Original copy is issued to licensee and the duplicate is
retained by the Commission.

RECOMMENDATION* RETAIN FOR THREE YEARS OR UNTIL AUDITED,._ViHICHETnER_.
IS LATER; THEN DESTROY. \ . - , t , . , '

MASTER CARDS v^ r

.vAR'Sizes kn x 6 M • 7 •
Dates* 1939 - - j
Quantity* active, 17 drawers? inactive, 2 cubic feet

(total h cubic feet) \
File Arrangement * Alphabetical by licensee â ainst̂ jhoijj

complaint is filed T^~-^'
Annual Accumulation: 3 linear inches

This file consists of complaints and other records related to the
conduct and activities of licensees. Records which become part
of the complaint case file on individual licensees are: complaints
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Hall of Records
Commission

REQUEST FOR RECORDS RETENTION CHEDULE
(Continuation Sheet)

SCHEDULE
NO. 282
PAGE
NO.

4.

Sem
o.

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 3oard of Public
Works.

6.

received, notifications to complainia*i.t that tfaa matter has been
referred to courtj copisa of letters sent to Iicen3eesj and state-
ments In defense by licensees. An individual complaint case file
remains active as long as complaints against the licensee are re-
current. Complaints for the period 1939-19h9 have been destroyed.

The file is utilized by the Commission to aid them in eliminating
illegal or undesirable practices in real estate transactions and
to check for repeat offenders.

FSCOIJMFNOATIONl RETAIN FOR LIFETIME OF LICENSEE AND THEN DESTROY

GENERAL CORRESPONDENCE

Size* 8J" x U »
Dates: 1939-1952, in storage

1953 - - , active
Quantity! active, 2 legal drawersj inactive, 2 cubic feet

(total, k cubic feet)
File Arrangement: Alphabetical
Annual Accumulation: ^ cubic feet
Disposable Amount: 2 cubic feet

This file consists of the operating records of the Executive Secre-
tary of the Commission, including correspondence yith Federal, state,
and local agencies; and reports and other papers created or received
by the Commission as a result of its licensing activity. Correspon-
dence with licensees or brokerage firms is filed in individual case
folders (Item 2).

RECGmENpATIONx RETAIN FOR THREE YEARS AND THEN DESTROY..

ACCOUNTING RECORDS

Size: 8|w x 11"
Dates t 1S>39 - -
Quantity! 1 legal-size drawer
File Arrangementt Chronological
Annual Accumulation: less than ̂  cubic foot
Audit: State

This item includes all standard accounting forms used by State agen-
cies as supporting data to the final books of entry. The final
books of entry are to be retained permanently. Specifically-these —
supporting records are: \ /^ \ ', ' ;v
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REQUEST FOR RECORDS RETENTIONS
(Continuation Sheet)

.CHEDULE
SCHEDULE
NO.

J8*;a2

PAGE
NO. U.

4.
^tem
«lo.

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.

Comptroller of the Treasury

Form No.

E-l-S
E-l and E-|
DD-1
R-2 (formerly MR-2)

ffemorandum of Adjustment
Distribution of Charges '
Transn&ttal
Certificate of Deposit and Eank Deposit Slip
Monthly Report of State Funds Collected and
Deposited

Distribution of Unexpended and Obligated
Balances

„ Monthly Statement of Balances

Purchasing Bureau (Department of Budget and Procurejnant)

1-A
U7-A
100-16
39-A and l*0-A
CF-2
CF-1
100/2U
27-A
CF-3

26»A
52
51

Requisition for Supplies
Purchase Order
Out-of-Schedule Requisition for Supplies
Stores Requisition
Copy of Contract Awarded
Capitol Fund Requisition for Equipment
Actual Emergency and Repairs Report
Copy of Contract Awarded
Copy of Contract Awarded
Delivery Invoice
Notico of Award of Contract
Credit Memorandum
Report of Partial Delivery

Budget Bureau (Bepartasent of Budget and Procurement)

BB-1 (Rev.)
Formerly LE-1 and BB-2 'Budget Schedule Amendment Sheet
B«P, Inv. R101 Report of Fixed Assets (annual)
B«P« Inv. R102 Report of Materials and Supplies (annual)
B.P. Inv. 6 Materials and Supplies Physical Inventory

(annual)
Budget Form •
Nos. 1 thru 11 Budget Estimates Fiscal Year; A j' ' \ ;

RECOJKENDATIONt

Others

Vendor^ Invoices
Bank Deposit Slips
Bank Statements
Bank Deposit Receipts
Canceled (checks

RETAIH FOB THREE TEARS CR UNTIL AUDITED, WHICHEVER
IS UTER, AND THEN DESTROY..

MAR 1 1957
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Hall of Records
Commission

REQUEST FOR RECORDS RETENTION
(Continuation Sheet)

.CHEDULE
SCHEDULE
NO. 282
PAGE
NO. 5.

4.

«em
o.

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.

8.

9«

10.

ACCOUNTING RECORDS FCR VI!ICH DISPOSAL HAS BEEN PROVIDED BY A GENERAL
RECORDS RETENTION SCglbULE.

PAYROLL (Prior to July 1, 19$3). The agency copy of thlspayroll
form is to be retained for five years or until audited, wJiichever ia
later, and then destroyed. (General Schedule No. G-l, Item 1-d,
approved by the Board of Public Works, January 11, 195U).

PAYROLL JOURNAL - The agency copy ia to be retained for three years
or until audited, whichever is later and then destroyed. (General
Schedule No. G-2. Item 1-d, approved by the Board of Public Works,
January H , \9$h)»

PAYROLL EXCEPTIONS, ADDITIONS AND EXCEPTIONS - The agency copy is
to be retained for three years or until audited, whichever is later,
and then destroyed. (General Schedule No. G-2. Item > b , approved
by the Board of Public Works, January 11, 1?£U).

PAT WARRANTS - The agency copy is to bo retained for three years or
until audited, whichever is later, and then destroyed. (General
Schedule No. G-3, Item 3> approved by the Board of Public Works,
Hay 10, 1&k).

RECEIVING WARRANTS - The agency copy is to be retained for three
years or until audited, whichever is later, and then destroyed.
(General Schedule No. G-I4, Item 3, approved by the Board of Public
Works, ?4ay 10, 195U).

TRAHSMITTAL FORM E-l or E-§ (CcsnptroUer of the Treasury Form) is
to bo retained for three years or until audited, whichever is la ter
and then destroyed. (General Schedule No. G-5, Item 3, approved by
the Board of Public Works, Kay 10, 1951)*

H&STER AUTHORIZATION

This State-uida fora of the Commissioner of Personnel is the author-
ization for entering the employee1 a name on the payroll or for mak-
ing any changes in the pay rate. It also shows all pay deductions*

RECOSKENDATIONl RETAIN WELLS EMPLOYED AND FOR THREE YEARS AFTER DATE
OF SEPARATION, OR UNTIL AUDITED, WilCHEVER IS LATER
AND THEN DESTROY.

LEAVE RECORDS

Datess 1939 - -
Quantity s
Audits State

This file includesthe following records<

MAR 1 1957
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Commission

- REQUEST FOR RECORDS RETENTION
(Continuation Sheet)

.CHEDULE
SCHEDULE
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PAGE
NO. 6,

4.
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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.

Leave Record Card - Form SEC 128-A, a standard State-vAdo
form, prepared annually for each employed

Leave applications
Doctor's certificates

RECOmEHDATlOH* RETAIN FCR THREE YEARS CR UOTIL AUDITED, WIICHEVER
I S LATER, AND THEM DESTROY.

MAR 1 1957


