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1. Requesting Agency
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2. Division or Bureau of Requesting Agency

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

A

Dispose of presen;\t accumulation. No

additional
pated. Records have ceased to have value

to warrant retention.

Establish retention schedule for re- Microfilm

cords for which there is o continuing
accumulation, The records will cease to
have value to warrant their retention after

the period of time indicated.

accumulation is antici-

and  destroy
Originals if not microfilmed would be
retained for the period of time indicated.

originals.

4 5. Description of Records 6. Recommendation
It Describe records accurately. Include title, form number, size of documents, of Hall of Records
h}em work or activity to which the records relate inclusive dates and quantity and Board of Public
0. {cubic or linear feet). Show recommended retention period. Works.
4
1. | PAYROLL RECORD CARDS
Form No.: Form 16 (Ma.ryland Emergency Relief Administration
Form L6
Size: 5" x 6
Dates: 1934 - -
Quantity: 7 drawers (3 cubic feet)

e —————— =
7. Agency, Division or Bureau

By State and county departments, and alpha-
tetical therein

Anmial Accumulation: less than % cubic foot

Disposable Amount: 2 eubic foot " (estimate)

Auditz State and Federal

APayrollRecordCardiapreparedeveJytwoyearsbytheState
Department for each State and county employee.

The Payroll Reaord Card (form L46) shows employee's name, address,
retirement system number, classification, salary, and deductions.
The reverse shows the bi-weekly earnings and social security and
withholding tax totals. The card is ruled for two year's entries.
Form 16 carries basically the sams information but lacks the bi-
weekly earning and withholding tax total.

File Arrangement:

Information which appears on this card (excepting payroll deductions
is duplicated on the Persormel Record Card (Item No. 2).
State Department copy of County Payrolls (snsw form 130) is to be

retained permanently.
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RECOI‘MENDAT.ION: RETAIN FQR THREE !EA.RS AFTER TE!WINATIONOFEMPIDY
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) Director March 6, 1957
ignafure Title Date
l Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
‘ Records Commission, Public Works.
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