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Hall of Records Commission

SCHEDULE
NO. 358
PAGE
NO. 1.

y

J . Requesting Agency

MDROAN STATE COLLEGE

2. Division or Bureau of Requesting Agency

COMPTROLLER AND BUSINESS OFFICE

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

Dispose of present accumulation. No
additional accumulation is antici-

Records have ceased to have value
X

pated
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 after
rhe period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

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.

STODETff F I L E

Size* 8£" x 11°
Datesi 1Sh3 - -
Quantity: included with Item 2, Accounting Records
File Arrangesisnt: Alphabetical by nan© of student
Annual Accumulations 1 cubic foot (est . )
Disposable Amounts Included with Item 2, Accounting Records

This file contains correspondence yolating to the maintenance of
student accounts, particularly billings and refunds* Similar material
located in inactive files and t i t led "General Correspondence" and
"Student Account Folders", consists of form let ters . All such corres-
pondence i s governed by the reecsssaendation below.

RECOM&R33DATION: RSFAII? WML ACCOUNT I S CLOSED AMD FOR THREE YEARS
THHU3AFTEE AM) THEN DESTROY;

2. ACCOUBMNO RECORDS

Size: 8£» x 2hn

Datess 1936 - -
Quantity! 226 drawers and transfilss (l*£0 cubic feet)
File Arrangement i By type of record
Annual Accumulation: 20 cubic feet (est.)
Disposable Amount: 160 cubic feet (est.)
Audits State

This item includes all standard accounting forms used by all State

7. Agency, Division or Bureau Representative

Signature
fUoA(£•?

Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
I Records Commission. •

f

' / 6/te~ / - ^ 'Archivist•_'__ ~

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

OCT? 11959 J^J^vzA^Jt J&
Date Secretory f/
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(Continuation Sheet)

Y-IEDUUE
SCHEDULE--
NO.

"^564

PAGE
NO. ?.

Hem
No.

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: '' ' ' . .

agencies as supporting data to the final books of entry. The final
books of entry, the General Ledger, ths Cash Receipt and Disburse-
ment Journals, the liquidation and Expenditure and Accounts Receiv-
able Journals, and the Voucher Registers,, are to-be retained per-
sianently. Specifically, the supporting records aret

Controller of tfa§ Treasury

Form No.

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

Memorandum of Adjustment
Distribution of Charges
Transmittal
Certificate of Deposit and Bank Deposit Slip
Monthly Report of State Funds Collected and

Deposited
Distribution of Unexpended and Obligated

Balances
Monthly Statenent of Balances

Purchasing Bureau (Department of Budget and Procurement)

1-A
U7-A
100-16
39-A and Uo-A
CF-2
CF-1
1DO/2U
27-A
CF-3

26-A
CO

51

Requisition for Supplies
Purchase Order •
Cut-of-Schedule Requisition for Supplies
Stores Requisition
Copy of Ccntraot Awarded
Capital Fund Requisition for Equipment
Actual Emergency and Repairs R e p o r t — —
Copy of Contract Awarded
Copy of Contract Awarded
Delivery Invoice
Notice of Award of Contract
Credit Memorandum
Report of Partial Delivery

AIM'UM
BCARD LF

OCT

>VED HY
PUBLIC WORKS

21 Wf

Budget Bureau (Departoent of Budget and Procurement

BB-1 (Rev.) Formerly EB-1 and EB-2
Budget Schedule Amendment Sheet

SXtA^e

B.P. Inv. R101
B.P. Inv. R102
B.P. Inv* 6

Budget Form
Ncs. 1 thru 11

BB-UO'

Report of Fixed Assets (annual)
Report of Materials and Supplies (Annual)
Materials and Supplies Physical Inventory

(annual)

Budget EstinatesFiscal Tear
Request for Position Action

RECOm&KDATIGKt RETAIN FOR THREE YEARS OR TOJTII, AUDITED, MIICHSVER
I S LATER, AND THEN DESTROY.

li--"1*'!1*!'.
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SCHEDULE
NO. 356
PAGE
NO. 3.

* m
No.

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.

t>. Recommendation
of Hall of Records
and Board of Public
Works.

A.

A.

B<

Others

Certain of these supporting docinasnts, to meet administrative needs
or Federal audit requirements, must be retained for a longer period
of ttaa than thoso which ara necessary only for State audit.
These arei .

Budget workpapera
Budget chango sheets
EnroHssent and msiabership cards (accident and
health insurance)

Deferred payment notes (student accounts)
Vouchers (accounts receivable)
Vouchers (General journal)
Student registration cards

• ..;•.";• • Student account cards (Statements of charges) -
some required for Federal audit)

Appropriation, income, and allotment ledger
cards

Veterans1 billings (subject to Federal audit)
Accounts Receivable Cards
Financial Statestents (to Board of Trustees and

Beparteent Heads)
Fiscal Reports to Foundation and other outside

organisations
Student Deposit Cards (for student or organiza-

tional funds)

EECOmENDATIOHj RETAIN FOR FIVE TSARS OR UOTIl AUDITED (STATE AHD
FEDERAL), VJHIGHEV&t IS LATER, AHD THEN DESTROY.

Supporting documents required for state audit onlys

LF

OCT

Vendors8 invoices ~riARn
Check vouchers (copies of checks issued)
Check stub books
Cafeteria sales reports
Cash receipt distribution vouchers
Bookstore reports of sales
Expense reports
Reconciliation statements
Working fund invoices
Daily cash reports (copies of receipts)
Distribution tickets fused in posting)
Adding machine tapes (cafeteria and bookstore)
Cafeteria record of daily cash balance
Bank statements and reconciliations
Canceled checks
Cafeteria meal book issua sheets and meal

coupons
Bookstore sales slips

VKD BY
>UBUC WORKS

2 i i9:<7
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SCHEDULE ^ trc*

PAGE
NO. I.

4.
Item

'No.

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.

<o. Recommendation
of Hall of Records
and Board of Public
Works.

B.

3.

I.

REC0&1SNDATI0N:

Tickets - a t h l e t i c events , p lays , other
school £unctions

: Posting Sheets
Daily Mail Kbney L i s t s
Savings Bond Applications

RETAIN FOU THOSE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY.

ACCO0HTINO RECORDS FOR Mild! DISPOSAL HAS BEEN PROVIDED BY A GENERAL
RECORDS RETENTION SGHEDULS. .

PAYROLL (Prior t o Ju ly 1 , 19f>3). The agency copy of t h i s p a y r o l l .
form i s to ba retained for five years or un t i l audited, whichever i s
l a t e r , and then destroyed* (General Schedule No* G-l, Item 1-d,
approved by the Board of Public Works, January 11, 1S?5U)«

PAYROLL JOURNAL - The agency copy i s to be retained for three years
or un t i l audited, %-jhichsvsr i s l a te r and thsn destroyed. (General
Schedule No. G-2. Item l~d, approved by the Board of Public Works,
January 11, l°^b)«

PAYROLL EXCEPTIONS, ADDITIONS AND DEDUCTIONS - The agency ccpy i s
t o be retained for three years or tmt i l s.udited, >&ichsvsr i s l a t e r ,
and th©n destroyed. (General Schedule No. G~2. Item 3~b, approved
by the Board of Public Verts, January 11, I9$h}»

PAY WARRAf?PS - The agency copy i s to be retained for thrsa years or
un t i l audited, ^ihichever i s l a t e r , and than destroyed. (General
Schedule No. G-3, Itan 3, approved by the Board of Public Works,
May 10, 12&).

RECEtfnHQ HAERAKTS - The agenxsy copy i s t o be retained for three
years or un t i l audited, whichever i s l a t e r , and then destroyed.
(General Schedule No. G-l*, Item 3 , approved by ths Boaî d of ijubl^e •
Works, May 10, l ^ U ) . | " * '

TRAWSMITTAL FORM E-l or E - | (Coaptroller of the Treasury Form) i s
to be retained for three years or u n t i l audited, whichever i s later,-
and then destroyed. (General Schedule No.G-£j Item 3 , -approved by
the Board of Public Works, *&y 10, 1?£U). *

MASTER AUTHORIZATION ^rr^r—^UMi

OVKO BY
. PUBLIC WORKS

T 2 i io:^

£ 'S. C"J

This State^uid® form of the Commissioner of Personnel Is the author-
isation for entering the eicployes's nam oa the payroll or for
making any changes in tha pay rate. It also shows all pay deductioni.

RECOMMENDATION* RETAIN WHILE SKPLOYSD ARD FOR THREE YEARS AFTER
DATE OP SEPARATION, OR UNTIL AUDITED, WHICHEVER IS
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SCHEDULE"
NO. 3S&
PAGE
NO. 1±.

.4.
Item

'No.

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 RECORDS

F i l e includes ths following records*

leave record card - Form SEC 128-A, a standard State-wide
f e ra , prepared annually reap each employee

Leave appl icat ions
Doctors1 certificates
Lsavs msnraary sheeta
Tims books

EDCOKMnWJATIOHi RSTAIH FOR THREE TEABSOR UOTIL ADDISED, VSHCHEVER
I S LA2ER, AND THEM DESTROY.

A P t tit
BDAKD CF

OCT

> V K D HY
PUBLIC WORKS

21 i9:f


