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To be Submitted to the Records Management Division
Hall of Records A PAGE
Commission Hall of Records Commission NO. e
. Requesting Agency 2. Division or Bureau of Requesting Agency
COMPTROLLER OF THE TREASURY INCOMB TAX DIVISION
3. Authorization Requested (Check only one of the squares below).
A ) C
Dispose. of present accumulation. .No Establish retention schedule for re- Microfilm and destroy originals.
additional accumulation is antici- cords for which there is a continuing - Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. have value to warrant their retention after
the period of time indicated.
4. : ‘ . 5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
N 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.

1.

APPLICATION FOR EMPLOYER®S IDENTIPICATION NUMBER

‘Porms N 1
Sige; 83* x 1°
Dates:

1955 « =
Quantitys 1 drawers (26 cubie feet)

File Arrengements Alphabetical by name of company
Ammaal Accumilation: 2 cudde feet (est.)

BErployars are required €0 apply for en identifisation mumber which 4s
uaed in procesaing and £iling variocus records associasted with the
vithholding procedurs. Infarmation on the application forms 4s
utilized vhen checking on cwnership of preoviocus businessss or on
account nonders uhich may have besn previcusly established for indie
viduals listed en the form. Specific information shown on the form
incladas the identification muaber pseignsd, the dusiness name,address)
namss and addresses of propristors, partners or officers of the corp-
orations lsgal form of businass (individual, pertnership, or corpora-
timm); location of all plaoces of busingse; date on which business
started; whsthoar the business is new or old; namo, address, end trads
name of formar ownar) date of the application) and signature of indi-
vidual making the applicaticn,

RECOMMERDATION: RETAIN FOR FIVE YRARS AND THEN DRSTROY.

yd

APPROVED
HALL OF RECORDS COMMISSION

1. A

fiofy Division or Bureau Representative

Chief - Income Tax Division G~ G

4 Signature Title

Date

% ule Authorized as Indicated in Col. 6 by Hall of
\ ds Commission.

Y \
[2d

Public Works.

Disposal Authorized as Indicated in Col. 6 by Board of

<

Date Archivist Date

Secretary

|




5. Description of Records

Describe records accurately. Include title, form number, size of documents,

work or activity to which the records relote inclusive dates and quantlty

A-RM 1A 2 - . A _,/7‘“; SCHEDULE g t?\:
-1-36) R. _JEST FOR RECORDS RETENTION SCi.-DULE No. e
4 of Records (Continuation Sheet) PAGE
Commission NO. 2.
6. Recommendation

of Hall of Records .
and Board of Public .

Q..
No.

{cubic or linear feet). Show recommended retention perlod

Works.

2.

3.

| signed and dated by the employer or his representative.

| ments . (Forms MW 509), and the M+ 50918 (Withholding Tax Statements).

| The recommendation below applies to both the MJ 506's and the

EMPIOYERS' WITHHOIDING TAX FIIE

Form No.t MJ 506 and MW508
Size: 83" x 3
Dates: 1955 - =
Quantity: office, 132 f£iling trays (66 cubic fest)
storage; LO cubic feet
(Total, 106 cubic feet)
- Pile Arrangement: By quarter and numerical by bateh and
identification mumber .
Annual Accumulation: LO filing trays (20 cubic fect)
- Audits State and Internal .- .. _
: Indexx Index File (Item L)

Employera f£ile ths Ehnployers' Quarterly Returns of Income Tax With-
held (Form M{ 506) together with a remittance covering the total

amount of tax withheld for all employees on the payroll. The forms
are pre~printed to show the employer!s name and address and identifi
cation number. The employer completes the form to show the total
tax withheld for the quarter, adjustments in amount of tax for prior

quarter, and the total amount of adjusted remittance, The form is
The forms

are posted to the Ledger Cards (Item 8) and are filed in batches.

At the end of each year, the final quarterly report is accompanied
by an M¢ 508, Employers' Year End Reconciliation of Quarterly With-
holding Statemenvs (forms MW 506) with Income Tax Withholding State-

This reconciliation balances the total wages withheld ae shown by
coples of employees' statements (509's) against the total tax with-
held during the four quarters of the tax year as shown by ths 506's.

MJ 508¢s.

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, UHICHEVER

IS IATER, AND THEN DESTROY.

APPROVED
HALL OF RECORDS COMMISSION

EMPIOYERS! WITHHOLDING TAX FIIE - FINAL FILINGS AND RE-ASSIGNED

Annual Accumulaticn: 1k filing trays (7 cubic feet)
Audit: State and Internal

Employers going out of business file with the Division a final

ACCOURTS | AR . v
—_— AL icHOV D N ;
Form No.: 06 B_ARD CF [PB.0C Vivii, |
Size: 8%"51: 3 !
Dates: 1959 = - ;
Quantity: Final filings: L fil:\nlég trays oCT| 5 1960 !
Reassigned accounts, £iling tdays ' i
(Total, 10 cublc feet) /@M Wk clec s, ‘

File Arrangemert: Numerical by identification number . . .

5 KET.




R-RM 1A S0 . - I " SCHEDULE a3rk]
.-1-86) R{L_:UEST FOR RECORDS RETENTION SCv?.’?DULE NO. S
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Commission

~
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i No.

6. Recommendation
of Hall of Records
and Board of Public
Works.

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.

,h.

Quarterly Return of Incoms Tax Withheld (MW 506). These final ,
roturns are held in a suspense file far eighteen months. The Ledges] -
Cards for the closed accounts are then cleared and the identifica-

tion numbers are assigned to new employers who are applying for-a

number, After the identification mumbers have been reassigned, the
returns are filed in a re-assigned file with a notation of the nams
of the employer to whom the number has been reassigned and the effed- -

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

INDEX TO EMPIOYERS' WITHHOLDING TAX FILEZ (INDEX FILE)

Size: 83" x 33"

Dates: 1955 - - ~ A
Quantity: 66 filing trays (33 cubic feet)
File Arrangements See below o
Annual Accumulation: 2 cubic feet (est.)-

- APPROVED
HALL OF RECORDS COMMISSION

This Index is utilized as an aid in employer identification and zs
a control over the filing by employers of MW 506's.-- The Index is
maintained in three separate series - open, closed, and cross-ref-
-erence.® The "Open" file iz arranged alphabetically by company
name; the “cross-reference® by name of individual owner; and the ‘1

"closed" by name of eompany which has gone out of businessor chamge
its name or address. Each index card gives the company or owrer!s
name, address, and identification number, ™ )
. o . : ;\l’ﬁ':i‘(.’*"l*ll) Y
REGOMMENDATION: REIAIN PERMANENTLY, BLARD UF p\1 BoIC ViUihK.

DELINQUENT WITHHOLDING TAX REPCRTS

OCT b 1950
Sizes B3* x 11®
Dates: 1955 = -
Quantity: UL drawers (7 cubic feet) Aedliend Qatle ek,
File Arrangement; Alphabetical by name ef company S CRET -
Anm1 Accmlatim: 2 cubic fLaot (eﬂto)”mm- T h 1 )

When an employer fails to file the required Quarterly Returns of
Income Tax Withheld (Item 2), a Delinquent Withholding Tax Report
is prepared and forwarded to the Investigation Section for fur-
ther action, After an investigation is completed and carrective
action taken, the Reports are returned to the Accounting Section
for filing., If the investigation establishes the fact that the
business has closed, the Delinquent Report becomes the basis for
closing out the files maintained for that particular business., The
Repcrt gives the name and address of the busineczs, its identifica-
tion number, the quarters during which the business was delinquent,
the total amount due, action taken by Accounting Section, a summary
of the yesulis of contacts by field representatives, and the fingl

action. Ths recommandation below applies only to employer eccounts

FA S ARVE DA Re}=izle BChLANNE0 O a2 pa ef




6.

7.

and balanced out.
RECOMMENDATION: RETAIN FOR THREE YEARS AFTER DATE OF CfDSURE AXD

INDEX TO MW 506 MAILINGS

THEN DESTROY,

,8ize: IBM card size

Datess 1955 « =

Quantity: 72 f£iling trays (35 cubic feet)

File Arrangemernt: Numerical by identification number

This file contains an IBM card or cards for each smployer to whom
M7 S506's are to be mailed. The cards are utilized as an addressing
medig-~i.e, pre-printing the employer's name, address, and identifi-
cation number on ths form which is to be mailed (MV 506). The cards
are non-record within the meaning of thes statute governing non-record
material (Article L1, Section 179) Annctated Code of Maryland, 1957
Edition, and may be destroyed when they are no longer needed,

APPROVED
HALL OF RECORDS COMMISSION

#-RM 1A /}5’__‘ é-"“.. SCHEDULE 87(}
.1-86) R{;UEST FOR RECORDS RETENTION SC:-4DULE No. -
4 of Records (Continuation Sheet) PAGE
Commission NO. ‘;.

5. Description of Records 6. Recommendation

" Describe records accurately. Include title, form number, size of documents, of Hall of Records

¥ tem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. {cubic or linear feet). Show recommended retention period. Works.

WITHHOIDING TAX STATEMENTS

Bige: B x 3

File Arrangement: 1955+56, 1958 = « etical by name
of -]
1957, Numerical by withhol identi-

fication number and alphabetieql

Dates: 1955 « =
Quantitys 1,550 f£iling trays (775 cubie 3991'. - est.)OCT |5 1960
emp

Dl -rp A~ RN

APHIDON IS 3y
Forn No.: MI 509 (Gopy A) BCARD (F PUBLIC \.u k.

Arerle

SECRETANY

1

by nams of employes
Index: Index to Employers' Withholding Tax File (Item L)
Auvdit: Internal
Anmial Accumulation: 320 filing trays (160 cubis fest)

Withholding Tax Statements are prepared by employers for each

employee from whom incame tax was withheld during the year or whose
8 for purposes of withholding exceeded the amount of ons with-
olding exemption for any payroll period. "Copy A" i3 forwarded to
the Income Tax Division. Coples B and C are retained by the
and Copy D is retained by the employer preparing the statement. The
ame Tax Division utilizés Copy A to verify that a taxpayer has
iled a retwrn and properly reported his earnings. Each 509(With-
olding Tax Statement) gives the employer's name, address, smd with-
holding identification number, the employes's name, address, and
social security mumber, the total wagespald, the amouwnt of exclundable
pay, and the amount of Marylsnd incoms tax withheld, if any. The
cammendation below applies only to Copy A.

RECOMMENDATIONs RETATN UNTIL VERIFIED WITH ALPHABETICAL INDEX
(SCHEDUIE 6, ITEM 1), OR FOR FIVE YEARS, WHETHER
VERIFIED (R NOT, AND THEN DESTROY.
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370
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JARN 1A 73 > SCHEDULE
e ReJUEST FOR RECORDS RETENTION SC«RDULE NO. . -

4 of Records (Continuation Sheet) PAGE
NO. .

6 Recommendation

4.

Q-
o.

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

{cubic or linear feet). Show recommended retention period

of Hall of Records

work or activity to which the records relate, inclusive dates, and quantity and Board of Public
Works

8. {LEDGER CARDS

! t

>

Ledger Card s maintained for each emploger who withholds incoms
taxes Som wages subject to withholding, The cards ars posted quar-

g88

or
J;.;edateofthequarberlymmt, the batch number wnder which the

of ths payment, and the accumulated payments for the year.
ard provides space for a fomxreyear periodes At the end of each yesar

he M7 508 (Employert's Yoar End Reconciliation). If the emounts are

ards for the period 1955«57 are held in a separate filz in three
seriss: Closed-cards that have been balsnced outy Open--includes

counta owing payments
are being carried wnder other mmbers, and employers who are no longe

Form No.s Diebold Tradex form L9413
8izes 5% x 8¢

Datest 1955 « -
Quantity: 36 document drawers and 13 £iling cabinets
(66,000 accounts) - Total, 20 cubic foet

File Arrangements MNumerical by employer identification
mucber
Anraal Ascumlation: 1 evbic foot (esti)

Index: Index to Employers' Withholding Tax File (Item L)
Audit; State end Internal ’

rly from the Mi 506's (Quarterly Returns of Income Tax Withheld)

show all withholding payments by the employér. Thse Ledger Card
each employer shows his nams and eddress, ldentification number,

509ts (Income Tax Withholding Statements) are £iled, the amount
accumlated payments are verified against the amount showm on
ssma, a red i3 recorded in the "Current Payments® colwm,

3 Vold and fransfers--includes accounts which

L J

APPROVED
HALL OF RECORDS COMMISSION

Disposable Amomnt: 30 filing trays (15 s feat)

Audit: srave

Cortain taxpayers whe have incame not subject to withholding are
required to £ils a Declaration of Estimated Maryland Income Tax
(Form 502-D), Uhen ths farm is filed, a taxpayer includss a remit-
tance covering not less than ane~fourth of the estimated tax to be
paid by declaration, Thereafter, the taxpayer remits ths balanse of

Index: Jndex to Deslarations of Estimated Tax (Item-10) 1 _ SECui

ION OF ESTIMATED MARYIAND INCOME TAK ww
OF ESTIMATED TAY) AlPicgy sy e

Form No.: Form 502D BCARD OF Plyuic o, o
51::3 8:%;525: 3 3/
Da 82 - = ~ "
Quantity: 54 cabic feet (estimated) OCT{ 5 1960
Annual Accumulations 168 filing trays (9 cujic feet)
File Arrangement: HNumerical by esccount n A z
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Commission
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PAGE
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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.

10,

the tax in Quarterly installments. To facilitate the processing
of the ‘quarterly payments, Declaration Payment Cards (Item 11) ave
prepared and filed by the Division, the Original Account Card being
based on the Declaration form, Ths porticen of the Declaration form
received by the Income Tax Division gives the taxpayer!s name and
address, the total estimated incame tax far the year, the smount of
ths tax to be withheld by employers, the amount of tax to be paid
by declaration, the amount submitted with the declaration, the date,
and taxpayert!s signature. Declarations may be amended at any time
by the taxpayer, In any case the taxpayerts incoms tax return
(Scheduls 7, Item 1) constitutes ths final record of taxes paid
both by declaration and withholding,

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

INDEX TO DECLARATIONS OF ESTIMATED TAX (MRLIARATIONS OF ESTIMATED
TEX)

Size: IBM card size

Dates: 1955 - - .
Quantity:s 300 filing trays or 150 cubic feet (est,)
Fils Arrangement: Alphabetical by name of individual
Anmual Accumulation: 55 f£iling trays

Disposable Amount: 50 cubic fest (est.)

This Index is prepared srmually from the Declarations (Item 9)

and includes IBM cards for each individual who has filed a Declara-
tion of Estimated Maryland Income Tax (Form 502 D). Each Index
card gives the individual's name, address, & cods symbol indicating
that a declaration has been filed, the year in which the declara~-

" tion was filed, ths indivicual's accomt mmber, and the estimated
tax,

RECOMMENDATION: RETAIN UNTIL DECIARATION PAYMENT IS VERIFIED
AGAINST INDIVIDUAL'S INCOME TAX RETURN ARD THEN
DESTROY, PROVIDED THAT AUDIT REQUIREMERTS HAVE BEEN

APPROVED
HALL OF RECORDS COMMISSION

)

BOARD CF
Size: IBM card sise

Dates: 1955 - - 0CT
Quantitys 780 £filing trays e 390 cubic fee} (est.)

Fils Arrangement: Numerical by account mmb

Disposable Amounts 315 filing trays (157 ¢ k—-feet,.)-..,; ey

5 1950

MET AND THE RECORDS ARE AT IEAST m%mm_p_@.
DECLARATION PAYMENT CARDS (DECLARATION OF ESTIMATED TAX = ORIGANAL {»\" [2[) i: .
ACCOUNT CANDS AND ADDITIONAY, PAYMENT CARDS '

PUBLIC \....

SLCil L

Andit: State and Internal

This card file facilitates processing of the Notices of Payment Dus

(Item 13). The Original Account Cards (Payment Cards) in the file
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ARM 1A oo o T SCHEDULE \
.-1-86) RGUEST FOR RECORDS RETENTION _SCC-’HDULE NO.. ...- 3.?{‘
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Commission e NO. 1.
5. Description of Records 6. Recommendation

4.

- @

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.

are based

on the Declaration of Estimated Maryland Income Tax
(form 502 D) filed by each taxpayer who has income not subject to
withholding. For each subsequent quarterly payment an ¥Additional
Payment" card 48 punched and filed so that at the end of tho year
four cards are in the fils for each taxpayer filing a declaration.
Each Original card shows the taxpayer’s name and address, tho amount
of declared tax, the amownt paid, a mmerical cods indicating the
type of payment, a letter cods indicating that the payment is by
declaration, the tax year, and the 's account mmber. Sum-
mary Payment Cards (Item 12) are printed at the end of each year to

cmsolidate each taxpayer!s payments.

RECOMMENDATION:; RETATN UNTIL DECLARATION PAM‘I‘ IS VERIFIED
AGAINST INDIVIDUAL'S INCOME TAX RETURN AND THEN

DESTROY, PROVIDED THAT AUDIT REQUIREMENTS HAVE

SUMMARY PAYMENT CARDS (WHITE CARDS) -

Sices
Datess
Quantity: 150 £iling trays (est.)

File Arrangement: Alphabetical by surname of taxpayer

Ammal Accumulations
Andits

Summary Payment Cards are mrinted at the end of each tax year to -

on the Declaratien Payment Cards (Item 11). These cards are re-

the Index to Declarations of Estimated Tax (Item 10) to verify

the file mumber of the payment cards, the taxpayer's nams and
address, the code mumbers of pagyment notices, the date and amount
remitted with each notice, the total tax paid, the tax year, and
the file number of the taxpayerts incoms tax return (entered by

hand),

RECOMMENDATION: RETAIN UNTIL DECLARATION PAYMENT IS VERIFYED

AGAINST INDIVIDUAL'S INCOME TAX RETURN AND THEN
DESTROY, PROVIDED THAT AUDIT REQUIREMENTS HAVE

BEENHETANDIEBBEORDSAREATIEASTTHBEE!EARSOID.

consolidate each taxpayerts quarterly declaration payments as shoum
tained in an alphabetical file emd are utilized for checking against)

£1ling and payment of the declared amount. Each “white card" gives

>S10N

-~
-

APPROVED
HALL OF RECORDS COMM

AP
BOARD CF

oCr

BEEN MET ARD THE RECCRDS ARE AT LEAST THREE YEARS OID.

YV I 13y
PUBLIC WCLES

% 1950

| .__‘.__.,.n.__.__%.@az%/y&____.

SECRETARY
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4 Describe records accurately. Include title, form number, size of documents, of Hall of Record§
Qm 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.

5. Description of Records

6. Recommendation

13.

ESTIMATED MARYIAND INCOME TAX)

INSTALIMENT NOTICES NOTIOES OF PAYMENT DUZ ON DECLARATION OF

.

[f

- of Payment Due have no value beyond the minimm statutory reten-

Form No.s 502 D=1

Dates: 1955 - - : 4

‘8ize: 83" x 337 and L3¢ x 31» . .
Quantity: LOO £iling trays or 200 cubic feet (est.)
File Arrangements By year, by installment, and by batch
Anma)l Accwmlations ]v[g cubie feot (est.) '
Disposable Amount: 120 cubic feet :

Audit: State L -

Taxpayers who have taxable incame which 48 not subject to withhold-
ing are required to file Declarations of Estimated Maryland Income
Tax (form 502-D). The estimated tax is payable quarterly and the
Notices of Payment Due (form 502 D-1) serve as a billing for the

er's nams, address, and account number, ths estimated tax, the
amount previously paid, and the balance dus. A nsw version of the
form, adopted in 1960, provides the taxpayer with a stub, the other
portion (Siate's copy) being forwarded to the Income Tax Division
with the quarterly remittance. Since these forms carry only the
amount of estimated tax, and the amount paid through Declaration is
recorded en the individual taxpgyerts income tax return, the Notice

tion period.

RECOMMENDATIONs RETAIN FOR THREE YEARS OR.UNTIL AUDITED, WHICHEVER
IS LATER, ARD THEN DESTROY.

ACCOUNTING RECORDS

Size: B30 x Wy

Dates: 1957 = =

Quantity: 90 cubie feet (est.)

File Arrangements By type of record and ehronological
therein -

Anmual Acoumulation: 30 cubie feet (est.)
Avdit: State ' .

'This item includes all standard accomnting forms used by State
agencles as supparting data to the final book of entry. [The final

quarterly installment, The forms are pre-printed to show the taxpayl

APPROVED
HALL OF RECORDS COMMISSION

i

BOARD F

oC1

ot L

5 1960

books of entry, the Ledgers and Journals, are to be e L ae
manently.;/ Specifically these supporting recards arez! CAPUREVED i
PUBLIC V.ol

it
]
}

™S |
+

Ny

i

{

i

y H

s
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Commission NO. .
’ 5. Description of Records
em

Describe records accurately. Include title, form number, size of documents,

6. Recommendation

of Hall of Records ;
work or activity to which the records relate inclusive dates and quantity and Board of Public :
No. {cubic or linear feet). Show recommended retention penod Works.
Comptroller of the Treasury
Form Ne.
: TR Femorandum of ' AdJustment
E~1-S - - ' Distribution o.t' Charges
E-1 and E-% .7 Transmittal —
D=1 ~ - «Beruﬁcate of Deposit and Bank Deposit Slip ©
Re2 (formerl\y m-z) Mmth]y Report of State Funds Collected and ©)
- ' Deposited =
Distribution of Unexpended and Obligated o=
Balsnces w g
Monthly Statemnt of Balances Z N
A : o
. Purchaging Bureau (Department of Bu.dget end Procurement) g=_ §
13-4 .Requisition for Supplies o &
L7-A - Purchase Order - u
100-16 - - - Out-of-Schedule Requisition for Supplies .
39-A and hO-A . -Stores Requisition =
‘ CF=2 .~ Copy of CentFact Awarded =
CF-1 --‘Capital :Fund Requisition for Equipment
100/2L o ~* "Aotual Emergency and Repairs Report
27-A ‘Copy of Contract Awarded
CF=3 Copy of Contract Awarded
- : : ' Delivery Invoice
26-A Notice of Award of Contract
52 Credit Memorandum
51 Report of Partial Delivery
Budget Bureau (Department of Budget and Procurement) -
BB~1 (Rev.)
Formerly BB-l &nd BB-2
Budget Scheduls Amendment Sheet
B.P. Inv. R101 Repart of Fixed Assets (anmual)
B.P. Inv, 2102 Report of Materials and Suppliss.(
B.P, Inv, ‘Ma T I
m)and Supplies Physical Invantory ROV IS by
Budget Form BCARD <F RUBLiIT . “anil
Nos. 1 thru 11 Budget Estimates Fiscal Year )
BB=}0 Request for Position Action 5 1930

(mwi : / : éCT

[Adding and posting machine tag

when listing ‘deposits and
| accounts

| Cash Receipts - carbon coples of receipts

issved to taxpayers P
vDeposit Slips (Forms 1 and 2) = Income Tax

(cont)

AT — - .-y
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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.

Works.

6. Recommendation
of Hall of Records
and Board of Public

.

~

! ) A
/

! ]50 r
., ’

16.

-2

-

_ 7
P : (_mviaion copy /' .

| RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER

- . IS LATER, ARD THEN DESTROY
2 o L —_

/ACCOUNTING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A GENERAL
HECGRDS RETENTION SCHEDULE ...

PAYROLL (Prior to July 1, 1953).. The agency copy of this payroll
form is to be retained for five years or wumtil andited, whichever
is later, and then destroyed. . (Gensral Schedule No. G-1, Item 1-d,
approved by the Board of Publie Works, January 11, 195}).

PAYROLL JOURNAL « 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 l-d, approved by the Board of Public Works,

Jamuary 11, 1.95115- ‘ : L

PAYROLL EXCEPTIONS, ADDITIONS AND DEDUCTIONS ~ The agency copy is
to be retained for three ysars or until audited, whichever is later,
and then destroyed. (General Schedule No. 002, Item3ub, approved
by the Board of Public Works, January 11, 195&5. -

PAY WARRANTS « The agency copy is. to be retained for three yewars or
mtil gudited, whichsver is later, and then destroyed (General
Schedule No., G-3, Item 3, approved by the Board of Public Works,
Mﬂy 10' 1951‘)0 ~

RECEIVING WARRANTS « The agency copy is to be retained for three
years or until audited, whichever is later, and then destroyed.
(Ceneral Schedule No. G-k, Item 3, approved by the Board of Public
Works, May 10, 195L). A

TRANSMITTAL FORM E-l or E-3 (Comptroller of the Treasury Form) is
to be retained for three years or until audited, whichever is later
and then destroyed. (General Schedule No. Ge5, Item 3, approved by
the Board of Public Works, May 10, ~195h).,;.§/

MASTER AUTHORIZATION

This State-wide form of the Commissioner of Pergommel is the

authorization for entering the employes's mame on the payroll or

for making any changes in the pay rate. It also shows all pay de-
ductimo

APPROVED

HALL OF RECORDS COM

A
‘

MITCION

RECOMMENDATIONs RETAIN WHILE EMPLOYED AND FCR THREEM'

DATE OF SEPARATION, OR UNTIL AUDITED, lwHIcHEwaRl IS PN iCD) i3y
® LATER, AND THEN DESTROY, BCARD (F |PUBLIC \.ULKS |
17.| IRAVE RECORDS |
—_—— oCt| 5 1930 g.
This file includess ' é
Y . :

: sSECRYySA




e

R-RM 1A -

‘ " SCHEDULE s
.+1-86) Re—=JJEST FOR RETORDS RETENTION SC <DULE NO. . \"

Al of Records {Continuation Sheét) PAGE 1

Commission NO. . .

L .tem

No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dotes and quontlty
(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-wide

form, prepared a.mual]y for each mup'.l.oyee
Isave applications. .

Doctors' certificates

The recommendation below appliesto all records listed above with.
the exception of the last leave record card of an employee who is
separated from State service. Merit System Rule h2 Juns 1, 1960)
requires that the last leave card be retained by the agency for .
not less than fonr calendar years from separation date. .. ..

REDOWDATION: RETAIN FOR. THREE YEARS OR UNTIL AUDITED, WHICHEVER
Is LATE’R, AND ‘THEN DESTROY

AL ROV ISH 13y
BOARD CF PUBLIC VURKS

OCT 5 1960

APPROVED
HALL OF REZORDS COMMI~SION




