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

Dispose of present accumulation. .No
additional accumulation is antici-

Records have ceased to have valuepated.
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
the 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.

1. APNJBATIOH FCSt EMPIQyER'8 iDEWTIFlCAJIOfl fTOBEB

Farmi JWf X
Sieot 8|" x U «
Datosi 19$$ - •
Quantity* l b drawers (26 coble f ee t )
FUo Arrsngenentt Alphabetical by none of ccaapany
Annual Aoounailatieoi 2 etfcio f ee t (est»)

Smplqjrars ere required t o apply for an lAantlflcat.lon nuafear which i s
used In proce«ainiB aad f i l i n g varioos r&ccarda associated «ltb thai
withholding procedure* Infcraatlcn on the application feras i s
otillssed whOTt checking on ownership of previous businesses or on
account noobers vbleh ocgr nave been previously established for ind l -
vidnals l i s t e d on the f o n u Spedf io infomation ehom on the fora
includes the jUfawt-* Hf^^-l m ^n^vr sBBignsdy the bmlness ttuttB$address
names end addresses of proprietors* partners or off icers of the corp-
orationj l ega l fora of business (indivianal, purttiHi-whlp# or corpora-
t i o n ) ! lfffatrf go of a l l plAoes of boslnessj date on *ft*f̂ ft business
startedf «bstber the business I s new or o l d | aaae« address^ end trade
netm of fenaar OMoer| date of the applicstlonj and signatore of indi -
vidual aaklns the appllcaticn*

o
CO
en

LU O> °
OS
DC OZ

BSDCSBSSD/SJXMt RSTJLXH FCB FXVB 1SARS ABD fBBSf fiSSSSCT*

7. Ag*ho^>.'Division or Bureau Representative

"Z7
VU^u^C Chief - Inc»m« Tax Diriiioa

Signature Title
^ - ( ^ ^ ^

Date

if^d:
lule Authorized as Indicated in Col. 6 by Hall of
Is Commission.

f ' Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
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b. Recommendation
of Hall of Records
and Board of Public
Works.

2.

3.

EMPLOYEES' WTTHHOIDUO TAX FII2

Fora No.t VM £06 and MW5O8
Size* 8|* x 3l*
Dates: 1$55 - -
Quantity} office, 132 filing trays (66 cubic feet)

storage; UO cubic feet
(Total, 106 cubic feet)

File Arrangement: By quarter and numerical by batch and
identification number

Annual Accumulationt UO filing trays (20 cubic feet)
Audit: State and Internal
. Index: Index File (Item h)

Employers file the Employers1 Quarterly Returns of Income Tax With-
held (Form Mtf 5>06) together with a remittance covering the total
amount of tax withheld for all employees on the payroll. The feras
are pre-printed to show the employer's name and address and identify
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
signed and dated by the employer or his representative* The forms
are posted to the Ledger Cards (Item 6) and are filed in batches.

At the end of each year, the final quarterly report is accompanied
by an Mtf 508, Employers' Tear End Reconciliation of Quarterly With-
holding Statements (forms Mr? £06) with Income Tax Withholding State-
ments (Forms MW 509), and the Mvf $09*a (Withholding Tax Statements).
This reconciliation balances the total wages withheld as shown by
copies of employees* statements (f>0°« s) against the total tax with-
held during the four quarters of the tax year as shown by the 506*s.
The recommendation below applies to both the Mtf 506* s and the
Mf 5O8«s.

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

EMPLOYERS* WITHHOLDING TAX FILE - FINAL FILINGS AND RE-ASSIGNED
ACCOUNTS

Form No.: Miff 506
Size: 8§" x 31"
Dates: 1959 - -
Quantity: Final filings: h filing trays

Reassigned accounts, 16 filing tofays
(Total, IX) cubic feet)

CO
CO

UJ o
^ CO
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°-£

O
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B-Ai^D vlF

OCT

/
File Arrangement t Numerical by identification ..number
Annual Accumulation: 1U filing trays (7 cubic feet)
Audit: State and Internal

Employers going out of business file with the Division a final
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u.

$.

Quarterly Return of Income Tax Withheld (Mf $06)* These final
returns 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 numbers have been reassigned, the
returns are filed in a re-assigned file with a notation of the name
of the employer to whom the number has been reassigned and the effec-
tive date*

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

INDEX TO EMPLOYERS' WITHHOLDING TAX FILE (INDEX FILE)

Sizei 8|» x 3i*
Dates* 19$$
Quantity! 66 filing trays (33 cubic feet)
File Arrangementt See below
Annual Accumulationi 2 cubic feet (est.)

This Index is utilized as an aid in employer identification and 28
a control over the filing by employers of MW $06*B.> The Index is
maintained in three separate series - open, closed, and cross-ref-
erence." The "Open" file is arranged alphabetically by company
nanej the "cross-reference11 by name of individual owner) and the
"closed11 by name of company which has gone out of businessor changed
its name or address. Each index card gives the company or owner's

address, and identification number.name.

RECOMMERDATIONi RETAIN PERMANENTLY.

DELINQUENT WITHHOLDING TAX REPORTS

Size» 8£» x U "
Dates: 19$$ - -
Quantity* h drawers (7 cubic feet)
File Arrangement t Alphabetical by name of company
Annual Accumulation! 2 cubic feet (est*)

Al'i;;O
BOARD LF P

OCT

ttXUuU Qj?</u, /CCJCA

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 corrective
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
Report gives the Dame and address of the business, its identifica-
tion number, toe quarters during which the business was delinquent,
the total amount due, action taken by Accounting Section, a summary
of the results of contacts by field representatives, and the final
action* The recommendation below applies only to employer accounts

loal nave bean closed (continued on naxt 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.
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of Hall of Records
and Board of Public
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6.

7.

and balanced out.

RECOMMENDATION! RETAIN FOR THREE TEARS AFTER DATE OF CLOSURE AND

INDEX TO »f 506 MAILINGS

, Size: IBM card size
Datest 1955 - -
Quantity} 72 filing trays (36 cubic feet)
File Arrangement i Numerical by identification number

This file contains an IBM card or cards for each employer to whom
Mtf 506' s are to be nailed. The cards are utilized as an addressing
media—-i.e. pre-printing the employer* s name, address, and identifi-
cation number on the form which is to be nailed (Mtf 506). The cards
are non-record within the meaning of the statute governing non-record]
material (Article 1*1, Section 179) Annotated Code of Maryland, 1957
Edition, and may be destroyed when they are no longer needed*

CO
CO

LU O

ce cc

*-£
O

WITHHOIPINQ TAX STATEMENTS

Form Ho, i M 509 (Copy A)
Size* 8» x 3r»
Datest 1955 - -
Quantity* 1,550 f i l ing trays (775 cubic J
File Arrangement: 1955-56, 1958 - «• Alph

ALM
BOARD CF

UO VKI) ••; i*
UBL1C V. w-î K.

of employee
1957, Numerical by vithho!

eet - eab.)0CT
betieal by »m«K»

identi-
fication number and alphabetical
by name of employee

Index j Index to Employers* Withholding Tax File (Item U)
Auditt Internal
Annual Accumulationt 320 filing trays (160 cubic feet)

Withholding Tax Statements are prepared by employers for each
employee from idiom Income tax was withheld during the year or whose
wages for purposes of withholding exceeded the amount of one with-
holding exemption for any payroll period. "Copy A" is forwarded to
the Income Tax Division. Copies 8 and C are retained by the employee
and Copy D is retained by the employer preparing the statement. The
Income Tax Division utilizes Copy A to verify that a taxpayer has
filed a return and properly reported his earnings. Each 5O9(WLth-
bolding Tax Statement) gives the employer's nans, address, and with-
holding identification number, the employee's name, address, and
social security number, the total wagespaid, the amount of excludable
sick pay, and the amount of Maryland income tax withheld, if any. The
recommendation below applies only to Copy A.

aECOMMENDATIONi RETAIH OHTIL VERIFIED WITH AUPHABETICAl IHDEX
(SCHEDUIfi 6, ITEM 1), Cfi FOR FITS TEABS, WHETHER
VERIFIED OR NOT, AND THEN DESTROY*

SECRETARY
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5. Description of Records
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and Board of Public
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6.

9.

LEDGER CARDS ' ' '

Form Ho. i Dlebold Tradex form l&\&3
Sizei £» x 8«
Datess 1955 - -
Quantity* 36 document drawers and 13 filing cabinets

(66,000 accounts) • Total, 20 cubic feet
File Arrangeinsntt Numerical by employer Identification

number
n̂r-flai Accumulations 1 cubic foot* (esti)
Indexi Index to Employers1 Withholding Tax file (Item U)
Audit t state end Internal

Ledger Card is maintained for each employer vho withholds income
taxes from wages subject to withholding. The cards are posted quar-
terly from the JW $0ft»s ({Quarterly Returns of Income Tax Withheld)
to shew all withholding payments by the employer* The Ledger Card
for each employer shews his name and address, identification number,
the date of the quarterly payment* the batch number under which the
Mtf 509* s (Income Tax Withholding Statements) are filed, the amount
of the payment, and the accumulated payments for the year. Each
card provides space for a four-year period* At the end of each year
the accumulated payments are verified against the amount shorn on
the W $08 (Employer's Tear End Reconciliation)* If the amounts are
the same, a red figure is recorded in the "Current Payments'* column*
Cards for the period 1955-£7 are held in a separate file in three
series s Closed-cards that have been balanced outj Open—iiwludea
accounts owing paymentsj Void and rransfers—includes accounts which
are being carried under other numbers, and employers who are no longe»
withholding and whose identification numbers have been reassigned.

CO
CO

LU CD

Q= ce

*- 8

RBCOMMENDATIONi RETAIN PERM&NENTET.

DECLARATION OF ESTIMATED KAR7L&ND HJCOME TAX
fe ESTI$iAlnai fAXj"

BOARD i,F

<£ct

OCT

Z

Form Ro» t Fora 502-D
Siaej 8|« x 3 3A»
Datest I055 . m
Quantity! *fc cubic feet (estimated)
Annual Accumulationt 18 f i l ing trays (9 cuifio feet)
File Arrangements Numerical by account nutn >er
Disposable Amounts 30 f i l ing trays (15 cubic"feet)
Indext Index to Declarations of Estimated Tax (Item-10}
Auditj tiiuna

Certain taxpayers who have income not subject to withholding ere
required to f i la a Declaration of Estimated Maryland Income Tax
(Fora 502-D), Uhen the farm i s f i led , a taxpayer lnnlnrta* a remit-
tance covering not less than one-fourth of the estimated tax to be
paid by declaration. Thereafter, the taxpayer remits the balance of

5 1960

M.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
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of Hall of Records
and Board of Public
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10.

11.

the tax in quarterly installments, f © facilitate the processing
of the quarterly payments, Declaration Payment Cards (Item U ) are
prepared and filed by the Division, the Original Account Card being
based on the Declaration form* The portion of the Declaration form
received by the Income Tax Division gives the taxpayer's name and
address, the total estimated income tax for the year, the amount of
the tax to be withheld by employers, the amount of tax to be paid
by declaration, the amount submitted with the declaration, the date,
and taxpayer's signature. Declarations nay be amended at any tine
by the taxpayer* In any case the taxpayer's income tax return
(Schedule 7# Item 1) constitutes the final record of taxes paid
both by declaration and withholding.

RECOMMENDATION: RETAIN FOR THREE TEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AM) THEN DESTROY.

INDEX TO DECLARATIONS OF ESTIMATED TAX (WCLARATIONS OF ESTIMATED
TAX? '

Size: IBM card size
Dates: 1.9$$ - -
Quantity: 300 filing trays or 150 cubic feet (est.)
File Arrangement: Alphabetical by name of individual
Annual Accumulation: $$ filing trays.
Disposable Amount: $0 cubic feet (est.)

This Index is prepared annually from the Declarations (Item 9)
and Includes IBM cards for each individual who has filed a Declara-
tion of Estimated Maryland Income Tax (Form 5>O2 D ) . Each Index
card gives the individual's name, address, a code symbol indicating
that a declaration has been filed, the year in which the declara-
tion was filed, the individual's account number, and the estimated
tax.

RECOMMENDATIONS RETAIN PSTIL DECLARATION PAYMENT IS VERIFIED
AQAIHST INDIVIDUALS INCOME TAX RETURN AND THEN
DESTROY, PROVIDED THAT AUDIT REQUIREMENTS HAVE BEEN
HEP AND THE RECORDS ARE AT LEAST THREE YEARS OLD.

DECLARATION PA^KEHT CARDS (DECLARATION OF ESTIMATED l E
ACCOUNT CARDS AND ADDHICMATIPAIHENT CARBSJ

CO
CO

UJ o

O

OCI
Size i IBM card aise
Dates: 1955 - -
Quantity: 760 filing trays or 390 cubic fee > (est.)
File Arrangement i Sumerlcal by account numb x
Annual Accumulationi ISO filing trays (80 ci ibic feet,est
Disposable Amountt 315 filing trays (157 cu i£e-£eet>—
Index: Index to Declarations of Estimated Tlx-UteaJLO).
Audit: State and Internal

This card file facilitates processing of the Notices of Payment Due
(Item 13)* The Original Account Cards (Payment Cards) in the file

BOARD CF PUBLIC \ . . .

5 1950
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12.

are based upon the Declaration of Estimated Maryland Income Tax
(form 502 D ) f i l e d by each taxpayer vho has Income not subject t o
withholding* For each subsequent quarterly payment an "Additional
Payment" card i s punched and f i l e d so that a t the end of the year
four cards are in the f i l e for each taxpayer f i l i n g a declaration.
Each Original card shows the taxpayer's name and address, the amount
of declared t a x , the amount paid, a numerical code indicating the
type of payment, a l e t t e r code indicat ing that the payment i s by
declaration, the t a x year, and the taxpayer • s account number. Sum-
mary Payment Cards (Item 12) are printed a t the end of each year t o
consolidate each taxpayer*8 payments*

RECOMMENDATION. RETAIN UNTIL DECLARATION PAYMENT IS VERIFIED
AGAINST INDIVIDUAL'S INCOME TAX RETURN AND THEN
DESTROY, PROVIDED THAT AUDIT REQUIREMENTS HAVE
BEEN MET AND THE RECORDS ARE AT LEAST THREE YEARS OH)

SUMMARY PAYMENT CARDS (WHITE CARDS)

Siaei 7" x 3£»
Datest 19$$ - -
Quantityt l$0 f i l ing trays (es t . )
File Arrangement! Alphabetical by surname of taxpayer
Annual Accumulations 30 f i l ing trays
Audits State and Internal

Summary Payment Cards are printed at the end of each tax year to
consolidate each taxpayer's quarterly declaration payments as shewn
on the Declaration Payment Cards (Item 11)* These cards are re-
tained In an flUphahaf-^ **B1 f i l e *m<3 are util ized for checking against
the Index to Declarations of Estimated Tax (Item 10) to verify
fi l ing and payment of the deolared amount* Each "white card" gives
the f i l e number of the payment cards, the taxpayer's name and
address, the code numbers of payment notices, the date and amount
remitted with each notice, the total tax paid, the tax year, and
the f i l e number of the taxpayer's income tax return (entered by
hand).

RECOMMENDATIONS RETAIN UNTIL DECLARATION PAYMENT I S VERIFIED
AGAINST INDIVIDUAL'S INCOME TAX RETURN AND THEN
DESTROY, PROVIDED THAT AUDIT REQUIREMENTS HAVE
BEEN MET AND THE RECORDS ARE AT LEAST THREE YEARS OLDJ.

CO
C1

LO O
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13.

11*.

INSTALMENT N0TICE3 (NOTICES OF PAYMEOT DOS ON DECLARATION OF
ESTIMATED MARYLAND INCOHB TAXj"

Form No. i 502 D-l
Dates» 1955
Size* 8§« x 3£* and h& x 3|"
Quantity* U00 filing trays or 200 cubic feet (eat.)
File Arrangementi By year, by installment, and by batch
Annual Accumulation i 1*0 cubic feet (est.)
Disposable Amountt 120 cubic feet
Audits State

Taxpayers who have taxable income which is not subject to withhold-
ing are required to file Declarations of Estimated Maryland Income
Tax (farm 502-D). The estimated tax is payable quarterly and the
Notices of Payment Due (form 502 D-l) serve as a billing for the
quarterly installment. The forms are pre-printed to show the taxpay-
er's name, address, and account number, the estimated tax, the
amount previously paid, and the balance due* A new version of the
form, adopted in I960, provides the taxpayer with a stub, the other
portion (State* a 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 on the individual taxpayer's income tax return, the Notices
of Payment Due have no value beyond the wrfrtiiawm statutory reten-
tion period.

RECOMfEHDATIONj RETAIN FOR THREE YEARS OR-UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY.

ACCOUNTING RECORDS

Size t 8|» x 3li»
Dates: 3957 * -
Quantity! 90 cubic feet (est.)
File Arrangement t By type of record otpfl mUntmnt n^\ ftA

Annual Accumulation} 30 cubic feet (est.)
Auditi State

This item Includes all standard accounting forms used by gtate
agencies as supporting data to the final book of entry. .(The final
books of entry, the Ledgers and Journals, are to be rat-*—' •—
manentlyr/ Specifically these supporting records ares

C/O
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Comptroller of the Treasury

Form No*

E-l-S
E-l and E~§
DD-1
R-2 (formerly MR-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 Statement of Balances

Purchasing Bureau (Department of Budget and Procurement)

1-A
ltf-A
100-16
39-A and liO-A
CF-2
CF-1
100/21*
27-A
CF-3

26-A
52
$1

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

Budget Bureau (Department of Budget and Procurement

BB-1 (Rev.)
Formerly BB-1 and BB-2

Budget Schedule Amendment Sheet
Report of Fixed Assets (annual)
Report of Materials and RnppHaw («nrma.l)

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

Budget Form
Nos. 1 thru 11

BB-liO

Materials and Supplies Physica
(annual)

Budget Estimates Fiscal Tear
Request for Position Action

T Others

BOARD CF

OCT

^4^4^M<^c4^c^cy6Adding and posting machine tap a"-" •created-
when listing deposits and vrthhnlr1^"c
accounts

Cash Receipts - carbon copies of receipts
issued to taxpayers j

-Deposit Slips (Forms 1 and 2) - Income Tax

(cant)

O
CO

c.

o Si
UJ O

<^£
^ u-

O

5 1950
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15.'

16.

17

(_ Division copy
s

S.
RECOMMENDATION! RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER

IS LATER, AH) THEN DESTROY /
// ^—v
ACCOUNTING RECORDS FOR WHICH DISPOSAL HAS
RECORDS RETENTION SCHEDULE

PROVIDED BY A QENERAL

PAYROLL (Prior to July 1, 1953)* The agency copy of this payroll
form is to be retained for five years or until audited, whichever
is later, and then destroyed. . (General Schedule No. 0-1, Item 1-d,
approved by the Board of Public Works, January 11, 1°£1»).

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 1-d, approved by the Board of Public Works,
January 11, 195U).

PAYROLL EXCEPTIONS, ADDITIONS AND DEDUCTIONS - The agency copy is
to be retained for three years or until audited, whichever is later,
and then destroyed. (General Schedule No. 002. Item^b, approved
by the Board of Public Works, January 11, 1°5U>*

PAY WARRANTS - The agency copy is to be 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,
May ID, 195U).

RECEIVING WARRANTS - The agency copy is to be retained for three
years or until audited, whichever is later, and then destroyed.
(General Schedule No. 0-1*, Item 3, approved by the Board of Public
Works, May 10, 155U).

TRANSMTTTAL FORM E-l or E-| (Comptroller of the Treasury Form) is
to be retained for three years or until audited, whichever is later
and then destroyed. (General Schedule Ho. G-£, Item 3, approved by
the Board of Public Works, May 10, 195U). /-'

MASTER AUTHORIZATION

This State-wide form of the Conmissioner of Personnel is the
authorization for entering the employee's name on the payroll or
for making any changes in the pay rate. It also shows all pay de-
ductions.

RECOMMENDATION 1 RETAIN WELLE EMPLOYED AND FOR THREET
DATE OF SEPARATION, OR UNTIL AUDITED,
LATER, AND THEN DESTROY.

IEAVE RECORDS

This file includes!
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R^IJEST FOR RECORDS RETENTION SC^DULE
(Continuation Sheet)

SCHEDULE f>v»n
NO. ei fXi

PAGE
NO. 11.

Ttem
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 record card • Form SBC 128-A, a standard State-vide
form, prepared annually for each employee

leave applications
Doctors* certificates

The recommendation below applies to all records listed above vith
the exception of the last leave record card of an employee vho is
separated from State service. Merit System Rule 1*2 (June 1, I960)
requires that the last leave card be retained by the agency for
not less than four calendar years from separation date*

RECOMMENDATION! RETAIN FOR THREE TEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY.
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