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to warrant retention. '

The records will cease to
> have-value to warrant their retention after
. the period of time indicated.

. . ] No. 402
~-umitted to the Records Manageme:.. __.ficion '
Holl oF Records T> be vov . '9 : ! PAGE /
Commission Hall of Records Commission NO. 1
Requestmg Agency 2. Division or Bureau of Requesting Agency
LLER, OF THE TREASURY - CIGARETTE TAX UNIT.
3. Authorization Requested (Check only one of the squares below)
: . : . B Iy ’ o .
Dispose of present accumulation. No ' Establish retention schedule for re- Microfilm and destroy originals.
additional accumulation is  ontici- E cords for which there is a continuing
pated. Records .have ceased to have value accumulation.

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

tributor, his license number, the month and year, dates of

" File Arrangements Alphabetical by name of distributor
- Audits State audit :

The followinq monthly reports are received from cig-
arette distributorss-

l. 1garette gistfibutot‘s MOnthlx”Regggg of Cigar-

ettes and Ciqarette Tax Stamps - !brm C=7

This report gives the name of the distrihutor and
the month, year and day of submission, the number of packs
of cigarettes unstamped and stamped, with the source of

purchase, the sales and losses, the number of unaffixed

stamps on hand, received, or mutilated during the month,

with the certification of the owner of the busineas or
officer of the company.

2, - gchedule A ~ Cigagrettes Re
uting the Month « Form C-4

A monthly 1ist of cigarettes received is suhmitted hy
each distributor, giving the name and address of the dis-

receiving shipments, invoice numbers, how delivered {carrie!

4 5. Description of Records ‘ 6. Recommendation
It' : Descnbe records accurately. Include title, form number, size of documents : of Hall of Records
em work or activity to which the records relote inclusive dotes and quant:ty and Bogrd of Public
No. (cubic or linear feet). Show recommended retention period.- " [Works.
B Y MOM‘HLY REPORTS FROM DISTRIBUTORS .
- . Form.No,3 . C-7, 4, 36, 37, 38 ey '
. 8izeg C€-7, legal aizey c-4. 36, 37, 38, letter 8ize
Datesg - 1956 “—— .
' Quantitys 5 file drawers
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) |
the names and addresses of the manufacturers, and the num- ‘
| ber of :packs received, - -
3. Schedule B - C{ ettes Received £ Other than (continued)
QAaency, Divisiop, or Bureau Representatlve

Title

YN Te

hedule Authorized as IndlcatedWG by Holl of
cords Commission.

Date”

e

1/23/63_ T GLM

Public Works.
-

Dte

At 5,763

Date

Archivist

|/,

Disposal Authorized as Indicated in- Col 6 by Board of

/Z;M %éa,ég?&/
Secretary /
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5. Description of Records 6. Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records
?m work or activity to which the records relote inclusive dctes and quantity and Board of Public

o (cubic or linear feet). Show recommended retention périod Works.

ont, ) Manufacturers during the Month - Form C-36

In addition to the information shown in Schedule A,
this form includes the number of packs unstamped {Non-Tax;

Paid) and the number of packs on which the Maryland tax
has been paid (stamped),
4.

Schedule C - Cigarettes Sold Outside Maryland -~
Form C=-37

This form givesuthe month and year, the name and
address of the distributor and his licensze number, the
shipping dates and invoice numbers, the names and ad~

dresses of the purchasers, the number of packs, and the
method of delivery (carrier).

Se

Sdhedule D - w Cigal
Manufacturers During the Month - Form C-38

Schedule D gives the name, address and license numker
of each distributor, the month and year, the dates of ghip
ment and invoice numbers, the namea and addresses of the

manufacturersg, the number of packs unstamped (andTax—Paiq).x
and the number of packsg bearing Maryland stamps on Whidh
Maryland Tax has been paid,

. RECOMMENDATIONS

rettes Returned for Credit' to

~17

RETAIN FOR THREE YBARS OR UNTIL AUDITED,

WHICHEVER IS LATER, THEN DESTROY,
2 CIGARETTE TAX STAMP ORDER

Form No, C-4M

Stzes Legal size

Datess 196)] =--

Quantitys 4 legal-size file drawers

File Arrangements - Alphabetical by name of distributox
Audits Acoounting Unit copy audited by State

This file contains order form copies, prepared in
quadruplicate,'giving the date, the customer's name,

[}
address and license number, purchase order number, the
amount of bond given by the purchaser, the quantity of
machine- and hand-applied stamps ordered, the value, dis-
count, and net amount of purchase, with totals, and the
signature of the purchaser, Copies of the order are
distributed as followsg-

' 1.
2.
3.
4,

NOISSIWROD 5Qy093Y 40 1YH
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70 Data Processing
To Accounting Unit

Remaing in office file with work papers
To purchaser

Copies filed in:.Data Processing and in the Cigarette T
Unit, including attached work papers, are considered non-
record within the meaning of the statute governing nonrecdrd
material (Annotated Code of Maryland, 1957 Edition, as

amended, Art, 41, Sec. 179,) and may be destroyed as soon
as no longer needed by the office,
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PAGE

NoO. 3
5. Description of Records 6. Recommendation
‘ Describe records accurately. Inciude title, form number, size of documents, of Hall of Records
m work or activity to which the records relote inclusive dotes, ond quantity ond Board of Public
No. (cubic or linear feet). Show recommended retention périod. Works.

DAILY COMPARATIVE REPORT OF STAMP SALES, OOLLECTIO&S. "
AND DISTRIBUTION '

Form Mo, C-34 ‘

Sizes 8%" x 11%

Datess 1958 w~-

Quantitys 1 file drawer

File Arrangementg Chronological

Audit:s Accounting Unit copy audited by St.ate

Daily Comparative Reports on cigarette tax stamp saleL, '
collections and distribution are prepared in the Account-
ing Unit, one copy 1is retained there, and one capy is’

forwarded to the Cigarette Tax Unit, giving the fiscal °
year and day, the number of stampa sold on the report day
the month to date, the prior month with -the same comparxa-
tive figures for’ ;.he prior fikcal year., The form also

also gives the increase or decrease in sales and the cash
collectiona and distribution,

¢

03IA0Y8ddV

-
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The copy filed in the Cigarette Tax Unit is eonsme:ea '
. nonrecord within the meaning of the statute governing .-
nonrecord material {(ann, Code of Maryland, 1957 Ed., as ‘

amended, Art, 41, Bec, 179), and may ke destroyed as sooh
as no longer needed by the office,

DAILY AND WEERKLY REPORTS AND SURVEY OF REPORTS

Form- 8o, RSTD 41 :

Sizes ‘84" x 11% sheets y '

Datess 1959 «=-

Quantitys 3 file drawers

File Arrangements Alphabetical by name of field
rspresentative

Dally repoxt copies are received from auéntets in the
field, giving the name o0f the auditor, the date. and youte
covered, the license, the account number and address of
the distributor, time consumed, a space for remarks, the
amount collected or assessed, and the mileage or amount
of carfare. The field supervisors forward weekly reports
summariging ths weekly activitiea of the auditors under
their jurisdiction. These daily and weekly reports axe
summarized in a Survey of Reports, after which they have
no' further value to the operatioan of the office.

RECOMMENDATIONs RETAIN THE SURVEY OF REPORTS FOR THREE
’ YEARS, THEN DESTROY,

(continued)
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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 relote inclusive dotes and quantity
(cubic or linear feet). Show recommended retentuon period.

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

ROUTINE INVESTIGATION REPORTS
Form No, C-12 .
Sizes 8%" x 11" sheets
Dategs 1958 —w=
Quantitys 1 file drawer
File Arrangements Alphabetical by name of distributor

port is submitted by the investigator, giving the trade

name, the address and political subdivision in which the
company is located, the date of the visit, and the name

the sales tax and cigarette license numbers, the names o
the suboliers to the distributor, qnd means of delivery,
the condition of decals (hand or machine), the retail
price charged per pack and per carton, and how the re-
tailer lists sales and excise taxes, A space i3 include
for commentg, and the investigator signs the report,
m'scomm‘mno'm RETAIN FOR THREE YEARS, THEN DESTROY,
INVENTORY FILES = | |

- Form No's, C-35, C-39 CT-102
Sizes Legal and letter size
Datess 1961

Quantitys: 1 legal file drawers

File Arrangements 1, Chronological
i 2, By name of distributor

Audits State audit

This file i{s composed of two series of folders:

(1) Inventory Requesta_
(2) Inventory Files

each containing papers listed as followss-

(1) Inventory Reguest letter, with space for

the use of distributor,proposing data and
hour,

{(2) Copy of C1ga:ette=Tax Unit lgtter of reply

to distributor, giving the date and hour of
the inventory and the name of the auditor.

~(2) Inventory Schedule ~ Form C-39 '
Inter-Department Communications - Form

Stamp Inventory Sheets -Brm CT-].&?TD 31
Inventory wWork Sheets -
Machine Tapes

A oint hysical invento is tak oxim t 1
a year by ghg digtribugor :%a a aite prse ggeg

an audito
the Cigarette Tax Unit,

ﬁoutine investigations are made indthe field, and a rxe;

and title of the person interviewed, the type of businessg,

(CONTINUED)

NOISSIWINGID 5q¥093y4 40 11VH
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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 quanhty and Board of Public
(cubic or linear feet). Show recommended retention period. Works.
cont, )

RECOMMENDATIONs RETAIN.FOR THREE YEARS OR UNTIL Aonrfznl. :
' . WHICHEVER IS LATER, THEN DESTROY, :

ASSESSMENTS AGAINST DISTRIBUTORS

Form No, C-29, RSTD=183 o | | |
Sizes 8%" x 11“ sheets -
Quantitys 1 file drawer

File Arrangement: Alphabetical by name of distributor
Audits state -

The Assessment Form (0-29) is prepared in the c1gar- :
ette Tax Unit when it is found that domestic or forasign
distributors have sold cigarettes in Maryland without
affixing the required tax stanp. This form'gives the
name and address of the disyributor, the date and period
of the assessment, the interest and penalty, if any, and|
the name of the auditor, The individual folders also con-
tain copies of the Accounts Receivable forms (RSTD-183,
remittance transmittal and accounting voucher), showing
payment of the assessment, In addition, the folders may
include correspondence relating to the assessment.

o RECOMMENDATIONs

gIn0¥ddy
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RETAIN FOR THREE YEARS OR UNTIL AUDITED,
WHICHEVER IS LATER, THEN DESTROY.

GENERAL ACCOUNTING RECORDS

Form No, (See helow)
Datess 1958 —w-

Quantitys 2 file drawers

File Arrangements Chronological or by subject:
Audits State audit :

General Accounting Records are composed of the follow-
ing forms and papersg~

Audit Report Cover. Sheet, Form C-28

Auditart's Report, C-30

Stripped Wholesaler Audits :

Monthiy Auditor Assignment Recoxrd, RSTD-312
Preliminary Audit Work Papers - Inventory Data (mimeo)
Audit Recapitulation Sheets {mimeo)

Report of Cigarettes and Cigarette Tax Stamps -
Audit Period (mimeo)
Meyercord Report Coples

Claim for Refund of Cigarette Tax Stamps, Form C-18
Affidavits

Refund on Stamps Affixed tc Cigarettes Re-
turned to Manufacturer (Form C-19)

Cigarette Tax Stamp Delivery Receipt, CTU-4C
’ Cigarette Use Tax Report, Form C-8

Also included are the following standard accounting'
forms usad by Etate agencies as supporting data to the
final book of entry, which is retained permanentlys-

(continued)
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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 périod.

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

ont, )

Comptroller of the Treasury

Form No, '
Memorandum of Adjustment
E-1=8 Distribution of Charges
E-1 and E-% Transmittal
DD-1 Certificate of Deposit & Bank Deposit

Slip
R-2 (formerly MR=2) Monthly Report of State Funds Col-

lected and Deposited

oo
x>
=
(]
3
Distribution of Unexpended and M o
Obligated Balances S
Monthly Statement of Balances r = 2
Purchasing Bureau (Dept., of Budget & Procurement ) z:.<
1-a . Requisition for Supplies ; =
47-A Purchase Order * =~
100-16 Out-of-Schadule Requisition for Suppliles o
39-A and 40-A Stores Requisition 2
CF-2 Copy of Contract Awarded =
CF-1 Capital Fund Requisition for Equipment]
100/24 Actual Emergency and Repairs Report
27-A Copy of Contract Awarded
CF-3 “ - L ’ .
Delivery Invoice
26=A Notice of Award of Contract
52 Credit Memorandum
53 . Report of Partial Delivery

Budget Bureau (Dept, of Budget & Procurement)

BB=1l (Rev,), Formerly BB~l and BB-2g
Budget Schedule Amendment Sheet

B,P.Inv, R101 Report of Fixed Assets (annual)

B.P.Inv, R102 Report of Materials & Supplies (annualb

B,P.Inv, 6 Materials & Supplies Physical Inventory,
(annual)

Budget Form Nos. 1 thru lls Budget Estimates Fiscal Year

(13 pages, including farm statement)
Others

RSTD=-215 Daily Report of Absentees
Time Report
Expense Invoices
Vendors' Invoices
Bank Deposit Slips
Bank Statements
Bank Deposit Receipts
Canceled Checks
Check Stubs

Material having continuing legal or administrative
value to the operation of the office should be retained
until such value ceases., --- All printed and mimeographed

b

material, including Meyercord Report copies, Lg_QQBELQQEEQ___4eQnt*guee)

T
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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 périod.

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

3 kont, ) [nonrecord within the meaning of the statute governing non-

record material (Ann, Code of Maryland, 1957 Edition as
amended, Art, 41, Sec, 179,) and may be destroyed as soon
as no 1onget needed by the office,

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

ACCOUNTING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY
A GENERAL RECORDS RETENTION SCHEDULE$~-
PAYROLL (prior to July 1, 1953) - The agency copy of this
payroll form is to be retained for five years orx
until audited, whichever is later, and then destroyed,
(General Schedule No, G~l, Item 1d, approved by the Board
of Public Works, January 11, 1954,)

PAYROLL JOURNAL - The agency copy is to be retained for

is later, then destroyed, (Gen, Sched, G-2, Item ld,
approved by the B,P,W,, 1/11/54,).

PAYROLL EXCEPTIONS, ADDITIONS AND DEDUCTIONS - The agency

copy is to be
retained for three years or until audited, whichever is

by the B,P.W., 1/11/54,)

PAY WARRANTS -~ The agency copy is to be retained for thre

years or until aud!ted, whichever is later
then destroyed, (Gen, Sched, G~3, Item 3, approved by th
B.,P.W., 5/10/54.)

RECEIVING WARRANTS - The agency copy is to be retained fox

three years or until audited, which-
ever 18 later, then destroyed, (Gen., Sched., G=4, Item 3,
approved by the B.,P,W., 5/10/54,)

TRANSMITTAL FORM E-1 or E-% (Comptroller of the Treasury

form) The agency copy is to be re-
tained for three years or until audited, whichever is lat
then destroyed. (General Sched. G~5, Item 3, approved by

the B.P.W., 5/10/54.)
GENERAL FILE

Sizes Legal size

Datess 1956 «a-=

uantitys 3 file drawers

File Arrangement:s Alphabetical by subject, or
chronolégical

The General File is composed of the following record
serieas~

{continued)

three years or until audited, whichever |-

later, then destroyed, (Gen, Sched, G-2, Item 2b, approvéd

M/
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5. Description of Records 6. Recommendation

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

work or activity to which the records relote inclusive dotes and qucnhty and Board of Public
Show recommended retention period. Works.

Q.
No.

{cubic or linear feet).
Out-of-State Distrlbutors' Reports

11

Certifications
Reading File

‘eont,)
General Correspondence
Inter-Department Communications (Forms RSTD-4 and 31)
Reports on Diatributors' Records

Any material having continuing legal or administrative value to
the operation of the office ahould be retained until such value

ceasen,
RECOMMENDATION: RETAIN FOR THREER YEARS, THEN DESTROY.
PERSONNEL RECORDS

Form No.t (See below) ’

Stzat 8%" x 11" sheets:

_Datest 1958 -<-

Quantity: 2 file drawers

Alphabetical by name

File Arrangement:
Audit: State eudit

The Personnel Records are composed of the follawing forms and
papersi-

Authorization for Expense Advance, Form RSTD-339
Daily Report of Absentees (Attendance Sheets), form RSTD-2135
Expense Accounts, Form RSTD-26
Leave Cards, Form MS 920 (See Recommendation B)
Sick Leave Reports
Time Reports, Form RSTD-40
RECOMMENDATION: A. RETAIN ALL EXCEPT LEAVE CARDS FOR THREE YEARS

OR UNTIL AUDITED, WHICHEVER IS LATER, THEN

DESTROY.

B.
SEPARATION OF EMPLOYEE FROM STATE SERVICE OR

40034 40 Tyyy
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RETAIN LATEST LEAVE CARD FOR FOUR YEARS AFTER
UNTIL AUDITED, WHICHEVER IS LATER, THEN DESTROY
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