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I
"

Requesting Agency

DEPARTMENT OF CORRE(CTION State Use Industries

| 2. Division or Bureau of Requesting Agency

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

A

[ ]

Dispose of present accumulation. No
additional
pated. Records have ceased to have value
to warrant retention.

Establish retention schedule for re- Microfilm

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.

accumulation is antici-

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

and destroy originals.

4.
ltem

No.

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 quantity
(cubic or linear feet). Show recommended retention period.

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

This retention schedule epplies to the records of sll branches
of the Stete Use Industries under the Department of (orrectionee-

the Maryland Penitentisry, the Maryland House of (orrection, the

Maryland Institution for Menm, the Haryland Institution for Women,

snd the Patuxent Institution, The same recommendations apply to
21l Institutions, although not all of the records listed herein
will be found in each institution,

CENERAL LEDGER

wuantjtyt 2 post binders, 2 bundles
Size: 11" x 12" x 2°

Detesy 1955...

File Arrangements Chronological
Audits State

The Ceneral Ledger is the book of finsl entry, arranged by wccounts
and chronologically therein, with totzls carried forward, =eceipts

#re entered from the cumulated data posted in the Sales Journal (Jtem 3
and expenditures are posted from the Accounts Paysble Ledger (Item 5).

RECOMMENDATION: RETAIN PERMARENTLY.

ACCOUNTS RECEIVABLE LEDGSER CARDS

uantitys 3 ledger trays, 4 bundles \
Sizet 84" x 11" cards

Drtes: 19560-0

File Arr.: Alphabetical by name of customer
Audit: State

These cards are prepared and entries are wade simulBaneously with

the Sales Journal (Item 3), from the pink Invoice copies, giving the (continued)
7. Agen /xnepresentotlve
LN Director 12-3-5}
" Signature Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
‘ Records Commussnon Public Works.
Date Archivist Date Secretory L17‘
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4 5. Description of Records 6. Recommendation
: Describe records accurately. Include title, form number, size of documents, of Hall of Records
Item work or activity to which the records relote inclusive dotes and quontlty and Board of Public
No. (cubic or linear feet). Show recommended retention périod. Works.
»
2 (cont,) | sales order number and reference, the date of paywent and amount of
the charge and debit for psyment, dates of billing and payment, ond
the balanceg if any.
RECOMSENDATIONe  RETAIN FOR THREL YEARS OR UNTIL AUDITED, WHICHEVEKR
IS LTER, THEW DESTROY,
3 SALES JOURNAL
imantity: 1 post binder, 1 bundle

Sizet 15" x 18" gheets
Drtes: 1959.0-

File Arr,: C(hronological
Audits  State

The fales Journal, recording sales of products made by the State
Use Industriecs, is prepared from the pink invoice copy togather with

the ‘ccounts Keceivable Ledger Cards (ltem 2) at the time of billing,

2iving nure of the customer and the old balance, if any, tha szles
order number &nd reference, the smount, date and balance, & second
balance, and the proof., The totals are cumlated and posted to the

Ceneral Ledger (item 1),
RECOMMELDATIOM:  RETAIN FOR THREE

TS LATER, THEN

YEARS OR PRTIL AUDITED, WHICHEVER

DESTROY,

CASH RE{CIFTS JaUkt L
Cunntity: 1 post binder, 1 burndle
Size: 153" x 18" sheets
Dates: 1959.00
tile /xr.: Chromological
Mrudit:  Stete

This Journnl records psyments for purchases made from the State
tUse Incdustries, giving name of the purchaser and the old balance, if
sny, the sales crder number and the reference, the credit, date ond
bslaonce, a second b=lance, ard the proof. The totzls are cumulated
end posted to the Genercl Ledger (Item 1),

CLCOMMDIDATICHY  DRLTALL FOR THARZE YEARS OX UNTIL AUDITED, WIL{HEVEIR
IS LATER, TdED DESTRIY,
(COUNTS PAYAGLE LECGES (JOLRNAL)
fuantity: 1 post binder
Sizer 11V x 13" gheets
bates: 19%1,..
¥ile Arr.t Chronclogicnl
udit: State
the ‘cenunts Pzvable Ledger is errsnced by sccount number, then by

transmittal nuwbers, piving the amounts for posting to the Cerercl
Leciger {item 1),

RECOMMELDATLION:  RETALL FaRk THRE

IS LATLK, TL

E YoiARS OR W
l) S;l\ .

TIL AU

DLITLD, WHICHEVL

(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.

4 )

CAVITAL EQUIPMENT LEDCER (IUVENTOLY)

Qusantityt 3 vols,

Size: 97 x 12" x 5%

Dntes: 195‘:\00

tile “rr,: LUy title of shop
ftudit: State

This Ledger is an inventory nrxronged bydass or type nf eguipment
under esch shop, one {tem to a page, giving names of tha suppliers
end dates of purchase, order number and cost, depreciation by year
2rnd, in some instonces, repair costs and dates,.

RECOMMENDATIONG  RETALN PEXMANELTLY,

(O STRUCTINN LOAN LEDGER

Cusntity: 1 wvol,, 1 bundle
Stze: 12" x 14" sheets
DGtes: 19"65000

file Arr.s (hromological
fudit: State

The (onstruction Losn Ledger lists transmittals and worronts by
rumber, giving 2mount of the debit, The balance is carried forwerd
with supporting detsiled sccounts,

RECOIEIMDATION:  RETAIN PERMANCUTLY.

GEFERAL ACCOUNTING RECOLDS

Qusntity: 1u cu, {t.
Detes: 1958...

File ‘rr.: (hromnlogical
Audit: State

The following
not necessarily

ere subsidiery accounting records, cll of which moy
te found in the files of this office.

Paid 3ills aend Involces Award of ilontract

Interdepartmental Eequisitions and Shipping Ticket
Purchase ‘rders oank Deposit Slips

femittance Memorandum (Originsl and “ - ' feceipts
fuplicate)

Salee Ivvoices

Interdepartmentsl Sales Invoices

Delivery Ticke:

Shop Grders

tnit (ost Statements

invitotion to Zid

REUOMYEYRATION

Checlk Stubs
{anceled (hecks
weekly Time Sheet
Asgignment Shest
Tine (ards

inmate Payroll

RLTAIN FOR THREE YLARS OR UNTIL
IS LATER, THEN DOST2ON.

AUDITID, WILCHEVED




