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. 1. Requesting Agency

2. Division or Bureau of Requesting Agency
MUNICIPAL COURT OF BALTIMORE CITY

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

B . .
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 hove volue 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 -
[tem Describe records accurately. Include title, form number, size of documents,. ~ |of Hall of Records
No work or activity to which the records relate inclusive dotes and quantity

and Board of Public
(cubic or linear feet). Show recommended retention period. Works. =

Traffic Suzmonses are prepared in quadruplicate by police officers
after moving or parking violations have occurved, A violator is !mﬁd
a carbon copy and the remaining copies are distributed by the (entral
Records Bureau, Police Department, as follows: Original to the Audit
Section of the Traffic Division, Municipal Court of Baltimore City, a

carbon to the Central Recox*do Buremu, and a carbon retained in the
officer's summons book,

The ortglnal suzmmonses received by the Audit Section of the Traffi
Diviaion are sequence-numbered, snd a tabulating card (s key-punched
snd key«verified for each violation. From the tabulating csrds a
Summons Registor is machine-prepared in duplicate, - After the tabue
‘ lating cards are sorted by triel date end therein by book and summons|.

numbers, thay axe filed by trul date in the umald (opcn) tabulating

. Paid summonses (defendant's copy) are validated by the cashier and
forwarded to the Audit Section wherg & tabulating caxd is punched and
verified for each payment, The Pald Docket end a listing of all movigg
violations are machine«prepared from thesa tabulating cards. The
listing is forwarded to the Department of Motor Vehicles. Paid sum-
monses are then bundled with the cashierts adding machine tape and :
stored, The paid punched cards are sorted by book and summons number
and a listing is machine-prepared in duplicate showing book numbar,
sumnons mmnber, end tha transaction mmsber. (ne copy of each of the
listings is retained in the Paid Docket Register,

After sorting by trial date, the palid tabulating cerds are conaui
with tha unpaid tabulating cavds for the same trial date, in order to
purge the file of paywents, Cards remaining in ths £ile are the re-

cetvables. Two days prior to the trial date, the remaining cards for
a certajn trial date are used in the preparation of the Court Docket,
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(6. 80 h{JEST FOR RECORDS RETENTION SCi/L3ULE NO. 428
Holl of Records (Continuation Sheet) PAGE
Commission . NO. 2
5. Description of Records 6. Recommendation
Describe records accurately. include title, form number, size of documents, - |of Hall of Records
ltem 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.
(OOI\:.)

the Recoxrd of Violation forms (triplicate) and the Daily Assignment
of Traffic Cases (sextuplicate), Second notices and warrants are
prepared for all fines remalning unpaid after the trial date.

All parking violation tabulsting cards are removed fxom the open
f1le the day after the trial date, and second notices are iasued for
a new trial date. Second noticaes which cannot be served by the Polige
Department sve forwardad to the Department of Motor Vehicles, which
either gupplies a new address or flags its records to stop issuance
of tags the next registration date., The day following the second
triel date, all unpaid cards arve pulled and uarrants are issued.

The Municipal Court of Baltimore City was created by smendment of
the Constitution of Maryland, becoming effective the fivat Monday of
May, 1961, The court, now composed of fifteen (13) judges, was
vested with the jurisdiction formerly held by the Justices of the
Peace of Baltimore City, including the Police Magistrates, the Chief
Police Maglatrste of Balticore City, the Magistrates-at-Large of
Psitioore City, and the Traffic Court of Baltimore City. (Constitu-
tinn of Myrylend, Article IV, fectinnidl(,) Subsequently, the Municipgl
| Court Act of 1961 provided for dividing the Municipal Court into two
' divisions: ®the criminsl division and the traffic division.” (Anno4
tated Code of Meryland, 1957 Edition es emended, Art, 26, Sec. 108.)

Recoxrdas created by the forwer Traffic Court were continued sudbe
stantially in the same form by the Traffic Diviasion of the Municipal
Court of Baltimore City. This schedule applies equally to the rece

1ovds of the former Traffic Court end of {ts successor, the Traffic
Division of the Municipal Court of Baltimoxae City.

Thess record saries are described below, and the recommended re-
tention period appears st the end of each item,

1 CODRT DOCKETS

Size: 15" x 15" x 37
Dates: 1918,... c e -
Quantity: 306 Cu. ft, ST
File Arrsngement: Chronolozical

Audit ¢ State and City?

NOISSINWOI 54093y 40 TvH
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Prior to 1934, the "Court Dockets” were entitled "Recoxds of

Arrast « Traffic Court,” for the period 1918-1939, and "Magistratets
Pocket of the Traffic Court of Baltimore City,” for the period 1935-
1954, Since 1954, the "Court Dockets” have been continued by the

Traffic Division of the Municipal Court of Baltimore City since its
fnception in May, 1961,

The"Court Dockets" give on individual sheets the following irnfor-
. mation for a certain trial day: The page number, the date, time,
and part of trisl (court scasion); Judpe’s name; the sequence, book,
snd summons rumbers; defendant’s neme and addresaj location and de-
scri;stiso of violation; officer's psyroll mumberi csse number;
operator's or chauffeur's numberj the plea, judgment, and psnalty
snd the amount of State finges, city fines, and court costs paid.

The Paid Docket (Item 2) lists ell fines paid prior to the trial (continusd)
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5. Description of Records :
Describe records accurately. Include title, form number, size of documents,

6. Recommendation
of Hall of Records

ltem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. {cubic or linear feet). Show recommended retention peériod. Works.
l'(cont.) date. .
The recomunendation below spplies to the “Records of Arrest - ‘tratﬂto
Court,” the "Magistrate's Docket for the Traffic Court of Baltimore Aurdppiry v
City,” end the "Court Dockets,” M God®
RECOMMERDATION: RETAIN FOR THREE YEARS OR USTIL ALL AUDIT REQUIRE. Aaras
MENTS HAVE BEEN MET, WHICHEVER IS LATER, THEN DESTROY.
2 |paID pocxsr ‘
Sizes 12" x 14% u 24"
Dates: 19354,.. '

'|State end City fineg and costs, and the sequence mumber assigned to

File Arr,t Chronological : : : :
Audit: State and Cley' : - ,

The Peld Dockat 18 prepared daily from the paid tabulating cards
(Item 7). Individual Gocket shasts for a certain date ghow the fole
lowing information on each violation for which the £ing 18 paid prioy
to the hearing date: The book and summons numbers, location of the
violation, description of the violation, state in which the wehicle
18 registered, license number, operator's or chauffeur's number,

the original summons, The docket sheets ere meintained in transfer
binders vhich hold a month*s accumulation, ' ‘ ‘

RECOMMERDATIONS RETAIN FOR THRRE YEARS OR UNTIL ALL AUDIT REQUIRE~-
MENTS BAVE BEEN MEY, WHICHEVER 1§ LATRR, THEK DESTRQ

TRAFFIC SUMMOKS (Original Copy)

Sizet S5-3/4" x &

Datest 195)...

File Arr.1 tfumerical by sequence wmmber
Audit: Stste and City

The Traffic Summonses (original end carbons) show the following
informationt Docket number, book and summons numbers; name of the
violator, his sddress, ags, occupation, and employer; violator’s
race, sax, height, weight, and date of birth; opsrator and vehicle
license mumbers; make of carj a notation as to whether personal ine
jury or property dsmage or both occurred; location, time, and date
of violation, snd the weather; dste and time of trial, nature of tha
charge, and signatures of officer and wiolator,

After tabulating cavrds have bagn prepared for the summonses and
tha bearing has been held, tha original summonses are bundled with
the originsl copies of the Record of Violation form (ltem 11) end
staored. If second summonses or warrants (Item 12) are issued In
individual cases, the copies of these records are also stored with
the originsl susmonses. The recommendation below applies to the
original summonses or warvants and to the attached Records of Violatlon.

REC: Wi MTION: KETAIN FOR THREE YEARS OR UNTIL ALL AUDIT mmq

HAVE BEEK MET, WHICHEVER IS LATER, THENR DESTROY,
{continued)

Yo
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PAGE
NO. &
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ltem
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5. Description of Records 6.
Describe records accurately. Include title, form number, size of documents, - of

Recommendation
Hall of Records

work or activity to which the records relote inclusive dates and quantity and Board of Public
{cubic or linear feet). Show recommended retention period. Works.

6

TRAPFIC SUMMONS (Defendant®s or Paid Copy)

- Staet 8<3/4" x 4
Datess 1951440 - ' .
File Arr.s DMumerica), by transaction number
Audit: State and City

The information appearing on tha defemnt'l copy of the summons
showing payzent is used for the preparation of tabulating cards for
peid summonges. These summonses ara hmdlcd uwith the cash rcguuz

tape and stored,

RECOMMERDATION: ~ RETAIN FOR 'mamz YRARS OR UNTIL ALL AUDIT WIRB-
- MENTS HAVE BEEK MET, WHICHEKVER IS LAm, THEN DESTROY,

TRAFFIC SUMMONS BJOR (Ot‘ﬂcet‘n Copy)

Sizas S$-3/4" x &*
Datess 19510
Audits State snd Cicy

Traffic Summons Books are issued by the Traffic Division to off-
fcera of ths Baltimore City Police Department, Sumnonses from these
books ere issued to violators in rumerical segquence, After the laat
summong 16 §ssued from e particular book, the book, containing the-
fourth copy of ths gummong, is forwarded to the Auditing Section of
the Traffic Division. The original summons and the £irgt and sacond
carbons sve distributed ss followss

The original suwamons (Item 3) &s rec@bved by the Auditing: .
Section; the fivrst carbon is forwasrded to the Cantral Recoxds
‘Bureau (Police Departmsnt), whare it is used for stitistical
purposes; and the second carbon (defendent’s copy) is issued

to the violstor (Item &),

The recommndation below applies only to the Sunmons Books and to
the coples of the summonses remsinirg thsreisn,

RECOMMENDATION: RETAIN FOR THREE YEARS OR DNTIL ALL AUDIT REGQUIRE-
" NENTS HAVE BEEN MET, WHICHEVER IS LATER, THEN DESTROY,

TABULATING CARDS (Unpald and Opsn Sucmonses)

Stze: ™ x 7.3/8%
Datest 1935,...
File Arr.t Chronological, by triel date

Tabulating cards are ussd to accumulate snd tmansmit information
from the original summons to the Court Docket (ltem 1), the Record
of Violation forms (ltem 11), ths sgcond summonses, warrante for
arrest, and the Summons Register (Item 10). Information punched on
each tabulating card gtves tho book and sunmons numbers, the ssquence
number, .the location and description of the violation, the wvehicle
make, the date and time of trizl, ths issus date, the officex's
nuxber, the suto licenss nuzber snd year, and the issuing state.
When collated with the tabulating cards prepared for paid sumonscs,

they enable the Auditing Section to deteruing which of the original

ny,
~
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Commission _ NO. 3
. ‘ 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 relate, inclusive dates, and quantity
No. (cubic or linear feet). Show recommended retention period.
6 _(cm\t.)

sumsonges have not been patld prior to the trial date.

and Board of Public
Works.

The cards for unpald sumxonses are retained in an open file

and may be dastyroyed as soon as 0o longer needed by the office,
7 | TABULATING CARDS (Pald Sumnonses) |
Sizer 3k x 7.3/8% ‘

Dotast 193744.
File Arrx.?

sction punber, and amount of the fine,

After preparation of the
Register, thas matched (paid) cards are stored.

In 8 letter dated September 27, 1957, from the Mall of Records,

PAID DOCKET REQISTER

Sise: 8" x 11w x 2¢
Dates: 19%5G...

File Arr.: Chronological
Audit: State and City

The Paid Docket Registers contain dally wmachine tabulations of
susmonses paid.

Bach sheet shows for each summwons the series desige
nstion, the book numher, the sumwoons nunber, the cashier's number,
and the transsction number.

The sheets are filed in transfer binderp
vhich hold a month's gccumilation,
RECOMMENDATION: - RETAIR FOR THREEE YEARS OR URTIL ALL AUDIT REQUIRE.
MENTS BAVE BEER MEY, WHICREVER IS LATER, THEN DESTROY.
DAILY ASSIGRMENT OF TRAFFIC CASES ‘
Siger 8" x 11"
Datens 1955...
File Axr.t Chronological

These sheets are machinseprepared daily for convenience of refer-
preparved in sextuplicate.

encs by judges, defendants, ard the general public,

Each form is
The original and ong carbon are filed in

by
trial date until the fine is pald or the casa is closed by a hearing
After a case is closed, the card pertaining to that cosa 18 of no

further use to the Auditing Section and is considered nonrecord

within the maaning of the statute governing nonrecord material (Anno:
taoted Code of Maryland, 1957 edition as amended, Art, 41, Sec, 179),

Pald Dacke

thase cords wers duclered to be-nonrecord material in accordance wit

the statuts governing nonrecord meterial (Ann, Codc of Marylerd, 195
edition as amended, Art. &1, Sec. 179) and may be destroyed as soon
as no longer needed Dy the office,

18M caxds are used to accumilate snd tranemit (nformation from the
paid sumvonses (defendant®s copy, Item &) to the Paid Docket (Item 2)
and to the Paid Docket Register (Item 8). Each tabulating card §s
key~punched to show the summons mumber, the trial date, the trange

then collated with tha tgbe
ulating cards prepared for the original surwonses, thay ensble the

Auditing Section to determing which original summonses have not been
pald prior to the hearing date,

Loy
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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
ltem work or activity to which the records relote inclusive dotes and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works,

9 (mt.)

10

11

the Audit Sectioni one copy is foruvarded to the Judge conducting .
hearings; ond three copies ars posted counspicuously for the infore

mation of defendants and the gensrsl public. Bach foxm shows the
date and tims of trial, the book and summons numbers, the defendant?
nene, the officer's number, and the case number. Since this form
contains information appearing also in the Court Docket (ltem 1),

vhich is audited and retsined for st least three yesrs, &ll copies
remoining in the Traffic Division ave therefore considered nonrecord
within the mesning of the statute (Ann., Code of Maryland, 1957 editipn

88 smended, Art, 41, Sec, 179) nndmybom:nyed £8 800N 88 1O
longer nsedad by the offica.

—

SUMMORS RECISTER

Sizetr 8%* x 11V x 3Iv
tasl 195G..s

File Arr.t Chromolopical

Audite State and City

The Susmons Registers contain daily maching-tabulptions of origie
nal summonses processed, The shaets are placed in transfer binders
vhich hold a month's gccumulation., Bech sheet shows the following
information for each summons-processedt..Vehicle 1icense number,
state, sequence number, book and summons mumbers, and date,

RECOMMEMDATION: RETAIN FOR THREE YEARS OR UNTIL ALL AUDIT REQU!R&-
.. VENTS ARE MEY, WHICHEVER IS LATER, THEN DESTROY.

RECORD OF VIOLATION

Sizes 4" n 6%

Datest 1950,

File Arr.t Chronological, by date of trial
Audity State end City

Recoxrd of Violstion forms ere machine-prepared from the cabulattnF
cards for unpaid and open sumonses (item 6). Bach .fora is prepared
in triplicate, the original and two csrbons (defendant?s and D.M.V,
copies) being forwarded to the Judgs for use during the hearing,
The Judge snters the plea, the judgment, snd a breakdown of the £ino|
snd court costs. Specifically, tha Record of Violation form gives
the following tnformation: Book and summons numbers, defendant's
nans and sddress, operator's licenss mumber, time and place of trial
a description of the violation, maks and license mumber of the
vehicle, the cfficarts number, ths plea and judgment, a dreskdown of
State and City shares of finss, court costs; the sumtons tssue date,
the trial date, ths signatures of Judge and Clerk, and information
on companion cases involving the defendant, (e.g., location and date
of offensa, srresting officer's name, trial dates and times, smount
of collateral or bail posted, ags, speed of wehicle, whother the
accident:resulted in fatality or personal injury, and whether jury
trisl was prayed oxr waived.)

‘The original copy is retained by ths Audit Section and is stored
with the original Sumwons and Warvant (ltesms 3 and 12) to which it

NCISCIWIN0) SQ¥023Y 40 TIVH
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Commission NO. ?
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 quantity and Board of Public
" No. (cubic or linear feet). Show recommended retention period. Works.

J

12

14

11 (cont,)

pertains, Tha dafendant wetains the second copy, and the third coﬁ
is forwarded to the Depsriment of Motor Vehicles for posting to the
violatorts driving record, The rvecommendation below applies only to
the original copy and the attached summonses and warrants,

RECOMMENDATIONS RETAIN FOR THREE YBARS OR UNTIL ALL AUDIT RE(UIRE-
' MERTS ARE MET, WHICHEVER IS LATER, THER DESTROY.

SUMMONSES AKD WARRANTS

Sige: ™ x 9°
Datest 1954000
Flle Arr.t By sequence musber
Audits Stote and City ‘

Thie item consists of Traffic Division copies of second gummonses
and of warrants issued., The originals were sarved on violators ine
volved in both parking and moving violations. The Traffic Divieion
retaing the carbon copias in bundles which also include the copy of
:he Rec:)md of Violation forms {(Itenm 11) and the original Summonses
Item 3 *
1

RERCOMMENDATION: RETAIN FOR THREE YEARS OR DNTIL ALL AUDIT REQUIREe
MENTS AR MET, WHICHEVER IS LATER, THEN DESTROY,.

SUMMONS CONTROL BOOKS

Form No.3 350“'?0B.

Sises B4" x 11%

Dotest 195246e

File Arr.y By saries letter snd therein by book mumber

Audits State and City

The Summons Control Books contain the Auditor®s YTreffic Summons
Checking Sheets, Individual sheets provide a running record of the
summonses vhich have been issued from a particular summons book,
Posting to the Summona Control Book is done daily, based on the Sume
wons Register shests (Item 10). The Summons Contyol Books and the
Summons Register provide an index to the originsl summonsas,

Individual sheets tn the Summons Control Books show the summons
book nmumbex, date of return of the sumoons book by the Police D.pattj
ment, the summons serial number, ths date of vaturn to the Treffic
Division Auditor, and tha disposition of the summons (paid, warrant
fesued, warrant recalled, etc.,), an explsnation of any summonses not
returned, and the receipt date.

RECOMMENDATION: RETAIN FOR THREE YRARS OR UNTIL ALL AUDIT REQUIRE~
MENTS ARE MET, WHICHEVER IS LATER, THER DESTROY,

WARRAKT RECALLS

Sieat. 84" x 11"
Dates? "955000
Fila Arr,: Chronological

Division and foxwavrded to the Police Department to recsll arrest

—

Warrant Recalls are memoranda-type records prepared the rratfqt

NOISSIINOD $a¥093Y 40 TIVH
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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
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No. lcubic or linear feet). Show recommended retention périod.

Works.

15

14 (cont.)

vammtn recall of warrants is also posted §n the Susmons Control
Book (Item 13), The individual sheets sve prepsved in duplicate,

otie copy of which is forwarded to ths Baltiwore City Police Departe
oent, Esch sheat {e numbered snd gives the date, time, teletype
munber, neme and address of the person for whom the warrsnt was is

book and sumons numbers, clerk®s signature, reasons for return of t
warrant, and the nev trigl date.

This is & housgkeoping~-type record and has no furthsr valus to
the operation of the office, After tha copy is foruvarded to the
Police Departmant, the copy retaived by the Traffic Diviseion 18 cone
stdexed nonrecord within the maaning of the statute (Ann, Code of
M3., 1957 edition as cmended, Art. 41, Sec. 1793, md may ba destro

ACCOUNTING RECORDS

Sizer 64" x 11%

Dates: 1952...

File Arr,t Chronological
Audits State end City

This iten {ucludes all standaxd aeccounting forma used by State
agoncies as supporting dats to the final books of entry, although
| a1l of the records listed delow will not necessarily be found in

the accounting vrecords of thig office. The final booke of entry,
the Cash Books (1939...), are to be vetained permanently.

Specifically, thess supporting records sret-
: . Comptroller of the
Form RNo, .

Vemorandum of Adjustment

BeleS . Distributtion of Charges

Bl & Bok Trangmitial

DD-1 Certificate of Daposit snd Bank Dsposit Slip

R-2 ormerly MR2) Nonthly Report of State Funds Collected & Deposited
Distribution of Unexpended snd Obligated Balances

Monthly Statement of Bslances

Purchasing Buresu te Of Budpet & Procuramenl:

1=A Rggquisition for Supplies
&7-A Purchase Oxder
10016

Out=of-8chedule Begquisition for Buppnu
39«A & 40-A Stores Requisitions*

CFe2 & CFe3 Copy of Contract Awarded
27«A Copy of Contract Awsrded
CF-1

Cspital fund Requisition for Equipmnt
100/28 . Actual Emergency and Repairs Report
26=A Notice of ‘Auwoxrd of Contract
51 v Report of Partial Delivery
32 Co Credit Nesorandum

Delivery lnwoice

4
a3 socon o8 no longer needed by the cfﬂce. . ?6

(continued)
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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
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No. (cubic or linear feet). Show recommended retention period. Works.

13 (cont.) . Budget Buresu (Dept. of Budget & Procurement)

16

BB.1, Tev, (formorly BBO1 & BB-2) Budgst Schedule Azendment
B.P.Inv. R101 Bsport of Fixed Assets, (anrusl)
B.P.Inv. R102 Report of Materials end Supplies (armual)

B.P.Inv, 6 Materials and Supplies Fhysical Inventory (anrual)
f“ Fom Budgat E.clwatea. Fiscal Year
#1 thru #l :
Other Records
Tims Reports ,
Expensa Invoices - S _
: . : : b

Vendors! Invoices

Bank Deposit Slips

Bank Statsments '

Bank Deposit Receipts

Canceled Checks

: -Check Stubs

RECOMMENDATIONS RETAIN FOR THRER YEARS OR UNTIL ALL AUDIT REQUIBE-
. MEKTS ARE M=T, WHICHEVER IS LATER, YHEN DESTROY,

ACCOUNTING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A
GENERAL RECORDS BETENTION SCHEDULE

Payroll « prior to July 1, 1953 (Genersl Schedule Ho, G-1, Iteml-d,
appyoved by the Bosrd of Public Works, 1/11/54.)

YEARS OR UNTIL A\IDITSD, WHICHEVER IS LATER, THENL
DESTROYED,

RECOMMENDATION:
AUDITED, WHICHEVER IS LATER, THEX DESTROYED,

2-b, approved by BPW 1/11/54)%

Transmittal Form E-1 or E-k {Conptroller of the Treasury form)

¢“Following recommendation spplies to all the sbove recordss
RECOMMENDATION!
: AUDITED, WHICHEVER IS LATER, THER DESTROYED.

{continued)

RECOMMENDATIONS AGENCY COPY OF THIS FORM IS TO BE RETAINZD FOR FIVE

Payrou Journal - (Gen, Sched., G-2, Ttem led, approved by BPY l/lllSoLn)
AGENCY COPY TO BE RETAINED FOR THREE YEBARS OR UNTIL|

Payroll Exceptions, Additions & Deductionz « {(Gon, Sched. G=2, Item

Pay Werrants « (Gen, Sched. G+3, Item 3, spproved by BFW $/10/54)*
Receiving Marrants « {Gen Sched, G-4, Item 3, approved by BPW 5/10/54)*

IINOD SAY¥023Y 40 TI¥H
Q31A0Yddy

i0IS?

A

AGERCY COPY TO BE RETAINED FOR THREE YEARS OR DNTIL
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/e ey £ est For RecorDs ReTENTION SCPEBULE
7 Hall of Records i (Continuation Sheet)

Commission

SCHEDULE - .
NO. 428
PAGE

Nno. 10

. 4.
Item

No.

5. Description of Records
Descnbe records accurately. Include title, form number, size of documents,
work or ‘activity to which the records relate inclusive dates, and quanhty
- {cubic or linear feet). Show recommended retention périod.

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

17

18

| mASTER AUTHORILZATION

This State-wida form of the Comlnimr of Paersonnesl is» the
authorizstion for entering the woployee's name on the payroll or
for making eny changes in pay rate, It also shows all pay deducty

RECOMMERDATIONS RETAIN WHILE ENPLOYED AND FOR THREE YEARS AFTER DA
OF SEPARATION OR UNTIL ALL AUDIT REQUIREMENTS ARE
MET, WHICHEVER 18 LATER, TREN DESTROY.

LEAVE RECORDS

Dates: 1932444
Audit: State end City

‘This file includes the fallowmg recoxdsgie -

Leave Record Card, Form SEC 128-A (old) and NS-920 (new), s
‘standard State-wide form, prepared ennually for each
eaployee

Leave Applications

Doctora' Certificates

RECOMMENDATION: RETAIN FOR THRER YEARS OR UNTIL ALL AUDIT REQUIRE~
. - MENTS ARE MEY, WHICREVER IS LATER, THEN DESTROY,

-~
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