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2. Division or Bureau of Requesti\ng Agency
Annapolis Office

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

the period of time indicated.

- B 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 hove 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
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No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relqte inclusive dotes and quanmy
{cubic or linear feet). Show recommended reiention penod

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

THIS SCHEDULE SUPERSEDES SCHEDULES #343 (2/16/59) AND #355 (10/21/59);
ALSO SCHEDS.#3 {10/19/53) AND #18 (1/11/54).

In the Colonial period, the financial operationsof the colony were
administered by two treasurers, one for the Eastern Shore and one for
the Western Shore. This system was continued under the Constitution
of 1776, However, the dutjies and prestige of the Eastern Shore Trea-
surer gradually waned in the next 65 years, as the Treasurer of the
Western Shore, residing in the State capital at Annapolis, increased
his control over the State finances. In 1841, the Constitution was
amended to abolish the office of Treasurer of the Eastern Shore, and
in 1851 the new Constitution prov!ded for a single State Treasurer .
and for a Comptroller,

Earlier, in 1834, the General Assembly had established the office
of Commissioner of Loans to negotiate and contract for loans author-
ized by the General Assembly and to keep the records relating to the
public debt,. This office was not continued in the Constitution of
1851, and the new State Treasurer inherited the records of the two
Shore Treasurers, as well as those of the Commissioner of Loans. In
most instances, the Treasurer continued to use the same bookkeeping
procedures used by his predecessors.

TRANSFER BOOKS

Size: 9" x 14" x 2%

Quantity: 11 volumes

Dates: 1835-1928; DISCONTINUED
File Arrangement: Chronological
Audit: State '

The Transfer Books are records of transfers in ownership of State

bonds prior to 1928, giving dates of transfers, ledger and folio of (continued)
1. Agency, DlvuSlon or Bureau Representatlve
PAVEE: ,J( £ i e Chief Deputy Treasurer JUN 13 1969
: ’ Signature ) Title Date

Schedule ‘Authorized as Indicated in Col. 6 by Hall of
J Records Commission. Public Works.

Disposal Authorized as Indicated in Col. 6 by Board of

Date Archivist Date e
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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.

(cont,)

recordation in the Stotk Ledgers (Item 2), from whom and to whom
transferred, dates and numbers of the cancelled certificates, dates
and numbers of certificates issued, dates from which the certificate#
bore interest, dates after which they were redeemable, and the amoun
and descriptions of the loans,

Transfer Books for the period 1835-1928 have been deposited in theg
Hall of Records (State Record Center).

RECOMMENDATION: RETAIN PERMANENTLY. TRANSFER ACCUMULATION TO THE
' HALL OF RECORDS (STATE RECORD CENTER),

STOCK LEDGERS

Size: 9" x 14" x 2%
Dates: 1825...
Quantity: 18 vols,
Index: Internal alphabetical
- File Arrangement: Chronological
Audit: State

The Stock Ledgers are final books of entry for stock transfers
and are similar to the Transfer Books in content, except that individ
ual certificates are not entered---total amounts only are showm.
Entries are arranged under the names of the stock owners, giving the
dates of transfer and names of original owners, a description of the
stock (bond) issue, when redeemable, the date from which the stock
bears interest, and the amount issued.

This record will be discontinued after the last entry in the cur-
rent series is made.

Stock Ledgers for the period 1825-1924 have been transferred to
the Hall of Records (State Record Center).

RECOMMENDATION: RETAIN PERMANENTLY. THREE YEARS AFTER THE LAST ENTR
IS MADE IN THE CURRENT SERIES, TRANSFER TO THE HALL
OF RECORDS (STATE RECORD CENTER).

COUPON REGISTERS OF BONDS

Size: 24" x 23" x 2"

Quantity: 43 vols,

Dates: 1834-1933 (gkips); DISCONTINUED
File Arr.: Chronological

Bond issues, representing State indebtedness, were entered in this
record series. The binding of each volume carries the title of the
loan or issue, and the date. Separate pages or groups of pages for
each series show the bond number, the numbers and amounts of the ine
dividual coupons, the dites due, the dates of payment, and the dates
of destruction of paid coupons. Complete columnar entries were sel-
dom made after 1920,

The Coupon Registers of Bonds for 1834-1933 have been transferred
to the Hall of Records (State Record Center).

RECOMMENDATION: RETAIN PERMANENTLY, TRANSFER ACCUMULATION TO THE

HALL OF RECORDS (STATE RECORD CFENTER).

{continued)
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6. Recommendation
of Hall of Records
and Board of Public
Works.

4

‘Iplement the Coupon Registers of Bonds (Item 3), and the colummar

COUPON JOURNALS AND REGISTERS OF BONDS

Size: Registers of Bonds,
24" x 23"
Quantity: 441 vols., (Journals: 278; Registers, 163)

Dates: Journals, 1905-1949; Registers, 1914-1957, DISCONTINUED

These two record series were apparently designed to replace or con-

Coupon Journals, 18" x 14" x 3v;

arrangement closely duplicates that of the Coupon Registers. Prior
to 1920, however, these series contain only a few scattered entries,
which are contained in full in the Coupon Registers. A search of
this record series for the period subsequent to 1920 reveals no en-
tries made after 1920, but the reason for continuing this series
without entries 18 not known,

The records have n&
of the office and have
the Hall of Records,

RECOMMENDATION: DESTROY ACCUMULATION,

legal or administrative value to the operation
no value as archival material for deposit in

BOND RECORDS (REGISTER OF STOCK)

Size: 14" x 18" x 2" (average)

Quantity: 12 vols, =-=-- Bond Record, 8 volm.; Register of Stock,
2 vols.; Register, 1vol,; Susquehanna & Tldewater
Canal Col, 1 vol. :

Dates: 1835-1914 (skips); DISCONTINUED

File Arr,: Chron,

This record series, entitled Bond Record or Register of Stock at
various periods, was arranged by bond series, giving the numbers of
the bonds issued, the proprietor and the amount owned, with notations
of transfers and cancellations. Destruction of retired bonds is
entered for certain series but does not appear for others.

The Bend Records and Registers of Stock have been transferred to
the Hall of Records (State Record Center).

RECOMMENDATION: RETAIN PERMANENTLY. TRANSFER ACCUMULATION TO THE
HALL OF RECORDS (STATE RECORD CENTER).

RECORD OF BONDS AND COUPONS RECEIVED  AND DESTROYED, AND
REPORT TO THE GENERAL ASSEMBLY

Size: 16" x 12" x 2¢

Quantity: 3 vols,
Dates: 1892..¢

File Arr,: Chron,

According to the provisions of the law (Article 95, section 17,
Annotated Code of Maryland, 1957 Edition as amended), this record is
Paintained to list redeemed and paid bonds and coupons accounted for
and reported by the State fiscal agent to the State Treasurer or re-
turned to the Treasurer by the fiscal agent at the discretion of the
[Treasurer,

(continued)
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6 (cont.)

Each State loan is recorded separately, giving the number of cou-
pons paid, the series, the due date, the coupon value, the amount

The Comptroller of the Treasury and the Treasurer or the State fis
cal agent, at the discretion of the Treasurer, shall certify to the
destruction of such bonds and coupons, and summarized reports shall
be filed with the presiding officers of the two houses of the General
Assembly,

The recommendation below applies equally to the Record of Coupons
Received and Destroyed and the Report retained by the Treasurer,

The. coupon volumes for 1892-1942 have been transferred to the Hall
of Records (State Record Center).’

RECOMMENDATION: RETAIN PERMANENTLY: RETAIN FOR FIVE YEARS IN THE
OFFICE AFTER THE LAST PERTINENT DATE OR RECORD ENTRY|
THEN TRANSFER TO THE HALL OF RECORDS (STATE RECORD
CENTER),

PIVIDEND BOOKS (INTEREST BOOKS)

Size: 12" x 16" x %"

Quantity: 102 vols (Dividend, 95; Interest, 7)
Dates: 1904-1963; DISCONTINUED

File Arr.: Chronological book entry, ledger-type entry after 1963

Dividend Books, maintained in ledger form by bond issue, show the
lsemi-annual interest due on outstanding State debts for dates on which

the calculations are made, The various loans are listed, together
ith the designation of the series due, the rate of interest, the
rincipal, the calculated amount of interest due on each loan, with
he total amount of principal and interest carried forward, This rec-

paid out for each series, and the total paid out to date for all loank,

rd (1904-1929) shows the names of holders and, in some cases, addresses.

tween 1904 and 1909, the payees' signatures appear. A similar rec-
rd series, "Interest Book,' was maintained from 1904 to the end of
iscal year 1963,

All Interest Books and Dividend Books, 1904-1963, which have been
ransferred to the Hall of Records will be destroyed according to the
ecommendation below, .

These discontinued records have no legal or administrative value
to the Treasurer's office and are not considered to be of archival
quality for permanent deposit in the Hall of Records.

RECOMMENDATION: DESTROY ACCUMULATION.

RECORD OF TREASURY REMITTANCES FOR DEPOSITS

Size: 16" x 17" x 1"

Quantity: 24 vols (One unnumbered)

Dates: 1895-1935; DISCONTINUED (See Item 9)
File Arr.: Chron,

This recoxrd accounts for deposits to the credit of the General Fun
Entries include the date, the name of the drawer, the transactionnu

Ty

(continued)
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Size: 15" x 12" x 1°
Quantity: 28 vols
Dates: 1935.0.

File Arr.: Chron,
Audit: State

This record 1lists in columnar form the date of the deposit, the
nature of the deposit, certificate of deposit and transit letter (TL))
neine of the depository, and the amount deposited. Remittances from
the State Accident Fund were included after 1935 (Item 10).

Beginning in September 1965, the Record of Deposit Book replaces
the discontinued Cash Receipts Journal (Item 19) as a Record of Re-
celpt for banks and agencies.

RECOMMENDATION: RETAIN PERMANENTLYj RETAIN IN THE OFFICE FOR THREE
YEARS OR UNTIL AUDITED, WHICHEVER 1S LATER, THEN
TRANSFER TO THE HALL OF RECORDS (STATE RECORD CENTEXJ

RECORD OF TREASURY REMITTANCES FOR DEPOSITS FROM THE
STATE ACCIDENT FUND

Size: 14" x 16" x 1Iv

Quantity: 5 vols,

Dates: 1914-1935; DISCONTINUED
File Arr.: Chron,

This record is the Treasurer's accounting for deposits to the
credit of the State Accident Fund, Entries include the date, name o#
the drawer, transaction number, name of the bank on which drawn, the
payee (either Accident Fund or Treasurer), the last endorser, the
warrant number, and the amount covered by the warrant.

After 1935, entries were made in the Books of Receipts and Dis-
bursements (Item 11) until 1963, when such entries were continued
on the Ledger Cards (ltem 16).

This series for the period 1914-1935 has been transferred to the
Hall of Records (State Record Center).

RECOMMENDATION: RETAIN PERMANENTLY, TRANSFER ACCUMULATION TO THE
HALL OF RECORDSs (STATE RECORD CENTER).

(continued)

Commission :z«,GE
4 5. Description of Records 6. Recommendation
. Describe records accurately. Include title, form number, size of documents, of Hall of Records
Qam work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o. (cubic or linear feet). Show recommended retention period. Works.
8 (cont, he name of the bank on which drawn, the payee (State Treagure thJ
( ) fast endorser, the warrant num T 4nd the zmougt covered. by tﬁ%' A
warrant, (See Item 9 for continuation).
Records of Treasury Remittances for Deposits, 1895-1935, have been|
transferred to the Hall of Records (State Record Center),
RECOMMENDATION: RETAIN PERMANENTLY. TRANSFER ACCUMULATION TO THE
HALL OF RECORDS (STATE RECORD CENTER).
9 RECORD OF DEPOSIT BOOKS

)e
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11 STATE ACCLDENT FUND, BOOKS OF RECEIPTS AND DISBURSEMENTS

Size: 14" x 18" x 2"

Quantity: 18 vols.; 16 bundles
Dates: 1914-1963; DISCONTINUED
Audit: State

File Arr.: Chron,

These record books contain dafly entries for Receipts and Dis-
bursements arranged in columnar form, giving the date, name of vendorn,
certificate of deposit number, receiving or disbursing warrant number,
and debit or credit amount,

The book~type record was discontinued on June 30, 1963, and_Ledger
Card Entries (Item 16) were the only entries made thereafter.

This account was transferred to the Commissioner of the State
Accident Fund in 1967, and thereafter the Treasurer's records
show only withdrawals made pursuant to warrants issued from the Fund.

These Books of Receipts and Disbursements for 1914-1963 have been
transferred to the Hall of Records (State Record Center).

RECOMMEMDATIONs RETAIN PERMANENTLY. TRANSFER ACCUMULATION TO THE
HALL OF RECORDS (STATE RECORD CENTER).

.Z STATE LEDGER

Size: 24" x 16 x 3%
Quantity: 22 vols.
Dates: 18521922, (Ledgers A-S) DISCONTINUED

Thig record lists State agencies and State-aided 1nstitutions,
showing for each the amount appropriated, the authority for the ap-
propriation, and a monthly total of expenditures during each year,
with dates and warrant numbers.

From 1922 to 1931, entries were posted to the Books of Receipts anjj
Disbursements (Item 17), which replaced the State Ledger. In 1931,
Ledger Cards were introduced, and entries have been made to these
cards since that date.

State Ledgers A-S (1852-1922) have. been transferred to the Hall of
Records (State Record Center).

RECOMMENDATION: RETAIN PERMANENTLY., TRANSFER ACCUMULATION TO THE
HALL OF RECORDS (STATE RECORD CENTER).

13 DAY BOOKS (CASH BOOKS) TO THE STATE LEDGER

Size: 20" x 22" x 3¢

Quantity: 34 vols,

Dates: 1852-1922; DISCONTINUED .
File Arr.: Chron,

. This record contained monthly entries for cash receipts and dis-
bursements and was a book of entry to the State Ledger (Item 12.)

The entries for receipts include the warrant number, the amount, folid
number, name of the individual, company from whom received, and a

(continued)
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13 (cont,

14

15

16

) breakdown as to whether the receipt is from franchise tax on busi-
ness corporations, with penalty and interest, from collectors, or
from incorporated institutions., Disbursement entries show the war-
rant number, the amount, folio number, to whom disbursed, and the
amount,

have been transferred to the Hall of Records (State Record Center).

RECOMMENDATION: RETAIN 'PERMANENTLY. TRANSFER ACCUMULATION TO THE
HALL OF RECORDS (STATE RECORDS CENTER).

FUND LEDGER

Size: 20" x 22" x 3¢
Quantity: 5 vols.
Dates: 1852-1929; DISCONTINUED

The Fund Ledgers were records of the amounts received from bond
issues, loans and interest, and the encumbrance of the funds so de-
rived.

Fund Ledgers, 1852-1929, have been transferred to the Hall of
Records (State Record Center).

RECOMMENDATION: RETAIN PERMANENTLY. TRANSFER ACCUMULATION TO THE
HALL OF RECORDS (STATE RECORD CENTER).
DAY BOOKS TO THE FUND LEDGER

Size: 20** x 22" x 3"
Quantity: 5 vols,
Dates: 1852-1929; DISCONTINUED

The Day Books were daily records containing entries of receipts
and encumbrance of funds for entry in the Fund Ledger (Item 14),

(State Record Center),

RECOMMENDATION: RZTAIN PERMANENTLY., TRANSFER ACCUMULATION TO THE
ALL OF RECORDS (STATE RECORD CENTER).

LEDGER CARDS

Size: 9" x 12¢
Quantity: 48 cu. ft.
Dates: 1931...

Audit: State

ing State funds on deposit., They are utilized to reconcile paid

bank, the card number, and lists in colummar form the old balance,

rnd amount of any deposits, and the date and amount of the new balance.

Dcy Books numbered 1-18 and 1-15 to State Ledgers A-$S (1852-1922)

Day Books, 1852-1929, have been transferred to the Hall of Recoxdg

File Arr.: By year, by bank, and numerical by card number thereir

Ledger Cards are the Treasurer's record of balances in banks hold-

checks against the carbon copies of checks issued. A card pertaluning
to an account in a particular bank shows the name and address of the

the date, a listing of the amounts of various cleared checks, the date

(continued)

6. Recommendation .
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16 (cont.,) This series includes ledger cards for the State Accident Fund,
beginning with fiscal year 1965,
! Ledger cards, 1931=-1960, have been trangsferred to the Hall of
Records (State Record Center).
RECOMMENDATION: RETAIN PERMANENTLY. RETAIN IN OFFICE UNTIL AUDITEDW
THEN TRANSFER TO THE HALL OF RECORDS (STATE RECORD
CENTER) . ’
17 BOOKS OF RECEIPTS AND DISBURSEMENTS

18

Size: 15" x 18" x 2i&*
Quantity: 32 vols,

Dates: 1856-1931; DISCONTINUED
File Arr.: Chron,

Audit: State

This record contained the Treasurer's accounting for receipts and
disbursements until 1931, when the accounting for receipts and dis-
{bursements was separated into two record series: the Cash Receipts
Journals (Item 19), and the Cash Disbursements Journals (Item 18).
Daily entries in the Books of Receipts and Disbursements show the
date, name of individual or institution making the deposit, the payee
or debt to which the disbursement is applied, the warrant number
(either paying or receiving), and the amount covered by the warrant
entered in either the debit or credit columm,

Books of Receipts and Disbursements (1856-1931) have been trans-
ferred to the Hall of Records (State Record Center),

RECOMMENDATION: RETAIN PERMANENTLY, TRANSFER ACCUMULATION TO THE
’ HALL OF RECORDS (STATE RECORD CENTER).

CASH DISBURSEMENTS JOURNALS

Size: 14" x 12" x 3"
Quantity: 2 vols,; 25 bundles
Dates: 1931...

File Arr.: Chron,

Audit: State

Since 1931 the Treasurer's records of disbursements have been
maintained in these Journals. Prior to that date, journal entries
for both cash disbursements and cash receipts were recorded in the
“Books of Receipts and Disbursements" (Item 17). The non-current
Cash Disbursement Journal sheets are bundled and stored by year.
Each sheet (arranged chronologically by number) shows the day's date

the warrant number for each disbursement, amount of each warrant, ad
a total of all disbursements as of the end of each month.

Cash Disbursements Journals for 1981-1963 have been transferred t
the Hall of Records (State Record Center).
RECOMMENDATION: RETAIN PERMANENTLY. RETAIN FOR FIVE FISCAL YEARS I

THE OFFICE OR UNTIL AUDITED, WHICHEVER IS LATER, THE
TRANSFER TO THE HALL OF RECORDS (STATE RECORD CENTER)

name of the individual or department for whom the funds are disbursed,

( CONTINUED)
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19 CASH RECEIPTS JOURNALS
Size: 14" x 12" x 3¢
Quantity: 3 vols.; 25 bundles _
Dates: 1931-1965, September. DISCONTINUED (See Item 9, Record
File Arr.: Chron. ) of Deposit Books)
Audit: State
Since 1931, and until September 1965, the Treasurer's records of
receipts were maintained in these Journals. Prior to that date,
journal entries covering both cash receipts and disbursements were
recorded in the "Books of Receipts and Disbursements" (Item 17). ThJ
non-current Cash Receipts Journal sheets were bundled and stored
according to year. Daily postings showed the day's date, name of the
individual, department, or institution from whom the funds were re-
ceived, the warrant number, the amount of the warrant, total disburse-
ments and receipts as of the end of the month, and the balance to be
brought forward,
Cash Receipts Journals for 1931-1963 have been transferred to the
Hall of Records (State Record Center).
RECOMMENDATION: RETAIN PERMANENTLY. RETAIN FORFIVE FISCAL YEARS IN
THE OFFICE OR UNTIL AUDITED, WHICHEVER IS LATER, THEN
TRANSFER TO THE HALL OF RECORDS (STATE RECORD CENTIER).
QO BANK BALANCES
Size: 16" x 12" .x 3"
Quantity: & vols, ) ,
Dates: 1913-1931; DISCONTINUED (See Item 16, ledger Cards) .
File Arr.: Chron. '
Audit: State
These volumes list various banks in which the State had deposited
funds. The entries for each bank show the following:- the date, checK
number, warrant number, credit amounts, debit amounts, and the bal=-
ance for a particular date.
in 1931, the Treasurer began maintaining the record of balances in
individual banks on the Ledger Cards (Item 16).
RECOMMENDATION: RETAIN PERMANENTLY. TRANSFER TO THE HALL OF RECORDS
(STATE RECORD CENTER).
21 LISTS OF STATE DEPOSITORIES WITH THEIR SURETIES
Size: 14% x 9" x 1", and 12" x 14'" x 1"
Quantity: 7 vols,
Dates: 1901,... .
File Arr.: By institution and chronological therein
Index: Volume index
Audit: State
‘ The Treasurer, in meeting the requirements of the law relating to
State deposits (Article 95, Sec. 14, Annotated Code of Maryland, 1957
edition as amended,) requires security fromvarious banking institu-
tions which hold State funds on deposit. This record gives, in col-
) (continued)

|




;]'

FORM HR.RM 1A ' A . Ea;
(8-60) REfﬁL‘ST FOR RECORDS RETENTION SCHE¥YJLE
Hall of Records

Commission

(Continuation Sheet)

SCHEDULE

no. 475
PAGE

NO. 10

4.

o
0.

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

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

21 (conto)

22

23

24

taken, amount, and remarks (date of withdrawal),

umnar form, the date, name of the surety company, amount of the

surety, date of premium expiration, and remarks ("expired," "renewed,
"canceled").

Earlier record books give the date of deposit, number of the Cer-
tificate or bond, date of issue, character of securities, rate of
interest, when payable, when exchanged, par value, value at which

Records for 1901-1916 have been transferred to the Hall of Records
(State Record Center).

RECOMMENDATION: RETAIN PERMANENTLY; RETAIN IN THE OFFICE FOR FIVE FI
YEARS OR UNTIL AUDITED, WHICHEVER IS LATER, THEN
TRANSFER TO THE HALL OF RECORDS (STATE RECORD CENTEX

SECURITY LISTS

Size: 8%" x 14"
Dates: 1942,..
File Arr.: Chron,

This file consists of typescript listings of securities pledged
bv banks to secure deposits of State funds., This record is brought
up=-to<date and retyped periodically.

RECOMMENDATION: RETAIN UNTIL REPLACED BY NEW LISTING, THEN DESTROY,
' PROVIDED THAT THE RECORD IS AT LEAST THREE YEARS OLD

RECORD OF BANKS EXAMINED

S§ze: 14" x 11" x 1*

Quantity: 2 vols.

Dates: 1899-1912; DISCONTINUED
File Arr.: Chron,

This item includes record books maintained by the Treasurer to shoy

the name of the bank (or trust company) examined, its location, by whom
examined, and the date of examination.

RECOMMENDATION: RETAIN PERMANENTLY. TRANSFER ACCUMULATION TO THE
HALL OF RECORDS (STATE RECORD CENTER).

INSURANCE POLICIES AND DEEDS

Size: Folded papers

Quantity: 57 document drawers
Dates: 1891..,

File Arr.: Chron,

This item covers insurance policies on State property, buildings
and equipment, including fire insurance and title insurance policies,

the latter being filed with deeds to which they relate. insurance infors

SCAL

) .

mation is recorded in the Insurance Ledgers (Record of Insurance, 1tem35),

which are permanently retained.

The Recommendation below does not apply to copies of Deeds which
will be permanently retained.

(continued)
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24 (cont o)

25

27

Correspondence, studies, statistics, and reports on insurance for
State property are retained in the Baltimore office of the Ireasurer
(Schedule 471, Item 2). Additional information is found in Item26
of this schedule. :

RECOMMENDATION: RETAIN POLICIES UNTIL DATE OF EXPIRATION AND FOR
FIVE YEARS THEREAFTER, THEN DESTROY.

INSURANCE LEDGERS (RECORD OF INSURANCE)

Size: 11" x 5" x 1¢

Quantity: 22 vols.

Dates: 1899-1943; DISCONTINUED
File Arr.: Chron,

Audit: State

These -are the Treasurer's records of expenditures for insurance,
giving the names of the companies with whom the policies are carried
policy numbers, the property insured, the amount, the term, and the
date of policy expiration,

RECOMMENDATION: RETAIN PERMANENTLY. TRANSFER ACCUMULATION TO THE
HALL OF RECORDS (STATE RECORD CENTER).

STATE PROPERTY INSURANCE REPORTS AND SURVEYS

Size: 8%" x 11" biriders

Quantity: 7 record center boxes

Dates: 195544 -

File Arr.: Alphabetical by title of propert; or imstallation

This file is composed of detailed reports on property and instal-
lations owned by the State for the purpose of securing insurance
coverage on such property and installations, The reports include
detailed data on construction, supplemented by photographs. Reports
and surveys are prepared by the insurer when required by the Treasurer.,
These records for the period 1955-1964 have been transferred to the Hall

of Records. (See also Sched. 471, Item 2, State Treasurer, Baltimord

office),

RECOMMENDATION: RETAIN PERMANENTILY., RETAIN IN THE OFFICE FOR FIVE
YEARS AFTER DATE OF LATEST REPORT, THEN TRANSFER TO
THE HALL OF RECORDS (STATE RECORD CENTER).

SEMI-ANNUAL REPORTS BY TRUST COMPANIES

Size: 5" x 9"

(uantity: & document drawers
Dates: 1905-1950; DISCONTINUED
File Arr,: Chronological

This item consists of semi-annual reportsof financial condition sub
mitted to the Treasurer by various trust companies holding State funds on
deposit.

The Baltimore Cityoffice of the State Treasurer is responsible for
retention of these reports as well as other records relating tocollateral

'R
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Size: Folded papers

Quantity: 5 document drawers

Dates: 19170 .
File Arr.: By type of bond and chronological therein

This item includes various categories of performance bonds filed

Lo e REGXST FOR RECORDS RETENTION SCHEELLE o, DU g
Holl of Records . . :
Commissi (Continuation Sheet) PAGE
ommnslon‘ m
NoO.
4 5. Description of Records 6. Recommendation
: Describe records accurately. Include title, form number, size of documents . lof Hall of Records
Qem work or activity to which the records relate inclusive dotes and quantity and Board of Public
o. (cubic or linear feet). Show recommended retention period. Works.
7 (cont,)| deposited to cover funds (Schedule 471, Item 2). |
.| RECOMMENDATION: DESTROY ACCUMULATION
28 RECEIPTS FILE
Size: Folded paperé
Quantity: S5 document drawera
Dates: 1908...
File Arr.: By type of receipt, then by date
Audit: State .
This item includes receipts held by the Treasurer, particularly
for stocks and bonds. Receipts include:-
Receipts for bonds filed with Clerk of the Court of Appeals!
Receipts for coupons and stock delivered to banks and trust companig¢s
Receipts for coupons from bonds held in trust by the Treasurer
RECOMMENDATION: RETAIN PERMANENTLY. RETAIN IN OFFICE FOR TEN YEARSJ
THEN TRANSFER TO THE HALL OF RECORDS (STATE RECORD
CENTER) .
29 PERFORMANCE BONDS

with the State Treasurer. Among these are collateral bonds from banks hold-

ing State funds on deposit which have been filed in the Bond Issue file in
the Baltimore office since 1950 (Schedule 471, Item 1),

RECOMMENDATION: RETAIN BONDS UNTIL EXPIRATION OR CANCELLATION AND
FOR FIFTEEN YEARS THEREAFTER, THEN DESTROY.

ELECTION RETURNS

Size: 8%" x 14"

Quantity: 9 file drawers
Dates: 1927-1966; DISCONTINUED
File Arr,: Chron,

This file is composed of copies of election returns submitted to
the Treasurer as a member of the Board of State Canvassers. They aref
filed with the Board by the Clerk of the Circuit Court.

In 1967, the General Assembly enacted legislation providing that

election returns from the Clerks of the Circuit Courtswould thereafter

be sent only to the Governor and the Secretary of State, omitting a
copy to the Treasurer (Ann. Code of Md., 1957 edition, as amended,
Art. 33, Sec. 17-5c).

The record copy of election returns is the one retained in the
files of the Secretary of State as Chairman of the Board of State Canvas-
sers, The copies filed with the Governor and, until 1967, with the
Treasurer are both congidered to be nonrecord and may be destroyed
after transfer to the Hall of Records and comparison with the record

(continued)
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31

32

33

copies transferred from the office of the Secretary of State for per-

manent retention, Election returns which might be missing in the
recoxrd copy series will be replaced from the nonrecord copies.

Election returns, 1927-1966, have been deposited in the Hall of
Records.

DAILY BLOTTER AND BANK BALANCES OF ACTIVE BANK ACCOUNTS

Size: 8%" x 14"
Quantity: 3 file drawers
Dates: 1953'00

File Arr.: Chron.

Audit: State

This is a daily record listing various banks holding State funds
on deposit. Specifically, the form shows date and amounts of any
debits or credits, as well as the balance in each bank,

Daily Blotters filed in the office of the State Treasurer in Bale
timore are considered nonrecord and may be destroyed when no longer
needed by the office. The Recommendation below applies only to the
Daily Blotters in tne Annapalis office of State Treasurer, which are
the record copies,

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

OPINIONS OF THE ATTORNEY GENERAL

Size: Folded papers
Guantity: 3 document drawers
Dates: 1909,.,

File Arr.: Chron,

This file consists of signed copies of formal and informal opinior
rendered by the Attorney General. They relate to matters concerning
policy and the administration of the Treasury.

RECOMMENDATION: RETAIN PERMANENTLY.

MOTOR VEHICLE FINANCIAL RESPONSIBILITY ACCOUNT RECORDS

Size: 8%" x 11" and 5" x 9" cards

Quantity: 6 drawers; 4 cartons

Dates: 1948-19673; DISCONTINUED

File Arr.: Chronological by date of payment
Audit: State

Under the provisions of the motor vehicle financial responsibility
laws, persons involved in accidents post cash or bond covering damaggs

for which they are liable. These funds or securities are deposited
with the Treasurer, and disbursements or refunds are made from it as
authorized by the Department of Motor Vehicles.

(continued)
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35

-|til 1967, when this authority was transferred to the Department of

These records are:

Disbursement vouchers (authority for refund, or disbursement to
judgment creditor)

Certificates of deposit covering deposits made by the D.M.V,

Transmittals and copies of receipts for funds collected or
securities posted

Status cards for each individual, showing name, address, date,
item number, debit amount and date, and credit amount, Active
cdards (for unsettled accounts) are filed separately until the
disbursement or refund transaction is completed.

The Treasurer maintained the individual records for this fund un-

Motor Vehicles, Disbursements are made by the Treasurer on warrants
submjtted by the Department of Motor Vehicles. These warrants are
not filed separately, as they were prior to 1967.

RECOMMENDATION: TRANSFER ACCUMULATION TO THE STATE RECORD CENTER, TO
BE RETAINED FIFTEEN YEARS, THEN DESTROY,

MOTOR VEHICLE ACQUISITION AND DISPOSAL FILE

Size: 8%" x 11" sheets

Quantity: 2 file drawers

Dates: 1950..0

File Arr.: By year, and agency therein
Audit: State

This file is maintained for use in adjusting insurance coverage
under motor vehicle fleet policies carried by the State., Specificall
the file contains monthly listings of motor vehicles acquired and disq
posed of by various agencies, and copies of monthly statements direct|
to insurance companies covering wehicles to be added to or dropped
from coverage,

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

COLLECTORS' ACCOUNTS

Size: Folded papers

Quantity: 5 document drawers
Dates: 1915-19323 DISCONTINUED
File Arr.: Chron,

This file consists of letters received from various banks notify-
ing the State Treasurer of deposits made by the Baltimore City Tax
Collectors, discontinued after 1932,

RECOMMENDATION: DESTROY ACCUMULATION,

(continued)
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38

PROPOSALS AND BIDS FOR THE HOUSE OF CORRECTION

Size: Folded papers ,

Quantity: Document file (one)

Dates 3 c. 1880-1890; DISCONTINUED

File Arr,: By type of record and chronological therein

These records consist of proposale and bida on the construction of
the House of Correction. They have been bundled together with old
stock certificates and miscellaneous correspondence,

RECOMMENDATION: RETAIN PERMANENTLY. TRANSFER TO THE HALL OF RECORDS

MOTOX VEHICLE ACCIDENT REPORTS

Size: 8X" x 11" gheets
Quantity: & file drawers
Dates: 1958...

File Arr,: Chron,

This file is composed of letters of transmittal accompanying two
copies of accident reports (DMV forms) on vehicles belonging to the
various State agencies., One copy of the report is forwarded to the
Department of Motor Vehicles, and one to the insurance company. The
transmittal letters with a copy of the accident report and other per-|
tinent formation are contained in each file folder, -

Accidenthrecords are retained permanently in the Department of
Motor Vehicles. ' :

RECOMMENDATION: RETAIN FOR THREE YEARS AFTER LAST PERTINENT DATE,
THEN DESTROY.

CANCELLED CHECKS
Size: 3% x 9%; 34" x Sv

Quantity: 1141 check transfiles and drawers; 139 document drawers|

Dates: 185000. ] .
File Arr.: By bank, and numerical by check number within each yea
Audit: State '

This item includes all checks drawn by the Treasurer and paid out
of State funds, Prior to 1931, each check drawn was covered by an
individual warrant. Checks show the name of the bank on which drawnm,
the check number, date, warrant number, date pay period ended for pay|
roll checks, amount paid, name of payee, and signatures of the Comp-
troller and of the Treasurer.

Check copies and check stubs are provided for in the General
Accounting Schedule, #472, Item 1,

RECOMMENDATION: RETAIN CHECKS FOR FIVE CLOSED FISCAL YEARS OR UNTIL
' AUDITED, WHICHEVER 1S LATER, THEN DESTROY.
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GENERAL CORRESPONDENCE

Size : Legal

Quantity: 12 legal-size file drawers

Dates: 1907..0 )
File Arr.: Chron,, by subject or name therein

This file is composed of correspondence relating to surety and
security transactions, State agencies, amendments to laws, budget
formulation, and general correspondence in connection with the oper-
ation of the office.

Material having legal or administrative value to the operation of
the office should be retained until such value ceases.

RECOM&ENDATION: RETAIN FOR THREE YEARS, THEN DESTROY.




