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1 GENERAL ACCOUNTING RECORDS

This records series includes all standard State accounting forms and general
accounting records which provide supporting data for permanent general ledgers
and other books of final entry.

- Revision of the forms identified below will not normally reguire any change in
this retention schedule. If either scope or contents of a records series is

changed, this retention schedule will be revised to reflect such changes.

All or most of the following records are found in the files of this State agency:

Comptroller of the Treasury

Memorandum of Adjustment

Transmittal List

Distribution of Charges

Summary of Delayed Invoices

Certificate of Deposit and Bank Deposit Slip
Monthly Summary of State Agency Receipts and Deposits
Allocation of Shared Costs

Monthly Statement of Balances

Distribution of Unexpended and Obligated Balances
Fiscal Year Closing Statement

Warrants, Disbursing and Receiving
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Purchasing Bureau -

Requisition for Supplies
Out-of-Schedule Requisition
Warehouse Requisition
Capital Fund Requisition
Emergency Purchase Report
" Purchase Order _ ‘
- Copy of Contract Awarded
Notice of Award of Contract
Paid Bills and Invoices
Receiving Report
Delivery Order and Shipping Receipt
"Report of Partial Delivery
Credit Memorandum .
Stock Record Card, Materials and Supplieé .
Materials and Supplies Physical Inventory
Report of Materials and Supplies
Inventory Card, Fixed Assets
- Excess Property Declaration

Budget and Fiscal Planning .

Budget Estimates

Notice of Authorized Appropriation

Budget Schedule Amendment

Request for Object Transfer

Request for Position Action

Monthly Report of Budget Expenditures

. State Motor Vehicle Operator's Report

Motor Vehicle Acquisition and Disposal Report
Privately-Owned Vehicles Quarterly Report

Payroll Accounting

‘Payroll and Check Register

Payroll Distribution of Charges Warrant

Payroll Exception Time Report ‘

Special Payments Payroll

Monthly Class Code Distribution

Cancellation of Payroll Check

"Employees' Time Sheet

Employe's Withholding Exemption Certificate

Hosp. and U. S. Savings Bonds Deduction Authorization
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Miscellaneous Accountiqg

Bank Statement, Reconciliation, and Deposit Receipts
Cancelled Checks and Check Stub Record

Individual Request for Qut-of-State Travel

State of Maryland Expense Account

Petty Cash and Working Fund Receipt Copies

Periodic Financial Reports

RECOMMENDATION: RETAIN THREE YEARS AND UNTIL ALL AUDIT
REQUIREMENTS ARE MET, THEN DESTROY.




