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Hali of Recorus .. PAGE
+ Commission Hall of Records Commission NO. 1.

Requesting Agency 2. Division or Bureau of Requesting Agency

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

,,

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
accumulation. _The records will cease to retained for the period of time indicated.

pated. Records have ceosed to have value

. i have value to warrant their retenti
to warrant retention. . e e to warra eir retention after

the period of time indicated.

4. ‘5. Description of Records .+ '|6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records

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.

:

1. | APPROPRIATION IEDGER (BUDGET IEDGFR) =~

Size; 12® x 107 x 3¢ ‘ /
Dates: 1923-1948, 1956 - -

Quantitys 2 volumas

File Arrangement: Chronological

Audit: Amual outsids audit

The Appropriation ledger is arranged by account mumber with momthly
entries for budget accounts glving the expenditures against sach
. account by date, debits, credits, and balances.

RECOMMENDATIONs RETAIN PERMANENTLY,

APPROVED
HALL OF RECORDS COMMISSION

2. | GENERAL LEDGER

Sige: 12% x 10" x 3¢
Dates: 1923 « «
Quantitys 4 volmmes
Flle Arrangements: Chronological
Audit: Armmual outside audit

The General ledger, prepared from the Gensral Journal, gives the
account and account number with receipts and expenditures for each

accomt, the accomts are arranged under thres main hsadings, "Asseta#'
"Iiabilitiss,® end "Revenus,® T

RECOMMENDATION: RETAIN PERMANENTLY,

7. Agency, Division or Byseau Representative

Signature / Title Date
hedule Authorized as Indicated yfol. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
cords Commission. . Public Works.

veen M s UL/

Date Archivist Date Secretary




S.

- Datess 1959 - -
Quantity: 1 volume
Audit: . Annual outside audit

The Check Record is arranged mumerically by account giving the date
‘of issus, the check mumber, the amount, and payee and justifica-
tion far issus.

RECOMMENDATION: RETAIN PERMANENTLY.

CASH RECEIPTS JOURNAL

" 8izme: 12¢ x 18% x 3

Dates: 1939 = -

Quantity:s L volumes

File Arrangemsnt: Chronclogical
Audit: Anmual outside audit

This is a resord of all cash received from whatever source g:l.ving

the momtisaeditedandispoatedtothagenaraljomal For
disbursements, see Voucher Register.

RECOMMENDATION: RETAIN PERMANENTLY.

the date and source of ths amount received and the account to which|
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#ll of Records (Continuation Sheet) PAGE .
- Commission NO. -2
"4 5. Description of Records ' 6. Recommendation
t.em Describe records occurately include title, form number, size of documents, of Hall of Records
‘I work or activity to which the records relate, inclusive dates and quantlty and Board of Public
o. {cubic or linear feet). Show recommended retention perlod Works.
3. | OENERAL JOURNAIL
| Size: 12" x 187 x 1"
Dateéss 1931 - -
Quantity: L volumes =
File Arrangement: Chronological o
Audit: Anmual outside auvdit 74
| ~ =
The Journal is a record of debits and ersdits, accruals and prepaid o=
accounts, opening and closing of books, and is the basis for the w9
preparation of the Gensral ledger. The Jomrnal is posted monthly =
giving individual accounts and account mumbers and totals. Z =
‘ : =
BECOMMENDATION: RETAIN PERMANENTLY. a2
L. | CHECK RECOHD ~
Sizes- 12" x 1O x 20 Et.:"
X




7.

8.

' Sige:r 68" x 12" sheeta in v:ls:lhla bindzrs
Dates: 1947 - - -
Quantity: 2 volumes, 6 bundles
File Arrangement: Alphabstical by name
Audits Annual outside audit

The Payroll Record is a prepared wil;&#m: wvisible form filed
in multiple ringbinders giving the name and address of the employee,
social secwrity and employee number, number of exemptions and de-

pendents, his department and ocoupation, sex and marital status,
The sheet has room for payroll accounting for six years ghowing the

payroll pericd, and a breakdown for time, earnings, deductions and
not paid. Separate volumes are prepared for institutionel and

comty employeea.
RECOMMENDATION: RETAIN PERMANENTLY.

OFFICE PAYROLYL ..

Size: 187 x 1j» x 1n

Dates: 1951-1959 ,

Quantity: 1 volume ' .

Anmual Accwmlations Discontinued. See Payroll Record and
Check Record

Audit;  Anmual outside audit,

This is a record of scomty payroll checks issued giving the check
number, the date and account, the name of the employee, salary
paid and withheld. The register includes payments for attorney

fees and office supplies.
RECOMMERDATION: RETAIN PERMANENTLY.

TAX COLLECTORS DEBIT

Size: 12% x 16" x 2%

Dates: 1935-1959

Quantity: 1 volums » '
Anmual Acoumulation: Discontimued in June, 1959

This recard is arranged under the three tax distriocts giving the
nams of the collsctor far each district, the tax year and the
amount of taxes charged against sach collector by type of tax,
the amount collested and the recomciliation of taxes collected
and uncollected, This msthod of collecting taxes on a commission

basis was abolished as of June 30, 1959, when one collector was
appointed by the Board of County Commissioners on a salary basis.

RECOMMENDATION: RETAIN PERMANERTIY,

F4
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Avrene (Crel{lst ror RECORDS RETENTIONSCHLCULE
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Commission . NO. . 3 .
T4 5. Description of Records _ 6. Recommendation
_' t : Descnbe records accurately, Include title, form number, size of documents, of Hall of Records
’ ‘qem work or activity to which the records relote inclusive dotes, and quantity and Board of Public
o. (cubic or linear feet). Show recommended retention period. Works. .
6. | PAYROLL RECORD Co :

APPROVED
HALL Of RECORDS COMMISSION

|
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6. Recommendation

4,
m Describe records accurately. Include title, form number, size of documents,
qﬂ work or activity to which the records relote inclusive dotes and qucntlty
Works.

o. {cubic or linear feet).

5. Description of Records
of Hall of Records

Show recommended retention perlod

and Board of Public

90

INSTITUTIONAL PATIENTS PAYMENT JOURRAL (ACCOUNTS RECEIVABIE)

This Journal gives ths names of the patient and person making the
payment, the name of the institution and date of the patient's
admittance, the anmal rate for patient care, the date of making

Sizes 12" x 10" x 6"

Dates: 1916"19233 1901 « -
Quantity: 3 volumes

File Arrangement: Chronological
Index: Thumb mdex to names

10.

. RRCOMMENDATION RETAIN PMNEM‘II .

11.| BOND REGISTER -

the payment and the amount, ‘rhacumntjoumalaheetsareﬁ.led
vertical‘.ly until placedinbindars. o

BOND RECORD

-8iges 1% x 1i* x 2¢

Dates: 1921-1545

Quantity: 1 volume

Amual Accumulation: Discontinued. Ses Bond Register

The Bond Record is arranged by series giving the eoupon and bond

numbers, and the numbersof the coupons paid. No entries appear to
The cover of thig rsc-

have been hmade for cwnership of the bonds.
ord bears the following statement in typescript, “This record dis-

sontinued in: fall of 1945 st reco.mendation of awditor Bozman as
& duplication of the Bond Register.” However, since ths Bond Regis
_ ter was apparently initisted in 1923, the Bond Hecord beginning in

” 1921 should be retained.
RECOMMENDATIONs REIAIN PERMANENTLY.

Sizes 18 x ihm x 1w
Dates: 1923 « -

Quantity: 2 volumes
File Arrangement: Chronological

Audit: Anmual outside audit
The Bond Register records all bond issues by serles giving the

names and addresses of the purchasers, ths series purchased by
each investor, and the signature of the Clerk to the Board of
Comnty Commissioners. This is a record of the Board of County

Commissicners maintained in the Tresasurer's 0ffice.
RECOMMEKDATION: RETAIN FERMAMENTLY.

APPROVED
HALL OF RECORDS COMMISSION
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TAY SALE PURCHASED PROPERTY ACCOUNT

1’ PROPERTY DEEDS AND -LEASES

1l;.| INSURANCE RECORD

8ize: 12" x 10" x &%

Datea: 1940 - -

Quantity: 2 volumes

File Arrangemsnt; Chronological
Avdit: Annual outside audit

Index:s Thumb index to former owner

This record of property purchased by thé Board of County Com-
missioners at tax sales gives the name of the property owner and thq

district, ths location and description of the land and buildings
and the assesswent, the names of the Tax Collector selling the prop-
erty, the date of the purchase and amount paid, whether the property
was resold or redessmed by the ownsr with the dates and an analysis
of taxes and fees due. When the property is finally closed out the
sheet covering the transaction is removed from the current volume
and refiled in the inactive file. This is a record of the Board
of County Commissioners maintained in the Treasurer!s Office.

RECOMMENDATION; RETAIN PERMANENTLY.

S8ige: Folded Papers

Dates: 1942 - - .
Qumtitys 2 document £ile drawers

File Arrangemsnt: Ohronological

This file is composed of deeds to property purchased at tax sales
by the Board of County Commissioners or private property leased
for the use of ‘the Board. This is a record of the Board of County

Commissionersmaintained in the Treasurerts Office.
RECOMMENDATICN: RETAIN PERMANENTLY.

Bise: 15" x 1o x 1
Dates: 1543 - -
Quantity: 1 volume

This is a record of all insurance policies on County property in-
cluding the Courthouse, Allegany County Homs, all County office
bulldings, the Jall and Insane Asylum, autos, trucks, road squip-
ment, and other goods and chattels giving the name of the insurer

» the property insured and the amount, the rate and premium,

‘;::eponcy.mmber,thenmuh,thomottheagentw
the renswal year, and the amount of insurance in force at the end

of each year. This is a record of ths Board of County conni.uioner1

APPROVED
HALL OF RECORDS COMMIsSION

]
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5. Description of Records 6. Recommendation
of Hall of Records
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Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dates, and quantlty
(cubic or linear feet). Show recommended retention period.

and Board of Public
Works.

15..

_| maintained in the Treasurer!s 0ffice.

RECOMMENDATION: RETAIN PERMANENTLY.

ANNUAL OUTSIDE AUDITS

Sizes 11w x B3

Dates: 1921-1932, 1947 - =
Quantity; 25 binders

File Arrangement: Chronological

The outside auﬂits are made annually by private accounting ﬁ.ma
and follow the usual gudit formula.

RECOPMENDATION: RETAIN PERMANENTLY.

APPROVED
HALL OF RECORDS COMMISSION




