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FORM HR-RM 1 (u.;tqfxr FOR RECORDS RETENTION ..EH:E’LE ' scn:ouu 343
(11-1.86) .
) To be Submitted to the Records Management Division
Hal! of Records . . PAGE
Commission Hall of Records Commission NO. 1
{ ]

‘ Requestmg Agency
ALIBGANY COUNTY

TREASURER

2. Division or Bureau of Requesting Agency

Dispose of present occumulotlon No

additional accumulotion “is _antici-
pated. Records have ceased to ‘have .value . - accumulation. The records will cease to retained for the period of time indicated.
to warrant retenhon .

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

. N
P

Establish retention ‘schedule for re- Microfilm
cords for which there is a continuing

have value to warrant their retention after
the period of time indicated.

and  destroy
Originals if not microfilmed would- be

originals.

4.
ltem
No.

5. Description of Records

Descnbe records accurately. Include title, form number, size of documents,
work or activity to which the records relote, inclusive dates and quanhty
{cubic orlinear feet). Show recommended retentlon period.

6. Recommendation

of Hall of Records

Works

. land Board of Public

1. me

Size: 129 x 167 x 2°

- Datess 1939 « =

Quantity: 10 volma .

File Arrangement: Chrenoloa.cal
Audit: Anmal outside audit
D:Lapouble Amounts 3 cubic feet

mvmamuammduawmaby

- Board giving the date, the nams of the payes, ths voucher mmber and
._ the amount, a btreakdoun of the sccounts and account mmbers with
totals carried forward. When the woucher is returned marked "cane
celsd” a chsck mark 1 pleced by ths proper entry in the Register and
hponodtothocenmllomn. rorreceiptaaeo(:ashaeeeipto
Jmnl.

RECOMMENDATION: - nmmmmnsmmmmm, mcmzm

:swm,m'rmnmor

2. |PAYROLY REPCRYS

Sise: Ietter size: o N
Dates: 195 - -

Quantity:s 1 transfile i

File Arrangement: By subject, then chronological
Audit:  Ammuoal outside audit

Disposabls Amount: 1 cubic foot

The Payroll Reports are prepared semi-momthly giving the name of the

APPROVED
HALL OF RECORDS COMMI

<SION

@:‘wnsnon or Burggd Representative '

Signature // o Title

5
Date

ords Commnss:on

Wdule Authoarized as |ndicated mﬁ 6 by Hall of

Public Works.

Disposal Authorized as Indicdfed in Col. 6 by Board of

ﬂ\b%ms W AUG & 1960 M@Va{af/ ‘/J./

Archivist Date

Secreto ry
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"1-88) (/RE(\ IST FOR RECORDS RETENTION- aCI-IC JLE -j 43
_ sall of Records {Continuation Sheet) PAGE
- Commission NO. 2,
-4 5. Description of Records ‘ " |6. Recommendation
lt. Describe records accurately. Include title, form number, size of documents, of Hall of Records
em 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.
employes, 'his'retirmient‘cr pension number, his bass pay and with-
holdinga; the reports are filed under the following subjects~-
*Teacher Pension,® "County Infirmary,* ®County Home," “Sylvan
Retreat," "Roads and Bridges," and *Administration.® Cpples of all
oar somp of thess reports are found in the Treasurers Administrative
Accounting Records. The ariginals are sent to the Employees! Re- -
tirement System. )
. : )
RECOMMENDATION: mm FOR rmz mms R mn. AUDI'I.'ED, mxczm %
IS LATER, AND THEN DESTROY. o=
TT M)
3. | FRDERAL INCOHE TAX BOOKF(BOOMBOUSE MIDIEES > <
. o X
Sises 12":16“1:1"‘ .
Dates;. 1941-1946 _ o 3
- Quantity: 1 volume , : o &
Amual Accummlation: ‘Discontimed. See Payroll Record << .
Disposable Amomnts 8 cublc foot o
—
Thiarecordgiveathenmntthaenployu,datoofpaymnt,mdtho g
auounts deducted monthly for Federal income taxes. The Payroll '
Record npemdedtha Fodorallmm TaxBo*inl?h?.
nmoumnmna DESTROI ABGUHUL&TIO!!. -
k. |RETIRED Bonns mn COUPONS -
8130: 16" x 20% x 37
Datess 1921 « -
Quantity: 65 volumes {locose leaf hinders)
File Arrangemsnt: Chronological
Audit:; Ammual outside audit
Disposable Amownt: 1 cubic.faet
Retirodbcndsmdempemmpamdtnlmhat&ndmmd
bydateandparposeofhm. The bonds and coupns are arranged
by serial number.
RECOMMENDATIONs RETAIN FOR THREE YEARS R UNTIL M,,.qWED BY
_ - 18 LATER, A¥D THEW DESTROY. BOARD CF PUBLIC WORKS
S. |IRSURANCE POLICY EXPIRATION INDBX
' UG 8| 1960
- Sises 3% x S° eaxds A
Dates: 1960 « - :
; Quantity: 1 card fils drawer dZﬁ. :
® The cards are filsd by date of expiration wnder -
day, giﬁngthomotmimmdndthsme. the policy -
mumber, the company, the amount of the policy, thotcn, rate, and

(
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Joll of Records (Continuation Sheet) PAGE
~" . Commission NoO. 3.
4. . 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
(cublc or linear feet). Show recommended retention perlod

- |6. Recommendation
of Hall of Records

and Board of Public
Works.

8.

pu'em.m, with & breskdoun showing the type of property covered by
theinmmoe,mdthomnfthabroker.

nmomum: RETAIN WHILE AGTIVE THEC REMOVE ARD FILE IN DEAD

MEFORTHREEYEARB, AND THEN DESTROY,
INSURARCE POLICIES .

. 8izes Foldad Papars

Dates: 194D - - :

Quantity: 1 document ﬁ.ls, 1 bmdh
File Arrangemsmts Chronalogiecal .
Indexs Insurance Polioy Expiration Index
nispoaable Anount: 1 cubde foob

Insurance policies on County property cover furniture, buildinga,
mchimry of all types and classes, and stock and supplies.

ARD THEN DMOY .
DO I.ICE!!SE RECOBD

‘Sizes 16" x 12 x 1v :

. Dates: 1923-1939, 1948 - -

- Qusntitys 2 volumes
File Avrangement: chronologieal
Avdit: Anmal outside ao.dit :

This 1snmordorthssaleafdogtagabydaai@atedcamty
officers giving the nsme of the officer and date of allocation,
the serial numbers of tags allocated, the type of licenses sold
(male, femals, spay, and kennel), ths amount of fees returned by
type of license, the total return, fees deducted, and the liber and
folio of recordation in the Cash Book. The Tax Collsoter receives

agncmefmvhichmdapwiudmmm'smmom
this record is maintained.

RECOMMERDATION: RETAIN FOR THREE YEARS (R UNTIL AUD

EEOOIMMAIIOB: Rﬁ‘m WHILE ACTIVE AND FOR THREE YEARS THEREAFTER,

ON

APPROVED
HALL OF RECORDS COMMISSI

IS TATER, AND THEN DESTROY, ’

A2} 'ROVED BY

- BSARD CF|PUBLIC woRks

Size: latter sise | e

Dates: 1540 = - tranaf ] o

Quantity: 5 file drawers, 1 ile, 6 %aé&w

File Arrangements By subject A '

Audit; Anrmal outside audit L - Cﬁﬁéﬁé"‘/ —

Disoosable Amount:s 7 cubdc feat | -

rlheuemralrneiaompoaedofcmm;ndfomaﬁledm

(/

e

S
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*. Commission
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PAGE
NO. b ]

4.

.«
0.

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. .

Works.

6. Recommendation
of Hall of Records
and Board of Public

9.

the fonouing aubjeotat |
: Dog ‘tag Receiyh

Cases
Canceled cmtractl
. Employess added
Pas.d Bills
. -Reqmiuona md Pumhuo Ordzn

mommum: RETAIN FUR Tm '!E.ARS OR UNTIL ALL AUDIT REQUIRE-
-+ . HMENTS BAVB BEER mr, H‘iI(‘ﬂva IS IAT@., AND THEN
' DETROY ,

GENERAL OORRESPORDM YI!E

--Bi.ut Iatter md legal

Dates: 1931 « -

Quentity: 3 file drawers, 10 transfiles, 16 bundles
File Arrangementt By subject

Audi.tz. Anmmal outside audit (and State audit for Alcoho

‘ Iicense Fees)
D!spoaabh Amts (20 cubic fest)

Thsﬂemral%rmspmduwem.elscompowdofpapeuandcmam-
dance pertaining to the affices of both the Board of County Com--
missicners mtltho‘rmw, nladmderthe following subjects:

State Aganc:leu
Federal Agencies
State Withholding
Bmployses Retirement
Hospital-Medical File.
County Employees
Algoholic Beverage License Fees (ntuid«); audit and State
andit

APPROVED
HALL OF RECORDS COMMISSION

Tax Collastors mtm.ymm A BOARD (F

mxymmmwm AUG

Monthly Cash Reconcilia Sheets
/ Balence Shests W-2 v+ L
Federal Withholding Certificates AW-L) PN
/mmxmmmmmnm

B!.gmn.ym Usage for Comty Departments APRPPI

I

’VED By
"UBLIC WORKS

8 1960

TMMMM@J@%%:&%WMMM
surplemantary audit informatien forr the amm I

mmmnumh RETAIN m THREE !EARS R UNTII. RUDIT REQUIREMENTS

HAVE BEER MET, WHICHEVER IS LATER, AND THEN DESTROY.




o«
o.

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

work or activity to which the records relate inclusive dotes, and quantity
Works.

0. mmmmm AOOOUM'I!B REOORDS

Dates; 1911--~"'
. annn&y: 156|hmmmzn.t£hm,jBtiMudrmawm,lJ.unnu

o . £1les, 20 bundles
' !HJe Arnmuunnu&x Chronological

Audit: Ammal outside audit
¢DnnmmnmsAnunm: GScmhM:ﬁun

Tusldmhﬂstnmnxalwmaunﬁngiﬁmanulanaccmmumd‘mrtho;ﬂnlmdng
paperss R e |

Baﬂk:ﬁatwmuﬁw
Cancelsd chsoks smiad&hn;nmmumm'hunm
nmxuttaﬂnm:andtnmtu :
Vouchers '
© Pald bAlls and 1nvoicel
'Recdun.bodnr e
Work sheots : ;
Reconcilistion sheste
Check stubs .
OOphmact:ﬁhuhwadlxeparusto'uur&uuﬂ.attkmmny
- Commissioners and the State Comptroller :
State Treasurarts warrants
Copdoa of payrolls supporting papers, and reports sent
tartha Emghmnnm' Rethnum!dssystam

-The‘nuumnnmdstlmntuﬂxwuqxﬂias to‘ﬂu;coﬁbhmﬂl!ncorda of both
thalunwd.cftknunw'ammuaaimunﬂ and the Treasurer.

RETAIN FOR THREE YEARS OR UNTIL Atmmmmms

APPROVED
HALL OF RECORDS COMMISSION

w1 R . ‘ SCHEDULE
21 ne) ¥l 5t ror Rcconosgnmﬂo@.fcu@&u ' c-143
cll of Records : (Continuation Sheet) PAGE
" Commission , = NO. 5 .
-4, 5. Description of Records & 6. Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records
and Board of Public

RECOMMENDATION: -
- HAYE BEEN NET, VHICHEVER IS mm.‘_muam.mm

»y Y
nommrmcms L APIPRON
' o .| BOARD GF PU
Sise:vlw x 8“<unda - L . v
Dates: 1951-1952 WG d

‘Quantity: 1 bundls .
File Arrangemant: Chronologlceal by pay
al by namo

_ alphabatic
© Annual Acoummilation: Discontimmed

ED BY
BLIC WORKS

1960

%
..F%4i., Al e
SECRETARY

[

Disposable Amount: 1 cubic foot

This file is composed of time cards turnmed in from the field by the
supsrvisor giving tho nams of the employse and the pay period, the
days and hours worked amd the dally wage, smd the total amount due.

RECOMMENDATIONs RETATH FOR THREE YEARS AND THEN DESTROY.

|
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R G‘hs(ﬂ’s-r FOR RECORDS RETENTION SSCHEMULE ‘ <
Aall of Records ' (Continuction Sheet) PAGE
Commission ) NO. 6.
4 5. Descnptlon of Records 6. Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘em .work or activity to which the records relote, inclusive dotes and quantity and Board of Public
0. (cubic or linear feet). Show recommended retention penod Works.

12. | AICCROLIC BEVERAGE PAYROLL VOUCHERS AND REPCRTS

Sise: Folded papers

Dates: 1951 w = -

Qumﬁ.tyz 1l fil.e box
C

hronological
Andit: Anmal outaide audit and State nudit
Disposable Amount: 1 cubis foot

This f£ile is composed of serialised payroll voucher copiss prepared
by the Board of County Commissioners for the liguor payroll giving
the nanme of the payee and ths amount and sccompanied hy a type-
written repart on deductions, The originalmchsrand repart is
fmrdedtothenqnorcmtrolaoam

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED (ANNUAL OUTSIDE

AUDIT AND BTATE AUDIT), VHICHEVER IS LATER, AND THEN
DESTROY, .

APPROVED
HALL OF RECORDS COMMISS}ON

13.|TAX COMMISSION RECORD

. 8ige: 15" x 14® x 2¢
Dates: 1922 - 1959
Quantitys .k volwumes
File Arrangemsnt: Chronological
Audit; Annual outaside qudit
Armual Accumulation: Discontinued
Disposable Amount: 1 cubic foot

Prior to June 30, 1959, Allegany County was divided into three tax
collection distrists and a tax collestor was appointed by the Board
of County Commissionaers for each district. This record gives the
maoftheconwtw,thontoorhiscmum,andthenmitof
the comuission. On June 30, 1959, the commission method of collect-

mgtmemduomtimadmdmcounwhwbytha
Commisasionsrs on a salary basis.

RECOMMENDATION: RETAIN FOR THREE YEARS OR MIL AUDEED, WHICHEVER
is umz, ARD THEN DESTROY, '

APCROVED BBY
BOARD (F PUBLIC WORKS$

' AUG 8 1950
® | . |

o SECRET
vak

e e -




