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NO. 1. 
1 ̂ Requesting Agency 

™ AjBB AROHDBt eCKBfft 

2. Division or Bureau of Requesting Agency 

rXSASOS HOPARIIEHt 
3. Authorization Requested (Check only one of the "squares below) 

•
Dispose of present.accumulation. N o . 
additional accumulation ' is -antici­

pated. Records have ceased to have value 
to warrant retention. • , : : < i. 

B • .< ' 

B Establish retention schedule for re­
cords for which there is a continuing 

accumulation. The records .will cease to 
have value to warrant their retention after 
the period of time indicated. 

•
Microfilm * and destroy originals. 
Originals if not microfilmed would be 

retained for the period of time indicated. 

4. 
Item 
No. 

s-' 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. 

Datcai SSh2 - -
Quantity! 10 edb&e faat 
F£Io Arnoigetaeatt Annual, than by aeeotmts, thaa chronological] 
Annual Aeetwva.otAorit 3/k e&dtt Jaat 
Audlti Annual outaide audit and State euSL% 

The Appropriation Control Sheets saptrtmdeA tha Jottrxtal Book In 19b2, 
Sis sheeta ara prepared in duplicate on * stchiiw register, and en* 
triea ahev account niwber* data* voaebar nafter. oaraat jsud* and 
fraflftrwft roacdsing itt accotst after payaoot* Ail rooalpta anil pay* 
aests are entered* - the sheeta contain tba only record of dlatouraal 
of funds ay acecnnta. 

Thi» carbon copy I f tuod aolaly to chaek too) aecwaey of ttaa aau&laa 
reglater* • fa&a cop? la aonaldarad BOBMraa&rd ^ ^ I M tba rttwlng of 
tha atatute gowning narwocard aaiorlal (Article Id,* Sactlcu 
AiWWb^ ' ia t^^asn £!#w4aa> a % ^ If iarMtF^JStafft * %CM£^ ffjff^*Ma V^ftdai Vaauta^B^aaajM£nfX'Aa 1ttra '%MaAaaaav aajâ âa%jp aAaff-^A^^^ v̂ ^̂ âajp *̂ aa> a^KH^^j^s^flaaap^Jp ^aw^^^aaa asa^aĵ a^waĵ aiafc^^^ â̂ ajâ w aT^vav^^^^a^^Naa«aaa^^aaaMal̂ aiv ^^^Raî a^^a' 

appllaa -ta taa original oaly» 

B2C»$IEI©ATICai BSTAIH PEBMAHESTLSr. 

7. Agency, Division or Bureau Representative 

Signature Tit le Date 

aedule Authorized as Indicated in Col. 6 by Hall of 
jrds Commission. « 

Disposal Authorized as Indicated in Col. 6 by Board of 
Public Works. 

Date Archivist Date Secretary 
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SCHEDULE _ 

N0- C - 57 
PAGE * 
NO. * • 

lip 
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. 

JOUBMI& BKEttS fOB ttfflt 

S&tesf 1&6 - -
X S S b AxnsBttMfl&t CtoSUolOglBeX 
Qantitgrt 1 etfxle foot (5 VOUBMV) 
Anaaal Acmnrnttiitlmi lass than | enSde foot 
X&apoaable aaotmtt § cdblc foot 
Aadlti Anrnral ootstda audit and State audit 

A bound book 1* ureaavoa' before the beginning of each flea*! year 
containing rough, notes oa accouati to bo oetafrHcW for the year 
ahead* Theso notes are the baste of tbe starting flgtima for the 
Appropriation Contarol Sheota. After tbeae figures ara entered to 
tbo Control Sheets, tid* Item baa a reference valaa for one year* 

BEtXJHJCBDAflOHt HEJAXK FCR SS8S3B TEARS CR WEJX kWXXEB, l&tCB&fflBl 
28 XXmip Aft? WSM tEBSBX* 

Dateat l & g - -
--. QosatHtpt g cctblc foot 
, Aannal Accaawfcttlont famothgn ̂  panic foot 

l&apo&Bbla & nonets \ cable Xoot 
a^2a Â flpeeejoeeot# Ŝn̂ onolosloeJL 

, AtaSltt Anneal outside audit _ 

npacial faafla JPar erosion control are accousted for oa the Appro­
priation Control fftieatiii Ha Eroa&on T«wdgta* eontaina flgnresen 
oroolon fends for porpeaes of ready r#£eranse* A atellar ledger la 
aalatelBBd la tha Trenesrer*e Office* end YtUl be retained per* 
OBnattSStjr* 

BBMHESHDSSXOBl B&fAEI FCR JSSHSCR E8IIX, AHBXXS8, IfilCHSVEE 
18 LATER, ASD SEES EBSIBQBr. 

aOWHSf CA3B EBPCRtS 

Detent W 7 
Quantity* i edbio foot 
File Aiiaugaamtt tturona&ogle&l 
Anneal Aeeaonlatlont $ cable foot 
maaoaaBla Aaoontt Zaaa a**—» i foot 
Aadttt A m i ootalda audit aad State aadlt 

Kaon Booth tbo traeearer praparaa too cash report*, one for the 
QooaraX Fond a&d ana for too ETOS IOB Fund* W^ti/npnvM» a 
Draafeaoan £f waay reoeleed aad dtebnroodg aad oboe? tha ouvrcat 
holaneo • awliilnu ta aaoa twA* Coa eopy of each report reoataa la 
the Tioaaiiioi'o offleo* and the ether la tsaaasdtted to too finance 



REQUEST FOR RECORDS RETENTION SCHEDULE 
(Continuation Sheet) 

SCHEDULE r-^ 
NO. (2" 

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. 

Departoont end the dot* thereon is posted to tha Appropriation 
Control Sboete* 

BscoRKSBDAZicBt sssuxir i t E w rmsm nam. issssm, Maxsasm 
28 AV3H TOSS DCSTHOT. 

SRXA& KftQXSRSatS SEPOBXS 

Ssteas 151° - • 
QaaatUBrt 2 cubic feat to 195U 
File Arroageoantt Annual, then by angtoteete* and then 

ohroaotogical therein 
Annual ftwiwrtlatlont § ct&do foot 
Disposable Aaonntt J cubic foot 
Audit i Annual outslda aadlt 

Artlcla 52, Saetlea life, Annotated Coda of Karyland, 1951 Edition 
reojuires aacb IMLal Bagietrate to fi ls vtth tha Coanty (teea&satottarej 
act tea eocond Bonds? of oaeh aostb a report la writing of a l l civil 
OF orlndnal aaaaa hoard or triad before bto far the iwrth past* 
t&tb too raport tba Trial ffegtoteate anat pay oeer to too County 
Coandaa toners a l l fines, penal tloe, forfeitures, feea and oaata 
atotad to tba report» aaaapt to aotor aabJeae en ana, tba dark to 
tba Beard of Coanty Coaadaadoaara ttoatoaa tha aenay aad tba report, 
abtob to Anas Arundel county to daatoaad to efcew each eaaa imati 
aaaa of ^t^V**1*^, eeotien of tba lav applied, fiftae scad ooete, 
aad TmiarVa, Tha Clark aaada tba report aad tba aonoy to tea 
Ftoaaaa Eepartaent, anion abacka tba tapevt to aaiwii lain that tba 
aanant of aoney to ua/att, Tba Departaaat than ratatoa tbj 
bat ratarna the aonay to tha Clark* ah© tranaalta I t to tba 
arer en a Beeetot UarranW All inforaatlon contained to tba trial 
Magistrate Benort to alaa abaan to tba roapoctito trial Jfagiatrete's 

ZS USER, AO 7BSX BESISCT. 

8SC2XFT IHSRAHT 

Datest 1SI|6 - • 
Quantity > 2 oabto faat 
File Arransaaanti Carntiriloglflal 
Anaual auaiaiiflntlnnt $ enable foot 
Audit* Anoael outside aadlt and State audit 
Mjpnsahle Aaoaati 1 oabto feat 

All aeney reeetoed for tba Coanty by tba Clark to tba board of Ooon-
ty CoreriaaAonara anat be delivered to tba Tiaaimaj aAth a warrant, 
abtoh to prepared to dapXiostei 

PAGE 
NO. \ m 
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SCHEDULE _ C w • 
NO. ^ ^ O / 
PAGE 
N 0 - ** 

No. 

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. 

7. 

• 

8. 

• 

1» White erigixai goes to the Treasurer, with any support* 
. lag nepers* ••' •• • 

2* Sloe carbon copy goes totho Finance Bepartaant and to 
. need by bi» to cheek tho frooa«rasr*a Cash r*pert« 

Satrleo show servant natfuor, date, payor, enwunt, limTtitam by 
aocoant (aeeoont anaber, acommt nana, salt) , denature of too 
Treasurer aad aignatura of the Clerk to the Board* Tho reeas* 
eendation below eppllaa only to tho Flnanoa Ttepertoent copy* 

8BCG&@Q3£CXCfit KKTilH FOR SOSnSTEAES OH OWTIL ABBXTSD, f62CSS93R 
23 IAIE3, A*$ THEK BSSTBCT. 

MOT® 72HICLS HE&ISTfiAITICS CABBS 

Bateat 1#*1 * -
Qusatltys IS cabin foot 
£tts Arraaaeeaotttt Bona 

' Anewd. fttMTvarrtfrtiitam $ I>,"'MT' foot 
Slaposablo aaoontt 10 cobic foot 

the Benartnent of Motor y«hl«las oondo to tho Clark to tho Board 
of County Cenaissloners each Month & chock for the County** 
abare of foes received for aeter veMcle registration, alia a 
report on the reslatratlona cowed by tho chock. Motor Vehicle 
Registration Cards, {the "San Cogy* part of the Bepertaent of Boter 

ô ajyoift It* The report, cards, and check go to tho Flnanee Bepart* 
neat* ahleb aaeertalne that the report and check ere correct aad 
traneadte than to the Clerk to tho Board* The Flnanee Popartueat 
retaine the oarde ebich thereafter here no referenee or ondlt ealae* 

BECOgfiawTATICBt RETAIN FOB TUBES ASD TS&St DESTROY. 

TRAXUSR CCCBPA8CY RECEIPT REPORTS 

7. 

• 

8. 

• 

also. 6$" x ! ! • 
Detest 1955 • • 
Quuatltyt 1 coble foot 
File ArrBngonaatt Chronological 
BSepooablo Aseontt Hone 
Anaaal Aeeonniatient 2 edble feat 
Audits Anneal ontalde andlt 

Saeh Iraller Park operator coopletee a frailer Onnepnnry Beoeipt 
report fern once a aonth, with entries shosdas nans and address of 
trailer perky etateeent of nenay received for the County, slipmtara 
of operator, and date* She report is snpported by copies of a l l 
receipt* laseed for tee noney reported. 

The reoelpte are snpptled to the Trailer Park operators by tho 
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SCHEDULE ' 

N O . 57 

No. 

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. 

10* 

Jrnteatle* Inspection* OspartoKot* Shay are prepared in triplicate 
s n d m dlfitrlbsfcad s s follows* 

OriffSnsl - Units - to payor 
First Copy «» Xalloa - 10 turned m t a Trailer Occtyaaqy Receipt 

report font to Frotectiae Inspection Dspartaont, 
n&Lch delivers both to tba Cuiytruller 

Second tfopy - Eiua • retained in receipt book at trailer perkJ 

iRBnowBBfflATioa» SESAI« FCU ZHKEB TSAES CB ffiffiL AUDITED, mtcsmm 
2S ABfD USES 

States a 1951 - • 
Qdantitgfi £ cubic foot in vault 
Vila Â raettf̂ Bnatt Chronological 
AwwaA AccUKflQiRttont £ siftfo foot 
Audit* Anneal oatalda audit 
Zodaan Voucher Index 

-* 
Tha Voucher ^agister eontaics entering for al l wacbara iasasd by 
tba County Coaaisaleaara to be paid by tba Coanty Ireaaurer* The 
entrlea ahov tha aauebar naaber, cheek naabar, data, payee, nst 
aanant, diaaottitfi earned, eneanbranse IVpriHn ticca, and eredits to 
eight fond voaabsn payable account*. 

S8comas>AXic»t bsxum noamem* 

Slaai Farias 
Dataat 1901 - -
Qaantityt UP cubic Jest 
File Arrangeeanti ttaanrloel by Vbaabar nanbar 
* T f f l t eosaenlat&eni 12 feet 
Mnposafels Aaoantt 150 eabio feat 
aaditi f 1 f W f T ir*liTii>> T i * * ^ * 1 

yp»tf̂ t anaatav Index 

A aoaobar in nacaaaary for tba ©laborael of any Coanty fanda* Each 
venehar i s appiove* and atoned by tba Comptroller, tba Coanty Baai-
nana Ihnagwr, and a enjorlty of tba County GeantoelonerB, la that 
order, and la than delivered to tba Sreaanrer as bin authority to 
diabaraa Ceanxy fond*. Bat Tjiiaaiuaj than inanaa a aback to tba 
payee in tba aanant snons on tba Voucher, and fatarna tba aaaabar 
and aback to- tba Ftoanes Pepertaent» She Finance Bepertaant files 
the ToiphcT and naila tha nmask to tba payee* 

Bach aumiaif in mapaind in fear psrtsi 
* * i 

P A G E 

N O . J . 
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SCHEDULE 
NO. 

PAGE 
NO. 

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. 

11. 

12. 

1* Voucher vnppar - * filiated fore vita entrlei ataedag 
vouchor iwrthw, data* enoont, asae aad enVSress of payee, 
date approved* sad stgwotwrss of County Coasissioners* 

2* Voucher Distribution Sheet - a printed far* containing 
toe vouchor nuBbar, cheek nunber, payee, enoont, foods 
against oHich payaent Is charged, date of Invoice, bos* 
criptlon of poyoant, end the signatures of tho Ctaptrollaxj 
and the County Business Kamggr. 

3* Supporting papers • invoices, bi l ls , statsaoats, copies ofj 
purchase orders, and any other supporting papers. 

I . Voucher Index Sheet - a partial carbon copy of the 
voucher distribution sheet* Entries shew peyee, voucher 

r, check Husbor, date, and description of peynent. 

Xteaa 1, 2, and 3 ore filed together* Xten h la filed separately 
by fiscal year and alphabetically by payee, and thus servos as an 
Index to the vouchers* 

BSGOJf£S9ATI0£v BSXAZIf FOB TBR3R YEARS OR UBTXL AUDITED* WHICHEVER 
18 IATER, AID TBEW DESTBCT. 

B08P VBXBSESk 

Quantity* 1 etftdc foot 
rue arvengeneass noon iwriiaer 
Annual AeeusnlAtiens Very snail 
Aaditt Annual outside audit 

Each bond Issued by the Board of County Crfrartstrt mars i s reeorded 
la the Bond Register* Entries shoe bond Busbar, holders, aaturity 
date, per value, date of pByaent of principal, end date of psyaant 
of each Interest inetallnnnt (coupon). The register is the only 
aonres of coeplete inforastien on bonds issued by the County. 

BOB) RBQ&STSR FILB 

Detest 1*2B - -
Quaatityi 5 oubio fast 
File Arranganenti By voucher wis) or 
Annual AeeussOatlottt 2 eublo fast 
Dlspeenbls Aaoontt 2 oubio foot 
Audltf Annual outside andit 

Yeenntf aQJUef OOtfttt&esvsl pOBavBsevJjd teOIld v30*spOaaa% tBSA feOBtsS eCOflT vafteetasfftl 

psyaent baa beett aado* All laioraaUra la this f i le i s rsoorded ia 
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PAGE 7» 
NO. 

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. 

13. 

» 

Ik. 

• 

^ Ika^RagJstcr end la tba Toucher Register, able* arc beta 

3R&COH$3S)£XX0&f WBXAVH FOR THREE T&ftftS CB tSffZL AUDITED, VHICH5VB8 
28 1AXEB, AHD THEff IBSIBCf* 

m^Eea t s t am 

Detest 1951 - -
Ojasntlfe/t a cable font 

Annual Acctxaulatlonf 1 cable foot 
X&spaaabla Aaaaatt 1 enhSn foot 
A«Hiftf d*irr*itil i**i*-if^*a aadlt 

Xba Payroll Register ecntaija a racot* of a n payrolls* Entries 
are aada as carbon eoplaa of the Payroll Xndgsr aboste sad the 

aoceant aoafeer, aanant earned to data, data of entry, deductions 
for ratlreaant fond, Federal and State laceas taaaa, insurance, 
paycheck naabar* nana of eapXayaa, and net aanant pain* Tba Payroll 
fiagleter in prepared In tan sepias, one raoaiaa in tba Finance 
t̂ tpaiiiismt and tba ether i s retained pesnsasntSy by tba Treasurer* 
All indorsation of long-aanse solas la duplicated en the Payroll 
lodger cards* •^y^*^at^i^ Wto* *fTt1tjra o»<ly to the Finance, 
13apartnsnt*a copy* 

fligaWflWlfflCHt BEIAI1F0B ffflSB YEARS Cft SOIL AilXITKD, 
JS LATSB, ABD T8BI fSSTBCZ* 

nxsmx. mam 
fldnet l l * n i l * 
Baton, 19& 
Ojaaatdtya 3 cable fast in vault 
File Aiiaiajmwntt By^yaar̂  and alphabetical by nana of 

a%BBaaaaaa •JOaHaattaaa^aa f̂caa^OBa^ 0aafeene9 J R O C ^ 

Anditt fl'trt'ii'l m>mtiftt aadlt 

Tba aalary or anna pain to each oaplflyee each year l a acoeggttort for 
on nnUnjinPayroll fcodggCard* entries anew tba aanloyae*a nana, 

and rtartnaMunai for ratlwaniirt^fnad, Federal and State ineoaa tanas,* 
and iasuxauee* Tba rayroll Ledger is naad aa tha basis for a l l 
reports on aalaiiea and sages nana to State and Federal agendas* 
All inforaation on tba payroll lodger appaara la carbon copy on tba 
tan ooplec of tha rnyrnll Bagleter* Tba Payroll Ledger, boaaaar, 
i s tba only poyrnll record organised by tnrtlvlrtoal conlayaen* 

WnBUHfflWBMTfflWf PfTAIW VES9SUE9SSJX* 



, » 1 A 

. f U c o r d * 

. c o m m i s s i o n 

REQUEST FOR RECORDS RETENTION SCHEDULE 
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SCHEDULE ri*y 
NO. C ° ' 

m 
o. 

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. 

MXSURJL MCB89flJ6g3fS 

Potoei 
Quantity! 16 eubln Host 
File ArrsngeBsntt Chronological 
Annual Accctrtlatlont % ctfoio feet 
Ttl lipowihlp Aiaouoig io outdo Awt 
Au&Ltt Annual outdddo oadlt 

ffcia itepi consists oft 

x * P a y r o l l accounting reoorcs s B n t f f i i supporn v a ivsyroxx 
aoagar ana oppropriaxaoo ooncrox sneess* eo*a {asaanesn 

&. Tine ebseta for workers paid by tho hour (Belly G«eg 
Report) 

*b# fisnil^aonthly raperto on tine sorted by oalariod 
oaployoas (Payroll Atiotiwut)« 

o* aggregate ahoata - uaad for onntrly nesting to the 
sEWWg^an»s3pi*i 4Pra^.»rKI% gart<»Wvhaffir1râ  aa^tfoaVa^al 

2. Copies of reports based oo the Payroll Xsdger and sent 
to State and Federal ageaelss* 

VSBBOti&lBMSJXMt SETAXS FOR 2BSBS TSARS CR B8fZ& ASlXtE&, vBXGSSVSB 
is LATHR, ABD ma dbstrgt. 

SqBVBRSTFS ACfTg] 

Slsei 8£*x l l * 
teteet 191*9 - • 
Quantity? & e u b l o foot 
Annual AuowaiQLitl on i Very snail 

Qoder the Subversive Activities not of l$td> a l l county eajliyuM 
are required t o certify that they ere not stfcsersive usreuns and 
do sot belong to subversive oi \JM nil M o t i o n s ss defined by fflnptor 66 
of the Acts of the Oaneral Aeseobly of Barylaad of 15&9* In Anns 
Arundel County the required certificate is adseographsd vlth space) 
left for the name of the employee, bis signature, aad the date* lbs 
eoBBjflLeted certlficeteo are f*l*** l a the Finance Deparsssnt vd&h the 

B2C€Rffi2BA¥I0Ss HEXAXB Ffg3WP3ffLT» 

PAGE 

NO. a. 
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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. 

BSFOBTB TO tgB STATE FISCAL BS3BABCH BURRAU 

Bate* 2953 - -
Qoantltyt z otfcdc foot 
AntiBol Aceonnletlont ]ooothoA $ ct&do foot 

Conto* of atotewonto of Financial Condition soaaLttod to the State 
Flaeal rmouoh Bureau in «*cordanee «lth Section 126, Artlolo la 
of too Azmotated code of jfcnrylattd, 1951 Edition* ~ 

nolely for cunvorrtenoo of reference* 

EB(&9&HDA?IGBf EEXAHl FOR iBHES TSA3& AH) DSSZBOY* 

Bateei 1953 • -
Qnantltyi It etftde foot 
File AnengBaentt By oobjoot 
Aasoal AoonadLatlont 1$ coble foot 

Thie file Iwflnfloo general correspondence with private individuals, 
and State end eooafey officials regarding the fonet&ons of the offlceL 

r 

BgrxaerewraBt BSTAXB ra TBHBB YBABSJ rasa HOTTE AK> HETAIH 
FEBSfftlEffrLT EECCBOS HaFIfC CttRXSOOB AOSIHIS1SUTIVB 
-ABB LEOAL VAUE ABB BBSXSCff ALL 02H2R HA3SRXAL* 


