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.wxmm COUNTY, BOARD OF EDUCATION DIVISICN OF FIRANCE, Accounting -~

Lo

OERFRAL LEDGER

Sise; 10" = 18% x 2w

Datea: 1901-1909, 1917-1918, 1921-19&6. vso -
Quantity: 35 volumaa

Filo Arrangenenty Chron

Andnu Bummal mida andit .

mcmmrhmmcbymmtagﬂngmmottb
socount and the school number, the total amount disbursed snd eol-
lwtodtormhmtaadmuh,edemtpumotmmumm
ar disborsement, with the chack nunber for disburpements, Since
1952, the ledger has boen mashine prepared on ledger cards in three
oecums Ressipts, Mﬂmzmta, mdmmhrmea :

mommmx RETAIN mmzmx..
EYPENSE DXSTRIBUTION CARDS, CARDS, MANILIA

Qnmuty: kO transfiles, S card drawers
Fils Arrangemsnts Arrsnged scooarding to information
.numbhmtz 25 cubio feet

The Expense Distributicn Cards sre Remington Rend punched cards with
intrepretaticns giving the vouchsr smber, the accomt number, the
school nmber, end ths gaount,  This punch card record 4s usod a3 &
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mammmummm, ‘
gmlwmdnlm

mcmamhmummnmzammwu-

ceipts, giving the amogat and ‘the source of ths receipt, or.a des-
eription of the poyments with the smommt and the check number. The
Cash Journals cover poricds for which Genaral ledgers have not decn

fmﬂammmmumummmmmmm

ammmmmm mmmmmm. R

_mmm

lh'xl&‘xl"

for esch sscomt and the expenditures frem ths sccomnts by date.
mmxmmwmn\fm.

RECOMMENDAT I0N: - BETAIN PERMARENTLY.

SCBOOL M'm

~ 'Siass: 11’:18" x2®
-Datess 1668-13115. mm’, 1593. m’ 1901—1916,
‘19181926, 1928~1932, 19381942
Mty: 3L volomes
File Arrangemsnt: Chronological
Avamal - Accumnlation: Discontimmed

The School Expsnss Ledger is arranged by school dist§dot amd echool

pusber giving the school year, a smthly recapitulation of total

salaries raid to teachsrs, an itexiszed 1list of other school expen-

ditures by month and dxy showing the name of the peyes, the Cash

Jmltduwmh-try end & breakdown of ths amount paid
wnder *Instructional Service,® *"Operation of Schocl Plant,®

dem,' SAxxiliary Agencies,” and *Capital
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Outlay.® Heither the Cemeral ledgers nor the Cash Journals cover
mmmmw«mmumumrw
permanent reteation,

’Wlms RETAIN PW.

Sige: Folded papars. RS
Datos: 1955 « = ' .
Quantity: Umam,”mm“
Fille Arrongememt: By year and check number
Anmual Accwmlation: 25 cubic foot
Disposable Awount: 150 cubic feet
Aundit: Bimmloutaidemﬁlt

mmumwmmmmwum
cate in tho Accoumting Division to whch are attached the ordginal -
invoices with the notations of payment. Vouchers applying to

~camtnnmwmumtoummmtm9ymmm'

last transaction,

RECONMERDATION: RETAIN VOUCHSERS APPLYING TO OAPBAL THPROVENENTS
FOR THREZ YEARS AFTER THE IAS? TRANSACTION OR WHTIL
AUDBED, wamvmxsmm, AED THEN DESTROY.

xmmum: ngrmmmmmmmsmmmnsmm
mm,mmmmm,mmmnm -

CHECK COPIES' (!xm)

Sise: 6':9'8!5&!.9'

Dates: 1955 « -

Cuantity: lmam.9trmﬁhs
File Arrangament: By nams of vendor
Disposable Amomqt: 2 cubic feol

mmu‘mmm“nnmlw-ﬂmmm
Youcher File arranged by name of the vendor. The sarial nmbers of
mmmmammmumvmnh(xmm
which is arranged by chestk pmmbder, A

RECOMMERDATION s mmmmmm&smmnm.

PURCHASE CRDERS (‘rm COPY) FIIR

Sise: 6 x 9 shests

- Datess 1950 & -

. Quantity: 1L file dvawers

. File Arrengemsnt: Chronological by purchase order mmmber
Disposabls Amount: 20 cubic feet

Audit: Bimwmal cutside audit
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Mﬂnkcmdthommamhtmbmmm
the Purchasing Pivision and £ilad as a contyol with notatiocn of -

mmwwmmmdmmm
and to kessp ths Accounting Division informed of the status of &

I ammhmmnmumamm

9.

10,

ERCOMMERDATION: Bummmmsmmgmm, WHICHEVER
IS LT, AXD THEN DESTEOT. |

mnmummmmms

Datoes: 1955"' -

Quantity: 1msm,9hmmu,hcm
Fils Arrangement: - Clxonological or

Avmal Accumilation: 15 cubds fest

. Disposabls Amomat: - 150 cubie fest

Aadlts mezmsm“nm

mmmunmmgaawdsmwwdqrmtm
reports and financial papors which, after having beon posted to
pernanant books of accomt axd having met andit requiremants csase
ummmummmmauwwm: '

Bankmwds

_,'Beposltslmndbm

cane-mm

Choek stidd
-cmuntmmmmmeommcm

: M,mm. ndtrhlbalmam
Machine tapes
Tramzxitial sheets

DMENDATION: RETAIN FOR THREF YZARS CR URTIL ALL AUDIT REQUIBE~ *
msmma-m,mumxsmm, ARD THEX
- DESTEOY,

AUDIT REPORTS

Sise: 83" x 11" dinders
Dates: 1919 = =

Quantity: L2 binders

Fils Arrangeent: Chronologzical

The sndits gre mads bimwmally by outside firms, Copiss are do-
livered o the Board and deposited in tiw various divisions whare
they are usually filsd with the Oamaral Files. Ths sst in the
Accoanting Division is complste and should be retained peraansntly.

mm: EETAIN PEHNANZETLY.




1.

AUAL FINARCIAL REPCRT OF THE ECARD OF EDICATICH

Form Mo s Old fmﬁ?lh?rephcsdbym. A&F as
" revised

Slga: 11" x 83" pads

Dates: 1927 = =

Quantity: 3L pamphlets

File Arrangemsnt: Chronologieal -

Aucit: Outgids andit end the State Board of Educaticn

The Amual Financial Feport is prep._red o 2 mimeegraphed form
supplind by the State Depertment of Sducaticn and dividad into the
following &ix sottions, each section being broken dom to allow
cloze analyzis of the entries:

Part I = Current Twmd

Port I1 - School Ccnsh‘uc;.cm E’Lm »

Part 1II-l:sbé Servics for School’ L‘nnstrsxctim

Pard IV =« Status of School Debb

Part ¥ -~ Yaluw of School Proparty '

Part VI - Cartification by the countv Sy Qer‘mwemlam of
Schools

The old form FTILS was replaved by a sisplified form in 1952 whick
is smaller axd can bte casily prepared on the {ypesriter.

'RECOMMEHDATICN: RETAIN PEHMANEINTLY.

CIECE ESCISTER

size: 16" x 167 x L

Lates: 1051 - -

Guantity: & volumas

i1z Arrangesment: Chroncloezieal
audit: Dianmal oubside gadit

The Check Register iz machine prepared on the tahulater as the
last operaticn it the issuance of checks givins the name of ths
payas, the date, the amount ani voucher nusber, the daily distwrse-
meats an? the previcts total carrisd forusri. Tihe Check Register
does not includs payroll wiich is fownd in the Tgb Shsets,

RECCIDEEDATICH: RIT.IV FOR THRET YEARS €T UNTIL ATOITID, WEICHETIE
IS 12Trn, &%D THEY DESTRCT.

INCTRANCS PCLICITES

Size: I'clded paperc

Dates: 1550 = -

Quantity: 1 document drawer
File Arrangoment: Chronologiccl
Audit: Eianmual ocutside axdit
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1k.

15.

;':,‘C_‘,{Rq. 6.

This £1le in composad of both cuwrrent and expired casuslty inso-

‘Board As generally renevoble every five years. Ths reccomsndation

mmmmmummw(mm
Smw)mwnhmmdy itemized,

Wl@: mmmmmmmmmmma
AFTER TERNINAL DATE (R UNTIL ALL ATDIT REQUIREIENTS
mmmm,mmxsmm, AD THER DESTRUY.

mwmm(wmﬂ
sm: Foldedpapu

annt.y: 1;mnu
File Arrangement: Chronological
Audit: mmlmbmut

mnwammmmwnmm nl
feasance in finsncigl end property opsrations carried cat by Board
porsomel. This type of insurance may be ccllsctibls after the
mmampmytwmmmm&m-ocm
policy in casas in wiich the insurer has not been relisved of res-

ponsibility by the £iling of the Fidality Relesse and Clesremce of . 7nn<ir7: » (s

Accounts forms. _ : . o 7 /b(..t/«';/_»~/4,dd,
1977 1St S pas .(id

RECOAMIDATICH RETAIN EYPIRED FIDSLITY (SURETY, PERPORMANCE) Avr 51 Sic J,:

BCUDS KR FIFIEER YEARS AFTER TERMINAL DATE OR AT I CL/
" USTIL ALL AUDIT REQUIREMEZNIS HAVE BEEN MET, WilCB-
EVER IS LATER, AND THEN DESIROY,

Size: 084® x 11" binder
Dates: 3948 = =

Qeantity: 1 binder

Audit: Blanmel ountelide sandit

mmumbychudwm ¥otor

Vehiclo, and Miscellansous--ty year, giving the effeotive and
Mdﬁnmﬂc&m,mmdﬂnw and of

ths agent, the smoont of coverage and the ameunt of the premiucm.

RECOMMEXDATICH: EETAIN FOR THREE YEZARS OR UNTIL AUDITED, WHICHEVER
IS IATER, AND THEW DESTROY.




8. sunnmsmoosrmrs anf“

;h'xn'm
mt&tya Lwolms - o
Mtz mmlmwt ’

mmmm-nmmmmmmxmm

_&u:v;ntm

mmumwm(rmtmh the Transpor-
tation Expense Vonchers are provided for in the Schaduls for the
Payroll Divisien, Tescher's Folders.

RECOMMEEDATIONs RETAIF FOR THREE YEARS ARD THEH DESTRCY.
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