BAITDMORE COUNTY, BOARD OF EDUCATICN DIVISION CF FIRAKCE - ‘rmou v

1.

- o Ean

1,

msrmwommrns

Porm ¥o.s Bes Lelow

Dates: 1952 = -

‘Sises 33" x T 3/8% cards

Quantitys 256 doudble card m; 217 tranafiles

. File Arrangement: By series, then school and alphabstic-
dl;byumdw

thoubhmtn 150 cublc fest

mmwwmg?m. ommaxmmammmm
wnhmtcmh‘uom is sorted snd processed mechsnically for each
poriod, producing the Earnings Carda, Teb Sheets (Payrell

.pagroll
_Joumn). the Check Registor, tha checks and chesk oophn tm «
- f1le 1o mads up of the folloving card series: Y T

Master Cards But? (P-26298)s thobuhmonom
msmmnmmmwm.mm,
gschool number, the number of dependsnte; the nuzmber of years of
teaching experience appear on tho teschers' cards, s ick leave, and

the roumnt. rats.

mmcmmmumcm Oroemmnrm( s
give the name of the smloyse and euployes number, o0l ,
and the fixed deduotions for oredit union, charity, Washington
Hational Insurance Conpany, Blus Cross and teschers' duss and retyro-
active Social Seourity. mmcardwuumaucrmw-
nnmmuumtommmmu.




F-170

: Doamuan ¥hite (P-26 mm
Lor E?m, ‘;dgmﬁmt. _

| Socdal Securty ' Card, Nanilla ) gimthu
mwmm—ﬂ.%-mmm the prepara-.

uonottha(m) Fodsral, and State (%7 509), withholding state-
ments and WWM,WHWmMIWQy.

muwmmm,mma 11 s gives

‘s name mterdck
mmmm

: ): ngathametthn
Wﬂﬁm = of the schecl, the date,

mmm.mmmtm,mmm.mm
saount patd. This is the final payroll card for esch pay period
mmmamwmmmmm&. '

mmmmaummwumwm
gensrsl ascounting expense distridbution, spscial ‘sccoumnting build-
mmwm.mmm schaduling
(Federal impact), Wwwmmmmmm

. mz«-mmmmm N

mmm mmmcmmmmamxgrws, mxcmm
, © I8 IATER, AND THEN DESTROY. -

2. mcams- FOIDRS

Size: Int‘tarsia
' Dates: - mt.mamm
-Quantity: 20 fils dramers '
" Fils Arrangessub: me&m '
dufit: Bluwml cutside andit and andit by the Maryland
' mmammscmw,mqm'm
wsnm.

The individoal Teschers' Folders contain the following papers:

-Coryespondancs and papars relating to salarties and
salary daductions '

Health Certificate copy

Hon=oubversive activitiss forms (Form #131)

Payroll Information Shests and Transportation Vouchers
(Form TB=2)

rwhun' Experience Rescords

‘ mcmm-rmmmmmmmw
certifications are £iled in the office of the Superintendent of
Schools; folders centaining pepers relating to teschers' epplica-
ticns, contracts, assigmmants, end teaching activitiss end reports

re—— ]
—




are fomnd in the files 6f the Director of Elemntery Educstion snd |

the Director of Secondary Bducation, Upmmumorsw-
er's servics, all Teachers' Foldora sre coedined and £ilad 4n° =
Teschers' Poldsrs-Non-Current in the Parsomne) Division. The fold-
ere in the omumtbmtwmatunofﬂn
mmummmm -‘

EECOMMERDATION: mmmmm,mrwmmmw
- THE RECOMMENDATION MADZ POR PEACHERS' FOLDERS-
mnmmmwm

E!Pm FOI@S

3zer Mierdla S
. -Dates: Current esployees
. Cuantity: 6mn&'m,2r1ngunam .
'~.’»Fm&rrmmts naummmmwm
- : name of
wMt: Bignmal outside sudit and Maryland Divisicn of
S secmmwy, Wlmu' Ret&mtsysm

Supervision, persommal, school cleris,
schocl mursss, cafeteria (ac!mol lunch), mtndim, bus drivers,

-szpm xnhﬁngtommnlnydm
' Retirement System applications

W,‘m

Health Certification

Payreoll Information Shests

mmm?mmmm-twwumm
Caxds in the Master Working File. The Adult Rducation papers are
mineographed forms bommd in ring binders giving the name of the
acheol and of the instrustor, the date of the report, tho mumber
of seasicns tanght, ths salary rate per session, ths total smount
earned, with the signatures of the principal and of the comty

. Custodial Persammel folders are 4in Bnginoering-
Plant Operation snd Maintanance. ‘ '

RECOMGNDATION: RETAIN FOR mzrms TBEY MICROFILK AND DESTROY
CONTENTIS OF FOLDERS. RETAIR MICROFIIM PERMARENTIY.
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ENPIOYEES' NUNEFR REGISTRR
"Size:r lr x 1w x 3
 Dates: 1955 = = .
Quantity: 1 wvolums '
Fﬂskmngmts Bymlwm

mmu-mamamammwn |
namerical order giving the mmber gnd nzme of the eaployes. This
nm-uaommfwmamumbmhm-
mo..4

mommums: num FCR FIVE mas THEN !!IGRDFIIH ABD nwno!
: ccmms or mmms. RETAIN mm'm PERMANENT LY,

:mm cm

Fmﬂo.: P-£63

Siza: 73/8':3}'0::&5

Dates: 1952-- -
File Arrangexents nyhahaumlbymofamloyeo

mmmcuummmuznmmamw ‘
. and the smployee mumbor and then rmn through

prints the informotion at the top of ths eard. 4dditiongl inforem-
tion is sntered o the card by hand giving the social ssourity mm-
bear, the address of the employes, the poaiticn held, the naxe of

the school in case of teachers, shen erploymeat began, snd the date
of resignaticn or separation fyom service. This file is an alpha-
batiecal cross reference to ths ! Nuzbor Register and 1s
also used for locsting employses and far eredit reforbmces.

RECOMMENDATION: RETAIN FOR DURATION OF EMPLOYMENT OR UNTIL
~ SUPERSEDED ARD THEN DESTROY.

mmmcmmmm
mu.‘ N(Wﬂl)
Size: 34" x B
Dates: 1955 - -

Quantity: L card dravars
nhmm: nmunlhymcfuplm.

thew-htmmhmwmbymmgiungtbm,

address and social security number of the employee, and the nmumber

of exsmptions. Ths certificates have no further valus after the
mm.mmmemmw

.frea ths servics.

RECOMMSHDATION: BETAIN FOR DURATION OF EMPIOTMENT GR UNTIL SUPER-
SEDED, AND THEN DESTROY, '

the  interproter which -

¥ C-170 -

h. .




1.

PL!ROH. BEPOBTS m PA!ROLL ‘!IHE sxms '

81!&0: 11‘:17'M~

'mmt.s awmmwtmwwmsum
nwdmm,mmmotrmm

mummmummdwmmmmmm
wvardad to ths County Board of Educetion for all parsonnal wnder .
their supervision including clerical, teachers, custodians, trans-
mmmmlmuws)mmm mmm
give the school district sumber (eccount) and the ngmo of the
school, the pariod covered by ths report, the ncmes of the emplay-
oss, the dates of absence coded to indicate the reason for the ab-
sencs, and the signature of the principsl. Ey letter dated Decem-
ber 17, 1959, the State Depertment of Bducation County
Boards o retain all wags information until audited by ths State
Departamnt of Pducatien, Divisicn of Financo and Research, as uspges
for Social Seomrity, under State covarage, are not sthjsct to any
mmoctmummdmuab!atoﬂndmotthpm&




LI
. W

9.

PAYROLL REDISTER
 8ise: 18' uida, varied lmﬂl

hronological
Anmaal Acoumalation: m»mm(mmsmate)
Audit:s Bianmal Outside Audit gnd Audit by the Marylamd
mmdmmm,m'm
mm'

Tmmm,mmmwaommm

were prepored monthly giving the name of the employee end bass pay,
the enount exrned, deductions, the employee muber and check num- -

ber, tho emount earnad, and ths smomit paid. m.amordmdh-

contimedmdmlmadbyﬂwl’ab&b@sinm
RECOMMEEDATION: HETAIN PERMANERTLY.
TAB SHEETS (PAYRO amxsrm)

Sisez 1" x 4" x

Dates: 1950 - =

Quantity: Dvolma,ﬁu'mstnu

- File Arrangement: Chronological

Audits Biammlon&sit‘smﬁitmdanﬁthytbaw
Division of Social Seem'l.tur, Exploysest Retire-
ment System

‘ner»mmwmmnmmmwsogawm

school and check number, the name of ths employee, the base salary,
the deductions, and the net salary or gmount sarnod with reconcilia~
tion shests interleawed, The Tab Sheets are prepared on the Tabu-
lator frcs ths Earnings Cards, Variabls Dedustions, and Ccostant
Deductions Cards comprising tires registers for each pay period.

RRCOMMENDATION: RETAIN PERMANRNTLY.

SUBSTITUTRE TEACHERS! MONTHLY SLIPS

Cuantity: 2 cartons, 2 trensfilss, 2 card files

- File Arrsngement Azmbaﬂul nawe of teacher
’nwmi. cnb:nfutby

The school principals sign and farward a momthly attendance recard
for sach. daily substitute Soacher (as distinct from regular substi-
tute teachsrs whoss records are included with the Teachers! Fold-
ers) to the Board for prevaration of ths payroll. The slip gives
tho pame sand address of the teacher, the school number and district,

. '1‘1’
L)
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hmmhﬂmdmmdm,thmww, :
| the salary after Record of paymet
rnbM WW)MhM

momnom nmm m THRSE YEARS oD THE DESTROY.
suasrmmmmmxz.mm .

8ise: 128 x 167 xz'.
Dates: 1937 « 9Lk
:-mmmm: mtmwd (33; Payrolll;aglatan

umngdbymlmmgiﬂag&emd
and the

4ngluding sdbstitute teachers® pay records was super-
seded by the Payroll Sheate in 19LkL, which record ues also discon-

replaced by the Tadb Sheots in 1952 when the presont
mdmmmumamtmim

W : m&m I’WBL

aymmamwﬁmm
yoar

mummdmmmmmamm
-and -address of the substitute teacher, thmmtwmdhy
and thes gmomnt ef ths dsdustions.

RECOMMENDATION: RETAIN FOR THREZ YRARS AND THEN DESTROY.
SUBSTITUYE TRACHFRS® APPLICATICH FILE

8ive: L® x Greards .

Dates: 1910 = =

Quamtity: 2 eard files (cwrrent and nan-currest)
Fils Arrangement: Alphadetioal by nsms of teachsr

The card for each dailly suhstitute teacher gives the nane and
address of the tescher, phone number, the dogres conferred and dste,
the high school snd eellsge attended and dates of attendance,
teacking experisnce, grede reference in tesching, date of receipt
of the application by the Board and employes mmber, if employed.
Cards for teathers who are ssparated, parmenently or tezporarily -




' o K ~ ICAvo
' . IE 3.

mmmomwmmmtmmmm

mwm

TICH: ammpmmm '
%WQHMTMWWWMLWWMW

Fora Hous %h(nvhed)
' Siszes 82" x 11*

-qmnwmm@mtmumumwm

| The. farms are prepared on ths tebulator fyrom the Master Working

File, Social Security Heador Cards. Officewm of the Intermal Reve-

. mas Service have access to the prepared forms; ths retenticn

period
nmmrwcomsmnmmmmmsmum :

mt.s.

mamxmmom mammssmmnsonmugmm,uamm
IS LATER, AND THEW DESTROT.




