
BAIXBC8B COOHTT, BOARD OF EDUCATION DIVISION CP FZSAHCB Payroll 

*• MASTER woama rats 
Pora Bo. t See beloar 
Dateas 1952 * • 
Sisei 3^" x 7 3/B" earda 
Ctumtityi 25| doable card dravvre) 2X7 tranafilas 
Tile Arrangaswntt By eerlea, then oehool and alphabetic

ally by na»a of eEployea 
Disposable Anotmtt 150 cable feet 

The Master tforkin?j File, composed of Raaington Band punched oarda 
with interpretations, la sorted and processed aeehanlcelly for each 
payroll period, prodaoing the Earnings Carda, Tab Shasta (Payroll 
Journal), the Ctaaok Register, tha cheeks and check copies. Tnio 
file la autda up of tha following card eeriest 

Hasto Cards. Buff (P-2625®)i tha basic payroll eard 
shows tha &ano of tha enpleyee and employee nuafoer, bass salary, tha 
aohool mutber, tha aosabar of dependants} tha nosfcer of years of 
teaching experience appear on the teachers' oarda, a Sols leave, and 
the retirement rata. 

foster Constant Dofloetlona Cards. Oreen and Brown (V-26399): 
give tha nana of too employee and eaployee maker* aohool ouster, 
and tha fixed deductions for credit onion, charity, Washington 
Rational Insurance Conpany, Bine Croat and toaohers' duos and retro
active Social Seonxrlty. The Brown Card carries the date of the pay
roll in addition to tha aboss infoneatlcru 



2. 

Variable Dcdnotlone. White (P-26299)i gives the deductions 
for Federal and State Taxes, Social Security sad Retli oannt. 

Social SocosUr BBader Card. Kaailla (P-11782)t give* too 
nam of too eacOoyeo and enployee mn*er"snarTs used IS the prepara
tion of too (202) Federal, and State (W 509), vdthholding etate-
nonta and the Federal °UU, Quarterly Report on Social Sorority. 

Craanlative Sick leave Cards, ftallla (P-11782)» gives 
the sane of the esgxEoyee nod eaplogree mabev^acA themocnt of sick 
leave taken and aoctaaslatod* • 

Earnings Catda, Bloe (P-26298)t give the nans of the 
011930700 and esfuoyee noBber, the noaW of tha school, tha date, 
the base salary,, overtiaa and lost tlae, the aaount earned, and the 
aaoDBt paid. Thla is the final payroll card for each pay period 
and the basis of preparation of the checks and tab onsets. 

The UBIVAC and its eobsldinry e$iipnent la also used in 
goners! accounting expense distribution, special accounting b o n d 
ing fond, bsdget reports, pupil attendance records, ecbeduling 
(Federal Inpaet), special reaa urch reports and writing the Purchase 
Orders for the Parehaslng Division. 
BZCOKCQOmoS: RSPAIM H3IIS C3BBJST OR FOR TERES YSABS, taiCHSVEB 

IS UT3R, ABD THSH DSSTBOT. 

2? tEicgggs1 vowass 
Sises latter else 
Dates 1 Carreat, teachers in earvlca 
Ojantityj 20 file drawers 
File Arrangenvnti Pflr^tiNfM ffaH by nana of teacher 
Audit x Plsnnnol cataide andit and asaUt by the Maryland 

Dlvlalan of Social Security, Sapleyaes* Retixe-
nent Syetesi. 

The Individual Teachers* Folders cittttaln the foJUbouriag papers: 
Correspondence and papers relating to apiaries and 

•alary dedactlons 
ssfdeyeent Betlnaant Applications 
Health Certificate copy 
Ifot>4n**erelve aetlvltlas foraa (Fern #131) 
Payroll Inf creation Sheets and Transportation Teachers 

(ForaiTB-2) 
Teachers* Rĵ ajrlowpo Beoorde 

) The current Toaehars* Folders containing infornatlon relating to 
certifications ere filed In the office of the Superintendent of 
Schools; folders containing papers relating to teachers* applica
tions, contracts, •••l̂ i—it 11, and teaching activities end reports 



are t©and in the files of the Director of Eleauntary Education sod 
the Director of Secondary Btaeation* Upon terart nation of a teach
er's aerrlco, all ToachaCT' Foldera are cnffeinod and filed in' 
Teaehera* Foldere>8on-Cin"rent In the Personnel Division. The fold-
era la the Payroll Office «ra the baala for preparation of the 
Master Card la the Master working File. 
HBCGIflffiSDlLTICH: REFAIB WXXS C8BRS8?, TREE TRAS5FER C£3ffEEIS OF 

F0B32BS TO B0X-CDRRS8T CGHBXK3) FItSS AS) FOLUW 
THE RSCOHffiSDATZDB MIDg FOR TEACffliES* POlPEgS-
KOS-CUBBEST IB TEE FSRSC8SEL BZfXSXOH 8CUEUUUS. 

BflPlOTEE FOUSBS 
Slse: tetter also 
• Datess Current enployeee 
Quantity? 6 file drawers, 2 ring binders 
File Arran@sasnt< By classed? employee and alphabetical 

by nana of esg&oyeo 
Audit* Biaimwil outside audit and Maryland Division of 

Social Security, taplejaes' Etetlreeont Systea 
The Enrployee Folders are divided into separate aeries including 
Adolnistratloa and Supervision, office psrsonaol, school clerks, 
school nurses, cafeteria (achool lunch), custodian, bos drivers, 
and adult education and junior colleges. The files are ooapoaed 
of the following papers: 

Correspondence relating to salaries and salary deductions 
Soployees' Retireaent Systea applications 
Sijjerlsnce records 
Health Certification 
Payroll Information Sheets 

The Saployee Folders are the basis for preparation Of the Raster 
Cards la the Master Working File. The Adult Bdaeation papers are 
adneographed ferns bound In ring binders giving the nane of the 
school and of the instructor* the date of the report, the auaber 
of sessions taught, the salary rate per session, the total aswunt 
earned, slth the signatures of the principal and of the county 
supervisor. Custodial Feraonael folders are filed la Rnglmwrlag-
Plaat Operation and Maintenance. 
BEC0*£C3SDAXIOH: ECTAIS FOR FIVE YEARS THE? HKEQFIB? ABD DESTfiOT 

CCSTEHTS OF FOXDSSS. BETAXR RICBOFIXM PKHHAHEBTCT. 



EHPIOYEBS* BOTCER RBQISTKR 

Slses 10" x 12« x 3" 
Dates: 1$$$- -
Quanti'tyt 1 TOluBtt 
File ArrangeBaats By eaplcyee Busbar 

Tba Register is a record of all Beard of Education Baployees In 
nuaerical order giving the ransber end nans of the employee. This 
record is a control for awelftmiiB'Fit- of peroaasnt Bnsbers to em
ployees* ...... 
RBCOJBEIDATIOHt RETAIH FOE FX?5 TEARS THEN HXCROFXQf ABO DBSIfiOT 

CCffEESTS OF FOIDSRS. RETAIH HICROFIM PSUSSBEHna-. 

EHPIOYMEHT CARD 

FeraBo.t F-3063 
Siaas 7 y/B* x & cards 
Dates: 1952 
Quantity: 2§ doable card drovers 
File Arrangessntt phahatleel by naos of gir̂ nloyee 

The Bffv̂ liOywwflft Cards are prftpnflffihft̂  with tfî  asj&S'Of the 'fffflipltijjeft 
and the vsployee number end then run. through the interpreter which 
prints the infera&tien at the top of the card* Additional inferafc-
tion is entered on the oard by hand giving the social security num
ber, the address of the eapleyee, the position hel** the nana of 
the school in ease of teachers, «ben employment began, and the date 
of resignation or aeparation from service. This file is an alpha* 
betieal cross reference to the Employees* Busbar Register and la 
also need for locating employees and for credit references. 

SaCCBWETOATIOSs BBTAIB FOB DIEUTIC?5 OF EKFUJIS8SI OR UIRTL 
SQFSBSSDSD ABD THSS D3STR0Y. 

1UHIH01DIBG fflJiJMlOS C3CT1FICATES 

Form Bo.t V-h (Federal) 
Siae: 3^x8* 
Detest 195$ - -
Quantity: k eard drawers 
File Arrangement: Alphabetical by asms of employee 

The W-t foras are hand prepared by the eaployee giving the nans, 
address and social security naeber of the eoployee, and the naaber 
of easmptlons. The certificates have no farther value after the 
employee has filed a change in exBoptions or has been separated 
free SJaja service. 

RBCX96£3BlATICISt RHTAIN FOB D3RATICB OF EHPIDYJEHT OR BSIXL SUPER
SEDED, ABD TBS DESTROY. 



FATBOtt. BJgQBTS ASP PAYROLL TIMS SHSET8 
Sieot 11" xl?» ebeets 
Detest ISlfl 
Quantity: 16 volnsea, 17 transfileB, 6 cartons, 3 bundles 
Fila Arrangement! By school district sod school 
Disposable Ascent i U2 cubic foot 
Audit: Biannual outside audit and audit by the State 

Department of ̂B 
Research 

Payroll Report Sheets ere prepared by the school principals end for
warded to the County Board of Education for all personnel under , 
their supervision including clerical, teachers, custodians, trans
portation and school lunch (cafeteria) employees. The report ebeets 
give the school district comber (account) and the nans of the 
school, the period covered by the report, the names of the employ
ees, the dates of absence coded to Indicate the reason for the ab
sence, end the signature of the principal. By letter dated Deeea-
ber 17, 195>9, the State Departasnt of Education requested County 
Boards to retain all wage inform tion m U l audited by the State 
Department of Education, Division of Finance end Research, as wages 
for Social Security, under State coverage, are not subject to any 
statute of Hadtatlon and are liable to the date of the plan of 
egieemaat or date of aaployneat. 
RECCHHS8D£riCS« RgfAIB FOB THBSS YEAB3 OB OKTIL ALL ADDER BBQglBg-

MSflTS HAVE BBSS IBT, VSECSEZm IS LftTSR, ABD THES 
DESTROY. 

PAYROLL JOOHBAL 
Sises lh« x 10» x 2* 
Bates* 1B73-1&2 
Quantityt 87 volanea 
File *f f̂ fffpfiffff i Chronological 
Annual Aeeusolaticnt Discontinued (see Payroll Begister, 

Tab eheete) 
Fron 1B73 to 1510 this Journal is arranged by school tern giving 
the school and district, the nans of the teacher, the celery for 
the first and ascend half tarns, the balance dee at the end of 
the second self tern end the folio of the ledger entry. In 1910 
the Journal ess placed on e scnthly basis, firing the sehool and 
sptwol nsnbsr, date end nese of the teecher, the date of oartlflca* 
tlon and explral of the teacher's certificate to •earn, a code 
entry for days lost and date of retiresent, the eenont of salary 
due by month, the deductions, the amount, of tee salary less deduc
tions, and the •imul paid. The Journal nee discontinued In 1&2 
noes the Payroll Begister ens introduced, the latter being discon
tinued and auparaodod in 1S$2 by tha Tab Sheets. 
BBCOHKSBDATIOBt BEXAXB FfSMC&TLY* 



PAYROLL Rgaisna 
Sises IB" vide, Tarled length 
Detest 1$£-1&0 
Quantity: 6 cartons, 1$ tranafiles 
File Arrangement: Chronological 
Annual Accumulation: Discontinued (Sea Tab Sheets) 
Audit t Biannual Ootside Audit end Audit by the Maryland 

Dirisioo of Social Security, Employees* Retire-
sent System 

The Payroll Registers, which replaced the Payroll Journals In 19li2 
were prepared monthly giving the nans of the employee and base pay, 
the emoont earned, deductions, the employee number end cheek num
ber, the amount earned, end the amount paid. This record mas dis
continued and replaced by the Tab Sheets in 1950* 
RECC8B5E8DAIIG8» RETAIH PEHHAHEHTLT. 
TAB SHEETS (PAYROLL RBOISTER) 

Sisset 10" x Ut« x y 
Dates: 1950 - -
Quantity: 13 volnmas, 8 transfilsa 
File Arrangements Chronological 
Anditt Biannual ontsi*** audit and audit by the Maryland 

Division of Social Security, Employees* Retire
ment System 

The Tab Sheets which replaced the Payroll Register in 1950 give the 
school and cheek number, the name of the employee, the base salary, 
the deductions, and the net salary or smonnt earned with reconcilia
tion sheets interleaved* The Tab Sheets are prepared on the Tabu
lator frca the Earnings Cards, Variable Deductions, and Constant 
Deductions Cards comprising three registers for each pay period* 
RECQHHESDATIOSs RETAIH PS8CfiHEBTLY. 

SUBSTITUTE TSACH5RS* MPfflgLT SUPS 

Slzei U« x 6" sheets 
Dates: 195U - -
Cuentity: 2 cartons, 2 transfilsa, 2 card files 
File Arrangement: Alphabetical by name of teacher 
Disposable Amount: 6 cubic feet 

The school principals mien and forward a monthly attendance record 
for each, daily substitute teacher (as distinct from regular substi
tute teachers whose records are Included with the Teachers' Fold
ers) to the Board for preparation of the payroll* The slip gives 
the name and address of the teacher, the aehool number and district. 
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the number of BOOTS worked sad the rate of pay, ths salary 
deductions sad the salary paid after dotations. Record of payment 
appears la the Tab Sheets (Payroll Register) which is permanently 
retained. 
RBCOKKESIUTIOHJ RETAIH TOR THREE TSARS ABD THBH DESTROY. 

SOBSTITDTE TEACHER PAYROLL JOttBSAL 

Sises 12» x 16» 1 2 » 
Detest 1937 • l & b 
Quantity! 1 VOISSB 
Annual Aoorarolatlom Discontinued (3ea Payroll Register* 

Tab Sheets) 
This record is errsnged by school eode number giving the asms of 
the effhiwl end the BOBS of the teacher, the daily salary s**̂  the 
amount paid monthly with total payments carried forward by month. 
This record including substitute teachers* pay records was super
seded by the Payroll Sheets in 19UU, which record was also discon
tinued and replaced by the Tab Sheets in 1952 when ths present 
system of Remington Rand account was introduced. 

) BECOHHSFSUZXCS: RETAIH PERHAHESrLY. 
13« SUBSTITUTE TEACHERS' YSSOHE CASD8 

Sise: 5* x 6" cards 
Dates) 1 9 & - -
Quantity: 1 card drawer 
ttl* Arrangement: By year and alphabetical within the 

year 
This reword is an index of daily embstltnts teachers giving the 
name end address of the eabetitnte teacher, toe amount earned by 
month, and the aaoimt of the deductions. 
HECOfflERDATIOHs RETAIH ZOR THREE YEARS AHD THES DSSTROY. 

Hi. SPBSHTOTg TEACHERS1 APPLICATION FILE 
Sleet fa" x 6"carde 
Dateat 191*0 - -
Quantity: 2 card files (current sad ncas-curreat) 
File Arrangement: Alphabetical by name of teacher 

The card for each daily substitute teacher gives the name and 
address of the teacher, phone Bomber, the degree conferred and date, 
the high school end college attended end dates of attendance, 
teaching evpsrienos, grade refers rre in teaching, date of receipt 
of the application by the Board and employee nuaber, if employed. 
Cards for teeehera who are asperated, pwisaiw/iit.ly or temporarily 



from the service ere removed free the current file end refiled in 
the "non-carrent" section. 
womsmmmi EBTAZS PSRKABESTLT. 

BSPOBT o? WAOSS TAXABLE mm THE FEDERAL lesmicg COBTBJBDTIOHS Z5f • " " : 
Form So.i 9lla (revised) 
Sleet 8£» x 11*» 
Detest 1950 
Quantity: 5 file draaer 
File Arrangenentt Chrcnological 
Auditt El-amua! outside audit 

Quarterly reports are made to the Federal and State gumma mauat cm 
fores supplied by the Bureau of Internal Revenue giving the employ
ees* account numbers, the nanee of the employees, end their total 
quarterly wages paid before deductions with totals carried forward. 
The foras ere prepared on the tabulator from the Master Horking 
File, Social Security Header Cards. Offices of the Internal Bevc-
nue Service hav<* access to the prepared format the retention period 
is seven years for copies filed with the Federal end State Govera-
nents. 

BSCCRSSBBATXCBt B2TAXB FOB S3V38 YEABS OB UBTIL AUDITED, H3ICHS7ER 
IS LATER, ABD THEW DBSTBOT. 


