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" To be Submitted to the Records Management Division
. Mall of Records
Commission Hall of Records Commission [:;GE

.l . Requesting Agency

HARFORD COUNTY BOARD OF EDUCATION

2. Division or Bureau of Requesting Agency

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

Dispose of present accumulation. No Establish . retention schedule for re- Microfilm and destroy originals.
additional accumulation is ontici- cords for which there-is a continuing Originals if not microfilmed would be
pated. Records have ceased to have volue accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. . have value to warrant their retention after
. . - " - the period of time indicoted.
4 5. Description of Records 6. Recommendation
ltem "Describe records accurately. Include title, form number, size of documents, of Hall of Records
N -work or activity to which :the records ‘relate, inclusive dates, and quantity and Board of Public
0. {cubic or linear feet). Show recommended retention period. Works.
1. ANNUAL BUDGET ARD BUDGET PAPERS

2.

Stzer 83s x 1I¢

Datess 1920 = « :

Quantitys 12 folders, 6 bundles
The emnual budget is set forth n a printed farm for approval of
the Board of County Commissioners and sulmission to thé State
Department of Educatien (Schedule 348, Item 13). One copy is
retainéd by the Board, Incinded with the Budget Papers are work
sheets, trial balmmces, and miscellmmeous accounting papers.
RECOMMERDATION: RETAIN FOR TEN YEARS. AND THEN DESTROY.
ANNUAL FINARCIAL REPORT OF THE BOARD OF EDUCATION

Sige: 1% x B30 x 3

Dates: WIB - -

Quantity: 36 volumss, 5 fils folders

Audit: Ammal outaide audit

The smmal report is made on a form prescribed by the State Board

of Education giving the balanve shoet, appropriations and sccounts

receivable, accounts payeble, snd wnexpended funds with totals

carried forward, Receipts and disbursements are summarized by soux

schoal construction is ssparately reported giving scurce of mmey

" Avw—xs Mes/ @A P

7 Foonte A Title

/ /'\ Date
y él-;géle Authoke€d -as Indicated in~€dl. 6 by Hall of Disoosal Authorized as Indicated in Col. 6 by Board of
‘ rds Commission, Public Works.
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i 5. Description of Records 6. Recommendation
4. " Describe records accurately. Include title, form number, size of documents, of Hall of Records
tem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o. (cubic or linear feet). Show recommended retention period. Works.
recelved for that purpose and the debt status. The County Superin-

tendent certifiss the report and forwards ons copy to the State
Department of Education (Schedule 70, XItem 1) where it is retained

for five years and then microfilmed, after which the origingl is
destroyed. The recommsndation below applies only to ths copy re-
tained in the filss of ths Comty Board of Education,
RECOMMENDATION: RETATN PERMANENTLY.

3. | BRECEIPT VOUCHER FILE

This £ile is composed of receipt vouchers wccmpming :
made to the local Board by Federal, Stats, county and local agen-

cies, as well as payments from other sourcesy all vouchers show
the amount transferred to the comty and are generally serialised,
Inclrded in this file is a posting slip which 48 prepared for each
. receipt voucher and is the posting medium to the Appropriationa
(Revenus) Ledger.' The slip gives the date, a desoription of the

.| receipt, the account number and the smount, snd the total wownt

of the deposit,
on the posting ali.p’g.s also included in the fils.

nmmmmpm lgummgnglgmm;nsm?nuLA N\ ?H?&WED BY

4.| DISTRIBUTION JOURNAL AND CHECK REGISTER

Size: folded papors .
File Arrangement: By source of receipt
Dates: 1954 - - - ‘ '
Quantity: 12 file folders

Anmual Accumulations « -

Andit: Anmmmal outside audit

payments

The bank deposit slip covering the amount showm

APPROVED
HALL oF RECORDS COMMISSION

B_oallD F pPU

BLIC WORKS

This journal is a record of all paymsnts made by the Board other

than payrell and is machine preopared with the check and a Unit Dis-
tribution Slip in one operation giving the nsme of the payes,.the
date and check mmber, the accomnt number, the school and district

for which the payment is made, the smount of the check, the invoice
amount and discount if any, the net amount. The Journal sheet
carriss a colum in which total distributions are carried forward.
The sheets are filed and the Unit Distribution . Slips are posted to
the Assessmant Ledger Cards undsr ths account mumbers appearing on
the slips and are retained for use of the anditors. The recosmenda-
tion below applies equally to the chescks when returnsd canceled,
the journal sheets and the Unit Distribution Slips.

Size: 1 x 2 x 3¢ - MAY |15 1961
Dates: 195 = - ( )

Quantity: 2 volumes, 2 cartens (Unit nu&nmm

File Arrangement: Ol’n'onologhal m"‘ V*“%e(x g@\.
Audit: Ammal outsids aundit g

BECOMMENDATION: RETAIN FOR THRER YEARS OR UNTIL AUDITED, WHICHEVER
" IS IATER, AND THEN DESTROY,




-

L
O.

ForN HR-RM 1A { \ _ SCHEDULE
(1t-1-86) REQU..f FOR RECORDS RETENTION SCHE(.E : NO.. 6'1'75
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5. Description of Records 6. Recommendation

4.

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

of Hall of Records
and Board of Public

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

5.

é.

7.

SCHOOL ACCOUNT IEDGER CARD

8ize: 6" x 12* cards

Datess ' 1959 « =

Quantity: 1 card drawer -

File Arrangement: Alphabetically by school, then by accomt
number with title

Audit: Ammual outside audit

This is a daily recard of purchases for county schools giving the
purchase ordsr mmber, smd ths purchase price, and showing the
balance remaining in the schoel's budget for that particular
account, : )

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY,

VENDOR'S HECORD

- Sizes '10% x 16% shoots
Dates: ‘1950 = ~
Quantity: 2 legal fils drawers
Flle Arrangement:  Alphibetical by vemdoar
Audit: Anmual outsids audit

This is a record of paid and unpaid bills giving the date of posting,
the amount of the payment and of the emcumbrance, the total encum-
brance to date, the payments to dats, and the unpaid balance, Ths
eriginal purchase crders and the vendor's bills are filed with the

*

APPROVED
HALL OF RECORDS COMMISSION

I8 LATER, ARD THEN DESTROY,
BOARD LUF PT
SUMMARY g!';_ PRINCIPALS' ANNUAL REPCRTS \ ’

.Bizes 11" x 18" x &n

Quantity: 33 volmmes

RECOMMENDATION: RETATN FOR THREE YEARS OR UNTIL A Dy PRICHEVERy 1) 13Y
BLIC WORKS

, waY 15 1961
Dates: 1922 - - A Wu”fwé/ﬁ@n.

- File Arrangement: Chronological

SECRETARY

This record is a summary of the combined snmal repoarts of elemen-
tary and high school principals made to the Harford County Board
of Bducatien giving the fiscal year, the school mmber and district,
ths total enrallment, total late entrants, the mumber of permanent
withdrawals and withdrawals who reentered during the year, atten-
dance by aggregate and aversage, the mmber of absances, summary of
attendance by momth, transpertation statisties, snd the nmumber of
promotions and non-promotions. This infermation is used in the
preparaticn of the local Board's anmal repart.

MMENDATION: . RETAIN FOR THREE YEARS AND THENW DESTROY.
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5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
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8. | TEACHERS! romms el -

' mg@admghtwwtu(m-sm.ammt-ot-sm)
imlndaaanm'aomotthate]w.ngmordsa

‘ WATION: nmmv -PERMARENTLY.,

: .Siu: Istter size R
Dates: 1906 - -
Quantity: . 7%. ].ettem-si.ze ti].e drmfera (3% active)
~.File Arrangements - Alphsbetical by name -
. Disposabla Amts 6 cubic feet

v Appncation for eertiﬁcate eopy .- - -
Teacher!s Certificate (if not mquested by the teacher) .
- letter of Acceptance by Superintendent of County Schools
COpyot]attern'mt.hastato Supewintendanting'anung
~cartificate to teach -
o comrof teacharts contrect -
. Health certification : o ;
. Affidavit, of ‘non-commmnist activlty SN
*  Principal's evaluation of:teacher.
I.ottor of resﬁ.gnaum (in oltb-ot-Servl.ee ﬁJ.e)

thhmhmmamamzmummmm
In-Serd.eotothemt-af—ServioeﬁJ.o ,

mvmoncmrm

Sl.ze: 3':5‘earda
- . Bates: "Current
Quantity: 2 card drawers
Fuearrangumt: By type of equipment, then by school

Aninvmtwycarduprwedformhpimeofoquimtbought
by the Board of Education, giving the type and make, a brief des-
ecription and a ssrial number, if any.

nmommmmon: RETAIN URTIL EQUIPHMENT ISSOID, REPLACED (R DIS-
'CARDED, AND THEN DESTROY. . .

APPROVED
HALL OF RECORDS COMMISSION

ADMIRISTRATIVE ACCOUETING RECORDS . AN FE R AL

8ise: Miscellansous papers B_ARD (F
. Dates:s 1950 - = ' ’

Quantity: - 35 document files, 21 bundles, 13 file drawarp,
. Audit: -Ammal outside andit M

JVIED BY
PUBLIC WORKS

15 1961
Ve ol ﬂqﬂ

SECRETARY
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4 S. Description 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 relate, inclusive dates, and quantity and Board of Public
o. (cubic or linear feet). Show recommended retention period. Works.

12,

'| Both eards carry the same information giving the namesof the pupil

The accounting records ere composed of the following papers:

Purchase orders and requisitions

Bank deposit botks and deposit slips

Canceled cheoks and check coples

Invoices, paid bills and vouchers

Soclal security quarterly reports

wWithholding certificates -

Teacher's summer saving sheets

Adding machine tapes and reconciliation papers

RECOMMENDATION: RETATN FOR THREE YEARS.OR UNTIL AUDITED, WHICHEVER
" I8 LATER, AND THEN DESTROY.

ARNUAL REPORT? ON FEDERAL IMPACT

Bize: B4" x 11® sheets

Dates: 1950 - =

Quantity: 1 folder

File Arrangememt:- Chronoleogical

This is a federal form prepared in quadruplicate to enable counties
to =pply to ths Federal Government, through ths State Board of
Education, for reimbursement wnder Publiec Laws 815 and 87 (81st.
Congress) for pupils who 'live on Federal landsor whose parents
work for the Federal Government, or both, The form centains 12
pages of detailed entries relating to pupils ixn this category and
is signed by the County Superintendent of Schools who forwards it
to the 8tate Superintendent, cns ¢opy remains with the State Departs

APPROVED
HALL OF RECORDS COMMISSION

ment of Education; one is returmed to the comty, and ~T - .
farwarded to the United States 0ffice of Educatiom, D HOVISD 13Y

He&lth, Educam, and Welfare. BOARD CF
RECOMMEEDATION: RETAIN FOR THEE YEARS AND THER DESTROY.

PUBLIC WOKRKS

\ May 15 1961
PUPLL-PARENT SURVEY CARD (FEDERAL IMPACT) : |
Size: 59 x 8% cards . AR Wméc,(y@\.
mtas‘ 195 - » s:caé-‘rA.;i;; .......

Quantity: 8 file drawers, 3 trays, 18 cartoms
File Arrangement: By name of district, then alphabetical

This is a card index to persons who work and live, or work or live
on Federal property in Harferd County. The cards are prepared in
two eolors: Orange - Work and Live; and White = Work or Live.

and parent or guardian, their addresses, dates of entering schoel
and eligibility for Federal aid, employment of parent .or guardian
and name pf employer, military record of parent or gumrdisn, and
the school sttendance and federally commested attendance of the

pupil. This fils is used in the preparation of ths anmmal report
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6. Recommendation
of Hall of Records

4.

5. Description of Records

and Board of Public

Describe records accurately. Include title, form number, size of documents
!
Works.

work or activity to which the records relate, inclusive dates, and quantity
Show recommended retention period.

«

on Federal Impact Pupil-Parents sent to ths: Stata Board of Education

for reimbursement under Public Laws 815 .and 874 .(B1lst., Congress)
rehting to Federal aid t0 .areas affeoted by Fedm-al activities,

nscommumn s
umu. I"IIE

(cubic or linear feet).

REEAINFOB'IHIEE‘IEARSANDTEENDESIROY

reon .

This file 1s composed of, handwritten, typed, and printéds

~8isez Iatter size
-Datess i918 ~ - . .
Quantity:s 25 legal sisze fun drmra
By subject, then chronological

File Arrangement:
Disposable Amuntz 20 cubie fest .

:Gensral emespundence :

.Bus 'trip request forms

- Trip reports -

- Parent Eva.luatims of Ontdoor Edma‘d.on Programs

. Teacher speclal report forms: .

. Salary reports and - eertincaticns
. ‘Ingurance . -

. -Minutes and agenda of the Boeard (eud:ra copies)
State Board of Edueation forms, reports, and cm-respondenee
U.S. Office of Bdusation forms, reports, and carrespondence
Federal Ald to Education
P.T.A. correspondence '
Honthly reports on teachers attendmce and salaries
Amuel ‘reparts of principals and teachsrs
Blue prints and plans N

Requisitions, and bids

Progress reports
Bus and auto titlesand leases

Deeds to colored and white schools
Fire insurance policies
Property sold deeds
Child study note books (1953-195&)
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RECOMMENDATION: AB.E!AIN FOR THREE YEARS OR UNTIL INACTIVE, WHICH-
.EVER IS LATER, AND THEN DESTROY.

BOARD CF

.

MAY

A

15 1961

SECR

APEPRDVIED 3Y
PUBLIC WORKS

W oL,

. TARY




