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1. Requesting Agency 2. Division or Bureau of Requesting Agency

‘ HOWARD COUNTY BOARD OF EDUCATION 7 Finance

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

A C
Microfilm and destroy originals.
Originals if not microfilmed would be
retained for the period of time indicated.

Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

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.

4, 5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relate, inclusive dates, and quantity and Board of Public

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

1. | GENERAL LEDGER -

Sizes 1% x 18® x 3n
Dates: 1880 - -« (scattered)
Quantity: 14 volumes, 1 file drawer, 6 bundles

File Arrangement: Chronological
Audit: Bilannual outsids audit

The General Ladgers give all expanditures and receipts under accounts
and account numbers. The General Ledger entries, expenditures and
appropriations, were transferred to ledger Cards in 1958 and expen-
' ditures are posted from the Check Register and Payroll Journal.
Appropriations are posted directly to General Ledger Cards.

APPROVED
HALL OF RECORDS COMMISSION

RECOMMENDATION: RETAIN PERMANENTLY.

2. | SCHOOL EXPENSE LEDGER

, Sizer 127 x 1" x 2n
Dates: 1891-1899, 1917 = -
Quantity: 12 volumes, 8 bundles
File Arrangement: Chronological
Audit; Biamnual outside audit .l

The School Expense Ledger is a record of expenditures by school and
district giving the date, and the amount of the check, the nams of
the payes, the name of ths school and the sehool number. The led-
gers priar to 1958 show the check and voucher number, the reasson
for payment, end a breakdown by account, Gensral Control, Instruc-
tional Service, Operation of School Plant, Maintenance of Sehool

7. Agency, Division or Bureau Representative
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Signatuge [/ V4 - </ Title / Date
¥ Schedule Authorized as Indicated in Col. 6 by Hall of " Disposal Authorized as Indicated in Col. 6 by Board of
.Records Commission. ] Public Works
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Archivist '/ Date Secretary
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4.

®

5. Description of Records

work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
Describe records accurately. Include title, form number, size of documents, =~ Jlof Hall of Records
i . land Board of Public

v Works.

3.

1 Outlay., The General ledgers have not been found for certain periods

-bemnchinepreparedsimﬂtaneous]ygivingthedateandeheckm-

Plant, Auxtliery Agencies, Fixed Charges, Debt Serviee, and Capital

covered by the School Expense lLedgers and a recommendation for per-
manent retention has been made 80 that financial operations of the

Board may be as complete as possibls.
RECOMMENDATION: RETAIN PERMANENTLY.

CHECK REGISTFR {(CASH BOOK)

8ize: 14" x 18 x 1¢

Dates: 1935 - =

Quantity: 16 volumes, 3 bundles
File Arrangemsnts Chronologlcal
Audits B:Lan:maI outaide audit

Since 1958, the Check Register, Payroll Journal and the checks have

ber, the name of the payee and reason focr the payment, and the net
amount of the check with totals carried forward. The Check Regis~
ter is posted to the General ledger Cards and does nr{ include the
payroll entries. Cash Receipts (appropriations) are carried in a
separahsectimofthoCheckngisterpriwtoEEB,andonlyon
ledger cards, as Appropriations, since 1958.

nmomnﬂmm RETAIN PERMANERTLY. .

APPROVED
HALL OF RECORDS COMMISSION

L. | PAYROLYL JOURNAL (SALARY BOOK)
3 Sizs: 20" x 1i* x 2%, ledger cards

Dates: 1917.1928, 19 - -

Quantity: 9 volumes, 12 bundles

File Arrangemsnt: Chronological

Audit: Biammual outside aundit
The Payroll Journal has besn machine-prepared since 1958 with the
check copies, giving the pay period, the nams of the payee and
check number, the amount of the payment and deductions, the earn-
ings to date, the peried ending, and the gross earnings and net
pay. The Payroll Journal is posted to the General Ledger and is
prepared from the Salary Certification sheets in the Superintend-
ent's office.
RECOMMERDATION: RETAIN PERMAERRTLY. 2 N

| LPPRGVED 11y
50 AUDITS ) BIARD CF PUBLIC WORIS
. . S8isze: 8 x 11" pamphleta i
. Dates: 1932 - - MAR {14 1961
Quantity: 30 pamphlets
File Arrangewsnt: Chronological /éoéw Vv’za,ég(ﬁ@«_
——— e e :"--;.;‘Z:.Tc'énxi .....
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PAGE
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6. Recommendation
of Hall of Records

5. Description of Records

4. Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dctes and quontlfy

and Board of Public
Works.

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

o.

Thoamnlouhsideanditnmdebyapﬂvateﬂnofmmtanta

according to specl.fieatims established by the State Board of REduca-

tion. .
RECOMMERDATICNs mm PERMARENT LY,

INVOICE AND cmx copm (VOUCHERS )

°

7.

Size: 7" x 83%

Dates: 1958 -~ -

Quantity:

File Arrangemsnts
Bianmual outside andit

Audits
Index: ~Card Index by -name of payes -

Since 1958 the Checks, Check Reglster, and Payroll Journal have
been machine-prepared in cne operation. The checks are made in
triplicate and the original is .sent to the payee, one copy becomes

a reconciliatlion sheet for monthly balances, and the third copy,
the .voucher, is approved by the Supserintendent and the Board and
is attached to the invoice and filed. Prior to0:1958 the canceled

checks ware attached to the wvoucher but are now fi].ed aeparate.'ly.
RECO!WDAHGH: REI'AIN FCR ‘IEREE YEARS OR URTIL AUDITE), WHICHEVB

. I8 LATER, AND THEN DESTROY. -

ADMINISTRATIVE ACCOUNTING RECORDS

f
A}

RECOMMENDATION:

Dates: 193 =« -
19 file drawers, 57 cartons, 52 bundles

Chronologlcal
134 cubde feet

The Administrative Aecounting Recerds are composad of,the fo
papers and forms which have no further value to officé administra

tion after three years and auditing:

Bank statements

Budget papers
Canceled checks (including teachers attendance
for payroll with canceled check attached)

Check stubs and chsck books

Copims of financial statements to State and County

Deposit slips and dsposit books

Distribution, reeonciliation, and trial balance sheets

Machine tapes
State Treasurer's Warrants

IS LATER, AND THEN DESTROY.

1 fils drawers, 1 card file
lhmsricalbymthandyoar

RETAIN FOR THREE YEARS CR UNTIL AUDITED, WHICHEVER

APPROVE]
HALL OF Recopps CoMMISSION

CAPEFRPVED BY
BoARD CF |[PUBLIC WURKS

MAR 14 1961

agencies
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5. Description of Records 6. Recommendation
3. 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.

8. | TEACHERS RECORD FIIE
‘ Size: L" x 67 cards

) Dates: 1900 « - :
Quantity: 1 card drawer
. File Arrangements . Alphabetically by name

Active and Inactive cards are filsd ssparately giving the names,
and permanent addresses, the

place and date of birth, the .
teacher!s educational and professional background, the schools

attended, location, the number of years in attendance, the dates
of degress, and a summary of teaching experience with a notation
of resignations. This file is a brief summary of the contents of

the Teacherst Folders. .
RECOMMENDATION: RETAIN PERMANENTLY. - -

F RECORDS CoOmMMmISSION

APPR
HALL o OVED

APPIOVIEED BBY

BI2ARD CF PUBLIC VWIRIS
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