i

k@uzsr FOR RECORDS RETENTION s@ouu : "'F*%HEWLE C-229

FORM HR-RM 1

"' @00 To be Submitted to the Records Management Division

all of Records

Commission Hall of Records Commission IV;‘:GE 1.
2. Division or Bureau of Requesting Agency

Requesting Agency ‘ MONTGOMERY COUNTY
DEPARTMENT OF FINANCBE _

3. Authorization Requested (Check only one of the squares below).
AT R e, "“"""c. ) l.

Director's Office - Payroll Seotion

RRASN

Dispose of ‘present accumulation. No Establish retention -schedule for re-" Microfilm ond destroy originals.

odditional accumulation is antici- . cords for which there js a continuing _ Originals_if not microfilmed would be

pated. Records 'have ceased to have value , accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. have value to warrant their retention ofter

o - the period .of time indicated.

4, 5. Description of Records 6. Recommendation

Item . 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. | WITHHOLDING STATEMEN? (IRS - W=2)

Sizer L* x 8% '
Datess 1951 = - Co
Quantitys 8 linear feet . .
Anmal Accumulsations 10 linsar inches ‘
. .File Arrangements By year, then alphabetically

This Federal Withhelding Tax Form We2 is prepared in quintuplicate
‘ by the County. The coples are distributed as followss '9_{%&
to "

(emplayes's oopy) goes to the employee who attaches it
Federal Income Tax Form fur use of the Buresu of Internal Resveme)

1st cony (original employer!s report) is retained in ris
(director's copy) is forvard-

fI1e as the official records 2ond
ed to the U, S. Director of Revemueg coy (employeels
Stons of Maryland

eopy) goee to the who attaches it to
th ( 's oopy) goes to the employee

and 1s retained by been found that ths oopy retained
by ths Department (1lst copy) has been useful in answering inquiries

for a pariod of five years,

RECOMMENDATIONs RETAIN FOR FIVE YEARS (TWO YBARS IN OFFICE, THRER
YEARS IN COUNTY RECORD CENTER)s THEN DESTROY,

PPROVED

A
HALL OF RECORDS COMMISSION

7. Agency, Division or Bureau Representative

%//04 7(.7bé«wo—v— -:47 Director of Finance October 30, 1961
Title Date

Signature
hedule Au-;horized os Indicated in Col. 6 by Hall of Disposol Authorized as Indicoted in Col. 6 by Board of
écords Commission. Public Works.

Archivist

) ' NOV 13 1961 é@
/e /% WM’”\‘ g Q“‘Q’Q? /@MM
- Date . Y/ Date Secretary /N

M
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R Q{JEST FOR RECORDS RETENTION SGC:-zDULE

SCHEPULE@ 229 q“

FORM HR-RM 1A
(8-60) .
Holl of Records (Continuation Sheet) PAGE
Commission NO. 2.
4 5. Description of Records 6. Recommendation
Describe records occurotely Include title, form number, size of documents, of Hall of Records
Qem work or ractivity to. which the records relate, inclusive. dotes, -and quontlty and Board of Public
o.. (cubic or linear feet). Show recommended retention period. ' . Works. :

2.

3.

|+

- -Quantitys
‘File Arrangements Alphabetical by name

for ths purpose of withholding incoms tax deductions,
oldca:ﬂisattachodaxﬂmtaimd. .

THERDESTRUI. N I L T,

msonm. umon. romzas Lo

Dates: ‘195'2-- .
@antitws ].hﬁledrmrs. Co
.AnmalAccumhtima 1. file drawer

auditing purposes.
tion

4. | PAYROLL TOTALS

Size: B4 x 1y»

Dates: 1958 = =

Quantity: 6 linear inches

Anmal Accumnlation: 2 linsar inches

FﬂeArrangmnt: Chronological

}

EMPLOYEE'S WITHHOLLING EXEMPTION CERTIFICATE (u.s. nm:nm REVENUR
| SERVICE mnnw-u) R T

Periods 1943 - - '
2 card file drawers (1 active, 1 inactive)

.| Thie Fedaral form 1s mmmmashmctmssw
ths employee making the withholding exemption elaim. The card must

ummdumummmlmnmmm
' ¥hen a card

ump]soedbyammdchangingﬂmmmberntmmpums,the

BEOCMERDATION: RMAIN IN AOTIVE I"ILE HHILE EMPLOYEE RBJAINS Il
: . COUNTY SERVICE3 WMLEAVESMSRMGE,

mcxmmcrmmmmmrmmmns,

- | :File Arrangemsnt: Alphabetical by name -

Audits Ammalontaiﬁoanditx perindicin‘bemlamnt
Thisﬁhcontainsatolderfm-‘achmw,uhichimhdu
copies of Persommel Action Notification forms issusd by the Persan-

nel Office, leave without pay slips, and such other forms as are

necessary to prepare the payroll, These forms are yequired for
This file does not include biographical informa-

A}

| RECOMMENDATION: RETATN FOR THREE YEARS AFTER EMPLOYEE LEAVES COUNTY
o SERVICE, OR URTIL ALL AUDIT REQUIREMERTS_HAVE BEEN

MEY, WHICHEVER IS IATER, AND THEN DESTROY, 101724
' BoAKD CGF

mwzmupmmmmmmmw
for each dspartment for that month, The same information is re-
.taimdbythoAmingmmu'ﬂnpmmntboohdm.

foe

APPROVED
F RECORDS COMMISSION

HALL 0

NOV]

IVILD BY
PUBLIC WORKS

13 1961
%M onlfa»éa(ﬁ(‘r\.

SECRETARY




@ .
vl REQUEST FOR RECORDS RETENTION SC..<DULE sc""’”“c 229
Hall of Records (Continuation Sheet) PAGE
Commission 5 NO. 3.
4 5. Description of Records 6. Recommendation
. Describe records accurately. Include title, form number, size of documents, Jof Hall of Records
‘Item work or activity to which the records relote inclusive dates ond quantity ' |and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.

. Mofmumtcmﬂtpummmtwmfmoﬂy
mmmxous RETAIN Fm TBB.EE YEARS CGR mn. AUDITED, WHICHEVER

S. (PAYROLL VOUCHERS

IS LATER, THEN DESTROY,

YL

6.

7.

Sige: 11® x 15%
Datess 1955 - -
Quantity: 20 linsar fest
Anmal Accummlations S linear feet
o File Arrangemsnt: Byyear,ﬂlenbydepartmntand

RECOMMENDATION: mmmmEABS(ByaminnfﬁcoaﬁSyaars
' hcmmnoou-dcem”);thendestmy

PAYROLL REGISTER’ S
Size: 11v x 1» '

Ammal Accumlations 1 linear foot ,
File Arrangemsnts Byeheekmnber

msummmm;mmmnuurmmmm
Itginnthou:pl.oyue'smmandmnber,thomcknmbermdmaa
amount, all deduotions, and the nst pay. It is prepared each pay
against the Payroll Voucher totals, The
vision of Revemue snd Disbursemsnt where
the monthly bank statements, This copy,

el
Byb
it
ek

APPROVED
HALL OF RECORDS COMMISSION

which 4s the offieial copy and the subject of this item, is retained| -

g:
:
i |
B
j
i
1
1
s

i
HOURLY TIME SHEETS . NOV 13 1961

RETARY

.. Ammal Aceummlatien: 1 file drawer prys

MMMth@daﬂyhythosecmwapart-
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FORM HR.RM 1A
‘ (8-60)
Hall of Records

Commission

0 ‘ ["}'.
RCQUEST FOR RECORDS RETENTION SC..DULE
(Continuation Sheet)

scusnuuc 229
PAGE |
No.

4

.
o.

5. Description of.Records
Describe reccrds accurately. Include title, form number, size of documents, .
work or activity to which the records relate inclusive dotes and quontnty A
(cubic or. linear feet). Show recommended retention period.’ :

6. Recommendation
of Hall of Records
and Board of Public

" IWorks.

mhavinghmlyemphyauusungﬂmhmavaﬁnedthatdqby
each employee,. They are summarizsd at the end of each pay period
bytthayro]lSeedmandthehonrswﬁmdmﬂ.ﬁlebythoappm—
priate hourly wage to obtain the gross pay. The forms are then
santtomxuhamda&mtimandmtpqymmnpnudmdthochscb

prepared, “

RECOMMENDATION: FETATN THREEYEARS OR UNTIL . AUDITED, WHICHEVER IS
msumncs nznuc'rxox AUTHORIZATIONS

. ;'s.tze: 3" x S" cards
Datess 1943 = - : '
-Quantitys 1 card fils drawer
rna Arrangamnt: Al;mahetical

Amvemployeeuhodasimstobeoovemdbythewunty'seroup
Insurance Plan must signthistmauﬂxorizingtheappmpﬁato
deductiont.obemaderxmhispay. t

APPROVED
HALL OF RECORDS COMMISSION

REOQ(HEND&TIOH! HRETATIN FUR 'ﬂiREE YEARS OR WHILE mDIVIWAL I8
- .EMPLOYED BY THE m,,mm IS IATER;. rm
‘ - DESTROY, | .
Al s OVHED BY
D D F PU_BLIC WORXS ).
NOV 13 1951
; A %«’u%c&/ﬁq’\.
(‘ SECRETALRY




