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R^LJEST FOR RECORDS RETENTION S ( ^ D U L E 

To be Submitted to the Records Management Division 

Hall of Records Commission 

[SCHEDULE £?-229 
PAGE 
NO. 1. 

Requesting Agency ' MONTGOMERY COUNTY 
DEPARTMENT OF FINANCE 

2. Division or Bureau of Requesting Agency 

Director's Office - Payroll Section 

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

•
Dispose of present accumulation. No 
additional accumulation is antici­

pated. Records hove 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. 

•
Microfilm and destroy originals. 
Originals if not microfilmed would be 

retained for the period of time indicated. 

4. 
Item 
No. 

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

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

1. WITHHQLDIKQ STATEMEMT (IBS - W-2) 

Siset l»« x 8» 
Datest 1951 - -

. . Quantltyt 6 linear feet 
Annual Accumulationi 10 linear inches 
. File Arrangement t By year, then alphabetically 

This Federal Withholding Tax Form W-2 i s prepared in quintuplicate 
by the County, The copies are distributed as follows* original 
(employee1 B copy) goes to the employee who attaches i t to — 
Federal Income Tax Form for use of the Bureau of Internal Revenue} 
l e t copy (original employer's report) is retained in employer's 
H i e as the official record} 2nd copy (director's copy) i s forward* 
ed to the U. S. Director of Internal Revenue} 3rd copy (employee1 s 
copy) goes to the employee who attaches i t to hUTstate of Maryland 
Income Tax Return} Uth copy (employee's oopy) goes to the employee 
and i s retained by hinu I t has been found that the oopy retained 
by the Department (1st copy) has been useful in answering inquiries 
for a period of five years* 

RBCOMMENDATIONi RETAIN FOR FIVE YEARS (TWO YEARS IN OFFICE, THREE 
YEARS IN COUNTY RECORD CENTER)} THEN DESTROY. 

7." Agency, Division or Bureau Representative 

Signature 
D i r e c t o r o f Finance 

Title 
October 3 0 , 1961 

Date 

chedule Authorized as -Indicated in Col. 6 by Hall of 
tcords Commission. 

Date Archivist 

DisDOsol Authorized as Indicated in Col. 6 by Board of 
Public Works. 

NOV 1 3 1 9 6 1 £utusaa*4.,A^a. 
Dote / _ Secretory ^ / / X 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive.dates, and quantity 
(cubic or linear feet) . Show recommended retention period. •'' 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. .... 

EMPLOYEE'S WITHHOLDINQ EXEMPTION CERTIFICATE (U.S. INTERNAL REVENUE 
SERVICE FORM W-hJ 

+ ' Sizes U" x 6" card 
Periods 191*3 - -
Quantity's 2 card Tils drawers (1 active, 1 inactive) 
File Arrangements Alphabetical by name 

This Federal form i s completed and certified as to correctness by 
the employee waking the withholding exemption claim. The card mist 
be retained as. long as the individual remains in the Comity service 
for the purpose of withholding Income tax deductions* When a card 
i s replaced by a new card changing the number of exemptions, the 
old card i s attached.and retained* 

RECCMMENDATIOHJ RETAIN I N ACTIVE F I L E WHILE EMPLOYEE REMAINS ZH 
COUNTY SERVICE) WHEN, EMPLOYEE LEAVES COUNTY SERVICE, 
PLACE I N INACTIVE FILE AND RETAIN FOR THREE YEARS, 

: THEN DESTROY. . ' "•' -j ' • -. 

PERSONNEL PAYROLL FOLDERS , 

Dates: 1952 
Quantity* .. lli file drawers . 
.Annual Accumulations 1 f i le drawer 
:File Arrangements Alphabetical by name 
.Audits -Annual outside audit} periodic internal audit 

This f i le contains a folder for each County employee, which includes 
copies of Personnel Action Notification forms Issued by the Person­
nel Office, leave without pay sl ips, and such other forms as ere 
necessary to prepare the payroll* These forms are required far 
auditing purposes. This f i le does not include biographical inf< 
tion. 

RECOMMENDATIONS 

PAYROLL TOTALS 

RETAIN FOR THREE YEARS. AFTER EMPLOYEE LEAVES COUNTY 
SERVICE, OR UNTIL ALL AUDIT MttyTmacewTs mine mam 
MET, WHICHEVER IS LATER, AND THEN DESTROY* 

Sises 8£« x 1U» 
Dateas 1958 - -
Ouantltys 6 linear inches 
Annual Accumulations 2 linear inches 
File Arrangements Chronological 

This unnumbered form i s prepared monthly and shows the total pay 
for each department for that month. . The seme information la re* 
tained by the Accounting Division in the permanent books of account. 

1 3 1961 
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PAGE 
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. 4 . 
Item 
No. 

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

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

5 . 

(This farn i s used fear audit purposes and for reference only* 

RECOMMENDATIONS RETAIN FOR THREE ZEARS OR UNTIL AUDITED, WHICHEVER 
IS LATER, THE* DESTROY* 

PAYROLL VOUCHERS 

6. 

Sixes 11" x 25" 
Datest 19& - -
Quantity* 20 linear feet 
Annual Accumnlatiozit $ linear feet 
File Arrangements By year, then by department and 

-.-•.>•• month 

The aniimiNatd Payroll Toucher Form i s prepared on IBM equipment 
for each pay period* There are nine entries per page, each Hating 
the Department number, employee's number and name* tax class* retire^ 
meat number and pay deductions. The voucher i s approved and signed 
by the head of the operating departaent as authority to make the payj 

it rrom County funds* 

RECOMMENDATION! RETAIN FOR SH YEARS (3 years in office and 3 years 
in County Record Center) | then destroy* 

PAXBOLL REGISTER 

Sloes 11" x lit" 
Annual Accunulatlonr 1 linear foot , 
File Arrangements By check number 

This i s an IBM listing prepared In duplicate from the payroll cards. 
I t gives the employee's name and number, the check number end gross 
amount,, a l l deductions, and the net pay. I t i s prepared each pay 
period and i s need to cheek against the Payroll Voucher totals* The 
original i s meat to the Division of Revenue and Disbsrsement vhere 
i t i s used in balancing the monthly bank statements* This copy, 
vhich 1B the official copy and the subject of this item, i s retained 
by the Payroll Section, 

BECOMMENDATIONi RETAIN TEH TEARS (3 years in office and 
County Record Center); THEH DESTROY, 

years'In 

7* HOURLY TIME SHEETS 
Datest 1&9 * -
Quantity! 2j f i le drawers 
Annul Accumulations 1 fi le drawer 
File Arrangement! By payroll period 

NOV 1 3 1961 

S E d R E 

* \ 

These miniimlwed forms are submitted dally by those County depart-
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5. Description ofrRecords 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or, linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works! • •• 

•outs having hourly employees l ist ing ths hours worked that day by 
each employee*. They are summarized at the end of each pay period 
by the Payroll. Section and the hours worked multiplied by the appro­
priate hourly wage to obtain the gross pay* The forms are then 
sent to IBM where deductions and net pay are computed and the checks 
prepared* 

HB< ATIOMl RETAIN THREEZEARS OR UNTIL AUDITED. WHICHEVER IS 
LATER; THEN DESTROY. . 

8 . INSURANCE DEDUCTION AUTHORIZATIONS 
Sizes 3" ac 5" cards 
Datest l°li3 • -
Quantity* 1 card f i le drawer 
File Arrangementt Alphabetical 

A new employee who desires to be covered by the County1 s Group 
Insurance Plan must sign this form authorizing the appropriate 
deduction to be made from his pay* 

RECOMMENDATION! RETAIN FOR THREE YEARS OR WHILE INDIVIDUAL IS 
EMPLOYED BY THE COUNTY*; WHICHEVER IS XATER; . THEN 
DESTROY* 

SECRETAHV 


