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Holl of Records To be Submitted to the Records Management Division —
Commission - ' . Hall of Records Commission . _ T |NO. 1.
2. Division or Bureau of Requesting Agency

Divicion of Acoounts

Requesting Agencymﬂm COUNTY
" DRPARTMERT QF FINANCE

3. Authorization Requested (Check only one of the squares below)."
a0 st :'.‘ e N fao . R .-
Establish retention schedule for” re-’ Microfilm and destroy originals.

Dispose of present occumulatlon No ) ¢ h :
odditiona! occumulotion is  antici- - cords for which there is 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. L. have vaolue to.worrant their retention ofter
: .- * the period of time indicated. )
5. Description of Records 6. Recommendation

of Hall of Records

4. :

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

N . work or_activity to which the records relate, .inclusive dotes and quantlty and Board of Public
o. . {cubic or Imear feet). Show recommended retention period. Works.

1. | mRcRrPTS AND ‘nxsaunms LEDGHERS .

Patess 1891 == - - '
~Quentdtys .l volunu, 38 oubio feat
Audit: Anmnual external audit; periodlc internal audit

Two 11" x 127 ledger cards (unzunbered form) are prepared by machine
tabulation daily, ons for receipts and ong for disbursements. The
informstisn posted indicates the budget account involved, the amount,
fron vaon receivsd or to vhom paid, the purpose, voucher munber,

'| chegk mxber and dspartmant. This is a final entry and permanent
@  |vook of acocunt. The cards are maintained in post-binders. The
anma] rate of accumilation is spproximately 1% cublc feet. This
series also includes ths Appropriations lLedgers, Suburban Distriet
Ledgers, ths Roads and Bridge Fund ledgers, snd the Controls Ledgers
umwwnmummumanimama.

mcmmmum mmm.mmmspm ‘

2. |CasH RECEIPT MUIA‘HOH

Dates: 1925, 1939 - -
Quantitys 20 volumes, 3 bundlss
-Auddts Armmal external andity periodic :mmn audit

cuhneoipt um;um form (14" x'17"), unmmbered, is prepared
daily from the yollwcmofthouahnniptmoindthmm
Division of Revemms and Disbursements.(Scheduls C-209, .Item 11).
The tabulation lists the receipt number, from whom the monay was

APPROVED
HALL OF RECORDS COMMISSION

>

7. Agency, Division or Bureau Representative

% Z%—w%v/% Director of Finance November 1, 1961
Title Date

Signoture

hedule Authorized as Indicoted in Col. 6 by Hall of Disposal Authorized as Indicaoted in Col. 6 by Board of
ecords Commission. ° Public Works. )

M S w NOV 13 1961
Date Date Secretary

Archivist
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Hell of Records (Continuation Sheet) PAGE T
Commission : NO. 2.
5. Description of Records . 6. Recommendation
4. ‘Describe records accurately. Include title, form number, size of documents,” - of Hall of -Records
Qem work or activity to which the records re|ote inclusive dotes, and quantity and Board of Public
o. {cubic or linear feet). Show recommended retention period. Works.

3.

. bid

'-,casnmvoucm ‘s

.oy

k This h" x 7%" *umnmbered form is prepared in triplicats by ths
. payor, one copy (blue) is retained by the originating division (ses

- glon of Accounts, This.1is a receipt for money other: thtn taxes and

. Sheriff, Inspection and Licenses, Englneering Department, Police -
Department, etw. It shows from whom the monsy was received, W

' copy) .for posting to revemme accounts. The receipis are necessary.

received, purpose and amount, Ths information in this record is
also contained in the Receipts and Disbursements ledger (Item 1
of thia schedule)s however, the arrangement of the information in
the cash receipt tabulation is such as to provido easisr referencs,

REOQMENDATION: RETAIN FOR THREE IEABS .OR UNTIL AUDITED, wnxcxsmi
Is IA‘I‘ER; THEN DESTB.OI. . .

Datess 1939 -
Quantity: 1l cuble fest .
File Arrangement: Chronological
. Audit.z Anmal external auditj periodic intermal aundit
Division of Reverme and Dishursements; the <riginal goss to the -

‘Schednle C-209)(Ttem 11) and one copy (yellow) is sent to this of-
fice, . This item is concerned only with the copy. filed in the Divi-

ludes fees recelved from the Trial Magistrate, Clerk of Court,

purpcss; and account murber. This office uses. the recelipt: (yellow
foranditpnrpoaeaaﬁaruhiehthmisntueornommtbm.

WIKTIOR: ‘RETATN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
* . IS LATER; . THEN DESTROY.

PURCHASE CRDER {GREEN COPY)

Datest 1959 - -

Quantity: U file drawers , '
Anmal Accummlations 2 file drawers
m.eArrangamtz By Purchase Oxrder mumber

l’hisiathsﬁnaneonaparmteopyufthatonr-part?urd:mmﬂer
form (sse Purchasing Office Schedule C~203, Item 6), It is used
first to encuzber the appropriate budgetary account and then for

reference. It is conzidered non-record within the

ho moaning
statate governing non-record material (Art. L1} : S«ﬁm.l??,A;np- .

tated Cods of Maryland, 1957 Editian) amwitmltmm

admimistrative value to the office, it may be destroyedi ~: & 54

p— —

NOY 13 181

 coronasness cmmssmns vt




(' : SCHEDUL .
o et RQUEST FOR RECORDS RETENTION SCheDULE o, V23U
Hall of Records {Continuation Sheet) PAGE
Commission NO. . 3.
5. Description of Records » |6. Recommendation
: Describe reccrds accurately. include title, form number, size of documents, = |of Hall of Records
m work or activity to which the records relote inclusive dotes, and quantlty and Board of Public
o {cubic or linear feet). Show recommended retention pericd. Works.

S, | PAID BILL FILE

‘Datess 1960 = -
- Quantitys 1 file drawer
Anmal Accumulation: 1/3 file drawer

mm-w: Chronological

These are subsidiary financial records of bills rendered and pay-
ments received for various ssrvices rendsred by County forces,

undsr the Wesd Ordinance and other ordinancea,
Accounts prepares the bllls upon notice from the proper County De-
partment, receives the remittance, notes payment on the Division's
eopy of the bill (the subject of this recommendation), makes a
notation on an index kept of thess bills, and assures that the

ms_actianiscqteredintheapmopﬂ.ate ledger.

RECOMMEBDATION:
OF FISCAL YEAR, THEN DESTROY AS NOK-RECORD UNDER
AUTHORTTY OF THE STATUTE GOVERNING NON-RECCTD

o . ARTICLE 1, SEC. 179).
é. vwcma mmsrm *
" ‘. Datess 1939 - ~ i
Quantitys 15 volumes
File Arrangements Chronologieal

énplicats., The duplicate is the chsck
of Reverms and Disbursement (see Scheduls C-209, Item 7). The

draun, the total draun on sach bank daily, the voucher mmber,

This includes uss of the County duzp by refuse collsctors, diseased
trees removed from private property by the County, and action taken
The Division of

RETAIN UNTIL ACCOUNTING RECORDS ARE CLOSED AT END

MATERIAL (ANNOTATED CODE OF mnmnn, 1957 mmou,

Audits Anmal external amdit; periodic internal andit
This unmumbsred voucher register (14* x 17") is prepared daily in
register filed in the offioce

voucher register indiocates the bank from which the funds are with-
emount, to whom pald, purpose, check mmber and budget account mm-

APPROVED
HALL OF ReCORDS COMMISSION

ber. This is a final entry and permanant bock of {acsount;—~The—
Voucher Register does not include payroll which is fonndj.nLthl‘OW ED BY

Payroll Register (Schedule » Item 6) “BOARD CF 3&131.1\:,’ WORIIS
RECOMMENDATIONs RETAIN PERMANENTLY.
NOV 131951
7. | TRANSFER CARD - Z :
Dates: 51958 -- N———— VU{E‘%"’%\-
o x 11 Ry TR
. . e Arrangement: By district, subdivision, and— ——Y
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PAGE
NO.

k.

6. Recommendation’ .

Q.
No.

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

of Hall of Records
and Board of Public
Works.

in the Courthouss,’
Transfer Office and contains for both, ths grantor and gmntee,

8.

N 9.

The form is prepared in triplicate by ths
the nams, the account, tax class, district, subdivision, liber and
folio mmbers, ths size and the asssssment, The original, which is
the subject of this recocxmendation, is sent to IBM for changing
the property cards and is then filed, - One copy is sent to the
wamm&bman‘&nitmmdm. The other oopy.is used -
to change the Assignment Docket and Property. Card and then is

eitheraenttotheSﬂverSpﬂngorBothosdssubnrbanQ:ﬁutor
pouibhmtamecbyiuberemdhxpayau )

RECOMMENDATION: - RETATN FOR THEKE YEARS (mszmmnsmmscm
cmm); THEK DESTROY, .. - .

ESMFILE ,
Dates.t\1957--

Quantity: 1 file drawsr

Anmal Accummlations Jl:lnearfoot

File Arrangements Alphabotical
Bsmumprepmdinanoﬂgimlmm coples. The
is given to the contractor or other party as a receipt for

basis for making a refund)... The third copy i retained by the
Division of Accounts only so0 long as it hes administrative value.

have value to the cperation of the office.
» Sag Schaliull 223~ WVl ¢ .
GENRRAL CORRESPONDENCE .
mm:"xéhé--

Quantity: 18.cubic fest .
. rally 83* x 11¢) with

Wamm(um&hthaofﬁdalcopymdasﬂn
by

It 1s considered non-rscord within the mesaning of the statute gov-
erning non-record material (Arnotated Code of Maryland, 1957 Editdor
Articls k1, Sec. 179) and may be destroyed as soon as it ceases to

Clarks of Courts, individuals, State sgencies; and also contains
memorandums, reports, mnmmamcmmlm
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ing the functions of the Division,

N

HECOMMFNDATIONs RETAIN FOR THREE YEARS; THEN n&m APL‘“O‘Q
B l‘ln\k’ CI PL
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"D BY
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oV 1} 1961
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KRS




