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FORM HR-RM 1 .
. (8.60)
Holl of Records To be Submitted to the Records Management Division
Commission Hall of Records Commission [':%‘.;E 1.
2. Division or Bureau of Requesting Agency

!

t,u'zs'r FOR RECORDS RETENTION s(if DULE

ot c~231/

Audit Section

A -
Dispose of present accumulation. No

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

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

Microfilm and, destroy originals.

Establish retention schedule for re-
cords for which there is a continuing Originals if not microfilmed would be
accumulation. The records will cease to retained for the period of time indicated.
have value to warrant their retention ofter .
the period of time indicated. ) .
6. Recommendation
of Hall of Records

odditional accumulation is antici-

»

4. . 5. Description of Records

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

No. (cubic or linear feet). Show recommended retention period.

and Board of Public
Works.

p ¥ VOUCHER FILE o

Datess 1956 = - g

Quantitys .22 file drawers in office, 158 cu, £t. in
Recoxd Conter . .

Anmal Accumulations 19 f£ile drawers

File Arrangements Chronological end then by department

The procedure for issuance of Purchase Orders is outlined in the
Recard Schedule of the Purchasing Office (Schedule C-203, Itam 6),
The yellow eopy of the Purchase Order is returnsd to the requssting
and retained until the goods or services are received, |

‘ department
At that tims, the department signs the ysllow copy and forwards it
for assoclation with the change order notices, partial delivery .

reports, correspondence, invelce, audit, and check copy. The
copy of the Purchase Order is the official copy for record purposes

WDATION: RETAIN TEN YEARS (TWO YEARS IN OFFICE AND EIGH?
YEARS IN THE COUNTY RECORD CENTER)j THEN DESTROY,

APPROVED
HALL oF RECORDS COMMISSION

- 2. | AUDIT REPGRT FILE

. .Datest 1956 « «

Quantitys 3 fils drewers ,

Anmual Accumilations 1 f£ile drawer ]

‘File Arrangement: By depertment audited and then T
monthly ,

These records are working papsrs and finol copy of monthly audit

7. Agency, Division or Bureau Representative
P 2/7‘«4-—-—,«% Director of Finance October 30, 1961
Signature Title Date
Schedule Authorized as Indicated in Col. 6 by Hall of ) Disoosal Authorized os Indicated in Col. 6 by Board of
‘ecords Commission. - . Public Works.
| | WVL}V\
A r ;. SL«JQU;] NOV 1 3 1361 /
Date Archivist '/)x Dote Secretary -7
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FORM HR.RM 1A / g //'\ SCHEDULE e 231
(8.60) RiUEST FOR RECORDS RETENTION SC...2ULE
Hall of Records (Continuation Sheet) PAGE
Commission NO. , 2.
5. Description of Records 6 Recommendation }
of Hall of Records
.land Board of Public
Works. -

4.

@

Describe reccrds accuratel'y Include title, form number, size of documents,
work or activity to which the records relote inclusive dates, and quontlty
(cubic or linear feet).'Show recommended retention period. *~

3.

mporufcrﬂlosecountydaparhamuandorﬁoessnbjecttomgnht

audit, L o
nsoommmuom munrmmm(mmnsmmmmmm
xnmsmmcoummcmnm); THEN DESTROY,

AUDIT WORK PAPERS

Qu‘_
- ~ ~
e, . - Y - .

cnntainedinthaaeﬁleaamthewrkhgpapersonvarionaapadd
audit projects undertsken by the Intemsal Audit Staff of the County,

Material having contiming legal or adrinistrative valwve should be
mtainedunﬁlsuahvallmcsasestoexi.st; 3

HEGCMHENDATIW: RETATH FIVE YEARS; THEN DESTROY,
DAILY TAX RECEIPTS REGISTKR )

. Datess 1956 - - )
" uantitys 5 file drawers

Anmual Accumilationg 1 files drawer
FﬂeAn'angezmm; By subjeot -

Se

Qna.ntit.yx 1ﬁledram
' Anmuel Accumlation: # file drawer
. -"File Arrangements Chronological "
Audits Periodie internsl aundit; anmal external audit
memx&cuonmhesawynsungofdlm;paidmntb
receipted tax bill, The listing is prepared in duplicate and is’
broken down by type of tax corparate, or real property).
It also indicates the state and County division and gives ‘the total
tax duwe, The Division of Revernue and Disbursements receives the
official recoxrd copy of this report -uhich it uses to pest the Tax
Collection Dockets (See Schednls C~209, Item 18),. The internal

RECORDS COMMISSION

PPROVEYD

A

n
-~

S

HALL oF

audit staff uses the other copy to prepare 2 recapitulation of
the Register for the State. !henmtimbelwappliesto
<OV Y

:both'eopi.ag, . N
- . - L‘L!.:.;:
RETATN THREE YEARS, ORMII.J

[ EICTANS
4
N

GASWMWAMTI@S
" Datess 1956 = = /%»M A

RECOMMERDATION: UBITED, WHICHEVER 33|
: 13 LATER; THEN DESTROY. i
‘ NOV 13 1b6l

oer o cieries sore

LD 1BY
IC WORK

A o

o s ssmseres 2o

_TARY

$CCR

:Sizes. h* x 6%
,. Anmual Accumulation: 3 file drawers
i.'Mle-Arrangsment:

Periodic internal andit; amaal extermal audit

- Audits
'!hesomrwd.ptsuhichmpmpc&lindnpueate at the tims an




- . -~ . .
- ( 1 - SCHEDULE .
SR RUCUEST FOR RECORDS RETENTION SCi..DULE SOEPULE 2231
Hall of Records . (Continuati_n Sheet) PAGE
Commission N NO. 30 .
’ _ 5. Description "pf Records : 6. Recommendation
< Describe reccrds accurately. Include title, form number, size of documents, of Hall of Records
work or, activity to which the records relate, inclusive dates, and quantity |, land Board of Public
' ‘ Works.

(cubic -orilinear feet). Show recommended retention period.

0.

an employee makes a withdrawal of stock, gas or oil from ocne of
the several dispensing points maintained by the Department of
Public Works. The yallow copy of ths receipt is retained by the
Department of Public Works, and is used to post equipment records.
It 15 then valueless and is considered non-record within the mean~

ing of the statute governing non-record material (Annotsated Code
1957 Edition, Art. L1, Section 179), See Schedule

of Maryland,
C-220, Item 2, Ths white (official) copy is sent to the Department
of Finanse for use by both the internal and external auditers.
RECOMMENDATION: RRTAIN THREE YFARSOR UNTIL AUDITED, WHICHEVER IS

' ' LATERg THEN DESTROY. (RETIRE TO RECORD CENTER
. AFTER EXTERNAL AUDIT), , '

APPROVED
HALL OF Recopps COMMISSION

[ ——

L3 2T O
ESapDp op Py

L S
Sante AL DO
T ——

TED By

8 1961

SECRET Ay
———"ETaRy |




