 h

 and a three member Board of Liguor License Commissioners,:appointed

gizes. 12 816" x 2" ik L
Datest
Quantitys Bvolunas

mmmmotthoproeeedingsofthauquorcmtrol_ﬁoardm con—

In 1951, a Department of Liquor Control was established for'the pure
pose of supervising the operatien of the County Digpensary System,

by the County Council, was establighéd to authorize the “issuance ‘and
mocattm of licenses,' -ﬁimtes‘m 51’.h:l.|s.§mu-tl are ctumtly mtn-

An Anmal Rééor‘t;.via made t.o t.ho county councﬂon April 30 containe
ing a r.ullu-and'ic'anplato statement of all business transactions

3 e
/onu HR-RM 1 (Z JEST FOR RECORDS RETENTION {(* ULE , ‘Iscn:buu 199
(8.60) NO. - N D
" Hell of Records To be Submitted to the Records Monagement Division c
Commission Hall of Records Commission [”AGE 1.
NO. .
Requesting Agency 2. Division or Bureau of Requesting Agency
MONTGOMERY COUNTY DEPARTMENT OF LIQUOR CONTROL
3. Authorization Requested (Check only one of the squares below). ; 3
. i
A . C
Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals.
additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have vaiue accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. have value to warrant their retention after
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 relote inclusive dotes and quantity and Board of Public
0. (cubic or linear feet). Show recommended retention period. Works.
.
) 1S m @ THE Lm!(n OONI'ROL BOARD

NOISSIWWO) SQ¥033Y 40 TIVH
G3AQ0YddV

7. Agency, Division ‘or Bureau_Representative

Wﬁ@ LKwere S5/6

Slgnoture Title

Date

ed

5:‘,

ule Authorlzed as Indicated in Col. 6 by Hall of
rds Commission. . Public Works.

Disposal Authorized as Indicated in Col. 6 by Board of

//7/6/ [\‘\hw S QM/ TV L tw /éwd.u.u qmu/u/};

/ Date Archivist Date Secretary /

e
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QZE;IJEST FOR RECORDS RETENTION Lm?,:un.z

SCHEDULE
(8.60) NO. - Q
Hall of Records (Continuation Sheet) PAGE £ =403
Commission NO. 2.
5. Description of Records 6. Recommendation
, q | .. Describe records accurately. Include title, form number, size of documents, of Hall of Records
. tem ‘work or activity to which the records relote inclusive dotes and quantity - and Board of Public
- No/ . lcubic or linear feet). Show recommended retention period. Works.
for the prior year (Amotated Code of Maryland, 1957 Edition, Art,
2-B, Section lﬁh)f ‘
- WI@I: RETAIII PERMANENTIY ,
3.* noumx BEER AND __guca REPCRTS \
"7 Sises legal sise
" Datess 1946 - - - - i
4 Quantity: 1 fils drawer
... Audity Biammsl State sudit, ammal cutside sadit, and
L. parlodie intemal audits
Thiaﬁhiscauposadot eop&esofthemth]yrapcrtsmdetome
Alcoholic Beverasge Division, under the Comptroller of the Treasury,
ngaﬁingtranmﬁomotmnapmwofmqmrconml The
fo:ms ares .
=
>
- ‘Fom HNos. .
N - . v o
18 A,B, « Excise tax return for disti}lled spirits and wine i B,
19 A.B, - License transactions = o
'%A.Bb-eum-nwthlyreportof&sﬂ]lm,muﬁerq S
wineries, wine bottlers, and wholssalers . S =
- 32 A,Bs < Finished products acquisition i S o
- 34«3 A B, = Finished products, disposition I - <
3l~4s 443, « Daily deliveries in gallons - & m
‘37- A.Bs-= Monthly besr report = o
MA.B. -Wmtiwddelimhganm to =
retailers A
MA.B.-Manlmmmyandyahntqumtityot o
. . distilled spirits imparted and/or received =
ﬂdm--mnthlynlea of tax paid beer delivered to
Foderal reservations far consumption thereon
-RECOMMENDATICHNs: RETAIN PERMANENTIY,
4. | GENERAL LEDGERS
Biuz 11® x * x 2* (varies)
. ' KS
The General Ledgers show monthly entries by cocunt AbPepE PYBLIC WOR
diviginss
' AUG 15 1861
Fqﬂ.ta}.
n-m:mu Mo crasar Acode o,
1iquée Division operating Lecamu SECREFARY

]
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e Pher SCHEDULE
_ M HRR 7~ ZUEST FOR RECORDS RETENTION SGArBULE o U 199
- Hall of Records {Continuation Sheet) PAGE -
Commission NO. 3o
4 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.

6.

Se

SUBSIDIARY LEDGER =~
Siser 11° x 137 x 2"
Dates: . 1950 - = -~
Quantitys 2 volumes .
Fils Arrangements Chronological
The

ledger 15 the basis for

Admimistrative expenditures
Warehouse snd deliveries
Rent

office Supplies

Iights.

Heat aud water

_Telephare R g
Advertising

Audit, licenss andprofessional services
Cars and. trucks

preparing the general lsdger
and carries receipts and expenditures in detall as follows:

Store supplies 9

Py Vate \ | .‘0 1.-\_‘1“

‘NOD SdyguJaa 2
(lah()utidv

1ISSIW

b
!

BCARD (F PU
Publis talephcne

Cigarette venders APL' ROV

e D S

ED BY
BLIC WORKS

1961

- L .
SECR RY

Qzantitys 10 volumes

Audit: Blanmual State audit, ammal cutside smdit, and
. periodic internal andits

The Conbination Record lists disbursements by year, month, and day,
giving the check mmber, name of

thé payee and amcunt, the assount

T e e
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:::RM HR-RM 1A f‘ % (%
FoRm KRR #~a™JEST FOR RECORDS RETENTION SéamBULE
' Hall of Records (Continuation Sheet)

Commission

SCHEDULE
No. . - 4QQ
PAGE .

NO. ho

4.
o
0.

5. Description of Records
Describe records accurately. 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.

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

8.

9.

' ammnona nmmrmmmm
Acmsmm

chargeabls and the amount, This record covers principally
fornqmsaleaanddenms,m&mmyis deposited with the
Department of Finance. Totals are carried farward and for each
nscalyearthareiaprepamdomfoldartorbeerandonafor

S!.ut e x 13' x 2"
" Datess. 193k =
mantitm )1 volnmea

‘I'his recard of cash receipts has been entitled Sales Accounts and :
Accounts Receivable Journal and. the Cash Receipts Journal and has
been imoun as the Accounts Receivabls since 1947, This jourmal

gives accounts receivable by date, with one page to each accounmt,
ehoudng payment with totals carried forwards escxow accountsy .
claims demandables; beer debits, credits, balances; liquor dsbdts,

RECOMMENDATION: RETATN PERMAMNERTLY,
’ ‘o
. Size: 1I* x Ah*.x 3

Dates: . 1938-39, 19L8-49 (2 volmmes)
Quantity: 2 volnmes

The “Bank Registar has not been maintained consistently and since
the Divigion of Financs has taken care of deposits since 1951, this
record has bean discontimued. The old recoxds show deposits by
m,-mth,andw,ths name of ths bank, the depaosit slip muber,
and the amounts. .

NOISSINWOD SQ¥0903Y 40 TIYH
G3A08ddYV

RECOMMENDA TI(N s mno! Accummnm .

| AP ROVED BY
mmm . B.ARD (F PUBLIC WORKS
Sige: ‘12% x }Bw x 1w ‘
Dates: 193k, 19LL-15L9 AUG 15 1961

%W Vafwéq( A

SEC! ARY

mvmmhmmbmmr,mth,andday, gi.ving

mmm,mmorm‘mmmm,
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FORM HEnM 1A @ UEST FOR RECORDS RETENTION (ﬁr.éuu f«%’fﬂ.’uéi- 1499
Hall of Records (Continuation Sheet) PAGE :
Commission NO. SO
5. Description of Records 6. Recommendation
of Hall of Records

4,
Q-
o.

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes ond gquantity
(cubic or linear feet). Show recommended retention period.

and Board of Public
Works.

104

mmb,andthoamntchargedanﬂthogemrdladgsrcutrluuﬁh
,totalscarrledfornrd. .

Bmml(ml DESTROY ACCUMULATION,
VOUGHERS, PAID BILLS, ARD INVOICES -
.o \

Siges l.etterda !

" Datest 1951 = =

. Quantitys Btmdrauaramzommﬁha

'File Arrangements Chronological and by mame of venders
Bismmual State andit, anmal’ cuted.demdit, and

periodie internal aundits -

‘ Disposabls Amount:s 50 cubic feet

Vouchers, paid tills, and invoices are filed separately for beer

and liquor, including the delivery ticket, the stamp record, the

mvdeeanifxdghbbm,thebmwmandthem .

Quantity: 2 card file drawers

ordexrs :
RECCMMENDATIONs mmmmnsmummwmm;qumms
. HAVE BEEN MET, WHICHEVER IS IATER, AND THRN DESTROY,
" . b =
1. | vENDeRS' FIIE =
| sises legal sise =
~  Datess 1933 =~ . = 2
Quantitys 3 file drawers, 10 transfiles i
File Arrangememts Arranged by name of vendar ggm
Indexs Vendors card index So
This record series contains one or more folders for each vendor, 8:
including yellow purchase order copy, showing ths name of the = o
the address and date, the purchass order mumber, the quantity and =
-brand, shipping instructions, date of receipt; and correspondence a3
ﬁledinaaaparatofoldurtoreacbvmdnr. S
—
RRCOMMENTATIONs RETAIN FOR THREEYEARS AFTRR THE DATE OF SHBATEST IV ED BY
PAPER FILED IN EACH FOLDER AMD THEM DESTR(Rs (F BHUBLIC WORKS
12,| VENDORS® CARD INDEX
- AUG {15 1961
Size: 3" x 5% cards
Dates: 1933 = - 6 ,
W“’éﬂ/ 1.\. ............

sSzC

File Arrangemant: Alphabetical by name otvqlbr

This indax to the vendars! file gives the names and addresses of
distillers and agents, amam,mm,mdaud

recaipt of shipment.

RECOMMENDATIONs RETAIN rmm
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., vk ) (255 - 7. = SCHEDULE
A e Q:.,uesr FOR RECORDS RETENTION Y<HieBULE No. ¢ — 199
Hall of Records (Continuatinrn Sheet) PAGE
Commission NO. .6‘,

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 relate, inclusive dates, and quantity and Board of Public

o. {cubic or hnear feet). Show recommended retention period. Works,

gt

13, |SIATE STAMP RECGRD
' Sizes 9'::5!.2":2"
 Datess 1957 = ~

Quantitys 1 volums

This 18 a record of Maryland Liquor stamps sent to distillers far
the purpose of maricing liquor purchased for resale by the Depart-
ment of Liquor Control giving dates on which stamps were forwarded
and names of the distillers, the cost of the stamps, as a debit to
the distillers, the date of receipt of the shipment from the dis-
tillers, the receiving mmber, and the amount allowed to the dis-
* 1t41ler or shipper for stamps returned on the bottles.

\

RECCRMENDATIONs RETAYN PERMANENTLY,
.| PURCHASE RECORD3

. Siges 16% x 22@

- Datess 1945 = =
Quantitys<. 3 volumes

‘ .~ File Arrangemsuts Chronoclogical

This i3 a record of purchases giving the year, month, and day, the
nams of the vendmr, the voucher snd invoice mumbers, the amount

paid (showing the net and inventory prices), special allowvances and
cleims, discounts, the amonnt paid under state tax and the cost of

NOISSINW0D Sa¥033Y 40 TVH
G3A0dddV

15, | PERPETUAL LIQUOR IKVENTORY CARDS

8ige: 5" x 9" Remington Remd cards .

Dateg: 1955 = =

Quantity: 3 card file drawers and 1 Remington Rand Visible
Caxd fils

File Arrangement: By code mmber

._ | The pexrpeiual liquor inventoxy card shows purchases on one side and
deliverios on the other and is prepared fram the dally salss reports

and the warchouse recedving tickets, giving the code
aBEROvVED BY
»

pame of the liquar, ths date of delivery or receipt

warehouse and the delivery or receipt ticket mumber, |At '

each month ths warchouse makes a physical irventory of the/dbhtentis, PLUBLIC WORKS
which inventory must agree with the perpetual inven card, [

‘ RECOMMEHDAT I ONs RETAIN WHILE CURRENT, onwm.am.a.qm, mﬂﬁ*G 15 1961 |
m. . i

t M cbusn ikl o | |
) SECKFTARY ‘
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18,

19.

RECOMMENDATIONs RETAIN PERMANENTLY.

‘Sige: 12® x 14 x 2%

Dates:: _19’43- - - , )
Quantitys 2 volumes = . . .

File Arrangement: . Chronological

The treaksge record shows breskage, leakage, spoilage, and the
ordarnmberbyyaar,:mth,andday,gimgthemmofthem,
the code mmber far the typs of claim, and the amount of credit
dlmdbyﬁnavandoruﬂatotalacm‘iedfmx'da :

-

MOSTHLY SMIARY OF SALES BY BRANDS AND PRICES

Sizes 34" x 1B* x 3¢

Datess 1948 - -

" Quantity:s 2 volumss

File Arrangement: Chromolaogical

mmuammwmm&puumafwm

, < ‘\ - . 9\ . .
FORM WREM 1A . Juest For RECORDS RETENTION &SdjuLe o, o0~ 199
Hall of Records (Continuation Sheet) PAGE
Commission NO. T. .
) 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 relate, inclusive dates, and quantity and Board of Public
o. (cubic or linear feet). Show recommended retention period. Works.
i '16.| PERPETUAL BEER INVERTORY CARDS
Sizes 5% x 87 cards . ...
Quantitys : 1 card £ils drawer
. Datess;: 1955 «-=-
The beer inventory cards give the name of .the product, the date of
.. | receipt and the quantity received, the date of withdramal, and
) RECQMMENDATIONs RETAIN WHILE CURRENT AND THEN FOR THREEYEARS - -
P mmmnm,mmngsm.- R -
17 | BREAKAGE RECORD

NoissImwo0 SQ¥093Y 40 TvH
Q3ACYUddY

parpose of mpuixgapchl sales and price x'apotrj‘. APLIROV
RECOMMENDATION: RETAIN PERMANRNTLY,
PERSGSIEZL, PAY RECORD '
Bizss 18% x 18 xlh'
Dates: 1941-1958

. ‘Quantity: 3 volumes | Mot A4
Anmmal Accumlations Discontimmed .-

AUG 15

BCARD CF PUBLIC WORKS

ED BY

1963

e

mwwwumm'umfc‘m
mammmumw,m.mdmm,w
the net pay and check musber with totals carried farward. This
was discontinued in 1957 when for the Department of

}

|
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, . ’ SCHEDULE
5. FORM HR-AM 1A IKJ ‘bzsr FOR RECORDS RETENTION ...1..)ULE no. (C-1G0
Holl of Records (Continuation Sheet) PAGE — "
Commission NO. 8.
5. Description of Records 6. Recommendation
\ Describe records accurately. Include title, form number, size of documents, of Hall of Records
em work or activity to which the records relote inclusive dotes and quontuty and Board of Public
o. (cubic .or linear feet). Show recommended retention period. Works.

of Liquor Control was transferred to the Finance Division.
RECOMMENDATIONs RETAIN PERMANENTLY,
20,| PERSOHNEL FILE

-

Sizes legal size

Dates: 1933 = -

Quantity: 3 file drawers -

File Arrangement: Alphabetical by name

ThePersmmlfolderscontainsnmormofwefmmingpapers:

1

Appncation for Employment
JInterview sheets

Regigmtions
Hemoranda related to employees
Change in status sheets

‘ mtonecenbern,m\henthemrollmmpaﬁdhythe
Deparhmtofﬁquwcm,theﬁlealsoincludeswroninfw'
mation sheots,

RECOMMENDATION: RETAIN PERMANENTLY,

21} ADMINISTRATIVE ACCOUNTING RECCRDS

Size: Varles

Quantity: 5 file drawers, 30 transfiles, and 1,785 cartmns
Datess 1932 - =

Disposable Amcunts 3,675 cubic feet

Audit: Bianmal State andit, anmal outside and.tt, and perigdiec
internsl audits

KOISSININOY SQ¥03Y¥ 40 MYH
aiA0Y¥ddy¥

The administrative accounting recards are camposed of ths followings

monthly expense and purchase APIPROVED BY
Drivers' daily delivery tickets and summry phbetsNBostda PlFBLIC WORKS

G 15 1961
Monthly inventories (posted to inventoxy ) AUG 15 19
| A wu%g(

SL_CX\ ARY

aescess meseraress
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.- PR

«- - Datesy 1933 = =
Quantitys 7. file drawers
Fnelrrangmnt: Bysubject.

Thisﬁleisdiﬁﬂedintothmminsectiws—cwnw,lnml,
and Dispensaries, wiih the following subdivisions.
Countys h ' |
. County Attomey
' Connty Manager
..+ County Council .-
Finance
Health
Transportation and Services

Personnel
Pnbl!.e Works

. ‘Size: Legalsi.zo

-~ . /,./'." . - | = .. HEDULE
et el (&=Zest ror RECORDS RETENTION SCaJuLE — = No. -190
" Hall of Records . (Continuation Sheet) | TPaAGE *
Commission 4 NO. 9 .
5. Description of Records *16. Recommendation
4. Describe records accurgtely. Include title, form number, size of documents, . |of Hall of Records
’m work or activity to which the records relote, inclusive dotes and qucntlty and Board of Public
o. {cubic or linear feet). Show recommended retention period. Works.
. . --l * - . v .
T.'unebooka :4_‘,.‘5,
© Ae mmmnouz " BETATH CANCELED GHECKS FGR 10 YEARS AND THEN
‘ IESTROI.
B. MHDA.TIWS mmmumxmmnmmmms
. L mmmmmmmmmm,mmxs
22, GENERAL omsrmcs =

NOISSINWOJ SQ¥033Y 40 TIvH
G3A04ddY

Beer infarmation Al l‘l\)(‘)‘j'

Bids specirications .
and BLARD (F Pl

Federal tax regulations AUG 15

Imports by individuals A VAh ol g

ED BBY
BLIC WORKS

1961

SECRYXARY
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. - FORM HR.-RM 1A

SCHEDULE

(8-80) "NO. - CJ/-" QQ
Holl of Records (Continuation Sheet) PAGE
Commission NO. 10,

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

5. Description of Records

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

Intexmi,contdmeax

Maintenance and Custodial services
Notices to licensees

Rotices to persommsl

Office equipment .

Permissions (to send vehicles cut of county)
Police reports

Profit sumaries

Safety Program
Social Security
Telephonss
Dispensariest
Anmal statistical reparts =z
‘ Breakage reports =
Correspondence
o pormeopon S _
. Personnel time sheets (pricr to 1959) ﬁm
-
RECOMMENDATIONs HETAIN FOR THREE YEARS ARD THEN DESTROY, S =
: Sa
o<
- oS m
=9
=
&
WD
=)
=
APPROVED BY
BoARD CF PUBLIC WORKS
AUG 1L5_ 1361

SICLRBTARY

"




