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Hall of Rocords . . PAGE
Commission Hall of Records Commission NO. 1

tRequesting Agency

CITY OF CHIBERLAND, City Council

City Camptroller

2. Division or Bureau of Requesting Agency
Departzent of Finance and Roverue

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

A ' B . , o 4 il
t acc mulotlon No Establish retention schedule for re- Mnf:roftlm. and _destroy originals.
S.:‘jsdp,:iiﬁ pgﬁzﬁrr‘nu?:f;n is antici- cords for which there is a continuing Originals if not microfilmed would be
ted. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
fo earront retention . have value to warrant their retention after
o w : the period of time indicated.
4 , 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 dctes and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention period.' Works.
1 Cuﬁ:’if‘u'\b mpean

E mcammmﬁua KOUTADY PUmBANENTIY. .

Siget 13" x Ik® x 3.
~Datest 1903 www

Guentityr & volumes
" Fille Arrangements Chyonological
' Auditx Armual o‘atsids audit

The ‘,enﬁral ledger is the final book of entry for the financial
operations of the City of Cumbsrland, and contains records of recolipts
and expenditures by cccounts az totzls., Intries are made to the

lsdgers from the Cash Recedpts Journal (Item 2) and the Cash Disburse=

ments Journsls (Ite.a 3). The Genorel lLedger is a permanent book of
acoowit, . -

CASH ABCEIPTS JOURNAL

Siger 12% x Ih0 x 1Y
. Dategr 1938 wew
Guantitys 13 volumes
File Arrangoment; Chronolozieal
Auditi JAnouzal sutside audit

Tho Cash Beceipts Journal is posted from the Collector's Dally
Report of Collsgtdons and the (lark's Report on Colloctions, giving
the dets and roceipt number, the nave of the payee, and the amount.
‘Receipts are entered according to the account to vhich they are’
credited = General Fund, Water, or Annexations. fhe Journals contain

of years after the entries have been totaled and entered in ths Gone
eral ledger (Item 1), the permanent book of account.

a moro detailed breakdown of recelpts which is of service for a mumber|
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SCHEDULE

Y.
No.

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

RO e . REyUEST FOR RECORDS RETENTION SCI JULE Mo,
. el 119
Hall of Records , (Continuation Sheet) PAGE
Commission _ NO. 2
5. Description of Records 6. Recommendation
of Hall of Records

and Board of Public
Works.

2 (cont.)

RECOMMENDATIONs RETAIN FOR TEN YEARS OR UNTIL ALL AUDIT REQUIREI&.HT§
‘ HAVE BEEN Iu&T M{[C’:{EVuR IS LATER, THEN DESTROY.

CASH DISBURSEMENTS JOURNAL

Sizes 14" x 167 x 2"

Datess 1917 www - .

Quantitys 10 voluwnes & .

File Arrangements Chronologlical
Audits Annual outside .andit

The Cash Disbursements Journal is posted monthly from the voucher!
register for all cash expenditures except payroll (Item 15) giving
the check and voucher numbers. the purpose of the disbursement, the -
aumount, and the acoount --- Airport, City Hall, City Hall Annex,

Collections, Contingent, Engineering, Fire Department, ¥lood Project.
llaintenance, Gerbage, Parks, Police Department, Public Building Re-
pairs, Recreation, Storm Sewers, Streets and Alleys, Street Clesning,

Treatment. The Journals contain a detailed breakdown of disbursement
which is of service to the office for a number of years after the en-
tries have bsen totaled and entered in the .:eneral ledger (Item 1).

the permenent book of account., - -
RECOMENDATION: RETAIN FOR TEN YEARS OR UNTIL ALL AUDIT RDQUI‘?:,- '

VOUCHER INDEX

Sizes 5" x- 9" cards

Datest 1943 wuw o

Quantitys 1 card drawer

File Arrangement: - Alphsbetical by name of payee
Audit: Ammal outside audit

The Voncher Index 5.2 reoord of payments to companies and indi-
piduals, not including payroll (Item 15), giving the name and address
pf the payee, the date, voucher number, .and amount.

RECOMHMENDATIONs -RETAIN ‘FOR THREE YEARS - OR UNTIL AUDITED. WHICP“'J"ER |
. I8. IATER. ‘HIEN TESTROY. s :

GENERAL JOURNAL

Sizes 113% x 154" x llr"

Datess 1933 == .

Quantitys 2 volumes

File Arrangements Chronological

Audit: Annual outside audit

ount to another giving the date and titles of the acccunts, the
ried forward., This record is used for eorrection of the General

Staticnery and Printing, Varehouse, Meters, Weights, and Sewage .
f.

MENTS HAVE BEEN MET, WHICHEVER IS LATER, THEN DESTROY,

The General Journal is a record of the transfer of funds from one
t transferred, and the reason for the transfer, with totals car-

NOISSIHNOD SQ4033Y 40 TIvH
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Ledger. . » |
(continued)
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NO.

Dates:s 194 .
Quantitys 172 transfiles, 120 document file drewvers,

b £ile drawers, 26 bundles
File Arrangement: Chronological
Audits Annual ocutside audit

The General Accounting Records are composed of financial papess
which, after audit and posting to permanent books of account or use
as ‘intermediate records for transfers of information and dats, ceaso

to have further valus to the operation of the office. Papers in this
category arei- ‘ .

Banking Records (
Bank statements ’
Cancelled checks, check copies, check stubs, and checkbooks
Deposit books and deposit slips
Certifications from the State Department of Assessments and
Taxation (State Tax Commission) '
Collector?s Daily Report of Collections, with suppcrting papers
Distribution and reconsilistion sheets and trial balances
Financial reports to and from other city, county, and stats
agencies
Hachine tapes
Motor vehicle operating expense stubs and sheets
Paid bills and vouchers
Parking meter collection reports
Purchase records
Credit memoranda
Partlal delivery reports
Purchase orders
Requisitions

(continued)
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PAGE
Commission NO.
5. Description of Records 6. Recommendation
4 Describe records accurately. Include title, form number, size of documents, of Hall of Records
It work or activity to which the records relote inclusive dates, and quantity and Board of Public
No. {cubic or linear feet). Show recommended retention period. Works. -
bont.) |RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDI’I‘ELD. WHICHEVER '
IS LATFR, THEII DJJSTROY.'.‘ ‘ —
>
6 DISTRIBUTION IOU'M AL (TRANSFER IFU}ERS) —
Sizas 12" x 14" x 2% =
Datess 1926.1940 -
Quantity: 5 volumes Fg
File Arrengements Chronological g
Annual Accumulations Discontinued s
How Indexeds Tab Index to Account w
The DMistribution Journals are nonthly records of recsipts and S
cxpend_mres by accounts preparcd for posting to the General Ledgers =
(Item 1), giving the date and subject of the expenditure under each ==
account, the vovcher number, and the amount. Each entry is further o
broken down into sub-accounts. This type of record has been dis- =)
continued, and the information contained herein is found in the =
General ledgers for the same period.
RECGAMNDATION: IESTROY ACCQUMULATION,
7 GENERAL ACCOULITING RICORDS
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FORM HR-RM 1A

SCHEDULE
(8. 860) . RkxUEST FOR RECORDS RETENTION SCi )ULE NO. M-19
Hall of Records (Continuation Sheet) PAGE
Commission / NO. L

5. Description of Records

Form No.s Dunbar

Sizeg 12" x 20" x 1"

Datest 1954 —we .

Quantitya 1 volume o
F4le Arrangement: Chronological
Audits Annual outsids audit

The Bond Record includes a Payment Record ‘\nnmary. vith interest
and principal payments itemized on separate shests.

The I—fayment Record sheet gives the total amount of the issue and
the bond numbers, the number of bonds due and denominations, the
amount of bonds due sach maturity date, the maturity dates, the date

and amount of funds sent to the paying agent to retire bonds, and
the amount of bonds outstanding.

The interest payment sheet gives the coupon numbers paid end the
amounts, the maturity date of coupons, the date and amount of mnds
sent to the paying agent.

The principal payment sheet shows the name of the issues and the

the interest rates and date first interest coupon is payable and sub-
sequent due dates, where payable, and the total amount of the issue,
with the first and last due dates,

RECCHENDATIOI‘{: RETAIN PERMANENTLY,

RETTRED BONDS AND COUPGKS
Dates: 19l) wee

Qeantity:s 82 volumes, 4 file drawers '
File Arrangements Chronological

rized for city improvements, After audit they have no further value,

as the financial transactions in connection with the bond issues are
completely recorded in the Bond Record. (Item 8),

RECQMENDATIONs A. RETAIN RETIRED BQNDS FOR THREE YEARS AFTER RETIR]
C MENT OF THE BOND ISSUE OR UNTIL ALL AUDIT REQUIREMEN

HAVE BEEN FUIFILLED, WHICHEVER IS.IATER, THEN DEBSTRO]

BY BURNING UNIER SUPERVISIGN OF A REPRESENTATIVE OF

series, the date of issue and denomination of bonds, the bond numbersl

Retired Bonds and Coupons represent payment of bond issues autho-

THE OFFICE OF THE COMPTROLLER, (continued)

6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
tem work or activity to which the records relcte inclusive dotes and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works. :
7 (cont.) Receipts and receipt books and stubs
Warrants and vouchers -
Withholding Forms, State and Federal (W~2, W-2b, 1099) =
=
A1l printed and mimeographed material is considered nonrecord ~
within the meaning of the statute governing nonrecord material, L
(Annotated Code of lMaryland, 1957 Edition as amended, Art. 41, Sec. -
179), and may be destroyed as soon as no longer needed by the officed m
RECGMMENDATIONs RETAIN FOR THREZ YEARS OR UNTIL AUDIT}:.D VHICHEVER %
- IS LATER. THEN D:LSTROY. A
8 |BOND RECORD o S
=
1%
L2
o
=

G3A0dddY




FoR e Teay 1A © REyUEST FOR RECORDS RETENTION SCI  /ULE
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SCHEDULE /

NO. M-19
Holl of Records ) {Continuation Sheet)’ PAGE
Commission NO.
5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
.ltem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. {cubic or linear feet). Show recommended retention périod. Works.

9 (cont.)

10

RECHZTNDATIONS B. RETAIN COUPONS FOR THREE YEARS AFTER PAYMENT OR
UNTIL AUDITED, WHICHEVER IS LATER, THEN DESTROY BY
BURNING UNDER SUPERVISIGH OF A REPRESENTATIVE OF THH
OFF1CE OF THE CQMPTROLIER. . .

SEWER BOWDS DTS STRIBUTION JOURNAL
Sizes 15" x 17in x 2%
Dates: 1931-1961

Quantity: 1 volume :
Annual Accumulationt Discontinuned

This Journal lists payments incurred in sewege projects which haye
been {inanced by bond issues, giving the check number and date, the
nane of The payee, the total emount of the check, with a breakdown of
accounts charged, end the amounts. This record, discontinued in 1963,
vas replaced by the Bond Kecord (Item 8), tut it should be retajned
as it covers a period earlier than does the Bond Recoxd.

RE.CQ"MNDATIOH ¢ RETATN PERMANENTLY,

FLOOD PREVENTIOH JOURNAL

Sizet 12" x 14" x 1v . o
Datess 19281932 . N
Quantityt 1 volume . S ' o .

Annual Accwmuletiont Discontinued :

This Journal is a record of expenditures from the Gensral Fund
for flood control-projects, giving the date and voucher number, the
name of the vayes and the -amount, anc the reason for payment, The
Journal vwas discontinued in 1932, and expenditures for flood control
are now found in the Cash Disbursements Journal (Item 3), in the
General Ledgers (Itea 1), However, the Journal should be retained,
as it contains more detaill than the above-listed records., Flood pro
tection projects are now provided for by bond issues, ' o

RECRMENDATION: RETAIN PERMANENTLY,

C
3

CUMBERIAND SE’WAGE DISPOSAL PLANT BOND EXPENDITURES JOURNAL

Sizes G" x 11" x 1R

Datess 19551953

Quantity: 1 volune ‘
Annual Accurulation: - Discontinued

This Journal shows expenditures by dates, giving the names of thd
payess, with check and voucher numbers, and the total amounts, with
a breakdown of accounts and emounts, This Journal was discontinued
in 1959, and the entries are now carried in the Cash Disbursements
Journal (Item 3), and the General Ledger (Item 1). However, the
Journal should be retained, as entries are more detailed than in the
above=-listed records,

RECGMENDATION: RETAIN PERMANENTLY,

NOISSININOI STY033Y 40 TIVH
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FORM HR.RM 1A - SCHEDULE

(8- 60) * RkUEST FOR RECORDS RETENTION SCI JULE d NO.

V=19
Hell of Records (Continuation 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
.tem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No {cubic or linear feet) . Show recommended retention périod. Works.

13 | BOID iJENS RECORD -

Sizes 110 x 135" x 2°

Dates: 1910-1959 . ¢
Quantitys 3 volumes .

File Arrangements Chronological

Amual Accumilations Discontinued

This Record lists liens which are automatically filed by the Cit]
of Cumberland against individual property owners for the amount of
assessments for improvement projects affecting individual proporties
Iiens are kept in effect until the assesaments are paid. The Bond
Iiens Record gives the dates of filing and the names of the property
ownhers, and the amounts of the asssssments under three categoriest
General Improvement Bond Iiens, Flood Idens, and Paving Bond liens,

This Record was discontinued in 1959, and ths information is now
found in the General Ledger as totals (Item 1) and is itemized in thg
', Assessment Cards and in the Iien Payment Journal in the City Collects
or's Offies (Schedule K~21, Items 1 & 5). - However, this R¥icord should

be retained, as it covers a period earlier than that covered by the
Tax Collectorts cards and journel, ' ’

NECOMGIENDATIONs RETAIN PERMANENTLY,

NQISSINW0I SQ¥0J3Y 40 TIVH
Qin0yddy

@ . | irrrzcarron For METERS D TAPS

Sizes 83" x 11" sheets' -

Datest 1953 wee .

Quantitys 14 bundles N
File Arrangementt Chronological

This Comptrollerts copy of the Application is considered nonrecoxd’
within the meaning of the statute (Ann. Code of Maryland, 1957 Editidn
as emended, Art, 41, Sec., 179), and may be dostroyed as soon as no
longer needed by the office. The white copy, filed in the office of
the "Department of Water and Electric Iight is the record copy and is
poermanently retained (Schedule M-20, Item 7).

15 |PAYROLL JCURNAL

Sizey 207 x 244 x 2%

Dates: 1917 === .

Quantity: 7 volumes (old series); 6 volumes (new series)
File Arrangements Chronological :
Audit: Ammual outside audit

The old series of Journals give the check and voucher numbers,
the name of the employee and the amount of his check, the account,
and the department. In 1958 a pegboard system was introduced, by
vhich the Payroll Journal sheet, Employee Card (Item 16), and tho em-
ployee check and earning record are prepared in one operation. The
@ new Journal gives, in addition to the information earried in the old
series, the title of the position, and the itemized deductions. One

1"22 in the old series covers the Vater rative Payroll onl;
&92 1949). The water employee payroll igp:ow included with tge
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: SCHEDULE
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Commission NO. 7

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 dotes and quonhty
(cubic or linear feet). Show recommended retention period. -

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

16

17

regular pay‘roll-

REC(E*H’ENDATIO; :  FETATN FOR FIVE YBARS OR U‘\ITIL AUDITED. WHICHEVER
R IS IAT“R, THEN DESTROY, )

EixPLOYF" CARDS

Size 3 5" x 9” cards (old ser:.e*'):
Soooegir x 1 pe"board cards .-
‘Datest - 1928 ——— : »
Quantity: | 5 drawers: : ‘
- File Arranvement: Alphabetical by name of e'nnloyee
- - Audits Annual outside sudit ...

‘The O.Ld series of Employee Cards cives the ram;a ‘and ‘address of
the employee, date of cmployment, payroll dates and gross amount paid
with Federal and State tax deductions. Vhen the pegboard system was
introduced in 1958 (item 15), more informaticn was entered on the
card to include the Social'Security number, the number of Federal and
State deductions, pension paymenis, base pay, time.worked (regular .
and overtme), gross pay . and deductions, and net pay end check ausben

The City government administers the Police Pension Fund (Item 20)
and the Imployse Cards for retired personnel participating in. this
fund are subject to Recommendatlcn A below, A1l other retired em-
ployees receiving pensions, including Fire Despartment personnel, are
under the Employeos! Rotirement System of the State of Maryland, and.
their Imployee Cards are subject to Recommendation B.

PENSIGHS FOR THRIE YIARS AFTER LAST PENSICH PAYMENT
IS MADE TO EIiPLOYI.‘E OR HIS BENEFICIARY, THEN DXESTROY

- HETATH CARDS FOR ALL OTHER EMPLOYEES FOR SIX
YLARS AFTER RETTIREMENT, RESIGNATION OR TER}EEI\IATICN
OF SERVICE,. THEN E‘ISTROI.

ERIPLCELES' RETIREIENT SYSTEH ENROLII‘IENT CARKS AIID REPORTS

Form No.3 ERS #l and 2 (State)

Sizet 83" x 11° sheets

Datess 1956 J—

Quantitys 1 file drawver, 1 bundle . ,
File Arrangementt Chronological (Reports); Alphabetical by

- . name -of employee (Enrollment Ca.rds)
Andits Annual outside amdit

Enrollment Cards are prepared 4n triplicate at the h.ms an eme

ployee applies for enrollment in the State Retirement System and are
distributed as follows:~

ERS 1 to the State Erployees'! Retirement System
BRS #2 to the applicant

ERS £3 remains in the office file

The copy sent to the Baltimore office is attached to the Cortifi-
cation of Rates and Contributions, Form ERS #6. (Recommendation A

RECGENDATION: A. RETATN EMPLOYEE CARDS FOR RETIRED POLICE RECEIVIR

WOJ SQ¥033Y 40 TivH
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@er
No.

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

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

17 (cont

19

20

names of the payers or payees, the wvoucher and check numbers for dis

bursements, and the amounts for both receipis and disbursements, with
totals carriec forward.

RECGMENDATION: RLTAIN PERMANENTLY.

) below applies only to the copy retainod in the Comptroller's
oflice,)

A bi-weekly report on retirement collections is forwarded to thg
State Retirement System with the check covering total employee with-
holdings for thet period, (Pecom‘endution B below).

RECOMMENDATION: "A: RETAIH EMPLOYRES' RETIREMENT SYSTEM ﬂiROLLIEﬁT
: CARDS FOR SIK YEARS A}"h:,R RETIREMENT, THEN DESTROY.

B. mTAIN BI-W}_LKLY REPORTS FOR THREE YEARS OR
UHTIL AIJDIT.E»D. WHICHEVER IS L&‘I’BR, THEH DESTROY,

STATE INNSTRIAL ACCIDENT cmm» (WU&’J:METJ'S CQ‘PFJJ.)A"IGN CO!-.riISuIOIv)
sizes legal size™ =~ T /
Dztest 1933 wee : _

File Arrangcument; Alphabctical by name of clainant -

This file is com posed of claims foldere containing forms, core
respondence, roports, and settlements arlsing from accidents or in-
Jjurdes to clty employees in which claims have been entored apgainst
the Mayor and City Council. After compensation has been established
and the clain sotiled, the folder has no further practical value to
the operation of the office,

RECOMMENDATION: RETAIN FOR THREE YEARS AFIER SETTIEMENT OF ‘I’HT'

CLALf, THEN DESTROY.

FIKE DEPARTHENT PENSION FUND JOURJAL
Sizev 8% x 133" x 1°

Datest 1940-1951 )

Quantitys 1 volume :
dnnual Accwmilation: Discontinued

Adrinistration of this fund by the City Council wus discontinued
in 1951 vhen it was trensferred to the Employees! Retirement System
of the Stats of MMaryland,  The Journal gives the names ot‘ the con-
tributors, the dates, and the amounts contributed.

RECQQIENDATION: DESTROY ACC‘U“LUIATION.

POLICE IRPARTHEXT PENSION FUND JCURNAL
Sizes 83" x 133" x 1

Dates’ 19’4'0 [ ,

Quantity: 2 volumes

File Arrangements Chronological
dudits Annual outside audit

The Police Department Pension Fund is administered by the City
Council., The Journal gives receipts and disbursements by dates, the

NOISSINWOD SGY003Y 40 TIVH
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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 relote inclusive dcfes and quantity
(cubic or linear feet). Show recommended retention period.

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

21

GENERAL FILE

Sizet Legal size

Dates: 1935 ~~w

Quantitys 7 lesel file drawvers, 1 check drawer, 5 transfiles
File Arrangements Alphabetical by subject .

The Ceneral File contains correspondence, papers, reports, and
forms under the following subject headingsi-

Airport Payrcll papers .
Assignment of Pay Checks | .
Auditor?s Quarterly Reports
Budget Ordinance )
C:Aucolled Coupons; Dank Statements and Uork Papers
Certifications of Rates and Contributions (copies ERS J16)
Cherity Reports
Conciitions or the levy; Collections and Disbursements
Mistribution of Appropriations
Laployees
Applications for return of }'}rployee Retirement Funds
Blue Croess ~
Dnployeets Address end Yarital Status
Pmployee's Retirement Data (correspondence)
Iist of Telephones
Loave cf Absence
Payroll Orders ’
Tormination of Rmployment
Vacation end Sick Leave
Withholdirg Forms, State and Federal
Five and Police Pension Contributions
Financial Reports to and from City, County and State Agencies
Gens ral Correspondence
Honthly Financial Reports (See Financial Reports)
Persion Contributions
* Pensions Pending
Purchase Crders
Quarterly Fedecral Tax Return
Receipts and Disbursements Reportis
Salaries of Enployees
Sociel Security Claims and Reports
Street Improvement Costs

All printed and mmeographad material, except completed forms, is

considored nanredord within the meaning of the statute (Ann. Code of
Maryland, 1957 Edition as amended, Art. 41, Sec. 179), and may be
dostroyed as soon as no longer nesdsed by the office. «== Matorial
having continuing legal or adrinistrative value to the operation of
the offico should be retained until such value ceases.

Same of the above-listed records are subject to andit under cer-
tain conditions and are governed by Recommendation A below,

RECQIMENDATION: A. RETAIN FOR THREE YEARS OR UNTIL ALL AUDIT REQUIRE-
HMERTS HAVE BE:d MET, WHICHEVER IS IATER, THEN DESTROY.

NOISSININOY SAY¥093Y 40 T1VH
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B, RBTATN ALL OTHER PAPERS FOR THREE YEARS, THEN DESTROY.




