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%W o . ( UEST FOR RECORDS RETENTION s(_.ouLe " |SCHEDULE
(8.60) = : :

NO. ' M’i 0

- To be Submitted to the Records Management Division !
Hall of Records !
Commission Hall of Records Commission PAGE
. NO. 10
‘ Requestmg Agency : 2. Division or Bureau of Requesting Agency
CITY OF ROCKVILLE, MONTGOMERY COUNTY FINANCE DEPARTMENT, Cashier
3. Authorization Requested (Check only one of the squares below).
A ‘ : B cC .- -
Dispose of present accumulation. No Establish retention schedule for re- Microfilm ond destroy originols.
odditional accumulation 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 ceose to retained for the period of time indicoted.
to warrant retention. . A have value to warrant their retention ofter
the period of time indicated.
4, ' 5. Description of Records 6. Recommendation
ltem Descnbe records accurately. Include title, form number, size of documents, of Hall of Records
N . work or activity to which the records relote inclusive do‘(es and quantity "~ land Board of Public
o. (cubic or linear feet). Show recommended retention period. Works.

1,

CASHIER'S DAILY RECEIPT RECCRD

ATheCashierkeepsadailyreoordofancaahmeeivedatthemﬁci-

' Sizes 1w x 18" x 2w
Dates: 1956 - -
Quantitys 3 post dinders
File Arrangements Chronological . _
Audits Annual external audit o

pal Bullding for Gensral and Specisl Accounts, Yater and Sewer Fund,
Police, Permits, Taxes, and Special Ascessments. Each ontry shows
the date and nams of the payee, the account credited, and if permits
aye issued ths permit mmber, At the closs of business each day,

bank deposit slips are prepared in triplicate, one copy remains in
ths Cashier's Fils, two are sent to the bank with the deposit and

ons 1s yoturned to bs attachsd to the Daily Cash Summary Sheet which
is prepared daily for the Accounting Division (Scheduls M-12 )

with the machine tape and machine summary sheet attached

totals collected and dsposited by accounts. This yocord csases to
have further valus to the office after audit as totals are posted

in the Accounting Division to permanently retained records.

RECGHMENDATION: RETAIN FOR THRER YEARS CR UNTIL AUDITED, WHICHEVER
IS LATER, THEN DESTROY.

APPROVED
HALL OF ECORDS COMMISSION

7. Agency, Division or

Representative

(A {2 rectou C'fF/:z/(»z(f? Af//é L
Title Date
Schedule Authorizéd as Indicated in Col. 6 by Hail of Disoosal Authorized as Indicated in Col. 6 by Board of
Records Commission. Public Works.

f//—‘;//yéal_, MW S W ‘MAY 1 7 1962
Date Archivist Date Secretary )
- . N \/4
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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 relote inclusive dotes, and quonhty and Board of Public
o. (cubic or linear feet). Show recommended retention period. Works.

2. | RECEIPT COPIES

Sizes L" x 6"

Datess 1955 - -

Quantitys 1 file drawer, 10 cartons
File Arrangement: Chronological
Audit: Anmual external audit

Receipts for taxes appear in the files of the Tax Division (Sched-
ule M-13 ) and for Water and Sewage in the Water Division (Sched-
ule M9 ), A1l other receipts are made out in triplicate by t-ho
Cashier and distributed as follm:

APPROVED
HALL OF RECORDS COMMISSION

White copy, to payes
Pink copy, remains in Cashilert!s fils except in payments
: to Police in which case the pink is sent to
that office.
Yellow copy, is considered non-record within the msaning .
of the statute governing non-record material
(Annotated Code of Maryland, 1957 Edition as
amended, Art. 41, Sec. 179) and may be des-
troyed as soon as no longer needed.

@ RECGMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS IATER, AND THEN DESTROY,

3, | DOG LICENSE RECEIPTS

Size: 3" x 7"

Datess 1948 - -

Quantitys 7 transfiles

File Arrangements Chronological by license mumber
Audits Anmual external andit

These receipt coples bear the serial or license number, the dats of
issue, the nama, address, and phone mmber of the payes, dats of \
expiraﬁmandmtorthefee,thenhieaahotmber.lndtb
color, scx, and breed of the dog.

RECGMMENDATION:s RETAIN FOR THREE YEARS GR UNTIL AUDITED, WHICEEVER
IS IATER, THEN DESTROY.

k.| DOG TAX REGISTER

Sizes 67 x B» x 3»

Dates: 1888-97, 1960 - -

Quantity: 2 volumes, 3 volumss

‘ File Arrangements Series 1, by name of street and mmber
Series 2, by name of owner

This record is made up of two ssries arranged differently but con-
taining substantially the ssme information:

|
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4.

A

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive do'res ond quonhty
" (cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records

. land Board of Public
“IWorks.

Serles 1 ~ is arranged alphabetically by the nams of the
. street and address of the licensee giving the
. . tag munber, sex and breed of the dog,

Series 2 - 18 arranged alphabetically by neme of licensee
glving the address and phone mmber, date of
issue of the tag and tag number, andthe sax,
color, and breed of the dog. :

The Dog Tax Regiater is used for missuing licenses and c.hecld.ng
on renewala._ ) . ' .

RECQJMENDATI.ON‘:. RETAIN FOR '].‘HREE YEARS, THEN DESTROY.

ﬂ

APPROVED
HALL OF RECORDS COMMISSION

——




