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1. Requesting Agency ‘ 2. Division or Bureau of Requesting Agency
CITY OF ROCKVILLE, MONTGOMERY COUNTY FINANCE DEPARTMENT, Accounting Division
3. Authorization Requested (Check only one of the squares below).
y - e ‘ N
A ' . ) . C
Dispose of present accumulation. No - Establish retention schedule for re- - Microfilm ond destroy originals.
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 cease to . retained for the period of time indicated.
to worrant retention. . hove value to warrant their retention after
S " 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 tc which the records relate, inclusive dates, and quantity and Board of Pubhc
. o {cubic or linear feet). Show recommended retention period. Works.
1, | GENERAL LEDGER ... ~ .~ .. U oo

‘Sizes 11" x 153" sheets -

~ Dates:  1888-1895, 1916-1919, 1922 - -
'mantitan 9 volumes, 1 open top file, S bundles
File Arrangements Chronological
Audit: Annual external audit

In earlier yoars the Gensral ledger was sometimes called the Book
of Accounts but.was not always arranged by account. In 1959 the
@ | present system of machine accounting was introduced with the use af
ledger cards arranged by the title of thé account giving the account
mmber, the name of the payee or source of the receipt, date of the
entry, an explanation of the debit or eredit, the monthly balance
and balance at the end of the fiscal year (July-June). The prineci-

APPROVED
HALL OF RECORDS COMMISSION

palaocmmtsareasi‘oll.owm

General I.edger Account
Gereral Fund Receipts
Fixed Assets’

Special Funds

General lLedger Water Fund
Receipts Water Fund
Ceneral Ledger Water Fund ;
Receipts Water Fund

Gensral ledger Speoial Assessment lhmd
Weekly Payroll ‘
‘Bi«Weekly Payroll
Recreation Payroll

7. Agency, DlVlSlon or-Bureay” Representative

/]/ A/ Ay A Fragee f/d/j —

(contimued -

|gnoture Title - Date
Schedule Autho/lzed as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
ecords Commission. Public Works.

J//’//?(,z, g ' MAY 1 7 1962 . é 2 Q ; ;2
/___Date Archivist Date Secretary
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FORM HR-RM 1A
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. Hall of Records - {Continuation Sheet)
Commission ~

SCHEDULE ‘
NO. . /v’ 42
PAGE

NO. 2.

@..

No.

5. Description of Records
Describe reccrds 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.

2.

3.

k.

Ledgers prior to 1956 are stored in the Civic Center, The resom-
mendation below does not apply to the Payroll Ledger cards which
are provided for in Item 15,

2

RECOMMENDATION: HETAIN PERMANENTLY.
GENERAL ENTRY JOURNAL

Sige:r 9v x 12% x 2%
Datess 1961 = - .-
. Quantity:s 1 volume . :
... Flle Arrangement: . Chronologieal
« -« . Audit: Anmal external audit

The Gensral Entry Journal is prepared for the purpose of posting to
the Gemeral ledger. It is arranged by fund for receipts, Gemsral
Fund, Water Fund, Special Assessment Fund, and Bond Fund, Disburse-
ments are entered by date with control numbers for posting and an
explanation of the entry with the amount to be debited or credited.

RECOMMENDATION: RETAIN PERMANENTLY,

CASH RECEIPTS JOURNAL
)._ '+ Sige: 11" 'x 28" x 20 ' -
*  Datess 1928 -- - T . - -

The Daily Cash Swmsxyy Sheets are posted to the Cash Receipts
Journal undsr General Fund and Special Assessment Funds with totals
carried forward, This journmal also includes a monthly section
for payroll totals by department and date, Jowrnals prior to 1955
are stored in the Civie Center.

RECCMMERDATIONs RETAIN FOR THREE YEARS CR UNTIL AUDITED, WHICHEVER
- IS IATER, THEN DESTROY.

DISBURSEMENTS JOURNAL -(CHECK RROISTER)

Sise: 11" x 18" x 2v

Dates: 1939 « -

Quantity: 8 wolumes

Fils Arrangement:

-Audit:s Ammal external sudit

The Disburssmsnts Journals or Check Registers show daily entries

for expanditures with explanation of the expenditure, check mmber

and amount, Totals were carried forward in later years,

HECOMMEEDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS IATER, THEN DESTROY,

APPROVED
HALL OF RECORDS COMMISSION
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PAGE
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5. Description of Records
Describe reccrds 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.

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

Se-

T

i

APPROPRIATION LEDGER

Sige: 11" x 153".cards

Datess 1956 - -

Quantitys 1 open top flle, 3 cartons
File Arrangement: Chronological
Audit: Ammal external aundlt

The Appropriations lLedger was initiated in 1959 with machine entries
showing disbursements against appropriation accounts with balances
carried forward giving the account mmber and title ef the account,
the date and check number, the purchase cider mumber if any, the
itenm cost and total cost, the unoncumbered balance, and balance of
unpald encumbrance if any, the amount of the appropriation, the
total payments made to date, receipis and recoveries, and the cash
balance. Certain special funds are listed separately under each
ﬁzmiatthsendofihelodgers. '

REECMMENDATIONs- RETAIN PERMANENTLY.
RECEIPTS AND DISBURSEMENTS JOURNAL .

Sizes 9" x 127 x 2%

Datess 1961 « =

Quantity: 1 volume

File Arrangement:s Chronological
Audits Ammual external audit

The Reeeipts and Disbursements Journal glves receipts, daposits,
and disbursements by source of receipt .(Bond Issus, Federal Grant,
State Grant), and type of expenditure for the various bond issuea.

RECCMMENDATION: . RETAIN PERMANENTLY.
BOND REGISTER

-Slges S x 12" x 1*

Dateas: 1%0 -

Quantity: 1 volume

File Arrangement: Chronclogical

The Reglster is a listing only of issuss arranged by title af the
bond issus giving total amounts collected by fund and date, account-
ing for principal and interest payments on each issus,

RECOMMENDATION: RETAIN PERMANENTLY.

APPROVED
HALL OF RECORDS COMMISSION
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PAGE
NO.

5. Description of Records

6. Recommendation

’ -Describe reccrds 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 ond Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.
" 8. | URBAN RENEWAL PROJECT LEDGER

10.|PAID BILLS ARND VOUCHERS

. | PLANT LEDGER

:. | RECOMMENDATTON¢ ERTAIN PERMANENTLY .

Sizes 9% x 12n x 2%

Dates: 1962 -.-
. Quantitys - 1 volume .

File Arrangements Chronological -
"Andit: Annual external audit

This is a new record.ralating to urban renewsl showing receipt and
expenditure of funds involving Federal funds. The ledger will be
divided into five sectiona as followax :

Cash Receipts Journal .
Cash Disbursements Jourmal o
General Jourmal . .

. General Ledger
Subsidiary Cost Ledger

RECOMMENDATTON: -~ RETAIN PERMANENTLY.

Siges 8i" x 11 x 1
" Dates: 1958 - -
Quantity: 1 binder _
File Axwangemant: Chronological

The Plant ledger 13 an inventory of all undsrgruund eqnipment con-
‘| nected with the City water systems giving a2 description of the -
equipment with an estimate of its life and depreciation rate, a des-
cription of the location and an estimate of its current value, ..
These installations are under the jurisdiction of ths Department of
Public Works, .

‘Size:s Folded papers

- Datess 1950 - -

Quantitys 5 file drawers, 21 txanatiles, 13 cartans

~‘File Arrangement: By wvoucher mumber

. Disposabls Amount: LO cubie feet _ ..
. Audits . External audit; Intermal audit - ;
. - . Indext - Pink check copy file
The Paid Bills and Vouchers files includs correspondence, snd in
earlier years, canceled checks, reconciliation sheets and machine
tapes, The current files are composed of the following records:

APPROVED
HALL OF RECORDS COMMISSION
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.4' Describe reccrds accurately. Include title, form number, size of documents,
ltem
No.

5. Description of Retords

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.

12, szaccowmnmconns :

11,| CASH RECEIPT VOUG{ERS (OLD SERIES)

~1. . . Datess 2940 - -

Check copies .
Correspondence
Puncha.se Orders (yellow copy with notation of receipt)

Unpaid Billa and Vouchers are filed separately until the yellow
copy of ths purchase order is forwarded showing receipt of the

. |material, after which the check for payment is cut and the file is
transferred to the Paid Sec'd.on

REC(HHENDATION: RETATIN FOR 'IHREE YEARS OR UNTIL AUDITED WHIGHEVER
B ,ISLATER,THENDESTRO!.'“'

Dabess 19h3-19h8 1953-1955
Quantity: 16 transﬁles

File Arrangements Chronological
Anmal Accumnlation: -  Discontimued
: Diaposahle Amountt 32 cubic feot

Evidence ofthe reoeipt ofmonaybythe Cityisncwfaundinmeeipt
records of the Tax Division and Water Division, and in the Daily
Cash Record prepared by the Cashier, The former method of gathering
all receipts in one record series was discontinued in 1956, This
recoxd series included receipts and machine tapes for Water and
Sewage, Tax, Police and from other sources. The receipts and tapes
were placed in Credit Sheet envelopes daily, showing the reset key
mmber, total amount deposited, and ths initials of the person res-
ponsible for posting to the Cash Receipts Journal (Item 3). Cash
receipt vonchers and receipts found in the Accounting Division are
provided for nnder General Aeconnting Records (Item 12). -

e

-

BECMENDATION! DBSTROI ACCUMUIATION.

Sise: Foldedpnpera

Quantity: 21 tranafiles ~
File Arrangement: - Chronological or by serial mumber
Anmal Accumlation: ;i transfiles _

Audit: Internal aundit; External audit -

The General Accounting file is composed of intermediats accounting
records which are used for reference for a brief period of tims, or
frem which information is transoribed in whole or in part to more

perzanent records, mﬁhammdthefmmmm.
of recordss

Bank
Cancelsd checks and check stubs

Banknoehmnapoaitmpa
Statemants

APPROVED
HALL OF RECORDS COMMISSION
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,

{cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records

work or activity to which the records relate, inclusive dates, and quantity and Board of Public
Works.

PERSONNEL ACCOUNTING FILE

Cash receipt vouchers and reeeipt.s

Check lists
Daily Cash Summaries and Balanee Sheets
Financlal statement or report copies

Machine Tapes
Miscellaneous Receipts and Receipt Books
- Reconciliation Sheets, Trial Balances, and distritutions

Transmittal sheets
Hork Sheet.s

FETAIN FOR THREE IEARS OR UNTIL AUDITED, Wi ICHFVER

RECOMMENDATICN3
©* IS LATER, THEN DESTROY.

Size: letter size /

Datess Current =

Quantity: 1 file drawer

File Arrangement: Alphabetical by name of employee
Indexs 5" x 87 card index by name

The Accounting File for personnel includes in each folder all or
some of the following paperss . ,

Application copy (Form ERS 2) -
© - Notice of Employment 0
~ Life Insurance Applications -
: _ Beneficiery Card o
Change in Status Sheets -
Resignations and Cut-&ff notices o
Maryland Employees Retirement System Certification of ~
"~ Rates and Ccmtrnmtions {Foxm ERS 6)
~  Correspondence
Special Notdices -
" Memoranda

vhen an employee terminates service with the City, his card is
removed from the index, attached to his papers, and placed in an
inactive file, The principal Personnel Files are maintained in
the offich of the Mayor (Schedule A7-,4 ). The index card gives
the name, address and social security mumber of the employee, the
mmber of dependents, the date employed, type of group hospitalisa-
tion and type of retirement, the retirement mmber and pension rate,
the City paid life insurance policy mmber, the account mmber snd
pensicn rate, the City paid life insurance policy mumber, the amcunt
oremplcyee'asahry,aalarychmgeaanddates,mdﬁmulpbyus
grade and step., -

RECOMMENDATION: EETAIN WHILE EMPLOYEE IS IN SERVICE WITH THE CITY
AND FOR THREE YEARS THEREAFTER, THEN DESTROY,.

APPROVED
HATE ~r eronpns oo

tte A Ay

=3
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PAGE
NoO.

7.

e

No.

5. Description of Records 6. Recommendation
Describe reccrds accurately. Include title, form number, size of documents, of Hall of Records
work or octivity to which the records relote inclusive dotes and quontlty and Board of Public
(cubic or linear feet). Show recommended retention period. Works.

1!4.

PAYROLL SUMMARY SHEETS

Size: - 83" x 1N

Datest 1951 = = (smttered)
Quantity: 3 volumes, 1L binders
File Amngement: Chronological

The Pagroll Summary Sheets are used for preparing the Payroll Led-
ger Cards and are arranged by payroll period giving the name of
the employee, the department in which employed, the check mumber,
overtims i auy, the base pay and rate, the gross pay, the deduc-
tions itemized, and the amount of net pay received.

RECCMMENDATIGN: FRETAIN FOR THREE YEARS, THEN DESTROY.
PAYROLL LEDGER CARDS (PAYROLL JOURNAL)

Size: 11" x 153" cards

Datess 1954 - - :

Quantity: 2 volumes, 3 bundles

“File Arrangement: Chronological _
. Audlit; Anmmal extermal audit.

The Payroll cards are actually a part of the General Ledger (Item 1)
but are described separately as they superseded in 1956 the old
styls Payroll Journal, The cards are filed in two divisions, Weekly
and Bi-Weekly payrolls, One card i prepared for each employee and
contains space for entries for one ysar. The cards are internally
arranged by nams of employee giving the address and social security
mumber, the rates of pay, the date of change in the rate, and the
new rate, the receipt number, total earnings and deductions, net
pay, and the date of the payrell. The Payroll Journals prior to
Bﬁmmdhmﬁmcmo

mcummum: EETATN PERMANENTLY.

DAIIITIHEREPORTS

,.Sise: Iotter sise
.. Datess 1954 - -
Quantitys 1 open tep file (pinkeopﬁas),Zfﬂedmrs,
5 transfiles

File Arrangements:’ Chronologically

mmﬂyﬁmnsportsgivathenmofﬂntmadthedate,
t.hemmatthaelplme the mmber of ryegular and overtime hours

APPROVED
HALL OF RECORDS COMMISSION
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PAGE
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. Hall of Records (Continuation Sheet)
Commission . NO. .
5. Description of Records 6. Recommendation
Hall of Records

Q.
No.

Describe reccrds accurately. Include title, form number, size of documents, of

work or activity to which the records relcfe inclusive dates, and quantlty
(cubic or linear feet). Show recommended retention period.

and Board of Public
Works.

17

18,

WITHHOIDDJG EJ{EMPTION GERTIF‘ICATES AND WITHHOLDING FORMS

‘ Fom No.: W-2, W-3, and W-4
Dates:

Quantitys .
- Mle’ Arrangement:

Withholding Exemption Certificates (w—3, AN a:ne made out by the
employee and remain in effect until the employee terminates sarvice

or changes the mmber of his exemptions for Federal tax purposes,
The W-2 _forms are prepared by the Division for each employer to

show Federal and state taxes uithheld annua.lly, aoopy of uh‘.l.ch is
mtaimdbytheofﬁoe. I L .

RECOMMENDATION: RETAIN FOR THREE YEARS OR AS LONG AS EMPLOYER
R EEMAINS WITH THE CITY OR UNTIL REPIACED BY NEW

FORMS, WHICHEVER IS IATER, THEN DESTROY,

2carton8,lcarddrwer”
Bynmeotemployee

GENERAL FIIE -
Size: | letter size
Dates: ‘1959 - =

Quantitys 1 file drawer
File Arrangemnt: Alphabetical by eubject

meceneralFilecontainsmrespondenoeandreportsunderthetol-
lowing subjectss =~ . ) L
Auditors" I '

Banks (by name)

Bid Bonds and Deposits en Bids

Bids on Contracts .-

* Bureau of tha Census
Correspondence o
Duplicate Deposit Slips -
Federal Depository Receipts
Federal Grant Regulations
Croup Hospitalization

' Income Tex Levy
- . . Inter-0ffice Memoranda

Montgomery County Reports

Mmicipal Finance Officers Association
Resolutions (City Council)

Retirement

Material having contimuing legal or administrative value to the
operation of ths office should be retained longer than the three
mremmmnmmmwmnm

t.ion period.
HECOMEHDATION:

BETATN FOR THEEE YEARS, THEN DESTROY,

APPROVED
HALL OF RecORDS Chr=e=r 10N




