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1 . Requesting Agency

STATE DEPARTMENT OF PUBLIC WELFARE

SCHEDULE NO. \"±-
/

Page No. 1
2. Division or Eureau of Requesting Agency

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

A B
Dispose of present
accumulation. No

additional accumulation
is anticipated. Records
have ceased to have
value to warrant reten-
tion.

Establish retention sche-
dule for records for which

there is a continuing accumu-
lation* The records will cease
to have value to warrant their
retention after the period of
time indicated.

Microfilm and destroy
originals* Originals

if not microfilmed would
be retained for the period
of time indicated.

Item
No.

•£• Description of Records
Joscribe records accurately,' Include title,, form number,
purpose,' size of documents, inclusive dates,' quantity (cubic
or linear feet), and show recommended retention period.
CEHTBAL CORRESPONDENCE FILE
Correspondence of the Department is maintained in this cen-
tral file at 120 West Redwood Street, Baltimore* It is
filed according to a numerical classification Scheme, con-
sisting of 30 primary categories, each extending into
several secondary classifications* A file classification
manual is maintained by the Department as an index to the
correspondence file.

Titles Excluded From This Recommendation

The retention recommendation for the Central Correspondence
File does not include the following file items, which must
be retained for periods longer than the bulk of the file
(given vlth their classification scheme numbers)* These
exceptions to this recommendation are covered by separate
retention schedule items.

Classification Ho,

I

1-1

llt*l

35-1

/ 7« Agency, Division or Hure-au Representative

File Title

Opinions of the Attorney General
(State Xaw Department)

legislation (letters to and from
the Governor),

Institutions and Child Placing
Agencies

U.S. Childrens Bureau - Annual
Plans and Budget

6, Recommendation
of Hall of Re-
cords and Board
of Public Works.

Signature
Director 12-7-53

Title Date
Schedule Authorized as Indicated in
kCol. 6 by Hrill of Records Commission

VYvu~-U<g.
Date Signat'To

Disposal Authorized as Indicated in
Col. 6 by Board of Public Vkorks.

1/ DEC
Date Signature
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SCHEDULE NO. 10-

Page No. g

Item
No.

J/r I 5« Description of Records
Describe recorjds accurately. Include title, foru number,
purpose, size 'of documents, inclusive dates, quantity (cubic
/or linear fcetf), and show recommended retention period.

Recommendation
of Hall of Ite-
cords and Board
of Public Works.

f Classification Ho.

•'! 20 i~i
20 1-1*2
20 1-1-3 -
20 1*2-2
20 1-3-2
20 1-5-1

File Title

State Plan
legislation
Plane, Instructions, etc*
Merit System Review
Administrative Cost Distribution
Administrative Review by Periods

The following file items are no longer used and no additions
have been made to the present accumulation for several years*
Authorisation to destroy these items will be covered by a
separate schedule, (except Items 22 and 27).

Classification Ho.

--12
13

^23?
27

File Title

C.C.C. Enrollment
W«P.A#
Distribution of Surplus Coamiodi-

tiea
Forms
Homes for the Aged
Sample Case Records *

fr

91th respect to Bo. 22, "Forms" and Ho, 27, •Sample Case Re-
cords" this is non-recorda material as defined In Article U.,
Section 1££ of the 1951 Annotated Code. As such, it can be
disposed of at the discretion of the Dopartnent.

titles Covered By fais Schedule

Classification Ho; , File Title

1-2
2

h

6

7
8
9

10
11
xu
i?
17

Roles and Regulation - Manual
Legislation Council
Board - County Welfare
The State Office
Estimates, Budgets, Sources of
Funds

Personnel Procedures
Establishing Eligibility (Public
Assistance)

Begistration and Filing
Statistical Reporting
Grievances, Appeals and Fair

Hearings
Accounting, Disbursing
Financial Reporting
Child Welfare Services (exception
noted)

Hot used
ServieeB Wot Othe-nrt «A (Tlafta4f4«/t



Form HE-RM la '
(9-1-53)

Hall of Records
Commission

TJRE:fcST FOR RECORD RETENTION SC
(Continuation Sheet)

U.
Item
No.

8.

3*

h.

SCHEDULE NO. / 2 -

Page No,

J>. Description of Records
Describe records accurately. Include title, forn number,
purpose, size of documents, inclusive dates, quantity (cubic
or linear feet), and shovr reconimcnded retention period.

Classification Bn-

18
19

20

21
23
3k

26

r-\

File Title

State Resources • Other Agencies
U.S.Childrens Bureau (exception.
noted)

tf.S* Social Security Board (ex-
ceptions noted)

Directories .
Committees
Organizations ••» National, Federal
and States .

Certification for Hospitalization

The material Included in this item Is correspondence only)
there are no records .requiring audit or any other type of
record for which a longer retention period would be required*
That part of the correspondence file for which this recom-
mendation is applicable occupies 88 drawers (132 cubic feet)
for the years 19h7 to date, 29 drawers (Ii3*5 feet) in the
second floor storeroom and 31 drawers (b6*5> cubic feet) for
the period 1933 * 19U8 in the third floor storerooa. (Total
222 cubic feet.) The annual rate of accumulation Is approcd*
raately 10 drawers (15 cubic feet)*
RECOMENDATIONt Retain for 3 years after creation or receipt
and then, destroy* . ' x

jCORRKSPONDBNCB * OPINIONS OF THE ATTORNEY GENERAL, STATE LAW ,
DEPARTMENT (CLASSIFICATION SCHEME NO, 1) .
Correspondence with the Attorney General and the State Lair
Department regarding opinions and legal advice is filed
chronologically and Occupies 1 drawer in the Central Carres*
tndenee File for the years 1935> to date (l| cubic feet),
BOMMENDATIONI Retain permanently* .'

^ONDMCE - LEGISLATION - LETTERS TO AND FROM THE
I0B (CLASSIFICATION SCHEME NO. 1-1)

iSpondence consisting primarily of a monthly letter to
ie Governor describing the activities of the Department,
irticularly with regard to complaints received by toe
vernor's office concerned with some phase of the Depart-
tnt*s functions* Other correspondence relates to legisla*

ilon and budget natters • Filed chronologically, it occupies
. drawer (l| cubic feet). 1938 to date.
'TCOMHHJDATIONt Retain U years after creation or receipt and
wen destroy! period of retention to coincide with the
Governor's term of office* <

qOHRESPOHDSJCE • TRAINING SCHOOLS (CLASSIFICATION SCHESffigo. m-i)
Ihis consists of correspondence with the four training schools
rider the Immediate supervision of the Department (Boy*s

6* Recomnendation
of Hall of Re-
cords and Board
of Public Works.

^CL.
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u.
Item
No.

*.

6.

7.

SCHEDULE NO. / 2-^

Page No,

5. Description of Records
Describe records accurately. Include title, form number,
purpose, size of documents, inclusive dates, quantity (cubic
or linear feet), and show recommended retention period.
Village of Maryland, .Maryland Training School for Boys..
Barrett School for Girls and Hontrose School for Girls; •
The file occupies 7 drawers (lfl| cubic feet)> 19U3 to date,
and accumulates about 1 drawer (1^ cubic feet) per year* It
is filed according to the institution and chronologically
therein* , . .
RBCOMMENDATIOHi Retain for 3 years after receipt or creation
and then destroy* • y . : .

CORRESPONDENCE - CHILD PLACING AGENCIES * PART lit OF CASE '
FOLDER (CLASSIFICATION SCHEME SO. 11**1)
Consists of correspondence with Child Placing Agencies and is
contained in a 3-part case folder* The parts are» I> Progrest
H > Documentary, and H I , Correspondence* This recoaanondatior
applies only to Part H I • Correspondence, (Parts I and IX
are included as Schedule Item So* 6*) Dates vary according
to the dates the agency was licensed* The correspondence oc-
cupies an estimated 1 drearer (l£ cubic feet)* The case folder
is filed alphabetically* , • -. '
RECOMMENDATION: Retain for 3 years after "creation or receipt
and then destroy*

CHELD PLACING AGENCIES •* PARTS I AND H OP CASE FOLDERS
(CLASSIFICATION SCHEME HO. llt-l)
Records of each Child Placing Agency licensed by the Depart-
ment are retained in individual 10w x 12* heavy red raanila
folders* Part I, Progress «• is fastened to the left hand bin-
der and contains evaluation reports end progress reports, botb
prepared by Departmental inspectors. Part H , Documentary «*
is fastened to the right hand binder* Material In this "Part
includes the approval of the State Board of Education (in let-
ter form), sanitary inspection reports, fire inspection re-
ports, annual budget and/or financial reports and lists of
Board members. All of this material is periodically superse-
ded by subsequent reports and inspections. (Record material
not included In the recommendation for this item is included
in Item No. 7*) All of the records in the case folders occupy
3 drawers ( Uf cubic feet) in the Central Correspondence fUe.

The annual rate of accumulation is 3e s? than I drawer per year
and the case folder is filed alphabetically*
RECOMMENDATION*. Withdraw from active file at the time a sub-
sequent report or inspection is submitted and retain in an
inactive file for 3 years and then destroy. If no subsequent
report or inspection is filed, retain for 3 years after the
licensee has gone out of business at which time the entire
folder will be destroyed*

CHILD PIACIHO- AGENCIES - CONSTITUTION ASD BY-LAWS, FACE SHEET
AND APPLICATION OF THE CASE FOLDER (CLASSIFICATION SCHEKS
NO* 1U-1)
This naterial • the Constitution and By-Laws of the Child

b» Recomnendation
of Hall of Re-
cords and Board
of Public Works.

-< <
CQ

Ht^xt
M<L0 ^

faA~?*
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Page No.5

a.
Item
No.

5. Description of Records
Describe records accurately. Include title, fora number,
purpose, size of documents, inclusive dates, quantity (cubic
or linear feet), and show recommended retention period.

6. Recomnendation
of Hall of Re-
cords and Board
of Public Works.

8.

Placing Agency, the Face Sheet (Fora 8rm*Q2j) which indi-
cates the terms of the license and the application far .
license m e t be retained for as long as the Agency continues
to be actively licensed. This material is in Fart IX of the
folder* , , .
RECOiSiSNDATXOEt Retain for 3 years after the licensee haft
ceased functioning ae A Child Placing Agency and then destroy*

STATE H A S FILB
Includes the f ollcsrlngt

\̂

i$-i

20 1*1
30 1*1-2
20 1*1*3
20 1-9*3
20 1*3-2
20 1-5-1

$#t^7f~
File Title

U.S. Children's Bureau * Annual
Plans and Budget

Social. Security Board *•" State Flan
legislation
Plans, Instructions, etc*
Merit System Review
Administrative Cost Dlatrlbutloo
Administrative Review by Periods

M*J*- ? ~L(&»<-**"

Material in this file ecmsists of correspondence, reports,
reviews, plans, instructions, approvals, etc* A H dealing
with the relationships of the State Department of Public Wei*
fare and Federal agencies, in particular, meeting Federal re*
quireaernts. This raaterial is filed chronologically within the
classification number and occupies 6 drawers (9 cubic feet)
1935 to date* Bate of aoensolatimi Is less than one dr
(approximately 1 cubic feet) per year*

~UTIQ8» Setain permanently*


