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SCHEDULE NO, |2

Page No. 1

1. Hegquesting Agency
STATE DEPART 0

2. Division or Bureau of Requesting Agency

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

A

Dispose of present
accunulatione

B C )

Establish retention sche- Microfilm and destroy
No X dule for records for which originals, Originals

additional accumulation there is a continuing accumu~ if not microfilmed would

is anticipated, Hecords
have ceased to have

value to warrant reten- retention after the period of

tion.

time indicated,

lations The rccords will cease bc retained for the pcriod
to have value to warrant their of time indicated.

L.
ITtem
No.

‘5« Decscription of Focords
Jeseribe records accurately,” Include title,, form numbcr,
purposc, size of documcnts, inclusive dates,” quantity (cubic
or lincar fect), and show recommended retention period.

6. Rccommendation
of Hdll of Re=-
cords and Roard
of Public Works.

1.

CENTRAL CORRESPONDENCE FILE

- Correspondence of the is maintained in this cen=~
tral file at 120 Vest Redwood Street, Baltimore. It is
f1led according to & numerical classification achems, con~
sisting of 30 primary categories, each extending 4nto
several secondszry classifications. A file classification

manual 13 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 {tems, which must
be retained for periods longer than the bulk of the file

- (given Wi th' their classification scheme numbers), These
exceptions to this recommendation are covered by separate
retention schadule items. ‘

61assification No. Flle Title
p § Opinions of the At General
- (State lLaw Department
11 legislation {letters to and from
- the Governar).
11 Institutions and Child Placing
Agencies
19-1 UeS. Childrens Bureau « Annumal

Plans and Budget

et
H«é‘j%

V/’?. hgcney, Division or Burcau Hepresentative

T{- S Q )L& , Director 12-7=-53

Signaturc Title

Date

Schedule Authorized as Indicated in
.Col. 6 by Hall of Rccords Commission Cols 6 by Board of Public

12//0/5 3 M%W __DEC 1t P53

N

Disposal Authorized as Indicated in

bhorks,

TN N—

" Datc Signatire V"""Date TV Signaturc

Y T




Form HR-RM la &5 & SCHEDULE NO. [
(9-2-53) 4 T FOR RECORD RETENTION SCHEDU.E

Hall of Records - (Continuation Sheet)
Commissiﬁ;x Page No. @
: TN
e C‘/L | 5. Description of Records 6. Recomrendation
Item Dc;a{1 ribe records accurately. Include title, form number, of Hall of Re-
No. pﬁrpo%e, size of documents, inclusive dates, quantity (cubie {cords and Board
sor lincar feet), and show recommended retention period. of Public Works.
A . Classification No. ~ File Title !
" 2011 . - State Plam
0 1-1.2 . Legialation
20 1-1-3 - Plans, Instructions, ete,
20 1-2~2 Merit System Roview  r
20 1~3~2 Administrative Cost Distribution ' .
20 1~5-1 Administrative Review by Periods -

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

" Glassification No. File Title
"/12 eocoon Enrollment ! !
13 WoPeho -
. 16 Distribution of Surplus Commodi-
ties §
‘ 22 Forms
ves Bomes for the Aged .
. 27 Sample Case Records " *

With respect to No., 22, "Forms® and No. 27, ®Sample Case Re=
cords® this is non-records material as defined in Article k1,
Section 155 of the 1951 Annotated Code. As such, it can be
disposed of at the discretion of the Department.

Titles Covered By This Schedule
. Classification No. . File Title

Rules and tion = Mamoal

Legislation Couneil

Board « County Welfare

The State Office

Esma. &ldgm' Sources of ’
Fands

‘Porsonnsl Procedures . .
Establishing Eligibility (Public
. Assistance)
Registration and Filing
Statistical Reporting
Grievances, Appeals and Fair
Hearings
Accounting, Disbursing
Financial Reporting
Child Welfare Services (exception
noted) /
Not used
<)

EEE o~ ow swmpo
e

RR
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B Hm@ SCHEDULL No. /2
{WEST FOR RECCAD RETENTION SCHEDIEF ‘

the period 1933

RECOMMENDATTON¢

tion and budget
HECOMMENDATION

overnor's term

mendation 1s applicable occupies 88 drawers (132 cubio feat)
for the years 1947 to date, 29 drawers (43.S feot) in the .
8econd floor storeroom and 31 drawers (k6.5 cubic feet) fop

222 cubic feet.)
mately 10 drawers (15 cubic feet),

and then destroy,

2 |CORRESPONDENCE ~ OPINTONS OF THE ATTORNEY GENERAL, STATE Law | OWQ ‘.

DEPARTMENT (CIASSIFICATION SCHEME NO, 1) ‘ | Hart q

drawer (1} cubie reet)ﬁ 1938 to date,
dhen destroyj period of retention to coincide with the

" Form HE-RK la
(9-1-53) o (o
Hall of Records (Continuation Sheet) Pare o
Commission ‘ &
. 5. Description of Necords . N g; gzﬁngnftfion
; ibe records accurately. Include title, form num er, "
I;c;:r:z gzz;gse, size of documents, inclusive dates, quantity (cubic cgrdsb:a&lzl ggilr(‘csl.
or lincar feet), and show recommended retention period. of Pu ‘
Clasaification No,  FMle Title /
‘18 State Resources - Other Agencies
- 19 U.S.Ghi;.drena Burean (exception .
‘ P noted ' .
2. - U.8. Social Security Board (ox~
Lo ceptions noted) :
a . - Directordes ' - .
a3 Committees .
ay _ Organizations = National, Federal
. © .and States - : -
26 Certification for Hospitalization

~ 1948 4n the third floor storeroom. (Total
The anmual rate of accumlation 1s approxi=

Betain for 3 years after creation or receipt -

orrespondence consisting primarily of a monthly letter to G
he Governor describing the activities of .the Department,
articularly with regard to complaints received by the
yovernor?s office concerned with some phase of the Depart-
pent?s functions, Othep correspondence relates to legislae

matters. Filed. chronologically, it occupies
Retain } years after creation oy receipt and

of office,

: doaampoxmzncz - TRAINING SCHOOLS (CLASSIFICATION SCHEME £\ 3

0. 1)4"1)

8 consists of correspondence with the four training schools

er the immediate supervision of the Department (Boyts

N



“Form HR-RM la @\- K HEQ SCHEDULL NO, [~ -
(9-1-53) EST FOR RECORD ETENTIOK SC 9 -

Hall of Records (Continuation Sheet)

Comaission ' Page No., L3

L 5. Description of Records : 6. Recommendation -~
ItemJ "Describe records accurately. Include title, form number, of Hall of Re~

Nos} purpose, size of documents, inclusive dates, quantity (cubic ]|cords and Board

or lincar feet), and show recommcnded retention period. . of Public Works.

B

Te

| RECOMMENDATION: ) Retain foz;' 3 'yéara after receipt or creation
| contained in a 3-part case folder, The parts aret I, Progres

| 48 £iled alphabetically., ., -

CHILD PLACING ACENCIES = PARTS I AND IT OF CASE FOLDERS

Village of Maryland, Maryland Training School for Boys, .
Barrett Schoel for Girls and Montrose School for Girlas ¢
The file eccupies 7 drawers (10} cublic fest), 1943 to date,

and accumlates about ) drawer (1} cubie feet) per year. It

1s filed according to the institution and chronologically :. ' .
therein, : S .

and then destroy. N _
CORRESPONDENCE ‘CHII;D PLACING AGENCIES = PART 1II OF CASE
Consiats of correspondence with Child Placing Agencies and is

POLDER - (CIASSIFICATION SCHEME NO. 1hel) . ‘ H ol W
3

IT, Documentary, and IIY, Correspondence. This recommendation
applies only to Part III « Correspondence, (Parts I and XX
are included as Schedule Item Ro. 6.) Dates vary according _
to the dates the agency was licensed, The correspondence oc=
cupies an estimated 1 drawer (1} cubic feet)s The case folden
RECOMMENDATION: Retain for 3 years after creation or receipt
and then destroy. . .

3

{CLASSIFICATION SCHEME NO, 1h=1) ,
Records of each Child Placing Agency licensed by the Depart=
mernt are retained in individual 10" x 12® heavy red manila
folders. Part I, Progress « is fastened to the left hand bin-
der and contains evaluation reports and progress reports, both
prepared by Departmental inspectors. Part II, Documentary «~
is fastened to the right hand binder, Material in this ®Part"|
includes the approval of the State Board of Education (in lotm
ter form), sanitary inspection reports, fire inspection ree~
ports, annual budget and/or financial reports and lists of
Board merbers, All of thies material is periodically superse-
ded by subsequent reports and inspections. (Record materisl
not included in the recommendation for this item is included .
in Item No. 7,) A1l of the records in the case folders occupy
3 drawers ( L% cubic feet) in the Central Correspondence fild.
The ammual rate of acoumilation is le ss than ) drawer per year
and the case folder is filed alphobetically., - A
RECOMMENDATION: . ¥Hthdraw from active file at the time a sube
sequent report or inspeetion is submitted and retain in an
inactive file for 3 years and then destroy. If no subsequent
report or inspection 1s filed, retain for 3 years after the
licensee has gone out of business at which time the entire
folder will be destroyed, :

CUYILD PLACING- AGENCIES ~ COUSTITUTION AND BY~LAWS, FACE SHEET|

AND APPLICATION OF THE CASE FOLDER (CLASSIFICATIOR SCHEME = (Hal/

’ NO. lh-l) :
This material = the Constitution and By-Lawz of the Child

by

5

[
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_Form HR-RM la &531 SCHEDULT No. |~ 2
(9-1-53) FOR RECCRD RETENTION SC

Hall of Records (Continuation Sheet)
Comuission Page lo. 5
L. 5. Description of Records 6. Recomnendation
Item} Describe records accurately. Include title, form number, of Hall of Re-
No.| purpose, size of documents, inclusive dates, quanmtity (cubic {cords and Board
or lincar feet), and show recommended retention period. of Public Works.
Placing Agency, the Face Sheet (Form SPIW-523) which indi=

cates the torns of the lioemse and the application far . .

license met be retained for as long as the.agency continues ‘ !
:obeaethely 1icensed, . This material 1s in Part IT of the
m’ ' . \ . )
RECOMRENDATIOBt Retaln for 3 years after the licensese has
ceased functioning ag & Child Flacing Agency and then destroy,

8. STATB m FI!IB ) ) W
Includes the follawingt W

. Classifination NOQ Fils Title ‘\’(W
19« VeS8, Children's Burcau = Armual
Plans and Budget ,
20 1~1 Social Security Bosrd » State Plan
20 1-3-2 legielation
20 1«13 Flans, Instructions, ete,
20 1-2-2 . Herit System Review
20 1-3-2 Adsdnistrative Copt Distribution
20 151 Adninistrative Review by Pariods

Haterial in thie file consists of carrespondence, reports,
roviews, plans, instructions, approvals, etce AN

with tho relationshipe of the State Dopartzent of Public Fele
fars and Federal agencies, in particular, meeting Pedersl ree
quiresents, This materini is filed chronologicslly within the|
classification nunber and cccupies 6 drawers (9 cubic feet)
1935 to date, Rate of accumnlation is less than one druwer
{epproxizately 1 cutie foot) per year,

RECOMMIBDATIONs Retaln permaneutlye

ceel,
‘:’c“rttar)

e
Q




