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1. Requesting Agency

STATE INSURANCE DEPARTMENT

2. Division or Bureau of Requesting Agency

LICENSING BUREAU
y

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

Dispose of present accumulation. No
( p additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

B

X Establish retention schedule for re-
cords for which there is o continuing

accumulation. 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.

4.
Item
No.

5. Description of Records
Describe records 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.

1.

• * .

EXAKCKATIOHS
Insurance agents are required to paso a •written exaaination., The
examination consists of 8 printed pages (8^H x 11") • The grade re-
ceived and the date of the examination is recorded on the appli-
cant's hiotory card (see Item 9)« About 800 examinations are given
annually. They are filed alphabetically and occupy 6 drawers
(9 cubic feet) for the period 19U9 to date* The annual rate of ac-
cumulation is 1 drawer (1& cubic feet)* Three drawers (U| cubic
feet) of material mill be destroyed upon approval of this schedule*

RECOMMENDATION RETAIH FOE THREE TEARS AJTER DATE OF EXAMINATION
AND THES DESTROY.

UNAUTHORIZED INSURANCE POLICY REGISTRATION

i^v • TXT

Fora 130 (old number) or hi (new nuraber) 8gw x H*B» Description of
Policy of Unauthorized Insurance is executed by insured or broker.
The Department taxes policies issued to Maryland citizens by com-
panies not licensed in Maryland} there are about 1,000 such policies
annually* This form, which is required by Sec. 121 and 122, Art.
UlA (1951 Code) is a record of the collection of the registration
fee (§1*00) and tax* The forms are filed in chronological order.
The files for 1952 and 1953 occupy less than 1 drawer (1 cubic foot)
in the office* Material for the years 19U9 through 1951 occupies
l£ cubic feet in the Department's supply room - total 2| cubic feet.
There is little or no reference to these after collection of regis-
tration fee and taxes except for audit purposes. The annual rate of
accumulation is very ssall* Approximately 1 cubic foot of material
trill be destroyed upon approval of this schedule* (Schedule ap-
proved by the Board of Public Works on February 2, 19J>2 is superseded
by this request*)

RECOUHHfDATIOKl RETAIN FOR THREE YEARS OR UNTIL fiJDITED, ISHICHEVHl
7. Agen Bureau Representative

_ Deputy Trem-rance r.nirnnin.<HnmAT»
Title

Mayr>h )• IQgJ
bate

/Sche/ule Authorizea^osHndicsted in Col. 6 by Hall of
ords Commission. -gLRea&rd

3/sM 7%*^ £ &*W>Att:
Date Archivist

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

f»iAr?

Date Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
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IS lATliR, AND THEN DESTROY.

CERTIFICATES OF COMPLIANCE
This c e r t i f i c a t e , Form lli-B ( o l d muaber) or 12 (new number) 7" x 8&J
is issued to companies at their request shoving that they are
licensed by the State. A fee of 01.00 is charged for the certifi-
cate* The original is issued to the company and the carbon copy is
retained by the Department. They are filed chronologically and oc-
cupy 18 linear inches (1/2 cubic foot) for the period 1951 to date*
Annual rate of accumulation is 3 linear inches. This file is used
for audit purposes. Approximately one half of the present accumu-
lation (9 linear inches) Trf.ll be destroyed upon approval of this
schedule* (Schedule approved by the Board of Public Works on
February 2, 1952 is superseded by this request*)

RECOKMMDATIONt RETAIN FOR THREE TEARS OR UNTIL AUDITED, WHICHEVER
IS IATER,' AND THEN DESTROY.

APPLICATIONS AHD LICENSES - BROKERS AND BROKER'S SOLICITORS
The following forms are included in this fi'lei

Old Form No* flew Form No.

(81" x 1UW) Resident'insurance Bro-
kers License* (Carbon Copy)
(o|n x JJQB) Hon-resident Insurance
Brokers license* (Carbon Copy)
(0i* x 1U") Application for Resident
Insurance Brokers License.(Original)
(8§» x 11") Application for Non Resi-
dent Insurance Brokers License* (A
two-page fora) (Original)
(8I11 x Hi8) Application for a License
as Insurance Broker's Solicitor*
(Original)
(9|ff x ID8) Broker's Solicitor
License* (Carbon Copy)
(8t» x lit") Bond.

8-2

8-&a

10U

131

20

21

96

97

105

18-3

91

98

22

66

The records are filed by type of license* The application, license
and bond in each instance are stapled together and are filed numeri-
cally by license number. An alphabetical index to this file is
maintained on 3" x 5>* cards (see Item $)• The licenses and bonds
are renewable annually. The file is used for audit purposes and to
answer inquiries regarding licenses. The file occupies k drawers
(6 cubic feet) for the current year and 12 drawers (18 cubic feet)
for the period 19U6 through 1952 • a total of 2U cubic feet. The
present annual rate of accumulation is 2 drawers (3 cubic feet)..
Approximately 9 cubic feet of material will be destroyed upon appro-
val of this schedule. (Schedule approved by the Board of Public
Works on February 2, 1952 is superseded by thio request.)

O^ -*JL

//^yctf^t^J*

*W%?
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5. Description of Records
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i.

6.

RECOJJMEHDATIONt RETAIH FOR THREE TEARS OR UNTIL AUDITED, WHICHEVER
IS IATER, AMD THEN DESTROY.

INDEX TO BROKERS AND BROKER'S SOLICITORS LICENSES
This index is maintained on 3 W x 5" card3 and is filed alphabetical-
ly by name. The cards, first used in 1952* are ruled for eight
years1 entries; they indicate the nase, address and the license num-
ber issued annually, (Prior to 195>2, a separate index card was pre-
pared annually for each license*) The accumulation is static and
occupies 2 drawers for 1,300 licensees*

RECOKUENDATIONs RETAIH FOR THREE YEARS AFTER LAST DATE OF LICENSE
RENEWAL AND THBJ DESTROY* ; .

COMPANY LICENSES
The following items are included in this filet

Old Form No* Hew Form No.

59-B

1-B

1-0

91

19

18

._" xll") Application for Company
License* (Original)
(8n x 9|M) CoH5)any License. (Carbon
Copy)
(8n x 9?H) Fraternal License. (Car-
bon Copy)

The application and the license indicate the type of Insurance the
company writes, date of license and license fee paid. The applica-
tions are filed alphabetically by name of company. Licenses are
filed numerically by license number. This material is necessary for
audit purposes. The applications and licenses occupy $ drawers
(7| cubic feet) for the years 19U8 to date. The rate of accumula-
tion is 1 draper per year (li cubic feet) • Approximately 1 drairer
(3§ cubic feet) of material trill be destroyed upon approval of this
schedule. (Schedule approved by the Board of Public Works on
February 2, 1952 is superseded by this request.)

RECOKilENDATIONt RETAIN FOR THREE TEARS OR UHTIL AUDITED, l&HICREVER
IS LATER, AND TREK BESTROY.

GENERAL AGENTS, AGENTS AKD SOLICITORS APPLICATIONS - FIRE, CASUALTY
AftD LIFE INSURANCE
The following applications are included in this filet

Old Form Wo. Hew Form Ko»

92-C

9U-«

ni-c

92

93

9U

9$

(Un x 6") Application for General
Agents License. (Original)
(U" x 6") Application for Agent's
License - Fire and Casualty.(Original
(UB x 6*) Application for Solicitors
License. (Original)
(8|» x 11") Application for Agents

^ r i
s/tajUf

f t ^ ^ 1

W1.
(fy^
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6. Recommendation
of Hall of Records
and Board of Public
Works.

8.

The annual applications are used administratively for preparing and
issuing licenses* They are filed chronologically in company folders
which are filed alphabetically. Applications for the years 1951 to
date occupy 18 drawers (27 cubic feet) in the office and 10| cubic
feet in the supply roon for the period 19hk through 1950 (total
37^ cubic feet). The annual rate of accumulation is 6 drawers
(9 cubic feet). Approximately 10| etibic feet of material will be
destroyed upon approval of this schedule. (Schedule approved by
the Board of Public Works on February 2, 1952 is superseded by this
request.)

RECOMMENDATION* RETAIN FOR THREE TEARS AFTER RECEIPT AND THEN
DESTROY. . . ,

GENERAL AGENTS, AOEMTS AND SOLICITORS LICENSES - FIRE, CASUALTY AKD
LIFE INSURANCE ' :

The following license forms are included in this file:

Old Form No. New Form No.

&-4
5U-A
&-A

27
28
29

p * x 5") General Agents License
(3" x 5") Agents License
(3n x $*) Solicitors License

The annual licenses are prepared In quadruplicate. The original is
sent to the corapany by whom tho licensee is employed, the three car-
bon copies are retained in the Department's files as followst

1. The Licensee File in which the licenses are filed
alphabetically by name of licensee.

2. The Company File in which the licenses of agents or
solicitors employed by a company are filed under the
name of the company. Many licensees act as agents or
solicitors for more than one company; the individual
must be licensed for each company he represents.
(The Licensee and Company Files are maintained for
reference during the year they are active, after
that they have no further use as they are replaced by
the succeeding years* licenses. These two copies of
the licenses of General Agents, Agents and Solicitors
are considered non-record within the meaning of the
statute governing non-record material (Art. U8, Sec.
155, Annotated Code of 1951) and as such may be des-
troyed at the discretion of the Department.)

3» The Audit File - licenses in this file are arranged
numerically according to the license number. This
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9.

10*

copy of the license Is considered the record
copy and the recommendation for this item ap-
plies to this copy only.

The inactive licenses for the Audit File occupy 35 cubic feet in the
supply room for the years 19U6 through 1952 while the active li-
censes for 1953 occupy 6 cubic feet - a total of Ul cubic feet. Upon
approval of this schedule 23 cubic feet of material will be destroy-
ed (not Including non-record files)*
(Schedule approved by the Board of Public Works on February 2, 1952
is superseded by this request*)

RBCOiSHENt&TIONt RETAIN FOR THRBE YE&R3 OR UNTIL AUIJITED,tfHICHEVSt ,
IS LATER, AND TBES DESTROY

MASTER HISTORY FILE OF AGENTS AND SOLICITORS
this file consists of a record on Individual U* x 6B cards for
every person qualified to sell insurance in the State. Information
shown on the card is name, address, by whom employed, date quali-
fied and examination grades* This information is obtained from the
examinations and applications for licenses. Once an individual Is.
qualified as an agent or solicitor, he remains so for life unless .
his license Is revoked by the Coramissioner. The file is maintained'
alphabetically and occupies 3 double U" x 6B drawers for the active
file. Index cards of Individuals vrho fail to renew their license
are placed in an inactive file. If at some later date the indivi«»
dual makes application for renewal, his card is returned to the ac-
tive file* The inactive file occupies 3 double h* x 6" drawers*
The active and inactive files occupy a total of 2| cubic feet.
About 800 applicants are qualified each year, increasing the bulk
of the file a few linear Inches.

RECOMEHDATIOXi RETAIN INACTIVE FILE WHILE CURBSJT AND FOR FIFTY
YEARS IN THE INACTIVE FILE ASD THEN DESTROY.

MISCELLANEOUS APPLICATIONS AND LICENSES
The Bureau issues the following licenses}

Old Form Ho. Hew Form Wo.

127 23

128 25

122 2li

26

Mimeographed Forms
• No Uuraiber

1^^
,(fh^

(8» x 10") Public Adjusters License
(carbon copy).
($» x U « ) Dealer In Explosives
License (carbon copy).
(8B x 9$") Rating Bureau or Associa-
tion License (carbon copy).
(8tfB x 11") License to Manufacture
Explosives (carbon copy)*

(8ffl x 11") Insurance Advisors License
Tilth bond attached (carbon copy).
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11,

12.

121

118

117

87

86

( $ " x 11") License to Solicit HThile
Organising (carbon copy).

The following forms are found in this file'in addition to the above:

Old Form No, New Form No.

(&$» x 1U") Application for Public
Adjusters License (original),
(8B x lU") Application for a License
to Deal in Explosives (original),
(8* x Ik") Application for a license
to Manufacture Explosives (original).

The forma are filed together in alphabetical order by type of li-
cense. All of these licenses oust be renewed annually with the ex-
ception of the Rating Bureau license which is renewed every throe
years. The file is used for audit purposes and to answer inquiries
regarding licenses. The file for the years 19£L to date occupies
1/2 drawer (1 cubic foot). The annual accumulation is very small.
There trf.ll be no immediate destruction of record material upon ap-
proval of this schedule,
(Schedule approved by the Board of Public Works on February 2, 195?
is superseded by this request,)

RECOMMENDATION 1 RETAIN FOR THREE YEARS OR UNTIL AUDITED, %'HICHEVER
IS IATER, AND THEN DESTROY.

CORRESPONDENCE - LICENSE AND APPLICATION - LICENSE BUHEAU
This correspondence (generally 8*n x 11") is concerned with licenses
and applications for licenses. It is with individuals and companies
The file is maintained alphabetically by name of company and occu-
pies U drawers (6 cubic feet) for the period 19$1 to date. The
annual rate of accumulation is 2 cubic feet. There will be no im-
mediate destruction of this material upon approval of this schedule,

RECOMMENDATION I RETAIN FOR THREE YEARS AFTER CREATION OR
AND THEN DESTROY.

CORRESPONDENCE - EXAMINATIONS -LICENSE BUREAU
The correspondence (generally 6^M x 11") in this file deals solely
with examinations for license as an insurance agent or solicitor*
There is little reference to it after it has been filed. The
material is filed alphabetically by name of respondent and occupies
U drawers (6 cubic feet) for the period 19h9 to date. The annual
rate of accumulation is 1/2 drawer (1 cubic foot). An estioated
2 cubic feet of material will be destroyed upon approval of this
schedule.

RECOKMENDATIONl RETAIN FOR THREE YEARS AFTER CREATION OR RECEIPT
AND THEN DESTROY.

dH <&**

0^^


