FORM HR-RM 1 (" UEST FOR RECORDS RETENTION (_ SDULE ° |SCHEDULE 18
(9-%-83) - . . . . NO. - e
) . To be Submitted to the Records Management Division N
Hall of Records .. o
‘ Commission Hall of Records Commission ';%GE 1 M7
1. Requesting Agency . A 2. Division or Bureau of Requesting Agency /
@ STATE INSURANCE DEPARTMENT ' LICENSING BUREAU
3. Authorization Requested (Check 6nly one of the squares below).
Dispose of present accumulation. No E Establish retention schedule for re- Mic'rofilm> and destroy originals.
additional 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 warrant retention. have value to warrant their retention after
the period of time indicated.
4 5. Description of Records ' 6. Recommendation
It Describe records accurately. Include title, form number, size of documents, - ] of Hall of Records
em work or activity to which the records relate, inclusive dates, and quanti . { and Board of Public
No ty - .
’ {cubic or linear feet). Show recommended retention period. : Works.
1.. | EXAMINATIONS - . X : '
Insurance agents are required to pass a written examination.. The
examination consists of 8 printed pages (83" x 11"). The grade re- | 7ot/ ¢ ] -
ceived and the date of the examination is recorded on the appli~. Cppraeeias

cant's history card (see Item 9). - Abcut 800 examinations are given
annually. They are filed alphabetically and ocoupy 6 drawers

(9 cubic feet) for the period 1949 to date. The annusl rate of ace
curmilation 18 1 drawer (1% cubic feet)e Three drawers (LE cubic
feet) of material will be destroyed upen approval of this schedule.

RECOMMENDATIONs RETAIN FOR THREE YFARS AFTER DATE OF EXAHINATION
AND THEN DESTROY,

‘2. UNAUTHORIZED INSURANCE POLICY REGISTRATION ' :W, d?'zw
' Form 130 (old number) or L7 (new number) 639 x 1h*, Deseription of 7 W
Policy of Unauthorized Insurance 18 executed by insured or broker.
The Department taxes policies issued to Maryland citizens by con=
panies not licensed in Maryland; there are about 1,000 such policies
annually. This form, which 45 required by Sec. 121 and 122, Art.
4IA (1951 Code) is a record of the collection of the registration
fee (£1,00) and tax, The forms are filed 4in chronological order.
The files for 1952 and 1953 occupy less than 1 drawer (1 cubie foot)
in the office, Haterial for the years 1949 through 1951 occupies
1% cubic fest in the Department's supply room = total 2% cubic feet.
There 18 little or no reference to these after collection of regis-
tration fee and taxes except for audit purpcses. The annual rate of
accurmlation 418 very small, Approximately 1 cubic foot of material
will be destroyed upon approval of this schedule. (Schedule ap~
proved by the Board of Public Works on February 2, 1952 is superseded .
by this request.) : B

RECOMMENDATIONs RETAIN FOR THREE YEARS OR UNTIL AU DITED, WHICHEVER

7. Agengy, Division z; Bureau Representative
= ' ;;&WW' ’ i March ), 198l

7 / = ‘\Signﬂture[/ Title . “Date
‘Sche ule Authorized“as—Indiczted in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
Recgérds Commission. - : Public Works, .

BA'/Y"/ | o rto / Wm MER R 1g54 M_M

Date Archivist Date ~—___" P Secretary
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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.

3..

.

IS IATER, AND THEN DESTROY,

CERTIFICATES OF COMPLIANCE = - .
This certificate, rForm 14-B (old number) or 12 (new number) 77 x 8%%

" 1icensed by the State, A fee of 81,00 18 charged for the certifi-
cates The original is issued to the company and the carbon copy is
retained by the Department. They are filed chronologically and oce
cupy 18 linear inches (1/2 cubic foot): for the period 1951 to.date.
Armmual rate of accurmulation is 3 linear inches, This file 1s used
for audit purposes, Approximately one balf of the present accumu=
lation (9 linear 1nches§ will be destroyed upon approval of this
schedules (Schedule approved by the Board of Public Works on
February 2, 1952 18 superseded by this request.) =

RECOLMENDATIONs RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
I5 IATER, AND THEN DESTROY, o |
APPLICATIONS AND LICENSES = BROKERS AND BROKER'S SOLICITORS

The followlng forms are included in this files

01d Form No, . New Form No.

(84" x 14") Resident ‘Insurance Ero

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 S" cards (sece Item 5)s The licenses and bonds
are renewable anmually. The file 48 used for audit purposes and to
answer inquiries regarding licenses, The file occupies ki drawers

(6 cubic feet) for the current year and 12 drmrscufle cubic feet)
for the period 1946 through 1952.« a total of 2l cubic feet. The.
present annual rate of accumulation is 2 drawers (3 cublc feet),
Approximately 9 cubic feet of material will be destroyed upon appro~
val of this achedule, (Schedule approved by the Board of Public
VWorks on February 2, 1952 is superseded by this request.)

’

is issued to companies at thelr request showing that they are - r

8=2 20 |
: kers License., (Carbon Copy) -
Bz 2 (93" x 10%) Non~resident Insurance
‘ Brokers license. (Carbon Copy) -
10k 96 (8%* x 14,7) Application for Resident
Insurancé Brokers Iicense.(Original)
S 131 97 . (84" x 11*) Application for Kon Resi~
: dent Insurance Brokers license. (A
: two-page form) (Original)’
105 98 (83" x 14v) Application for a License|.
. as Insurance Broker's Solicitor.
- (Qxiginal) - -
18~a 22 {92" x 10%) Broker's Selicitor
Iicense, (Carbon Copy)
91 66 (83" x 14®) Bond.
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4 5. Description of Records
' Describe records accurately.

Include title, form number, size of documents,

6. Recommendation
of Hall of Records
and Board of Public

o«
o.

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

Works.

s.

6.

Te

RECOMVENDATIONS RETATN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS IATER, AND THEX DESTROY.

INDEX TO BROKERS AND BROKEFR!S SOLICITORS LICENSES
This index 18 maintained on 3" x 5" cards and 18 filed allpl'na.betica.l-~
ly by name. The cards, first used in 1952, are ruled for eight
years! entriesy they indicate the name, address and the license nun=
ber issued annually, (Prior to 1952, a separate index card was pre-
pared annually for each license,) The accummlation is static and
occupies 2 drawers for 1,300 licensces, :

RECOMMENDATION: RETAIN FOR THREE YFAPS AFTFR LAST DA'I‘E OF ucmsn
RENEWAL AND THEW DESTROY. : oo 4

COMPANY LICENSES
The following itens are included in this files

Hew Form Hé.

01;! Form Kos |
59=B 91 (82" x11") Application for Company
license, (Original)
1-B 19 (8" 9%") Company Iicense. (Carbon
1-0 18 - ~(8" x 937%) Fraternal license. (Car-
“bon Copy) .

The application and the license indicate the type of insurance the
company writes, date of licenss and license fee paid. The applica=-
tions are filed alphabetically by name of company. Licenses are
filed numerically by license mumber. This materisl is necessery for
audit purposes. The applications and licenses occupy 5 drawers
(72 cubic feet) for the years 1948 to date. The rate of accumula~
tion is 1 drawer per year (1} cubic feet). Approximately 1 drawer
(1% cubic 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.) y

RECOMMENDATIONS RETAIN FOR THREE YFARS OR UNTIL AUDITED, WHICHEVIR
IS LATER, AKD THEN BESTROY,

GENERAL AGINTS AGENTS AND SOLICITORS APPLICATIONS = FIRE, CA"UM.TI

FE INSURANCE )
ﬁe Tollowing applications are included in this file:

014 Form Hoe. New Form Yo,
92=C 92 (L x 6") Application for General
; Agents license. (Original)
93~C 93 (4» x 6*) Application for Agents
o _ license = Fire and Casualty.(Original
9h=C 9k (b® x 67) Application for Solicitors
License, (Original
1ni-c 95 (83" x 11") Application for Agents
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Describe records accurately.

‘6. Recommendation
of Hall of Records
and Board of Public

5. Description of Records )
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.

Works.

1

8.

Hew Form No.

95 (Cont'd)

0ld Form No,
111C license = life Insurance.
(Original)

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 cubic
feet in the supply room for the period 19kl through 1950 (total

372 cubic feet)s The annual rate of accumulation is 6 drawers

(9 cubic feet). Approximately 10% cubic 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
requeste)

RECOMMENDATION:

GEMERAL 'AGHITS, AGENTS AND SOLICITORS LICINSES «~ FIRE, CASUALTY AND
B \CE ‘ )
The following license forms are included in this filet

RETATN FOR THREE YFARS AFTER RECEIPT AND THEN

01d Form No. Rew Form No.

Sh-A

27 53"- x 5%) General Agents License
Sh=A 28 37 x 5") Agents Iicense
Shyeh 29 (3™ x S*) . Selicitors License

The annual licenses are prepared in quadruplicate. The original is
bon copies are retained in the Department's files as follows:

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

A}

2. The Company File in which the licenses of agents or
solicitors employed by & company are filed under the
name of the company. Many licensces act as agents or
solicitors for more than one companyj the individual
mist be licensed for each company he represents.

(The Iicensee 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 coples of
the licenses of General Agents, Agents and Solicitors
are considered non-record within the meaning of the
statute governing non-record material (Art, L8, Sec.
155, Annotated Code of 1951) and as sueh may be dese
troyed at the discretion of the Departmant.{

3¢ The Audit File - licenses in this file are arranged

sent to the company by whom the licensee is employed, the three car—
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FORM -HR-RM 1A ( SCHEDULE 28
(-1:33) neQUEST FOR RECORDS RETENTION St..cDULE NO. . e
Hall dF Records ) (Continuation Sheet) PAGE
= Commission NO. s
4 5. Description of Records . 6. Recommendation
‘ Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘om work or activity to which the records relate, inclusive dates, and quantity and Board of Public
’ (cubic or linear feet). Show recommended retention period. : Works,

copy of the license is considered the record
copy and the recommendation for this item apw !
plies to this copy only.

The inactive licenses for the Audit File occupy 35 cubic feet in the
supply room for the years 1946 through 1952 while the active 1li=
censes for 1953 occupy 6 cubic feet - a total of Ll cubic feet. Upon
approval of this schedule 23 cubic feet of material will be destroy=-
ed (nct including non~record files).

(Schedule approved by the Poard of Public Works on February 2, 1952
is superseded by this request,)

RECOMMENDATION: RETAIN FOR THRLE YEARS OR UNTIL AUDITED,WHICHEVER .
I8 LATEZR, AND THEY DESTROY,

9. | MASTER HISTORY FILE OF AGENTS AND SOLICITORS : G/W
This file consists of a record on individual L4* x 6" cards for J)M
every person Qualified to sell insurance in the State. Information -7.1,11 gvr.
shovm on the card is name, address, by vhom employed, date qualle- 0
fied and examination gradess This information 18 obtained from the z
examinations and applications for licenses. Once an individual is. —
qualified as an agent or sc¢licitor, he remains so for life unless: -
his license 18 revoked by the Commissioner. The file is maintained: |
' alphabetically and cccupies 3 double L® x 67 dravers for the active -
file, Index cards of individuals who f2il to renew their license =
are placed in an inactive file., If at some later date the indivie
dual makes application for renewal, his card is returned to the ac-
tive files The inactive file oceupies 3 double 4P 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.
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RECOMMENDATICN: RETAIN IN ACTIVE FILE WHILE CURAENT AND FOR FIFTY
YEARS IN THE INACTIVE FILE AND THEN DESTROY,

10, MISCELLANEOUS AFPPLICATIONS AND LICENSES '

The Dureau issues the following licensess 7 Jot!
014 Form No. Hew Form Noe

127 3 (87 x 10") Public Adjusters Iicense
(carbon copy).

128 25 (82" x 11*) Dealer in Explosives
1icense (carbon copy).

122 24 (8" x 9%") Rating Bureau or Assccia-
tion License (carbon copy).

26 (847 x 11") License to ¥amufacture
’ Explosives (carbon copy).
' l!iméographed Forms
No Number (81 x 11*) Insurance Advisors Iicense

with bond attached (carbon copy)e
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes and quanhty
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public

(8" x 11") License to Solicit While
Organizing (carbon copy)e

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

0ld Form No. Rew Form Fo.
121 9 © (83" x 14" Application for Public
. Adjusters License (original).
ns 87 (8" x 14®) Application for & Licensd
o : . to Deal in Explosives (original).
1n7 86 ‘(8" x 14*) Application for a license

to !ﬂarmfacture Explosives (original),

The forms are filed tOget.her in alphabetical order by type of li=-
cense. All of these licenses must be renewed annually with the ex=
ception of the Rating Bureau license which is renewed every turoce
years, The file is used for audit purposes and to answer inquiries
regarding licenses,s The file for the years 1951 to date occuples
1/2 drawer (1 cudbic foot): The anmual accurulation is very small,
There will be no immodiate destruction of record material upon ap-
froval of this schedule,

Schedule approved by the Board of Public Works on February 2, 1952
is superseded by this request.)

RECOMMENDATION:s RETAIN FOR THREE YIARS OR UNTIL AUDITED, WHICHEVER
IS IATER, AND THEN DESTROY,. '

CORRESPONDENCE « LICENSE AND APPLICATION - LICENSE BUKNEAU

This correspondence {generally 29 x 117) 18 concerned with licenses
and applications for licenses,
The file is maintained alphabetically by name of company and occu=
ples Iy drawers (6 cubic feet) for the period 1951 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:
AND THEN DESTROY.

RETAIN FOR THREE YEARS AFTER CREATION OR RECEIPT

CORRESPONDENCE » FXAMINATIONS « LICENSE BURFAU

The correspondence {generally x 117) in this file deals solely
with examinations for license as an insurance agent or solicitor.
There 18 little reference to it after it has been filed. The '
material is £iled alphabeti by neme of respondent and occupies
ik drawers (6 cubic feet) for the period 15L9 to dite. The annual
rate of accurmlation is 1/2 drawer (1 cubic foot), An estimated

2 cudbic feet of material will be destroyed upun appx'oval of this

achedule, . )
nmom-.'mmnom RETAIN FOR THREE Ymns AFTER CREATION OR RECEIPT
AND THEN DESTROY, .

~
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