SCHEDULE 184

4AORM HR-RM 1 A REQUEST FOR RECORDS RETEN,TJ(“{ SCHEDULE - SCHEDULE 4 Q4
oo (?;1:3) 4 (_, To be Submitted to the Records: Man. _ement Division )
Hago;misZ::; ‘ Hall of Records Commission l:\oGE lf y,
2. Division or Bureau of Requesting Agency

1. Requesting Agency
‘ ACCIDENT FUND

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

Microfilm and destroy originals.

B o
Establish retention schedule for re-
E inui Originals if not microfilmed would be

A Dispose of present accumulation. No
additional occumulation is antici- cords for which there is a continuing J
pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. ’ haove value to warrant their retention after
the period of time indicated.
5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records -
ltem work or activity to which the records. re|ote inclusive dates and quontlty and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.

1. | MINUTES

Quantitys 6 linear inches
Datest June 1941 = -

The Accident Fund was separated from the State Industrial Accident
Commission in 19413 minutes of the Fund exist from the date of

separations . .
RECOMMENDATION: RETAIN PMANENTLY

. 2. COMPENSATION CLAIM FOLDFRS

Sige: 83w x 11w ‘
Quantitys 195 linear feet in storage, 251 letter-size drawers o

- (total 508 cubic feet)

Datest Jamuary 1943 - =- 4

File Arrangement:s Numerical '
Annual Accumlation: LO drawers (60 cubic feet) (Rate is in-
’ creasing anmally)

Disposable Amounts 80 cubic feet

Audited bys State
Indexeds By year and alphabetically therein

A folder 1s prepared for each claim on whi¢h the Accident Fund makes
compensation or medical payment. The following records are contained
in the folders ' A

Folder ~ the folder shows the names of the employer and the 1n-
Jured employee, case rumber, medical payments and

APPROVED
HALL OF RECORDS COMiMIssion

reau Representative

7. Age Dlwsnon or i M )
\fi \mr \{ t‘r.r‘mv) - G- Ho-55
\ Title Date

Signature
Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
Records Commission. : . Public Works.
(\N\Jr\—-‘-\ S ) Jul 11 IEEK j/ AN LA
7/7/.$J : /
Date Archivist Date T Secretary
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{  REQUEST FOR RECORDS RETENTK
(Continuation Sheet)

PAGE
NO.

2.

4.
Item
No.

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 quantity
(cubic or linear feet). Show recommended retention period.

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

..

3.

compensation payments
Frployer's First Report of Injury
Surgeon's Report
Surgeon's Final Report and RPill
Avard of Compensation
Hotice of Clainm
Statement of Cmnpensation Paid (Final Settle-»
_ment Receipt)

c-1

c-2

c=3

STAC-108 ¢/30

STAC-108 ¢/39
IAC-»SA .

Other records which my be included in the folder ares

Notice of Hearing

Transcript of Hearing

¥edical Reports

Surgeonst Bills

Pruggistst Bills

Correspondence

Records of appeals and Cmu't cases

STAC~108 C/29

After the case is closed and the Final Settlement Receipt filed, -
there is occaslonal reference to the file. TFxperience has shown
that the records nave no value ten years after final settlement,
The State Industrial Accident Commission £iles duplicate these of
the Accident Fund except for payment records and correspondema.
The Accident Commission records are retained pemanenﬂy. :

Two alphabetical indexes are minte.ined; one is arranged ac~
cording to the name of the claimant, the other according to the
nemd of the erployers: They both show the claim nurber and the dats
of the injury. The recommendation below applies to tho indexes as
well as to the cla.im folderS.

RETAIN FOR TEN Y!:ARS AFTER FINAL SETTLEMENT, AND
THEN DESTROY.

RECOMMENDATION g

CLAINM LEDGERS

Size: 1w x 189
Quantityt LL cubic feet

Dates: 191hL
Claonological

File Arrangements
Anmual Accumlations L% cubic feet (this rate is :lncreasing
anmually)

Audited by:
rc:ladm ledgers are maintained in four categories. These ares

Ledger A ~ Compensation Payments
Ledger B ~ ledical Payments .
Ledger S = State Employees - Compensation and Medical Payments
Permanent Award Ledger - payments made to c]a!.mnts
who have sustained permanent disabilities, or

State

B R U 1 4 * 4

Z‘A&L/’C/\/’-\/

APPROVED
HALL OF RECORDS COMBHISSION

REIREN )

AL I N N 1
berratary
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FORM HR-RM 1A - ) N . )
| (evsy ( REQUEST FOR RECORDS RETENTIK . SCHEDULE ° . 484
Holl of Records (Continuation Sheet) PAGE 3

NO. 4

4,

.
O.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dates and quantity
{cubic or linear feet). Show recommended retention period.

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

k.

Se

to their helrs.

Information shown is the check number, claim number, name of claim=
ant, period covered by check, date of injury, date of check and
amount of check. The check is prepared at the sams time the ledger
is posted - the ledger being in fact a cathon of the check. The
total payments made each day in each category are also posted in
the agency's Journal and Ledger. ‘The Journal and'Ledger are perma-

nent books of account.

 Total payments made to each claimant are posted to the claim
docket (See Item 3).

RECOMMENDATION: RETAIN F_T)R‘ TEN YEARS AND. THEN DESTROY.

CIATY DOCKET

Size: 12% x 16"

Quantitys 2 linear feet
Dates: 1940 - - -
File Arrangement: Bhnnerical{ .
Armual Accurmlation:s L linear inches

Audited byt State
Indexed: Alphabetically = (Index to Claim Folder, Item 1)

Thls docket shows names of claimant and employer, policy number,
¢laim number, date of accident and the total amount paid on the
claim in two categories = medical and compensation payments.

RECOMMENDATIOR: RETAIN FOR TWERTY-FIVE YEARS, AND THEN DESTROY.

CANCELED CLAIM CHECKS

Sizes X% x 830
Quantity: L8 document drawers and Lk transfiles (30 cubic feet)
Dates: 1943 ~ - Y

File Arrangement: Chronological ' ey :
Anmal Accumulation: 2% cubic feet ‘ Lt 11855
Disposable Amount: 5 cubic feet oS T
Audited by: State I L

The canceled checks are mscessary for proof of payment for several
years after settlement has been made. FExperience has shorm that
after ten years there 4s no further reference to them,

Rmommnz RETAIN FOR TEN YEARS AND 'I'HEN DESTROY.
POLYCY FOLDER |
Quantity: 2100 letter—size drawers (150 cubic feet)

Datess 191 - =

ISSION
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FORM HR-RM 1A ’ . ) SCHEDULE— .
(9-1-83) ( REQUEST FOR RECORDS RETENTI. . SCHEDULE No. R¥_ 1R4
Hall of Rocords (Continuation Sheet) PAGE
Commission : NoO. h,.
5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
Item work or activity to which the records relate, inclusive dotes and quantity and Board of Public
No. {cubic or linear feet). Show recommended retention period. Works. ' ‘

Numerical
6 cubic feet
6 cubic feet

File Arrangements
Anmual Accumulat_ion:
Disposable Amounts -

" Audited byt State
Indexed: Alphabetical on b," x 69 cards

A folder is prepared for each policy holder using the insurance
facilities of the Accident Fund, Documents filed in the folder

are listed belows

B=3 Application for Insurance

B-~23
policy holderj used to compute the premium

also any credits and balance

holders' books.
the folder is placed in the inactive file.

Other records which may be filed in the folder aret

Joint Election forms = certain types of employment are neces-—
Coverage of the

Job classifications is at the joint discretion of the
" When coverage 1s desired by

both parties the joint election form must be filed wl th

sarily covered by the insurance policy.

employee and the employer.

the Accident Furd.
Assignment of Policy

premium rating.

canceled and the final audit completed.
ence to the inagtive file for a period of ten years.

covered by the policy.
index as well as the policy folder.

Payroll Report - submitted semi-annually or annually by the
Involce —~ premium due notice to policy holder - shows

Payroll Audit Sheet - work sheet used by the a.gency
auditors when they make periodic audits of the policy

Cancellation Order - after cancellation and final audit,

Correspondence ;
Statistical Information - prepared at the request of the policy
.holder regarding claims which are chargeable to the

Folders are placed in the inactive file after the policy has been
There is occasional refer—

The alphabetical index shows the policy holder's name, policy
mmber, address, effective date, and job classification code numbers
The recommendation below applies to the

APPROVED
HALL OF RECORDS COMMISSION

RECOMMENDATIONs RETAIN WHILE ACTIVE ARD FOR TEN YEARS THEREAFTER
. AND THEN DESTROY. _ e i AR A
B 0 TORKS
S lee iy
Ua’x ‘J.L.L 1 1 1VJ‘_.
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FORM HR-RM 1A f ( SCHEDULE
(0-1-83) ' REQUEST FOR RECORDS RETENTIL.. SCHEDULE NO. L;_ 1AR4
Holl of F‘e_‘"‘" (Continuation Sheet) ¢ PAGE
Commission . NO. S.'
4 5. Description of Records 6. Recommendation
Ite Describe records accurately. Include title, form number, size of documents, of Hall of Records !
N m 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.
7. | 1LEDGER SHEETS - POLICY PREMIUMS | S
Sizes 9%" x 11w ;':’:_?
Quantity: 12 cubic feet o =
Datest 191 - - w S
File Arrangementt: Numerical >
Annual Accumulations 3 linear {nches o2
Disposable Amountt § cubic feet o o
Audited bys: State oS
oz
A ledger sheet is prepared for each policy holder showing policy <T
rumber, name, premium payments, credits and balance. Also shovm ©
are the job classification code mumbers covered by the policy and o}
the premium rate in each classification. As shests are filled, =
they are moved to an inactive file and new sheets prepared. Ledger
sheets for canceled policies are placed in the canceled file.
RECOMMENDATIONs RETAIN FOR TIN YFARS AFTER POLICY IS CANCELED AND
- THEN DESTROY..- : ‘ :
‘ 8.] MERIT RATING CARDS
Sizes 5% x 89
Quantityt L drawers (15 cubic feet)
Datess 1952 = -
File Arrangements Alphabetical
Anmual Accumilation: 1 linear foot
Audited bys State
These cards are prepe~+? anmally, one for each policy holder. They
are used to establish ncw premium rates according to the policy
holder's experience rating. After the new rating has been estab-~
l4shed, there is very little reference to the cards. .
RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.
9.| DAILY CASH RECEIPTS )
- ' S R EEAN
Form No.s CD-3 B - R
Size: nn x ]3%!! , RN R -I\K\J
Quantitys kL cubic feet Mite .
Datess 1939 = - - 78
File Arrangement: Chronological J VA SN A T N
Armual Accummlations 2 linear inches ———— T S
Disposable Amount:s 2 cubic feet TrTeEy
Audited by: State .
. Daily listing of premium receipts and other cash receipts. Receipts
are also posted to permanent books of account. The listing is re-
ferred to for several years for purposes of establishing payment or




SCHEDULE

]

FORM HR.RM 1A , a ' _ .
(8-1-53) { REQUEST FOR RECORDS RETENTI. .« SCHEDULE No. o iRA
» Hall of Records (Contmuchon Sheet) PAGE
Commission A NO. 6.
4 5. Description of Records 6. Recommendation
: Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘em work or activity to which the records relate inclusive dctes and quantity and Board of Public
°. (cubic or linear feet). Show recommended retention period, Works. )

non~-payment by the policy holders.

RECOMMENDATION: RETAIN FOR TEN YEARS AND THEN DESTROY

ACCOUNTING RECORDS -

Quantitys: L dravers plus 18 linear feet (total 23 cubic feet)
Datesy 1941 = -

File Arrangemsntt Chronological -
Anmial Accumilationt 1% cubic feet
Disposable Amount: 17 cubic feet
Audlted by: State :

This item includes all standard accauuting forms used by State agen-
cies as supporting data to the final book of entry. (‘I‘he final book
of entry is to be retained permanently, Speciﬁcally these support+

ing records ares

3

Comptroller of the Treaswry

Form ;I!g. . ‘
E=-1-S Distribution of Charges
E-1 and E~3 Transmittal

Certificate of Deposit and Bank Deposit Slip
Monthly Report of State Funds Collected and

Deposited

DD-1
R-2 (formerly MR=2)

Monthly Statement of Balances
Purchasing Buresu (Eapartmeht of Budget and Procurement)
B.emziéition for Supplies

Budget Schedule Amendment Sheet

Distribution of Unexpended and Obligated Ba.lamas

T e I R R ]

1-A N

h7-A Purchase Order

100-16 Out~of-Schedule Requisition for Supplies

39-A and L0-A Stores Requisition

CF=2 Copy of Contract Awarded '

CP=1 Capltal Fund Requisition for Equipment

100/2 Actual Evergency and Repairs Report | L

27-A Copy of Contract Awarded RE AL SR

Cr=3 Copy of Contract Awarded LAt b

Delivery Invoice . JuL 111

26-4 Notice of Award of Contract  ~&-° ' "~ o

52 Credit Memorendum 7 Ynd

51 Report of Partial Delivery
Budget. Burean (Deparhnent of Budget and Procurement)

BB-l (Rev.) Formerly EB~1 and BEB-2

APPROVED
HALL OF RECORDS COMMISSION

]
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SCHEDULE

'FORM HR-RM 1A ('* { )
(6-1-83) REQUEST FOR RECORDS RETENTIv.. SCHEDULE No. b 4 R4
Hall of Records (Continuation Sheet) PAGE
Commission NO. 7.
4 5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
N 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. :

B.P. Inv, R10O1

B.P. Inv, R102 Report of Materisls and Supplies (anmal)

B.Pe Inv. 6 Materials and Supplies Physical Inventory
(annual)

BB-4,0
Budget Form Nos. - .
1 thru 11 Budget Estimates Fiscal Year (13 pages includ-
: ing farm statement)
B.P. Inve 1 Stores Record
B.P. Inv, 2 Equipment Record
B.Po Inve 3~ Motoxr Vehicle Record
. ¥emorandum of Adjustment
Others
Vendors Invoices
Bank Deposit Slips
Bank Statements
Bank Deposit Receipts
Canceled Checks
VA9 Policy Holders Invoices (Bill Heads)
Cash Receipts = original and 1 copy

Report of Fixed Assets (Annual)

Request for Position Action

Canceled Checks « petty cash

Refund Recelpts
Investigators expense Accounts

RECOMMENDATION: RETAIN FOR THREE YFARS OR UNTIL AUDIT, WHICHEVER
IS IATER, AND THEN DESTROY.

Anmual Accumlation: 1 linear inch

Audited by: State
This state-wide form of the Commissioner of Personnel is the Author—

ization for entering the employee's name on the payroll or for mak-
ing any changes in the pay rate., It also shows all pay deductions.

RECOMMENDATION: REFAIN WHILE EMPIOYED AND FOR THREE YEARS AFTER
DATE OF SEPARATION, OR UNTIL AUDITED, WHICHEVER IS

IATER, AND THEN DESTROY.

. 124 ACCOUNTING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A GENERAL

VASTER AUTHORIZATION
I“: * Yo “
Siges 5m x 8¢ hid . ’
Quantitys % cubic foot Ohe 00 ’
Dates: 1953 = - .
File Arrangementt Alphabetical J’Wv@éw

RECORDS RETENTION SCHEDULE.

APPROVED
HALL OF RECORDS COMMISSION

PAYROLL (Prior to July 1, 1953). The agency copy of this payroll




* ‘ FORM HR-RM 1A ;o , { 'SQCOHEDL'J!%_'E_
i (9-1-83) ( REQUEST FOR RECORDS RETENTI\ .« SCHEDULE ) %{}0‘ 1 K4
? Rall of Records (Continuation Sheet) PAGE
Commission NO. 80
5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
ltem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. {cubic or linear feet). Show recommended retention period. Works.

form is to be retained for five years or until audited, whichever i
S Iten 1-d, apt

later, and then destroyed..
proved by the Board of Public Works, January 11, 1954

134

(General Schedule No, =1

PAYROLL JOURMAL ~ The agency copy is to be retained for three years
(General

or until audited, whichever is later and then destroyed.
Schedule No. (-2, Item l-d, approved by the Board of Public Works,
Jamary 11, 195115. _ ,
PAYROLL EXCEPTIONS, Additions and Exceptions -~ The agency copy is t4q
be retained for three yearsor until audited, whichever is later,
and then destroyed, (Ooneral Schedule Wo. C~2, Item 3-b, approved
by the Board of Public Works, Jamary 11, 195245. :

PAY WARRANTS «~ The agency copy is to be retained for three years or
until audited, whichever is later, and then destroyed. (Ceneral
Schedule Nos G=3, Item 3, approved by the Board of Public Works,
¥ay 10, 195h).. ] L
RECEIVING VARRANTS ~ The agency copy is to be retained for three
years or until audited, whichever is later, and then destroyed.
(General Schedule No. G-}, Ttem 3, approved by the Board of Public

Works, May 10, 195L).
TRANSMITTAL FORM E-1 or E~2 (Comptroller of the Treasury Form) is

to be retained for three years or until audited, whichever is
later and then destroyed. (Ceneral Schedule No. G-5, Item 3,
approved by the Board of Public Works, May 10, 195L).
LEAVE RECORDS

Quantity: 2 cubic feet
Datess 1950 -~ - o
File Arrangements Alphabetical S
Anmual Accumulation:. 6 linear inches U&!:
Disposable Amcuntt % cubic foot

Audited by: State
File inclundes the following recordst

prepared anmally for each employse
leave applications -

Doctor's certificates

JATER, AKD THEN DESTROY.

A4y

SR s oyt g
A PR T

y -
}}'(,_;'AF',{c Py 3‘('"1" ,
\ e

Leave record card - Form SEC 128-A ~ standard state-wide form,

RPDOMD}TION: RETAIN FOR THREE YFARS OR UNTIL AUDIT, WHICHEVER IS
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FORM " HR-RM 1A - ‘ { ' SCHEDULE a
(9:1-88) ( REQUEST FOR RECORDS RETENTI..( SCHEDULE No. & 184
Rolt of Recosds (Continuation Sheet) PAGE
Commission NO. 9
5. Description of Records 6. Recommendation
Describe records accurately, Include title, form number, size of documents, of Hall of Records
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.
14, | STATISTICAL PUNCH CARDS =
The IBM punch cards prepared and used by the statistical Division 3
are used in the preparation of the anmal report, statistical re~ - =
ports for the actuary and to balance monthly and anmal premium o
receipts and claim payments. For actuarial purposes the cards are ~ E,’
retained for ten years. . The information on the cards is obtained S o
from source records of the Accident Fund which are maintained for o= QC?
not less than ten years. The punch cards are therefore considered a O
non~record within the meaning of the statute governing non-recbrd a. &
material (Art. L1, Sec. 155, Annotated Code of 1951). < &
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