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"~ % .o be Submitted to *he Records Manty,._ment Division
Hall of Records Commission
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A s 05
PAGE

NO. 1, .

2. Division or Bureau of Requesting Agency

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

Dis;ﬁose of present accumulation. No *

additional

Establish retention schedule for re- Microfilm

occumulation is. antici- . cords for which there is a continuing

to warrant retention. have value to warrant their retention ofter

> the ‘period of time indicated.

i 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.

and destroy originals.

4,
ltem

No.

5. Description of Records .

" Describe records accurately. Include title, form number, size of documents,
work or activity to ‘which the records relate, inclusive dotes ond quantity
CUblC or lmeor feet). Show recommended retention period.

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

1.|. PAROLE FIIE

‘Quantitys 229 lega'l-size dravers (LS8 cubie feet)

Datast 1914 = =

File Arrangement.: By year of discharge and alphabetically

: © ° therein to 1935; thereafter by moath of

: ' discharge and alrbsbetically therein,
Anmusl Accumilationt 13 drawers (26 cuble feet)
Disposable Amount: 82 drawers (164 cubio feet)

Indemd' Yes, sce Item 2. .

The averauc case folder for a parolee contains t.he foum:ing records

Picture profiles and feca.

- History ‘Sheet « white and blue duplicate

Newspsper olippings

Memoranda < inter-office

Parole and Probation - Field Recoxﬁ (after parole granted)
Supervision Summary (Parole and Probation fom)
Correspondence

Report on Parolee (ai‘te:- parcle)

Order for relecsse on parole {carbon)

Case Surmary - one to several pages :

Decision of Director of Parcle and Probation :

Copy of fbstrect from U.S. Bureau of Investigation
Supplemental Criminel Records - not included on F,.B,I. report
~Institutional Report

Conclusion, by Parole Officer, of Investigation
Institutional History - :

Parole Programms Information theet - Notice to Inmate

APPROVED
HALL OF RECORDS COMMISSION

7. Adency, Division or Bureau Representative ) o _
W C&M/ ~ Administrative Assistant Oct, 6th, 1955

Signature / Title

Dote

Schedule Authorlzed as Indicated in Col. 6 by Hali of coe
Records Commnssnon

ch{c»&w g WMt S Mﬁ/ o POne g

Public Works.

Disposal Authorized as Indicated in Col.,

6 by Board of

Archivist Date ~—uw-—"

Secretary (

Date”
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5. Description of Records 6. Recommendation

®

of
an

W

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes and quontnty
(cubic or linear feet). Show recommended retention period.

Hall of Records
d Board of Public
orks.

2.

1ee is discharged.

Notice of Contimuation of Consideration for Parole
Pre-Parole reports as to Job Possibilities
Statement of Applicant for Perole or Reduction of Sent.ence
Surmary of Parole Hearing ; . ,
Report of Parolee (monthly)

TPhysical kxamination Report

Fingerprint Chart : :

Pgychiatric Reports

Sponsor and Erq:loyment Investigation
Discharge from Parole - copy L

Report on Violation of Parole

Herrant for-Retake of Parolee

Revocation of Perole Order -

Continuation on Parole Order

Reference to these records continues for many years after the paro-
Branch offices are located in Baltimore City,
Chestertown, hHugerstown, Upper Marlboro, and Ellicott City. Files
are maintained in these offices until the parolee is discharged and,
except for Baltimore City, are then forwarded to the Central office
vhere &ll duplicating material is removed and destroyed, the rema:l.n
ing record: are included in the Central office parole file. -

records maintained by the Baltimare City branch office are dis-

cussed in Iten 3,

RECOMM‘IDATIOK: RETAm IN GHIGINAL FORN FOR TEN YEARS AFTBR PAROLEE
- I8 DISCHARGED FROM PAROIE, THEN MICROFILM AND DESo

TROY ORIGINALSs MICRUFILM COPIES T0 BE RETAINED
FERMANENTLY.,

ALFPHABETICAL INDEX TO PAROLE FILE

Siges S x B
Quantity: 7k drawers plus 115 visi.ble index trays

(total 25 cubic feet)

Datess 191} = -
File Arrangements. Alphabetical in three groups: 191)4-1939.
- ~ 1939-July 1953, and July 1953 - -

Anmaal ﬁccmuuiétiom 2 drauers

Information skown in the Index is the prisoner'a neme, address,
prison number, age, race, sex, marital status, crime, conviction,
court, judge, date sentence began, length of sentence, any remarks
pertaining to parols status, and date of discharge. Included in
the Indax srs cards for parclees from other states being supervised
by the Marylend Department. Alsoinﬂaf:lleaarecaxdsforprison

ers not accepted for parale; thess relate tos A i

By LR .
Invesugau.m for cut-of-state parolees CoptT oy TRR
Commtation of Sentence Investigation N

Dais -
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T IuRRM 1A ¢ oa. L - | SCHEDULE' ¢ (4
ik - { "REQUEST FOR RECORDS RETENTION/ sCHEDULE L
Holl of Records (Continuation Sheet) PAGE
Commission NO. 3
5. Description of Records 6. Recommendation

4

.
0.

Describe records accurately. Include title, form number, size of documents, of Hall of Records
work or activity to which the records relote inclusive dotes and quontuty and Board of Public
(cubic or linear feet). Show recommended retention period. Works.

3.

L.

RECOMHENDATIONS ¢
7 AFTER MICROFILM IN FIFTSEN YEAR UNITS AND DESTROY

Pre-Sentence Investigations
Pa.rdon Investigat.ons

RETAIN’ N ORIG.UWAL FORM FOR FIFTEEN YEARS; THERE-

ORIGINALS, MICROFILM COPIE..: T0 BE RETAINED
PERMANENTLY . -~

,

PAROLE Fim BALTTHORE CITY ERANCH OFFICE

Quantity: 33 drawers (66 cubic i‘eet)
Dates: 1945 - -

. File frrengement: Alphebetical
Armual Accurmlation: L drawers
Disposable Amounts ho cubic feet

The records in this file are duplicated in the Central Office ﬁ.lo
(described in Item 1). They &re not forwarded to the Central .
tlie paroles is discharged because of their reference

Office after ¢
value for a period of three years after discharge. fThere is no .

rrcord material in the Baltimore Branch office file vhich is not
also found In the Central O0ffice fila, .

RECOMMENDATIONs RETAIN FOR THREE YEARS AFTER PAROLEE HAS BEEN
- _DISCHARGED AND THEN DESTROY.

~ APPROVED
IALL OF RECORDS COMMISSION

3
1

b

RECIPROCAL PAROLEE FILK

Quantity: 15 drawera (30 cubic feet)

Datess 1939 « -
File Arrangements Alphabetical
Annval Accumulationt ) drawer { 2 cubic feat)

Disposable Amonnts 20 cubic feet
Indexeds Yes - included in Index to Parole File,(m Itenm 2.)

In accordance with the terms of the "Uniform Lot for Out.-of-.atat.s
Parolee Supervision® (Art. L1, Sec. 106, Annotated Code of 1951)
the Department accepts paroless from other states for parole super-
vision. Records forwarded to the Department from the other state -
are returned to that state at the time the psrolee is discharged
from parocle. The records which rem2in in the file after discharge
consist of correspondence end monthly reports of the parolee, .
These records have no value after five years. A history caxd .
showing the parolee's nams, prison and/or parole number, state of
origin, end dates of investigation, acceptence for parole and
discharge are shown., The history cerd is & part of the master index

discussed in Item 2. .
sy e 2 o 3N
RECOMMENDATION: RETAIN FOR FIVE !EARS AFTER mnox.sz IS‘DIWEIS ’ :.l ;E,) VYE%!}?E‘:«

vOARL

FROM FARQLE AND THEN DESTROY.
) . gLt 14 1855

Date...o 7.0
NAINAL it Rl
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{ REQUEST FOR RECORDS RETENTIOI 4CHEDULE

SCHEDULE -
NO.

PAGE
NO.

@.
No.

5. Description of Records
Describe records accurately.

Show recommended retention pertod

Include title, form number, size of documents,
work or activity to which the records relate inclusive dotes and quantity
(cubic or linear feet).

b,

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

Se | CORRESPONDENCE

Quantity: 8 drawera (19 cubie feet)
Datest 193} - -

File Arrangementt

drawer

Disposable Amownts 8 cubic feet

Correspondence concerned with the function of the agency.

end civie organizations, lawyers, indiw:dualé etc,

RECOI‘@‘IENDATION :

RETAIN FOR THREE YEARS AND THEN DBS‘!ROY.
6.

ACCOUNTING MJRDQ

Quantity: ¢ drawers (1h cubie feet)
Datest 1938 = «

File Arrangements Chronological»v-
Anmual. Accumlation: % drawer -

- Disposable Amount: 11 cubic feet
Audited by: State

This item includes all standard accounting forms used by State
agencies as supporting data to the final book of entry,

book of entry is to be retained permenent]y.
supparting records eres

: Comptroller of the Treasury .y '
o ) B4k

Form ROQ J o

E-l1-3

E-1 and E-}

DD-1

R=2 (formsrly MR-2)

: Winge, .
Distribution of Chzrges

Trensmittal - :

Certificate of Derosit and Bank
Deposited

Distritution of Unezpended end Obligarted
RBalences

14
h7-A
100-16 .
394 and hO—A
CPa2
CF=1

Purchosing Buresu . (Department of Budget and Procurement)

.- BRequisgition for supplies
Purchase Order

Out~of-Schedule Requisition for &xppnes
Stores Requisition

Copy of Contract Awarded-
Capital Fund Reguisition for Equipment

County ~ and subject and alphabetical therei]
Annual Accumulations #

It is
with Federal, State, local and other state agencies, professional

Correspondence
with or about a parolee is £iled in the pwolee's individual file
jackst (Item1)e - - -

The final
Specificelly these

------

osit Siip
Monthly Report of Stete Funds Collected md

Works.

APPROVED
HALL OF RECORDS COMMISSION

“"{‘}""Y\.Wi.b 3
H b I N S
.

'-vrzug V‘(»h‘i b

Werrargry




L N
51 HR-RM 1A (/

¢

. : . SCHEDULE
QINNCRE Y (ReQUEST FOR RECORDS RETENTION 4CHEDULE NO- . A
Holl of Records (Continuation Sheet) PAGE

Commission S - NO. SO'

Q.
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

Te

1 thru 11 Budget Lstimates Fiscal Yesr (13 pages includ-
: . .. ing farm statement) )

Nemorsndum of Adjustment

Oihars

Works.
100/24 ..Actusl Emergency and Repairs Report =
27-4 : - . . .Copy of Contract Awarded 7
CE-3 . ‘Copy of Contract Awarded e
R : Delivery Invoice ‘ o §
26-A - Notice of tward of Contract =
52 o : Credit Memorandum o -
s1. . .. Report of Partial Delivery o X
Budget Buresu (Department of Budget and Procurement) - o §
BB-1 (Rev.) Formerly BB-1 and BE~2 .. . . -
. Budget Schedule Amendment Sheet . . O
. BuPe Inve R101L ;. - Report of Fixed Assets (armual) —
B.P, Inve R102 =  Report of Materials and Supplies (amual) =
B.P, Inv. 6 - Materials and Supplies Fhysical Inventory -
e . (annual )
BB-};0 : : Request for Position Action
Budget Form Noc.

: Mnd&{niwu e pilibitan (soMentBoes hdwg‘/féz R
o Vendors Imvoices . A O S wORKS
- - Bank Deposit Slips Reyatel. oo PRPLIC WORK

Bank Stetements LAt 10 a5t
Bank Deposit Receipts . Pate..7"

Canceled Checks
Gasoline tickets

Expense Vouchers ' ‘

Automobile mileage report<{State Vehicles only})
. Check Stubs

Petty Cash Receipts h

RECOMMENDATIOH: RETAIN FOR THREE YEARS OR UNTIL AUDIT, WHICHEVER
IS LATER, AND THEN DESTROY.

RECORDS RETENTION SCEEDULE,.

ACCOUNTING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A GEBNERAL

PAYROLL (Prior to July 1, 1953). The agency copy of this payroll
form is to be retained for five years or wntil sudited, whichever
is later, end then destroyed. (General Schedule No. Gel, Item 1-d,
approved by the Board of Publie Works, Jamary 11, 195)).
PAYROLL JOURRAL ~ The agency copy 4s to be retained for three years
or until endited, whichever is later and then destroyed. (General

Schedule No. G-2, Item 1-d, epproved by the Board of Public Works,
Jamuary 11, 195’43-

Soegester?




o HR-RM 1A 4 e, . : . . SCHEDULE —

- 18-1-83) G REQUEST FOR RECORDS RETENTIO|. $CHEDULE No. R 1 =l
. Ball of Records (Continuation Sheet) PAGE
Commission NO. 6,
4 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 dotes and qucnhty and Board of Public
(cubic or linear feet). Show recommended retentlon period. Works.

PAYROLL EXCEFTIONS, Additions end Exceptions - The agency copy 1is
t0 be retained for three years or until audited, whichever is later,
- and then destroyed. (General Schedule Wo. C-2, Item 3-b, approved
by the Board of Public Worke, Jamary 11, 195k 5

PAY WP.R.AHTS - The agency copy is to be retained for throe years
or until audited, whichever 1s later, and then destroyed., (General
Echedule No, G-3, Item 3, approved by the Board of Publie Works,
Kay 10, 195L).

RECEIVING IGA.RBAT'TS - The ‘egency copy is to be retained for three
years or until sudlted, vhichever is later, and then destroyed.
(Ceneral - Schedule Ho. G-k, Item 3, approved by the Board of Publie
Works, May 10, 195h).

TRANSHITTAL FORM E-1 or E-3 (Comp’crollcr of the Treasury Form) is
to be retained forr three yeers or until audited, whichever is later
and then destroyed, (Ceneral Schedule ¥No. O-S, Item 3, epproved
by the Board of Public Works, May 10, 195kL).

APPROVED
‘HALL OF RECORDS COMMISSION

8, | MASTER AUTHORIZATIUN

-' This state-wlde form of the Commissioner of Persm nnel. is the aunthor
izotion for entering the employee's name on the payroll or for
maldng ony changeain the pay rete., It also shows au pay deductionsr

RECOMNLHDATION t RETAIK WHIYE EMPLOYED ARD FOR THREE YEARS AFTER

DATE OF SEPARATION, OR UNTIL AUDITED, WHICHEVER
IS LAIER, AND THEN DESTROY.

9.| LEAVE RECORD3

Quantities:s 1 volume snd & drswer cards
Dates: 1948 - = .
Annual fccummlationt 1 or 2 linesy inches :

File includes tha foliowing recordsi

Leava record card = Form SEC 128 - 2, & ét.am!&d state-wida
form prepared anmuelly for each erployse
Leave applications .

Doctorts certificates . ‘
RECOMMENDATIONs RETAIN FOR THREE YEARS OR UNTIL AUDIT, WHICHEVER
) IS LATER, AND THEN DESTROY. N Sy
) ;F": o R \'f: ) }'j
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November 3, 1965

Mrs, Margaret M, Sima
Administrative Assistant
Dept., of Parole & Probation
301 W, Preston Street
Balti{more 1, Maryland

Dear Mrs, Sima:

This will confirm our conversation of yesterdai tegardihg the smended reten-

tion period for the Parole File (Schedule ¢#19]1, Item 1).

The recommended retention period should be changed to read:

' RETAIN IN IN ORIGINAL FORM FOR FIVE YEARS AFTER PAROLEE IS DISCHARGED
FROM PAROLE: THEN MICROFILM AND DESTROY ORIGINALS; MICROFILM COPIES TO
BE RETAINED PERMANENTLY.

The Parcle File has been microfilmed through 1958 and, since it is bwing pre-
served on microfilm as a permanent record, it is not necessary to obtain the
approval of the Board of Public Works for this amendment. May I suggest that
you attach this letter to the records schedule (¢191), since it now becomes

a part of the schedule,

tThe Violators File will continue to be retained in original form for ten years,“
before being microfilmed and destroyed.

It wae a pleasure talking with you, and I appreciate your cooperation in this
matter,

Sincerely yours,

Rex Beach

CC: Mr,.Hirsch

. RB:BK -




