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2. Divisio&o@‘y{%o;u%erSEuesﬁr& Agency
DIVISION OF VITAL RECORDS AND STATISTICS

1. Requesting Agency

@  srats mearmeENT of ERALTH
’ e f;’r‘kkfé'ﬁ'#ﬂdul,/i g2 -
thorization Requested (Check only one of the squares below). s
3. Au q Coun? g fHowur - DEPTE,
A C
Dispose of present accumulation. No Establish retention schedule for re- Microfilm  and destroy originals,
odditional accumulation is antici- cords for which there is o 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 warront retention. have value to warrant their retention ofter
the period of time indicated. .
5. Description of Records 6. Recommendation

?‘ Describe records accurately. include title, form number, size of documents, of Hall of Records
tem work or activity to which the records relate inclusive dotes and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention perlod Works.

1. | BIRTH CERTIFICATES ,
Form Ho.3 VS-Al « Certificate of I.iva Birbh

Sizes 7= x 83 _
Quant.ity and Dates: 132 drawers (3° x 5°), 1898-1913

1352 volwes (7 x 83 s 191} « =

(Total 175 cubic feot)
File Arrangemsnt: Annual, by county and alphabe therein
Ammual Accumalations 18 linsar feet (7 Cu.
Index: Yes, soe Item 2

. mm-thceruﬂcataiaprepamdhm.p]icatebytmpmcm
or ridulfe vho retaing the triplicate (uhite) copy. The original
(blue) and duplicats (pink) are forwarded to the local Registrar of
Vital Statistics for transmittal to the Division of Vital Records
and Statistics, The duplicate then is sent to the County fealth
Dgpartment for filing. The local registrar recards the essential
data in a copybook. Prior to November 1955, tho local registrar

retained a stud form summarizing the information on ths certificate.

To meot statutary requirements as interpreted by the Attornsy : i
Genaral these records must be retained permanently (Art. L3, Sec. 1b
nfthemtaudcodeaflsﬂandnqﬂnimofthemfmmy

General 124).

The Division receives birth certificates for tdrths occurring in
ths counties; fwwmmmmmwwe&ruﬁ-
catumm.edinﬂ:acityﬂealthneywtmt.

||rEcoMERDATION: EETAIN PRRMANRNTLY. | |

APPROVED
HALL OF RECORDS COMMISSION

Age’ncy, Dwnsnon or Bureau Representahve

Slgnoture Tntle 9 Date
Schedule Authornzed as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Boord of
‘ecords Commission. Public Works.
M%N/\ g M—P JaR 01654 W "
//.5"/5‘ 4 AL AN .
Date Archivist Secretary i
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5. Description of Records : 6. Recommendation
4 Describe records accurately. Include title, form number, size of docunients, of Hall of Records
Qn 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.

oz |

-

2, | IRDEX TO BIRTH CERTIFICATES

3.

é7 cu. et , |
Since 1920 the file is in ten year units, filed by Soundex system
‘according to the child's surname; a cross reference by ths
mothe~!s malden name is given in cases of illegitimacy. Informa-
tion shown is child's surname and given name, father!s given name,
mother'!s maiden name, date of birth, county and town, date filed,

»=""“" |18 retained by the physician or hospital. The triplicate copy is

1898-1919

18 volumes, 83" x 11", alphabetical, shows child's surname,
given name, fatherts gliven name, motherts givem

name, date of birth, and county.

1920-1930
170 drawers, 3* x 57 cards, shows ths same information as
~ the earlier index plus the Soundex Code number.

T

1930 - <
55 Mle rou drawera, 2% x 3" cards, shows the same
information as the 1920-1930 index. :

color, sex, number of children this delivery, and the Soundex code
number. The index has been microfilmed from 1920 to 1953 and the .
film stored at Deer's Head State Hospital. Since 195} the Division
has been sending a positive ecopy to the NHational Offiee of Vital
Statistics and retaining the negative for Civil Defense security
purposes., :

RECOMMENDATIONs RETAIN PERMANENTLY.

DEATH CERTIFICATES

Form No.: VS.A 15, Certificate of Death
VS.A 154, Certificate of Death for Medical Examiners

Sizes 74" x 83"

\

1300 volumes (73® x

Annual Accummlation: 15 linear feet C (L cu. #1 .
Indexs Yes, sse Item L. te .. "5“ S99
The death certificate is prepared in MM&&M

or funeral director, or if submitted by the Madical Examiner, a
fifth copy is prepared and retained by him. The quadruplicate copy

|the burial or transit permit, and is f£iled with ths local registrar
for transmittal to the State Department of Health. The original

and duplicate are forwarded to the local registrar who in turn sends

APPROVED
HALL OF RECORDS COMMISSION

Quantities and Dates: 150 drawers (L® x 6%), 1898-1911 ,
x 83%), 1911 =PRIV ED BY
(Total 125 cubic feet  BOARD ' |7 i WORKE

W

Tsevsvane
Secretxry s
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4 . 5. Description of Records 6. Recommendation
Y m 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 quantity and Board of Public
: {(cubic or linear feet). Show recommended retention period. Works.

k.

Se

the original to the Division of Vital Records and Statistics and
The Division

ths duplicate to the County Health Department.
receives death certificates for deaths occurring in the counties

only;
filed in the City Health Depar%ant

To meet statutory requiments as interproted by the Attorney
General,. death certificates must be rotained permanently in their

for deaths occurring in Baltimore City the certificates are

original form (Art. hB,Sec.lhoftheAmot.atedCodsofDSIand
_IlOpinianeufthoAttomyGemrallah). .

RECOMMERDATIONS RETATH PE.RWLY.
INDEX T0 | DEATH GERTIFICATES

Sizes 23% x 3" ‘
Datess 1898 - - '
Quantity: 220 quadrupla Tow dravers

The index to deaths is arranged in five yoar units and filed in
straight alphabetical order. Information ghown is doceased's name,
caolor, age, date of death, and county. The index hcs Leen sdcro~’
filmad through 1952 and the film stored at Deerts Head State ‘

Hospital. Since 1952 a positive copy of the microfilm has been
forwarded to ths National Office of Vital Statistics and ths Departs
ment of Health retains the nagative copy for security purposes,

nmme:muxw s BEIAIN mmmu

STILLBRIRTH CERTIFICATE
Form Ho.t V.3, A 10

Quantitys 13 volumes
Sises _7":8_%' .
Datess 19
Fila.&mngemnt: Amnalmitsbyemofdmed
Indexs
' ANANE A Acc,u.m-uuﬂuof\/ ]

/oca,.

The certifica hpmpamdinqnadmpucatebyﬂmmsicianor
niduife who retains the quadruplicate and transmits the other -
copies to the local registrar. The registrar retains the tripli-
cate and forwards the original and duplicate to the Divigion of
Vital Recards and Statistics; ths duplicste is then ssent to the
County Health Officer. Prior to January 1, 1956, the physician or
midvife and registrar retained a stud form summarizing the informa-

tion on the certificate.
cate form in 1956. Befmmwtheatinbiﬂhmuﬁcatem

This form was superceded by the quadrupli-

RETAIR PZRHANENTLY.
rm”

RECOMMENDATICON:

- | 0""6’7-

APPROVED
HALL oF RECORDS COMMISSION
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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 dates, and quantity and Board of Public
. (cubic or linear feet). Show recommended retention period. Works.
6. | MARRIAOR CERTIFICATES

7.

Sizés 7T x 8 i
Quantitys 294 binders (7* x 63") plus 218 transfiles in

storage (total 350 cubic fest)
Datess 191} - =
File Arrangements 191L+1939, Russell Soundex System
- —19150-1950,, Coumty only (no further classifie-

—- ] _ ,cation)
1951 = - , Numerical ’ ‘
Anra) Accumilation: S cubls feet
Indexads Yes, sss Itema 7 .

The marriage certificate is prepared in quadruplicate by the Clerk
of the Court upon receipt of an application.

Original -~ Signsed by the clergyman and given to the bridal
. couple
Duplicate =« Certified to by the Court and forwvarded to the

Division of Vital Records snd Statistics

Triplicate -« Retained by ths Clerk
Quadruplicate - Retained by the officiating clergyman

Ths recozmsndation for this item appliss only to the copy filed in
the Rivision of Vital Records and Statistics.

RECOMENDATICN: RETAIN PERMANEWILY

INDEX TO MARRIAGE RECCRDS
1914-1930 (inclusive) 2} volumes, 83" x 11", typewritten, indaxed
according to Russall Soundex System. Shows groom's
nam3, bride's mailden name, age, racg, state or county of
birth of béth groom and bride, date of marriage, and
county where licenss was issued, -

1931=1939 {inclusive) The certificates are filed in Soundex order
by name of groomj thare is mo index,

1940=1950 (inclusive) The cortificates are filed by couwnty; there
is no further file subdivision snd no index.

8 volumss, 11" x 12%, prepared monthly on punch card
tabulating equipnment, cross indexed by groon's and
bride's nanes. An amusl alphsbetical indsx by grooa's
is also prepared. The indax ghows groon's name, bride'J
name, county of license and ths Division of Vital
Statistics file number. A &

TI0N: : o oo ko

L

2951 = -

+
. ——— ————— e —————" ¥

3 14¢.,

APPROVED
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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 dates and quantity

6. Recommendation
of Hall of Records
and Board of Public

{cubic or linear feet). Show recommended retention period. Works, '
8. | DIVORCE CERTIFICATES !
i / -
Fornm No.: VSA 2}, Report o.t‘ Divorce or Amulment of Harriage L {“““Léﬁ _ ,
Sizes 7" x 830 , \/\4"“ = .
DatESS 191%8- - )—’( V o A‘(B/A/\'IJ}‘[PA o
Quantitys drawvers in storage ) — =
Annual Accurmidlationt 1 drawer (7~ /o G FT = s X ) %“ W’lfca- 3:0/
File Arrangemnt: By month cmmty and alphabctical therei.n ﬁﬁ/ L e
hdex: Ko N Lot /,,.“7‘ } L ! %4 { ipmatiloe] ssi -] e A~ = .
L‘ Vi ) ] i /(,-— L o L
2 s @u =T g i P ' M
oo |i'The divorce or annulment certificate is prepumd by the Clerk of the =
Court and forwarded to the Division of Vital hiecords and Statistics. e 9
RECOMMERDATION: RETAIN PERMANENTLY i o-
COTRESPONDERCE - CERTIFICATICH ' 15.
Quantity: 36 drawers (5L cubic feet) 5
Datess 1552 - - =

10.

File Arrangements Alpbabetical by name of applicant
‘Annual Accumulation: 12 drawvers
Audit g State

Correspondence concerned only with certification of births and
deaths for which a fec is received.

| EBCOITT'NDATIONe RETAIN FCR THREE YZARS OR URTIL AUDITED, WHICHEVER

IS LATER, AND THEYW DESTROY.
CERTIFIFD COPY SZRVICE - ACCOUNTING RECORDS

(uantitys 3 drawers (Ll cubdic feet)

Datesez " 1952 - -

File Arrangemonts Chronological

Anmual Accumulation: 1 drawsr (1} cubic feet)
Audit: State

Fecords included in this item are:

VS.E 67 Cash Journal = Dcily - shous name of applicant for
certificate, nams of registrant, amount received, and
type of fes, date and vhether photostatic cOpias or
typed copies, and any refunds.

Copy of Transmittal to Comptroller (enother copy in
the Accownting Division).

VS.E 57
RA-1

Cash Reeonciliation - monthly

Renittancs Advice (copy) from State Treasurcr.
RECOMENDATICNS HETAIN FOR TRRESE YRARS GR URIIL A!JDITED, bLIClEVEE’
IS LATER, AND THEM DESTROY.

: ) JA P —
\JA%XAM/J_/ S~—
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4 5. Description of Records 6. Recommendation

e 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 quantity and Board of Public

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

PUNCH CAEDS (IBM) BIRTH, DEATH, AND MARRTAGR

11,

Punch cards are prepared from birth, death, and marﬂ.age certifi-

cates.
pare the marriage index.
ths meaning of the statute governing non-record material (Art. I,

Sec. 155, Annotated Code.of 1951).
PUNCH CARDS - MEDICAL SERVICE PAYMENTS

Qua.ntityz 100 cubic feet

Dates: 1925 - -
Ammual Accmmlationz 5 cubic feet | -

They are used for various statistical purposes and to pre-
The cards are considered non-record within|

12,

Payments to doct-ors, pharmacists, and dentists for medical services
under the State medical care program are processed on punch card

Quantity: 75 cubic feet

Datess 1953 ~ = o
Ammal Aecm:mlatmm 25 cubic feet

equipment, Cards are punched to consolidate monthly payments to

each payee, and to prepare vouchers and payment tabulations. Approx-
imately 250,000 cards are used amnually for this purpose. Since
the cards are an intermediate step in the payment of the bills and
are not necessary for audit, they are considered non-record within
the meaning of the statute governing non-record material (Art. L3,

| see. 155, Annotated Code of 1951).

D, JAR 4 1agg
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- HALL oF RECORDS COMMISSION
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