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SCHEDULE

additional

L .
Dispose of present accumulation. No ~ o
accumulation
pated. Records have ceased to hove volue

to warrant retention.

B
E Estoblish retention

cords for which there is a continuing
accumulation. The records will cease to
have value to warrant their retention after
~ the period of time indicated.

L]

is antici~

. Lo .
//Fé‘nu HR-RM 1 -
. (p\1.B3)° ° e
o (B To I’ ‘ubmitted to the Records Mol-gemen ivision no ‘a"')/
< Hell of Records /
Commission Hall of Records Commission :AOGE 1.._
1. Requesting Agency 2. Division or Bureau of Requesting Agency
DEPARTMENT OF CCRRECTION HMARYLAND PENITENTIARY
3. Authorization Requesfed (Check only one of the squares below). '
A e .-
schedule for re- Microfilm and destroy originals.

Originals if not microfilmed would ‘be
retained for the period of time indicated.

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

Works.

6. Recommendation
of Hall of Records
and Board of Public

1.

PRIS@!ER'S CASE RECORD

A folder 13 prepared for cach inmate at the time of admissien,
the time of discharge the folloa:!.ng records are in the folders

Quantitys 96 1et’ber-aize dravers active (8)4 cubic feet) and
66 cubic feat inactive, tota). 150 cubic feat

Dates: 1923 (earliest date noted

File Arrangements Alphobetical

Ammual Accumilations §; cublc feet :

Disposable Amounts 50 cubic fect (esthnate)

Indax; N\mexical

At

Photographs
Classification Progress Sheed

Pre-Parole Report

Admission Sumary

F.B .I. Repoﬂ '

Report. on Convicted Priscner (Department of Perole and Proba-

um. Forna No. 25)
Medical and Health Reports
Finger Print Card : .
Correspondenco N S
Disciplinary Reports '
Soclal Histery Report
Aptitude Tests
“Industrial Card

APPROVED
HALL OF RECORDS COMMISSION

Supt. of Prisons

1/20/56

7. Agency, Divisi§: or Bureau Representative

- Signature Title

Date

Schedule Authorized as Indicated in Col. 6 by Hall of
Public Works.

Disposal Authorized as Indicated in Col 6 by Board of

.Records Commission

//27/5‘6

‘wmg’

JAN 3 1 1955/.%)/\,@/@,,\,4/&/‘\/

Date — ./ Secretary

Date

Archwnst




4 HR-RM 1A SCHEDULE

\ ' o { ) ’_', (¢ ’
A ' REQ"ST FOR RECORDS RETENTIUw SCHY ~ILE NO. A4S

Hall of Records (Continuation Sheet) PAGE
o NO. 2'

Commission

5. Description of Records 6. Recommendation
'.em 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

Works.

No. (cubic or linear feet). Show recommended retention period.

Inmate Ledger Sheet
Record of Visits

RECOMMENDATION: RETAIN FOR TWENTY YEARS AFTER DISCIHAROE AND PAROLS
CBLIGATIONS HAVE BEEN MET, THEN DESTROY.

ANMISSION

L
o

2+ | RECORD CAHD

Form No.: 32

Sizes 63" x 83"
Quantitys 5 cublic feet
Datess 1910 = =

Files Arrongements Alphsbetical
Anmual acoumulations less than § cuble foot

History card giving physical description of inmate, education, tradd,

marital status, crime, sentence, detalners, etec, On the reverse

any outstanding incidents, either meritorious or detrimentel, durl.nq

the prisoner's tem are noted,

; ‘ RECOMMENDATION: RETAIN FOR TWERTY YEARS AFTER DISCHARGE ARD PARCLE
CBLIGATIONS HAVE BEEN MET, THEN DESTROY. ‘

3.| INDUSTRIAL CREDITS

Sizes 63" x B3
Quantitys 3 cubic feet

Datess 1937 = =
File Arrangements Chronological by original date of discharge

Amnual Accumilations U4 linear inches
Disposable Amounts % cubic foot

A card is maintained for each prisonar showing by monthly entry
the number of days credit received for industrial good time (days
by which the sentence is reduced for work on prison lsbor projects)

and also shows the new discharge dats.

RECOMMENDATIONs RETAIN FOR TWENTY YEARS AFTER DISCHARGE AND PAROCLE
CBLIGATIONS HAVE BEEN M:T, THEN DESTROY,

e APPROVED o
BOARD O PORLIC WO

Size: 8" x 11" Ak L L 1256

‘ct\“"’ Quantitys & cubic feet Pate...."
ru“ Datess 1916 - = i
., ’ Audits State Secretary

& o :
& RECOMMENDATIONS mmmmmmmmmm
L DISCHARGED ARD PARCLE CBLIGATIONS HAVE BEEN MuT,

'y AND THEN DESTROY.

APPROVED

HALL OF RECORDS (0

i —
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Commission

SCHEDULE

NO. e
PAGE
NO. 3.

5. Description of Records

6. Recommendation

Tem Describe records accurately. Include title, form number, size of documents, of Hall of Records
d’l° work or activity to which the records relate, inclusive dates, and quantity and Board of Public
i (cubic or linear feet). Show recommended retention period. Works.
Se | EMPLOYMENT RECORDS
—
Sises 3" x 5" =
Quantitys 2 cubic feet %)
File Arrangement: Alphabetical W = =
Annual Accumulations 2 linear inches LS L
Disposable Amounts: 13 cubic fest ;v c>3 s
e [
Record of priscner's t while in the Institution; showe =S
name, date received, number, and departments or shops and dates o o
which he worked, - - - o
| ¥
RECOMMENDATIOCH: RETAIN FCR THREE YEARS AFTER DISCHARGE AND PAROLE S
CELIGATIONS HAVE BEEHN MET, AND THEN DESTROY. =
b=
é., | POPULATION CARD

Te

Sizes 63" x 83" .
Quantitys 1 linear foot
Datess 1910 = -

Tile Arrangement: Chronological

Annual Accumulations less than 3 linsar inch
Disposable Amounts 8 linsar inches

Shows the daily census of the Institution,
analysis and anmual report statistics.
WEHDLTIORS RETAIN FOR THREE YEARS AND THEN DESTROY,
COUNT_SHEST (RETURK OF PRISCNERS)

Sizes 83" x 11v

Quantitys # cubic foot

Dates: 1949 = =

File Arrangement: Chronological
Annual Accumlation: 2 lineay inches

RECOMMENDATIONS RETAIN FOR THREE YEARS AHD THEN D .

BOARD
Date JAN S

Each card accommodates
ona month's entries: information on the card is used for budget

A detailed report prepared daily showing the distribution of prisone
ers throughout the Institution; names of prisoners received and
‘| discharged are also given.

APPROTED b
1:1.1C WORb.
1856
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C eten % r{éQ{f’*sr FOR RECORDS RETENTICK SCHR,"ILE No. 2<S
Hall of Records g {Continuation Sheet)

Commission am—a PAGE
. . NO. ko
5. Description of Records 6. 'Recommendation
m 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 Boord of Public
°. {cubic or linear feet). Show recommended retention period. Works.

8% | PRISCHERS TRANSFERRED

Sizes 83" x 11 ‘
Quantitys L cubic feet (includes all copies)
Datess 1951 < = ‘

File Arrangements Chronological

Annusl Accumulation: 1 cubice foot
Digposabla Amounts 1 cuble foot

Daily form showing name of prisoner, his number, and transfer mads
within the prison or to another institution. Six copies are pre-
pared and distributed as followss

Assistant Warden

Administrative Office (payroll clerk)
N Clagsification Office

School

Supply Room

‘ Only the coples retained by the Assistant Harden and the Adwinise

trativp. Office are record material aend the recommendation bslow
applies ouly to thems The remalning four copies are considered
non-record within the meaning of the statute governing nonerecord
material {Article L1, Sec. 155, Annotated Code of 1951).

RECOMMENDATION: RETAIN FCR THREE YEARS AND THEN DESTROY.

APPROVED
HALL OF RECORDS COMMISSION

9+ | RELEASE OR DISCHARGE CARD
APDPRIOYIS) BY

2?;:::,11;?-%“ ggx%;;ic foot BOakD o0 v L1:C WORKS

Datase 19}40 - - D@tc RPN -

File Arrangememts Chronological
Anmual Accumulation: 1 linear inch

Monthly card ghowing name, race, pusber and type of release; that Secretary
is, discharyge, parcle, or transfer, occwrring during that month.

RECCMMENDATIONs RETAIN FOR THREE YRARS AND THZH DESTROY.
10, | ¥EY PRISORER

Form shows prisonerta nams, number, date received, court, judge,

crime, sentencs, indictment number. It is distributed to several
departoents of ths Institution and is used to prepare various

’ necoussry forms and establish tho prisonert's case file., After

processing has been completed the form has no uss. It is considered

non-record within tho meaning of the statule governing nca-record

material (Art. L1, Sec. 155, Annotated Cods of 1951).
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A HRRM 1A o - - SCHEDULE .
et (7 Réﬁf"‘sr FOR RECORDS RETENTISH sCrii “1LE No. 1 22O
Hall of Rocords ¢ (Continuation Sheet) PAGE

Commission NO. 5.

5. Description of Records . : 6. Recommendation
‘m Describe records accurately. Include title, form number, size of documents, of Hall of Records
No 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.
11.' QENBRAL CORRESPGNDENCE . < —
o
Quantitys 3 letteresize drawers (L} cuble feot) S
Datess 1951 - - L
File Arrangements Alphabetical = g
Anmual Accurmlations 1 cubic foob =
Disposable Amount: 1 cutbic foobt -
- oD
Correspondence concerned with the accomting and general busineos = =
gdninistration of the Institution. It is with individuals, Federsal, o 8
State, and local agencies, contractors, civic groups, etc. o ;4
<
RECOMMEEDATIONs RETAIN FOR THREE YEARS AND THEW DESTROY. S
) : —
12.| ACCOUNTING RECCRDS :zc.:‘
Quantitys 175 cubie fest ‘
Datess 1905 - -
File Arrangemsnts Chronolorical
Annual Accumulations 10 cubic feet
Disposable Amounts 140 cubds feet (estimate) -
‘ Avdit: State
This item includes all standard accounting forms used by State
agencies as well as thoss used only in the Institution, Included
ares ) ’
Comptroller of ths Treasury
Form Ho.
E=1=3 Distribution of Charges
E-1 & B~} Transmittal
DD-1 Certificate of Deposit and Bank Daposit Slip
Re2 (Formerly MR=-2) Honthly Report of State Funds COD.eccedi
and Depogited
Honthly Statement of Balances
Distribution of Uncxpendsd and Obligated Balances
Purchasing Bureau (Department of Budgst & Procurement)
|1 Requisition for Supplies
L7-4 Purchass Order
100-16 Out-of Schedule Requisition for Supplies
39A & kOA Stores Requisition
CF=2 - Copy of Contract Awarded oY B o
o CF-1 ° Capital Fund Requisition for Equipmemt  .» I"07i=%7 7 0 oo
100/2} . Actual Emergency and Repairs Report BOakn {2 IC
27=A Copy of Contract Awvarded ’ JAM 31 1956
CF=3 Copy of Contract Avarded Date -
Dalivery Hotice o T _ar—~">—
26-4 Hotice of Award of Contyact = AT .0 Teeefeees o o0 e




( l" (' SCHEDULE

» HR.RM lAr - .
(9-1-63) (((\ REQ ST FOR RECORDS RETENTISV SC"l’ﬂ\ LE NO. 225
-Hall of Records (Continuation Sheet) - PAGE
Commisszion NO. 6. '
4 5. Description of Records 6 Recommendation
. Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘m 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.

Budget Bureau (Department of Budget & Procurement) !

BBl (Rev.) Formerly BB-l and BB2
DP Inv, R101 Report of Fixed Asseots (Annual)
P Inve R102 Report of Materials end Supplies (Amual)
BP Inv, 6 Haterizls and Supplies Physical Inventory (annual)
ER=},0 Requast for Position Action
Budget Forms
1 thru 11 Budget Estimates Fiscal Year (13 pages including

Farn “tatenwnt)
BP Inv, 1 Stores Record
EP Inv, 2 Equipment Record
BP Inve 3 ¥otor Vehicle Escord
Memorandum of Adjustment

Othorsg

Vendors Invoices
Bank Desposit Slips
Bank Deposit Receipts
Check Stubs ’
’ HWeekly Timo Sheet
Assignment Sheet
. Statement of Examination Fee
Prisonert's Commdssary orders: .
“ Requests for Commissary tooks
Canceled chocks (Prisonerts fumds)
Cash Receipts (all funds)
Employees Time cards (punch clock)
Immates Jowxrnal « supporting document to Inmates
Ledger (ses Item Ho. h)
Inmate Payroll

Stata Use Industries .

Remittance -&emrandm (original and duplicate)
Sales Invoices

APPROVED
HALL OF RECORDS COMMISSION

Interdepartnental Sales Invoices APDRARED B

Shop Orders BOARI L 10 Wen
jeroos Tt

Invitation to Bid Pate..-

Amipphs“ cmmmb M/
Y R LR . PR .... ....... .s

Secretary

The following Accounting records now en deposit at the Hall of
Records vill be authorized for destruction upon approval of the

. schaedules ,
" Recelpts ~ 2 volunes, 1686-1901
.Check Book Studs =« 5 volumes, 1888-1901

1
RECOIM{ENDATICONS RE‘IAIB m mzm IEABS mmmn AUDITED, HHICHEVER




4 HR-RM 1A (", R (P . SCHEDYLE- ) .
. Tefmay T 0 ‘ (; 7 R';Q"‘sr FOR RECORDS RETENTICHR SCHE, (" No. 22!
=+ Hall of Records {Continuation Shect) PAGE
Commission NoO. 7.
5. Description of Records ~ | 6. Recommendation
4 Describe records accurately. Include title, form number, size of documents, of Hall of Records
mem work or activity to which the records relate, inclusive dctes and quantity and Board of Public
o. {cubic or linecr feet). Show recommended retention period. Works.

13.| ACCOUNIING KECORDS FOR WKICH DISPOSAL HAS BEEN PROVIDED BY A
.| OENZHAL RFECCRDS RETSHILON SCHEDULE.

PAYROLL {Prior to July 1, 1953). The agency copy of this payroll
form 13 to be retained for five years or until audited, whichever
is later, and then destroyed. (Ceneral Schedule No. G—l » Itom 1-d,
approvéd by tho Board of Puhlic Yorks, January 11, 195L).

PAYROLY, JWRNMA = The agency copy is to be retained for thres years
or mtil audited; uvhichever is later and then destroyed, (General
Schedule Ro. 0=2, Iten l-d, approved by the Board of Public kor!w,
January 11, 19‘&;’ _

PAYROLL, HCEPTIOM, Additione and Emeptiona The ageney copy 13
to be retained for three years or until audited, vwhichever is .

later, and then destroyed. (Gensral Schedule No. =2, Item 3-b,

approved by tha Board of Public Works, Janvary 11, 195L)«

PAY'&-L&RB.AN‘I‘S Tha agencyco;:yis tobemtainedfm-thz'eayeam
or until audited, whichever ig later, and then destroyed. (Cesneral
, .| Schedule FHo, 0«3, Iten 3, apprcved ty the Board of Public Works,
. Hay 10, 1954)- .

RECEIVIHG ﬁABRAH‘I‘S The agancy copy 18 to be retained for thres
_years or until audited, uhichever 1s later, and then Gastioyed.
(General Scheduls Ho. c—h, Iten 3, apspmrved by the Eocard of Puhlic
Yorks, iay 10, 1954). ‘

TPANSM‘I’TAL FCRN E-l or 8-} (Gomptmllex' of the Treasury fom) is
to be retained for Yhree years or until sudited, whichever is
latar and then destroyod. (Geheral Schedule No. G=5, Item 3,
approved by ths Geard of Public Works, Hay 10, 1954).

1l | LEAVE RECORD CARD A * K

APPROVED
HALL OF RECORDS COMMISSION

Fmso.n.'snc-lzs-a ‘ S

Sicer 5" x §@ - . BOawy v pUPLIC WO
Quantitys 1 cuble foot - Date.. JAK 5 1 1256 | - |

File A.rrangemenu &lphabaﬁ.cal : %/'% | n A AN~
&udit.a State A R Sc"emry.

Aleavecardismpmdforeaehmplomeammlhg ghows leave
teken during the year, type of leave, and any leave acerued end
brought forvard from previocus years,

- RECCIRMZEDATICHs RETAIN FOR THREE YEARS CR UNTIL AUDITED, mcmmz
. _ : IS LATER, AND THEW DESTROY.
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‘em

No.

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

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

15.

MASTER AUTRORIZATICN

Sizog 5% x 8

Quantitys 1 cubic foot

Dates: July 1, 1953 « =

File Arrangements Alphabetical
Audit; State

Authorigation of the State Commissionoy of Perscomel to enter
emplayee on the payroll and to make any changes in classification
or pay-rate. On ths reverse is listed all psy deductions. A card
is prepared for each change in pay and for each change in grada.
Superseded or inactive cards and those for separated emplayees are
placedmaninacnvefm. . '

RECOMNDATIONs RETAIN WHILE ACTIVE ARD FOR THREZ YEARS mmm,
GR UNTIL AUDITED, WHICHEVER IS LATER, AND THEN -
DESTROY.

APPROVED
HALL OF RECORDS COMMISSION

-
’

TED BY
LI WORKS




