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i FORM HRAM 1 ( (T EST FOR RECORDS RETENTION S ULE |scHEouLr_
! Holl ‘of Records vVi) To be Submitted to the Records Munogemenhivition 0. 238
Commission {) L y Hall of Records Commission : mfi 1 d
2. Division or Bureau of Requesting Agency

1. Requesting Agency

URIVERSITY OF MARYLANWD OFFICE OF DIRECTOR OF PERSONNEL

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

Establish retention schedule for re- Microfilm and destroy originals.

Dispose of present accumulation, No
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 aofter :
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
h:em work or activity ‘to which the records relate, inclusive dates, and quantity and Board of Public
0. (cubic or linear feet). Show recommended retention period. Works.
=
. =
1.| ROSTER CARD . ]
Sizes 5" x 8" - . Q=
Quantitys 6 drawers active, and L} cubic feet inactive o3
(total 63 cubic feot) ‘ =0
Dates: 1917 - =~ T =
File Arrangements Alphabetical =3
1
Ll
This card shows the 's namo, age, classification and salary, :":
any changes and effective dates, and eny remarks. The number of . S
. days leave takan sach month is also indicated. There is occasional —
reference t0 early cards, particulariy fer retirement purposes. =
- =:
- RECOMMENDATION: RETAIN PERMANENTLY.
2. | LEAVE CARDS
Size: 3* x 5"
Quantity: 60 drawers (72 cubic feet)
Dates: 1922 - -~
Fils Arrangement: Prior to January 1953, in alphabetical order;
thereafter by month and tical therein,
Amnual Accumulation: 7 drawers (%cnhd.c.foot\
Disposable Amount: 5 cubic feet
This card is submitted each month by each individual in the classi-
fied employment service who has taken any leave during that month.
The card shows name, position, college or division, type and days
leave. It 1s signed by the employes and the dspartment or division
7. Agency, Division or Bureau Representative
/%MM Gossgr W. Fogg, Ditocoer of Pezssnnel, U, of ME MAR 7 1956
hadl (‘ Signature (/ Y Title Date )
mﬂ\orized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

.Records Commission. . ,
M‘,__" g ’ &“4% APR - 9 19&5 WW\

; : 7 Date Archivist

Dote \-) Secyeta ry
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Re SCHEDULE
{Continuation Sheet)

5. Description of Records

PAGE

NO. 2‘

6. Recommendation
of Hall 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.

and Board of Public
Works.

head, my.tabnunmdmmmmrcm(xmn
RECOMMENDATIONs RETAIN FOR THREE YEARS AND THER DESTROY.

CORRESPONDERCE
Quantity: 16 drawers (2 cuble feet)
Dates: 1946 ~ - A |
File Arrangements: ﬁb%tical by name of correspondent or
Annusl Accuwrlations 2 cubic feat

Disposable Amounts 15 cublc fest

This iz correspondence
It is with Federal, State, local and other state agencies, pro-
fessional, business, and civic organizations, individuals, etec.

vidual persomel jacket.
HECOMMENDATICN: RETAIN FOR THREE YEARS AND THEN DESTROY.

econgerned with the functions of ths offics.

Correspondencs relating to an employee is in the employee's indi-

APPROVED
F RECORDS COMMISSIoN

-

HALL

Secretary
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‘ULE SCHEDULE _

« qePORE HRAN | /""™EST FOR RECORDS RETENTION § B
b e " Submitted to the Records Management Division NO. v 038
Holl ‘of Records ~ D To be Submitted to the Records Management Divisio 2
Commission i F% Hall of Records Commission @ mf‘ L e
- o

2. Division or Bureau of Requesting Agency

' " 1. Requesting Agency
. : UNIVERSITY OF MARYLAND

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

OFFICE OF DIRECTOR OF PERSONNEL

Microfilm and destroy originals.

Dispose of present accumulation. No Establish retention schedule for re-
odditional occumulation is antici- . cords for which there Is a continuing Originals if not microfilmed would be'
pated. Records have ceased to have volue = occumulation. 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.
5. Description of Records 6. Recommendation
of Hall of Records

include title, form number, size of documents,

?t Describe records accurately.

Nem work or activity to which the records relate, inclusive dates, and quantity and Board of Public -
0. {cubic or linear feet). Show recommended retention perlod Works. . '
1. | ROSTER CARD - _
f [ ;

- Siges 5" x 8» . .
e . Quantitys 6 drawers active, and L} oubiec feet imctd.n
: k (total 63 cubio feet) . .
' ‘

J = 4 Datess 1917 « =

| *  File Arrangement: Alphabetical

This card shows the employee's namo, ege, classification and salary,
The number of .

* ‘any changes and effective dates, and eny remarks.
days leave taken each month is also indicated. Thsre is occasional

' reference to sarly cards, particulariy for mtim purposes, .
-m;commmanom RETAIN PERMANENTLY. L

) APPROVED
- «HALL.OF RECORDS COMmissIon |

e
oN

;2o mvn CARDS
. -

Sige: 3% x 5S¢ ' ‘ o
Quantitys 60 drawers (73 cubic feet) | o C

#) Datess 1922 - -
' File Arrangement: Priar to January 1953, in alphabetical order;

thereafter by month and al tical therein,
Annual Accumulation: 7 drawers (§ cubde foot \

Disposable Amounts 5 cubic feet

)
T card is submitted each month by ea.c.h mdividml 1n tho classl-
. fi,i d employment service who has taken any leave during that month.
*iie card shows name, position, college or division, type and days

leave. Itiasignedby employes and the department or division

b

ency, Divisuon or Bureau Representatlve

7 A |
/{é{/t }/\/31/{% Gooape W. Fogy, Dicocesr of Pezsonael, U, of M4’ MAR 7 195§
‘ " Title . ' Date -

g Signature  {/

- Disposal Author!zed as Indicated In Col. 6 by Board of

. Schedule Authorized as indicated in Col 6 by Holl of )
Records Commission, Public Works.
o Archivlst T 3 Date S=TTNGT Secretary

Ot T e SR e —



a2 SCHEDULE
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. JFORM HRRM 1A TN SCHED e
T el ReQueST FOR RECORDS RETENTION SCHEWULE ‘ 2509
Holl of Records (Continuation Sheet) PAGE
Commission NO.
2e
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.

hoad. Leave taken is noted on the roster card (Item 1)
RECOMAENDATIONs RETAIN FOR THREE YRARS AND THEN DESTROY.

3. CORRESPONDENCE
Quantitys 16 drawers (2l cubic feet)
Dateas 1946 ~ -

File Arrangemsnts ﬁghabeucal by name of correspondent or

F RECORDS COMMIssiony

APPROVED

10

Amual Accumulations 2 cubic feet
" Disposable Amounts 15 cubie feet

,.
This ia correspondence concerned with the functions of the office.
iy It is with Federal, State, local and other state agencies, pro-
"| fessional, business, and civic organisations,.individuals, etec.
Correspondence relating to an employse is in the employee's indi- '

‘ vidual persommel jacket.

.
i
3
'

REGOMMENDATIONs RETAIN FOR THRES YEARS AND THEN DESTROT.

h
.

. , : | .
o o PROVIID BY
" Al ¢ WORKS

o | " BOARD OF POBI
« Date AER -9 ]956

W

(X ] LR
Secretary




