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1. Requesting Agency

UHIVERSXTr Cg MARimiD

2. Division or Bureau of Requesting Agency

OFFICE OF DIRECTOR OF PERSONNEL

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

Dispose of present accumulation. No
additional accumulation Is antici-

pated. Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
hove value to warrant their retention after
the period of time indicated.

Microfilm ond destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

1.

2.

•

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.

EOSTEE CARD .

S i se t $• x 8»
Quantity! 6 drawers active, and 1»£ oriole feet Inactive

( to ta l 6£ eubio feet)
Dates t 1917 - - . . .
F i le Anrangeaestt Alphabetical

This eaae-A flhmm tlm ampltpytmlm IM>«0, ^gp# Cltffrfficfltifffll «Bd Bfllaoy^
any changes and effective dates, and any x^enarks. The nuaber of
days l e a v e takam aach momth ±a « l « o l«Ai«j»t*»^T Th^nt *ff OCftftlrfonal
reference to early cards, particulars^ for retireaent purposes.

BECOMHENDATICffll RETAIN PERMANENTLY.

I£AVB CABDS

Sisei y x $*
Qoantlijt 60 drawers ( 7 | exflaic feet)
Datesi 1922 - -
FilA Arrangenenti Prtor to January 1953j *w flilphnhotipfll order

themaffen» Ytj fmmth #rn? fliphfttMltlcal ttwr^n,
Annual Accuamlationi 7 drawers ($• cubic foot),
Disposable Amounts 5 cubic feet '

This card i s submitted each month by each individual In the classi-
fied employment service who has taken any leave during that month.
The card shows naoe, position, college or division, type and days
leave. I t i s signed by the employee and the department or division

6. Recommendation
of Hall of Records
and Board of Public
Works.
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7. Agency, Division or Bureau Representative

*••** W. f«u . DkecMt «f P««aaael, U. of MC' MAR 7 1956
Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
k Records Commission..

/<rc IVvu—.1!.
Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

APR - 9 i q g s ^ p
Date VJ Secretary
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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 relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

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

bead* Leave taken i s noted on the ros ter card (Item l )

RECQKffiHDATIOHx RETAIN FOR THREE TEARS AHD THEN DESTEOT.

Quantity* 16 drawers (2l» cubic f e e t )
Dates* 191*6- -
F i l e Arrangenenti Alphabetical by nans of correspondent or

subject
JTWHUII Accumulations 2 cubic feet
Disposable Amotmts i$ cubic feet

This is correspondence concerned with the functions of the office.
It is with Federal, State, local and other state agencies, pro-
fessional, business, and civic organisations, individuals, etc.
Correspondence relating to an employee is in the employee's indi-
vidual personnel jacket.

HECOMMEHDATICN: RETAIN FOR THREE TEARS AND THEN DESTRPT.

• R O A i - M ' i «.'P !'•

Date-?--^56.
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Secretary
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\. Requesting Agency

uTOVERSITT OP MARTLAHD

2. Division or Bureau of Requesting Agency

OFFICE OF DIRECTOR OF FBBSvtitiiSL

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

Dispose of present accumulation. No
t t additional accumulation Is antici-
pated. Records have ceased to have value
to warrant retention.

B

H Establish retention schedule for re-
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.

•
Microfilm and destroy originals.
Originals if not microfilmed would be'

retained for the period of time indicated.

4.
Item
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
Works. ;"

1.

2.

ROSTER CARD - ,

Size t $• x 8" f
• Quantity! 6 drawers active, and UJ euble feet inactive
" (total 6£ cubio feet)
\ Datess 1917 - - -
x File Arrangements Alphabetical

This card shows the employee's name, ego, classification and salary*
any changes and effective dates, and any remarks* The number of
days leave taken each month is also indicated. There is occasional
reference to early cards, particularly for svtlrenent purposeso

RECOMMENDATION** RETAIN PKRMAHEHTU*

LEAVE CARDS

Siset 3" x $*
Quantityt 60 drawers (7& ctdbio feet)

^ Dates% 1922
File Arrangementi Prior to January 1953* in alphabetical order

thereafter by month and alphabetical therein
Annual Accumulations 7 drawers ($ cubic foot) |
Disposable Amounts 5 cubic feet ( '

card is submitted each month by each individual in the olassi-
fj^d employment service who has taken any leave during that month.
*iu0 card shows name, position, college or division, type and days
leave* It is signed by the employee and the department or division

to
to

OS O£

w

7. Agency, Division or Bureau Representative

feat* W. f •**, Dkec»[ •{ FcrMnnd, I), of M* ' MAR 7 1956
Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission.

-ft' / D a t e Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

Secretary



( ^FORM HR-RM 1A

Hall of Rdsordt
Commission

Rt^wcST FOR RECORDS RETENTION SCHEDULE
(Continuation Sheet)

SCHEDULE
NO. - 238
PAGE
NO. JU.

4.
Item
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
Works.

head* Leave taken i s noted on the r o s t e r card (Item l )

RECQMffiNDATIOHs RETAIN FOR THBSE TEARS AMD THEM OSSXHCOT.

CORRESPONDENCE

Quantity* 16 drawers (2l» cubic f e e t )
Dates i 1°U6 - -
File Arrangements Alphabetical by mm of correspondent or

subject
Annual Accumulations 2 cubic feet
Disposable Amounts l£ cubic feet

This is correspondence concerned with the functions of the office*
%t is with Federal, State, local and other state agencies* pro-
fessional, business, and civic organisations* individuals, etc*
Correspondence relating to an employee is in the employee's Indi-
vidual personnel jacket.
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