oll wf Records
Commission

bRM He'RM 1 ~~ REQUEST FOR RECORDS RETENTIO*“SCHEDULE

» (9-1-B3)

o be Submitted to the Records Munégcment Division
Hall of Records Commission

SCHEDULE

M. 246

No 1. {

1. Requesting Agency
 @B0RD OF POSTICRTEM EXAMINERS

2. Division or Bureau of Requesting Agency

A

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

.

2.

Size: 83" x 16" - City
83-" x 11% « County
Dates: 1939 = =
Quantity: L volunmes
File Arrangements HNumerical
Indexs Yes (See Schedule No Item 2).

Two reglsters are maintained - cne for county examinations, and one
for Baltimore City examinations, Entries in the City register shows
case number, dats, name of deceased, race, sex, age, investigator,
medical examiner, cause and place of death, cods number, laboratory
Lindings, and summary statement. :

Entriss in ths county registar are not so detailad. They shows date,
name, case number, race, 6ex, age, reporting deputy, and code number.

RECOMMENDATIONs RETAIN PERMARENTLY
NON-MEDICAL EXAMIEFR CASES

Quantity: L drawers (6 cubic feet) .
Datest 1939 = -

File Arrangement: Chronological

Annual Accumilation: less than ¥ cubic foot
Disposable Amounts 3 cubic fest

Indaxs Yes, sec Itenm 3

Dispose of present accumulation. No Establish retention schedule for re- Microfilm ond  destroy originals.
additional accumulation is antici- cords for which there is-a continuing- : Originals if not microfilmed would be
hted. Records have ceased to have value accumulation. The - records will cease to retained for the period of time indicated.
warrant retention. have value to warrant their retention ofter
the period of time indicated.
4 5. Description of Records 6. Recommendation
ltemn Describe records accurately. Include title, form number, size of documents, of Hall of Records
N work or activity to which the records relote inclusive dotes and- quonhty and Board of Public
°. {cubic or linear feet). Show recommended retention period. Works.
1. |LEDGER (REGISTER OF FXAMINATION)

APPROVED
HALL OF RECORDS COMMIobio..

1. Agen—c‘Wepresentotive
/6 bt Chief Medical Examiner 3 Anril 1956

A~

Signature Title

Date

Schedule

Authorized as Indicated in Col. 6 by Hall of

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

s/ 5/5G M S wp/ R /Q/W

Date Archivist Date \_

Secretary

- -




FORM HR-RM SA

( SCHE.D_ULE .
(9-1-53) REQUEST FOR RECORDS RETENTIOl\ ,CHEDULE NO. ,()
« Hall of Records (Continuation Sheet) . PAGE
Commission NO. 20
S. Description of Records

4.

4

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

6. Recommendation
of Hall of Records

and Board of Public
Works.

3.

There uwryinheqmntrefemme'wthia file.
1ngacaseinthh£ileaﬂerithaabwndispoasdo!canba
anseared from the index (see Iten 3).

File consists of data concarnod with deaths reported to the Departe
ment, which upon investigation were found not to come under the
Jwisdicﬁonorthanepartmant. Records in the file includas

Investigator'e Report

Police Report

Stenographerta shorthand notes of Invesugatar's Report
Death Certificate (occasional) :

Inquiries regard-

BEC&’NEHDATIOR: RETAIN FOR FIVE YEARS AND THEN DESTRO'!.
INDEX TO RON—!‘EDICAL nwm CASES

k.

Sizas 3" x 5% .
Datess 193
Quantitys L drawers
Fﬂsbmngamnt: Alphabetieal

The nmutmnmwmm@rmsefneshmmmm'a
none, address, color, sex, age, and date of demise, On the reverse
atthecardammyoztheinvesugator'sreportumfad.

RECOMMERDATIONs

RETAIN WLY

mumxsuwmwmlsrmm

Form Ho.3
Sizey 63" x 117

Dateass 19468 - -

Quantity: 1 linsar foot C
File Arrangements Chronologiecal _
Anmmeal Acoumlations 2 linear inches

PH-13

This fomahmthamnﬁerotdsathsinthestataeaehmthw
causs,

are also indicated. This record has parmanant value for statistical
resaarch purposes.

Within this category the deaths by race, sex, and age growp

-,

RECOMENDATION: RETAIN PARRMANERTLY,

LT R
AFR -y 195

APPROVED
HALL OF RECORDS COMMISSION

L SLAY




—t

SCHEDULE

ionfa HR-RM 1A (“ [ “
(9-1-83) REQUEST FOR RECORDS RETENTION LCHEDULE No. 246
*Holl of Records (Continuation -Sheet) PAGE
Commission NO. 3
4 5. Description of Records 6. Recommendation
em Describe records accurately. Include title, form number, size of documents, of Hall of Records
'6 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.

Ce mmmmwmcmmxmm

A.

B.

Dates: 1948 « =

Quantitys 2 dravers (3 cubio fest)

File Arrangements Chronological

Amual Accumulations lessthan & cubic foot
Disposable Amounts 1} cubic feet @

These menthly reports prepared by thanedicalEmd.ner(PH-u)and
each County or Deputy Medical Examiner (P4-5) are used in the prep-

aration of the annual report of the Chief Medical Examiner and the
Monthly Summary of Deaths by Causse (sce Item Li). After the annual .
report 1s completed there is no use made of the monthly reports.

RECO?@(W_TIWS RETAIR FOR THREZ YEARS ARD THEN DESTROY -
RESEARCK GRAHTS

" Datess hS -- '

Quantitys 2 drawers (3 cubic feet)

File Arrangement: By grant and cln-onologi.cal therein
Audits Federal and State

land and a few from Federal agencies. The records resulting fyom
these grants are mmcatego:ies: -

RECCRDS OF PERHAMT VALUE

Theseconaistoftheresearchmporbandthaudgaraccomung
for the funds expended on the research. VWhere the grant is made by
cantract a copy of the contract is also in ths file..

RECOMENDATICHNS RETAIHPERMAMM
" NOR-PERMANENT RECCRDS

Material in this category includes the requisitions for
and equipment, budget statements and carrespondance. Upon
of ths research project these records have no value.

RECOMMENDATION: RETAIN UNTIL PROJECT COMPLETED AND FOR THREE YEARS
THEREAPTER, onunmmnmr.mmxs
IATER,ARDTHENDW

The Department receives research graxxt.s from tha University or Yary-

APPROVED
HALL OF RECORDS COMMISSION




FORM HR-RM 1A : —

(9-1-83)

{
( REQUEST FOR RECORDS RETENTION LCHEDULE

SCHEDULE

No. T 246
Hall of Records (Continuation Sheet) PAGE
Commission NO. h .
4 5. Description of Records 6. Recommendation

N

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

of Hall of Records
and Board of Public
Works.

8.

9.

T«| LABCRATORY RECCRD CARD

'| RECGFSIENDATION s BETAIHFORTM!EARS@UMILAUDITED,BHICHEVER

,bythecmtronerorthaheasmy,momera@ensesofﬂmnepart-

8izes 5" x B*

" Datess 19L6 - -
Quantitys S cubic feet e
Annual Accurmlation:  § cubie foot
File Arrangements Chronological

'rhiacardahowon&m, date, nams of Dootor ordering examination,
mothod of calculation and type of technic vsed to perform the exam-
ination. The cards are used for ststistical atudiesaudoccaaion—
ally are raqu.i.md for legal actions. ‘

RECOIMENDATIONS: KRETAIN PERMANENTLY |
CASH RECEIPIS =

Datees 1952 - -
Quantitys 6 linear inchas

File Arrangements Chronolngxcal
Audi.t: Baltimora City

- Thacashreeeiptispreparedinh'iplicateand di.stributedas
| followss

1. m . -

2. Forwarded to the City Auditor monthly with the monles
received for deposit

3. Retained by the Department and forwarded to the City
Auditer periodically. After the zudit this copy is
mtmmdtothaneparhmt.

‘rhenemmtmummuaamlytommmmnedhyﬂm
Departmant., -

IS IATER, AND THEN DESTROY.
OTHER ACCOUNTING RECORDS . o

Dates: 1939 = =

Quantity: 2drma(3cubd.cteet)

File Arrangements Chronological

Annual Accumalations less than £ cubic foot

Disposakle Amounts 2 cuble feet
Aud:l.t-g Ho

ant Hedical Examinars and the Toxicologist are paid from State funds

nwwmummrmmmmar,ﬁnmumt- :

Mmbmbythambyofmum mpm'ehaaaa,

APPROVED
-HALL OF RECORDS COMMISSION

Secretary




~
- 7
. PO_RM' HR-RM 1A .

| ( (-' SCHEDULE .
- (9-1-83) _ . REQUEST FOR RECORDS RETENTION s CHEDULE NO.

Hall of Records (Continuation Sheet) PAGE
Commission NO. S bt
4 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
{cubic or linear feet). Show recommended retention period.

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

10,

“history 15 £iled in the Hist.ary Folder,
mmanmc

disbursements, orders, requests for services, other staff salaries,
ete., are made through tha Baltimore City Department of the Comp-
troller, The Department of Postmortem Examiners retains copies of
the orders, requests, or receipts. Ths record or auvdit copy of the
Department is maintained by the Department of the Comptroller, vhich
office also maintains the final books of entry. The recommerdation

belwappliesonlytothamcordsmmmmedbythenepmtaf
Postmortem Examiners. -

RECOMMENDATION: RETAIN FOR THREE YEARS ARD nmxmsmcr.
GENERAL-CORFESPONDENCE

Datess 1939 = - -
Quantity: 15 drawers (22 cublc feet)

File Arrangement: By year and alp&:abet.ical therein
Amual Accumulations 1 drawer

Dispos@le Ammmta 10 cubic feot

Corre comemedtdththsfmcﬁonsoftheneparmant. It
is with Federal, State, Baltimure City, county and other state
agencies, professional and eivic organigations, doctors, lawyers,
individuals, ete. dence concerned with a paru.cnlar cass

mmmmmsmmmm

APPROVED
HALL OF RECORDS COMMISSION

Secretary




