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1. Requesting Agency

BOARD CF POSTMORTEM EXAMINERS

2. Division or Bureau of Requesting Agency

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

Dispose of present accumulation. No
additional accumulation is antici-

ited. Records have ceased to have value
warrant retention.

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

accumulation. The records will cease to
have 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.

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. LSDQER (REGISTER OF EXAHIKATIOH)

Size i Q¥ x 16« - City
Si" x 11" - County

Dates« 193? - -
Quantity i U volumes
File Arrangement! Numerical
Xndexs Tea (See Schedule Bo

LXJ

Item 2)

o

O
to

DC OC

a- 8

.

2.

Two registers are maintained - one for county examinations, and ana
for Baltimore City examinations. Entries in the City register shows
case nuaber, data, nasta of deceased, race, sex, age, investigator,
medical examiner, cause and place of death, code nuntoor, laboratory
findings, and m m a r y statement*

Entries in the county register are not so detailed. They show* date,
name, case number, race, sex, age, reporting deputy, and code number.

RBCOHH&NnATIGHt RETAIN PERMANENTLY

NON-HSDICAL EXAHIHER CASES

Quantity! h drawers (6 cubic feet)
Datest 1939 - -
File Arrangement* Chronological
Annual Accumulation! lees than \ cubic foot
Disposable Amount! 3 cubic feet
Indext Yes, see Item 3

m

7 Agency, Division orBureau Representative

Chief Medical Examiner 3 A p r i l 1CK6
Signature Title Date

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

<x/r/>rC, <(VVuv^ I .
f ' D a t e Archivist

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

APR - ci
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PAGE
NO.

4.
^tem

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.

3.

File consists of data concerned ultb deaths reported to the Depart-
ment, which upon investigation were found not to come under the
Jurisdiction of the Department. Records in the file includes

Investigator* a Report
Police Report
Stenographer*a shorthand notes of Investigator's Report
Death Certificate (occasional)

There is very infrequent reference to this file* Inquiries regard-
ing a case in this file after it has been disposed of can be
answered from the index (see Item 3)*

BECGMMEHDATIGHt RETAIL FOR FIVE YEARS AND THEN DESTROT*

IBDSK TO NON-MSDICAI. EXAMINSR CASSS

Sissei y x 5"
Dates» 193? - -
Quantity* U drawers
File Arrangement* Alphabetical

The index to the Nen-Hedical Examiner Case file shows the deceased* a
narae, address* color, sex, age, and date of demise* On the reverse
of the card a suaraary of the investigator* s report is noted*

BscamsmAfimt RETAIN PKRM&HESTLT ..

HorrrsLT SPHMEY OF DEATHS, BT CAUSE

Form Ho, t PH - 13
Si*ei 6|» x 11"
Datest 19U8 - -
Quantity* 1 linear foot
File Arrangeoasnti Chronological
Annual Accrsnalations 2 linear inches

This fora shows the nnaber of deaths in the State each month by
cause. Within this category the deaths by race. sex. and age grcqp
are also indicated* This record h*»ft permanent value for statistical
research purposes*

RSCCTf!EK0ATI(2It RETAIB FERH&HBHTLT.

Dat^:'!.:v..';isc
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PAGE
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4. 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.

5.

6.

B.

HOHTHLT REPORT OF TBS CHIEF MEDICAL EXAHIHEB

Kotttutf IRE>OW wm M?m mim. mmm
Size* 8£j«x 11"
Datesi 19U8
Quantity! 2 drawers (3 cubic feet)
File Arrangement» Chronological
Annual Accumulation* lessthan § cubic foot
Disposable Amounts lit cubic feet

These monthly reports prepared by the Medical Examiner (PM-H) and
each County or Deputy Medical Examiner (P&-5) are used in the prep-
aration of the annual report of the Chief Medical Examiner and the
Monthly Summary of Deaths by Cause (see Item It)* After the annual
report is completed there is no use nade of the monthly reports*

RECCSJSNnATIONl RETAIN FOE THRES YEARS AND THEN DESTROT

RESEARCH QRAHTS

Dates t 191*5
Quantity! 2 dra^era (3 cubic feet)
File Arrangement* By grant and chronological therein
Audits Federal and State '

The Departzsent receiveo research grants from the University of Mary-
land and a fet* from Federal agencies. The records resulting frcsa
these grants are in two categories)

RECORDS OF FERHAHEHT VALUE

These consist of the research report and the ledger accounting
for the foods expended on the research* t&ero the grant is Bade by
contract a copy of the contract is also in the file.

HECO^HENDATIOIil RETAIN PERHAEE1JTLI

WOH-PERHAKEHT RECORDS

Material in this category includes the requisitions for supplier
and equipnent, budget srtateasnts and correspondence* Upon eoinplattnt
of the research project these records have no value*

RECOTHEHDATIONt RETAIN UNTIL FBOJECT COMPILED AHD FOR THREE TEARS
THERSAFTER, OR UBIIL FIHAL AUDIT. WUCHEVER IS
LATER, AHD THEH DESTROT.

. , , A P R . - ? . . 1 9
Date
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PAGE
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4.
im

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.

7.

8.

9.

LABORATORY RECORD CARD

Slsset $• X 8«
Datesi 1916 - -
Quantity! £ cubic feet
Annual Accumulations £ cubic foot
File Arrangement* Chronological

This card shows naaa, date, nama of Doctor ordering examination,
raathod of calculation and typo of technic used to perform the exam-
ination* The cards are used for statistical studies and occasion-
ally are required for legal actions*

RSC0IM3JDATI0JBI RETAIN PQC'AHSIflLI , -

CASH RECEIPTS

Datest 1952 - -
Quantity! 6 linear inches
File ArrangGsaeat» Chronological
Auditt Baltimore City

The cash receipt is prepared in triplicate and distributed as
follows t

1* Payer
2* Forwarded to the City Auditor monthly with the monies

received for deposit
3. Retained by the Department and forwarded to the City

Auditor periodically. After the audit this copy is
returned to the Departsaent.

Tha recozasandatlon below applies only to the copy retained by the
Department* ^

RBCOmSHIlATICJJt RETAIN FOR TB3ES TEARS Oi UNTIL AUDITED, VfHICUSVEE
IS IATER, AKD THE5 D^niOT.

OTHER ACC0UMTIH3 BECCBDS

Datesi io?o . -
Quantity! 2 drapers (3 cubic feet)
File Arrangeaaaatt Chronological

R-.J

Date
APR - 9

Annual Aceuaulatlona less than \ cubic foot
X&sposaEl* Anountt 2 cubic feet
Auditt H o

Although the 1
ant Medical Es

O a r i e s of the Chief Hsdlcal Examiner, the two Aaaiat-
Etsdnars and tie ToadLeologist are paid from State funds

by the Comptroller of the Treasury, all other expenses of the Depart-
ment are borne b y the City of Baltimore* All purchases,
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4"
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.

10

disbursements, orders, requests for services, otter staff salaries,
etc., are made through the Baltimore City Department of the Comp-
troller* The Department of Postmortem Examiners retains copies of
the orders, requests, or receipts. The record or audit copy of the
Department is maintained by the Department of the Comptroller, vhich
office also Maintains the final books of entry. The recoraaendatiea
below applies only to the records saintalned by the Department of
Postsnorteia Examiners. •

EECOffiSNDATIOKt RETAIN FOE THREE TEARS AND TiEN DBSTSOT.

GENERAL- C0RKESP0HBEBCJ5

Datest 193°
Quantity* 1$ drawers (22 cubic feet)
File Arrangensnts By year and alphabetical
Annual Accumulation* 1 drawer
Disposable Amountt 10 cubic feet

therein

ItCorrespondence concerned with the functions of the Department.
is with Federal, State, Baltimore City, county «nd other state
agencies, professional and civic organisations, doctors, lawyers,
individuals, etc. Correspondence concerned with a particular casa
history is filed in. the History Folder*

RECOt5MEKDATIONl RETAIN FOR THRSE TEARS ABD THSR DESTR0T.

D a l e . . A P R . r . U ,35?
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