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Hall of Records Commission
2. Division or Bureau of Requesting Agency

1. Requ;esting Agency
DEPARTMENT OF CORRECTION
C

MARYLAND STATE REFORMATORY FOR WOMEN

)

and destroy originals.

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

A oo
Dispose of present accumulation. No
is antici-

additional

Microfilm
Originals if not microfilmed would be

H
Establish retention schedule fér re-
cords for which there is a continuing .
retained for the period of time indicated.

. accumulation. The records will cease to
have value to warrant their retention after
6. Recommendation

accumulation
the period of time indicated.
of Hall of Records

pated. Records have ceased to have value
to warrant retention.
4 5. Description of Records
It Describe records accurately. Include title, form number, size of documents,
Nem 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.
1. | COMOTMENT PAPERS S
. D
Dates: 1940 - - o é)
- Quantitys 1 document drawer . o <
'File Arrangementt: HNumeriecal ' Ly S
.. Index: Yes, see Item | ; o~
' Q
Commitment papers received from the Court are the legal documents g_: S
for admitting prisoners and entering their names on the Institution a o
T Qs
’ o
()
~
<
X

2,

rolls and records.
RECOMMENDATION: RETAIN PERMANENTLY.

INMATES RECORD BOOK

) Dates 1940 - -

Quantity: - 3 volumes
File Arrangements Chronological
Index: Yes, ses Item L -

one records information for those

Two Record Books are maintaineds

prisoners serving indeterminate santences, the other for prisaners
serving definite sentences. Information recorded is the sams in
either book, namely: prisoner!s number, name, date'admitted and
discharged, court, judge, address of nearest relative, nativity,
color, occupation, marital status, age, I.Q., and any detainers.

RECOMMENDATIONs RETAIN PERMANENTLY.
/3 é

Date

"7. Agency, Division or Bureau Representative
N 4 Title

Disposal Authorized as Indicated in Col. 6 by Board of

- Signature
Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission. « : Public Works.
M Secretary

e
otrgfre . Wi S QLY

Date
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JRM HR-RM 1A s
(9-1-83) (o‘.é{ f':ST FOR RECORDS RETENTION’
Hall of Recorde (Continuation Sheet) PAGE
Commission NO. 2.‘-
5. Description of Records 6 Recommendation
of Hall of Records
and Board of Public

Include title, form number, size of documents,

I‘:.em Describe records accurately.
N work or activity to which the records relate, inclusive dates, and quantity
0. {cubic or linear feet). Show recommended retention period. Works.
=
3. | PRISONER'S CASE RECORD S
(22}
Dates: 1940 - - <
Quantity: 3 legal size drawers active and 53 drawers inactivg (S
(total, 85 cubic feet). Two drawers of records of W o
female prisoners at the House of Correction prior -
to 1940 were transferred to the Reformatory where o2
they remain., There are 3 additional drawers of o &=
female prisoner records at the House of Correction.| a. =}
File Arrangement: Alphabetical Q.
Annual Accumulation: 3% drawers =< o
Index: Yes, see Item ) <
—t
P —)
A folder is prepared for each inmate at the time of admission. At =
the time of discharge ths following records are included in the
folders . .
Faca Sheet - Admission Summary
Progress Notss
Social Service Notes
Parcle Summary - Pre-parole Report
’ Court Record of Offense
FBI Report )
Psychiatric Report
HMedical Records
Education Progress Report
Disciplinary Reports
Personal Property Receipt
Correspondence
Photographs
RECOMMENDATION: RETAIN FOR TWENTY YEARS AFTER DISCHARGE AND PAROLE
OBLIGATIONS HAVE BEEN MET AND THEN DESTROY.
. | INDEX TO PRISOMERS RECORDS g
Dates 1940~ -
Sizes 4" x 61
File Arrangement: Alphabeticdl « active and inactive
Quantity: 3 drawers
This index refers to the Immates Record Book (Item 2), Prisoner's
Casse Records (Item 3), and the Commitment Papers (Item 1), Informa-
tion shown on the index is name, number, alias, dates.of_ admigssion |
and discharge, crime, court, other commitments, marital status, and |. .. Sy oiiy
family and personal data. e BRI
. N PR TOY) O "L UL ORKS
‘ RECOMMENDATION: RETAIN PERMANENTLY.
S B
WWM\
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* Holl of Fe“"" (Continuation Sheet)
Commission NO. 3.
4 5. Description of Records 6. Recommendation
om Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘Z 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.
S.| DAILY POPULATION REPORT - BY COITAGR S
g/
. Sizer 83" x 11 s
Datess January 1954 - - S =
Quantity: 1 drawer \ = 8
File Arrangements Chronological o O
Annual Accumuletion: 2 drawer = 2
A detailed report prepared daily by each Cottage Matron showlng the & S |
distribution of inmates, {.e., where employed, hospitalized, not < &
working with reason, numbar of discharges, transfers or new ad- &
’ -
’ <
L

missions,
RECOMMENDATION: RETAIN FCR THREE YEARS AND THEN DESTROY.
!

DAILY REPORT OF | POPULATiON AND DISTRIBUTION (INSTITUTION)
i

Sizes 83" x 117

Dates: Jamary 1954 - -

Quantity: filed with Item 5 above

File Arrangements Chronological
included in Item §

. Annual Accumulation:
This report sumarizes the statistical information reported on the
It shous

Daily Reports received from the cottages (Item S above).
nunber of white and colored immates, the number received into or
discharged from the Institution, the number working and where, the

number in the hospital, in segregation, or not working, and any
remarks. A copy of this daily report is forwarded to the Depart-
el R

[ I
L 1 P I v -
[

ment of Correction.
RECOMYENDATION: RETAIN FCR THREE YEARS AND THEN DES‘I‘R?!. R : Py
Y SRS ) . AR g

!

7. | DMATES DAILY TIME SHEET
TRMATES MONTHLY WORK RSPORT

Dates: 1940 - -
Quantity: 1 drawer active, earlier records are
and included in quantity of Item 12

Files Arrangement: Chronological
Annual Accumulations % cubic foot

This Daily Time Sheet shows by name where each prisoner is working,
attending classes, etc. It is used to prepare the monthly statis-
tical report and to post: to the Industrial Good Time Card. The

Immates Monthly Work Report is received from each shop and shows

‘ by prisonar's name her duties, conduct, grade of work, and any
comuents, ' This form is also used in posting to the Industrial Good

Time Card and preparing the Monthly Statistical Report and further

8

g, U
.

s




JRM HR.RM 1A (’/ ‘. ares SCHEDULE 83}
(9-1-83) € /ST FOR RECORDS RETENTION ‘m.'ﬁ\ ULE NO.
Holl of Records (Continuation Sheet) PAGE
Commission
NO.
4 5. Description of Records 6. Recommendation
temn Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘Jo 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.
in noting entries on tho Progress Sheet in the Prisoner's Case
Folder, =
(=
RECOMERDATIONe ERETAIN FOR THREE YEARS AND THEN DESTROY. c/c7>)
8. | INDUSTRIAL GOOG TDE CARD o =
O
Sizes 53° x 5" >
Dates: October 1911 - - 2 =)
Quantity: 2 drewvers o S
File Arrangementc 2lphabetical a o
Q
A Cood Time Csad is mnintained for each immate showing by month the = o
number of daya worked and the Good T imo credits allwad For the S
e
=

period, Cctober 19h1-Yoy 1943, this information was recorded in the
Industrial Good Time Booke
RECOMMENDATIOR: HETAIN FOR TWEWIY YEARS AFTER DISCHARGE AND ALL

9. | DAILY TIME SHEET
@ | F'STER OF MONTHLY TLME SHEET

PARQOIY OBLIGATIORS HAVE DBREEN MET, AND TREN DESTROY.

10.

A weekly report is received from each shop or project employlng

Quantitys included in Item 7
¥ile Arranpgerents Chronalogical

immates. It shows the name of sach priscner employed, the days
employed, hours worked, and the dutiss, This information i3 trens-
ferred to the Master Sheet which shows by month the days each ine-
mate worked. 7The immates ledger Card is posted to from ths monthly
Hagter Shect.
I@CO’MSRDATIO:I: RETAIN FOR THEEE YEARS OR UNTIL AUDITED, WIICHEVER
IS LAT¥R, AND THEN DESTROY. T T

IS

t
G
ta

A ledger card is prepared for each immate at ths
Itshawsacmnpletememﬂott&mlmte'aﬁmmaimludmgmdit
received fcrworkperfmdvhﬂeanimte.

RECWMAIIO&: RETAIN FOR TWEETY YEARS AFTER THE PRISONER HAS BEEN
- DISCHARGED AMD PAROLE OBLIGATIONS HAVE BEER MET, AND|

THER DESTROY,.

t
;
IRMATES LEDGER ;
Datess 19140 -- i 1
Quantity: 1 cubic foot in 2 volumes ! JeCl i
File Arrangements: Alphabetical ‘
Audit: State : | % @ »
asglon.
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SCHEDULE 250

NO.

<z temaw

‘:.mﬁ KR-RM 1A ' R
. (s-183) (.+8{""§ST FOR RECORDS RETENTION

Hall of Records (Continuation Sheet) PAGE
Commisfion ' NO. S.
4 5. Description of Records 6. Recommendation
Ite Describe records accurately. Include title, form number, size of documents, of Hall of Records
Nem 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.
QISCHARGE LIST

The Discharge List is prepared monthly in triplicate.
sent to the Department of Correction and the Department of Parole
and Probation and the third retained in the Reformatory file. In-
formation shown is:

nunber, date of discharge, and whether discharged or paroled.

RECOMMENDATION: RETAIN FOR THREE YEARS, AND THEN DESTROY.

Size: 81" x 11v
Dates: 1940 - - _
Quantity: 3 linear inches . .
File Arrangement: Chronological
Coples are

name of discharged inmate, address, immate

MONTHLY REPORTS

Datess 1940 - -

Quantity: 3 drawer .
File Arrangement: Chronological
Five single page reports are prepared and three’ copies of each are
sent to the Department of Correction monthly. The reports are
Hospital, Discipline, Statistical, Escape, and Education. After

the annual report of the Department has been published, there is

| RECORDS CommISSION

APp
HALL oF pront OV ED

no use made of the monthly reports in the Reformatory File.
RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DEs".rRoz."\"‘; K |

GENERAL CORRESPONDENCE

-y

Dates: 1940 - -
Quantitys 13 drawers : : SR
File Arrangement: Alphabetical by subject W

Comspﬁdence concerned with the functions of the
is with Federal, State, local and other state agencies, professional

and civic organizations, lawyers, contractors, etc. Correspondence
concerning an immate is filed in the immate's cass folder.

. ¢

SCORTCADY

RECOMMENDATIONs RETAIN FOR THREE YEARS, THEN REMOVE AND RETAIN PER-
MANENTLY RECCRDS HAVING CONTINUING ADMINISTRATIVE .

CR LEGAL VALUE, AND DESTROY ALL OTHER MATERIAL.
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SCOF.lEDULE 280

JR;R HR-RM 1A .
(0-1-53) ( «g T4ST FOR RECORDS RETENTION 'S ~%JLE N
Hell of Records (Conhnuation Sheet) R PAGE
Commission ) ! NO. 6.
4 5. Description of Records 6. Recommendation
Item 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 retentlon period. Works.
1l. | ACCOUNTING RECORDS -
, » S
Dates: 1940 - - %)
Quantitys 15 drawers in office «X
: 2 transfiles and 25 cubic feet in storage (total o =
55 cubic feet) . wy §
File Arrangement: Chronological >~ O
Annual Accumilations 33 cubic feet _ SR
Disposable Amount: LO cubic feet . o &
Audit: State , oo o a S
' Q. g
This item includes all standard accounting forms used by State: <=
agencies as supporting data to the final books of entry. The final | QO
books of entry are to be retained permanently. Specifically _these =
<C
b

supporting records ares
R Comptroller of tha Treasury

Form No.
Memorandum of Adjustment-
E-1-S Distribution of Charges
E-1 and E-% Transmittal
DD-1 Certificate of Deposit and Bank Deposit Slip
R-2 (fomerly MR-2) Monthly Report of State Funds Collected and
Deposited
Distribution of Une:q:ended and Obligated
Balances ‘

_ Monthly Statement of Balances
Purchasing Bureau (Department of Budget and Procurement) .
Requisition for Supplies

1-A

Lh7-A _ _ Purchase Order

100-16 ) Out-of-Schedule Requisition for Supplies

39-A and }0-A . Stores Requisition

CF-2 . Copy of Contract Awarded

CF-1 : . Capital Fund Requisition £or Equipment

100/2y - Actual Emergency and Repairs Report .

27-A Copy of Contract Awarded ___~ ..

CF-3 Copy of Contract Awarded § AT B

Delivery Involce | S

26-A Notice of Award of Contract BOAKLY L

52 ‘ Credit Memorandum [

51 Report of Partial Delivery IR
Budget Bureau (Department of Budget and Proc\n-emezrb)
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JRM HR-RM 1A — - SCHEDULE >
(0-1-83) ( «€,~ 3ST FOR RECOBDS RETENTIONC«.’:\ “JLE NO. =80
(Continuation Sheet) PAGE
NO. 7.

Holl of Records
Comnussion

A Y

6 Recommendation

a4

Item

No.

{cubic or linear feet)

5. Description of Records

Describe records accurately.
work or activity to which the records relate, inclusive dates, and quantity

Show recommended retention period

Include title, form number, size of documents,

of Hall of Records
and Board of Public

Works

/
B.P. Inv, A0}
B.P. Inv. R102
B.P. Inv, 6

EB-40
Budget Form
Nos. 1 thru 11

Report of Fixed Assets (annual)
Report of Materials and Supplies (annual)

Materials and Supplies Physical Inventory

(annual)
Request for Position Action

Budget Estimates Fiscal Year (13 pages in-

&

cluding farm statement)
Power Plant Utility Report (monthly)
Farm Report (annual)
Farm Report (monthly)
Food Report (monthly)

P.P. 1-A

RECORDS COMMI““ION

]
Ly
Ny
o
(a
Q,
(a1
<

L
S)
Others -
<
Vendors Invoices b~
Bank Deposit Slips
Bank Deposit Receipts
Storeroom Requisitions
Storeroom Receipt
Cash Receipts
Imnates Cash Receipts
Petty Cash Voucher ) °
Inmates Petty Cash Voucher
Commissary Order Immate

- Receiving Report
Dslivery Ticket - State Use Industries

Monthly bills to purchasers

Night Watchman Punch Clock Dials
Shop Orders - State Use Industries

RECOMMENDATION: RETAIN THREE YEARS OR UNTIL AUDITED, WHICHEVER

IS LATER, AND THEN DESTROY. t
! Na
t

ACCOUNTING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A GENERAL|

RECORDS RETENIION SCHEDULE. ;
f e

PAYROLL (Prior to July 1, 1953). Ths agency copy of this payroll | .

form is to be retained for five years or until audited, whichever
is later, and then destroyed. (Gensral Schedule Fo. G-1, Item 1-d,

approved by the Board of Public Works, January 11, 195h).

PAYROLL JOURNAL - The agency copy is to be retained for three years
or until audited, whichever is later and then destroyed. (General
Schedule No. G-2, Item l-d, approved by the Board of Public Works,

January 11, 195L4).
PAYROLL EXCEPTIONS, ADDITIORS AND EXCEPTIONS - The agency copy is

to be retained for three years or tntil audited, whichever is
later, and then destroyed. (General Schedule No. G-2, Item 3-B,
approved by the Board of Public Works, January 11, 195k).




4
,ORM HR-RM 1A (\ N SCHEDULE
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Hall of !lefordl ' (Continuation Sheet) * PAGE
Commission NO. 8.
5. Description of Records 6. Recommendation
Include title, form number, size of documents, of Hall of Records
and Board of Public
Works.

@

Describe records accurately.
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

PR .

16.

PAY WARRANTS - The agency copy is to be retained for three years
(General

or until audited, whichever is later, and then destroyed.
Schedule No. G-3, Item 3, approved by the Board of Public Works,

May 10, 195L).

RECEIVING WARRANTS - The agency copy is to be retained for three
years or until audited, whichever 1s later, and then destroyed.
(General Schedule No. G-k, Item 3, approved by the Board of Public

Works, May 10, 195L).

TRANSMITTAL FORM E-1 or E-% (Comptroller of the Treasury Form) is
t0 be retained for three years or until audited, whichever 1s later
(General Schedule No. G-5, Item 3, approved

and then destroyed.
by the Board of Public Works, May 10, 195h4).

MASTER AUTHORIZATION

ing any changes in the pay rate.
RECOMMENDATION: RETAIN WHILE EMPLOYED AND FOR THREE YEARS AFTER
DATE OF SEPARATION, OR UNTIL AUDITED, WHICHEVER

IS LATER, AND THEN DESTROY.

LEAVE RECORDS

File includas the following recordss

Ieave record card - Form SEC 128-A, a standard state-wide
form, prepared annually for each employes

leave applications
Doctorts certificates

17.

RECOMMENDATION s
1S LATER, AND THEN DESTROY.

Thig State-wide form of the Commissioner of Persommel is the author-

ization for entering ths employee's name on the payroll or for mak-
It also shows all pay deductions.

RETAIN FOR THREE YEARS OR UNTIL AUDITED, VHICHEVER

[
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