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SCHEDULE 252

FORM HR-RM 1 (" REQUEST FOR "RECORDS RETENTIO(P"“SCHEDULE scr
(815 *-.co be Submitted to the Records Manay..nent Division )
Hall of Records il of R ds C .. 'PAGE /
Commission Hall o ecords Commission iNO. 1.
1. Requesting Agency 2. Division or Bureau of Requesting Agency
@ “RYLAND TRAFFIC SAFETY COMMISSION
3. Authorization Requested (Check only one of the squares below).
A C
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
poted. 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 after
the period of time indicated.
5. Description of Records 6. Recommendation
‘I}t Describe records accurately. Include title, form number, size of documents, of Hall of Records -
em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. {cubit or linear feet). Show recommended retention period. Works.
=
o
1. |MINUTES g
=
Size: 81 x 11v o =
Dates: 1954 - - e
Quantity: 1 folder ; "
File Arrangement: Chronological x 2
(@]
Minutes of the Traffic Safety Commlssion constitute the permanent o
record of policy decisions and activities of the Commission. Prior < &
to 1954, Minutes of the Traffic Safety Commission are contained in 5
. the Minutes of the State Roads Commission, —
RECOMMENDATION: RETAIN PERMANENTLY. , =
2. |GENERAL CORRESPONDENCE FILE )
Size: 83% x 119 b C(
Datess 1940 - - /(-
Quantitys 27 drawers (48.5 cubic feet) / s
File Arrangemsnt: Alphabetical by subject
Armnual Accumilation: 5.5 cubic feet
Disposable Amount: 32,5 cubic feet
Included in this file of correspondence and papers are the general
operating records of the Commlssion. HMuch of the correspondence
consists of incoming and copies of outgoing letters to State
agencies or officials, civic groups, Fedsral agencles, business firms|
local and national safety organizations, automobile clubs and women's

7. A Division g@r@esantotive }
! Title 7/  Date

OM/Q—D
Disposal Authorized as Indicated in Col. 6 by Board of

Signature
Public Works.

Schedule Authorized-as Indicated in Col. 6 by Hall of
‘ Records Commission. ;
¢ * % M‘& BAY 2 2 e ML&A/\/
Archivist |/ MK_ Secretary
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FORM- HR-RM 1A ~ . SCHEDULE™ 5~y
(11-1-36) ( {EQUEST FOR RECORDS RETENTION CHEDULE No. G2
Hall of Records (Continuation Sheet) PAGE
Commission No. 2. .
4 5. Description of Records 6. Recommendation
y Describe records accurately. Include title, form number, size of documents, of Hall of Records
and Board of Public

work or activity to which the records relate, inclusive dates, and quantlty
{cubic or linear feet). Show recommended retention period. Wo

rks.

3.

ahd fraternal organizationé. Related records conéérned with plan-
ing, development, and publicity for traffic safoty activities ares

House!ceeping records i.nclude:

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.
CORRESPONDENCE: WOMEN'S ACTIVITIES

Reports and statistical mxmmaries
Safety publications and brochures

Traffic safety campaign case folders
Memoranda and copies of Minutes of State Roads Commission

Newspaper c]j.ppings and news releases

Requisitions for supplies and eqnipment

Budget requests - :
I.eave and other persormel records

L.

Size 3 B3" x 11"

Dates: 195

Quantity: 2 cubic feet :

File Arrangement: Alphabetical by subject or name of
organization

Annual Accumula’oion: 1 cubic foot

This file contains let.ters received and copies of letters sent to
women's social and professional organizations on a national, state,

paigns. . ' 47

or lecal level. Subject matter relates to promoting safety cam- a

~ APPROVED
HALL OF RECORDS COMMISSION

PR,

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY, =~~~ =~~~
ACCCUNTING RECORDS | R R ) !‘;

Datess 1940 - -
Quantity:s Included in Item 2 (before 195h) ‘

2 drawers (1955 - = )

File Arrangement: Chronological
Disposable Amount: Included in Item 2

j |
This item includes all standard accounting forms used By Statdg—
agencies as supporting data to final books of entry. The final
books of entry are to be retained pemanantly Specifically these

supparting records areg
Comptroller of the Treasury
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Hall of Records
Commission
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-
( tEQUEST FOR RECORDS RETENTION CHEDULE

SCHEDULE

(Continuation Sheet)

NO. <92
PAGE
NO. 3.

4

Item

¢

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.

Materials and Supplies Physical Inventory
(annual) ,

Budget Form Nos.

1 thru 11 Budget Estimates Fiscal Year (13 pages in-
cluding farm statement)
RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER

IS IATER, AND THEN DESTROY,

ACCOUNTING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY
RECORDS REIENIION SCHARDULE.

PAYROLL (Prior to July 1, 1953). The agency copy of this payroll
form is to be retained for five years or until audited, whichever
is later, and then destroyed. (General Schedule No. G-1, Item 1l-d,
approved by ths Board of Public Works, Jamuary 11, 195L4).

PAYROLL JOURNAL - The agency copy is to be retained for three years
or until audited, whichever is later and then destroyed. (General

Schedule No. 0023 Item 1-d, approved by the Board of Public Works,

| Jamuary 11, 135k

Y A GENERAL

E~1-3 Distribution of Charges
E-1 and E-% Transmitial \ ' =
DD-1 Certificate of Deposit and Bank Deposit Slip =
R-2 (formerly MR-2) Monthly Report of State Funds Collected and ]
Deposited =
Distribution of Unexpendad and Obligated ==
Balances - ©
Monthly Statement of Balances o
(am)
Purchaging Bureau (Department of Budget and Procurement) g:_ §
' . Ly
1-4 Requisition for Supplies o=
L7-4 Purchase Order 5
100-16 Out-of-Schedule Requisition for Supplies _
39-A and LO-A Stores Requisition =
Cr-2 Copy of Contract Awarded @
CF-1 Capital Fund Requisition for Equipment
100/2} Actual Emergency and Repairs Report
27-A Copy of Contract Awarded c———
CF-3 Copy of Contract Awarded ADTHZOGNV I 1LY
Delivery Invoice o ) o
26-A Notice of Award of Contract RUALD 4 BLIC WORKY
52 Credit Memorandum
51 Report of Partial Delivery VAY 28 1857
Budget Bureau (Department of Budget and Procurement)
/W
BB-1 (Rev.) Formerly 5B-l and BB-2, Budget ScM T e
‘ Amendment Shest L L DEORE
B.P. Inv, R101 Report of Fixed Assets (annual)
B.P, Inv. 2102 Report of Materials and Supplies (annual)
B.P, Inv,

4




‘FORM" HR-RM 1A o ) ) ,.r" SCHEDUtI o
(11-1-386) ( {EQUEST FOR RECORDS RETENTION CHEDULE No. " - PRAS A
Hall of Records (Continuation Sheet) . PAGE
Commission : NoO. .

4 5. Description of Records 6. Recommendation
em Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘ 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.

May

PAYROLL EXCEPTIONS, ADDITIORS AKD DEDUCTIONS - The ageney copy is
to be retained for three yearsor until audited, whichever is later,
and then destroyed. Item 3<b, approved
by the Board of Public Works, January 11, 195!;5.

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

or until audited, whichever is later, and then destroyed. (Ceneral
Schedule No, G=3, Item 3, approved by the Board of Publio Works,

RECEIVING WARRANTS - The agency copy is to be retained for three
years or until audited, whichever is later, and then dsstroyed.
_ (General Schedule No. O=l

- |Works, May 10, 1954).
TRANSMITTAL FORM E~1 or E-3 (Camptroller of the Treasury Form) is
to be retained for three years or until audited, whichever is
later and then destroyed. (Ceneral Schedule No. G-5, Item 3,
approved by the Board of Publie Works, May 10, 195h).

(General Schedule No. G-2

10, 195L).

s Item 3, approved by ths Board of Public

6. | MASTER AUTHORIZATION

. This State-wide form of the Commissioner of Personnei is the author-
ization for entering the employee's name on the payroll or for mak-
ing any changes in the pay rate. It also shows all pay deductions.

RECOMMENDATION: RETAIN WHILE EMPLOYSD AND FOR THREE YEARS AFTER

7. | 1ZAVE RECORDS

DATE OF SEPARATION, OR UNTIL AUDITED, WHICHEVER IS

SR

R I

|
3
]

PO

" Datess .19h0 - - ‘
{ it

Quantity: - Included in Item 2 .

Fils Arrangement: Alphabetical by name of employee

Disposable Amount: Included in Item 2

This file includes the following records: |

Leave record card = Form SEC 128-A - a standard State-wids
- fornm prepared ammally for each employee

Ieave applications
Doctorts Certificates’

Ieave records are included as a éategory within the general corres-
pondence file mintained by ths Cammission. ,

RECOM<ENDATION; RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY.

N

LATER, AND THEN DESTROY, BT I
: . IR TN PR

APPROVED
HALL oF RECORDS COMMISSION




'Porm HR-RM 1A > (’ SCHEDULE ;292
(19-1-86) ( REQUEST FOR RECORDS RETENTION _CHEDULE No.
Hall of Records (Continuation Sheet) PAGE
Commission NO. 5.
4 5. Description of Records 6. Recommendation
It 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,
t

f 8. | TRAFFTC COLLISION REPORT

Sizes 83" x.11n

Datess 19L6-195L

Quantity: 2 cublc feed

File Arrangement: Chronolcgical

Disposable Amount: 2 cuble fest '

This form=type statistical report is prepared ty the Traffie Col-
lision Statistical Bureau of the Maryland State Police. It is
distributed to State, Federal, local, and private organizations
interested in safety and acclident statistics. Entries record col-
lision and enforcemsnt summaries (type of collision, day of week,
and time of arrests and collisions). There are two sets of reports
for each month = one arranged by county and the other by Police

Barrack designation.

Botween 1946-195) the Traffic Safety Commission distributed the
report as a service to the State Police. Since 195k, the State
Police not only prepare but also send out the report. Since the
Commission flle is kept for convenlence only, it is considered

non=record within the meaning of the provisions of Article 11,
Qo 1951 Code, Section 155. : _

9. | PHOTOGRAPHIC FIIE

Size: B3" x 11¢

Datess 1952 = -

Quantitys 1 file drawer (2 cubic feot)
File Arrangement: Alphabetical by subject
Anmual Accumulation: L linear inchss

This file contains photographs of parades, safety groups, accident

scenss, and general activities related to promotion of traffic

Photos are used occasionslly to accompany news releases. .
SRt s e TS0 e s 02 ey st e e S S e ——————————

APPROVED
HALL OF RECORDS COMMISSION

safety.
RECOMAENDATION: RETAIN PERMANENTLY. ST T Ty Y
s.0 - . 2 OVLUIKS
10, |REFERENCE PUBLICATIONS ”
Datess 1953 - = MAY 28 1957
Quantitys 2 cubic feet
File Arrangement; By subject 4
Anmmal Accunmlations 1 cublc foot e ’(/\A/Z‘- ‘ ~—
Disposable Amount: 1 cubic foot —_ AT

These are publications received from and diatributed to State, Fed-
eral, local, and private organizations interested in traffic safety.
. All are non-record within tho meaning of Articls Ll, 1951 Code,

Section 155,




