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1. Requesting Agency

COMMTSSIOHEK OF PERSONNEL

2. Division or Bureau of Requesting Agency

EXECUTIVE DIVISIOH

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
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. DISCIPI2NARY SUSPENSION F H S

Sizes. 8|» x 11°
Datsss 1$5U - -
File Arrangemantt Alphabetical
Quantityj 1 cubic foot
Annual Accumulations Less than ̂  cubic foot

Chapter 8U, Acts of 195U, provides that tha next salary increment
shall be denied for a period of one year from the date of a discip-
linary suspension, and that an employee can request the Commissioner
to make an investigation of such suspension. In June 1955* tha law
was amended to provide that salary denials in such cases must be
approved by the Commissioner* Records of individual disciplinary
ouspensions are filed in case folders in a temporary file to be cut
off in 19$9» The effect of the provisions of the above-mentioned
law w i n be determined from these records and included in a proposed
report. After completion of research, all records will then be trans
ferred to individual Employee's Employment History Foldersj records
concerned \d.th disciplinary suspensions—created later than 19i>9—
will be filed iiansdiately in Employee's Employment History Folder
(Schedule 2\x» Item 1 ) .
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RECO^IEHDATION: THE RETENTION PERIOD FOR THIS ITEM I S COVERED BT
THE RECOSSCTQATION FOR EKPIOYEB'S EMPLDYJSBST HISTORY
FOLDERS (SCHEDDIE RO. 2k, HEM 1 ) .

/]
7. Agency, Division or Bureau Representative

Signature Title] / Date/ /
Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission.

.JL 24-57

Date Archivist *V

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

Secretory
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4.
i 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.

2.

3.

SUSPENSION CASE HISTORY FILE

Siaoi 8£» X 1V»
Datest 1921 - -
Quantity! U- drapers (9 cubic feet)
File Arrangement t Alphabetical and numerical
Annual Accumulations fess than & cubic foot
Indexi Card index

Merit System law provides that employees who have satisfactorily
completed their probationary periods cannot be removed from service
unless charges are preferred and an opportunity to be heard has been
provided (Article 6UA, Section 29$ Annotated Code of Maryland, 1951
Edition). This file contains all records related to suspensions
upon which action has been taken* Suspensions being processed are
temporarily maintained in pending folders and are then filed either
in the alphabetical or in the numerical file. The alphabetical file
contains a folder for each person against whoa charges have been
filed and who is permitted to resign without a hearing. The numeri-
cal file contains a doctet folder for each employee who has been
granted a hearing. The docket folders, filed by docket number, con-
tain a statensnt of charges; recordings or transcript of hearing)
findings)' resultant order of the Commissioner) correspondence con-
cerning the hearing) SEC 127» Efficiency Rating Report) SEC 132
(Subpoena)) eshibite—e.g. transcripts of court proceedings for
offenses prior to State employment. The file has long term value
in documenting decisions of the Commissioner which may be used as
precedents for subsequent cases. It is also of value in the event
that a formerly-removed employed attempts to return to State service

RECOKHSHDATIOHi RETAIN PEEHAHSfTLy.

SUSPENSION itraa CARD rag

Siae: 3" ac 5" '
Dates* 1921 - -
Quantity! 1/3 cubic foot
File Arrangeiaenti Alphabetical by surname of individual
Annual AccusiaLations &esa *fa*n 1/8 cubic foot

The Suspension Index Card File is an index to the Suspension Case
History File (Itea 2). Each card shovss

Individual's nam r—~
Position I .X 1
A notation of the hearing or that no hearing was requested:
The disposition of employee-removal or resignation 1
Docket nuriber (if applicable)

RECOmEHDATIONi RETAIN PESSQHEBTIX
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4.

• '
tem
c.

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.

h.

$.

6.

IXWSfflX LEAVE (SERVICE) IKPEX

SiZQt 3" x £«
Datesj 1$$0 - -
Quantity} 1 drawer o? 1/5 cubic foot
File Arrangeraentj Alphabetical by surnaraa of employee

Provision is made for tho preservation of established State service
credits for all military personnel who return to State Service
(Chapter 677, Acts of 1957). The I&litary Leave (Service) Inda*
file is tho Conmission'a record of military service. Each card
shows the following infonaationj naiaa of individual, position,
effective date of entry into service, and the Ian governing entry
into military service*

RECOtSlEllDATIONi RETAIN PSRliAIMm^.

POLICE LISTS

Size: 8£" x U « .
Datesi 1$$X - -
Quantity* 2 cubio fcot
Filo Arrangement: Chronological
Annual Accumulation; Less than | cubic foot

Lists of certain appointees to State service are sent periodically
to the Baltimore City Police DepartEsent. Tha lists are checked and
returned in order to indicate which appointees have police records
on file. The reeonmaadation belou applies to the lists and letters
of transmittal. •

RECOmSHDATIOJJi RETAIH JtDR THREE XEARS AFTER CEEATIOH AHD THBB
DESTROY.

POLICE RECORD CASE I ;.\ I': .
1> ̂  * ;; ; \ .•

Sissei &&> x VL«
Dates: 19h9 « -
Quantity* h cubic feat
File Arrangeaantj Alphabetical
Annual Accudolationt ^ cubic foot

A Police Record Case folder is m»1ntfq1ned en each appointed or. candi-
date for whost derogatory lnfornation is found—-either in the files
of tiis Maryland State Police, Baltimore City Police, or other police
jurisdiction. The folder of an individual nay contain the polled
report, correspondence with the appointing agency end tho employee's
or candidate's application. If an individual becoces an employes or
is retained as an employee, these records are transferred to the
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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.

7.

Employee*8 Employment History Folder (Schedule 2k, Item l). The
recommendation below applies only to the records of individuals who
were not employed*

RECOMMENDATION! RETAIN FOR FOUR TEARS AFTER POLICE RECORD CHECK
AND THEN DESTROY.

POLICE RECORD INDEX CARD FIIE

Form No.» SEC 122
Sizes 3* x $a
Datesi 1956 - <•
Quantity: h drawers (1 cubic foot) .
File Arrangement} Alphabetical
Annual Accumulations Less than ̂  cubic foot

A Police Record Index Card is prepared for newly-appointed individ-
ual State employees other than temporary, emergency, promotional,
or transfers. The cards are checked against the police records
on file at Maryland State Police Headquarters. Police Lists (Item $,
are forwarded for checking to the Baltimore City Police Department.
A summary of the derogatory information from both sources is placed
on the reverse side of individual cards.

Specifically, a Police Record Index Card carries the follotJing in-
formation) individual*s name, address (present and former), height,
weight," sex, date and olace of birth, classification, department,
source (of information), and a notation of the originator of the
police report—State or Baltimore City.

A newly-established procedure—the preparation of an Unsatisfactory
Report form (SEC 133) to be attached to the Index of Application
form (SEC Hi)—will summarize police record information and serve
aa a signal of an individual* s police record if a later re-applica-
tion occurs.

The Police Record Index Card File facilitates reference to an em-
ployee's police record during the six-month probationary period.
Since the Police Record Index Card File is maintained for convenieno
in reference, and the police record information on which the card
is based is retained in the Employee* s Employment History Folder for
four years after the employee* s separation from State service, the
file may be considered non-record within the meaning of the statute
governing non-record material (Article 1*1, Section 2$$, Annotated —
Code of Maryland, 1$$1 Edition).
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4.
;m

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.

8.

A*

B.

9.

STAHDARD SALARY AGENDA AM) SOPPIEMSHTS (DBPAftTMSKTAL FIIB)

Sissei 8§« x l l 0

Dates* 1921
Quantity* 5 drawers (9 cubic feet)
Filo Arrangefflents Chronological by meeting date
Annual Accumulations Less than § cubic foot
Xndext Card Index (Item 9)

Ths DepartsEntal File contains tha CCTOTiaB̂ «>TtaYttg copies of this
agenda of meetings* and material submitted to ths Standard Salary
Board to facilitate classification actions* Filed on aggregated
basis within this file aro salary plans (including ^Schedule a*
Compensation for Class of Positions in the Classified Service,"
1921), records relating to the history of salary standardisation
(including correspondence and reports)* and the Comissionsr'a
correspondence authorising tentative salary rates.

The agenda and the material submitted to the Standard Salary Board
are filed in Sdh&era set up for individual meetings. Specifically,
a folder nay contain an agenda sheet, occasional copies of minutes,
a submission (description) for each classification which appears oa
the agenda* a listing of agency personnel with requested and
reconsaanded salary scales resulting from a survey, and Requests for
Adjustment in Salary (Form #2H adme,).

An incomplete fila of delicate subsdssions is maintained by the
Classification Division*

recwiBUi3ded for a l l jruterial tbroogh 1956Microfilming Twg boss
because, prior to that year, oubs&ss&ons and other reoords relating
to the history and development of the Standard Salary Board ere not
available in the Standard Salary Board Official FiLs (Schedule 301
Item 2)* Beginning in 1956, copies of submissions are retained in.
the Official Fi l s .

RECOttEUDATIONi fOCROFILM ALL NUTERlAL THKOOGH 1 9 5 6 ; RETAIU ORIQ-
XHA22 FOR TVEUTY YEARS AHD T3EH TiESSBOYt BE7AIH
fflCUOFIi;! COPT PERH&iRHrL?.

RSCOKEHDATIONi RETAIN IN ORIGDUL FOBH fGR TWEJrTY YEARS ALL
MATERIAL CHEATED AFTER 1&6 AHD THEN DESTROY.

INDEX TO STANDARD SALARY BOARD AGEKDA AfiD SXJFFISS&ES (igSPARTJEfflAL
^ ^ ) , . _ ,

Stses 3" x $*
Dataas 19li3 - -
Quantity! 2 drawers ( | cubic foot)
Filo Arrangeasatt Alphabetical by position t i t l e
Arwyiyt Accumolatioat Idss thsn \ cubic foot
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4.
item
Jo.

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.

This is a card index to the ComLosionar of Personnel's Standard
Salary Agenda Dad Supplonenta (Departmental File), Item d« It ia
arranged in two sections—-one listing oil salary changes affecting
a particular job and tha effective date; the ot&or section shows
changes in job titla and tha dates of tha meetings during which
Board action affected a position.

RE00I-5MEHDATI0NI RETAHJ PERH&KSOTLY.
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