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January 29, 1968

Mr. Russell S. Davis
Commissioner of Personnel
301 W. Preston Street
Baltimore 1, Maryland Attention: File 26

Dear Mr. Davis:

This is in reply to your letter of January 16th, in which you
request authority to change the present retention periods for two record
series in Schedule #304.

Your request has been approved by the Hall of Records Commission,
and the amended retention periods for these two items are listed below:-

Sched. 304, Item 2: Test Paper Key Copy
RECOMMENDATION: TRANSFER TO EXAMINATION HISTORY FILE (ITEM 3)_

WHEN TEST IS SUPERSEDED BY NEW MATERIAL.

Sched. 304, Item 3: Examination History File
RECOMMENDATION: RETAIN FOR FIVE YEARS AFTER DATE OF LAST USE,

THEN DESTROY.

This letter represents an amendment to Schedule 304, Items 2 and
3, and should be attached to the schedule as a permanent part of it.

Sincerely yours,

Rex Beach
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PAGE
NO. y

1. Requesting Agency

COMMZSSKtf&R OF PERSONTEEL

2. Division or Bureau of Requesting Agency

B&AMDfATIOH DIVISION

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

Dispose of present accumulation. No
p odditional 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.

EHPIC3MP LISTS (ELIGIBLE UST3)

Fora Bo,« U, SBC 105, 10?, 109A
Sisej 8|° xl l»
Dates: 1#2 —
Quantity: lU notebooks (2 cubic feet)
File Arranseaentt Alphabetical by class of job
Annual Acctssolatiom \ cable foot

This f i le contains official copies of EStployasnt Lists (Eligiblo
Lists) which show the race, address, rating, and standing of individ-
uals «ho hare taken a, particular examination and an analysis of the
test r@sul.t9. The f i le raay include any of the follouing forms:

SEC 1O$ Labor BegLstry Sheet
SEC 109 ar̂ iloyniQiat List
SEC 109A Eirployiaant List

The l i fe of a List i s usually a one-year period unless extended by
the Comissiensr. After the one-yeas* period has elapsed, a List
may be utilised in statistical studies. The yeeeaaneadation belcxr
applies oaly to the original (official) copy of the anplcyraent Lists
All dtylicate copies of Br̂ lcyraent Lists are non-record tdtbin tte
cleaning of tha statute governing non-record material (Articlo I4I,

CO
CO

UJ O

cc ce

3 :

Section 15$, Annotated Code of Maryland, 1551 Edition).

RECOISEiaJATIOUj RETAIH FOR FIVE TSARS AM} ^tEU B^TKOY.

7. Agency, Division or Bureau(Representative

1/ '-
Signature Titl^

-^UsvuU 7jnic^L
Date /

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

JUL24"57

Date Archivist ^ /

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

WS 1 9 I C F X ^ ^ V ^ ^
Secretary
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4.
ktem

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.

>/*
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'SEER PAPER iEY COPY FIDS

Slzei 8|" x 11"
Datosi 19U7
Quantity} Active, h drawers (7 cubic f@et)j inactive,

8 drawers (15 cubic feet)(total 22 cubic feet)
File Arrangements Alphabetical by titla of examination
Annual Accumulations 2 cubic feet (estimated)
Disposable Amounti 2 cubic feet (estlrmtod)

The Text Paper Key Copy File is maintained to facilitate the
processing °£ examinations. Two key copies of each test booklet,
together with marked answer sheets and the IBM Katrix, are kept
on file for the life of the examination. VJhen an examination is
superseded by another, the duplicate marked copy of the test book-
let is withdrawn and destroyed. The record copy of the marked
test booklet, the answer sheet, and the IBM Matrix ore transferred
to Examination History File (Item 3). The reeomaendation below
applies to duplicate copies of examination booklets and answer
sheets, providing that the key copy of exact booklet, a narked copy
of answer sheet, and the IBM Katrix have been included in the Exam-
ination History File.

CO
CO
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RSCOI&ENDATIOHi ^RETAIII BOTH COPIES OF THE E3CAMINATI0U BOOK AKD
Al©tER SiEKR VJHIU5 CimREIITj TH5« TRA1ISFER ORIQZKAI.
MARKED COPY OF EACH TO THE EXAIO^AJIOU HISTORT
F I I B AMD DESTROJ THE DOPUCATBS. r~

EXAI^IHftTIOH HlSTORg F I t B „„ , . .

•<H letter

i3issei 8|« s U n

Bates* ISkl • - .
Quantity? Active, IS linear feet (9 cubic feet)
File Arrangoinsntj Alphabetical by t i t l e of eiaminatii
Annual Accutnulationi 1 cubic foot (estlroatedi

- Pl';.",LiC Vv'OR K S

••JG '!• I'T-*

The Examination History File is a "history" of each esandnatiott
maintained in loose-leaf notebooks. Each "history0 contains copies
of the announcements of an exszslnationi a. statement of coalifica*
tion] rating form (front rating sheet)] narked copy (key copy) of
o%arcjnation--lnriicflting the part of the examination book used} data
on test results (SEC lHl,—Tabulation Sheet showing an analysis of
rights and wrongs by testeo)j SEC 111* (Rev.)—Card fora ubich
records score adjustments; oral board Inforaation. Obsolete Exam-
ination Histories—filed on a segregated basis within this fUe*-
aro used prji^Mp^l^y in preparing nsv wrntr|^rtnMgnflfj a use which
will become progressively less important as the Test Itera File
(Itea k) is ccopleted, statistical data on the frequency of use of
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4.
tern

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. . •.. "

u.

5.

a certain test is available on SEC 137> Recruiting and Testing Rec-
ord (Item 5>) >:hich is maintained by the Examining Division (showing
tests given, by examination title, for at least a three-year period).

RECOMMENDATION* RETAIN INDIVIDUAL EXAMINATIONS FOR ;JB^ YEARS AFTER^
DATE OP EPffff USE AND THEN DESTROY.

TEST ITEM CARD FILE
MM*

Size* ' $* x 8"
Quantity* 1$ drawers (7 cubic feet)
File Arrangement! Alphabetical by title of exam
Annual Accumulation* Leas than 1 cubic foot

A Test Item Card is prepared for each item used in an examination.
Each card shows the dates of tests in which the Item was used and,
in some instances, a summary of the experience of the Commission
in its use. The Test Item Card File facilitates the selection of
questions or test material for the preparation of new examinations.
This item is subject to the provisions of Merit System Rules Nos.
23 and 26 which govern the retention period for Test Materials
(Item 6). :

RECOMMENDATION* RETAIN INDIVIDUAL ITEMS WHILE CURRENT AND THEN
DESTROY.

RECRUITING AND TESTING RECORD CARD FILE BOA: :;D -I.

Size* Un x 6*
Form Ho.: SEC 137
Dates* 19£0
Quantity* 2 drawers (| cubic foot) f
File Arrangement* Alphabetical by position classific

tion title
Annual Accumulationt Less than \ cubic foot

The Recruiting and Testing Record, a two-sided form, is prepared as
a log by the Examining Division. An individual card is a log of the
testing and recruiting results for a particular position classifica-
tion over the period of-time during which the classification is in
effect. A Recruiting and Testing Record includes the following in-
formation* classification titlej number of vacancies| date of
request for test; cloning date (for application); test date; recruit-
ing and results—department name, date, notation of special recruit-
ing (if applicable), number of applicants—tested, approved, and
passed. If a classification is abolished, a card has no further valufe.

RECOMMENDATION* RETAIN INDIVIDUAL CARDS UNTIL THE POSITION CLASSIFI-
CATION IS ABOLISHED, PROVIDED THAT THE CLASSIFICA-
TION HAS BEEN IN EFFECT FOR AT LEAST THREE YEARS]
AND THEN DESTROY.
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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.

TEST MATERIALS

Form No, Listed below
Dates* V?$k • -

This item includes various forms which pertain to the testing of
applicants and the establishment of Employment Lists. Some of the
forms listed below may appear elsewhere in the descriptions of
other items on schedule—but only for those persona actually en-
ployed. The materials listed below ore covered by the provisions
of Merit System Rules (Article 6JjA, Section 10, Annotated Code of
Maryland, 1$$\ Edition) and pertain only to applicants and persons
eligible for appointment. Specifically, Merit System Exiles Eos,
23 and 26, which govern the retention of test materials and eligible
lists, have the following provisional

Rule 23: "The papers and other work of competitors t&o have
been given Harks Igsa than the ninirona perk required in any given
part or whose finaL averaee'is less than Yd shall be preserved for •>
tbreo sionths after the approval and posting of the employment list
but may be destroyed thereafter. The papers and other work of com-
petitors whose nanes appeal1 on the employment list and the reports
of examiners shall be preserved during the life of the employment
list but rnay be destroyed thereafter.0

Rulo 26: "employment lists shall continue in forca for one
year from the dato of posting and may be extended, combined and
canceled as provided in Section 21a of Article 6h An (Section 21a
of Art. 61JA permits the Conndssioner to extend ernployrcent lists,
prior to the original expiration date. In practice, the longest
extension allows an employment list to have a maximum life of 3
years).

In accordance with the above-named provisions, passed test
xaaterial is destroyed whon the eaployoent list expiresj failed
test material Is' destroyed 90 days from the posting date of the re-
sultant employment list* Failed material includes in addition to
failures, applications rejected and applications for those candidate;
who did not respond to the test notice*

Test Material and reports of examiners include the following
matericli

Applications - SEC 101 or 102
Front listing Sheet (ffitmeo. Fora)
Test Booklet cor Answer Sheet
Answers on prescribed paper - SEC 117 or U 8

(Lined and tnrnlsd paper)
Oral Rating Sheet - SEC 157 or 158
Eligible Cards • SEC 112 or 120

*
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5. Description of Rfecords
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.

Certification of EHsiblea - SEC 108 and lljO
Vacancy Reports - Central Payroll Bureau Form 103, or

respective forma used by departments exempted from
CPB system .

Test in Proc©33 Card - SEC 103
Vacancy Report Card (when no eligible list exists) -

SEC 139
fieccnroendation and Cowrdsslonar»3 actions on extension

Of ea^loyiaent lists (xnimaographsd forma), including
special analysis file kept on Tost Results on Trooper,
ISaryland State Police)

SEXJ lid, Tabulation Sheet «• summarizing the yaluo of an
examination

RECOi-fSESmATIONj RETAIN ACCORDING TO THS PROVISIONS OF KERIT SYSTEM
MIES, WS, 2 3 AND 26, ESTABLISIED BY AUTHORITY OF
THE ISERH SJSTEIi LAW.
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