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2. Division or Bureau of Requesting Agency
ROSEWOOD STATE TRAINING SCHOOL

1. Requesting Agency

.
-

. DEPARTMENT OF MENTAL HYOIENE

A 1
Dispose of present accumulation. No
odditional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

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

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.

Mcrofilm and  destroy  originals.
Onginals if not microfilmed would be

retained for the period of time indicated.

6 Recommendation
of Hall of Records
and Board of Public

5. Description of Records
Include title, form number, size of documents,

‘I‘t.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.
PERSONNEL DIVISION
1, |GENERAL CORRESPONDEHNCE
, =
Size: 83" x 11v =
Dates; 1954 - - 3
" Quantity: 2 cublc feet =
. File Arrangement: Alphabetical by subject S = “
This file containa correspondencs received from or directed to indi- : ::
viduals, counties, State agencies, or agencies of the Fedsral govern- ‘ e &
. ment, It is concerned with persommel relations, recruiting, and LS
other activitiés of the Perscmmsl Division, Corresponderce pertain- P
ing to individual employees is filed in the Employees' Persomnel < &
S
—f
- —)
<<
>

2.

Folder fils (Item 2),

PERSONNEL, FOLDERS

Size; 83% x 13
Dates: 1939 = =

File Arrangement:
Anrmal Accumlation:s 3,5 cubic feet
Disposabls Amounts

RECOMMERDATION: B.E‘IAB{FORTEREEIEARSMTHENDESTRO!.I

o Quantitysr 38 cubic feet
Alphabetical by employes
18 cuble faot (estimate)

Personnsl folders are maintained for each employes of the Training
School., A typical folder may contain any of thes following records:

7/&’7

7. Agency, Division or Bureau Representative

C AL

2/

Date

@.W/ lmLﬂ
7

Signature
—v

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

Schedule Authonized as Indicated in Col. 6 by Hall of
ecords Commission. .

[or e o _a_ e

SEP 13 74

Archivist

Date

15 -
Secretary

Date——""_
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SCHEDULE

FORM HR-RM 1A . o
ar.1.86) (\ ST FOR RECORDS RETENTION b  ILE NO. 313
Hall of Records T (Continuation Sheet) - PAGE
Commission NO. 24
4 5. Description of Records 6. Recommendation
It Describe records accurately. Include title, form number, size of documents, of Hall of Records
@ work or activity to which the records relate, inclusive dates, ahd quantity and Board of Public
(cubic or linear feet). Show recommended retention period. Works.
SEC 101, Application for State Employment
SEC 102, Application for State Employment
SEC 130, Request for Temporary Employment
SEC 133, Report of Unsatisfactory Services
Employee's Withholding Statementa (Form W-2)
Clearance check §
Time cards (record of days actually worked) S
Results of Employee's tests J %]
Correspondence relating to sick leave; credit matters, o =
vacation, etc. Ly g
Medical records created during the period of employment =0
and filed in the Personnal Folder vhen an employee is o9
separated, (5 %?
- ' Q
RECOMMENDATION: RETAIN FOR FIVE YEARS AFTER EMPIOYEE!S SEPARATION a, Ep"
AND THEN DESTROY, =< w
S
3. | PERSORNEL DATA CARD -
, =3
Sizes 5% x B =
Dateat 1929 = =
‘ Quantitys 1.5 cubic fest
4 File Arrangement: Alphsbetical by employee
) Amual Accumilation: Iess than % cubic foot
A Personnel Data Card is prepared and filed for each employee of
Rosewood Tralining School. The card shows the following information: )
name of employee, class, date of employment, mumber of dependents,
social security number, person referring, birth place, marital sta-
" | tus, maiden name, age, height, weight, race, police record, mental
patient record, party to notify in an emergency, educational back-
ground, and previous job experience. On the reverse are columns
far recording employee status, date of status change, salary rate,
and remarks. Other entries include; date and nature of employment
termination; a statement by the employee as to whether he would
accept employment in the same or another department; remarks; and a
listing of relatives employed at Rosewood.
RECOMMENDATION: RETAIN PERMANENTLY.
. | APPLICATION FOR EMPLOYMERT ' A TS EA N PP
‘t RN TR R | 2O L Nyl
Form No.: SEC 102 T
Size: 82% x 11°
Dates: 1949 - - i SEH 16 1857
menanﬂtys 7 cubdc feet ;
Arrangement: Alphabetical by applicant
(] Ammual Accwmlation: 1 cubde foot | e Lo s nern—
Disposablo Amount: L cubic fest (estima T SECHET A
An Application for Employment is completed and £iled for each

>

————— vom
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. No. T 309

ro.n;a ;m-;z_u 1A (. ! .
‘ (11-1-88) . ST FOR RECORDS RETENTION S\ JLE
‘ Holl of Records (Continuation Sheet) T PAGE
Commission ' NO. .
4 5. Description of Records 6. Recommendation
ern Describe records accurately. Include title, form number, size of documents, of Hall of Records
qo 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.

Se

applicant, A1l applications in this file wore initiated by persons
who were not employed. Applications of those who have boen amployed
are filed in the individual employee's Parsonnol.Folder (Item 2).
RECOMSENDATIONs RETAIN FOR THREER YEARS AND THEK DESTROY, |

EMPLOYEE'S TIME CARDS

Size: 5" x 8%
Dates: 1953 = « = . N
Quantity: cubde foot ‘ S .
Fllo Arrangementt: Chronologleal and alphabetical therein

Two ammual time cards (fiscal year basis) are prepared for each’
Each of thae two cards (orange

employee of Rogsswood Training School. 01
'a name and group and type of absence (leave]

and blus) shows empl ]
with permisaion or u%e;w, regular day off, AWOL, sick, or vacation
for a bi-weeckly period. Bi-weekly periods are posted on SEC, form

# 128 card. The card is an internal record only.
RECOMMENDATIORs RFETAIN FOR THREE YEARS AND THEN DESTROY

MAINTENANCE DEPARTMENT

<

6. | GENERAL, CORRESPONDENCR

Size: 827 x 11
‘Datest 1952 = « '
Quantitys 1.5 cuble feeb ' -
Alphabetical by name and subject

Anmual Accwmlation: Less then § oubis foot

directed to individuals, State agencies, and business firms., It

‘mistneconsistsofcmpondancaandmmeeivedm«'
reflects the maintenance activitiss of the Maintenance Department.

\

PN

RECOMIERDATIONs RETAIN FOR TEREE YEARS AND THEN DESTROY

7. | WORK ORDERS :
Sizes L% x 6" ‘i
DifH-P=6 |
i
:
i
i

DoARID

Form Ho.t
Dates; - -
3 cubic feot

R

’
L Pu
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NO.

- : )
(\ ST FOR RECORDS RETENTION b\ JLE
- (Continuation Sheet)

PAGE
NO. ke

6. Recommendation
of Hall of Records
and Board of Public

' 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.

Works.

4.
L
0.

installation, or moving is requssted by othsr departments at the
School., The pink copy of tha work order is retained by tho Mainten-
anod Departmont and the white copy is forwarded to the appropriate
shop as notification to complete the work requasted. After the work
has been completed, ths white duplicate is roturned to the Mainten-
ance Department and ths pink copy destroyed according to the provie

tion 155, Amnnotated Cods of Maryland, 1951 Edition).

RECOMMENDATIONs RETAIN FOR THREE YEARS OR UNTIL AUDITED, WIICHEVER
IS LATER, AND THEN DESTROY,

8., |WORK ORDER REGISTER

Size; 837 x 11*
Datess 1954 « «
File Arrangemcnts Chronological

A Work Order Register sheet is prepared monthly,
Ordera (Itom 7) completed during tho month, Each sheet lists in
¢ ths werk order mambar, date approved, date completed and
mant,

IS LATER, AED THEN DESTROY.

9. |ACCOUNTING RECORDS
Datess 1920 « -
Quantity: 200 cubiec feet
Filo Arrangements

1s Amount: 150 cutie feet
Audit: State

supporting records ares
’ ’ Conptroller of tho Treasury

g

Momorandum of

plouz of the statute governing non-record mtarial)(Article L1, Sec-

, basad on the Work

olums
mubar for regular maintsnance,emergency, or capital improvoe

RECOMMERDATIONs RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER

This item includes all standard accounting forms used by State
agencies as supporting data to ths final books of entry. The final
books of entry are %o be retainod permanently. Specifically the
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Adjustaent
Distribution of Charges
Transzittal

O

¥

>
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¥
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FORM HR-RM 1A
(11-5.-88)
Holl of Records
Commission

q ST FOR RECORDS RETENTION (\ “OILE

(Continuation Sheet) PAGE
NO. S.

SCHEDULE a9

4,

o
0.

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.

5. Description of Records
of

and Board of Public
Works.

Recommendation
Hall of Records

Purc' hasing Bureau (Department of Budget and Procurement) g
. . S
1-A Requisition for Supplies =
M.A).G Purchape Orgge — §
100- Out-of-Schedule Requisition for Supplies W
39-A and L0-A Stores Requisition >
CF=2 Copy of Contrect Awarded ‘ ° g
CP-1 Capital Fund Requisition for Equipment ~ s
100/24 Actual Emergenoy and Repairs Report oo
274 Copy of Cantract Avarded il
CF=3 Copy of Contract Awardsd =
Dslivery Invoice <
26-A Notico of Award of Contract =
2 Crodit Momoranduwm =
51 Roport of Partisl Delivery
- Budget Bureau (Department of Eudget and Procuremsmt)
8B-1 (Rev.) Formarly EB=1 and BBe2
Budget Schodule Amendment Shest
B.P. Inv. R101 Report of Fixed Asssts {annual)
B.P, Inv, K102 Roport of Haterials and Supplies (annual)
BoPe Inv, 6 Materials and Supplies Fhysical Inventory
(anumal)
Bludgeth:uFm Nog.
1n Budget Estimatas Fiscal Year (13 pages snclud-
- ing famtstatui\ant) \
e, Powar Plant U ty Rapord (nmonthly
Fara leport gkmmal) ¢ ) ‘
Farm Report (KHo T R
Food ntm; ;i R AN ;t‘ ";\—53./ > Y } &
OM E » 1y L YN VRO - l!
Vendors Imved t SEF 16 18T i
Bank Deposit Slips }
Bank Statemonts : W |
Bank Depoait Recaipts Jy’\" : ‘
Caneeled Checks s A
. Chock Stubs - R
1 ; Stock Record Card N
-3 Momorandum Recsipt and Property Condemnation

DD=}, Cortificata of Deposit and Benk Deposit Sii

R=2 (formorly MR-2) Monthly Report of State Funds Collected andP

Distribution of Unaxpendsd and Obligated
Balancas

Honthly Statement of Balances

Deposited

Report
Delivery Order and Recedpt
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: SCHEDULE 0 n)Q

F(;R;d ‘;fn:lm 1A ( _ ( _
(11-1-88) \ ST FOR RECORDS RETENTION §. JLE
« Hall of Records ~ (Continuation Sheet) PAGE
Commission NO. 60
4 5. Description of Records 6. Recommendation
emn Describe records accurately. Include title, form number, size of documents, of Hall of Records
qo 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.

X , ' Confirming Order
B-108 Daily Receiving Report
DMH-102 County Patient Maintemance Bills

. Bid Fomm

Inventory Work Sheets

Patient's Cash Receipts =
Occupational Therapy Cash Recedpts and reports S
of sales 2]
Daily and Weskly Occupational Tharapy Reports ) L
General Fund Cash o £
Reercation Fund Roceipts wo
Dally Feeding Record for BEmployces and Patlents >
Daily Farm Raport © K
Caghierts Report &
Cash Register Tapes a1
Storerocm Receiving Report n.a:.:
Pantry Inventory T
Kitchen Requisitions ©
Guest Meal Re =
Moal Tickets (no longer used) =
Meal Book receipts
Dietary Reports
Denable Food Records
MSH 2 Meal Authorization Record
Priority Data
Sewing Rcom Weekly Report
Requisition for Supplies and Material (Internal)
Equipment = Debit and Credit Slips (Internal)
i RECOMMENDATIOR: .RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
. XS LATER, AND THSN DESTROY.
10. | ACCOUETING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A OENERAL
RECORDS RETENTION SCHEDUIR. o
PAYROLL (Prior to July 1, 1953). The agency copy of this payroll
form i3 to be retained for five years or until audited, shichaver
is later, and then destroyed. (Gensral Schedule No, G-, Item l-d,
approved by the Board of Public Works, January 11, 1954).
PAYROLL JOURNAL = Thes agency copy 22 to be retzined for thres years
or until audited, whichsver is later and then destroyed. (General
Scheduls No. 0-2, Item 1~d, approved by the Board of Publiec Works, _
Jmn, s. R Lo b N !
PAYROLYL, EXCEPTIONS, ADDITIORS AND DEDUCTIORS - The agency-copy s Ci| - -—-i- ».L..i%5 ;
to be retained for thres years or until audited, whichever is later, :
and then destroyed. (Ganeral Schedule No. G-2, Item 3-B, approved _.|- 161,77
wmmammm,:mn,mﬁi. i I
‘ ‘%Wl
S

AN
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-’ Hall of Records

6. Recommendation

Commission
4 5. Description of Records
tem Describe records accurately. Include title, form number, size of documents, of Hall of Records
o 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.

12, 1EAVE KBCORDS

PAY WARRANTS = The agency copy is to be retained for thres ycars
or until audited, whichever is later, and then destroyed. (General

Scheduls No, G=-3, Item 3, approved by the Board of Public Works,
Hale,UEh). ] )
RECEIVING WARRANTS ~ Tha agency copy is ¢o bo retained for thres

destroyed,

yearas or until sudited, whichever ig later, end then
(Genaral Scheduls No. G=l, Item 3, approved by the Board of Pub

Works, May 10, 195L).

TRANSMITTAL FORM E-1 or E-3 (Comptroller of the Treacury Form) is
or until sudited, whichover ia later

to be retained for thres years
and then destroyed. (General Schedule No. G5, Item 3, approved by

the Board of Publiec Works, May 10, 195L).

MASTER AUTHORIZATIOR
This State-wlde form of the Comissioner of Persomnel is the author-
ization for entering the employeets name on the payroll or for mak-
ing any changes in the pay rate. It also shows a1l pay deductions.

RECOMMENDATIONs RETAIN WHILE EMPLOYED AND FOR THREE YEARS AFTER
DATE OF SEPARATION, OR UNTIL AUDITED, WHICHEVER

IS LATER, AND THEN DESTROY,

Fils includes the following records:

leaverechﬂcaxﬂ-?omsmm,aetmdardswte-ﬂde
orR, propared anmally for each employee

Leave applications

Doctor?s cartificates .

RECOMIERDATIOR: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WiIICHEVER
IS LATER, AND THEN DESTROY.

.
.0 LF PLBLIC

REDISEREAY §
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|
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