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*  Hall of Records
Commission

1. Requesting Agency

Q PUBLIC S8ERVICE COMMISSION SECRETARY

A

pated. Records have ceased to have
to warrant retention.

Dispose of present accumulation. No
additional accumulation is antici-

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

REQUEST FOR RECORDS RETENTI?" SCHEDULE a%HEDUL! 2492
,o be Submitted to the Records Manoy.ment Division ’
Hull of Records Commission PAGE
NO. 1. /
2. Division or Bureau of Requesting Agency
Establish retention schedule for re- Microfilm  and  destroy originals.
cords for which there is a continuing Originals if not microfilmed would be
value accumulation. The records will cease to retained for the period of time indicated.

have value to warrant their retention after
the period of time indicated.

4 5. Description of Records 6. Recommendation

ltem Describe recpn:ds occurqtely. Include title, forrp nun:nber, 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 retention period. Works.

at each mesting
RECOMMENDATIORs

1. | MINUTES OF THE COMiXSSION

Size 3 20" x 13* x 2¢

Dates: 1910 = -

Guantitys 31 volumes (5 cubic fest)

File Arrangemsnts Chronologieal

Armaal Accwmlation: Iess than § cubic foot
Indexs Each volume indexed

The Minutes summarige the actions and decisions of ths Commissicn.
. Entries show the matters coming up before the Comaission (e.g.
employee's certificates of convenience, applications for permits of
various types, petitions, sumrariss of tasts conducted by investipga-
tive staff, etc.), the actions taken by the Comaission, and & s~
mary-of all orders issusd by the Commission. The menmbars presant

2. | DOCKET BOOKS (CORRESPONDENCE CASES, FORMAL CASES, AND S.N.AND g.ggr),

Size: 18" x 12" x 2¢ (average)
Dates: Formal and S.N. and R, Cases, 1910 - =

Quantity: Correspondsnce, 2 volumes; formal, S5 volumes;
File Arrangement: Chronological

Ammual Accwmlation; -Less tham 4§ cubic foot
Indax; Volums and card indexss, excspt for Correspon-

are liszted,
RETAIN PERMANENTLY.

Correspondance casss, 1920 « -
S.K. end R.,6 volumas (total 3 cubis feet)

dencs cases which are indexed on cards only.

APPROVED
HALL OF RECORDS COMMISSION

7. Agency, Division or Bureau Representative

Jeom—=5> Toa. . Executive Secretary October 30, 1957
- Date

‘Records Commussion. .

Signature Title
PSchedule Authorized as Indicated in Col. 6 by Hall of Disposal Authonized as Indicated in Col. 6 by Board of
Public Works.

Date ~— Secretary

Archivist

N :

/e fS7 M%&% -\ W
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<FORM HR\RM 1A SCHEDULE u1 .
. (11-1.36) ( REQUEST FOR RECORDS RETENTIO CHEDULE NG. -
Hall of Recordl (Continuation Sheet) ) PAGE
Commission NoO. .

4 5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
.\Jo work or activity to which the records relote inclusive dotes and quantity and Board of Public

’ (cubic or linear feet). Show recommended retention period. Works.

3.

m1mmmmwammmcmuonumm

for Correspondence Casss, Formal Cases (involving a hsaring), and
Short Notics and Reparation Casss (wilch usually éo not involve a
hearing). Ammormmmmmunmmwm[

types of dockst books follows:
Oorrespondsnoce Cases: Enw--hovthecasenmber da
ottﬂing,&hatdming,thamdthccmlﬂmnt,thamof

ths defendant, and the nature of ths complaint,
b, Formal Cases: &chmmmmcﬁumor
docket nusber, a swxmary of ths subject of ths hearing (e.g. applica-
reparation procsed-

tions for atosk issuwe, transfers of franchises,
papers filsd 1n the dockst folder

ings, etc.), and a list of ths
(e.g. 1atters, petitions, exhibits, orders of the Commisxion).

6. Short Notice and Reparation Oases: Each volune shows
application, and &

the docket nusber, a summsry of the pstition or
1listing of papers filed in each docket folder (eo.g. the petition or

application, ths Commisgion's order nwiber and thadate, letters,

RECOMMENDATIONs RETAIN PERMANZINTLY, ‘.
CORRESPONDENCE CASE FILS
Bises B3 x 11v )

Dates: €. 1920 - - -

Quantitys Office, 2 drawers (hjenhhteet)
Basenent, 15m.(27cwrm)

(total, 0 cubdc Teot)

. ——

.
sk

,
i
I

and adwissions of service).

complaints concerning
betwest companiss, etc.,form ths basis for the
Fils. The latest ten years are filed in folders, and the earlier

ysars, which have been removed from their falders, are stored sep-
arately. A typical folder for an individmal complaint may contain
original lstter of petition or com-

»

any of the following records:
plaint, the outgoing letter of acknowledgment to the

File Arrangement: Numerical

Anmual Accumulation: &mmm(smust)

Disposabls Amount: 20 cubic feot .
muwmmmmmw

services, billing, nhu.umi
Corresponderice Case

APPROVED
HALL OF RECORDS CoMMmISSION

il




P -
SCHEDULE 24"
NO. | § 01 -

>

.FSRM HRRM 1A ~
. (-teme) (* REQUEST FOR RECORDS RETENTIO' CHEDULE
*  Holl of Records (Continuation Sheet) ' PAGE
Commussion NoO. 3.
5. Description of Records 6. Recommendation
of Hall of Records

4 . h .
Describe records accurately. Include title, form number, size of documents,

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

and Board of Public

have long term valus in establishing and documanting precedents or
pom. ¢
RRCOMMENDATION:

L. | CORRESPONDENCE CASE CARD INDRYES

Sizse: 3" x 5%, k* x 6"
Dates; 1910 = «
Quantity: 12 drawers (1 cubic foot)
- "Flle Arrengemsnt: Numerieal by case nuwsberj alphsbetical
by company or individeal - -
Thess files consist of a mmerisal and alphabstical index to ths
Cozrespondence Case Files (Item 3). Each card in the mmerical file|
shouws the date of doclketing, tho date of closure of the casa, the
litigant’s nawe, and o summary of ths nature of tha complaint. Each
card in ths alphabetice) file shows ths nams ths individual or
of ths othar party ine-
or

RETAIN FOR ‘' YEN YRARS AND THEW DESTROY.

A

5. | FORMAL CASES

Size: 83* x 11®

. Datea: 1910 = -
Quantity: 160 drawers (288 cubic fasst )
File Arrangement: Numerical by oass number
Armual Accamilation: 7 cublc foet (estimated)
Indax: Alphabetical by company or individual (Item 6)

APPROVED
HALL OF RECORDS COMMISSION
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.FORM HR-RM 1A P
| (s-1-80) (" REQUEST FOR RECORDS RETENTIO" CHEDULE NO.
* Hall of Records {Continuation Sheet) PAGE
Commission NO. _llo
6. Recommendation

5. Description of Records
of Hall of Records

4fem Describe records accurately. Include title, form number, size of documents, ‘
‘lo work or activity to which the records relate, inclusive dates, and quantity ard Board of Public
’ (cubic or linear feet). Show recommended retention period. Works.

6. | INDEX 70 FORMAL CASES

Sises L* x &
mm' m,- '
Quantity: 3 druwers (3/L cubic feet)

File Arrengemsnts Alphsbetical by cocmpany or indi

The Index to Formal Cases shows the name of the individual or con-
pany, & swasary of the subject or reason for the hearing, and the
number of the case folder containing the full resord of the hearing.
Nore than one case invelving & particular individual or company may
appear on ono card.

RECOMMENDATION: RETAIN PERMANENTLY.
7. | 8.5. and R, DOCKET FILR (SHORT NOTICR AND REPARATION)

Bize: B82» x 11°

Dates: 1913 = -

Quantity: 19 drawers (3 cubic feet)
File Arrangement: Rumerical Yy case number

® The S.M. and R, (Short Notice and Reparaticn) Dockst File contains
the records of Comission proceedings which allow or dany the re-
quests of various petitionars to be exampted from rulss, regulations,
and statutes on less than statutory notics (30 days). Each jacket
or envelops in the Dockot File contains the records relating to a
particular case--s.g. petitions and exhibits, orders of the Com~
xissionsr, correspondence with the petitioner, complainant, or
defendant; specimen schedules or tariffs, admissions of servics
(of Cormissionsrts crder). The information whish appearscn the
outsids of the jeckst shows the cass or docket nusber, a list of
pepars filed, and dstails on ths hearing (e.g. attorneys involved,
the date of the order to satisfy, answer, or appear for hearing,

hesarings hsld, the docisions rendered, snd ths date 'of ths issus of
the Comunigsion's axrdsr. The Commdssion's order granting the exsmp-
tion from the 30-day requirement is recorded in the Mimtesof-the —|-

Commigsion (Item 1), a permment recosd a e R
RECOMENDATION: RETAIN PERMANENTLY. TR T,
8. | GENERAL CORRRSPONDENCE

Sizes 8i* x 117
m“': mo - e WM’V\M
Quantity:; Offics, 6 cubic fest; basement, 38 cuide foet sronctany b

(total Ll cubic fest
. . File Arrangemsnt: By year and alphsbotical therein
. Ammual Accumulation: 1 cubdc foot

Disposabls Amomnt: 30 cubic feet

This fils contains incoming or outgoing correspondsnce with

APPROVED
HALL OF RECORDS COMMISSION

A
(k3
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y -
SCHEDULE 3‘1?

FORIW HR-RM 1A .

, (1-1-30) ( REQUEST FOR RECORDS RETENTIO' CHEDULE No.

Mall of Records (Continuation Sheet) ' PAGE
Commission NO. 5.

4 5. Description of Records 6. Recommendation
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.

9.

individuals, companies, State or Fedaral agenciss and is concerned
with complaints (prior to 1920), rates, services, requssts for
information, requests for hsarings, transnittals, snd genersl mat-
tars vhich concern the Commission, Correspondsnce pertaining to
complaints (after 1920) which were sufficisntly important to call

to the attention of a servics company were filed in the Correspon-
dence Case File (Item 3). A portion of ths correspondsnce (1915 -
1920) 4s arranged in 10 lstter boxes in bassamant storage.

The recommendation dalow also applies to files titled "Miscellanacus
Correspondsnce®, located in basement storags. ‘

RECOMMERDATIONs RETAIN TEH YEARS AND THEN DESTROY.

OBNERAL FIIE (MISCELLANEOUS FILE)

. 8ize: B83* x 11*

Dates: 31936 « = '

Quantity: Office, 20 drawers (35 cublc feet )
Bassaant, L drawers (8% cubie fest)

(totad 4.5 cubde foet .
Digposabls Amount: 22 dubic fest (estimated)
Indexs Subject index which indicates drawer and folder

mesber .

The Genaral File contains operational and informational records _
maintained by the Office of the Secretary. Ths bulk of the file 4s
made up of carrespondsnce, reports, printed materiasl filed with the
Conmigsion for information purposas, and workpepers of all typas.
The correspondence is with utilities, taxdi cowpanies, and motar
carrisr companiss and pertains to particular swbjects such as rates
and fares, rural elsctrification, fusl shortagss, strikes, ste.
Specific types of materisl othsr than correspondance may include

reports (e.g. utility reports on servicss, drafts of ths Com-
»isgion's ammual reports, State aunditor's reports); printsd or mim-

sographed material (e.g. brisfs submitted hy compamies, Federal
Power cases, ICC finance decket cass materials, matarials

Commienion
submitted by State agsnciss, and legislation affecting the Com-
zission); and workpapers, such aa thoss relating to the establish-
ment of regulations for carriers and utilities or used in hsarings

and court procssdings.
RECOMMENDATION: RETAIN FOR TEN YBARS AND THEN DESTROY.
Bises 83 x 11» o '

. Datess 1910 = = i o
. Quantity: L drewers (8 cubic feet) A

APPROVED
HALL OF RECORDS COMMISSION

File Arrangsment: Alphabetical \—,////%_L
! W‘




.FORM MRRM 1A - ' SCHEDULE (7 1.2
aner:se) (" REQUEST FOR RECORDS RETENTIO{  CHEDULE No.
" Hall of Records . (Continuation Sheet) PAGE

Commission NO. 6.

4 5. Description of Records 6. Recommendation
ern 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.

The Genaral Office File contains material which was acoumulated: A
during ths early years of ths Commission's activity (1510 - ¢. 1920)
Ths contents of this file reflect ths Comlasion's regulatary astivi
tias and show ths types of material whish the Commission distridbuted
or required public service companies undsr its jurisdiotion to file
with it. Ths file has been retained for its informmtional wvalus

although 1ittle or no material has been addad to it in recent years.
It does not contain eny material resvlting from hearings or court
« This type of material is filed in the Censral Fils

Item 9) or in the various docket files.  Specifically the Oenoral
Office File conteing correspondence, reports, charters, cpinions of
the Commissgicn's Oensral Counsel, ciwuhm,mw.nm

arranged under various ﬁ.le haadinga (e.g. Oenoral Office (mlaung
to Camnission laws, yules, and regulations), Staff, Booldkeeping and
Accounts, Minutes; Orders, opinions, decdsions, nports; Railroads,
Freight, Tariffs, Accldents, Statistics, Equipment, and Inspections.|
Because this file reflscts the development of the Commiseion and
contains & large proportion of material which documents procedures
andmeedents,itdwuldbemt-nmdiniummw -

amonmumna mm pmmrx.
COURT OR BPECIAL rIe

... Sises 8" x v
~ Datess 1925 - =
Quantity: L& drawers {B cudds taat)
File Arrangenant: Numerical
‘Anmual Acewmilations lsss than i cutle oot
Disposable Amownt: 3 ocubie feet (oaﬁmtea)

mx-amammmmmcmmmuaw
in court proceedinzs, The majority of thess cases resulted from ap-
pemtom»m,mhmswcmnrm
City or comty Cirocudt Comrts. REach jacket contains eopies of
proceadings, briefs, opinions, plsadings, and subpoonas which mey

APPROVED
HALL oF RECORDS COMMISSION

pertain to one case o saveral cases iavolving a particular ’
RECOMMENDATION: KETAIN FOR TWERTY YEARS APTER CASE IS CIOSED A |
mmr. , ; S RN
12.| PUBLIC UTILITIES _?_A.;ll’;';.;n_“; : LomLomb OF] BoDnas o
Silﬂ 8k x 11° o

Dates: ¢, 1917 = - L
Qmmttbys S drawers (9 cubie feet) ‘

‘ S Ammt: n.phlbemnbymnty
rmm.mummsmwamor

to utility rates, tariffs, and cperations. Specifically, the
containg schedules of rates and supplemsnts, tariffs (including




FORM HR-RM 1A scnso'u-."i - 02>
(11-1.86) ( REQUEST FOR RECORDS RETENTIO(/ CHEDULE No.
" Hall of Records’ (Continuation Sheet) ~ PAGE
Commission NO. 7.
4 ‘ 5. Description of Records 6. Recommendation
t Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘Iem work or activity to which the records relcre inclusive dotes and gquantity and Board of Public
°- {cubic or linear feet). Show recommended retention period. Works.
company rules and service regulations), correspondence concerning
and

rate schedunles and fuel clauses, fusl rate adjustment reports,

utility operating reports. Division coples of records relating to
rates, rules, and regulations are filed in the Enginsaring Division'ps
Rate File (Schedule 318, Item 3).

RECOMMENDATION: RETAIN WHILE THE PILING COMPANY OR ANY SUCCESSOR
' CONTINUES, UNDER THE JURISDICTION OF THE COMMISSIO
T0 RENDER THE CLASS OF SERVICE AT THE IOCATION

COVERED BY THE FILING AND FOR FIVE YEARS
AND THER DESTROY. . \ :

_ D
RECORDS COMMIZSION

13,| TEST K8

APPROVE

OF

S8ige: 9" x 12%

Dates: 1910 « -
Quantity: 2 volumes (3 cubic foot)

Fils Arrangements Chronological

Test Books contain certifications by employees of the Commission
that each will support ths Feceral and State Constitutions and per-

form his job to the best of his ability.
() RECOMMENDATION: RETAIN PERMARENTLY

HALL

k. OORIB.ACTS W§SOIIDATE GAS, ELECTRIC, LIGHT, AND POWER COMPARY or
' Sige: B37 x 11 —
Dates: 1933 = -
Quantity; 1 drawer (1.5 cubdc fest) , -
File Arrangemsnt: By type of contract

This file contains coples of contracts betwsen the power company
and Baltimore City, State agencies, and counties.

RECOMMENDATION: HETAIN PERMARENTLY.

*15. ACOOUNTIHG NECORBS «This (Lem soperseded 67 ; ] e
aizes B%u__. Yy gci—;&é—i%—ﬂq@> NS R S R S
Dates: 1910 ~ = . .. , eee

Quantity: Lk cubic feet (ostimated)
File Arrangemonts Chrono

logical
Armual Accumulation: 2% cubic feet
36 cubic feet

used by S

‘ agencied as supporting data to the final books of emtry. ﬁm].
books of entry--Disbursemsnt Books, Cash Books, and Ledgers-- are

to be retained permanently. Specifically, these supporting

This item includes all standard accomnting forms used

(%ﬁ.u. clae Sclud - 77\&) -
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.FORM rgn-l'm 1A . . SCHEDULE Y
(1-1.86) (' REQUEST FOR RECORDS RETENTIOL CHEDULE NO.
¢ Hall of Records (Continuation Sheet) PAGE
Commission NO. 8.
4 5. Description of Records 6. Recommendation
; 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 quantity
{cubic or linear feet). Show recommended retention period.

Works.

records ares
" Comptroller of the Treasury
Forn Ko.
Momorandum of Adjustment
B-1-8 Distribution of Charges
E-l and E-} Transmittal
D=1 Caxtificats of Deposit and Bank Deposit Slip

R-2 (formerly MR-2) mmyaop;:t of State Funds Collected and
Digtridbution of Unexpendsd and Obligated Bale

ances
Monthly Statement of Balances

?mmmgnmm(WetBuﬂgathmw)

1-4 - Roquisition for Supplies
,1‘35:16 Out~of-Schedule Requisi Supplis
tion for 8
39-A and L0-A - Stores Requisition
s Gephtad. Pund Requisttion
| G —— ] #und Requisition for Bquipment
100/2} Actual Emsrgenoy and Repairs Report
27=-A Copy of Contraoct Awarded .
CF=3: - _ Copy of Contract Awarded
Dalivery Invcice
26-A Notice of Award of Contraet
52 Credit Nemorendun
51 Report of Partial Delivery

B.P. Inv, R10)

Budget Bureau (Department of Budgst and Procurement)
EB-) (Rev.) Formerly EB-l and BB-2/Budget Scheduls Amendment Shest
W"J

of Fixed Assets (ammmal)
Repord of Materials and Supplies (anmmal)

B.P. zm. m6

B.P. Inv, Materials and Supplies Physical Inventory (amual)
Budget Fom

Nos. 1 thru 11 Budget Estimates Fiscal Year

APPROVED
HALL OF RECORDS COMMISSION

- ——r—n i ¢ Grtes e > ————————— b

(¢ Suu e

RECOMMENDATIONs RETAIN POR THREE YEARS OR UNTIL AUDITED
Selulg () 18 IATER, AND THEN DESTROT.



(1-1:86) (" REQUEST FOR RECORDS RETENTIOl CHEDULE - |No.
" Hall of Records - (Continuation Sheet) PAGE
Commission NO. 9.
4 5. Description of Records 6. Recommendation
Y 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
°- (cubic or linear feet). Show recommended retention period. Works.

16. | ACCOUNTING RERCORDS FOR WHICH DISPOSAL HAS BEEN mvmusumq'
:m;.,.,)." ‘“‘. ‘ ._:';' L AU (ERTLIILRSED D T

PAYROLL {Prier to July 1, 1953). Ths agency copy of this payroll
fornm 48 to be retained for five years or until audited, whichever
s later, and then destroyed. (Gemsral Scheduls No. G-1, Item 1-d,
approved by the Board of Publis Works, Jamuary 11, 195L).

PAYROLL JOURHAL = Ths agency copy is t0 be retained for three ysars
or until audited, whichever is later and then destroyed. - (General
Schedule No. g;gﬂ)xmw, approved by the Board ef Public Works,

January, 11,

PAYROLL BXCEPTIONS, ADDITIONS AND DEDUCTIORS ~ The agensy copy is
to be retainod for thres years or until aundited, whichever is later
and then destroyed. (QGeneral Schedule Mo, G-2 ItmnB-b,app:vved’r
by the Board of Publis Works, Jamuary 11, 1954). :

PAY WARRARTS - The agency copy is to be retained for thres ysars or
until sudited, whichever is later, and then destroyed. (General
Schaduls No., G-3, Item 3, approved by tha Board of Publis Works,

. By 10, 195h). g

RECEIVING WARRANTS -~ Tha agency copy is to be retained for three

Yyears or until audited, whichsver is later, and then destroyed,

(Osneral Schedule No. O-l, Item 3, approved by ths Board of Publis
m,mm, ”Sh).

TRARSMITTAL FORN E-l or E-3 (Comptroller of the Treasury Form) is
to be retained for three years or until audited, whichover is later
and then destroyed. (General Scheduls No. G5, Item 3, approved Yy
the Board of Public Works, May 10, 195L).

17. | MASTER AUTHORIZATIOR .
This State-wide form of the Commissionsr of Persomnel is the author-

ization for antering ths employse's name on the payroll or for
making any changss in the pay rate. It also shows all pay dsduo~

CORDS COMMIsSION

APPROVED

HALL OF RE

RECOMMGENDATION: RETAIN WHILE EMPIOYED AWD FOR THREE YRARS AFTER
DATE OF SEPARATION, OR WNTIL AUDITED, WHICHEVER IS
IATER, AND THEN DESTROY, RS e

18, | IEAVE RECORDS ) R RN .
Form No: 128-4 ] .

@ . Datess 1953 - - il e E
Quantity: less than % cubdc foot I AR g

File includes ths following recordss \_///ﬁ\%m:




' . |scHepULE O

FORM HRERM 1A P o

. (M-t-se) ( REQUEST FOR RECORDS RETENTION CHEDULE NO.
“ Hall of Records v (Continuation Sheet) PAGE

. Commission No. 0.

4 5. Description of Records 6. Recommendation
e 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.

leave Record Card = Form SEC 128-A, a standard
State~wido form, prepared anmually for each
exployee '

leave applications

Doctorst certificates _

Attendance records (prior to 1953)

RECOMMENDATION: RETATN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
o IS LATER, AND THEN DESTROY, :

19. |GEMERAL COUNSEL CASE PILES ..

Sige: 83 x 11v.

Datess 1910 = = '

Quantity:s L drawors (7 cubic feet) ‘
" File Arrangements Rumerical by case mumber

This file contains material resulting from informal decisions or
opinions delivered by the Cenerel Counsel of the Commission. The
opinions deal with such matters as the jurisdiction of the Commassion
in establishing grade crossings, altering contracts, fixing demrmge‘
" |in inter-state shipment, acting on certain complaints, etc. '
‘ Specifically, the file contains correspondence and the opinions of
the Counsel, which are filed in case folders.

RECOMUERDATION: RETAIN PERMAWENTLY

APPROVED
HALL OF RECORDS COMMISSION




