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1. Requesting Agency

DEPARTMENT OF CORRECTION

2: Division or Bureau of Requesting Agency

PATUXEOT INSTITUTION

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

S 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 ond destroy 'originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

1 .

2.

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.

DIRECTOR

MINOTES OF THE ADVISORY BOARD

Size : 8 |w x 11"
Dates: 195U - -
Quantity: l e s s than £ cubic foot ( 1 folder)
F i l e Arrangementi Chronological

The Advisory Board confers with the s ta f f of the I n s t i t u t i o n and the
Department of Correction and serves the I n s t i t u t i o n i n a consul ta-
t i v e and advisory capaci ty i n matters r e l a t i n g t o i t s work. The
Minutes, f i l e d Kith Board correspondence i n the General F i l e ( i tem $\
are a record of the Board's ac t ions and dec is ions .

RECOMMENDATION: RETAIN PERMANEKTET.

MINUTES OF THE BOARD OF REVIEW

Siee: 8|" x 11"
Datesi 19$h - -
Quantity: less than ^ cubic foot (1 folder)
File Arrangement: Chronological >

The Board of Review re-examines every person held in custody as a
defective delinquent at least once in every calendar year. As a
result of the re-examination, a determination of the inmate's
defective status i s made. The Board then makes recommendations

6. Recommendation
of Hall of Records
and Board of Public
Works.
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7. Age/icy, Division or Bureaur^epresentative

n Director April 25, 1958
Signature Title Date

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

£Ut/iSL l\vu_ i..
/bate Archivist

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

Secretary
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4.
Item

I 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.

Q 3.

k.

concerning the future status and treatment of each person reviewed.
The Minutes, located in the General File (item 5)> summarize the
findings of the Board; the recommendations in each casd are filed
in the Inmates Case Folder file maintained by the Classification
Department (item 11), The record set of the lanutes is in the
hands of the Secretary to the Board* The recommendation below
applies to both the record set and the Director*s copy.

RECOmEHDATION: RETAIH PERMANENTLY.

INMATE'S FOLDER FILS

Siset 8|n x 11"
Datest l$$k
Quantity: h drawers (6 cubic feet)
File Arrangement: Alphabetical by name of inmate
Annual Accumulation: 1,5 cubic feet

The Inmate's Folder File is maintained in the Office of the Direc-
tor for Information purposes. The basic records on each inmate
are maintained by the Classification Department and are covered by
the schedule for that department.

Records of Inmates at other institutions (for which there are no
Individual folders) are maintained separately. These records
consist of correspondence with inmates, psychological reports,
and correspondence tilth the Department of Correction concerning
the examination or treatment of inmates at Institutions other
than Patuxent.

RECOMMENDATION* RE5JAIN FOR THREE YEARS AFTER DISCHARGE
OR PAROLE) THEN TRANSFER TO CLASSIFICATION
DEPARTMENT FOR SCREENING. DESTROY ALL
MATERIAL NOT INCORPORATED IN INMATE'S
F0IBER- ~ A1--W

INSTITUTIONAL PLACEMENT FILE B O A R D U

Size: 8£« x 11"
Dates: 19$h - - J

Quantity: 1 drawer
File Arrangement: Alphabetical by position title
Annual Accumulation: Less than § cubic fc

This file is concerned with the staffing of Patuxent InstitutionT
It contains correspondence with applicants for positions, corres-
pondence with the Commissioner of Personnel relating to the estab-
lishment of positions and salary scales, and copies of SEC forms.
Any records which relate to a specific position or classification
are filed in the appropriate individual folder.

BEfWffiNIMTIQMi—RETAIN FOR THREE YEARS AND THEN DESTROY*
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4.
^Itern

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:

$. GENERAL FILE

Size: 8£« x 11"
Datest 195U
Quantity* 2 drawers (3 cubic feet)
File Arrangement t Alphabetical by subject or type of

record
Annual Accumulations 1 cubic foot (estimated)

This is a general operating and information file maintained in the
Director's office. The file is concerned with the functions of
the office and has accumulated as the result of the internal ad-
ministration of the Institution and contact with individuals, other
State agencies, professional organizations, companies, Federal agen-
cies, and other states. Specific types of material contained in
the file are B&nutes of the Advisory Board and the Board of Review
(items 1 and 2); correspondence with professional organizations,
State agencies, and individuals* memoranda from institutional de-
partments; annual report drafts; copies of Classification Committee
schedules and meeting resultsj copies of psychological examinations
administered to prospective employees; material concerned with the
planning and execution of institutions.! and general research project
copies of the minutes of staff conferences; and reference publica-
tions collected from various sources.

A . RECOM-iEKDATIOK: RETAIN PERMAIMffLY ALL MINUTES AMD REC-
ORDS OF COMMITTEE OR STAFF CONFERENCES
AND AHT MATERIAL WHICH SUMMARIZES
PROJECT FINDINGS.

B . RECOMMENDATION* RETAIN ALL OTHER M&TERIAL FOR THREE
SEARS AND THEN DESTROY.
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JUN y
SOPEEHHTEHDEHT'S GENERAL FILE

Size i 8£" x 1U"
Datesi 135k - -
Quantity! 1,$ drawers and 1 cubic foot

material (total, 3 cubic feet)
Annual Accumulation» 1 cubic foot

Tills is the Superintendent's operating and information file. It
consists largely of correspondence with individuals or other State
agencies and reports or memoranda concerned with the internal admin-
istration of the Institution. Specifically, these records are:

Arrival notices
Results of disciplinary hearings (Disciplinary Committee)
Escape reports

SLIC
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7.

Monthly food reports
Hospital reports
Daily reoord of innate movement
Maintenance and equipment purchase records
Weekly meal cost reports
Monthly reports to the Department of Correction (discip-

linary actions, education, cellblock inspection,
monthly leave, hospital)

Officer assignrasnt sheets
Daily seclusion reports
Tentative discharge lists
Tier count sheets
Vocational activity reports
Accident information
Annual report data
Construction data
Correspondence with the Departonent of Correction and

other State departments.

A. RE<XfrftEHDATION» RSTAEI EERMANEOTiar CORRESPONDENCE 1&TH
TIES SUPEBINTEMDEHT OF PRISONS AND THE
RECORDS OF HEARING© BY THS DISCIPLINARY.
COMMITTEE.

B. RECOMMENDATION: RETAIN ALL OTHER MATERIAL FOR THREE
YEARS AND THEN DESTROY.

POSITION CONTROL CARD FILE

Form No. 8 SBC U 9
Size: ha x 6W

Dates: 1°£U
Quantity* Less than £ cubic foot
File Arrangement: Alphabetical by position title

Ti«> control cards, one of which is filed in the Director1 s office,
or© prepared and maintained for each position in the Institution.
Each card lists the current and past incumbents of a particular
position. The recommendation below applies only to the file main-
tained in the Office of the Superintendent. The Director's card
file is considered to be non-record in accordance with the provi-
sions of the statute governing non-record material (Art. 1*1, 53ec.
17°, Annotated Code of rfcrylond, 1957 Edition). •

BECOIf-IESDATIONj RETAIN FOR THREE YEARS AFJER DATE OF*LAST5
ENTRY AMD THEM DESTROY. L'-OAKD LV P
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Item
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8.
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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.

INDIVIDUAL EMPLOYEE'S TIT-IS RECORDS

Sise: 8|« x 11"
Dates: 1$$$
Quantity: h cubic foot .
File Arrangement: By year and alphabetical therein
Annual Accumulation: Less than \ cubic foot
Audit: State audit

Individual t i ro records, formerly maintained by the General Officer,
show hours worked daily and monthly for each calendar year. On
the reverse side of each fora i s shorn the employee's vacation
and sick leave earned or used during a calendar year.

RECOMfENDATIONj RETAIN FOR THRSS YEARS OR UNTIL AUDITED
WHICHEVER I S LATER, AND THEN DESTROY.

PERSONNEL HISTORY FOLDERS

S i z e : 8 | H x 1U'»
D a t e s : 19$h
Quantity: 2 drawers (U ctibic feet)
File Arrangement: separate files for active and former

employees—alphabetical by name of
employee

Annual Accumulation: 1 cubie foot (estdbnated)

A history folder i s maintained for present and former employees of
the Institution. The folder for each employee may contain any or
a l l of the following records: *

Withholding exemption certificates
Employee's photograph
Police investigation reports
Correspondence concerning physical examinations, discip-

linary matters
Commissioner of Personnel fonaa (Certification of

Eligibles, cut-off notices)
Receipts
Memoranda
Personnel data fona (Department of Correction Fora a)
Fingerprint card

RECOMMENDATION: RETAIN FOR THREE YEARS AFTER E^LOYEE'S- ; >
SEPARATION AND THEN DESTROY, B O A R D '^1?
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4.
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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.

10.

11.

EMPLOYEE HISTORY CAF.T-S

Sizo: hn x 6W

Dates: 1$$h - -
Quantity: less than -| cubic foot
File Arrang<KGent: Alphabetical

A history card is prepared for each enployee to show the employee's
name, address, sex, race, irvarital status, department, social secur-
ity number, retirentent number and the date enrolled, veteran status,
date and change in classification or pay rate, termination date,
type9 of training courses taken, and date of course completion.
On the reverse 3ida of each card appears the individual's efficiency
rating.

RECO?flEHDATION: RETAIN FOR THRES YEARS AFTER SEPARATION
OF EMPLOYEE AT© THSN DESTROY.
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IIv™A?ES« 0«\SE RECORDS
- CLASSIFICATION DEPAliTM£!3T -

V

BOATiD

|
Size: 8|» x 11«
Dates: 195$
Quantity: 13 drawers (19 cubic feet) I
File Arrangerasnt: Alphabetical for T*s and I)Js and

numerical for co;T,iitted inaiatss
Annual Accumulation: 6 cubic fsst (estimated) , .^
Index: Inmate's History Card File (item 12) \ JJ^M

• J l \ U 1058

<2Us^>-
Patuxsnt Institution tates custody of intellectually and"s"M0tli2P~"
ally defective delinquents comndttsd by the Courts or inmates
transferred to the Institution by the Board of Correction for diag-
nosis or -pork purposes. A case file is maintained for each inmate.
The Institution classifies inmates according to vihether they have
been temporarily transferred for diagnosis or work purposes (T),
held temporarily for diagnosis at the request of the sentencing
court (D), or coiandtted as a result of diagnosis and subsequent
court action (C). T.ho records of instates temporarily transferred
or diagnosed as'non-defectives are returned with the inmate to
the inmate's home institution. Patuxent retains only those records
which pertain to inaatos who are diagnosed as acceptable for treat-
ment and coniiittsd to the Institution. If committed, tha comit-
mant is for an indefinite period.

The case file for an individual inmate who is undergoing diagnosis
or is in a eoBnitted status consists of_two__f older a • One foldar
(General Folder) holds all records concerned with admission, dis-
cipline, previous record, and tha inmate's general activities., The
other folder (Paycliiatrio Treatment Folder) hold3 all records
concerned with poychiatrio treatment and matters relating thereto

SiiQ.-CfiTARV
. _ i
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uhich are handled personally by the professional staff. The contend
of both tho General folder and the Psychiatric Treatment folder are
listed below:

General Folder

Identification photograph
Admission Surtnary
Correspondence - iniaates* letters, letters received from

family or otlwr individuals, copies of out-going
letters

Report on Convicted Prisoner (25-£&-5>-55)
Copies of FBI record
Medical Record sheet
Draft notices (FBI E-08)
Flash notices (FBI 1-12)
Record of additional arrest (FBI 1-1)
Visitor'B card (itani 16)
Copies of case records from other states
Questionnaires, requests for information concerning

inraate% background (answered by members of family,
friends, police former employers, schools, and other
institutions)

Psychometric reports (copies)
ffemoranda. - e.g. .-staff reports on inmate
Reports of incidents (custodial officer)
' Authority for release for trial* parole/leave, change ia

parole privileges
Authority for movement of inmate in custody
Biographical inforaiation slip
Police record reports
PrG-parole reports . — .
Check lists •• orientation program and other necessary • . \.;

processing \
Master admission Guswary (for producing extra ec

when nsceauary) • j
Psychological reports (from other institutions)

~J L i-

• JU

Paychiatric Treatment Folder

Correspondence - incomin.3 and copies of outgoing lette
individual:? or institutions. Th33e concorn mattere-re
lated directly or indirectily to tha iraiate's psychological
or psychiatric treatent and are handled by the institu-
tion's professional staff.

Psychological reports—ohovinjj inmat9l3 general background, present
offense, previous record, fasiify history, personal history,
work Mstory, military history, health history, physical
and psychiatric examination results, and a psychiatric
diagnosis.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
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(cubic or linear feet). Show recommended retention period.
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of Hall of Records
and Board of Public
Works.

12.

13.

Electrosncephalographic sheets
Social service interview reports - interviews with family, friend©,

etc.
Psychiatric progress notes
Board of Review notes (summaries of findings)
Interview requests - from persons desiring to visit the inmate

If an inmate's records are returned to his hem© Institution,
the Classification Department retains, when available, copies of
psychological reports which may be utilized for research nurposes.
These are to ba retained permanently.

The recommendation below applies only to the records of committed
inmates. The records of non-comrcitted inmates, when returned to
their home institutions are governed by the records schedules for
those institutions.

REC0HT21DATI0W: RETAIN BOTH THE GEMERAL F0U)3R AND TH1?
PSYCHIATRIC F0H5ER FOR TWENTY YEARS AFTER
AN INMATE'S DISCHARGE AND THEW DESTROY.

.INMATE'S HISTORY CARD FILg_

Sizes 3" x 5M

Datest 1955 - -
Quantity: 2 drawers {\ cubic foot)
Fils Arrangement: separate alphabetical files for

released and current inmates

A history card is prepared for each inmate upon receipt by the
Institution. Each card shows the inmate's name and number (or
numbers), length of sentence and beginning data, changes in cell
location, types of jobs held or treatment history. Occasionally,
cards also show the committing court, the crime of which convicted,
the date of receipt of the innate, and the date of psychiatric
examination*

RECOMISNDATIONs RETAIN FERMAHEMMT.

CLASSIFICATION CARD FILE

Size? 9B x 5M

Datesi 1955-1957
Quantity% | cubic foot
File Arrangement; Discontinued record
Disposable Amount: §• cubic foot

Until 1957 a card THIS prepared for each inmate to facilitate statis-
tical reporting in the Institution's annual report. Since statis-
tical reporting is now accomplished by other correctional institu-
tions before inmates are transferred to Patuxent, the fila has no
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of Hall of Records
and Board of Public
Works.

1U.

1$.

further value. Cards show the date on which the inmate was re-
ceived by the Institution, the inmate's name, number, length of
sentence and beginning date, the committing court, the charge,
the inmate's birthplace and date of birth, age, race, marital
status, statu3 when received, and previews confinement history in
Maryland correctional and welfare institutions, Federal institu-
tions, and institutions in other states.

RECOftCTDATICNj RETAIN FOR TKRSS SEARS AND THEN DESTROY.

INSTITUTIONAL BOARD OF REVIEW CARD FIUD

Size: 9" x 5tt
. Dates: 1955 - -
Quantity: 1 drawer (̂  cubic foot)
File Arrangement: Chronological by review date

A card is prepared for each inmate and filed in chronological order
to indicate the time (month) during which an Instate1 a ntatus is
subject to review by the Board of Revise. Each card shoe's the
inmate's name, number, the length of sentence, the beginning date
of sentence, the committing court, the original chcrgo, tho date
received, the date committed, birthdate, the responsible doctor's
name, the court rehearing date, dates of howa visits, and a list-
ing of the dates and decisions on the innate'e status (e.g. con*-
mitted as defective delinquent, retained es a defective delinquent,
leave request denied, etc.).

RECOMMENDATION t REGAIN FOR THREE YEARS A$?m ivfefc'tJF D.JS-.
5 AHD THEN DESTROY. » B O A K D Ci- 1

PAROLE CARD FJLB •JUN

Sizes 3" x 5n

Dates: 1?55 - -
Quantity: 2 drawers (̂  cubic foot) _
File Arrangement: Separate alphabetical GJi£ chronological

files

A parole card is prepared for esch ircrcate in the Institution. One
file, arranged chronologically, contains the cards of inmates who
are due for consideration or review by the Eosrd of Review. The
second file, maintained alphabetically, holds the cards for inmates
who have been refused parole or transferred to other institutions
as non-defectives. Cards filed chronologically shew the iraate's
name, number (or numbers), length of sentence, date of adiricsion
or commitment, the committing court and the crime of which convietei
the parole examination date. The alphabetical file, in addition
to this information, shows the date of parole refusal or the date
of transfer to another institution.

RECOMMENDATION* RBTATW FfiR THEMiT VffflR̂ ; ATyrtrp T> AT^ off
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16. WORKIMQ FILE (MISCELLANEOUS FILE)

Size* 8|" x 11"
Dates: 1955 - -
Quantity: 2 drawers (3 cubic feet)
File Arrangement: By type of record and chronological

therein
Annual Accumulation: 1 cubic foot

The Classification Department receives or initiates various reports
which are posted to or susrmarized in other records. The working
file contains the various reports and papers with which theDepart-
mant is concerned. Specifically, these records are:

Arrival notices
Daily report of men assigned, received, or discharged
Change in status reports (Parole or Change of inmate

status)
Monthly reports to the Department of Correction
Daily reports of population and distribution
Distribution and work reports (vocational progress reports]
from various institutional departments

Other reports, although maintained separately, are considered to be
part of the Working File. These include:

Staff meeting reports (copies)
Discharge lists (monthly) - showing tentative discharge

data
Parola hearing schedules and results
Parole docket (copies)
Classification Committee meeting schedules and reports of

meeting results
Hospital blood donation lists
Recapitulation of men idle - lists unemployed for the weak
Daily seclusion reports
Daily report of inmates employed (from all departments)
Inmate population movements - daily assignments and trans-

fers
Results of disciplinary hearings
Disciplinary recapitulation for the month
Recapitulation of monthly employment (from departments)

o
CO
CO

LlJ CD

cm ce:
cx.8

Monthly grade reports (occupational therapy,
Reports of gambling

s c h o o l X >\"\\
B O A R D C F

A . RECOMMENDATION:

B . RECOMMENDATION:

RETAIN PERMANENTLY THE RECORDS OF
CLASSIFICATION CCNMUTEE ACTIONS ,JU

RETAIN ALL OTHER MATERIAL FOR T,
TEARS AND THEN DESTROY.
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17.

18.

PROGRESS REPORTS

Sizex 8|" x 11"
Dates: 1955 - -
Quantity: 2 cubic fest
File Arrangement t Alphabetical
Annual Accumulation* Les3 than \ cubic foot

Progress reports are a chronological summary of the progress of
individual inmates. When an inrrate is transferred from another
institution, hla progress reports accompany him. Thereafter,
proves 3 reports prepared and maintain3d by Patuxent are added to
the inmate's file. Eacix report shows tha irunate's name and number
and in chronological order the date, type of contact with ths
inmate (received, hospital, infraction, discipline, incident re-
ported, etc.) and detailed summaries of important events, letters
written by the inmate, interviews, etc. If an inmate is trans-
ferred from Patuxant to another institution, the progress reports
accompany tha inmate's other records. Tha reconsnendation below
applies only to tha records of committed inmates,

RECOM-IEIElASIO'Us RIS2AIN FOR TVEOTY YEARS AFTER DISCHARGE
AHD THEH DESTROY.
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EDUCATION

IHHATES' SDUCATIOML AKD VOCATIONAL CASE FOIBE3RS

Sizet 8|«» x 11«
Dates: 1955 - -
Quantity: 2 drawers (h cubic feet) _j
File Arrangerasntt Alphabetical by nams ofNasa1

Annual Accumulation: 1 cubic foot (estimated),_

-—>

BOARD LF H-DLIC \ . L
i

JUN 9 105;;

W.2U
S!u:i:tT/.:iV

A folder is prepared and iaaintained for each innate to show his
vocational and educational activities and aptitudes. An individual
folder nay include any or all of the records listed below. .Speci-
fically, these ares

Student record suraaiary card
School Record (test scores)
Vocational training record
llercos (copies) to other departasnts re purchases of special

supplies, publications approved for inmate consumption,
etc.

Rating scale for reclassification - separate ratings for
job performance, behavior on cell tier, attitude toward
diGcipline, program participation

Arrival notices
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Progress reports (report cards)
Samples of student schoolworkj,

RECOmENDATION: RETAIN FOR THREE YEARS AFTER DISCHARGE
OR PAROLE AND THEN TRANSFER TO CLASSIFICA-
TION DEPARTMENT FOR SCREENING. DESTROY
. ALL MATERIAL NOT INCORPORATED IN INMATE
FOLDERS.

19. PAPER PILE

20.

Size: 8^" x 11"
Dates: 1955
Quantity: 2 cubic feet

In connection with its educational program, the Education Department
administers achieveinent tests to certain inmates. These tests
(Stanford and the University of California), though usually given
only once to an individual inmate, may be administered several times
during the inmata's confinement at the institution. The tests
(latest only) are useful to the Department as long as the inmate is
in the institution.

RECOlfffiNDATION: RETAIN UNTIL THE INMATE IS DISCHARGED OR
PAROLED AND THEN DESTROY PROVIDED THAT THE
TEST PAPER IS AT LEAST THREE YEARS OLD.

REPORT FILE
•MB*

Size: &*£« x 11«
Dates: 1955 - -
Quantity: 1 cubic foot
File Arrangement: By type of record and chronological

therein
Annual Accumulation: Less than |- cubic foot

This file contains reports received or prepared by the Education
Department. Speoifically, these reports are:

Daily reports - submitted by school, occupational therapy
shop, recreation, library, vocational classes, corres-
pondence courses r

Daily class attendance sheet ) "• r > T> j »{
Monthly summary report (recapitulation of enrollment invarious educational programs) < ' • - • • .•:\\'U:J O F

R E O O M E H D A T I O K J RETAIN FOR THRSE YEARS AND THEN DESTROY.,,.,,

fovcJZ
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21.

HOSPITAL

INMATES* MEDICAL HISTORY CASE FOIPERS

Size: 8&» x 11"
Dates: 1955
Quantity: 3 drawers (5 cubic feet)
File Arrangement t Discharged inmates i alphabetical}

Transfers and Diagnostics: numerical by
inmate noniberj Committed: numerical by
inmate number

Annual Accumulationt 1»$ cubic feat

The Hospital maintains a medical history folder for each inmate in
the Institution, each folder containing records relating to physical
examinations and medical treatment. An individual folder may con-
tain any or all of the following records;

Arrival notice
Medical Record Sheet (physical examination record)
laboratory reports - blood sugar, -urine analysis, syphillis

serology, heraatalogy, R H factor and blood grouping
(all are copiss)

Hospital history and treatment chart
Hospital graphic charts
Special diet sheets
Discharge sutsmaries from other institutions
Correspondence with other institutions
Electro-carcHegrams
Memos and receipts
Treatment notes
Nurses record sheet

The medical records of inmates who were discharged or transferred
to other institutions have been filed separately from the records
of current inmates and have been retained at Patuxent. This proce-
dure will continuo in the future except that the records of inmates
transferred to other institutions vjill acccwpany them to the now
institution. TEa past accumulation of folders for transferees vriLH
be sent to the institutions \jhich currently hold the inmates in
custody. The recommendation below applies to the records of coia-
mitted inmates.

RSC0I5KEUDATICH: RETAIN FOR THREE YEARS AFTER DISCHARGES
AMD THEH DESTROY.
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22.

23.

2U.

EMPLOYEES1 HSniCAL RECORDS

Size: 8§» x 11"
Dates* 1955
Fora No. t SEC 156
Quantity: | cubic foot
File Arrangement: Alphabetical by nans of employee
Annual Accumulation: less than ̂  cubic foot

This file is made up of working (handwritten) copies of the Com-
missioner of Personnel13 Jfedical Examination for Employment fona
(SEC 156)• A typed copy is forwarded to the Comrcisaioner of Per-
sonnel af tar tba nodical examination ha3 been completed. Other
records in the fila are radiographic reports, laboratory reports,
and various types of trsateimfc records.

HBCOMMEHDAHOWx RETAIN FOR THREE YEARS AFTS& DATE OF
EKAMLNmOft A3D THEN BESTED!.

EIECTROSHCEPH&MGffiAM FIIB

Sizes 8;;B x 11" (continuous form)
Dates: 1955 - -
Quantity? 7*5 drapers ( U cubic feet)
File Arrangenent: JJooBrical by inmate number "
Annual Accumulation: 5 cubic feet (estimated)

This file contains graphs %*hich result from the testing of inmates
on the Hospital's electroencephalographio machine. Numerous tests
may be conducted on one individual, each test resulting in the
accumulation of approxirsately thirty or forty sheets, each sheet
being part of a continuous form. The test results are suiffinarized
in the interpretation records (item 2k).

ESCWMSSBDiTIOHt RETAK FOR TW3NTT 1EARS AFTER DISCHAR03
At© THEN DESTROY. ?~

ELECTROEHCS?HA.TJOSRAP!HIC IIlTai!S3rATI0N RECORD

• Sizsz $!M x 11"
Dates: -1955 - -
Quantit|-V 1 drai-rer (2 cubic feet)
Fila Arrangeirent: Nuiterioal by inmate number
Annual Accuniulation: ^ cubic foot

Each report io an interpretation of a complete test. Thetsriginals*
of these reports (ons sheet each) are filed in the inmate's folder
maintained by the Classification Department• The interpretations
are suramariaed in useabla fora on tha Suranary Cards (item 25). The
intorprotation records in this file majr be considered non-record

CO
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vrlthin the meaning of the statute governing non-record material
(Art. la, 179, Annotated Code of Maryland, 1957 FA.), and
may be destroyed when they are no longer needed by the department.

SUMMARY CARDS ($BQ tests)

S ize : hn x 6"
Dates* 1$&
Quantity: 1 drawer ( lesa than £ cubic foot)
F i l e Arrangementj Alphabetical by inmate number

The information on the Sraeraary Cards i s taken from the Elec t ro-
encephalosraphic In te rpre ta t ion records ( i t e n 2h). Each card shows
the inmate's nasio, number, date of t e3 t , age, sex, race, crime,
and a sunrnary of the electroancephalographic record. The cards
are u t i l i s e d as a quick r e f e r e n t f i l e by s taf f members who are
•unfamiliar with graph in te rp re ta t ion methods.

ERCOMENnATlOSj RWATN FOR THRW5 TFJ&S AFTER miXFE'S
KSCK/BWRj THi?N TRAHSPER TO CLASSIFICATION
DEPJfflTHSHT'S HT-1ATES1 CASE RECORD FILE
(irsr-t u ) .

DRUQ AHD OTPP^bfl RBOOIP

Form Ho.t BP Inv. l-<3
Siae: 5" x 9"
Dates: 1955
Quantity: | drawer (^ cubic foot)
F i l e Arransernsnt: Alphabetical by name of drug or supply

item

This form (State of Maryland l&ter ia l s and Stipplies Stock Record)
i s the purchasing and stores record for a l l drugs and supplies
used by the Hospital , The record i s used chief ly fo r checking tlis
tinit cost of various i tems.

BETO1M5HDATI0N: RETAIN FOR THREE YEARS AFTER DATE OF
LAST ENTRY AND THEM DESTROY.

.ISEIATES' SICK CAK-CATO .PIER

Size: 51' x 9"
Dates: 1955 - -
Quantity; 1 drawer Q cubic foot)
Fllo Arrangement: Numerical by inmate niwiber

A ; MM

A card la prepared and maintained for each inmate exanined-'dj
treated in the hospital* Each card nhown the inmate's niuna/a^eT"
color, number, the dot© of receipt , the date of esanrlnation, c e l l

a
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28.

29.

number, and e treatment history (dato, complaint or aotion by the
hospital, and the treatmant administered.

REC0!3?ENDATI0N» RETHilN FOR THREE YEARS AFTER DATE OF DIS-
CHARGE AMD THEM DESTROY.

CORRESPONDKWCE AND REPORTS . .

Size: 8£« x 11" .
Bates: I9$h
Quantity: 1 cubic foot
Pila Arrangeiw?7itt .Alphabetical by type of record
Anmal Accumulation: -| cubic foot (estimated)

This is the Hospital's eper&t:!.n?: file. It consists of copies of
hospital reports (monthly reports to the Superintendent), surnEiary
reports of men X-rayed., correspondence with other institutions,
drug authorizations Jiprdsrs), notification of aen released, blood
donor lists, etc.

RSXXMEHDA'flONj RSTAE? FOR THREE YEARS AMD THEJJ DESTROY.

iSYCHcioay

PSYCHOLOGICAL CASE F0U3ERS

Size* 8|« x U »
Dates: 1?5S - • •
Qiiantityt hh ftpawers (7 cubic feat)
File Arrangement: Separate files for committed, diagnos-

tics, and inmates paroled, transferred,
or <5i8Ch&rged~alphabetieal within each

Annual Accumulations 1.^ cubic feet

A folder is prepared and maintained for each inmate received into
the Institution..- An individual folder contains records relating to
the diagnosis of an inmate and information copies of records re-
ceived from other Institutional departments. Specifically, these
records are:

Arrival notices
Detainer notices - from various pollca jurisdictions? >
Memoranda - incoming and outgoing to business offic^jQ

superintendent, etc. j
Psychological examinations |
Intelligenca test record £orms
Examiner's notes - Rorschach protocol
Test data (drawings by inmate, etc.)

JU

o

Lu CD> °
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30.

31.

Summaries of evaluations
Social service interview suaraaries

RBCOW'<SKDATI0N: RETAIN FOR THREE TSARS AFTER INMATE'S
PAPvOUC OR DISCHARGE AMD THEN TRANSFER TO
CJJiS3IFICATlO?I BEPABTM5OT FOR SCRSEHDIQ.
DESTROY AT,L HATBOAIi NOT INCORPORATED d
INMATE FOIPERS.

APPLICANTS' PSTCHOIflGlCAl EXAMIMATIOH FITS

Sizes 6%" x IV
Datasr \9$$
Quantity: 1 drawer (1.5 cubic feet)
File Arranggnrant: Separata alphabetical and numerical

(by application number)

This file contains psychological tests and other records concerned
with the screening of applicants for custodial or other institu-
tional positions. A series of examination records on many applicant:
are filed in an individual folder. The -popers on an individtial
applicant Kay consist of:

Summary of psychological exams - shows tests administered
Wechsler-JBellevue Intelligence Test rating sheet
Correspondence with applicants

The file also contains records rolatjlng to the testing of applicants
for positions at other correctional institutions.

o
GO
CO

LU O

CC en
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RECOT̂ TEKDATIO!!: RETAHJ FOR THRE2 YEARS AHD THEM DESfROJ.; :

B O A R D ci;
5 > ..»..

HSSEARCH PROJECT FITiS

> \ ' ! ' • ! >

! I ' '•

fM^

Size: 8£» x 11"
Datest 1955 « -
Q>iantAty: 2 drawsrs (3 cubic feet)
File Arrangements hy project or test

The Department carries out vrrioiis research projects and in connec-
tion with these project? admnisters tests to inmatss and institu-
tional employees. After ths adniniBt-ration of various taste, ths
results are nnrJ^vsed; cliArteds and pummarised. Specifically, the
file contains attitude stadies (examiner's record sheets), aryaptom
check lists, oi'ficers1 priaonor rating chrsck lists, self-rating
tests, cold test ansvTer shcet3 and symptam check lists, profile and
anxiety scales, and personality inventory testa.

J£^

RECO-'J-EMIATICN: R^-AIN MIIIE PRCJIICT MATERIAL HAS RI^EARCH
VALUE A10) TiKN t-CSTKOT PROVIDED THAT THE
MATERIAL I S AT LEAST THREE TEARS OLD.
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32.

33.

SOHMAHY CARDS (mVOES* DATA CARDS)

Size: 5" x 9tt
Dates* 1955 - -
Quantity: 2 drawers (̂  cubic foot )
File Arrangements Separate files for active and discharged^

alphabetical by inmate's naias within each

A emnary card is prepared and filed for each inmate received into
the Institution. Each card shows the inmate's nans, the institu-
tion number, the Psychology Department1 s number, age, birthdate, a
sunmary of the Departatent's diagnosis, the place of birth, tho IQ
test score, marital status, children (listed by sex and age), pres-
ent offense, length of sentence end beginning date, education level,
parents' names, age, occupation and marital statusj dates of inraata^s
hospitalizationj siblings' age and marital status. Inactive cards
(for inaatss no longer in tha institution) show tho inmate's
parole or release date.

RECWSSHDATIONJ RETAEJ FOR THREE YEARS AFTER DISCHARGE OR
PAROLE AND THSJ DESTROY.

fflSNSRAL yiEB

Siae: 8£» x 21H

Dates: 1955 - - ' '
Quantity: 1 drawer (2 cubic feet)
Tile Arrangeasnt: Alphabetical by subject or type of

record
This is the Psychology Department's operating and information file
containing reports and other papers which era listed below. These
are largely copies of records, tha originals of which are filed
elsewhere in the Institution. If originals occur in the General
File, specific cases are noted below. The records in the General
File aret

Arrival notices - filed in numerical order
Ircaate review schedules - prepared for tho Board of Review
Classification Committee meeting schedules and results
Commissioner of Personnel test schedules
Tentative discharge lists
Results of disciplinary hearings
Tier Council meeting agendas - originals
Schedules (training programs, etc.)
Population reports
Requisitions
Collected material - e.g. publications
Staff conference inf onaal minutes

UJ o

•a-8
a- £
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Suixiaries of projects and tests conducted at other,
institutions

Tentative eoaEsitaent lists - originals
yfy^Ljz*.

' ; ( ' . . • ; . • . -

SECOI-r-SSKDATIONt RETAL"* FOR THREE TEARS AND THEN DESTROY.
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3U.

35.

BUSINESS OFFICE

COMMTFMENT PAPERS

Size: 3n x 10"
Datesj 1955 - -
Quantity: 5 docuraent drawers (1.5 cubic feet)
File Arrangement: Numerical by initiate number
Annual Accumulation: lass than £ cubic foot
Index: Volume index (itam 35)

Commitment papers received from the Courts are the Institution's
authority for admitting inmates and entering their naiass on Insti-
tutional records. Document Jackets in the fila hold the records
of individual inmates, both current and former. If an inmate i3
transferred or returasd to another institution, his ccmEnltiasn-fc
papers accompany him and the jacket is retained in the fils. The
jacket for each innate (other than transferees) may contain any or
all of the following records:

o
UJ

o

Q_

a.

CO
CO

o
c_>
CO

aor
O
C_3
UJ
DC
i t _

o
1

1 J

_ J

Coiranifeaait paper or coan&traent order (received from cora-
mitting court)

Court orders
Correspondence concerning extradition or detention
Transfer warrants'
Authority for relsasa
Certified copies of docket entries, Judgment, aad sentence

of the cossoltting court

RECOIfEKDjtflOH* REL'AIN

IWES. TO CO&OTTMEOT PAPERS

Siaej U+n x 20" x l n

Dates: 1955 - -
Quantity: 1 voluma
File Arrangeiasnt: Alphabetical by first letter of inmtef £

naiaa

This is a volus® index to the Ccunsltment Papers (item 3U). Under
the appropriate letter of the alphabet each insist© is listed by
nama, together with the institution number assigned to him.

\ lo * ,:. c
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37.

38.
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IriDUSIiUAL GOOD TIME CARDS

Sise: 6" x 9°
Dates: 1955
Quantity: § cubic foot
File Arrangements Alphabetical by nama of innate

A card i s prepared and maintained by the Business Office for each
innate in the Institution* The card for each inmate, posted from
the Daily Report of Inmates Employed (time sheet), shows the inmate'3
name, race, nutnber, length of sentence and beginning date of sen-
tence, the date of completion of "long time" sentence, the date of
completion of the sentence after deduetion of good conduot credits,
and the date on which the deduction of industrial good tin© credits
begins. Additional information shorn i s the month, industrial
credits earned during tha raonth, and the "short tiTue" date after
deduction of industrial credits. The Industrial Good Tia© Cards
are the basis for the preparation of tentative inmate discharge
l i s t s for consideration by the Institutional Board of Review.

RBCOHMBHDArXOBs RETAIN FOR THREE YEARS AFTER DISCHARGE
AND THEN TRANSFER TO INMATE'S CASE FOLDER
(CLASSIFICATION DIVISION) .

GENERAL CORRESPONDENCE FILE • ' • .

Size: 8|« x 11" :
Dates: 1955
Quantity: 1 drawer
F i l e Arrangement: Alphabetical by naroa or subject
Annual Accumulation! ^ cubic foot

This i s the Department's operating f i l o . I t contains correspondence
with the Departissnt of Correction and various Sta te agencies, copies
of court orders, copies of imaate*s good tints reports (or iginals
f i l ed -with the Superintendent of Prisons) , l e t t e r s of t ransfer (for
initiates received), receipts for inmates (from other i n s t i t u t i o n s ) ,
aad copies of a r r i v a l not ices .

BECOJffffiHDATIONi RETAIN FOR THREE YEARS AND THEN DESTROY. :

INMATES! "IN AND OUT" REGISTER

Size: lit" x 12W x 1*
Dates: 1955 - -
Quantity: 1 volume
Fi le Arrangement: Chronological

BOARD Ll

^Jft*^
This register i s a daily record of inmates entering or Ieaving~tHe
Institution. The entries for incoming innates show the entry number
the inmato nusfijor (in numsrical sequence), the inmate's nans, race,
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39.

lo,

court , and a notation of whether t ransferred or discharged. The
reg i s t e r a lso contains a month-to-date sum-nary of inraate rece ip ts
and re leases and a t o t a l dai ly innate population t o t a l .

RECOJWEHMriONj

INMATES1 RECORD BOOK

RETAIN FOR THREE YEARS AFTER DATE OF LAST
EBTRY AND THEN DESTROY.

Size: 2li" ac 20" x V
Dates: 19$$ - -
Quantity* 1 volume
F i l e Arrangement: Numerical by innate nunsber

The Inmates * Record Beak, l i s t i n g i n numerical order tha nunibers
assigned t o inraates, shows the inmate 's name, the date received,
ths length of sentence, the discharge d a t e , the crirae, tjhere sen-
tenced, and remarks.

BECOIfflSNDATION: RETAIN PEHT-JAKENTiy.

ACCOtBttLJS RECORDS

x 3JU"Size: 8-|"
Dates: 15*.
Quantity: 12 cubic feet
File Arrangesant: By type of record and chronological

therein
Annual Accumulations h cubic feet (estimated)

StateThis item Includes all standard accounting forra3 used by
agencies as supporting data to the final books of entry, the
Prisoners1 Fund General Ledger, the Prisoners1 Fund Cash Receipt
and Pisburseraant books, and the General ledger (containing accounts
other than Prisoners9 Fund). The final books of entsy.are ..tabs
retained permanently. Specifically taes© supporting records ;arpj' *

Comptroller of the Treasury

Form Ho.

E-l-S
E-l and B-§
DD-1
GAO-1, R-2
(formerly Mi-2)

I^jmorandum of Adjustassxt
Distribution of Charges
Transaittal
Certificate of Deposit and Bank Deposit -Slip
JJbntbly Report of State Funds Collected and
deposited

Distribution of Unexpended and Obligated
Balances

Monthly StatsHtsnt of Balances

CO
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Purchasing Bureau (Department of Budget and Procurement)

1-A
1*7-A
100-16
39-A and UO-A
CF-2
CF-1
100/21*
27-A
CF-3

26-A
52
$1

Requisition for Supplies
Purchase Order
Out-of-Schedule Requisition for Supplies
Stores Requisition
Copy of Contract Awarded
Capital Fund Requisition for Equipment
Actual Emergency Purchase Report
Copy of Contract Awarded
Copy of Contract Awarded
Delivery Invoice
Notice of Award of Contract
Credit JJeaioranduia
Report of Partial Delivery

Budget Bureau (Department of Budget and Procureiaent)

BB-1 (rev.)

B.P.
B.P.
B.P.

Inv. R101
Inv. R102
Inv* 6

Budget fora
Nos. 1 thru 11
PP-l-A

Formerly BB-1 and BB-2
Budget Schedula Amendment Sheet
Report of Fixed Assets (annual)
Report of Materials and Supplies (annual)
JSaterials and Supplies Physical Inventory

(annual)
Budget Estimates Fiscal Year (13 pages ,in-

cluding fana statemant)
Power Plant Utility Report (iaontfaly)
Food Report (monthly)

Others

Vendors Invoices
Bank Deposit Slips
Bank Stateaanta
Bank Deposit Receipts
Storeroom Requisitions
Storsroon Receipts
Meal tickets
Cash receipts
Inmates cash receipts
Petty cash voucher
Inmates petty cash voucher
Commissary order - Inmates
Purchase Requests
Receiving Reports
Daily Report of Inmates Employed (time
Inmates payroll sheets
Inmates account cards

sheet

RECOMMENDATION* RETAIN FOR THREE YEARS, OR UNTIL AUDITED,
WHICHEVER IS LATER, AND THEN DESTROY.
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1*2.

U3-

ACCOUHTIHQ RECORDS FOR WHICH DISPOSAL RAS BEEN PROVIDED BY A GENfiRAI
RECORDS KCTlflflTOH SCHEDULS. "" .

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 Ho. G-l, Item 1-d
approved by the Board of Public Works, January 11, 195U).

PAYROLL JOURNAL - The agency copy is to be retained for three years
or until audited, whichever is later and then destroyed. (General
Schedule No. G-2. Item 1-d, approved by the Board of Public Works,
January 11, 195U).

PAYROLL EXCEPTIONS, ADDITIONS AND DEDUCTIONS - The agency copy is
to be retained for three years or until audited, whichever is later,
and then destroyed. (General Schedule No. G-2, Item 3-b, approved
by the Board of Public Works, January 11, 19510 •

PAY WARRANTS - The agency copy is to be retained for three years or
until audited, whichever is later, and then destroyed. (General
Schedule No. G-3, Item 3* approved by t'js Board of Public Works,
May 10, 19$h).

RECEIVING WARRANTS - The agency copy is to be retained for three
years or until audited, whichever 13 later, and then destroyed.
(General Schedule Ho. G-U, Item 3, approved by the Board of Public
Works, May 10, 195U).

TRAJSHITTAL FORM E-l or E-| (Comptroller of the Treasury Form) is
to be retained for three years or ttntil audited, whichever is
later and then destroyed. (General Schedule No. G-5* Item 3*
approved by tha Board of Public Works, May 10, 195U)«

MUSTER AUTHORIZATION

Dates: 1955 - -

This State-xd.de form of tho Commissioner of Personnel is the author-
ization for entering the employee's nan© on the payroll or for
making any changes in the pay rate. It also shews all pay deduc-
tions.

REC0!£'H2HDATI0N» RETAIN WHILE EMPLOYED AND FOR THREE TEAKS
AFTER DATS OF SEPARATION, OR UNTIL AUDITED,
WHICHEVER IS LATER, AND THEN DESTROY. l* v

iy~. .-•

GENERAL OFFICER
IMMATES* CASE FOLDER

size* &;>« x n »
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Quantity: h drawers (6 cubic feet)
File Arrangement* Separate files for current and forn&r

inmates - alphabetical by name of inmate
Annual Accumulation! 2 cubic feet
Disposable Amount: 2 cubic feet

This is an information file maintained by the General Officer for
both current and fonser inmates. Some, though not all, of the
isaterial in each folder duplicates tha records mintaijied for each
inmate by the Classification Department. Specifically, an indi-
vidual folder may contain any or all of the following records:

Photograph of inmate (identification card, item 19)
Gate release slips
Authority for release (copy) ~ for hocpital treatment, etc
Arrival notices (copy)
Adraias&oR summary (copy)
Inmate Conduct Record Card
Copies of saemos
Supplemental reports (copy)
Report of Prisoners takon from Institution
Headset receipts
Cell check slips.

RECOMMENDATIONi RETAIN FOB THREE YEARS AFTER INMATE'S
, PAROLE OR DISCHARGE AND THEN DESTROY.

GENERAL FILS

Size* 8|» x H w

Dates: V)$$
Quantity: active: 1«,5 drawers (2 cubic feet)

inactive: 6 cubic feet (total, 8 cubic feet)
File Arrangement: Alphabetical by type of record
Annual Accumulation: 2 cubio feet

The General File consists of records retained by the General Offices
for information purposes* The bulk of the records listed below are
copies, the originals of which are filed in other Institutional
departaants. Specifically, those records are:
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rChief Engineers Report
General Officer's log sheets
Job orders i
'Memoranda (cell checks, other routine matters)
Recapitulation of Hen Idle
Recapitulation of Hen Working
Car destination sheets
Semi-hourly Report of Officer Posts
Gasoline Reports
Officer Assignment Sheets (daily)
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kl

Employee's time sheets
Individual Employee's Time Record
Results of Disciplinary Hearings
Daily Tine Record of Inmates Assigned to Outside Details
Vacation and sick leave sheets
Traffic Sheets

RECOHM)ATION» REPAIR FOR THREE YEARS AMD THEH DESTROY.

GENERAL OFFICERS DIARY

o

Size* 10" x 9° x 1«
Dates: 1955 - -
Quantity: h voluraas (•£ cubic foot)
File Arr-angemant: Chronological
Annual Accumulation: 1 voluraa

The Diary is a daily record of routine matters handled by the Genera
Officer. Entries consist of short notations concerning employee
sickness, vacations, transfers of prisoners, etc.

RECOMMENDATION: RETAIN FOR THREE YEARS AFTER DATS OF LAST
ENTRY AND THEM DESTROY.

VISITORS CARD FILS

Form Ho.: Form 15
Size* 9" x 7°
Dates: 1955 - -
Quantity: 1 draper (̂  cubic foot)
File Arrangement: Alphabetical by name of inmate

A card Is prepared and maintained for each iranata shoving his name,
race, number, crime, sentence, date of receipt, the date of each
visit, the visitor's naraa and address, and his relationship with
the inmate. Upon the discharge or parole of an inmate, his card is
filed in the case folder maintained by the Classification Department

o
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RECOMMENDATION: TRAKSPER TO THE INMATES CASS FOWW.
(CLASHIFICATION DEPARTHEOT). .\ '> v 5 " 1 v ( ) \

VlRITCmS' ROISTER B C A k D OF PL

)UN'Size: 12" x 10" x 1"
Dates: 1955 - -
Quantity: 3 volumes (approximately)
File Arrangement: Chronological

The Visitors1 Register shows th© date, visitor's nan©, addresfffptor-
pose of the visit, the tins in, and the time out,

KECO?MEHDATinMl ROTATM FOR TimV.R VffflRg ATTTCT T^TIS W T^Qj
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EIJTRY AND THEN DESTROY.
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POPULATION FIDS

Size: 3" x 5"
Dates: 1955 - -
Quantity: 1 drawer
F i l e -Arrangement: Alphabetical by nane of inmate

A card i s maintained f o r each current inmate shoving h i s rvzm,
numbar, r a c e , c l a s s i f i c a t i o n , assignment, a;*e, date of r e c e i p t ,
sentence,and job and c e l l changes together wi th the data of any
changes. Upon the inmate 's discharge or pa ro le , h i s card i s f o r -
warded t o t he Class i f i ca t ion Departiasnt,

HECO?* SEDATION: TRAKSFHl TO CLASSIFICATION DEPARTMENT.

IDENTIFICATION j/ILS

Size: 3" x 5 "
Dates: 1955 - «*
Quantity: 1 Crzh&x
Fi le Arrangement* Alphabetical by name of insata

For ident i f ica t ion purposss, the General Officer maintains a
photocard for each inmate* The reverse side of the card shows the
innate* s naias, muaber, statiio, date of rece ip t , sentence, race ,
and age. Upon the inmate's discharge, h i s card i s f i l ed in the
appropriate case record (item k3) i n the office of tlis General
Officer and i s covered by the recoaci^ndation for tha t item.

aECOI-MEHDAlIO»i TRfiKSFBR TO TIE GEHERAL OFFICERS* ZNIttlES
CASE FOIDSR FIIE (HE?I U3)

XDHHTlFICAriOB SECTION

FDJQI21PRBJT FIIS

Siza: 8W x 8B

Dates: 1955 •" -
Quantity? 2 drawers (3 c ib ic fee t )
File Arranseinsntj Kurasrical by c lass i f ica t ion nvaahs^
Annxial Accumulation: Less than § cubic foot
Index: Card index (item 51)

For ident i f icat ion purposes, the Identif icat ion Section maintains
a f ingerprint f i l e for a l l inmates a t the In s t i t u t i on . The card
for oach inmate shows the inmate^ nsm, a l i a s , number, color, sex,
c lass i f ica t ion , f ingerprints , the nan© of the officer taking the
pr in t s end the dato on which taken, and the inmate^ signature. On
the reverse side of the card i s a photo of the inmate, data on

i | r i
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52.

inmate»s crisis and sentence, biographical information, identifying
narks, and the inmate's past criminal history.

RECOMMENDATION* RETAIN FOR TWENTY TSARS AFTER INMATE'S
DISCHARGE AHD THEN DESTROY.

CARD INDEX TO FIKGERHHtff FILB

Size: 3n x 5°
Dates: 1955
Quantity: 2 drapers (̂  cubic foot) .
File Arrangements Alphabetical by name of inmate

The Card Index for the Fingerprint File (item $0), maintained for
both current and discharged inraates, shows the icmatea name, num-
ber, and the fingerprint classification (numerical evaluation). The
reverse side of each card lists the date of receipt of th© inmate,
ths eouHBitting court, crima, sentence* date of sentence and begin-
ning data, sentence expiration date, and a brief physical descrip-
tion. To facilitate identification, the file also contains alias
cards. .

RECOMMENDATION* RETAIN IMDIVn>tfAL HJMftTE'S CARD FOR THBNTJ
XEARS AFTER THS. IHMATE»S DISCHARGE AHD THEN
DESTROY.

ARRIVAL NOTICE FIL3 .

Size* 8|» s 11"
Dates: 1955
Quantity: \ cubic foot
File Arrangement: Numerical by inmate numbs?

Arrival Notices are prepared and distributed by tha Business Office
as a notification to all departosants of tho receipt of an innsate.
The copies received by the identification Section, filed nun&ric&Uy
are maintained by ths Section to 3ea*vo an an index and as a seans
of tabulating the total number of identification processings for a
given period of tiras.
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BEC01CENDATI0N* RETAIN PERMARSNIiar.

DAII3T RECORD OF IHTTATS CHfiHQES

Size: 8|Jt s 11"
Dates: 1955 - -
QuHntity: 1 cubio foot
File Arrangemsnt: Chronological
Annual Accuml&tion* l&sa than ^ cubic foots-

Tha Daily Record of Inmate Changes ia prepared by th© Inmate Clerk"
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and a copy i;j forwarded to tha Identification section for informa-

in inmate population in various locations throughout tho Institu-
tion*

REC0!£<3HDATI0N: REfAIH FOR THREE TCARS AMD THEN DESTROY.

E W E ' S SUMMARY BOOK (IHMATE'S 17ESCRITTI7B U S T ) ,

Siae? 2Utl x IV
Batasj 1955 - - ;

Quantity: 1 volume
File Arrangement: Ruraarieal by inmate mxriber

This i s a sumrnary record raiatairicd by tha IdontificaticTi Ssction.
I t l i s t s dascriptivc infor^aticra on sn iroaate's pliysical appearance
and background. SpecificalV thi5so entries* are. the inmata^ naraberj
tha date of receipt, race, iaiiats's name, length of sQntsnce,birth-
place, ssv, habit3 (alcohol or narcotic), cor^plesion, age uhen re-
ctsivod and data of birth, physical characteristics (hair, eyes,
hoight, weight), ability to read and isrito, occupation, aari tal
status, namev of pravious terras aad where served, religion, FBI
number, veteran status, residence, relatives (narae, relationship,
residence), inmate's identifying marks, end the inmate1 s signature.

REC5OIf®!3DATlOH: RSTAIN mtWSmiX.

tlon purposes. Each sheet summarizes en a daily basis any changes


