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A

Dispose of present accumulation. No
additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

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

t
Establish retention schedule for re- Microfim

cords for which there is o continuing
occumulation, The records will cease to
have value to warrant their retention after
the period of time indicated,

? and  destroy

originals. **

Originals if not microfilmed would be
retained for the period of time indicated.

n V7L

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

6. Recommendation
of Hall of Records

?{em Describe records accurately.
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, =
1
2

EOMGRADIE

{

(AL

<

/ DIRECICR'S CFFICE

2. |MINOIES OF TR CovTIoSIoN OF EESUGOR AND FOUCATION 1
. d Sizes 837 x 11% :
Datess 1955 = =

Quantitys 3 folders
File Arrangensmbds Chrcenological

The Mimataes racord tho ections and policy decisions of the Come
depertmemtal

misglon and show specifically the approval of
tures, research or conservation projects, end other activitios care
ried out in ccoperation uith the other departmunts cperating under
the Board of Hatural Rescarces. The Himates, filed 4n foldera in

the Directorts Censral Carvespondsnce File (Item 2), are typmaitten
arjiginals or carbons, and have besn propared in this form since 1955
Minutes piriar to that date have not been located. ;

A tede \’ o
e g3 - D P oF /‘/gz.{m~»ﬂ¢roq?%jﬂ,
b yeuprr e SZUDET PL

AT afgf75

APPROVED
HALL OF RECORDS ComMISSION'
\

'
4 “

R4 0

& ond
L& (U CpTe

6/3/1958

Date

Disposal Authorized as Indicated in Col. 6 by Boord of

“w Schedule Authonized as indicated in Col. 6 by Hall of
Recdbrds Commission. Public Works.
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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

aond Board of Public
Works. )

1

Je

DIRECTOR'S GENERAL CORRESPONDENCE FILS ¢

\ntaff moeting minutes, records of ind!
‘end Education (Item 1),

. Sizes B3" x 11
Datess 1941 « -
Quantity: 6 drawers (9 cubic fest)
Flle Arrangemonts Separate active and inactive files, Doth
mumerical by f£ile code number
Annual Acoumilation: 1 drawer (1.5 cuwdic feet) } /
Index: Card file 1
the bulk of

This 1s the Department?s operating and information fils,
which consists of correspondence with individuals, othar State agen-
clea, companios, Federal agencles, conservation arganizations, or
grows interested in State natural resource conservatiocn and ressarcH
Tho carrespondence and all other material in the f£ils are concerned
with tha Departmsni's genaral operaticns and ressarch activities
{e.ge conservation projects, studies, publications). Material other
than carrespondence ia retained primerily for information purposes

ooples of Board minutes distrihuted by the Board of Natwral Res
oollected materiel on various subjects of imterest to tha: Departmont
M'J

? records, and the inutes of ths Comission on Reseasch

Ao RECONERDATIONs RETAIN PERMANENTLY THE MINUTES OF THE
COMMISSION, STAPP MEEILING MINUTES, AND
MATERIAL RETATING TO CONSERVATION FROJECTS

‘AND STUDIES,

Bo RECOMMENDATIONs RETAIN ALL OTHER MATRRIAL IV THE ACTIVE
FILS FOR TEN YEARS AND THEN DZSTROY,
RETAIN PERMANENTLY ALL MATERFAL IX THB
TEACTIVE YIIE (19k1~1955). A ,{‘““ Pot

DIRECTCRYS STATY REPORT FIIR BARD CF

Sizes B}* x 11
Dates: 1955 o =
Quantity: 1 cubic foot

File Arrangememts mmwmum%a//)u
Amnuzl Acoumulations leas than § cubde foot | T
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and consists of typewritten smmal reports, nsws relsases, ¢lippings
°m°°i'
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This file contains the Director's coples of project propesals which
mwmmmwmnmw:muumwu-
capanying tha proposals are quarterly reports whieh deseribe the
status or progress on individual projects.

'mmnm. _ RETAIN PERMANERTLY.

! '
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J Shests (Itn 5)-

8izes 3 Px 7 3/8* '
Datons - e
Quantity: 109 IBX boxss (27 cubls feet)

Fils Arrangemants Chronological by year
Amual Accumilations 3 cubic feet (est,)'

IBM Tabulating Caxds are ths !5 basic data sorting media.
The individunal cards, based on monthly fish cateh reports filed by
commroial fisherman (Iten 6) are preparcd by the U.S. Fish and !

lated shoets (Item S) which have deon run from thess carda, After ;
the Fish and Wildlife sorvice has completed the "runs" the IBM cerds
beccme the of the Departmsnt of Research &nd Bduoations The
cards will contimis to ba valuable becsuss of tha scoumlation of
,data which the cards contain. The data on these cards includes the
ifisharman's nams, water (location), gear, species caught, month and
day of eatch, and catoh poundage. The various runs made from these
Mmmmmmwmummmrm

T

RECOMMENDATIONs RETAIN PERMARGNIIY; RETAIN FOR TWO YRARS
IN DEPARTMERTAL OFFIORS, THEN TRANSVIR T0

wildlife Services The Department receives yearly machingwtabue |

/ AM HR-RM 1A N . ™ SCHEDULR 331
'/ (1-1-86) /7 QUEST FOR RECORDS RETENTION . .EDULE No. .
Hall of Records (Continuation Sheet) ! PAGE
Commission ' N2, 3
4 5. Description of Records . 6. Recommendation
Ite ' Describe records accurately. Include title, form number, size of documents, of Hall of Records
b h:em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o (cubic or linear feet). Show recommended retention period. Works.
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| e | IBM TABULATING CARDS (FISH CATOH) [
’ |
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STATE RECORD CENTIR.

FISH SWRVEY TABULATION SHEFTS
X

Siges 12" x 16*
Datess 194k = »
Quantitys 13 oubdo feet (est.)
File Arrangements By year and therein by maching "
Annual Accumulation: 1 cubic foot (est. | A

These phests are machins=run from the IBM Tabulating Cards (Iteam k)s
The U.S. Fish and Wildlife Service retains copies of these sheets
for statistical purposes. The trends indicated by ths atatistics
aro invaluable to the Department in evaluating tho effeotivencss of
varices consorvation programs and estimating tha value of fish ca
Guring the yoar. The information An each "run" is listed An columas
which btreak doun the catch in pounds as to: gear and specics) water
end specles} month, water, gear, and spocies; ccozivined species by
countys water, gear, and species) individual fishorman by month,

water, snd geary striped bass by water, gear individual fishorman,
month, end dayp Other species (especially white perch, crodker,

:l:d,:ulhvpcoh)mmammmumttww
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work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period. -

;; AM HR.RM 1A N VN :'%NEDULI 331
. t11-1.86) 7 LUEST FOR RECORDS RETENTION .EDI{LE . |
/" Hall of Records (Continuation Sheet) | PAGE |
/ Commission ' NO. lh , i
/
5. Description of Records 6. Recommendation
4 « Describe records accurately. Inclu%e title, form number, size of documents, of Hall of Records

and Boar? of Public
Works.

..
)

3

- P

CONFIDENTIAL REPORT OF CATCH (FISH SCHEDULE SHESTS)

FYorm No.s Pudgot Bureau, Mp L42-R62L,3
8ise:s 9" x L4¥ (dlscontinued)
. 168 x 11
Dates: 194 = -
Quantity: 17 cubis foet (est.)
File Arrengoments Chronaloglcal
Amnual Accumulations 2.5 oubis feet (est,.)
land

This 1s the reporting form £iied with the Departmsnt by Mary:
Commarcial fishersmen. Now £iled on a monthly basis, it was formerly
£iled daily on the Dally Repart of Catch by Pound Nats form (U.S.
Budget Bureau)s The cwrrently-ussd monthly form (Confidential
Repart of Catch), after eoding by tho as to tha location
of the fishing area, is forwarded to the U.8, Fish and Wildlife Ser~
mmmitmmaummiummmmtmuwmn
Tabulating Cards (ItemL)s Upon the complation of all rrocessiag,
the reparts are retwrned to the Departmant. Each report form shows
the nama of the license holder, the license muber, the licensse's
address, the county, the type of gear (mat), the month and year of
the report, the fishormun's code mumber, and s daily listing (in -
cm)wmmwmmmemm.um»u.
the wvater area fished, and thy area code mubor.

\ RECOMMENDATIONS

3
)

THEN TRANSFER 70 STATE RECORD OENTER FOR
NINZ ADDITICHAL YRARS, AND THEN DESTROY,

RETAIN FOR ONE YSAR IN DEPARTMENTAL OFFICES
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CONFIDENPIAL RECCRD OF CRAB CATON s

Size: 8iv x 1 B.4lD
Dates: 1945 « =
est.)

Quantity: 15 cubis foet ( \
File Arrangement: ical by nams of packer
Amual Acourlations Less than § oudds foot

Crab packsrs report orwb catches to the Departmant on the
tlal Record of Crab Cateh form. Until 1955, each packer in the

ROV I 13
,F PUBLIC WQ

JUN 9 1958 -
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State filed a report; afior that date only a representative sarple
c.'largapac)cemhavebomrequiredtocmﬂmeﬁungmm
Anindividnalmporbahomthommotthomldngewm,m
company address, the dates covered by tho rupert, the fishermeon's
used, the losation whare crebs were
in pounds for each

"THEN TRARSFER TO STATE RECORD CENTER FOR AN
ADDITIONAL TWENTY TRARS AHD THEH DBSTROY.
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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|o
Works.
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COMMERCIAL FISHCRMEN'S CORRESFCNDEMOE ~

X :

)
i
)

3

20.

Sizes 83" x 1

Datea: 19l o =

Quantitys 2 drawers (3 oubio feat)
File Arrangemont: Alphabetical by name of fisherman
Annual Accurmlations -Less then § eubio fook
Digposable Amounts 1 cubie foot §

This file consists of incoming émvspoﬁduue and copies of the

Departmentts outgoing correspondence with commercial fishermen. It

is concernsd largely with fishormen's Questions about £iling prooe-
| -,

dure or delinquancy of reports. _ I
RECOMMERDATIONs RETAIN FCOR THRER YEARS AND THEN

DESTROY,
COMMIRGIAL FISHFRIIN DATA CARDS (CARDFX FLIZ)

Sizes L® x é»
Dates: 194) = »
» Quantitys Two cardex cabinets (3 cutio foot)
" File Arrangements Alphabetical by name of fishermun

This card filo 1s maintained by the Department as sn individual
fisherman's history card and as a ruming record of vhother the
fishorman haa beon £iling ths required reports of catchos for each
month, Bach card also provides space for information on the habite
and sotivities of individual fishermsn. X ‘

- 'RECOHMZNDATIONs RETAIN USTIL REPIREMGNT OR KNOWN DBATH OF
IRDIVIDUAL FISHENMAN AND THEN DESTROY, PROe
VIDED THAT THE RECORDS ARE AT IBAST THREE
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YEARS OID, :

| . ARPRG

INIAND FESOURCES DIVISION BCARD CF P
FISID BOOXS ARD FIRID ROTES

Dates: 1932 = »
Quantitys 1 cubdo foobt
File Arrangoments ical e "
Anmual. Acowmlations (ses Working sand Reseatch Files, Item )5
Disposables Awounts J cublde foobt .

These are £iald notebocks and £ield notes conocerned largely with
chemical or water analyses and/or other cbservations useful in
ressarch. After the data has been rescrded ia the Working and
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5. Description of Records X
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. 3 i

‘v e

% 124 FISUERIFS RECGADS (FISH

‘| Research Files (Item
Departmsnt

| ' : i
A5), the £isld reccrds are of Db further use

to the : oo
| RECOIENDATIONS RETAIV JOR THRES YEARS AKD THEN DESIROY,

HURTERS? RETURN CARDS o I

Sizer 3* x 5° coe o l
Dateas 1954 = = IR
Quantitys 3 cubio feet C
File Arrangements bdbundles (chronological)
Disposadble Amounts 3 cubio fest

The Department condusts surveys to determine bunting rressure en
various species of gams in the Btate. Ths cards, showing the spo-
cles and muber of game taken, the nusber of timea hunted,snd the
namw of the county in which the gare was taken, are fillsd out end '
retwned to the Departmont by individual) hunters: The data is
mewtwmummmn 1 o

' | 4

RECOMADATIONs RETALN FUR THRER YZARS ARD THZN DESEROY,.". |

SCALE SAMPLZS AND DATA)
8ize: 3" x 2" envelopes
* : Datos: 1941 = ~

Quantity: 5 cubic fest (est.)
File Arrangement: By year
. Annual Acouwmlations Iess than ) cudis foob

Fish scals samples and scoompanying data arv utiliged by the Departe

ment in ressarch on ths age, distribution, and hobits of various

of fish. These samples, either in the form of a plastio
scals or a scals impression, are filed in envelopes which

nocessary data on the individual sample (date of sample, epe=
locatlcn where saxple wes taken, snd other inforsaticon which

is noceasary for making the observations valid,)

RECOMMISDATIONs RETAIN IR DEPARTMSNTAL OFFICES FOR FIVE

show
cles

i ¥

. i
G L ,

APPROVED
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THER TRANSFER TO SPATE RECORD CENTER FOR-AN |
ADDITICNAL TWENTY YRARS, AND THEN DESTROY.

Buako OF

OViED 1BY
PUBLIC WORK

A 13+ |ABRIAL PROTOGRAPAS
, T JIN 9 1958
. Dutes: 1949 = = : .
- Quantity: 6 drewers (9 cubdo fest) < %%\.AM
] ru. ur?gmu By county and numerical by : T T T searieTARY
amm swrvey of the State's Lforest Yesources was
T T T DY N Dl T T
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6. Recommendation ||

70 '[
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. 5. Description of Records
Describe records accurat

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

ely. Include title, form number, size of documents, of Hall of Records
work or activity to which the records relate, inclusive dates, and quantity wd &mrd of Public
orks.

a

N

b,

mde in 1549, Photographs taken during the course of ths survey
covared all counties in the State. Individual photographs are
identified as to county and grid location, The photographs have
baen intsrpreted as to tree population, growth density, speciss

i

distribution, or other informaticn which gould be provided Ly
current photo interpretation methods., The interpretation records
and field data shoots, filed soparately, are covered Yy the recome
mondation for this itexm. The long-range valus of the photographs
vill be for conparison purposes when future swveys are xads.

RECOMMENDATIONs RETAIN PERMAKENTIX; TRANSFRR TO OTATR .
RECORD OBITIR. -

cerdy, grvsns Reccrps

‘ Sires B8i® x 11*
v 3!! x SG
3 Datess 1941 = =
Quantity: L cubio feet (est.) ,
- File Arrangements Chronological within each census v

The Department omnducts cresl censuses in verious fishing aress of
the State. Anglars! catches are inventoried, interviews are yeo~
carded, and fishermen are counted during the cowrse of thesas cene
sugede Data gathored 43 used in determining fishing pressure, the
angling pepulation, the nusber snd spscies of £ish caught, methods
of fishing, and baits used, Specificaliy, the records basis to a
cresl census consist of reports of intervisus with fishorman, retwm

Z

man-hours fished, and the muher ef varicus species end returnec
and fishermen oot data forma. o8 bemt

¢ RECOMMERDATIONs RETAIN IN DEPARTMENTAL OFFICES FOR TWO YRARS
: TRANSFER TO STATE RECORD CENTER POR AN ADDI-

y - 154 HORKIRO AND RESEARCH FILES ] - )
B_AKD CUF

m(mmm,fmmm,mdmumys
’

APPROVED
OF RECORDS COMMISSION

HALL

—~

TIGHAL KIRE YRARS AND THER DESIRQY.

Sizes 83" x 11"
. Datest 1929 = = )i
! Quantity:s 33 cubis feet (est.) '

File Arrangement: Ssparate files for each areal of
alphsbetical witidn each ]25\
Annual Accuwalaticns 5 cubdo fest {est.) :

A LOVIED 13Y
PUBLIC WORKS

v 9 1958

| ¢ Lt —

e mas weme

ou sseve o smerneene

SEQIETARY

ThaDopammbcmmmamhmthm%thccm
vation of the natural resowrces of the State. The Chesapeaks Blologi
cal Iaboratory studies ths Bay and the organiems in it, particularly

=/

L4 3
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JAM HR-RM 1A M I SCHEDULE 39 -
(11-1.86) " QUEST FOR RECORDS RETENTION £DULE No. 3

Holl of Records (Continuation Sheet) 1 pAGE

f NO. CO
' i|6. Recommendation
;| of Hall of Records
'land Board of Public
Works.

Commission

4 _ 5. Description of Records
Item ' Describe records accurately. Include title, form number, size of documents, .
No work or activity to which the records relate, inclusive dates, and quantity

) {cubic or linear feet). Show recommended retention period.

" | piblishod by the ressarch staff in professicnal :mmw:}apoﬂ-!
mental publicationse , |

To facilitate the conduct of research, each resserch unit within the
Department maintains 4ts own working snd rescerch files. Such files
are maintained by staff members working on olam, oyster, fish, crab,
gam, and freah water resources research, Each of these files con=
gists of fiold data sheets or field observations, workshsets used
for correlating data, records swmarising the results of ressarch,
end oollected material which is useful to the.staff wenber sonduoting
Ae RECOMMPUDATIONs SCREEN AND SEGRECATE ALL MATERIAL HAVING
(1) CURRENT RESEARCH YALUE, (2) NO CURRENT RESEARCH
VALUE BUI USEFUL WHEN FUTURE RESEARCH PROJECTS ARE
UNDERTAKEN ARD (3) MO FIRTHER VALUE, RETAIN IN DEPARY-
MENTAL OFFICES ALL RECORDS HAVING COURRENT RESEARCH .
VALUE, DFSTROY MATERIAL HAVING NO FURTHER VAIUE, FRO+ .
mmmnmnwmmm?om. :

B, RECOMEIDATION: TRARSFER TO STATE RECCRD OENTER THE RECe
@ CRDS VHICH MAVE NO CURREET RESEARCH VALUE BUT WHICK
WILL BE USSYUL WHEN FUIVRR RESEARGH JROVECTS ABR WEDEHe | .

TAKEN,

7 .| ACCOUNTING RECORDS ;

Sizaes 8}® x Wi®

Datess 1937 = =

Quantity: 12 evbis foet

File Arrangements Chronologioal
Anmual Accummlations 1 cubdis foot
DPisposable Amounte o eubis faod
Audit: State

This item includes all standerd acccunting forns used Ly State agea-
oics as supporting data to the final book of entyy, the Genoral

- Lodger. The f£inal book of extry is to be retained permanently.
Specifically, these suwporting records are: .. A1 —
. AACPRDVIED By g

Conptroller of the Trassury . BCARD CF punl.xé "WORI!

P

APPROVED
HALL OF RECORDS Commission

-~
e

Tha

o) .+ Vemorandum of AdJustmont : |
5 P-1-8 , -+ Distribution of Charges » t
o E-1 and B=d Transmittel ' N Nt~
DD-1 - ertificate of Deposit and Bank'Deposit Slp | ¢ i oo

Re2 (formurly Hi=2) Monthly Report ef Statd Funds Collocted and — 2R
. Deposited . N
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, AM WRAM 1A , N \ SCHEDULE 3531
T (1]-1-89) QUEST FOR RECORDS RETENTION +£DULE . NO.
Hall of Records (Continuation Sheet) PAGE
Commission NO. Q.
4 5. Description of Records 6. Recommendation
Item Describe records accurately. Include title, form number, size of documents, of Hall of Records
N work or activity to which the records relate, inclusive dates, and quantity and Board of Publig
o. Show recommended retention period. Works.

Lo

wl

100-16

39~-A and M
CF-2 |
CFel

100/2h

27=A

CE=3

.

51

Ilel (Rﬂo) :

P.P. Inv. R101
aoyo Inv. R102
B.Ps Inv, 6

&
Bwdget Forms .

Yose 1 thrma 1’1
BB<40

{cubic or linear feet).

,n.qmn:wmunm'

ACCOURTING RECORDS FOR 1S1ICH
.E:oo""ms' RETENILON SCHEDULE

y wlnom(meomvl.vss). The agendy eopy of this payrell
r{mhhbonﬁiﬂfaﬂnmwnﬁnmma

Distridbution of mupmdod aul mmu
Balances
- Nonthly Statement of Balances -

Purchasing Bureau (Papaztaent of Buiget and Procurement)

Requisition for mua
Purchase Crder

- Quteaf«Schsdule Requisition for Supplies

Stores Requicition

- Sopy of Centract Avarded

Capital Fund Requisition for tqm
Actual Emergency and Repd.rl Bcpart
Copy of Cantract Auarded

Copy of Centract Averded

Delivery Invoice

Rotice of Award of Omtrm

Credit Nemorsnduam

Repart of Partial Delivery

Budpet Bureau {(Department of Eudget and Procurement) ‘

Formerly EB-1 god BB—é

. Budget Scheduls Amendeent Sheat

Report of Fixed Assets (annmal)

_Repart of Materials and Supplies (Anmmal) ‘- -
| Materials and Suppliss Fiysicel Inveatcry

{annual)

” ‘Budget Estimates Fissal Yo

"~ APPROVED
HALL OF RECORDS COMMISSION

Cthers VAN i"'{'*l OVICD 13
v ' Invoices BLARD ¢ . PUBLIC WO
Bank Deposit Slips | |
Bank Statemsnta
Bark Statemmts s CJIN 9 195p
Chook Stub Books g - '
Cancelad Chooks W
Petty Cash Books and Statessnts | e R re—

SCC’?ETA

*]  RECOMIEEDATIONs RETAIX FOR TRREB YIMRS (R URTIL AUDITED,

WHICHEVER IS LATER, AND THZA DESTROY,

RISPOSAL 113 BERX PROVIDD BY A QERZAL

-

e -
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/;u "HR-RM 1A ~ = SCHEDULSE 234
./ (te1-86) - JUEST FOR RECORDS RETENTION EDULE NO.
/. Hall of Records ] (Continuation Sheet) PAGE
Commission NO. 10,
6. Recommendation

ti f Record
5. Description of Records 8. Recommencatic

l 4. i i ber, size of documents

| ribe records accurately. Include title, form number, siz ,

l Item Bgls:ﬁ or activity to which the records rel'ate, Inclusive dates, and quantity and Board of Public
| ‘ No. (cubic or linear feet). Show recommended retention period. Works. .

, [\1ater, snd thon destroyed. (Cenaral Soheduls Ko. G-1, Item 1-4,
t " | approved by the Board of Public Worke, January 11, 1954).

o _ | PAYROLL JOURNAL « The agency ecopy is to bs reteined for three years

or until audited, whichever 4s later and thon destroyod. (Cencral ‘

Scheduls bo. c--zS Item 1-d, approved by the Board of Publie Works,
[ ]

Jenuary 11, 1954

PAYROLL EXCEPTIONS, ADDITICNS AND DiDUCTICR3 - The agendy eopy is
$0 be reteined for thrse yoars or wntil andited, whichaver is later,
and then destrayed. (Genaral Scheduls No. =2, Item 3-b, approved
by the Bowd of Public Works, Janwary 11, 195105.

PAY WARRANTS « The agency copy is to be retained for three yvars
or until audited, whichever is later, and then dostroyed. (Goneral
Schedule Ho. G=3, Item ), approved by the Boerd of Public Works,

May 10, 1954)e ;
b | x

~ CEIVING WARRARTS « The agency copy is t0 be retainod for thres
or until avdited, whichever is later, and then destroyed.
= | (General Schodule No. G«=l, Itenm 3, approved by the Board of Public
Werks, May 10, 195L).
Forn) is

. SIITTAL FORM E-1 or Bf (Comptyoller of the
%o retained for thres years o wntil audited, whichover is later
, then destroyed. (General So Noo U=5, Item 3, spproved by
< ¥ Board of Publio Works, May 10, 195h).
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This State-wids form of ths Commissioner of Porsormel is the authorie
sation for entering the employee's name on the payroll or for making
ey changos in the pay rate. It also shows all pay deductions.
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- leave applications |

Doctors® ocertificates . |
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Z to . COMSERVAYION EDUUATION DIVISION i
| 20, VORKING AND PROJECT FIIE |
l

Siges 683" x 11
Datess 15kl e =
Quantity: 1 draver (1.5 cubio fest) o
Filo Arrangemonts Alphabetical by nama of projecht l
Annual Accumulations % cubis foot (est.) 'i

Thia £1le contains reference and exhibit material used 4in organising,
plaming, and various congervation edusation programs
and projects. Ten major projeots are administered by the Divislons
the preparation of matarials to help teachers of conservations the
planning, preparation, and attendance at eadﬂbitai‘plnmﬂng with
sghool faculties for the use of areas as outside laboratarics; organe
ization of programs far visiting groups at Solomonsy consultant serw
vices (with D of Cduwation, garden olubs, youth groups,

oté.)) distribution of publicaticnss plamning and organisgticn of
summer workshop cowrsesy sscuring, evaluating, and aistributing cone
gasrvation literaturej coordinating congservation group activitiess
scheduling, plsuaning, end provision of tesching programs in vari
srmm', college shart-tomm, snd extension courses. '

RECOMERDATIONs RETAIN ANNUAL AXD QUARYEALY REPCRYS Pike
’ MNDNTLY. S
::ajs:smmmcs ‘ AR
. e sizer B3 x 11° BCARD CF
Datess 19L1 » = ' '
Qusntity:s 1 cubha oot i " JUN
File Arrangemsnt; Alphabetical Yy name or subject v
Annual Accumilations Less than § cubis foot !
This file contains correspondsnce received from or : ted V0~
individaals, othor State agencies, oocnservation organizations,

30 inocluded in the file are ¢ smual reports and coples
iquarterly reports on the status of individual projects adminise
: by the Division. 41l material in the file, with the exception
f *thess reports, may be considered non-record material in sscordmcs

th the provisions of tho statute non=record material
1, Sco. 179, Annotatod Code of Maryland, 1957 Bd,) and may be
4 at the discretion of the divislons

recomendation beldw appliss only to the reports.
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ol ‘superintendants, foundaticns, Fedaral agencies, companies,
groups interested in conservation education. Ths correspondence
concerned with routine requests, appointmsnts, scheduling astivie

s arvanging for programs and olasses, organiging exhibits, eto.

e

RECOMTINDATION: RETAIN FCR THRES YRARS ARD THEN DESTROY.




