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VoAGE
| NO.

1.

1 Requesting Agency
@ covrraL LiceENsIG OFFICE

2. Division or Bureau of Requesting Agency

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

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

Establish retention schedule for re-
cords for which there 1s o continuing
occumulation. The records will cease to
have value to warrant their retention after

Microfilm  and  destroy  originals.
Oniginals if not microfilmed would be
retained for the period of time indicated.

the period of time indicated.

4,
Item

No.

Describe records accurately.

(cubic or linear feet)

5. Description of Records

Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
Show recommended retention period.

6 Recommendation
of Hall of Records
and Board of Public
Works.

Assembly of 1951. The Office provides

of Practical Plumbing. The records of

administration records.

1, | CLERK'S OENERAL FIIE

Size: B83* x 11*
Datess 1951 - -
Quantitys
File Arrangement:

Amual Accumilation:
Disposable Amounts
Auwdit: State

3 cubie

CENTRAL LICENSING OFFICE
Tha Central Licensing Office was established by the General

for the Board of Barber Examiners, Board of Examining Engineers,
Board of Examiners of Motion Picture Machine Operators, Board of
Elasctrical Exeminers and Supervisors, snd Board of Commissioners

listed and described apart from the records of the other boards.
Accounting records for all beards, however, are listed with gensral

Lk drawers (6 cubic feet)

Separate files for each Board, alpha-
betical within each

1 cublc foot (estimated)

The Clerk of the Central Licensing Office maintains a General File
in which the records of the various Boards are separately filed.
Records which relate to the general administration of ths Central
Licensing Office itself are also held in the General Fils separate
from the records of the individual boards. In general, tha records

space and clerical services

an individual board are

APPROVLDO
HALL OF RECORDS COMLUSSION

feet (estimated)

\

7. Agency, Division or
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Date

Schedule Authorized as Indated in Col 6 by Hall of

‘ecords Commission. ‘
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Date Archivist

! busposol Authorized as Indicated in Col. 6 by Board of
Public Works.
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*  Commission NO. 2.
4 5. Description of Records : 6. Recommendation
tem Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘4 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.

of the individual boards consist of applicantst or reglstrants?

application forms which require future actionjy general correspon-
dencej accounting records (Item 2)3 correspondence with applicants
or registrants concerning notifications of examination, requests
for information, license renewals, complaints, etec.j; and correspan-
dence with State agencies on matters relating to the administration
of functions performed exclusively by each board.

Records which relate to the general administration of the Licensing
Office consist of correspondence with State agencies concerning
budgeting, accounting, persomnel policies, prospective legislation,
or other matters of general interest to all the boards.

A. RECOMMENDATION: - RETAIN PERMANENTLY CORRESPONDENCE WHICH ESTAB
‘ CENTRAL OFFICE OR BOARD POLICIES AND PROCEDURES.

B. RECOMMENDATION: RETAIN ALL OTHER .HAT@.IAL FOR THREE YEARS OR UNTIL
_ AUDITED, WHICHEVER IS LATER, AND THEN DESTROY.

2, ACCOUNTING RECORDS

‘ Sizes 83" x 1y
Datess 1951 - -
Quantity: 6 cubic feet (estimated)
File Arrangemsnt: By :Zpﬁ of record and chronological
‘ the
Annual Accumlation: 2 cubic feet (estimated)
Disposable Amount: 3 cubic foet (estimated)
Audit: State

APPROVED
HALL OF RECORDS COMMISSION

This item includes all standard accounting forms used by State
agencies as supporting data to the final books of entry. Ths
accounting records of all boards administered by the Central Iicens-
" ing Office are considered to be part of this item. .The final books
of entry for each board (Cash Receipt and Cash Disbursement Journals

and the License Office General Ledger are to be retainad permanent
Specifically, these supporting records are:

Comptroller of the Treasury AR B R

. @ T
Form No. . P AN ER D AT &0
, Momorandum of Adjustment - TR EIEME ;
E~1-8 Distribution of chargen i : .
E-1 and E-} Transmittal '
DD-1 Certificate of Dopoait and Bank Depogit Slip '
‘ R-2 (formerly MR-2) Monthly Report of State Funds . Collected and | " L -
' Deposited : N
. Distribution of Unexpended and Odbligated
Balances

Monthly Statemsnt of Balances
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Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

6. Recommendation
of Hall of Records
and Board of Public

5. Description of Records

3.

(cubic or linear feet). Show recommended retention period. Works.
Purchasing Bureau (Department of Budget and Procurement)
1-A Requisition for Supplies
L7-A Purchase Order
100-16 Out~of~Schedule Raquisition for Supplies
39-A and 40-A Stores Requisition
CF-2 Copy of Contract Awarded .
CP-1 Capital Fund Requisition for Equipment
100/2l Actual Emergency and Repairs Report
27~-A Copy of Contract Awvarded
CF-3 Copy of Contract Awarded
Delivery Invoice
26-A Notice of Award of Contract
52 Credit Memorandum =
51 Report of Partial Delivery ?,
w)
Budget Bureau (Departmsnt of Budget and Procurement) - =
=
BB-1 (Rev.) Formerly BB-1 and BB-2 W
Budget Scheduls Amendment Sheet = s
B.P. Inv. R101 Report of Fixed Assets (annual) © A
. B.P. Inv. R102 Report of Materials and Supplies (annual) 2‘_ S
B.P. Inv, 6 Matorials and Supplies Physical Inventory o o
(annual) : < =
Budget Form g
Nos. 1 thru 11 Budget Estimates Fiscal Year — . -
BB-=40 Request for Position Action ST AR
. LT for o
Others . L T

RECOMHENDATION: RETAIN FOR THRIE YEARS OR UNTIL AUDITRD, WHICHEVER
IS LATER, AND THEN DESTROY.

ACCOUNTING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A GERERAL
RECCEDS REIENTION SCHEDULE.

Vendors Invoices ]
Bank Deposit Slips . -
Bank Deposit Receipts .

v s o DO S T

Schedule No, G=2
January 11, 195k

PAYROLL (Prior to July 1, 1953).
form i3 to be retained for five years or until audited, whichever

is later, and then destroyed.
approved by the Board of Publie Works, January 11, 1954).

PAYROLL JOURRAL - The agency copy is to bs retainsd for three years

or until audited, whichever is later and then destroyed.
S Item 1-d, approved by the Board of Public Works,

The agency copy of this payroll
(Genaral Schedule No. G=1, Item 1-d,

(General
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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.

L.

5

6.

PAYROLL, EXCEPTIONS, ADDITIONS ARD 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, 195k).

PAY WARRANTS - The agency‘ copy 1s to be retained for three years
or until audited, whichever is later, and then destroyed. (General
Schedule No. G-3, Item 3, approved by the Board of Public Works,

May 10, 195L).

RECEIVING WARRANTS - The agency copy i3 to be retained for three
years or until audited, whichever is later, and then destroyed.
(General Schedule No. G-5, Item 3, approved by the Board of Publie
Works, May 10, 195h4).

TRANSMITTAL FORM E-1 or E-} (Comptroller of the Treasury Form) 1s
t0 be retained for three years or until audited, whichever is later
and then destroyed. (General Schedule No. G=5, Item 3, approved
by the Board of Public Works, May 10, 195k).

MASTER AUTHORIZATION

This State-wide form of the Commissioner of Persomnsl is the author-<
ization for entering the employee'a nama on the payroll or for mak-
ing any changes in the pay rate. It also shows all pay deductions.

RECOMMENDATIONs RETAIN WHILE EMPLOYED AND FOR THREE YEARS AFTER
DATE OF SEPARATION, OR UNTIL AUDITED, WHICHEVER
IS LATFR, AND THEN DESTROY.

LEAVE REBORDS
This file includes the following recorda:

leave record card - Form SEC 128-A, a standard Statewids
form, prepared anmually for each employee

Leave applications

Doctors' certificates

RECOMMERDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS IATER, AND THEN DESTROY.

BOARD OF BAHRBER EXAMINERS
MINUTES

. Size: B8i x N -
. Dates: 1957 - -
- Quantity: 1 notebock

File Arrangement: Chronological

APPROVED
HALL OF RECORDS COMMISSION

L]

N
Ppr=———————— .

— - ————

N




TS

SCHEDULE | asa

Item
o
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(11-1-86) RE” SST FOR RECORDS RETENTION SCF ULE No.
Hall of Records \ (Continuation Sheet) PAGE
Commission NO. S.
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

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

work or activity to which the records relate, inclusive dates, and quantity |
Works.

7.

The Minutes of the Board are recorded and maintained by thse Clerk

of the Central Licensing Office. For each monthly meeting a single
sheet 1s prepered showing the names of Board members present, poli-
cies and procedures formulated, actions taken by the Board on appli-
cants and registrants, and authorizaticns for ths expenditure of

funds,
RECOMMENDATIONs RETAIN PERMANERTLY,

REQISTRATION FILE

Sizes 83" x 11 .

Datess 1957 = =

Quantity: 8 drawers (]5 cubic feet)

File Arrangement: Numerical by registration nuber

Annual Accumilations 13 cubic feet

This file contains recards of individual barbers received and filed
by the Board on or after the general re-registration of barbers
which took place in Juns, 1957. According to Article L3, Section

316 of the Amnotated Code of Maryland, 1957 Edition, barbers were
required to file the necessary affidavit snd other information with

the Secretary of the Board within three mcnths after June 1, 1957.
Specifically, this file contains all the records relating to the .

re-registration.

These ares

Application form (Application and Registration for Appren-
tice, Master, and Renewal Licemnses)

Certifications of prior experience

Examination papar
Copies of letters sent (form and typed)

Copies of out-going notices .
Certificates of registration (retwrned by registrant)

Ammual renewal forms, filed separately in the License Renswal Filse,
are described in Item 8., The recommendation below applies anly to
records filed in the Registration Flle,

RECOMMENDATION:
FORMS AND CERTIFICATIONS OF PRIOR EXPERIENCE.
RECOMMENDATION: RETAIN ALL OTHER MATERIAL IN DEPARTMENTAL OFFICES -

B.
FOR ONE YEAR. THER TRAKSFER TO RECORD CENTER FOR
AN ADDITIONAL TWO YEARS AMD THEW DESTROY.
}
‘ 8. | REGISTRATION BOOK -
- : J.u

Size: 15" x 13" x
Dates: 1957 - -

RETAIN PERMARENTLY REGISTRANTS' INITIAL APPLICATION

APPROVED
HALL OF RECORDS COMRIISSION

File Arrangement: Alphabetical by name of registrant .

il

———
-

e i et & A
e g A o
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4 5. Description of Records 6. Recommendation

om 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 quontlty and Board of Public

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

Pursuant to the provisions of a law enacted in 1957 (Article L3,

Section 317, Annotated Code of Maryland, 1957 Edition), the Board
is required to maintain a 1list of ths names and places of business
of all persons to whom certificates are granted. This information
43 entered in the master barber Reglstration Boock which shows ths

rogistration number, the registrant's name, address, and the city
in which the place of business is located.

RECOMMENDATION: RETAIN PERMANENTLY.
*9e | LICENSE RENEWAL FIIE

Size: 83" x ¢

Dates: 1958 = -

Quantity: 1 drawer (2 cubic foot)

File Arrangemsnt: Numerical by certificate number

This file contains the forms (Application for Registration for
Apprentice, Master and Renewal licenses) submitted by barbers
vho are applylng for an annual license renswal. The use of th'.!.a

forn has been discontinued and: in ths future a amaller renswal
form will be substitu" ‘

i

RECOMMENDAT IONs REI‘AIN FOR THREE YEARS OR UNI‘IL AUDITED, W‘{ICHEVEB
IS LATFR, AND THEN DESTROI.

10, APPLICATIOH FOR EXAMINATION FILE ;

Size: 83" x Wy
Dates: 19h9
- Quantitys 1 drawer, 3 tranafiles (8 cuble feet)

File Arrangement: Numerical by order number
Disposabls Amount: 8 cubic feet

APPROVED
HALL OF RECORDS COMIIISSION

This file contains for each applicant:

Application for examination
Application for certificate of qualificaticn

Grade shaets for both written end practical exams
Written examinations

Currently accummlating records concerned with ths applicaticn,

examination, and licensing of barbers ere filed 1n the Barberat
Registration File (Item 7).

v e wn f e

RECOMMENDATION: DESTROY ACCUMJIATION,
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Commission NO. 7.

5. Description of Records

P
em
0.

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

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

6. Recommendation
of Hall of Records
and Board of Public
Works.

1,

12,

CORRESPONDERCE

Siges 83" x 1»
Dates: 1957 = =
., Quentitys 1/3 drawer (% cubic foot) . - -
Filo Arrangement: Alphabetical by surname of correspon-
dent

This is the Board!s general correspondence file. The majority of
the correspondence is with individual barbers and concerns requests
for information, transmttal of licenses and renswal certificates,
or other routine matters of concern to individual reglstrants.
Other correspondence in the file is with State agencles--e.g., with
the Attorney Gemeral on xatters requiring informal opinions. Records
on wvhich action is pending are also filed--e.g. application forms
of applicants who failed to appear.

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

;

BOARD OF EXAMINERS OF MOTION PICTURE
MACHINE OPERATORS

Sizes 12@ x 9", 87 x 1OM -
Dates: 1910 = -

Quantity: 14 volumes (% cubic foot)
File Arrangement: Chrovoiogical

The Minutes contain entries for each weekly meeting, Thess entries
show Board actions on spplications or incoming correspondence and
1ist the names of registrants who rerswed their licenses,

RECOMMENDATION; RETAIN PRRMARENTLY. TRANSFERE TO THE HALL OF—
RECORDS ALL MINUTES THROUGH 1948, . .- . . . -

REGISTRATION FIIE LoL e

Sizes 817 x 1

Datess 1910 = -

Quantity: 1 cubic foot

File Arrangement: Chremological

This file contains registrantst initiel application for license =
foarms (Applicaticns for License to Opesrate Moving Picture Projection
Apparatus). Each form shows the date of the application, ths
applicant's name, address, length of previous expsrience, names
and addresmses of former places of employment, place of birth, date
of birth, signature of operator undsr whom the applicant worked,

R

APPROVED
HALL OF RECORDS COMRMISSION
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PAGE
NO. 80

4.

o
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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 relote inclusive dctes, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

A.

the applicant's notarized signature, a physical descripticn of the
applicant, and the eriginal or renewal license numbers and thelr
respective dates of issuance.

RECOMMENDATION: RETAIN PERMANENTLY. ~

LICENCSE RENEWAL FIIE

Size: 3% x 5%.

Dates: 1955 --

Quantity: 4§ cubie foot

File Arrangements By year and numerical therein

Audit: State
This file contains license renewal cards (4pplicaiion Blank for
Renswal of Licensa) which are submitted by the applicant alomg with
his renewal fes. Each card shows the registrztion number, the date,
the applicant's nams, address, the name of the thsater and its
address.

RECOMMENDATION: REYAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY.
' PR I

ENGINEERS

. e
- ..\ 4.) ol

REGISTRATION FIIB

AT - Y e AT T Y
L«

Size: 83" x 14 (folded to 3% ¢ 9v)

Datess 1543 = -

Quantity: 3 document drawers (1 cubie foot) '
File Arrangemants Alphabetical by surname of regiatrant.

The Reglstration File contains a license application form £or each
registrant (Application for Engineerts License). Each form shows
the date of the spplication, a summary of the registrant?s personal
and work histoary, a recozmsndation and appraisal of the registrsat
by an engineer and an employse, and the signatures of the registrant,
the englineer, and the employse. The application forms for rejected
applicants are retained separately pending furthsr action by the
Board.

RECOMMENDATION: HuTAIN REGLSTRANT¢S INITIAL LICENSE APPLICATION
UNT1L DEATH OB RETIREMENT AND FOR FIVE YEARS THERE-
AFTER AND THEN DESTROY.

RECOMHENDATION: RETAIN LICENSE AFPLICATION OF REJECTED APPLICANTS
' FOR THREE YEARS AFTER DATE OF IAST EXAMINATION AND
: THEN DESTROY.

[ VPR R S . .

. e s e

APPROVED
BALL OF RECORDS COMMISSION

-
¢
L

.
[y
<
<

e ¢ e s e =~ =

[ S
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PAGE
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4,

o
O.

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 hnear feet). Show recommended retention period.

NO.

6. Recommendation
of Hall of Records
and Board of Public
Works,

15,

17.

EEY CARD FIIE

Sizes 5" x 8n

Dates: 1923 = -

Quantitys 16 card drawers (4 cubic feet)

File Arrangements By grads or iype of license and

alphabetical by surnams of reglstrant
within each

The Key Card File is the Beard's record of the license renewal
status of individual registrants, Specifically, each card shows
the individusl's name, address, certificate number {different
mmber for each year), grads of license, the issue number, and tha
registration date. Some cards have on them & reference to the
stub number and license book from which the license was lsmsusds

RECOMMEWDATION: RETAIN PERMANENTIY.

SIUBS OF CERTIFICATES ISSUED

Size: T x 8"
Dates: 1950 = =

Quantitys Books, 16 linear feet (six cubic feet)
File Arrangement: Numerical by certificate number
Amunal Accumiiation: Iess than 1 cubic foobl
Disposable Amount: L cubie feet (estimated)
Audit: State

T he Board annually issues certificates to all registered engineers,
Stuba of eertificates are retained by ths Board in books from

which the certlficetes are removed when issued. Each gtub shows
the certificate number, the grade, the issue, number, date, regis-

trant's address, registrantts color and age, and the dats of expira-
tion of the certificate,

Y

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTII AUDITED WHICHEVER
IS LATER, AND THEN DESTROY.

REJECTED APPLICANTS FILE

P ~

Size: 9 x 3® ;

Dates: 1942 - =

Quantity: 2 docmment drawers (1 cubic foot)

Fils Arrangement: Alphabetical by surname of registrant
Amual Accummlation: 3 cubic foot (estimated)..—.._ .- —

This fil.a. contains registraticn applicatioms of rejected applicants.

RECOMMENDATION: RETAIN FOR THREE YEARS AFTER DATE OF REJECTION AND
THEN DESTROY.

APPROVED
HALL OF RECORDS COMAIISSION
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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 quonnty
{cubic or linear feet). Show recommended retentlon period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

19.

21. [REGISTRATION FILE

CORRESPONDENCE
Sizes 83" x 11®
Dateas 1951 - -

Quantitys 3 drawer (1 cubie foot)
File Arrangement: Alphabetical by name or subject

This file contains correspondence with applicants and registrants

and to a lesser extent with other State agencies. Accounting
records are also contained in the file but are not covered by the
recommendation for this item. Accownting records for the Board
t(u'e inc]).uded with the records of the Central Licensing Office
Item 2).

REGOW!ENDATIOH: REI‘AIH FOR THREE YEARS AND THER DESTRUI

BOARD OF COMMISSIONERS OF PRACTICAL PLUMBING
MINUTES -

Size: 10" x 8%, 83 x 11

Dates:; 1886 - -

Quantity:s 7 volumes, 7 notebooka

File Arrangement: Chronological
The Minutes are a record of the Board!s actions, both routine
and policy-making. Ilsts of applicantas' or registrants! names are
recorded, together with notations of Board action on them, The
Minutes are not complete since the beginning of the Board in 1886,
but are available for the following dates: 1886-1892 (Minutes of

the Office of the Commissioner of Health, City of Baltimore); 1939 =
19425 and 1947 - -.

RECOMMENDATION: RETAIN PERMARENTLY: TRARSFER TO THE HALL OF- REGORDS

ALL MINUTES mnomn 1951.

-

Size: 824% x 1® ,
Dates: 1951 --

Quantity: L3 drawers and 2 tranafiles (12 cubic feat)
File Arrangement: Separate files for master and Journoy=-

menj alphabetical within each
Anmial Accurmilation: less than 1 cublc foot -

Disposab]a Amounts 2 oubic feet (estimated)

This f£ile contains ths initial a.pplicatﬁ.on forms of master and
Jowrneymsn plumbers, together with other records which gupport the

lications, The records in the master plumber f£ils are: Applica-
for Exaxdnation as a Master Plumber, and examinaticn papers.

~rh

. ——— e —

'HALL OF RECORDS COWIiSSION
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4 5. Description of Records

o
0.

Describe .records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dctes and quantity
{cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

A,

B,

22.

23.

received, and an explanation of the reason for the issus of the
license (new, renew, delinquent, ete.).

RECOMMENDATION:

The records in the journsymen file ares Application for Examination
as a Journgyman Plumber, obligation form, letters or other records
certifying to jowrneyman's experience, and examination papers, Rec-
ords of rejected applicants are filed separately.

RECOMMENDATIONs REGISTRANTS! RECORDS, 1955 and LATER: RETAIN

REGISTRANTS! INITIAL LICENSE APPLICATIONS UNTIL

DEATH OR RETIREMENT AND FOR FIVE YEARS THEREAFIER,
‘ AND THEN DESTROY.

REGISTRARTS!' RECORDS FRIOR TO 19553 TRANSFER TO
STATE RECORD CENTER,

RECOMMENDAT ION: RETAIN THE hEDORDS OF REJECTED APPLICANTS FOR THREB
-+ YEARS AFTER DATE OF REJECTION AND THEN DESTROY.

KEY CARD FIIE

Sizer 9" x 5®

Dates: 1916 « -

Quantitys 22 card drawers (10 cubic feet)

File Arrangement: Separate journeymen and master files -

geographical within each
Disposable Amomt: 1 cubic foot

The Key Card File i.s maintai.ned by the Board as a recard of the
license status of individual Journeymen and master plumbers. BREach

card shows the name, address, respective dates of license 4ssus,

the nvvber of the license issued each year, and uhether the issus
is initial or renswal,

;-—.~--L- -—- 4

RECOMMENDATIONs RETAIN mmmu. . :

=1

LICENSE RENEWAL APPLICATION FIIR ;

Sizes 3" x 9% . e

Datess 1954 ~ -

Quantitys 6 drawers (13 cubic feet)

File Arrangement: Separate files for journsymen and
master - By year and numerigal by.-. —
license number therein

Anmual Accumulation: 2 drawers (3 cubic foot)
Audit: Stats

This file contains renswal applications for both journeymen and
master plumber licenses. The master and jowrneymen form carries
essentially ths sams information--ths applicant's name, addresa,
the license number, date of issus, the license year, the amount

RETAIN FOR THREE YEARS OR URTIL AUDITED, WHICHEVER
IS IATER, AND THEN DESTROY.

APPROVED
HALL OF RECORDS COMMISSION

-
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tem
o.

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.

24;.| CORRRSPONDENCE

Sizes 83" x 11®

Datass 1947 -~ =

Quantity: 1 drawer (13 cubic feet)

File Arrangemant: Alphabetical by nams

Disposable Amount: 1 cubic foot

This file contains Board correspondence with applicants and regls-
trants. The subjeot matter of the correspondence is routine--e.g.

requests for general information or Mmation on licensing proce~-
dures.

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

BOARD OF EIECTRICAL EXAMINERS AND SUPERVISORS

25.| REGISTRATION FILE®

A,

B.

Size: 83" x 1h" (envelopes)

Dates: 1935

Quantity: Registrants, 3 drawersj fellures, 1% drawers
~ {total 9 cubdc feet)

Fils Arrangements Alphabetical by surname of registrant

Anmual Accumulations Less than § cubic foot

The Registration File contains the records of persons registered
with the Board as master and maintenance electricians. Certain
information is recorded on the envelops holding the records of
each registrant--namesly, the registrant's name, the address, and

a record of examinations showing ths dates of examination, whether
passed or failed, whether a license was i1ssued, etc. . The records
filed in each reglstrantts envelops consist of the application form
and examination papars. Applications and examinations of persons

who have failed the examination are filed separately pending futurs
action by the Board.

RECOMMENDATIONs RETAIN PERMANENTLY REGISTRANT*S INITIAL APPLICATION

FOR LICENSE FORM.

RECOMMENDATION: RETAIN LICENSE APPLICATIONS OF REJECTED APPLICANTS

FOR THREE YEARS AFTER DATE OF REJECTICN AND THEN
DESTROY.

-~

APP .U .
HALL OF RECORDS COMMISSION




FORMY HR-RM 1A

. SCHEDULE 3 o3 »
(11-1.86) REC “ST FOR RECORDS RETENTION SCH\’ ILE NO.
Holl of Records ' (Continuation Sheet) PAGE
Commission N NO. 130

¢

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.

26.

27.

28.

STUBS OF LICENSES ISSUED .
Datess 1954 « - |
Quantity: cubde foot
Audits State .

This file contains s tubs of certificates issued by the Board to
master and maintenance ele¢tricians,

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS IATER, AND THEN DESTROY,

APPLICATION FOR EXAMINATION FIIE

Size: 832 x 11®

Datess 1957 - -

Quantity: 1 cubic foot

File Arrangement: Alphabetical by name
Annual Accumilation: Iess than 1 cubie foot

Persons desiring to take an examination to qualify them as main-
tenance electricians apply to the Board on a form supplied them

Examination). The form shows baaic information on the applicant's
personal and work history, the resulis of the examination, the date
on which the applicant was accepted or rsjected, and information on
the firm or corporation represented by the applicant.

RECOMMENDATIONs RETAIN FOR THREE YEARS ARD THEN DESTROY.

MASTER EIECTRICIANS' BOND FIIR

Sige: 3" x 9
Datess 1955 = -
Quantity: 2 cubic feot '
File Arrangement: By
Ammual Accurmlations

ar
fcubic foot (estimated)
Disposable Amount:

% cubic foot

Master electricians are required to fils anmially with the Board a

performance bond. Ths bond is filed on a printed form provided by
the Board,

. em— e
[ e
t

RECOMMENDATION: REIAINF’OHTHREEYMRSABDMDMO!.‘_"‘ B

,I‘
¥ N

{

»
1
H

for that purpose (Application for a Maintenance Electricians Iicense

APPROVED
HALL OF RECORDS COMMISSION




FORM HR-RM 1A
(11-1-886)

Moll of Records
Commission

RE’

EST FOR RECORDS RETENTION SCI

(Continuation Sheet)

SCHEI?UI.E
ULE No. 296
PAGE
Nno. 1k

4,
b4

(cubic or linear feet)

Describe records accurately.

5. Description of Records

Include title, form number, size of documents,
. work or activity to which the records relate inclusive dotes, and quontnty

6. Recommendation
of Hall of Records

and Board of Public
Show recommended retention period. Works.
29. |VOIDED LICENSES
. Sizet 10® x 12¢
Datess 1946 «
Quantity: 1 cuble foot
File Arrangements By year
This file consists of Master electrician licenses which have been
voided by the Board.
RECOMMENDATION: RETAIN FOR THREE YEARS ARD THEN DESTROY.
30, [CORRESPCNDERCE -
. D
Size: 8i% x 11" =
Dates: 1917 =~ =, 1957 = = 2
Quantity: 1% cubic foot o =
File Arrangement: Alphabetical by individual's surname =
[
This file maintained since 1957 contains Board correspondence with Z 2
applicants or reglstrants, The correspondence file which has been e o=
maintained since 1917 contains earlier correspondence with appli- o S
cants or registrants and a small quantity of correspondence with a
other State agencleg~-e.g. the Attorney General's Office. Corres- < .,
pondence relating to general administration is filed in the Clerk's o
Genaral File (Item 1). —
=
A. |RECOMMENDATION: REFAIN PERMANENTLY CORRESPONDENCE WITE ATTCRNEY =
GENERAL.
B. |RECOMMENDATION: RETAIN ALL OTHER MATERIAYL FOR THREE YEARS AND THEN
DESTROY.
— - o




