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Hall of Rocords Yo submitied to-the-Records Mcrogemem Division
Commission - Hall of Records Commission 1 b l"‘%G
1. Requesting Agency 2. Division or Bureau of Requesting Agency
SIATE BOAHD OF AGRICULIURE LIVESTOCK SANITARY. SERVICE « BAITINIRE OFFICB
3. Authorization Requested (Check only one of the squares below). - ) :
A B C
Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals.
additional accumulation is  antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time Indicated.
to warrant retention. have value to warrant their retention after
the period of time indicated.
4 5. Description of Records 6. Recommendation
Item Describe records accurately. Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relate, inclusive. dates, and quantity and Board of Public
’ (cubic or linear feet). Show recommended retention period. Works.
1. | MINUTES )
Sise: 9" x 12* gnd 81" x 11" papers
Dates: 1912-1916
Quantity: 1 volume end loosa papers
File Arrangement: Clronological
Annual Accummilgtion: Discontinued
These are the minmites of “‘he livestock Board prior to the transfer

(1916) of its functions to the Livestock Sanitary Sorvice of the
State Board of Agriculture (Board of Regents of the University of
Maryland). Information relating to the present sctivities bf the
Tivestock Sanitary Service is available in the Minutos of the Board
of Agricalture from 1917 to. date. -

The minutes of the Livestock Board {1912-1916) record ponch lml\
Board actions, particularly in thecettlmtdin&mi@o s

HECOMMENDATION: RETAIN PERHARENTLY. TRANSPER TO THE HALL OF RECORDS
ALL MINUTES OF THE LIVESTOCK BOARD (1912-1916).
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7. Agency, Divisign or Bureau Representative
M Vst g
\Dme

Signature Title
hedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
Records Commission. Public Works.
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: (Continuation Sheet) PAGE
NO. !o
5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relate, inclusive dotes and quantity and Board of Public
) (cubic or linear feet). Show recommended retention period. Works.

2. | agwmuL comesPonDENCY

sise: 083® x 11

Pates:t 1918 = -

Quantity: 3 dravers (hi cubis feet)

¥ilo Arrangemant: Alphadatical by subject ¢r type of record
annual scowmlaticn: fess than § eubie foot

Disposcbis Awemnt: 1 cubie foot (est.)

This fils contains eorrespondsncs with herd oumsrs, veterinsrians,
tha Oniversity of Naryland, the Buresn of Animal Industyy, cuteofe
State boards, and other orgsrdsaticus werking in socperation with
the Livestock Sanitsry Servica. The fils relstes to such mattare
as the platement of perscanel, crgenisaticn of £ield laboratories,
with U.5.D.A., Fogulatiens, periodic ecoreditation
of regional areas throughout the Btate, cattle shipmant, fiseal ad-
winistration an? budgeting, disease sontrol, quarantines, and vicla-

regulations, correspondants
with the recards to which 1t relates, 1 eamcorned with indemity
claim cocurt cases. Haterisl other than correspondence incinded in
this £1ile consints of workoheets, eopiss of legielaticn proposed or
paased, typescrript regulsticns, and repurts from other statés and
the Fedarel gevernmant.

A.| RECOMMERDATION: RETAIN PERMANSRTIY ALL RECORDS WICH DOGCURIINT
BOARD POLICIES.

B.| BECOMMENDATI(ONs RETAIN ALL CTHER mmmmmsmm
I ”' L

5. | mmenosis yee puoms crmmovuzsts mmyostion vise) f;

Sise: 8% x 11* foldars ‘

Dates: 1954 - - : -
Quantity: Sh drawsre (61 cubie fest)

Fils Arrengesent: Whgunathnﬂm

Annusl Accumdation: 3 cuddc fest (est.) : / 2 2' Lc%

e
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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.

S.

veterinarian, Occasionelly, form ADE 6-208 (1-5k) Test Record for
Tuberculosis, togsther with carresponcence with the individusl herd
owner, is filed in each folder. .
RECOMMENDATION: RETAIN FOR THREE YRARS AND THEN DESTROY.

PRUCELIOSIS TRST RECORDS (BLOOD TEST REPORTS FUR BANG'S DISEASR).

size: Bi* x 11¢ folders

Dates: 1955 - -

Quantity: 59 drawers (89 cubic feet)

Fils Arrangemant: Alphabetical by name of herd ocuner
Amnual Accumalations 3 cuble fest (est.)

As part of the Livestock Sanitary Service's disease eradication
program, tests for brucellosis {(Bang's Diseass) are made ennually
on herds or individual snimals. Ths Livestock Sanmitary Service
mperat‘ﬂ in ths “ﬂting progran with the u.s.D.A.’ multml
Research Division, Animal Diseass Eradicaiion Division. The tesd
vecards are filed in foldsrs maintained for each herd cumer and
are held there on & current basis--i.s. g3 the latest tocat records
are filed, ths oldest test records sre remcved and destreyed. This
procedurs provides the departmont with tes! records covering at
all timos a three-year period. Specifically, each folder eontainss

ADE 4=334 (1-54) Test Revord for Brucellosis - listing
of all animals tested and ths resulis of tests
Repart of Vaccimation sgxinst Brucallosis - pre-
pared by veterinarian . .
" Requests fo* Agglutination Test for Brucellosis -
oopies from f£ield labs showing vesulis of tests
Correspandience with herd ownsr

If a herd is scld, the cumerts foldsr ip removed from this file and
is filed in the Bang's Disease-Tested Herds 2014 File (Item 8). The
reccemandation below applies only to the retords 4in the Brusellosis

Test Resord File.
RECOMMENDATIONs REIAIN FOR THREE YEARS AXD THER DESTROY.
HERD TES? RECORD GARD FIIX (HERD RECORD)
8lze: 83* x 10®, folded to 5" x 820
Dates: 1642 - =«
Quantity: 15 Eardex cabinete (5 eshic fest) Ll
File Arrangement: Alphabetical by county and slphabetical
therein by nxne of herd owmer

This file contains Kardex cards cevering herds which have bsen sub-
Jected to brucellosis and tuberculosis tests., On each card the
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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 dotes and qucmtlty
(cubic or linear feet). Show recommended retention period.

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

summary test results are posted, based on the test records which are
filed in the Brucellosis and Tuberculosis Test Record files (Items

3 and L4). For tuberculosis tests each card shows the test date, the
number passed, the number reacted, the number suspicious, the total -
tested, the method of testing, the name of the inspector, and remarks
(e.g. whether test is original or retest, whether or nct herd is
certified, etc.), For Bang's tests are shown the test date, the num-~
ber positive, the number suspicious, the number negative, the name of]
the person bleeding, where tested, and remarks such as a reference tg
the herd certification number. The current herd certiflcatlon status]
is shown by a marklng on the edge of the card,

RECOMMENDATION: RETAIN FOR THE LIFE OF THE HERD AND THEN DESTROY,
*°  PROVIDED THAT THE RECORD IS AT LEAST THREE YEARS
OLD.

BRUCELLOSIS TESTS - LESS THAN FIVE ANIMALS

Form Number: ADE L=334 (1-5L4)

Size: 8" x 6" filed in 83" x 11" folders -
Dates: 1957 - -

Quantity: 1% drawers (3 cubic feet)

File Arrangement: By year and alphabetical by county therein
Annual Accumulation: 13 cubic feet

This file consists of carbon copies of the United States Department
of Agriculture's form "Test Record for Brucellosis." For convenienc
such test records on herds of less than five animals are filed sep-
arately from the Brucellosis Test Record File (Item L) kept for
larger herds. The recommendation below applies only to brucellosis
tests on herds of less than five animals,

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

RESULTS OF TUBERCULIN TESTS (FEDERAL 22's)

Form No, ADE 6-22 (1-54)

Size: 3% x 9"

Dates: 1952 - -

Quantity: 1 cubic foot

File Arrangement: By year

Annual Accumulation: Less than 3 cubic foot
Disposable Amount: 3 cubic foot

This file consists of copies of United States Department of Agricul-
ture forms (Results of Tuberculin Tests) which serve to notify the
Livestock Sanitary Service of the tests conducted and their results.

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

)
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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.

9.

BANG'S DISRASE-TESTED HEADS SOLD GR DISPERSED

Size: 63* x 11

Dates: 1947 - -

Quantity: 2 dravers (3 cubic feet)

Fils Arrangemsut: Alphsdetical by sz of herd owner
aAnnnel Accumulation: less than § cubic foot

This file contains records to tested herds which have
beon s0l4 or disparsed. The folder on each herd holds whatever
records are created and filed in ths course of enfareing reguls-

tiona governing 4the sale or shipment of cattls. Specifiecslly,
thess records are:

Correspondence relating to hord eertificstion or individual)
snimal veecination
Herd test racords
Notificationn m‘iﬁa Lfrom U.8.D.4.
Reports of vaccination - original and carbon copdes
Hazd Test Record Card ~ yemoved from the Herd Test Record
card fils (Item 5)

RECGIMSNDATION: RETAIN FOR FIVE YEARS AFTER DATE CF SALE OR DIS-
PERSAL AND THEN DESTROY.

RUSNING RECORD OF PULLORUM TESTIRG (CHICKRN WORK)

Sise: 13" x 14 x 3¢

Dates: 1942 - «

Quantity: 2 ledgera (& cubde foot)
File Arrangemint: Chromological

. dvdit: GState

The Iivestock Sanitary Service conducts a pregren of testing ehick-
ens for pulloras infestion. The Runring Recoyd of Pullorum Testing
is g Tecord of thy Iunds received from the ownars of fiecks tested.
Entries shor the woarkshest musber, the smount due for testing, the
amomt paid, and the dste.

RECOMMERDATION: RETAIN FOR THREE YEARS, CR UNTIL AUDITED, WAiICHEVER
IS LATER, AND THEN DESIROY.

CLAIM FILE (BANOS) i

83 x 11v
Dates: 1937 -~ -

Tile Arrangament: By year end cironological -therein
Annua) Acoumulation: 2 oubic fest {(est.)
Dispesadles Amount: § cubic feet T

As part of

Quantity: 7 dravers (11 cubic fest) Z /

Cthlsck,
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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 dotes and quantity
(cubic or linear feet). Show recommended retention period.

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

Fedaral goveimment share ths costs incurred in slaughtering discased
snimals. This file eonteins informetion coples of reccrds, the
mmwmmmmmwcmupm Spacificelly,
thees records ares

Indomdty lists for the portien of the clain paid fyom State

Lfands
Pedorzl indemnity lists
Proceeds froem Animals Scld for Slanghter
indemity Claim for Catlls Slaughtered

émwnmmmmmcwmammm
control purposes only, thay are not subjsst to audit,

RECOMMENDATION: RETAIN FOR THREE YRARS AND THEN DRSTROY,
VACCIRATION RECORDS - 1ESS THAN FIVE ARIMALS

Sise: 3:-19;39' £iled in 8" x 11" folders

2 drawers (3 cubic feet)

Tile Argungement: a) by comty and by cumer with-
in each county

Avmmal Accwsulatiom: % cubic foot (est.)

This £ile conxists of comploted vaccination forme (ariginale smd
carbons) attesting to'the vaccinatien of animals in herds of less
than five, The forms sre signed by the veterinariaons who ssrry

out the work, vm.uwmmlwncubmmda
particular form is f£iled--dbud not both.

RECOMMERDATION: ERETAIN FOR THE IIFE OF THE HERD ARD THEN DESTROY,
ﬁvmmmmmnmmm

Sise: 64" x 11*

Dates: - -

Quantity: ZMISMM)
File Arrangoment:
Armual Acoumulations 1emm
The Livestock Ssnitary Servics certifies tc the health of animals
being shipped fyom Maryland to other staztes. This fils comtains
copios of health certificates prepered for all animals exazined and
shipped, The original certificate i3 forwarded to the consignee
and a ¢opy sccompanies the shipment. The reccmmendation below
applies only to the certificates retained in the Certificate Fils,

BRECOMNENDATIONs RETAIN FGR TEREZ YEARS AND THER DESTROY.

= L
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: 5. Description of Records
o a pescribe records accurately. Include title, form number, size of documents,
P tom 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.

2, INTIRSTATE SHIPMNT CERTIPICATE FILE (OUP-0F-SPATE)

Sizo: 8 x N

Datas: 1955 « «

GQuantity: 1} dravers (2 subic fest)

Fils Arrangsments By year and by state tharein
Aonual Acoumulation: less than 1 cubdo feod

This £ils containg bsalth cartificates for enimals of all types
shipped into Marylsnd from cut~of-State. The cortificatas origi-
mnmmmmmmummmd.

RECOMMENDATION:  RETAIN FOR THREE YEARS ARD THEN DRSYROY.
15.| LABORATORY REPORYS (ILISTS AND REPCRTS)
8ize: f3% x M¥
Datos: -
T Quantity: office: 2 drawers (3 enbic feet)
' storercom: 1 drawer (total, hj owdic feet)
File irrangssment: Chronslogieal and by type of report
" nnual Accusulations 1688 than 3 cubdo foob
This Sile emsiats of both detallsd and summary repcrts and liste
relating to the work done by the f£iald laboratoriss of the Iive-

stock Sanitary Service throughout the Gtats. The lists and rveporta
are congernmad with such setivitiss as milk ring tests, heards killed,

expense. Correspondance
occanicaally included with the vepcrts and lista.

RECOMMERDATION: RETAIN SWDURY REFCRIS AND LISTS PERMANENTIY.
RETATH ALL OTHER REPORIS FOR FIVE IRARS AWD THER

16. | ACOQUNTIRG RECCRDS

Sise: B83* x 11
Dates: 191 - -
Quantitys L9 volumes, § édrewers, miscsllansous Lundles

Aanmal Acoumlation: 2 oddic feet

Pispossdls Amount: 1k oubdo fest (est.)
Axxit: State :

This iten inclndes all standard accomiing forms weed by State

{total » 26 oubic fest
Fils Arrangements Br%dMMWMW,

agencisg as supperting data t0 the final becks of eniry, the Osnsral
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5. Description of Records
cribe records accurately. Include title, form number, size of documents,
Defk or activity to which the records relate, inclusive dates, and quantity
v(vgubic or linear feet). Show recommended retention period.

NO.

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

1edgars (1914=1935) and the Special Fund ledgers (1937 - - ). %The
permanent,

for purposes of control whils the primary

B.P. Inv. R101
B.P. lav. R102
B.P. Inv, 6

Budget Form

stook
2inal books of entry since 1935 are kept by ths University of Mary-
Jand, wvhare they are audited. Specifically, the suppoarting records
wiich are information copies only snd not sudbject ¢o audit are:
Comptroller of the Treasury
Form No.
Momorandun of Adjustmont
Pel-3 Distribution of Charges
B-1 and E-3 Transmittal

Certificate of Depomit and Bank Deposit Slip
mmn:::nasuumcmmm

Deposi
Distritution of Unaxpendsd and Gbligated
Balances
Fonthly Statement of Balances

Purchasing Sureau (Department of Budget and Procuremsnt)

1-4 Requisition for Supplies

L1-A Purchase Order

100-16 Out-of-Schadule Requisition for Supplies
35-A and 40-A Stares Requisitien

Copy of Contract Awarded

Capital Fund Requisition for Equipnent
Actual Emergency and Repairs Report -
Copy of Contract Awarded

Copy of Oontrast Awardsd

Delivery Invoice

Hotice of Award of Oontrast

Credit Memorandum

Report of Partial Delivery

Budget Schedulo Amendment Sheet

EB-1 (Rev.) Formerly EBel and BB~2

Report of Fixed Assets (annual)
Report of Materials and Supplies (snnual)
nzmngusmuumm

Budget Estimates Fiscal Year
Baquasat for Pesition Acticn

Buiget Bureau (Wﬁfﬂﬂzﬂtﬂd%(yé '/‘ﬂ/

Ees, 1 thm 11
BB=;0 _
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5. Description of Records 6. Recommendation
scribe records accurately. Include title, form number, size of documents, of Hall of Records
°rk or activity to which the records relate, inclusive dates, and quantity and Board of Public
Yeubic or linear feet). Show recommended retention period. Works.

Othars
Vendors' Invoices
Bank Deposit 8lips
Bank Deposit Receipts
Canceled Checks - indezmity, ete.
. Chask Stud Books
Bank Statemsats - -

/ :
RECOMMENDATION: RETAIN LEDGERS PERMANERTLY: TRANSFER LEDOGERS m/ %A%
THE PERIOD 1914-1951 to State Record Center. - - -

RECOMMENDATION: RETAIN CHICKEX WORK FIELD SHEETS FOR THREE TRARS
OR UNTIL AUDITED, WHMICHEVER IS LATER, AND THEN

RECOMMERDATION: RETAIN ALL OTHER RECORDS FOR THREE YEARS AND THENR
DESTROY, -

REGURDS

PAYROLL (Prior to July 1, 1953). The agemcy copy of this payrell
form 1s to be retained for five years or wntil audited, whichover
i3 later, snd then destroysd. (General Scheduls Fo. G-1, Itenm 1-4,
apprsved by the Board of Publie Works, January 11, 1554).

PAYROLL JOURNAL - The sgency sopy is to be retained for three ysars
or until avdited, whichever is later and than destroyed. (General
Scheduls No. 0-2, Iten 1-d, approved by the Board of Public Works,
January 11, 195113-

PAYROLL EXCEPTIORS, ADDITIONS AND DEDUCTIORS « The agenty copy is
to be retained for three years or until autited, whichever is later,
snd then destroyed. (Gemeral Schedule No. G2, Item 3=, approved
by the Board of Public Works, Jemuary 11, 195L).

PAY. VARRANTS « The agemty copy is to be retained for three years or
antil andited, whichever is later, snd then destroyed. (Gemeral
w&f"’ Item 3, approved by ths Board of Pudblis Works,

[} [

HECEIVING VARRANTS « The agency aopy is to be retained for three
yoars.cr matil aadited, wiichever is loter, and then deztroyed.
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5. Description of Records

escribe 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.

(Osneral Schedule Ro. G-hi, Item 3, approved by the Board of Public
vorks, May 10, 1954).

TRAKSNITTAL FORN E-1 or B} (Camptroller of the Treasury Form) is
to b retained for tiree years or mtil audited, whichewver is later
and then destroyed. (Oeneral Schedule Ko. 0-5, Iten 3, approwed
WNBMNP&NW,WM,W). .

MASTER AUTHORIZATION

This State-wide form of the Commiasioney of Persomnel 18 the suthori

sstion for entering the employod's nsme on the payroll or for making
sny changes in the pay rate. It also shows all pay deductions.

RECOMMERDATION: RETAYN WAILE EMPLOYED AHD FOR THRER YRARS AFTER
DATE OF SEPARATION, GR ONTIL AUDITED, WHICHEVER
18 LATER, AND THEN DESTHOY,

JIEAVE REOCRDS )
This £ils includes the following reccrds:

Lsave record card - Porm SEC 128-A, 8 stendard State-wide
form,; prepared amually for ssch swployes

iIsave applications ’

Dostors' cartificates

RECOMMEEDATION: RETAIN POR YHREZ YEARS OR UNTIL AUDITED, WHICHEVER
15 LATER, -AND THEN DESTROY.

v




