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PAGE
NO.

Requesting Agency

HALL OF RECORDS COMMISSION

2. Division or Bureau of Requesting Agency

RECORDS KAHAQEKENT D I 7 I S I 0 H

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 volue
to warrant retention.

B
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 and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
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.

1.

1.

B.

GENERAL CORRESPONDENCE

Sizex 8|« x 11»
Dates: 1$$k - *
Quantity t £ cubic foot
File Arrangement: Alphabetical by subject
Annual Accumulation t Less than | cable foot

The General Correspondence file contains correspondence with State
agencies and commercial organisations relating to general records
management natters. A snail portion of the file consists of corres-
pondence with records nanagenent personnel In other states request-
ing information regarding Maryland's records aanagenent program*
Categories of major importance, which include receipts and work-
paper8 as well as correspondence, are concerned with niorofilmlng
activities, record center planning, purchase clearances, legislation
and proposed bills, opinions of the Attorney General, records sched-
ule approval, and waste paper disposal. Correspondence with county,
State, and municipal agencies concerned with specific problem la
the creation, nanageaent, or destruction of records Is found in the
Correspondence File for County, State, and Municipal Agencies
(Item 2). The recommendation below applies only to the General
Correspondence File.

RECOMMENDATION! RETAIN PERHAKEHTLY OPINIONS OF THE ATTORNEY GENERAL
AM) RECORDS WHICH ESTABLISH PRECEDEHTS AHD POLICIES
XH RSCGBDS HAHAQSHEBT.

RECOHHEHDATIOHl RETAIN ALL OTHER MATERIAL FOB THREE TEARSJ TRANSFER
TO THE RECORD CEBTER FOR AH ADDITIONAL TWO TEARS,
AHD THEN DESTROY.

7. Agency, Division or Bureau Representative

yYvw^S-
Signature

Archivist & Records Administrator l/Q/l35>9
Title Date

.Schedule Authorized as Indicated in Col. 6 by Hal! of
I Records Commission.

1/9/1959 fyc_A a x A
Date Archivist

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

sL£eu-r£*,s i L sfabc/i_r.
Date Secretary A
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4.
Atem
WJo.

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.

A.

B.

3.

CCRRESPONDEBCB - COPHTY, gf ATE, AND MDNICIPAL AGENCIES

Sizes 8J* x 01"
Dates i 1951 - -
Quantity* 2| cable feet
File Arrangements Alphabetical by agency or county and

chronological therein
Annual Accumulations Lees than £ cubio foot

Correspondence with counties, State agencies, and municipalities
deals with specific problems in record creation, management, and
disposal* In addition to correspondence, each agency folder contain!
field trip reports which summarize Records Management Staff activi-
ties. Certain of this correspondence, in conjunction with schedule
control records, sets forth policies in regard to records. The
majority of the file, however, consists of routine correspondence
such as acknowledgments, letters of tranemittal, and requests for
appointments*

RECOMMENDATION* RETAIN PERHAHEWTLT CORRESPONDENCE WHICH SETS FORTH
POLIGT OR L3N0-RAHJE M&H/.3EHEBT PROCEDURES.

RECOHMEHDATIONj RETAIN ALL OTHER MATERIAL FOR THREE TEARS; TRANSFER
TO RECORD CENTER FOR AN ADDITIONAL TWO TEARS AND
THEN DESTROY.

RECORDS DISPOSAL CONTROL CARDS

Fora No.s HR-Rtt-3 (5-5-5U)
Size: £• x 8"
Dates: 1953 - -
Quantitys 2 drawers (1 cubic foot)
File Arrangement: Alphabetical by agency or county and

municipality, and by schedule and item
number thgryim

Annual Accumulation} Less than £ cubic foot

Agencies are required by law to report the destruction of records to
the Ball of Records Ccenraissicn. The reporting is accomplished on
Certificates of Records Disposal, information from vni£h is in turn
posted to disposal control cards covering individual records. Each
card shows the title of the record, the name of the agency, the
schedule and item number, the retention period, the approval date,
the rate of accumulation, and for all records disposed of--the date,
amount, and inclusive dates.

RBCOMHEHDATIOHs RETAIN PERMANENTLT.

^Cc^^eA^x^- ^cAccAcj/jk •
is ^
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4.

•

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.

k. MICROFILM WORKSHEETS

$.

Size i 8|" x 11*
Datees 191(0 - -
Quantity* 1 file drover
File Arrangenents Chronological
Disposable Amounts l£ cubic feet

This file la composed of miaeographed forms giving the date of
receipt and inspection, the county or Job, the type of record nlero-
flined, a description, the reel number, the date of filming and
retakes if any, and the date of delivery.

REGOMMEKDATXONt RETAIN FOR THREE TEARS AND THEN DESTROY. ..

RECORDS SCHEDULE CONTROL FILE

Form No. i HR-RM 1 and 1A
Siset 8§" x 11"
Datesi 1953 - -
Quantity* l| cubic feet
File Arrangement* Alphabetical by agency or county

therein by schedule maker
Annual Accuaulatie&s Less than § cubic foot -

CCLUL

The Records Management Division inventories records of State, county,
end iwwniMpfti agencies and schedules thiB for periodic disposal, per—
mmnT*ti retention, transfer to the archives, or ndLcrofilning and sub-
sequent disposal* The Records Schedule Control File oontains inform-
ation describing Individual records inventoried, statements explain-
ing the relationships of records to the creating offices, and reoom-
•endatlons concerned with the disposition of each type of record in-
ventoried* The reeooasndations, after approval by the Archivist and
the*Board of Public Works, become the agency's authority for the

Ion or disposition of the records which are to be controlled
the operation of the schedule.

LQ&LAJI

iispos

folders containing the schedules also include occasional eorres-
prior to 1553 concerned vita granting authority for records

A duplicate set of schedules, »wiŵ i-tn«H< by the Record Center is
considered non-record within the Meaning of the statute governing
non-record aaterlal (Article id, Section 179, Annotated Code of
—-yland, 1957 edition). Other copies are retained perasnenUy

the Board of Public Works and by each agency. The recGsnendati
applies only to the schedules retained in the Records Manage-

Dirisicn office.

ATION* RETAIN PERHAHEHTLT.
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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. Recommendotion
of Hall of Records
and Board of Public
Works.

6.

7.

8.

CERTIFICATES OF RECORDS DISPOSAL

Form No*: HR-RK 2
Sleet 8£« x 11"
Datesi 1953 - -
Quantity* 1 cubic foot
File Arrangamenti By agency and chronological therein
Awnflfli Accumulation* lass V^m i cubic Toot

State, county, and municipal agencies are required by law to file
tilth the Hall of Records Commission certificates of disposal cover-
ing the destruction of records* The certificate form shows the
name and division of the agency, a description of the records, the
schedule and item number, the inclusive dates of the records, the
volume disposed of, the date of disposal, the method of disposal,
the signature and title of the agency representative, and the date*
Information on quantities disposed of is posted to the Disposal Con-
trol Cards (Item 3)«

HECOHMEHDATIOHt RETAIN PHIMAMSNTK.

RECORD ANALYSIS SHEETS

Sizei 8§« x 11"
Dates! 1953 - -
Quantity! 3 cubic feet
File Arrangement: By agency
Annual Accumulation! 1 cubic foot (eat.)

Analysis sheets are the vorkpapers created in the course of records
inventories. They contain records examiners' notes on the physical
characteristics of records and any other information useful in the
preparation of records scheduled.

RECOMMENDATION: RETAIN FOR THREE TEARS AFTER COMPLETION OF 8TJRVET
AND T H M DESTROY. -

RECORD CESTBH

RECORD TRANSMTTTAL SHEETS

Sifcet 8|* x 11°
Datest 1958 - -
File Arrangement: Alphabetical by agency] ohi

by disposal date

c£uxA

This is the primary-Record Center control file. The form is prepare
in triplicate for each separate group of records received by the
Record Center. One copy serves as the agency's receipt and the re-
maining copies, filed separately in the Record Center, serve as a

tcftC
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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.

location control and as a disposal control* The f i l e maintained
for disposal control nay be considered non-record within the neanlng
of the statute governing non-record material (Article hX, Section
179, Annotated Code of Maryland, 1957 Edition)* The recommendation
below applies only to the location control f i le*

EECOHMENDATIONj RETAIN PERKAHEOTLT.

REFSU5KCB REQUEST MshOS Akfft hu ir t t t l f RKFEKKNCJS SUMMARY

Siset 8£" x 6«
Datesi JS$B - -
Quantity! 1 folder <
Fil© AvTfunffRWstA t Chronolog**^

The Record Center provides reference service whenever agency per*
soamel request records or information from stored f i l e s . Each
reference request nemo records information relat ing t o the reference
service provided* Specif ical ly , the form shows the date, the agency
and d iv i s ion , the name of the agency representative, phone number
gad extension, the t i t l e of the record, the schedule and item number,
the folder caption (name, number, or date) , the type of request
(phone, v i s i t , or mail) , the type of service supplied (information,
record, or photograph), the box number, and the l o t number* The
Monthly Reference Summary, prepared for reporting purposes from
Reference Request Homos, shows the date, agency, t i t l e of record,
the schedule number* item number, and the type of records or inform-
ation supplied*

BECOMHEHDATIONj RETAIH FOR TEN TEARS AHD TEES DESTROY. • • - •

RECORDS GOHTROL RiXHSTKBS

Sizet 8|" x 11"
Dates: 1958 - -
Quantity! 3 volumes (£ cubic foot)
File Arrangements Chronological // .,

This i tea includes the "Records Out" Register, the "Records Des-
troyed Register", and the "Records Received Register," a l l of which
are for s tat i s t ica l or control purposes in the Record Center* The
"Records Out" Register shows the date, the name of the agency, the
t i t l e of the record, the lot number, the number of f i l e units, the
signature or name of the agency representative, and the date of
return* The "Records Destroyed" Register shows the date, the ageacyj
the t i t l e of the record, the lot somber, the number of containers,
and the schedule and item number. The "Records Received" Register
shows the date, the agency, the t i t l e of the record, the l e t number,
tha nnofoer pf emrh^in^rs, the ffehodnlft and it**a number, and remarks.

lukkiniuauiATIOSt RETAIB PERHHEHTU.

SCHEDULE r*Af\
NO. t i ' lU

PAGE
NO. • 5 #

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


