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

A 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 ofter
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 relote inclusive dates and quantlfy and Board of Public
) {cubic or linear feet). Show recommended retention period. Works.
1, | HINUTES
. AR

2.

.'metaoearnestvolmaofbﬁmtes(

Sizes: 6832 x 11*

Dates: 1904 « -

Quantity: S volumes

Fils Arrangement: cm'onological

The Minutes are a record of Board policies and actions, Specifi-
cally, they show ths namos of members present at oach meeting, the
namas of parsons appointed to ths Board, actions ou charges heard
bofare the Board, licensing activitioes, summaries of tho results of
meotings with school representatives, em!maum results, approval
or disapproval of institutions inspectod survey activities.
1.905~1936) are handuritten.

RECOMRENDATIONs RETAIN PERMANENTIY: TRANSFER TO THE HALL OF REC-
ORDS ALL MINUTES TIROUGH AFRIL 1935.

mumuma FIIE - PRACTICAL NURSES

Size: 3" x 97 (folded)

Dates: 1922 = =«

Quantitys mmdravers (25 cubic fecot)

File Arrangements Alphabetical by nams of registrant
Ammual Accumalation: 1 cubie foot

Individuals practicing as practical nurses are required to register
with the Board. This file contains ths registration records of
astive and retired persons registered, as woll es tho soparately- .
mmdmuhomdmaased,rejeeted,ﬂthdrm,w
are otherwise ineligible for registration. The aypliecation for

1. Agency, Division or Bureau Representative

rds Commission. Public Works.

1) WS’M ot
Date Archivist Date e Secretary

ihedule Authorized as Indicated in Col. 6 by Hall of

Disposa!l Authorized as Indicated in Col. 6 by Board of

e ey
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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.

A.

B,

. ‘.

registration form for cash individual is folded and f£iled so as to
hold other reccrds pertaining to the applicant or registrant. These

records eres

Individual examinaticn report (IBM tabulation)
Retwrn postcard acknowladging receipt of license
Credentials submdtied
Carrespondencs

for re-examination. Since thore is no limit on tho time during which
the re-examination may take place, the "B* reccmmondation below per-
taining to falled applicants ia made with the wderstanding that a
card record showing the examination status of failad applicants will
be maintained bty the Board. '

RECOMMENDATIONs = RETAIR THE RECURDS COF INDIVIDUAL REGISTRANTS FOR
SEVENTY-FIVE YEARS AFTER DATE OF REGISTRATICN OR FOR

RECOMMENDATION: RETAIN ALL OTHER RECORDS (FAILED, REJECTED, AND
DRAWH) FOR THREE YEARS AFTER DATE OF FAILURE, REJECT
OR WITHDRAWAL, ARD THEN DESTROY.

REGISTRATION FIIZ - REGISTERED NURSZS

Sizas 3" x 9° (folded)
Dateas 190L « -
Quantitys 3B document drawers (116 cubie feot)
" File Arrangement: Alphsbetical by name of igtrant
Anmaal Accumlation: 8 cuble feet (estimated

viduals practieing as registered nurses are required to register
th the Board. This fils oontains the registraticn records of actd
rotired perscns as well as the separately-filed records of

&re deceased, rejected, withdrawm, or are otherwiss inslisible for -

gistration. The application form for each individual is folded go
uwmwmmgtommmm\mregmm.
[hoss records gre:

Individual examination report (IBM tabulation)
Raturn postcard scknowledging receipt of licenss
Credantinls submitted

Carrespondance

mmmwmumwamzmmumm
or re-exaxinaticn, smmummsmwemmw%%@%

re-sxamination may take place, the *B* recommendation below pere
ufmmmmnmu&mmmmﬂm.
Tecord showing the examination status of failed applicants will
maintained by the Board.

MMENDATIONs RETAIN THE RECURDS OF INDIVIDUAL REGISTRANTS FOR

. SEVENTY-FIVE YEARS AFTER DATE OF REGISTRATION OR FOR
THRER YEARS AFTER DATE OF KNOWN DZATH AND THEN DES-
TROY. TRANSFER TO STATE RECORD CENTER REGISTRATION
FOIDERS 1-2000 (1904+1920), THEREAFTER,TRANSP=R
ANNUALLY 1000 ADDITIONAL REGISTRATIOR FOIDFRS,

Board Regulations relating to applicants who fail examinations providg

THHES YEARS AFTER DATE OF KNGWN DEATH, AND THEN D .
WITH:
10

MAYURMENUAT ION S

HER RECORDS (FAILED, REJECTED, AND

ARER YEARS AFTER DATE OF FAILURE,
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5. Description of Records 6. Recommendation
m -Describe records accurately. Include title, form number, size of documents, of Hall of Records
o work or activity to which the records relate, inclusive dotes and qucntlty - and Board of Public
(cubic or linear feet). Show recommended retention period. " | Works.

" REJECTION, OR WITRDRAWAL, ABD THEN DESTROY.
k. |meorsteRS - . - |

Sizes 83" x 117, 18v x 1@

Datess 1904 - -

Quantitys 12 volumes (2 cubie feet )

File An'a.ngmsnbz Separate series for R.N. and L,P.N.,
nmmrical by registratim number uxerein

Accerding to the provisions of Articls L3, Seotion 291, Amotated
Code of Maryland, 1957 Edition, the Secretary is required to main-
mmamgisterofthenamscfmwmremmbytheﬁoar&
The registered murss register occupies ten volumes, each of which
shows the registration number, ths date of registration, the regis-
trant's namo, whother registered with or without examination, and
thsnmandlocationoftheschoolofmsingmwhichthoregh
trant trained, Ths re for licensed practical nurses occupd.es
two volumes (1922 - - .thelat-ermaahem.ngtheteastmtim : _
muber, the registrant's name, address, prectical nurss courss (nams),
vhether the course was incomplste, tho location of the achool., arnd
ths dats of the licenss issmed,

. RECOMMENDAT IONs RHAIN PERMANENTLY., | /

. M o< . ' .'_’ - },44
s mngxgarm W%/WI§VM€ | - .,.\MM,MH/*
| Site xg | - 7 Y

Dat.eu: S - - o
Quantitys -5 doubls card drmra (1& cuble taat)

Pils Arrangman‘t s::parate files for RJN.and L,P.N., ‘
tical ngm*"vith!.n saeh

Accmmngtotheprovuimor L3, Seeumaz%endaoe,
ofwammacmamw.M7wnm.mW
and licensed practical murges are required to have-their registra~
tion certificates reccrdsd every other year. Tho-Recordation File
is the Board's recard of ths recordstion, Individual cards are-
maintained for each registrant showing tho registration mmmber, the
mmtmt‘ammdm,mﬂampwuwm&wm-

tions - r\
/ )
RECOMMENDATION: RETAIN PERMANENTIY.

6. | EXAMINATION RESULTS

Sizes w:n-vom,ag-xn-
@ | teten 107--
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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.

8.

Applicents for registration by exanination are given tests supplied
to ths Board by a national testing sarvice. Tests are graded by
thae testing sorvice and the machine-tabulated results are returned
to the Board. The results of each examination consigt of sumnarias
of grades by individual and by school, showing relative rankings.
The summaries ars useful to the Board in certifying credentials to
other states, in ascertaining an unsucceasful applicant's grade in
the event that thers is a latsr re-application, and in the evalua-
tion of the performance of students of various nursing training
institutions throaghout ths State. Prior to the institution of tha’
rporthg service (1952), test results were maintained in volumes.
The sarliest volume ghows the date of the examination and lists (ina
order of standing) the candidates by name, school, and numerical
rating. In later volumes is shoun the name, registration mumber,
the name of the school, the numerical grade on verious parts of the
examination, and the result (pass or fail). The books are used by
the Board for certification purposes when individuals register
othsr states. ;

RECOMMENDATIONs RETAIN PERMANENTLY.
STUDENT HURSE APPLICATION FPIIE

Size: 3" x 97 (folded) )
Dates: 1904-1926 '
Quantitys LO document drawers (13 cubic feet)
File Arrangements Alphabetical by nams
Annual Accurmlations Discontinmed .
Disposable Amownt: 13 cubic feet

This £ile contains student nurse applications which were formerly

maintained by the Board for students emrolled in rurses! training

echools, This procedure h2s been discontinued and tho Board 48 no
longer respongible for maintaining such records. Applications of

enrolled students currently are held by the institutions adminig-

tering ths training programs.

RECOMMENDATIONs DESTROY ACCUMULATION.
PRELIMIRARY CREDENTIAL FIIE

Sizs: 830 x 11
Dates: 1953 ~ =
Q;an:itw: 1 drawer (13 cubic fset) /é(

a
[ 'S

This fila contains preliminary credentials which were submitted to
the Board as evidence of student nurses' high school edvcation,

The Board maintains credentials for senior nursing students only
end tho nursing schools maintain credentials for all other students.
If a graduating mursing student registers with the Board, the high

File Arrangement: Alphabstical by name of student iéq“(—%
2
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4 5. Description of Records 6. Recommendation
ern 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.

school record becomes part of the individual's registration record
(Items 2 and 3). The recommendation below applies to the high
school records of student nurses who did not apply for registration.
RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

9. | MONTHLY REPORTS BY SCHOOLS OF NURSING

_ Size: 831" x 110
Dates: 1950 « -

" Quantitys 1 drawer (1} cubie feet)
File Arrangements- Alphabetical by institution
Annual Accumnlation: % cubic foob

These are reports which were formerly received monthly from schools
of nursing. Since 1955 these have been received quarterly. Speci-
fically, each report shows the name of the institution, the names
of students admitted, the names of students who left the school,
the names of students complsting the course, faculty and staff
appointments and resignations. Attached sheets show the total
numbers of students enrolled during various months of the year.

o ' | RECOMMENDATION; RETAIN POR FOUR YEARS AND THEN DESTROY.
10. | ANNUAL SCHOOL REPORTS

. Size: B3" x 1o -

Dates:s 1957 - -

Quantity: 3% drawer (1 cubic foot)

File Arrangement: Alphabetical by type of school and by
1 name of institution therein
This file contains anmual reports prepared by schools granting
diplomas, affiliating programs, and practical nursing schools. The
reports, swrmarizing statistical and general information on ths
training program of each school or institution, ars prepared om a
form supplied by the Board. Attached to ths reports are staff
lists, organization charts, or other descriptive material. The
Board plans to discontinue this type of report and require detailed
amual reports on curriculum. Future reports relating to matters
other than curriculun will be required lsas frequently. Sincae this
material eventually becomes part of the Schools of Nuraing File ‘
(Item 16), it will be governed by the recommendation for that item.

RECOMMENDATION: TRANSFER TO SCHOOLS OF NURSING FILE (ITEM 15).
11, | ARNUAL REPORTS (TYPESCRIPIS)

o fize: 8% x 11v, 83" x Ly

Dates: 1904 = -

Quantity: 2 notebooks /&(
(/'

File Arrangement: Chronological /é LA
M s
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Ths Board makes an annual report to the Maryland State Nwrses!
Asscclation. The Association needs thd information econtained in
these reports in ordsr to reccomand to the Governcr appropriate
candidates for appointment to the Board: Furthermors, since the
Association introduces legislation, Sts members noed to be kept -
eppralsed of current gotivities in the fiqlid of nursing licensure
and training. A copy of the roport is also sent to the Governor.
The report contains such information as the total nurse registra-
tion, the number of registratioms for the year, tho numbers of fall-
ing and passing cendidates, the subjects failed, the number of appli4
cations received, the number of admisgions to schools, notationo of
approvals of institutions and changes in programs,.

RECOMMENDATION: RETAIN PERMANENTIY,
12, | REPCRT FILE

Sizes 3" x 9

Dateas 1904 =

Quantity: 32 cubic foob

File Arrangement: By type of record and chronological
tharein '

This f1le includes coples of State Auditor's reports, carbon

typescripts of Board annual reports, and typescripts of finanoial
s_tatemmta.

RECOMMENDATION: RETAIN STATE AUDITCR'S REPORIS pmmnmi*u. RETAIN
ALL OTHER REPORTS FOR THREE YEARS AND THEN DESTROY.

13. | BOND, INSURANCE POLICY, AND CONTRACT FIIE

Siges 3" x 9

Datess 1930 »

Quantitys 3 cubic foot N

File Arrangement: By type of record and chronological

This fils containg fire insurance policies, treasurerf!s bonds, and
rental coatracts,

RECOMMENDATION: RETAIN WHILE IN FORCE AMD FOR THREZ YBARS TH
ARD THEN DESTROY.

1. | GENFRAL CORRESPONDENCE

Size: 83" x 110
Dates: 1917 - =
‘ Quantitys 1 drawver

Flla Al tical subject oL {2/
_ Amnmtacpbabe by sub} oram/éahu A

T s s bemtmion e

This file contains correspondence with profesaiconal ceganisaticns
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Describe records accurately. Include title, form number, size of documents, ‘ of Hall of Records
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(cubic-or linear feet). Show recommended retention period. - Works.

A

B.

16.

snd State agencies. Correspondance uith State azencies relatea to
routine administrauve mattara

A separat.e £ile, tit.led vAttorney General, Board", contains corres-
pondence concerned with Beard planning and policles, -This correse.
pondenca rolates to such matters as enforcement of curriculum re-
quirements, studies undertaken by the Board, accreditation of nursing
schools, opinicns of the Attm'my Generaly complainta against and
investigations of mmsos, and legislation.

mmmnxom RETAIN Pmmxmxx THE PATTORNEY OEIERAL, BOARD“
FI!E. - .

RECOMMENDATIONs RETAIN ALL OTHER C&REPORDI’EOE FOR THREE YEARS AKD
- THER DESTROY.

OUI'-OF-STATE BOARD FIlB

Sises 83" x 118

Dateas 1935 « =

Quantity: 1 drawsr (15 cubic teet.)

Fils Arrsngement: Alphabetical by state -

This fils consists of cmespmdeuca with examining boards in other
states filed together with coples of nursing laws and othsr col-. .
lscted material., Correspondence is concerned with routine matlersse
answoring inquiries, acknowledging receipt of material, end tho
ncenaxng of indivﬁual nurses from other states.

RECONMENDATIONs RETAIN FOR FIVE YEARS AND THEN DESTROY.
SCHOOLS OF NURSING FIIE
8ize; 8ir x N*

Dates: 1917 - -
Quantity: L drawors (6 cuble feot)

T ey

Gun i of instituticn |
o T i P Il Gl

Disposadle Amounts - 2 cubic feot (es@imwd) SERTR

This £i1s contains correspondence and other records which documant
the Board'!s activities in surveying and inspecting currently active
nursing schools and marses! training programs throughout the State.
The Board 1is also responsibls for the approval of affiliating pro-
grams in psychiatric end tuberculosis nursing. Records of defunct
schools and traininz programs aro filed separatoly. Specifically,
this file contains the following types of records on each instituticd
ortrd.nangmgrm -
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6. Recommendation
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17.

Summaries of mean test scores of candidates prepared

Correspondence received from institutions concerning training
programa--discontinuance, changes in affiliation, notifi-
cation of staff changes, ste.

Correspondence received from Naticnal leagus for Hursing, Ince

“  relating to accreditation of institutions

Coplas of out-going correspondence to institutions concerning
teaching programs and other activitiles

Prospectus of programs submitted by institutions

Board survey reports (inspecticn reports)

staff lists

Questionnaires

Printed materisl = institutional annual reparts, outlines
of courses

Records concerned with affiliating prozrams are filed in tha "Affil-
1ating Programs, Schools of Practical Nursing® file. These records
relata to the survay and inspection of institutions involved with
affiliating pregzrams in psychiatric and tubercular nursing and prace
tical nursing training.

The recomondaticn below covers all records descridbed in this itenm.
RECOMMENDATION: RETAIN PERMANENTLY: RETAIN IN DEPARTMGERTAL OFFICES
. THE RECORDS OF SCHOOLS AND TRAINING PROGRAMS UNTIL
SCHOOL CEASBS OPFERATING. TRANSFER ANRUALLY TO THE
* STATE RECORD CENTER THE RECORDS OF INACTIVE SCHOOIS

NURSING SCHOOL CORRESPONDENCE

Sizes B8 x 11°

Datess 1922« =

Quantity: 2 drewers (3 cubic feet)

Fils Arrangemant: Saparate files for active and inactiw -
alphabetical by nams of school within each

Amnual Accumulations less than § cublie foot

This f£ile emtains eorrespondence with rmursing schools dboth active
end out-of-business. Correspondonce with active schools is to be
conbined with tho Schools of Nursing Fils (Item 16). The eorres-
is concerned with requests for information or curricula,
school staff and faculty resignations, gquestiomaires complsted by
schools, applicanta! examinatiom scores, ete. e

RECOMM=NDATIOR: COMBINE WITH SCHOOLS OF EMSING FIIE (Item 16).

g el
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5. Description of Records
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6. Recommendation
of Hall of Records
and Board of Public
Works.

19,

HURSING SCHOOL CURRICUIA

Sigses 3 x 9"

mte:;tmiﬂg ‘\Qm oot

Quan' c

File Arrangement:s Chronological

This £ile consists of typeseript and printed curricula setting forth
the minimm standards required of wurse training schools.

RECOMMENDATIONs RETAIN PIRMANENTLY.
ACCOMITING RECCRDS -

Sizes 083" x 1L

Dates: 1911 - -

Quantity: U cubie fect (estimated)
File Arranpgement: Chronological
Annual Accummlation: 1 cubic foot
Avdits State -

This iten includes all standard accounting forms used by State :
agencles as supporting data to the final bocks of entry, the Spscial
Fund lodger, the Jowrnals, and the Budget ledger. The final bocks
of entry are to b0 retained permanently, Specifically, these sup-

Y

porting records ares '

-— H

Camptroller of the Treasury Do

Form Ho. 5
[ Hemorandum of Adjustment :

E-1-8 Distribution of Charges M
E=l and E-4 Transmittal
DD-1 Cartificate of Deposit and Bank Deposit Slip
R-2 (formerly MR-2) Honthly R&w of State Funds Collected and

Daposi:

Distridution of Unexpended and Obligated
Balances

Konthly Statement of Balances
Parchasing Burean (Department of Budget end Procurement)

1-A Requisition for Supplies

hi7=-A Purchase Order -
100-16 Out-cf-Schedule Requisition for Supplies
3%A end 4O-A Stores Requisition

CF-2 . Copy of Coentract Awarded

CF=1 * Capital Fund Roquisition for Equipment
100/2 Actual Emergency end Repairs Report

27-A Copy of Contract Awarded

CF=-3 Copy of Contract Awarded
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(cubic or linear feet). Show recommended retention period.

< Delivery Involice
26-A Notice of Award of Contrast

LY Credit Memorandum
51 . Report of Partial Delivery

Budgei Bureau (Department of Budget and Procurement)

y J

BB-1 (Rav.) . Pormerly BEB-l and BB=2 .
Budget Scheduls Amendment Sheet
B,P, Inv, R101 Roport of Fixed Assets (annual)
B,P, Inv. R102 Report of Materials and Supplies (anmmal)
B.P, Inv. 6 Materials and Supplies Physical Inventory
(annual)
Budget Form
Nos. 1 thru 11 . Budget Estimstes Fiscal Year
BB-40 Request for Position Action
Others

Applications for Recordation of Certificates
Vendors Invoices T
Bank Deposit Slips
Bank Statemsnts S B
. Bank Deposit Receipts
. Canceled Checks _
Check stub books

¥

i
,

A, -~

RECOMMENDATIONs RETAIN FOR THRES YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THENW DESTROY. : /&“ e

ACCOUNTING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A GENERAL
RECORDS REFENTION SCHEDULRE.

PAYROLL (Prior to July 1, 1953). The agency copy of this payroll
form i3 to be retained for five years or until audited, whichever
is later, and then destroyed. (General Schedule Ro. G-1, Item 1-d,
approved by ths Board of Publis Works, January 11, 195L).

PAYROLL JOURNAL ~ The agency copy 18 to be retained for three years
or until audited, whichever is later and then destroyed. (General
Schedule Ro. 0=2, Item 1l-d, approved by the Board of Public Works,
Jamary 11, 195153.

PAYROLL EXCEPTIONS, ADDITIONS ARD DEDUCTIOHS « The agemncy copy is
t0 be retained for three years or until audited, whichever is latér,
and then destroyed. (General Scheduls No. G-2, Item 3-b, approved
by the Board of Public Works, January 11, 1.95&5.

PAY WARRANTS - Ths agency copy is to be retained for three years
or until audited, whichever is later, and then destroyed. (Genoral

MVMJK
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21.

Scheduls No. G-3, Iten 3, approved by ths Board of Public Works,
May 10, 1954).

RECEIVING WARRANTS « Tha agency copy 18 to be retainasd for three
years or wntil audited, whichever is later, and then destroyed.
(Cencral Schedule Wo. G-, Item 3, approved by the Board of Publie
Works, May 10, 155h). ' s

TRANSHITTAL FORM E-1 or E-% (Ccmptroller of the Treasury Form) is
to bo retained for thres years or until audited, whichever is later
and, then. destroyed. (Oeneral Schadule No. 05, Item' 3, approved
by the Board of Public Works, May 10, 195h)."

MASTER AUTHORIZAT ION

‘ization for entering the employes!s name on the payroll or for make

 IBAVE RECCRDS

Thia,statécvd.de form of the Commlssioner of Persannel 4s the author-
ing any changes in ths pay rate. It also shows all pay deductions.

RECOMMERDATION: RETAIN WHILE EMPLOYED AND FOR THRER YEARS AFTER
DATE OF SEPARATION, OR UNTIL AUDITED, WHICHEVER
1S IATER, AND THEN DESTROY. ;

4

This file includes the following records:

Isave record card -~ Form SEC 1284, a standard State-uide
: farn, prepared armually for each szployes

leave applications .

Doctors! cartifisates

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




