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(11-1-89) To we Submitted to the Records Management Division .
Mall of -Records . e PAGE :
Commission Hall of Records Commission NO. 3. /S

‘ Requesting Agency 2. Division or Bureau of Requesting Agency

WORKMEN'S COMPENSATION COMMISSION

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

A Establish retention schedule for re- . Microfilm and destroy originals.

Dispose of present accumulation. No~ ‘ " or I A
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
ltem 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 Public
o. - (cubic or linear feet). Show recommended retention period. Works.

FILING DIVISIOR

1, | REPORTS FIIE

Dates: 1950 = =
Quantity: 14 drasers active for S-month period
: 39 drawers semi-inactive for 2-year peried
12 drawers inactive for l-year peried
10 cubic feet storage
(total, 107 cubic feet) '
File Arrangement: Active - alphabgtical by name of injured
Inactive - by year and alphabetical therein
Ammual Accumlations 6 drawers '
Digposabls Amount: 10 cubic feed

The Filing Department receives the Employer's First Report of Injury
(Porm S.F.~1), the Surgeon's Repert (Feorm SF-2), the Employee's
Clain for Compensation (Form 1-8/C7) and any correspondence received
prior to the filing of the olaim, At the time the claim is filed &
claim folder is prepared, the claim mmber assigned, and & Certifi-
cation of Insurance form (1-8-A-11) is prepared. The folder comtain-
ing all documents filed regarding the olaim is then forwarded to the

Insurance Department,

Claims are filed for only about £ifty per cent of ths First
Reports of Injury filed., When no claim is filed, the First Repart
and the Surgeon!s Report are retained in the Filing Division feor four
years, after which they have no further valus.

RECOMMENDATION: RETAIN FOR FOUR YEARS AND THEN DESTROY,

7. Agency, Division or Bureau Representative

% gy & i Chairman 11/3/1959
7 itle Date

APPROVED
HALL OF RECORDS COMMISSION

2 Signature

chedule Authorized as ‘Indicated in Col. 6 by Hali of Disposal Authorized as Indicated in Col. 6 by Board of
Public Works. '

ecords Commission. *
Mzzzi_. MSW NOV 91958 Dttt
Date

/) 4%
Archivist W ' Date Secretary f / NS
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FORM HR-RM. 1A

(11-1.86) | (- QUEST FOR RECORDS RETENTION ( {EDULE
Hall of Records (Continuation Sheet) PAGE 2.
! Commission . NO.
4 . 5. Description of Records 6. Recommendation
) Describe records accurately. Include title, form number, size of documents, of Hall of Records
ltem work or activity to which the records relate, inclusive dates, and quantity and Board of Publlc
0. " (cubic or linear feet). Show recommended retention period. Works.

2. | CLAYM CARD

Bize: 3 x 5 .
Datess 1940 -« S
. Quantitys 5 cubic feet in office and 12 cuble feet in
storage -
File Arrangemsnt: By year and alphabetical therein
Amual Accumulations 1 eubic foot
Disposable Amomnt: 12 cublio feet

% the time a claim is filed the pre-nurberad claim folder and clainm
card are prepared. Ths folder containing all data already on fils
4s forwarded to the Insurance Division, The ¢laim card 45 retained
in the Reports File for two years as a ready referemse. After that
time it is removed and placed in a separate file for an additional
year after which it has no further use, S )

4

APPROVED
L1 OF RECORDS COMMISSION

RECOMMENDATION: RETAIN FOR FOUR YRARS AND THEN DESTROY, |
S B ;\Al.'i;li:{'(_ﬁ\"’.!‘.:l)A BE
INSURANCE DIVISION BCARD CF HUBLIC WORKS

. |coMpaNy FOIDER S
@ | NOV |9 1959

 Dates: 191 - - c
File Arrangements Alphsbetical /
Quantity: 192 drawers st QA ecde LI ...
Ammual Accumulation: 12 drawers A
Disposable Amounts 20 cubic feet (estima

These manila folders (5" x 16" folded to 5" x 8" folders) contain
the insursnce records of firms insured, Information on ths folder is:
name of eompany, location, nature of business, insurance policies,
insurance carrisr, and effective datez of policies. Any changes
affecting these entries are also noted. Before the adoption of this
folder form (1952), a L' x 6% card (Form 108-A-7) was used showing
the sams information, These cards have been placed in the folders
and are retained there until they are superseded by information on
the folder, after which they then have no further valus.

The Notice of Insurance (a 3" x 5" card, farm A-10) is submitted by
the insurance carrier as proof that the business is insuwred. Infor-
mation on the card 4s: employsr's nams, address, type of businsss,
ammual payroll, annual prexdumm, number of policy, effective dates
of insurance, and the names of the insurer and the insurer's agent.
This notice is valid as long as the policy is in effect. There is
reference to it for claims processing purposes for another few
years, After posting to the folder the card is also inserted in
@  [the folder. Cards which are five years old are removed and des-

troyed. - ‘
Folders of companies which have been out of business or have not
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FORM HR-RM tA

scueouLe. OO

(13-1-86) (“QUEST FOR RECORDS RETENTION ( ‘IEDULE NO. -

Hall of Records (Continuation Sheet) ' PAGE

- Commission NO. 3

4 5. Description of Records 6. Recommendation
) Describe records accurately. Include title, form number, size of documents, of Hall of Records
tem work or activity to which the records relote inclusive dotes, and quontlty and Board of Public
o. {cubic or linear feet). Show recommended retention period. Works.

A.

B,

'8

Se

6.

cafried 1nsni~anco for five years are also removed and destroyed.

RECOMMENDATION: RETAIN THR NOTICE OF INSURANCE FOR FIVE YEARS AND
. THEN DESTROY.

RWPMERDATIOH ¢ RETATIN COMPANY FOLDERS WHILE ACTIVE AND FOR AR
ADDITIONAL FIVE YEARS AND THEN DESTROY.

ROTIOE OF CANCELIATION

Form No.: 108-A-5
Size: T* x 83
Datess 1949 - =
Quantity: 7 drawers miva, 10 cubic feet stm'age
(total, 16 cubie feest)
File Arrangement: By year sad month and glphabetical there-
in BN

Annual Accwmilation: 2% cubic feet
Disposable Amount: 10 cublc feet

This notice is submitted by the policy holder, Thse information
shown is: policy number and its effestive datss, name of insured,
type of businsgs, address, date cancellation is to becoms effective,
Cancellaticns are noted on the Company Folder (Item 3).

RECOMMERDATIONs RETAIN FOR THREE YEARS AND THEN DESTROY.
ENDORSEMENTS |

. Datess 19hh - -

Quantity: 2 drawers

Fils Arrangement: Numerical

Ammual Accumulation: 1 linear inches
Disposable Amount: ) drawer (1% cubic feet):

Any changes in the status of the policy-holder or of the policy in
effect must be noted in the Comxission's files. All such changes
are endorsed by an authorized agent of the insurance earrier. The
endorsements are nuxbered as they are received and this mumber and
the change endorsed are noted on the Company Folders (Item 3).

APPROVED
HALL OF RECORDS COMMISSION

RECOMMENDATION:s RETAIN FOR FIVE YEARS AND THEN nfmno;*.k 1M A%
| BZARD (F PUJ

JOINT EILECTION
Dates: 19hh - o ' \'C\/ 9
Quantity:s 5 drawers in office snd § mbuemt«

(total, 20 oubic feet)
File Arrangemsnt: Alphabetical

D BY
3L1C WORKS

Ammual Accwmlation: 1 drawer

Disposable Amount: 30 cubic feet
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FORM " HR-RM (A

SCHEDULE ;
NO. - 5w 359

(11-%-86) (“QUEST FOR RECORDS RETENTION ( 4EDULE

Holl of Records . (Continuation Sheet) PAGE

- Commission NO. h. .

4 _ 5. Description of Records 6. Recommendation
" 4: . Describe records accurately. Include title, form number, size of documents, of Hall of Records
tem . ... “=work or activity to which the records relote, inclusive dates and quontlty . {and Board of Public
0. {cubic or linear feet). Show recommended retention perlod Works.

7.

8.

This form 18 used by an employer having a policy sovering employees
engaged in "not extra-hazardous® ocoupations. The form mmst be .
signed by both the employer and each employee covered by the policy.
This form is filed in conformance with Art. 101, Seca. 31 and 66 of
the Annotated Code and Ruls 23 .of the Commission, Included in the
file are letters from the employers. givi.ng the names of t.hoao per-

sons no longer employed., .

RECOMMERDATION; RETAIN FCR THREE YEARS AND THEN DESTROY.
| ‘SPATISEIOAL DIVISION

COUE SHEET

Sises 83* x 1
~ Dates: 1938 - =
Quantity: 20 volmmes (7% cubie feet)
~ File Arrangement: Nuwmerical by claim number

This form shows the following information, all of which is recardsd

yoar, wage, age, cause of accident, nsture, extent and location of -
injury, duration of disability, occupation, compensation awarded,
medical fee, lump sum payment, attorney's fee, dependants - if
injury fatal, and ococupational disesase. The code shest is used to
prepare IBM punch cards from which various statistical reports are
prepared, The IBM cards are considered non-record within the mean-
ing of the statute governing non-record material (Art. L1, Sec. 179
of the Annotated Code of Maryland, 1957 edition). The cods sheets
have contimuing reference for research and additional statistical
studies. For example, special studies have been mads for the Heart
Fund Association, Social Security, and Vocational Rehabilitation,
Ths code shsets also serve as a reference source in lian of claim
folders filsd outside the office. -

RECOMMENDATION: RETAIN PERMANENTLY.

in numerical code; e¢laim number, industry, insurance carrier, monthj

APPROVED
HALL OF RECORDS COMMISSION

EMPIOYER INDEX TO CIAIMS | ! NI
me' 3" x 5“ , D:AZ 0 [yt 18}
Dates: 19l8 - -
Quntity: 30 drawers, L.5 cubic feet ’ NoV

Fille Arrangement: In two-year unlts and alphabetical by
nams of employer there

Anmual Accumnlation: 3 drawers

Disposablo Amount: 1 euvbic foot

PIBLIC WORKS

CISD 1Y

sr 1959

This index card 13 prepared for each smployer against whom a claim
for compensation hags been filed by an employes, The card shows

employer's name and address, insurance carrier, typs of businsss,

«




' FoRM HR-AM 1A SCHEDUQL':E- 359

(11-1-86) ‘"‘QUEST FOR RECORDS RETENTION ( {EDULE NOo. - "

Holl of Records (Continuation Sheet) PAGE

- Commission ; NO. 5 U]

4 5. Description of Records 6. Recommendation
t. Describe records accurately. Include title, form’ number, size of documents, of Hall of Records
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.

date of injury, and claim number, The index is used as an aid in
establishing premiuns for sslf-insurers and as a check against
information noted on the code shest in cases of error (Item 7).
RECOMMENDATION:

9,| STATEMENT OF COMPENSATION PAID

REI‘AINFORSHYEARSARDTHENDES!ROI

10,

| This statement is f£iled with ths Commission by the Claimant at the
The

tims the compensation swarded by the Commission has been paid.
form shows the amount received, the reason for the compensation,

and thé date the claimant returned to work,
elaimant and a witness,

11, | ADMINISTRATIVE ACCOUNTING RECORDS

Form No.t1 5A

Sige: 83" x 11

Dates; dJanuary 1952 - -

Quantity: S drawers plus 1 drawer in storage
(total, 9 cubic feet)

File Arrangement: Numerical
Anmual Acowmulation: 1% drawers

It is signed by ths
Prior to 1953 the form was filed in the
claims folder, Since then it has been maintained separately for r
erence and statistical reasons. Since this form is not submitted un

1411 the award is paid, it may be as many as four or five years after
ths order of award was issusd before the Statement is received. :

RECOMMENDATION: = FIIE STATEMENT OF COMPENSATION PAID IN THE APFRO-
_ . PRIATE CIAIN FOLDER AS SOON AS IT IS RECEIVED.

| ]

" DOCKET CIERK
CLAIM DOCKET

8ige: 17V x 22%

Dateal H“o 1’ 193
Quantity: 34 volumes (:I.ncludoa 1 volume in storage)

File Arrangement: Numerical
Amual Accumulation: 2 volumss

APPROVED
HALL OF RECORDS COMMISSION

opriate

Every claim filed with the Commission is entersd in-this docket;
the following data is posted: claim number, claimant, amployer,{ Y

insurer, nature of injwry, award, death payment, uedica.lmd . ,
attorney's fees. R &

RECOMMEMDATION: REFAIN PERMAMENTLY. oy o

ACCOURTING DIVISION -
M%
A ¥ ................-}4{.. oo seerranaes
AR

LD Y
3LiC WCRKS

Dates: 1937 == (sontizned on next page)




} | SCHEDULE™
1 owe. i< 388

FORWM HR-RM 1A
(" SQUEST FOR RECORDS RETEN‘I‘lON ( 4EDULE

(11-1-88)
- Hall of Records (Continuation Sheet) PAGE
-Commission _ NO. 6°
4 5. Description of Records 6. Recommendation
Item Describe records accurately. Include title, form number, size of documents, of Hall of Records
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.

thitys i drawers and 8 cubio feet in orﬁne and 2 trans-
7 £4les in storage (total, 17 cvhic fut)

F:I.J.a Arrangement s Chrmologlcal

Annual Acoumulations & drawer

Disposable Amount: 10 cubic fost

Audit:  State

This item includes all standard accomting forms used by State
agencies as supporting data to the fina) dbook of entry, the General

Ledger., The final books of entry are to be retained permansntly.
Specifically these aupportiag recards ares

" Comptroller of the Treasury

APPROVED
HALL OF RECORDS COMMISSION -

Form No. : S -
' : Memorandun of Adjustment
E~1-8 Distxribution of Charges
E~l and E~3 Transmittal -
DD-1 " Certificate of Deposit and Bank Depoait Slip
R~2 (formerly Mi-2) Monthly Report of State Funds Collected:and
- Daeposited ‘
: - Distribution of ma:q’ended and Obligated
- Balances
o Monthly Statement of Balances
Purchasing Bureau (Department of Budget and Procuremsnt) - -
- 1-A : - Requaisition for Suppliaes
L7-A Purchase Order :
100-16 Out-of-Schedule Requisition for Buppnes
39-A and LO-A Stores Requisition
CP=-2 Copy of Contract Awarded
CPF=1 Capital Fund Requisition for Equipment
100/2L Actual Bmergenoy and Repairs Report
27-A Copy of Contract Awsrded
CF=-3 Copy of Contract Awarded ‘ :
: Delivery Invoice R RS R N
26-A Notice of Award of Comtrsct | _ ' ¢ Y[V IZD ISY
52 Credit Memorandmm BSARD CF PUBLIC WORKS
51 Repart of Partial Delivery

NOWY

Budget Bureau (Department of Budgst and Procuremsnt)

EB-1 (Rev.) : Formarly BEBel and EB-2 Mq

B.P. Inv, R101 Repart of Fixsd Assets (anmuhl)

B.P. Inv, R102 Report of Materials and Supplies (amual)

B.P. Inv, 6 Haterials and Supplies Physical Inventory
‘ ) (annual)

Budget Form

_ Nos. 1 through 11 Budget Estimates Fiscal Year (13 pages
including farm statement)




s FORM im-nm 1A ' SCHEDULE"" 359
(11-1-86) NcQUEST FOR RECORDS RETENTION (_ 1EDULE . NO. - i '
Hall of Records (Continuation Sheet) PAGE
- Commission NO. 7. ‘
4 5. Description of Records 6. Recommendation
) Describe records accurately. Include title, form number, size of documents, of Hall of Records
work or activity to which the records relate, inclusive dates, and quantity wd kBoc:rd of Public
i orks.

{tem

l"' (cubic or linear feet).

Show recommended retention period.

Vendars Inveloes - -
‘Bank Deposit Slips -

Bank Statements
Bank Depozit Receipts
Cancelsd checks
Check stubs -
Sheritft's invoices A . : o
Subpoenu (eopies only - originsl in ™
. individual claim folder) =
Bxpsnss acco\mt involces ()
Dally time sheots o oz o=
- Payroll Assessments Reparts a8
Q. w
RECOMMENDATION: RETAIR FOR THREE IE:ARS OR UNTIL AUDITED, WHICHEVER < =
I8 LATER, AND THEN DESTROY,

ACGOWI’ING RECORDS FOR WiXICH DISPOSAI. HAS BEEH PEOVIDED BY A OENERAL
ECORDS RETENIION SCHEDUIE,
PAIROLL (Prior to July 1, 1953) Thoagencycopyorthlapqyrou
form 45 to be retained for five years or until sudited, whichever is

. later, and then destroyed. (Gemeral Scheduls ¥o. G=1, Item :M,
approved by the Board of Public wm'ks, Jazuary 11, 19 195,

PAYROLL JOURNAL The agency eopy 13 to be rotained ror thuo years
or until audited, whichever is latar snd then destroyed. (Gensral

Schsduls No. 0-2 Itom l-d, approved by the Board of Public Works,
January 11, 1951&,. -

PAYROLL EXGEPTIONS, ADDITIONS AMD DEDUGTIONS - The agensy copy 18
to be retainsd for three ysars or until audited, vhichever is later,

and then destroyed. (General Scheduls No, G=2, Item 3-B, approved
by the Board of Public Works, Jamuary 11, 1951;’

PAY WARRANTS - The agency copy 48 to be retained for thres years
or wntil sudited, whichever is later, and then destroyed. (Oensral
Scheduls No, G=3, Item 3, approved by the Board of Public Works,
m 10. 195!6)0

RECEIVING WARRANTS « Ths agency copy is to be retained for threo
years or until euditéd, whichever is later, and then destroyed.

12,

(Gemeral Schedule No. G-k, Itenm 3, approved by the Board of Publie ' .
T1Ci) i)
WORKS

Horks,lhym,USh). : AH“J
|~ Joil

‘...

and then destroyed. (Gensral Schedule Ho. Ge5, I

tobentam&twthnoywawmulamted,mmnuw
. _ 3, approved;; | 1939
by ths Board of Public Works, May 10, 195L). .
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scuso&:_
No.-
8.

PAGE
NO.

6. Recommendation

o% Hall of Records
and Board of Public

Works.

4,
ltem

Describe records accurately. Include title, form number, size of documents,

work or activity to which the records relate inclusive dates and quanhty
Show recommended retention perlod

{cubic or linear feet).

‘No‘.

1.

MASTER AIJTHORIZA!'IOH

ingarwchangasinthepayrate.
. REGOWMDM‘IOK: RETAIN WHILE EMPIOYED AND FOR THREE YEARS AFTER
‘ . DATE OF SEPARATION, OR UNTIL AUDB‘ED, HHIOI!EVR IS
m‘rER, AND THEN DESTROY. S A

LEAVE RECORDS |
File includes the following records:

1,

leave applications
Doctor's certificates

13 LATER, AND‘IBEDESTRU!

SEIF-INSURER'S FIIE :
~Datest 191 = -
Quantity: 3 active and 2 inastive drawers (legal) in
and 1 transfile in storage (total, 12 cub:lc
File Arrangements nphabetieal ,
Anmeal Accumulations: * 3 lingar inches
Disposable Amount: 2 cubic feet
Audit:; State

@

D-1 Application for self-insurance
D-2 Coumission order to file Security Bond

Surety Bond
Correspondence -

. Cancellations where subm.tted
self-insuring firam 1s no longer in businessor is_ina

disabilities which occurred during the period

This Btato-m.ds tm o.f tho comissimer of Parsommel is the author-
igation for entering the employee's name on the payroll or for mak-
It also shows &ll pay dedwtiom.-

Isave record eard - Form SEC 128-4, a standard State-wide
form, preparod anmually for each employes

BECOMMENDATION: RETAIN FOR 'IHBEE YEARS OR URTIL AUDITED, WHICHEVER

Upon approval of application and deposit of a surety bond with the

Gommission, a business firm becomes a self-insurer. A folder is
established for each self-inswrer containing the following records:

The records of this file have value for many years although the
mred through.

y surety bond Was as L

a regular carrier. The reason for this neainthefmtthatthej‘
surety is always liable tormeompmationawardomdmd for

APp Rovren
ED
RECORDS COMMISSION

HALL oF

officel
feet)

-~
-~

NGV 9 1949

cffectin.
mmnumn 3 RETAIN PERMAMENTLY,

41 // &l /IMU

“FC

b I3Y
WORKS

/A rlé

SR
ARY |

b
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~~SQUEST FOR RECORDS RETENTION ( {EDULE

SCHEEE[LE 3 59

(11.1.-88)
Hall of Records ( (Continuation Sheet) PAGE
.. Commission NO. 9.
5. Description of Records 6. Recommendation
of Hall of Records
and Board of Public

4. . " )
Describe records accurately. Include title, form number, size of documents
work or activity to which the records relate, inclusive dates, and quantity

ltem
Show recommended retention period.

Works.

Qo. (cubic or linear feet).

SPECIAL ACCOUNT AND SMOND INJUR! FURD

16.

Dates: 19145 - '
Quantity: 1 drawer and 2 transfnes in aterago
:Chronological

File Arrangements
Annual Accumlations  §i linear inches

- Disposable Amownts:: 2 trans.fﬂas (h cubic teet)

Auvdits State S _
The Second In:]ury Fumd was e:tabnshad in ].9h5 as a means ot en-
couraging private industry to employ individuals already partially

diaabledo
clude the Ledger, the Order for Collection, and correspondence
Disbursements from the fund are made by check

relating thereto, ‘
on order of the Commission and are posted to a disbursemsnts ledger

Orders for collectim or disbursemnt are alsc filed in the indi
'A,. moommmxrm: REI‘AIN IEBGERS mummrx. '

B. | RECOMMERDATION:
. PATDENT OR UNTIL AUDITED, WEICHEVER IS LATER, AND
- '~ THEN DESTROY. - '
17, | SPECIAL AccouwT |
Dates: 19)17 -

included in Item 16

Quantitys
Aud:l.t : State

: account and disbursed by the cminsion.

The records involved in the collection of this fund in-

RETAIHAILUIHE!PAPERSFURTH!EEEARSAHERLAST

APPROVED
HALL oF RECORDS COMMISSION

Compensation awardsd a cla.tmnt is ordered by the Commission to be
deposited in a lump sum by the organization charged with the payment|

This is done primarily in cases involving paymsnts to minors who
were 1llegally employed and in instences whers an employer was not
insured snd the Commission feels that the claimant is agsuwred the
compensation awarded will be received if it is deposited in this

filed in . the CIaim Folder,

lsdger showing receipts and disbursemsnts is maintained by the
Supportingdatatwthehdgerantm;mtho::iaru
order ia:'als

Commission,.
of payment, canceled checks, and corrsspondence. Ths
Ao ur Py

ISD 13Y

The recomandation balow applies only to the supp -
ledgers. It does not include the ledgers, which 1959
ords.
RETAIN LZDOERS PERMANENTIY, ool cc/
SECRETARY
=

@ nmommﬁxém

DESTROY,

B. | RECOMMENDATION: RETAIN ALL OTHFR PAPERS FOR THREE YEARS AFTER LAST
PAYMENT CR UNTIL AUDITED, WIICHEVER IS LATER, AND THER

Bl WORKS




[F rommmmna | sl aeg
(11-1.868) i (’“‘.QUEST FOR RECORDS RETENTION (-’iEDULE NO.. Fi-
qall of Records - (Continuation Sheet) PAGE
~ Commission NO 10,
, , . .
4, 5. Description of Records 6. Recommendation
Item Describe records occurgtely. Include title, form number, size of documents, of Hall of Records
. work or activity to which the records relate, inclusive dates, and quantity and Board of Public
.\lo. {cubic or linear feet). Show recommended retention period. Works.

GENERAL ADMINISTRATION

18, | HEARTNO REFORTER'S WOTES

Datess 1918 =~ .

. Quantity: . 27 drawers, Tl check size transfiles in office;
27 ocubic feet storages (total, 72 cubic feet)

. File Arrangemant: Numerical
Annual Accumulation: .20 transfiles

Stenotype or verbatinm dise r'eccﬁ'dinga} are taken on all cases heard

by the Commissioners. Up to 1953 ane or two reporters took the

notes in shorthand. Generally notes are transcribed only on cases
An esti~

which are appealed, but occasionally for other reasocus.
mated ten per eent of the notes are transcribed. A copy of the trang-

cription is always filsd in the 6laim folder. Recommendation A" .
below cannot apply to notes transcribed from the recording discs as’

there are usually several cases reported on one disc.

A, | RECOMMERDATIONs RETAIN 'I'RANSORIB@ NOTES FOR THREE YEARS AND THEN
’ : DESTROY. ‘ '

RECOMMENDATION: REPAIN UNTRANSCRIBED NOTES FOR FIFTEEN YEARS AND

AN
~ i

APPROVED
HALL OF Recorps comMe-

B.
. THEN DESTROY.
19, .| COMMISSIONERS' DOCKETS | _ ‘
Size; 0%" x 11» | o | - -
Dateas 1947 - - = - '
t in offisce, 20 cubic feet storage

Quantity: 15 eubic fee
(total, 25 cubic feet)

File Arrangement: Chronologieal
Amnual Accumulation: L linear feet (2% cubic feet)

A Docket sheet is prepared for each case to be heard. It shows
name .of .Commissioners hearing case, tlalmant!s name, employer's
nams, insurer, The Commissioners usually jot notes on the shest
during the hearing and refer to them in formlating their award

deeisions. After the award has besn made there is very rare ref-
erence to the Docket shests.
RECOMMENDATIONs RETAIN FOR THREE YEARS AND THER DESTROY.

A FTaRONMICE BBY

MEDICAL BOARD \
‘BLIC V/ORKS

v

BLARD ¥ PUELIC

20.| HEARING REPORTER'S NOTES l
NOV 9 1958

Dates: 19)42 - -
2 drawers, office; 3 drawers, gtorage

® : T otat, b cuble fast)
' s ee i

File Arrangement: Bume
Annual Accmmlation: % cubic foot




SCHEDULE ¢y

NO. ¥ 0. 359
PAGE
NO.

6. Recommendation
of Hall of Records

and Board of Public

: r"'oli‘ai "UR-RM 1A N o .
4 T(11-1486) ‘/"‘EQUEST FOR RECORDS RI:TENTION( 1EDULE
{Continuation Sheet)

\

~":Holl of Records
' Commission
- 4. 5. Description of Records
Item Describe records accurately. Include title, form number, size of documents,
3 work or activity to which the records relate, inclusive dates, and quantity
l (cubic or linear feet). Show recommended retention period. Works.
File contains the shorthend notes of testimeny taken during hear-
ings of the Msdical Board.  About forty per cent of these notes
are transsribed and ons copy of the transeription is filed in the
Claim Folder. [ o
A. | RECOMMENDATION: RETAIN TRANSCRIBED NOTES FOR THREE YEARS AND THEN o
DESTROY. . = A3
B. | RECOMMERDATION: RETAIN UNTRANSCRIBED NOTES FOR FIFTEEN YEARS AND e E
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