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PAGE
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^ Requesting Agency
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2. Division or Bureau of Requesting Agency

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

FILIBO DIVISION

REPORTS F U E

Dates t 1$$O - -
Quantity: 11* drovers active for £-4Bonth period

< 39 drawers seni-inactive for 2-year period
12 drawers inactive for 1-year period

, 10 cubic feet storage
(total, 107 cubic feet)

File Arrangement: Active - alphabetical by name of Injured
individual

Inactive *• by year and aT-pfafl"?̂  ̂ ?T therelz
ftrm^ai Accumulations 6 drawers
Disposable Amount: 10 cubic feet

The Filing Department receives the Employer's First Report of Injury
(Farm S.F. - l ) , the Surgeon's Report (Fora SF~2}» the Employee*s
Claim for Compensation (Form 1-8/C7) end any correspondence received
prior to the fi l ing of the claim. At the time the claim i s f i led a
claim folder i s prepared, the olaim somber assigned, and a Certifi-
cation of Insurance form (1^8-A-ll) i s prepared* The folder contain-
ing «TT documents f i led regarding VtvQ olaim.is ^han forwarded to %)&
Insurance Department*

Claims are fi led for only about f i f ty per cent of the First
Reports of Injury filed* When no claim i s fi led, the First Report
and the Surgeon's Report are retained in the Filing Division for fear
years, after «hieh they have no farther rains*

RBOOMMEHDATIQHt RETAIB FOR FOUR
7. Agency, Division or Bureau Representative

AND

Chairman

CD

CO

UJ O

U/3/1959
Title Date

chedule Authorized as Indicated in Col. 6 by Hall of
kecords Commission. '

/ / /•//^rf (^VW^^S-
/ Dote Archivist

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

my 91959
Date Secretary
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6. Recommendation
of Hall of Records
and Board of Public
Works.

CLAIM CARD

fiiaei 3» x 5" " •
Dates* IShP
Quantity* 5 cubic feat in office and 12 cubic feet in

storage
File Arrangement t By year and alphabetical therein
Annual Accumulation} 1 cubic foot
Disposable Amount» 12 cubic feet

At the tins a claim is filed the pre-numbered claim folder and claia
card are prepared* The folder containing all data already on fila
is forwarded to the Insurance Division* The claia card is retained
in the Reports File for two years as a. ready reference. After that
time it is removed and placed in a separate file for an additional
year after which it has no further use*

RBGOMMBHDATIGHi RETAIN FOR FOUR YEARS AND THEN DESTROY,

INSURANCE DIVISION

COMPANY FOOER

Dates« 191k - -
File Arrangeaants Alphabetical
Qaantitys 192 drawers
Annual Aceumulationi 12 drawers
Disposable Amount: 20 cubic feet (estimated?

BCARD LV F

CO
CO

LLJ O
CJ>

DLIC

•=h

WORKS

These manila folders (5n x 16" folded to 5" x 8» folders) contain
the insurance records of firms insured* Information on the folder ii
name of company* location* nature of business* insurance policies*
insurance carrier* and effective dates of policies. Any changes
affecting these entries tore also noted. Before the adoption of this
folder fora (1952)* aJj»x 6" card (Form 1O8-A-7) was used showing
the same information. These cards have been placed in the folders
and mn retained there until they are superseded by information en
the folder* after which they then have no further value.

The Notice of Insurance (a 3° x 5" card, form A-10) is submitted by
the insurance carrier as proof that the business is insured. Infor-
mation on the card lss employer*a name* address* type of business*
annual payroll* JPWMWI premium* number of policy* effective dates

s*

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 it
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 das-
troyed.

Folders of companies which have been out of business or have not
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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.
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A.

B.

V.

$.

6.

carried insurance for five years are also removed and destroyed*

BBCOMMBNDATIONj RETAIN THE NOTICE OF INSURANCE FOR FIVE TEARS AND

RECOMMENDATION:

THEN DESTROY.

RETAIN COMPANY FOIDERS WHILE ACTIVE AND FOR AH
ADDITIONAL FIVE TSARS AND Tfliffl DESTROY.

NOTICE OF CANCELLATION

Form No.j 1O8-A-5
Siaej 7" * 8§«
Datesj 19k9 - -
Quantity! 7 drawers active, 10 cubic feet storage

(total, 16 cubic feet)
File Arrangement t By year and month and alphabetical there-

in
Annual Accumulation! 2$ cubic feet
Disposable Amount! 10 cubic feet

This notice is submitted by the policy holder* The information
shown ist policy number and its effective dates, name of Insurod,
type of business, address, date cancellation is to become effective*
Cancellations are noted on the Company Folder (Item 3)«

RECOMMENDATION! RETAIN FOR THREE TEARS AND THEN DESTROY.

ENDORSEMENTS

Dates! IShh - -
Quantity! 2 drawers
File Arrangementi Numerical
Annual Accumulations h linear inches
Disposable Amount! 1 drawer (1& cubic feet)

Any changes in the status of the policy-holder or of the policy in
effect must be noted in the Commission1 s files. All such changes
are endorsed by an authorized agent of the insurance carrier. The
endorsements are numbered as they are received and this number and
the change endorsed are noted on the Company Folders (Item 3)*

RECOMMENDATION!

JOINT EUSCTION

Dates! 19hh - -
Quantity! $ drawers in office and $ boxes

(total* 20 cubic feet)
File Arrangement! Alphabetical
Awnnni ^t^^p^*! q t^ fln. j 1 draVST
Disposable

RETAIN FOR FIVE TEARS AND THEN DESTROY.. { > j ' k> ?) \

DCARD LV PU

. v NOV 9
in basement

^OC^C^tUJuQ^. uJ

CO
CO

LU O

KIJ 15Y
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7.

8.

This form is used by an employer having a policy covering employees
engaged in "not extra-hazardous11 occupations* The form must be ,
signed by both the employer and each employee covered by the policy*
This form is filed in eonformanee with Art* 101, Sees* 31 and 66 of
the Annotated Code and Rule 23 of the Commission* Included in the
file are letters from the employers giving the names of those per-
sons no longer employed.

RECOMHESDATIONi RETAIN FCB THREE TEARS AM) THEN DESTROY.

STATISTICAL DI7ISI0H

COSB SHEET

Slae: 8|» x 1U»
Dates! 1938
Quantity* 20 volumes (7§ cubic feet)
File Arrangement i Numerical by claim number

This form shows th* following information, all of vhich is recorded
in numerical code: claim number* industry, insurance carrier* month
year, wage, age* cause of accident, nature* extent and location of
injury* duration of disability* occupation* compensation awarded* .
medical fee* lump sum payment, attorney's fee* dependants - If
injury fatal* and occupational disease. The code sheet 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* 1*1, Sec* 179
of the Annotated Code of Maryland, 1957 edition)* The code sheets
have continuing reference for research and aridit-lo"**? statistical
studies. For example, special studies have been made for the Heart
Fund Association, Social Security, and Vocational Rehabilitation*
The code sheets also serve as a reference source In lien of claim
folders filed outside the office.

RECOMMENDATION» RETAIN PERMANENTLT.

EMPLOYER INDEX TO CIAIM3 v ;

LF

NOV

Size i 3B x 5"
Dates t 191(8 - -
Quantity: 30 drawers* lt*5> cubic feet
File Arrangement t In two-Tear units end alphabetical by

ir̂ffli—> of employer therei
•̂nrp«fli Accumulation i 3 drawers
Disposable Amounti 1 cubic foot

This index card is prepared for each employer against whom a olaia
for compensation has been filed by an employee* The card shows
employer's name and address* insurance carrier, type of business*

o
CO

O
CO

•a:
3=

î u in;
flue WORKS

1959
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?•

10.

u.

date of Injury* and olaim motor* The index la used as an aid In
establishing premiums for self-insurers and as a cheek against
information noted on the eode sheet in eases of error (Item 7).

RECOMMEBDATIONs RETAIN FOR SIX TEARS AND THEN DESTROY.

STATEMBHT OF COMPENSATION PAH)

Fora Ho. i $k
Sleet 8§« x 11"
Dates? January 1952 - -
Quantity: $ drawers plus 1 drawer In storage

(total, 9 cubic feet)
File Arrangement* Numerical
Armal Accumulations 1& drawers

This statement is filed with the Commission by the Claimant at the
time the compensation awarded by the Commission has been paid* The
form shows the anount received, the reason for the compensation,
and th§ date the claimant returned to work* It is signed by the
claimant and a witness* Prior to 1°53 the form was filed in th* appropriate
claims folder* Since then it has been maintained separately for ref-
erence and statistical reasons* Since this form is not submitted un -
til the award Is paid, it say be as many as four or five years aftax
the order of award was issued before the Statement is received*

CO
CO

*- 8

RECOMMEND ATIONt FX£B STATEMENT OF COMPENSATION PAID IN THE APPRO-
PRIATE CIAIM FOIDER AS SOON AS XT I S RECEIVED.

DOCKET CIERK

CLAIM DOCKET

Sleet 17" x22»
Datest Hov. 1, 1©35 - -
Quantity: % volsmes (includes 1 volume in storage)
File Arrangement t ffuaorleal
^Ttmifl̂  AoftMw^̂ jt| tiffn i 2 volomss

Every claim f i led with the Commission i s entered in-thig Afy\n\t
the following data i s posted t claim number, claimant, employer,; ) •.
Insurer, nature of Injury, award, death payment, medical.and ' * s

attorney* s fans*

RECOMMEHDATIONt RETAIN PERMAHEHTU.

ACCOONTING DIVISION

ADMINISTRATIVE ACCOUNTINQ RECORDS

n « t ^ a t "IQ37 - «

P L 3LiC WORKS

;ivv 1059

"7.

(continued on next page)
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Quantity! U drawers and 8 cubic feet in office end 2 trana-
files in storage (total, 17 cubic feat)

: File Arrangement t ChT*onoTf>g1.ftnl
^wmnii Accumulations & drawer
Disposable Amounts 10 cubic feet
Auditi State

This item includes all standard accounting forms used by State
agencies as supporting data to the final book of entry, the General
Ledger* The final books of entry are to be retained permanently.
Specifically these supporting records ares

Comptroller of the Treasury

Form No.

E-l-S
£-1 and E-J
DD-1
R-2 (formerly 1R-2)

Memorandum of Adjustment
Distribution of Charges
Transaittal
Certificate of Deposit and Bank Deposit Slip
Monthly Report of State Funds Collected and

Deposited
• Distribution of Unexpended and Obligated

Balances
Monthly Statement of Balances

Purchasing Bureau (Department of Budget and Procurement)

CO
CO

UJ o

Dr ce

1-A

U7-A
100-16
39-A and UO-A
CF-2
100/21*
27-A

26-A
52
51

Requisition for Supplies
Purchase Order
Out-ofSchedule Requisition for Supplies
Stores Reqaisiiion
Copy of Contract Awarded
Capital Fund Requisition for Equipment
Actual Baergeaoy and Repairs Report
Copy of Contract Awarded
Copy of Contract Awarded
Delivery Invoice
Notice of Award of Contract
Credit MsBorandm
Report of Partial Delivery

Budget Bureau (Department of Budget and Froeurnent)

BB-1 (Rev*)

B.P. Inv. R101
B.P. Inv. R102
B.P. Inv* 6

Budget Form
. Sos. 1 through U

A •» t

v V

EZ'ARD €1

NOV

v KI.) 1TY

]LULIC WORKS

9 1050
Formerly BB-1 and BB-2
Budget Sohixfa^a Amwvfmwnt
Report of Fixed Assets (annual^
Report of Materials and Supplies (annual)
Materials and Supplies Physical Inventory

(animal)

Budget Estimates Fiscal Tear (33 pages
Including farm statement)
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of Hall of Records
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Others

Vendors Invoices
Bank Deposit Slips
Bank Statements
Bank Deposit Receipts
Canceled checks
Check stub*
Sheriff's invoices
Subpoenas (copies only - original in

individual claia folder)
Expense account invoices
Daily tin* sheets
Payroll Aaaessasnts Reports

RBCOMMSHDATIONi RETAIN FOR THREE TSARS Oft UHTIL AUDITED, WtUCfiEVER
IS LATER, AND THEN DESTROT.

Accoumra RECORDS FOR VKICH DISPOSALHASBEEN PROVIDED BT A OSKERAI

CO
CO

5:&

RECORDS RgTKHTIOK SCHEDUIJS.

PXHtOLL (Prior to July 1, 1953)- The agency copy of this payroll
fora is to be retained for five years or until audited* whichever is
later, and than destroyed. (General Schedule Wo. 0-1, Item Ittd,
approved by the Board of Public Works, January U , IS$U

PAIROXL JOORHAL - The agency copy is to be retained for three years
or until audited, whichever is later and then destroyed. (General
Schedule No. 0-2. Xten 1-d, approved by the Board of Public Works,
January 11, 195U).

PAIBOLL UGEPTIOSS, ADDITIOHS AND DEDUDTI0K3 - The agency copy is
to be retained for three years or until audited, whichever is later,
and then destroyed. (Qeneral Schedule Ho. 0-2. Item 3-£, approved
by the Board of Public Works, January U , l$5k)»

PAY WARRANTS - The agency copy is to be retained for three years
or until audited, whichever is later, and then destroyed. (Oenaral
Schedule No. 0-3, Item 3, approved by the Board of Public Works,
May 10, ISft).

RECEIVIHO WARRANTS - Tha agency copy is to ba retained for threo
years or until audited, whichever is later, and then destroyed*
(Oenaral Schedule No* G-b, Item 3, approved by the JtoaxKUc£-Pd>lie-
Worka, May 10, I9$h). \ A ; \-i:O

TRANSMXTTAL FORM E-l or E-| (Conptroller of the TreLsury'^ora)uis P
to be retained for three years or until audited, whichever is later
and then destroyed. (Qeneral Schedule No. 0*5, Itafi 3, approved^/
by the Board of Public Works, May 10, 195U). "1

B~1C WORKS

» 1959

LixiiufTAny
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15.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
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6. Recommendation
of Hall of Records
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MASTER AUTHORIZATION

This Btate-wida form of the Oosniissioner e f Personnel l a the author-
i s a t i o n f o r enter ing t h e employee's naae on the p a y r o l l or f o r mak-
ing any changes i n the pay r a t e . I t a l s o shows a l l pay deductions*

RECOMMENDATION t RETAIN WHILE EMPLDTED AND FOR THREE TEARS AFTER
DATE OF SEPARATION, GR UNTIL AUDITED, WHICHEVER IS
LATER, AHD THEN DESTROY.

LEAVE RECORDS

File includes the following records.

Leave record card -Form SEC 128-A* a standard State-vide
form, prepared annually for each enployee

Leave applications :
Doctor's certificates

RECOMMENDATION: RETAIH FOB THREE YEARS OR UNTIL AUDITED, VfllCHEVER
I S LATER, AMD THE5 DESTROY.

SBL?-IM3IBtER'S F U B

Datesi 1°U*
Quantityt 3 active and 2 inactive drawers (legal) in office

and 1 transflls in storage (total, 12 cubic feet)
File Arrangements Alphabetical
Anwmni AOCWuXatlont 3 IH1*^*1* JTIChgl1

Disposable AmountJ 2 cubic feet
Audit) State

Upon approval of application and deposit of a surety bond with the
Oosraission, a business firm beconss a self-insurer. A folder is
established for each self-insurer containing the following records)

D-l Application for self-lnsur
D-2 Commission order to file Security Bond

Surety Bond
Correspt.Birie.'nco
Cancellations where submitted

The records of this f i l e have value for may years although the
ffp^ t»4 nH-̂TT* T̂g f i r s i s no longer in businessocr j« r̂Tnrwd thrA^gh
a regular carrier. The reason for this l i e s in the fact that the j ,
surety i s always liable for any compensation airardcardered for , n
dimbillt.JBS which occurred during the period the surety bondiras
effective.

NOV 9 19

O Co

g

RSCOMMEHDATION: RETAIN PERMAMEHTLT.

i L J ? L i

du^ujjQ^i

J I J Y
Z WORKS
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snc ARV
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26.

A.

B.

)

17.

B.

SPECIAL ACCOUNT AND SECOND INJURY FUND

Dates* l$k$•-—
Quantity i 1 drawer end 2 transfiles In storage
File Arrangement i Chronological
Annual Accumulation* k linear inches
Disposable Amounti 2 transfilas (U cubic feet)
Auditf State

The Second Injury Fund was established in 1$h$ as a means of en-
couraging private industry to employ individuals already partially
disabled. The records involved in the collection of this fund in*
elude the Ledger, the Order for Collection, and correspondence
relating thereto* Disbursements from the fund are made by cheek
en order of the Commission and are posted to a disbursements ledger*
Orders for collection or disbursement are also filed in the individual
ClaaSTFoiaer.

RECOMMENDATION: RETAIN LEDGERS PERMANENTLY.

RECOMMENDATION* RETAIN ALL OTHER PAPERS FOR THREE YEARS AFTER LAST
PAYMENT OR UNTIL AUDITED, WHICHEVER IS LATER, AND

THEN DESTROY.

SPECIAL ACCOUNT

Dates: 1°JI7 * - '
Quantity} included in Item 16
Audit* State

Compensation awarded a claimant is ordered by the Commission to be
deposited in a lamp SUB by the organization charged with the payment
This is done primarily in cases involving payments to minors who
were illegally employed and in instances where an employer was not
insured And the Commission feels that the claimant la assured the
compensation awarded will be received if it is deposited in this
account and disbursed by the Comaission.

A ledger shoving receipts and disbursements is maintained by toe
Commission. Supporting data for the ledger entries"are ther©rder
of payment, canceled checks, and correspondence*
filed in the Claim Folder.

The recommendation below applies only to the
ledgers. It does not include the ledgers, which
ords.

RECOMMENDATION t RETAIN LEDGERS PERMANENTLY.

suppoc ting

he order' is'also *
L.i' i>:

* «

_ data to the
permaneirtN£ee- *

RECOMMENDATION* RETAIN ALL OTHER PAPERS FOR THREE YEARS AFTER LAST
PAYMENT OR UNTIL AUDITED, WHICHEVER IS LATER, AND THEN
Tijxypppnr

o
CO
GO

Lu O

DC Ctc

S

1.01J 1JY
EL1C WORKS

1959
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IB.

A,

B.

19.

20.

GENERAL ADMINISTRATION

HEARINO REPORTER'S NOTES

Dates* 1915
Quantityt 27 drawers, 71 check size tranafiles In officej

27 cubic feet storage} (total, 72 cubic feet)
File Arrangement} Numerical
Annual Accumulation: 20 transfiles

Stenetype or verbatim disc recordings are taken on all cases heard
by the Commissioners. Up to 1953 one or two reporters took the
notes in shorthand* Generally notes are transcribed only on eases
which are appealed, but occasionally for other reasons* An esti-
mated ten per cent of the notes are transcribed. A copy of the tran i
cripticn is always filed in the claim folder* Recommendation "A"
below cannot apply to notes transcribed from the recording discs as
there are usually several cases reported on one disc.

CJ

o
U J

o
DC
DU
CU

t >

CD
C J

CO

cc
O
CO
L u

RECOMMENDATION:

RECOMMENDATION:

RETAIN TRANSCRIBED NOTES FOR THREE TEARS AND THEN
DESTROY.

RETAIN UNTRANSCRIBED NOTES FOR FIFTEEN YEARS AND
THEN DESTROY.

COMMISSIONERS* DOCKETS ,

Size; 8i" x'H*
Dates* 191*7--
Quantity» 15 cubic feet In office, 20 cubic feet storage

(total, 25 cubic feet)
File Arrangement: Chronological
Annual Accumulationi k linear feet (2| cubic feet)

A Docket sheet is prepared for each case to be heard. It shows
name of Commissioners hearing case, claimant's name* employer's
nans, insurer* The Conmisaioners usually jot notes on the sheet
during the hearing and refer to then in formulating their award
decisions. After the award has been Bade there is Tory rare ref-
erence to the Docket sheets.

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

MEDICAL BOARD

HEARING REPORTER'S NOTES

Dates: 19U2 - -
Quantity: 2 drawers, efficej 3 drawers,

(total, 7| cubic feet)
File Arrangement: Numerical
ATW»«AT Accumulation: \ cubic foot

itorage
NOV 9

2L1C WORKS

1059

SECRJ
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C>. Recommendation
of Hall of Records
and Board of Public
Works.

A.

B.

File contains the shorthand notes of testimony taken during hear-
ingo of the Medical Board. About forty per cent of these notes
are transcribed and one copy of the transcription is filed in the
Claim Folder. : ..,

RECOMMENDATION* RETAIN TRANSCRIBED NOTES FOR THREE TEARS AND THEN
DESTROY.

RECOMMENDATIONi RETAIN UNTRANSCRIBED NOTES FOR FIFTEEN XEARS AND
THEN DESTROY.

CO
CO

£8

5

A ; ; • • > V

NOV 0

;.1C WORKS
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