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FORM HR-RM 1 F~JUEST FOR RECORDS RETENTION™S" ‘tDULE sct
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‘ (11-1-88) To we’Submitted to the Records Management Division
Hall of Records . . PAGE /
Hall of Records Commission NO. 1.
. Division or Bureau of Requesting Agency

Commission

. R ting Agenc 2
equesting g,o S (’,to 1 | BL,

STATE BOARD OF MAIRDRESSERS AND BRAUTY CULTURISIS

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

and destroy originals.

s
A Dispose of present accumulation. No Establish retention schedule for re- Microfilm
D additional accumulation is antici- cords for which there is @ continuing = - Originals if not microfilmed would be
ated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
Eo warrant retention. : have value to warrant their retention after
the period of time indicated.
4 ] 5. Description of Records 6. Recommendation
It.em : 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
No. (cubic or linear feet). Show recommended retention period. Works.
1. | BISTCRY CARDS =-
~ Sizer 37 x 5%
Datea: 1935 « - . .
Quantitys 6 drawvars sctive, 3B drawers insctive

(total; 7 cubie fast)
File Arrangements By type of liconss and alphsbstical
Annual Accumulations less than 3 cubic foot

A history card for each licenssa is maintained by the Board., It
namo, address, school, type of license, examination date and grade,

. dates of license renewal end the mumber of the license issved. This

record must be retained permansntly to meet 'statutory requirements

{art. L3, Sece S4T, Annotated Cods of M., 1957 Ed.)s In 191 a.

. | group of those histery cards ware lost at the time the Board offices
were moved from Amapolds tc Baltimore. The exset mmber of cards
lost 1s not knousn, howover the names of the individuals on the lost

eards can be ascertained by referense to the Inspecticn Suzmary Card.

%e(m?mwutwmmﬁdwmmmam

3 . :

RECOMMENDATIONs RETAIR PERMARENTIY.

- APPROVED
HALL OF RECORDS ComMmissIon

7. Agency, Division or Bureau Representative
- 2r - :
R R g e (AR P
L%/é/‘//// 7. ’\17//7"‘;,('-/(/,-::/.,’."‘—‘ [ P P P 3 )
/7’ - Signature Title Date
Disposal Authorized as Indicated in Col. 6 by Board of
Public Works. N

Schedute Authorized as Indicated in Col. 6 by Hall of

: .Records Commission. ,
| ERALWRRS W/ NOV 9 1959 @u@u&
\f{ Secretary // N\

1/ 41955
7/ ste 7 Archivist Date

Date
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of Hall of Records
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Works.

FORM HR-RM 1A

(11-1.88) - "’QUEST FOR

> Hall of Records (

Commission

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

Iltem
(cubic or linear feet). Show recommended retention period.

0.

2, | APPLICATIONS

Sisa: 83" x 11
Datest 1950 = «

Quantitys 13 dravers (20 cubic feot)

File Arrangements By year i.:ml by type end alphabotical

Anmual Acownmlation:s 5 cuble feet
Disposable Amount: S cubic feet

Audit: State

Although thsre are 22 categoriss of anmual licenses issusd by 4he
Board there are only four forms used for original applications and
two for rencwal of licenses, All applications sre notarized and
the feg indicated. - ' ’
RECOMMENDATIONs RETAIR POR FIVE YEARS OR UNTIL AUDITED, WHICHEVER
' - .~ I8 LATER, AND THEN DESTROY. - -

F RECORDS Commission

APp
HALL of perah QVED

3. WSES
. © . 8ises 5" x §n .
- Datest 1950 « - .

Quantity: 1 grawgrs plus § cubie feat (total 13 cublc
. - eat . L.
File Arrangorant: Zyear and by type end numericel therge
Anmal Acoumulation: 2 cubic feat
Disposable Amomnts L cubic feet

Audit: 3tste )

Tho Board raetains a carbon copy of each annual license issusd. The

license is prommbored and required for audit.

RECOMMEEDATIONs RETAIN FOR FIVE YBARS (R URTIL AUDITED, WHICHEVER
I3 LATER, AND THEN DESTROY.

NI VEED 13Y

LI IOBLIC \WORKS

L. | INSPPCTOR'S REPORTS
Sizes Li" x 9i* >
Datass 1953« : )
Quantity: L drawers (8 cubic feet) NOV |9 1359
e ) a:y thwai:t 1 or and

Anmual Acowmlation:s 23 cubie fest

Each licensed beauty shop or school is inspected mxnthly and an
Ingpector!s Report submitted. Thaupmusi@edbytheré:gt
Pe

. or school ouner or manager, &8 well as ths inspeotor,
mamwumwmmmsmrycm.
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’ (11-1-%6) (' *QUEST FOR ‘-RECQBDAS RET_E,[:{"I:IQN ¢ {EDULE 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
‘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.

S. | INSPRCTION SUMMURY CARD

Sizes L» x 6%

Datess 1935 « - - -

Quentity: L cublo feet '

File Arrangement:s By year and alphabeticsal by name of

ounor. .

Armusl Accumilations 1less than § cubls foot

Disposable Amounts 1 cublio foot

A summary of the monthly Inspsotor!s Report 1s posted to this card,

which is ruled for ons year's entries.  Besidea the suwmmary, the

card also shous the names and licenss numbers of all omployess. ..
Howaver,

The cards have refereuce value for a poriod of five years.
these for the period 1935 to 1942 will be retained permanently es

are used to supplement the History Card File for that period.

thay
(See Item 1),
RECOMMENDATION: KETAIR INSPECTICN SUMMARY CARDS PERMANENTILY.

APPROVED
HALL OF RECORDS CoMmISSION

6. | SIUDENT RECGAD

' '~ S4mes 5% x 8¢ o
Datess 1954 = = : , ~ N

Quantity: 8 drawers plus 2 dubic fest (total, L cubic feet)

File Arrangement:. By namo of school and alphabetical thore-

in

Anmal Acoumulations 2 cublo fest
: Disposablae Amounts 1 cubio foot
This card 1s submitted every three months by ths schools It indie
cates the student's progress. Upon satisfactorily meeting the
Beard's student requirements, the History Card is so noted. There-
after the Student Record Card is refaorred to occasionally for e
short period, Cards of etudents who fall to coemplete ths require-
ments are saeparated and maintained in an fnactiwve fila.
RECOMENDATIONs RETAIN POR THRES YEARS AFTER STUDRRE MSERS ALL . __|_
REQUIREMENTS mmnmo ALY NIV ED 13V

BZARD WF JUBLIC WORKS

7. | Accounrzve REcRNS
[ NOV |9 1959

Datess 1950 « -
Quantity: 2 drawers

File Arrangemsnt: Chronological
Anmusl Accumulation: less than & onbic foot Q

Audits State

‘ This item includss all standard accounting forms used by State
agencles as supporting data to the final bock of entry, the General

ledger and tho Budget and Recapitulation Ledger. The final books

A
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SCHEDULE

FORM HR-RM 1A -
u1-1.88) - *QUEST FOR RECORDS RETENTION (" {EDULE NO. >
Hall of Records ( (Contmuohon Sheet) - PAGE
Commission : NO. k.
5. Descruptlon of Records 6. Recommendation
of Hall of Records

?t Describe records accurately. Include title, form number, size of documents, :
em work or activity to which the records relate inclusive dotes and quantity and Board of Public
0. {cubic or linear feet). Show recommended retention pernod Works.

ofentryaretoberetamedpemnenth.
ing records .are; A

| Comptroller of the Troasury

Fornm ‘;!!20
E~1-3 . Distribut.i.en of Chargea
E-l and E-§ © Transmittal

D=l Certificate of Deposit and Bank Deposit Slip
R=2- (formr]y t-2) Monthly Report of State Funds Colleoted and

Deposited :
Distribution of tmespended and Gbltgated Balanses

Purchasing Burgau (Depsmnnt af Budget and Procurement)

1-A Requimtim for Suppliss

Specifically thess supports

APPROVED
HALL OF RECORDS COMMISSION

o L J
361

L7-A Purchase Order _
100-16 Out-of-8chaduls Requisition for Supplies
39«4 and }i0-A Stores Requisition
Cr-2 Copy of Centract Awarded
CF=l Canital Fund Requisitien for Equipment
100/21 Actual Emergency and Repairs Rapart
27-A Copy -of Contract Awerded
CF=3 Copy of Contract Awarded
Dslivery Inmvoice
.| 26=A Notice of Award of Contr:xct
52 Credit Memorandum
51 Report of Partial Delivery
Budget Buresu (Departnnnt of Budget and Pmcmmt)
BB~1l " Formerly BBel and BB=2
Budget Scheduls Amandment Sheet
B.Ps Inv, R101 Report of Fixed Assets (annual) -
B.P. Inv. R102 Report of Materials and Suppnes(amual)
BoP. Inv. 6 Hat?xd.ahn;l e;nd Supplies Physicsl Invmtcwy
ann
BB=40 Request for Position :‘sction
Budget Form Noa.
ltra 1l Budgat Bstisates Fiscal Year (13 peges foelad~ "\ = T T
ing farm statement) S VIS 3%
‘ DUARED CF PUBLIC WORKS
Others
Vendors Invoices NGV O 1359
Bank Deposgit Slips
Bank Statements
Bank Depoait Haceipts
Canceled Checks

_ (’V It\’m 8

IS LATER, AND THEN DESTROY.
= 7//‘2 rén 7L// 2(/_/90 ?f&/i/é./ cal ermur )




) F;:?‘Rrh‘ HR-RM 1A . - ‘ ' . SCHEDULE 361

. Mer-se " *QUEST FOR RECORDS RETENTION {’{{EDULE No.
Hall of Records ( (Continuation Shéét) PAGE
+  Commission NO. S’
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 relote inclusive dates and quontlty and Board of Public
{cubic or linear feet). Show recommended retention penod . Works.

9 ACCOUNI‘IHG RECORDS m WHICH prsmsu. ms BE‘.EB movmm BY A Gmmn
'R‘R )% RETENT "To'u"sﬁ'?mm. S .

PA!ROLL (Prior to July 1, 1953). The agensy copy of this payroll
form 15 to be retained for five yearsor until audited, wvhichsver
is later, and then destroyed. (General Schedule No. 8-1, Item 1~d,
approved by the Board of Publis Works, January 11, 195L).

PAYROLL JOURRAL - The agesicy copy i3 to be rotained for throe years
or until audited, whichever is lator and then destroyed. (Gensral
Schedule Ho. G=2, Iten 1~4, approved by the Board of Public Works,
Juwery 11, 1958)e .. ' PR

PATROLL EXCEPTIONS, Additlions and Deductions « The agency copy 18 -
to be retained far throe years or wntil andited, vwhichsver is
later, sand then destroyed. (Gensral Schedule No, G-2, Item 3-b,

" lapproved by the Eoard of Public Works, January 11, 195)4).

PAY WARRANTS « The agency copy is to b retained for three years og
until sudited, whichover 4s later, end then destroyed. (Oenaral
Schedule No. G-B, Iton 3, approved by tho Board of Public Works,

May 10, 1954).

‘ RECEIVING VARRANTS « The agency cOpy i3 to be retainad for thres
years or wntil andited, whichever 1s later, and them destroyed,
(Genoral Schedule Ko, O-L, Item 3, approved by the Board of Publie .
worlm’ H&y 10’ m’- -

TRANSMITTAL FORX B-l or B~} (Comptroller of the $reagury Form) is
t0 ba retained for three yeara or wmtil audited, whichever is later
and then destroyed, (Oeneral Scheduls Mo. G-S. Itam 3, approved
by the Board of Public Werks, May 10, 195L).

10, [MASTER AUTHCRIZATION

This State-wife form of the Commissioner of Persomel is the authore
ization for entering the employse's natn on tha payroll or for
any .changesin the pay rate. It alsc shows all pay dedudticns,

RECOMHMENDATIONs EETAIN WUIIZ EMPLOYSD AND FOR THREE YEARS AFTER DAT
oP szmm‘mx, R um'xr. AUDITED, W{ICHEVER 13 LATER,

APPROVED
HALL OF RecoRDS COMMISSION

m L) . \"Y T . . LS r
.»\.x‘,'.'. yNTLo1) £
Ho (JEATE 2000 | ol WF P SBLIC WUORKS
File includes tha Lollowing recordss 5
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