% FORM HR.RM 1 .7 "QUEST FOR RECORDS RETENTION $f 'EDULE F‘CHEDULE 009
(8.60) : 0. o
P & Records 1’(} de Submitted to the Records Managemthe Division b
Commission Hall of Records Commission [;%GE 1 |/
2. Division or Bureau of Requesting Agency

1. Requesting Agency
() BOARD OF PUBLIC WORKS

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

Dates: 185luew. '
Quantity:s 16 volumes. 1 bundle (rough mhmtea)

File Arrangements Qu'onological
Index: Card Index

The Minutes of the proceedings are s summary of all the transe
actions of the Board of Publio Works, and they relate to almost
every phase of State activity. This record series includes one
bundle of rough minutes of the Board, 1910-191%4, and one volume of
. Proceedings and Correspondsnce, March 23, 1904, to February 16, 19051
The Minutes for the period 1904 to 1953 have been microfilmed for

seourity purposes.

The Card Index to the Minutes is arranged by depariment or
agency, with subject cards thereunder, 19041914, and by department
or agency, with a ohronological listing of Board astion, 1929.1949,
Indexing for the period 1949 to date has been initiated en 5" x 8*¢
cards, to conform with the type of index prepared for the peried .

1904-1914.
RECOMMENDATION: HETAIN MINUTES AND CARD JNDEX PERMANENTLY.

MICROFIIM MINUTES AS EACH VOLUME IS COMPLETED, FOR
SECURITY PURPOSES. JPEPOSIT ALL MICROFILM COPTES AND WHATEVER
OMGINALMSAREHUIREQUIREDBIEEBQARDWITHTKEHALLOF
RECORDS COMMISSICN.

APPROVED
HALL OF RECORDS COMRMISSION

A . C
Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals.
additional accumulation is antici- cords for which there 1s a continuing Origmals 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 relote inclusive dates, and quonhty and Board of Public
° (cubic or linear feet). Show recommended retenhon period. [Works.
1 | uovres ,
Sizes 12" x 18" x 2%

7. Agepcy, Division or Bureau Representative

U BAL 7 Yo
Signature Title Date
Disposal Authorized as Indicated in Col. 6 by Board of

Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commussion. Public Works.

¢ oL/
arzses M S ye:

Date Archivist Date
’
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SCHEDULE

NO. 309 l

5.80) REQUEST FOR RECORDS RETENTION SCHEDULE
+ of Records (Continuation Sheet) PAGE
Commission NO. 2
5. Description of Records 6. Recommendation
'-n Describe records accurately. Include title, form number, size of documents, of Hall of Records
work or activity to which the records relote inclusive dotes, and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.
2

AGENDA OF MEETINGS OFTHEBOARDOFPUBIICWORKB

Sizes B%* x 12°

Dates: 1946 wue

File Arrangenent: Chrenologioal
Quantitys One file drawer

The practice of preparing a formal sgenda of the business to be
presented to the Board for eonsideration at its regular meetings was
begun in 1946. The Departaent of Budget and Proourement followed by
formalieing its sgenda which, sineoe at least 1942, had been sub-
mitted informally. “then i2a Department of Budget and Procurement was
established 4n 1947, it alse began submitting an agenda. Since the
minutes of meotings freoquently refer to the agenda, and often to the
agenda nuuber only, for a more dstailed explanation of certain
business upon which the Board tock aotion, these agenda are an ime
portant supplement to the Minutes.

RECOMMENDATIONs RETAIN ALL THREE AGENDA PERMANENTLY. TRANSFER 10
mnmormammnmmuonormm
PROJECTS OR ACTIVITVES TO WHICH THE AGERDA REFER, .

LEASES GR AGREEMENTS

Quantitys Dne file drawer
File Arrangementi: Ey name of ageney

This file contains copien of leases or agreements relating to
private preperty rented by the State or to State property rented
to private individuals, businesses, or others. The Department of
Bndgot and Procurement lists on cards all pertinent informatien ro-

leases made by or with the State (Schedule 249, Item 1).
‘nuro is little reference to this file aftsr expiration of the lease;

RECGMMENDATION: RETAIN LEASES OR AGREEMENTS FOR THREE YEARS AFTER
. mmnm.rmmsmoz .

BORD ISSUES

Dates: 1922 wew
Quantity: Ons file drawer, 15 letter boxes
File Arrangement: Chrenolegical by issue

The Bond Issues file contains correspondsnce, resolutions of the
Board, legal epinions, and other papers relating to the issuance of
State bonds for the espital improvements program and other leans
suthorized by the General Assembly.

RECMENDATICH¢ RETAYM PERMANENTLY, TRANSFER 70 THE HALL OF RECORDS
: mmmmmmmmmmm
ISSUEKAVEmSOLD. .




Poa {  JUEST FOR RECORDS RETENTION St..cDULE
. Records
mmission

(Continuation Sheet) .

SCHEDULE
no. 339
PAGE

NO. 3

e

No.

5. Description of Records
Describe reccrds 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.

CORRESPONDENCE AND GENERAL FILE

Datess 1927 -~

Quantitys 16 file drawers, 162 letter boxes

File Arrangement: Alphabetical by department, institution,
correspondent or project, and chronological
therein.

The Correspondence and General File contains letters and papers

relating to loans and contracts; expenditures for acquisition of
land, buildings, equipment, canstruction, and other capital assets;
leases and renewals for land, mineral rights, buildings, and office
spacej relocation of State agencies;regulation of esgency business

distribution of Emergency Appropriation Funds to State ageneles; an
authorization for disposal of State records approved by the Hall of
Records Commission. Also included in this category are Maryland
Publicity Commission papers and documents, records of Maryland's
participation in the New York World's Fair (1939), and the Maryland
Tercentenary Cemmission reports and papers. .

administration; sale, leaxe or transfer of State-owned real propert:Tga

The older portions of this file have continuing legal and ad~
ministrative reference value to the Board and, in addition, the
file provides documentation of Board policy and operations, which
is of value to government officials and to historians. -

RECOMMENDATIOHN ﬁmgmmmmm gﬁ;ﬁ RETAIN IN THE ACTIVE FILK FOR
. SFER TO THE I/ FIIE, AT
S-YEAR INTERVALS, TAANSFEL ENTTRE IRACTIVE FiiB 10 OF RECGRDS.
ABSTRACTS & TITLES OF TOBACCO WAREHOUSES OHNED BY THE STATE OF
MARYLAND (PRATT STREET WHARF, DUGAN'S WHARF, AND O'DONNELL'S
WHARF, BALTIMORE) . )
Sizes “9" x lé“
Datess 1905
Quantity: One volume

This record contains plats, maps, and letters of tranamittal
from the Attorney General and lawyers, vonveying abstracts and titl
to certain State-owned tobacco wharf properties located in the eity

of Baltimore. The State wished to rent such properties to the ship}

ping interests for dock purposes, and this created a controversy
between the State and the tobacco interests.

This record has been deposited with the Hall of Records, wh
it will be permanently retained. ooTd8y WheTe

i

!

§
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: 4 scHepule 30 i
oreor REQUEST FOR RECORDS RETENTION SCHEDULE Mo, 399 |
+ of Records (Continuation Sheet) PAGE :
Commission NO. 4
5. Description of Records 6. Recommendation y
Describe records accurately. Include title, form number, size of documents, “lof Hall of Records 11
Item work or activity to which the records relote inclusive dotes, and quantity and Board of Public
No. (cubvc or linear feet). Show recommended retention period. Works.

7 | wmvues oF m sms 'romcoo WAREHOUSE BUILDING COMMISSION OF

éié.éz 9" x12*
Datess July 18, 1906 to May 310 1910
Quantityt . One volumo :

These m&nutes cover the meetinge and transaetions of the com-
mission, vhick was established in 1906 for the purpose of renovatﬂ.nq
the 014 tebacea warehouses m Baltdmore and lmilding nev wareho
fac.’l.lities.' _: ) C 4 :

This reeord has been deposited with the Hall of Reoords. uhere :
11'. will be pormananﬂy retained. :

8 RBALESTATEHELDB!THESTATE%‘MARIIAHD

. Sizes. 8‘*" x 11 x Zf' ‘
Datesi 190'J-1905 ;
Quantityx 1 volume

. This record was prepared in 1901& and 1905 by F. Khodes for the
Board of Publie Works, listing all identifieble property then owned
by the Stats. including administration buildings and properties,
asylums, armories, soldiers homes, hospitals, penitentiaries,
sohools, warehouses, and lighthouses. Each property is deseribed
with its legislative and historieai background and, in some instancgs,
abstracts. utlea. end plans or traeings have bean ineluded,

This record has been deposited with the Hall of Records, where -
it u:'n.ll be pemanently retained. . '

9 MINUTES OF THE COMHISSIONERS OF THE STATE O'ISTER POLICE FORCE ' )
|

‘Stzer 84" x 13* x %" '
Datess 1868.1830 -
- Quantity: Two talumes
File Arrangenmt:- : G;ronoloigical-' e

The Minutes are a briet record of the proceed:\.nga of the Come
missioners, established in 1868 and later changed to the Commissionérs
of the State Fishery Foree, concerning transactions relating to
elections of officers, complaints of illegal oystering and fishing,
and purdm.se of equipment and hiring of personnel,

These records have been deposited with the Hall of Records,
‘ where they will be permanently retained. : '

10 | MISCELLANEQUS ORIGINAL PAPERS
" Datess 1,8?5ng13

Quantity: Five dooument boxes {contimed)
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o UEST 0' ; CHEDULE '30
.ati::: ‘ REQ EST FOR RECORDS RETENTION SCHEDULE sIIO 3
A of .R“m" (Continuation Sheet) PAGE
Commission A‘

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

6. Recommendation

- lof Hall of Records

0 (oont.

© The Miscellanecus Orizinal Papora include papers and plana
for reilread bridges (188151913), Chesspeske & Ohio Cenal papers,

eontractx, bullding plans, submitted bids and proposals, bond 188\!*

papers, Baltd.mm & ‘Ghio Railroad papers. and tobaoee warehouse
reoords. .

‘ ‘rhoso records havo boon dapoai.ted uith tha Hall of Racords. -,
mero thoy 1:111 be;: pemanently rotained. G

ADMIKISTRA‘!IVE Acoomm:m RECORDS |

File Arrangnents Chronological
Audits State audit

This item moludu all standa.rd aceo\mting foms used by
State agencies as supporting data to the final book of entry, the

ledger, which is to be retained pemanently Speeifioally these
mpportd.ng mords ares : ‘ )

. Camptroner of tho l‘roamry
Form No. - -

Eeles <=— "\mrmdm ot Adjustment o
E.l & E-é < zz.ez stribution -of Charges - ' '
DD-1 i artd S oate of Deposit end Bank Deposit Slip -
B—Z (fomerly MR-2) Menthly Repert of State. Funds Colleeted and

. . Depesited

Distribution of Unexponded and O’bligated
. Balances
*‘HMonthly Statemmt of Balances

Purohasirg Burean (Dapa.rhnent of Budget & Proeummt)

l.A o Roqnisition for Suppnos
7«4 Purchase Order
100-16 SR Out<of-Schednle Roquiaitdan for Supp].tes
39=A & 404 - . . - Btores REquisition - .
CF=2 . Copy of Contract Awarded . x
CFal Capital Fnd Requisitien for Equipment
100=24 r Acotual Emergency and Repairs Raport
27=4, - . -Copy of Contrsot Awarded
CF-3 * Copy of Contrast Awarded
. h Delivery Invoice
264 ‘Hotice of Award of Contract
52T ' Credit Memorandum
51 ' Report of Partial Delivery

. Budget Bureau (Dapt. of Budgotl & Procurenent)
HEB=l (rev. )o

Item work or activity to which the records relote inclusive dotes, and quontlty and Board of Public
No. (cubic or linear feet). Show recommended retentlon period. Works.,
Filo Arrangemmt: chronological or by aubjeot

<formerly BB-l & BB-2) mdgot Sehedule Amendment Shest

i
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am HE-mM 1A KEQUEST FOR RECORDS RETENTION SCHEDULE No, LRI
Hall of Records (Continuation Sheet) PAGE
Commission NO. 6

@

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

6. Recommendation
of Hall of Records

ACCOUNTING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIIED BY A
GENERAL RECORDS RETENTION SCHEDULEt~. -~

PAYROLL ~ The agency copy is to be retained for three . years or until
audited, whichever is later, then destroyed. (General Schedule No.
G2, Item l-d, approved by the Board of Public Works. Jan. 11, 1954])
PAYROLL EXCBPTIONS ADDITIONS AND Dr.DUCTIONS - The agency copy is tor
be retained for three years or until esudited, whichever is later,
and then destroyed. (General Schedule Gw2, Item 3eb, approved by
the Board of Publie Works, Januery 11, 1954.).

PAY WARRANTS = The agency eopy is to be retained for three years or
until sudited, wvhichever is later, then destroyed. (Gemeral Sche

No. G-3, Itex 3, approved by the Beerd of Public Works, May 10, 1954

RECEIVING WARRANTS « The agency copy is to be retained for three
years or until audited, whichever is later, then destroyed. (General

Schedule No. G4, Item 3, approved by the Board of Publie Works,
May 10, 1954.) ,

TRANSMITTAL FORY E-1 or E-3 (G amptroller of the Treasury Form) =
This form is to be retained for three years or until audited, whiche
ever is later, then destroyed. (General Schedule No. Ge5, Item 3,
approved by the Becard of Publie Works, May 10, 1954.)

Books of final entry, General Ledgers or Journals, if Ledgers
are not kept, are permanent records and are not subject to the
recommendation below. '

RECOMMENDATTCM: RETAIN FOR THREE YEARS OR UNTIL AUDITED. WHICHEVER |

Is. IATER. THEN DESTROY.

ltem work or activity to which the records relote inclusive dotes and quantity and Board of Public
No. (cubic or linear feet) . -Show recommended retention period. Works.
L cont.) | B,P. Inv, RLO1 Report of Fixed Assets. (annual)
.. | B.P, Invs R102 Report of Materials and Supplies (annual)
B.P. Inv, 6 Haterials and Supplies lesical Inventory,
Budget Form - (ennual)
Nos. 1 through 11 Budget Estimates Fiscal Yoar -
BB-MO . - Request for Position Action
' Others _
Vendors Involees . Bank Deposit Recsipts
Bank Deposit Slips Daily .Time Sheet
Bank Statements. . Monthly Time Sheet




