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1. Requesting Agency

MUNICIPAL COURT OF BALTIMORE CITY

2. Division or Bureau of Requesting Agency

TRAFFIC DIVISION

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.

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. Recommendation
of Hall of Records
and Board of Public
Works.

Traffic Susnonses ere prepared in quadruplicate by police officer*
after moving or parking violations have occurred* A violator is issm
a carbon copy and the remaining copies are distributed by the Central
Records Bureau, Police Department, as follows) Original to the Audit
Section of the Traffic Division, Municipal Court of Baltimore City, a
carbon to the Central Records Bureau, and a carbon retained in the
officer's susnons book*

The original sunsnonses received by the Audit Section of the Traffi<
Division are sequence-nuaibered, and a tabulating card Is key-punched
and key-verified for each violation. From the tabulating cards a
Summons Register is machine-prepared In duplicate* After the tabu-
lating cards are sorted by trial date end therein by book and summons
numbers, they are filed by trlsl date in the unpaid (open) tabulating
card file.

Paid suaxsanse* (defendant's copy) are validated by the cashier and
forwarded to the Audit Section where « tabulating card is punched and
verified for each payment* The Paid Docket end A listing of all flovife
violations are machine-prepared from these tabulating cards* The
listing Is forwarded to the Department of Motor Vehicles. Paid sum-
monses ore then bundled with the cashier's adding machine tape and
atored* The paid punched cards are sorted by book and sumons number
and a listing Is machine-prepared In duplicate showing book number,
suoroons number, end the transaction nuober* One copy of each of the
listings is retained in the Paid Docket ftsgister*

After sorting by trlsl date, the paid tabulating cords are collet*
with the unpaid tabulating cards for the satoe trial date, in order to
purge the file of payments* Cards remaining in the file an the re-
ceivables* Two days prior to the trial date, the regaining cards for
a certain trial date ere used in the preparation of the Court Docket,
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(cont.) the Record of Violation fonts (triplicate) and the Dally Assignment
of Traffic Case* (sextupiicate). Second notice* and warrants are
prepared for all fines remaining unpaid after the trial date*

All parking violation tabulating cards are removed from the open
file the day after the trial date* and aecond notlcea are iaeued for
a new trial date. Second notice* Which cannot be served by the Police
Department are forwarded to the Department of Motor Vehicles* Which
either supplies a new address or flags its records to stop issuance
of tags the next registration date* the day following the second
trial date* ell unpaid cards are pulled and warranta are issued.

The Municipal Court of Baltimore City was created by amendment of
the Constitution of Maryland, becoming effective the first Monday of
May. 1961* The court, nov conposed of fifteen (15) Judges, was
vested with the jurisdiction formerly held by the Justices of the
Peace of Baltimore City, including the Police Magistrates, the Chief
Police Magistrate of Baltimore City, the Maglstrates-at-Lsrge of
paltiaore City, and the traffic Court of Boltlnore City* (Constitu-
ting o* dryland, **tMcl« Vft SeetVrm&KV) Subsequently, the Municipal
Court Act of 1961 provided for dividing the Municipal Court Into two
divisions! *the criminal division and the traffic division,** (Anna
tated Code of Maryland, 1957 Edition as emended, Art* 26, Sec* 108*)

Records created by the former Traffic Court were continued sub*
stantially in the some fora by the Traffic Division of the Municipal
Court of Baltimore City* This schedule applies equally to the rec»
ords of the fanner Traffic Court and of its successor, the Traffic
Division of the Municipal Court of Baltimore City*

These record series ere described below, and the recommended re-
tention period appears at the end of each item.

COURT DOCKETS

Slee: 15" x 15" K 3"
Dates: 1918..•
Quantity! 306 Cu.
File Arrengenentt

ft.
Chronological

Audit : State and City*

Prior to 1954, the "Court Dockets" were entitled "Records of
Arrest - Traffic Court,*1 for the period 1916-1939, and "Magistrate^
Docket of the Traffic Court of Baltimore City,0 for the period 1935-
1954. Since 1954, the "Court Dockets'* have been continued by the
Traffic Divieion of the Municipal Court of Baltimore City since its
Inception in May, 1961.

The"Court Dockets" Rive on individual sheets the following infor-
mation for a certain trial day) The page number, the date, time,
and part of trial (court session)} Judge*s none; the sequence, book,
and summons numbers; defendant*s name end address, location end de*
scri.^s.^. of violation; officer's payroll nunber, case number;
operator** or chauffeur's nucabert the plea, judgment, and penalty;
and the amount of State fines, city fines, end court costs paid.
The Paid Docket (Item 2) lists ell fines paid prior to the trial
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PAGE
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1 (cont,) date*
The

Courts*1

Cum-

ulation below spplles to the "Record* of Arrest • Traffic
» the "Magistrate** Docket for the traffic Court of Baltimore
end the "Court Dockets*1*

(fl«T4»A-'rv **

RECOHMSKDATlOm

PAID DOCKET

RETAIN FOR THREE YEARS (A UNTIL ALL AUDIT REQUIRE-
MENTS HAVE BEEN NET* WHICHEVER IS LATER, THEN DESTROY

« 2\r

/Hi* & d *
4 Arm

Site i 12" x 14"
Detest 1954...
File Arr*t Chronological
Audits State end City*

The Paid Docket Is prepared dally from the paid tabulating cards
(Item 7)« Individual docket sheets for a certain date show the fol-
lowing information on each violation for which the fine is paid prioi
to the hearing datei The book and eunsocma numbers, location of the
violation, description of the violation* state in which the vehicle
is registered* license number, operator*s or chauffeur's number,
State end City fines and eoste, and the sequence number assigned to
the original summons* The docket sheets ere maintained in transfer
binders which hold e month's cccusnulation*

RECOfffffiNDATION* RETAIN FOR THREE YEARS OR UNTIL ALL AUDIT REQUIRE-
MENTS HAVE BEEN HET, WHICHEVER IS LATER, THEK DESTRdY.

TRAFFIC SIMONS (Original Copy)

Slset 5-3/4* x 4-
Datest 1931...
File Arr.i Numerical by sequence number
Audits State end City

The Traffic Bunuonaes (original end carbons) show the following
Information) Docket number, book and suataons numbers; name of the
violator, his address, age, occupation, end employer; violator's
race, sex, height, weight, and date of birth; operator and vehicle
license numbers; sake of car; a notation as to whether personal in-
jury or property damage or both occurred! location, tine, and date
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of violation, and the weather; date and tine of trial, nature of the
charge, and signatures of officer and violator*

After tabulating cards have been prepared for the suomonses and
the bearing has been held, the original euaaonses ere bundled with
tie original copies of the Record of Violation form (Item 11) end
stored* If second summonses or warrants (Item 12) are Issued In
individual cases, the copies of these records are also stored with
the original suononses* The recommendation below applies to the
original suamonses or warrants snd to the attached Records of Violation*

RETAIN FOR THREE YEARS OR BETH, ALL AUDIT REQUIREMENT
HAVE BEEN MET, WHICHEVER IS LATER, THEN DESTROY*

(continued)
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of Hall of Records
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TRAFFIC SUMMONS (Defendant*• o r Paid Copy)
S i m 5-3/4" K 4»
Datesi 1951*••
File ArToi Numerical, by transaction number
Audits State end City

The Inforoation Appearing on the defendant's copy of the summon*
showing payment it used for the preparation of tabulating cards for
paid sumnonseso These euamonses ere bundled with the cash register
tape end stored*

RECOHCKDATIOKl RETAIN FOR THREE TSARS OR UNTIL ALL AUDIT REQ01RB-
KEKTS HAVE BEES KET, WHICHEVER IS LATER, THEN DESTROY,

TRAFFIC SUWfflMS BOOS (Officer** Copy)

sicet $-y/& » &
Date6> 1951*••
Audits State and City
Traffic Suntaons Bootes ere Issued by the Traffic Division to off-

icers of the Baltimore City Police Department, Suanonsee from these
books ere issued to violators in numerical sequence. After the lest
stmnons is issued from a particular book, the book, containing the
fourth copy of the suaacms, is forwarded to the Auditing Section of
the Traffic Division* The. original susnons end the first and second
carbons ere distributed M follows!

* *
The orisinal euaraons (Item 3) Is reoCfeved by the Auditing
Section; the first carbon is forwarded to the Central Records
Bureau (Police Department), where it Is used for statistical
purposes} and the second carbon (defendant's copy) Is Issued
to the violator (Item 4).
The idation below applies only to the Suasions Books end to

the copies of the summonses renaming therein.
R£C084SKI}ATI0Nt BSTAXK FOR THKEE TSARS OR tmTIL ALL AUDIT REQUIRE*

HENTS HAVE BEEN HEX, WHICHEVER IS LATER* TKES OBSTfiOY.

TABULATING CARDS (Unpaid end Optn Sueaonses)

Slset 3k* x 7i3/B*
Dates! W35. ••
File Arr.t Chronological* by trial date

Tabulating cards are used to accumulate and tsansalt informtion
from the original suasions to the Court Docket (Item 1), the Record
of Violation forma (Itea 11), the second suononses, warrants for
arrest, and the Sumnons Beg later (Item 10)* Information punched on
each tabulating card gives the book and sunnms numbers, the sequenc
number, ithe location and description of the violation* the vehicle
sake, the date end tlas of trial, the Issue date, the offleer*s
nuober, the auto license number end year, end the Issuing state*
When collated with the tabulating cards prepared for paid suaoonses,
they enable the Auditing Section to determine which of the original
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6 (cent*)

8

9

suaa&nee* have oat b«an paid prior to the trial data*

The card* for unpaid susnonsea art retained in an open f i l e by
trial date until the fine la paid or the coee ia closed by a hearing
After a case ia closed, the card pertaining to that case la of no
further use to the Auditing Section and ie considered nonrecord
within the weaning of the etatute governing nonrecord material (Anno-
tated Code of Maryland, 1957 edition a* amended, Art* 41, Sec, 179),
end way be destroyed a* aoon a* no longer needed by the office*

TABULATING CABDS (Paid Suataoneea)

Sixes 3*» K 7*3/8»
Dateat 1957*••
File Arr.t

IBM carde are used to accumulate and transmit information from th< t
paid summonses (defendant** copy. Item 4) to the Paid Docket ( I t ea 2
end to the Paid Docket Register (Item 8)* Each tabulating card ia
key-punched to ©how the summons number, the t r i a l date* the trane-
act ion number, and amount of the fine* When co l la ted v l t h the tab-
u la t ing carde prepared for the original aunsnonaes, ttwy enable the
Auditing Section to determine which or ig inal summonses have not been
paid prior to the hearing date* After preparation of the Paid Doche
Regieter, the watched (paid) cords am s tored .

In a l e t t e r dated Saptesfeer 27, 1957, from the Hall of Records,
Chase cards were declared t o be conEecord! toaterial in accordance wit i
Hie atatnta governing wonrecord wtter la l (Ann* Code of Haryland, 1957
e d i t i o n as amended, Art*. 4 1 , Sec* 179) «wd tsmy be deatroyed aa soon
ae no longer needed by the off ice*

PAID DOCKET KEGISTES

Sice : 6V* x 11» « 2»
Dateat 1954***
F i l e Arr*J Chronological
Audltt State and City

t h e Paid Socket Begieters contain dal ly machine tabulations of
•usnonses paid* Bach eheet shove for each aunmons the s er i e s des ig-
nation* the book masher, the suraoons number, the caahler*s racriber,
and the transaction number* The eheete are f i l e d in tranafer binder^
which hold a anoth*e eccwulat ion*

RECGMŴ TJATlOHt fiETAIN FOR THSEE YEAES OR UKTIL ALL AUDIT RSQUIRE-
MBRTS BAYS BEEN »ST, WHICHEVER IS LATER, THEN DESTROY,

DAILY ASSICWECT OF TRAFFIC CASES

Sieei 8" x 11"
Oatees 1955...
File Arr*t Chronological

These eheete are machine-prepared dally for convenience of refer,
ence by judges, defendants* and the general public* Each fora ia
prepared in sestupllcate* The original and one carbon are filed In
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the Audit Sections one copy is forwarded to the Judge conducting
hearing*} end three copies are posted conspicuously (or the infor-
mation of defendants and the general public* Bach form shovs the
date ond tine of trial, the book and suaraona numbers, the defendant9 9
name, the officer's number, and the case number. Since this fora
contains Information appearing also in the Court Docket (Item 1)»
which is audited and retained for at least three years* all copies
remaining in the Traffic Division are therefore considered nonrecord
within the meaning of the statute (Amu Code of Maryland, 1957 edition
as an*nded# Art* 41, Sec* 179) and taay be destroyed es soon as no
longer needed by the office*

SUMMONS REGISTER
Sisei 8V* x U*> K 3*
Oatest 1954*••
File Arr.i Chronological
Audit* State and City

the Suamons Registers contain dally machine-tabulations of origi-
nal suranonsaa processed* The sheets are placed in transfer binders
which hold a month's accumulation* Bach sheet shows the following
Information for each eunnonB protaiaaedr .^
state, sequence number, book and suasions numbers, end date*

fUBCOmSHMXKKs BETAIH FOR THREE YEARS OR UNTIL ALL AUDIT B£QUXJ$
KENTS ARE KET, WHICHEVER IS LATSft, THEN DESTROY.

KBCOfiD OF VIOLATION
Sleet 4" * 6*
Detest 1950*,*
File Arr*t Chronological, by date of trial
Audltt State and City
Record of Violation ferae ere machine-prepared from the tabulatln j

cards for unpaid and open euaoonses (Item 6)* Bach form ie prepared
in triplicate, the original and two carbons (defendant** and D.M*V«
copies) being forwarded to the Judge for use during the hearing.
The Judge enters the plea, the judgment, and a breakdown of the fine
and court costs* Specifically, the Record of Violation fora gives
the following information! Book and susnons numbers* defendant's
name and address* operator*s license number, time ami place of trial
a description of the violation, make and license number of the
vehicle, the officer's number, the plea and Judgment, a breakdown of
State and City shares of fines, court costs, the susnons Issue date,
the trial date, the signatures of Judge and Clerk, and Information
on companion cases Involving the defendant, (e*g*« location and date
of offense, arresting officer's name, trial dates end tlmee, amount
of collateral or ball poeted, age, speed of vehicle, vhother the
accident<resulted in fatality or personal Injury, and whether Jury
trial was prayed or waived*)

The original copy Is retained by the Audit Section and Is stored
with the original Summons and Warrant (items 3 and 12) to which It
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11 (cont.

12

r13

14

pertains. Tit* defendant retains the Mcond copy* end the third copj
is forwarded to the Department of Motor Vehicles for posting to the
violator's driving record* The recomnendation below applies only to
the original copy end the attached summonses and warrants*

RECOWffiNDATIONJ RETAIN FOR THREE YEARS OR UNTIL ALL AUDIT RCQUISB-
HBKT8 ABB MET, WHICHEVER IS LATER* THEN DESTROY.

SUMMONSES AKD WARRANTS

Sisei 3¥» x 9*
Datest 1954...
File Arr.t By sequence number
Audltt State end City
This item consists of Traffic Division copies of second summonses

and of warrants issued. The originals were served on violators in*
volved in both parking and moving violations. The Traffic Division
retains the carbon copies in bundles which also include the copy of
the Record of Violation forms (Item 11) and the original Summonses
(Item 3).

RECOMMENDATION! RETAIN FOR THREE YEARS Oft UNTIL ALL AUDIT REQUIRE-
MENTS Afi* MET, WHICHEVER IS LATER* THEN DESTROY.

SUMMONS CONTROL BOOKS

Fora tio.t 35QA-P.B.
Sieet 6V x 11**
Detest 1932...
File Arr.t By series letter and therein by book number
Audits State end City
The Summons Control Books contain the Auditor's Traffic Simmons

Checking Sheets. Individual sheets provide a running record of the
summonses which have been issued from a particular summons book.
Posting to the Summons Control Book is done dally, based on the Sum-
mons Register sheets (Item 10). The Suamcms Control Books and the
Summons Register provide an index to the original summonses.

Individual sheets tn the Summons Control Books show the summon*
book number, date of return of the susnons book by the Police Depart
tnent, the summons serial number, the date of return to the Traffic
Division Auditor* and the disposition of the summons (paid, warrant
lesued, warrant recalled* etc.), en explanation of any sumaaonses not
returned, and the receipt date.
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SECOmBKDATIOKt

WARRANT RECALLS

RETAIN FOR THREE YSABS OR UKTIL ALL AUDIT REQUIRE-
MENTS ARE MET, WHICHEVER IS LATER* THEN DESTROY.

Sleet. 8 V « 11"
Da teas 1955...
File Arr.t Chronological
Warrant Recalls are memoranda-type recorde prepared by the Traffli

Division and forwarded to the Police Department to recall arrest (warrants)



FORM HR-RM
. (S - 60)

Hall of Records
Commission

1A
rfe&JEST FOR RECORDS RETENTION ScS&ULE

(Continuation Sheet)

SCHEDULE
NO. 429
PAGE
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. Recommendation
of Hall of Records
and Board of Public
Works.

14 (cont.) warrants) recall of warrante is Also posted In the Suosoons Control
Book (Iten 13)• The individual sheets ere prepared in duplicate,
one copy of which is forwarded to the Baltimore City Police Depart*
oent. Bach sheet is numbered end gives the date* tine* teletype I
number, nem end Address of the person for whom the warrant was issued,
book and sumaons numbers, clerk** signature, reasons for return of t$e
warrant, end the new trial date*

This le e housekeeping-type record end has no further value to
the operation of the office* After the. copy ie forwarded to the
Police Departaantt the copy retained by the Traffic Division is con*
sidered nonrecord within the moaning of the statute (Ann. Code of
Kd., 1957 edition ae aaended. Art. 41, Sec. 179), end nay be destroyed
as soon as no longer needed by the off ice.

ACCOUNTING RECORDS

Si M i 8%* St 11"
Dates) 1951*,,
File Arr.t Chronological
Audit! State end City
This item includes ell standard accounting forna used by State

agencies ee supporting data to the final booke of entry, although
ell of the records listed below will not necessarily be found in
the accounting records of this office. The final booke of entry,
the Ceeh Books (1939..«), are to be retained permanently.

Specifically, these supporting records arei-
Comptroller of the Treasury

Fora No,
Memorandum of Adjustment

£~1»S Distribution of Charges
£*i & B-% frtamitai
DD-1 Certlf icete of Deposit mnd Bank Deposit Slip
!U2 OFonaYly M&£) Monthly Baport of State Funds Collected & Deposited

Distribution of Unexpended end Obligated BalancesMonthly Statement of Balances
Purchasing Bureau (Dept, of Budget & Procurement)

1-A
47-A
100-16
39-A & 40-A
CF-2 & CF-3
27-A
CF-l
100/24 .
26-A
31
32

tequieitlon for Supplies
Purchase Order
0ut*of»8chedule fiequisltlon for Supplies
Stores Requisitions*
Copy of Contract Awarded
Copy of Contract Awarded
Capital Fund Requisition for Equipment
Actual Emergency end fiepalrs Report
Notice of Awdrd of Contract
Report of Partial Delivery
Credit Meoerendum
Delivery Invoice
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IS (cont.)

M

Budget Bureau (Oept. of Budget Ik Procurement^
BB-1, w . (formerly B301 & BB-2) Budget Schedule Aaendnent
B.P.Inv. RiOi Report of Fixed AiMtfi (annual)
B.P.Inv. R102 Report of Materialt end Supplies (annual)
B.P.Inv* 6 Material• and Supplies Physical Inventory (annual)
Budget Forms* Budget Estimates* Fiscal Year

Other Records

Time Reports
Expense Invoices
Vendors* invoices s

Bonk Deposit Slips
Bank Statements
Bank Deposit Receipt*
Canceled Checks
Check Stubs
RETAIN FOB THREE YEARS 08 UNTO. ALL AUDIT RBQUIBE-
tffiKTS ARE MET, WHICHEVER IS LATER* THEN DESTROY.

RECOMMENDATIO?JJ

ACCOUNTIKG RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED DY A
GENERAL RECORDS RETBRTIOK SCHEDULE

Payroll - prior to July 1, 1953 (General Schedule No, C-l, Iteal-d,
approved by the Board of Public Work*, 1/11/54.)

RECOMHENDATI0?«» AGENCY COPY OF THIS FORM IS TO BE RETAINED FOR FIVE
YEARS Oft WTth AUDITED, WICRSVEB IS LATER, THE;
DESTROYED.

Payroll Journal • (Gen* Sched* G-2, Item l*d» approved by BPU l/ll/5|i)
RECOMJSKDATION: AGENCY COPY TO BE RETAINED FOR THREE YEARS OR UKTIL

AUDITED, WHICHEVER IS LATER, THEN DESTROYED,
Payroll Exceptions, Additions fc Oeduetlqng • (Gen. Sched. G-2, Item

2-b, approved by BPW 1/11/54)*
Pay Werrante - (Gen, Sched. G*3, teem 3, approved by BPU 5/10/54)*

Receiving Warrants « (Gen Sohed. G-4, Item 3, approved by BPW 5/10/5J*)1

Transmittal roraa E»l or B»% (Conptvoller of the Treasury form)
(Gen. Scbed. C-5, Item 3, approved by BP» 5/10/54)*

^Following recoanendation applies to ell the above recordst

5
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RECO&IENDATIOKS AGENCY COPY TO BE RETAINED FOR THREE YEARS OR UKTIL
AUDITED, WHICHEVER IS LATER, THEN DESTROYED.

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

6. Recommendation
of Hall of Records
and Board of Public
Works.

17 MASTER AUTHORIZATION
Thle State-vide form of the Conalssloner of Personnel is tho

authorisation for entering the eaployee'a naa» on the payroll or
for making any changes in pay rate. It «lao about* all pay deduction)*

RECOJSmDATION} RETAIN WHILE EMPLOYED AND FOB TUBES YEARS AFTER DATp
Of SEPARATION OR UNTIL ALL AUDIT B£QU1R£MENT3 ARE
MET, WHICJtEVEB IS LATER, mm DC5TS0Y.

18 LEAVE 8EC0R0S
Dates: 1952...
Audit! State mid City

This file include* the following recorder
Leave Record Card* Fora SEC 128-A (old) and MS-920 (new), e

•feandard State-wide forte* prepared annually for each
employee

Leave Applitatione

Doctors* Certificates

a:

o

RECOMMENDATION: 8STAXK FOB TtlBEE YEARS OR UKTZL ALL AUDIT SEgUIRE-
KSNTS Alt£ Wt, WHICHEVER IS LATER, THt^' DESTROY.
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