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Item
Number

Form
Number

(THIS SCHEDULE REPLACES SCHEDULE 186, July 11, 1955)

Schedule Number

1
Page Number

Record Title
(Show.former Schedule and Item Number, if any)

Number of Copies
B. Distribution

B.

Retention of Record Copies
(Dispose of nonrecord material when no

longer needed by office)

o

This Division receives from the
twenty*four local Boards detailed
data, updated monthly, on financial
assistance and other services under
jurisdiction of the State Depart-
ment. From.these reports, the
Division reviews, edits and compile!
studies, charts anr1 postings for us«
of agency personnel in supervising
anr1 evaluating the programs; report
ing to the Federal agency (HEW-SSA);
compiling the Monthly Financial and
Statistical Report; caseload data
for the Annual Report and annual
budget; updating the Laws and Rules
Manual statistical income tables;
personnel percentages to determine

assignments to programs; other
periodic reports and special stud-
ies required for evaluation of the
effectiveness of the programs
charged to the Department.

The files contain worksheets,
periodic and single (one-time)
reports and studies, charts and a
small quantity of mimeographed and
printed records. Some of this
material appears elsewhere in .
printed form but much of it is un-
published and may have reference
value over a considerable period
of time* Such matters should be
retained until the Division head
determines that it's value has

ceased.
Printed and mimeograph-

ed material is "Nonrecord1*
and may be destroyed as
soon as no longer needed.
Extra copies of all studies
reports, and charts may be
destroyed as "Nonrecord" if
one copy is retained some-
where in the agency for the
stated retention period.

All superceded forms
and reports are subject to
the retention period recom-
mended for their successors

1. Worksheets for Monthly Statistical
Reports (including machine list-
ings). Data compiled from the
monthly reports prepared by the
County Boards, (SDSS-250,•SDSS-179,
SDSS-408, Items 2, 3, 4) is used in
the Annual Report anr1 special stud-
ies and reports as required -

1966—

No distribution Retain for 3 years or until
all Federal and State audits
are complete, whichever is
later, then destroy.

Agency, Division or Bureau Representative

TTfgndture '

Assistant Chief, Buraau of Administrative Servi

Dote: A U g U S t 2 8» 1 9 7 °

Schedule Authorized by Moll of Records Commission

oes PJf/jV At/WT^y ~£ QtH&J-f//
tfote ' Archivist

Disposal Authorized by Board of Public Works

V

File
#1
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' Date
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Secretary /y

/
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Item
Number

2

•

.-

3

U

5

6

(

......

F orm

N <J m b 9 r

SDSS
250

SDSS

179

sm
SRS
2070

Series
1.2,
1 6, 4

FS
2078
Series
Below)

FS
078.11

. . ..

R e c o r d T i t l e

(Show former S c h e d u l e a n d I t em N u m b e r , if a n y )

Monthly Statistical Report of
Services (Basic Product Worksheets)
Data source for Item 1 and Federal
reports, caseload trend graphs,
work units, percentages to relate
•joint administrative costs to pro-
gram, post caseloa-' data to Source
Cards —

1U7--

Monthly Report on Homemaker Service
Adjunct to SDSS 250 (Item 2) -

1969--

Monthly Report on Day Care Services
Adjunct to SDSS 250 (Item 2) —

1969--

Quarterly S t a t i s t i c a l Report on
Public Assistance Appl icat ions ,
Cases Approved, and Cases Discon-
tinued. Supersedes Forms 204,
204-B, FS-T-2O6O and the voluntary
semi-annual reports formerly made
on Forms 2031 an^ 2032 -

10 60 —

S t a t i s t i c a l Report of Numbers of
Recipients and Amounts of A s s i s t -
ance under Public Assistance Pro-
grams - Formerly reported on
FS-204: -

Statistical Report of Numbers of
Recipients and Amounts of Assist-
ance under Public Assistance Pro-
grams. Mrtnf-hiv_ 1Q64--

A.

A.

1

1

1

3

3

3

c i CIN nun suntuuLC
|LOni inuun on j n s e i ; ,

Number

Office

of C o p i e s
B . D i s t r i b u t i o n
B.

copy from each local
Department

-

Office

* •

copy from each local
Department

Office copy from each local
Department

1 -
1 -
1 -

1 -
1 -
1 -

1 -
1 -
1 -

To Federal Office
Regional Federal Office
Office copy

To Federal Office
To Regional Federal Office
Office copy

To Federal Office
To Regional Federal Office
Office Copy

(D

3

3

3

5

5

5

Retantior
ispos

yrs.

yrs.

yrs.

yrs.

•

yrs.

yrs.

2
Pag* Numtt»f

of Record Copitt
9 of nonrecord material whan no
longer

- a l l

- a l l

•

- a l l

- a l l

- a l l

- a l l

needed by office)

audits-destroy

audits-destroy

audits-destroy

•

audits-destroy

audits-destroy

audits-destroy

(continued)

Files
02,5,
6 6. 7

File
#2

File
#2

File
#3

File
i-l3

F i l e

#3

Form HR • RM (7 69) Holl of Records Commission
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(Continuation Sheet)

r • »
M»H|«4W

Item
NumSer

Form
Number

¥3

Record Tit le
(Show former Schedule and Item Number, if any)

A. Number of Copies
B . D is tr ibut ion

A. B.

Page Num»e«

Retention of Record Copies
(Dispose of nonrecori material when no

longer needed by office)

6
(cont)

2078-11
Adff.A

I FS
2078-11
Add.B

FS
2078.3

FS
2078.4

Emergency Assistance to Needy
Families with Children -
Monthly 1964—

Institutional Services in Inter-
mediate Care Fac i l i t i e s -
Monthly 1964—

Recipients and Amount of Assistance
for Foster Care .
Quarterly 1964—

Statist ical Report of Numbers of
Recipients and Amounts of Assist-
ance under Public Assistance Pro-
grams — > ;
Annual •'„' 1964—

FS
2078.5
(FS-27$

Concurrent Receipt of OAA anH
JOASDHI Benefits (FS-279, 1960-68)-
Annual 1960—

SRS- Quarterly Statistical Report on
NCSS Fair Hearings - •• ' ;
105 , . . 1969

FS-270 Annual Statistical Report on Dis-
& 271 tribution on Payments (Source, SDSS

,503 & 603, Item 30; SDSS-388, 389,
390, 392, Items 32-35) -

1965

1 - Federal Office
1 - To Regional Federal Office
1 - Office Copy 5 yrs.- all audits -destroy

n

it

• # • • •

(continued)

File
#3

FormHR-RM 100^(7/69) Hall of Records Commission
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(Continuation Sheet)

525
Schedule Number

Page Number

V ^

Item
Number

9

—

10

11

12

13

Form

Number

SRS-
19 7Q &

L971

>A-2O36
&

'S-2055

'S-2069

SRS-
NCSS-
104-T

FS
Series
below)

Record Title
(Show former Schedule and Item Number, if any)

Reports on Cost Standards of Basic
Needs of Assistance Cases.(Revised
Reports are prepared only when re-
quested by the Federal Office;
FS-2029, formerly a biennial report
was supereeded by the new forms -
Apri\,1968).

Reports on Medical and Nursing
Care - Discontinued (freports have
been prepared by the State Dept. of
Health since July 1^66)

Stat ist ical Report on Social Ser-
vices -
Quarterly 1964—
(1st & 3rd quarters on OAA, PANB
& APTD, 1970—; 2nd & 4th quarters
on AFDC, 1964—).

Interim Reports on Social Services
Provided to Families and Children
(AFDC-Title IV-A)

Characteristics Reports - Special
Reports prepared, as required, on
socio-economic characteristics of
families receiving assistance. The
information i s punched on IBM cards,
one deck i s retainer* by the Dept.
and a second goes to the National
Center for Social Stat is t ics .Print-
outs are returned to the Department
one of which i s retained in the
Division. The original reports fron
which the cards are punched are l i s t

. A.

A.

5

1

3

3

- •

Number of Copies
B. Distribution
B.

3 - To Federal Office
1 - To Regional Federal Office
1 - Office Copy

Office Copy

1 - To Federal Office
1 - To Regional Federal Office
1 - Office Copy

n it II

Retention of Record Copies
(Dispose of nonrecord material when no

longer needed by office)

Retain forms 10 yrs. after
each reviBion, then destroy

5 yrs.- all audits - destroy

5 yrs.- all audits - destroy

it II H

File
#3

II

it

II

Form HR -RM\jmA (7/69) Hall of Records Commission
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(Continuation Sheet)

525
•Schedule Number

Page Number

. Item
Number

13
(cont)

.•

14

**-

15

Form
Number

FS
2019

FS
2035

FS
2058

FS
2051

—-_

CM70-
71-S &
SRS-
NCSS-
274-S
CBC80-

S

R e c o r d T i t l e

(Show former Schedule and Item Number, if any)

ed below. The IBM cards and pr int -
outs are Nonrecord and may be
destroyed as soon as no longer need
ed by the o f f i c e :

Character is t ics Reports-Aid to
Families with Dependent Children
(AFDC)

Characteris t ics Reports - Old Age
Assistance (OAA)

Character is t ics Reports - Public
Assistance to the Neec'y Blin<* (PANB

Character is t ics Reports - Aid to
P a r t i a l l y anf? Total ly disabled (APTD

Federal Reports on Children Age
5-17 rece iv ing public as s i s tance or
care in fo s t er family homes, to
Federal Office for a l l o c a t i n g funds
under the Elementary and Secondary
Educational Act, submitted annually
for those under public as s i s tance
(January) and for those in f o s t e r
family homes (March).

U.S. Children's Bureau Reports -
Annual Report to the Bureau on the
number of chi ldren rece iv ing ser -
v i c e s anH the types of l i v i n g
« arrangements. Data i s inclur'ec' on
chi ldren served by private agencies
and institutions. Statistics
derived from County Board reports

A.

A.

» .

1

1

1

1

3

3

Number of Copies
B. Distribution.
B.

Office copy

ii it

ii it

.-i II

1 - To Federal Office
1 - To Regional Federal Office
1 - Office Copy

M M « "

Retention of Record Copies
(Dispose of nonrecord moterial when no

longer needed by office)

5 yrs.-all audits - destroy

•i •• it

II it n

it it it

5 yrs.-all audits - destroy

it it ••

File
#3

••

i t

II

File
#3

II

FormHR-RM 100A (7/69) Hall of Records. Commission
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(Continuation Sheet)

Schedule Number

' Item
Number

Form
Number

Record Title
(Show former Schedule and Item Number, if any)

A.

A.

Number of Copies
B. Distribution
B.

Page Number

Retention of Record Copies
(Dispose of nonrecord moterial when no

longer needed by office)

15
(cont)

-16

17

C
18

!•» CEP
256

and reports from private agencies
and institutions. An annual report
is also made on children for whom
adoption petitions were granted.
(CB designation will change to SRSS
NGSS at an early date).

Administrative Costs, a calculation
of percentages to be applied to ad-
ministrative costs for. determina-
tion of apportionment to the pro-
gram, to be approved by DEW with
percentages submitted to Fiscal
Division for flllocating cost to the
program and determining the amount
of Federal financial participation.

Reports of Interviews, summary by
number, type and program with cal-
culation of weight per case unit fof
percentages to destribute admini-
strative costs to program for
Federal financial participation.

Annual Reports, statistical data
and tables prepared for the annual
reports.

Food Stamp Program Participation,
monthly reports on program partici-
pation in the Food Stamp .Program.

,1966-

1 - To Federal Office
1 - To Regional Federal Office
1 - Office Copy

5 yrs.- all audits - destroy File
#4

1 - Office copy

1 - Office copy

1 - To Federal Office
1 - To Regional Federal Office
1 - Office copy

3 yrs. - destroy

5 yrs.-all audits - destroy File
#4

(continued)

Form.HR-RM 1O O g ^ 7/69) Holl of Records Commission
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(Continuation Sheet)

•;• Schedule T^umber

Page Number

. Item
Number

20

~ 21

22

Form
Number

. . .

- • -

SDSS
350

Series

-

Record Title
(Show former Schedule and Item Number, if any)

Adoption Study - July, 1968;
detailed study for Adoption Confer-
ence, Nov. 13-18, 1968; department-
al requirement for program opera?
tion and evaluation.

Foster Care Study - August 1966.
Detailed reports for Conference on
Foster Care in Maryland Nov. 30,
Dec. 2, 10 66.

I

Source Cards - Source cards are
user4 In forecasting trends in
social services, obtaining average
caseloads, average costs, budgetary
analysis, and for reference in pre-
paring special studies. The infor-
mation entered on the Source Cards
is obtained form the Worksheets
(Item 1) and the Monthly Statisti-
cal Report of Services (Item 2) re-
ceived from the local Divisions.
The cards in this series are ruled
for monthly entries for a. period of
two years. At the end of two years
the f i le is retired to non-current
status and a new fi le is started.
The non-current f i le is retained in
the office for an additional two
years after which it is microfilmed
am' the original car^s are destroy-
ed. The Recommendation applies to
the old series (SDPW) as well as to
the new series (SDSS).

A.

A.

1

1

1

Number of Copies
8. Distr ibut ion
B.

Office Copy

Office Copy

Office Copy

—i^fc —

Retention, of Record Copies
(Dispose of nonrecord material when no

longer needed by office)

3 yrs. - destroy

t l M

Retain In current f i le for
two years, then retire to
non-current status for two
additional years, microfilm
and destroy original cards.

(continued) i

File
#4

• • •

-

Files
#9-10

Form HR -RM 100A, /69) Hall of Records Commissic
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RECORDS RETENTION SCHEDULE

'Schedule Number

Item
Number

22
(cont)

(

*•,

Form
Number

SDSS-
359-F
SDPW)

SDSS

35^-L

SDSS

359-M

SDSS

359-M

SDSS

359-M

SDSS

351-M

SDSS

359-M

SDSS

359-M

Record Title
(Show former Schedule ond Item Number, if any)

(Blue) Living Arrangements of Chil-
dren in Cases Receiving Service at
End of Month.

(Yellow) Number of Persons Includ-
ed in Grants of Assistance.

(Salmon) General Public Assistance
Employables - Status of Applica-
tions and Cases Receiving Continu-
ing Service.

General Public Assistance - Status
of Applications and Cases Receiving
Continuing Service.

(White) - Aid to Permanently and
Totally Disabled - Status of Appli-
cations and Cases Receiving Con- .
tinuing Service.

(Brown) Public Assistance to the
Needy Blind - Status of Application
and Cases Receiving Continuing
Service.

(Green) - Aid to Dependent Children
Status of Applications and Crses
Receiving Continuing Service.

(Yellow) - Old Age Assistance -
Status of Applications and Cases
Receiving Continuing Service.

A.

A.

1

11

•1

••

II

II

i

. ••

«•

Number, of Copies
B. Distribution
B.

Office Copy

it n

•i 11 •

it 11

11 11

11 it

It H

It II

Page Number

Retention of Record Copies
(Dispose of nonrecord material when no

longer needed by office)

Retain in current f i le for
two years, then retire to
non-current status for two
additional years, microfilm
and destroy original cards.

•1 11 11

•1 ii . 11

it 11 it

•• ii M

11 11 11

11 II II <

•• it it

(continued)

Files
#9-10

•1

II

11

11

it

11

••

Form HR - RM 1 | ^ (7/69) Hall of Records Commission
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RECORDS RETENTION SCHEDULE

(Continuation Sheet)

525
Schedule Number

Page Number

V _

Item
Number

22
(cont)

• F orm

SDSS
359 rO

SDSS

SDSS
350-0

SDSS
359-P

SDSS
359-Q

SDSS
351-Q

R e c o r d T i t l e . •'

(Show former Schedule and Item'Number, if any)

(White) - Aid to Permanently and
Totally Disabled - Number of Indi-
dividuals Assisted, Obligations In-
curred and Average Grant per Indi-
vidual.'

(Brown) - Public Assistanee to the
Needy Blind - Number of Individuals
Assisted, Obligations Incurred and
Average Grant per Individual.

(Yellow) - Old Age Assistance -
Number of I Hivi^uals Assisted,
Obligations Incurred and Average
Grant per Individuals.

(Green) - Aid to Dependent Children
Number of Families and Recipients
Assisted, Obligations Incurred for
Assistance, and Average Grant Per
Family, Per Receipient, and Per
Child.

(Salmon) - General Public Assistant
Number of Cases A s i s ted , Obliga-
tions Incurred and Average Grant Pe
Case.

(Salmon) - General Public Assist-
ance Employables - Number of Cases
Assisted, Obligations incurred anr'•
Average Grant Per Case.

A.

A.

1

•1

ft

It

. - • •

it

Number of C o p i e s
B . Dis tr ibut ion
B.

Office Copy

M ti

n. ii

it II

II ••

II ••

Retention of Record Copies
(Dispose of nonrecord matoriol when no

longer needed by office)

Retain in current f i le for
two years, then retire to
non-current status for two
additional years, microfilm
and destroy original cards.

II n

II ii

•• II

it II

•i II

(continued)

File
#9-10

II

II

•i

II

II

form HR - RjADiOA (7/69) Hall of Records Commission
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HALL OF RECORDS COMMISSION

RECORDS MANAGEMENT DIVISION
RECORDS RETENTION SCHEDULE

525
Schedule Number

. 1 0

Item
Number

22

-

•

Form
Number

SDSS
359-T

SDSS
359-V

SDSS
359-V

SDSS
359-W

SDSS
359-X

SDSS
359-X

Record T i t l e •

(Show former Schedule and Item Number, if any)

(Blue) - Foster Care -r Number of
Children for Whom Boarding Payments
are Made, Obligations Incurred and
Average Payment per Child.

(White) - Service at Request of -
Other Agency - Public Assistance,
Old Age Survivor's Insurance,
Selective Service Boards and Others

(Blue) - This form Includes the
following eight categories: 1.Fos-
ter Care Other Than Adoption;
2. Foster Care, Adoption; 3. Pro-
tective Service for Children-
Families; 4. Service to Parents in
Relation to Foster Care; 5. Service
to Parents in R lation to Adoption;
6. Adoption Investigations for the
Courts; 7. Service-Training Schools,
Supervision Families; and 8. Ser-
vice-Training Schools, Admission
and Discharge Investigations.

(Blue) - Approved Agency Adoptive-
Home Status of Applications and
Cases Receiving Continuing Service
(Foster Homes).

(White) - Status of Requests for
Certification for General Hospital
Care.

(White) - Status of Requests for
Certification for Chronic Hospital
Care •

A.

A.

1

••

it

V*

ii

ii

Number of Copies
B. Distribution
B.

Office Copy

II II

II II

ti n

II ii

. II H

>

Poge Numb

Retention of Record Copies
(Dispose of nonrecord material when no

longer needed by office)

Retain in current f i l e for
two years, then retire to
non-current status for two
additional years, microfilm
and destroy original cards.

II n II

•• II i»

»i it ii

ti it ••

f

•i II II

(continued)

er

File
#9-10

II

••

II

••

it

Form HR-RM 100A (7/69) Holl of Records Commission
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525
Schedule Number

11

Item .
Number

22
(cont)

- • ^

\ r"

'* *

:

•

23

24

Form

Number

SDSS
359-Z

SDPW-
392

SDPW
39 2 - A

SDPW
39 2 - B

SDPW
3 9 2 - C

_—--

Record Title
(Show former Schedule and Item Number, if any)

(White) - Status of Request for
Certification for Special Type
Hospital Care and Mental Hospital
Care.

The 3<>2 Sourpe' Carres were discon-
tinued in . . The information
for this series was obtained from
the Quarterly Population Reports
submitted by child care agencies
and inst i tut ions. These cards were
ruled for four years with entries
being made quarterly. The Recom-
mendation applies to the 392 Source
Cards even though they have been
discontinued.

(Green) - Status of Number of Chil-
dren un^er care and Number of
Families Represented by Children
Unr»er Care at End of Quarter.

(Green) - Type of care Received by
Children on Last Day of Quarter.

(Green) - Number of Days Care Given
to Children.

County Caseload Data, compiled for
information in local department
visits.

1966—
Manpower Development Training and
Area Redevelopment Study.

1963-1964

\ ^ W i l l I l l U U f l V l < V t l ^ ^ l /

A, Number of Copies
B. Distribution

A.

1

it

it

. II

ti

1

1

B.

Office Copy

- • i

•• it

it n

• II ti

tt t*

Office Copy

n ••

Page Number

Retention of Record Copies
(Dispose of nonrecord material when no

longer needed by office)

Retain in current fi le for
two years, then retire to
non-current status for two
additional years, microfilm
and destroy original cards.

II II ••

•i II II

II II II .

it it ti

3 yrs. - destroy

File
#9-10

n

ti

••

II

File
#11

••

Form HR-RM 100A (7/69) Hall of Records Commission
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RECORDS RETENTION SCHEDULE

(Continuation Sheet)

525
Schedule Number

12
Poge Number

Item
Number

25

•. 26

27

28

20

30

31

32

F orm

Number

_

- - -

SDSS
63

SDSS
503 &

603

—

SDSS
388

Record Title
(Show former Schedule and Item Number, if any)

Machine listings, worksheets of
applications disposed of, cases
transferred and discontinued.

1Q69 —

Personnel Reporting, inter-depart-
mental reports on number of positio:
and vacancies by local department,
used for special Internal reports

Recipients Rate Data, used for
calculating trends.

1968—

Concurrent Receipt Reports of OA
and OA-SDHI Benefits - County Board
report, for HEW request for prepar-
ing FS 2078^5 (Item 6) .

1965—

Special Age 72 Benefits County
Boarr1 report for HEW request -

Oct. 1066 - Jan. 1067

Distribution on Payments - Biennial
reports (Source of FS 270 & 271,
Item 8 ) .

Nursing Care Tabulations (Source
of SDSS-2078).

Annual Report on Children Served by
Public Welfare Departments on March
31st (Source for Annual Reports on
Distribution of Payments, CB 270 &
271, Item 8) . 1<>67---

A.

A.

1

1
IS

M

II

II

It

II

II

Number of Copies
B. Distribution
B.

Office Copy

*

Office copy prepared in
Permanent service

Office Copy

ii ii

•i •• .

•i n

•• II

it it • .

Retention of Record Copies
(Dispose of nonrecord material when no

longer needed by office)

3 yrs. - destroy

II ti

II n

3 yrs.-all audits - destroy

5 yrs.-all audits - destroy

n . •• it

3 yrs. •• ••

•• II ••

File
#11

File
#13

• i

•i

i t

• i

i t

•i

Form HR,RM 10^^7/69) Holl of Records Commis.ion
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525
'Schedule Number

13

Item
Number

33

34

35

36

37

38

Form
Number

SDSS
3$)

SDSS
390

SDSS
392

— -

SDSS
& SRS
2085

SDSS
& SRS

2086

Record Title
(Show former Schedule ond Item Number, if any)

Annual Report of Children's Service
anr1 Fac i l i t i e s from Licensed Agency
or Institution (Source for Annual
Reports on Distribution on Payments
CB 270 and 271, Item 8 ) .

1967 —

Annual Report of Child Welfare
Services - Source for Annual Report
on Dlstrlvution or Payments (CB
270 and 271, Item 8)

1967 —

Annual Report of Child Welfare Ser-
vices from Licensed Agencies or
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