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';f: : Descripﬁ_on " . "Retention
1 RECORDS MAINTAINED BY THE DIVISION OF VOCATIONAL- r_RETAIN FOR THREE (3) YEARS
TECHNICAL EDUCATION WHOSE RETENTION IS BASED ON REQUIRE-_ AND FOLLOW THE GUIDELINES !
MENTS ESTABLISHED BY THE FEDERAL GOVERNMENT OR OTHER AND REQUIREMENTS ESTABLISHED
AGENCIES ' : ' BY THE FEDERAL GOVERNMENT !
‘ . ) ‘ OR OTHER AGENCY AS APPROPRI-
 This series composes all records necessary to conduct ATE

the business of the Division of Vocational-Technical
Education where the requirements and use of those
records are defined and governed by some organization
outside the legal or administrative jurisdiction of
Maryland law, the State Board of Education, or the
State Superintendent of Schools.

The following records are included in this category:

a.  Application for Approval of Vocational-Tech-
nical Education Programs

b. Long-Range and Annual Plan for Vocational-
, Technical Education

c. New Programs/Activities for the Coming Fiscal
Year '

d. Long-Range and Annual Plan for Vocational-
Technical Education Ancillary Services, Programs
and Activities :

e. Policy and Procedures for Submitting 300 Series
Proposals

f. Preliminary Application - Exemplary Projects

g. Application by Local Educational Agency to
Participate in Work-Study Program

h. Agreement to Participate in Work-Study Program

Student Application for the Work-Study Program

38/ %

i. .
Schedule gpproved by Department, Agency or Division Representative
p : Assistant State Superintendent -
(74 L in Vocational-Technical Education

Dote

v ¥ Signature Title

Schedule Authorized by Holl of Records Commission Disposal Authorized by Board of Public Works

Dote Archivist ) Date

Socretary
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0.

1

(éontinued)

aa.

Allocation of Vocational-Technical Funds

Quarterly Progress.Report - Due Dates 08/30,
10/15, 01/15, and 04/15

Annual Financial Report of Expenditures

Equipment Inventory

Descriptive Report of Program Activities for
Vocational Education

Secondary Vocational-Technical Educatlon
Teacher Record

Secondary Vocational-Technical Education
Student Record

College, Faculty Record Form
College Student Record Foxm

Adult Vocétional—Technical Education Teacher
Record

Adult Vocational- Technlcal Education Student
Record

Count of Secondary Vocational-Technical
Education Students - Form 0901

Count of Secondary Vocational-Technical
Education Students - Form 0902

Vocational-Technical Education Student
Placement Report

Placement of Program Completions in Vocatlonal-
Technical Education

Follow-~up of Program Completions in Post-
Secondary Vocational-Technical Education
Programs

Status of Teacher Training in Vocational-
Technical Education

Count of Vocational-Technical Education
Students
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o. Description Retention
1 (continued)
bb. Enrollments in Vocational-Technical Education
Programs }
cc. Placement of Program Completions in Vocational-
Technical Education Programs
dd. Number of Teachers and Status of Teacher
Training and Local Administrative Staff in
Vocational Education
ee. Financial Status Report
ff. Supplementary Financial Status Report - Expen-
ditures by Legislative Purpose ‘
gg.- Descriptive Report of Program Activities for
Vocational-Technical Education
 hh. Research Training; Pilot and Demonstration
Projects
’ ii. Summer Program Outcome Report
jj. Request for Vocational-Technical Education
Student and Teacher Data Forms: Secondary
Programs '
kk. Request for Vocational-Technical Education
Student and Faculty Data Forms: College
Programs
11. Request for Vocational-Technical Education
Student and Teacher Data Forms: Adult Programs
mm. Reqﬁest for Vocational-Technical Education
: Student and Teacher Data Forms: Apprentice-
ship Programs ‘
nn. Certification of use of Unencumbered Funds
00. Vocational Education Programs and Special
Services Survey
pp. Resolution
qq. Construction Application for Approval
l rr. Proposed Expenditures for Construction
ss. Summary of Proposed Construction
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(continued)

tt.

uu.

XX.

yy.

zz.

aaa.
bbb.
cce.

ddd.
eee.

fff.

888.
hhh.

iidi.

3is.

kkk.

111.

Area School Constructlon Weekly Statement of
Compliance

Area Vocational School Construction Routine
Labor Relations Interview

Applicant's Quarterly Compliance Report - Due
Dates: 07/10, 10/10, 01/10, and 04/10

Certificate of Expenditure

Cost of Occupational Training Manpower Develop-
ment and Training Act

Individual Termination/Transfer Report

Request for Funds and Financial Status Report
Due Dates: 09/30, 12/31, 03/31, and 06/30

Request for Reimbursement
Monthly'Report of Attendance
Equipment Inventory

Manpower Development and Training - Project
Evaluation

Attendance Report fof MDTA and ARA Programs in
State of Maryland (for Dol)

Control of State Educational Agency Inventory
of MDTA Equlpment

Ind1v1dua1 Certification for Manpower Training
Manpower Development and Training - Applica-
tion for Less than Class Size Group - Indi-
vidual Referral

Less Than Class Size - Individual Referral -
Private School Agreement to Act as Training

Agent

Monthly Report of Attendance - Individual
Referral

Receipt for Training Supplies'and-Equipment

Expenditures for State Direction and Super-
vision MDTA
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1 (continued) '
mmm. Comprehensive Employment and Training Act
nnn. CETA Individual Certification for Manpower
: Training '
000. Request for Reimbursement
ppp. Monthly Attendance Report - Individual Referral]
qqq. Application for Less-Than-Class-Size Training A
Individual Training
rrr. Receipt for Training Supplies and Equipment
sss. Individual Termination/Transfer Report
ttt. Individual Referral School Agreement
uuu. Trainee Enrollment Report
' vvv. Monthly Attendance Report
WWW. Majof Equipment Inventory
xxx. Agriculture Teacher's Schedule
yyy. Adult Education/Vocational-Technical Education
Staff Development Workshop Evaluation Form
zzz. Cooperative Programs Wage and Hour Report ,
aaaa. Application for Teacher's Certificate
bbbb, Application for School Solicitor's Permit
ccce. Application for Approval as a Nonpublic
Specialized School
dddd. Information Requested of Out-of-State Schools
eeee, Annual Report - Nonpublic Specialized Schools
ffff. Supervisory Visit Report
gggg. Application for Approval as an On-The-Job
Training Establishment
‘ " hhhh. On-the-Job Training Agreement
iiii. Veteran Trainee Monthly Progress Record
jijj. Supervisory Visit Report
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