1 a1l State employees.

k" by 6" file card contaiﬁing information stating
vhy candidates for a partlicular classification are
ineligible for State employment. '

Time Cards (Form 38)

5% by 8" card on which appears the time an employee
worked, leave time, compensatory time, etc. calculated
on a two week pay period. : :

Annual Efficiency Rating Report Cards (Efficlency
Rating chorts)

IBH cards which contain the efficiency ratings for
These cards are issued annually.
The cards are issued by the employee's supervisor and
gigned by the employee.

FORM RM-1 DEPARTMEMT OF GENRERAL SERVICES VEDULE
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. EPARTMENT OF PERSONNEL "Administrative
AGENCY DIVISION
lttleon.‘ Description Retention |
1 | Employees! History Folders »
An individual history folder is prepared for‘each Retain in office for as
permanent erployee included under the State Merit - long as the individual
System. Employees' folders contain original applica-~ remains an employee of
tion for State employment, ¥5-310, ledger card, general | the State, then store in
correspondence in reference to employee, in addition to |Records Center for a total
superior and unsatisfactory efficilency ratings. - of fifty-six (56) _years,
o then destroy.
2 | Onsatisfactory Record Report (MS-1056)

(1) year, transfer to a
State Records Center for
a total of fifty~-six (56)
years, then destroy.

Retain in office for one
(1) year, transfer to a
State Records Center for
a total of fifty-six (56)
years, then destrov. :

(1) year, transfer to a
State Records Center for

1a total of fifty-six (56)

years, then destroy.

Retain iﬁ office for one .

Retain in office for one

. Schedule approved by Department, Agency or Division Representative
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evulatlons

Correspondence with agencies concerning rules and
regulations in reference to personnel policies and
procedures, - Information included in these files may
pertain to any one of the following items: leave, ‘
awards, military reinstatement grievances, overtime,
etce ' . -

Physicgl Reports (Factual Phyulcal Examlnatxon Renorts)

Physical exam report that is required of all per»
manent classified State employees when enterlnw State
sarvice.

Special Medical Problems

Medical case histories of State employees with
special medical problems, These files contain reports

| from the State medical unit, outside medical reports,

recomnendations from the State doctor, and general
correspondence concerning patients! medical problems.

Blood Azsurance Computer Cards

This card identifies the person as a member of the
Maryland State Employees Group I Blood Program., This
card lists personal information concerning the blood
donor,

rpm»nﬁwA RECCRDS RETEHTION AND DISPOSAL SCHEDULE SCHEDULE
REV. 2/75 (CONTINUATION SHEET) NO-(90
.7 R : 90=-2
PAGE
. NO. 2 of 3
H!!’
No. Description Retention
P .
S | Moving and Interviewing Expense Letters
Letters from State agencies which must be approved Retaln in office for three
by the Department of Personnel granting authorization (3) years, then destroy.
of payment of expenses for job interviews and moving .
expenses 1f hired. These upper level posit¢ons cannot .
be filled from within the State.
6 |Sick Leave Statistical Renorts and Efflciency Ratinvs
'.Statistical data relating to anmal exception effi- Retain in office until policy
ciency ratings and employees! annual sick leave, Effie change, but at least three (3)
ciency ratings referred to are elther superior or years, then destroy.
inferior ratings, This data is used to formlate per-
: ponnel and fiscal policy. . _
7 |Rules Files—«State Employees Personngl Rules and

Retain permenently. Offer to
the Archives Division of the-
H2ll of Records Commission
when inactive,

Retain in office for two (2)
years, transfer to a State
Records Center for an addi-
tional three (3) years, then
destroy.

Retain in office for five (5)
Years, then destroy.

Retain in office for three (3)

years, then destroy.
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Employee Jdentification Card Information Form and log
Sheets ’ ' '

Informational form that is filled out by the employee
stating the name, social securlty nuwber, department and
agency, which is used as a source material for issuance
of ID card, :

Miscellanéous_File»

13

This file contains parkinv permit material for the

department, the State car 1og, and any information par-'

taining to these two files

Blood Prozram Material

List of donors! nanvg, blood types, agency where they
work, blood credit slips which have been-processed or
pending notification from Red Crosz. All meterial per-
taining to blood donor day. :

Board of Ethies File

This file contains cor resn0ndence and opinions con-
cerning the Board of Ethics and the Haryland Code of
Ethicse. These files are not  complete files. These
are files kept with the Secretary of the Board,

Sick Leave (Advéncement;'Restoratioq, and Extended)

The Department of Personnel must approve these par-
ticular types of sic? leave before they mist be admind-
stered. _

Employée Policy Correspondence

Correspondence with State agencies and individuals
in reference to personnel policy -- rules and regula~ ’

tions,

General Policy Correspondence

Correspondence with State agenclies in reference to
personnel policy -~ rules and regulations.

Transfer form to employeels
history folder after ID has
been processed.

Retain for three (3) years,
then destroy. . ’

Retain for three (3) years,
then destroy. '

Retaln permanently. Offer to
the Archives Division of the
Hall of Records Commission
wvhen inactive,

Retain until approval 13
granted, then transfer to
employee's folder.

Correspondence dealing with
a particular employee is to
be retained as long as em-
ployee history folder is kept.

General Pollcy correspondence
is to be retained permanently.
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