
BAimoBs COOTTT, BOARD OF EDUOATIOK 
DIVISION OF ZSSTKUCTXOS, 

Director of Secondary Bdncatlco 

Siset l e t t e r -e l se 
Detest 1920 - -
Qasntityi 9 fUtt drwers 
F i le Arxwagerasnt: Alphabetical by cans of teacher 

The Teacher* Folders in the secondary school ser ies contain tbs fo l ­
lowing paperst 

Application for teaching positions 
vuiAejwxnutBuce 
l e t t e r s of asalgrswnts 
Letters of rsccsnsndation 
Organisation Reports 
Payroll Infogemtlon Sheete (copy t o Payroll Division) 
Teacher* s Contract 

Current Teeehers Folders containing payroll lafonratiea are f i led in 
tfae Payroll Division end those containing aecrediUtix» papers ere 
fond 1A tbs f i l e s of too Personnel Division. Upon tamlnotion of a 
teacher*s eervioe the fUee l a e l l divisions, lnclnding classroom > 
observation reports f i led in the office of the Assistant Soporlnten-
dent la Instruction, are oiafclrad and f i led l a Teachers Polders—Hco-
Corrent l a the Personnel Division. 

R3XBPWTTMTT0WI RSTABf FOR KJRATIOH OP EHPIOXTCBr, THES TRAHSFEE 
COSFBITS OF THE VOIDER TO THE sos-cuERasr COJSJIBED 
FILE, TEACHERS FOIDERS—IDB-COBBEBT. 



HIGH SCHOOL QRADOATE'S CARDS 

Fern Ho.» 112U through lyolj #7058 to date 
Sixes It" x 6" cards 
Dates: 1936 
Quantity! 13 card drawers, 2 nrmdlsB 
Fi le Arrangement: Alphabetical by nans of graduate 
Disposable Amount: k cubic feet 

High School Graduate'e Cards give the fu l l nans of the graduate end 
of the parent ear guardian end engrosses, the usee of the high 
school and the location, the place end date of b i r th end sex, prior 
schools attended, the date of admission end graduation, the nueber 
i n the graduating c l a s s , the pupils* rank or qnlntl le rank and 
I .Q . , the number of days present end the reason for excessive ab­
sences, special honors and achievements, subjects takes,, the number 
of units earned, and the •arks received with a four year eumsary. 
The cards ere prepared by the high school end forwarded t o the 
Board for microfilming 1 mediately after graduation, or i n the ease 
of withdrawals, In the year in which the pupil would have graduated. 
The original cards ere then returned t o the school of origin where 
they ere permanently retained* 

RECOHMSHDATICHi HTCRQFILH TBS HIGH SCHOOL GRADUATE CARDS TOUDHOD 
ORABgATIOS AM) RETlfflg CARDS TO SCHOOL OF QRIQIB. 
8SXAXS HZCBOFILM Pga»ttE8TLY. 

QFSTPBflT, FUS 

Size: l e t t e r -e l se 
Dates: 1950 
Quantity: 6 f i l e drawers 
File Arrangement: By subject 
Disposable Amount: h cubic feet 

The Qeneral File eontains one or ears folders of record material 
arranged wader the following subject headings: 

Budget for Activities 
Correspondence - Qeneral 
Curriculon Studies end Reports 
Inter-office Memoranda 
Organization Reports 
Policy 
Procedure 
Professional Organisations (including P.t .A.) 
Salary Schedules 
School File 

Cerrespundenee on Special Problems, Construction Data 



School Supervisors* correspondence* jaBooranda sod reports 
Special Coaaittes Studies, Reports, sod KLnatea 
State Department of Education 
Teacher Appointments 
Teacher Resignations 

RBCXKHSSDATIOBa EETAIE FOR THREE TEARS AED THBS DSSTROT. 

POPILS* FoipasJs DZPOBCT SCHOOLS 

Siset Letter else 
Dates: 1900 - 1&0 
Quantity* 10 £He drawers 
Fi le Arrangements Alphabetical by s a w of school, then 

by nam of pupil . 
Disposable Aeountt 25 enbie feet 

This f i l e contains the Pupil 's Folders of defunct schools which 
vers tamed ©rear t o the Board for retention and which contain a l l 
or ease of the following papers* 

Achievwosnt and Attendance Record #71h2 (Maryland High 
School Record Fern) 

Intelligence Test Sheets 
Teachers Registers (#705°) 
Ada&ssion and Pronation Cards (old fores # ' s 1 & 3» 

new fera #7153) 
Test Records 

The Teachers1 Registers ere separately f i led and should be included 
in the following reeoaaeadatioo as i t cannot be determined whether 
e l l Pupil Folders were transferred t o the Board when the schools 
were closed. ?he reeojanendatlon below applies t o defunct schools 
only. 

RECXHWEBDATIOS: HICROFILK CC8TB8TS OF THE PUPILS* F022&S IKCIUD-
ISG THE TEACHERS* REGISTERS AND DESTROY CCEIEHTS 
OF FOLDERS. RBTAlS MICROFILM PSRKASKHTLT. 


