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A

Dispose of present accumulation. No
additional accumulation
pated. Records have ceased to have value
to warrant retention. '

3. Authorization Requested (Check only one of the squares below).

C

Microfilm o

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.

is antici-
retained for the pe

nd destroy originals.

Originals if not microfilmed would be

riod of time indicated.
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ltem
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.

1.

RECISTIR
Form Roes PHS=1U08 (U.S. Public Health Service Form)
. Siger 3" x S} | |
Datest 1904 - -
Quantity: 70 drawers active plus 18 drawers and 60 boxes
. deceased (25 cubic feet total)
File Arrangement: in three catepgoriess active, inactive, or

arrested; and by County and alphabetical
there

Chapter L12, Section 310 of the Lsws of 150k (Art. L3, Sec. Sh, Ammo-

tated Code of 1951) requires the Bezlth Department to maintain &
reglster of persons in Maryland mown to be afflicted with tubercu-
losis. The register consists of the card sent tc the Pureau by the
reporting agency. They are received from doctors, hospitals, clinics
Veterans! Administration, etc. Cards for deceased individusls are
reroved and stored in ten—year groupings. Information shown on the
card is tho name, address, date, sge, sex, race, school, or place of
work, and the form, extent and activity of the disease. The report-
ing physician signs the card. Duplicating cards are stapled to the

original reporte
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6. Recommendation

2.

4.

&

5. Description of Records
Describe records accurately. Include title, form number, size of documents,

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

of Hall of Records

work or activity to which the records relate, inclusive dates, and quantity wd Eoord of Public
orks.

26

3.

HISTORY CARD

This card shows name, address, age, sex, race, by vhom case was

-{ tion of deaths Death certificates received in the Divieion of Vital

jhstory carde It has been the practice to destroy the cards ons

L. |HOSPTTAL APPLICATION AND DISCHARGE

Sizes L* x 6°

Quantityy UL drawers _
Datess 1904 « - g

File Arrangementt Alphabetical

s date report received and all subsequent information

reported
received by the Bureau. The card 43 prepared from the repert form
(Item 1). It is removed from the file and destroyed upon notifica~

Statistics or the Baltimore City Heelth Department are used for thls
purposes . ’ T )
RECOMMENDATIONs RFTAIN UNTIL DEATH OF YRDIVIDUAL

HOSPITAL PATTENT ~ CONTROL CARD

Size: 37 x 5%
Quantityr L drawers (less than 1 cubic foot)

Datess 1940 - - '
File Arrangements by Hospital and Alphabetical therein

This card shows patient's name, race, sex, age, address, degree of
$1Iness (by code letter), name of physician, hospital, ard dates

of admission and ‘discharrge. A1l of this information is recorded in
the patient!s case £11le at .he hospital, on the application and

year after the patient has been dischargeds This file is considered
non-record within the meaning of the statute governing non-record
material (Arte. L1, Sec. 155, ‘Annotated Code of 1951).

Form Hoet TB=2
Siges 04" x 11¢
Quantity: 1 drawer (13 cubic feet)
Datess 1953 = -~

The application for admission to one of the State tubsrculosis hos=-
pitals also contains a report by the physician. The application
418 held in the Bureau until the patient 16 admitted, at which time
it is forwarded to the hospital for its records, At the time of
discharge the hospital fills in the discharge informetion on the
Enm of the application amd returns it to the Burean. Complete

spital records are retained by the hospital, including the applica-
tion and discharpge forme A copy of the form is also retained in
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5. Description of Records 6. Recommendation
of Hall of Records
and Board of Public

Include title, form number, size of documents,

ﬁ.em Describe records accurately.
work or activity to which the records relate inclusive dates and quonhty
Show recommended retention period. Works.-

‘IQ (cubic or linear feet).

"| tn the family folder in tha County Health Department files. The
filed in the Burean 15 considered non-record within the meaning

copy
of the statute governing non-record material (Art. 41, Sec. 155,
Annotated Code of 1951). |

REPORTS = Am SEL!I-MWUAL, ARD HONTHLY

Quantitys 2} dravers (4 cuble feet)
Datess 1946 - ~ .
File Arrangement: Chrmological

L linear 4nches

Anmial Accumlation:
Diaposab]z Amount: 2 cubic foet

Severa.l reports are pn'epared and received by the Bureaus

T8~17. Social Service licnthly Statistical report - recelved

. from the Social Service workers in the tuberculosis
: bhospitals, It is used Ly tha Buremu %o prepare a

" ponthly rarrative report to the State Beard of Health.

FES-135) (U.S. Rublic Health Service Form) Semi-inmal tubercus
losis mordMdity report. This repart prepared by the
Bureau for the Publie Beslth Service shows the nuzber

of new tuberculosis cases, the mmber of active and
probably active cases and the mmber of other reportabl:#

tuberculosis cases.

PRES-1393 (U.S. Public Health Service Form) Anrmmal {uberculosig
report. This report is prepared by the Bureau for the
U.S. Public Health Sexvice. It 4s a comprehensive fours

page, statistical report in four categories
X-Ray case finding activities, tuberculeosis Public

Bealth tursing Services, and mortality. |

.S‘
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RECOMMENDATIORs RETAIN FOR FIVE YFARS ARD TREN DESTROY. A
6.|CLINIC REPORTS AND CLTRICIAN PAYROLLS S AR S
, 32 Dl b WOREG
Formn Ro.t TB-1, TB-15 : C Nera  DEC 4y rame
Siges &1"’1 ne Vate .. 5= 2.0 1935
Qu:gtity;g 512.., dravers (2 cublc fect) ; xz/& A AN
Dates: - A NPt Mo .-
File Arrangements and Chranologteal i - Fecrets
Anrmuol Accumlationt drawer

TB~1 - - This is an 4invaice form prepsred by the County Health
Officer for payment to physiclans and clinicians for sor-
. vices rendered in the tuberculosis clinic. Two coples are

i sent to the Bureau. One copy is certified to the Marylamd
Tuberculosis Asgeciation for payments which are covered by
that usochtim's progran, the other 48 retained in this
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5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
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@

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

fila. There 18 no audit in this DBuresu.

TB-lS «~ = Chest Clinig =~ uonthly report is a atatiatical record of
cach day's services in the County clinic.

The two forms are used by the Bureau for semi-annual aml

anmial atatist.ical reports.

RFCOMMFNDATION: RETATN FOR THREE YEARS AND THIN DESTROY. |

CORRESPONDEHCE

Quantity: 37 drawers (55 cubic feet )

Datest 1926 « -
File Arrangements Alphabetical by mxbject and by county
"~ therein

Anmial Accurmlation: 2 drawers
Disposable Amounts 4 cublc feet

Correspondence concerned with the functions of the Buresu,
with Federal, State, local and other state agencies, hospitals,
tuberculosis socisties, civic and professional organizations,

doctors, etc. .

RECOMMERDATIOM:

1’.

RETAIN FOR THREE YEARS AND THEN DESTROY.

It 45
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