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

A B ) :
_ Establish retention schedule for re- Microfilm  and  destroy originals.

additional’ accumulation is' antici- cords for which there is o continuing A . Originals if not microfilmed would be
accumulation. The records will cease to retained for the period of time indicated.

pated. Records have ceased to have value
to warrant retention. . ' have vaiue to warrant their retention after .- .
' the period of time indicated. J
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work or activity to which the records relote inclusive dotes and quonhfy and Board of Public
Works.
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1.| ROSTER OF PATIENTS

Form m;.a DMH-). S | |
Sises h“x6"and3§"x11° :
Quantitys & drawers 4® x 6", 1 draver 8&' x 11

Datass 19:49 - - .
Fila Arrangements County and alphsbetical therein

- Amual Accwawlation: 1 linesr foot

A history card 1s prepared in duplicate by the county mental health
' . clinician and thn copy i3 forimrded to this office. Until July ),

1955 & L x 6" card was used; since that dato an 83" x 117 page
has been used, Information ¢n the form is the pationt's name,
eddress, mavital stetus, parents! names and marital status, reason
for coning to clinic, dates of examinations, diagnosis; recommenda-
tions, date end renason for closing case, and eny previous msntal .
disorder history. The case histories ere maintained by the clinie. )
Ths Rostar is nsed for statistical and research purpcesas.

RECOMMEHDATION: RETAIN PRRMANENTLY.

2. | GENERAL FIIE B

Quantitys 9 drewers (18 cubic feet)

Datess 1947 ~ - -

File Arrangements Subject or county and alphabet:l.cal therein

Annual Accumuletions 2 eubic fest
Disposable Amounts & oubdic feet

This file consists primarily of correspondance witb loesl, State,

7. Agency, Division or Bureau Representative
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4 5. Description of Records 6. Recommendation
em Describe records occurqtely. * Include title, forr_n nun'_\ber, size of documents, of Hall of Records
Q work or activity to which the records relate, inclusive dates, and quantity and Board of Public
°. (cubic or linear feet). Show recommended retention period. : Works.

Federal and other state agencies, physician's, professionzl and

civic organizations, patients, etc. It also contains Form SD-2§,

Genaral Clinic Report. This form prepared daily by the clinician
race, and services rendared.

shows the patisnt's nams, age, s

It has been superseded (July, 1955) by Form DMH-2, Report of Clinie
the clinic for the month, :

are shovn on the Form LiH-1 described above (Item 1). The super-
seded General Cliniec Report and the present Repart of Clinie Sere

are maintained by ths locsl health dspartment.
RECOMMENDATION: RFTAIN FOR {HREE YEARS AND THEN DESTROY.

Services (monthly), which shows in summary form the activities of
Services rendered the individual patient?

vices ars used for statistical reports. The patient's case records
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