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• 1. •
1. Requesting Agency

ft STATE DEPARTMENT OF HEALTH

2. Division or Bureau of Requestinc
BUREAU OF ENVIRONMEHTAL Hit

DIVISION OF FOOD CONTROL

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

Dispose of present accumulation. No
i t additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

3 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

1 the period of time indicated.

•
Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

1.

•

2.

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.

Quantity! j£> drawers (7§ cubic f e e t )
Datess T&$Q
Fi la Arrangementi- Alphabetical by subject or correspondent '
Annual Accumulation* 1 drawer ( l g cubic f ee t )
Disposable Amounts 3 cubic f e e t

Correspondence concerned with the functions of the o f f i c e . I t i s
with Federal, S tate , l o c a l and other s ta te agencies, professional
and business organizations, educational Ins t i tu t ions , etc*
Correspondence with l i censees i s f i l e d in the l i censee ' s folder
(Item 3) v

BSCGSfMEHDATlONt REIAIH FOR THREE IEARS, AND THEH DESTROY

DAIU REPORT (COUSTT SANITARIAN)

Form Ho* FD-126
: Size* ~6§" x XL*
° Dates* 1950 - *

Quantity? 2 drawers (3a cubic f e e t )
F i l e Arrangements County and chronological therein
Annual Accumulations 1 cubic foot
Disposable Amount-1 1^ cubic foot

Form shows v i s i t s aade by the county sanitarian, type of business
v i s i t e d and any remarks* The dai ly report i s used i n the prepara-
t ion of tha Division* s monthly and Annual raprnrt tmA fM»nn*rinmâ Hy

6. Recommendation
of Hall of Records
and Board of Public
Works.
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Ct^.Agency, Division or Bureau Representative

(^0^* (̂ jSfcw^^J CJ- C**JL?~ Chief, Bureau of Management December 19, 1955
Signature Title Datev̂

Schedule Authorized as Indicated in Col. 6 by Hall of
~ ' ; Commission. .

V
^^ecords

Archivist ^

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.
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Secretary
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4.
em

5. Description of Records i
Describe records accurately. Include title, form number, size of documents,
work or activity Sto 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.

for work analysis purposes* Inspection reports prepared as a
result of visits are filed In the license file (Item 3).

RECOMHESDATIOTh RETAIN FOB THREE TEARS, AND TH3J DESTROY

3. LICENSE FIIB

Quantity* It drawers in basement, 6 drawers in office
(total IS cuhie feet)

Datesi 19$O - «
File Arrangement t By classification and county, and alphabetical.

therein
- Annual Accumulation* 2 drawers (3 cubic feet)

Disposable Amount i U drawers (6 cubic feet)

File contains the following records *

CO
GO

LU O

cc on

FC-31
FC-U2
FD-lilj

FC-kQ
FC-128 or
FD-3U-A

FC-129
FC-85

FC-82
BL-273

Application for License to Operate a Frozen Food Plant
Application for Crab Picking Plant License
Application to Register Soft Drinks or Other Bon-alcoholic
Beverages for Sale in Maryland (by out of §tate bottler)
Application for License to Operate a Cannery

Application for Cold Storage Warehouse License (locker
storage plant)

Application for Cold Storage Warehouse License
Application for License to Manufacture Non-alcoholic
Beverages

Inspection Report, a 3" x 6» fora accompanying «11 labora-
tory requests which is filed vith the Laboratory Report

Report on Inspection of Crahaeat Plants
Crajbaeat Report (Laboratory)
Carbon copy of inforaation typed on the printed license
form

Botice to Crabaeat Packer of Unsatisfactory Bacterial
Report from the Laboratory

Report on Bacteriological Examination of Crab Meat
Inspectors Report on Bottling Plant
Bacteriological Water Report
Butter and Carbonated Beverages Laboratory Report
Tomatoes Laboratory Report
Swab Tests (eating and cooking utensils - restaurants)
Bakery Products Laboratory Report
Report on Insecticides (University of Maryland Fora -

unnumbered) BOr '- c

Zero Locker Inspection Report
Cold Storage Inspection Report Dat*...J4V
Correspondence1

cc

«5T

1, '.' *i

Licenses araat be renewed annually, prior, to 2$$$ laboraJUa^ reports
filed separately. They are now filed In the firm's license

*.<-««rt»cr

.
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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.

U,

folder* The recommendation below applies to the reports, prior to
19$$ aa veil as those In the licensee* s folder*

BECOMMEKDATIONt RETAIN FOR THREE YEARS, ABB THEN DESTROY.

OYSTER AHD CLAM CTBTIFICATIOHS :

Quantity i 2 drawers, basement, 3 drawers, office
(total 7| cubic feet) .

Sizet 8|* x 11» .
Batese I°li7 - - •. .
File Arrangement t - County and classification, and alphabetical

therein
Annual Accumulations 1 cubic foot
Disposable Amounts U cubic feet

Included in this file are the following forms*

FC-28 Application for Certification of Oyster Establishment
(Shucker and Packer)

FC-2° Application for Certification as Shipper of Shellfish
FC-30 Application for Special Permit for Floating or Wet

Storage of Shellfish
FD-12U Special Permit for Floating or Vfet Storage of Shellfish

Licenses issued are preprinted forms, copies retained in the
file show only the Information typed on the form whan It
is issued -.'•"

Inspectors Reports (unnumbered) are attached to the Laboratory
Report (Form BL-2li£

OSFH - Form A Shucking and Packing Plant Inspection (U.S. Public
Health Service Fora)

BL - 191 Shellfish Report (Bureau of Laboratories)
Correspondence

Certifications are issued after the place of business has been
inspected by the County Health Deparfeoent sanitarian. Hames of
businesses certified are forwarded to the U.S. Public Health Service
which publishes *-hft naaes of approved companies* fl^^mtcat-l^y
nmst be renewed annually.

RECOHMENDATICSJt RETAIS FOR THREE YEARS, AND THEH DESTROY.
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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.

s.

6.

7*

IHSPECTIOH FIIE - SLAUGHTER HOUSES ASP POULTRY PLANTS

Quantity* 1 drawer (l| cubic feet)
Datesi 1950 - -
File Arrangementt County and alphabetical therein
Annual Accumulations U linear inches
Disposable Amounts \ cubic foot

File consists of a narrative report regarding conditions found at
the tine of inspection and correspondence with the company regard-
ing the report* When necessary, corrective action is required
immediately.

RECOMMENDATION* RETAIN FOR THREE TEARS, AND THEN DESTROY

MILK AMD BELATED PRODUCTS LICENSE BOOK

Quantity* 1 volumes (5° x 8* and 1 volume (8§* x 12")
Datess 1°U6 - -

-. File Arrangement* By category and chronological therein
Annual Accumulation! Less than 2 inches
Audited byi State

The single line entry in this book shows the permit number, license
and date original permit, wae issued.

BECOJWEHDATIONi RETAIN PERMAHESTLY " • . . • '

LICBISB FILE - H I M AMD BELATED PRODUCTS

Quantity* hk drawers
Datesi 19ij6 - - -
File Arrangement! By type of license and by county and

alphabetical therein
Annual Accumulations $ drawers
Disposable Amounts* 30 cubic feet
Audited bys State r?-..
Indexed* Tea - see Item 8

CO
en

LU C3

File contains the following material*
\~J£

FC-105 Application for Hilk Producer* s Perrait
FC-106 Application for Milk Distributor's Permit
FC-107 Application for Milk Processor or Bobtailer Permit
FC-113 Applications for Frozen Dairy Foods and Ices License
FC-117 Application for Hilk Producer - Distributor's Permit

All licenses must be renewed annually* Other records included
in the license file ares

FC-112 Approval of County Health Officer for Frozen Dairy Foods
anA Ices U.cen88 Request

& .
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4. 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.

8.

9.

10

FO-109 Approval of County Health Officer for Milk Permit
Requested

BL-25 Milk and Related Products Laboratory Report
BL-2U8 Milk and Related Products (Ice-cream) Laboratory Report

RBCQHMENDATIONt RETAIN FOR THREE TEARS, OR UNTIL AUDITED, ViilCHETH
IS LATER, AHD THEN DESTROY.

INDEX TO MILK AND RELATED PRODUCTS LICENSE FILE

Quantity* 22 drawers
Sizei 3" x 5"
Dates: 1?U6 - -

Index is arranged by type of license issued and alphabetically by
owner's name) a cross reference file is maintained by trade name*
Card shows name, address, permit number, date issued and date of
expiration.

RECOMMENDATION* RETAIN WHILE COMPANY IS LICENSES AND FOR FIVE TEARS
THEREAFTER, AND THEN DESTROY.

MILK SAMPLES - LABORATORY REPORT

Form Ho. s BL-2l*8
Sizei 8§" x 11"
Datess 195U - -
Quantity! 2 drawers
File Arrangement i By county and alphabetical therein
Annual Accumulation i 2 drawers

This report is received from the Laboratory for samples submitted
for analysis and testing* Action taken by this Division on any
unsatisfactory report is noted in the License File. The laboratory
reports are filed separately because of their bulk.

RECGHHaJDATIQHt RETAIN FOR THREE TEARS, AND THEN DESTRCT.

I£TTERS OF ISSUANCE
I O A R ' 1

Quantitiest 2 drawers
Date st 1951* - -
File ArrangementfjfCounty and chronological therein
Annual Accumulation! 2 drawers

This is a weekly letter of transndttal sent to the County Health
Officer -<nHî t̂.ŝ g th# licenses issued In Mt» cwn*-y.

RECOHMENDATIONl RETAIN FOB THREE TEARS, AHD THEN DESTROY.

GO
CO

UJ o

o

1. t > *

Secretary



FORM MR.RHJ »A

Hall of Records
Commission

c r _r~
_*, ST FOR RECORDS RETENTION ^^rt

s- (Continuation Sheet)
JLE

SCHEDULE
NO. E -

O* A
PAGE
NO. 6.

4. 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.

U . ACCOONTIKG RECORDS

- Form No.* FC-108
. Sizes 6§" x 11"

Quantity* 18 l inear inches (1 cubic foot)
Datesi 19h9 —
File Arrangement* Chronological
Annual Accumulations 3 linear inches •
Audited byi State

This is the letter of transmittal to the Accounting Division accom-
panying money received for licenses issued. Shown is the name of
the licensee, address, permit number, and amount*

RECOMMENDATION* RETAIK FOR THREE YEARS, OR UHTIL AUDITED, WHICH-
EVER IS LATER, AND THEN DESTROY.

12. APPLICATION FOR VITAMIN D MILK PERMIT

Form No.t FC-118
Sizes 6|« x 11"
Quantity! | drawer (1 cubic foot)
Dates* 19li7 - -
File Arrangement! Alphabetical by name of licensee
Annual Accumulations 1 linear inch
Audited.byi State

This application is a signed statement agreeing to comply with
Health Department regulations and to submit samples to an approved
laboratory at stated intervals. The method by vhich the milk la
to be fortified with Vitamin D is indicated. The date the permit
is issued and the permit number is also shown. The permit la good
until Hithdram or revoked. Other records in the file*includes

FC-1O? Approval of County Health Officer for Milk Permit
Requested

BL-25 Milk and Related Products Laboratory Report
Correspondence

RECOMMEHDATIONs RETAIN FOR THREE YEARS AFTER WITHDRAWAL OR REVOCA*
TIOH OF THE PERMIT, AND THEN DESTROY.
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