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FORM "HR-RM T mST FOR RECORDS RETENTION&ULE . SCHEDULE
¢ 1e-1.83) . . . o
Holl of Records bmitted to the' Records Ma.nc.ge vision O 21 4
Commission Hall of Records Commission I;‘%GE L - /
[ ]
2. Division or Bureau of Requestin nc
OF ENVIRONMENTAL HYGZanz

1. Requesting Agency BUREAU

o STATE DEPARTMENT OF HEALTH

DIVISION OF FOOD CONTROL

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

- -

Establish retention schedule for re-

Microfilm  and  destroy originals,
Originals if not microfilmed would be

A Dispose of present accumulation. No
additional accumulation is antici- . cords for which there is a continuing
poted. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. ’ have value to warrant their retention after
- ! N . 'the period of time indicated.
4 5. Description of Records 6. Recommendation
Item Describe records accurately. Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relote inclusive dates and quontlty and Board of Public
: (cubic or linear feet). Show recommended retention period. Works.
1. | GEHERAL CORRESPONDWCE —
O
Quantityt S drawers (7% cubic feet) o
Datess 1950 - - =
File Arrangements— Alphabetical subject or correspondent o =
" Ammual Accumulations 1 draver (b; cubic feet) S
Disposable Amount: 3 cubic feet > ::
R - . S
Correspondence concerned with the functions of the office. It is o= &
with Federal, State, local and other state ager>ies, professional o S
and business crganizations, educgtional institutions, ete. ' o
‘ Correspondence with licensees is filed in the licensee's folder < .
(Item 3) o
, =
RECOMMENDATIONs RETAIN F@ THREE YEARS, AND THEN DESTROY 5:5

DAILY REPORT (COUNTY SANITARIAN)

Form No. FD-126
' Size: -83" x 11*

> Datest 1950 « -
Quantity: 2 drawers (33 cubic feet)

2.

Annual Accumulation: 1 cubic foot
Disposable Amounts 1% cublic feet

File Arrangement: County and chronological therein

Form shows visits made by the county sanitarian, type of business

visited and any remarks. Ths daily report is used in the prepara-
tion of ths Diviaion's monthly and annual report and occasionally

?gency, Division or Bureau Representative

December 19, 1955

6"»&_@,&& ¢)- é:_“a}— Chief, Bureau of Management
Signature Title Dote
Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
rds Commission. Public Works. b

Archivist

W (W'o"'m % W/ Jah o 1ang @W«&\/
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5. Description of Records N 6. Recommendation

Describe records accurately. Include title, form number, size of documents, of Hall of Records
and Board of Public

4,
tm work or activity to which the records relate, inclusive dates, and quantity .
) {cubic or linear feet). Show recommended retention period. Works.

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

RECOMMERDATION: RETAIN FOR THREE YEARS, AND THEN DESTROY

3. | LICERSE FIIE

Quantity: L drawers in basement, 6 drawers in office
(total 15 cubde fest)

Dates: 1950 - = -
File Arrangement: By classification and county, and alphabetical
therein

APPROVED
HALL OF RECORDS ComMmIssION

| - Ammual Accumlation: 2 drawers {3 cubde feet)
Disposable Amounts I drawers (6 cubic feet)

File contains the following records:

FC-31 Application for License to Operate a Frozen Food Plant
FC-42 Application for Crab Picking Plant License
FD-Lk4 Application to Register Soft Drinks or Other Non-alcoholic
‘ Beverages for Sale in Maryland (by out of State bottler)
FC-4L8 Application for License to Operate a Cannery
' FC-128 or ,
FD-34~4 Application for Cold Storage Warehouse License (locker
storage plant)
FC-129 Application for Cold Storage Yarehouss License
FC-85 Application for Licenss to Manufacture Non-alcoholic
Baverages
’ Inspection Report, a 3* x 6" form accompanying all labora-
‘ tory requests which is filed with the Laboratory Report
FC-82 Reporf on Inspection of Cralmeat Plants
BL-273  Crebmeat Report (Laboratory)
ca}fbmﬁ_copy of information typed on ths printed license
orm . .
FC-4O Notice to Cralmsat Packer of Unsatisfactory Bacterial
- Report from the Laboratory
Report on Bacteriological Examination of Crab Meat
100 Ingpectors Report on Bottling Plamt
L. 7  Bacteriological Water Report
.L. 245 Butter and Carbanated Beverages Laboratory Report
oL. 246 Tomatoes Laboratory Report
B.L. 29 Swab Tests (eating and cooking utensils - resteurants)
- BoLe 276 Bskery Products Laboratory Report

Report on Insecticides (University of Maryland Form - T LA
. unnumbered) BO: - < A Ot
Zero Locker Inspection Report

Date...JaN 9 1psg

"Cold Storage Inspection Report
Licenses must be renswed annually. Prior to 1955 . reports A —atary

were filed separately. anoqmndhthath"anme

| e —
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o (8B <k IST FOR RECORDS RETENTION .<E ULE No. 214
Hall of. Records " (Continuation Sheet) - ’ PAGE
Commission : L _ NO.
4 5. Description of Records 6. Recommendation
em Descrlbe records accurately. Include title, form number, size of documents, of Hall of Records
‘g work or activity to which the records relate inclusive dates, and quantity - and Board of Public
°. (cubic or linear feet). Show recommended retentlon period. Works.
folder. The mcommendation below applies to the reports, prior to
1955 as well as those in the licenses's folder.
. | RECOMMERDATION: RETAIN FOR 'mnm YEARS, ARD THEN DESTROY g
. _ )
L. | OYSTER AHD CLAM CERTIFICATIONS - =2
. ‘< Pom) :%
Quantiwt 2 drawers, basement, 3 drawers, orfico o w S
(total 73 cubie feet) . =
 sizep 83" x 11® o L
Datess 1947 - - e o
Fi.le Arrangementx County and classiﬁ.cat.ion, and alphabetical o o
., therein : - a. &
'Annual Accumulation: 1 cubic foot ' <
Disposable Amount: 4 cubic feet <
|
<C
=

Included in this £ile are the follouing foma:
Application for Certification of Dyat.er Eatabliahment

FC-28
(Shucker and Packer)
FC-29 Application for Certification as Shipper of Shellﬁ.ah
FC-30 Application for Special Permit for Floating or Vet
Storage of Shellfish
| FD-12; Special Permit for Floating or Wet Storage of Shellfish

Licenses issued are preprimted forms, copies retained in the
£ile show only the infomtimtypedmthefmwhanlt '

lsissned

Inspectors Reports (unnumbered) are attached to the Laboratory
Report (Form BL~-2L5

USPH - Form A Shucking and Packing Plant Inspection (U.S. Pubne

. Health Service Form)
Shellfish Report (Bureau of I.aborator.tes)

Correspondance

BL - 191

' Certif:l.cations are issued after the place of business hss been
ingpected by the County Health Depariment sanitarian. Names of
buginesses certified are forwarded to ths U.S. Public Health Service

vhich publishes the names of approved companiss. _Certifications
rest be renewed annually.

RETAIN FCR THREE YEARS, AND THEN DESTROY.

RECOMMENDATION:
20 -
Sete.. 0 9185
/?7’\_0

&-HM
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Commission NO. lh .
6. Recommendation

4.

o

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.

of Hall of Records
and Board of Public
Works.

Se

IHSPECTION FIIE - SLAUGH‘I'm HOUSES AND POULTRY PLANTS

Quantity: 1 drawar (1% cuble feet) e

Datess 1950 = =
Fils Arrangements County and alphabetical therein
L linear inchss

Annual Accumulationi
Disposable Amounts % cubic foot

File consd.sts of a narrative report regarding conditions found at
the time of inspection and correspondencze with the company regard-
ing the report. When neceasary, corrective action is required

imediataly
RECOI@(ERDATION: B.EIAIN FOR THREE YEARS, AND Tﬂm DESTROY

MILK AND RELATED PRODUCTS HCWSE BOOK
Qnantityx 1 volumes (5® x 8% and 1 volume (8%" x 129)

Datass 1946 - -
File Arrangements By category and chronological therein
1sss than 2 inches

Annual Accumulations
Audited bys State

and date original permit was issued.
RECOMMENDATION: RETAIN PERMANENTLY
LICENSE FILE - MILX AND RELATED PRODUCTS

Quantity: Lk drawers

Datess 1946 - - -
File Arrangeumts By type of license and by county and
alphabetical therein
Amnual Accumulations 5 drawers
- Disposable Amountss 30 cubic feot
Audited by: State
Indmd: Yes - aee Item 8

File containa the fon.ouing materials .

FC-105  Application for Milk Producer's Pemit
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 Applicaticn for Milk Producer - Distributor's Permit

Te

-------

nthelicensefilem:

and Ices License Request

The single Yine entry in this book shows the permit number, licensss,

mlhensesmtberenamdamnauy.'otierrecordsincluded '

FC-112  Approval of County Health Officer for Frozen Dairy Foods

APPROVED
HALL OF RECORDS COMMISSION
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Hall of Records * {Continuation Sheet)
Commission s
L ]
4 5. Description of Records 6. Recommendation
. Describe records accurately. Include title, form number, size of documents, of Hall of Records
and Board of Public ,
{

o

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

work or activity to which the records relate, inclusive dotes and quantity
Works.

8.

. Officer indicating the licenses issued in his cownty.

Approval of County Health Officer for Milk Permit

FC-109
Requested

BL-25 Milk and Related Products Laboratory Report

BL-248  Milk and Related Products (Ice-cream) Laboratory Report

Ccm'espondenee

RECOMMENDATION: RETAIN FOR THRER YEARS, OR UNTIL AUDITED, mmmmJ
IS LATER, AND THEN DESTROY.

INDEX TO MILK AND RELATED PRODUCTS LICENSE FILE

Quantitys 22 drawers
Sizes 3¢ x 5"
Datess 1946 - -

Index is arranged by type of license issued and alphabetically by
ouner's namej a cross reference file is maintained by trade name,
Card shows nams, address, permit number, date issued and date of

emir ation.

RECOMMENDATIONS
THEREAFTER, AND THEN DESTROY.

9.| MILK SAMPLES - LABORATCRY REP(RT

Form No.3 BL-2L8
Size: 83 x 11
Datess 19511 - -

Quantity: 2 drawdrs
File Arrangemsnts By county and alphabetical therein

Annual Accumilation: 2 drawers

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

RECOMMENDATION: RETAIN FOR THREE YEARS, ARD THEN DESTROY.

04 LETTERS OF ISSUANCE *
X - BOARY
Quantities: 2 drawers Dute ...

This is a weekly letter of transmittal sent to ths County Health

RECOMMERDATIONs RETAIN FOR THREE YEARS, AND THEN DESTROY.

RETAIN WHILE COMPANY IS LICENSED AND FOR FIVE YEARS

The laboratory

« e e g, o F
17 .

Datess 195L - -
File ArrangementfirCounty and chronological therein
Ammual Accummlation: 2 drawers S eesvessseds

APPROVED
HALL OF RECORDS COMMISSION
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4 5. Description of Records 6. Recommendation
: Describe records accurately. Include title, form number, size of documents, of Hall of Records
&m work or activity to which the records relote inclusive dates and quantity 1and Board of Public
) {cubic or linear feet). Show recommended retention period. Works.
11.| ACCOUNTING RECORDS

: 12.

-~ Form No.. FC-108 :

Sizes 83" x 11¢ ¥
Quantity: 18 linear inches (1 cubic foot)
Datess 1949 - -
File Arrangements
Amnual Accumulations
Audited by: State

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

RETAIX FOR THREE YEARS, OR UNTIL AUDITED, WHICB-
EVER IS LATER, AND THEN DESTROY.

Chronological
3 linear inchas .

RECOMMENDATION ¢

APPLICATION FCR VITAMIN D MILK PERMIT

Form No.: FC-118

Size: Bi" x 11
Quantity:s % drawer (1 cubic foot.)

Datess 1047 =« =
File Arrangement: Alphabetical by name of ncensee
Annual Accumulationz 1 linear inch B

Audited by: 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 which the milk is
to be fortified with Vitamin D is indicated. The date the permit
is issued and tho permit number is also shown. The permit ia good
until withdramm or revok:ed. Other records in the h.],e includes

FC-109 Approval of County Health Officer for Hilk Permit

Requested
. BL-25 Milk and Related Producta Laboratory Report
Correspondence
.| RECOMMENDATION: RETAIN FOR THREE YEARS AFTER WITHDRAWAL OR REVOCA®
A TION OF THE PERMIT, AND THEN DESTROY.
_ - CRLY
- . .m. L; -'; llet
Dote - - -
= 7 n-'bttt-nc'.""' C\ﬂ:‘t’_-f

APPROVED
HALL OF RECORDS COMMISSION




