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1. Requesting Agency

STATE DEPARTMENT OF HEALTH

2. Division or Bureau of Requesting Agency

BUREAU OF LABORATORIES

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

Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is o continuing

accumulation. The records will cease to
have value to warrant their retention after
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 .

»

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.

GENERAL CORRESPONDENCE

Quantity* 6 drawers (9 cubic feet)
Datesi 1952
File Arrangement* Subject
Annual Accumulation! 1 drawer

Correspondence concerned with the functions of the Bureau. I t i s
with Federal, State, local and other state agencies, professional
and civic organizations, scientific and laboratory equipment manu-
facturers, doctors, hospitals, e tc .

All correspondence of the Bureau i s centrally f i led in the secre-
tarial office* The laboratories receive copies of correspondence
for their f i l es j those BTH ccnpi4©rw1 non—nwoord w^tMi +-hft tn*»i>n—
Ing of the statute governing non-record material (Art. I4I* Sec. U>5
Annotated Code of 1950)•

Two drawers of correspondence (included in above quantity) con-
cerned with the chemistry laboratory were not combined with the
f i l e In the secretarial office when the chemistry laboratory
was incorporated into the Bureau. The recommendation below include
this material as wall as that f i led in the secretarial office.

RECOMHEHDATIQHt RETAIH FOR THREE YEARS, AND THEH DESTRCT.

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

Signature 11 Title 0 Date

Schedule Authorized as Indicated in Col. 6 by Hall of
rds Commission.

/ Date Archivist

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

JAN
tfcKsZ- Secretary
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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.

TRAINING RECORD FOLDER

Quantityt 2 drawers ( 3 | cubic f e e t )
Datess 19U7 - -
File Arrangements By Laboratory and alphabetical therein
Annual Accumulation i l ess than £ cubic foot
Disposable Amounts J cubic foot

The Bureau trains laboratory assistants and bacteriologists for pub-
Lio and private agencies, as trail as Bureau personnel. The follow*
Lng records are maintained in individual folders t

t

BL - 117 B Eff identy Eating
BL - 17U - .

X7hL Student Training Summary; summary of results
of tests in laboratory techniques and proce-
dures. ,

BL - 177 Proposed Training
BL - 163 Training Record - Laboratory Assistants
BL - 16U Training Record - Bacteriologist - check-off

form indicating those techniques and proce-
dures in vhich the student has completed
training

BL - 167 Application for In-Service Training - received -
from institutions other than the State Dspart-

-.: ,. rnent of Health laboratories*

These records are necessary a s long a s the student i s i n tra in ing
and i n the case of Bureau personnel a s long a s the indiv idual r e -
mains i n the laboratory serv ice*

RECOMMENDATION* RETAIN RECORDS OF EMPLOYEES OF THE STATS DEPART-
MEHT OF HEALTH WHILE EHPLOXED AHD FOR THREE TEARS

RpP-fiMMRMnATTfiSf BTSTAJIf RETORTS n p ^rfH_T»prpfl̂ JTi(K|nlATi' ^ATW!?!?? FCR
THREE TEARS AFTER COMPLETION OF TRAINING AHD THES
DESTPi)^,

TRAINEES CHECK EXAMMATICRS A i ' ; ' . '
E O ; < '.

Sizes 3« x $» and 5 - i 8 - ^ JAN 0
Quantity* ^ drawers and 6 boxas, 3" x 5" and

2 drawers 5" x 8» (total 3 cubic feet) jWX^st-
Datess 19l»7 - - ^e==-~^y^
File Arrangements Alphabetical
Annual Accumulations less than \ cubic foot
Disposable Amounts 1§ cubic feet

These cards Indicate various tests made by the trainee and the
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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.

u.

Instructor's results on the same specimens,
forms are usodi

The following card

BL - 16 Check Examination - bacteriology
BL - 168 Urine Check Cards
BL - 173 Differential Check Card - Blood
Bit - 157 Check. Examination - Agglutination Tests
BL - 188 Check Report - Differential Count ,

The check results are posted to the Student Training Summary and
the quality of the student*s work Is indicated on the student's
Training Record, both in the student's folder*

RECOMMENDATION! RETAIN FOR THREE TEARS AFTER STUDENT COMPLETES
TRAIHINO AND THEH DESTROY.

PATIENT'S HISTORY CARD

sizet - y x 5"
Quantityt 522 drawers and boxes (75 cubic feet)
Dates: 195U - -
File Arrangementj Syphilis and Sanitary Bacteriology Reports

filed by specimen number; all others by
disease and alphabetical therein

Annual Accumulation! 75 drawers per year

Specimens are submitted to the laboratories with the laboratory
report form. Each specimen is numbered as It is received. Results
of the laboratory findings are noted on the original form and dupli-
cates are then prepared on an ozalid reproducing unit. The original
is filed, as the History Card, in this office. The ozalid dupli-
cates are forwarded to the local laboratory, county clinic, private
physician, or Health Department Division submitting the specimen.
Should laboratory tests indicate the presence of tuberculosis,
venereal disease, typhoid, undulant fever, diphtheria, or other
communicable diseases, copies of the report are also forwarded to
the County Health Officer,

The branch laboratories follow the same filing system and procedures
as described for the central laboratory* The recommendation for
this item applies to the -branch laboratories es veil as the central
laboratory* Listed below are the laboratory report forms (History
Cards) filed in the Registration Office t

BL •• 2 Miscellaneous Examination
BL - It Urinalyais
fflL - 5 Blood Culture
BL - 6 Malaria
BL - 7 Bacteriological Water Report
BL - 8 Diphtheria, Vincent's Angina, Tc
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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.

BL - 9
BL - 10
BL - 11
B L - 12
B L - 13
BL - 2 0
B L - 2 0 U
BL - 207
B L - 2l|B
BL - 25
BL - 22

BL - 1*2
BL - U8
BL - 60
BL - 63
BL - 66B
BL - 660
BL - 88
BL - 151

B L - 136
BL-139
BL - l ia
B L - 170
BL - 191
BL - 225
B L - 221
B L - 222
BL - 223
BL - 236

BL - 237
BL - 238
EL - 239
BL - 21*0

BL- 2U
BL - 21)2
BL - 2li3
B L - 21*U
B L - 21^
BL - 2l|6
BL - 2li7
BL - 21*8
B L - 21*9
BL - 252
BL - 273
BL - 276

Tuberculosis
Gonorrhea Smears and Cultures
Syphilis (Blood) Serology
AgglwMn^tic*! Tflfltfl
Typhoid and Paratyphoid
General Laboratory Report
Heraatology
Blood Chemistry
Meningitis (Spinal Fluid)
Bacterial Reports on Milk Shippers
Sanitary Survey of Shellfish and Shellfish Producing

Hater
Dysentery
Whooping Cough
Urinalysis Report
Rh Sensitization Studies
Undulant Fever
Blood Culture - Brucella
Pneumonia
Bacteriological Examination of Eating and Drinking

Henatology
Rh Typing and Blood Grouping
Blood Chemistry
Jfycology
Bacteriological Shellfish Report

f Heterophile Agglutination for Infectious Hononucleoa
Water Analysis
Water Analysis
Sewage Analysis
Salmonella and Shigella Typing Enteric Culture

Identification
Sensitivity Tests
Enteric Infections
Ag{!fhTfcl1iflt-1fl(n T»frt»
Throat, Hose, and Ear Cultures
Intestinal Parasites
Genite-Urinary Infections
Bacteriological Report on Swimming Water
Chemistry - Drug Report
Chemistry - Food Report
Chemistry - Food Report
Chemistry - Food Report % -.
KiUc and Related Products
Enteric Pathogens Record l&te •-"'"N -Q ̂
Blood Cheadstyy /\/\,_
Crabmeat Report ~<&^ —*
Chenistry Report v~-«=^n^^^v.

BSCOMMEHDATIGHt RETAIH LABQRATGBT REPORTS FOB THREE TEARS ABD THEW
DSSTROT.
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v^b

*

16.

DAILY REGISTRATION SHEETS

Size t 8§« x 11"
Quantity! 9 cubic feet
Datest 1952 - -
File Arrangements Chronological
Annual Accumulations 3 cubic feet

Each laboratory maintains a record of each sample received. This
record shows on a single-line entry the specimen number, patient's
nans, county, and laboratory findings. The reports are forwarded
to the laboratory secretarial office for statistical reporting
(monthly and annual reports) and time evaluation studies. Occasion-
ally, they are referred to far follow-up purposes.

The following forms are includedi

BL - 2 G Miscellaneous Examinations
BL - "2 R Infectious Mononucleosis Tests
BL - k C Urinalysis
BL - 5> A Blood Cultures
BL - 10 D Gonorrhea Smears
BL - 11 D Spinal Fluid - Syphilis Serology
BL - 12 A Agglutination Tests
BL - 13 0 Feces and Urine Specimens for Culture
BL - 13 B Cultures Submitted to Enteric Pathogens Laboratory

for Identification
BL - 17 A Intestinal Parasites
BL - 35> Miscellaneous Complement Fixation Tests
BL - 69 Tuberculosis Record
BL - 88 H Sputum for Pneumoeoecl and other Pathogens
BL - US Eagle-Straus Titres
BL - 133 Darkfield
BL r 137A Hematology
BL - liilA Blood Chemistry
BL - 161A Rn Typing
BL - 169 Cancer Cytology
BL - 170A Fungus Specimens
BL - 171 Miscellaneous Clinical Examinations
BL - 287 Grlnalysis
BL - 29U Syphilis Serology
BL - 295 Syphilis Serology, page 2
BL - 296 Rh Typing and Blood Grouping
BL - 297 Throat, Ear, and Hose Cultures

RECOSHHENDATIONt RETAIH FOR THREE YEARS AND THEN DESTBOX.

MICROSCOPE IHVKHTCBT

Size 1 5" x 8»
Quantity! 1 linear foot
Dates t 1933 - -
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F i l e Arrangements By laboratory

This Inventory fora l a prepared for each microscope purchased by the
laboratory; i t shows date of purchase, equipment or attachments
included a t t i a e of purchase, o i l subsequent repairs , and addit ional

RECCMHSffDATIOS* RETAIH USTIL BQOIPMEB? IS DISPOSED OF ARD f (21 THREB
TEARS THEREAFTER, THES DESXROT.

MTCOLO&Y - COLCTKS RECCED

Form Wo»t BL - (9
Siae« 5 B x 8»
QBttrtitgri 3 l lnosi* incb&9
Dateai Septeaiber, I9$h - -
F i l e Arr&agestssrts Chronological
AtmaaX Accumulation t 3 l i n e a r i n d i e s

The Culture Record i s ruled f o r several ona- l ias entr ie s shoeing
^peelaen number, patient* a name, county, date , microscope f ind ings .
type of specimen, culture isedia, and growth resu l t s*

The card i s used a s a record o f r e s u l t s o f di f ferent t e s t s and media
used.

RECOffflEHDAXXOSs BSXAUf FOB TflRES TEARS AHD THEN DESTROT.

MTCOLOOT- TSAST RECORD

Si2fl» 5" x 8"
Quantity** 1 14w»iyi» <yy»h
Dates t Septeober l$$k - -
File Arrangement t Chronological
Annual Aocnawlatiens 2/U linear inch

The least Record la an tmnaateered and unprinted f era on which l a
recanted th« enlture motor «IM* w^tiiltft t^f f^xrf«ll8«>d y&ast-Htep
Otf^AHklfiStSs

iBBCOMHODATlCfls REXAIH FCK THHfiS TSARS ASS TUEH DEStRCT*

SEK3ITIZE!) PATZEBT'S RfiCCBD

Form Bo.t &L-192 f a A , ^ ,..

Dateai JS$Q - • JO t̂c .e

Quactityi 1 l i n e a r f o o t A
n\tk ^rr^vswiwitt Alphabetical JJ^TY^^^
Annual Accnwnlfltiont 3 l inear inches •-<==r^;!!*V^;'
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10.

This form shows the follow-up history of Rh sensitized prenatal
patients. One form is prepared for each patient and shows the
results of each specimen tested during the pregnancy. It is used
for comparative studies of earlier tests, not only of the latest
pregnancy, bat also of any earlier ones for which the tests ware
made. ' • " • - , •

The test results are posted to the record from the laboratory work
sheet - Form BL-139A - Eh Anti-Body Titers. This form is considerei
non-record within the meaning of the statute governing non-record
material (Art. 1*1, See. 155, Annotated Code of 1951) • The reconmen<
ation for the item applies only to the Sensitised Patient's Record
(Form BL-192).

11,

RECOMMEHDATIONt RETAIN FOR TEN TEARS AFTER DATE OF LAST ENTRY AND
THEN DESTROY.

Rh NEGATIVE STUDY CARD

Form No.i BL-220
Sizet 3" x 5"
Quantitys 10 drawers (2 cubic feet)
Datest 1950 - -
File Arrangement r Active or inactive and alphabetical therein
Annual Accumulation* 2 drawers

These cards show the results of Rh sensitization studies of prenatal]
patients. Cards are prepared for each patient for whom specimens \
are submitted. Cards are ruled for several entries. In addition
to the test results and the patient* s" name, age, and race, previous
pregnancies and miscarriages and the husband's age, blood group,
and Rh result are also given* The cards are referred to and entries
are made for each pregnancy*

RECGHHEHDATICNt RETAIN FOE TEN YEARS AFTER DATE OF LAST ESTRY AHD
THEH DESTROY.

AGGLUTINATION RECORD

Form Ho.i BI>-8i*, formerly BL-12D
Sizet 3" x 5"
Quantity! 6 drawers (1 cubic feet)
Datest 1952 - -
Annual Accunulatiant 2 drawers

This form shows patient's name, physical desert
results of various laboratory agglutination tests. Generally a
series of three tests are made over a specific period of time*
Results of the test are reported to the physician submitting the
specimen on Form BL-239 - Agglutination Test Report, a copy of which
is also retained in the Bureau's Registration Office. There is
little use made of the Agglutination Record after the results of the
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12,

13

final tests are known*

RECOMMEHDATIOMl RETAIN FOR THREE TEARS, AND THEN DESTROY.

APPLICATIONS FOR JSMPLOYH2MT OF INDIVIDUALS HgygR KHPLOT2D

Quantityt | drawer (1 cubic foot)
Datesi 19Uo - -
File ArrangBiaentg ~ Yearly and alphabetical therein
Disposable Amount* ^ cubic foot

This file consists of applications and related correcpondenca of
individuals tsho were not employed by the Bureau* There la occaaiona
reference to tham for a period of three years but none thereafter.

RBC0MM!3CATI0n« RETAIH FOE THREE TEARS, AND THF2I Di^STROT.

EMPLOYEES TIME RECORDS

Quantity! 1 drawer (l£ ciibic feet)
Datesi 1 # 2
File Arrangetaenti Chronological
Annual Accumulations §• cubic foot

Pile consists oft

BH 21A - Monthly Absence or Tardiness Report to the Bureau of

BL 107 Daily Sign-in Sheet-Central and Branch Laboratories
BL 101 Monthly Tims Record-Central and Branch Laboratories

RECOHMEKDATlOHi RETAIN FOR THREE YEARS AIED THEN DESTRGT.

U.LABORATCRT EVALOATIOH FILS

Quantityi $ draw
Dates1 19U1 - -
File Arrangementt

(7| cubic feet)

fil ptyiVxyH ftp\ by nans of laboratory
Annual Accuaulationt ^ cubic foot
Disposable Amounts 3 cubic feet

The State Department of Health is authorised to establish niniaua
standards- «£* «|nî <ff M M m « for laboratories of the State* both
public and private, In the counties but not in the City of lialtlmore
(Art* Ii3« Sees. 3k and 523, Annotated Code of 1951)* To this end
the Departnsnt has pro&ulgated regulations for the control of lab-
oratories. Records concerned vith this program include the following

Control Sheets (Evaluation Sheets)
Tabulation Sheets
Final Reports to Laboratories Participating in Evaluation Tests
Cor*Oflt£J%^ftCrelcCQ
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35.

Baandnatlons of technical abilities of laboratory technicians are
nsada periodically In each of the fields of bacteriology and eerolo-
gy* sanitary bacteriology* 4«*d clinical laboratory examinations. '
Formal reports of all evaluations made by the Bureau are published
in the "Laboratory Bulletin,0 (published by the State Health Depart-
ment).

RECCHHEHDATIGIl RSTAIK FOR FIVE YEARS AND TBEH DaSTHCm

L&BQ&ATCfiT BJDISTRATIOH

Slssei 8£» x XV
Quantity! 2 drawers (3 cubic feet) *
Datest I$h9
File Arrangenenti Alphabetical by name of laboratory
Annual Accunulatlostt 3 cubic foot

v
The Bureau has established ndLndsuts requiresiBnts fop private labors*
torlea and suggested n&niraum roquiresssits for hospital laboratories
by authority of Art* U3» Sees. 3k and $23 of the Annotated Code of
1951* Laboratories felling within the scope of this program are
required to register with the Bureau* The registration consists of
the following forest

BL lhS A through 0 • Registration of Laboratory} shoving naao
and location of the laboratory* nose and title of lndi<
vidsal In charge* and the type of laboratory work per-
formed In three general classi flcationa t bacteriology
and aerology* sanitary bacteriology, and clinical lab-
oratory' oym^TMi^i "HSt

BL 12t6 B-Eegistration of Laboratory Personnel - Technical V^>rk-
ers| shoving naae. physical description, position* aca-
demic training* and practical experience. One form is
prepared for each technical employee*

BL 11*8 F-BegistratiGn of Laboratory Personnel - Individual in
Chareei showing the sane information as la shorn on
the preceding form*

BL Ut8 O-Reglstration of Laboratory - Laboratory Facilities and
Sqolpnautf shorn by diagram the physical lay-out of
the laboratory and lista all equipaent*

Re-reglstratim is required when aajor physical or equipment changei
am Biade* or vhen the tĵ pe of work perf oraed Is naterially changed,

BBCOHEBDATICRt RETAIS OHTIL SUPEE3EDED, BUT FCR NOT LESS THAU
THRKE 1EAHS EVER T80OCT SQP2SSEBESit AHD TBES BESTfiCS

1,
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16, REGISTER OF TECHNICAL LABORATORY WORKHtS

Form No.t BL - lh8H
Sieei 5" x 8»
Datest I$h9 - -
Quantity* 1 linear foot
File Arrangementt Alphabetical
Annual Accumulationt less than 1 inch

This registration fora shows name, physical description, home and
business address, aeademie and professional training, and experience
The Register was prepared for civil defense reasons and has continu-
ing value for those purposes. < •

17,

RECOMMENDATION

MONTHLY REPORT

RETAIN UNTIL INDIVIDUAL REACHES AGE OP SEVEJJTT
AND THEB DESTROT,

Dates* 1952 - - •
Quantity* 3 drawers (hik cubic feet)
File Arrangement j By laboratory and chronological therein
Annual Accumulation* 1 cubic foot

The following records are included in this filet

BL - 2$1 Distribution of Time - Branch Laboratories* showing the
total number of examinations made, total hours worked,
and tine equivalents in three major groups r diagnostic,
clinical, and sanitary.

Tints Equivalents - Central Laboratory, showing for each
individual, member of the technical staff the per centaga
of time spent in technical work as compared with the
total hours worked. Prepared monthly.

BL - 2?8 Time Equivalent Work Chart - received monthly from tbe
branch laboratories shoving tor each technical member
of the staff the time distribution of technical duties
as compared with the total hoars worked*

The above three forms are used in the preparation of the Bureau1*
monthly report. The monthly report is in two parts. The first
part shows the number of specimens examined by county and by type of
specimen submitted. The second part Is more detailed and shows In
five major categories - Infectious diseases, <*n*̂ ftf»l laboratory
work, cancer cytology, sanitary bacteriology, and ehBmlatary}*fti>p)'y
number of positive, negative, suspicious, or |M|M|t.4 «1̂ Jactory sp*ci-
mensj the physiological source of tbe specimens; ancf the type of

Dtte.. „•
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18.

J

J$.

examination made*

Tha forma used for these monthly reports aret

BL - 37A and B
BL - J$k through If

Total Specimens by County (two pages)
Monthly Report (li» pages)

These reports, including the tirae equivalent farms* ere used for
statistical reporting, preparation of the annual and special
reports, work load studies, and program and budget planning*

RECQHBSHDATIOWt RETAIN FOR THREB TEAJiS AKD

•ULDSZS RECORD

DESTSOT.

Form Ro.t BL • 68
Siaet 3" x 5"
Datest 19h9
Quantity* 2$ dravera (2^ cubic feet)
File Arrangements By year and alphabetical thsrein
Annual Accumulations 5 drawers (f cubic foot)
Disposable Amountt 2 cubic feet

This card shows name of patient, origin of specimen* exK«i nations
made, and results*

RECCMMETIDATIONt EKTAIH CARDS SH0WDE5 POSITIVE OR SUSPICIOUS
RESULTS UHTIL DSAIH QP IHDIVIDUAL, AKD ALL OTHSBS
FOR FIVE YEARS, AHD 28S2J DE3TR07*

V0BSSSSSS3

Tha fonaa included in this item are used solely as iwrksheets, hav-
ing tenporary value* The results of tha teats for wiich these feras
are used are shorn at the Patient's History Card (Itca 1) and the
Sally Registration Sheet (Itea 5)

BL 256-259,inclu3i"re Clinical Laboratory V'orkshests
BL 39 Feces and Urine Record for Enteric Pathogens

These ferns are considered non-record -within the meaning of the
statute governing non-record material (Art. 1*3. Sec. 155. Annotated
Code of 1551)»
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