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(9-1-83) . . e
. . %"« b _ubmitted to the Records Managenwn ivision
Hall of Records L.
“ Commission Hall of Records Commission I;‘?,G! 2, .
1. Requesting Agency 2. Division or Bureau of Requesting Agency
’ STATE DEPARTM:NT OF HEALTH _CHRCRIC DISEASE LOSPITALS
3. Authorization Requested (Check only one of the squares below).
A B Cc
Dispose of present accumulation. No Establish retention schedule for re- Microfilm and  destroy originals.
additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.

have value to warrant their retention after

to warrant retention.
the period of time indicated.

4 5. Description of Records 6. Recommendation

It.em Describe records occurqtely. Include title, forrp nun_wber, size of documents, of Hall of Records

N 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.

This records retention scheduls is applicable %o all chronic disenss
hospitels., Cuantity, dates, and accumilation shown are for Honte-

bello Hospital enly.
1| APPLICATION FILR

Quantitys 2 drawers (L cubic fest)
Datess 19L7 = -

File Arrengements Alphabetical
Anmual Accumilation: & cubde foobt
Disposable Amounts 2 cuble feet

‘ This file contalns the spplication of individuals who have not been

adritted to the hospital. The fils is mrranged in three groups:

docoased while application wus pending, sone cther type of care wus

arranged before admission, and adaission was donied by the adwissions

roview board. Attached to the application which also shows the

mmmMMmtwm these
]

SDPY 901 Certification of State Departnent of Publie Welfare;
this certification is effective for cne year only.

SDPW 903 Statoment of Patient's Own Property
Public Health Murse's Report

Correspondance
Hemoranda

AECOMMENDATIONS RETAIR FOR THREE Y2ARS AND THEN DESTROY.

APPROVED
HALL OF RECORDS COMMISSION

7. Agency, Division or Bureau Representative

205 Clou v bpus  Cly Qg 31/ c

Signature \ Title ¢ Date
Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
.Records Commission. Public Works.

_3/a [c¢ W\/L«M g) m.,‘%\w

7" Date Archivist Secretary
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4 5. Description of Records 6. Recommendation

- Describe records accurately. Inciude title, form number, size of documents, of Hall of Records

. work or activity to which the records relate, inclusive dates, and quantity and Board of Public
7 (cubic or linear feet). Show recommended retemtion period. Works.

2. | CORRESPGDENCE

Quantitys 11 drawers (16 cubie feot)
Datest 1947 - -

File Arrangement: Alphabetical
Asnual Accumulations 2 cuble feed
Disposable imounts B8 cubie feet

Correspondence concerned with the functions of the hospital. It is
with Federal, State, local and other state agencles, professional

and civic crganisations, schools, hospitsls, nurses, doctors, cone-
tractors, etc. Correspondencs wlth or about a patient is filed in
the patient's case folder.

RECOMERDATIONs RETAIN FOR THREZ YEARS AND THEN DESTROY.

NSSION

APPROVED
HALL OF RECORDS COM;

3. | ACCOUNTIRG

Quantity: 10 cubic feet

Datess 1947 - =

File Arrangement: Chronological
Annual Accmmulstions 2 euble foot
. Dispcsable Amcunt: 5 cudde feot
Audits State

This ites inclwies all standard accounting forms used by State
agencies as supporting data to the final book of entry. The final
book of entry is to be retained permanently. Specifically these
supporting records ares

Comptroller of the Troasury

L=1=3 Distribution of Charges

E~l and Eej Transmittal

ju § Certifizate of Depcsit and Lank Desosit Slip
R=2 (formerly MRe2) mxyn&morsuumcommm

Deposi
Distriboticn of Unexpended and Cbligated
EBalances
Honthly Statemant of Ealaucos
mm(wd&mmw)‘ - S, -
1=-4 Requisition for Supplies Date .:.0.7..70
COrdar

L7=-A Purchase v
10016 Out-of-Schedule Fequisition for Supplies V¢ /
' 39«A and lO=-A Stores Fegisition ol %o ot T T e Pl
CF=2 Copy of Contract Swarded

CF=1 Capital Fund Pequisition for Equipment
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Commission NO.
4 5. Description of Records ’ 6. Recommendation
- Describe records accurately. Include title, form number, size of documents, of Hall of Records
.“ 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.
S
100/2) Actusl Pmergency and Repairs Report 7
27-A - Copy of Centract Awardoed =
Cr=3 Copy of Contract Awarded Q=
Delivery Invoice -
26-A Notice of Award of Cemtract -
52 Credit Memorandus ol ~
(5] Report of Partial Delivery SL: §
Budget Burean (Department of Ludget and Procurecent) ;é‘
‘ L
BB<1 (Rav.) - ¥ BBl and B5-2 <
Pudget Anendment Sheet = |
BePe Inve 101 Beport of Fixed issets (ammual) =
Keport of Materials end Supplies (annual)

BoePe Yow, R102
BJP, Inv, 6 Haterials and Supplies Physical Inventory
(annual)

BB-LD
Eudget Form Nos.
Budget Istimates Fiscal Year (13 pages includd

1 thru 11
ing farm statement

EECGOENDATIONS
1S LATER, ARD THEN DESTROY.

L.

PAYROLL (Prior to July 1, 1953). The agency copy of this payroll
form 1s to be retained for five years or until andited, wiichever
is later, and then destroyod. (Gemeral Schedule lice G=1, Iten 1-d,

‘ approved by the Eoard of Public works, Jamuary 11, 195L).
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L wms) | .\ 3T FOR RECORDS RETENTION Sud LE MO 233
Hall .of Records ‘ (Continuation Sheet) ASE
Commission NO. l&.
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 relate inclusive dotes and quantity and Board of Public
(cubic or linear feet). Show recommended retenhon period. Works.
PAYROLL JOURNAL - The agency is to bo retainsd for thoee years

or until audited, tm.chsnrh ter and then destroyed. (Owd.
Moﬂo.ﬁ—? Iten 1«4, approved by the Bourd of Public ¥orks,
:mn.mf

rmmmxm,mmmmum-mwmu
to bo retained for three yesrs or until audited, uhichaver is later »
and then destroyed. (Gensral Schedule Fo. G2, Iten 33, approved
wmmarmm.amu.ms

PAY WAIRAMIS - The agency copy is to be retained for three years or
until andited, Mmhhm,mdthmmw. (Ceneral
Mcﬁo.d-},lta),qpmdby Board of Publie Vorks,
Mlﬂ,m)-
wmmmums-mmmubumrwm

or until sudited, whichever is later, and then destruyed.
mmm.ﬂ,xmhwwmwdm
Works, May 10, 1954).

TRANSMITTAL FORM E-1 or E-4 (Comptroller of the Treasury fum) is
. to be retained for three years or wntil audited, wilchover is later

mnd then destroyed. (Gmlsmm.@ﬁ.xms.w
by the Board of Public Works, May 10, 195L).

S.| MASTER AUTHCRIZATION
Quantitys 3 cnmA foot

Dateas 195
Audits 35&“

APPROVED
HALL OF RECORDS COMMISSION

mmm:mc:mmotmznm
aunthorisation for entering the exployse's nams en the moncr
for maeking any changesin the pay rate. It also shows

deductions

RECOM“ENDATIONS RETALN WHILZ EMPLOYED AND FOR THEEZ YEARS AFTER
DATE OF SEPARATION, CR UNTIL AUDITED, WIICHEVIR
1S LATER, AND THEN DESSTROY, |

6. | LEBAVE RECORDS

Qmﬁv;%}' cubie foot Date
File includes the following records:

uanuea'dw-d Form SEC 120-A, a standard state-wide f
‘ mm.btwuehqlm
Leave Applications
1 ]
RECOMRBATT O s C T AN TOR THREZ YEARS GR UNTIL AUDITAD, WLLCHSVIR
1S LATER, AND THEN DESTROY,




