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SCHEDULE
NO. - 260
ol I A

, . Requesting Agency

UNIVERSITY OF MARYLARD

2. Division or'Bureau of Requesting Agency

UNIVERSITY HosPITAL | § RINORE. AT

L4

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

Dispose of present accumulation. No

additiona! accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

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
the period of time indicated.

Microfilm and  destroy originals.
Originals if not microfilmed would be
retained for the period of time indicated.

5. Description of Records

6. Recommendation
of Hall of Records

v/,

?t Describe records accurately. Include title, form number, size of documents,

Nem . 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.
1. | PATIENTS! MEDICAL RECORDS

- volve the use of these records. Individual folders are prepared

4

Datess 1899 - - ~ o
Quantitys . 1840 linsar feet in Medical Records Library
139 linear feet in storage (total 1,560 cu. ft.
File Arrangements 1899 - 1942, Rumerical
e o 1942 « ~, Terminal Digit
. Indext Yes, seo Item 3 and )

The Hospital has retained the p#ﬁents' medical records permanently
since '1899. . Thoy are necessary for the protection of the Hospital,
patient and doctor, and for administrative and research purposes.
The latter use is of importance to medical students and for
wpecial studies conducted by the Hospital. The Medical School re-
ceives grants from various sources for research studies which in- -

for each patient admitted to the hospital (this schedule does not
include *out-patient® service folders). Folders of patients re-
admitted to the Hospital ‘are re-activatedy; 4if the earlier record -
is already on mic;oﬁﬂ.}m,ta“mug of the sarlier admission is pre-
pared. Racords o ants born the Hospital part
mother's medical record. *® e s of the

Following 48 a 1ist of records used by the Hospitals
~ ¢:  General Medical Chart

Face Sheet
Discharge Swumary

A}

Disgnostic Shest

~ APPROVED
HALL OF RECORDS COMMISSION

7. Agepcy, Division
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“Signature Title
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( Pate

Schedule Authorized as Indicate#fn Col. 6 by Hall of
Records Commission. *

;45 /56 WMN—\ S &4@
Date Archivist

Public Works.

Disposal Authorized as Indicated in Col. 6 by Board of

Py =
Date \ Secretary
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6. Recommendation

|.
No.

' 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.

-

;Temperattme Sheet
Anasthegia Sheet

Abgtracts from other hospitals or doctars, (lettera, ete.)

- Asgigtant Resident's Note

Progress Notes

Consultation Reports

‘Bone Marrow Report

‘Electrocardiogran

Pathology Raport, Frozen Saction

Dental

X-rays = Cardiology -

Klood Pressure Chart.

Graphic Charts
Intake, Ozrt:put, Blood volume estination record and
Diabetic Chart

Laboratory. Reports

Admitting Record .

. Glothing IList

Tranafer Slip -

APPROVED
HALL OF RECORDS CoMMISSIoN

labor Record (de.uvary) - BOARD
Record :

I B RIS
PUSLIC WORKS

SECSFTARY
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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 dotes and quantity
(cubic or linear feet). Show recommended retention period

6. Recommendation
of Hall of Records
and Board of Public
Works.

2.

Doctorts Order Shest
Intake and Output Record
Medication and Treatment Record '
Pre or Antenatal Summary
Operative Notes
Consultation on all perative abdominal procedures -« except for

Signature of two physicians
Operative Note for D & C
Permission for circumeision
Copy of birth certificate and copy of footprints
Stillbirth stub and mortuary fom

APPROVED
HALL OF RECORDS COMMISSION

Face Sheet ? Ad e
Certificate of Live Birth ’

EN
Footprint Identification BOAaL LF P

Waight Chart
Infant Chart - D
Premature Infant Record
History Record

Admission Physical Examination
Infant Identification Form oo
Pocior's Orderse

" BY

LT WwWoRrKS
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Sy L ETAKRY N

t

Modical Records for the years 18991943 (inclusive) have besn
microfilmed and the originals dastruoyed.

RECOMMENDATION: RETAIN IN CRIGINAL FORM FOR FIVE YRARS; THEN
MICROFILM AND DESTROY ORIGINALS; mmncno-
FILX COPIES PERMANENTLY.

STUDERTS* NOTES, NURSES' NOTES, AND OUT-PATIENT SERVICE RECORD

Datess 1943 = -
Quantity: Included in Item 1 abowve

These thres records are a part of the Patients' Medical Record.
They are excepted from the operation of the recommendation for
Item 1, as thoy are not considered necessary for permanent reten-
tion. The out-patient service record is a duplicate of the record
maintained by the Out-Patient Department of the Hospital.

RECOMMERDATIONs RETAIN FOR FIVE YEARS AND THEN DIESTROY.
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4 5. Description of Records 6. Recommendation

em Describe records accurately. Include title, form number, size of documents, ) of Hall of Records
‘o 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.

3o IHDEX TO PATIERTS! MEDICAL RECCRDS

. Sizes 3% x 5%
Datess 1899 = -
Quantity: 178 drawers -
File Arrangements Alphabetieal

The Index shows patients' name, address, age, date of birth, case
number, admission date and tims, relatives! name and address, dis-
charge date, attending physician and operating physician.

The Index is in thres groups:
" ,1899 - 1922

1922 - 1941

1942 = -

RECOMMENDATION: RETAIN PERMANENTLY

““APPROVED
HALL OF RECORDS COMMISSION

-—

L.| DISEASE AND OPERATIOR INDEX

Sizer 3" x 5% and 5" x 8"
. Dates: 1899 - -
Quantity: 2 drawers (5% x 87 active) .
100 drawers {3% x 5% inactive)
Fle Arrangement: Disease Cods Number

These two indexes are used for statistical and research studies.
They are also necessary to meet American Hospital Association
-gtandards, '

A card is established for each dimeass number in the standard
nomanclature., It shows the Hospital case number, sex, ags, result,
location, etiolozy, manifestations, assogiated disesases, operations

and phrsician's nams.

Amthercardismpamdforeashopuaﬁonnmberintham—
clatwre showing hospital case number, age, result, site, procedurs,
and surgeon's nome,

RECOMMENDATIONs RETAIN PERMARENTLY, ~ e e e
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