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SCHEDULE
NO.

PAGE
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375

y

•
Requesting Agency

DBpARTMEHT OF KEHTAL HYOIENB

2. Division or Bureau of Requesting Agency

ADMINISTRATION AND FINANCE

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.

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.

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.

QENSUL CORRESPONDENCE

Si«e» Bi* x 11"
Dates: 19$O
Quantity* It drawers ( 8 cubic f e e t )
F i l e Arrangement i Alphabet ica l by none* s u b j e c t , o r type o f

record
Annual Acouaolat icm 1 cable f o o t
Disposable Amounts 3 cubic f e e t

This f i l e i s concerned with the Divis ion's administrative, super-
visory, and f i s c a l control functions as ref lected In i t s re la t ion-
ship with Central Of fie© program directors , ins t i tut ional s t a f f
soeabers, and other State agencies. Specif ic oategarlos of corres-
pondence inelnde those pertaining t o routine natters such as trave l
and personnel management! in s t i tu t iona l linprovciaont requests ( s a l s
of property, space re-a l locat ion , encumbrance of funds ) j i n s t i t u -
t ional roanageraeot and housekeeping procedures! and l e t t e r s of trans-
mit ta l acccfflpanylag Inst i tut ional inspection and operating reports*
These reports Include monthly patient reports, milk production
reports , f i r e Inspection reports , monthly progress reports on capi ta
Improvements construction (DPI), State Auditor's reports on Ins t i tu -
t i ona l audits , and sanitary reports*

RECC*flf9Q)AXIDK* RETAIN FOR FITS YEARS AHD THEH DESTROY*

CAPITAL IHPROVSHSNTS FZIS

Siaei 8|« x lb«
Dates t 1950

(continued on next page)

6. Recommendation
of Hall of Records
and Board of Public
Works.
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7. Agency, Division or Bureau Representative
/^^O*^r^y^?^ Chief, Division of Administration V

19/</iQfV>
Signature Title Date

«edule Authorized as Indicated in Col. 6 by Hall of
ords Commission.

,*J*,//f£6 ^ ^ ^ ^
Archivist

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

** * Secretory C^'Date
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4.
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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.

Quantity* 2 drawers (l» cubic feat)
File Arrangeaaats Chronological by year and therein by

institution
^myn^ Ac< wnilatlfln t J cubic foot

This file relates to capital iraprovaaent planning undertaken to
fulfill requirements as set forth in the Department *s 5-year and
10-year Capital Improvement Program for all mental hospitals.
Material in the file Includes lists of proposed projects and corres-
pondence concerning then* financial estimates. Planning Departnent
proposals, institutional capital iaproveraent requests and justifi-
cations, tentative floor plans, and vorkpapera. These are adminis-
trative records only and are not subject to audit.

RECOHMSHDATIONt RETAIN FOB THREE TEARS AFTER LAST EXPENDITURE IS
HADE AND-THE PII£ IS CIDSEDj THBH DESTROY.

CONTRACT FILE

Sises 8§B x Ui«
Bates* 1950 - -
Quantity! 7 cubic feet (est.)
File Arrangements By year and therein by naae of institution
Annual Accttmolatlom 1 cubic foot
Disposable Amount: 2 cubic feet

The Contract File includes all records shieh are filed by the
Division for purposes of facilitating contract negotiations and
providing infcroation on contract changes* These records includes
Short Fora Contracts (DPI-3), Change Order Fora (contract aasnd-
monts-OPI-li), correspondence, and project files for construction
not covered by eonpetitive bidding.

RECOMMENDATION: RETAIH FOR FIVE TEARS AND THEH DESTf 3TscARD

BDDQET HDRKFUJS

Sloe: 8£» x Uk9
Dates: 1950 - -
Quantityt 7 cubic feet (est.)
File Arrangementt Chronological
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The Budget Workfile contains records vhich facilitate the prepara-
tion of the Central Office and institutional annual budget. The
file includes standard Budget Bureau ferns such as budget Estimates
Fiscal Tear (BB-1A), Budget Schedule Araendmsnt Sheet (ED-1), Appro-
priation Statement (BB-3) and mr^papers utilized in the prepara-
tion of these forms.

B&COHH09DATIGM! RETAIH FOR THRSS TEARS AND THEN 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. CEHTRALFARH BDDQET CONTROL RBCCBDS

Sixes 8» x 10" x 2«
Dates: 3551-1957
Quantity! 2 pos t binders
F i l e Arrangements Chronological
ĵ nw n̂̂  4cft>|nP*^At^ony Discontinued

The Departasnt of Mental Ety-gLsne f onser ly ndwinifltered a Central
Fara vhich waa transferred (1557) t o t h e Univers i ty o f Maryland
f o r use as an experimental farm. The Budget Control Records
c o n s i s t o f tuo ledgers (1951-1557) which g i v e deb i t and c r e d i t
amounts and unexpended balances i n various budget i t e o s *
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