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No.

To be Submitted to the Records Management Division

Hall of Records Commission Z?f‘ 3 ’ e

Requesting Agency.
. DEPARTMENT OF MENTAL HYOIENR

ADMINISTRATION AND FINANCE

2. Division or Bureau of Requesting Agency

to warrant retention.

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

the period of time indicated.

Dispose of present accumulation. No Establish retgrition schedule for re- Microfilm ond destroy originals.
odditional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to hove value accumulation. The records will cease to retained for the period of time indicated.
have value to warrant their retention after

4. 5. Description of Records 6. Recommendation

ltem Describe records accurately. Include title, form number, size of documents of Hall of Records

N work or activity to which the records relate inclusive dates and qucntlty and Board of Public
0. (cubic or linear feet). Show recommended retention period. Works.

1.

2.

GENERAL CORRESPONDERCE

Size: B8i* x un

Datess 195

Quantity: L drawars (8 cuble teet)

File Arrangement: Alphabetical by name, subject, or type of
record

Anmial Accumlation: 1 euble foot

Disposable Amount: 3 cubic fest

This file is concerned with the Division's aiministrative, super-
visory, and fiscal control functions as reflected in its relation—
ship with Central Office program directors, institutionsl staff
members, gnd other State agenciss. Specific categories of corres-
pondance include those pertaining to routing matters such as trawel
and parsomnsl managements institutional improvement requests (sale
of property, spate re-allocation, encumbrance of funda)j 4instito- .
tiona)l management snd housskesping procedures; and lstters of trans-
mittal accompanying institutional inspection and operating reports.
These rapm include monthly patient reposts, milk produstion tai
reports, fire inspection reports, monthly progress reporte on capid
improvements construction (DPI), State Auditor's reporba on institu-
tional audits, snd sanitary reports.

RECOMMERDATIONs RETAIN FOR FIVE YEARS AND THEN DESTROY.

CAPITAL IMPROVEMENTS FIIE

Sizer 8iv x 1
Datas: 1950 - -

(continued on next page)

APPROVED
HALL OF RECORDS COMMISSION

7. Agency, Division or Bureau Representative

Chief, Division of Administration

o

v,

and Finance : 12/8/1960

A

- Signature ) Title

Date

6edule Authorized as Indicated in Col. 6 by Hall of

ords Commission. ) Public Works.

Disposal Authorized as Indicated in Col. 6 by Board of

LW LT

; Dcte Archivist Date

Secretary
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6. Recommendation
of Hall of Records

Commission

5. Description of Records

4. Describe records accurately. Include title, form number, size of documents,
‘em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o. (cubic or linear feet). Show recommended retention period. Works.

Quantity: 2 drawers (L cubdc fest) )
File Arrangement: Chronological hiy year and therein by h
institution

Annual Accumlation: $# cubic foot

This £ils relates to capital improvoment planning undertaksn to
falfill requirements as set forth in tha Department's S5-year and
10-year Capital Improvement Program for all mental hospitals.

Materigl in the file includes lists of proposed projects and corress
pondence concerning them, financial estimates, Planning Department
propesals, institutional capital improvement requests and justifi-
cations, tentative floor plans, and workpapers., These are adminis-
trative records only and are not subject to audit.

RECOMMENDATION: RETAIN FOR THREE YEARS AFTER LAST EXPENDITURE 13
MADE AND.THE FPILE IS CIOSEDs THEN DESTROY.

APPROVED
HALL OF RECORDS COMMISSION

3. | CONTRACT FILIE

Size: 83" x v .

Datess 1950 - = : |
‘ Quantity: 7 cubtic feet (est.)

File Arrangement: By year and therein by nams of institutiom |

Annual Accumulation: 1 cubie foot !
Disposable Amomnt: 2 cublc- fest

The Contract File includes all records whieh are filed by the ,
Division for purposes of facilitatlng contract negotiations and _ '
providing infarsation on contract changes. These records include: !
Short Form Contracts (DPI-3), Change Order Form (contract amend. . }
mants-DPI-L), correspendence, and project filss for construction
not covered by .compatitive bidding.

w S APV IED BBY

RECOMMENDATION:" RETAIN FOR FIVE YEARS AND THEN DEST T ALD CF |PUBLIC WORKS

L. | BUDOET WORKFIIZ ‘ | -
DE] 1§ 1930,

Size: 83" x U»

Dats 1950 = - %@M

Qmatyt 7 cubic feet (est.) ' - Vo{ta}éq(’ 7
File Arrangement: Chronological

The Budget Workfile contains records which facilitate the prepara-
tion of the Central Office and institutional annual budget. The
file includes standard Budget Bureau fcrms such as Ludget Estimates
Fiscal Year (BB-lA), Budget Schedule Amendment Sheat (EB-l), Appro-
priation Statement (EB-3) and workpapers utilized in the prepara-
. tion of these forms.

RECOMMERDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.
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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
ltem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
.No. (cubic or linear feet). Show recommended retention period. Works.
5. | CENTRAL FARM BUDGET CONTROL RECCRDS

Sizes §® x 10 x 2¢
Dates: 1951-1957

File Arrangement: Chronological

Annual Accurmlation: Discontimued

The Department of Mental Hyglens formerly administered 4 Central
Farm which was transferred (1957) to the University of Maryland
¢t Control Records

for use as an experimentsl farm. The Budge
consist of two ledgers (1951-1957) which give debit and eredit

amounts and unexpended balances in variocus budget items.
RECOMMENDATICN: RETAIN PERMANENTLY. |

-~

|

APPROVED
HALL OF RecORDS commission

o e .
IS NN NI

JEC.

i

{-——‘.’-'—mm g st e Y

APRPPROVILD 2y

PLBHC vLio

Biittanl el SOSSPRI T g,

18 1050

5




