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J . Requesting Agency
DEPARTMSIT OF MENTAL HTGIEHE

2. Division or Bureau of Requesting Agency

FARM MAHACEMEHT

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.

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.

1. EEPOiff FILE (MONTHUT ACTIVITY. MDHTHKT PATIEST, MDBTHLY. FOOD.
SPECIAL^

AHCTJAL,

Siset 8J« x U "
Datest 1951 - -
Quantity: 1 drawer
File Arrangements By type of report and therein chronologically.

This file is coapoaed of reports either received or prepared by the
program director. Other reports, more closely related to production
control, ore described elsewhere in this schedule as Farm Production
and Operating Records (Xten 3)* Reports consist ofi

Monthly Activity Reports - from program director to Coomlssl
Monthly Report of Patients1 Fanning Activities - gives break-

down of lumber of patients Assigned to various projects
at all Institutions. Also smaarlses soveaent of
patients en farm assignments

... .{tost of operation report • prepared at end of year for internal
: use

Printed naterial on fani and conservation subjects

Other reports, although filed separately, are considered to be part
of this item and are governed by the reeoaasndation belov. These
reports arei

Daily Activity Reports and itineraries - siraaarise program
director's projected field trips

Dietitian* s Reports - obsolete
RECOMMENDATIONS RETAIN PERXAIENTLT. THE TEAR-BHD COST OF OPERATION

REPORTS. RETAIN ALL OTHER REPORTS FDR THREE TEARS JUTO THKN DESTRC

2

7. Agency, Division or Bureau Representative
7 } / y > O Chief, Division of Administration
^fJ^^sUis^t ^^— and Finance

Signature Title
12/5/1960

Date

^<>chedule Authorized as Indicated in Col. 6 by Hall of
^^feecords Commission.

12/7/1960 l\Kl~^ %.§UiPjl,
Archivist

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

D E 0 l g , 9 6 Q Z,,A,****../.,/Jc
Date Secretory TVu
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4.mem
o.

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.

2.

3.

QEHERAL FILE

Sisei 8£« z 11"
Dates: 19$k - -
Quantity: 1 drawer (2 coble feet)
File Arrangement: By type of record

The General File is composed of working records maintained for
information purposes. Specifically* these records are:

Hates taken at staff meetings
Itinerary forms (schedules of field trips)
Monthly Average In-Patient Population Reports
Farm study data - includes correspondence and questionnaires

sent to other states
Surveys of farm operations

RECOMMEHDATIONs RETAIN FOR THREE TEARS AND THEN DESTROY.

FARM PRODUCTION AND OPERATING RECORDS (FARM PRODUCTION SCHEDULES.
"^TASKTBODaCTION AND PRICBST ETC.).

Size: 8§« x 11" and B& x lU" in legal drawers
Dates: 1951 - -
Quantity: 1 drawer (2 cubic feet)
File Arrangement: By type of record and chronological therein

This file is composed of farm production and operating records re-
ceived from institutional farm managers or prepared by the Farm
Management program director: Specifically, these records are:

Narrative '"Wfll reports covering patient activities and food
production (with attached summary operating statement)

Monthly Farm Food Production Reports - summary report cover-
.ing all institutions

Fara Production Reports - institutional report giving detail
on production of each type of crop

Farm Commodity Price Lists
Farm Operating Statements
DM9 Farm Veterinary Report
DHH Crop Damage and Farm Food Spoilage Report - prepared by

farm superintendent
Milk Production Report - received monthly from each farm
Barn-Milk Production Report (raw milk) - received monthly
Dairy Herd Report - received monthly from eac^ar¥r^~Seport >
relates to jMrinai^ purchased, sold, slaughtered^ tUed- -* - ̂

Herdsman's Monthly Report (Herd Cows freshenii
Dairy Herd Production and Milk Deliveries -

fiscal year
Individual cow milk production records

g]4nrif!£>m«nta)i
for

DEC
Production of Edible Food - for check on production in

parlson to quota
(continued) ^GbtAlduMA—V
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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.

SCHEDULE
NO. 377
PAGE
NO. 3.

4.
item
to.

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

k.

$.

DUB Farm Said or Transfer Record - for reporting sale or
transfer of food crops or livestock feed

Infcreation having continuing value will be summarised for use la
charting trends in various activities*

HBCOHHEHDATIGK: RETAIN FOR THREE TEARS AND THES DESTROY,

COHRESPONb&htQg

Size: 8&»
Quantity! 1 draw
File Arrangements
Dates: 1951 - -

• (2 cubic feet)
By institution and therein by year

This file is composed of the program director* s correspondence with
Institutional personnel, particularly farm supervisors and business
managers. The file also contains nemos received from or sent to
other Central Office staff members. The recommendation below ap-
plies to »tT\ correspondence except that containing specific informa-
tion on capital improvements or land acquisitions and transfers*
This correspondence, together with related naps and plats of Insti-
tutional property is to be retained permanently.

RECOMMENDATION: RETAIN FOR FIVE TEARS AND THEN DESTROY.

BDDQCT FILE (GEHERAL FILE OF SPECIAL ITEMS)

Siset 8i" x 11" and 8£« x I V in legal files
Dates: ' 1°52 •-*•-» -
Quantity: 1 drawer (2 coble feet)
File Arrangement: By year and therein by institution

This file is composed of reoords which relate to budget preparation*
These records Include budget request faros, budget estimates (form
11-A), position requests initiated by institutional farm managers,
recommended operating budget allowances, and various production
schedules which pro jeot the value of crops to be produced during
the fiscal year for which the budget Is being prepared. Specific
production schedules Included in tills item are:

Dairy, Livestock, and Poultry Production Estimate
Farm Food Crop Production Plan
Farm Livestock Feed Production Schedula

p--.o.

RECOMMEHDATION: RETAIH FOB THREE TEARS AHD 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.

6. CENTRAL FARH RECORDS

Sizex 8J" -x. I V
Dates: 1951-1957
Quantity* 1 drawer and 8 transfer files (lfl cubic feet)
File Arrangement* By fiscal year and therein by type of

record
ftTmttn^ Accumulation i Discontinued
Disposable Amounts IB cubic feet
Auditx State

The Central Farm was operated by the Department of Rental Hygiene
before the Department _ transferred It to the University of Maryland
in 1957* The Department retained certain production, budgeting,
and accounting records, all of which are part of this fi3»« Audit
on all records has been completed. After the director of the far*
management program has summarized certain information In these
records, they will have no further value. Specific types of records
include but are not limited to the following:

Receiving reports, Transmittals, Stock Record Cards (DMB
Form p-l), Livestock Inventory Cards (BP Inv. 5-53)*
Requisitions, Certificates of Deposit, Receipts, and Milk
Order Books

RBCOMHEHDATIOKx DESTROY ACCOXUUXIQB.
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