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2. Division -or Bureau of Requesting Agency

. Requesting Agency
DEPARTMENT OF MENTAL HYGIENE
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3. Authorization Requested (Check only one of the squares below).

Establish retention schedule for re- Microfilm and

destroy originals.

Dispose of present accumulation, No ] ¢
odditional . 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 ceose. to retoined for the period of time indicated.
to warrant retention. have value to warrant their retention after
the period of time indicoted
4. 5. Descnptuon of. Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relote inclusive dotes and quantlty and Board of Public
- {cubic or Imeor feet). Show recommended retention _period. Works.

1.

PATIENTS' FOIDERS

Size: 83" x 11" in legal filas
Dates: Octobar 1958 = -
Guantity: Active Accounts - 11 dravers
Closed Accomts = 2% drawers
File Arrangement; Separate files for active a.nd closed,
alphabetical by name of patient therein

The Patients' Folders File is composed of records wiich ere basic to
the approval and establishment of rates of payment for the mainten-
ance of individual patients. The records filed in a typiecal folder

usually consist of the following:

DMH OOL Rete Establishment Form

DMH 632,

633,63  Payment Order
Change of address notices

™MMH 623 A Transfer of Sponsor Account - utilized in
taking over accounts from countles

DMH 623 B Transfar of Sponsor Account - for Baltimore
County :

IeM tabu.l.atlon sheats - for transfer of accounts from
Baltimore City only
Estate bills and claim records - originate in Estate Sec-
tion when claims are ﬂ.led against patientts
estate

Correspondence (if received or criginated by Central office]’

APPROVED
HALL OF RECORDS COMMISSION

These files to a certain extent duplicate the basic records maintained

7. Agency, Division or Bureau Representative
D d Chief, Division of Administration
(AP T and Finance 12/5/1960
Signature ) Title Date
chedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.
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Secretary
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Patients for

by the Financial Agents at each msntal institution.
whom a "zaro rate® (non -paying rate) is established are filed
soparately in the Patients! Folder File for zero rates (Item 2).

The Financial Agents also maintain coples of the zero rate records
A patient's folder is removed from the active

at the Institutions.
file and placed in a "Closed Patient File" whensver the patient's
account falls into one of the following categories:

a. patient discharged or deceased and the account has
been paid in full--i.s. at the maximm rate

b. deceassd in hospital and account pald by estate settle-
ment-=but if estate payrent does not cover outstanding
balance, tha account would not be closed

¢. sbatement of account by Board of Public Works

d. reduction of rate payment to %gero rate" and payment

of outstanding balance

Folders will be placed in the inactive file as the account cards to
which they pertain are filed in the Closed Out ledger Card Flle

(Item L).

APPROVED
HALL OF RECORDS COMMISSION

RECOMMENDATION: UPON APPROVAL AND ESTABLISHMENT OF PAYMENT RATE,
o TRANSFER TO THE CENTRAL OFFICE THE FOLDER MATHTAINED
BY THE FINARCIAL AGERT AND COMBINE WITH PATTENT'S
FOLDER -(THIS ITEM), ELIMINATING UNRECESSARY DUPLICA-
TION. AFTER ACCOUNT IS CLOSED AND AUDITED (PAID OUT), |
TRANSFER 70 KECORD CENFER AND RETATR THERE FOR FIVE

YEARS AND THEN DESTROY. =

2. | PATIENTS® FOLDER3 - ZFRO RATES

Form Fo.: DHE 604

Sige: 8in x 11

Datess 1958 - ~

Quantity: 1 drawer (estimate) ‘
File Arrangemesnt: Alphabstical by name of pa

These folders pertain to patients for wvhom a "szerc rate" has besn
established. If patients later becoms liable foar payments due to
& reinvestigation, a new folder is established and filed in the
Patients' Folder File (Item 1), but reeards establishing the "sero
Rate" are not filed in it. Ths financial agents at mental institu-
tions retain coples of “sero rate" forms to substantiate their in-
vestigations. The recommendation below applies cn)y to.the Central | 19D 1I2Y
0ffice copy of the "sero rate form. The recommendation‘below is | "~ ~ = T
based on the assumption that reccrds in the finaneial agent's'fold-: [o-iC V- ORKES
ers will be transferred to the Central Office. | .
DEC 13 1930

‘ WIONS mmmmm!msmmnésmox.
/Ktoﬁw ?7(7[((/{/49(, .
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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 relote inclusive dotes ond quontlty
(cubic or linear feet). Show recommended retention period.

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

3.

'h.

S.

IEDGER CARDS - ACTIVE AND INACTIVE

Form No.: DMH 600

Size: 83® x 1I»

Dates: 1958 - -

Quantity: L cubic feet (estimate)

File Arrangement: By hospital, block number, and rumeri-
cal by card mmber

1 cub&c foot (estimate)

Ledger Cards are maintained for each patient for whom a rate has
been established. Accounts are considered active whsn ths patient
is in ths hospital, charges on ths account are accumulating, and a
billing is being mads monthly. Accounts are considered inactive
vhen there is an outstanding balance, the patient has been dis-
charged more than three months, and aqurba'lybmiabei.ngren-

dered.
RECOMMENDATION: RETAIN PERMANENTLY.

LEDGER CARDS -~ CIOSED ACCOUNTS

Form No.: TMH 600

Size: 83" x 11¢

Datess - 1958 -

Quantity:; ILess than cnh:l.c foot
File Arrengemsnt: Nurerical by card number
Audit: State .

Whenever accounts are paid out or abated, the ledger Card for the
patient's account is filed in the Closed Accomnt File (this item).
These cards are utilized by the Chief of the Estates Section in
determining how much was paid on certain accounts.

APPROVED
HALL OF RECORDS COMMISSION

-~

RECOMMENDATION: RETAIN PERMANENTLY.
REIMBURSING ACCOUNTS CORNTROL RECORDS A1E, DTONN D 13Y
Sizes varied sizes oD o PURBLIC v Cavias
Dates: Oct. 1958 - - E
Quantitys 5 drawers Z)Ev 18] 1950
File Arrangement: Chronological by month and by type :
' record therein
Anmal Accumlation: 2 drawers %W Vojiwéa(, o _i
Aundit: State A ‘S".;.'Z'EZ';E'E:E; -

This item is composed of records which are utilised in the contrel,
posting, and audit of funds collected for the maintenance of indi-
vidual patients.
cards, the program's Ledger accounts, are:

These recards, which support entries on the ledger
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6.

GAO-1 Report of Deposit
Cash receipt tapes - created as cash receipts
are posted to patient ledger
. cards
DM 601 Bil1l stubs
DM 610 Remittance Received without bill stud
DMH 614 Proof Journal ~ original
Cash receipts tabulation - totals of cash
received by hospital, by day, by block
number
Certificates of deposit - duplicate
S8ponsor Certificates of Deposit
DMH 606 Cash Receipts Record (Political Subdivisions)
. Card count sheets - count of cards received
from hospltals
Movement Journals
DMH 6053  Social Security Cash Receipts Record
DMH 617 Journal Vouchers (Political Subdivisions) -
cash receipts
Sponsor Journal Vouchers « substantiating.
abatements, refunds, overages and short-
ages, ete,
County Detall Jourmal Vouchers = utilized teo
correct IBM cards as to balance dus, un~
reported movements, etc,

RECOMMENDATION: RETATIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY. RETAIN IN DFPARTMENTAL
OFFICES FOR ORE YEAR. THEN TRANSFER TO STATE REC-

ORD CENTER AND RETAIN THERE FOR TWO ADDITICHNAL YEARS.

COURTY BILLS AND SUPPORTING RECCRDS

Ferm No.: DMH 615

Size: 83" x 11" and IBX card size .

Dates: 1958 - - '

Quantity: 1 drawer (1 cubie foot) - (does not include
IBM cards)

File Arrangememt: By county amd by quarter

Andit: State

This item is composed of copies of quarterly machine-prepared bills
to Comnties for the cost of care given residents who are patients

in State mental institutions., Each bill gives the name of the sub-
division, the date ending the quarter, ths eounty number,-hospital

APPROVED
HALL OF RECORDS COMMISSION

mmber, patient mmber, the patient's name, the mumber- of days of - -
care, the charge for the quarter, reimbursement credit) and the =~
balance dus to the State. Other records in the file which relste"’
to or facilitate the billing procedure include the following: "

§
DMH 617  Journal Vouchers (Political Subdivisions) -
2nd copy

[ PRI \\'

A T ] P
T [ IERCE S o
Poeoial \LLRIIS

DEQ 18 1950

o\

N

SZCRETNY




- ‘ EDULE
FORM HR.RM 1A (.._4UEST FOR RECORDS RETENTION SL.._JULE No . ago
Hall of Records (Continuation Sheet) PAGE
Commission i NO. 5.

5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
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RECOMMENDATION: RETAIN FOR THREE

Supporting media for adjustuments « clain nemos and
County adjustments of residency
Movemsnt Journals - IBM tabulation ahad.ng date, hospital,
" patient number, and the typs of movemont.
Basic for posting to patientst? ]adger
©  cards -
Movemsnt caxrds (IEM) -~ used in praparation of Movement
Journal
Intermediate andit and balance cards (IBH) - used .'m
internal audit
Adnd.ssion cards - mark sensed cards prepared by hospital
: to record any movement. Thess are not
noeded after patientts ledger card is pre-
pared based on admission card informatien.

YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY. RETAIN MOVEMENT AND
INTERMEDIATE AUDIT CARDS (IBM) IN DEPARTMENTAL -
OFFICES FOR TWO QUARTERS (CURRENT PLUS PREVIOUS
QUARTER). . THEN TRANSFE TO STATE RECQRD GENTER.

8.

. 7. |BILLING LISTS (w:zm ROSTER OR cmsns LISTS)

Size; 12¢ x 16" binders (apprex.)
Dates: 19581959

Quantity: 2 cubic fest

File Arrangement: Chronological -
Ammual Accumml: tion: Discontinued
Disposabls Amount: - 2 subic feet

This item consists of IBM-tabulation shests which were utilised in
locating billing errors. The mental hospitals and tabulating ser-
vice also retained copies of these lists. . The lists give the date
patient @#as hospitalized, patient's mumber and name, race, sex, type
of commitmant, status, and the number of days in the hospital. Ths
Billing Lists are non-record within the meaning .of the statute gov-
erning non-record material (Articls L1, Section 179, Annotated Code
of Maryland, 1957 Editiocn) and may be destroyed when they are no

APPROVED
HALL OF RECORDS ComMMISSION

This machine~prepared form summariszes the status of patient accoumts,

longer needed. -
APEIIONED 13Y
PROOF JOURNAL - AUDIT COPY 2w
._a.u'“uD Cr PL’L.‘I': HQL\KS
Form No.: DMH 61} e
' - . ”~
Datess 8%1351.31. . DEC. 18 1850 ;
Quantityx ¢ cubic foot /é ;
File Arrangemsat: Chronological / e
Disposabls Amount: % cubie foot | ..l . S ‘”fj/ ~ |
Audit: State S _TRICZ !
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6. Recommendation
of Hall of Records
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9.

The original is filed with other aupporting records in the Reimburs-
ing Accounts Control File (Item 5), where it is audited by ths State
Auditor. The first carbon (yellow) is the "audit copy® and is re-
tained by the Supervisor of Reimbursements to facilitate a determil-
nation of the necessity for account reinvestigations. The second
carbon {salmon) was forwarded to the institutional financial agents
to report delinquencies, a procedure no longer in effect. The form
gives the date, patisnt number, cods designation, the amount of the
delinquent balance, the current charge on the account, adjustments,
ths current baiance, and the dalecunlated proof on each account. The
“gudit ccpy" is non-recard within the msaning of the statute govern-
ing non-record material (Article }1, Section 179, Annotated Code of
Maryland, 1957 Editicn) and may be destroyed when it is no longer
needed.

TRANSFER OF ACCOUNIS FIIE

Size: 83# x 11

Dates: 1958 - -

Quantity: 3 drawers (6 cubic feet)
File Arrangement: Ry county

Data in this file was utilised during the transfer of patiemt
accounts from the variocus political subdivisions to the Department
of Nental Hygiene. Recards in the file substantiate the status of
each account when taken over by thes Department and are useful in
estate claims work. These records inclnde:

DHH 623 Transfer of Sponsor Account - for all patients
Summary'sheets designating hospital and ledger card
block at time of transfer
Data form summarizing information to go on 623's
Reports on account payments, abatements, charges, and
balances during the transfer period

APPROVED
HALL OF RECORDS COMMISSION

categaries of records listed below:

A Category - Referrals to the Attorney General - matters relating
to enforcement of regulations, suits, appeals on rates

RECOMMENDATION: TRANSFER TO STATE RECORD CENTER AND RETAIN THERE
FOR TWEINE YEARS, THEN DESTROY. +
Vo, LB BY
GENERAL FIIZ BILUD o SoPoiC WORKS
Size: 83" x 11" -
Dates: 1958 - - DEC 1§ 1530
Quantity: 1 cubic foot
File Arrangements Alphahetical by name, }subject,
e e i
SICRET
The General File of the Supervisor of Reimbursements—comtains-thy

A,

RECOMMENDATIONs RETAIN AS LORG AS OPINIONS ARE IN EFFECT AND THEN
DESTROY, PROVIDED THAT THEY ARE AT LRAST THREE YEARS OLD,
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B,

A.

B.

LThisisacaxﬂmdonuhichmmoﬁodSochlSecu'Rybemﬂt

B. Catagqry Cm'respondence with ccunty officials, financial agentaj
.. - 'State officlals, hospital staff members, eto. -

" Fiscal and etatistical reports _
Hospital Census Reports =~ B ‘ Cou
.. Perscnnel recards - employees and applicants S
" . Information omn postage costs
" Bules and regulations concerning Reimbm'sements a.nd
- Central Office procedures -
Agent.s training progranm material - ' schedules of train-

ing .
Requisitians fcu' anpp‘.L‘i.ea and mteriala duplicates

BEOGWATION. A RETAIN FOR THREE YE.ARS ARD THEN DESTBO’!

SOCIAL SEGU".IT! GLEARMJCE AOCGUNT IEDGER

S:I.zaz 8%" x Uy (approudmte)
Dates: 1958 - - SR
Quantity: 1 ledger book

File Arrangemrt: Chronological
Auditz State

TheComissianerof!!entalfbgjamisthepayeefm‘anSocm -
Secm'itypa,ymentamadstothenepertmtonbehalfoipaﬁentsm
State mental institutions. The Account ledger records receipts
and disbursemenits of furnds:.received. .Subsidiary records includs
check stubs gnd canceled éhecks for funds transferred to the super-
intendents of State mental institutions-or refunded tothe Social
Security Administration. The "A" recommendation below applies only

to the ledger. The"B"mcmmndationnppnestocheckstubsand
canceled checks. _ _

RECOMMERDATION: RETAIN PMII.

nmcommuma: REI'AIN FOR THREE YEARS OR UNTIL AUDH'ED, WHICHEVER
ISI.ATE, AND THEN DESTROY. ‘

Expense account vouchers and reports by Iinancial agen‘ha |

"APPROVED
HALL OF RECORDS COMMISSION

mm: rnmu socmsscunm

Form No.:
Size: 5" x 8¢

Dates: 1958 «-=

Quantity: 1 card drawer (% cnb.'u: foot)

File Arrangememt: Alphabetical by patient
Audit: State :

ME 630

name 7 o

A AR

D BY

BLIC WCIKS

12 1930

Jv‘«%o/ O

PRERREY o)

checks received by the Reimbursemsnts Division on behalf of patients,
Each card gives the patisnt's name, hospital nmmber, the monthly

jbenefit nount the patient's mber, the amount to be received by
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the patient, the amount to be received by Reixbursements as payment
on the patient's account, and an entry for each month for a six-
year period as to the patisnt's movement and the date, amount, and
cash receipt voucher mmmber of any checks received.

RECOMMEHDATION: RETAIN FOR THREE YEARS AFTER DATE OF IAST ENIRY,
R UNTIL AUDITED, WHICHEVER IS IATER, AND THEN
DESTROY.

13. |AGERTS WEEKLY AND MONTHLY REPORTS

Size: Bir x 11®

Dates:s 1958-1959

Quantity: 1 cubic foot

: Fils Arrangement: Chronological
Ammal Accumulstion: Discontinued

This file is composed of reports which summarize the activities

of institutional financial egents. The preparation of these weekly
reports has besn discontinmued and monthly reports will replace thsm.
The recormendation below applies to both weekly and monthly repeorts.

RECOMMENDATION: RETAIN FOR THREE YEARS ARD THEN DESTROY.

APPROVED
HALL OF RECORDS COMMISSION

1);. | REIMBURSEMERT CORRESPONDENCE

Sige: 83" x 11v in legal folders

Dates: 1951 ~ =

Quantity: 1 drawer

File Arrangement: Alphabetical by name or subject

This file is composed of correspondence pertaining to the reimburse-
ment of counties for collactions on patients! gccounts, the-abate-
ment of accounts (Board of Public Works), and reimburzement policy
(Attarney General); authorizations for changesin spansor rates;
material on reimbursemont procedures, rules and regulstions, com-
plaints, costs, and legislation, end hearings and decisions on hard-
ship cases.

A, |RBCOMMENDATION: RETAIN PERMARENTLY THE ABATEMERT OF ACCOUNTS, REIM-
BURSEMENT POLICY, MATERIAL ON REIMBURSEMENT PROCED-
URES, RULES AND REGULATIONS, AND HEARINOS AND DECI-~

SIONS ON HARDSHIP CASES. _ ~ 40
Sl OTTED 1YY
B. |RECOMMENDATION: RETAIN ALL OTHER MATERIAL FOR THERE YEARS.ANDCTHEN |=::0 - CIKS
DESTROY. .= . e




