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NO.

Hall of Records Commission

2. Division or Bureau of Requesting Agency

L

1. Requesting Agency
DEPARTMKRT OF MENTAL BYGIENE

COMMISSIONER

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

Establish retention schedule for re- Microfilm and

accumulation. The records will cease to
have value to warrant their retention after

Dispose of present accumulation. No € h oF 1
odditional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have volue retained for the period of time indicated.

destroy  originals.

fo warrant, retention. the pericd of time indicoted.

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 quantity and Board of Public

o {cubic or linear feet). Show recommended retention period. Works.
1. | MIRUTES OF MENTAL HYGIENE ADVISORY BOARD

=
Size: 83" x 11" notebooks f_f;‘
Dates: 19h - - wI
Quantity: 2 notebooks =
File Arrengements Chronological by date of mesting S g
o
Miutes of the Mental Hyglene Advisory Board ars filed in a notebook g -
which coantains eriginals and carbon copies for which thers are no o 2
originals. The Minutes record the actions and decisions made by the S
Advisory Board. A sscond notebook contains both typed and mimeo- o o
graphad coples of meeting agenda. < &=
[ 5 .
O
RECOMMENDATION: REZFATN PERMARENTLY. —
-—
2. | STAFF MEEPIN} MINUTES =

5ize: 83% x 11

Dates: 1959 - -

Quantity: 1 notebook

File Arrangexent: Chronological
Staff Meeting Mimutes cover all subjeets discussed at Central (Office
staff meetings. This set of minutes constiintes the Commissiomert's
mimsographed resord copy. Other eopies ars distributed to staff

members who participated in mesetings. The recommendation below
All sther coples are non-

govarns the Commdssioneris record aet.
record within the msaning of the statute governing non-record material

(Art. L1, See. 179, Annotated Code of Meryland, 1957 Edition, and may

be destroyed when no longer needed.

0N RETAIN. PXRMANENT LY.
Bureau Representative

RLUMMBINIIA

7. Agency, Division or
M ba - Lssi 6
%_ ~, Cormissioner 1/2L /1961
~ Signature Title Date
Dispasal Authgrized as Indicated in Col. 6 by Boord of
Public Works.

Schedule Authorized as Indicated in Col. 6 by Hall of

e SOOI e
K4 _ - Secretary . )\

Records Commission.

Date

ols
Date Archivist
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PAGE
NO. 2

6. Recommendation

4.
[tem

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
Works.

Public

No.

30

GENERAL CORRESPONDENCE (GENERAL FILE)

8iza:

8in x 11»

Dates: 1950 - -
Quantity: 12 drawers and 2 cubic feet (total 26 <):ub:|.c
faet

ZION

File Arrangement: Alphabetical by name or subject
Anrmal Accummlation: 2 eubic fest (est.)
Indexs Card index (195C = =)

Ths Comrissicmert!s General Correspondence File relates to the inter-
nal admiristrotion of the Central Office, supervision of all mental
hospitals, and contact with other Stats agencles, professional organd
izations and associations, comnty offices, and the Fedsral gavarmenﬁ.
In arder to facilitate the retention and disposal of msterixl in

this fils, it has been broken down into the following categories and
The recommendationg below

a retention period specified fer each.
supersedc the recommendation for General Correspondence In Schedule
275, Iten b:

Printed and mimeographed material filad for iaformation purposas
under various nmme and sublect headings. Nost of this material
i3 recgived from professional organizations and asseeiations and
may include letters of transmittal, asimouledgzment, ete.

APPROVED

HALL OF RECORDS ¢p- :

A.

RECOMMENDATIONs RETAIN FOR THREE IEARS OR UNTIL MATERIAL IS OBSOIETH
AYD THER DESTROY, '

Records concerned with general adwinistraticng planning Anm
immlementation of programs; research and eonstruetion projects;
and policy detarmination within both the Central 0ffice and
Records in

mental hospltals supervised by ths Commissioner,
this category include but ars not limited to correspondence,

repcrta, worksheets, staff notes, and memos, State agenocy cor-
respondance, although concerned primarily with internal sdwinis-
tration and msnagenmsnt, documents planning and studies by joint
camlittees (e.g. correspondence with Departmonts of Heslth,
State Plarming, and Public Welfare), Other important carrespon-
dence i3 with program directors in ths Central Office, superin-
$endants ef mental hospitals, and patients or patisntst rehtiveg
in regard to complaints about treatment.

4.

B.

FEB 13 196)

APPROVED BY
BOARD C(F PUBLIC WORKS

Bttt st - amm b o o1t

“Eek,

“e b

RECOMMENDATION: RETAIN PERMANENTLY.

C. Records concerned with the Commissionerts activities in the

' Southern Regional Education Beard. The material includes papera

‘ given at Board meetings, routine corraspmdence relative to
arrangements to attend meetings, program planning, ste,

RECOMMENDATION: RETAIN PERMANERILY ON: RECORD COPY OF ALL PAPERS
GIVEN BY COMMISSIONER AND OTHER STAFF MEMBERS OF
DEPARTMENT, RETAIN ALL OTHER MATERIAL FOR THHEE

‘ YEARS OR UNTIL OBSOLETE AND THEN DESTROY.

B.

C.
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NO.

PAGE
NO. 3.

4,
ltem
No.

5. Description of Records

6. Recommendation
Describe records accurately, Include title, form number, size of documents, of Hall of Records
work or activity to which the records relate, inclusive dates, and quantity and Board of Public
(cubic or linear feet}. Show recommended retention pericd. Works.

D.

k.

6{INVESTIGATIONS OF STATE HOSPITALS

' | tendents, carrespondence, and Survey Commission reparts on conditiong

D. Correspondence relating to publis reaction to Department's
policy of transferring ecolored immates to Rogsewood (1952).

RECOMMERDATION: RETAIN PERMARENTLYs TRAWSFER TO HALL OF RECORDS.

OENERAL CORRESPONDENCE (PORMER COMMISSIONER)

Size: 8iv x 11¢

Dates: 1S40-1951

Quantity: L drawers (7 cubic feet)

¥ile Arrangement: Alphabetical by nams or subject
Index: None

This file was maintained by the Camissioner prior to the recrgani-
zation of the Department in 1949. Matarial in the fils after that
date overlaps the cwrrent General Correspendsnce fils (Item 3) which
dates from 1950.

RECOMMENDATION: RETAIN PERMANENTLY: TRANSFER TO HALL OF RECORDS.

SPEECH AND LECTURE FIIE

Size: 8¢ x 1ir

Dates: 1948 « -

Quantity: 1 drawer (Z cubis feet)

File arrangement: Alphabetical by subjeot

This file contains mimeographed speeches and lectures deliwarad'hy i
the Commissioner and other staff members of the Department.

RECOMMENDATION: RETAIN PERMARERTLY TWO RRCORD COPIES. DESTROY ALL
OTRERS WHEN NOT NRESDED FOR DISTRIBURION PURPOSBS.

Size: 83" x 11¢

\ Dates: 1935-1949
Quantity: 3 drawer (1 euble foot)
File Arrsngement: Chronological

This file contains material assembled by a former Commissioner in
the course of institutional self-surveys and ocutside 1nvustigations

A

OV i T%
BOARD CF PUBLIC WORKS

A Y

RS

APPROVED
HALL OF RECORDS COMMISSION

[ 8

FEB 13 1961

}%«'\' ;

SECK

- —

of conditions at various State mental institutions., Speecifically,
the file includes newspaper clippings, reports by hospital superin-

at Springfisld and Spring Grove Hospitals (1936).
RECOMMENDATION: RETAIN PERMANENTLY: TRANSFER TO HALL OF RECORDS.
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PAGE
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4.
Item
No.

5. Description of Records 6. Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records
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.

7.

3.

MONTHLY AND ANNUAL REPORTS

Size: 8i® x 11

Dates: 1951 - -

Quantity: 2 drawers and 2 notebooks (L cubic feet)

Fllae Arrangement: Chronological and by progrzm or
institution therein

This fils contains monthly and anmal reparts received from program
directors in the Central Offlce and superintendents of Stats mental
hospitals, The monthly reports from hospital superintendents are
concerned primarily with stetistics on patisnt care and treatment
and staff activities. The monthly veports are sumarized in the
anmmal reports but information appcaring in these ammmal reports is
not now included in the NDepartmentts printed ammal report. A
forthcoming change in the eantent of the printed ammial report will
necesgitate the inclusion of information from the typed momthly
reporte. The recommendation balow applies only to typed momthly
and ammal reports.

RECOMMEYDATION: RETAIN PERMAMENTLY. RECATN ALL AVNUAL REPORTS IN
DEPARTMENTAL OFFICES. NETATN MNTHLY RRPORTS

THEN TRANSFER TO STATE RECCID CZNTER.
MOVEMENT OF PATIENT POPULATIOR REPORTS

Size: 83i* x 11v, 8%n x 157, 8ir x 7®
Dates: 195055, Storsroom {6th flocr)
1955 -« = (Cenaral Correspmndenca File)
Quantitys 1% drswers (3 cubic feet)
File Arrangement: By institution and chromological
therein

by indicating the total mumbar of patients in the following cate-
gories: patients on ths books, admitted dwring ths month, retwrned
from parole dmring the wonth, discharges during ths menth, paroled

Ietters of transmittal attached to thase repaorts are alse

y the recommendation for this item. The recommendation below
appliss only to the Commissicmerts copy of theee reports,

ATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

These monthly reports summarize the movemsnt of patisnt populstiom |-

K

during the month, and patients on the books at the end of the month, - .

APPROVED
HALL OF RECORDS COMMISSION

UNTIL PREPARATION QF aARNUAL REPGRT HAS BEEN COMPILETED,

W i

PUBLC

¢ et e =t cemse
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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
ttem 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. Woarks.

9.| ACCIDENT..REPORTS

s et wa

- :-.‘\if-'S;Lz'e: 85 x 11
Dates: 1955 - -
5+ Quantity: 1 draver (2 cutde feat)
' Fle Arrangement: Chronologieal
Annual Accummlation: % cubic foot

This file contains accident reports received from Rosewood. Thess
reports cover any accidental or obher injury to petients in the

ingtitution. AiAccident reports for Rosewood and other mental hoapl-
tals are retained by the institulion and are scheduled for micre-
filming aftar retention for three yoars in original forme The mioro
£ilm copies are %0 be retained permanently, Ths recoemendation bal.oy
applies cnly to the copies retained by the Central 0ffics.

RETAIY FCR THREE YEARS AND THEN DESTROCY.

o

APPROVED
HALL OF RECORDS COMMISSION

RECOMMENDATION:

APDPROVED BY
BOARD olF PUBLIC WORKS

FE2 13 130l

3 %M W Z, A

SE£Cy ARY




| SCHEDULE 388

S CQUEST FOR RECORDS RETENTION S&IDULE NO.
‘Hall of ,Re,‘"d' {Continuation Sheet) PAGE
Commission NO. 5.
5. Description of Records 6. Recommendation
of Hall of Records

Describe records accurately. Include title, form number, size of documents,
and Board of Public

Qm work or activity to which the records relate, inclusive dates, and quantity
No {cubic or linear feet). Show recommended retention period. Works.

9.| ACCIDERT REPORTS

‘ Sizes 83y x 1®

Dates: 1955 - -
Quantity: 1 drawer (2 cubde fest)

File Arrangement: Chronologieal
Ammal Accumlation: ¢ cubic foot

This £ils contains accident reports received from Rosewood, These
reports céver any accidental or other injury to patients in the

ingtitution. Accident reports for Rosewood and other mental hospi-
tals ere retained by the institulicn ‘and are scheduled fer micro-

£ilming aftor retention for three ysaras in original form, Ths mie
£iilm copies are to be retained permanently, Ths recommendation be
epplies only to the copies retained by the Central Offics.

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY,

APPROVED
HALL OF RECORDS COMMISSION

APDPROVED 1Y
BOARD Ok PUBLIC WORKS

FE2 13 133l

A Vdi el Q. ...

SEC:§ ARY

p SerTm————




