
FpRM HR-RM 1
f* ( 11 -1 -86 )

. "Hall of Records
Commission

R L ^ S T FOR RECORDS RETENTION SCL^ULE
To be Submitted to the Records Management Division

Hall of Records Commission

SCHEDULE
NO. 389
PAGE
NO.

•

Requesting Agency

DEPARTMENT OF MENIAL HIOIEHE

2. Division or Bureau of Requesting
ASSISTANT COMMISSIONER ADD "

AND LICENSORS

Agency
INSPECTION

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.

HOSPITAL FILS .

Sizes 8§« X 11*
Bates: 19$0 - -
Quantity: 1 drawer (2 cubic feet)
File Arrangeasntt Alphabetical within each major f i l e

category

The Hospital File relates to inspection and lioensure of private
mental institutions and to general administration of State mental
hospitals* The portion of the f i le concerned with inspection and
licensure consists of correspondence with institutions inspected,
fwiinwqr*gtffg tfatfSr fltfltme o r de f ic ienc ies . Th«& rwmitndAr of the filnjj
specifically devoted to State hospital administration, contains toe
following general categories s

Administrative - directives, nemos, and instructions
to hospital superintendents

Procedures - infonaation&l bulletins received from hospitals

Beports - summarizing statistics on nedical care of patients,
medical services conferences, number of special
treataents, examinations by consultants, outpatient
clinic, and psychotherapy

Patient complaints - correspondence with superintendent and
staff concerning individual patient eonqxLalnts

5. Recommendation
of Hall of Records
and Board of Public
Works.
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7. Agency, Division orJSureau Representative

Assistant Commissioner
Title

1/31/1961
Date

^Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission.

7 Date

W \ K _ l ^ .
Archivist

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

Date
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5. Description of Records
Describe records accurately. Include title, form number size of documents
worker activity to which the records relate, inclusive dates, and quant.ty
(cubic or linear feet). Show recommended retention period.
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6. Recommendation
of Hall of Records
and Board of Public
Works. '

General - Correspondence with other State agencies anddata
en specific snb jeete relating to hospital adminis-
tration.

RECOMMEKDATIOHi RETAIN IHSPBDTIOH AND LKEflSaRE,AHD HOSPITAL
ADMBSISTRATie* RECORDS FOR TEN YEARS AHD THBH
DESTROY. TRANSFER PRESEHT F H E TO STATS RECORD
CENTER.

3.

RECOMMEHDATIOHl

COHMITTEB F I f f i

A H , OTHER RECORDS (PRCCED1RES, REPORTS, PATIBHT
COHPLAIHTS, AMD QEHERAL), RETAIH FOR THREE TEARS
AHD THBff BESTRCT*

Sices 8|» x I I 8

Dates: %9$0 - -
Quantity: 1 drawer (2 cxibic feet)
File Arrangenants Alphabetical by name of eonsLttee or

The Assistant Censsissloner waititnlns eontact and cooperates with
professional committees and other organisations concerned with
nental health problaM. This f i l e ©ontaljas correspandenc© with end
infarnational material received froa s«eh organiaatiens as the
Aaerioan Psychiatric AssociaUon, Baltimore Council of Social
Services, Msntal Health Joint Planning Gomlttee of Montgomery
Coonty.

Pttblieations and laf oraatlonal material are non-reeord within the
waning of the etatxrte governing non-reeard naterisl (Art* kX,
See. 179) Annotated Code of Ifaiyland, 1957 Editien and »ay be
destroyed when they are no longer needed. The wecmndatien
below applies to a l l other material In the f i l e .
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SECOJOEBDATIOS: RHAnT FOR THREE TEARS AH> THEH DESTR R ^ & A K D

COHRESPOHDEBCB FIIZ

Siae: 8|» x 11«
Datesi 19$Q - -
Quantity: 2 drawers (3 cubic feet)
File Arrangeasnt: Alphabetical by name or subjeetr

Al
tr

FE

This file eontains general correspondeace, the najority of whieh
is concerned with individual patients end their families. Such
correspondence In •flnnnHj being forwarded to mental institutions
and filed there* Correspondenco also relates to requests for in-
formation received fro* various sources. This file is being out
off and a new file will be wai"***"** in Its place* The recommen-
dation below applies to the out off file*

HECOMMBSDATICjSi RETAIN FOR THREE TEARS AHD THE* meSfHOT,.
RBCQRTt CEHTER.

TRAH3FER

i'LBuiC \.ORKS
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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.

Alphabetical by nans or sobjeet
1 "

fflflMttfm, FU8

Sizes 8&» x 11"
Bates* 3519-1553
Qnantitys 1 dr,
FU» Arrangements
Disposable Anoont:

ThiB f i l e , titled "Dr. Kari I . Holt - General File," contains
general correspondence «ad reports received fron Central Office
staff and Institutions* The records aceamlated vhils Dr. Bolt
held the position of Assistant ĉ wmf ff#i flrp#r* Sir̂ T'w* naterial i s
currently filed in the Assistant ConadssioBar's Correspondence
File (Ztea 3) and the Hospital File (Itea l ) .

RECOMHESDATieSs DESTROY ACCOMUIATICS.

SPBCIAL IKyESTISAlIOH RBPORgS

Sices 8£» x U "
Dates: l&O - -
Qoantltyt J caole foot
F i l e A^^BHgfffwn\ t C^rowolggicsH.

Investigation reports soasaarige pertinent in f oraotloa re la t ive
t o epeelf lo conditions a t aental hespitals throa^aont the State*
IswstigatdLons are usual ly of an l a f oraal aatare end are eendoBted
by the Assistant fffwn^ftirfwiiyr upwi reqaest o f *^^ (?ftimdsy*?niftr of
flentel Hjrgisna* The original o f each report is-foniarded t o the
Comdssioner for perasBaat retention end the Assistant Cosnlssionejr
retains a copy* The rwcirwaniltt UMI below applies only t o the
Assistant Coaodssioner's copy*

EBCOI«̂ DAIIfJH» RETAIN FOR THREE TEARS ABD TBS8 ESSffROT.

REPORT FILS (S3CUBI0B AND RBSTRAIHT. AOdDHTTS. ETC.)
API

BOARD

Siee< 8|* x 11"
Bates: 15h9 - -
Qoantity: 1 dnmer (2 cable feet)
File Arrangements By institatioa end by yearTfrfsposable Aaoontt 1 ovfalo foot

The Report Fi le contains flerinsinn end Bestreiat Beporte fron a l l
State Mental Institutions* These reports siiaiaulne the aasser of
hours spent l a seclusion or res tra int status* Other reports l a
the f i l e an Patients' Report o f Accident or Injury (Fora hi),
death reports, and f i r e reports .

RBGOffifENDATIOitt REIAZH FOR THREE TSARS AHD TFflT DESTROT.
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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.

REFEBEUCE FIBS

Slsax St" x 11"
Dates: 1 # 3 - *
Qnantlty-i 1 cubic Jfoot
File Arrangensntf Chronological

The Assistant Cosmissioner's Reference File contains opinions of
the Attorney General on questions referred to hla by the Depart-
ment, These opinions have been transferred to the f i l e s of the
Chief of the Division of Administration and Finance, vhere they
n i l l constitute the DejiartiaBnt1 s record set and be retained per-
manently. The f i l e also contains the Assistant Commissioner1 s
copy of monthly activity reports submitted by hla to the Conmiasi
of Mental fyglene* These reports are considered non-record aaterla .
(Article la, Section 179, Annotated Code of Maryland, 1957 Edition)
and nay be destroyed vhen they are no longer needed*

ALM'KOVED 1^

BOAKD K.F PJEL1C WORKS

FEB 13 1961
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