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Item
No. Description Retention

.
W 3

4.

5.

Grievance Records

This series includes case files from all grievances
process during the fiscal year for patients in the
twelve Mental Hygiene Administration facilities in
compliance with the Coe Consent Decree. They are .
indexed by facility and patients' name.

Training Records

List of persons, attending education, and training
inservices provided during the fiscal year by Rights
Advisor.

Minutes of Clients' Rights Committee

Facility Correspondence

Any correspondence that is facility specific.

General Correspondence

Correspondence applicable to entire system.

Retain for a total of
10 years. Keep individual
files in office until
closed, plus a minimum of
one year. Store at Record
Center for remainder of
10 years-

Retain for a total of
10 years. Keep individual
files in office until
closed, plus a minimum of
one year. Store at Record
Center for remainder of
10 years.

Retain Permanently.

Cull files periodically.
Destroy non-pertinent
.obsolete material. Retain
pertinent material a total
of 10 years. Keep pertinent
material in office for a
minimum of one year after
becoming inactive. Store at
Record Center for remainder
of 10 years.

Cull files periodically.
Destroy non-pertinent
obsolete material. Keep
pertinent material for a
total.of 10 years. Keep
pertinent material in office
for a minimum of one year
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Item
No. Description Retention

6.

•

Personnel Records

Records of former employees.

R.G.S. Implementation Information

Documents pertinent to the implementation of the
program following Coe Consent Decree/ .

Legal Assistance Provider Records

Quarterly reports from the external advocacy program.

Coe Board of Review

AMinutes of Meetings,Appointments to.Board^
g. Correspondence.

Retain for 1 year after
becoming inactive and until
all audit requirements have
been fullfilled, then
destroy.

Retain Permanently

Retain for 10 years. Store
in office until record be-
comes inactive. Store in
Record Center for remainder
of 10 years.

Retain Permanently

Cull files periodocally.
Destroy non-pertinent
obsolete material. Retain
pertinent material permanent
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INSTRUCT I QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

UflTH RECORDS RETENTION

jBaos ISO*I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X7» WATERLOO ROAD
P.O. BOX*27I

JESSUP, MARYLAND 20714

AGENCY RECORDS INVENTORY

PACK OF

I . DCFAK WENT/AGENCY
Department .of Health & Mental
HygiPTIP

a. DIVISION Deputy Secretary

for Public Health Services
a. UNIT
Resident Grievance System

DEFINITION •RECORD SERIES*A 0ROUP OP MCLATBD MCCORDa NORMALLY PI LCD AND USKB A* A UMIT POM
" ' " W " *• •«"-*• *• W«TKHTIOW AWB PI «HK»a l-r tOM ».,..»«„..>,. •_

4. RECORD SERIES TITLE

1. Grievance Records

KARLIEST YEAR/LATEST YEAR.
FY-1986 T O Present

• . RECORD SERIES DESCRIPTION lamtminj* OBBCRiaC TMK TVPB* Or INFORMATIOM/DOCUMBMTa/POItMa POUND
IN THE SERIES. . INCkUOB THK PURPOBC OH PUMCTION OP TMK BSfrlKS)

Folder included entire file of grievances process which included: Resident Grievance System
(RGS) Stage Sheets, Complaint Forms, .Authorization to access records, progress notes,
witness statements, investigation reports, and any correspondence pertaining to case.

Purpose: Original Documentation of complaints filed by patients residing in the twelve
Mental Hygiene. Administration facilities and their outcome in accordance with
the Coe Consent Decree. '

7. RECORD SERIES FORMAT(S)

Xfl LETTER SIZE O MICROFILM

^D LEGAL 8I2E ° COMPUTER TAPS

^ V BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

O OTHER(SPECIFY)

». RECORD SERIES SEQUENCE

xxa ALPHABCTICAL

a NUMERICAL

O CHRONOLOOICAL

O GEOGRAPHICAL

O OTHKR(SPECIFY)

• . VOLU4E

XS PILE DRAWER(S)
Q MICROFILM REEL(S)

p - 2 — _ n COMPUTER TAPE(S)
" O OTHER(SPECIFY)

10 > ANNUAL ACCUMULATION

O FILE DRAVER(S)
2 a MICROFILM REEL(S)

KCBfefSir ° COMPUTER TAPE(S)
il CSC'f* I I 4-

i i , FIIJC IS USED

Q DAILY O WEEKLY MCMONTHLY

' * * FILE BECOMES INACTIVE AFTER

B p 2 B w r O MONTH(g) X3ffYEAR{S)

I S . CUIiRENT LOCATION(S) ( B U M . .FLOOR,ROOM)

Herbert O'Connor B ldg . , 4 th . Floor -
201 W.Preston S t . , Room 422-A,
Hal •"iinfiTA . Marvl ann "-

14. IS RECORD SERIES DUPLICATED ELSEVHERST
I IP VCBL^ BPKCIPV AOCNCV OH OPFICS)
D YES ^ NO

II. ACCESS RESTRICTIONS ^ YES O NO
( IP V«a, CITS LAB(a) * RMULATION(a) •
Health General S 4-302

l«. AUDIT REQUIREMENTS

O NONE O STATS O FEDERAL ̂  INDEPENDENT

17. IS AN INDEX SYSTEM USEDt ( ||r VKa.KXTWAIN
• fllKPUV AKO DKBCnlOa ANY HAnOBARK/aOPTSAlia;)
• •

X* YES O NO
0

Filed by facility, patient's name, case
number.

I*. IffrOMMTMnEP RETENTION

Retain for a total of 10 years. Keep
individual files in office until closed,
plus a minimum of one year. Store at
Record Center for remainder of 10 years.

t». NAfeK AND TITLE OF PREPARER

i^L

20. TELEPHONE NUMBER

/̂^̂ !̂̂  !^^C!i^^I^> -̂^̂ ^̂^7
XI. DATS

7//7/n
1



INSTWOCTICM9 » »TYPC OR FRINT A
SEPARATE FORM TOR EACH NEW OR

(GCO RECORD SERIES. FORWARD
KCOROS RETENTION SCHUXJU

(OSS ••••!)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX*Z7I

JESSUP, MARYLAND 207*4

Jlil
AGENCY RECORDS INVENTORY

PASS OF

I . DCFARIMENT/ACENCV
Department .of Hea l th & Mental
Hypi PTIP

X. DIVISION tiiPuty Secretary

for Public Health Services

S. UNIT

Resident Grievance System

DEFINIT';ON>RECORD SERIES*A OROUI* or W U T I D Mteonoa NORMALLY r i u t o AMO WBCO AS A UNIT row
»«rKW«HCK A« WKIO. A« WKTKNTIOH W O DltPOllTIOM >•'-"»» L_

4. RECORD SERIES TITLE

2. Training Records

I. EARLIEST YEAR/LATEST YEAR
PV r1 QQtfTO P^-^o^^i-

f . RECORD SCRIES DESCRIPTION I • * • • F U < r » • • « " • • « TMS VTrM O r IWFOimATIOH/OOCUMKMTS/FOWMB rOUNO
I N THE SERIES. . INCLUOH THK FURFOSC ON FUNCTION Of THK SBinKSt

RGS Training Form - Information on form reflects time spent, issue presented, and names of
persons who participated in training.

• ' )

7. RECORD SERIES FORMAT(S]

X3P LETTER SIZE O MICROFILM

^ E G A L 8I2S O COMPUTER TAPS

O BOU4D BOOK O FLOPPY DISK

Q AUDIO TAPE O VIDEO TAPS

O OTHCR(SPECIFY)

•. RECORD SERIES I

O ALPHMBKTICAL

O NUMERICAL

XXKCHRONOLOaiCAl.

O OSOGRAPHICAL

0 OTHER(SPECIFY)

VOLUME

XXKPILE DRA«ER(8)
O MICROFILM RECL(S)

. Z D COMPUTER TAPE|S)
HwmmW Q OTMER(6PECIFYJ

I*. ANNUAL ACCUMULATION

XB FILE DRA«ER(8)
2 ° MICROFILM RCEL(S)

KOBBZir O COMPUTER TAPE(S)

it. nix is USED
O DAILY O MEEKLY XB MONTHLY

IS * FILE BECOMES INACTIVE AFTER
jTCpky D VOWTHQ ^VEARISJ

IS. CUIIRENT LOCATION(SJ (BUM. .FLOOR,ROOM)

Herbert O'Connor Bldg., Room 422-A,
201 West Preston. Street
Raifimnrp. Marviann

14. IS RECORD SERIES DUPLICATED ELSEVHCRST

III* VKS, SPKCIFT AOCNCY OM OFFICE)

a YES WHO
IS. ACCESS RESTRICTIONS O YES 3F|«O

(ir v«a, ei-nc LAa(a) * RsaukAriowls) .
!«• AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL * INDEPENDENT

17. 18 AN INDEX SYSTEM USED! ( IP VWS.SXPUHM
• fllBfUV AKO OMCRIU AMY MAnOBARK/sOrraAJUl)

xa YES a NO

Indexed by facility, date of training.

u . wrmMiarnDSD RETENTION

Retain for a total of 10 years. Keep
individual files in office until closed,
plus a minimum of one year. Store at
Record Center for remainder of 10 years.

OF WREPAfgR SO. TELEPHONE

^ar-^/f
DCS SI0*4 (REVISED if* 7

DATS



TiW
AGENCY RECORDS INVENTORYt USTKOCT I CMS « »TYPE OR PR INT A

SEPARATE FORM FOR EACH NEW OR
REVISED MECOKD SERIES* FORWARD
M^fc RECORDS RETENTION SCKEDULI
(DCS ••••!)

DEPARTMENT OF GENERAL SERVICES
RECORD* MANACEMENT DIVISION

1X1% VATERLOO ROAD
p.o. BOX'an

JE8SU», MARYLAND »07»4 PACE OF

I. DCPARfMENT/ACENCV

Department of Health & MentaL

X..DIVISION Deputy Secretary
for Public Health Services

S. UNIT

Resident Grievance System

DEFINIT';ON«RECORD SERIES*A «ROUP OF MLATBD RKCORDB NORMALLY PILSO AND WSKO A* A UNIT FOR
RKFKRKNCK A« ••Cl. A« RKTKMTION AMD DIIMIITIBM »um.Q»g«

4. RECORD SERIES TITLE

3. Minutes of Clients Rights Committeee

S. EARLIEST YEAR/LATEST YEAR
FY-1986 T O Present

R£CORO SERIES DESCRIPTION l""'"ri*r •>••«»•»• TH« TVPB* Of INPORMATION/OOCUMBNTS/FOIWa POUNO
IN THE SERIES. , INCLUOS THK PUHPOCE OH FUNCTION OP TMC ••ITtCS)

Minutes of meeting of the Clients Rights Committee.

')

7. RECORD SERIES FORMAT(S)

X33 LETTER SIZE 0 MICROFILM

^^EGAL SIZE O COUPUnCR TAPS

O BOCMD BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

O OT>CR(SPECIFY)

•• RECORD SERIES SSQUKNCC

XB ALPHAfiKTICAL

O NLMCRICAL

O CHRONOLOOICAU

D 6EOCRAPHICAL

O OTHKR(SPECIFY)

VOLUME

XB FILE DRAWCR(S)
O MICROFILM RECL(S)

%; O COMPUTER TAPE|S)
HUMBSR o oTHEHjspcciirYj

1*. ANNUAL ACCUMULATION

^ FILE DRA«ER(8)
% O MICROFILM REEL(S)

KGBIiZir a COMPUTER TAPE(8)
em^eol <nri-1 rv

tl* n\x is USED
O DAILY X3) MONTHLY

U » FILK I
1

INACTIVE AFTER
O MONTH(S) XXXi YEAR(S)

II. CUIiRENT LOCATION!S) (BLDO..FLOOR,ROOM)
' Herbert O'Connor Bldg., Room 422-A,

201 West Preston Street
Hal fimnrtf . Ma fir 1 anH

14. IS RECORD SERIES DUPLICATED ELSEWHERST

I IP VK*. •PBCIPY AOCNCY OH OFFICE)
Q YES^O NO

II. ACCESS RESTRICTIONS O YES XB NO

(IP V U , CIT« LA«(S) * RK«UbATION(s) •
l«. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL St INDEPENDENT

17. 18 AN INDEX SYSTEM USED1 (ir Vma.KXPLAIN

• RlBFbv AKO OKicnivn ANY HAnoRAKK/aorrvAiis)

XB YES O NO

Indexed by facility and date of meeting.

it. wrmMWNnED RETENTION

Retain permanently.

1 0 . TELEPHONE NUMBER

fB&> ^r^/
OCS SI0«4 (REV I (SCO X/S7) 7

SI. DATE

79.



INSTWOCTI CMS « »TYPE OR PR INT A
SEPARATE FORM FOR EACH NEW OR

aI SCO MECORD SERIES. FORWARD
I RECORDS RCTCNTION SCHEDULI

DEPARTMENT OP GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX*X7I

JESSUP, MARYLAND 207*4

H44
AGENCY RECORDS INVENTORY

4 9
PACE OP

I. DEPARIMENT/ACENCY

Department of Health & Mental

2..DIVISION Deputy Secretary
for Public Health Services

a. UNIT
Resident Grievance System

DCFINIT;ON-R£CORD SERIES*A aitoup or M U T I O tureeno* NORMALLY PILSD AND VS«D AS A WMIT row
•KWCIIKWCK AM •Kl-l. A« WCTKWTION ANO DI IPOJ IT I6M »um.nag«

4 . RECORD SERIKS TITLE

4. Facility Correspondence

a . EARLIEST YEAR/LATEST YEAR
FY-1 Q86 TO Prff<fPnf

1 RECORD SERIES DESCRIPTION I •*<• r i»< r »«•«"• •« TM« TYPM Or IHPORMATION/DOCUMprra/PORMB rOtMD
* 1N THE SERIES. . INCLUOS THK PUHPOSK OH rUMCTION OP THK aSRIKS)

„ — • I

Any correspondence related specifically to a facility. <

')

7. RECORD SCRIES rORMAT(8]

% LETTER 8IZK 0 MICROMLM

^^C6AL SIZE H COMTVTER TAPS

O BBUiB BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

Q OTHER(SPECIrY)

S. RECORD SERIES SS

XB ALPHABKTICAL

O NUMERICAL

O CHRONOLOaiCAI.

a GEOGRAPHICAL

O OTHER(SPECIPY)

a. VOLUME
O FILE DRAWKR(S)
O MICROFILM REEL(S)
O COMPUTER TAPE|S)

Hv"mm* O OTHER(6PECIFY)

l « , . Af»OlAL ACCUMULATION
O FILE ORA«ER(S)

\ O MICROFILM REEL(S)
KCBmr ° COMPUTER TAPC(8)

ml «pr/»i w

I I . F l l ^ IS USED
O DAILY O WEEKLY XfttMONTHLY

* * • FILE BECOMES INACTIVE AFTER

m W ° >^NTH(S) XBYEARISJ

IS. CUItRENT LOCATION(S) {BUM. .FLOOR,ROOM)
• 'Herbert O'Connor Bldg., Room 422-A,

201 W. Preston Street, Baltimore, Maryland

14. IS RECORD SERIES DUPLICATED ELSEVHERST
I IP vca, SPKCIPV AOSMCY oa orricc)
o YES xS NO

l a . ACCESS RESTRICTIONS Q YES SJ NO
( I P V M , CITK kA«(a) * RSaUkATION(s) •

I f . AUDIT REQUIREMENTS

a MONK a STATE a FEDERAL^ INDEPENDENT

17. 18 AN INDEX SYSTEM USED! ( i r VBS.BJCFLAIN
• RIKFLY AKO bKOCIIIIM ANY HAIIDBARK/SOFTBAUK)

• .

5ft YES O NO

By facility and date.

IS. RECOMMENDED RETENTION ' ,

Ctfll files periodically. Destroy non- ,
pertinent obsolete material. Retain t
pertinent material a total of 10 years.
Keep pertinent material in office for a-
minimum of one yr. after becoming inactive.
Store at Record Center for remainder of

It. NAfaE AND TITLE OF i*uEft

UJ^IL^,-^.

DCS aao«4 (REVISED x/»7j

X*. TELEPHONE NUMBER
iu yaarB.

7

X I . DATE

ilnl?°i
T~~T



I HSTfWjCT I CMS « »TYPE OR PRINT A
SEPA/IATC FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD
«^fc RECORDS RETENTION SOOCDUU
(DCS ••••!)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X7* WATERLOO ROAD
P.O. BOX*27I

JESSUT, MARYLAND 20704

J/f*
AGENCY RECORDS INVENTORY

PAGE or

I . DEFARIVENT/ACENCY
Department.of Health & Mental
Hyp*'""' ;

a. DIVISION
Efeputy Secretary

fnr P,.MiV HPalHi Services

S. UNIT
Resident Grievance System

DEFINITION-RECORD SERIES*A CMOUP Or RMLATKD RCCJORDS NORMALLY PI M O AMD UIKO AS A UNIT FOR
RKWCRKNCK AM »«H. Ati WKTKNTIOH AMD DIllyilT^M mMBUti

4. RECORD SERIES TITLE

5. General Correspondence

I. EARLIEST YEAR/LATEST YEAR
Fy-^986 TO Present

RECORD SCRIE8 DC SCRIPT I ON l"*lliri»v DMCRISS TMK TYPE* Or IHPORMATIOM/DOCUUKNTa/PORMS rOUNO
IN THE SERIES. . INCLUOS THK pURPOaC OH PUMCTIOM OP TMK 11*111]

Any correspondence related to the Resident'Grievance System that is not facility specific.

•)

9. RECORD SERIES FOFMAT(S)

X * LETTER SIZE 0 Ml CROP ILU

^^CGAL SI33C O COMPUTER TAPS

O BOU4D BOOK O FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPS

O OTHER(SPECIFY)

• • RECORD SERIES SSQl

XXII ALPHAflETICAL

O NLftCRICAL

O CHRONOLOaiCAL

Q GEOGRAPHICAL

O OTHCR(SPSCIFY)

VOLUME
XM FILE DRA«ER(8)
O MICROFILM REEL(S)

2 O COMPUTER TAPE(S)
NUMBS*' fl oTMKHjgpeciyYj

I*. ANNUAL MTION
Xf FILE DRAWER!8)

2 O MICROFILM REEL(S)
KGBSZir ° COMPUTER TAPE(8)

rBlsp^eiw
I I . nix is USED

a DAILY 3¥ O MONTHLY

It. rtUt BECOMES INACTIVE AFTER

I S . CUHRENT UOCATION(S) ( B U M . .FLOOR,ROOM)
* 'Herbert O'Connor, Room 422-A.,

201 W. PresJ
Baltxmore, i

an Street

14. IS RECORD SERIES DUPLICATED ELSEWHCRSf

I IP VBS, BPSCIPV AOCMCY OH OPPICK)
O YES XR NO

IS. ACCESS RESTRICTIONS Q YES % NO
(IP VU, CITK kAB(a) * RMUhATION(«) .

l«. AUDIT REQUIREMENTS

XXB NONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED! ( |r vma.BXPUklN
• RIBPLV AKO OKICniBa ANY MAnD*ARK/•OPT«AJUC)
• •

O YES XX NO

u. wrmMMTunsD RETENTION

Cull files periodically. Destroy non-
pertinent obsolete material. Keep per-
tinent material for a total of 10 years.
Keep pertinent material in office for a
minimum of one year.

I*. NAkS AND TITLE OF PREPAKER 20. TEL

£^r-£ i'M'
DCS 910*4 (REVISED l/07)^^--^>—» 7

21. DATE

V 7



tNSTHJiCf ICM3»»TYPC OR MINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
Vjttk RECORDS RETENTION SCHCOULJ
(MB ISO-I)

DEPARTMENT OF CCNCRAL SERVICES
RECORDS MANAGEMENT DIVISION

717• WATERLOO ROAD
P.O. BOX'ail

MARYLAND 207*4

AGENCY RECORDS INVENTORY

FACE J> OF 9

I. DEPAffrMENT/ACENCY

Department of Health & Mental
• Hygirnp

a. DIVISION Deputy Secretary

for Public Health Services

S. UNIT

Resident Grievance System

DEMNIT;ON*R£CORD SERIES-A O«OUP OP HMLATBO MCeOnRS NORMALLY PIUCD AND WSKO AO A OMIT POW
WKPCWKHCK A« »«t-l. A« WTTKMTIOH AMP DIIWIITIMI »•">«•» :_

4. RECORD SERIES TITLE

6. Personnel Records

I. EARLIEST YEAR/LATEST YEAR
:-1986 T O Present

.. RECCRO SERIES DESCRIPTION |•*••«•» «*•«»••« TH« TYPE, or INFORMATION/
•IN THE SERIES. . INCLUOC TMK PURPOSE

Personnel file of all former employees. ,
Job applications submitted by prospective.
Timekeeping records.

TS/rOHMS POUND
FUNCTION OP THK limil|

7. RECORD SERIES FORMAT(S)

^ LETTER SIZE 0 MICROFILM

^fccGAL SIZE O COMPUTER TAPS

O BOU4O BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

• • RECORD SERIES SSOJUCNCE

X̂ 4l ALPHABCTICAL

a MMCRICAl.

O CHRONOLOOICAU

O CSOCRAPHICAL

O OTHCR(EPECIFY)

•. VOLUME

UuiammK

^S PILE DRA«ER(8)
O MICROFILM REEL(S]
O COMPUTER TAPS(S)
O OTtCR(SPECIFY)

I*. ANNUAL ACCU VTION

^ r i L E DRAWER(S)
\ O MICROFILM REEL(S)

KCBKCN" ° COMPUTER TAPE(8)

II. WHX IS USED

O DAILY xxg 0 MONTHLY

**• FILE BECOMES INACTIVE AFTER

m n W ° >«HTHC») XSVEAR(S)

1 1 . CUIWENT LOCATICN(S) ( B U M . .FLOOR,ROOM)
' Herbert O'Connor Bldg., Room 422-A,

i°LS Preston Street
MarylandjBOXfi,

14. IS RECORD SERIES DUPLICATED ELSSWHERSf

11' VBS, tPSCIPY AOBHCV OH OPPICC)
X » YES O NO (Personnel Office)

II. ACCESS RESTRICTIONS XXP YXS O NO
(«P »«•« ei-nc uA«(a) * RS«UUATIOM(S) .

l«. AUDIT REQUIREMENTS

JQdP NONE O STATE O FEDERAL O 1N0EPENDENT

17. 18 AN INDEX SYSTEM USED! (ir Vms.BKPLAIM
• fllBPLV AKO OIKRIMI ANY HARORAKK/aOPTVAJIS)

0 VJES jft NO

U . WECOMMENDEP RETENTION

Retain for 1 year after becoming inactive
and until all audit requirements have been
fullfilled, then destroy.

NAfaC AND TITLE OF

<^-*~-*-

10. TELEPHONE NUMBER

OC3 SS0«4 (RCVISEO 1/07T 2 ^
^^^' <offt

7

II. DATE

r?



I HSTMJCT I CMS * «TYPE OR PRINT A
SEPARATE FORM TOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
W^fc RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANACEMENT DIVISION

7171 WATERLOO ROAD
r.o. BOX'X7S

JESSUP, MARYLAND 207*4

AGENCY RECORDS INVENTORY

PACE 7 or 9

I. DCPAKIXENT/ACENCY
Department jof Health & Mental
Hygigno . •

X..DIVISION Deputy Secretary

for Public Health Services

UNIT
Resident Grievance System

DEFINIT;ON*RECORD SERIES*A OROUF OP MCkATBO MKOOItDS NORMALLY F I U U AMD WSKD AS A UNIT FOR

RKPKRKNCK A« • « U . AM RKTKNTION AND D H I K H I t l B M > • • - > » • « L_

4. RECORD SERIES TITLE

7. R.G.S. Implementation Information

I . EARLIEST YEAR/LATEST YEAR

ft. RECORD SERIES DESCRIPTION J B " 1 B r t r WMCRISB TM« TTPM O r IHPOJIMATIOW/POCWNTS/rOW POUND
'IM THE SERIES. . INCkUOS THK PURTOaE OH rtlNCTION Or TMK BBfrtCS)

I
All documents regarding the creation and implementation of the Resident Grievance System.

9. RECORD SERIES rORMAT(S)

XH LETTER 0IZR O MICROFILM

CGAL SIZE 13 COMPUTER TAPS

O BOU4O BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

Q OTtCR(SPECIFY)

• • KZCORQ SERIES SSOJU

0 ALPHAKTICAL

O NUMERICAL

X A OffMNOLOOICAI.

0 GSOCRAPHICAL

O OTHKR(SPECIFY)

VOLIME

^ F r i L K DRAWKR(S)
. O MICROFILM REEL(S)

-L , O COMPUTER TAPE(S)
NUM

'""* O OTHER(SPECIFY)

It. ANNUAL AT ION

H & F I L E DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

IV '4-
11, FIIUC IS USED

O DAILY &MONTHLY

ft* FILE BECOMES INACTIVE AFTER
__ f l D 6_-)ftM0NTM(S) O YEARtS)

IS. CUHRENT LOCATION(S) (BUM. .FLOOR.ROOM)
• "Herbert 0'Conor Bldg., Room 422-A

201 W. Preston Street,
Raifimnrp- MarvianH

14. IS RECORD SERIES DUPLICATED ELSEVHERST
I IP VKS, SPECIFY AOKNCY OH O m n |
0 YES A m

II. ACCESS RESTRICTIONS O YES ^ N O
(IP V««, CITS bA«(B) * RS*UkATION(s) .

!•• AUDIT REQUIREMENTS

XXO NONE Q STATE O FEDERAL ° INDEPENDENT

17. 18 AN INDEX SYSTEM USED! ((p VKa.BKruilM
anlBFLV AKO OMCHIM ANY HAnOBARK/•OrTHAMC)

OYES SX NO

i t . jwrmsTinEP RETENTION

Retain permanently

I*. NA*PE AND TlID TITLE Or PREPARER

DCS SI0>4 (REVISEO X-w3^

X0. TELEPHONE NUMBER

7

XI. DATE



INSTWOCTI CMS « «TYPg OR PRINT A
SCPARATC FORM FOR EACH NEW OR

. RCViaCO RECORD SERIES. FORWARD
UflTH RECORDS RETENTION SCHEOUUC

••0-1)

DEPARTMENT OF 6ENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X7S WATERLOO ROAD
P.O. BOX*X7S

JESSUP, MARYLAND X07S4

AGENCY RECORDS INVENTORY

PACE 8 OP _2_

I. OCPAfriMENT/ACENCY
Department.of Health & Mental
HygipnP . '

X. DIVISION Deputy Secretary

for Public Health Services

a. UNIT
Resident Grievance System

DEPINIT';ON*RECORD SERIES*'A OROUP OP RKkATSD RKCORDR NORMALLY PI LSD AMP USKB A* A WMIT FOR

RKHCRENCK AM M U . A9 WmtNTIQW AND D U M I I T I f l H ' " • • • • • " « 1_

4 . RCCORO SERIES TITUC

8. Legal Assistance Provider Records-

S. EARLIEST YEAH/LATEST YEAR.
FY-1986 TO Present

• . RECORD SERIES DESCRIPTION lm*tUrur BSSCNIBC TH« TYPKS OP INPORMATION/DOCUMBNTa/PORMS POUND
•IN THE SERIES. . INCLUOB THC PURPOSE OR FUNCTION OP THC u m K * )

I . • •

Quarterly Reports of all cases handled by the external advocates which are under contract
to the State.

7. RECORD SERIES FORMAT(S)

^PLOTTER s i z e a MICROFILM

*O LEGAL SIZE O COMPUTER TAPS

^ C BOU4D BOOK O FLOPPY DISK

Q AUDIO TAPE O VIDEO TAPS

O OTH»(SPECIFY)

• . RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

*& CHRONOLOOICAL

0 6EO6RAPHICAL

O OTHER(SPCCIFY)

•. VOLUME

XB PILE DRA«ER(S)
O MICROFILM REEL(S)

, 2 O COMPUTER TAPE(8)
Hwmmm O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

XXS FILE DRAWER(S)

2 0 MICROFILM REEL(S)
BHHWir0 COMPUTER T A P E ( S )

11, nix is USED
O DAILY O MEEKLY 3K MONTHLY

I X . FILE I
1

hi/MBM

CCOkSS INACTIVE AFTER
O MONTH(S) ^fa YEAR(S)

IJ. CUKRENT LOCATION(S) (SUM. .FLOOR.ROOM)
• 'Herbert O'Connor Building, Room 422-A,

201 W. Preston Street
Baltimore, Maryland

14. IS RECORD SERIES DUPLICATED ELSEWHERET

H P VKS, SPCCIPV, AOCNCV ON OPPICs)

D YES M H O Maryland Disability Law Center

II. ACCESS RESTRICTIONS d YES & N O
( IP VU, CITS Ut«(») «J RSaUUATION(a) •

K . AUDIT REQUIREMENTS

O HONK jft STATS O FEDERAL XfflC INDEPENDENT

17. IS AN INDEX SYSTEM USED1 (IP VB«.BXPLAIN
• niKFUV AKO DCICRIH ANY HAnoMARs/•OPTVAMS) IS. RECQMMCNM RETENTION

a YK8 O? NO
Retain for 10 years. Store in office until
record becomes inactive. Store in Record
Center for remainder of 10 years.

It. NAWC AND TITLE OF pREPAKH xo.

j&s~'Alt<t
X I . OATS

7/n.
DCS 91. .4 (REVISED X / . T T / 2 ^ ^ ^



IMSTWUCTI QMS . «TYPg OR PRINT A

SEPARATC FORM FOR EACH NEW OR
REVISED MECOAD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULI
(DCS ••••!)

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

. 7X7S WATERLOO ROAD
P.O. BOX**?*

MARYLAND 207*4

//ft
AGENCY RECORDS INVENTORY

PACE 9 9

I. DCPAKIMCNT/AGENCY
Department, of Health & Mental
Hygiene

X..DIVISION Deputy Secretary

for Public Health Services

a. UNIT
Resident Grievance System

DCTINIT; ON •RECORD SERIES*A aaoup or M L A T W O MEeonoa MORMAVJ.V PIUKO AND waso AS A UNIT r©«
»»WWB<CK A« atria. A* WimrNTtOW AHO Dl t lHU IT ICM •Mit.l.ong. •_

4 . RECORD SERIES TITLE
9. Coe Board of Review

• • EARLIEST YEAR/LATEST YEAR.
FY-1986^ Present

. . RECORD SERIES DESCRIPTION | « » • • " • » * * • « • • « ™ * TVP«a Or INromiATION/
•IN THE SCRIES. . INCkUSS TMK PUHPOCK

I .. ' • •

Minutes of Meeting, Appointments to .Board, Correspondence.

UMBNTa/roNMa FOUND
FUNCTION OF TMK UMfnt

')

7, RECORD SERIES FORMAT(Sj

301 ̂ LETTER SIZE O MICROFILM

O LEOAL SIZE O COMPUTER TAPS

O fiOLMD BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

O OTHER(SPECIFY)

• . RECORD SERIES SEC*

O ALPHABETICAL

O NUMERICAI.

flXCHRCNOLOeiCAI.

O CSOGRAPH1CAL

Q OTHERISPECIFY)

t . VOLUME

^ d l FILE DRA«ER(8)
O MICROFILM REEL(8)

. , 1 _ O COMPUTER TAPE(SJ
NWM*CK a oTMgHjgrtignryj

! • . ANNUA1. ACCUMULATION
^^ FILE DRAVER(8j

O MICROFILM RCEL(S)
BUDBW ° COMPUTCft TAPEfSj

I I , FII4 18 USED
O DAILY O MEEKLY M MONTHLY

' * • FILE
1

CCOMES INACTIVE AFTER
O MONTH(S) X3b YEAR(S)

ENT L0CATI0N(8l (fiLDO..FLOOR,ROOM)
>ert O'Conor Bldg., 4th. Floor -
W. Preston Street, Room 422-A,

I*. CUJtRENT
• 'Herbert

201
Baltimore, Maryland

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IP VS«( SPECIFY AO«MCV Oa OFFICB)
O YES OXHO

II. ACCESS RESTRICTIONS Q YES ^ NO
(»r v«a( CITK kA«(a) * raaukATiONla) .

l«. AUDIT RKOJUIRKMKNTS

*S NONE O STATE O FEDERAL O INDEPENDENT

19. 18 AN INDEX SYSTEM USEDI (|p VKa.BKTLAIN

• niBFbv AKB oaacniBM ANY HAHORAHK7aorrVAIIS)

Q YES IK NO

I * . RffCTIfgHnCD RETENTION

Retain Permanently
Cull files periodically. Destroy non-
pertinent obsolete material. Retain
pertinent material permanently.

«•.«. . . NAkE AND TITLE OF PREPAMJt , X I . DATE /

oca aio*4 (REVISSO \l%iY*^£O-Z~-J /


