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Item , :
No. .. Desecription Retention .
1. Grievance Records .
This series includes case files ffom.a11~gfievances' Retain for a total of
process during the fiscal year for patients in the 10 years. Keep individual
twelve Mental Hygiene Administration facilities in files in office until
compliance with the Coe Consent Decree. They are . closed, plus a minimum of
- indexed by facility and patients' name. - one year. Store at Record
- : _ . L Center for rémainder of
: e 10 years. :
2. Training Records -
List of persons attending education. and training Retain for a total of
inservices provided during the fiscal year by Rights 10 years. Keep individual
Advisor. files in office until

closed, plus a minimum of
one year. Store at Record
Center for remainder of

ﬁ 10 years.
(- ' '
Wl 3. Minutes of Clients' Rights Committee Retain Permanently.
4. Facility Correspondenée ) o
Any correspondence that is facility specific.: Cull files periodically.

Dastroy non-pertinent
obsolete material: Retain

‘ pertinent material a total
of 10 years. Keep pertinent
material in office for a

. , A ’ _ minimum of one year after .
o becoming inactive. Store at
Record Center for remainder .
. of 10 years.’

5. |General Correspondence

Qp;respondence applicable to(entire systent. | gzitrg;lizng::izgizzily-
obsolete material. Keep
pertinent material for a
total.of 10 years. Keep
pertinent material in officey}
for a minimum of one year

Schodule Mpnnd by Depertment, . Sdoohlo Authori sed by
. Agency, or Divislen Representeiive "Hell of Recerds Commisslon
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Schedule hpnn‘ by Depertment,
. Aooaq. or Divislen Representetive

DHMH — Deputy Secretary for Public Health Services — Resident Grievance System
AGENCY DI VI 810N
tem
No. Deseription Retention
6. Personnel Records Retain for 1 year after:
Records of former em 10'995 becoming inactive and until
oras € ploy ‘ all audit requirements have
been fullfilled, then
destroy.
’ 7. R.G.S. Implementation Information
Documents pertinent to the implementation of the Retain Permanently
program following Coe Consent Decree. -
8. Legal Assistance Provider Records

Quarterly reports from the external advocacy program.

Coe Board of Review

A-Minutes of Meetings,Appointments to Board,
8. Correspondence.

Sduhlo Mﬂwd sed H

xﬁom

Title

Noll of lo.cudo Commission

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 -

T

pertinent mater1a1 permanent
ly.

t{ ) Pe =840




JUSTRUCTIGHS - *TYPE OR PRINT A
SEPARATE. FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
1TH RECORDS RETENTION SCHEDULK
880-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVIS ION
7175 WATERLOO ROAD
P.0. BOX 278
JESSUP, MARYLAND 20794

1799
AGENCY RECORDS INVENTORY

rpace _1 or 9

1. DEPAR[HENTIAGENCY
Department of Health & Mental

2. DiIvVision béputy Secretary -

for Public Health Services

3. WNIT

Resident Grievance System

 Hygiene.
PEFINIT:ON-RECORD SERIKS.

4. RECORD SERIES TITLE

1. Grievance Records

A GROUP OF RELATED RECOADS NORMALLY P]LED

REFLRENCK AS REKLL AS RETENYION AND DIGPOJITION PURPOIES

AND USKD AB A UNIT FOR

“| 5. CEARLIEST YEAR/LATEST YEAR
FY-1986 99 Present

‘s THE SERIKES.

Purpose:
the Coe Consent Decree.‘

by

K
v

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

¢. RECORD SERIES DESCRIPTION ‘IIIIPLV DESCRINE THE TYPFPES OF INFOMTIMIMMTII'OMI rFounD

INCLUDE THE PURPOSE OR FUNCTION OF THK sxmiks)
Resident Grievance System

Original Documentation of complaints filed by patlents residing in the twelve
Mental Hygiene Administration facilities and thelr outcome in accordance w1th

7. RECORD SERIES FORMAT(S)

XR LETTER S1IE O MICROFILM
LEGAL SIZE 0 COMPUTER TAPE
BOUND BOOK O rLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPK
O OTrER(SPECIFY)

8. RECORD SERIKS SEQUENCK
XXO ALPHABKT ICAL
0 pasRicAL
O GHRONOLOGICAL,
0 GEOGRAPHICAL
0 onER(SFECIFY)

o VOLUMK
. . X8 FILK DRAWER(S)
< O MICROFILM REEL(S)

'.__?__r 0 COMPUTER TAFE(S)
UKBEN 0 omrER(sPECIFY)

10. ANNUAL ACCLMULATION
8 FILE DRAVER(S)

- : 2 0 MicROrILM REEL({S)

RGN O COMPUTER TAPE(S)

g onrelSPECLIEY)

1. plig 13 usED 12. pILE BECOMES INACTIVE AFTER
Q palLY 0 wRayY XX MONTHLY mgmr O sovmi(s) XK vyzar(s)

13. CUNRENT LOCATION(S) (BLDG.,FLOOR,ROCM)
"Herbert 0'Connor Bldg., 4th. Floor -

501 W.Preston St.,dRoom 422-A,
b ol -

14. 1S RECORD SEKRIKS DUPLICATED ELSEWHERE?
hr vn-.,g SPECIPY ,.0ENCY OR OPFICK)

15. ACCESS RESTRICTIONS K yzs O no

(1r ves, C1Tx LaN{B) & u-ouuarnon(-l
Health General S 4-302

16, AUDIT REQUIRIGENTS
O Nonk O sTATE O reperaL B inoereDenT

17. 16 AN INDEX SYSTEM USED? (1r vrs.EXPLAIN
SRIEFLY AND DESCRIBE ANY HANDRARK/SOFYWARE )

Xbvyxs O no .

Filed by facility, patient'é_name; case
number.

RECOMMENDED RETENT ION .
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.

18. NAKMKE AND TITLE OF PREPARER | 20,

-

TELEPHONE MAMEER

y a;S>éﬂ%?

Tk

nGs 380-4 { REY | SED 2101)

At
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JUSTIUCTICHS  *TYPE OR PRINT A
SEPARATEL FORM FOR EACH NEW OR

Y ISED RECORD BERILS., FORWARD
vl RECORDS RETENTION SCHEDULK
{ $80+1)

DEPARTMENT OF GENERAL SERVICES -
RECORDS MANAGEMENT DIVISION

)17
AGENCY RECORDS INVENTORY

7378 IAT‘RL0.0 ROAD
. P.0, BOX 273
JESSUF, MARYLAND 20794

pace _ 2 _or 9

§+ DEPARIMENT/AGENCY

Department, of Health & Mental

1. pivisioy Députy Secretary .

for Public Health Services

3. WNIT _
Resident Grievance System

DEFINIT:ON-RECORD SERIES-

A OROUP OF RELATED RECORDS NORMALLY FlLED

REFERENCE AS WELL AS RETENTION ANG RINFGSE

4, RECORD SERIES TITLK

2. Training Records

AND USED AB A UNIT FOR
LIL1ON _PuUnroiEy o

8. EARLIKST YEAR/LATEST YEAR
Y =1Q86TO RPracant

‘N

THE SERIKS. )

persons who participated in training.

X

K
1

| ¢, RECORD SERIES DESCRIPTION (P"!%FLY DESCAIRK THE TVYPKS OF INFORMATION/DOCIAENTS/FORMS FOUND

‘ INCLUGK THE PURPOSE OR FUNGCTON or
RGS Training Form — Information on form reflects time spent, issue presented, an

THK SENIES
names O? ’

7. RECORD SERILS FORMAT(S)

X8 LETTER S125 O MICROFILM
‘au. SITE O COMPUTER TAPE
0 sounD Booit O FLOPPY DISK
0 AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SXRIKS SEQUINCE
0 ALFHARKTICAL
O MAERICAL
XEK CHRONOLOG I CAL,

8. VoLumx
XXX FILE DRAVER(S)

Q MICROFILM REEL(S)
“Zﬁ_‘_ O COMPUTER TAFPL(S)

“" a onxn(srectry)

O GEOGRAPMICAL
0 OTHER(SPECIFY)

10, ANNUAL ACCUMULATION
XA FiLE DRAWVER(S)
2 D MICROFILM REEL|S)

KOUBZR O COMPUTER TAPK(S)

e plig 13 w3kD

Q palLy 0 wxonay

.

12,
& MONTHLY

Rumker

13. CURRENT LOCATION(S) (BLDG,,FLOOR, ROOM)
Herbert O'Connor Bldg., Room 422-A,

201 West Preston.SEfeet

FILE BKCOMES

Qonxelserciry)
INACTIVE AFTER
O wonTH(S) YEAR(S)

0 yxs XX no

14. IS RECORD SKRIES DUPLICATED ELSEVHERK?
t1” vx8, sPeciry somncy on orrick)

18, ACCESS RASTRICTIONS

aves o
(1P vus, ciTe LAW(B) & REcuLATIONS) .

18, AUDIT RKQU)RIMINTS

O nonk O sTATE O rxperal & inoePeNDENT

17. 18 AN INDEX SYSTEM USKD? (1P vme.&XPLAIN
INIEFLY AND DESCRIDN ANY MDIAIII.O"IMI)

XMys D No

Indexed by facility, date of training.

. Retain for
» individual

° plus a minimum of one year.
Record Center for remainder of 10 years.

18, RECOMAENDED RITENTION

‘a total of 10 years. Keep
files in office until closed,
Store at

13, NARK AND TI

" o]

uatﬁﬁtin-vwvcl%

20, TELEFHONE MNUMMEER

A2S L LS

DGS 330-4 (REVISED zf.Ww”"

o

7

i
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JUSTIUCTIGHS - ~TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

ISED MECORD SERIES, FORWARD
RECORDS RETENT ION SCHIDULE

RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
r.0. BOX 278
JESSUP, MARYLAND 20794

DEPARTMENT OF GENMNERAL SERVICKES

199
AGENCY RECORDS INVENTORY

rAGE 3 __or _9

1+ DEPARDMENT /AGENGY

Department of Health & Ment

aF for Public Health Services

2. PIVISION baputy Secretary -

3. WNIT
Resident Grievance System

BEFINIT:OnN-RRCORD SERIES-

A OROUF OF RELATED RECOADS NORMALLY FILED

AEFERKNCE AS _uRLL AS REKTENT)ION AND RIAPGE
. L] .

4, RECORD SERIES TITLE

3. Minutes of Clients Rights Committeee

AND USED AB A UNIT FOR
LXAOH PURFOIEN. -

8. EARLIEST YCAR/LATEST YEAR
FY-1986 yo Present

8. RECORD SERIES DESCRIPTION (

N THE SERIKS. .

Minutes of meeting of the Cl1ents Rights Committee.

Ihll'l;' DESCRIBE THE TYFPKS OF INPOMTIM[DOGMTI"DIN. FouUND
INCLUDE THX PURPOSE OR FUNCTION OF THK IIMII’

Cprly P T ™ "N s

7. RKCORD SERIES FORMAT(S)
XX0 LETTER SI1Z5 O MICROFILM
.cu. SIZX O COMPUTER TAPE
O rLoPPY DISK
0 AUDIO TAPE O VIDEO TAPE
O OTYER(SPEGIFY)

8. RECORD SKRIKS SEQUENCE
XR ALPHAEBKT ICAL
O NARICAL
8 CHRONOLOGICAL,
O GKOGRAPHICAL
O onuER|SrECIFY)

. VOLUME

XB FILE DRAVER(S)
O MICROFILM REEL(S)
O COMPUTER TAPK(S)
0 oTrER(SPECIFY)

3
r."'.—.r

10, ANNUAL ACCLMULAT ION
FILK DRAVER({S)

¥ . 0O MICROFILM REEL({S)

KGCHLZR O COMPUTER TAPE(SB)

Q onEplSPECLYY)

1. plig 13 UsKD

Q palLy 0 wxoay

I

12,
XD monmiay mmln'

FILK BECOMES [NACTIVE AFTER
O movmH(S)

XX8 vyEAr(s)

13, CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)
* Herbert O'Connor Bldg., Room 422-A,

201 West Preston-ﬁgreet

Q vxs

14. 1S RECORD STRIKS DUPL ICATED ELSKWHERE?
tir v:a SPECIPY J0ENCY OR ornc:l

18. ACCESS REASTRICTIONS

Q s
(1 vas, ciTa LAW(B) & mxeutaTION(S) .

XA no

16, AUDIT REQUIRKMINTS

O NoNE O STATE O rEpEZRAL, XX INDEPENDENT

17. I8 AN INDEX SYSTEM USED? (1 vyms.xXPLAIN
INIEFLY ARD DEBCRIDE ANY HANDRARK/SOFTWARK )

Ry 0 o

Indexed by faciiity and date of meeting.

.

RECOMMENDED RETENT ION

‘ " Retain perménently.'

20, TELEFHONK MAGER

47/2&9

DGS 330-4 [REVISED 2/87)

7




124

JUSTHUCTICHIS *TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES :

SEPARATL FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
5V ISED RECORD SERIES, FORWARD . 7279 WATKRALOO ROAD ‘ .
vl RECORNS RETENTION SCHIDULK P.0. BOX 278 | race 4 or 9

t 880-1) JESSUP, MARYLAND 20794 ‘

. O] .

1. DEPARIMENT [AGENCY .| 3. pivision Deputy Secretary ~ |3, uNIT
Department of Health & Mental | for Public Health Services : Resident Grievance System

DEFINIT: ON-RACORD SERIES.

A GROUP OF RELATED RECORDS NORMALLY #)LED AND VSED A- A UNIT PFOR

4., RECORD SERIKS TITLE

8. RECCORD SERIES DESCRIPTION |

Any correspondence related

[ wv e gl

ARFCRENCE AS BELL AS WEKTENTION AND DIBPOSITLION PURFOIZS .

8. EARLIKST YEAR/LATEST YEAR

4. Facility Correspondence : . : FY=1986 Yo _Rrescpt

BRIXFLY DESCRIBE THE TYPKS OF luromrlou[mu-_wn/nm- FOUND
I THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THEK SENIKS)

. |
specifically to a facility.
' [}

»
[

7. RECORD SERIES FORMAT(S)
IXLETTER S1ZK O MICROFILM
‘tau. SIZX 0O COMPUTER TAPE
0 oD BOOK O FLOPPY DISK
O ADIO TAPE O VIDEO TAPK

0 OMHER(SPECIFY)

8. RECORD SKRIKS SEQUINCE ’. voLuMK
XB ALPHABCTICAL 1 O FILE DRAVER(S)
o . 5 O MICROFILM REEL(S)
NUAERICAL R O COMPUTER TAPE(S)

L1 T3 y

O CHRONOLOGICAL O OTMMER(SPECIFY)

Q' GEOGRAPYICAL

10, ANNUAL ACCUMULATION
0 onER(SFECIFY) : O FILE DRAMER(S) :
- ‘ L O MICROFILM KEEL(S) l
‘ KGR O COMPUTER TAPE(S)

* ‘Herbert O'Connor Bldg., Room 422-A,
201 W. Preston Street, Baltimore, Maryland 0 vE3 xB NO

O onenlseeciry)
e plg 13 wsED 12 piILE BECOMES INACTIVE AFTER |
0 pAILY 0 wEnayY XEXMONTHLY b O woviis) X8 yrar(s) |

13. CUNRENT LOCATION(S] (Bi.DG.,FLOOR, ROOM) 14. 1S RECORD SEKRIKS DUPL ICATED ELSEWHERK?

tir ves, sreciry Jazncy oa orrick)

18. ACCESS RRSTRICTIONS O vxs 4 no 16. AUDIT REQUIRCMEINTS
(1P vas, ciTe taw(s) & REGuLATION.S) .

O Nonk O sTATE O yxozaan X0 inoerenoant

17. 18 AN INDEX SYSTEM USKEDT (1r vas.xxrPLATM

18. RECOMMENDED RETENT ION

Rl

DGS 3%50-4 |REVISED 1/87

SRIRPLY AND DEGCRIRE ANY Mnbl“ll“ﬂ'”l,
HRvys 0 no . Cull files periodically. Destroy non—
Bv facili dd L pertinent obsolete material. Retain
y tacility and date. pertinent material a total of 10 years.-
Keep pertinent material in office for a:
minimum of one(fr. after becoming inactive.
Store at Record Center for remainder of -
T years. ; -
19. NARE AND TITLE OF PREFPAFLR 20, TELEFHONE MMEER 21. DATE

402_9'}#{;{/ 7 // 7/ £9




JNSTHFUCTICHS TYPE OR PRINT A DEPARTMENT OF GENCRAL SERVICES
SEPARATE. FORM FOR EACH NEW OR recorns manacount pivision | AGENCY RECORDS INVENTORY
REVISED NECORD SCRIES, FORWARD . 7279 WATERLOO ROAD ‘
v RECORDS RETENTION SCHIDULK P.0. BOX ‘278 r S or 9
(D08 8360-1) JESSUT, MARYLAND 20704 ' AGK v
i+ DEPARTMENT/AGENCY | 2. pivision .I’ép“ty Secretary . | 4. wur
Department . of Hgalth & Mental for Public Health Services ' Resident Grievance System
D"l“lr"m’ucm m'“.‘ GROUP OF RELATED RECOADS NORMALLY FILED AND USED AS A UNIT FOR
: REFERKNCE AS BKLL AS WETENTION AND RIRFGSLIXION PURFOIER :
4. RECORD SERIES TITLE ' ' | 3. EARLIKST YEAR/LATEST YEAR
5. General Correspondence : , - FY-1986 7o Eresent
6. RECORD SERIES DESCRIPTION ("N'EFLY DESCAIBE THK TYPKS OF INFORMATION/DOCIAENTS/FORMS POUND
THE SKRIKS, . INCLUDE THEX PURPOSK GR FUNCTION OF TNK SERIES)

Any correspondenté¢~related to the Resident !Grievance System that is not facility specific.

. ’ - T

7. RECORD SERIES FORMAT(S) 8. RECORD SKRILS SEQUENCE 5. VoLUMK
X0 LEKTTER SIZx O MICROFILM X0 ALPHABKT ICAL 1. . XX PILE DRAWER(S)
: o Q MicRoOr
.IGN, 81X B COMPUTER TAPR O NAERICAL ILM REEL(S)

rz__‘_ 0 COMPUTER TAPK(S)
(v~}

O BounD BOOK O FLOPPY DISK O CHRONOLOGICAL, *" 0 onn(sFrciry)
@ 10 7. Q9 vioko T. | 9« ! 10, ANNUAL ACCLAMULAT ION

CAL ] _
O OTMER(SPECIFY) O onER(SPECIFY) )

X FILE DRAVER{S)
2 O MICROFILM REEL{S)
KUGZR O COMPUTER TAPE(S)
QorreEn|seeciry)

il plig 13 uskn

i1z, FiLk DECOMIS INACTIVE AFTER
0 pAILY XX wemay 0 MoNTHLY

RUREXY O momiis) XXB vear(s)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) -
* ‘Herbert O'Connor, Room 422-A.,

ﬁO} V. Presﬁan Street

alt .

4. IS RECORD SXRIKS DUPL ICATED ELSKWHERE?

tir vxs, sreciry somicy on orrick)

imore, O yxs XR NO

18. ACCESS RESTRICTIONS O vxs X no

16. AUDIT REQUIRIMINTS
{ir vas, ciTe Law({a) & mxeuraTION|S) .

XXB NoNE O STATE O rFxDERAL O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (19 vms.m3rLAIN RECOMMINDED RETENT
SRIEFLY AND DESCRIDE ANY mnnanduruml 18 ton

Ovyis X no . 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.

19, NAKE AND TITLE OF PREPAFCR 10. TELEFHONE NUAGEER B8 DA'I'!

e AN
7 ——77

DGS 330-4 |REVISED 2/87)




JNSTRUCTIONS - ~TYPE OR PRINT A
SEPARATL FORM FOR EACH NEW OR

REVISED RECORD SERILS, FORWARD
RECORDS RETENTION SCHEIDULK
{ 380-1)

1149

PREconos manacoumr Diviston | AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISBION
7178 WATERLOO ROAD

Bax ‘273

JESSUP, MARYLAND 20794

r.0.

race 6__or 9

1. DEPARDMENT/AGENGY
Department of Health & Mental

i..DlVIIION pébuty Secretary ‘e war

for Public Health Services . Resident Grievance System

DEFINIT:ON-RECORD SERIES.

4, RECORD SERIES TITLE

A GROUP OF RELATED RXCOADRS NORMALLY FILED AND VUSED AD A UNIT POR

ARFCRENCE AN WELL AS u-vtnxlgn AND n|.=g.;;1gu_gn.gnlg. :

8. KARLIEST YEAR/LATEST YEAR

=1986_vo lPresent

‘M
Personnel file of all former

Timekeeping records.

THE SKRIKS.
employees.

Job applications submitted by prospect1ve.

D

K
[]

|—6.Rersonnel Records ' . ’ .
8. RECCRD SERIES DESCRIPTION (IhllPL‘V DESCRIDK THE TYPES OF INPOMTI“[MMVDINNI FOUND

INCLUDE THK PURPOSE OR FUNCTION OF THK SEXIES |

7. RECORD SERIES FORMAT(S)

X3 LevTER B125 O MICROFILM
’mu. 81Z5 O COMPUTRR TAPK
C BOUND BOOK O FLOPPY DISK
0 AUDIO TAPE O VIDEO TAPK
0 oMER(SPECIFY)

8. RECORD SKXRIKS SEQUENCE 8. volLusx
XXO ALFHABKTICAL 1. . Xy DRAVER(S )

O NARICAL

< 8 MICROPILM REEL(S)
O COMPUTER TAPE(S)

O CHRONOLOGICAL, | PVM"*% 0 onkaisrEciry)

O GEOGRAPHICAL

18. ANNUAL m‘flw

0 onxR(SrRCIFY) : XX 1Lk oRAVER(S)

- . % . O MICROfILM REEL(S) |
‘ KUIERK O COMPUTER TAPE(S)

Q mznuezm;.___i

11 rig 13 vazD
g paiy - XX8 moaly

12+ pILE BXCOMZS INACTIVE AFTER

13. CURRENT LOCATION(S) (BiDG.,FLOOR,ROON)

*  Herbert O'Connor Bldg., Room

%01 W. Preston itreet
i ’ nd

183. ACCESS RESTRICTIONS XXB YXS

O MONTHLY m O MoNTH(S) XB vyear(s)
on, RO 14. 18 RECORD SKRILS DUPL ICATED ELSKWHERE?
—As tir o, SPECIPY AGENCY OR OFFicK)
X2 yxs O No (Personnel Office)
g no

(1w vus, ciTx LAW({S) & mEeuLATION|S) .

16, AUDIT REQU)REMINTS

XK@ NONK O STATE O FEDERAL O INDEPENDENT

17. I8 AN INDEX SYSTEM USED? (10 vas.x3rLAIN
INIRFLY ARD DEECRIBR ANY HARODRARK/SOFTWARE )

O vEs & NO

18, RECOMMENDED RETENTION

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

§. NAME AND TITLE ?m)

20, TELEFHONE MNUAGER 28. DAT‘

PGS $30+4 |REVISED z/ufd?m”‘)

A2 CHF | 7/ 75




JUSTIUCTIGNS+ - TYPE OR PRINT A
SEPARATI. FORM FOR EACH NEVW OR

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

1199
AGENCY RECORDS INVENTORY

REVISED NRECORD SERILE, FORXARD 7378 IATIRL0.0 ROAD

RECORDS RETENTION SCHEIDULK ».0. BOX ‘278 r 7 or 9
( 580-1) JESSUP, MARYLAND 20794
1+ DEPARIMENT /AGENGY 2. DIVISION Deputy Secretary 3. WIT

Department of Health & Mental

for Public Health Services

Resident Grievance System

DEFINIT:QN-RECORD SERIES.

A GROUP OF RELATED RKCOADSE NORMALLY 'll-lﬂ

Asrcnnce A8 WLl A8 RETENTION AND RIBPOY

4., RECORD SERIES TITLK
7.

R.G.S. Implementation Informatlon :

AND USED AS A UNIT FOR
LXLON FLUARQIEN -

8. KARLIEST YEAR/LATEST YEAR
Fi=d86 TO Rsesent

! 8. RECORD SERIES DESCRIPTION |

4N THE SKRIKS. Y

All documents

Y

BRIEFLY DESCRIBE THE TYPKS OF INFONMATION/DOCUMENTS /PORMS POUND
INCLUDE THE PURPOSK OR FUNCTION OF THK SErics)

regarding the creation and implementation of the Resident Grievance System.
: [ ] .- .

7. RECORD SERIES FORMAT(S)

XR LETTER 8125 O MICROFILM

.:Gu. SIZX O COMPUTER TAPE
O rLoPPY DISK

D AUDIO TAPE O VIDEO TAPK

0 oTHER(SPECIFY)

8. FXCORD SERIKS SEQUENCK
0 ALPHABKCTICAL
0 NaaRicAL
XAX CHRONOLOG | CAL,

. VOLUME
X riLc oraveR(S)

O MICROF LM REEL(S)
Roxs ‘

O COMPUTER TAPK(S)
N 0 ommR(sPECIFY)

D GEROGRAPHICAL
0 onxR(srsciry)

ANNUAL ACCUMULATION -
XXX FiLE DRAYER(S)

O COMPUTER TAPE(S)

. O MICROFILM REEL|S)
Fﬁ"ﬁ_ ZR

g onERlsPECiIrY )

1. plg 13 WD

Q palLy 0 vy

12,
X MoNTHLY

13. CUNRENT LOCATION(S] {BLDG.,FLOOR,ROCM)
‘Herbert O'Conor Bldg., Room 422-A

201 W. Preston Street,
i d

FILE BECOMES INACTIVE AFTER

m B morerH(s)

D yEAR(S)

Qves X0

4. 1S RECORD SXRIKS DUPL ICATED ELSKVHERK?
tir ves, srrciry somncy on orrick)

18, ACLESS RASTRICTIONS C vxs

{ir vrs, ciTE Law(s) & rzeuraviOoN(s) .

Eno

16, AUDIT REQUIROMINTS

XXD ok O STATE O pEDERAL O INDEPENDENT
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-
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8. Legal Assistance Provider Records -

A GROUP OF RELATED RECORDS NORMALLY PILED

REFERENCE AS WELL AS NEVENTION AND DIQPOY

AND USED AS A UNIT FOR

LYIOM PuUNPOIES :

3. EARLIEST YEAR/LATEST YEAR
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4N THE SERIKS. .
l

INCLUDK THE PURPOSK OR FUNCTION OF THK sxmiks )
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. . i ;
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e s+ ¥ o m— . .
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ﬁaitlmore, §and O yes XX no Maryland Disability Law Center
18. ACCESS RESTRICTIONS O vxs Xno 6.
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AUDIT REGUIRDENTS

O NONK f STATE O FEDERAL XRXINDEPENDENT
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°
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6. RECORD SERIES DESCRIPTION l
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THE SERIKS. )
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0 AUDIO TAPE O VIDEO TAPK
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“X® FILE DRAWER(S)
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8ER 0 onEn(sPEcIFY)
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0 COMPUTER TAPE(S)

Qonanlsescaryy

1. plg 13 WED

Q palLy 0 oAy
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0 vxs
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oves o
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