. DGH-383. 1 DEPARIMENT UF GENERAL SERVILES SCHEDULE —
REV. &/78 Recerds Monogement Divisien NO.1 962
. o
PAGE of
NO. 1 1
| RECORDS RETENTION AND DISPOSAL SCHEDULE
Department of Health and Mental Hygiene . Policy and Health Statistics Admin.
Health Care Policy, Finance and Regulation )
AGENCY DIVISION
ltem
No. . Description Retention
1. Health Policy and Analysis Files - Retain for five (5) years,
then destroy.
A. Files relating to health policy analysis
. activities and projects.
: B. Files relating to project planning and
- coordination activities and projects.
2. Contract/Research Files - Will hold in office until
all contract audit
Contracts and grant related correspondence, requirements are met;transfe&
statistical material, survey forms, and to State Records Center
generated data reports. for three (3) years then
destroy.
3. Miscellaneous Files - Retain for five years,
then destroy. )
- Personnel records, correspondence, inventories,
. and other related Administrative files.
Schedule Approved by Department, : Schedule Authorized by
Agency, or Division Representative Hell of Records Commission
.j~/’9/ ﬁ/ﬁwp/,{é&m& (Mpia. Sge —
Date Signeture Title S10th Archiviet
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JHNSTRYCT |GPS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
BEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD .
wil RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE 1 oF 1

l!o'l) JESSUP, MARYLAND 207584 v

A )

1. DEFARTMENT |AGENCY 2. .DlVlSlm s$. UNUIT

DHMH Health Care Policy Finance Policy & Health Statistics Adr

DEF INIT 1 ON - RECORD SER[ES-A GROUP OF RELATED REKCORDS NORMALLY WF)LED

AND USED AB A UNIT FOR

NEFERENCE AS WELL AN RETENTION AND DIRPODITION PURPOIES
4. RECORD SERIES TITLE Health Policy and Analysis Files - B. EARLIEST YEAR/LATEST YEAR
L Health Policy Analysis Projects 1987 1o _1990
{ 6. RECORD SERIES DESCRIPTION ‘-RIIPLY DEBCRIBE THK TYPI! or lNFOR"ATION/DOCUH:NTI/'ORMI FOUND
1-A ‘tN THE SERIES. . INCLUDN THE PURPOSE OR FUNCTION OF THE I!FIE‘)
Files relevant to specific projects involving policy analysis projects; correspondence,
H plans, minutes of meetings, raw data, findings, work assignments, and background
. material.
'
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. LETTER 51ZE O MICROF LM W ALPHABET 1CAL O FILE DRAVER(S)
5 O MICROFILM REEL(S)
GAL SIZE 0O COMFUTER TAPE 0 NUMERICAL 3 O COMPUTER TAPE(S)
; BER oT
BOOK O FLOPPY DISK 0 CHRONOLOGICAL HER(SPECIFY)
0 Aupio TAPE O VIDEO TAPE O GEOGRAPHICAL
T T cE ! 10. ANNUAL ACCUMULAT ION
0 OTHER({ SPECIFY) 0 OTHER|SPECIFY) KFJLE DRAWER(S)
O MICROF ILM REEL(S) |
- FOREER U COMPUTER TAPE(S) .
0 OTHER|SPECIFY ) I
. wiLE 1S usED 12. FILE BECOMES INACTIVE AFTER |
(o]
DAILY O WEEKLY O MONTHLY ROYEET MONTH( S ) )(Yun(s) |
13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
. lir ves, sreciry saency on orrick)
201 W. Preston, 2nd floor 0 yes Pono
15. ACCESS RESTRICTIONS 0 ves ‘;(No 16. AUDIT REQUIREMENTS

(17 yeo, ciTe LAwls) & REauLaTION|SB)

}(Nom: O STATE O rEDERAL 0O INDEPENDENT

17. I8 AN INDEX SYSTEM USED? (1r vyrB.m):PLAIN
BLIEFLY AND DESCRIRKE ANY HANDWARE/SOFTWARK)

D YES )( NO Hold for refer

of procedures,

18. RECOMMENDED RETENT ION

Retain for five (5) years, then destroy.

ence and possible review
data, etc. at later date.

12. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE

Patricia Holcomb 225-5213

Admin. - Snac
T

3-1-91

DGS 330-4 (REVISED 2/a7)
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4

INSTRUCTIONS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
BEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 72783 WATERLOO ROAD
W1 Rl RECORDS RETENT1ON SCHEDULE P.O. BOX 278 1 1
{ B80-1) JESSUP, MARYLAND 20754 PAGE oF
)

1. DEFARTMENT /AGENCY 2. pDlvision 3. NIT

DHMH . Health Care Policy, Finance Policy & Health Statistics

DEFINITION -RECORD SER]ES-A GROUP OF RELATED RKCORDEB NORMALLY FILED

RKFERENCE AS WELL AN RETENTION AND DIBPFOS

4. RECORD SERIES TITLE llealth Care Policy and Analysis Files -

AND USED AB A UNIT FOR

1TION PURPFRAESN

5. EARLIEST YEAR/LATEST YEAR

Project Planning and Coordination

Q872 TO 1990

6. RECORD SERIES DESCRIFPTION ‘.RIKFLY DEBCRIBE THK TYP‘B or INFOMTION/DOCMNTI/POR‘MU FOUND

THE SERIES. . INCLUDE THE PURFOBE QR FUNCTION OF THE BEFIES)

1-B

Files relevant to specific projects involving project planning and coordination
activities; correspondence, plans, minutes of meetings, data, work assignments and

responsibilities, background material.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X LETTER S1ZE O MICROFILM K ALPHABET 1CAL ¥ riLE DRAWER(S)
0 MICROFILM REEL(S)
GAL S1ZE 0O COMFUTER TAPE D NUMERICAL 7 o comrutER TAPE(S)
_ ﬁﬁiﬁiﬁ'n
D BounD BOOK 0 FLOPPY DISK 0 CHRONOLOG I CAL, OTHER(SPECIFY)
O AUDIO TAPE 0O VIDEO TAPE O GEOGRAPHICAL
10. ANNUAL ACCUMULAT ION
O OTHER( SPECIFY) O OTHER([SPECIFY) P-FILE DRAWER(S)
0 MICROFILM REEL(S) |
KULeER 0 COMPUTER TAPE(S)
O OYHER|SPECIEY ) !
. wiLE 1S UsED 12. FILE BECOMES INACTIVE AFTER ’
0 palLY K weerLY O MONTHLY mz&“. 0 moNTH(S) Xyear(s) 1
13. CURRENT LOCATION(S) [BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
* l'l' YES srECIFPY I'.O!NCY on DFF‘CE)
201 W. Preston, , 2nd floor 0 YES : NO
15. ACCESS RESTRICTIONS oyes N no 1€, AUDIT REQUIREMENTS

(1r vyeo, ciTE LAw(Ss) & REauLATION|S)

KNON}: O STATE U FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? {1y vyeo,m)rLAlN
BIIRFLY AND DESCRIRE ANY HANDWARE/BOFTWARK )

0 yes Y no

Hold for

I8. RECOMMENDED RETENT ION

reference.

Retain for five (5) years, then destroy.

19. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER

Patricia Holcomb Adm Sp. 225-5213"°

21. DATE
3-1-91

NGCS 3%0-.4 (RFVISrD 2/87)

k) o
i . [ e




INSTRUCT QNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SBEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERJES. FORWARD 72783 WATERLOO ROQAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 pace ! oF 1
{ 8501} JESSUP, MARYLAND 207894
]

I . DEFARTMENT [AGENCY 2., DIVISION 3. INIT

DHMH . Health Care, Policy, Finance Policy & Health Statistics

A GROUP OF RELATED REKCORDS NORMALLY ¥FlLED

DEFINITION-RECORD SERIES-
REFERENCE AS RELL AN RETENTION AND DIAPOR

[ . . .
| 4. RECORD SERIES TITLE Contract/ Research Files -

AND USED AB A UNIT FOR

ITION PuRPQAEs :

5. EARLIEST YEAR/LATEST YEAR
1987 To 1990

Files relevant to contracts and grants undertaken by this off
statistical material, survey forms, generated data reports.

6. RECORD SERIES DESCRIPTION ‘nnlxruv DRSESCRIBE THE TYPES OF luronuArloujoocuuznrn/ronua FFOUND
‘IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFies)

ice; correspondence,

’. voLu'E
Y FILE DRAWER(S)
/0 O MICROFILM REEL(S)
D COMPUTER TAPE(S|
NOVEEN b orpER(sPECIFY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE
¥ LETTER S12ZE O MICROFILM )(Ammnzrlcu
GAL S|ZE 0O COMFUTER TAPE 0 NMUMERICAL
!,m: BoOK O FLOPPY DISK 0 CHRONOLOGICAL
0 AUDIO TAPE 0O VIDEO TAPE 0 GEOGRAPHICAL
0 OTHER(SPECIFY) 0 OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
‘ﬁru.l-: DRAWER(S)
D MICROFILM REEL(S)
RUGBEN O COMPUTER TAPE(S) |
0] m‘tﬂanzzr:_Lm_____

1. wiLE 1S USED

12. FiLE BECOMES INACTIVE AFTER I

K oainy 0 WEEKLY O MONTHLY HQVSEZF O MONTH(S) W veAr(s) i
13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
: tir ves, sreciry soEnNcy onr orrice)
201 W. Preston St., 2nd floor 0 YES 7(“0
15. ACCESS RESTRICTIONS Ovyes ONo 16. AUDIT REQUIREMENTS DEFENDS 0N conTRACT
{(ir vyes, ciTe LAN(S) & REauLATION(S) ;
0 NonE )(\sn\'r: }(n:osmu. XINDEPE.NDENT

17. IS AN INDEX SYSTEM USED? (1r ves.mrLAIN

18. RECOMMENDE
RIIEFLY AND DRSCRIRE ANY HANDWNARE/ BOFTWARK )

D ves % NO Will retai

all contra

for three

transfer to State Records Center

D RETENTION

n in office(if possible) until
ct audit requirements are met,

(3) years, then destroy.

189. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER
Patricia Holcomb, Ad. Spec. 225-5213

21. DATE
) - 3-1-91

DGS 3%50-4 |REVISED 1/87)
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IHSTRYCT | QNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
BEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROQAD .
¥WITH RECORDS RETENTION ECHEDULE P.O. Box'zn PAGE 1 or 1
_(.uo-l) JESSUP, MARYLAND 20794
'
1. DEFARTMENT [AGENCY 2. DIVISION Health Care Policy,| s. uNIT Policy & Health
DHMH . Finance and Regulation " Statistics Administration

DEF INIT ) ON-RECORD SERlEs.A GROUPF OF RELATED RECORDE NORMALLY FJLED AND USED AB A UNIT FOR

REFERENCE AS RELL Af RETKNTION AND DIAPOSITION PURPODES

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
Miscellaneous Files 1287 TO 1990

| 6. RECORD SERIES DESCRIPTION ‘DRIIFLY DXSCRIBE THK TYPES OF INPOMTION/DOCMNTIIPORMS FouUND
‘IN THE SERIES. . INCLUDR THE PURPOSE QR FUNCTION OF THE BKB‘IE‘)

Personnel records, corréspondence, inventories, and other administrative files.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
}(Lz'rrm S1ZE O MICROFILM W ALPHABETICAL X FILE DRAVWER(S)
0 MICROFILM REEL(S)
t::mzz O COMFUTER TAPE 0 NUMERICAL } o c R TAPE(S]
NUMBE
POOK 0O FLOPPY DISK D CHRONOLOGICAL, D OTHER(SPECIFY)

O AUDIO TAPE 0O VIDEO TAPE o OGRAPH | CAlL
et vipeo T ce ! 10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) 0 OTHER(SPECIFY) P~FILE DRAWER(S]
| O MiCROFILM REEL(S)
RULBER O COMPUTER TAPE(S)
o] OIHER|{SPECIFY )

1. wiLE 1S UsED 1z. F}E BECOMES INACTIVE AFTER
X parLy U WEEKLY O MONTHLY O MONTH(S YEAR(S
RUNBEX (s) X YEAR(S)
13. CURRENT LOCATION(S] (BLDG.,FLOOR, ROOM) 14. |5 RECORD SERIES DUPLICATED ELSEWHERE?
. li1r vea, sreciry saency on orrice)
201 W Preston Street, 2nd floor 0 vyes ).(No
1S. ACCESS RESTRICTIONS oves Mo 16. AUDIT REQUIREMENTS

{1r vyeo, ci7TE LAW{8)} & rREauLATION(S)
PNONE O STATE O FEDERAL 0O |NDEPENDENT

17. 15 AN INDEX SYSTEM USED? (1@ YRS.E)PLAIN

18. RECOMMENDED TENT
BIEIKFLY AND DESCRIRE ANY HANDWARE/BOFTWARK ) i fon

0 YEs )( NO Retain for five (5) years then destroy.
18. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE
Patricia Holcomb, Ad Spec. 225-5213 ’ 3-1-91

DGS 3350-4 (REVISED 2/87)

3 3 : v - - -
. v " X -




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY |

SED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
RECORDS RETENT ION SCHEDULE P.O. BOX 275 ——
X Pace _L_or 1
{DGS 380-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. plVISION 3. wNIT
Dept. of ‘Juvenile Services Program Services Office of Asst. Secretary

© DEFINIT1ON -RECORD SERlEs.A GROUP OF RELATED RECORDS NORMALLY FILED
. REFERENCE AS WELL AS RETENTION AND DISPFOS

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

1 General Correspondence

ITION PURPOSESR

. 1987 o 1990

5. EARLIEST YEAR/LATEST YEAR

organizations,
Services Division.
these six

individuals,

8. RECORD SERIES DESCRIPTION ‘IRIIFLY DESCRIAE m TYPES OF INPOMTION/DOCWTSIFOM PFOUND
4N THE SERIES.

TNCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES)

Correspondence to and from program officials, DJS staff, state officials
pertaining to the business of the Program

Files are arranged chronologically by topic under
(6) major headings:

I. Education IV. Special Program

III. Health Services V. Substance Abuse
III. Murphy Youth Service Center VI. Governor's Commission on Alcoholégrug
use

7. RECORD SERIES FORMAT(S)

'l*srnazsxnatluumprun

O LEGAL S1Z2 0O COMFUTER TAPE

0O pouND POOK 0O FLOPPY DISK
O AuplOo TAPE 0O VIDEO TAPE

0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE

O ALPHAEETICAL

0 NUMERICAL

X CHRONCLOGICAL,

0 GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLUME

12

NUMBER

R FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
i O OTHER(SPECIFY)

10.

ANNUAL ACCUMULAT 1ON

0 FILE DRAWER(S)

O MICROFILM REEL(S)
RONMEER O COMPUTER TAPE(S)

, FILE 1S USED

8 pAlLY 0 wEEKLY

O MONTHLY

12.

FILE BECOMES INACTIVE AFTER
60 & MONTH(S) O YEAR(S)

O oTHER{SPECIFY)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

14. 1S RECORD SERIES DUPLICATED ELSE¥HERE1

tir yes, sreECiFY rQENCY OR OFFicE)

321 Fallsway 4th Floor rear O vEs £ NO
18S. ACCESS RESTRICTIONS 0O YES B No 16. AUDIT REQUIREMENTS
{1r vyEB, CcITE LAW|{8) & rREGULATION(S]

XMW NCNE O STATE 0O FEDERAL 0O INDEPENDENT

17.

BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

0OYEs O nNoO

1S AN INDEX SYSTEM USED? (1r YRS.EX>PLAIN

RECOMMENDED RETENT ION
Retain five years then screen.

Directives

and other material relating to planning
and policy that illustrate the development

of the agency.

Retain permanently for

eventual transfer to the Maryland State
Archives, all other materials destroy,

19. NAME AND TITLE OF PREPARER

Doriene Walters

20,

TELEPHONE NUMEER

333-6766

21. DATE

8/10/90




