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D e p a r t m e n t o f H e a l t h a n d M e n t a l H y g i e n e
H e a l t h C a r e P o l i c y , F i n a n c e a n d R e g u l a t i o n

P o l i c y a n d H e a l t h S t a t i s t i c s A d m i n ,

DIVISION

Item
No. Description Retention

H e a l t h P o l i c y a n d A n a l y s i s F i l e s -

A . F i l e s r e l a t i n g t o h e a l t h p o l i c y a n a l y s i s
a c t i v i t i e s a n d p r o j e c t s .

B . F i l e s r e l a t i n g t o p r o j e c t p l a n n i n g a n d
c o o r d i n a t i o n a c t i v i t i e s a n d p r o j e c t s .

C o n t r a c t / R e s e a r c h F i l e s -

C o n t r a c t s a n d g r a n t r e l a t e d c o r r e s p o n d e n c e ,
s t a t i s t i c a l m a t e r i a l , s u r v e y f o r m s , a n d
g e n e r a t e d d a t a r e p o r t s .

M i s c e l l a n e o u s F i l e s -

P e r s o n n e l r e c o r d s , c o r r e s p o n d e n c e , i n v e n t o r i e s ,
a n d o t h e r r e l a t e d A d m i n i s t r a t i v e f i l e s .

R e t a i n f o r f i v e ( 5 ) y e a r s ,
t h e n d e s t r o y .

W i l l h o l d in o f f i c e u n t i l
a l l c o n t r a c t a u d i t
r e q u i r e m e n t s a r e m e t ; t r a n s f e r
to State Records Center
for three (3) years then
destroy.

R e t a i n for five y e a r s ,
then d e s t r o y .

Schedule Apptovod by Dapartmont,
Agency, or Divltlon Repros«n««llvo

3-HI Pj^d-M^Jr /U.L. -<k<.
Dal* Signature iTTirv

; W i . 4 , 1 . Awlheriivdky
Hall of R»e©rJ» Commission
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INSTRUCTIONS--TYPE OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

1. DEFARTMENT/AGENCY

DHMH '

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727* WATERLOO ROAD
P.O. BOX*27B

JESSUP, MARYLAND 20794
• i

2. DIVISION

Health Care Policy Finance

AGENCY RECORDS INVENTORY

PAGE J OF

3 . UNIT

Policv & Health Statistics Ad

DEFINITION-RECORD SERIES-A O n O U P o|r «*«-AT«D RKCORDB NORMALLY PIUED AND USKD AB A UNIT r©r»
RKIHCRCNCK A« »BU A« B«T«NTIOH AND BIBrOB ITI6N PURPOSES

4. RECORD SERIES TITLE ' Health Policy and Analysis Files -
Health Policy Analysis Projects

S. EARLIEST YEAR/LATEST YEAR

1987 TO 1990

6. RECORD SERIES DESCRIPTION (BRIKPUV DKBCRIBK TKK TYF-K0 Of INFORUATION/DOCUMCNTI/rOMIB POUND
^_A "IN T H E SER'ES- . INCLUDB THE PUKPOgE ON FUNCTION OK THE SKITIES)

Files relevant to specific projects involving policy analysis projects; correspondence,
plans, minutes of meetings, raw data, findings, work assignments, and background
materia1.

7. RECORD SERIES FORMAT(S)

^LETTER SIZE • MICROFILM

EGAL SIZE D COMPUTER TAPE

BOOK O FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

D OTHER(SPECIFY)

B. RECORD SERIES SEQUENCE

*jC ALPHABET ICAL

0 NUMERICAL

• CHRONOLOGICAL,

n GEOGRAPHICAL

Q OTHER(SPECIFY)

>. VOLUME

O FILE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S J3?

N U M B E R 0 OTHER(SPECIFY)

tO. ANNUAL ACCUMULATION

"K.FILE DRAWER(S)
O MICROFILM REEL(S)

RTJITBER" D COMPUTER TAPE ( S )
>r

D nTHFBlsprriFY

II . FILE IS USED
^ DAILY O WEEKLY O MONTHLY

1Z* FILE BECOMES INACTIVE AFTER
„$_., D MONTH(S) K^YEAR(S]

HUMFETT
13. CURRENT LOCATION(S) (BLDC.,FLOOR,ROOM)

201 W. Preston, 2nd floor

14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF VTB^., Br-rcirr AOENCY on OFFICE)
D YES "JkNO

IS. ACCESS RESTRICTIONS 0 YES ^ N O

(IF YKO, CITS LAw(a) * RIQULATIONIR)

l(. AUDIT REQUIREMENTS

VENOUS a STATE O FEDERAL B INDEPENDENT

17. IS AN INDEX SYSTEM USED! (|r Y K B . O ^ U A I N
Br.lEPLY AKD DESCRIBK ANY HARDWARE./SOfTVARK)

O YES X NO

It. RECOMMENDED RETENTION

Hold for reference and possible review
of procedures, data, etc. at later date.

Retain for five (5) years, then destroy.

IS. NAME AND TITLE OF PREPARER

Patricia Holcomb
Admin Spec •

2 0; TELEPHONE NUMBER

225-5213

2 1. DATE

3-1-91

DCS IJ0-4 (HEVISED 2/«7)

-«?.
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INSTRUCTIONS--TYPE OR PHINT A

SEPARATE FORM FOR EACH NEW OR

RCV1SCO RECORD SERIES. FORWARD

Wn^RECORDS RETENTION SCHEDULE

(d^PsBO-i)

1 . DEFARTMENT/ACENCY

DHMH

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT D IV IS ION

7271 WATERLOO ROAD

P.O. BOX*27 8

JESSUP, MARYLAND 2 07 84

i

2. DIVISION
Health Care Policy, Finance

AGENCY RECORDS INVENTORY

PAGE * OF 1

3 . UNIT

Policy & Health Statistics

DEFINITION-RECORD SERIES
_A OROUP OF RELATED RECORDS NORMALLY C I U D AMD USED AB A UNIT FOR

mrewtwcK A I >eu AJ H»TKNTIOW AMP DEPOSITION punponca ; _

4 . RECORD SERIES TITLE Health Care Policy and Analysis Files -
Project Planning and Coordination

I . EARLIEST YEAR/LATEST YEAR

1Q.K7 TO iQQ.n

0. RECORD SERIES DESCRIPTION (BRIItrUV DESCRIBE THE TVrEB Of INrORMATION/DOCUMCNTS/rORMB rOUND
•IN THE SERIES. , INCLUDE THE rURPOBE OR FUNCTION Ol» THE BRITIES)

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)

$CLETTER SIZE O MICROFILM

O A L G A L SIZE O COMPUTER TAPE

O BOUND BOOK D FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

D OTHER|SPECIFY)

8. RECORD SERIES SEQUENCE

.ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL.

• GEOGRAPHICAL

D OTHER(SPECIFY)

». VOLUME

7
NUMBER

Xrll-E DRAWER(S)
• MICROFILM BEEL(S)
D COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

T^FILE DRAWER! S)
j D MICROFILM REEL(S)

N U U B E V D COMPUTER TAPE(s)
D nfTHTRl qpfr I FV \

II. FILE IS USED

O DAILY KWEEKLY D MONTHLY

1Z- FILE BECOMES INACTIVE AFTER

•riTlu' D MONTH{s) K Y E A R { S ;
NVMPER.

IJ. CURRENT LOCATION(S) (BLDC.,FLOOR,ROOM)

201 W. Preston, , 2nd floor

14. 16 RECORD SERIES DUPLICATED ELSEWHERET
lir YEB. SPECIFY AGENCY OR orrics)
a YES KNO

IS. ACCESS RESTRICTIONS O YES Ĵ  NO
(ir YEO, CITE LA*(B) A RSOULATION(S)

It. AUDIT REQUIREMENTS

&NONE D STATE • FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|f Y*n. EJIPLA IN
BliHrUV AND DESCRIBE ANY HAtlDftAnE./ BOrTWARE )

a YES ^ NO

It. RECOMMENDED RETENTION

Hold for reference.
Retain for five (5) years, then destroy,

IS. NAME AND TITLE OF pREPARER

Patricia Holcomb Adm Sp.

ncs 330.4 (pi-visro I/BJ)

2 0. TELEPHONE NUMBER

225-5213 '

2 1. DATE

3 - f - 91



INSTRUCT 1 QMS- -TYPE OR PH1NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

| 1. DEFARTMENT/AGENCY

DHMH .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX** 7 8

JESSUP, MARYLAND St0 7 94
i

Z. DIVISION

Health Care, Policy, Finance

AGENCY RECORDS INVENTORY

PAGE . 1 OF l^

3. UNIT

Policy & Health Statistics

DEFINITION-RECORD SERIES-* O H O U P O r DELATED BCCOROB NORMALLY FILED AND UICO A* A UNIT row
REFERENCE A« »eu A« RETENTION AND PI»rooIT ION W M - O K S

4. RECORD SEHIES TITLE Contract/ Research Files -

1 - -.- ,-.

B. EARLIEST YEAR/LATEST YEAH

, 19R7 TO iqqn

e. RECORD SERIES DESCRIPTION fBllllt''l-V DESCRIBE THE TYFEB Or INPORMATION/DOCUHCNTI/rORMa rOUHD
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION Or THE SKrMES)

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

7. RECORD SERIES FORMAT(S)

y{ LETTER SIZE • MICROFILM

Q^EGAL SIZE O COMPUTER TAPE

INBOUND BOOK D FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^( ALPHABETICAL

O NUMERICAL

a CHRONOLOGICAL.

• GEOGRAPHICAL

D OTHER (SPEC I IHf}

9. VOLUME

10
NUMBER

y^rw-z. DRAWER(SJ
• MICROFILM REEL(S)
, D COMPUTER TAPE(S 1
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

^sF ILE DRAWER(S)

• MICROFILM REEL(S)

NTJBBETT ° COMPUTER TAPE ( S )
3

D OTHTRlSPFfiry

II. FILE IS USED

^( DAILY Q WEEKLY D MONTHLY

•*• FILE BECOMES INACTIVE AFTER

cftniMUMPER.
D MONTH(S) K Y E A R ( S )

I J . CURRENT LOCATION(S) (BLDC.,FLOOR,ROOM)

201 W. P r e s t o n S t . , 2nd f l o o r

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
I'IF YES, i r rCIPV AGENCY OR OFFICE)
D YES « N O

IS. ACCESS RESTRICTIONS • YES D NO
( I F YEO, C I T E L A * ( « ) ft R I O U L A T I O N I S ]

l « . AUDIT REQUIREMENTS 2>£fe*>™ 0*J OCAJTWT

D NONE jlkSTATE W FEDERAL X INDEPENDENT

17. IS AN INDEX SYSTEM USED I [ | f YKa.E>U>LAIN

nr.inrLY AND DESCRIBE ANY HAnD«ARc/iorr*Ai)K)

a YES I NO

I•. RECOMMENDED RETENT1ON

Will retain in office(if possible) until
all contract audit requirements are met,
transfer to State Records Center
for three (3) years, then destroy.

19. NAME AND TITLE OF PREPARER

Patricia Holcomb, Ad. Spec.

2 0 k TELEPHONE NUMBER

225-5213

2 I. DATE
3-1-91

DCS 550-4 [REVISED 2/87)



INSTRUCTIONS--TYPE OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
( ^ SBO-I)

DEFARTMENT/AGENCY

DHMH .

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7I WATERLOO ROAD
P.O. BOX** 7 5

JESSUP, MARYLAND 20794

2. DIVISION Health Care Policy,
Finance and Regulation

AGENCY RECORDS INVENTORY

PACE OF

3. UNIT Policy & Health
Statistics Administration

DEFINITION-RECORD SERIES-* aHOVI' o r KKl-ATKD RECORDS NORMALLY PI LCD AND UtCO AM A UNIT R>R
mrcRgNct A« •gut. Aa RETENTION AND p n r o » l T i Q H runroaca __

4 . RECORD SERIES TITLE

Miscellaneous Files
I . EARLIEST YEAR/LATEST YEAR

1987 TO 1990

! 6. RECORD SERIES DESCRIPTION {•R"trl-Y D M e l " " THK TYKJ Or INrORUATION/DOCUMCNTI/PORMI FOUND
•IN THE SERIES. . INCLUDE THE PURCOtE OR rUNCTION OP THE BKPriEK)

Personnel records, corr6epondence, inventories, and other administrative files.

7. RECORD SERIES FORMAT(S)

£l LETTER SIZE Q MICROFILM

EGAL SIZE O COMPUTER TAPE

BOOK D FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

D OTHERJSPECIFY)

8. RECORD SERIES SEQUENCE

"^ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL.

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

9-
NUMBER

yi. FILE DRAWER(S)
• MICROFILM REEL(S]
D COMPUTER TAPE(S)
D OTHER[SPECIFY)

I 0. ANNUAL ACCUMULATION
)£>FILE DRAWER(S)

/ O MICROFILM REEL(S)
NbbBEft' D COMPUTER TAPE(S J

D fYTHFBlSPfrlFYliU •4-
II . FILE IS USED

fi( DAILY O WEEKLY O MONTHLY

I Z * FILE BECOMES INACTIVE AFTER

.. . . . .4L_ D MONTH(S) K Y E A R ( S )
^IJWBEB 1

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

201 W Preston Street, 2nd floor

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(•ir YCB, arrcipv AOENCY OR office)

O YES pCttO

I S . ACCESS RESTRICTIONS • YES ^ NO
( i f YKO, CITE LA»{|) A R IOULATION(S)

l « . AUDIT REQUIREMENTS

J^NONE a STATE D FEDERAL O INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( I F YKB. E>J*LA IN
Utllcrut AND DKBCRIBK ANY HAIIDMARc/ IOPTRARK )

a YES ŷNO

IS. RECOMMENDED RETENTION

Retain for five (5) years then destroy.

I«. NAME AND TITLE OF PREPARER

Patricia Holcomb, Ad Spec.

2 0'. TELEPHONE NUMBER

225-5213
2 1 . DATE

3-1-91

D C S 3 3 0 - 4 ( R E V I S E D 2 / * 7 )

_ _ _ / • £ T$



INSTRUCT1QMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
^^ISED RECORD SERIES. FORWARD
TO! RECORDS RETENTION SCHEDULE
(DGS 5 B 0 - I )

DEPARTMENT OF GENERAL. SERVICES

RECORDS MANAGEMENT DIVISION

727> WATERLOO ROAD

P . O . BOX 27»

JESSUP, MARYLAND 2 0 7 9 4

AGENCY RECORDS INVENTORY

PACE OF

1. DEPARTMENT/AGENCY

Dept. of'Juvenile Services

2. DIVISION

Program Services
3. UNIT

Office of Asst. Secretary

; DEFINITION-RECORD SERIES-* O R O U 1* Or *™-ATED RECORDS NORMAJO.Y FILED AND USED AS A UNIT FOR
REFERENCE AS WEU. AS RETENTION AND PlgPOgiTIOH PURPOagg

4. RECORD SERIES TITLE

General Correspondence
8. EARLIEST YEAR/LATEST YEAR

1987 TO 1990

«. RECORD SERIES DESCRIPTION {BRIEFLY DESCRIBE THE TYPES OP
•IN THE SERIES.

INPORMATION/DOCUMENTS/PORMS POUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEPTIESj

Correspondence to and from program officials, DJS staff, state officials
organizations, individuals, pertaining to the business of the Program
Services Division. Files are arranged chronologically by topic under
these six (6) major headings:

I. Education IV.
III. Health Services V.
III. Murphy Youth Service Center VI.

Special Program
Substance Abuse
Governor's Commission on Alcohol/Drug

Abuse
7. RECORD SERIES FORMAT(S)

^^LETTER SIZE • MICROFILM

• LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK Q FLOPPY DISK

Q AUDIO TAPE B VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

° ALPHABETICAL

Q NUMERICAL

50 CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER{SPECIFY)

9. VOLUME

12

B FILE DRAWER(S)

D MICROFILM REEL(Sj

D COMPUTER TAPE(S)
HUMBKn O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

>• FILE DRAWER(S)

g • MICROFILM REEL(S)

NUUBET* D COMPUTER TAPE(S)

I 1 1 . FILE IS USED

ff DAILY D WEEKLY D MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

60 0. MONTH(S) D YEAR(S)
NUMBER

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

321 Fallsway 4th Floor rear

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY AOBh'CY OR OFFICE)

a YES o NO

IS. ACCESS RESTRICTIONS • YES H NO

( IP YES, CITE LA«r(s) & RKOULATI ON ( S )
16. AUDIT REQUIREMENTS

JO NONE D STATE O FEDERAL E INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YIB.U7UIN

BRIEFLY AND DESCRIBE- ANY HARDBARE./ SOFTWARE )

D YES >Q NO

IS. RECOMMENDED RETENTION

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

2 0 . TELEPHONE NUMBER

333-6766

2 I . DATE

8/10/90


