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Department of Health and Mental Hygiene, Office of Administration and Finance,
Deputy Secretary for Health Care Policy Finance & Regulation

llom
No. Description Retention

Home Health Providers Cost Settlements

Nursing Home Cost Settlements

Medical Day Care Cost Settlements

Retain in office until all
appeals exhausted. Ship
to storage for 5' years,
Then destroy.

Same as above.

Same as above.

Schedule Approved by Deportment,
Agency, or Division Representative i

Dole Title

Schedule Aulhorl ied Vy
Hall of Records Commission

/ / .
Stole Atctilvl'.l



lMSTMKTI<yiS--TYTg OR PRINT A
ECPAAATC. FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD
WITURECORDS RE TENT ION SCHEDULE

I . DCFARrVENT/AGENCY
Dept. Secretary for Health Care
Policy. Finance & Regulation

DEPARTMENT OF GENERAL - SERVICES
RECORDS MANACEMENT DIVISION

7171 WATERLOO ROAD
p.o. Box*x7a

JES6UP, MARYLAND Z07B4

2.DIVISION

Office of Administration & Finance

AGENCY RECORDS INVENTORY

PACE OF

3. UNIT
Audit

DEFINITION-RECORD SERIES*
A onour of lutLATKo lutctinoa NonMALLV r i u o AIID uaio AM A UNIT I»OR

A I w«u. A» wo Plffp?BITH?H r'"">oa"

4. RCCORO SCRIES TITLE

Home Health Providers Cost Settlements

V. EARLIEST YEAR/LATEST YEAH
1980 TO Continuous

• . *£CORD SEB1ES DESCRIPTION J •«««"•» • • « » • « THK TYPM OF ,MFORMATIOH/DOCU»«<T./-On«. POUND
•III THE SCRIES. . INCLUOK THIC PURPOSE OH FUNCTION OP THK BB

Cost Settlements
Payment Records
Correspondence

7. RECORD SERIES FORMAT(S)

LETTER SIZE O MICROMLM

SIZE Q COMPUTEIt TAPE

BOOK Q FLOPPY DISK

Q AUDIO TAPE tl VIDEO TAPE

n OTKTR(SPECIFY)

0. RECORD SEnlES SEQUENCE

C( ALPHABETICAL

• lUMCRICAL

n CHRONOLOOICAU

n CKOCRAPHICAU

Cl OTHEn(SPECIFY)

•. VOLUME

B M L E DRAWER(S)
0 MICROFILM nEEL(S
D COMPUTER TAPE(S)

10. ANNUAL ACCLAfULATION

H FILE DRAWERfS)
I D MICROFILM n£EL(S)
nr a COMPUTER TAHE(B)
. Cl

II . FII.A IS USED

d DAILY WEEKLY O MCrrTHLV
* * • FIIOC DKCO»<ES INACTIVE AFTER

5 o Mcrmifs) B YEAnfsj

1 1 . CtJHnENT LOCATION( « ) ( DLDC. .FLOOR, ROOM)

201 Bldg. Floor 2 Outside office 221

14. 18 RECORD SERIES DUPLICATED ELSEWHERET
tlP YKS, •PtfCIPY AOttWCY ON OFFICc)
Q YE3 B NO

IT,. ACCESS RESTRICTIONS O YES R NO
(IP YKS, CITK LAH(B) * RBQULATION(•) .

AUDIT

O NONC B STATE & FEDERAL H INOCPENDENT

17. IS AN INDEX SYSTEM USEDt (|r Y1I.IXTLAIN
• niKPLY AKO DKICnltR ANY
^ «

Q YES H NO

1*. nCCOMMENDCO RETENTION

5 years after sent to warehouse

IB. PRKPAKER 10. TELEPHONK NUMBER

225-5196

VISED l /«7) 7

I I . DATS

f dc



insTT>v<mcfts_--TYPe on P R I N T A
6EPAnATi: FORM IFOR EACH NEW OR
REVISED RECORD SERIES. F O R T H -
WITH RECORDS RETENTION SCHEDULE

I 0 • I )

I
Dept
Poli

r N T /
Secretary for Health Care

Finance & Regulation

DEPARTMENT OP GENERAL • EERV ICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX *Z 71

JCSGUP, MARYLAND 207>4

Z. DIVISION

Office of Administration & Finance

AGENCY RECORDS INVENTORY

PAGE 2 or 3_

J . UNIT
Audit

DEFINITION-RECORD SERIES*A onoup of HKLAT-D ruccronDB NORMALLY PIL—D AND U I I D AM A U N I T ron
A» M L U A» mrTKNTIOH AMD PI HI-OB

4 . RECORD SERIES TITUC

Nursing Home Cost Settlements

II. EARLIEST YEAR/LATEST YEAR
1980 TO Continuous

• . nsccno SERIES DESCRIPTION imnlKrt'r *>"•"**** ™« T Y P M o r iMroimATlOH/Docut-cMT./roim.
•III THE SERIES. . IriCLUQK THIt fUnrOIC OH FUNCTION Or THK

I
Cost Settlements ,
Payment Records •
Correspondence

7. RECORD SERIES FORMAT(S)

LCTTEH HIZE D MICROMLM

LJCOAL SIZE Q COMPUTE!! TAPC

O BOOK O FLOPPY DISK

AUDIO TAPE tl VIDEO TAPC

OTHCR(SPECIFY)

0. RECORD BCniES SCQUCNCE

H ALPHAJQKTICAL.

n IUMUIICAU

O CMWNOUOOICAU

a CKOCnAPHICAL

n oT>en(spccinr)

». VOLUME

19 FILE DRAWER(S)
0 MICROFILM REEL(S)
D COMPUTER TAPEtS)
a

10 . ANMUAL ACCUMULATION

P FILE 0RAWER(S)

3 O MIcnOMLM FtEEL(S)
ncmnnr a COMPUTER TAPE J B J

_£LflTHEn/SEEClrxj.
It. FIIUC IS USED

« DAILY WttEKLY MCtlTHLY

' * • FIUC DKCOMES INACTIVE AFTER
j D MCNTII(aJ B YEAnfSj

NWMBUL _ _
I). CUMRENT LOCATION!H) (DLDG..FLOOR,ROOM)

201 Bidg. Floor 2 Outside office 221

14 . IB RECORD SERIES DUPLICATED ELSEWVCRCT
I I I * VK», MPKCIPV AOSNCT OR )
a YC3 a rto

IIS. ACCESS RESTRICTIONS Q YES & NO
I IT Y M , CITK LA«(») * KROUUATI ON I • ) .

1 « . AUDIT RCQUIRCVUUMTS

D NONC B STATK 0 FEDERAL INDEPENDENT

17. IO AN INDEX SYSTEM USED! ( | | r r_«.KJCFLAH<
• n l -FLV AND DKICntl lt ANY MAnoaAnK/-OrTWAMK)

• YES ti NO

I * . fUXOMMENDED RETENTION

5 yea-rs after sent to warehouse

ZO. TELEPHON-: NUMBER

225-5196

VISED S/«7J 7

X I . DATE

£
• 1



IHSTfrVCTICflg--TYPS OR PRINT A
EEPAnATt FORM IFOR EACH NEW OR
REVISED RECORD SERIES. rORWARD
WITH RECORDS RETENTION SCHEDULE

I . DEFARTMENT/ACEMCY
Dept. Secretary for Health Care
Policy, Finance and Regulation

DEPARTMENT OF GENERAL « EERV ICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX'l7»

JESSUP, MAHYLAND 20794

2. DIVISION
Office of Administration & Finance

AGENCY RECORDS INVENTORY

PACE or

3 . UNIT
Audit

DETINIT;ON•RECORD SERIES-
A GROUP OP I1KUATKD lUCCORDB NOnMALUV fl t -HD AND UOKD AM A UNIT fX)«

AM Wgt-L A» RttTKNTIOM AMP P I B fO B I T I OH

4 . RECORD SERIES TITLE

Medical Day Care Cost Settlements

li . EARLIEST YEAR/LATEST YEAR

1980 TO 1990

» . RECORD SERIES DESCRIPTION I •»«•» ' ' -* " . C H I P . TH« TYPE. O f IMPOKUATION/DOCUWCNT./POrm. POUND
•III THE SERIES. , INCLUOK THIC PURPOSE OR FUNCTION OP THK BBirtCC)

I
Cost Settlements '
Payment Records
Correspondence

7. RECORD SERIES FORMAT(S]

LETTER SIZE Q MICROFILM

L SIZE Q COMFUTEN TAPE

D BOOK O FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

n OTHER( SPECIFY)

0 . RECORD SERIES SEQUENCE

R ALPHAJOCTICAl.

a nuMnnicAL

n CHRONOLOOICAl,

Q CKOCfiAPHICAL

n

t. VOLUMX

Huuma*

H M U DRAWER(S)
O MICROFILM n E £ L ( S )
D COMPUTER TAPE(S)
0 OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

R FILE DRAWER(S)
^ O MICROFILM R£EL(S)

O COMPUTER TAHE(8J
Cl

II . FIIUC IS USED
fi DAILY WSEKLY MCftTHLV

I X .

JiUMDEH

DKCOMES INACTIVE AFTER
o wcrmija) H YEAR(S)

I ) . CUIIRENT LOCATION(U) (OLDC..FLOOR,nOOM)

201 Bldg. Floor, 2 Outside Office 221

14. IB RECORD 6ER1CS DUPLICATED ELSEWVCRE?

tlf YKS, •PKCIPY AOBWCY ON OPPICK)

a YCS 0 fio

\rj. ACCESS RESTRICTIONS Q YES H NO
(IP YKd, CITK UAB(t) *

. AUDIT RCQUIROUUMTS

D NONS B STATK B FEDERAL INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (|r YK«.Ucrt-AIN
• nlKPUY AKO DdCnllK AMV HAnUHARK/soPTWARK)

a YES 13 NO

I * . nKCOM-CNDCD RETENTION^ " '

5 years after sent to warehouse

O P

hSui

10. TELEPHONK NtJMBCn

225-5196
1 1 . DATS

2
REVISED I/«7J 7


