Q_....

REV. 7/86

DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule
No. 1445

Page

No. 1 of 1

Maryland Office on Aging

Housing: Group Senior Assisted Housing

Agency Division
Item
No. Description Retention
1 GRQUP CERTIFIED FACILITIES FILES: Retain in office until group
home closes. After four years
A file folder is maintained for each certified Senior|transfer to State Record
Assisted Housing group facility. Files maintain Center, then destroy after 2
local certification approvals, correspondence to years.
facility, resident information and quarterly
monitoring reports.
2 GROUP SUBSIDY ALLOCATION FILES: Retain in office until group
home closes. After four years
A file folder is maintained for each county where transfer to State Record
Senior Assisted Housing - Group subsidies are Center, then destroy after 2
allocated. Files contain subsidy contracts, years.
correspondence with the Area Agency on Aging, reports
of subsidies earned and confidential client
information.
3 GROUP CERTIFICATION APPLICATIONS FILES:

A file folder is maintained for each county where
applications and requests for information have been
received for the Senior Assisted Housing - Group
Program.

XXXXXXXX LAST ITEM XXXXXXXXX

Retain in office until group
home closes. After four years
transfer to State Record
Center, then destroy after 2
years.

- e, vass e tn m 20
peanemengeays Se SRR

Schedule Approved by Department, Agency

or Division Representative

ijL/Q OZ. Jyézktéﬁyaxz 25?%122CZ5

Date

Schedule Authorized by:

Aua 1.7 1982

1 pwr-‘ B

¢ -X\i : i,!f‘h"

d Signature T tl Date

Slgnature

EUTYRR "nhwn«._'*« .
Siree- |~ 8chedule "

- 2P

LTI

/




v

w..m OR PRINT A DEPARTMENT OF CENERAL SERVICES
SEPARATE FORM FOR EACH NEY OR RECORDS MANAGEMENT DIVISION
REVISED RECCRD SERIES. FORUARD 7273 WATERLOO ROAD

ITH RECORDS RETENTION SCHEDULE P.0. BOX 278
550-1) JESSUP, MARYLAND 20794 PAGE __oFr _3_

1. DEPARTMENT/AGENCY 2. pIviSIoN 3. WNIT
) Group
Hou<ing Senjgr Ascsistpd Hayeing

CEF INIT1ON-RECCRD SERI-A OROUP OF RELATED RECOADS NORMALLY FILED AND USED AS A UNIT FPOR
REFERENCE AS ¥TELL. AS AETENTION AND OISPOSITION PURPOSES .

. . .

4. RECORD SERIES TITLE 3. EARLIEST YEAR/LATEST YEAR
2. TO _logn

AGENCY RECORDS [NVENTORY

Office an Aging

' - Group Fertified Facilities Files

: RIK T™ME TYP RMA

| 6. RECORD SERIES DESCRIPTION (BRIKFLY DESCRIBK ES OF INFORMATION/COCUMENTS /FORME FOUND
‘4N THE SERIES. . INCLUDK TMR PURPOSE OR FUNCTION OF THX SKEFIES)

A file folder is maintained for each certified Senior Asisted Housing group facility. Files contain local
certification approvals, correspondence to facility, resident information and quarterly monitoring reports.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE

O LETTER S1ZE O MICROFILM O ALPHAEETICAL FILE DRAWER(S)
’ 0 MICROFILMN REEL(S)

LEGAL Si1zZE O COMPUTER TAPE O MUMERICAL N O COMPUTER TAPE(S)
'“'""'“ O OTHER(SPECIFY)

| o BOUND BPOOK O FLOPPY DISX :/c;—mn.ocxm
0O VIDEO TAPE GEOGRAFPHICAL By County
10. ANNUAL ACCLMUAATION

O AUDIO TAFPE
O CTHER(SPECIFY) £ FILE DRAVER(S)
. O MICROFILM REEL(S)
KUQSER O COMPUTER TAPE(S)
O crMER(SPECIFYY
| 11. piee 1S UsSED 12. FILE BECOMES INACTIVE AFTER

O pAlLY C vEEKLY P/mmw.v RUEEET C MONTH(S) O YEAR(S)

; 13. CURRENT LOCATICON(S) { BLDG. , FLLOOR, ROCM ) 14. 18 RECO:ZRIES DUPL ICATED ELSEWHERE?

O OTHER( SPECIFY)

301 W. Preston Street g"’ Y£s, $PECIFY raENCY OR OFFicE)

Room 1004

13. ACCESS RESTRICTIONS c vYES o NO
(1P yes, ci17Tx tamis) & rEauULATION(S)

16. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (17 res.xxPLAIN ‘8. yort
srnIxEriLY/ AKD DESCRIBR AXY MARDEARE/ SOFTUARK ) INDED RETENT

Q yes NO Retain in office untii group home
closes. After four years transfer
to State Record Center, then destro
after 2 years. .

&

19. NAMIE AND TITLE OF PREPARER

411240

John F, L2csner

OGS 330-4 (REVISKD 2/87)




USTACTIONS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

ODEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

7273 WATERLOC RQAD

P.O. BOX 2273
JESSUP, MARYLAND 20794

TH RECORDS RETENTION SOHEDULE
$80-1)

1 . DEFARTMENT /AGINCY

PAGE 2 or

3. lNIT

Group
Senior Assisted Housing

2. DIVISION

Housing
CEF INIT1ON -RECORD m"s.h GROUP OF RELATED RECORDS NORMALLY FILED AND USED AB A UNIT PFOR
ARFERENCE AS WELL A9 RETENTION AND DISPFOBITION PURPOSFS .

$. EARLIEST YEAR/LATEST YEAR
1936 1o _ 1990

0ffice on Aging

4. RECORD SERIES TITLE
Group Subsidy Allocation Files

BRIEFLY DESCRIBE THE TYPERS OF lnnmvlon/oocm,nm FOUND

| . SERIES DESCRIPTION
} §o FECSRD ('"‘ THE SERIES. INCLUDK THX PURPOSE GR FUNCTION OF TNK SEFIES )

A file folder is maintained for each county where Senior Assisted Housing - Group subsidies are allocated.
Files contain subsidy contracts, correspondence with the Area Agency on Aging, reports of subsidies earned

and confidential c¢lient information.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE
FILE DRAWER(S)

O MICROFILM REEL(S)
O MMERICAL 1

0 COMPUTER TAPE(S)
NUMBER
?(-NOOLOGICAL ~ U OTHER(SPECIFY)
GEOGRAPHICAL
O OTHER(SPECIFY)

,_ an

;l). CURRENT LOCATION(S) (BELDG.,FLOOR,ROCK)

O ALPHAEETICAL

TTER S1ZE O MICROFILM
LEGAL Si1ZE 0O COMFUTER TAPE

’ O pounp Book O FLOPPY DISK

ANNUAL ACCLMULAT 10N

2 FILE DRAWER(S)

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

o] mggsg;::xrv!

FILE BECOMES INACTIVE AFTER
O MONTH(S) 0 YEAR(S)

210121:1 4.

1S RECORD

tir vxs,
o vEs

O AUDIO TAPE O VIDEO TAFE ‘0.

O OTHER(SPECIFY)

12.
| 81 piLe 1s useD

8 pAILY O $YEEKLY

lES DUPLICATED ELSEWHERE?
PECIFY 2.6ENCY OR OFFICE)
NO

14.

301 4. Preston Street
Room 1004

16. AUDIT REQUIREMENTS

O YES 9/N°
CITE LAN(S) & mEouLATION(S)

1S. ACCESS RESTRICTIONS

(e ) O NONRE O STATE O FEDERAL O INDEPENDENT

1S AN INDEX SYSTEM USED? (1F YRS.EXPLAIN ‘m .

18.
BRIEFLY/ AKD DESCRIAR ANY HARDEARR/ SOFTWARK }

17.

Retain in office until group home _
closes. After tour years transfer
to State Record Center, then destro

after 2 years. :
9+

Q vyes NO

21. DATE

20. Wulm

225-1118 4/19/90
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ALSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥ COR

REVISED RECCRD SERILS. FORTARD
r.O.

$80-1)

CEFPARTMENT COF GENERAL SERVICES
RECCORUS MANAGEMENT DIVISION
7273 WATERLOO RQAD

BxX 279
JESSLP®, MARYLAND 20794

AGENCY RECORDS INVENTURY

PAGE 3 0'3

!lﬂl RECORDS RETENTION SQEDULE

1. DEFARTMENT/AGENCY 2. DIVISION

Office on Aging Hoysing

3. iNIT

. Group
Sepior Assisted Housing

DEFINITION-RECORD SERIES.

A GROUP OF RELATED RECORDS NORMALLY PILED

AND USED AS A UNIT POR

4. RECORD SERIES TITLE

' Group Certification Application Files

AEFERENCE AS UEKLL A9 RETENTION m OISFOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1978 TO 1990

| 8. RECORD SERIES DESCRIPTION (."‘ SERIES.

A file is maint
for the Senior Assisted Housing - Group Program.

BRIKFLY DESCRIBE THX TYPFPES OF INNMTIO’.[W’”“ FOUND

INCLUDE THMR PURPOSE OR FUNCTION OF THKE SEFTES)

ained for each county where applications and requests for information have been received

7. RECORD SERIES FORMAT(S)
a TTER SIZE O MICROFILM
ﬁm Si1zz O COMPUTER TAPE

l C pounD BOOK O FLOPPY DISK

O MMMERICAL

0O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL

ymox.oclcu.
GEOGRAPHI CAL

O OTHER(SPECIFY)

». VoLLME /
FILE DRAWER(S )

O MICROFILM REEL(S)

2 __ O COMPUTER TAPE(S)
WGBSR 0 oryeR(sPECIFY)

10. ANNUAL ACCLMULAT ION

® FILE DRAVER(S)
O MICROFILM REEL(S)
RUKBEN O COMPUTER TAPE(S)

0O cMrRlspECIEY)

|11, piLe {s useD 12. FILE BECOMES INACTIVE AFTER
’ o O MoNTHLY : O MoNTH(S) R YEAR(S)
. BAlLY VEBRGLY 3101:0:1 4. 8

513. CURRENT LOCATION({S) (ELDG.,FLOCR,ROCM)

14. 15 RECORD SERIES DUPL ICATED ELSEYHERE?

301 W. Preston Street t1r ves, ECIPY 2.0ENCY OR OFPiICE)
. ovyes &'no
Room 1004 i
15. ACCESS RESTRICTIONS g ves % NO 16. ALDIT REQUIREMENTS

{1r vyES, ci1Tx LAm({S) & rEGULATION(S)

€ Nonx O STATE O FEDERAL O INDEPENDENT

T FY
iz
17. 1S AN INDEX SYSTEM USED? (1P YRS.ZXPLAIN 18. RECCMMENDED RETENTION
BNIEFLY /AND DESCRIBR AXY mo-ulxllomaul i
) / . Retain in office until group home
Q vyes NO closes. After four years transfer
to State Record Center, then destroy
after 2 years. ! e
‘ .‘;\ et ,-_L.ﬂ—- o
. L.-.u;tr"‘”“ ’

19. NAME AND TITLE OF PREPARER 20.

~AE_T11Q

Jonn =,

TELIPHONE NUMEER

K]

21. DATE

1716790

0G3 530-4 (REVISED 2/87)




