
DGS-550-1
REV. 7/86

DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO. 11*06 - 12

PAGE
NO. 1 of 6

Department of Public Safety
and Correctional Services Division of Correction

Agency Division
Item
No. Description Retention

1.

HEALTH AND MENTAL HEALTH AREA

INMATE MEDICAL RECORD SERIES:

This series includes all the medical forms,
reports, and other materials containing
inmate medical information, inmate
grievance commission, emergency treatment
(after regular hours), nurse treatment
plan, physician assistant sick call.

A. Section I: Identification/Prescription
1. Inmate ID Sheet
2. Medical Staff Signature Sheet
3. Medication Order Sheet

B. Section II: General Status
1. Progress Notes
2. Medication Sheet
3. Intake Histories and Physicals
4. Periodic Histories and Physicals
5. Transfer Sheets
6. Exit Medical Record Review Sum-

maries

C. Section III: Tests and Reports
1. Lab Tests
2. Radiology Reports
3. Diagnostic Reports

D. Section IV: Inpatient Days
1. Admission Histories and Physicals
2. Other inpatient Records and Charts

Retain for two
(2) years after
inmate is re-
released,
then send to
State Records
Center to retain
for thirteen (13)
years, then
destroy.

Schedule Approved by Department,
Agency, or Division Representative

Schedule Authorized by



DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) SCHEDULE

NO.1u06 -12

PAGE
NO. 2 of 6

Item
No.

2.

Description

INMATE MEDICAL RECORD SERIES: (continued)

E.

F.

Section V: Clinical Correspondence
1
2
3
4
5
6

Consults (both on and off-site)
Specialty Clinics
Psychiatry
Dental
Optometry
Dietary

Section VI: Administrative
Cor r espondence

1
2
3
4
5
6
7
8
9
10
11
12
13
14

Refusal Sheets
Excuse From Work Sheets
Requests to Security
Legal Correspondence
Insurance Correspondence
Miscellaneous Letters
Receipts for Equipment/Prosthesis
Copies of Various Requests
Accident/Injury Reports
Medical Alert Forms
Concerns of Managing Officers
Consultant
Staff Meetings-Commissioner
528 Barn

QUALITY ASSURANCE SERIES:

A.
B.
C.
D.
E.
F.
G.
H.
I.
J.
K.
L.
M.
N.

First Draft
Interdepartmental Memos
Pharmacy Services
Rehabilitation Programs
P.A. Regulations
Basic Health Services
Medical Review-Division
Hearing Impaired
Survey Responses
Institutions
Procedure Manuals
Audits
Reports
Occupational Health

i

Retention

Retain for two (2)
years, then send
to the State
Records Center for
thirteen (13)
years, then
destroy.



DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) SCHEDULE

1° -12
PAGE
NO. 3 of 6

Item
No. Description Retention

7.

INFECTIOUS DISEASE SERIES;

A. Grant Application-Hep B
B. Venereal Disease
C. MHC Syphilis Outbreak
D. Prevalence Study

MEDICAL CONTRACT SERIES;

A. Contractors-Basil, PHP, CMS
B. Statistics
C. RFP-Jessup
D. Montefiore Hospital
E. University Hospital
F. MRDCC X-ray
G. Radiology Technicians
H. Associated Radiologists
I. Dental Service Bids

BUDGET SERIES;

A. Supplemental Budget Request
B. Equipment
C. Purchases

D. Hospital Billing

RESEARCH FILES SERIES;

A. Papers
B. AMA-MD Jail Project
C. Nutrition

MENTAL HEALTH SERIES;

A. Local Jails
B. Data
C. Hospitalization
D. Therapeutic Parole
E. Psychological Services
F. Mental Health Information
G. Other Systems
H. Mental Health Discharge Records

Retain for two (2)
years, then send
to the State
Records Center for
thirteen (13)
years, then
destroy.

Retain for two (2)
years, then send
to the State
Records Center for
thirteen (13)
years, then
destroy.

Retain for two (2)
years, then send
to the State
Records Center for
thirteen (13)
years.

Permanent. Transfer
!periodically to the
!Maryland State Archive-

Retain for two (2)
years, then send
to the State
Records Center for
thirteen (13)
years, then
destroy.



DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) SCHEDULE

NO. 1J4-O6 - 12
PAGE
NO. 4 of 6

Item
No.

8.

9.

10.

11.

Description

INSTITUTIONS SERIES:

A. Roxbury
B. Somerset Facilities
C. Central Laundry
D. Clifton T. Perkins
E. MRDCC
F. BPRU
G. Women's Pre-Release
H. Jessup Pre-Release
I. Personnel
J. MHC Annex

MEDICAL STATISTICAL REPORTS SERIES:

A. Monthly Medical Statistics
B. Monthly Recording-Inpatient Days
C. Monthly recording of population count,

emergency treatment of employees
D. Monthly report of number of inmates

seen in on-site clinics
E. Monthly report of inmates seen in off-

site clinics
F. Monthly reports from RCI and MCTC
G. Monthly reports from antietam Health

Services Pharmacy

MASTER PATIENT INDEX (ROLODEX) CARDS:

This series contains the Master Patient
Index (Rolodex) card which is kept on each
inmate. The card is pulled from the active
file upon transfer to another facility or
release from the DOC. Each card contains:
1. Inmate's Name
2. DOC #
3. Date of Birth
4. Date came into prison system
5. Date came to institution
6. Cell location/Institution
7. Date transferred or released

INMATE MENTAL HEALTH RECORD SERIES:

This series include all psychiatric and
psychological reports, and other medical
related information.

A. Front Cover

•

Retention

Retain for two (2)
years, then send
to the State
Records Center for
thirteen (13)
years, then
destroy.

Retain for two (2)
years, then send
to the State
Records Center for
thirteen (13)
years, then
destroy.

Retain for two (2)
years, then send
to the State
Records Center for
thirteen (13)
years, then
destroy.

Retain for two
(2) years after
the inmate's
release, then
send to the State
Records Center



DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) SCHEDULE

NO. 11|O6 - 12
PAGE
NO. 5 of 6

Item
No. Description

INMATE MENTAL HEALTH RECORD SERIES:
(continued)

The inmate's name and number shall be
displayed, for each access and filing
using inmate identification number or
last name.

B. Section I: Open Chart

1. Admission/Discharge Checklist
2. Patient Consent Forms
3. Staff Signature Documentation

C. Section II: Admission Status

1. Psychiatrist Admission Note
2. Psychologist Admission Note
3. Initial Nursing Assessment
4. Occupational Therapists' Assessment
5. Psychological Testing Results

D. Section III: Orders

1. Physician Orders Sheets
2. Mental Health Unit Order Forms

E. Section IV: Rehab and Therapy

1. Individual Treatment Plan
2. Other Rehab Forms

F. Section V: Progress Notes

1. Nurses' Notes
2. Psychiatrist Notes
3. Psychologist Notes

G. Section VI: Special Reports

1. Lab Reports
2. Consultants

H. Section VII: Other Status Report

1. Seclusion/Observation Monitoring
2. Flow Charts
3. Activity Records

Retention

thirteen (13)
years, then
destroy.



DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) SCHEDULE

NO. 1U06 - 12
PAGE
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Item
No. Description Retention

INMATE MENTAL HEALTH RECORD SERIES:

(continued)

I. Section VIII: Treatment Records

1. Medication Administration Records

2. Abnormal Involuntary Movement Scale

J. Section IX: History and Physical

1. Medical History
2. Physical Examination Forms
3. Transfer Chart Review Form

K. Section X: Miscellaneous Records

1. Prior Discharge Summaries
2. Prior Treatment Records
3. Notice From Security/Tickets
4. Inmate's Consent to Release Infor-

mation
5. Chart Audits Forms
6. Letters Written by Inmate to Staff



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 580-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE / OF "

1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

J. UNIT
Health and Mental Health

DEFINITION-RECORD SERIES** attOV* O r « « » • * * » RKCORD« NORMALLY PILKD AND USKD A* A UNIT FOR
RKFCRgMCK AM WgLJ. A* RTKNTION AND DI8PCBITION PUWOIEI

4. RECORD SERIES TITLE Health and Mental Health

Inmate Medical Record Series

« . RECORD SERIES DESCRIPTION { • " I * F U T DMCJMK THK TYPU OP" INPORMATION/DOCUMKNTS/PORMS FOUND

IN THE SERIES. INCLUDf TM« PURPOSE OR FUNCTION OF TH« SKR1K*]

This series includes all the medical forms, reports, and other materials containing
inmate medical information, inmate grievance commission, emergency treatment (after regular
hours), nurse treatment plan, physician assistant sick call.

Identification/Prescription
General Status
Tests and Reports
Inpatient Days
Clinical Correspondence
Administrative Correspondence

7. RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

a LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

O AUDIO TAPE a VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

a NUMERICAL

a CHRONOLOGICAL

Q GEOGRAPHICAL

<3 OTHER (SPECIFY)

9. VOLUME
Q FILE DRAWER(S)
O MICROFILM REEL(S)
a COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
O MICROFILM REEL(S)
° COMPUTER TAPE(S)
D OTHFPlSPFrlFYl .

II . FILE IS USED

DAILY WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
O MONTH(S) • YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM J 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YEI, SPECIFY AOEKCY OR OFFICE)
a YES o NO

IS. ACCESS RESTRICTIONS O YES O NO
(IP YKS, CITK LAW(s) * RKOULATI ON ( S)

16. AUDIT REQUIREMENTS

° NONE ^STATE • FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( IP YKS.KXPLAIN
BRIKPL.Y AKD DKBCRIM ANY KARDBARK/ BOPT«ARK)

O YES Q NO

18. RECOMMENDED RETENTION
Retain for 2 years after inmate is released,
then send to State Records Center to retain
for 13 years, then destroy.

|I9. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

21. DATE

DCS 330-4 (REVISED 2/87)



INSTRUCT IONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 580-1 )

|1. DEPARTMENT/AGENCY
FPublic Safety and
I Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PAGE ^ OF '

S. UNIT
Health and Mental Health

DEFINITION-RECORD SERIES- * O l t O U > > «LATKD KCOROS NORMALCY FILED AND UKD AS A UNIT FOR

MWMWCK AS W U AS RETENTION AND DISPOSITION m i l M l g l

4. RECORD SERIES TITLE Health and Mental Health

Quality Assurance Series

0. RECORD SERIES DESCRIPTION (•"• ••**•* ""«'»« ™ * TYPES Or INPORMATION/DOCUNKNTS/PORMS FOUND
IN THE SERIES. INCLUDE THK PURPOSE OR FUNCTION OF THE SERIES)

A. First Draft
B. Interdepartmental Memos
C. Pharmacy Services
D. Rehabilitation Programs
E. P.A. Regulations
F. Basic Health Services
G. Medical Review-Division
H. Hearing Impaired

I. Survey Responses
J. Institutions
K. Procedure Manuals
L. Audits
M. Reports
N. Occupational Health

7. RECORD SERIES FORMAT(S)

a LETTER SIZE O MICROFILM

O LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK ° FLOPPY DISK

° AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

° NUMERICAL

a CHRONOLOGICAL

a GEOGRAPHICAL

a OTHER(SPECIFY)

a. VOLUME

NUMBER

FILE DRAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
O MICROFILM REEL(S)

Rtnamnr ° COMPUTER T A P E ( S )
O QTHPBI sprri iry)

I I I .PILE IS USED

)i DAILY WEEKLY MONTHLY

12. FILE SCOMES INACTIVE AFTER
O MONTH(S) O YEAR(S)

13. CURRENT LOCATION(S) { BLDG..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP YCS, SPECIFY S.aENCY OR OFFICE)

a YES • NO

IS. ACCESS RESTRICTIONS '• YES O NO
(IF YES, CITS uAa(s) A RKOULATION(S)

16. AUDIT REQUIREMENTS

O NONE J& STATE • FEDERAL n INDEPENDENT

17. IS AN INDEX SYSTEM USED! ( ip YKS.KXPLJUN
BRIEFUY AKO DESCRIBE ANY HARDSARB./SOFTWARE)

a YES a NO

18. RECOMMENDED RETENTION R e t a i n f o r t w o ( 2
years, then send

. to the State
Records Center fo.
thirteen (13)\

.: years,, then
destroy.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(3Q1) 764-4113

21. DATE

DCS 350-4 (REVISED 2/87)



INSTRUCJ IONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS SSO'I )

| 1 . DEPARTMENT/AGENCY
rPublic Safety and
1 Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

J. UNIT
Health and Mental Health

DEFINITION •RECORD SERIES-* QmOU* Or **LATKD RCCORDS NORMALLY FILKD AND UIIO AS A UNIT FOR
RKFCRHNCK AS WELL AS RETENTION AND DISPOSITION fUWMEl ;_

4. RECORD SERIES TITLE Health and Mental Health
Infectious Disease Series

0. RECORD SERIES DESCRIPTION {•*llt|r|-Y DESCRIBE THE TYPES Or INPORMATION/DOCUMENT8/PORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THK lEPIEf j

A. Grant Application-Hep B
B. Venereal Disease
C. MHC Syphilis Outbreak
D. Prevalence Study

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

• LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK ° FLOPPY DISK

a AUDIO TAPE a VIDEO TAPE

E OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

a ALPHABETICAL

O NUMERICAL

Q CHRONOLOGICAL

Q GEOGRAPHICAL

B OTHER(SPECIFY)

9. VOLUME

• FILE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE{S)

NUMBER o OTHER{spec,PY)

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)
O MICROFILM REEL(S)

Ktimnnr D
 COMPUTER
a

It . FILE IS USED

O DAILY yLsWEEKLY MONTHLY

• * • FILE BECOMES INACTIVE AFTER

D MONTH(S) Q YEAR(S)

13. CURRENT LOCATION(S) (BLDC..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YTS, SFKCIFY AOEKCY OR OFFICE)
a YES a NO

IS. ACCESS RESTRICTIONS • YES • NO
(IF YKS, CITK LAW(S) A RKOUUATION(S)

16. AUDIT REQUIREMENTS

NONE STATE FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF
BRIEFLY AND DESCRIBE- ANY HARDBARE./SOFTWARE)

a YES o NO

18. RECOMMENDED RETENTION for tWO (2
years, then send
to the State .
Records Center fo;
thirteen (13).
years, then
destroy.

IS. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

DCS 3S0-4 (REVISED 2/87)

20. TELEPHONE NUMBER

(3Q1) 764-4113

21. DATE



1 NSTRTJCT 1 QMS -- TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 950-1)

| 1 . DEPARTMENT/AGENCY
rPublic Safety and
Correctional Services

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PAGE 7" OF ''

1. UNIT

Health and Mental Health

DEFINITION-RECORD SERIES-A amOU* o r **LATBD RECORDS NORMALLY FILED AND USED AS A UNIT FOR
^ REFERENCE AS W U AS RETENTION AND DISPOSITION

4. RECORD SERIES TITLE Health and Mental Health

Contract Series

0 . RECORD SERIES DESCRIPTION innlKtn-r BMCIIIK THE TYPES Or INFORMATION /DOCUMENTS/ FORMS FOUND
•IN THE SERIES.

A. Contractors-Basil, PHP
B. Statistics '
C. RFP-Jessup
D. Montefiore Hospital

University Hospital
MRDCC X-ray
Radiology Technicians
Associated Radiologists
Dental Service Bids

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

CMS

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

Q LEGAL SIZE • COMPUTER TAPE

D BOUND BOOK • FLOPPY DISK

a AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

• ALPHABETICAL

Q NUMERICAL

• CHRONOLOGICAL

Q GEOGRAPHICAL

° OTHER(SPECIFY)

I II.FILE IS USED

B DAILY O WEEKLY O MONTHLY

9. VOLUME

O FILE DRAWER(S)
O MICROFILM REEL(S)
0 COMPUTER TAPE(S)

******* O OTHER( SPECIFY)

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)
D MICROFILM REEL(S)
° COMPUTER TAPE ( S )
O QTHFW( SPTr I FY )

12. FILE BECOMES INACTIVE AFTER
• MONTH(S) O YEAR(S)

; 13. CURRENT LOCATICN(S) (BLDG..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF VEI, SPECIFY /.arKCY OR OFFICE)
• YES a NO

IS. ACCESS RESTRICTIONS • YES • NO
(IF YES, CITE I-A«(S) A RBauLATION(s)

It. AUDIT REQUIREMENTS

NONE STATE FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AKD OlfCIIIU ANY HAROBAREZSOFTWARE)

O YES • NO

1 8 . RECOMMENDED R E T E N T I O N R e t a - i n f o r t w o ( 2 1

years, then send
to the State
Records Center fo:
thirteen (13)
years, then
destroy.

)l». NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

2 0 . TELEPHONE NUMBER

(301) 764-4113 •

2 I . DATE

DCS 330-4 (REVISED 2/87)



1NSTRUCT 1QNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SOCDULE
(DGS 550-1 )

hi. DEPARTMENT /AGENCY
"Public Safety and
I Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PAGE S or If

J. UNIT
Health and Mental Health

DEFINITION-RECORD SERIES-* amO%nt O r "SLATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS BELL AS RETENTION AND DISPOSITION

4 . RECORD SERIES TITLE

. Budget Series

tteal-th and Mental Health

j ». RECORD SERIES DESCRIPTION j " " I K F U r DESCRIBE THE TYPES Or INPORMATION/DOCtMENTS/PORMS POUND
IN THE SERIES. INCLUOf THK PURPOSE OR FUNCTION OP THE SBfrtES]

A.
B.
C.
D.

Supplemental Budget Request
Equipment
Purchases
Hospital Billing

7. RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

a LEGAL SIZE a COMPUTER TAPE

• BOUND BOOK O FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

Q NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

». VOLUME

NUMfeER

FILE DRAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S)

10. ANNUAL ACCUMULATION

0 FILE DRAWER(S)
Q MICROFILM REEL(S)
a COMPUTER TAPE ( S )
Q

II . FILE IS USED

Q DAILY WEEKLY • MONTHLY

12. FILE BECOMES INACTIVE AFTER

• MCNTH(S) • YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IP YES, SPECIFY /.aCKCT OR OPPICE)

a YES • NO

IS. ACCESS RESTRICTIONS '• YES • NO

(IP YES, CITE LA * ( S ) * RKaULATION(s)
1 6 . AUDIT REQUIREMENTS

O NONE O STATE ° FEDERAL. -1NDEPENDENT

17. IS AN INDEX SYSTEM USED? (ip YES.EXPLAIN

BRIEFLY AND DESCRIBE- ANY HARDBARE/SOFTWARE)

Q YES • NO

1 8 . RECOMMENDED RETENTION
Retain for two (,2)|
years, then send |

-. to. the State
Records Center for
thirteen .(13 )•
years.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

2 0 . TELEPHONE NUMBER

(301) 764-4113

2 1 . DATE

DCS 5 5 0 - 4 (REVISED 2 / 8 7 )



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SOCOUUE
( D G S B B O - I )

1 . DCPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERA!. SERVICES
RECORDS MANAGEMENT DIVISION

72 71 WATERLOO ROAD
P . O . BOX 2 7 1

JESSUP. MARYLAND 2 0 7 9 4

2 . DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE j f e _ OF H

1 . UNIT
,Health and Mental Health

DEFINITION •RECORD SERIES-* amO%i* O r *«*-ATED RKCORDS NORMALLY PILED AMD USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION yu»M«gl •

4. RECORD SERIES TITLE Health and Mental Health
Research Files Series

0 . RECORD SERIES DESCRIPTION (

A.

BRIEFLY DESCRIBE TME TYPES OF
•IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE TME PURPOSE OR FUNCTION OF TME BERtBI]

Papers
B. AMA-MD Jail Project
C Nutrition

7. RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROFILM

O LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK a FLOPPY DISK

• AUDIO TAPE • VIDEO TAPS

a OTHER(SPECIFY)

S. RECORD SERIES SEQUENCE

Q ALPHABETICAL

B NUMERICAL

0 CHRONOLOGICAL

0 GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLUME

O FILE DRAWER(S)
O MICROFILM REEL(S)
Q COMPUTER TAPE(S)

H C H B S" D OTHERtSPECIFY)

10. ANNUAL ACCUMULATION
Q FILE DRAWER(S)
O MICROFILM REEL(S]

RTJBWT ° COMPUTER TAPE( S )

II . FILE IS USED

O DAILY WEEKLY MONTHLY

•*• FILE BECOMES INACTIVE AFTER
a MONTH(S) Q YEAR(S)

13. CURRENT LOCATION(S) ( BLDO..FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY /.OEKCY OR OFFICE)
• YES O NO

IS. ACCESS RESTRICTIONS ~O YES • NO
(IF YES, CITE UAW(S) A REOUUATION(S)

16. AUDIT REQUIREMENTS

$»NONK O STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDf (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE- ANY HAROSARB./SOFTWARE)

o YES a NO

18. RECOMMENDED RETENTION ._,,..
Retain for two \dy years.
Review annually.
Destroy all ref*"1

erence materials
which are no long-
er useful.

19. NAME AND TITLE OF PREPARER
rMyles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(3Q1) 764-4113

2 1 . DATE

SIllV
DCS 350-4 (REVISED 2/87)



INSTRUCT IONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 550-1)

1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE 7 Or //

I. UNIT
Health and Mental Health

DEFINITION-RECORD SER1ES-A OHO%jm O|f "LATBD RKCORD* NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS SELL AS RETENTION AND DISPOSITION m»PB«g« •

4. RECORD SERIES TITLE Health and Mental Health

" Mental Health Series

« . RECORD SERIES DESCRIPTION ^ n t w n - r DESCRIBE THK TYPES Or INPORMATION/DOCUMCNTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

A. Local Jai ls
B. Data
C. Hospitalization
D. Therapeutic Parole
E. Psychological Services
F. Mental Health Information
G. Other Systems
H. Mental Health Discharge Records

7.

a

O

O

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE Q COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

Q NUMERICAL

a CHRONOLOGICAL

0 GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

NUMMR

O FILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
O MICROFILM REEL(S)
13 COMPUTER TAPE(S)
O

I II FILE IS USED

O WEEKLY MONTHLY

12 * FILE BECOMES INACTIVE AFTER
O MONTH(S) Q YEAR(S)

13. CURRENT LOCATION(S) (BLD6..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES, SPECIFY /.OEKCY OR OFFICE)
a YES a NO

IS. ACCESS RESTRICTIONS '• YES • NO
(IF YES, CITE UAW(S) A RKOULATION(S)

16. AUDIT REQUIREMENTS

O NONE ^STATE • FEDERAL ° INDEPENDENT

17 IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE] ANY HARDWARE./SOFTWARE) 18. RECOMMENDED RETENTION

YES NO

Retain for two (2)
years, then send
to the State
Records Center fo.
thirteen (13)
years, then
destroy.

|9. NAME AND TITLE OF PREPARER

'Myles Carpeneto, Director of
Procurement Services

DCS 3 3 0 - 4 (REVISED 2 / 8 7 )

2 0 . TELEPHONE NUMBER

(3Q1) 764-4113

2 1 . DATE



1NSTRUCT 1 QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 550<l )

| 1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE 0 OF //

S. UNIT

Health and Mental Health

DEFINITION-RECORD S E R I E S - * amO%J* OW "LATED MCOROI NORMALLY FILM) AND UKD AS A UNIT FOR
REFCRKNCK AS WELL AS RETENTION AND DISPOSITION P U » M l g l •

4. RECORD SERIES TITLE Health and Mental Health

Institutions Series

9. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OP
•IN THE SERIES.

INPORMATION/DOCUMENTS/PORMS POUND

A.
B.
C.
D.
E.
F.

Roxbury
Somerset Facilities
Central Laundry
Clifton T. Perkins
MRDCC
BPRU

INCUUOI THE PURPOSE OR FUNCTION OP THE SERIES]

G. Women's Pre-Release
H. Jessup Pre-Release
I. Personnel
J. MHC Annex

7. RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

n NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

>. VOLUME

• FILE DRAWER(S)
0 MICROFILM REEL(S)
D COMPUTER TAPE(S)

N U M M t " D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
D MICROFILM REEL(S)
a COMPUTER TAPE{S)
Q ryTMFPf RPFr I FV 1

I U .FILE IS USED
DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

a MONTH(S) O YEAR(S)

13. CURRENT LOCATION(S) (BLD6.,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(IP YCS, SPECIFY /.aENCY OR OFFICE)

a YES • NO

15. ACCESS RESTRICTIONS Q YES • NO

(IP YES, CITE LAV(S) ft RKaULATION(s)
16. AUDIT REQUIREMENTS

• NONE J- STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( |p YES.EXPLAIN

BRIEFLY AND DESCRIBE- ANY HARDBARS/SOFTWARE)

D YES D NO

18. RECOMMENDED RETENTION R e ^ * « f ° C t W O [2

""' years;, then send
to the State'
Records Center fc
thirteen (13)
years, then \
destroy.

9. NAME AND TITLE OF PREPAREH

Myles Carpeneto, Director of
Procurement Services

DCS 550-4 (REVISED 2/87)

20. TELEPHONE NUMBER

(301) 764-4113

2 I. DATE



INSTRUCTIQNS"-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 550-1 )

i 1. DEPARTMENT/AGENCY
r Public Safety and
1 Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 27«

JESSUP, MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE 9 OF //

3. UNIT

Health and Mental Health

DEFINITION-RECORD SERIES-* amOU* O r «LATKO RECORDS NORMALLY PILZD AND UKD AS A UNIT FOR
RKFCRgNCK AS »HLL AS RTKNTION AND DISPOSITION PUWM8E1 •

4. RECORD SERIES TITLE 'Heal'th and Mental Health

Statistical Reports Series
5. EARLIEST YEAR/LATEST YEAR

TO

I «. RECORD SERIES DESCRIPTION (•RIKPLY DKSCRIBK TKK
•IN THE SERIES.

TYPKS or INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THK PURPOSE OR FUNCTION OF THK SERIES]

A. Monthly Medical Statistics
B. Monthly Recording-Inpatient Days
C. Monthly recording of population count,

emergency treatment of employees
D. Monthly report of number of inmates

seen in on-site clinics
E. Monthly report of inmates seen in off-

site clinics
F. Monthly reports from RCI and MCTC

7. RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

a NUMERICAL

O CHRONOLOGICAL

a GEOGRAPHICAL

G OTHER(SPECIFY)

» . VOLUME

HXMBm*

° FILE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)
D OTHFPI SPrr I FV I

It FILE IS USED

NfcL; D A I L Y WEEKLY MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

• MONTH(S) O YEAR(S)

; 1 3 . CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t l P YC«, CPCCIPY /.8CNCT OR OFFICE)
o YES a NO

15. ACCESS RESTRICTIONS d YES • NO
(IP YK8, CITK LA*(S) » RKOULATION(S)

16. AUDIT REQUIREMENTS

O NONE ^ STATE • FEDERAL O INDEPENDENT

17 IS AN INDEX SYSTEM USED? ( |p VKS.KXPLAIN
BRIBPLY AND DKSCRIBK ANY HARDSARS/SOPTWARK)

18. RECOMMENDED RETENTION Reta in for two (2

a YES NO

years, then send
to the State
Records Center fo
thirteen (13)
years, then
destroy.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

2 0 . TELEPHONE NUMBER

(301) 764-4113

2 1 . DATE

DCS 350-4 (REVISED 2 / 8 7 )



INSTRUCT IONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 5S0-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF //

I. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

S. UNIT
Health and Mental Health

DEFINITION-RECORD SERIES A CROUP- Of MtUTBO RECORDS NORMALLY PILED AND UfKO AS A UNIT FOR
REFERENCE AS EELL AS RETENTION AND DISPOSITION PU»M»gi •__

4. RECORD SERIES TITLE Health and Mental Health

Master Patient Index (Rolodex) Cards

0. RECORD SERIES DESCRIPTION imHtKrt-r DESCRIBE TKK TYPES OF" INPORMATION/BOCUISXNTS/PORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES j

This series contains the Master Patient
Index (Rolodex) card which is kept on each
inmate. The card is pulled from the active:
file upon transfer to another facility or
release from the DOC. Each card contains:
1. Inmate's Name
2. DOC #
3. Date of Birth
4. Date came into prison system

7. RECORD SERIES FORMAT(S)

a LETTER SIZE O MICROFILM

Q LEGAL SIZE O COMPUTER TAPE

Q BOUND BOOK • FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

n NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

». VOLUME

O FILE DRAWER(S)
0 MICROFILM REEL(S)
D COMPUTER TAPE(S)
D OTHER{ SPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
O MICROFILM REEL(S)
° COMPUTER TAPE(S)
a

II . FILE IS USED

.DAILY WEEKLY O MONTHLY

12. FILE iCOMES INACTIVE AFTER
° MONTH(S) a YEAR(S)

IS. CURRENT LOCATION(S) (BLOC. .FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP YTS, SPECIFY AttEKCY OR OFFICE)
a YES o NO

IS. ACCESS RESTRICTIONS • YES • NO
(IF YES, CITE LAV(S) * REOULATION(S)

16. AUDIT REQUIREMENTS

• NONE ^-STATE O FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (ip YES.EXPLAIN
BRIEFLY AKD DESCRIBE- ANY HARDWARE./SOFTWARE)

a YES a NO

IS . RECOMMENDED RETENTION R e t a i n f o r tWO (2
years, then send
to the State
Records Center fc
thirteen (13)
years, then
destroy.

lt». NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

21. DATE

DCS SSO-4 (REVISED 2/87)



'INSTRUCT IONS--TYPE OR PRINT* A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 590-1J

1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PAGE '* OF ''

J. UNIT
Health and Mental Health

DEFINITION-RECORD SERIES-A amOUP O F *««-ATED RECORDS NORMALLY Ft LSD AND USED AS A UNIT FOR
REFERENCE AS W U AS RETENTION AND DISPOSITION PUKM1M •

4. RECORD SERIES TITLE Heal'th and Mental Health
. Inmate Mental Health Record Series

«. RECORD SERIES DESCRIPTION {BRIEFLY DESCRIBE THE TYPES OF INPORMATION/DOCUMENTS/PORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE

This series include all psychiatric and psychological reports, and other medical
related information.

Front Cover
Open Chart
Admission Status
Orders

Other Status Report
Treatment Records
History and Physical
Miscellaneous Records

Rehab and Therapy
Progress Notes
Special Reports

7. RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROFILM

• LEGAL SIZE ° COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

| O AUDIO TAPE • VIDEO TAPE

a OTHER(SPECIFY}

a. RECORD SERIES SEQUENCE

a ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

11' FILE IS USED

fit DAILY O WEEKLY D MONTHLY

1
13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM)

15. ACCESS RESTRICTIONS O YES • NO

(IF YES, CITE LAW(S) • REOULATION(S)

17. IS AN INDEX SYSTEM USED? ( |p VKS.EXPLAIN
•RIEPLY AND DESCR1M ANY HARDWARE./ SOFTWARE)

a YES a NO

to 9. NAME AND TITLE OF PREPARER

^Myles Carpeneto, Director of
Procurement Services

9. VOLUME
0 FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

H U M M " O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)
• MICROFILM REEL(S)

MJIMH a COMPUTER TAPE(S)
O OTWPIRPFPIFVI

12 • FILE BECOMES INACTIVE AFTER
D MONTH(S) D YEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERET
f IF YES, SPECIFY /.OEKCY OR OFFICE)
a YES a NO

16. AUDIT REQUIREMENTS

O NONE V. STATE • FEDERAL n INDEPENDENT

18. RECOMMENDED RETENTION
....- ^

i
Retain for two years, after the inmate's
release, then'send tb the State Records
Center.

20. TELEPHONE NUMBER

(301) 764-4113

21. DATE

DGS S50-4 (REVISED 2/87)


