DEPARTMENT OF GENERAL SERVICES Schedule No. 1628
RECORDS MANAGEMENT DIVISION > ,
RECORDS RETENTION AND DISPOSAL SCHEDULE I age [ of |
gency Department of Health and Mental Hygiene Division/Unit
Medical Care Policy Administration Div. of Community Support Services
Description Retention

Date

Schedule Approved by Department, Agency,
r Division Representative.

Model Waiver

This series includes closed Model Waiver
files.

General Transportation

This series applies to Medical Assistance
General Transportation Program and includes
the following:

A. Fee Analysis Reports
B. General Correspondence

.C. Crew Certifications

Subject Files

This series includes general correspondence
for various subject files.

DMS/DME - Oxygen - Hearing Aids

This series applies to Medical Assistance
DMS/DME - Oxygen - Hearing Aid Programs.
Material includes preauthorization for
these programs.

*Model YWaiver is a Medicaid Progrém which allows
for care of very sick children in the community
instead of in a hospital setting.
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years,
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years,
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years,
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DEPARTMENT OF GENERAL SERVICES

DHMH-Medical Care Pol fgy ‘Admin.

~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (0GS 550-1) 7275 WATERLOQ ROAD 1 ;
P.O BOX 275 - JESSUP. MARYLAND 20794 Pdge of '—i—'
) ) .
1. DEPARTMENT/AGENCY 2. pIvisioN )

Div. of Community
Support Services

4. RECORD SERIES NTLE

Model Waiver

DEFINITION - Records Sertes - A 6roup of related records normally filed and used s 4 unit for reference us weil 44 retention and dispatltion puipoddd,

§. EARUEST YEAR 1 LATETEST YEAR
1/89 10_ _8/93

closed Model Waiver provider files.

8. RECORD SERIES DESCRIPTION ( Briely descrbe the types of information/documentsfforms found in the Series. Include the purpose ot funclion of the Serles)

These cartons contain Model Waiver Program information relating to

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

R Leler Size o Microfitm R Aphabetical
o Legal S'rzeA © Computer Tape o MNumerical

o Bound Book o Floppy Disk‘ o Chronological
o Audio Tape © Video Tape t Geographical

O Other (Speqify) 0 Ofther (Specify)

9. VOLUME
X File Drawerls)
o Wicrofim Reel (s)
O Computer Tape (s)
D Other {Specify}
Number

{0. ANNUAL AccuiMuLATION
X File Drawer (s)
a Hicrofilm Reel {s)
O Computer Tapels)
o Other {Specify)

Number
1. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
No longer used .
o Daiy O Weekly O Monthly 3 o Monthis) &  Yeas)
Number

13, CURRENT LOCATION(S) (B!dg . Floor, Room)
201 W. Preston St., 1lst Floor

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency of office)

o Yes X Mo
Baltimore, MD 21201
15. ACCESS RESTRICTIONS I yes, cile faw(s) & tegulation(s) 16. AUDIT REQUIREMENTS
D Yes . % N % None o State O Federal O Independent
17. 15 AN INDEX SYSTEM USED? (If yes. explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/software)
Five (5 ears
O Yes .1 No ( ) y
19. HAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Arlene Williams
Secretary 225-1474 4/12/94

DGS 5504 (Revised 1193)




~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD '
PO BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pdge

2 o _4

1. DEPARTMENT/AGENCY
[jpHMH-Medical Care Policy Admin.

2. DIVISION T
Div. of Community

Support Services

e ————

3 umMiv

DEFINITION - Rocords Seres - A droup of refatsd records normally Rled and used 24 4 unlt for reference us

woil a4 retention and disposiion purpod®d.

4. RECORD $ERIES HITLE

General Transportation

. EARUEST YEAR J LATETEST YEAR
5/89 10 7/93

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatiordocumentsfforms found in the Series. Include the purpose of function of the Serles)

These cartons contain General Transportation Program information relating to
fee analysis reports, general correspondence and crew certifications.

7. RECORD SERIES FORMAT(S)

W Letter Size o Microfilm

0 Legal SizeA 0 Computer Tape
o Bound Book O Floppy Disk

0 Audio Tape O Video Tape

O Other (Specify)

8. RECORD SERIES SEQUENCE
B Alphabelical
0 Numerical
O Chonologreal
0 Geographical

0 Other (Specify)

9. VOLUME
X Fite Drawer(s)
o Mictofilm Reel (s)
O Computer Tape (s)
0O Other (Specify)
5
Numbet

10. ANNUAL AccudiutATioR
6 File Drawer (s)
o Microfilm Reet (s}
o Compuler Tapels)
© Other (Specily)

Number
1. FILE IS USED ' 12, FILE BECOMES INACTIVE AFTER
No longer used
o Daiy . O Weekly o Monthly 5 o  Month(s) M Year(s)
Number

13. CURRENT LOCATION(S) (Bldg ., Floor, Room)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes, specify agency ot office)

201 W. Preston St., lst Floor a Yes % Mo
Baltimore,MD 21201 '
18, ACCESS RESTRICTIONS (If yes, cite law(s) & regulalion(s) 16. AUDIT REQUIREMENTS .
O Yes X No o None O Stale O Federal a) lr;deper;denl 7
o
17. 15 AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/software)
O Yes % No Five (5) years
19. 'AA"f AND m‘;g i,rl PREPARER 20. TELEPHONE NUMBER 21. DATE
rlene Williams
Secretary 225-1474 412/94

bGS 8504 {Revised 1/93)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOOQ ROAD

PO BOX 275 - JESSUP, MARYLAND 20794 Pdge

3 o_W

1. DEPARTMENT/AGENCY
DHMH-Medical Care Policy Admin.

2. DIVISION

: 3 uNy
Div. of Community

Support Services

v e
—————y

DEFINITION - Records Sertes - A 6roup of related records normally Aled and used as & unit for reference s

weil a4 retenton and dlsporllion puipoddd.

4. RECORD $ERIES 1ITLE

Subject Files

§. EARLIEST YEAR 1 LATETEST YEAR
1980 10_1989

). htcoRp SERIES DESCRIPTION ( Brielly describe the types of information/documentsiorms found in the Series. Include the purpose of funclion of the Serles)

These cartons contain subjeét files with general correspondence contents.

7. RECORD SERIES FORMAT(S)

X Letter Size o Microfim

O Legal Size‘ o Compuler Tape
O Bound Book D Floppy Disk

o Audio Tape O Video Tape

0 Othet {Specify)

8. RECORD SERIES SEQUENCE 9. VOLUME
R Flle Drawer(s)
B Aphabetical o Microfiim Reel (s)
: D Computer Tape (s}
O MNumerical O Other (Specify)
5.
O Chronological Number

O Geographical

0 Other (Specify)

0. ANNUAL AccUluLATion

0 File Drawer {s)
o Microfim Reel (s)
0 Computer Tapels}
o Other (Specify)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
No longer used
O Daily | O Weekly O Monthly ) o Month(s) X Years)
Number

13. CURREMT LOCATION(S) (Bdg . Floor, Room)

201 West Preston St., 1st Floon

-

4. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(i yes, specily agency or office)

O Yes g No T e
Baltimore, Maryvland 21201
15. ACCESS RESTRICTIONS (If yes, cite taw(s) & regulation(s) 16. AUDIT REQUIREMENTS
O VYes g No £ None O State O Federal O Independent
17. 15 AN INDEX SYSTEM USED? (If yes. explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/software)
O Yes R No Five (5) years
18. HAME ARD TITLE OF PREPARER A
ArEJ.ene \‘»flofflams 20. TELEPHONE NUMBER 21, DATE 41294
Secretary 225-1474

bGs 5504 Revised 1/93)




SCHEDULE (DGS 550-1)

~ TYPE OR PRINT A SEFARAYE FORM FOR EACH NEW
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD '
PO BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pdge L{' of L}

1. DEPARTMENT/AGENCY
DHMH-Medical Care Policy Admin.

3._Divistof o
Div. of Community

Support Services

3 uNiT

BEFIHITION - Records Serles - A ﬁroup of related records normally filed and uned ae & unit for refsrence ss weil ¢ retention and dispaslon puipoddd.

4. RECORD $ERIES NTLE

DMS/DME - Oxygen - Hearing Aids

& EARUIEST YEAR ) LATETEST YEAR
1980 19 1989

8. RECORD SERIES DESCRIPTION { Briefly descrbe the types of information/documentsiorms found in the Series. Include the purpose or function of the Serles)

These cartons contain preauthorizations for DMS/DME - Oxygen — Hearing Aids.

7. RECORD SERIES FORMAT(S)

o Letter Size o Microfitm

0 Legal Sizel 0 Computer Tape
O Bound Book O Floppy Disk

0 Audio Tape O Video Tape

0 Other {Specify)

8. RECORD SERIES SEQUENCE
O Alphabeticat
O Mumerical
& Chronological
0 Geographical

D Other (Specify)

9. VOLUME
X3 File Drawer(s)
o Microfim Reel (s)
O Computer Tape (s)
O Ofther {Specify)
5
Number

{0. ANNUAL AccuMuLATION
O File Drawer (s)
o Microfitm Reel {s)
o Compuler Tapels)
0 Other (Specify)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
No longer used
O Daiy O Weekly O Monthy 5 o Month(s) X Year(s)
Number

13. CURREMT LOCATION(S) (Bldg . Floor, Room)

-

4. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(Il yes, specify agency ot office)

201 West Preston St., 1st Floox a  Yes o Mo
Baltimore, MD 21201
15. ACCESS RESTRICTIONS (If yes, cite faw(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes g No X None O State 0 Federal O Independent
17. 15 AN INDEX SYSTEM USED? (If yes. explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/software)
O VYes % No Five (5) years
18, RAKE AND TITLE OF PREPARER 20. TELEPHONE NUMBER
Arlene Williams 29 4 2. DATE
Secretary 5-1474 4/12/94

0GS 550-4 {Revised 1/93)




