[ DEPARTMENT OF GENERAL SERVICES Schedule No. 1629
RECORDS MANAGEMENT DIVISION Pace TR
RECORDS RETENTION AND DISPOSAL SCHEDULE | Y / 4
gency Dept. of Health & Mental Hygiene DIVISlqn/Unlt
Medical Care Policy Administration Division of Aging Services
Item ' Description : Retention
No. :

1. | ADULT DAY CARE HUMAN SERVICE CONTRACTS
Files may contain the following records: Retain for a minimum of
Program proposals, budgets, budget modifications, six (6) full years plus
awards, “contracts, site visit reports, correspondence,|current year and until
program service data and information ( eg. quarterly all audit requirements
data reports, etc.) Miscellaneous records. have been fulfilled,
then destroy.

2. | GERIATRIC EVALUATION SERVICES HUMAN SERVICE CONTRACTS
Files may contain the following records: Same as above
See #1 above

3. PERSONNEL FILES

Applications, appointment letters, commendations, Retain for six (6) years

counseling, disciplinary actions, efficiency ratings, |after employee separates

training, etc. from unit then destroy.
, 4, TIME SHEETS Retain for six (6)

years. Then destroy

5. ADMINISTRATIVE RECORDS

Employee expense accounts, Administration/Division Retain for six (6) yearsfl
budgets, correspondence related to budgets. then destroy.

6. AUDIT REPORTS — Conducted by StatgALegislative [Retain for ten (10)
Auditors years, then destroy.

7. AUDIT REPORTS - Conducted by persons or agencies other [Retain permanently,
than State Legislative Auditors periodically transfer to
State Archives.

Schedule Approved by Department, Agency,  [Schedule Authorized by State Archivist

r Division Representative. @}/
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- TYPE OR PRINT A SEFARATE FORM FOR EACH NEW
REVISED RECORD SE.RIES‘ FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1) .

DEPARTMENT OF GENERAL SERVICES .

RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 275 - JESSUP, MARYLAND 20754 Pdge / o 7
1. DEPARTMENT/AGENCY 2. DIVISION 3 unn
Dept. of Health & Mental Medical Care Policy Division of Aging Service*
| Hygiene : Administration

bEFINITION - Records Sertes - A proup of related records normally fled and uned a1 & unit for reference a3

weil 48 retention and dlspstltion purpoddd.

4. RECORD $ERIES HTLE

Adult Day Care Human Service Contracts (grants)

§. EARLIEST YEAR ) LATETEST YEAR

1987-10.1994

8. RECORD SERIES DESCRIPTION ( Briely descrbe the lypes.ol information/documentsAorms found In the Series. Include the purpose o funcion of the Serles)

Proposals..and budgets submitted by providers and all follow-up information.
This may also include site visit reports conducted by this Division.

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
&KXl Drawer(s)
xf Letter Size o Microfilm X% Aphabelical o Microtim Reel (s)
o Compeder Tape (s)
xR Lleoal Size 0 Computer Tape O Numericat O Other {Specify)
S .
0 Bound Book D Floppy Disk © Chronologreal Number
o Audio Tape O Video Tape D Geographical fo. AMNUAL AccUluLATION
¢ File Drawer (s)
O Other (Specify) O Other (Spacity) o Mictofim Reel (s)
O Compuler Tape(s)
O Other (Specily)
Number
41. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy Oy feekly O Monthly Year(s)

Number

<8 Month(s) o

13, CURRENT LOCATION(S) (Bldg . Floor, Room)
Outside of room 128, 1st Floor,

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (! yes, specify agency ot office)

O0'Conor Bldg. o e X3 Mo
15, ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) | 16. AUDIT REQUIREMENTS
O Yes xx% No o None Ry Stale o Federal O Independent

17. 15 AN INDEX SYSTEM USED? (If yes. explain brielly and
describe any hardware/software)

T Yes

Gxtlo

18. RECOMMENDED RETENTION

Retain for a minimum of six (6)
full 'years and current year or until audit
requirements have been fulfilled,. then destroy.

I

16. RAME AND TITLE OF PREPARER
Douglas C. Sommers

20. TELEPHONE NUMB»ER
(410) 225-6764

21. DATE
4/12/94

DGS 850-4 (Revised 1/93)




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

DEPARTMENT OF GENERAL SERVICES |

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION :

7275 WATERLOO ROAD
P.O BOX 275 - JESSUP, MARYLAND 20794

Pdge 2 of 7 :

1. DEPARTMENT/AGENCY
Dept. of Health & Mental
Hygiene

2. DIVIstoN
Medical Care Policy

i UNIT

Div. of Aging Services

-t
X! LIY

BEFINITION - Records Serles - A group of related records normally Aled and used as & unit for reference as wil & retention and dispotiion puthoddd.

4. RECORD $ERIES HITLE

(grants)

Geriatric Evaluation Services Human Service Contracts

8. EARUIESY YEAR ) LATETEST YEAA
1987 10 1994

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

Proposals and budgets submitted by providers and all follow-up information.

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME

XX Flle Drawei(s)

XX Lefter Size D Microlilm XX Alphabetical o Microfilm Reel (s)
O Compuer Tape (s)
’a(LEQal Size © Compuler Tape o Numerical 5 O Other (Specify)
O Bound Book o Floppy Disk O Chronologrcal Number
0 Audio Tape D Video Tape D Geographical {0. ANNUAL AcculiutAtion
JBXFile Drawer {s)
0 Other (Specity) O Other (Spacily) o Microfitm Ree! (s)
o Computer Tape(s)
0O Other (Specif
11/2 (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daiy xx& Weekly O Monthly 36 XX Monh(s) O Years)
Number
14 CURREJ Loc 1ON(S) (Bldg Fl%l Rogm} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes, specify agency ot office)
room 12 1st Floor
0'Conor Bldg. O Yes RxNo
15, ACCESS RESTRICTIONS (If yes, cite law(s) & reguiation(s) | 16. AUDIT REQUIREMENTS
O Yes ¥BX No O None XX Stale o Federal o Independent

17. 15 AN INDEX SYSTEM USED? (If yes. explain briefly and
descrbe any hardware/software)

O Yes

Uxﬁo

18. RECOMMENDED RETENTION  _ Retain for a minimum of 51x (6)

full years and current year or until audit SRR
requirements have been fulfilled then destroy

A

10, RANE AND TITLE OF PREPARER
Douglas C. Sommers

20. TELEPHONE NUMBER
(410) 225-6764

21. DATE
4/12/94

DGS 550-4 (Revised 193)




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

DEPARTMENT OF GENERAL SERVICES .

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DMISION :

7215 WATERLOO ROAD q

P.O. BOX 275 - JESSUP, MARYLAND 20794 Pdge of

{. DEPARTMENT/AGENCY
Dept. of Health & Mental

A - - e
ﬁ.dﬂ!!:ﬁ-l-sﬁt&‘_ TOIr

1. uNir

Div.of Aging Services

3, pvisioN
Medical Care Policy

DEFIHITION - Records Serles - A group of retated records normally filed and used 2 2 unit for refarence as weil a¢ tetenfion and dispotlion purpoddt.

4. RECORD $ERIES HITLE

PERSONNEL FILES

5. EARUEST YEAR ) LATETEST YEAR
1987  1o___ 1995

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of information/documentsforms found In the Series. Include the purpose of function of the Serles)

Personnel Files - applications, appointment letters, commendations, counseling,

disciplinary actions, efficiency ratings, training, etc.
)
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
XX Flle Diawer(s)
Xtk Letter Size o Microfitm xG Alphabelical o Microfilm Reel {s) -
O Compider Tape (s)
X% Legal Size o Compuler Tape o Numerical O Other (Specify)
O Bound Book o Floppy Disk XX Cheonologreal Number
0 Audo Tape O Video Tape D Geographical {0. ANNUAL AccubiutAtiok
XX Eile Drawer (s)
O Other {Specify) © Other {Specily) @ Microfilm Reel (s)
O Computer Tape(s)
1 /6 O Other (Specify)
Number
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
o Daiy O Weekly XX Monthly 6 o Month(s) xR Year(s)

Number

13. CURRENT LOCATION(S) (Bldg . Floor, Room)
Outside of room 128, 1st

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

Floor, O'Conor Bldg. o Yes xB Mo
15. ACCESS RESTRICTIONS (if yes, cite law{s) & regutation(s) 16. AUDIT REQUIREMENTS
O Yes X No O None X Stale 0 Federal o Independenf

17. 1S AN INDEX SYSTEM USED? (f yes, explain briefly and
describe any hardware/software)

O Yes o No

18. RECOMMENDED RETENTION — Retain for-sik=€6)-years=sr-=
after employee separates from unit then destroy.

{8, RAKE AND TITLE OF PREPARER

Douglas C. Sommers

20. TELEPHONE NUMBER
(410) 225-6764

21. DATE
4/12/94

DGS 550-4 (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

RECORDS MANAGEMENT OIVISION

7215 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794

SERVICES . AGENCY RECORDS INVENTORY

Pdge LII of 7:

1. DEPARTMENT/AGENCY
Dept. of Health & Mental

3. pwisioN

Medical Care Policy Adm.

3 uNT

Div. of Aging Services

Hygiene . . ] ]
Y%EFIMIION - Rocords Sertes - A group of related records normally Aled end used av 2 unlt for reference as well ¢ retention and dispotlion puipodid.

4. RECORD $ERIES HTLE

TIME SHEETS

§. EARLIEST YEAR I LATETEST YEAR

~198770___.1995

Time Sheets for staff members, past and current.

8. RECORD SERIES DESCRIPTION ( Brielly describe the lypes of information/documentsdorms found In Ihe Sesies. Include the purpose of funclion of the Serles)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
xR Fle Drawer(s)

e Letter Size o Microfim XXX Alphabetical o Microlim Reel (s)
O Compider Tape (s)
XX egal Size 0 Computer Tape 0 Numerical 1 O Other (Specify)
0 Bound Book o Floppy Disk O Chionologreal Number
0 Audio Tape D Video Tape o Geographical {0. ANNUAL AccuitutAriol
XX0 File Drawer (s)
D Other (Specify) O Other (Spectly) o Microfilm Reel (s)
D Compuler Tapels)
, © Other {Specily)
1/6
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly XX Monthly 6 o Month(s) xm  Yearls)
Number

13. CURRENT LOCATION(S) (Bldg . Floor, Room)
Outside room 128, 1st floor

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (! yes, specily agency or office)

0'Conor Bldg. o Yes % e
15, ACCESS RESTRICTIONS (If yes, cite law{s) & regulatien(s) 16. AUDIT REQUIREMENTS -
O Yes xx No O None B S State O Fedetal O Independent

17. 15 AN INDEX SYSTEM USED? (If yes, explain briefly and
descrbe any hardware/software) :

O Yes a No

18. RECOMMENDED RETENTION

then destroy.

- Retain for six (6) years

16. HAME AND TITLE OF PREPARER
Douglas C. Sommers

20. TELEPHONE NUMBER
(410) 225-6764

21. DATE
4/12/94

DGS 5504 {Revissd 1/93)




~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES | AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DMISION :
SCHEDWLE (OGS 550-1) 7275 WATERLOO ROAD 5 7
P.O. BOX 275 - JESSUP, MARYLAND 20794 Pdge o
.’ri. DEPARTMENT/AGENCY 2. OIVISION : 3 ulir
Medical Care Polic Division of Aging Services
Dept. of Health & Mental Ad tion y g1ng

yéﬂﬁﬂo” fecords Serdes - A group of relsted records narmally Aled and vesd 2e ¢ unlt for reference as well #s tetention and dispaslon purpoddb.

4. RECORD $ERIES HITLE

Administrative Records

§. EARUIEST YEAR J LATETEST YEAR
1987 101995

& RECORD SERIES DESCRIPTION ( Briefly descrbe the lypes of informatior/dacumentsfiorms found In the Series. Include the purpose of funclion of the Serles)

Administrative records of employee expense accounts, administration/division
budgets, correspondence related to budgets.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
xx% Flle Drawer(s}
X¥%--Letter Size o Microfilm ¥Xaiphabetical o Microfilm Reel {s)
O Compuer Tape (s)
RxLegal Size o Computer Tape 0 Numerical O Othet (Specily)
o ‘ !
O Bound Book O Floppy Disk XX¥ chronologrcal Number
O Audio Tape O Video Tape 0 Geographical {0. AMNUAL AccufiutAtiol
O File Drawer (s)
O Other (Specity) O Other {Specity) 0 Microfim Reel (s)
o Computer Tape(s)
O Other {Speciy)
Number

1. FILE IS USED

o Daily O Weekly X% Monthly

12. FILE BECOMES INACTIVE AFTER

6 0 Monihis) 3 Years)
Number

13. CURRENT LOCATION(S) (Bldg . Floor, Room)
Qutside of room 128, 1st
floor, O'Conor Bldg.

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specily agency o office)

0 Yes ' o No

15. ACCESS RESTRICTIONS (I yes, cite law(s) & regutation(s)

0O Yes . atho

16. AUDIT REQUIREMENTS

O None XX stare o Fedetal O  Independent

17. 15 AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/sofliware)

g Yes o No

18. RECOMMENDED RETENTION — Retain in office for 6 years and
then destroy. . . - - e e T

[V - .

BT .t N A

>

{19, RANE AND TITLE OF PREPARER
. Douglas C. Sommers

20. TELEPHONE NUMBER 21. DATE
(410) 225-6764 4/12/94

0GS 550-4 [Revised 1/93)
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~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES | AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION | - RECORDS MANAGEMENT DIVISION :
SCHEOULE {0GS 550-) : 7275 WATERLOO ROAD )
’ P.0. BOX 275 - JESSUP, MARYLAND 20794 Pdge lﬂ of /7
‘ 1. DEPARTMENTAGENCY 2. DIVISION : 3 Uit
Dept. of Health & Mental Medical Care Policy Admin{ Div. of Aging Services
gEFlNlTION - Records Serles - A group of refated records normally Rled and used e ¢ unit for reference as well a8 retenion and dieposiion purpotdd.
4. RECORD $ERIES NTLE . 5. EARLIEST YEAR ) LATETEST YEAR
. 10
Audit Reports - 198701995

8. RECORD SERIES DESCRIPTION ( Briefly describe the Iypes of information/documentsfforms found In the Series. Include the purpose or funclion of the Serles)

Audit Reports conducted by State Legislative Auditors.

7. RECORD SERIES FORMAY(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
x$ Flle Drawer(s)
Pyletter Sze o Microfitm % Gy ffphabetical o Microfilm Reel {s)
. O Compuer Tape (s)
lt(.lxlegal Sue 0 Computer Tape w0 Numerical O Other (Specify)
] TS .
‘ O Bound Book O Floppy Disk xx3P Chronological Number
o Audo Tape O Video Taps 0 Geographical 10. ANNUAL AccUluLATioN
XR File Drawer (s)
O Other (Specily) O Ofher (Specily) © Microfilm Reel (s)

o Compuler Tape(s)
O Other (Specify)

Number
1. FILE 1§ USED ~ | 12 FILE BECOMES INACTIVE AFTER
O Daily O Weekly xx0O Monihly 6 O Monthis) &  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg , Floor, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? ({!f yes, specily agency ot office)
Outside of room 128, 1st floor .
0'Conor Bldg. o Yes . woexio
15. ACCESS RESTRICTIONS (If yes. cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes . X% No : o None x8 State O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (If yes. explain briefly and 18. RECOMMENDED RETENTION . ) :
describe any hardwarelsoftware) —~ Retain for temn (10) years
then destroy. '

O Yes a No
{6. NAKE AND TITLE OF PREPARER 20. TELEPHOME NUMBER 21. DATE
‘- Douglas C. Sommers (410) 225-6764 4/12/94

DGS 550-4 [Revised 1/93)




SCHEDWLE {DGS 550-1f

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

DEPARTMENT OF GENERAL SERVICES .
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

72715 WATERLOO ROAD
$.0. BOX 275 - JESSUP, MARYLAND 20794

Pdge q of ,7

Dept. of Health & Menal
Hygiene :

2. DIVISION
Medical Care Policy Adm.

3 uNit
Div. of Aging Services

DEFINITION - Records Serles - A group of related records normally filed and uned a8 & unit for reference as

wi

oll 43 retention and disporiion purboddd.

4. RECORD $ERIES NITLE

Audit Reports

—_—

. EARLIEST YEAR ) LATETEST YEAR

1987 10_1995

Auditors.

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of information/documentsiforms found In Ihe Series. Include the purpose of function of the Serles)

Audit Reports conducted by persons or agencies other than State Legislative

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
Xx% Flle Drawer(s)
BA elter Size o Microfilm X% Aphabelical o Microfim Reel (s)
: O Compuer Tape (s)
B egal Size O Compuler Tape o Numerical O Other (Specily)
—1
O Bound Book o Floppy Disk X% Chionologicat Number
O Audo Tape G Video Tape O Geographical 10. AMNUAL AccuitutAriol
XX® File Drawer (s)
O Other {Specify) O Other (Specily) o Microfim Reel (s)
o Computer Tapels)
O Other (Specif
1/6 {Specify) h
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly G yMonthly 6 O Month(s) .0  Year(s)
Number

13. CURRENT LOCATION(S) (Bidg . Floor, Room}
OUtside of room 128, 1st Floor

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

(if yes. specify agency ot office}

Y
O'Conor Bldg. 0T x% No
15, ACCESS RESTRICTIONS (f yes, cile law(s) & regiation(s) 16. AUDIT REQUIREMENTS
o Yes x® No D None GyStale o Federal O Independent

17. 1 AH INDEX SYSTEM USED? (I yes. explain briefly and
describe any hardware/software)

transfer to State Archives

18. RECOMMENDED RETENTION — Retain permamently, periodically

g Yes a No
18. NAKE AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Douglas C. Sommers (410) 225-6764 4/12/94

DGS 550.4 (Revised 1/93)




