DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

SCHEDULE
NUMBER 0390

PAGE _1 OF _9

RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF HEALTH & MENTAL HYGIENE

Deputy Secretariat for Operations ~ Office of Planning and Capital Financing
SECRETARIAT/ADMINISTRATION OFFICE/DIVISION BOARD/UNIT

Item No. Description of Records (Programs, Forms, etc.) " Retention
L PERSONNEL FILES
This series includes papers pertaining to | Maintain folders for all active employees;
individual employees in this office/unit. Each screen periodically. Destroy information
folder may contain copies of some or all of the which is over 5 years old and no longer
following documents: : needed. When employee leaves, move
' folders to inactive file. Retain for 5 years
A. Application } ’ or until audited, then destroy.
B. MS 22
C. Personnel Correspondence
D. Employee Correspondence
E. Reclassification Information
F. Resignation Letter
2. PERSONNEL MEDICAL FILES
This series consists of documentation provided Screen periodically. Destroy information
by employees for sick leave of 5 or more * | which is over 5 years old and no longer
consecutive days and documentation for ongoing | needed. When employee leaves, move
medical problems. folders to inactive file. Retain for 5 years
or until audited, then destroy.
$——l
APPROVED BY: (DHMH Official) . AUTHORIZED BY: (State Archivist)
‘ 98
DATE: _June /] / paTE: _AUS 241
SIGNATURE SIGNATURE g ; e 4,, ;‘ . A ’
NAME/TITL lizabeth G. Barnard, Director NAME/TITLE -
_————\_'—__—'é__—————-—._l
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DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER NUMBER 2020
RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF HEALTH & MENTAL HYGIENE
Deputy Secretariat for Operations  Office of Planning and Capital Financing

SECRETARIAT/ADMINISTRATION OFFICE/DIVISION BOARD/UNIT
Item No. Record Series Description Retention
3. GENERAL ADMINISTRATIVE FILES
This series contains the record copy of incoming | Screen files periodically; destroy
correspondence. It includes correspondence information which is over 5 years old and
between the Office of Planning and Capital no longer needed.

Financing and the Department of Health and
Mental Hygiene (DHMH) facilities, as well as
correspondence with other DHMH offices and
other State agencies. This series also includes
information handouts from other DHMH offices
and State agencies.

4. OFFICE/DEPARTMENT ARCHIVAL FILES

This series contains information screened from Retain in office until no longer needed,
files which shows the development of the office then transfer to the Maryland State
and/or DHMH. These files include a copy of the | Archives.

DHMH Executive Plan for the years 1983-1989.

5. | READING FILE
The Reading file is an annual file, in Retain in office for 5 years, transfer to
chronological sequence, of the "record" copy of State Records Center for 5 more years,
all outgoing correspondence. then destroy.

6. TIMEKEEPING FILES

This series is a compilation of timekeeping sheets | Retain in office for 5 years until audit
for each employee in the unit. requirements have been met, then destroy.

DGS 550-1 (DHMH) Continuation Sheet opcfretn.sch;wp29




Item No.

STATE RECORDS CENTER

RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES

DEPARTMENT OF HEALTH & MENTAL HYGIENE

Deputy Secretariat for Operations
SECRETARIAT/ADMINISTRATION

Office of Planning and Capital Financing
OFFICE/DIVISION BOARD/UNIT

SCHEDULE
NUMBER K020

PAGE 3 OF 9

Record Series Description

Retention

7.

CAPITAL IMPROVEMENT PROGRAM CIP
NOTEBOOKS

The CIP provides funding for capital projects at
DHMH facilities. This record series includes
notebooks containing the Department of Health
and Mental Hygiene capital improvement
program for the previous 15 years. It also
includes CIP forms and correspondence between
OPCF and the Department of Budget and
Management.

PROGRAM STATEMENT FILES

This series contains a copy of all DHMH requests
for a capital project. Each capital project file
contains all documents relating to the preparation
of a program statement and the request for capital
funding for the project. Each folder may contain
some or all of the following documents:

A. Detailed program statement

B. Correspondence between Office of
Planning and Capital Financing and
facility requesting project

C. Correspondence between Office of
Planning and Capital Financing and the
Departments of Budget & Management
(DBM) and General Services (DGS)

D. Prior submissions of program statement
“to DBM and DGS

DGS 550-1 (DHMH) Continuation Sheet

Retain in office for 10 years, transfer to
State Records Center for 5 more years,
then destroy.

Retain in office for 5 years after project is
completed or after project is put on hold.
Transfer to State Records Center for 10
more years, then destroy.

opcfretn.sch;wp29




DEPARTMENT OF GENERAL SERVICES

SECRETARIAT/ADMINISTRATION

STATE RECORDS CENTER

RECORDS RETENTION AND DISPOSAL SCHEDULE
DEPARTMENT OF HEALTH & MENTAL HYGIENE

Deputy Secretariat for Operations

Office of Planning and Capital Financing
OFFICE/DIVISION

SCHEDULE
NUMBER K030

PAGE _4 OF_9

BOARD/UNIT

A

This series contains all DHMH documentation of
the need for accessibility modifications at DHMH
facilities. These records include:

General Files -
Department-wide correspondence with
other agencies ‘

Individual facility files with all versions of
transition plan for that facility

Videotapes of bathrooms, bedrooms,
parking areas, etc. needing modification

Annual Requests for Access Maryland
Funds

ADA Transition Plans

Individual Project Files

Item No. Record Series Description Retention
9. HANDICAPPED-ACCESS PROGRAM FILES

A. B. and C. ) Retain in office until no
longer active; transfer to State Records
Center for 10 years, then destroy.

D. and E. ) Retain in office for 5 years;
transfer to State Records Center for 10
more years, then destroy.

F. ) Retain project files in office for 5
years beyond completion date or deferral
date; transfer to SRC for 10 years, then
destroy.

DGS 550-1 (DHMH) Continuation Sheet

records.frm;wp29




Deputy Secretariat for Operations
SECRETARIAT/ADMINISTRATION

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

RECORDS RETENTION AND DISPOSAL SCHEDULE

OFFICE/DIVISION

SCHEDULE
NUMBER 20 2 :

PAGE 5 OF 9

DEPARTMENT OF HEALTH & MENTAL HYGIENE
Office of Planning and Capital Financing

BOARD/UNIT

Item No. Record Series Description

Retention

10. COMMUNITY BOND AND ADULT DAY
CARE FILES

This series contains all DHMH documentation
pertaining to the projects funded through this
grant program. These records include:.

A. Grant Application

B. Approval Letter

C. Board of Public Works Agenda Item
D. Grant Payment Requests

E. Other Project Correspondence

DGS 550-1 (DHMH) Continuation Sheet

Retain in office for 5 years; transfer to
State Records Center for an additional 25
years, then destroy. (State has 30-year
right-of-recovery).

opcfretn.sch;wp29




DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

SCHEDULE
NUMBER 300
RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF HEALTH & MENTAL HYGIENE

Deputy Secretariat for Operations  Office of Planning and Capital Financing
SECRETARIAT/ADMINISTRATION OFFICE/DIVISION

BOARD/UNIT

Item No. Record Series Descfiption Retention

11. NURSING HOME BOND FILES

This series contains all DHMH documentation Transfer to State Records Center until 15
pertaining to the projects funded through this years old, then destroy. (State hasa 15-
grant program. These records include: year right-of-recovery.)

A Grant Application

B. Approval Letter

C Béard o‘f Public Works Agenda Item
D. Grant Payment Requests

E. Other Project Correspondence .

12. PROPERTY T ACTI

This series contains documents relating to lessees | Retain in office until no longer active;

who occupy space at DHMH facilities. These transfer to State Records
records include: Center for 10 years, then destroy.
A. Correspondence
B. Leases
C. Easements
D. Right-of-way Documents
E. Memorandums of Understanding
DGS 550-1 (DHMH) Continuation Sheet records.frm;wp29




DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

RECORDS RETENTION AND DISPOSAL SCHEDULE
DEPARTMENT OF HEALTH & MENTAL HYGIENE

Deputy Secretariat for Operations Office of Planning and Capital Financing
SECRETARIAT/ADMINISTRATION OFFICE/DIVISION BOARD/UNIT

SCHEDULE
NUMBER 2020

PAGE 7 OF 9

Item No. Record Series Description

Retention

13. HISTORIC PRESERVATION FILES

This series contains copies of all reports of
historic architecture and archeological studies of
DHMH facilities.

14. MAP FILES

The map files contain maps of each DHMH
facility. These files include property, tax, zoning,
topography, site, and highway maps.

Retain in office until no longer needed,
then transfer to the Maryland State
Archives.

Retain in office until superseded or
updated, or until facility is no longer under
DHMH control. Then transfer to receiving
State agency, or retain in office 5 years
after property transfer occurs; transfer file
to SRC for 10 years, then destroy.

_—
DGS 550-1 (DHMH) Continuation Sheet

opcfretn.sch;wp29




DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

SCHEDULE
NUMBER 2020
PAGE 8 OF 9

DEPARTMENT OF HEALTH & MENTAL HYGIENE

Deputy Secretariat for Operations Office of Planning and Capital Financing
SECRETARIAT/ADMINISTRATION OFFICE/DIVISION BOARD/UNIT

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item No. Record Series Description Retention

15. MARYLAND COMMISSION ON WOMEN'S
HEALTH '

This series includes all records pertaining to the
formation of the Commission and its work to
date. These records include:

A. Executive Orders A. - E.) Permanent; retain in office for 10
years, then transfer to Maryland State

B. Briefing Books Archives.

C. Agenda

D. Minutes

E. Reports Generated by Commission

F. Correspondence F. - . )Retain in office for 10 years;
transfer to State Records Center for 5

G. Expo Materials years, then destroy.

H. Articles and Pamphlets on Women's

Health Issues

L Mailing Lists

_—‘——_ ———

—_— e e —— = ——————
DGS 550-1 {DHMH) Continuation Sheet. ) opcfretn.sch;wp29




Item No.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

RECORDS RETENTION AND DISPOSAL SCHEDULE
DEPARTMENT OF HEALTH & MENTAL HYGIENE

Deputy Secretariat for Operations Office of Planning and Capital Financing
OFFICE/DIVISION

SECRETARIAT/ADMINISTRATION

Record Series Description

SCHEDULE
NUMBER 4020

PAGE 9 OF 9

BOARD/UNIT

Retention

16.

SPECIAL PROJECTS

This series includes support documentation and
special reports developed by the unit at the
request of the Secretary or legislature:

A. Reports

B. Support Documentation

DGS 550-1 (DHMH) Continuation Sheet

Permanent; retain reports in office for 10
years, then transfer to Maryland State
Archives.

Retain in office until no longer needed;
transfer to State Records Center for 10
years, then destroy.

—
opcfretn.sch;wp29



.| INSTRUJCTIONS - Type or print a s¢parate
form for each new 1evised record series
Forward with Records Retention Schedule
(DGSS50-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

PAGE_1 oF_ 16
7275 WATERLOO ROAD

P.0. BOX 275 * JESSUP. MARYLAND 20734

1. DEPARTMENT/AGENCY 2. DIVISION

3. UNIT
Office of Plamning

Dept. Health & Mental Hygiene ' Deputy Secretary for Operations & Capital Financing !

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE
PERSONNEL FILES

5. EARLIEST YEAR/LATEST YEAR
1988 TO __ 1998

A. Application

B. MS 22

C. Persomnel Correspondence

D. Employee Correspondence

E. Reclassification Information
F. Resignation Letter

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documentation/forms found in the Series. Include the purpose or function of the Series)

This series includes papers pertaining to individual employees in this office/unit. Each folder may contain
copies of some or all of the following documents:

O Daily RWeekly OMonthly

7. RECORD SERIES FORMAT(S) 8. RECORDS SERIES SEQUENCE 9. VOLUME
O Letter Size O Microfilm R Alphabetical X File Drawer(s)
O Microfilm Reel (s)
X Legal Size O Computer Tape 0O Numerical O Computer Tape(s)
O Other (specify)
O Bound Book O Floppy Disk O Chronological
QO Audio Tape O Video Tape O Geographical Number- 1 file drawer
O Other (Specify) O  Other (Specify) 10. ANNUAL ACCUMULATION
X File Drawer(s)
0O Microfilm Reel(s)
O Computer Tape(s)
O Other (Specify)
/4
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

Number 5 OMonth(s) XJYear(s)

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

201 West Preston Street, Rm. 505
Baltimore, Maryland 21201

. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)

X Yes DUMH Persomnel Unit. =~ T No

Barbara Nelson, Admin. Aide

15. ACCESS RESTRICTIONS (if yes, cite laws) & 16. AUDIT REQUIREMENTS
regulation(s) ] :
X Yes 0O No O None XState OFederal Olndependent
17. IS AN INDEX SYSTEM USED? (if yes, explain 18. RECOMMENDED RETENTION.
briefly and describe any hardware/software) .
Maintain folders for all- active employees; screen periodically. Destroy
No information which is over 5 years old and no longer needed. When

employees leaves, move folders to inactive file. Retain for 5 years
or until audited, then destroy.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

410-767-6816 May 6, 1998

DGS 550-4 (Revised 1/93)




INSTRUCTIONS - Type or print a separate
form for each new revised record serfes
Forward with Records Retention Schedule
(DGS550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.0. BOX 275 * JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

PAGE_ 2 or 16

1. DEPARTMENT/AGENCY

Department of Health and
Mental Hvgiene

2. DIVISION

Deputy Secretary for Operations

3. UNIT Office of Plamning
and Capital Financing

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention'and disposition purposes

4. RECORD SERIES TITLE

PERSONNEL MEDICAL FILES

5. EARLIEST YEAR/LATEST YEAR
1990 TO 1998

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documentation/forms found in the Series. Include the purpose or function of the Series)

This series consists of documentation provided by employees for sick leave of 5 or more consecutive days
and documentation for onsoing medical problems. ‘

7. RECORD SERIES FORMAT(S)

8. RECORDS SERIES SEQUENCE

9. VOLUME

O Letter Size O Microfilm ¥ Alphabetical &t File Drawer(s)
O Microfilm Reel (s)
R Legal Size O Computer Tape O Numerical O Computer Tape(s)
O Other (specify)
O Bound Book O Floppy Disk Q Chronological
a Audio Tape O Video Tape 0O Geographical Number - 1/2 of a file drawer
O Other (Specify) 0O  Other (Specify) 10. ANNUAL ACCUMULATION
B File Drawer(s)
O Microfilm Reei(s)
0O Computer Tape(s)
O Other (Specify)
1/8 .
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily XWeekly OMonthly Number __ 5 OMonth(s) XYear(s)

13. CURRENT LOCATION(S) (Bldg. Floor, Room)
201 West Preston Street, Room 505

Baltimore, Maryland 21201

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

O Yes

15. ACCESS RESTRICTIONS (If yes. cite laws) &
regulation(s)
X Yes O No

16. AUDIT REQUIREMENTS

O None XState

DOindependent

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

No

18. RECOMMENDED RETENTION

Screen periodically. Destroy information which is over 5 years old and
no longer needed. When employee leaves, move folders to inactive
file. Retain for 5 years or until audited, then destroy.

19. NAME AND TITLE OF PREPARER

Barbara Nelson, Admin. Aide

20. TELEPHONE NUMBER

410-767-6816

21. DATE

May 6, 1998

DGS 550-4 (Revised 1/93)

L




lNSTR‘-UCTIONS - Type or print a separate
form for each new revised record series

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

Forward with Records Retention Schedule PaGE__3 __oF__16
(DGSS550-1) 7275 WATERLOO ROAD

P.0. BOX 275 * JESSUP. MARYLAND 20734
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

Department of Health and
Mental Hygiene

Depur:y Secretary for Operations

Office of Plamming and
Capital Financing

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE
GENERAL ADMINISTRATIVE FILES

5. EARLIEST YEAR/LATEST YEAR
1990 1o 1998

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documentation/forms found in the Series. Include the purpose or function of the Series)

This series contains the record copy of incoming correspondence.

It includes correspondence between the

Office of Planning and Capital Financing and the Department of Health and Mental Hygiene (DHMH) facilities,

as well as correspondence with other DHMH offices and other State agencies.

This series also includes

information handouts from other DHMH offices and State agencies.

7. RECORD SERIES FORMAT(S) 8. RECORDS SERIES SEQUENCE 9. VOLUME
O Letter Size O Microfilm R Alphabetical X2 File Drawer(s)
O Microfilm Reel (s)
b4 Legal Size O Computer Tape O Numerical O Computer Tape(s)
O Other (specify)
O Bound Book O Floppy Disk O Chronological
O Audio Tape 0 Video Tape O Geographical Number- 6 file drawers
O Other (Specify) O  Other (Specify) 10. ANNUAL ACCUMULATION
& File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
O Other (Specify)
34
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
N Daily OWeekly OMonthly Number __ 5 OMonth(s) XiYear(s)
13. CURRENT LOCATION(S) (Bldg, Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
201 West Preston Street, Room 505
Baltimore, Maryland 21201 Q Yes R No
15. ACCESS RESTRICTIONS (If yes. cite laws) & 16. AUDIT REQUIREMENTS
regulation(s) .
O Yes X No O None OState OFederal Olndependent
17. IS AN INDEX SYSTEM USED? (if yes. explain 18

briefly and describe any hardware/software)

No

. RECOMMENDED RETENTION

Screen files periodically; destroy information which is over 5 years
old and no longer needed. !

19. NAME AND TITLE OF PREPARER

Barbara Nelson, Admin. Aide

20.

TELEPHONE NUMBER 21. DATE

401-767-6816 May 6, 1998

DGS 550-4 (Revised 1/93) -




INSTRUCTIONS - Type or print a separate
Xform for each new revised record series
Forward with Records Retention Schedule
(DGS550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.0. BOX 275 * JESSUP, MARYLAND 20734

| AGENCY RECORDS INVENTORY

PAGE_4 _oF__16

1. DEPARTMENT/AGENCY
Dept. Health & Mental Hygiene

2. DIVISION
Deputy Secretary for Operatioms

3. UNIT  Office of Planning

and Capital Financing

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE

OFFICE/DEPARTMENT ARCHIVAL FILES

5. EARLIEST YEAR/LATEST YEAR

1983 TO Present

[ 6. RECORD SERIES DESCRIPTION (Briefly describe the type§ of information/documentation/forms found in the Series. Include the purpose or function of the Series)

This series contains information screened from files which shows the development of the office and/or DHMH.
These files include a copy of the DHMH Executive Plan for the years 1983 - 1989.

7. RECORD SERIES FORMAT(S)

8. RECORDS SERIES SEQUENCE

9. VOLUME

O Letter Size O Microfilm O Alphabetical & File Drawer(s)
O Microfilm Reel (s)
X Legal Size O Computer Tape 0O Numerical O Computer Tape(s)
O Other (specify)
¥ Bound Book O Floppy Disk 3P Chronclogical
O Audio Tape 8 Video Tape O Geographical Number - 1/2 of a file dr
O Other (Specify) O  Othes (Specify) 10. ANNUAL ACCUMULATION
X File Drawer(s)
O Microfilm Reel(s)
0O Computer Tape(s)
0 Other (Specify)
1/12
' Number
! 11. FILEIS USED 12. FILE BECOMES INACTIVE AFTER
i
! .
‘O Daily OWeekly '  BMonthly Number __ 15 OMonth(s) BEvear(s)

13. CURRENT LOCAﬂOﬁ(S) (Bldg, Floor. Room)
201 West Preston Street, Rm. 505

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

Baltimore, Maryland 21201 O Yes X2 No

15. ACCESS RESTRICTIONS (If yes, cite laws) & 16. AUDIT REQUIREMENTS -

regulation(s) : : -
O Yes X No X3 None OState OFederal Olndependent

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

No

18. RECOMMENDED RETENTION

Retain in office until no longer needed, then transfer to the Maryland

State Archives.

19. NAME AND TITLE OF PREPARER

Diamne White, Health Plamner IV

20. TELEPHONE NUMBER

410-767-6822

21. DATE

June 22, 1998

DGS 550-4 (Revised 1/93)




INSTRUCTIONS - Type or print a separate
form for each new revised record series
Forward with Records Retention Schedule
(DGS550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.0. BOX 275 * JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

PAGE_D __oF__ 16

1. DEPARTMENT/AGENCY

Dept. Health & Mental Hygiene

2. DIVISION

Depuﬁy Secretary for Operations

3. UNIT

Office of Plamning & Capital Finan.

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE

READING FILE

5. EARLIEST YEAR/LATEST YEAR
1989 1o 1998

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documentation/forms found in the Series. Include the purpose or function of the Series)

The Reading file is an annual file, in chronological sequence, of the "record" copy of all outgoing

correspondence.

7. RECORD SERIES FORMAT(S)
O Letter Size 0 Microfilm

X Legal Size O Computer Tape

8. RECORDS SERIES SEQUENCE
O Alphabetical

0O Numerical

9. VOLUME

& File Drawer(s)
O Microfilm Reel (s)
O Computer Tape(s)
O Other (specify)

O Bound Book O Floppy Disk ¥ Chronological
0O Audio Tape O Video Tape 0O Geographicai Number- 1 and 1/2 file drawers
O Other (Specify) O  Other (Specify) 10. ANNUAL ACCUMULATION
X File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
O Other (Specify)
V.S
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
® Daily OWeekly CMonthly Number __ 5 OMonth(s)

13. CURRENT LOCATION(S) (Bldg, Floor, Rogm 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

201 West Preston Street, Room
Baltimore, Maryland 21201

X Yes Other individual files

15. ACCESS RESTRICTIONS (If yes, cite laws) &

regulation(s)
O Yes X No

16. AUDIT REQUIREMENTS

X None OState

Oindependent

17. 1S AN INDEX SYSTEM USED? (If yes, explain 18. RECOMMENDED RETENTION

briefly and describe any hardware/software)

No

5 more years, then destroy.

Retain in office for 5 years, transfer to State Records Center for

19. NAME AND TITLE OF PREPARER

Barbara Nelson, Admin. Aide

20. TELEPHONE NUMBER

410-767-6816

21. DATE

May 6, 1998

DGS 550-4 (Revised 1/93)




*INSTRUETIONS - Type or print a separate
form for each new revised record series
Forward with Records Retention Schedule
(DGS550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION

7275 WATERLOO ROAD
P.0. BOX 275 * JESSUP, MARYLAND 20734

' AGENCY RECORDS INVENTORY

PAGE__ O oF _ 16

1. DEPARTMENT/AGENCY 2. DIVISION

Dept. Health & Mental Hygiene Deputy Secretary for Operations

3 UNIT  office of Plamning

& Capital Financing

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as weil as retention and disposition purposes

4. RECORD SERIES TITLE

TIMEKEEPING FILES

5. EARLIEST YEAR/LATEST YEAR

1988 TO 1998

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documentation/forms found in the Series. Include the purpose or function of the Series)

This series is a compilation of timekeeping sheets for each employee in the unit.

7. RECORD SERIES FORMAT(S)

O Letter Size O Microfilm

¥ Legal Size O Computer Tape
O Bound Book O Floppy Disk
O Audio Tape 8 Video Tape

8.

RECORDS SERIES SEQUENCE

¥ Alphabetical

O Numerical
0O Chronological

O Geographical

9. VOLUME

K File Drawer(s)
0O Microfilm Reel (s)
O Computer Tape(s)
0 Other (specify)

Number- 4 file drawer

briefly and describe any hardware/software)

No

O Other (Specify) O Other (Specify) 10. ANNUAL ACCUMULATION
R File Drawer(s)
0O Microfilm Reel(s)
O Computer Tape(s)
O Other (Specify)
1/4
Number
11. FILEIS USED 12. FILE BECOMES INACTIVE AFTER
O Daily Em'eekly OMonthly Number 5 ElMomli(s) Ayear(s)
13. CURRENT LOCATION(S) (Bldg, Floor. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
201 West Preston Street, Room 505
Baltimore, Maryland 21201 K& Yes _DHMH TIMEKEEPING UNIT O No
15. ACCESS RESTRICTIONS (If yes, cite laws) & 16. AUDIT REQUIREMENTS
regulation(s)
R Yes O No O None WState OFederal Oindependent
Health General Article, §§4-301 -
4-309, Annotated Code of Maryland
17. 1S AN INDEX SYSTEM USED? (If yes. explain 18. RECOMMENDED RETENTION

Retain in office for 5 years until audit requirements have been met,

then destroy.

i 19. NAME AND TITLE OF PREPARER

Barbara Nelson, Admin. Aide

20.

TELEPHONE NUMBER

410-767-6816

21. DATE

May 6, 1998

DGS 550-4 {Revised 1/93)




— |

MSTRUCTIONE - TYPE OR PRINT A SEPARATE FORM FOR EADH NEW
REVISED RECORD SER'ES. FORWARD WITH RECORDS RETENTION.
SCHEOWLE (DGS $50.9)

1. oePAnTMENTIAGENCY Dept. of

Health & Mental Hygiene -

2 omsion Deputy Secretary

DEPARTMENT OF GENERAL SERVICES
----RECORDS MANAGEMENTI DVISION... ..
1215 WATERLOO ROAD
P0. 80X 218 . JESSUP. MARYIAND 20704

" AGENCY RECORDS INVEJTORY

o 16

1 UNiv

Office of Planning]

for Operations and Capital Financing

DEFINITION - Rocards Sories - A group of relahd recdrds sormally fled and used 80 ¢ wnil tes reference o0

well g0 retonfon sad dlopesiten purpeses.

4. RECORD SERIES TITLE

Capital Improvement. Program

6. EARLIEST YEAR [ LATETEST YEAR

(cIp) FY 83 10 FY 2000

€. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of information/documents/orms found in the Series  Inchude the purpose or function of the Series)

This record series includes

and Mental Hygiene (DHMH) capital improvement program for the previous

15 years. It also includes

of Planning and Capital Financing (OPCF) and DHMH facilities, and between
OPCF and the Department of Budget and Management.
for capital projects at DHMH facilities.

notebooks containing the Department of Health
CIP forms and correspondence between the Office

The CIP provides funding

7. RECORD SENIES FORMAI(S) 0. RECORD SENES SEQUENCE 0. VOLUME
& Fie Drawei(s)
O Letter Sae Q Mciofim O Aphadclicsl O Mctoldm Reel (3)
O Computer Tape (s)
& Legs! Sze O Computer Tape 0 Numercal 3 Q Othet (Specty)
© Bound Bock O Flpoy Dsk & Chvonologreal Number
0 Avdo Tape O Video Tape D Geograhes! 10. ANKUAL ACCUMULATION
& Fie Orower (3)
O Other (Specity) @ Other (Specdy) B Mcxofim Ree! (8)
0 Computer Tape(s)
% O Other (Specttyy ____
Number -
11. FILE IS USED 12 RLE BECOMES INACTIVE AFTER
O Osiy n: Weekly .4 Monthy 10 O  Month{s) B Yem(s)
Number

13. CURRENT LOCATION(S) (8ldg . Floor, Room)
201 W. Preston St.
5th Floor, Rm. 510E

14 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. speciy agency ot offce}

& Ye Facilities,  Dept.Budge@ N
& Management, Dept. General Servicés

15. ACCESS RESTRICTIONS {f yes, cie law(s) & iagulationfs)
& Mo

O Yes

18 AUDIT REQUIREMENTS

& None o Site 0 Federal o

Independent

17. 18 AN INDEX BYSTEM USED? (f yes. explan bnefly and
descrbe ony herdwase/sofiware)

O Yes

& No

18 RECOMMENDED RETENTION Retain in office for 10 years,
then transfer to State Records Center for 5
years, then destroy.

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 1. DATE
Barry R. Stabile, (410) 767-5790 4-30-98
Adminiq;;a;g: I1 L .

DGS 8304 (Rewsea 183)




m—_

- 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 DMVISION. . ..
SCHEDULE (DGS $50.1) 7215 WATERLOO ROAD
: £0. 80X 275 - JESSUP, MARVLAND 20784 Pige __S o __16
1. DEPARTMENT/AGENCY 3 DIISION DEPUTY 4 UNMT QFFICE OF PLANNING
DEPT. OF HEALTH & MENIAL HYGIENE SECRETARY FOR OPERATIONS & CAPITAL FINANCING

DEFINITION - Recards Sortes - A group of telated rechrda asrmaily f1ad 853 Raed a5 8 Wit for saference o0
4. RECORD SERIES TITLE

well s romnfion sad Clopasi¥on purperen.

§. EARLIEST YEAR § LATETEST YEAR
Program statement files . ' . 1982 4o 1998

| 6. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of informstionvdocumenisferms found in the Series  Inchude the purpose or function of the Senies)
] The program statement files contain a copy of all DHMH requests for a capital project.

Each capital project file contains all documents relating to the preparation of a program
statement and the request for capital funding for the project. This includes a copy

of the detailed program statement, correspondence with the facility requesting the project,
and correspondence with the Depts. of Budget and Management and General Sexrvices. Each
submission of the program statement to the two other State agencies is maintained. Each
file covers the time period from initial facility request to end of comnstruction of the
project. This can take up to 10 years. A file may be used after a project is constructed

as a reference for similar projects. A project may be initiated and then put on hold
for several years before it is reactivated.

1. RECORD SERIES FORMAT(S) 0. RECORD SENES SEQUENCE 9. VOLUME
, X Fie Drawes(s)
O Letter Sae O Mcrofim R Aphabciical O Metofim Reel (3)
© Computer Tape (s)
X Legal Sae 0 Computer Tape Q Numerncal Q Other (Spectty)
G Bound Book O Fiogppy Dsk D Chionologreal Numbes
D Audo Tape O Video Tape O Geogaphcal ' 10. ANNUAL ACCUMULATION
. Fie Diawer {3)
8 Other (Specily) O Other (Specty) O Mixofim Reel (3)
: O Computer Tape(s)
O Other (Specty) _____
1/10
Numbet -

1. FILE IS USED 11 FILE BECOMES INACTIVE AFTER

o Oty B Weekly 0 Monthy : S
Number

0 Month{s) 4 Yeoni(s)

13. CURRENT LOCATION(S) (Bldg , Fioor, Room)
201 W. Preston St. A
5th Floor, Room 510B : ., 9 Ye : 8 Mo

14 13 RECORD SERIES DUPLICATED ELSEWHERE? (X yes, speclly sgency or offce)

15. ACCESS RESTRICTIONS (f yes, cle kew(s) § reguistion(s) | 16. AUDIT REQUIREMENTS

o Yes oX no X None o Sie 0 Fedural © Independent

V7. IS AN INDEX SYSTEM USEDY (i yes panbtnefly snd | 18. RECOMMENDED RETENTION
descrbe sny harowara’sohiware) ' *

_ Maintain in office for 5 years after project is
o Ye & N completed or after project is put on hold. Transfer to
' State Records Center for 10 years, then destroy.

19. NAME AND TITLE OF PREPARER 20. TELEPHMONE NUMBER . DATE

Stuart Stainman, Facilities Planner 410-767-6818 April 21, 1998

e

mm‘ﬂmqm . - e e -




INSTRUCTIONS - Type or print a separate
* form for each new revised record series

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

Forward with Records Retention Schedule paGE__9_ or_16
(DGS550-1) 7275 WATERLOO ROAD

_P.O.BOX 275 * JESSUP. MARYLAND 20734
I. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

‘ Dept. Health & Mental Hygiene

Depﬁty Secretary for Operations

Office of Plamming
& Capital Financing

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

» 4. RECORD SERIES TITLE

HANDICAPPED-ACCESS PROGRAM FILES

5. EARLIEST YEAR/LATEST YEAR

1984 1O 1998

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documentation/forms found in the Series. Include the purpose or function of the Series)
This series contains all DHMH documentation of the need for acce551b111ty modifications at DHMH facilities.

These records include:

briefly and describe any hardware/software)

No

A. General Files - Department-wide correspondence with other agencies
B. Individual facility files with all versions of tramsition plan for that facility
C. Videotapes of bathrooms, bedrooms, parking areas, etc. needing modification
D. Annual Requests for Access Maryland Funds
E. ADA Transition Plans.
F. 1Individual Project Files
7. RECORD SERIES FORMAT(S) 8. RECORDS SERIES SEQUENCE 9. VOLUME
3 Lerter Size O Microfilm 5Alphabetical R File Drawer(s)
O Microfilm Reel (s)
¥ Legal Size O Computer Tape O Numerical O Computer Tape(s)
O Other (specify)
T Bound Book O Floppy Disk O Chronological
S Audio Tape CX Video Tape O Geographical Number- 1 file drawer
3O Other (Specify) O Other (Specify) 10. ANNUAL ACCUMULATION
& File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daily OWeekly OMonthly Number _5 OMonth(s) OLYear(s)
13. CURRENT LOCATION(S) (Bldg, Floor. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
201 West Preston Street, Room 510B
Baltimore, Maryland 21201 O Yes X No
15. ACCESS RESTRICTIONS (If yes. cite laws) & 16. AUDIT REQUIREMENTS
regulation(s)
O Yes K No X None OState OFederal Olndependent
17. IS AN INDEX SYSTEM USED? (If ves. explain 18. RECOMMENDED RETENTION

A. B. and C. > Retain in office until no longer active;
transfer to State Records Center for 10 years, then destroy.

D. and E. > Retain in office for 5 years; then transfer to State Records
Center for 10 more years, then destroy.

F. > Retain project files in office for 5 years beyond completion date or
deferral date; transfer to SRC for 10 vears. then destroy.

19. NAME AND TITLE OF PREPARER

Stuart Stainman, Facilities Plamner

. TELEPHONE NUMBER

21. DATE

410-767-6818 April 22, 1998

DGS 550-4 (Revised 1/93)

T |




INSTRUCTIONS - Type or print a separate
form for each new revised record series
Forward with Records Retention Schedule
(DGS550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

PAGE _10 oF _16
7275 WATERLOO ROAD

P.0. BOX 275 * JESSUP, MARYLAND 20734

1. DEPARTMENT/AGENCY

Dept. Health & Mental Hygiene

2. DIVISION

Deputy Secretary for Operations

3. UNIT Office of Plamming

and Capital Financing

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE

COMMUNITY BOND AND ADULT DAY CARE FILES

5. EARLIEST YEAR/LATEST YEAR

1972 TO Present

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documentation/forms found in the Series. Include the purpose or function of the Series)

This series contains all DHMH documentation pertaining to the projects funded through this grant program.

These records include:

Grant Application
Approval Letter

Grant Payment Requests
Other Project Correspondence

.

moOws>

Board of Public Works Agenda Item

7. RECORD SERIES FORMAT(S)

O Letter Size O Microfilm

R Legal Size O Computer Tape

O Bound Book O Floppy Disk

8. RECORDS SERIES SEQUENCE 9. VOLUME

X Alphabetical X File Drawer(s)
) O Microfilm Reel (s)
O Computer Tape(s)
O Other (specify)

O Numerical

O Chronological

O Audio Tape G Video Tape 0 Geographical Number - 14 file drawers
O Other (Specify) O Other (Specify) 10. ANNUAL ACCUMULATION
5 File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
O Other (Specify)
1
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily OWeekly GMonthly Number __ 5 OMonth(s) XYear(s)

13. CURRENT LOCATION(S) (BIdg, Floor, Room)
201 West Preston Street, Room 510A

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

Baltimore, Maryland 21201 O Yes X No
15. ACCESS RESTRICTIONS (If yes, cite laws) & 16. AUDIT REQUIREMENTS
regulation(s)
O Yes X No X None OState OFederai Clndependent

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

No

18. RECOMMENDED RETENTION

Retain in office for 5 years; transfer to State Records Center for an
additional 25 years, then destroy. (State has a 30-year right-of
recovery).

19. NAME AND TITLE OF PREPARER

George Upperco. Health Plamner v

20. TELEPHONE NUMBER 21. DATE

410-767-6589 April 30, 1998

DGS 550-4 (Revised 1/93)




1" INSTRUCTIONS - Type or print a separate
form for each new revised record series
Forward with Records Retention Schedule
(DGS550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.0. BOX 275 * JESSUP. MARYLAND 20734

AGENCY RECORDS INVENTORY

PAGE _11 oF _16

1. DEPARTMENT/AGENCY

Dept. Health & Mental Hygiene

2. DIVISION

Deputy Secretary for Operations

3 UNIT office of Plaming

& Capital Financing

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE

NURSING HOME BOND FILES

5. EARLIEST YEAR/LATEST YEAR

1968 TO___ 1990

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documentation/forms found in the Series. Include the purpose or function of the Series)
This series contains all DHMH documentation pertaining to the projects funded through this grant

program. These records include:

A. Grant Application

B. Approval Letter

C. Board of Public Works Agenda
D. OGrant Payment Requests

E. Other Project Correspondence

Item

7. RECORD SERIES FORMAT(S)

8. RECORDS SERIES SEQUENCE

9. VOLUME

O Letter Size O Microfilm X Alphabetical E! File Drawer(s)
_ O Microfilm Reel (s)

X Legal Size O Computer Tape O Numerical O Computer Tape(s)
O Other (specify)

O Bound Book O Floppy Disk O Chronological :

O Audio Tape O Video Tape O Geographical Number- 2 file drawers

O Other (Specify) O Other (Specify) 10. ANNUAL ACCUMULATION
O File Drawer(s)
O Microfilm Reel(s)
0O Computer Tape(s) . .
X3 Other (Specify)_ Inactive since 1990
Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER CURRENTLY INACTIVE

O Daily - OWeekly XMonthly Number OMonth(s) DYear(s)

13. CURRENT LOCATION(S) (Bldg, Floor, Room
201 West Preston Street, Room 51

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

Baltimore, Maryland 21201 O Yes X No
15. ACCESS RESTRICTIONS (If yes, cite laws) & 16. AUDIT REQUIREMENTS
regulation(s)
O Yes X No OState DFederal Dindependent

X None

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

No

18. RECOMMENDED RETENTION

Transfer to State Records Center until 15 years old, then destroy.
(State has a 15-year right-of-recovery.)

19. NAME AND TITLE OF PREPARER

George Upperco, Health Planner IV

20. TELEPHONE NUMBER

410-767-6589

21. DATE

April 30, 1998

DGS 550-4 (Revised 1/93)




P

INSTRUCTIONS - Type or print a separate
form for each new revised record series
Forward with Records Retention Schedule
(DGS550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
pace_12 oF 16
7275 WATERLOO ROAD

P.O. BOX 275 * JESSUP. MARYLAND 20734

1. DEPARTMENT/AGENCY

Dept. Health & Mental Hygiene

2. DIVISION

Deputy Secretary for Operations

3 UNIT office of Plamning

& Capital Financing

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE

PROPERTY TRANSACTIONS

S. EARLIEST YEAR/LATEST YEAR

early 1980'sTo Present

records include:

A. Correspondence

B. Leases

C. Easements

D. Right-of-Way Documents

E. Memorandums of Understanding

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documentation/forms found in the Series. Include the purpose or function of the Series)
This series contains documents relating to lessees who occupy space at DHMH facilities.

These

7. RECORD SERIES FORMAT(S)

QO Letter Size 0O Microfilm

8. RECORDS SERIES SEQUENCE 9. VOLUME

X Alphabetical X File Drawer(s)

O Microfilm Reel (s)

X Legal Size O Computer Tape O Numerical D Computer Tape(s)
O Other (specify)
T Bound Book O Floppy Disk O Chronological
O Audio Tape 0O Video Tape O Geographical Number- 2 fjile drawers
G Other (Specify) QO  Other (Specify) 10. ANNUAL ACCUMULATION
O File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
G Other (Specify) file folders per year
—5
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daily OWeekly CMonthly Number 30 OMonth(s) &Year(s)

—_—

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

201 West Preston Street, Room 510%

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

Baltimore, Maryland 21201 OxYes DGS, Facility, Lessee 0 No
15. ACCESS RESTRICTIONS (If yes, cite laws) & 16. AUDIT REQUIREMENTS
regulation(s)
O Yes X No & None DState OFederal Olndependent

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

No

18. RECOMMENDED RETENTION

Retain in office until no longer active; transfer to
State Records Center for 10 years, then destroy.

19. NAME AND TITLE OF PREPARER

Barry R. Stabile, Administrator II

20. TELEPHONE NUMBER
410-767-5790

21. DATE
April 30, 1998

DGS 550-4 (Revised 1/93)




INSTRUCTIONS - Type or print a separate
form for each new revised record series
Forward with Records Retention Schedule
(DGS550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
pace_13  or_16
7275 WATERLOO ROAD

P.0. BOX 275 * JESSUP. MARYLAND 20734

1. DEPARTMENT/AGENCY
Dept. Health & Mental Hygiene

2. DIVISION
Deputy Secretary for Operations

3. UNIT Office of Planning

& Capital Financing

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE

HISTORIC PRESERVATION FILES .

5. EARLIEST YEAR/LATEST YEAR
1985 TO 1998

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documentation/forms found in the Series. Include the purpose or function of the Series)

This series contains copies of all reports of historic architecture and archeological studies

of DHMH facilities.

7. RECORD SERIES FORMAT(S)
O Letter Size O Microfilm

& Legal Size 0O Computer Tape

8. RECORDS SERIES SEQUENCE

¥ Alphabetical

O Numerical

9. VOLUME

2 File Drawer(s)
O Microfilm Reel (s)
0 Computer Tape(s)
O Other (specify)

O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape a Geographiéal Number - 1/2 of a file dr "
O Other (Specify) 0O  Other (Specify) 10. ANNUAL ACCUMULATION
X File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
[w} her (Specify),
17gher e fy
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q0 Daily Eweekly OMonthly Number __ ========<= OMonth(s) DOYear(s)
13. CURRENT LOCAT[ONl(S) (Bldg, Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
201 West Preston Street, Room 510B .
Baltimore, Maryland 21201 Gt Yes 1land Historical TrustO No
15. ACCESS RESTRICTIONS (If yes. cite laws) & 16. AUDIT REQUIREMENTS
regulation(s) .
O Yes X No & None OState - OFederal Oindependent
17. 1S AN INDEX SYSTEM USED? (If yes, explain 18. RECOMMENDED RETENTION

briefly and describe any hardware/software)

No

Retain in office until no longer needed, then transfer to the
Maryland State Archives.

19. NAME AND TITLE OF PREPARER

Stuart Staimman, Facilities Planner

20. TELEPHONE NUMBER

21. DATE

410-767-6818 April 20, 1998

DGS 550-4 (Revised 1/93)




INSTRUCTIONS - Type or print a separate
form for each new revised record series

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

Dept. Health & Mental Hygiene

Deputjg Secretary for Operations

Forward with Records Retention Schedule paGE_14 OF _16
(DGS550-1) 7275 WATERLOO ROAD
P.0. BOX 275 * JESSUP. MARYLAND 20734
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT Office of Plamning

& Capital Financing

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE

MAP FILES

5. EARLIEST YEAR/LATEST YEAR
1950 TO _1998

topography, site, and highway maps.

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documentation/forms found in the Series. Include the purpose or function of the Series)

The map files Eontain maps of each DHMH facility. These files include property, tax, zoning,

7. RECORD SERIES FORMAT(S)
O Letter Size O Microfilm
O Legal Size O Computer Tape

O Bound Book O Floppy Disk

O Audio Tape O Video Tape

dOther(Specify) LARGE MAPS

8.

B Other (Specify)

RECORDS SERIES SEQUENCE 9. VOLUME

Q Alphabetical O File Drawer(s)
O Microfilm Reel (s)
O Computer Tape(s)
0 Other (specify)

0O Numerical

Cases
O Chronological i

O Geographical Number -

2 Map Cases

Facility 10. ANNUAL ACCUMULATION
O File Drawer(s)

O Microfilm Reel(s)

O Computer Tape(s)

i i9. NAME AND TITLE OF PREPARER

Stuart Stainman, Facilities Planner

[ —

X3 Other (Specify) Map Case
1/10
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daily OWeekly OMonthly . Number _ === OMonth(s) OYear(s)
13. CURRENT LOCATION(S) (Bldg, Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
201 West Preston Street, Room 510B
Baltimore, Maryland 21201 O Yes X No
15. ACCESS RESTRICTIONS (If yes. cite laws) & 16. AUDIT REQUIREMENTS
regulation(s)
O Yes X1 No X None OState OFederal Olndependent
17. IS AN INDEX SYSTEM USED? (if yes. explain 18. RECOMMENDED RETENTION
briefly and describe any hardware/software)
Retain in office until superseded or updated, or until facility is no
YES - Includes type of map and longer under DHMH control. Then transfer to receiving State agency,
year made. ° or retain in office 5 years after property transfer occurs; transfer
file to SRC for 10 years, then destroy. '
20. TELEPHONE NUMBER 21. DATE

410-767-6818 April 20, 1998

DGS 550-4 (Revised 1/93)




[‘NST]iUCT]ONS - Type or prin( a separate DEPARTMENT OF GENERAL SERVICES ‘ AGENCY RECORDS INVENTORY
form for each new revised record series RECORDS MANAGEMENT DIVISION
Forward with Records Retention Schedule PAGE_18 oOF_16
(DGS550-1) 7275 WATERLOO ROAD
P.0. BOX 275 * JESSUP. MARYLAND 20734

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT Office of Plgnnin.g

° A & Capital Financing
Department of Health & Mental Hygiene Deputy Secretary for Operations

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

MARYLAND COMMISSION ON WOMEN'S HEALTH (formerly known as the Governor's Commission 1993 TO 1998

on Women's Health)

6. RECORD SERIES DESCRIPTION (Briefly describe the types of infonnation/documentation/forms found in the Series. Include the purpose or function of the Series)

This series includes all records pertaining to the formation of the Commission and its work to date. These records include:

A. Executive Orders

B. Briefing Books

C. Agenda

D. Minutes

E. Reports Generated by Commission

F. Cormrespondence

G. Expo Materials

H. Articles and Pamphlets on Women's Health Issues
1. Mailing Lists

7. RECORD SERIES FORMAT(S)

3 Letter Size O Microfilm

& Legal Size O Computer Tape
3 Bound Book : O Floppy Disk
O Audio Tape O Video Tape

3 Other (Specify)

8. RECORDS SERIES SEQUENCE 9. VOLUME
® Alphabetical ® File Drawer(s)
O Microfilm Reel (s)
O Numerical O Computer Tape(s)

® Other (specify) 1 Box
O Chronological

O Geographical Number - 3 File Drawers

Q  Other (Specify) 10. ANNUAL ACCUMULATION

B File Drawer(s)
0O Microfilm Reel(s)
O Computer Tape(s)
O Other (Specify)
12

Number

11. FILE IS USED

O Daily BWeekly OMonthly

12. FILE BECOMES INACTIVE AFTER

Number §_ OMonth(s) BYear(s)

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

201 West Preston Street, Room 505
Baltimore. Maryland 21201

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

O Yes _ R No

15. ACCESS RESTRICTIONS (If yes, cite laws) &
regulation(s)
O Yes 8 No -

16. AUDIT REQUIREMENTS

® None OState OFederal : Olndependent

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

NO

18. RECOMMENDED RETENTION
A. - E. ) Permanent; retain in office for 10 years, then transfer to Maryland State Archives.

F.-1..) Retainin office for 10 years; transfer to State Records Center for 5 years. then destroy.

19. NAME AND TITLE OF PREPARER

Dianne White. Health Planner IV

20. TELEPHONE NUMBER 21. DATE
410-767-6822 April 21, 1998

DGS 550-4 (Revised 1/93)




INSTRUCTIONS - Type or print a separate DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
form for ea'ch new revised recprd series RECORDS MANAGEMENT DIVISION -
Forward with Records Retention Schedule PAGE _16 oF__16
(DGSS550-1) 7275 WATERLOO ROAD
P.0. BOX 275 * JESSUP. MARYLAND 20734
. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT Office of Planning
. : . & Capital Financi:
Dept. Health & Mental Hygiene Deputy Secretary.for Operations P e

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE

SPECIAL PROJECTS

5. EARLIEST YEAR/LATEST YEAR

= -.199 " .T0 Present

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documentation/forms found in the Series. Include the purpose or function of the Series)

This series includes support documentation and special reports developed by the unit at the request

of the Secretary or legislature:

A. Reports
B. Support Documentation

7. RECORD SERIES FORMAT(S)

8.

RECORDS SERIES SEQUENCE 9. VOLUME

O Letter Size O Microfilm 0O Alphabetical ¥ File Drawer(s)
0O Microfilm Reel (s)
X Legal Size 0O Computer Tape O Numerical O Computer Tape(s)
@ Other (specify)
O Bound Book O Floppy Disk X Chronological
O Audio Tape O Video Tape O Geographical Number- 1 file drawer
O Other (Specify) O Other (Specify) 10. ANNUAL ACCUMULATION
O File Drawer(s)
O Microfilm Reel(s)
0 Computer Tape(s)
X Other (Specify)Varies by project
Number -
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily DOWeekly ZMonthly Number __ 10 OMonth(s) Byear(s)
13. CURRENT LOCATION(S) (Bldg, Floor, Room) 14. llS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
201 West Preston Street, Room 505
Baltimore, Maryland 21201 O Yes X No
15. ACCESS RESTRICTIONS (If yes, cite laws) & 16. AUDIT REQUIREMENTS
regulation(s)
O Yes X No X! None OState OFederal Olndependent
17. IS AN INDEX SYSTEM USED? (If yes. explain 18. RECOMMENDED RETENTION
briefly and describe any hardware/software)
A.> Permanent; retain reports in office for 10 years, then transfer to
No Maryland State Archives.
B.> Retain in office until no longer needed; transfer to State Records
Center for 10 years, then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2]1. DATE

Dianne White, Health Plammer IV

410-767-6822 June 26, 1998
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