DEPARTMENT OF GENERAL SERVICES
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RECORDS RETENTION AND DISPOSAL SCHEDULE
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T ap
DEPARTMENT OF HEALTH & MENTAL HYGIENE
DEPUTY SECRETARY FOR OPERATIONS - VITAL STATISTICS ADMINISTRATION - DIVISION OF VITAL RECORDS
.
Item No. Record Series Description Retention
This Schedule supersedes Schedules 222 and 230.
All DHMH-Division of Vital Record Information is to be maintained,
released, and shared in accordance with the Maryland Privacy Act and
other applicable statutes and regulations.
1. Birth Certificates Retain original hard copies permanently.
original hard copies are maintained at DVR Send to Archives periodically.
from 1925 to present. Microfilm copies are
also maintained at DVR. o . .
Per1od1ca11¥ send microfilm copies and
Prior to 1925, Hard copies are at Maryland copies of electronic files to Archives.
State Archives, see Item 2-Index to Birth
Certificates
Birth files after 1942 are also maintained
electronically.
2. Index to Birth Certificates Retain book volumes, index cards, and
microfilm ?ermanent1y. Send to Archives
All MD Counties(not Baltimore City) periodically
1898- 1919  In 18 book volumes
1920- 1972 on index cards + microfiim
1973-present book volumes. .
Retain book volumes, index cards,
Baltimore City microfiim 9ermanent1y. Send to Archives
1875- 1917 On microfilm periodically
1918- 1973 oOn index cards + microfilm
1973-present book volumes.
Indexes for all certificates from 1922 to Send electronic file index to Archives
present are also maintained electronically. periodically.
3. Delayed Birth Certificates
original hard copies of Delayed Birth Retain original hard copies, and
Certificates, including aﬁp11cat1ons and microfilm copies of delayed birth
evidence used to create them, from 1875 for certificates, applications, and evidence
Baltimore City, 1898 for all other Countijes, permanent1{. send to archives
to present, are maintained at DVR. Microfilm periodically
copies of de1ayed birth certificates,
applications, and evidence are also
maintained.
<\
APPROVED BY: (Agency Official) AUTHORIZED BY: (State Archivist)
DATE: 4l Ao/ DATE: FEB 13 2001
SIGNATHRE SIGNATURE: w /
NAME/TITLE: Geneva Sparks, State Registrar . NAME/TITLE: Edword C. Papenfuse, Jr., State Archivist
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DEPARTMENT OF HEALTH & MENTAL HYGIENE

Deputy Secretary for Operations - Vital Statistics Administration - Division of Vital Records

DVR maintains hard_and microfilm copies of
certificates for all marriages occurring in
Maryland from June 1951 to present.

Item No. Record Series Description Retention

4. Death certificates . ) . .
original hard copies of death «certificates Retain original hard copies of death
are maintained at DVR. certificates permanently. Send to

. . . Archives periodically.
A microfilm copy of all death certificates . .
from 1911 to present for all Maryland Also send microfilm of death
counties, and from 1875 to present for certificates to archives periodically.
Baltimore City, is maintained at DVR.
Last page of Death Certificate is the Burial
Permit, See Item #11.

5. Index to Death Certificates . Retain original index cards, and volumes
A card index of death certificates is permangnt1¥. Send to Archives
maintained from 1969 to 1972 for all periodically.
counties, and from 1951 to present for o
Baltimore City. Book volumes are maintained send electronic files To Archives
after 1973 for Counties and Baltimore City. periodically.

Electronic File are also maintained.
6. Fetal Death Certificates . o )
Fetal deaths hard_and microfilm copies are Retain or121na1 hardcopy and microfilm
maintained for Baltimore City & Counties at copies of fetal death certificates
DVR. permangnt1¥. Send to Archives
periodically.
Electronic Index File also maintained. Periodically send electronic files to
Archives. :
7. Marriage Certificates

Retain original hard and microfilm
copies permanently. Send to Archives
periodically.

DGS 550-1 (DHMH-1998) Continuation Sheet




DEPARTMENT OF GENERAL SERVICES SCHEDULE
RECORDS MANAGEMENT DIVISION NUMBER 2103

RECORDS RETENTION AND DISPOSAL SCHEDULE I PAGE 3 OF 6
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Deputy Secretary for Operations - Vital Statistics Administration - Division of Vital Records

item No. Record Series Description Retention
8. Index of Marriage Records o )
Index 1s maintained in book volumes from Retain original index volumes
1951 to present. permanently.
Electronic Index File also maintained. send Index volumes, electronic files to

Archives periodically.

9. Divorce/Annulment Forms
DVR maintains microfilm copies of divorce Retain hard and microfilm copies
and annulment forms processed in Maryland permanently. Send to State Archives
from July, 1961 to present. Original hard periodica1¥y.

copies of divorce and annulment are
maintained at DVR.

card index of Divorce/Annulment information Also send copy of card index, book
available from July 1961-1972. Book volumes volumes to Archives periodically.
for 1973 to present.

10. Affidavit of Parentage Retain hard and microfilm copies
Since 10/1995, this form has been prepared permanently. Send to Archives
when parents of a child are not married at periodica1¥y.
child’s birth. Microfiim copies are also
maintained.
gurial Permits Retain permanently. Send to Archives
11. This Permit 1s the last page of the Death periodically.

certificate, and serves as a_permit to
transport a body for final disposition.

DGS 550-1 (DHMH-1998) Continuation Sheet
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DEPARTMENT OF HEALTH & MENTAL HYGIENE

DEPUTY SECRETARY FOR OPERATIONS- VITAL STATISTICS ADMINISTRATION - DiviSiON OF VITAL RECORDS

item No.

Record Series Description

Retention

12.

13.

14.

15

Certificates Under Seal

W Certificate of Adoption

8 Report of Legitimation / Affidavit of
Natural Father

W Affidavit of Natural Parents

@ Affidavit of Adjudication of Paternity
B other Certificates

origina1 hard copy of Birth certificate,
with relevant certificate(s) under seal,
and any related documentation, are
maintained by DVR, and microfilmed.

DVR_Administrative Forms

B Request for Correction/Amendment to
Death Certificate

B Request for Correction/Amendment to
Fetal Death Certificate

B sSupplemental Report of Cause of Death
B Affidavit to Correct Or Add Given Name
to Certificate of Birth

B Affidavit to change the Name on a
Certificate of Birth within Twelve Months
of Birth

W Other Administrative forms

Notarized and/or signed forms are
maintained at DVR.

The following are either over-the-counter
or mail-in applications: )

B Application for Copy/Abstract of Birth
Certificate

M Application for a copy of a Death
Certiticate

B Application for a Copy of a Marriage
Certificate

Administrative Correspondence

Hard copies of incoming and outgoing
letters, faxes, and other memos concerning
functions of DVR.

Retain original hard copies of Birth
certificates, certificates under seal,
and related documentation qermanent1y.
Ssend to Archives periodically.

Microfilm is retained at DVR permanently.

Maintain forms at DVR until microfilming
has been verified, then destroy.

Retain microfilm copy ?ermanent1y. Send
to Archives periodically.

Retain for three (3) years and until all
audit requirements are fulfilled, then
destroy. Maintained at DVR for 6 months
then transfer to State Records Center.

set up new folders annually, dispose of
non-record material which is no longer
needed. Retain for three more years
either in office or at records center,
then destroy.

Information which shows the development
of the Division or Department, its
policies or accomplishments should be
transferred to the DVR History file (Item
17) for permanent retention, and eventual
transfer to the Archives.

DGS 550-1 (DHMH-1998) Continuation Sheet
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DEPARTMENT OF HEALTH & MENTAL HYGIENE
DEPUTY SECRETARY FOR OPERATIONS- VITAL STATISTICS ADMINISTRATION - D1VISION OF VITAL RECORD

item No. Record Series Description Retention
16. Accounting Records
A. General/Misc Accounting Records Retain for three (3)
I. Daily Fiscal Reports (Cashier Settlement Report, years, and until all audit
Bank Deposit Slips, Ma1l Receipt Reconciliation, vital requirements are
check Receipt Report, etc) fulfilled, then destroy.

ii. County Transmittals (Receipt Copies, Check stubs,
Bank Deposit_slips, etc
iii. Federal Enumeration Records (Data Processing
Reports, Index of Individual Records Produced,
Invgice/Rece1pt Copies, Check stubs, Bank Deposit slips.
etc
iv. Inter-agency Certificate Documentation
(Invoices/recelpt copies, check stubs, bank deposit
s11ps, transmittals, etc)
. Petty Cash Reimbursement Sheets
v1. Petty Cash Reconciliation Sheets
vii. Security Paper Issuance Log
viii. Voided Security Paper
ix. Refund Documentation
X. Requisitions and Purchase orders
xi. Paid bills and invoices
xii. Receiving Reports
xiii. DAFRT 1007208 Monthly Report
xiv. Log of Under $500 Purchases, Phone Bills
XV. Log of Issuance of Blank Birth/Death Certificates
xvi. Affidavit of Parentinq -1nvoices and relate
documentation
xvii. Other miscellaneous accounting records

B. Budget and Management Recqrds Retain for three years and
Budget estimates, papers, and worksheets; until all audit

Inventories of materials and supplies, Reports of Fixed requirements are

Assets, Reports of Materials and Supplies, and other fulfilled, then destroy.

related documentation

C. purchasing Records

Copies of contracts including notices of award, Retain for five years and
bids, modifications, etc. Supply requisitions, sh1pp1ng until all audit
documents, receiving documents, and other purchasing requirements are
records. fulfilled, then destroy.

DGS 550-1 (DHMH-1998) Continuation Sheet
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DEPARTMENT OF HEALTH & MENTAL HYGIENE

DEPUTY SECRETARY FOR OPERATIONS- VITAL STATISTICS ADMINISTRATION - DIVISION OF VITAL RECORDS

Item No. Record Series Description Retention
17. DVR History File . ) Retain permanently. Send to Archives
One copy o¥ all DVR publications, studies, periodically.

policy documentation, reports, etc. DVR
awards, photos, certificates, newspaper
clippings, and other publicity. Items
screened from correspondence and other
administrative records which show the
development of the Division or Department.

DGS 550-1 (ODHMH-1998) Continuation Sheet
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- DHMH Instructions - Screen non-fecord materials and
list separately. Type or print a separate inventory form
for sach Record Series identified. Each Record Serles
must also be listed on a Schedule. Forwerd all
Records Inventary forms with the proposed Records

Managemant Officer thru your Records Coordinator.

= |

' CEPARTMENT OF GENERAL SERVICES -
STATE RECORDS CENTER
7275 WATERLOO ROAD -

_ AGENCY RECORDS INVENTORY

Retention Schedule (DGS 550-1) to the DHMH Records -

P.0. BOX 275
JESSUP, MARYLAND 20794
{410) 799-1379

PAGE OF

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/AdministratioryDivision
Vitel $TaTis Tres

3. Unkt or Section

Dijoision oF ViTa\ Kecords

&. Record Series Title

#/

JEFINITION - RECORD SERIES - A group of telated records normally filed and used as a unit for reference as well as retention and dispasition purposes.

BirTh CerTiFicates

5. Earliest Year/Latest Year
to

Micro Film CO,ORJ

3. Racord Serias Description (Briefly describe the types of information/documents/forms found in the serles. Include the purpose or function of the serles.)

Original hard copies art mainTaintd From /94§ 1o prtsenT.
Prain Tain<t <

a v "")J"

7 Record Seties Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size @ Microfilm O Alphabetical O Microfilm Reel(s)
O Computer Tape(s)
- O Legal Size 0O Computer Tape O Numerical Number O Other (specily)
D/Bound Book O Floppy Disk E/ Chronological
10. Annual Accumulation
O Audio Tepe Q Video Tape O Geographical O File Drawer(s)
) . O Microfilm Real(s)
0 Other (specify) O Other (specity) O Computer Tape(s)
Number O Other (specily)
It. File is Used 12 File Becomes Inactive After
D’ Daily 0 Weekly O Monthly 0O Month(s) 0O Yeas(s)
Number
13. Current Location(s) (Bidg., Floor, Room) 14, s Record Series Duplicated Elsewhere?
: (if yes, specify agency or office)
O Yes O No
[3. Access Restrictions O Yes O No 16. Audit Requirements
(f Yes, cite Law(s) & Regulation(s)
O None O State O Federal O Independent
J7 Is an Index System used? 18. Recommended Retention -
(1 yes, explain briefly and desctibe any hardware/software requirements IQ e Tain 'o ermanen T/ Y- Send To
a Yes 0O No }q ro}') PR Q) Pfrl"d‘.c—‘tﬁy.
. Name and Title of Preparer ' ZII 20. Room Number — 21. Date -
eorge M. Beakty : .
. . " Telephone Number 4{0) Y- 2 o0
,Bqu'rfu ,Y\q'nq v » . C &q }7é 7 QJ) :
5504 (DHMH Rev. 1338 ) Bl — -




DHMH Instructions - Screen non-record materials and

" . CEPARTMENT OF GENERAL SElRVICES_" -

—— e e

. AGENCY RECORDS INVENTORY
list separately. Type or print a ssparate inventory farm , STATE RECORDS CENTER o o
for each Record Series identifled. Each Record Serles < 7275 WATERLOO ROAD -
must also be listed on a Schedule. Forwerd all . P.0. BOX 275
Records Inventory forms with the proposed Records JESSUP, MARYLAND 20794 : '
Retention Schadule (DGS 550-1) to the DHMH Records - -~ {410) 7991379 -~ - o .PAGE __ OF

Management Officer thru your Records Coordinator.

2. Office/AdministratioryDivision

(e -~ w=. T~ A -
Vite| STaTis 7ices Djvision oF ViTa| Kecordy
JEFINITION - RECORD SERIES - A group of related recards normally filed and used as a unit for reference as well as retention and disposition purposes
4. Record Series Title

# a_ IhC){x To ﬁl\fﬁ'\ Cerllftcwl{J

3. Racord Saries Description (Briefly describe the types of informationydocuments/forms found In the serles. Include the purpose or function of the serles.)

1. Department/Agency 3. Unit or Section

DEPT OF HEALTH & MENTAL HYGIENE

5. Earllest Year/Latest Year

H” mp CoanF <) CNOT ﬂw”‘i mer< Cl_ry)
1899~ 1919 18 velwmeo
| =prisnT Jndeyx Cavds + micro Pi /m
Bairp. Cily
13728~ /‘7/7 micro Eilm
1Y~ prewn i T-\ch Cuvdy ¥ MMCvo 'F"f/m

7 Record Saries Format(s)

8. Racord Series Sequenca 9. Volume

Q Fila Drawe(s)

O Letter Siza @ Microfilm O Alphabetical O Microfilm Real(s)
4 Q Computer Tapa(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specify)
0O Bound Book 0O Floppy Disk { Chronological
10. Annual Accumulation

0 Audlo Tape 0O Video Tape O Geographical

O File Drawer(s)
aQ Microfilm Reel(s)
O Computer Tape(s)

§Other (specity) _In den Cards

O Other (specity)

Number O Other (specify)
fi. File Is Used 12. File Becomes Inactive After
Daily O Woeekly O Monthly O Month(s) O Year(s)
Number
p. Current Location(s) (Bidg., Floor, Room) 14. |Is Record Series Duplicated Elsewhera?
: ' {f yes, specify agency or office)
O Yes O No
I5. Access Restrictions a Yes 0 No 16. Audit Requirements
(it Yes, cite Law(s) & Regulation(s) -
O None a State O Federal G Independent
ﬂ Is an Index System used? 18, Recommended Ratertion
{if yes, explain briefly and describe any hardwarelsoﬁware requirements - -
Kelun permanenTly Sens To
O Yes O No H»rd}‘)iu‘c.) p(,riac]i(_ac”y.

. Name and Title of Preparer
eorac M. Bakty

" BU.J 4, -h’\a ng

5504 (DHMH Rev. 1988)

20. Room Number

——

-”:Teleph-ona Number (4{0) 7Al7l -3 /A 7é

z . 7/&2/@@




DHMH Instructions - Screen nan-record materlals and
 list separately. Type or print a separate inventory farm
for each Record Series identifled. Each Record Serles
must alsc be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records

Managemant Officer thru your Records Coordinator.

Retention Schedule (DGS 550-1) to the DHMH Records

STATE RECORDS CENTER
" 7275 WATERLOO ROAD ~
P.O. BOX 275
JESSUP, MARYLAND 20794

* DEPARTMENT OF GENERAL SERVICES -

 {410) 799-1379 o

_ AGENCY RECORDS INVENTORY

_PAGE__ OF

1. Déhﬁnment/Agoncy'

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/AdministratioryDivision

Vitel

$TeCTis Tres

3. Unit or Section

Djvision oF ViTa\ Records

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unt for reference as

woell as retention and disposition purposes.

4. Record Saries Title

# 3 D«clccy,(é Bivﬂx

CerTiFicaly

5. Earliest Year/Latest Year
to

Orf?'inWI

PatnTain< d

3. Record Serlas Description (Srieﬂy describe the types cf Wo:rnaﬂonldocumentsﬂ&ms found in the series. Include the purpese or function of the series.)
havd Copics (Pn clwé_«'h?/ oglop}iaw?wb s and @U(J{nc&)
aT DPOR  Frem )P9p To
g - inTantd.

Micro Flm Copity at also mainTeain

Prtsea T

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
fLettef Size ﬂ/ Microfilm O Alphabetical O Microfilm Reel(s)
O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number 0O Other (specily)
P Bound Book O Floppy Disk l?/ Chronological
10. Annual Accumulation
QO Audlo Tape O Video Tape 0O Gecographical O File Drawer(s)
. O Microfilm Reel(s)
0 Cther (specily) O Other (specify) O Computer Tape(s)
Number Q Other (specify)
it. Fileis Used ) 12 File Bacomes Inactive After
Daily 0 Weekly O Monthly O Month(s) O Year(s)

Number

{3. Current Location(s) {Bldg., Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(if yes, spacity agancy or office)
Q Yes O No

5. Access Restrictions a Yes
(t Yes, cite Law(s) & Regulation(s)

O No 16. Audit Requirements

O None O Federal

O State O iIndependent

17 1s an Index System used?

18. Recommended Retention
(f yes, explain briefly and describe any hardware/software requirements

KeTain  permaneally . Sene To

O Yes O No /q rc/}'t ).V{.) p{rfo dic W”Y‘

. Name and Title of Preparer
eovgyc M. Bakey Y
Busint, Manaager

20. Room Number

v )

Telebhona Ntfmber (410) 7&1/_ 3) 76

21. Date

7/9;/ c>~o’




DHMH instiuctions - Screen non-record materials and  CEPARTMENT OF GENERAL SERVICES -

_AGENCY RECORDS INVENTORY

liat separately. Type of print a separate inventory farm , STATE RECORDS CENTER e
for each Record Series identifled. Each Record Series -+ 7275 WATERLOO ROAD * '
must also be listed on a Schedule, Forward all ) i P.O. BOX 275 N
Records Inventory forms with the proposed Records JESSUP, MARYLAND 20794 ‘ o
Retention Schedule (DGS 550-1) to the DHMH Records - _ @10)7994379 - - -} - [ PAGE__ OF ___
Management Officer thru your Records Coordinator. L
1. Department/Agency 2. Office/AdministratioryDivisian 3. Unit or Section

.o . - - N - - & -
DEPT OF HEALTH & MENTAL HYGIENE Vitel S7aTis Tres Diovision of UiTa\ Records

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and dispesition purposes.

4. Record Series Title

5. Earllest Year/Latest Year
#4 D€%4) CCV‘Jr(ca\€$ o__ .

3. Racord Serlas Description (Briefly describe the typas of informatiorydocuments/forms found in the series. include the purpese or function of the serles.)

Offngihw/ haovd Copy oF c’.{qﬂ; mainTaintd aT DUR For
Ten (i) Y€ars,

Al h‘)m«,)‘_«né CownTita — Micre Film copies )949 1o pr<senT.

. . 7] 1] :
B"L‘Tl mnor < CJT‘/ el '(75) H " ‘
7 Record Saries Format(s) 8. Record Series Sequence 9. Volume
. . . O File Drawer(s)
O Letter Size ©Microfilm O  Alphabetical . O Microfilm Reel(s)
O Computer Tape(s)
O Legal Size © O Computer Tape O Numerical Number O Other {specily)
& Bound Book 0 Floppy Disk @ Chronological
10. Annual Accumulation
0O Audio Tape 0O Video Tape O Gecgraphical O File Drawer(s)
. . . QO Microfilm Real(s) .
0 Other (specify) i O Other (specify) O Computer Tape(s)
Number Q Cther (specify)
Y. File is Used _ 12. File Becomes Inactive After
Daily 0 Weekly O Monthly O Month(s) 0O Year(s)
Number
Y. Current Location(s) {Bldg., Ficor, Room) 14. |s Record Series Duplicated Elsewhere?
. (it yes, specify agency or office)
O Yes QO No
[5. Access Restrictions Q Yes O No 16. Audit Requirements
(f Yes, cite Law(s) & Regulation(s) '
O None 0O State QO Federal O Independent

ﬂ Is an Index System used?

18. Recommended Retention
(if yes, axplain briefly and describe any hardware/software roqulrements

”«vl C"Pc{) muar\,\w.wcc‘. 't Dqu‘ F;o\/
3

Q Yes O No Tty Cis) Y el , ern S¢nT To H"v‘hu

Fov P{Y man -en I ..(be‘t«;f(

Micew Eibm saT To Arch o< pw;‘ddm,uf |

. a”;‘o and Tile of P"B&e:{‘ m -~} 20. Room Number — ' ' ' 21. Dade
eorac . pelty &=
BA‘J-J I"?:;) h’\qnq-, ‘/ | Tdephono Numbercq{a) 7‘&/ 3 7é 7/;?2 /%
5504 (DHMH Rev. 1338)




OHMH Instructions - Screen non-record materials and *  CEPARTMENT OF GENERAL SERVICES -.

" AGENCY RECORDS INVENTORY

list separately. Type or print a separate Inventory farm ., STATERECORDSCENTER -~ | A s
for each Record Serles idantifled. Each Record Serles -7 T2ZIS WATERLOOROAD - =
must also be listed on a Schedule. Forward all ) ;. P.O. BOX 275 ; . ‘
Records Inventory forms with the proposed Records JESSUP, MARYLAND 20794 :
Retention Schedule (DGS 550-1) to the DHMH Records - . {410) 799-1379 S - PAGE___ OF ___
Managemaent Officer thru your Records Coordinator. _ L -
1. Department/Agency’ ' 2. Office/AdministratioryDivision 3. Unit or Section

« . f, - -, N - - -
DEPT OF HEALTH & MENTAL HYGIENE Vitel S7aTis Tres Division of ViTa\ Kecord;

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

{. Record Series Title ) 5. Earliest Yeas/Latest Year

—_— - to :
#E5  Todey To DeaTh CerTiEicaTey — |
3. Racord Serlas Description (Briefly describe the types of Information/documents/forms found In tho_sedes. include the purpcse or function of the serles.)

,q Cava ;P"A,Cj\ oF death _C,Cv'l';"Ft'cov?{) 15 mein lainatd From 1969
To 197, Fov all coun[ixs, and From 1960 To prise,T For BT mor<

C'-T\/' \/0 )“”“C) . }?73 TO Pr( .anr Ca/C;'r\/ ;WJCA o r U"’Iu-m_cq_

‘1 Record Series Format(s) 8. Record Series Sequence 9. Volume
. O File Drawer(s)
O Letter Skze Q Microfilm QO Alphabetical O Microfilm Reel(s)
O Computer Tapa(s)
0 Legal Size ~ 0O Computar Tape 0O Numerical Number 0O Other (specity)
C Bound Book 0O Floppy Disk @ Chronological
10. Annual Accumulation
0 Audio Tape O Video Tape O Geographical O File Drawer(s)
. O Microfilm Reel(s
Number A Other (specify)
J1. File is Used 12. File Becomes Inactive Aftar
Daily O Weekly 3 Monthly O Month(s) O Year(s)
) : Number
3. Current Location(s) (Bldg., Floor, Room} 14. Is Record Series Duplicated Elsewhera?
: : {If yes, specify agency or office)
O VYes O No
]5. Accass Restrictions O Yes ‘0 No 16. Audit Requirements
(it Yes, cite Law(s) & Regulation(s) ’
O None 0O State O Federal O Independert
71 Is an Index System used? ' 18. Recommended Retention -
f yas, explain briefly and describe any hardware/software requirements -, —
(Wyes. oxp Y Y ReTain per maneaTly, Jend T
o Yes O Ne Archives periodically.
. aame and Tile of Preparar s 20. Room Number — ’ 21. Dete o - -
eorge M. Baktv . ) : ‘ S » Y P
b . Telephone Number 4{0) Y-~ 3 1 = ; r ] OO
Businty Managr o ¢ .é‘/ /%’ , 7 Qf .

5504 (DHMH Hev. 1998)
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DHMH Instructions - Screen non-record materials and
list separately. Type or print a separate inventory farm
for each Record Series identifled. Each Record Serles
must also bs listed on a Schedule. Forward alt
Records Inventary forms with the proposed Records

Management Officer thru your Records Coordinator.

Retention Schedule (DGS 550-1) to the DHMH Records -

STATE RECORDS CENTER

7275 WATERLOO ROAD ~ -
P.0. BOX 275

JESSUP, MARYLAND 20794

| CEPARTMENT OF GENERAL SERVICES .

~ (410) 799-1379 S

_AGENCY RECORDS INVENTORY

- _PAGE __ OF

1. DépéﬂmenVAgodcy'

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/AdministratioryDivision

ViTel

$TeTis T7es

3. Unit or Section

Division oF ViTa\ Kecords

JEFINITION - RECORD SERIES - A group of releted records normally filed and used as a unit for reference as well as retentlon and disposition purposes.

U Record Saeries Title

#b6 Fetal Death

C erTi FicaT<

5. Earliest Year/Latest Year
to

Z‘ncl»()(.

3. Racord Serlas Description (Briefly describe the typas of Info:matlon/documents/f&ms found In the.serloa. Include the purpose or function of the series.)
FeTal deaths et CHavd Copres) Filed alpha order Ror
EGUITQ mov L C;T‘/ + Couniven ﬂ\r’vu?L\ 19%S.

1996 = Prese.T on Mwin Frame oxly. o Hud Copy oF

Number

“1 Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size ¥ Microfilm .4 Alphabetical a Microfilm Reel(s)
O Computer Taps(s)
O Legal Size 0 Computer Tape 0O Numerical Number O Other (specily)
deound Book D Floppy Disk O Chronological
10. Annual Accumulation
0 Audio Tape 0 Video Tape 0O Geographical O File Drawer(s)
) . O Microfilm Reel(s).
O Other (specify) 3 Other (specify) O Computer Tapa(s)
Number QO OCther (specify)
il. Filais Us 12. File Bacomes Inactive After
Daily 0 Weekly 3 Monthly O Month(s) O Year(s)

1. Current Location(s) {Bldg., Floor, Rocm)

Q Yes

14. Is Record Series Duplicated Elsewhera?
(if yes, specify agency or office)
a Ne

|5. Access Restrictions O Yes
(f Yes, cite Law(s) & Regulation(s)

O No

16. Audit Requirements

O None

O State

O Federal O Independent

¥} Is an Index System used?

0 Yes O No

(if yes, explain briefly and describe any hardware/scftware requirements

Micro Bilm

18. Recommended Retention
-~
ﬁc fain Aard Cop o

pPer punt Al Send 7o Bechivtd
per isdical g,

oF FReral deaty |

stnd T Avrchives p-erioéfac(ﬂ?%

. Name and Title of Preparer
eorge M. Bakty at
Businty Manaagcr

20. Roem Number

——

Telephone Number(t}p)_‘]‘t/- 3/7é .,:

21. Date

‘5504 (DHMH Rev. 1998} .




DHMH Instructions - Screen non-racord materials and " CEPARTMENT OF GENERAL SERVICES - _AGENCY RECORDS INVENTORY
list ssparately. Type or print a separate inventory farm , STATE RECOADS CENTER -~ = ) ot
for each Record Serles identifled. Each Record Serles -7 7275 WATERLOO ROAD - N .
must also be listed on a Schedule. Forward all ) 5 P.0. BOX 275 .
Records Inventory forms with the proposed Records JESSUP, MARYLAND 20794 ' '
Retention Schedule (DGS 550-1) to the DHMH Recards -  {410) 799-1379 - . 0 (PAGE _ OF ___
Management Officer thru your Records Coordinator. o _ i .
1. DepatmenyAgency 2. Office/AdministrationyDivision : 3. Unit or Section
o ) - AP g - . -
DEPT OF HEALTH & MENTAL HYGIENE Vitel STaTis Iies Djovision oF ViTa\ Recordy

JEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retentlon and disposition purposes.

t. Record Saries Title 5. Earliest Yoar/Latest Year

27 Marri a4 ¢ CerTificaTw —P—

3. Record Serles Description (Briefly dascribe the types of information/documentsfforms found in the serfes. Include the purpose or function of the serles.)

Orl'ﬁth,l havd copics mein Tained aT DU For Tin (o) yewn.

Micve Fibn Copita From Junt 1981 T2 preseal.

7 Record Series Format(s) 8. Racord Series Sequence 9. Volume
. _ . O File Drawer(s)
O Letter Siza @ Microfitm O Alphabstical ‘ O Microfilm Reel(s)
- O Computer Tape(s)
DO Legal Size O Computer Tape 0O Numerical Number O Other (speciy)
# Bound Book O Floppy Disk V Chronological
10. Annual Accumulation
O Audio Tape Q Video Tape O Geographical O File Drawer(s)
. . O Microfilm Reel(s)
O Other (specify) } 3 Other (speciy) O Computer Tape(s)
Number 3 Other (specify)
#1. Filais Us 12 File Becomes Inactive After
Daily 0 Weekly O Monthly O Month(s) O Year(s)
Number
13. Current Location(s) {Bldg.. Floor, Room) 14, Is Record Series Duplicated Elsewhere?
: (i yes, specify agency or office)
O VYes O No
}3. Access Restrictions Q Yes Q No 16. Audit Requirements
(if Yas, cite Law(s) & Regulation(s)
a None O State O Federal O Independent
] Is an Index System used? 18. Recommended Retention
(1 yes, explain briefly and describe any hardware/software requirements H‘W é Copits S T T Q Cc }\ ot wETer
O Yes a No Ttn Cto) yeary For per manerl STorax.
_ micro Film sesv Te PBrohiven
periad ically,
“ aame and Title of Preparer Z[I “ ] 20. Room_Numbor -_— 21. Date C
eorge M. Bekty o y ~
. - - Telephone Number 4[0) Y- 3, 2 : o0
Buwsints, Manaogcr - o C ‘/ }7é_ ? Qf '

5504 (DHMH Hev. 1998) - . =




DHMH Instructions - Screan non-record materials and " CEPARTMENT OF GENERAL SERVICES' o

_AGENCY RECORDS INVENTORY
list sepasately. Type or print a separate Inventory farm - ., .STATE RECORDS CENTER ) i , o :
for each Record Serles identified. Each Record Series .-t - 7275 WATERLOO ROAD
must aiso be listed on a Scheduls. Forward ait : ;. P.O. BOX 275 N
Records Inventory forms with the proposed Records JESSUP, MARYLAND 20794 - '

Retention Schedule (DGS 550-1) to the DHMH Records- © {#10)799-1379 - = PAGE__ OF ___
Management Officer thru your Records Coordinator. N ) - PR T
1. Department/Agency 2. Office/AdministratioryDivision 3. Un#t or Section
- - V. -~ S'\ e - - v Iy
DEPT OF HEALTH & MENTAL HYGIENE iTe| dTTis 7ics Djvision of ViTa\ Kecords

JEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

2. Record Sarles Title 5. Earllest Year/Latest Year

# 8 Indek oF Marriag Recordy —

& Record Sarles Description (Briefly describe the types of Informatior/documents/forms found In tha serles. Include the purpose of function of the serles.)

Ih d-e)k 19 MOL(ATcta‘n—C'C‘. In’ Uo)o«.m{; Frem 1151 To

prtsen 7.
1 Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Aiphabetical O Microfilm Rasl(s)
O Computer Tape(s)
0 Legal Size * O Computer Tape O Numerical Number O Other (specily)
& Bound Book D Floppy Disk E( Chronological
10. Annual Accumulation
O Audio Tape 0O Video Tape 0 Geographical O File Drawer(s)
. . O Microfilm Reel(s).
O Other (specity) i 3O Other (specily) O Computer Tape(s)
‘ Number O Other (specify)
. File is Used _ 12 File Bacomes Inactive After
W Daily O Weekly O Monthly 0O Month(s) O Year(s)
Number
B. Current Location(s) (Bldg., Floor, Room) . 14. s Record Series Dupiicated Elsewhere?
: ‘ (it yes, specily agency or office)
O VYes 0O No
13. Access Restrictions 0 Yes 0O No - 16. Audit Requirements
(i Yes, cite Law(s) & Regulation(s)
O None 0O State O Federal O Independent
Y] Is an Index System used? ‘ 18. Recommended Retention .
(if yas, axplain brlefly and describe any hardware/software requirements R e Twi v ori ?‘- " / i e
O VYes O No —
Volwmes permaneaTly,
R &ame and Tﬂl‘elof'P.roPAar_uefb ) m -] 20. Room Number — e 21: Date e
eorge M. Bekty : ' T ' -
- S oo : - Telephone Number qp) 7‘ -3 (5O
BKJ 1210 m«,’nq S : C C 7 _l{ _ /?é h ? Qf -

B504 (DHMH Rev. 1398)




e et

OHMH Instiuctions - Screen non-record materials and
list separately. Type or print a separate Inventory tarm
for each Record Series identfied. Each Record Series
must ajso be listed on a Schedule., Forward alt--
Records Inventory forms with the proposed Records

Management Officer thru your Recards Coordinator.

Retention Schedule (DGS §50-1) to the DHMH Records -

' CEPARTMENT OF GENERAL SERVICES -’

STATE RECORDS CENTER

7275 WATERLOO ROAD
P.0. BOX 275

JESSUP, MARYLAND 20794
(410) 799-1379

_AGENCY RECORDS INVENTORY

7|

.. PAGE___ OF

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/AdministratioryDivision

ViTel

$TaTis T7cs

3. Unit or Section

Dioision oF ViTa\ Kecords

JEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

. Record Series Title

#

DI-UOVC{/Ar\nwlrh'tnT Formsy

S. Earllest Year/Latest Year
1o .

anu.,f«‘}y .

An mc’cy\'aF Diuorct//?hnw/
For 196/~ 1978, and compuler per

& Racord Sarias Description (Briatly describe the typas of Informatiorydocuments/orms found in the serles. Include the purpose or function of the serles.)

Oriz..’nq,l hawé C“f?i‘-c.) oF de_wc( «and AnnalmenT Formg
I'n Mary Jand av< M_icroFilmcd and SeaT To The STaTe Hrchive

process ed

m4nT: tnhFor matlion i3 o pei lable on cards
nTould For )973 T present.

2 Record Series Format(s)

O Letter Size {Mlctoﬁlm

O Legal Size 0O Computer Tape
(Bound Book O Floppy Disk

D Audio Tape 0 Video Tape

W Other (specity) _I'l__ﬁji_‘\_ca" d 3

8. Record Series Sequence

O Alphabetical
O Numerical
‘& Chronological
O Geographical

O Other (specify)

9. Volume
O File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
Number O Other (specify)

10. Annual Accumulation

0 File Drawer(s)

O Microfilm Reel(s)
O Computer Taps(s)

Number a Other (specify)
1. Fila is Used ] 12 File Bacomes Inactive After
Daily 0 Weekly O Monthly O Month(s) O Year(s)

Number

B. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

: (it yes, specify agency or office)

O Yes O No

P- Access Restrictions O Yes O No 16. Audit Requirements

{1 Yes, cite Law(s) & Regulation(s)

O Nons O State O Federal O independent

{7 s an Index System used?

QO VYes ad No

(if yas, explain briefly and describe any hardware/software requirements

18. Recommended Retention

ReTain permumenTh, Send or iginel To
State Archives aF T¢r ont C1) yeor.

Send micrefFilm Jo ﬂro;\ Juts pc-r.‘dé(o«”y,

. Name and Tnleoanp'ar& o
Georgc M. Bakey B

Busint, Manager:

20. Room Number —_ N

Telephone Numbef (4‘0) 7&1{_ 3 7é .

Date -

- 7/ap/oc

T504 (DHMH Hev. 1998)




. DHMH Instructions - Screen non-record materials and " DEPARTMENT OF GENERAL SERVICES'

| .|  AGENCY RECORDS INVENTORY
.list separately. Type or print a separate inventory farm , STATE RECORDS CENTER ~ o
for each Record Serles Identifled. Each Record Series S0 - 7275 WATERLOO ROAD - _
must also be listed on a Schedule. Forward alt i P.0. BOX 275 R
Records Inventory forms with the proposed Records JESSUP, MARYLAND 20794 : '
Retention Schedule (DGS 550-1) to the DHMH Records -  (410) 799-1379 : -~ PAGE ___ OF
Managemaent Officer thru your Racords Coordinator. o -
1. Department/Agency 2. Office/AdministratioryDivision 3. Unit or Section
. : (A -~ aTe - . o -~
DEPT OF HEALTH & MENTALHYGIENE | ViTel STaTis 7es Djoision of ViTa\ Records

JEFINITION - RECORD SERIES - A group of related recards notmally filed and used as a unit for reference as well as retention and disposition purposes

§. Earllost Yoar/Latest Year

FFJCJCLOM oF P‘l"'(nt‘\?\ —*—

® Record Serias Description (Briefly describe the types of Wormdloﬂdocuments/fo:ms found In the serles. Include the purpose or function of the serles.)

4. Reco:d Series Title ﬂ

LQ‘T-{V Sl?.& F°"‘M) Pf(qu-{,d W)'),Cﬁ PQV"‘CW\) OFCL, C)\"‘ld were
NoT married aT childls. 1/741

Micvo Film - copits cvlso mainTain<d.

1 Record Series Format(s) 8. Record Series Sequence 9. Volume
. . O File Drawes(s)
& Lattor Size o Miceofim @ Alphabetical . O Microfilm Roel(s)
QO Computer Tepa(s)
O Legal Size 0 Computer Tape O Numaerical Number O Other (specily)
O Bound Bock QO Floppy Disk §/ Chronological
. ’ 10. Annual Accumulation
QO Audio Tape a Video Tape O Geographical O File Drawer(s)
. . . O Microfiim Reel{s)
O Other (specity) i O Other (specify) O Computer Tape(s)
Number O Other (specity)
Y. Filais Used _ 12 File Becomes Inactive After
Daily O Weekly O Monthly : O Month(s) D Year(s)
Number
. Current Location(s) (Bldg., Floor, Room) 14. s Record Saries Duplicated Elsewhera?
: (It yes, specify agency or office)
Q Yes O No
p. Access Restrictions g Yes O No 16. Audit Requirements
(f Yes, cite Law(s) & Regulation(s) :
O None O State O Federal O Independent
111s an Index System used? 18. Recommended Retention
(1 yes, explain briefly and describe any hardware/software requirements Re Tain p er mantaT. / . J’ ¢ d To
O VYes D No Ne chivas ptrtddtcwll\/ alFv<r
ricro Fil ming.
. aame and Tile of Preparer . | 20. Room Number . —— 21. Date e
em'g,w-m ﬂ“kﬂ’ o R o) :
* Telephone Number Cl}[a) TJEY- 3) A o0
BU.JI')'OJ MNan« N R ‘/ 7é 7 . 7f?f .
5504 (OHMH Hev. 1338) o




. DHMH Instructions - Screen non-record materials and

" CEPARTMENT OF GENERAL ssavi"c;s‘ -

_AGENCY RECORDS INVENTORY
. list sepasately. Type or print a separate inventory farm , STATE RECORDS CENTER R ) ot
for each Record Serles identifled. Each Record Series .- - 7275 WATERLOO ROAD '
Tnust also be listed on a Schedule. Forward all : : P.O. BOX 275
Records Inventory forms with the proposed Records JESSUP, MARYLAND 20794 : '
Retention Schedule (DGS 550-1) to the DHMH Records - @10) 799-1379 - - - e . PAGE OF

Managemaent Officer thru your Records Coordinator. ‘ . B e

1. Department/Agency 2. Office/AdministrationyDivision

. -~ - e - . s o -
V)lfgl Sl‘ol s [1CS Dioision of Uilw\ KCCM&J
JEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition pusposes.

#§. Record Sarles Title
/3 wr| a )

# //
4 Racord Sarles Description (Briefly describe the types of information/documents/forms found in tho series. Include the purpose or function of the serles.)

Sin({ /Y)qy }977 Bwncvl Perm;r\\ h&u( bffr) k&pi 'n “n
elecTronic meul{

3. Unit or Section

DEPT OF HEALTH & MENTAL HYGIENE

5. Earllest Year/Latost Year
Pe rmj 1S —to

Pr"OY T°~

1997 ﬂ\J—J{ permiTs wlrt MoT reTevined m o«n
re Trievable manner.

) Record Series Format(s)

8. Record Series Sequence 9. Volume
. O File Drawer(s)
gLeatter Size O Microfiim O Alphabetical O Microfilm Reel(s)
O Computer Tape(s)

0 Legal Size O Computer Tape O Numerical Number O Other (spacily)

D Bound Book O Floppy Disk - g Chronological

10. Annual Accumulation
[ Audio Tape 0 Video Tape 0 Geographical

O File Drawer(s)
O Microfilm Reel(s)
O Computer Tapa(s)
O Other (specify)

o Otner (specty) & |ecTronic For mel O Other (specity)

Number

1. Filels Used
O Daily

12 File Bacomes Inactive After

0 Weekly O Month(s)

O Monthly O Yeeas(s)

Number

(Bldg., Floor, Room) 14. s Record Saries Duplicated Elsewhere?

(it yes, specify agency or office)
O Yes O No

13. Current Location(s)

. Access Restrictions 3 Yes
(i Yos, cite Law(s) & Regulation(s)

a No 16. Audit Requirements

O None QO State O Federal Q independent

}1 Is an Index System used?

18. Recommended Retention
{If yes, explain briefly and describe any hardware/software requirements

/?CT'M'V) elccTronic File Perman-

enTly, Send To Hrchivt
P@r\“o({ica“\/.

O Yes O No

21. Date o

7/9f oo

1 20. Room Number *

.- TelephOﬂ. ‘Numbﬂ (4{0) 7&7' 3/ 76

. Name and Title of Preparer C
Beorge M. ﬂﬁ/rﬂ/ ZI
BKJ 145, mqnq 3

5504 [DRMH Rev. 1398 )




e

DHMH Instructions - Screen non-record materials and
list separately, Type or print a separats inventory farm
for each Record Serles identifled. Each Record Series
must also be listed on a Schedule. Forward all °
Records Inventory forms with the proposed Records

, STATE RECORDS CENTER
-7 - 7275 WATERLOO ROAD - -

- CEPARTMENT OF GENERAL SERVICES -. |  AGENCY RECORDS INVENTORY

P.O. BOX 275
JESSUP, MARYLAND 20754

Retention Schadule (DGS 550-1) to the DHMH Records - 4107994379 - - -~ |- - PAGE___ OF ___
Management Officer thru your Records Coordinator. ) .
1. Depastment/Agency 2. Office/AdministratioryDivision 3. Unit or Section

DEPT OF HEALTH & MENTAL HYGIENE

- -~ e —- . o -
V”c"( S IS {tCS Djvision oF ViTal Kecords
DEFINITION - RECQRD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Saries Title

# /3

5. Earllost Year/Latest Year
to )

CerTi ’:\'cw;\-<J Un dor SC‘&I

8 Record Sarles Description (Briefly describe the typas of Informatior/documents/forms found in the serles. Include the purpose or function of the serles.)
e CerTi Ficate oF A cdopiion .

° kepof T oF LegiTimalion /A FR davil of NaTura| Father

. HFF(&‘LW—T oF- Naluval Pare~Ty
a // } Qdo‘u. J::.«T;'ah oF PQ.T{/ W?fl—\/
e O ﬂ)&r CerTifFicealTLs
7 Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
dLettef Slze 0 Mierofilm V Alphabetical O Microfilm Reel(s)
O Computer Tape(s)
0O Legal Size 0O Computer Tape O Numerical Number O Other (spacity)
O Bound Book O Floppy Disk -4 Chronological
10. Annual Accumulation
O Audio Tape 0 Video Tape O Geographical O File Drawer(s)
. . Q Microfilm Resl(s)
Q OCther (specity) O Cther (specify) 0 Computer Tapa(s)
Number O Other (specily)
M. Filals Used 12 File Becomes inactive After
Daily 0 Weekly 3 Monthly 0O Month(s) 0O Year(s)
Number
{3. Cutrent Location(s) (Bldg., Floor, Room) 14, |3 Record Series Duplicated Elsewhera?
: (f yes, specify agency or cffice)
a VYes aQ Ne
b. Accass Restrictlons Q Yes O No 16. Audit Requirements
{if Yas, cite Law(s) & Regulation(s)
- @ None O State Q Federal O Independent
V1 s an Index System used? 18. Recommended Retention
(if yes, explain briefly and describe any hardware/software requirements . - e
ReTeu h petr mantn Tly . SenT To
Q Yes O No . . ,
,‘}VP”I fut) Pf/rf\bé lea ”7 .

. Name and Tile of Preparer -
Geovee M. Bakty yl:

o Bus s, MNa nagey

S50 [OHMH Hev. 1938 )

20. Room -Number 21. Date

" ot oo

—

- Telophone Number (o) 744/~ 2%,




DHMH Instructions - Screen non-record materials and " CEPARTMENT OF GENERAL SERVICES -. | AGENCY RECORDS INVENTORY
list sepaqately. Type or print a separate Inventory farm ", STATE RECORDS CENTER ~ _ ) .
for each Record Serles identifled. Each Record Serles s. T - 7275 WATERLOO ROAD -
_must also be listed on a Schedule. Forward alt i P.O. BOX 275 . ‘
Records Inventory forms with the proposed Records JESSUP, MARYLAND 20794 :
Retention Schedule (DGS 550-1) 1o the DHMH Records - {410)799-1379 - - - - PAGE___ OF ____
Management Officer thru your Records Coordinator. .
1. Department/Agency 2. Office/AdministratioryDivision » 3. Unit or Section
. ) -1 hral i d - - - -
DEPT OF HEALTH & MENTAL HYGIENE Vii o T 1s (1< Djoision oF ViTa\ Records

JEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4 Record Sarles Title ’ 5. Earllest Year/Latest Year
PR - to .
#/3 D V R HCI n s iral o€ Fermy -

3. Record Serles Description (Briefly describe the types of information/documents/forms found In the series. Include the purpose or function of the serles.)
o KepuwtsT For Corrcction/Ame,dmenT To DeaTh CerTiFicale

o 7 7 no1 1 FeTal Death CerTiPical<

® S u.Fplem-chc‘,( /?(i:orr oF Caunse ofF D@qﬂ,

° HFF.’C[QLU,’T .TD CorreceT or Add Giufn Neame To CerT [ Ficute oF ]3,‘{‘4\
0 by { Ch‘mfe_ the Mame on « CerTiFicule of Bivih W‘nl“-,’

month) ofF Bf'ﬁ"_ . . . .
o oAt AdminpyTralivA  Formy.

7] Record Series Format(s) 8. Racord Saeries Sequence 9. Volume
. . a File Drawet(s)
ﬂe«er Size % Microfilm (2/ Alphabetical . O Microfilm Reel(s)
O Computer Tape(s)
Q3 Legal Size 3 Computer Tape O Numerical Number O Other (spectly)
0 Bound Book QO Floppy Disk ﬂ/ Chronological
10. Annual Accumulation
O Audioc Tape Q Video Tape O Geographical : O File Drawer(s)
. . Q Microfilm Reel(s)
O Other (specily) O Other (specify) O Computer Tape(s)
Number O Other (specily)
1. File is Used ) 12. File Becomes !nactive After
O Daily O Weekly O Monthly O Month(s) O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. |s Record Series Duplicated Elsewhere?
: (if yes, spacify agency or office) -
Q Yes Q No
Ji. Access Restrictions O Yes O Neo 16. Audit Requirements
(t Yes, cite Law(s) & Regulation(s)
O None O State 0O Federal 0O Independent
2 Is an Index System used? ' 18. Recommended Retention _
{1t yes, explain briefly and describs any hardwara/software sequirements F‘,Ym 3 ar mauniain For 3 - é
T 2rx “cro Filmed,
D Yes O No mon Ths | e reyge ATy pwere
Micre Pilmecd ralaintd Ptr man -~
€aT )\/ .
. aame and Titte of Preparer o m 20. Room Number. e _ h 21. Date .
eorge M. Bekey 45 : iy o S -
- rae. Telephona Number 4{0) Y3 S ' I o)
Busint, Manager ¢ T ‘/ /?é o 7 Qf, -




e ——

. DHMH Instructions - Screen non-record materials and

Management Officer thru your Records Cocrdinator.

" . CEPARTMENT OF GENERAL seﬁmc‘:;s“i .

_AGENCY RECORDS INVENTORY
list sepasately. Type o print a separate invertory farm STATE RECORDS CENTER o
for each Record Serles identifled. Each Record Serles 7275 WATERLOO ROAD - ‘
must also be listed on a Scheduls. Forwerd all P.0O. BOX 275
Records Inventary forms with the proposed Racords JESSUP, MARYLAND 20794 : '
Retention Schedule (DGS 550-1) to the DHMH Records - -  PAGE ___ OF

{410) 799-1379 -

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

ViTel

2. Office/AdministratioryDivision

$TeTis T7es

3. Unit or Section

Diovision of ViTa\ Records

JEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Y Record Series Title

#)4 App )i caT ivny

Fov CerTi Ficales —

5. Earllest Year/Latest Year

Ouvtr - .n\{ CounT <~ or mw{'l "/}')

° "V 1 &

$ Record Sarles Description (Briefly describe the typaes of informatlorvdocumentsfiorms found In the.serles. Include the purpose or tunction of the serles.)

o Applic« Tion Fovr Cepy)AbsTracT of Birrh CerTiFicat<

copy oF e« D{mﬂ] CerTi Ficat2
° /) 72 ¥ /

1o mwrffu?\ 1]

] Record Series Format(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
# Letter Size O Microfilm O  Alphabetical O Microfilm Reel(s)
O Computer Tapae(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (spaciy)
O Bound Book O Floppy Disk @~ Chionological
10. Annual Accumulation
0 Audlo Tape 3 Video Tape O Geographical O File Drawer(s)
. ) O Microfilm Reel(s)
O Other (specify) 3 Other (specify) O Computer Tape(s)
Number O Other (specily)
)1. Fila is Used ] 12 File Bacomes Inactive After
O Daily 0 Weekly O Monthly O Month(s) O Year(s)

Number

13. Current Location(s) (Bldg., Floor, Room)

14. Is Record Series Dupliicated Elsewhere?
(f yes. specify agency or office)
a VYes O No

1. Access Rastrictions O Yes
(f Yes, cite Law(s) & Regulation(s)

O No

16. Audit Requirements

O None O State 0O Federal O Independent

V7 Is an Index System used? :
{f yes, explain briefly and dascribe any hardware/scftware requirements

O Yes QO No

18. Recommended Retention )
ﬁzra[n aT PV For sia () "Wnﬂ'U)
3rate Record CTenTer unTi ) Tt (3)
Yeur) old ana all awdiT reguirtmeT
m-c’l_\ ﬂ)-()q des TYoy.

. aamo and Title of Pra,pBa:elf{’ ' m 20 Room Number —~ : 21. Date -
eorac M. Pakty ‘ .
' B wd f»,?:;J Manager - Telephono Numbor(l”o) 74‘/‘ 3) 7é 7/é?y /0-0
_ . s s . S




DHMH Instructions - Screen non-record matesials and ~ CEPARTMENT OF GENERAL SE.FMCES‘

.| _AGENCY RECORDS INVENTORY

list sepasately. Type or print a separate inventory farm © ', STATERECORDSCENTER -~ | ot
for each Record Series identifled. Each Record Serles ST - 7275 WATERLOO ROAD - - -
must also be listed on a Schedule. Forwerd all . P P.0. BOX 275 .
Racords Inventory forms with the proposed Records JESSUP, MARYLAND 20794 : '
Retention Schedule (DGS 550-1) to the DHMH Records ~ (410) 799-1379 - = - PAGE ___ OF
Managemant Officer thru your Records Coordinator. _ ) B 1 .
1. Department/Agency 2. Office/AdministratioryDivision 3. Unit or Section

. . - - . - . . -
DEPT OF HEALTH & MENTAL HYGIENE V) i %( SI wlts (1¢S5 D/ouicm oF i lw\ KCCWAJ

JEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4 Racord Sarles Title ) 5. Earllest Year/Latest Yoar

- - = - __to .
# }5 /94- minislvalivt C°f)’tdpondfnczc .
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I Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
dLetter Size O Microfilm P~ Alphabetical O Microfilm Reel(s)
O Computer Tepa(s)
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O Bound Book O Floppy Disk ® Chronological
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; ‘ . O Microfilm Reel(s)
O Other (specity) i O Other (specity) O Computer Tape(s)
Number O Other (specify)
1. Filais Used , 12 File Bacomes Inactive After
Daily 0O Weekly O Monthly O Month(s) O Year(s)
Number
3. Current Location(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewherae?
: ’ (1 yes, specify agency or office)
O VYes 0O No
8 Accass Rastrictions a Yes a No 16. Audit Requirements
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. O None O State O Federal O Independent
I7 Is an Index System used? 18. Recommended Retention
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DHMH [nstructions - Screen non-record materials and

Records Invantory forms with the proposed Records

Managemaent Officer thru your Records Coordinator.

Retention Schedule (DGS 5§50-1) to the DHMH Records -

* DEPARTMENT OF GENERAL SERVICES -

JESSUP, MARYLAND 20794

(410) 799-1379 SR

~AGENCY RECORDS INVENTORY
list sepasately. Type of print a separate inventory farm - , .STATE RECORDS CENTER ' o
for each Record Serles ldentifled. Each Record Serles " - 7275 WATERLOO ROAD -
must also bae listed on a Schedule. Forward afl - P.O. BOX 275

PAGE __ OF ___

t. DeputmentlAgomy

2. Office/AdministratloryDivision

3. Unit or Section

DEPT OF HEALTH & MENTAL HYGIENE

- ™ Ara N - o« o -
Vitel STaTis Tics Djoision of ViTa\ Records
JEFINITION - RECORD SERIES - A group of releted records normally filed and used as a unit for reference as well as retention and disposition purposes.
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{i. Fite is Use 12 File Becomes Inactive After
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Number

(Bldg., Floor, Rocm) 14, Is Record Serias Duplicated Elsewhera?

(it yes. spacify agency or office)
C Yas Q No

13. Current Loceation(s)

J§- Access Restrictions QO Yes
(it Yes, cite Law(s) & Regulation(s)

a3 No 16. Audit Requirements

O None O State O Federal O Independent

¥!s an Index System used?

18. Recommended Retention
(if yes, explain briefly and describe any hardware/software requirements
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list separately. Type of print a separate Inventory farm ", .STATERECORDSCENTER =~ | ] o
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Records Inventory forms with the proposed Records JESSUP, MARYLAND 20794 . '
Retention Schedule (DGS 550-1) to the DHMH Records - . @19 7991379 - - - -+ PAGE__ OF ___
Management Officer thru your Records Coordinator. ] oL _
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