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Item No. Record Series Description Retention

3.

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.

Birth Certificates
Original hard copies are maintained at DVR
from 1925 to present. Microfilm copies are
also maintained at DVR.

Prior to 1925, Hard copies are at Maryland
State Archives, see item 2-lndex to Birth
certificates

Birth f i les after 1942 are also maintained
electronically.

Index to Birth Certificates

Retain original hard copies permanently.
Send to Archives periodically.

Periodically send microfilm copies and
copies of electronic f i les to Archives.

•4 77 MD Counties (not Baltimore City)
1898- 1919 In 18 book volumes
1920- 1972 On index cards + microf i lm
1973-Present book volumes.

Baltimore City
1875- 1917 On microfilm
1918- 1973 On index cards + microfilm
1973-Present book volumes.

indexes for al l certificates from 1922 to
present are also maintained electronically.

Delayed Bi rth Certificates
Original hard copies of Delayed Birth
Certificates, including applications and
evidence used to create them, from 1875 for
Baltimore City, 1898 for al l other Counties,
to present, are maintained at DVR. Microfilm
copies of delayed birth certificates,
applications, and evidence are also
maintained.

Retain book volumes, index cards, and
microfilm permanently. Send to Archives
periodically-

Retain book volumes, index cards,
microfilm permanently. Send to Archives
periodically.

Send electronic f i l e index to Archives
periodically.

Retain original hard copies, and
microfilm copies of delayed birth
certificates, applications, and evidence
permanently. Send to archives
periodically.

APPROVED^: (AgencyOfficial)

DATE: (h^tUC^iy £#/ <#0#/

SIGNATURE /lJvU**JL'

NAME/TITLE: Geneva Sparks, Slate Registrar

AUTHORIZED BY: (State Archivist)

DATE: FEB 1 3 Z001

J^£*r**+lC. /4**^«/>SIGNATURE:

NAME/TITLE: Edward C Papenfuse, Jr., State Archivist
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4.

5.

Death Certificates
Original hard copies of death
are maintained at DVR.

certificates

A microfilm copy of all death certificates
from 1911 to present for all Maryland
counties, and from 1875 to present for
Baltimore City, is maintained at DVR.

Last page of Death certificate is the Burial
permit, See item #11.

index to Death Certificates
A card index of death certificates is
maintained from 1969 to 1972 for all
counties, and from 1951 to present for
Baltimore City. Book Volumes are maintained
after 1973 for Counties and Baltimore City.

Electronic File are also maintained.

Fetal Death certificates
Fetal deaths hard and microfilm copies are
maintained for Baltimore City & Counties at
DVR.

Electronic index File also maintained.

Marriage Certif icates
DVR maintains hard and microfilm copies of
certif icates for a l l marriages occurring in
Maryland from June 1951 to present.

Retain original hard copies of death
cert i f icates permanently. Send to
Archives periodically.

Also send microfilm of death
cert i f icates to archives periodically.

Retain original index cards, and volumes
permanently. Send to Archives
periodically. ||

Send electronic f i les TO Archives
periodically.

Retain original hardcopy and microfilm
copies of fetal death certif icates
permanently. Send to Archives
periodically.

Periodically send electronic f i les to
Archives.

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

DGS 550-1 (DHMH-1998) Continuation Sheet
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8.

9.

10.

1 1 .

index of Marriage Records
index is maintained in book volumes from
1951 to present.

Electronic index File also maintained.

Divorce/Annulment Forms
DVR maintains microfilm copies of divorce
and annulment forms processed in Maryland
from Duly, 1961 to present. Original hard
copies of divorce and annulment are
maintained at DVR.

Card index of Divorce/Annulment information
available from July 1961-1972. Book volumes
for 1973 to present.

Aff idavit of Parentage
Since 10/1995, this form has been prepared
when parents of a child are not married at
child's b i r th. Microfilm copies are also
maintained.

Burial Permits
This Permit is the last page of the Death
Certificate, and serves as a permit to
transport a body for f inal disposition.

Retain original index volumes
permanently.

Send index volumes, electronic f i les to
Archives periodically.

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

Also send copy of card index, book
volumes to Archives periodically.

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

Retain permanently, send to Archives
periodically.

DGS 550-1 (DHMH-1998) Continuation Sheet
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12.

13.

14.

15

Certificates under Seal
• certificate of Adoption
• Report of Legitimation / Affidavit of
Natural Father
• Affidavit of Natural Parents
• Affidavit of Adjudication of Paternity
• Other Certificates

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

PVR Administrative Forms
i Request for Correction/Amendment to
Death Certificate
• Request for Correction/Amendment to
Fetal Death certificate
• Supplemental Report of Cause of Death
• Affidavit to Correct Or Add Given Name
to Certificate of Birth
• Affidavit to Change the Name on a
Certificate of Birth within Twelve Months
of Bi rth
• Other Administrative forms

Notarized and/or signed forms are
maintained at DVR.

Applications for certificates
The following are either over-the-counter
or mail-in applications:
• Application for Copy/Abstract of Birth
Certificate
• Application for a copy of a Death
Certificate
• 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 permanently.
Send to Archives periodically.

Microfilm is retained at DVR permanently.

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

Retain microfilm copy permanently. 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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16. Accounting Records
A. Genera I/Misc Accounting Records

l~. Daily Fiscal Reports CCashier settlement Report,
Bank Deposit Slips, Mail Receipt Reconciliation, vital
check Receipt Report, etc)

ii. county Transmittals (Receipt Copies, check stubs,
Bank Deposit Slips, etc)
iii. Federal Enumeration Records (Data Processing

Reports, index of individual Records Produced,
invoice/Receipt Copies, Check stubs, Bank Deposit slips,
etc)

iv. inter-agency Certificate Documentation
(invoices/receipt copies, check stubs, bank deposit
slips, transmittals, etc)

y. Petty Cash Reimbursement Sheets
yi. Petty Cash Reconciliation sheets

yii. Security Paper Issuance Log
viii. voided Security PapeF

ix. Refund Documentation
x. Requisitions and Purchase orders

xi. Paid bills and invoices
xii. Receiving Reports

xiii. DAFRT 100/200 Monthly Report
xiv. Log of under $500 Purchases. Phone Bills
xy. Log of issuance of Blank Birth/Death certificates

xvi. Affidavit of Parenting -invoices and related
documentation
xvii. other miscellaneous accounting records

Retain for three (3)
years, and until all audit
requirements are
fulfilled, then destroy.

B. Budget and Management Records
Budget estimates, papers, and worksheets;

inventories of materials and supplies, Reports of Fixed
Assets, Reports of Materials and Supplies, and other
related documentation

c. Purchasing Records
Copies of contracts including notices of award,

bids, modifications, etc. Supply requisitions, shipping
documents, receiving documents, and other purchasing
records.

Retain for three years and
until all audit
requirements are
fulfilled, then destroy.

Retain for five years and
until all audit
requirements are
fulfilled, then destroy.

DGS 550-1 (DHMH-1998) Continuation Sheet
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17. PVR History File
One copy or all DVR publications, studies,
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.

Retain permanently,
periodically.

Send to Archives

DGS 550-1 (ODHMH-1998) Continuation Sheet



DHMH Instructions • Scrsan non-record material* and
list separately. Type or print a separate Inventory fqrm
for each Record Series Identified. Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794
(410)799-1379

AGENCY RECORDS INVENTORY

I. Department/Agency

OEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Division 3. Unit or Section

DEFINITION • 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 Series Title

#y Bird CerT;£U"T*±

5. Record Series Description (Briefly describe the types of Information/documents/forms found In the series. Include the purpose or function of the series.)

fnuto Fr\yr> Cap/<j a^c <*ho fir*** >> T+i * * ±

7 Record Series Formed(s)

O Letter Size [/Microfilm

O Legal Size D Computer Tape

(jTOound Book D Floppy Disk

D Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

• Alphabetical

O Numerical

tf Chronological

Q Geographical

D Other (specify)

9. Volume

Number

D File Drawef(s)
a Microfilm Reel(s)

O Computer Tape(s)
CI Other (specify)

10. Annual Accumulation
O Pile Drawer(3)
O Microfilm Reel(s)

D Computer Tape(s)
Number Q Other (specify)

/ I . File is Used
g^Daily O Weekly 0 Monthly

12. File Becomes Inactive After
O Month(s)

Number
D Year(s)

1). Current Location(s) (Bldg., ROOT. Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Q Yes Q No -

/>. Access Restrictions D Yes
Of Yes, cite Law(s) & Regulation^)

D No 16. Audit Requirements

0 None a State O Federal O Independent

J"7 Is an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

18. Recommended Retention

D Yes D No

Re, Fa/ Y\ f*- *" hn *>7 *** fly - ̂ <n ̂
/9 r o i i /u-<o p*rfod icc*.l)y.

(<=>

Name and Title of Preparer 20. Room Number -—

Telephone Number^) %^ JjJ^

21. Date

ifa) OO

55M (DHMH Rev. 1998 )



DHMH Instructions - Scrs«n non-record malarial* and
list separately. Type or print a separate Inventory fqrm
for each Record Series Identified. Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS S50-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410) 799-1379

AGENCY RECORDS INVENTORY

1. Department/Agency

OEPT OF HEALTH & MENTAL HYGIENE

2. Office/AdministratlorVDivlsion 3. Unit or Section

PjojjJo* of \)\X«u\ Re&r/^S

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

4. Record Series Title 5. Earliest Year/Latest Year
to

i. Record Series Description (Briefly describe the types of Information/documents/forms found In the series. Include the purpose or function of the series.)

f\\\ hip Co«*Tr-c*C*»>T fl«,in»y»r<. c;ry)

lW&-f+<s**r /*»«/** Cct/Jj t micro Ptl*n

ff<wp>. c r / y
18~>S- Jy7 micro frivn
IK? - pr<i<n T /"•*</«x cc*y^j t hrncro p?ltn

7 Record Series Format(s)

0 Letter Size eTMIcrofllm

D Legal Size D Computer Tape

a Bound Book • Floppy Disk

O Audio Tape D Video Tape

^Other (specify) "It\i<-K C«'<i<i

8. Record Series Sequence

• Alphabetical

D Numerical

%a Chronological

O Geographical

D Other (specify)

9. Volume

Number

O Pile Drowef(s)
a Microfilm Reel(s)

Q Computer Tape(s)
a Other (specify)

10. Annual Accumulation
O File Drawer(s)
Q Microfilm Reel(s)

D Computer Tape(s)
Number Q Other (specify)

(1. File is Used
p'oaily D Weekly D Monthly

12. File Becomes Inactive After
• Month(s)

Number
D Year(s)

p. Current Location(s) (Bldg., ROOT. Room) 14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
Q Yes a No •

/5. Access Restrictions Q Yes
(If Yes. cite Law(s) & Regulation(s)

O No 16. Audit Requirements

D None D State O Federal D Independent

fj Is an Index System used?
0< yes, explain briefly and describe any hardware/software requirements

O Yes 0 No

18. Recommended Retention

. Name and Title of Preparer

Qeo^/n. A*fax M
20. Room Number —-

Telephone Number^) %Lj. Jyc,£

21. Date

?kfjo-o
. 550-4 (DHMH Hev. 1998 )



DHMH Instruction • Screen non-record malarial* and
list separately. Type or print a separate Inventory form
for each Record Series Identified. Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794
(410) 799-1379

AGENCY RECORDS INVENTORY

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Offica/Administraiion/Divlsion 3. Unit or Section

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

4. Record Series Title

# 3 D-cky^d Ri'ti Ce^nfiCcvKJ
5. Earliest Year/Latest Year

to

i. Record Series Description (Briefly describe the types of InformatlorVdocuments/forms found In the series. Include the purpose or function of the series.)

micro Filvn Copt*) «•*< ^ l s o m*iolcuh Tec t" K -6 <̂  •

7- Record Series Format(s)

(•Letter Size

D Legal Size

0*Bound Book

D Audio Tape

Q Other (specify)

^Microfilm

• Computer Tape

O Floppy Disk

Q Video Tape

8. Record Series Sequence

O Alphabetical

D Numerical

\Z Chronological

D Geographical

D Other (specify)

9. Volume

Number

O File Drawer(s)
D Microfilm Reel(s)

D Computer Tape(s)
O Other (specify)

10. Annual Accumulation
D File Drawer(s)
D Microfilm Reel(s)

D Computer Tape(s)
Number D Other (specify)

it. File is Used
JT Daily • Weekly O Monthly

12. File Becomes Inactive After
O Month(s)

Number
D Year(s)

JJ. Current Location(s) (Bldg., ROOT. Room) 14. Is Record Series Duplicated Elsewhere?
Of yes. specify agency or office)
Q Yes D No -

jj. Access Restrictions D Yes
(If Yes. cite Law(s) & Regulation(s)

D No 16. Audit Requirements

O None D State O Federal D Independent

/'7 Is an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

18. Recommended Retention

D Yes D No

Name and Title of Preparer . 20. Room Number ~ - '

Telephone Number^) %^ Jy ^

21. Date

ih) o-o
55CM (DHMH Hev. 1998)



DHMH Instructions • Screen non-rocord malarial* and
list separately. Type or print a separata Inventory form
for each Record Series Identified. Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794
(410) 799-1379

AGENCY RECORDS INVENTORY

t. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Division 3. Unit or Section

DEFINITION • 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 Series Title•cord Series Title .

#1 Pe%if) CeyTi f( cccT-es
5. Earliest Year/Latest Year

to

5. Record Series Description (Briefly describe the types of Informatlon/documenls/forms found In the series. Include the purpose or function of the series.)

O ""n fr] n« , / K<*W CoPi ?¥• d«*ii} nycii^J^i>s^6 <vr Dvft for

B>*T;*>*.< ci iy - Jl n IK* " " '

1 Record Series Format(s)

D Letter Size ©'Microfilm

D Legal Size D Computer Tape

B^Bound Book Q Roppy Disk

D Audio Tape G Video Tape

• Other (specify)

8. Record Series Sequence

O Alphabetical

D Numerical

^r Chronological

O Geographical

D Other (specify)

9. Volume

Number

D File Drawer(s)
D Microfilm Rael(s)

Q Computer Tape(s)
O Other (specify)

10. Annual Accumulation
D File Drawer(s)
D Microfilm Reel(s)

D Computer Tape(s)
Number D Other (specify)

V. File is Used
(/Daily O Weekly O Monthly

12. File Becomes Inactive After
G Month(s)

Number
O Year(s)

p. Current Location^) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes . specify agency or office)
Q Yes D No •_

|S. Access Restrictions O Yes
Of Yes, cite Law(s) & Regulation^)

O No 16. Audit Requirements

D None D State • Federal D Independent

tl Is an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

18. Recommended Retention

D Yes O No

H*vl t°p:<> / n ^ r ^ ' ^ A *T Oo(L for-

Name and Title of Preparer 20. Room Number — .

Telephone Number^) %lj. J) J^

21. Date

?hJ o-o
550-4 (DHMH Hev. 1998 )



DHMH Instructions • Scraon non-record malarial* and
list separately. Typa or print a separata Inventory fqrm
for each Record Series Identified. Each Record Series
must also bs listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794
(410)799-1379 • - - •

AGENCY RECORDS INVENTORY

t. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Adrnlnistratlon/Division 3. Unit or Section

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

t. Record Series Title

#£" J^d-r/ T<> Dt*iU CesT:£ic^T<j
i. Record Series Description (Briefly describe the types of Information/documents/forms found in the series. Include the purpose or function of the series.)

To )°\1X f*°y «•" c ^ ^ f f ^ j c»n<i fr»*n )^^° To pr<Ul>r for &«/inhnor-i. * <
C»Ty. \la )*m-o H73 To pr<stnT o>JciTy mAc* <>*-> Volu,^^

1 Record Series Format(s)

D Letter Size D Microfilm

O Legal Size D Computer Tape

D Bound Book D Floppy Disk

a Audio Tape D Video Tape

l/other (specify) C * V <̂  ** <? < ^

8. Record Series Sequence

0 Alphabetical

D Numerical

jf Chronological

D Geographical

D Other (specify)

9. Volume

Number

D R e D rawer (s)
D Microfilm Reel(s)

D Computer Tape(s)
O Other (specify)

10. Annual Accumulation
D File Drawer(s)
D Microfilm Reel(s)

D Computer Tape(s)
Number D Other (specify)

Ji. File is Used
12 Daily Q Weekly a Monthly

12. File Becomes Inactive After
• Morrth(s)

Number
O Year(s)

|3. Current Location^) (Bldg.. ROOT. Room) 14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
D Yes D No •

|>. Access Restrictions D Yes
Of Yes. cite Law(s) & Regulation(s)

D No 16. Audit Requirements

D None D State O Federal O Independent

f] Is an Index System used?
(If ye3. explain briefly and describe any hardware/software requirements

• Yes O No

18. Recommended Retention

Name and title of Preparer 20. Room Number ~^.

Telephone Number^) %^ J y ^

21. Date

fkl/ot
550-4 (DHMH Rev. 1998 )



DHMH Instructions • ScrMn non-record materials and
list separately. Type or print a separate Inventory form
(or each Record Series Identified. Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794
(410)799-1379 • - - •

AGENCY RECORDS INVENTORY

t. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Division 3. Unit or Section

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

i\. Record Series Title

Oc^iU C er-Ti A-c^To
5. Record Series Description (Briefly describe the types of Informatlon/documents/forms found In the series. Include the purpose or function of the series.)

F-cT^l de*Aj c<̂ < Ci~W4 C&pr<j) FrUd «*JpA*- °st-<r P^y

B<*\Ti >**/<. CtTy t Co «*?*•**> ikr**.^ )cffS.

TnJ-e*. . . . ....
"2 Record Series Format(s)

O Letter Size tf'Mlcrofilm

D Legal Size D Computer Tape

pr Bound Book D Roppy Disk

D Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

l/ Alphabetical

O Numerical

D Chronological

D Geographical

D Other (specify)

9. Volume

Number

D File Drawer(s)
a Microfilm Reel(s)

Q Computer Taps(s)
O Other (specify)

10. Annual Accumulation
O File Drower(s)
O Microfilm Reel(s)

O Computer Tape(s)
Number D Other (specify)

it. File is Used
m Daily O Weekly 0 Monthly

12. File Becomes Inactive After
O Month(s)

Number
D Year(s)

»J. Current Locatlon(s) (Bldg.. ROOT. Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
D Yes D No "

|>. Access Restrictions D Yes
(If Yes. cite Law(s) & Regulation(s)

O No 16. Audit Requirements

Q None D State D Federal D Independent

V7 13 an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

D Yes D No

18. Recommended Retention

per trmtHiAl-f. St« i V* /9 roh / U<J
p4.r iWt'cGb/iy.

Name and Title of Preparer 20. Room Number —

Telephone Number^) %^ ffy^

21. Date

- --f/af/oo
55(M (DHMH Rev. 1998 )



DHMH Instructions - Screen non-record materials and
list separately. Type or print a separata Inventory form
for each Record Series Identified Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410) 799-1379

AGENCY RECORDS INVENTORY

t. Deportment/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Oflice/Administration/Division 3. Unit or Section

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

t. Record Series Title

i. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

0r ,> / *« t ! W<i cop;^ jrWnPvf-^ «* DO ft for A~ G^y*<*o •

jflr\\cvo f^'Kn Zt*pf t± from (Jun-c ]°tSl V> pr<$i*>r.

t Record Series Format(s)

O Letter Size (p'Microfilm

0 Legal Size D Computer Tape

pfeound Book D Floppy Disk

D Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

• Alphabetical

D Numerical

pr Chronological

O Geographical

D Other (specify)

9. Volume

Number

D File Draww(s)
O Microfilm Beel(s)

Q Computer Tape(s)
D Other (specify)

10. Annual Accumulation
D File Drawer(s)
O Microfilm Reel(s)

D Computer Tape(s)
Number D Other (specify)

II. File is Used
Ip Daily O Weekly D Monthly

12. R e Becomes Inactive After
a Month(s)

Number
0 Yearfs)

13. Current Location(s) (Bldg., ROOT. Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
D Yes D No -

)>. Access Restrictions D Yes
(If Yes. cite Law(s) & Regulatlon(s)

D No 16. Audit Requirements

Q None a State O Federal O Independent

I? Is an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

18. Recommended Retention

D Yes O No 7"<o C«") ̂ <*n For p^y tnnntrrr Sr<*r~«,2<..
mitrt, Ft in, j-fof To farvh iu<j

Name and Title of Preparer . _ 20. Room Number —-

Telephone N u m b e r ^ %lj. Jfy^

21. Date

fhl o-o
550-4 (DHMH Hev. 1998)



DHMH Instructions • Screen non-record materials and
list separately. Type or print a separate Inventory (qrm
for each Record Series Identified. Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794
(410)799-1379

AGENCY RECORDS INVENTORY

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Dfvision 3. Unit or Section

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

A. Record Series Title

** 2 tri&Zj-. Of /T)cLrr I'C^̂ C Rzcor <Jj

& Record Series Description (Briefly describe the types of Informatlon/documents/forms found In the series. Include the purpose or function of the series.)

j . n C -€ ^ i'-i Jpn^in 7~°L; r\< d In' Vo )***><j prvvn H ^ l T&

pr<Se*T.

1 Record Series Format(s)

D Letter Size D Microfilm

D Legal Size O Computer Tape

BBound Book D Floppy Disk

O Audio Tape D Video Tape

0 Other (specify)

8. Record Series Sequence

O Alphabetical

D Numerical

0 Chronological

Q Geographical

D Other (specify)

9. Volume

Number

• File Drawer(s)
a Microfilm Reel(s)

Q Computer Tape(s)
O Other (specify)

10. Annual Accumulation
O File Drawer(s)
D Microfilm Reel(s)

O Computer Tape(s)
Number O Other (specify)

I I . File Is Used
pT Daily D Weekly O Monthly

12. File Becomes Inactive After
D Month(s)

Number
D Year(s)

0. Current Locatlon(s) (Bldg.. ROOT, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
O Yes D No -

|>. Access Restrictions Q Yes
Of Yes, cite Law(s) & Regulation(s)

D No 16. Audit Requirements

D None a State O Federal D Independent

H Is an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

18. Recommended Retention

D Yes O No
\fo\ u-tr̂ o p^rm^o-en T)y ,

Name and Title of Preparer 20. Room Number —

Telephone Number^) %^ Jjj^

21. Date

7/6/ /•o-o
5504 (DHMH Hev. 1998J

_



DHMH Instructions • Screen non-racord malarial* and
list separately. Type or print a separata Inventory form
for each Record Series Identified. Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Record* Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794
(410) 799-1379

AGENCY RECORDS INVENTORY

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Division 3. Unit or Section

jOjoijIon of \J\X«u\ Rccoyds

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

** 7 Dj 0°rt-t/A»n^\Mooo1 tr\<n 1r F orynS
& Record Series Description (Briefly describe the types of Informatlon/documents/forms found In the series. Include the purpose or function of the series.)

Oric,i*,«,l h«wA C**f>r-C3 of dt Uwrc< <*nd <=L r>y)«. /»•»-** T Form* p*-o ciMe"!
/h frl«.t^ land <*<*< W) cro ft\ m<& ^»d U»T ?*> A< Sr^T<- flfchio-CO

"1 Record Series Format(s)

• Letter Size BMIcrofilm

O Legal Size D Computer Tape

ip^Bound Book D Floppy Disk

D Audio Tape D Video Tape

{/Other (specify) T ^ C ^ k C<*'<^S

8. Record Series Sequence

• Alphabetical

O Numerical

Ef^ Chronological

O Geographical

D Other (specify)

9. Volume

Number

O File Drawer(s)
D Microfilm Reel(s)

0 Computer Tape(s)
O Other (specify)

10. Annual Accumulation
O File Drawer(s)
D Microfilm Reel(s)

D Computer Tape(s)
Number Q Other (specify)

it. File is Used
0 Daily D Weekly O Monthly

12. File Becomes Inactive After
D Month(s)

Number
D Year(s)

J). Current Locations) (Bldg., ROOT, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
D Yes D No •

J5. Access Restrictions D Yes
(If Yes. cite Law(s) & Regulalion(s)

D No 16. Audit Requirements

Q None 0 State D Federal D Independent

fj Is an Index System used?
(If yes. explain briefly and describe any hardware/software requirements

D Yes O No

18. Recommended Retention

/?€ T*jy) ptrY**m<r,T"/y. Sz«<L Or- ip*«,\ To
STOAC /5rc/K«w-t^ a f T<v <**< Ob ye*r.

Name and Title of Preparer 20. Room Number —

telephone Number £#o) %lj. Jy c,^

21. Date

- ?hJ o-o
550-4 (DHMH Rev. 1998 )

^



,DHMH Instructions - Screen non-rocord malaria)* and
list separately. Type or print a separate Inventory form
for each Record Series Identified. Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the OHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410) 799-1379

AGENCY RECORDS INVENTORY

t. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/AdministratiorVDivision

I4r«,( S?<cCh /"Ycj
3. Unit or Section

DEFINITION - 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 Series Title

°^*~<n. 1*19-1

& Record Series Description (Briefly describe the types of Information/documents/forms found in the series. Include the purpose or function of the series.)

1 Record Series Format(s)

[Letter Size

O Legal Size

a Bound Book

D Audio Tape

D Other (specify)

^Microfilm

D Computer Tape

D Roppy Disk

O Video Tape

8. Record Series Sequence

rf Alphabetical

Q Numerical

(K Chronological

O Geographical

D Other (specify)

9. Volume

Number

O File Drawef(s)
D Microfilm Reel(s)

a Computer Tape(s)
O Other (specify)

10. Annual Accumulation
O File Drawer(s)
D Microfilm Reel{s)

D Computer Tape(s)
Number O Other (specify)

H Fila Is Used
P^ Daily O Weekly D Monthly

12. File Becomes Inactive After
D Month(s)

Number
D Year(s)

II . Current Locatlon(s) (Bldg.. Floor. Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
D Yes D No -

p. Access Restrictions d Yes
Of Yes, cite Law(s) & Regulation(s)

D No 16. Audit Requirements

O None D State D Federal D Independent

XI Is an Index System used?
(If yes. explain briefly and describe any hardware/software requirements

18. Recommended Retention

D Yes D No

/?*,Ta/y) per- m<*n<»Tl-/ . Jin « 7"°
/Jr f>h{w-t^ p-tY i<S&ic<*si]^.j <\fz?<r'

jrrvitro P r | m i n ^ .

Name and Title of Preparer - 20. Room Number —

Telephone Number£>) %lj. j / ^

21. Date

?hJ oo
55(W (DHMH Rev. 1998 )



DHMH Instructions • Screen non-record materials and
list separately. Type or print a separate Inventory fqrm
for each Record Series Identified. Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECOR0S CENTER

7275 WATERLOO ROAD1

P.O. BOX 275
JESSUP, MARYLAND 20794

(410)799-1379

..AGENCY RECORDS INVENTORY

t. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Adminlstratlon/Dlvision 3. Unit or Section

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

l\. Record Series Title

# 11 fioc r ,' <*. I PtrynrTS
. Record Series Description (Briefly describe the types of Informatlon/documents/forms found in the series. Include the purpose or function of the series.)

o/n<< /H<W icfcfli Povsi^l Ptir^iT^ h<*.u-c o^€n k^fX" in °<Y)
^1^ cfronfc for y^uT<-

r£ . TY )"€. O<< \y)-t )nc\%vtn<r.

7 Record Series Format(s)

f e t t e r Size D Microfilm

O Legal Size D Computer Tape

Q Bound Book D Floppy Disk

D Audio Tape O Video Tape

pother (specify) £lecTr<»ilC F»rm«T

8. Record Series Sequence

O Alphabetical

D Numerical

®{ Chronological

D Geographical

D Other (specify)

9. Volume

Number

O File Drawer(s)
O Microfilm Rael(s)

O Computer Tape(s)
D Other (specify)

10. Annual Accumulation
O File Drawer(s)
O Microfilm Reel(s)

D Computer Tape(s)
Number D Other (specify)

I I . FilalsUsed
D Daily O Weekly a Monthly

12. File Becomes Inactive After
O Month(s)

Number
a Year(s)

|3. Current Location^) (Bldg., ROOT. Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
D Yes a No -

| i . Access Restrictions O Yes
Of Yes. cite Law(s) & Regulation^)

O No 16. Audit Requirements

O None Q State O Federal D Independent

f) Is an Index System used?
Of yes, explain briefly and describe any hardware/software requirements

O Ye3 a No

18. Recommended Retention

£*T'y. J*rJ To fir chl^cj

Name and Title of Preparer 20. Room Number — .

Telephone Number^) %Lj. JjJ^

21. Date

fAu>/ a-o
55W (DHMH Hey. 1998 )

_



DHMH Instructions • Screen non-record material* and
list separately. Type or print a separata Inventory fqrm
(or each Record Series Identified. Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794
(410) 799-1379 "

AGENCY RECORDS INVENTORY

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Division

Vii^[ STcCCii / T O
3. Unit or Section

Pjojjioo of \}\X*\ /VeCo/Jj

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

1. Record Series Title

4n<J
& Record Series Description (Briefly describe the types of Information/documents/forms found in the series. Include the purpose or function of the series.)

o R<Lfo* T of Ltfti Tiyn^Tl'on I ft FF\ Jc^uiT of /Ac/ic/^l F<*Mr

"7 Record Series Format(s)

f la t te r Size D Microfilm

• Legal Size D Computer Tape

D Bound Book D Floppy Disk

a Audio Tape O Video Tape

D Other (specify)

8. Record Series Sequence

f/" Alphabetical

Q Numerical

EK Chronological

D Geographical

D Other (specify)

9. Volume

Number

O File Drawer(s)
O Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

10. Annual Accumulation
Q File Drawer(s)
a Microfilm Reel(s)

D Computer Taps(s)
Number O Other (specify)

It. File Is Used
\g Daily • Weekly a Monthly

12. File Becomes Inactive After
O Month(s)

Number
• Year(s)

|3. Current Location(s) (Bldg., ROOT, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
O Yes D No -

ft. Access Restrictions Q Yes
(If Yes. cite Low(s) & Regulation(s)

D No 16. Audit Requirements

a None a State O Federal O Independent

\1 Is an Index System used?
(If yes. explain briefly and describe any hardware/software requirements

D Yes O No

18. Recommended Retention

A<Tcuh p-trmctrXnTly . S<n T To

'. Name and Title of Preparer 20. Room Number —-

Telephone Number^) %lj- fj %

21. Date

fkfi o-o
5504 (DHMH Hev. 1998 )



DHMH Instructions • Screen non-rscord materials and
list sapa(ately. Type or print a separata Inventory form
.for each Record Series Identified. Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794
(410) 799-1379 ~

AGENCY RECORDS INVENTORY

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Offlce/Administration/Dfvision 3. Unit or Section

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

l\ Record Series Title

rr*fn is 7rM i*u< F»rvnj
i. Record Series Description (Briefly describe the types of Informatlon/documents/forms found In the series. Include the purpose or function of the series.)

• ^ e ^ ^ i f For c-ofrvsTion/flm-tricLminT T& OJS. OI fti Cey Tl f! c<*rc
II n n tl II F-cT^l V*«fh CtrTi ft ecu <

3 (x-pp/eha-^r^! R<f>orT of- CCc(Aj€ of De^X^l

QfFldtKciT TO C o ^ c f or flJd 5fu<>, AetirX. To CcrT i P-i'o<rt< of2 fcf&

0 II

Ifkir ft <i hvfn f> Tr<*l I v~< ho/ms .
"I Record Series Format(s)

|U.etter Size

O Legal Size

Q Bound Book

O Audio Tape

D Other (specify)

^Microfilm

D Computer Tape

D Floppy Disk

D Video Tape

8. Record Series Sequence

\ / Alphabetical

O Numerical

f4 Chronological

D Geographical

D Other (specify)

9. Volume

Number

• File D rawer (s)
O Microfilm Reel(s)

O Computer Tape(s)
O Other (specify)

10. Annual Accumulation
O File Drawer(s)
O Microfilm Reol(s)

0 Computer Tape(s)
Number D Other (specify)

11. File is Used
D Daily O Weekly D Monthly

12. File Becomes Inactive After
• Month(s)

Number
Q Year(s)

U. Current Location(s) (Bldg., ROOT. Room) 14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office) -
Q Yes a No •

|i. Access Restrictions D Yes
(If Yes, cite Law(s) & Regulation(s)

D No 16. Audit Requirements

O None D State O Federal D Independent

VJ Is an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

0 Yes D No

18. Recommended Retention

Vr\*nft\±± d*ji"rt.ys<,<± coPr-tV rr,fore> FCt»*£,

micro Frlm*<<l •r-<T'*'C*-c& p*rm<±o-

Name and Title of Preparer ,

G><>.o/2<.fn. A*fay M
20. Room Number. — .

Telephone Number^) %tf~t)%

21. Date

?hJo-o
550-4 (DHMH Rev. 1998 )

_



DHMH Instructions • Screen non-record materials and
list separately. Type or print a separate Inventory form
(or each Record Series Identified. Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794
(410)799-1379

AGENCY RECORDS INVENTORY

I. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Orfice/AdministratiorVDivision 3. Unit or Section

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

*\ Record Series Title

For C<r 77 F fc. % I <J
4 Record Series Description (Briefly describe the types of Information/documents/forms found in the series. Include the purpose or function of the series.)

# ll I) <*. copy of «. D<<=\r\ ClrTl f-icctA**

o I) )l i) n u a mcvrr;^ V

7 Record Series Formal(s)

(^Latter Size D Microfilm

D Legal Size D Computer Tape

O Bound Book D Floppy Disk

a Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

O Alphabetical

O Numerical

P ^ Chronological

Q Geographical

Q Other (specify)

9. Volume

Number

O File Drawer(s)
D Microfilm Rael(s)

O Computer Tape(s)
Q Other (specify)

10. Annual Accumulation
D File Drawer(s)
D Microfilm Reel(s)

D Computer Tape(s)
Number D Other (specify)

11. File Is Used
O Daily Q Weekly D Monthly

12. File Becomes Inactive After
a Month(s)

Number
D Year(s)

13. Current Location^) (Bldg.. Floor. Room) 14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
Q Yes a No •

)>. Access Restrictions D Yes
(If Yes. cite Law(s) & Regulation(s)

D No 16. Audit Requirements

Q None O State O Federal O Independent

V) Is an Index System used?
Of yes. explain briefly and describe any hardware/software requirements

D Yes D No

IB. Recommended Retention

R*Tuir\ * T f)vfl For i t\ Q>) tnvnihj}

Name and Title of Preparer 20. Room Number — .

Telephone Number^) %l]. Jyo,£

21. Date

jh) oo
55CM (DHMH Hev. 1998 )



DHMH Instructions • Screen non-racord material* and
list separately. Type or print a separata Inventory fqrm
for each Record Series Identified Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD1

P.O. BOX 275
JESSUP, MARYLAND 20794

(410)799-1379

AGENCY RECORDS INVENTORY

I. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

^ Office/Adrnlnlstration/DMsion 3. Unit or Section

P}o\s'i<*/\ of l/jT*«fc/\ ACCo/cU

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

4 Record Series Title

** IS n<- vnfh ft I +K\ fo-c C&rrt±p(?n 4<^c^-
5. Earliest Year/Latest Year

to

0. Record Series Description (Briefly describe the types of Information/documents/forms found in the series. Include the purpose or function of the series.)

Ofk<r tn*»o± Cor* i t * rvi * y F«*<.Tl'*^ of D 0 ft .

"7 Record Series Formal(s)

(^Letter Size D Microfilm

D Legal Size • Computer Tape

O Bound Book O Floppy Disk

0 Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

P - Alphabetical

D Numerical

\fr Chronological

D Geographical

D Other (specify)

9. Volume

Number

Q File Drawer(s)
O Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

10. Annual Accumulation
D File Drawer(s)
O Microfilm Reel(s)

O Computer Tape(s)
Number D Other (specify)

II. File is Used
| 7 Daily O Weekly O Monthly

12. File Becomes Inactive After
D Month(s)

Number
Q Year(s)

JJ. Current Location(s) (Bldg., Floor. Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
O Yes D No •

(t Access Restrictions D Yes
Of Yes. cite Law(s) & Regulation(s)

O No 16. Audit Requirements

0 None D State D Federal D Independent

|*7 Is an Index System used?
Of yes. explain briefly and describe any hardware/software requirements

D Yes O No

18. Recommended Retention

Name and Title of Preparer

dec,ry.fr). fi*fay &
20. Room Number — .

Telephone Number £ > ) %lj. 2)%

21. Date

rkt)oo
550-4 (DHMH Hev. 1998 )



DHMH Instructions • Screen non-record malarial* and
list separately. Type or print a separate Inventory fqrm
(or each Record Series Identified. Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Record* Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794
(410) 799-1379 '

AGENCY RECORDS INVENTORY

I. Department/Agency'

DEPT OF HEALTH & MENTAL HYGIENE

2. Otfice/Administratlon/Divlsion 3. Unit or Section

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

«i Record Series Title

ntCQ^n\\ny J\-LC°rJj

& Record Series Description (Briefly describe the types of Information/documents/forms found in the series. Include the purpose or function of the series.)

f\ G *n4r^l / }r\\Sc ft to On* liny /f€6o/-^j

/

"7 Record Series Format(s)

Btetter Size O Microfilm

D Legal Size O Computer Tape

• Bound Book D Roppy Disk

O Audio Tape D Video Tape

O Other (specify)

8. Record Series Sequence

B^ Alphabetical

O Numerical

\f^ Chronological

G Geographical

Q Other (specify)

9. Volume

Number

• File Drawer(s)
a Microfilm Reel(s)

O Computer Tape(s)
O Other (specify)

10. Annual Accumulation
O File Drawer(s)
D Microfilm Reel(s)

D Computer Tapa(s)
Number d Other (specify)

j i . File is Used
(J Daily O Weekly 0 Monthly

12. File Becomes Inactive After
D Month(s)

Number
D Year(s)

13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
D Yes D No -

ff. Access Restrictions d Yes
(If Yes, cite Law(s) & Regulation(s)

D No 16. Audit Requirements

Q None D State D Federal D Independent

l^ls an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

D Yes D No

IB. Recommended Retention

/tVr«.fh c^r DOR /=W Ar<<Cs) To
fi»< Cs) y-e<to u»Tf) itt fadrT

d <j T* °y m
)

Name and Title of Preparer _ _

$usfiisj )Dnn^^c^:

20. Room Number —

Telephone Number^] %tj. Jj ^

21. Date

fkr) o-o
550-4 (DHMH Rev. 1998)



DHMH Instructions • Screen non-racord material* and
Oat separately. Type or print a separata Inventory form
far each Record Series Identified. Each Record Series
must also be listed on a Schedule. Forward all
Records Inventory forms with the proposed Records
Retention Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794
(410) 799-1379

AGENCY RECORDS INVENTORY

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Division 3. Unit or Section

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

DVK /fap»Y Fil-c
4 Record Series Title

* n
£. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

0*)-C c°Py °^ ^M D \) fL pt*b h' C^Tiani) ST^<^l-Cs) fo\ fey d°<*«*m*n-

Cl i" ppi* r\fyj>} Gf>> <̂  o A-<r p<<,b li<*i Ty . TT<^^ sc-<^>t<i Fr**m c-orr *Sf°n6-
•enc*. CI^T<1 O i\<y C*><^ rnl'ti I'S T"reorV o <. r ( ^ ^ c ? J tO^ifc') .S^OM/ A~t & Cts-tloptn-eqf

7 Record Series Format(s)

B^etter Size O Microfilm

D Legal Size 0 Computer Tape

a Bound Book D Floppy Disk

a Audio Tape D Video Tape

pother (specify) / *T i j C .

8. Record Series Sequence

t / Alphabetical

O Numerical

0^ Chronological

0 Geographical

\f Other (specify) Ail*3C

9. Volume

Number

D File Drawer(s)
• Microfilm Rael(s)

D Computer Tape(s)
O Other (specify)

10. Annual Accumulation
O File Drawer(s)
O Microfilm Reel(3)

D Computer Tape(s)
Number • Other (specify)

| l . File Is Used
p' Daily O Weekly 0 Monthly

12. File Becomes Inactive After
D Month(s)

Number
O Year(s)

p. Current Location(s) (Bldg., ROOT. Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Q Yes D No •

J5 Access Restrictions D Yes O No
Of Yes. cite Law(s) & Regulation^)

16. Audit Requirements

O None D State Q Federal D Independent

J7 Is an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

18. Recommended Retention

Q Yes D No
A € Ta| r) p*ry»«.ne^rly^ 5*ocL To

. Name and Title of Preparer . 20: Room Number .. ——

Telephone Number^) 7 ^ . 2)%

21. Dote

ikr)00
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