RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVIC_ES-STATE RECORDS CENTER SCHEDULE #

2333

PAGE 1 OF 2

DEPARTMENT OF HEALTH & MENTAL HYGIENE
OFFFICE OF THE INSPECTOR GENERAL

litem Series Title and Description of Records

Authorized Retention Period

1 | OIG General Subject Files

Includes information and materials on subjects
of interest to the various units of the Office
including mailings, brochures, news articles,
print outs of web pages, correspondence, etc.

2 |Corporate Compliance Case Files
Investigational documentation including an
action log, case notes, correspondence,
evidence, research, and miscellaneous
documents that pertain to a specific case.

3 [Audit Division Files
a. Legislative Audits

=

. Federal Audits
. Single Audits
. Intemal Audits

Qo

e. Provider Audits

f. Special Audits

g. Quarterly Status Reports

1. Screen information in files annually, discarding
obsolete/superseded reference information that is
no longer needed. Retain correspondence dealing
with OIG program issues for four (4) years then,
destroy if no longer needed.

2. Retain cases in office for four (4) years after
closing and until all audit requirements are met.
Transfer closed files to the State Records Center
for ten (10) years then destroy.

Landmark cases are to be moved to the History
File for permanent retention, with eventual transfer
to the State Archives.

3.

a. Retain hard copy of audit report in office for four

(4) years from the date of the report; transfer to

records center for two (2) years, then destroy.

Retain electronic copy of audit report in office

for six (6) years, then erase. Retain audit

correspondence in office for four (4) years then
destroy.

Retain in office for five (5) years then destroy.

c. Retain in office for five (5) years then destroy.

d. Retain hard copy of audit report in office for four
(4) years from the date of the report; transfer to
records center for two (2) years, then destroy.
Retain electronic copy of audit report in office
for six (6) years, then erase. Retain audit work
papers in office for four (4) years then destroy.

e. Retain electronic copy in office for five (5) years
then destroy.

f. Retain hard copy of audit report in office for four
(4) years from the date of the report; transfer to
records center for two (2) years, then destroy.
Retain electronic copy of audit report in office
for six (6) years, then erase. Retain audit
correspondence in office for four (4) years then
destroy

g. Retain in office for three (3) years then destroy.

c

APPROVED BY: (DHMH Official) DATE: 2-15-05
SIGNATURE: p
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item Series Title and Description of Records Authorized Retention Period

4 |Secondary Employment File 4. Retain in office for five (5) years, then destroy.
Annual report required for DHMH employees,
grade 18 and above.

5 Ethics Case Files-DHMH Employees 5. Retain closed files in office for five (5) years

then destroy.

6 IRB Applications for Research 6. Retain unapproved applications in office for four
File unapproved applications in annual folders. [ (4) years then destroy.
(Approved applications are included in the IRB
Research Files).

7 IRB Research Files 7. Screen files upon completion of project; remove

Approved applications, research protocols
containing information on the procedures,
instruments, and details of individual research
studies, Annual Review Notices, interim reports,
final reports, etc.

unneeded working papers, duplicate copies and
interim materials. Retain research files for
completed or terminated projects in office for three
years after the close of the study then destroy.
Retain one copy of the final report

permanently, transfer periodically to
the State Archives. '

DGS 650-1 (DHMH 2004) Continuation




DHMH Insinuctions -Make a lst of all files. Detarmine whather each is non-racord, DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY
record malerial or bolh. Group into Record Series. Praepare a separale inventory form STATE RECORDS CENTER

for each Record Serles Identified. Ali Record Series ara to be listed on a Schadule 7275 WATERLOO ROAD = / (
Form. Forward all Records Inventory forms with the proposed Schedule form (DGS P.0. BOX 275 PAGE___ OF __

§50-1) to the DHMH Records Officer thru your Records Coordinator. JESSUP, MARYLAND 20794
(410) 799-1379

2. Office/Adminisiration/Board 3. Divislon/Unit or Section

OTC

as well as retention and disposilion purposes.

1. Departmenl/Agency

DEPT OF HEALTH & MENTAL HYGIENE

DEFINITION - RECORD SERIES - A group of related recerds nomally filad and used as a unit for

S. Earliest Year/Latest Year

B0l to_Pre sent

4. Record Seriss Title

0L G - General Frles

6. Racord Series Descrip 1 (Brisfly describe the types of i tsfforms found in the series. Includa the purpose or funciion of the series.)

Covrvre spmd(nce

AN mesheets

7. Record Serles Formal(s) List at! . : 8. Record Series Sequence
Paptr: Fim/tape:  Electronic: _ : ST : . RA16 Drawer(s)
Péllar Size T Fim/Slides  I" Kept on Herd Drive t Alphaballcal . L{ I Microfim Reel(s)

(35mm, etc) ' ) I Computer Tape(s)
T Legal Size I" Microfilm/ T Computer Tape T Numerica! Number . T Other (spaclfy)
Microfiche :
.TRolls _= TAudoTape F Floppy Disk T Chronologicat 10. Annual Accumulation
T File Drawer(s)
T Microfilm Resl(s} -
I Computer Tape(s)
Number I Other kspeclfy)

I"Bound Book I Video Tape I CD,DVD,eic I Geopraphical

TCard _X__ T Other (specify)_ I _ Other (specify)

1. FlelsUsed oy TWeekly - T Monthly I Annually 12. Flle B T' Month(s)
Numbsr T Year(s)

13. Cument Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Eisswhere? (If yes, spacify aqéncy or office.)

3@ U) . Qr@éﬁ({ g\—( RDO\V\ qoa\ T Yes D/No AgencylFormal‘*_

15. Privacy / Access Rastrictions T Yes PN/o 16. Audit Requirements T None T Intemat roe
’ I Legislative  I' Fedaral I Indapendent

T Personal T Medi I' Prop Y T Classif} T'Othar
(If Yes, cite Law(s) & Ragulation(s)

17. 18 an Index Systemn used? If yas, explain briefly and describe requirements 18. Recommended Retention: in Office And In Storage (Each Format)

T Yes T No

19. Name and Tlfle of Preparer C\\ ,! ',, l‘& Gu\(lffho 20. Location: 30() LU R Dre&u,\ g‘}‘ . 21, Date

X-1-05

Telephone Numberi Room # L{ 0 a

E-mail address: - R q( 0 ‘-’7(07-‘(0 5 (ﬁ k

35 550-4 (DHMH Rev, 2002 )




DHMH RECORDS INVENTORY

EHMH Instruclions -Make a list of all files. Determine whelher each is non-record, DEPARTMENT OF GENERAL SERVICES

racord malariat or both. Group into Record Series. Prepare a separate inventory form’ STATE RECORDS CENTER
" for sach Record Serias identifiad. All Record Series gre to be listed on a Scheduls 7275 WATERLOO ROAD
P.0.BOX 275 PAGE ___ OF j——

Form. Forward sll Records Inventory forms with the proposed Scheduls form (DG5S -

550-1) 1o the DHMH Records Officer thru your Records Coordinstor. JESSUP, MARYLAND 20784

(410) 789-1379

1. Departmant/Agancy 2. Office/Adminislration/Board :
DEPT OF HEALTH & MENTAL HYGIENE OF‘F\C& ofF ¥ Rorcder Coroorod CormplioNnC 2
= L X ——

DEFINITION - RECORD SERIES - A group of ralated records normally filed and used as a unil far referance as well as retention and disposilion purposes.

3. Division/Unil or Saction

5. Earliest Year/Lates! Year

4. Record Series Tila 2000 1 -PIE'.SG)\L‘\'
Cr&, Case F \CS

6. Record Series Description (Briefly describe the types of

e GIE CoSe. FO\ES COMoL L IinveSn cnal docoremediou
SVC 0 Pctren u% casz. Hoes) Cerrespendence Eviderce,

V2 esaa—Dr3 Misccllares > docorents +Had- perteu ,\,
4 o E{\>€CxF\C_ QQ&C\(__ :

/d 1ts/forms found in the serigs. Inciuda ths purpose or funclion of the series.)

7. Record Saries Formal(s) List all . : 8. Record Serles Sequence ) 8. Valume
Papar: Film / tape: Elsctronic: ’ nﬁ-nmwar(s)
er Size T Fim/Slides I Kepton Hard Orive * . I'" Alphabailcal - I Microfilm Real(s)
(35mm, etc) ' . i_ I Computer Tapsa(s)
Cletfl Size T Microfilm/ " Computer Tape b/Numencal Number . I Other (specify)
Micrafiche . . .
. r Rolls _= T Audbo Tape T Floppy Disk T Chronological 10. Annual Accumulation -
: . T File Drawer(s)
I'Bound Book T Video Tape I'.CD,DVD,elc T Geographical T Microfilm Reel(s)
: ’ . T Computer Tapea(s)
" T'Card __x__. T Other (spacify) I' Other (specify) Numbar T Other (specify)
11, File Is Used pﬁﬁ I'Wesky - T Monthly  TAnusly C 12. Fle B ive After T Month(s)
) Numbar I Year(s)

14, |s Record Series Duplicated Elsewhers? (If yes, specify agency or office.)

I Yes A Agency/ Formal

13. Cument Localion(s) (Bldp., Floor, Roam)

30 W Presten , Rogrmy S22
15. Privacy f Access Restrictions P'é‘ " No N I.PP\ H )\e+ OF \qc’(.ﬁ 16, Audit Reqniramantsp@isl;m::ns ;\Bmlmt?l . I];‘::pGe -

T Personal T Medical T Propriatary I’ Classified T'Other

(f Yes, cile Law(s) & Reguiation(s) Ty VW e Oy Ot Ol quL\- olo
DRG] (- 03:0\
18. Recommended Ratontion: In Office And In Slorage (Each Format)

17. s an Index Sysiem used? If yas, explain bneﬂy and describe requirements .
. A Loeriver Pftcr‘ wgl COOIEt=s
roves pfe. :

5 S

19. Neme and Tille of Preparer

' 20. Location: m (/\) . Pm-f]/'\ 3’\" ) 21. Date
hm%:;?ﬂﬁ‘aecdm%‘gwajez Telephone Number# . Boom# t_)_el

E-mail address: -~ A . S S . (= (_)"(] LD—) - 8q L('ﬁ

3 550-4 (OHMH Rev. 2002)




| DHMH RECORDS INVENTORY

DHMH Instructions -Maks a list of all files. Determine whalher each is non-record, DEPARTMENT OF GENERAL SERVICES
record malerial or both. Group Into Record Series. Prapare a separate Inventory form STATE RECORDS CENTER

for each Record Serfes identified. All Record Series ara to be lisied on a Scheduls 7275 WATERLOQO ROAD -

Form. Forward all Racords Invantory forms with the proposed Schadula fom (DGS P.0. BOX 275 R PAGE —l OF l‘

§50-1) to the DHMH Records Off icer thru your Records Coordinator. JESSUP, MARYLAND 20734
(410) 799-1379

2, Office/Administration/Board 3. Division/Unil or Section

DEPT OF HEALTH & MENTAL HYGIENE Ofiven eg fifng £y N W‘“g nbesnal A wde? 1

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

1. DepartmanV/Agency

4. Record Serias Title : - - . 5. Earllest YearfLatest Year
1Y 1 L0093

3 DPHMH - lusreeerer Cenverne Koy Frees

6. Record Seriss Description (Briafly describe the types of information/decumsntsforms found in the series. Include tha purpess or function of the series.)

Fiwse RePoRTS b WORK PAPERS o yaRIgwS AUDITS AD IAMESTIGATION'S

7. Record Series Format(s)  List alt 8. Racord Serles Sequence 9, Volume
Paper: Fiim / tape: Elsctronic: . : X T Flie Drawer(s)
T Letter Size T FinvSlides I Kept on Hard Drive . r Alphabetical I Microfilm Reel(s}
(35mm, atc) ' —_— T Computer Tape(s)
T Legal Size T Microfim/ I Computer Tape T Numerica! Number - T Other (spaclfy)
i Mlcrofiche )
.TRolls __& T Audio Teps I Floppy Disk I' Chronological : 10. Annual Accumulation
i I' Filo Drawer(s)
I'BoundBook [Video Tape T CD.DVD,stc T Geographical I' Microfilm Reel(s)
- - T' Computer Tape(s)
TCard_x__ T Other (specify) T Other (specify) Number T Other (specify)
11. FllelsUsed T Dally [Weskiy - I Monthly T Annually 12. File Becomes Inactive After _______ T Month(s)
Numbsr I Year(s)

14. Is Record Series Dupticated Elsewhere? (If yes, specify agency or office.)

' Yes I No Agency/Format ___

13. Cument Location(s) (Bidg., Fioor, Room)

18. Privacy / Access Resrictions T Yes r No : 16. Audit Raquirements r Nons I Intemal r oG
I Lagistative T Federal T Independent

T Personal " Medical T Proprigtary  I" Classifi T'Other
(If Yes, cile Law(s) & Regulation(s)

17. s an Index System used? If yes, explain briefly and describe requirements 18. Racommended Retention: In Office And In Storage (Each Format)

T Yes . }K"N/o - y"ﬂ!‘ 1.1'9‘ e:: ﬂlk )

A

7

20. Location: 3% w . Wﬂ éﬁ)\ q'*- 21. Date

19, Name and Till of Praparer A\ lan Bm le.
Telephone Numbar# "”o"’ '5 -7@L{ Room # qw 9\ - ‘ - O 5

E-mail address:

GS 550-4 (DHMH Rev. 2002 )



-

-

DHMH Instruciions

550-1) to the DHMH Records Officer thru your Records Coordinator.

-Make a list of all files. Determine whether each i is non-racord,
record material or both. Graup into Record Serfes. Prepare a separate inventory form
for each Record Series identified. All Racord Saries are to be listed on a Schedule
Fomm. Forward all Records Inventory forms with the proposed Scheduls form (DGS

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794
(410) 789-1379

DHMH RECORDS INVENTORY

PAGEL OF _L

1. DepartmanVAgency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Board

O'F-F\(c of  +he :.D\srzd‘b/ Ceneral

3. Diviston/Unit or Section

EtHnh'cs

DEFINITION - RECORD SERIES - A group of related racords nomally filed and used as a unit for refarence as well as retention and disposilionﬁ:rposes

4. Record Series Title

DHMH- Extves Fles

5. Earliest Yoar/Latest Year

200D, Present

C_QSe Liles .

6(V\£Val infptmation,,

DAW& cmp

aenecal C\ \es L0 Nte

6. Record Series Description (Briefly dascriba the types of informalion/documents/forms found in the series. Include the purpose or function of the series.)

tyees - Sc_Cor\dar\{ QW\V\O\{W\L’WF‘G (es £ nanca\  &isclosure

eRwe

- 7. Record Serias Format(s) List all

Paper: Fiim / tape: Elactronic:
KlefterSiza I Filw/Siides I Kept on Hard Drive
(35mm, etc)
T Legal Size T Microfitm/ T Computer Tape
Microfiche
. I'Rolls —= T Audlo Tape  TI" Floppy Disk
I"Bound Book I Video Tape I CD,DVD,etc

8. Racord Series Sequence
X Alphabetical
' Numericai
¥ Chronologicat

T Gecgraphical

8. Volume .
. X Fiio Drawer(s)
p T Microfim Reel(s)
3 I Computer Tapa(s)
Number r dlher(speclfy)

10. Annual Accumulation
T File Drawer(s)
T Microfilm Resl(s)
I Computer Tape(s)

. T'Card_x__ T Other (specify). I' Other (specify) Number T Other (spacify)
11. File is Used 1KDaily T'Weekly - T Monthly T Annuaily 12. File B. Inactive After r (s)
Number ' Year(s)

13. Curment Localion(s) (Bidg., Floor, Room) »

14. Is Record Series Duplicated Elsewhera? ({If yes, specify agency or office.)

200 W- epn St gm oA :
w P( " e L\ ' Yes K No Agency/Format_____
15, Privacy / Access Restrictions I' Yes r/ﬁ;) AN 16. Audil Requirements T None T intamat roe )
T Legislative I Fedaeral T' Independent

I'Other

T Personal I Medical T Propristary T Cl
(If Yes, cite Law(s) & Regulation(s)

17. 1s an Index System used? It yes, explain briefly and describe requirements

T Yes ' No

18. Recommended Rstention: In Office And In Storage (Each Fommat)

19, Neme and Tllle of Preparer

L\\rv\\i\\a Cuatins
E-mail address: Qc\uar‘r\o thw\\r\ ?\'ﬂdt’ rhd us

20. Locstion: OO W . P(f s“‘on Street
Room # L\ Oa

Telephone Number#

U 16145 4e

21, Date

2 -/-05

S 550-4 (DHMH Rev. 2002)
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DHMH RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER
' 7275 WATERLOQ ROAD
P.0. BOX 275
JESSUP, MARYLAND 20784
(410) 799-1378

DHMH Instructions -Make a list of aif files. Determine whether each is non-record,
record maleriel or both. Group into Record Series. Prepare 8 separate inventory form
for each Record Serles identifled. All Record Series are to be listed on a Scheduls
Form. Forward all Records Inventory forms with the proposed Schedule fom (DGS
550-1) to the DHMH Records Officer thru your Records Coordinator. '

PAGE_'_ OF -'/_

3. Division/Uril or Section

2. Office/Administration/Board

olfies ol he Jrepecior el «tfﬁg?lé*uﬂwm.( Feview bead
' N ELd:

1. Dspariment/Agency

DEPT OF HEALTH & MENTAL HYGIENE

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

4. Recard Series Titl ) 5. E%"”l‘ii‘ Y'I"’""'fl\‘?igf{.— n .&-—
IKRY P\(OlOQOLS |

6. Record Serias Description (Brisfly describa the types of | ‘ . : .
The TRP pretols axe r{,gﬁ;rch pg@a(); S r@}%l be s
| RiB: These protoesls comouns enahon on AL
\le% %i ﬁ& g e c@m (s peciining o +he Lndwdiua ] e S{zcha.

/ found in the series. Include the purpose or function of the series.)

7. Record Series Formal(s) List all 8. Record Serlss Sequence 9. Volume

Papar: Film / tape: Elsctronic: ) E V<F"° Drawer(s)
%t:r Size Vi () I Microfim Real(s)

T Film/Slides  I" Kapt on Hard Drive I Alphabetical
I Computer Tape(s)

(35mm, atc) E .
T Legal Size T Microfiim/ T Computer Tape Numerical ’ Numbar - [ Other (spacify)

Microfiche
.TRols _= TAudioTape T Floppy Disk T Chronclogical 10. Annual Accumutation
T Fils Drawer(s)

I Bound Book T Video Tape I CD,DVD,eic T Geographical : "I Migrofitm Reel(s)
. : . : T Computer Tape(s)

Number T Other (spscify)

TCard__x___ T Other (specify) T Ofther (specify)

11, File Is Used L;ally T'Weokly - I Monthly T Annuelly Al 12 Fie Inactive After ‘% ' Month(s) \ . i L
) Number. XYear(s) ‘(}:JC)( -\F"\k C‘»{/[-’\S'E
oL +ing S{aagl ki\
\!

-

14. Is Record Series Dupiicated Etsewhere? (If yes, specify agency or office.)

I' Yes % Agency/ Format______

15. Currant Location(s) (Bldg., Floor, Room)
200 W. {‘)}/?6 on 6’1 : fa) 14DY

15. Privacy / Access Restrictions T Yes tﬁo’ 16. Audil Requiremants I None T Intemal T oG
0 : a\l-"ederal

T Personal T Medical Proprietary I Classified T'Other I Legislative I Indepandent
(I Yes, cite Law(s) & Regulation(s) '

17. s an Index System used? if yes, explain briefly and describe requiremants 18. Recommanded Retantion: In Office And In Storage (Each Format)

IR - weat iy 72k cabhinds
19, @{m Tils ofPﬁj:r {’C\m \ 20. Locatlon: \%C \'\: . M%&‘:}Z)" g’]L ”2)/” Lfo Z 21, Date
AL C b

Sl s (’LLM’!CJ"Z_Q@((:/L{(MJL S (2 T

38 550-4 (DHMH Rav. 2002) v}




