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DEPARTMENT OF HEALTH & MENTAL HYGIENE
OFFFICE OF THE INSPECTOR GENERAL

Item

1

2

3

Series Title and Description of Records

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.

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

Audit Division Files
a. Legislative Audits

b. Federal Audits
c. Single Audits
d. Internal Audits

e. Provider Audits

f. Special Audits

g. Quarterly Status Reports

APPROVED BY:j(DHMH Official) DATE: 3-I5--OS

SIGNATuS^^^^^i^*^^^-
w

NAME/TITLE: THOMAS RUSSELL, DHMH INSPECTOR GENERAL

Authorized Retention Period

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obsolete/superseded reference information that is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.

b. 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.

AUTHORIZED^^Archives) D A T E ^ ^

SIGNATURE: ^TSt^uJtC ftf***"'/

NAME/TITLE: EDWARD C PAPENFUSE, JR. , STATE ARCHIVIST

DGS 550-1 (DHMH 2004)
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DEPARTMENT OF HEALTH & MENTAL HYGIENE
OFFFICE OF THE INSPECTOR GENERAL

Item Series Title and Description of Records Authorized Retention Period

6

Secondary Employment File
Annual report required for DHMH employees,
grade 18 and above.

Ethics Case Files-DHMH Employees

IRB Applications for Research
File unapproved applications in annual folders.
(Approved applications are included in the IRB
Research Files).

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

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

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

6. Retain unapproved applications in office for four
(4) years then destroy.

7. Screen files upon completion of project; remove
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 550-1 (DHMH 2004) Continuation



7. Record Series Fonnal(s) List ell

Paper: Film / taps: Electronic:

PTetterSIze r Film/Slides r Kapt on Hard Drive

(35mm, etc)

r Legal Size r Microfilm/ r Computer Tape

Microfiche

. r Rolls s r Audio Tape r Floppy Disk

r Bound Book r Video Tape rCD.DVD.etc

r C a r d _ x _ roiher (specify).

I. Record Series Sequence

r Numerical

r Chronological

r Geographical

r Other (specify) .

9. Volume

J_
Number

K--WIe Drawerfs)

T Microfilm Rael(s)

r ComputerTapo(a)

r Other (specify)

10. Annual Accumulation

r File Drawerfs) .

r Microfilm Reel(s)

r ComputerTape(s)

Number r Other (specify)

11. Rials Used E-flaiiy rWeekly • r Monthly r Annually

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

15. Privacy/Access Restrictions r Yes p'No

r Personal r Medical r Proprietary r Classified rother_
(If Yes, die Law(s) & Regulatlon(s)

17. Is an Indox System used? If yes, explain briefly and describe requirements

r Yes r No

19. Name and Title of Pi'raparer C^r tVWV GuanVu

E-mall addrBs's:

3S 550-4 (DHMH Rev. 2002)

12. File Becomes Inactive After r Month(s)

Number r Year(s)

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

r Yes P^No Agency/Format

16. Audit Requirements r None rlnlemsl rOIG

r Legislative r Federal r Independent

18. Recommended Retention: In Office And In Storage (Each Format)

20. Locatioin: 3C<i U • W<?*rW 'Sj-

Telephone Number# Room# MOA 3L-I-O5



DHMH Instrucllons -Make e list of all files. Determine whether each is noriTrecord,

record material or both. Group into Record Series. Prepare a separate inventory form

for each Record Series identified. All Record Series are lo be listed on a Schedule

Form. Forward all Records Inventory forms with the proposed Schedule form (DGS '

550-1) to Ihe DHMH Records 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

DHMH RECORDS INVENTORY

PAGE_LoFJ_

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Offlce/Adminislraiion/Board

G^r&^S
3. Division/Unil or Section

Cff^S^cf VhQ^QpSder Cojr^prci^ Cc-mfiV > CxAC P_
DEFINITION -RECORD SERIES-A group of related records normally fifed and usad as a unilforrefarancBBS wall as retention and disposition' purposes,

4. Record Series Tide

OXJS\ G D S L P.feS

). Earliest Year/Latest Year

^mLto-ptEiae^fi-

6. Record Series Description (Briefly describe (he typBS of information/documents/forms found In Ihe series. Include Ihe purpose orfuncllon of the series.)

"""Hoei o i S GO<3c. FiteS 03^G^^_inv'C^qpchcioaJ dcco^anteckxj
•SoO-x a s Rz.-V-cyv Uca , c a s t . U o t s , ^ ' r eap? r^deoC£ ̂  £v/iCferC£

-\-C> ex ̂ e o f \ C CCX^^,

Record Series Formel(s) List ell

P a p e r , Film / tape: Electronic:

Her Size r Film/Sides r Kept on Hard Drive '

(35mm, etc)

£>rflalSlze r Microfilm/ r Computer Tape

Microfiche

T Rolls = r Audio Tape r Floppy Disk

r Bound Book r Video Tepe r CD,DVD,etc

r C a r d _ x _ r Other (sped

B. Record Series Sequence

r Alphabetical

b^Numerical

T Chronological

r Geographical

r Other (specify)

B. Volume

Number

A * H l a Drawer(s)

r Microfilm Reel(s)

r Computer Tape(s)

r Other (specify)

10. Annual Accumulation -

r File Drawer(s)

r Microfilm ReeKs)

r ComputerTapefs)

NumbBr r Other (specify)

11. Rio Is Used S^Jaily r Weekly • r Monthly r Annual 12. File Becomes Inactive After

Number

r Month(s)

r Yearfs)

13. Current Localion(s) (Bldrj., Floor, Room)

3C0 U)-"Pr(-_s\r j ->, j^ox^^

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

r Yes fl?^No Agency/ Formal

NlRftftAe-roFWk)15. Privacy/AccBss Restrictions P'Ves r No

r Personal I" Medical r Proprietary r Classified roiher

(If Yes, cilo Law(s) & Regulalionfs) 5 s | C C O f v V t . OCCf 01 • 0 ' ' l ^ ^ ' 0^i>

16. Audit Requirements r None rjplernal rOIG

J^fegislalive H'Federal r Independent

17. Is en Index System used? If yes, explain briefly and describe requirements

T Yes1 t ^ f i o . ]

18. Recommended Retention: In Office And In Storage (Each Format)

LOsctV^e^ p^cF- r5og p?^jr no,^e=h^

I9. NBme end Tllle of Preparer

E-meiledCress: ^ J ^ ^ Z L ^ ^

D. Location: " ^ C O U> • f t e S f c ^ ^V".

Telephone Number* Room # > \ f^'

21. Dale

2.-1-ess

5 550-4 (DHMH Rev. 2002)



DHMH Inslniclions -Make a Jsl of all files. Determine whelhar each is non-record,

record material or both. Group Into Record Series. Prepare a separate Inventory form

for each Record Series IdenlifTed. All Record Series are to be listed on a Schedule

Form. Forward all Records Inventory forms with the proposed Schedule form (DGS

550-1) lo Ihe DHMH Records Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD •

P.O. 80X275

JESSUP, MARYLAND 20794

(410) 799-1379

DHMH RECORDS INVENTORY

PAGEJ.o,j_

1. Departmenl/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administralion/Board 3. Division/Unit or Section

OySte* J& Iw&ifr G&****
4. Record Series Title

T>H MH - V s fi&crrffi. &-&*/&%&&, 4v0*r /v^ers
5. Eariiest Year/Latest Ye

M4H .n £W$

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

P/v^c Re poor*, Avp-wcuK r>fin*e®§1=0& VA&tfVi flrUPlTS 4A/& /AA&S7/4ATJ&V5

7. Record Series Format's) List ell

Paper: Film/tape: Electronic:

r Latter Size r Film/Slides r Kepi on Hard Driv,

(35mm, ate)

r Legal Size r Microfilm/ r Computer Tape

Microfiche

. T R o l l s — s r Audio Tape r Floppy Disk

r Bound Book r Video Tape rCD.DVD.etc

r C a r d — x — r Other (specify).

11. File Is Used r Daily r Weekly r Monthly r Annually

13. Current Locations) (Bldg., Floor, Room)

15. Privacy /Access Restrictions r Yes r No

r Personal r Medical r Proprietary r Classified I"Olher_
(If Yes, cite Law(s) & Regulation^)

17. Is an Index System used? If yes. explain briefly end describe requirements

r Yes \fno _

19. Name and Tide of Preperer A H A ^ f \ j

E-mail address:

GS 550-4 (DHMH Rev. 200.YT

9. Volume

Number

r File Orawer(s)

r Microfilm Reel(s)

r Computer Tape(a)

r Other (specify)

10. Annual Accumulation

r Rle Drawees)

r Microfilm Reel(s)

r ComputarTapefs)

Number r Other (specify)

12. File Becomes Inactive After r Monlh(s)

Number r Year(s)

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

r Yes r No Agency/ Format \

16. Audit Requirements r None r Internal rOIG

r Legislative r Federal r Independent

18. Recommended Retention: In Office And In Storage (Each Formal)

jr.** \*e*,\J
J

20. Location: ^>Ot> U ) . & S ̂ V . ^ ^ •

TelephoneNumbert ~)[(f)-^"jQU R°°m* MCQ^-

21. Date

>l-o

ss



DHMH Inslrucllons -Make a list of all files. Determine whether each Is non-record,

record malarial or both. Group Into Record Series. Prepare a separate inventory form

for each Record Series Idanlilied. All Record Series are to be listed on a Schedule

Form. Forward all Reeoids Inventory forms with the proposed Schedule form (DGS

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

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

DHMH RECORDS INVENTORY

PAGEL.o*±

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Admlnistraiion/Board

Offi'cc csf1 -Hve Uv\s0edtf Ca\er<d
3. Division/Unit or Section

group of related records normally filed and used as a unit for reference as well as retention and disposition purpose:

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

9,000 to(Ve5c.KT-

6. Record Series Description (Briefly describe the types oflnformation/documents/fonns found in the series. Include the purpose orfunction of the series.)

Case -Qles SV\MV- c^\^cs- scc^ry z.ty\oymrt-•£'[&>•& <**«*}< ksdcxvrc.
^tntral ("ô >rw ĉWoK\̂  general -GVs •&( \t^c GX:<s»

7. Record Series Format(s) List all

Paper Film / tape: Electronic:

KLetlerSize r Film/Slides r Kept on Hard Drive

(35mm, etc)

r Legal Size r Microfilm/ r Computer Tape

Microfiche

. r Ro l l s—a r Audio Tape r Floppy Disk

r Bound Book r Video Tape rCD.DVD.etc

r C a r d _ x — r Other (specify).

1.1. File is Used IJCDaily r Weekly • r Monthly rAnnually

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

?££> lo- fce&n SV- j ^ a ^ 40A

15. Privacy /Access Restrictions r Yes CNo s~

rPeraonal r Medical r Proprietary r Classified TOther
(If Yes, cite Law(s) & Rooulalion(s)

17. Is an Index System used? If yes, explain briefly and describe requirements

r Yes r No

19. Nema andTllle of Preparer

E-mail address: C^ft.f ino e.^\rMr*V\-sbuV: f*d-US

S 550-4 (DHMH Rev. 2002)

B. Record Series Sequence

?C Alphabetical

r Numerical

f Chronological

r Geographical

r Other (specify)

B. Volume

3
Number

%. File Drawer(s)

> Microfilm Reel(s)

r Computer tape(s)

r Other (specify)

10. Annual Accumulation

r File Drawer(s)

r Microfilm Reel(s)

r Computer Tape(s)

Number T Other (specify)

12 File Becomes Inactive After r Month's)

Number r Yeer(s)

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

r Yes S f No Agency/ Format

1B. Audit Requirements r None r Internal rOIG

r Legislative r Federal r Independent

18. Recommended Retention: In Office And In Storage (Each Fomrat)

20. Location: 2>oO I d • (V i r g i n ^rr-e^r

Telephone Number# Room # H 09k

21. Date

2 -l-o$



DHMH Instructions -Makg a fist of all files. Determine whether each is non-record,

record material or both. Group Into Record Series. Prepare e separate inventory form

for each Record Series Identified. Ail Record Series are to be listed an a Schedule

Form. Forward all Records Inventory forms with the proposed Schedule form (DGS

550-1) to the DHMH Records 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

DHMH RECORDS INVENTORY

PAGE_1_ OFL 0 , 1

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Board

£p(-\<><s 0-Pi kfl '-l-r&ffejeiorfefcfal
3. Division/Unit or Section

I —r iw T1 \

4. Record Series Title

X#$> ftfrtoQgte
5. Earliest YiEarliest Year/Lalest Year ,

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

T h e 1 X 6 p^Trci6'K &X<L Fe.s*?.0LYth proioads reAJ^We^i loc\

axcVx s{i>idu

7. Record Series Format's) List all

/vPaoor Film / tape: Electronic:

'••rLetter Size r Film/Slides r Kept on Hard Drive

^- (35mm. etc)

r Legal Size r Microfilm/ r Computer Tape

Microfiche

. r Rolls s r Audio Tape r Floppy Disk

r Bound Book r Video Tape rCD.DVD.elc

rca rd__x__ r Other (specify

Stumer

6. Record Series Sequence

r Atphebetical

^Numerical

r Chronological

r Geographical

r Other (specify)

9. Volume

I ^ C F H B Drawer(s)

%_£) IT Microfilm Reel(s)

. P Computer Tape(s)

Number r Other (specify)

10. Annual Accumulation

r Rle Drawees)

' r Microfilm Reel(s)

F Computer Tape(s)

Number r Other (specify)

11. File is Used \,ii.Dally r Weekly • r Monthly r Annually

13. Cun̂ ent Locationfs) (BldQ., Floor, Room)

Wo w)- Pfe-kv si. \?n14D}L
15. Privacy / Access Restrictions r Yes

r Personal r Medical r Proprietary r Classified rO(her_
(If Yes, cite Law(s) & Regulalion(s)

17. Is an Index System used? If yes, explain briefly and describe requirements

r Yes tj'No

12. File Becomes Inactive Aftei-3_ r Monltifs)

Number VYear(s) MCH'i-kjL .QWM

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

r Yes vf No Agency/ Format

T

16. Audit Requirements r None . rinlemsl rOIG

r Legislative ^Federal r Independent

1B. Recommended Retention: In Office And In Storage (Each Format)

19. Name end Title of Preparer .

•mail address:' l^ \ i t4-rt I -»,- n ^. f^

5S 550-4 (DHMH Rev. 2002) vY$_ » fc(jl,
TC/l£K@AL'i\\.£hlr

20. Location:• &c\x- Majsnff. idni/f?2
T""-""?<rtwwr'^

21. Date


