
D E P A R T M E N T O F G E N E R A L S E R V I C E S - S T A T E R E C O R D S C E N T E R 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
S C H E D U L E 2470 

P A G E O F 7 

DEPARTMENT OF HEALTH & MENTAL HYGIENE 

M E N T A L H Y G I E N E A D M I N I S T R A T I O N 

This schedule supersedes and replaces schedules 928,928A, 1063,1432 and is limited for use by MHA staff to manage the records 
of component units (except Residential Facilities) along with the DHMH General Administrative Records Schedules 2112. 

T h e fol lowing s c h e d u l e s of the former State Department of Menta l Hyg iene are a l s o resc inded a n d m a d e obsolete : 
(Schedu les 275 , 276, 277, 375, 376, 377, 378, 379, 380, 381 , 382, 383, 384, 385, 386, 387, 388, 396). 

ITEM N A M E A N D DESCRIPT ION O F R E C O R D S S E R I E S A U T H O R I Z E D R E T E N T I O N P E R I O D & INSTRUCTIONS 

E X E C U T I V E O P E R A T I O N S 

NHfice of the Executive Directoij 

A . E X E C U T I V E C O M M U N I C A T I O N S S E R I E S 
1) G e n e r a l C o r r e s p o n d e n c e 
2) Or ig inal i ncoming letters 
3) C o p i e s of outgoing letters 
4) F a x e s 
5) E -ma i ls 
6) M e m o r a n d a , reports, s tud ies , p lans, not ices, etc. 

B . C O N T R O L L E D C O R R E S P O N D E N C E 
1) C o p i e s of const i tuent letters written to the 

Governor , Leg is lators , Secretary , etc. , des ignated 
for M H A response , (originals at D H M H - H Q ) 

2) C o p i e s of r e s p o n s e letters or ema i l s 

C . M A N A G E M E N T I N F O R M A T I O N S E R I E S 
1) M H A Leg is lat ive Aud i t / S t a t u s R e p o r t s 
2) Joint C h a i r m e n Repor ts 
3) Facil ity S i te Vis i t R e p o r t s 
4) Facil ity Incident Repor ts 
5) P lans , S tud ies , S u r v e y s , P resen ta t i ons 

6) M a n a g e m e n t C o m m i t t e e M inutes 
7) M H A / C S A / A S O Meet ing M inutes 
8) A n n u a l Repor ts 
9) Budget Hear ing P resen ta t i ons 

1A S c r e e n annual ly . Re ta in permanently those 
mater ia ls wh ich se rve to d o c u m e n t the origin, 
deve lopment , funct ions, p rograms, and a c c o m p l i s h m e n t s 
of M H A . W h e n no longer n e e d e d in off ice, move to the 
M H A History F i le for per iod ic transfer to the Mary land 
State A rch i ves . 

Reta in f i les that are not pe rmanent in office for three (3) 
years or until no longer n e e d e d , a n d then destroy. 

1B S c r e e n annual ly . Re ta in permanently those 
mater ials wh ich se rve to d o c u m e n t the origin, 
deve lopment , funct ions, p rograms and a c c o m p l i s h m e n t s 
of M H A . W h e n no longer n e e d e d in office, move to the 
M H A History F i le for per iod ic transfer to the Mary land 
State A r c h i v e s . 

Reta in other f i les in off ice for five (5) years or until no 
longer n e e d e d , a n d then destroy. 

1C 1) to 5) Reta in - in off ice for ten (10) years or until no 
longer n e e d e d , and then destroy. 

1 C 6 ) t o 9 ) Re ta in permanently. W h e n no longer 
n e e d e d in off ice m o v e to the M H A History F i le for 
per iodic transfer to the Mary land State A rch i ves . 

APPROVED BY: (DHMH Official) ^DATE: 

SIIGNATURE 

B R I A N H E P B U R N , Executive Director, MHA 

AUTHORIZED BY: (STATE ARCHIVES) DATE: ^^j^C^ 

SIGNATURE: 

EDWARD 0 PAPENFUSE, JR., State Archivist 
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ITEM N A M E A N D DESCRIPT ION O F R E C O R D S S E R I E S A U T H O R I Z E D R E T E N T I O N P E R I O D & INSTRUCTIONS 

E X E C U T I V E O P E R A T I O N S 

IWHA Counsel Offlce(AAG)| 

D. M H A L E G A L S E R I E S 
1) Lawsu i ts 
2) Lega l O p i n i o n s 
3) A d v i c e of C o u n s e l 
4) P IA R e q u e s t F i le , S u b p o e n a s 

IMHA Public Relations OHite 
E . P U B L I C R E L A T I O N S S E R I E S 
1) M H A - r e l a t e d n e w s c l ips , photos, a n d art ic les 
2) M H A Newslet ter F i le 
3) O n e copy of e a c h M H A publ icat ion 
4) P IA R e q u e s t F i le 

lOffice of Government Affairs 
F . G O V E R N M E N T A F F A I R S F I L E S 
1) L E G I S L A T I O N F I L E S E R I E S - t racked bills, 

posit ion papers , f i sca l notes , etc. 
2) R E G U L A T I O N F I L E S E R I E S - M H A regs , 

regs app l icab le to M H A , C O M A R etc. 
3) M H A P O L I C Y F I L E S E R I E S - M H A pol ic ies, 

M H A facility po l ic ies , etc 
4) V A R I A N C E / W A I V E R A P P L I C A T I O N S 

G . M H A H I S T O R Y F I L E - Mater ia ls s c r e e n e d and 
transferred f rom fi les throughout M H A including one 
copy of e a c h M H A publ icat ion; photos, f i lm, v ideo or 
n e w s p a p e r c l ippings; awards , cert i f icates and other 
recognit ion; documenta t ion of noted o r s igni f icant 
i ssues . 

A D M I N I S T R A T I V E O P E R A T I O N S 
lOffite of Administrative Managemeirt and Personnel Service^ 

A . M H A A D M I N I S T R A T I V E O P E R A T I O N S 
1) M H A P e r s o n n e l O p e r a t i o n s - Staff ing, reports, etc 
2) M H A Administrat ive Ope ra t i ons 

1D Reta in permanently. W h e n no longer n e e d e d in 
office m o v e to the M H A History F i le for per iodic transfer 
to the Mary land State A r c h i v e s . 

1E. Reta in permanently. W h e n no longer n e e d e d in 
office m o v e to the M H A History F i le for periodic transfer 
to the Mary land State A rch i ves . 

1F - S c r e e n annual ly . Pe rmanent l y retain mater ials 
wh ich se rve to d o c u m e n t the origin, deve lopment , 
functions, p rog rams and a c c o m p l i s h m e n t s of M H A . 
W h e n no longer n e e d e d in off ice, m o v e to the M H A 
History F i le for per iod ic t ransfer to the Mary land State 
A rch ives . 

Reta in all other f i les for four (4) years, then destroy. 

1.G. Reta in permanently and per iodical ly transfer to the 
Mary land State A r c h i v e s . 

2.A. Reta in in off ice or storage for four (4) years a n d 
until no longer n e e d e d , then destroy. 
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DEPARTMENT OF HEALTH & MENTAL HYGIENE 
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ITEM N A M E A N D DESCRIPT ION O F R E C O R D S S E R I E S A U T H O R I Z E D R E T E N T I O N P E R I O D & INSTRUCTIONS 

A D M I N I S T R A T I V E O P E R A T I O N S 
Office of Fiscal Services 

B . F I S C A L R E C O R D S E R I E S 
1) Fiscal Documentation 

- F M I S reports 
- E x p e n s e reports 
- Corporate Cred i t C a r d Reconc i l i a t i ons 
- T rave l R e q u e s t s 
- P a y m e n t s to v e n d o r s 

2) Procurement and Contracts 
- A S O contracts 
- P r ivate vendor cont racts 
- M B E d a t a 

3) Core Service Agency (CSA) MOU'S 
- C S A M O U budgets 
- C S A f inancial records 
- Cond i t ions of award 

Office of Dota & Monagemenl Information 

C . I N F O R M A T I O N S E R V I C E S 
1) Repor ts a n d Documenta t ion - A c c e s s control , 

security, webs i te m a i n t e n a n c e 

2) M H A data co l lect ions , s p r e a d s h e e t s , and 
d o c u m e n t backup fi les 

P R O G R A M S U P P O R T S E R V I C E S 
IMANAGED CARE OPERATIONS, OFFICE Of\ 

A . M C O F I L E S E R I E S 
1) Meet ing Minutes 

2) Contact information for the different M a n a g e d 
C a r e Organizat ions . 

B . C O R E S E R V I C E A G E N C Y F I L E S 

1) Meet ing minutes 
2) External Aud i ts 
3) A n n u a l reports 

4) Budget info 
5) Monitor ing 

Office of Compliance & Risk Monagement| 

C . C O M P L I A N C E A N D A U D I T S E R I E S 
1) M A P S audits of prov iders 
2) O H C Q audits of prov iders 
3) Of f ice of C o m p l i a n c e audi ts 

4) A p p e a l s , den ia ls , a n d approva l letters 
5) C o r r e s p o n d e n c e 

2 .B 1) Mainta in a n n u a l fo lders for e a c h subject. Reta in 
the current y e a r a n d p rev ious year 's fo lders in office. 
Transfer o lder f i les to inact ive s torage and retain for 
four (4) more years a n d until all audit requ i rements are 
met, then destroy. 

2 .B 2) Re ta in for five (5) years after 
complet ion /c losure , a n d until al l audit requi rements are 
met, then destroy. 

2 .B 3) Reta in for five (5) years after complet ion / 
c losure , a n d until a l l audit requ i rements a re met, then 
destroy. 

2 .C 1) Reta in reports a n d documentat ion in office for 
one (1) year; t ransfer to s torage for four (4) more 
years, and then destroy. 

2 .C 2) Backup f i les at least monthly a n d retain the 
backup copy in a remote locat ion until rep laced , then 
delete. 

3.A 1) Reta in permanently. W h e n no longer n e e d e d 
in office m o v e to M H A History file for per iodic transfer to 
Mary land State A r c h i v e s . 
3.A. 2) Reta in in off ice for five (5) years, then destroy. 

3.B 1 ) t o 3 ) Reta in permanently. W h e n no longer 
n e e d e d in off ice m o v e to the M H A History F i le for 
per iodical t ransfer to the Mary land State A r c h i v e s 

3.B 4) to 5) Re ta in in of f ice for four (4) years a n d until 
all audit requ i rements are met, then destroy. 

3 .C 1) to 3) Reta in in off ice ten (10) years then destroy. 

3 .C 4) to 5) Reta in in off ice five (5) years, then destroy. 
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Planning,Evaluation & Training, Office of 
4 . A . M H A P L A N N I N G F I L E S 

1) A n n u a l R e p o r t s - i m p l e m e n t a t i o n , a c c o m p l i s h m e n t s 
2) P lann ing efforts of e a c h local jur isdict ion, budget 

requests ; 
3) M e m b e r s h i p R o s t e r s 
4) Duties, Respons ib i l i t ies , A d v o c a c y efforts 

4 .A S c r e e n files annual ly . Pe rmanent l y retain A n n u a l 
Repor ts and those mater ia ls wh ich se rve to document 
the origin, deve lopment , funct ions, p rograms and 
a c c o m p l i s h m e n t s of M H A . W h e n no longer n e e d e d in 
office, m o v e to the M H A History F i le for per iodic transfer 
to the Mary land State A r c h i v e s . 
Reta in other f i les for four (4) years, and then destroy. 

B . A N N U A L S T A T E M E N T A L H E A L T H P L A N 
1) Document is d e v e l o p e d annual ly to identify State 

goa ls , objectives, and st rategies . 
2) Implementation R e p o r t s - document p rogress of 

prev ious year 's strategies. 

4 .B Reta in permanently. W h e n no longer n e e d e d in 
office, m o v e to the M H A History Fi le for periodic transfer 
to the Mary land State A r c h i v e s 

C . M H A A N N U A L R E P O R T 
D e s c r i b e s the a c c o m p l i s h m e n t s of M H A . 

4 . C Reta in permanently. W h e n no longer n e e d e d in 
office, m o v e to the M H A History F i le for per iodic transfer 
to the Mary land State A r c h i v e s . 

D. A N N U A L M H A C O N S U M E R S U R V E Y 
1) Execut ive S u m m a r y report 
2) Detai led Survey Repor t 
3) Th- fo ld pamphlets for survey. 
4) C o r r e s p o n d e n c e 

4 . 0 1) to 3) Reta in permanently. W h e n no longer 
n e e d e d in office, m o v e to the M H A History F i le for 
per iodic transfer to the M a r y l a n d State Arch ives . 
4 .D 4) Reta in in off ice for three (3) years, then destroy. 

IMARYLAND ADVISORY COUNCIL 

E . M A C M E E T I N G S - M i n u t e s of monthly 
meet ings, a g e n d a , a t t endees 

4 . E Reta in permanently. W h e n no longer n e e d e d in 
office, m o v e to the M H A History F i le for per iodic transfer 
to the Mary land State A r c h i v e s . 

F. F E D E R A L B L O C K G R A N T P R O G R A M 
1) A P P L I C A T I O N S - C M H P l a n , spend ing plan. 
2) I M P L E M E N T A T I O N - reports 

4.F Reta in for five (5) years, then destroy. 

[Office of Consumer Affairs 

5 A . C O N S U M E R A F F A I R S 
1) Comp la in ts 
2) Const i tuent S e r v i c e s c o m m u n i c a t i o n . 

5 .A Reta in for five (5) years, then destroy. 

6 A . COMMUNITY M E N T A L H E A L T H P R O G R A M 
1) State & Federa l p rog ram monitoring 
2) State & F e d e r a l p rog ram approva l p r o c e s s 
3) C a s e m a n a g e m e n t 
4) S i te Visit F i les , 
5) Commun i ty p rogram d e e m e d - s t a t u s files. 

6.A. Mainta in a n n u a l fo lders for e a c h function and 
retain current a n d two prev ious year ' s fo lders in office. 
M o v e 3-year old files to inact ive s torage for three (3) 
more years, a n d then dest roy if no longer needed . 

DGS 550-1 a (DHMH 2008) Continuation 
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ITEM 

DEPARTMENT OF HEALTH & MENTAL HYGIENE 

M E N T A L H Y G I E N E A D M I N I S T R A T I O N 
N A M E A N D DESCRIPT ION O F R E C O R D S S E R I E S A U T H O R I Z E D R E T E N T I O N P E R I O D & INSTRUCTIONS 

ICllNICAl DIRECTOR, OFFICE OF THE| 

B . M E E T I N G M I N U T E S 
1) M a n a g e d C a r e Organ i za t ions ( M C O / M H A ) 

Meet ing Minutes 
2) C l in ica l Director 's Meet ing M inutes 

[SPECIAL NEEDS POPUIATIONS, OFFICE OFj 
C . S P E C I A L N E E D S P O P U L A T I O N S E R I E S 
1) R e s o u r c e information 

- P A T H A n n u a l p rog ress report & training manua l ; 
-- Sf ie l ter P l u s C a r e H o u s i n g P r o g r a m A n n u a l 

Repor ts & Train ing m a n u a l 
-- T A M A R M a n u a l 
~ D isaster P lans . 

2) Shel ter P l u s C a r e C o n s u m e r Maste r F i les 

3) G e n e r a l C o r r e s p o n d e n c e F i les 

jADULT SERVICES, OFFICE OF 
D. A D U L T C A S E S E R I E S 
1) Adult S e r v i c e s C a s e M a n a g e m e n t 
- App l icat ions 
- Pat ient information 
- Adult S e r v i c e s po l ic ies a n d p rocedures 
- Adult S e r v i c e s administ rat ive f i les 

2) T raumat ic Bra in Injury (TBI) P r o g r a m 
- TBI W a i v e r participant f i les 
- TBI W a i v e r admin fi les 
- TBI grant fi les 
- TBI W a i v e r O A binders 

3) E v i d e n c e d B a s e d P rac t i ce ( E P B ) F i les 
- G e n e r a l F i les 
- P rog ram Eva luat ions 

4) Hous ing S e r v i c e s 
- C a s e m a n a g e m e n t f i les 
- L e a s e to hous ing 

5) P A S R R / Interstate C o m p a c t R e c o r d s 

6.B. Reta in permanently. W h e n no longer n e e d e d in 
office, move to the M H A History F i le for per iodic 
transfer to the M a r y l a n d State A rch i ves . 

6 . C 1) & 2) Re ta in permanently. Reta in in off ice for 
five (5) years, then m o v e to the M H A History F i le for 
per iodic transfer to the Mary land State A rch ives . 

6 .C 3) Reta in in off ice for three (3) years, then 
destroy if no longer n e e d e d . 

6.D 1) to 4) - Reta in in off ice for tree (3) years, or until 
complet ion of grant; t ransfer to s torage for three (3) 
more years or until all audit requ i rements have b e e n 
met (whichever is longer), then destroy if no longer 
needed . 

6.D 5) Reta in in off ice for two (2) years. T rans fe r to 
R e c o r d s C e n t e r for five (5) years, then destroy 
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ITEM 

DEPARTMENT OF HEALTH & MENTAL HYGIENE 

M E N T A L H Y G I E N E A D M I N I S T R A T I O N 

N A M E A N D DESCRIPT ION O F R E C O R D S S E R I E S A U T H O R I Z E D R E T E N T I O N P E R I O D & INSTRUCTIONS 

ICHIIDREN & ADOLESCENT SERVICES, OFFICEO^ 

E . C H I L D R E N & A D O L E S C E N T S E R I E S 
1) D J J C A S E M A N A G E M E N T 

- Dept of Juven i le J u s t i c e - C a s e F i les 
- Repor ts f rom Detent ion C e n t e r s 
- A s s e s s m e n t s of youth f rom D J J 

2) Court Referra ls 
- Court records for juveni les , including court orders 

3) Youth S u i c i d e P revent ion P r o g r a m 
- Intervention and post -vent ion fi les 
- Md . Youth C r i s i s Hotl ine - P r o g r a m m a n a g e m e n t 

4) " L I S A L " Lawsui t F i l es 
- C a s e referrals to S h e p p e r d Pratt 

5) C & A P rog ram P lann ing & P o l i c i e s 
- M H A C & A pol ic ies and p rocedures 
- S tatewide C & A P r o g r a m deve lopment -

{FORENSIC SERVICES, OFFICE OFl 

A . F O R E N S I C C A S E S E R I E S 
1) Cour t -o rdered Pre-t r ia l Eva luat ions 
2) Cour t -o rdered P r e - s e n t e n c e Eva luat ions 

IFACILITIES MANAGEMENT OFFICE 

A M H A F A C I L I T Y F I L E S 
1) O H C Q Repor ts 
2) J C A H O Repor ts 
3) Audit Repor ts 
4) N e w s art icles and cl ips , studies , and other facility 

reports. 

B . R T C (RESIDENTIAL TREATMENT CENTER) F I L E S 
1) Internal Aud i ts 

2) Payment F i les 
3) R e q u e s t s for extens ion of payments 

6 .E 1) & 2) Reta in for five (5) years and until cl ient is at 
least 21 years old, then destroy. 

6 .E 3) to 5) Permanent. Re ta in f i les in off ice until no 
longer n e e d e d , then m o v e to the M H A History Fi le for 
periodic transfer to the M a r y l a n d State A rch i ves . 

7.A. Reta in in off ice for five (5) years, then destroy. 

8.A Maintain fo lders for e a c h M H A facility a n d s c r e e n 
annual ly. Re ta in permanently those mater ia ls wh ich 
se rve to d o c u m e n t the origin, deve lopment , functions, 
programs, a c c o m p l i s h m e n t s a n d history of the M H A 
facility for per iod ic t ransfer to the Mary land State 
A rch ives . 

Reta in all other information for five (5) years or until no 
longer n e e d e d , then destroy. 

8 .B . I ) Reta in audits for ten (10) years, then destroy. 

8 .B 2) & 3) Reta in for five (5) years, then destroy. 
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9. MENTAL HEALTH TRANSFORMATION, OFFICE OF 

A . M H T r a n s f o r m a t i o n S I G S E R I E S 
1) M H T S I G Or ig inal App l ica t ions , reappl icat ions 
2) S I G Contract A w a r d s 
3) F inanc ia l S ta tus R e p o r t s 
4) Budgets , justif ication 
5) T W G Meet ing B inde rs 

- T W G Meet ing minutes and a g e n d a 
- T W G meet ing A u d i o t a p e s 
- Meet ing A t tendee L ists 

6) M H T P r o g r a m documentat ion 

9A Permanent. Reta in M H T program fi les in office for 
five (5) years a n d until all audit requ i rements are met. 
S c r e e n , r e m o v e and destroy work ing papers , draft 
reports, and non - record mater ia ls , tt ien m o v e 
permanent f i les to the M H A History Fi le for per iodic 
transfer to Mary land State A rch i ves . 
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