
7 DEPARTMENT OF GENERAL SERVICES-STATE RECORDS CENTER 11 SCHEDULE 1 

RECORDS RETENTION AND DISPOSAL SCHEDULE IIpAGE , , 11 
DEPARTMENT OF HEALTH & MENTAL HYGIENE (DHMH) 

OFFICE OF ELIGIBILITY SERVICES (OES) 
(This schedule supersedes schedules 934 and 2427) 

Item No. Description of Records Series (from Inventory Form) Authorized Retention Period & Instructions 

ELIGIBILITY SERVICES - EXECUTIVE DIRECTOR'S 
OFFICE 

1.1 Medical Assistance Emergency Medical Services 
(EMS) Records for Illegal and Ineligible Aliens 

1 .I A. Active Case Records: Electronic record. 
Retroactive requests for approval of EMS for chronic 
care and electronic copies of approvalldenial letters 
sent to local Department of Social Services (LDSS) 
where individual's case record is maintained. 

1.1 B. Inactive Case Records: Electronic record. 
Retroactive requests for EMS and electronic copies 
of approvalldenial letters sent to LDSS where 
individual's case record is maintained. 

DIVISION OF ELIGIBILITY WAIVER SERVICES 
(DEWS) 

2.1 Home and Community Based Waiver Program 
Client Records: include: applications for program 
enrollment, form letters/correspondence, requested 
verifications, e.g., birth certificates, social security 
cards, insurance policies, bank statements, 
database and eligibility filelsystem print-outs. 

2.2 Primary Adult Care (PAC) Program Client 
Records: include: applications for program 
enrollment, form letters/correspondence, requested 
verifications, e.g., birth certificates, social security 
cards, insurance policies, bank statements, 
database and eligibility filelsystem print-outs. 

I 

APPROVED BY: (DHMH Official) AUTHORIZED 6) 

1.1A. Retain in office until case is closed or 
becomes inactive. Retain in emergency 
services electronic case management 
database for six (6) years from date 
closed, then destroy. 

1.1 B. Retain in emergency services electronic 
case management database for six (6) 
years, then destroy. 

2.1. Scan paper records to Maryland State 
Archives standards. Retain hardcopy for 
one (1) year then destroy. Save electronic 
version and back-up copy for six (6) years 
from closed date, then destroy. 

2.2. Scan paper records to Maryland State 
Archives standards. Retain hardcopy for 
one (1) year then destroy. Save electronic 
version and back-up copy for six (6) years 
from closed date, then destroy. 

(MD STATE ARCHIVES) 

'BATE: 1111113 DATE: :/"zei3 
PJ 6.Y 

/ 

SIGNATURE: / 
- -/ P & ' . . ( * W , - ~  

-4 
?L ' NAMEITITLE: EDWARD C PAPENFUSE, JR., STATE ARCHIVIST 

NAMEITITLE: Debbie Ruppert, Executive 
Director, Office of Eligibility Services 

DGS 550-1 (DHMH 2002) 



I Item No. I Description of Records Series (Program, forms, etc.) I 
I 

Authorized Retention Period & Instructions 

DEPARTMENT OF GENERAL SERVICES-STATE RECORDS CENTER 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

DIVISION OF ELIGIBILITY WAIVER SERVICES 
(DEWS) 

r] 
7 1  PAGE 2 OF 6 

2.3 Family Planning (FP) Program Client Records: 
include: applications for program enrollment, form 
letterslcorrespondence, requested verifications, e.g., 
birth certificates, social security cards, insurance 
policies, bank statements, database, and eligibility 
filelsystem print-outs. 

DEPARTMENT OF HEALTH & MENTAL HYGIENE 
OFFICE OF ELIGIBILITY SERVICES 

2.4 Women's Breast and Cervical Cancer Health 
(WBCCHP) Program Client Records: include: 
applications for program enrollment, form 
letterslcorrespondence, requested verifications, e.g., 
birth certificates, social security cards, insurance 
policies, bank statements, database and eligibility 
filelsystem print-outs. 

2.5 Employed Individuals with Disabilities (EID) 
Program Client Records: include: applications for 
program enrollment, form letterslcorrespondence, 
requested verifications, e.g., birth certificates, social 
security cards, insurance policies, bank statements, 
database and eligibility filelsystem print-outs. 

2.3. Scan paper records to Maryland State 
Archives standards. Retain hardcopy for 
one (1) year then destroy. Save 
electronic version and back-up copy for 
six (6) years from closed date, then 
destroy. 

2.4. Scan paper records to Maryland State 
Archives standards. Retain hardcopy for 
one (1) year then destroy. Save 
electronic version and back-up copy for 
six (6) years from closed date, then 
destroy. 

2.5. Scan paper records to Maryland State 
Archives standards. Retain hardcopy for 
one ( I )  year then destroy. Save 
electronic version and back-up copy for 
six (6) years from closed date, then 
destroy. 

DGS 550-la [continuation] (DHMH rev. 2002) 



RECORDS RETENTION AND DISPOSAL SCHEDULE IIPAGE ,, , 
DEPARTMENT OF HEALTH & MENTAL HYGIENE 

OFFICE OF ELIGIBILITY SERVICES 

Item No. Description of Records Series (Program, forms, etc.) Authorized Retention Period 8 Instructions 

3 DIVISION OF RECIPIENT ELIGIBILITY PROGRAMS 
(DREP) 

3.1 CARES (Clients' Automated Resources and 
Eligibility System)lMMIS (Medicaid Management 
Information System) Unit 

3.1A. CARESlMMlS Unit Files: include the following 
documents produced andlor maintained by DREP 
for the purpose of establishing, deleting, correcting 
or maintaining Medicaid eligibility. (Documents 
beginning with HMFR, HMMR, HMFM or HMFB are 
computer generated report identifiers only and do 
not refer to a department program). 

DHR (Department of Human Resources)/lMA 
(Income Maintenance Administration)-81 
Administrative Error Report 
HMFR-1942-ROO1 -Daily Certificationrrurnaround 
Document (CTAD) 
HMMR 1184 - Daily process summary - MMlS II 
HMFR 3300-ROO1 - Possible duplicate recipient 
- birthlsex daily 
HMFR 9140-R001-Recipient On-Line Cross 
Reference Report 
Enrollment Reconciliation-HMFR 8900 
HMFR 11 12-R001-Counts by coverage group 
per local health department 
HMFR 11 10-R001-Eligibility count of last twelve 
months of MA eligibility 
HMFR 1120-R002-Eligibility counts by racelsex 
HMFR 1120-ROO1 - Eligibility counts by age 
HMFR 1967-R002-CARESIMMIS II 
Reconciliation report - Recipients active on 
CARES not active on MMIS-II 
HMFR 1968-R002-CARESIMMIS-I I 
Reconciliation Report - Recipients active on 
MMIS-II - not active on CARES 
HMFR 9120-R001-Newborn report of cases not 
processed by CARES-DHR Eligibility Sys 
DHMH 4541-Conflicting Data Report 
DHMH 1184- Hospital Report of Newborns 
HMMR 6761-S13 (Children under 19) ACE 
(Accelerated Certification of Eligibility) cases with 
eligibility ending a specific month 
HMMR 6760-PO2 (Pregnant Women) ACE cases 
with eligibility ending on specific month 
HMFM 11 11-R001-Eligibility Counts by coverage 
group and resident county 
HMMR 151 0-ROO1 - Counts by coverage group 
and age of recipient 

3.1A. Retain in office for two (2) years then 
transfer to State Records Center for four 

HMFR 4010-Terminated refugee status. 
I [continuation] (DHMH rev. 2002) 



DEPARTMENT OF GENERAL SERVICES-STATE RECORDS CENTER I ",":,","kE2627 I 
RECORDS RETENTION AND DISPOSAL SCHEDULE 1 1  PAGE 4 OF 6 

DEPARTMENT OF HEALTH & MENTAL HYGIENE 
OFFICE OF ELIGIBILITY SERVICES 

Item No. Description of Records Series (Program, forms, etc.) Authorized Retention Period & Instructions 

DIVISION OF RECIPIENT ELIGIBILITY PROGRAMS 
(DREP) 

3.1B. Audit Trails for CARESlMMlS Unit Files 

3.1C. Electronic case records: any electronic 
records including those scanned and archived in an 
electronic document management system. 

3.2 Long Term Care (LTC) Unit 

3.2A. The following documents are produced andlor 
maintained by DREP for the purpose of 
establishing, deleting or maintaining Medicaid 
eligibility. (Documents beginning with HMFR or 
HMMR are computer generated report identifiers 
only and do not refer to a department program). 

Exception Report-2O6C Requests 
Penalty Form for Screen 4- Form 813 
Less than 30 day Stay form DES (Division of 
Eligibility Services)-501 
Certification for Inpatient Addictions Services in a 
Psych Facility (Under 21 Program) DHMH 2324 
Recipient File Split Bill AmountIScreen 4 Update 
Request- Form DHMH 4571 
HospicelHospice Adjustment Form 
Waiver and Waiver Adjustment Form 
CARES Reconciliation Report HMMR 1960 
Certificationrrurnaround Document HMFR 1942- 
ROO1 
LTC Recipient Span Audit Trail 

3.2B. Audit Trails for CARESlMMlS Unit Files 

3.2C. Electronic case records: any electronic 
records including those scanned and archived in an 
electronic document management system. 

IGS 550-la [continuation] (DHMH rev. 2002) 

3.1 8. Processing of formslreports in 3.1 A. 
creates audit trails. All audit trails are 
maintained for seven (7) years, then 
destroy. 

3.1 C. Scan paper records to Maryland State 
Archives standards. Retain hardcopy for 
one (1) year, then destroy. Maintain all 
electronic records in document 
management system for six (6) years after 
case closes, then destroy. 

3.2A. Retain all paper formslreports for two (2) 
years then transfer to State Records 
Center for four (4) years and until all audit 
requirements are met, then destroy. 

3.2B. Processing of formslreports in 
3.2A.creates audit trails. All audit trails are 
maintained for seven (7) years, then 
destroy. 

3.2C. Scan paper records to Maryland State 
Archives standards. Retain hardcopy for 
one (1) year, then destroy. Maintain all 
electronic records in document 
management system for six (6) years, 
then destroy. 



DEPARTMENT OF GENERAL SERVICES-STATE RECORDS CENTER 11 SCHEDULE 
NUMBER 2627 

RECORDS RETENTION AND DISPOSAL SCHEDULE , 
DEPARTMENT OF HEALTH & MENTAL HYGIENE 

OFFICE OF ELIGIBILITY SERVICES 

11 item NO. I I 

Description of Records Series (Program, forms, etc.) Authorized Retention Period & Instructions 

DIVISION OF RECIPIENT ELIGIBILITY PROGRAMS 
(DREP) 

3.3 Medicare Buy-in Unit 

3.3A The following documents are produced andlor 
maintained by DREP for the purpose of 
establishing, deleting or maintaining Medicaid 
eligibility. (Documents beginning with HMFM or 
HMFB are computer generated report identifiers 
only and do not refer to a department program). 

HMFB 8225-Acknowledgement Report - CMS 
(Centers for Medicare and Medicaid Services) 
Buy-in Premiums by Coverage Group HMFB 
8265 
Buy-in Codes HMFB 8260 
Counts by Coverage GrouplLocal HMFM 11 11 
MedicarelMedicaid Recipients HMFB 8250 
Preliminary Extract HMFB 21 10 
Qualifying Individuals I-S-14-HMFB 8380 
Buy-in TablesIUpdate 
Transaction Audit Trail 
Buy-in History 
Agreements - Vital Statistics 
Medicare, SSA (Social Security Administration) 
and CMS information, bulletins regarding 
Medicare benefits 
QMB (Qualified Medicare Beneficiary)/SLMB 
(Specified Low-Income Medicare Beneficiary) 
Programs 
Social Security Enrollment Database Reports 
CMS monthly billing statements 

3.3B. Electronic case records: any electronic 
records including those scanned and archived in an 
electronic document management system. 

3.3C. CMS Bulletins 

Retain in office for seven (7) years then 
destroy. 

3.3B. Scan paper records to Maryland State 
Archives standards. Retain hardcopy for 
one (1) year, then destroy. Maintain all 
electronic records in document 
management system for six (6) years, 
then destroy. 

3.3C. Bulletins are on file for three (3) years 
then destroy. 

I 
DGS 550-la [continuation] (DHMH rev. 2002) 



I 

11 1 MONITORING AND SPECIAL PROJECTS DIVISION 

1 I 

II I 4.1. Medicaid Eligibility Quality Control Files I II 

- 
DEPARTMENT OF GENERAL SERVICES-STATE RECORDS CENTER 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Item No. 

r I  
I,,,,] 

4.1 8. Quality Control maintains electronic records 
supporting annual reports to CMS, and may have 
scanned documents from individual case records. 

DEPARTMENT OF HEALTH & MENTAL HYGIENE 
OFFICE OF ELIGIBILITY SERVICES 

Description of Records Series (Program, forms, etc.) 

4.1A. Quality Control files document Medical 
Assistance case file reviews, and may contain copies 
of items from individual case records. 

4.2. Quality Assurance Files 

Authorized Retention Period & Instructions 

4.1A. Retain for two (2) years then transfer to 
State Records Center for four (4) years 
and until all audit requirements are met, 
then destroy. 

4.2A. Quality Assurance files document reviews and 
analysis of eligibility processes and may contain 
copies of items from individual case records. 

4.2B. Quality Assurance maintains electronic records 
supporting reviews and analysis of eligibility 
processes, and may have scanned documents from 
individual case records. 

DGS 550-la [continuation] (DHMH rev. 2002) 

4.1 8. Scan paper records to Maryland State 
Archives standards. Retain hardcopy for 
one ( I )  year, then destroy. Maintain all 
electronic records in secure files for six (6) 
years and until audit requirements are 
satisfied, then destroy. 

4.2A. Retain for two (2) years then transfer to 
State Records Center for four (4) years 
and until all audit requirements are met, 
then destroy. 

4.2B. Scan paper records to Maryland State 
Archives standards. Retain hardcopy for 
one ( I )  year, then destroy. Maintain all 
electronic records in secure files for six (6) 
years and until audit requirements are 
satisfied, then destroy. 



DHMH lnslrucl~ons Make a Its! of all Ales Delnrm~ne whether each 1s non record 

rerord mal*rlal or bolh Group Inlo Record Snrtes Prepare a separale inventory form 

for each Record Serles ldentlfied All Record Sertes are to be ltsled on a Schedule 

Form Fownrd all Records InvQntOIy forms wtlh Ihe proposed Schedule form (DGS 

550 11 lo  the DHMH Records Omrer lhru your Records Coord~nator 

1 DepanmenuApency 

MD DEPT OFHEALTH 

8 MENTAL HYGIENE 

DEPARTMENT OF GENERAL SERVICES 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P 0 BOX 275 

JESSUP MARYLAND 90794 

(410) 799 1379 

2 OfflcelAdm~ntslraltonlBosrd 

OFFICE OF ELIGIBILITY SERVICES 

DHMH RECORDS INVENTORY 

PAGE 1 OF 20 

3 D~v~s~nnlUntt or Seclton 

I 

DEFINITION RECORD SERIFS A group of !elaled records normally Rled and used as a unll for reference as well as refenlaon and dlsposll~on purposes 

4 Record Sertes T~lle 

1 IA. Active Case Records 
5 Earl~esl YoarlLalosl Year 

to- 

R Rorord Series Descr~pt~on (Brtenv descrlhe the lypes of ~nlormal~onldorumentslforms found In the Serles Include Ihe purpose or funcllon of !he sertes 1 

ELIGIBILITY SERVICES - EXECUTIVE DIRECTOR'S OFFICE 

I I Medical Assistance Emergency Medical Services (EMS) Records for Illegal and Ineligible Aliens 

1.1A. Active Case Records: retroactive requests for approval of EMS for chronlc care and electronic copies of 
approvalldenial letters sent to local Department of Soclal Servlces (LDSS) where tnd~v~dual's case record 1s maintamed 

7 R~co rd  Serles Fonnnl(s) Ltsl all 

Papnr Film 1 tap8 Etectrontr 

X Letter Size F~lmlSl*des Kept on Hard Drtve 

(35mm elc) 

Legal S17r MlcroAlm/ Compuler Tape 

M~crofiche 

Rolls Audio Tape Floppy Dlsk 

Bound Book Vtdoo Tape CD DVD elc 

Card Other (specify) 

8 Record Senes Sequence 

Alphabetical 

Numerical 

x Chronolog~cal 

Geopraph~cal 

Other (spectfv) _ - 

9 Volume 

F~ le  Drwer(s\ 

M~rrofilrn Reellz) 

-- Comp~~ler Tapclql 

Number Other fspeclfy) 

10 Annual Acc~~mulnl~on 

File Drawerls) 

MlcroAlm Reel(s) 

- Cwnpuler Tape(s) 

Numher Other (sprr!fyl 

I 1  F!le IS Used Dally Weekly x Monthly Annually 12 Fble Becomes lnactlve ARer pp Monlh(s) 

Number Year@) 

14 Is Rpcord Senes Dupl~raled Elsewhere? (If yes spectfy aQenry or offlce ) 

Yes x No Agency1 Formal -- - 

16 Audtl Requ~remenls x None lnlemnl OIG 

Leg~slatlve Federal Indnpendnnl 

18 Recommended Relenl~on In Office And In Storage (Each Formal) 

Retaln in office untll case 1s closed or becomes inactive 
Retaln in emergency services electron~~ case management 
database for six (6) years from date closed, and then 
destroy 

11 Currenl LocaIton(s) (Bldg Floor Room) 

201 Preston St 5* FI BALTIMORE AND OTHER LOCATIONS 

15 Pnvacy I Access Rnslnn~ons Yes XNO 

Personel Medical Proprietary Class~fted Olher 

(If Yes clle Lnw(s1 8 Regulallon(s) HlPAA PERSONNEL REGS 

17 Is en Index Sys \m  used? 11 yes explam briefly and descnba requ~remenls 

Yes No - 

19 Name ~ n d  Trlle 01 Preparer 20 Locallon 

WALTER ZERRLAUT 

DHMH RECORDS OFFICER 
E mml eddress wnttor ~ n r ~ a l l t ~ m a r y l n n d  gov 

DGS ','?I> 4 (DHMH Rev 7002 ) 

201 WEST PRESTON STREET BALTIMORE MD 21201 

Telephone Number# 410 767 3598 Room Y ROOM LL 5 

71 Date 

SEPTEMBER 14.2012 



t 

DHMH Inslrucl~ons -Make a lhsl of all files. Determine whelher each IS non-record. 
--- -- DEPARTMENT OF GENERAL SERVICES DHMH RECORDSINVENTORY 
record malerlal or both Gmup lnlo Record Senes. Prepare a separate tnventory form STATE RECORDS CENTER 

for each Record Senes ~denljfied. All Record Senes are lo  be llsted on a Schedule 7275 WATERLOO ROAD 

Form Forward all Records Inventory forms w~ lh  Ihe proposed Schedule form (DGS P 0. BOX 275 PAGE - 2 OF 20 ~ 

550-1) to the DHMH Records ORtcer lhnb your Records Coord~nator. JESSUP. MARYLAND 20794 

(410) 799-1379 

1 DepanrnenVAgencv 2. ORlceiAdm~n~~lrat~onlBosrd 3. Dlv~s~onlUnhl or Sect~on 

M D  D E P T  O F H E A L T H  OFFICE OF ELIGIBILITY SERVICES 

& M E N T A L  HYGIENE 
DEFINITION - RECORD SERIES - A  group of related records normally filed and used as a un~l  for reference as well as retention and d~sposht~on purposes 

4. Record Ser~es T~l le 5 Earllnsl YearlLnlesl Yonr 

I .IB. lnactive Case Records - 10 

8 Record Snrtes Dnscnptlon (Bnefly descrlhe the lypes of ~~~formal~onldocumentsiforms found In the serles. Include the purpose or functlon of the serles ) 

1 .I B. lnactive Case Records: retroactive requests for EMS and electronic copies of approvalldenial letters sent to LDSS 
where individual's case record is maintained. 

7. Record Series Format(s) Ltsl all 8. Rocord Senes Sequence 9. Volume 

Paper Ftlm 1 lnpe. Eleclrantc FIIR Dramrls) 

X Letter Sve F~lmlSl~dos Kapl on Hard Drive Alphnbellcal M~crofilrn Reetls) 

(35mm, otc) - - -  Computer Taoels) 

Lwa l  S!ze Msrofilmi Computer Tnpe Numerical Number Other (specfly) 

Microfiche 

Rolls Audho Tape Floppy Dhsk x Chronolog~cal 10. Annual Accumthlal~on 

F~le  Dmwer(s) 

Bound Rook Video Tope CD.DVD.elc Geogmphlcat M~crohlm Rrelfs) 

-- Compuler Tspefs) 

Cerd Olher (specify) Olher (spechhl) . _ - - Number Olher (spectfy) 

11. File IS Used Dmly Weekly x Monlhly Annually 12. F~ le  Becmes lnacltve After . - Month(s) 

Number Vear(s) 

13 Cunenl Locat!on(s) (Bld~.. Floor. Room) 14. Is Record Serles Duplicated Elsewhere? (If yes. spaclfy aqency or olf,ce ) 

M1 Preslon SI, 5* FI. BALTIMORE AND OTHER LOCATIONS 

Yes x No Agency1 Formal -p 

15 Pnvacv Access Reslncttons Yes x No 16 Aud~l Requ~rements i None lnlernal OIG 

Personal Medical Proprietary Clsss~fied Olher Leg~staltve Federal Independent 

(If Yes. ctte Law@) R ReguIal~on(s) HIPAA. PERSONNEL REGS 

17. Is an Index System used7 If yes, explnln hr~env end descnbt, regu!rmenls 1.8 Recommended Retent~on: In Omce And In Storege (Each Formal) 

Retain in emergency services electronic case management 
Yes NO - - database for six (6) years, and then destroy. 

19. Name and Tttle of Preparer 70 Locnt~on- 
21 Dale 

WALTER ZERRLAUT 
201 WEST PRESTON STREET. BALTIMORE MD 21201 SEPTEMBER 14.2012 

D H M H  RECORDS OFFICER Telephone Numbed 410 767-3598 Room # ROOM LL-5 

E-mall address: rvnlt<tt ~- ze r r l au lg ' r na~~ ln t~q~v  

nCs 550 4 (DHMH RPV n o )  1 



---- -- 

DHMH Instrucf~ons -Make a tisl of all files. De len~ne  whether each IS non-record. 

record matenal or bath Group Into Record Senes. Prepare a separate mvenfo!y form 

for each Record Sems identifled All Record Series are to be l~sted on a Schedule 

F o n .  Forward all Records Inventory forms wtlh Ihe proposed Schedule form (DGS 

550-1) lo  the DHMH Records ORlcer lhnr your Records Coord~nalor. 

1. DeparlmenllA~ency 

MD DEPT OFHEALTH 

8 MENTAL HYGIENE 

DEPARTMENT OF GENERAL SERVICES 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P 0. BOX 275 

JESSUP. MARYLAND 20794 

(410) 799-1379 

2 ORlcelAdm1n1slrat1onIB08rd 

OFFICE OF ELIGIBILITY SERVICES 

DHMH RECORDS INVENTORY 

PAGE 3- OF 20 

3 Dovcs~onlUn~l or Secflon 

DEFINITION - RECORD SERIES - A group of relaled records nonally filed and used as a unrl for reference as well as relention and d~spos~llon purposes. 

4 Record Serles T~lle 

2.1. Home and Community Based Waiver Program Client Records 

G Record Sarles Descr~pl~on (Bn~fly descnbe Ihe types of ~nformal~on/doc~~menlslfnrms found m the snrles, Include the purpose or ftlnctlon of Ihe serles.) 

5. Enrl~esl YearILatesl Year 

-. 10 - 

DIVISION OF ELIGIBILITY WAIVER SERVICES (DEWS) 

2.1 Home and Community Based Waiver Program Client Records: include: applications for program enrollment, form 
letterslcorrespondence, requested verifications, e.g., birth certificates, social security cards, insurance policies, bank 
statements, database and eligibility filelsystem print-outs. 

7 R w o ~ d  Ser~es Fonal(s) Lust all 

Papel F~ lm I lave: Eleclrontc. 

X Leller Sve FtlmlSl!des Kept on Hard Drove 

135mm. etc) 

Legal Sve M~crofilml Computer Tape 

Mtcrohche 

Rolf-, - Aud~o Tape Floppy Dlsk 

Bound Book Vtdno Tape CD.DVD.etc 

Card Olher ( s p e c ~ f y ~  

8 Record Sertes Sequence 

Alphabettcnl 

Numerical 

x Chronolqcal 

Geographical 

Olhnr (specify) -- 

9 Voli,me 

Ftle Drawer(s) 

M!cronlm Reel(s) 

- -  - -  Computer Tapelsl 

Number Other (sper~fy) 

10 Anntial Accumolat+on 

Ftle Drawrts) 

M~crohlm Rrel(s) 

-- Computer TROO(S) 

Number Olher (spec~fy) 

12. F~ fe  Becomes lnacflve Afler Mnnth(s) 

Number Yenr(s1 

14 Is Record Serres Dupl~Ceted Elsewhere? (If yes. specrfy agency or ofice ) 

Yes x No Agency1 Formal --  ~ ~p 

16 Audll Requlremenfs x None lntomnl OIG 

Leglslellve Federal Independent 

18 Recommended Retention' In Offlce And In Slorngo (Earh Format) 

Scan paper records. After scanning, perform a 10% random 
verification. Retain hardcopy for one ( I )  year then destroy. 
Save electronic version and back-up copy for six (6) years 
from closed date, then destroy. 

11. F t l ~  13 Used Dally Weekly x Monthly Annually 

13 Cutrefil Lwal!on(sl (Bldn.. Floor, Room) 

701 Preslon SI. 5" FI. BALTIMORE AND OTHER LOCATIONS 

15. Prfvacy I Access Restncttons Yes x N o  

Personal Medlcnl Propr~etary Classified Other 

(If Yes, ctle Law(s1 8 Regulal~on(sl HIPAA. PERSONNEL REGS 

17 Is an Index System used? If yes, explain bnefly and descnbe requiremenls 

Yes No - -- 

I!! Name end Tlllp of Preparnr 20. Locat!on 

WALTER ZERRLAUT 

DHMH RECORDS OFFICER 
Emall sddress: wnlit!t - - - - zr?nla~i lr~rnayl;~o~l - - -. gw 

1 
DGS 551x4 (DHMH Rev. 2n09 I 

- ~ 

201 WEST PRESTON STREET. BALTIMORE MD 21201 

Telephone Numbs# 410 767-3598 Room # ROOM LL-5 

21 Date 

SEPTEMBER 14.2012 



DHMH lnslrucl~ons -Make a lhst of all Ales. Delerm~ne whelher each fi non-record. DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY 
record malerlfll or both. Group ~n lo  Record Sertes. Prepare a separate fnventoly form STATE RECORDS CENTER 

for each Record Series ldenllhed All Record Senes are lo be lhsled on a Schedule 7275 WATERLOO ROAD 

Form Forward all Records lnvenloly forms w lh  Ihe proposed Schedule form (DGS P.O. BOX 275 PAGE. 4 OF 20 
550.1) lo  the DHMH Records Omcer lhru your Records Coordmator. JESSUP. MARYLAND 20794 

(410) 798-1379 

1 DepanmentIAgency 

MD DEPT OFHEALTH 

8 MENTAL HYGIENE 
DEFINITION RECORD SERiES . A group ol relaled records normally filed and us& as s unll for reference as well as retention and dlspos~l~on purpnses 

4 Record Senes T~tle 

22. Primary Adult Care (PAC) Program Client Records 

I 

G Ro~ord  Senes Descrlpllon (Brmfly descrlbe Ihe types of ~nformal~onldocumenlslforms found In the serles Include the purpose or functlon of the serles ) 

2.2 Primary Adult Care (PAC) Program Client Records: include: applications for program enrollment, form 
letterslcorrespondence, requested verifications, e.g., birth certificates, social security cards, insurance policies, bank 
statements, database and eligibility filelsystem print-outs. 

7 Record Snnes FO~TIIRI(S) L191 all 

Paper Ftlm 1 lnpe Eleclron~c 

X Letter Slze F~lmlSl ld~s Kept on Hard Dnve 

(35rnrn. elc) 

Legal S~ze M~crofilml Cornpuler Tape 

M~croSche 

Rolls Audto Tam Floppy 01sk 

I Bound Book Vldno Tape CD.DVD.etc 

Card - Olher (specify) 

8. Record Serles Sequence 

Alphabellcal 

Numerical 

x Chronolog~cal 

Geograph~cal 

Olher (specQ) 

9 Volume 

F~le  Dfawer(9) 

Mocrofilm Reel(s) 

Computer Tapafsl 

Numher Other (spectly) 

10. Annual Accurnulal!on 

Fjle Drawerfs) 

Mtcmhlm Rectfs) 

-- Compulnr Tapels) 

Numher Olher (spoctfy) 

I 1  F~ le  1s Used Dally Weekly x Monthly Annually 12. Flle Becomes lnactlve Afler -- - Monlh(s~ 

Number Venr(s) 

13 Cunenl Localtonfs) (Bldg.. Floor. Roornl 

201 Preslon SI. 5" FI. BALTIMORE AND OTHER LOCATIONS 

14 Is Record Sertes Dupltcaled Elsewhere? (If yes. spwlty apnncy or nmr:o I 

Yes x No Agency1 Formal -p 

15 Pnvacy I Access Reslncl~ons Yes x No 

Penonal Medtcnl Propnetan( ClesslRed Other 

(If Yes. Cble Lawfs) 8 Regulallon(s) HIPAA. PERSONNEL REGS II 
16 Audlt Requirements x None ln lern~ l  OIG 

Legtslat!ve Federal lnrlepenflenl 

I 17 Is an Index System used? If yes exp lm br~efly and descnbe requtremenls 

Yes NO 

18. Recommended Retenlton: In Omce And In Storage (Each Fomml) 

Scan paper records. After scanning, perform a 1O0/0 random 
verification. Retain hardcopy for one (1) year then destroy. 
Save electronic version and back-up copy for six (6) years 

11 from closed date, then destroy. 
19 Name and Tllle of Prepnrer 20 Locat~on I 

1 WALTER ZERRLAUT 1 1 71 Dale 

I DHMH RECORDS OFFICER 
I 201 WEST PRESTON STREET, BALTIMORE MD 21201 

Telephone Number* 410 767-3598 R w m  # ROOM LL-5 

I E-ma11 address wnller ~enlnulfi~mnryland gov I I I 



DHMH Inslrucl~ons -Make a lhst of all tiles. Delermlne whelher each IS non-record. 

record malenal or bolh. Group Into Record Senes. Prepare a separale inventory form 

for each Record Serles Identded. All Record Senes are lo be ltsled on a Schedule 

Form. Folward all Records Inventory forms wllh the proposed Schedule form (DGS 

550-1) lo  Ihe DHMH Records ORcer Ihru your Records Cwrd~nalor. 

DEPARTMENT OF GENERAL SERVICES 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P 0 .  BOX 275 

JESSUP. MARYLAND 20794 

DHMH RECORDS INVENTORY 

PAGE 5 OF 20- 

1. DeparlmenVAgency 

MD DEPT OFHEALTH 
2 Office/Adrnin~strationIBoard 

OFFICE OF ELIGIBILITY SERVICES 

I 81 MENTAL HYGIENE I I 11 

4 Record Series Tllle 

2.3 Family Planning (FP) Program Client Records 

I I 

I 
6 Record Sertes Descr~pl~on (Brfefly descnbe the lypes of ~nformal~onldocumenlslforms found In Ihe serles Include the purpose or funcl~on of the sernes ) 

2.3 Family Planning (FP) Program Client Records: include: applications for program enrollment, form 
letterslcorrespondence, requested verifications, e.g., birth certificates, social security cards, insurance policies, bank 
statements, database, and eligibility filelsystem print-outs. 

DEF Y T ON RECORCI SERIES A group of related records normally fled flnn dsed as a unll for rpfnrence ar well 8s relenl on ana dsposllron PII~POSPS 

I 

7. Record Sernes Formnl(s) Llsl ell 

Paper. F~ lm 1 l ~ p e :  Eleclronic: 

X Leller Slze F~lrnlSltdes Kept on Hard Dnve 

I 

(35mm. etc) 

Legal Stre M~crofilrnl Compuler Tape 

Mtcrofiche 

Rolls Audto Tape Floppy Dlsk 

Bound B w k  Vtdeo Tape CD,DVD.eIc 

Card Olher (spec~fy) 

8 Record Seraes Sequence 

Alphabellcal 

Numerical 

x Chronologtcal 

Geograph~cal 

Olher (specify) 

- Cornputor Tnpefs) 

Number O l h ~ r  (spec~fy) 

10 Annusl Accumulnt!on 

Ftle Drawer(s) 

M~crohlm Reel(s) 

-- Compuler Tape(?) 

Numher Olhnr (speclfy) 

11. Ftle IS Used Dally Weekly x Monlhly Annually II 12. F~ le  Becomes lnacllve After Monlh(s) 

Numher Year@) 

13 Currenl Locat~on(s) (Bldg.. Floor, R m )  

201 Preston St, 5" Fl. BALTIMORE AND OTHER LOCATIONS 

14 Is Record Ser~es Dupl~caled Elsewhere? (If yes, speclfy agency or ofice ) 

Yes x No Agency1 Formal 

15 Privacy /Access Reslr~ct~ons Yes x NO 

Personal Medtcal Propnelary Classtfied Olher - 

(If Yes, clte Law(s) R Regulat~on(s) HIPAA. PERSONNEL REGS 

16. Aud11 Requlremenls x None lnlernel 01G 

Leglslallve Federal Independen1 

18 Recommended Relent~on. In Office And In Storage (Each Format) 

Scan paper records. After scanning, perform a 10% random 
verification. Retain hardcopy for one (1) year then destroy. 
Save electronic version and back-up c o ~ v  for six (6) years . . .  11 from closed date, then destroy. 

1% Name and Tllle of Preparer 

WALTER ZERRLAUT 

DHMH RECORDS OFFICER 
E-mall address wnllc2! zar~l~ulf i~naylanrl  gnv 

20. Locatton. I 

DGS 550 4 (DHMH Rev 700,' 1 

201 WEST PRESTON STREET. BALTIMORE MD 21201 

Telephone Number# 410 767 3598 Room I ROOM LL 5 

71 Dale 

SEPTEMBER 14,2012 



DHMH lns t~c l~ons  -Mnke s IISI of all files. Delermtne whether each is non-record. DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY 
record matenal or bolh. Group onlo Record Series. Prepnre a separate inventory form STATE RECORDS CENTER 

lor each Record Senes idenllfied. All Record Senes nre lo  be l~sted on a Schedule 7275 WATERLOO ROAD 

Form Forwnrd all Records Inventory forms w~th the proposed Schedule form (DGS P 0 BOX 975 PAGE -d OF 20- 
550-1) lo the DHMH Records Olficer lhru your Records Coordinator. JESSUP, MARYLAND 20794 

(410) 799-1379 

1. DepnRmenVAgency 

MD DEPT OFHEALTH 

1 8 MENTAL HYGIENE 1 1 11 
DEFINITION - RECORD SERIES - A group of relnted records normally filed and used as a unr for reference as wen as retentton and d~spostt!on purposes 

4 Record Ser~es T~tle 5 Earllest YeariLalesl Year 

2.4 Women's Breast and Cervical Cancer Health (WBCCHP) Program Client Records 
- lo - -  

I 

G.  Record Serges Descrtpt~on (Briefly describe Ihe types of ~nformal~onldocumenlslforms found In the series, Include the purpose or functlon of the series.) 

2.4 Women's Breast and Cervical Cancer Health (WBCCHP) Program Client Records: include: applications for program 
enrollment, form letterslcorrespondence, requested verifications, e.g., birth certificates, social security cards, insurance 
policies, bank statements, database and eligibility filelsystem print-outs. 

7. Record Senes Format(s) List all 

Pnper. Film 1 tape: Electron~c: 

X Letter Sve F~lmlSlldns Kept on Hnrd Drwe 

(35mm. etc) 

Legnl S17e Mtcrofilml Computer Tape 

Mlcrofiche 

Rolls Audm Tape Floppy D~sk 

Bound Book Vldeo Tepe CD.DVD.elc 

Card Other (specrfy) 

8 Record Serles Sequence 

Alphnbellcal 

Numerlcat 

x Chronolog~cal 

Geographical 

Other (specify) 

9 Volume 

Ftle Drawer(q) 

Mtrrontm Re~l (s)  

Cornpuler Tape@) 

10 Annual Accumlllntlon 

Flle Dmwer(s) 

Mlcrnfilm Reel(7) 

- - Cnmputer Tnpe(s) 

Number Other (spaclfy) 

11. F~ le  1s Used Dally Weekly x Monthly Annually 12. File Becomes lnacl~ve AHer Monlh(s) 

Number Year(s) 

13. Cunenl Local~on(s) (Bldg.. Floor. Rmm) 14. Is Record Ser~es Dupltcated Elsewhere? (If yes, specify agency or offtce ) 

201 Preston SI. 5" FI. BALTIMORE AN0 OTHER LOCATIONS 

Yes x No Agency1 Format 

14. PrlvRCy I Access Reslr~cl~ons Yes x No 

Personal Med~cal Propnelary Classified Other 

(I1 Yes. Cole Lew(s) (L Regulalion(s) HIPAA. PERSONNEL REGS 

I 6  Audll Requ~remenls x None lnlernal OIG 

Leglslal~ve Federal Independent 

I 17 Is an l n d n  Syslem used? If yes, expa~n arlefly and descr~be raquoremenls 11 1.5 Recommended Retention In Omce And In S lo i qe  (Each Formell I 
I/ Scan paper records. After scanning, perform a 10% random 

verification. Retain hardcopy for one (1) year then destroy. 
I 11 Save electronic version and back-up copy for six (6) years I 11 from closed date, then destroy. 

It). Neme and T~tle of Preparer 1 20 ~ocstlon. I 
WALTER ZERRLAUT 

DHMH RECORDS OFFICER 
201 WEST PRESTON STREET. BALTIMORE MD 21201 

Telephone Number* 410 767-3598 Room # ROOM LL-5 

21. Dale 

SEPTEMBER 14,2012 

E-marl address' y~ltr+!.?<.r+~~m~ry!wn~ 

DGS 5'111 4 IDHMH Rov 70D7 ) 



DHMH_lns l~ucI~~s -Make a lhsl of all Ales. De len~ne  whelher each IS non-record, 

recorfl maler~al or bolh. Group onlo Record Series. Prepare a separale tnvenlory form 

lor each Record Senes ~denlified. All Record Senes are lo be listed on a Schedule 

Form. Forward all Records lnvenlory forms w lh  the proposed Schedule form (DGS 

550.1) lo the DHMH Records Officer thru your Records Coordinalor. 

1 DeparlmenllAgency 

MD DEPT OFHEALTH 

CL MENTAL HYGIENE 

DEPARTMENT OF GENERAL SERVICES 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P 0 BOX 275 

JESSUP. MARYLAND 70794 

(410) 799-1379 

2. OfficelAdmin1stral!on/8oard 

OFFICE OF ELIGIBILITY SERVICES 

DHMH RECORDS INVENTORY 

PAGE 7-  OF 20 

3 D~v~stonlUntt or Sectton 

DEFINITION - RECORD SERIES - A  group of relaled records normally filed and used as a untl for reference as well as retenllon and d~spos~l~on purposes. 

4 Record Ser~es Ttlle 

2.5 Employed lndividuals with Disabilities (EID) Program Client Records 

5 Earltest YearlLalesl Year 

-- 10 - -  

fi Record Snrles Descr~pllon (Br~efly descr~bn ~ h e  lypes of ~nformaltonldoci~ments~orms found In Ihe sertes, Include Ihe purpose or functlon of the senes.) 

2.5 Employed lndividuals with Disabilities (EID) Program Client Records: include: applications for program enrollment, form 
letters/correspondence, requested verifications, e.g., birth certificates, social security cards, insurance policies, bank 
statements, database and eligibility filelsystem print-outs. 

7 Record Series Format(s) List all 

Pirpev Fhn 1 tape. Electronc: 

X LeIIer Size F~lm/Sltdes Kepl on Hard Drive 

(3.Smm, etc) 

Legal St7e M~crofilml Cornpuler Tape 

MtcroRche 

Rolls - -  Audvo Tape Floppy Disk 

Bound Book Vldeo Tnpe CD.DVD.elc 

Card Olher ( sw l f y )  

8 Record Series Sequence 

Alphabetical 

Numer~cal 

x Chronolog~cal 

Geograph~cal 

Olher (specify) . 

9 Volume 

F!le Drawer(3) 

M~crofilm Reel(s) 

- - Compuler Tnpe(s) 

Numhnr Olher (specify) 

10 Annual Accumulal~on 

F~le  Drawer(s1 

M~crohlm Reel(s) 

Compuler Tapels) 

Number Olher Ispecfty) 

12. F~le Becomes lnect~ve ~ n e r  Monlh(8) 

Number Vear(s) 

14. Is Record Ser~es Dupltcated Elsewhere? (If yes, specify ngency or ofice ) 

Yes x No Agency1 Formal- -- 

lfi Audit Requtremenls x None lnlernnl OIG 

Leglslallve Federal Independenl 

18. Recommended Retentton: In Office And In Storage (Each Formnt) 

Scan paper records. After scanning, perform a 10% random 
verification. Retain hardcopy for one (1) year then destroy. 
Save electronic version and back-up copy for six (6) years 
from closed date, then destroy. 

11. Flle IS Used Dally Weekly x Monlhly Annually 

13. Cunenl Locat8on(s) (Bldg.. Floor. Roan) 

201 Preston St. 5" FI. BALTIMORE AND OTHER LOCATIONS 

15. Pnvacy I Access Restncl~ons Yes x N o  

Personal Medlcal Proprlelary Class~fied Olher 

(I1 Yes. tale LRW(S) 8 Re~uIeI~on(s) HIPAA. PERSONNEL REGS 

17 Is an Index System used? If yes, explain bnefly and descnbe requlremenls 

Yes No 

19 Nnme and T~lte of Prepare, 20 Locallon- 

WALTER ZERRLAUT 

DHMH RECORDS OFFICER 
Emnd address w n l l ~ ~ . z n n l a ~ ~ l ~ ~ ~ ~ I ~ ~ ~ 1 . ~ c ~ v  - 

DGS ! h O  4 (DHMH Rnv 7007 ) 

201 WEST PRESTON STREET, BALTIMORE MD 21201 

Telephone NumbeM 410 767-3598 ~ o o m  x ROOM LL-5 

71. Dale 

SEPTEMBER 14,2012 



- 

DHMH Inslmct~ons -Make a IISI of all files. Oe len~ne  whether each IS non-record. 

record maler~al nr bolh. Group ~n lo  Record Ser~es Prepare a separale lnventory form 

for each Rncord Sanes ldentlfied All Record Serles are lo be Ihsled on a Schedule 

Form Forward all Records l n v e n l o ~  forms w lh  Ihe proposed Schedule form (DGS 

550.1) lo Ihe DHMH Records Officer lhru your Records Coordinalor. 

I .  DepnrlmenUAgency 

MD DEPT OFHEALTH 

& M E N T A L  HYGIENE 

DEPARTMENT OF GENERAL SERVICES 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P 0 .  BOX 275 

JESSUP. MARYLAND 20794 

1410) 799-1379 

2. O~celAdm~n~slral~onlBoard 

OFFICE OF ELIGIBILITY SERVICES 

DHMH RECORDS INVENTORY 

PAGE _ 8. OF - 2 0  

3 D~vts~onNn!l or Snctlon 

DEFINITION - RECORD SERIES - A  group of relaled records normally Rled and used as n und for reference as well fls retenllon and dtsposlllon purposes 

4 Record Senes Tille 

3 . 1 ~  CARESlMMlS Unit Files 
5 Earltesl YearlLalesl Year 

1 0 - .  

6 Record Ser#eq Desc!~nl~,m (Rflelly descr~he Ihe types of ~nformal~onldocumenlslforms found In the Serles. Include the purpose or f~mctlon of Ihe serles ) 

l)l\ ' lSIOW 01; HI~:C:II'II~~NT EI , IGIRILITV PROGRAMS (DREP) 
3.1 (':\RES (Clients' .\t~tomatccl R r s n ~ ~ r r e s  and Eligihiliry Systrm)l>lMlS ( V c d i r r i d  > lana~cment  Information System) l i n i t  

3.1 .A. C,\RI.:SllllllS I I n i t  Files. ~l iclude the fol lo\\~ng documents produced andlor ma~ntaincd by DKI:l' lix tlic purpose o f  establishing. delctinp, correcting or 
lnalntain~ng Mcdlcaid e l i~ ih i l i tv .  (Documents hesinning with tIMFK. t lMMR. I lhdFM or I IMFR are computer generated report identifiers onl! and dn not refer to a 
department program). 

1)l IR (1)epartment of Human Resources)/IMA (Income Maintenance Administration)-8 l Administrative Error Report 
I lMI:R-1042-ROOI-Ilailv C'ertilicationlTumarorlnd Document (C'1'AD)HMMR 1 184 - 1)ailv proceqs summan - MMIS II 
I1MFR 3300-ROO1 - I'ossihle duplicate recipient - hirthlsex daily 
I IMFR 9 140-1100 1-Recipient On-Line Cross Reference Report 
linrollment Reconcilii~tion-tlMl:R 8900 
tIMI:R I 112-RO01-Co~~nts hy coverage group per local health department 
I IMFR I I 10-ROOI-Eligibility count o f  last twelve months o f  M A  elipihility 
I I M F K  I120-R00?-Eligihility counts hv racelses 
I IMFR I 120-ROO1 - Fligihility counts hy age 
I IMFR 1967-R002-CAl<I:S/MMIS I1 lleconciliation report - Recipients active on CARES not active on MMIS-II  
I I M I X  1968-ROO?-CARI:S/MMIS-II Reconciliation Report - Recipients active on MMIS-I1 - not active on CAKES 
I 1 M t K  9120-ROOI-Newhorn report ofcases not processed by CAKliS-DHR Eligibi l ih Svs 
111 1Ml1 454 1 -Conflicting Data Iteport 
111 I M I  I 1 184- Iiospital Report o f  Newhorns 
I I M M K  6761-S1.1 (Children under 19) ACE (Accelerated Certification o f  El igihi l ih) cases with elieihility ending a specific month 
I1MMR 6760-PO? (Preenant Women) ACE cases with eliaihilit?, ending on specilic month 
I I M F M  I I I I-ROO!-Elieihility Counts by coverage group and resident county 
I l M M R  IS 10-ROO I - Counts by coverage group and age o f  recipient 
I IMFR 4010-l'emlinated refugee status. 

7. Record Series Formalls) L s l  ell 

Pnpe! Fllm I lape: Eleclron~c. 

X Leller S~ze F~lmiSlodes Kept on Hard Dnve 

(35mm. etc) 

Lwa l  Sve M~croAlml Cmputer Tape 

M~crohche 

Rolls _ Audlo Tape Floppy Dlsk 

Bound Book Vtdeo Tape CD.DVD.elc 

Card - . Other (specify) -- 

8 Record Senes Sequence 

Alphabeltcal 

Numencal 

x Chronolag~cal 

Geographical 

Other (spec~ty) 

9 Volume 

FIIR D~RwA~(s )  

Mcmhlm Reel(s) 

Compuler Tnpe(s) - 
Number Olher (specify) 

10 Annual Accumulal~on 

F~ln  D r w e r ( ~ )  

MtcroRlm Reelfs) 

~ _ Campuler Tflpe(s) 

Number Olhnr (specify) 

11 File 1s Used Daily Weekly x Monthly Annually 

13 Cumnl Local~on(s) (Bldg.. Floor. Rown) 

101 Preston SI. 5" FI. BALTIMORE AND OTHER LOCATIONS 

IS Prrvncy I Access Redncl~ons Yes x N o  

Personnl Med~cnl Prnpnelav Classified Other 

(If Yes, clle Law@) (I Repulal~on(s) HIPAA. PERSONNEL REGS 

17. Is an Index System used? If yes. explaln brlefly and descnbe requirements 

Yes NO -- - 

12. Flle Becomes lnactlve AHer Monlhfs) 

Number Yeat(s) 

14. Is Record Serles Dupl~cated Elsewhere? (If yes. specrfy agency or offrce.) 

Yes x No Agency1 Formalp 

16 Audll Requtremenls x None lnlemal OIG 

Le~~s l f l t~ve Federal Independent 

18. Recommended Relenloon: In Omce And In Slorape (Each Formal) 

Retain in office for two (2) years then transfer to State 
Records Center for four (4) years and until all audit 
requirements are met; then destroy. 

18 Nnmo and Ttlle of Preparer 

WALTER ZERRLAUT 

D H M H  R E C O R D S  OFFICER 
€-ma11 address: w ~ i t a ~ J ~ n l n ~ ~ l ~ m a ~ ~ a ~ r i ~ ~ ~ v  

nGS !,'~l) 4 (DHMH Rev 2007 

20 Local~on: 

701 WEST PRESTON STREET. BALTIMORE MD 71201 

Telephone Number* 410 767 3591) Room L ROOM LL-5 

71. Date 

SEPTEMBER 1 4 , 2 0 1 2  



DHMH InstructEs Make a Int of all files Delermlne whether each 15 non-record. - 
record rnntennl or both Group Into Record Senes Prepare a separate Inventory form 

lor each Record Senns ~denttfied All Record Senes are to be ltstec on e Schedule 

Form Fo~ward all Record% Inventory forms wrlh the proposed Schedule form (DGS 

550 1) to the DHMH Records Omcer lhru your Records Coordtnator 

DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY 
STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P 0 BOX 275 PAGE - 9 OF -20 
JESSUP. MARYLAND 20791 

1 Dep~nmentlAgency 

MD DEPT OFHEALTH 

8 MENTAL HYGIENE 
DEFINITION - RECORD SERIES - A group 01 related records normally filed and used as a unll for reference as welt as relenlvon and d!sposlhon p(trposes 

4 Record Sertes T~tle 

3 . 1 ~  Audit Trails for CARESlMMlS Unit Files 
1 5 Earllest YeerlLatest Year 

C\ Rnrord Sernns Descnpllon (Bnnfly descnba the lypes of ~nfomat~onldocumenlslforms found m the snnes Include the purpose or funcl~on of the serles ) 

3.1 B. Audit Trails for CARESlMMlS Unit Files 

7 Record Senes Format(s) Lcst all 

Paper Fllm l l n w  Etsclronoc 

X Letter Size FtlrnlSltdes Kept on Hnrd Dnve 

(35mrn. etc) 

Legal Size Mcrofilml Canpuler Tape 

Microfiche 

Rolls - Audto Tape Floppy D~sk 

Bound Book V~den Tape CD.DVD.etc 

I Cnrd Olher [spectfy) 

8. Record Series Sequence 

Alphabet~cal 

N~nnencal 

x Chronologtcal 

Geograph~cal 

Olher (spec~fy) 

9 Volume 

Ftle Drawer(5) 

Mcmfitm Reel(s1 

Cornpuler Tepe(s1 

10 Annual Accurnulst~on 

F~le  Drswer(s) 

M~crofilm Reel(%) 

. - Canpuln~ Tape(%) 

Number Other (spec~fy) 

11 Ftle IS Used Dally Weekly x Monthly Annually 12. Flte Becomes tnective Afler Month(s) 

Number Yesl(s) 

13. Curronl Locatton(s) (Bldg.. Floor. Room) 

701 Preston St. 5" FI. BALTIMORE AND OTHER LOCATIONS 

14 Is Record Serles Dupllcaled Elsewnere? (If yes spectty agency or oMce ) 

Yes x No Agency1 Formal 

15 Pnvacy I Access ReslrtcI~ons Yes X NO 

Panonat Mndlcal Propnelary ClasslAed Olher __ 
(If Yes. cite Law@) R Regulattonls) HIPAA. PERSONNEL REGS 

16 Aud~l Requ~rernenls x None Internal OlG 

Leqlstallve Federal Independent 

17 IS an Index System used? If yes, explsjn brtefly and descnbe requlremenls 

Yes No 

- -  

18. Recommended Retenf~on. In Offtce And In Storage (Each Formal) 

Processing of formslreports in 3.1A. creates audit trails. All 
audit trails are maintained for seven (7) years. 

I 

19. Name and Tltle of Prepnrer 20. Locatton: 

WALTER ZERRLAUT 21 Date 

I DHMH RECORDS OFFICER 
I 701 WEST PRESTON STREET, BALTIMORE MD 21201 

Telephone Number* 410 767-3598 Room t ROOM LL-5 

€-malt address. wnllrr - zenl~l~~l~irnarylnl111 - - - cF 
DGS ',!,(I .I (DHMH Rev 7nw 



DHMH Instnztrons -Mnke a Its1 of all Ales. Delenn~ne whether each is non-record. DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY 
rncord matonal or both. Group Inlo Record Ssrtes. Prepare a separale inventory form STATE RECORDS CENTER 

for each Record Senes tdentfied. All Record Series are lo  be lisled on a Schedule 7275 WATERLOO ROAD 

Foml. Forwnrd all Records Inventory forms with the proposed Schedule fonn (DGS P.0 BOX 275 PAGE 10 OF . 20 -~ 

550- 0 lo  the OHMH Records ORIcer lhru your Records Coordinalw. JESSUP. MARYLAND 70794 

(410) 799-1379 

1 DepnrlmenUAgency 2. ORIc~Adm~ntslrat~on/Board 3. Dtv~s~onlUn~l or Seclfon 

MD DEPT OFHEALTH OFFICE OF ELIGIBILITY SERVICES 

& MENTAL HYGIENE 
DEFINITION - RECORD SERIES - A  group of relaled records normally filed and used as a unll for reference as well as relent~on and dtspos~t~on purposes. 

4. Record Serlns T~l \e  5 Earl!est YearRaIeSI Yeaf 

3 . 1 ~  Electronic case records -- to - 

li Record Series Descnptfon (Briefly descnbe the types of tn formsl~onldocumenls~s found in Ihe senes, Include the purpose or functlon of Ihe senas.) 

3.1C. Electronic case records: any electronic records including those scanned and archived in an electronic document 
management system. 

7 Record Serles Formnl(s) Llsl nll 8. Record Seraas Sequence 9 Volumn 

Paper' Fdm I lspe Electron8c Fdn Drawnr(s) 

X Leller S I ? ~  F~tmlSl~des Kepl on Hard Dnve Alphabet~cal Marofilm Reetls) 

(35mm. elc) -- Computer Tapefs) 

L8gnl Size M~crofitm! Computer Tnpe Numerical Number Other lspeclfy) 

M~crofiche 

Rolls - Audio Tape Floppy Disk x Chronolo~ical 10 Annual Accumtilal~on 

Fde Drawer(s) 

Bound Book Vldoo Tape CD.DVD.elc Geograph~cal M~croRlm Renl(s) 

-- Computer Tapels) 

Card - Other (specify) pp - Other ispeclhl) -. -. Number Other (speclfyl 

11. File is Used Daily Weekly x Monthly Annually 12 File Becomes tnnct~ve Afler .- -p Monthls) 

Number Year(s) 

13 Current Locat~on(s) (B ld~. .  Floor. Room) 14 Is Recold Serles Dupl~cated Elsewhere? (If yes. sp8clfy agency or OWICR I 

201 Preston St. 501 FI. BALTIMORE AND OTHER LOCATIONS 

Yes x No Agency! Format 

15 Prlvacy I Access Reslnct~ons Yes x No 16 Audit Requ~remenls x None Internal 01G 

Pe190nuI Medical Proprietary Classfied Olher Leg~slat~ve Federal Independent 

(If Yes. clle Law@) B Regulation(s) HIPA4. PERSONNEL REGS 

17 Is an Index System used? If yes, explaln hnefly and describe requ~rments 1R. Recommended Retention- In Ofice And In Storage (Each Format) 

Yes 
Scan paper records. After scanning, perform a 10% random 

NO - -- verification. Retain hardcopy for one (1) year, then destroy. 
Maintain all electronic records in document management 

system for six (6) years after case closes, then archive. 
19 Nnmn and Tltte of Preparer 20 Locatton. 

WALTER ZERRLAUT 71 Dale 

201 WEST PRESTON STREET. BALTIMORE MD 21201 SEPTEMBER 14,2012 
DHMH RECORDS OFFICER Telephone Number# 410 767-3598 ~ o o m  # ROOM LL-5 

E-malt address. ~~lln~zr~~tnfltylalg~v 



DH4H lnslrucl~ong -Make a lhsl of all files. Oeterm~ne whether each is non-record. 

record mnferlat or both. Group tnlo Record Series. Prepare a separate invenlory form 

for each Record Senes ~dent~tied. All Record Senes are to be listed on a Schedule 

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

550.1) lo  Ihe DHMH Records Officer lhm your Records Coordinator. 

DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P 0 BOX 275 PAGE 11 - OF . 20 
JESSUP. MARYLAND 20794 

(410) 799-1379 

4 Record Senes Tltle 5 ER~IPS~ YeatlLalesl Year 

3 . 2 ~  The following documents are produced and/or maintained by DREP for the purpose -I0- 

of establ~shing, deleting or maintaining Medicaid eligibility 
6 Rorord Serlrs Dnsrrlpl~un (B~ r~ f l y  des~rtbe Ihe I y p e ~  01 I ~ ~ o ~ ~ ~ ~ I o ~ ~ ~ ~ o c ~ ~ ~ ? P P ~ I s I ~ o I ~ s  Iollni1 111 the certrs Include Ihe purpoqe or lunctcon O l  lhe serles ) 

3.2 Long Term Care (LTC) Unit 

I DepartmenllAgency 

MD DEPT OFHEALTH 

& MENTAL HYGIENE 

3.2A. The following documents are produced and/or maintained by DREP for the purpose of establishing, deleting or maintaining Medicaid eligibility. 
(Documents beginning with HMFR or HMMR are computer generated report identifiers only and do not refer to a department program). 

2 Ofice/Adm~n~~lrat~onlBoard 3 D~vts!onlUntt or Secl~on 

OFFICE OF ELIGIBILIW SERVICES 

Exception Report-2O6C Requests 
Penalty Form for Screen 4- Form 813 
Less than 30 day Stay form DES (Division of Eligibility Services)-501 
Certification for Inpatient Addictions Services in a Psych Facility (Under 21 Program) DHMH 2324 
Recip~ent File Split Bill AmounffScreen 4 Update Request- Form DHMH 4571 
HospicelHospice Adlustment Form 
Wa~ver and Waiver Adjustment Form 
CARES Reconciliation Report HMMR 1960 
Certificationrrurnaround Document HMFR 1942-ROO1 
LTC Recipient Span Audit Trail 

DEFINITION RECORD SERIES - A group of related records normally Rfed and used as d unit for reference as well as retentton and dlspostllon purposes 
1 

7 Record Sertes Formnlls) Lbsl all 

Paper Film 1 tape Eleclron~c 

X Lelter Sue F~lmlSl ld~s Kept on Hard Dnve 

(35rnm. elc) 

Legal Sue M~croRlml Computer Tape 

Mlcrohche 

Rolls - Aud~o Tape Floppy Dlsk 

Bound Book Vldeo Tape CD.DVD.elc 

Card Other ( s p e c ~ f y ) ~ _  _ 

8 Record Senes Sequence 

Alphabellcal 

Numencat 

x Chmnoloqlcal 

Goographeat 

Othnr (specify) _ - 

9 Volume 

Flle Draweris) 

M~croRlvn Reelfs) 

Cornpuler Tape@) 

Nlnher  Other IspectWl 

10 Annu81 AccumulRttOn 

Flln Dlawer(s) 

M!crofilm Reetfs) 

- - Computer Tape(s) 

Number Olher (spectly) 

11 F~le  IS Used Dnlly Weekly x Monlhly Annually 17 Ftle Becomes lnact~ve Alter _ Month(s) 

Number Year(s) 

I ?  Cunenl Locnllonts) (Bldq . Floor. Rooml 

101 Prostan St. 5" FI. BALTIMORE AND OTHER LOCATIONS 

14 Is Record Senes Dupljcnled Elsewhete~ (If yes specrfy npenry 0s o%m ) 

Yes x No Agency1 Formal - 

15 Prjvacy I Access Reslr~ct~ons Yes x NO 

Personnl Medical Propnetaty Clnsstfied Other 

(If Yes. clle Law@) 8 Rqulnldonis) HIPAA. PERSONNEL REGS 

16. Audtl Requtrements x None lnternnl OIG 

Le~~slatcve Federal lndepnndont 

I 7  Is an Index System ~lsed? If yes, explaln hnetly and descnbe requirements 11 18 Recommended Retenl!on In Ofice And In Slorape (Earh Format) 

Yes No 
Retain all paper formslreports for two (2) years then 
transfer to State Records Center for four (4) years and until 
all audit requirements are met; then destroy. 

19. Name and Tllle o l  Pre~srer 1 20. ~ocallon' I 
WALTER ZERRLAUT 

DHMH RECORDS OFFICER 
E-ma8 address waiter znnlatlll@na!ylnnd gnv 

201 WEST PRESTON STREET. BALTIMORE MD 21201 

Telephone Number* 410 767-3598 Rown Y ROOM LL-5 



D H M H l ~ l n ~ l ~ o n q  Make a lhsl of all files Delerm~ne whether each 4s non record DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY 

record mnlenal or bolh Group tnlo Record Senns Prepare a seperale lnvenlory form STATE RECORDS CENTER 

for each Record Senes tdenl~fied All Record Senes are lo  be l~sted on a Schedule 7275 WATERLOO ROAD 

Form Fwward nll Recon(s Inventory forms m l h  the proposed Schedule form (DGS P 0 BOX 275 PAGE 12 OF 20 
550 1) lo  the DHMH Records Officer lhm your Records Cwrd~nalor JESSUP MARYLAND 70794 

(410) 799 1379 

I MD DEPT OFHEALTH 1 OFFICE OF ELIGIBILITY SERVICES I 11 
8 MENTAL HYGIENE 
DEFINITION RECORD SERIES - A group of relaled records normally filed nnd used as a unll for reference 8s well as relenllon and d~sposll~on purposes 

1 
4. Record Serles Tllle 1 3.28 Audit Trails for CARESIMMIS Unit Files 

5. Earfcesl YearlLatesl Year 

- I0 _- 
I 

6 Record Setles Descr>pl~on (Bltefly dnscrlba Ihs lypes of ~nfonal~onldocumenlsIforms found In the senes Include !he purpose or function of Ihe sernes ) 

3.28 Audit Trails for CARESIMMIS Unit Files 

7 Record Sertes Formnlfs) Llsl nll 

Paoer Fjlm 1 tape Eloclrootc 

X Letter Stze F~lmlSl#des Kept on Hard Dnve 

(35mm etc) 

Legal SJZR MtcrnRlml Compuler Tape 

MtcroAche 

Rolls Audio Tape Floppy Dlsk 

Bound Bmk  V~deo Taee CD.DVD.etc 

Card Olhnr ( s p e c t f ~ ) ~ ~  - 

8 Record Senns Sequence 

Alphahellcal 

Nurnencal 

x Chronolog~cal 

Geographeal 

Other (spech) 

B Volume 

Fole DrawBr(s1 

M~croAlrn Reelfs) 

- - Computer Tnpets) 

Number Other (speclly) 

10 Annual Acrumulal!on 

F~le  Dmwerls) 

Mvcrofilm Reelts) 

Compuler Tnpefs) 

Numher Olher (speck) 

11 Flle IS Used Dally Weekly x Monlhly Annually I 2  F~ le  Becomes lnacl~ve Afler _ Monlh(s) 

Numher Yearfs) 

13 Cunenl Locallon(s) ( B l d ~  . Floor. Rmrn) 

701 Preslon St. 5" FI. BALTIMORE AND OTHER LOCATIONS 

15 Pnvacy 1 Access Reslncl~ons Yes x N o  

P~rronal  Medical Proprtelary Classified Olher 

(If Yes clle Law(s) (L Regulnl!on(s) HIPAA. PERSONNEL REGS 

14 Is Record Senes Dupllcaled Elsewhere? (If yes. spectfy aqency or office ) 

Yes x No Agency! F m e I  _ -  - I 
16 Audll Requlremenls x None lnlernal OIG 

Leg!slalrve Federal Independent 

17. Is an Index Syslem usnd? If yes, explaln briefly and describe regulremenls 

Yes No 

18. Recommended Relentjon. In Omce And In Slornge (Each Format) 

Processing of formslreports in 3.2A.creates audit trails. All 
audit trails are maintained for seven (7) years. 

I1 

19. Name and Ttlle of Pmonrer 1 20. ~ocal,on. I 
WALTER ZERRLAUT 

DHMH RECORDS OFFICER 
E mall address wallnr_ln!~aut8~n?lnny!n1~qoy 

201 WEST PRESTON STREET. BALTIMORE MD 21201 

Telephone Number* 410 767-3598 R m  I ROOM LL-5 

21 Date 

SEPTEMBER 14,2012 

DGS 550 4 (DHMH RPV >I102 ) 



-- 

DHMH I n s t r u c l ~ o ~  -Make a I s l  of all Rles. Delermlne whether each IS non-record. 

record mfllerlal or bolh. Group lnto Record Ser~es. Prepare a separale mvenlory form 

lor each Record Serles ~denllfind All Record Ser~es are lo  be listed on a Schedule 

Form. Forward all Records lnvenlory forms mlh Ihe proposed Schedule form (DGS 

550-1) to Ihe DHMH Records Officer lhru your Records Coord~nalor. 

I .  DepanmenVApnncy 

MD DEPT OFHEALTH 

(C MENTAL HYGIENE 

DEPARTMENT OF GENERAL SERVICES 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P.O. BOX 275 

JESSUP. MARYLAND 20794 

(410) 799-1379 

2. OfticelAdm~nislrationIBoard 

OFFICE OF ELIGIBILIN SERVICES 

DHMH RECORDS INVENTORY 

PAGE 1 3  OF 20 _ 

3 D!vis~onlUn~l or Sncllon 

DEFINITION - RECORD SERIES - A  group of related records normally f i l d  and used as a unll for reference as well as retenllon and dtspos!lton purposes 

4 Record Serles Tolle 

3 . 2 ~  Electronic case records 
5. Earl!esl YearlLnlssl Year 

to - 

6 Record Ssnns Doscrjpllon (Bnefly daqcntm the types of ~nformal~onldocumentslforms found In Ihe senes. Include Ihe purpose or funcllon of the senes ) 

3 . 2 ~  Electronic case records: any electronic records including those scanned and archived in an electronic document 
management system. 

7 Reconl Senes Formnt(s1 List nll 

Pnpor Film i lnrw Eleclronoc 

X Lnller Soe FllmlSlldes Kepl on Hard Drwe 

(35mm. etc) 

L a q ~ l  Sire Microfilm, Computer Tape 

MlcroAcho 

Rolls -. Audio Tape Floppy Disk 

Bound B d  Vldea Tape CD.DVD.elc 

Card - Other (spec~fy) 

8. Record Series Sequence 

Alphatmltcal 

Numerical 

x Chronolog!cal 

Geographtcal 

Other (specfly) -- 

9 Volume 

Ftlo Dra-IS) 

M~crnfilm Reel(s) 

- - Compolet Tnpefs) 

Number Olher (specify) 

10 Annual Accurnulnloon 

f ~ l e  Drawnr(s) 

Mr!ofilrn Reet(s) 

- -. Computer Tape@) 

Number OI~RI (speclfy) 

12 Flle Becomes lnacllve Aner -- Monlh(s) 

Number Yoar(s1 

14 Is Record Serles Dupllcaled Elsewhere? (If yes. spec$h/ agency or nmce ) 

Yes x NO AqencyI Formal 

16. A1ld11 Requqremenls x None Internal OIG 

Leg~slatlve Federal lndepondorll 

18 Recommended Relenlton: In Office And In Slorape (Each Formsl) 

Scan paper records. After scanning, perform a 10% random 
verification. Retain hardcopy for one (1) year, then destroy. Maintain 
all electronic records in document management system for 
six (6) years; then archive. 

11 F~ le  1s Used Dnlly Weekly x Monlhly Annually 

I 3  Currenl Localtonfs) (Bldg.. Floor. Room) 

201 Preslon St. 5" FI. BALTIMORE AND OTHER LOCATIONS 

15 Pr~vacy I Access Rnstr~cl~ons Yes x No 

Penonnl Medlcnl Propnelary Class~fied Olher 

(If Yes. c~te  Law@) 8 Re(luIallon(s) HIPM. PERSONNEL REGS 

17 is an Index System used? 11 (yes, explmn bneqv and descr~tm requlremenls 

YRS No . 

79 Name and Tjlle of Preparer 20. Local~on. 

WALTER ZERRLAUT 

DHMH RECORDS OFFICER 
E-ma11 address. caller ~~#rlerrl@maryland ---- goy 

DGS ',',fl d l  (DHMH RFY ?O(IP ) 

201 WEST PRESTON STREET. BALTIMORE MD 21201 

Telephone NumberU 410 767-3598 Room U ROOM LL-5 

71. DAIP 

SEPTEMBER 14,2012 



D~MHistrurt~o_ns Make a l ~s l  of all files Determ~ne whether each IS non record DEPARTMENT OF GENERAL SERVICES DHMH R E C O R D S  INVENTORY 

record mnler~al or bolh Group ~n lo  Record Senes Prepan, a separale ~nventory form STATE RECORDS CENTER 

for each Record Senes identfiw! All Record Senes are lo  be Ilsled on a Schedule 7275 WATERLOO ROAD 

Form Forwnrd all Records lnvenlonl form* w~th Ihn proposed Schedule form (DGS P 0 BOX 275 PAGE 14 OF 20 
550 1) to the DHMH Records ORicnr thnl your Records Coord~nator JESSUP MARYLAND 20794 

(410) 799 1379 

( MD DEPT OFHEALTH ( OFFICE OF ELIGIBILITY SERVICES I II 
& MENTAL HYGIENE 
DEFINITION - RECORD SERIES - A  group of relaled records normally filed and used as a unit for reference as well as retention and dlspos!tlon purposes 

I 

4. Record Series Tllle 5 E~rl lesl YearlLatnsl Year 

3 . 3 ~  The following documents are produced andlor maintained by DREP for the purpose 
of establishing, deleting or maintaining Medicaid eligibility I 
ti Record Saflps Descr~r>t~on (Rrlnfly deszl~he the types of ~nformal~o~~ldoc~~menls'forms found in ltle senes. Include the purpose or functlon of the serles ) 

DI\'ISIOY O F  RECIPIKNI' EI.IC;IIIII,ITY PKOCRA\IS (DREP) 

3.34 The following documents are produced andlor m a i n t a i n e d  hv DREP for the  purpose o fes tah l i s l i i ng ,  deleting or m a i n t a i n i n g  M e d i c a i d  c l i g i h i l i t y  ( l > n c ~ ~ m e n t ~ ;  

heginning with I Ihll'M or I IMFR are computer gcne ra t cd  report i den t i l i e r s  onlv and do not refer lo a d c p a n m e n l  p r o g r a m ) .  I1 
I IMFR 8 2 2 5 - A c k n o ~ . l c d g e m e n t  Report - CMS (Cen te rs  for M c d i c a r c  and Medicaid S e n r i c c s l  

Ruy-in Premiums hy Covcragc Group I - I M F R  8265 
l311y-in C o d e s  HMI:R 8260 
C ' o ~ ~ n t s  h! C o v e r a s e  <iroup!Local 1IMFM I I I I 
M e t l ~ c a r e i M c d i c a ~ t l  R e c i p ~ e n t s  I IMFIS 82.50 
Preliminary Itutract 11M1..13 21 10 
Q u a l i f y i n g  I t i d i v t dun l s  I-S-14-CIMFB 8380 
Ruv-in T a h l e s i l l p d a t e  

T r a n s a c t i o n  A u d i t  -l'nil 
Ru?- i n  I l is to r y  

Ag!reernents - V i t a l  Sta t is t ics  

Medicare. SSA (Social Security Administration) and CMS information. bulletins regarding Medicarc knef i ts  
(]MR ( O u a l i l i c d  M e t l i c a r e  D e n c f i c i a r y ) / S L M R  (Spec i f i ed  L o w - I n c o m e  M e d i c a r e  Bcnef ic ian. )  I ' rograms 

S o c i a l  S c c ~ ~ r i t y  E n r o l l m e n t  Da tahasc  Repo r t s  

CMS m o n t l l l q  hilling sta tements  

7 Record Senes Formet(s) Lasl nll 

Paper Ftlm l tape Etecl!oor 

X Letter Sve F~lmISt~des Kepl On Hard Dnve 

(35mm. etc) 

Leqnl Sole M~crofitml Computer Tape 

M~crofiche 

Rolls . . Audio Tape Floppy Dlsk 

Bound Book Vrdeo Tape CD.DVD.elc 

Card - Other (specify)-- 

8 Record Senes Sequence 

Alphabel+cal 

Numencat 

x Chronologtcal 

Geographeat 

Other (specrfvl - 

9 Volume 

Flle Drmtr (s)  

MsroIilm Rnol(s) 

Computer Tawfs) 

10 Annuel Accumuletlon 

Flle Drewer(s) 

M~crohtm Rnelfs) 

Cornpuler Tapofs) 

Number Olher (spec~ty) 

11. F~ le  IS Used Dally Weekly x Monthly Annuslly 12. Flle Becomes lnecl~ve After Monlh(s) 

Number Year(s) 

13. Curmnl Locntlon(s) (Bldg.. Floor, Room) 14. Is Record Serles Dupl~cated Elsewhere? (If yes. spec~fv a~ency  or ofice ) 

201 Prnslon St. 5" FI. BALTIMORE AND OTHER LOCATIONS 

Yes r No Agency1 F o r m a l -  - - 

15 Privacy I Access Restnct~ons 16 Audll Requirements x None Internal OIG 

Personal Medtcal Propnelary Ctnsslfied Olher Leg~slatlve Federal Independent 

(If Yes, crle Lnwfs) 8 Regulatlon(s) HIPAA. PERSONNEL REGS 

17 1s an Index System used? If yes. explain bnefly and descrlbe requlremenls 1R Recommended Relention In Office And In Storage (Each Format) 

Retain in office for seven (7) years then destroy. All reports 
are stored on compact discs. 1 

WALTER ZERRLAUT 
71 Dale 

201 WEST PRESTON STREET BALTIMORE MD 21201 SEPTEMBER 14.2012 
DHMH RECORDS OFFICER Telephone  umber^ 410 767 3598 Room P ROOM LL 5 

E mall address wallet ~ ) ( ~ r r t a ~ r t ~ ~ ~ ~ ~ a ~ a ~ d ~ g t ~ y  

3GS 550-4 (DHMH Rev 7007 ) 



DGS 550-1 (DHMH Rev 9007 ) 

DHMH lnstrucllons -Make a list of all Ales. Delemine whether ench ts non-record. -- - 
record mater~al or both. Group onto Record Senes Prepare a separate inventory form 

for ench Record Senes tdenllfied All Record Series are lo be lisled on a Schedule 

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

550-1) to the DHMH Records M ~ c e r  thru your Records Cwrd~nator. 

1 DepallmenllAgency 

MD DEPT OFHEALTH 

& MENTAL HYGIENE 

DEPARTMENT OF GENERAL SERVICES 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P 0 .  BOX 275 

JESSUP. MARYLAND 20794 

(410) 799-1379 

2, Ofl~celAdmrn~~trat~on~oam 

OFFICE OF ELIGIBILITY SERVICES 

DHMH RECORDS INVENTORY 

PAGE- 15 OF ~ 2 0 -  

3. Dnv~s~onlUn~t or Sectton 

DEFINITION - RECORD SERIES - A  group of related records normally filed and used as a unll for reference as well as relenlion and dlsposlllon purposes. 

4 Record Ser~es Ttlle 

3.38 Electronic case records 
5. Earltesl Year/LaIest Year 

to - 

6 Record Series Descnptnon (Bnnfly descnhe Ihe lypes of ~nformat~onldoct~menls/formn found In the senss. Include the purpose or funcllon nf ltle senas ) 

3.3B Electronic case records: any electronic records including those scanned and archived in an electronic document 
management system. 

7. Record Senns Formnlfs) Ltsl all 

Paper' Ftlm 1 t a w  Eleclronnc. 

X Letter Slze F~MSlides Kept on Hard Drive 

(35mm. etc) 

Lenal Slze M!crofilml Computer Tape 

Mrcrofiche 

Rolls - Aud~o Tape Floppy D~sk 

Bound Bonk Video Tape CD.DV0.elc 

Card Other (spectfv) - - 

8. Record Senes Sequence 

Alphabel~cal 

Numet!cnl 

x Chronolog~cal 

Geograph~cal 

Other (spec@) 

I) Volume 

Ftln Drawerls) 

Microfilm Reel(s) 

-- Computer Tape(s) 

Numher Other (specnfy) 

10 Annual Accumulal~nn 

F~le  Drawerfs) 

M#crohlm RRRI(s) 

-- Computer Tapuk) 

Number Olher (spectfy) 

12 File Becomes lnnclwe After - - Monthfs) 

Numbef Yearfs) 

14. Is Record Senas Duplfcaled Elsewhere? (If yes. specify agency or office.) 

Yes x No Agency/ Fonnal- -- - 

16 Aud~t Requ~rements x None Internal OIG 

Leatslat~ve Federal lndependenl 

18 Recommended Retent~on: In Office And In Storage (Each Format) 

Scan paper records. After scanning, perform a 10% random 
verification. Retain hardcopy for one (I) year, then destroy. 
Maintain all electronic records in document management 

system for six (6) years. 

11 File IS Used Dally Weekly x Monthly Annually 

13 Current Local~on(sl (Bldg . Flwr. ROM) 

201 Preslon St. Sm FI. BALTIMORE AND OTHER LOCATIONS 

15. Pnvncy / Access Reslnct~ons Yes x No 

Personal Medtcal Propr?elnry Classfied Other 

(If Yes. ctte Law@) 8 Repulat#on(s) HIPAA, PERSONNEL REGS 

17. Is nn Index System used? If yes, explain briefly and descnbe requlrernenls 

Yes No 

19  Name and Tttle of Prepare, 20. Locat~on: 

WALTER ZERRLAUT 

DHMH RECORDS OFFICER 
E-meil address: wnlln! -- -. ?errlaut~i31naylana nov 

201 WEST PRESTON STREET. BALTIMORE MD 21201 

Telephone Number# 410 767-3596 Room II ROOM LL-5 

21. Date 

SEPTEMBER 14,2012 



DHMH Inslructtons -Make a llsl of all files Delen!ne whelher each IS non record. DEPARTMENT OF GENERAL SERVICES 

record material or bolh Group tnlo Record Senes Prepare a separale rnventov form STATE RECORDS CENTER 

for each Record Sertes ~denllfird All Record Sernes are lo be lhsled on a Schedule 7275 WATERLOO ROAD 

Form Forward all Records Inventory forms w lh  the proposed Schedule form (DGS P 0 BOX 275 

550 I )  to Ihe DHMH Records M t r e r  lhru your Records Coordtnalor JESSUP MARYLAND 20794 

(410) 799 1379 

MD DEPT OFHEALTH I OFFICE OF ELIGIBILITY SERVICES 

8 MENTAL HYGIENE I 
DEFINITION - RECORD SERIES - A group of re ln ld  records normally filed and used as a untl for refemnce as well as retent~on and d~spos~l~on purposrs 

4 Record S.91189 Title 5 EaT11esI YeariLaIesl Year 

3 . 3 ~  CMS Bulletins -~ - - 10 - 

6 Record Ser~es Descrtplton (Braefly dmcrihe Ihe lypes of ~nformal~onldocumenlslfons found In Ihe senes Include the purpose or functlon of the serles ) 

3.3C CMS Bulletins 

7 Record Senes Formal(s) L~st all 

Paper Ftlm 1 t am Elaetron~r 

X Leller St78 FllmiSlldes Kepl on Hard Dnve 

(3Smm. etc) 

LegRl Sve M~crofilml Comptlter Tape 

Mtcrofirhe 

Rolls - Audlo Tape Floppy Dlsk 

Bound Book Vldeo Tape CD.DVD.etc 

Card Olher (specify) - 

8 Record Serles Sequence 

Alphnbel~cal 

Numencat 

x Chronolog~cal 

Geographtcal 

Other (spectfy) 

9 Volume 

Ftlo Dr-tlsl 

Mtrro5lm Rwl(s) 

- - Computer Tape(%) 

Number Olher (speclfvl 

10 Annual Arcumulnloon 

File Drawer(s) 

Mtcrofilm Reel(s) 

Computer Tapela) 

Numher Other (spectfvl 

11 Ftle !a Used Dn~ly Weekly x Monthly Annually 12. File Becomes lnactlve Aner -- Monlh(s) 

Number Yenr(s) 

13 Current Locaeon(s) (Bldg . Floor. Room) 1 4  Is Record Ser~es Dupl~coled Elsewhere? (If yes, spec* agency or omce ) 

201 Preston St, 5" FI. BALTIMORE AND OTHER LOCATIONS 

Yes x No Agency1 Formnl- 

15 Pnvacy I Access Restncl~ons Yes x N o  

Personal Medlcet ProprlRlary CIaSSded Olher 

(If Yes. clle Law@) 8 Requlal~on(s) HIPAA PERSONNEL REGS 

16 Audll Requlremenls x None lnlernal OIG 

Lea~slat!vs Federal Independent 

I 17 1s an Index system used? If yes exoun b r ~ e  m d e r m  requirements I( 18 R e c m n d e d  Retent~on In o n r e  And n storaqe (Each Formati I 
Bulletins are on file for three (3) years then destroyed. 

Yes No -- - 

19 Name and Tllln of Preparer 20 Local~on 
71 Dale 

WALTER ZERRLAUT 
201 WEST PRESTON STREET. BALTIMORE MD 21201 SEPTEMBER 14,2012 

DHMH RECORDS OFFICER Telephone NumherU 410 767-3598 ~ o o m  L ROOM LL-5 

I E mall address w n l l e ~ ~ a r r t a ~ i t ~ ~ ~ n ~ y l ~ ~ , r l  p v  I I I 
DGS 550-4 (DHMH Rnu 7002 ) 



DHMH InsINcllons -Make a llst of all files. Delemlne whether each IS non-record. 

record malenal or both. Group lnlo Record Serles. Prepare a separale tnventory form 

for each Record Serles ~denllfied. All Record Senes are lo be lisled on a Schedule 

F m .  F w a r d  all Recwds lnvenlory forms vnlh the proposed Schedule form (DGS 

550.1) lo  the DHMH Records Othcer lhm your Records Coord~nator. 

DEPARTMENT OF GENERAL SERVICES 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P 0 .  BOX 775 PAGE - 1 7  OF 20 _ 
JESSUP, MARYLAND 20794 

I. DepnrlmenVAgency 

MD DEPT OFHEALTH 

2 OfficelAdm~n~strat~oRIBoard 

OFFICE OF ELIGIBILITY SERVICES 

& MENTAL HYGIENE 
DEFINITION . RECORD SERIES - A  group of relaled records nonnally filed and used as a un~ l  for reference as well as retenllon and d~spos!llon purposes. 

1 4 Record Seftns Ttlle 1 5. Eafltesl Year,Lale3t Year 

I 4 . 1 ~  Quality Control files document Medical Assistance case file reviews 
I -10- 

I 
6 Record Snnes Dnscnpt~on (Bnefly descnbe Ihe types of ~nformal~o~documentsilorms lound on the ser~es Inchtde the purpose or funct~on ol Ihn sene5 ) 

MONITORING AND SPECIAL PROJECTS DIVISION 

1 4.1. Medicaid Eligibility Quality Control Files II 

7 Record Serlns Forrnnl(s1 Ltsl all 

P a w  Fttrn l t aw  Eleclmn~r 

X Lelter S ~ r e  Fttm/Sltdes Kept on Hard Dnve 

(35mm, etc) 

I eqal S17e Mlrrofilm/ Computer Tape 

Microfiche 

Rolls - Audlo Tape Floppy Disk 

Bound Book VI*O Tap8 CD.DVD.etc 

Card Other (spectfy)~ - 

8 Record Senes Sequence 

Alphabet~cal 

Numerical 

x Chronologcal 

Geographtcal 

Olher (speclv) 

9 Volume 

Fllo DrRurr(s)  

M~crofilfn Reslfs) 

Computer Tape(s) I N z  Olher (SDRCIIV) 

10 Annual Accuml.tlatton 

File Drswer(s1 

Mlcrafilrn Rrml(3) 

Cornpuler Tape(-,) 

Number 1 -- Other lsparlfv) 

11 F~le  IS Used Dally Weekly x Monlhly Annually 12. File Becomes lnacllve Afler Monlh(s) 

Number Year(a) 

13 Cunnnl Locat~on(s) (Bldg.. Floor. Room) 

201 Preslon Sf. 5" FI. BALTIMORE AND OTHER LOCATIONS II 14 Is Record Serles Dupltcated Elsewhere? (If yes, spec~fy ogency w office ) I 
15. Pnvacy I Access Restr~clrons Yes x N o  

Personal Med~cal Proprtelary Classthed Olher - 
(If Yes. clle Law(s) R Rqulnl~on(s) HIPAA. PERSONNEL REGS 

16 Audll Reqobremenls x None Internal OIG 

Legtslat,ve Federal Inde~wndont 

17. Is an Index System used? If yes, nxpla$n bneny and describe requlremenls 18 Recommended Retentton: In Omce And In Slorage fEech Format) 

Yes 
Retain in ofice for two (2) years after review completed; or 

No - longer based on applicable requirements; retain in storage 
for four (4) years, then destroy. 

19 Nnme and Ttlle of Preparer 20 Local~on 

WALTER ZERRLAUT ? I  Dalo 

201 WEST PRESTON STREET. BALTIMORE MD 21201 
DHMH RECORDS OFFICER 

SEPTEMBER 14,2012 
Telephone Numbed 410 767 3598 Room Y ROOM LL 5 

E mall address _ w e l I ~ ( r ~ ~ ~ u l @ m a ~ I ~ 1 1 ~ r l  aov 

DGS 550 J (DHMH Rev 7007 ) 



DHMH lnslrucl~ons -Make a l ~ s l  of all files. Delerm~ne whether each is non-record. DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY 

record matenal or bolh. Group lnlo Record Ser~es. Prepare a separate ~nvenlory form STATE RECORDS CENTER 

for each Record Senes ~denlded. All Record Series are lo be listed on a Schedule 7275 WATERLOO ROAD 

Form. Forward all Records Inventory fmms w l h  the proposed Schedule form (DGS P 0 .  BOX 275 PAGE 1 8  OF 2 0 -  

550-1) lo  the DHMH Records Oficer lhru your Records Coordinator. JESSUP. MARYLAND 70794 

(410) 799-1379 

1. DeparlmenVAgency 

MD DEPT OFHEALTH 

i3 MENTAL HYGIENE 1 
DEFINITION - RECORD SERIES - A  group of relaled records normally filed and used as a unll for reference as well as relenllon and dtspos11ton PLlrpOSeS 

I 
1 Record Srnes Tllle 1 5 Earltesl YearRalesl Year 

4.16 Quality Control maintains electronic records supporting annual reports to CMS I --lo - 

1 
6 Recore Sanes Descnpl~on (Bnefly descrtbn the lypes of ~nformatlonldocumenlslforms found In Ihe SRrleS Include the purposn or ltmclton of the serles ) 

4.1B. Quality Control maintains electronic records supporting annual reports to CMS, and may have scanned documents 
from individual case records. 

7 Record Senes Format(s) Llsl all 

paper. Ftlrn 1 lnpe Eleclmn~c. 

X Loller Stze F~lmrj l~des Kepl on Hard Dnve 

(35mm. elc) 

L q a l  Sl?e Mcrofilml Compuler Tape 

Microfiche 

Rolls ~p Audio Tape Floppy Dlsk 

I Bwnd  Book V ldm Tape CD.DVD.etc 

Card Olher (spectly)L .- 

8. Record Senes Sequence 

Alphebel~cal 

x Chronologtcal 

Geographlcnl 

Olher (spec~ly) 

10 Annual Accumvlal~on 

Ftlo Drawer(s) 

Mtcrohlm Reel(s) 

Computer Tapefs) 

Number Olher (specify) 

- - - 

11 File a Usnd Dally Weekly x Monthly Annually 12 Frle Becomes lnaclrve Aner - - Monlhfs) 

Number Year(s) 

13 Currenl Localbon(s) (Bldg.. Floor. Room) 14 Is Record Serles Dupltcated Elsewhere? (If yes, speclty aoency or office.) 

701 Preslon St. 5" FI. BALTIMORE AND OTHER LOCATIONS 

Yes x No Agency1 Formal 

15 Privacy I Access Reslr~cl~ons Yes XNO 

Perronal Medical Proprlelary Classtfied Other 

(If Yes, clln Lnw(s) 8 Regul~l~on(s) HIPAA PERSONNEL REGS 

I 6  Audll Requ~remenls x None lnlernal 01G 

Leglslallve Federal lndppendenl 

17 IS an Index Syslem used7 If yes, explnln briefly and descr~be requtrements 

Yes No 

I8  Recommended Relenl~on In Ofice And In Slorape (Each Formal) 

Scan paper records. After scanning, perform a 10% random 
verification. Retain hardcopy for one (1) year, then destroy. 
Maintain all electronic records in secure files for six (6) 

I( years and until audit requirements are satisfied. 
14 Name end Tllle of Preparer 1 70 Local!on I 
WALTER ZERRLAUT 

DHMH RECORDS OFFICER 
E-mn~l address w j l l l ? ~ z r r r l a ~ @ ~ n r y l n r l d g r ~ v  

201 WEST PRESTON STREET. BALTIMORE MD 71201 

Telephone Number* 410 767-3598 Room Z ROOM LL-5 

71 Dale 

SEPTEMBER 14,2012 

L I I I 

DGS !>SO-4 (DHMH Rev 7002 ) 



DHMH lnstrucltons -Make n l ~ s l  of all files Delenntne whelher each a non-record. DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY 
record rnalrnal or both Group rnlo Record Senes Prepare a separate lnventory form STATE RECORDS CENTER 

for each Record Senes ~denlded All Rncord Ssnes are to he Itaed on a Schedule 7275 WATERLOO ROAD 

Form Folward a11 Records lnvnntory forms mlh Ihe proposed Schedule form (DGS P 0 BOX 275 PAGE 19- OF 20 
550 1) lo Ihe DHMH Records Omrer thru your Records Coord~nator JESSUP MARYLAND 20794 

(410) 799 1379 

1 DepatirnenVAgency 

MD DEPT OFHEALTH 

& MENTAL HYGIENE 
OEFlNlTlON - RECORD SERIES - A group of related records normally Sled and used as a unll for reference as well as relenlton and d~spos~lron purposes. 

I 
1 4 Record Serfes Tllle 1 5 Earl!esl YenrILnlrsl Year II I 4 . 2 ~  Quality Assurance files document reviews and analysis of eligibility processes I -  lo -- II 

I 

6 Record Sertes Descrlplton (Brlnfly descrthe the types of ~nformal~onldocumenlslfonns found ln Ihe sertes Include Ihe purpose or funcl~on of the sene5 ) 

4.2. Quality Assurance Files 

4.2A. Quality Assurance files document reviews and analysis of eligibility processes and may contain copies of items from 
individual case records. 

7 Record Senes Fonnal(s) Ltst all 

Pew, Ftlm I tape Electrontc 

X Letter SIZR FllrnlSlldeS Kepl on Hard Dnve 

(35rnrn. stc) 

L q a l  St7n M+croftlrnl Computer Tape 

M~croftche 

Rolls - Aud~o Tape Floppy D~sk 

Bound Book V~deo Tape CD.DVD.elc 

, Card - Other (specify) - 

8 Record Sertes Sequence 

AlphahetlCRl 

Numencal 

x Chmnologtcal 

Geograph~cal 

Olher (specify) - 

9 Volomn 

Flle Dmwerls) 

Mbcrof~lrn Recllsl 

Computer Tapel-) 

10 Annual Accurnulnl!on 

Fde Dmwnr(s) 

M~crofilrn Reel(s) 

Cmpuler Tnpe(s) 

Number Other (spectfy) 

11 Ftln ts Used Dally Weekly x Monthly Annually 12 Fjle Becomes lnacttve After Monlh(s) 

Number Year(s) 

13 Current Localion(s) (Bldg , Floor. Room) 14 Is Record Senes Dupl~caled E l s w e r e ?  (If yes. speclhl apency or offire ) 

201 Preston SI. 5" FI. BALTIMORE AND OTHER LOCATIONS 

Yes x No Agency1 Formal _ 

15 Prtvacy 1 Access Reslr~ct~ons Yes x NO 

Personal Medlcat Proprtelary ClnsstSnd Other 

(If Yes ctte Law(s) 8 Regulnlton(s) H I P M  PERSONNEL REGS 

16. Audll Requ~remenls x None Internal OIG 

Leg~slaltve Federal lndependnnt 

17 Is an Index System used', If yes, explain brtefly and descnbe requlrernenls 

NO I 18. Recommended Relenlaon In Omce And In Storage (Each Fammtl 

Retain in office for two (2) years after review completed; or 
longer based on applicable audit requirements; retain in 

11 storage for four (4) years, then destroy. 
19. Name and Tdle of Preparm 1 70. Locd~on. 1 

I WALTER ZERRLAUT I 1 21. Dale I 
I 201 WEST PRESTON STREET. BALTIMORE MD 71201 

Telephone Number* 410 767-3598 Room X ROOM LL-5 

E-mall address ~ ~ l t e ~ r ! l d ~ I ~ m a ' y l a ~ i d  gov 

DGS SqO .I (DHMH Rev 2002 ) 



DHMH l n s t r u c t ! ~ ~  -Make a list o l  all hles Detennlne whether each is non-record. 

record matenat or both. Group tnlo Record Senns Prepare a separnle Inventory form 

for each Record Series tdnnliled. All Recorrl Senes are lo be llsted on a Schedule 

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

550-1) lo  the DHMH Records W t c e  lhw your Records Coordinalor. 

I .  DepartmentlAgency 

MD DEPT OFHEALTH 

L MENTAL HYGIENE 

DEPARTMENT OF GENERAL SERVICES 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P.O. BOX 275 

JESSUP. MARYLAND 20794 

14101 799-1379 

DHMH RECORDS INVENTORY Y 
I PAGE 20- OF 20 

I I 

DECIN T ON - PFCORD SFRIES A group o l  mlalnd records normally llled and used as n un I lor reference as well as relml*on and a~spos8l on purposes 

1 
4 Record Seneq Tlrle 1 5 Earltest YearlLatest Year 

4.28 Quality Assurance maintains electronic records supporting reviews and analysis of I -I0 

eligibility processes 
B Record Snnns Descr~pl~on (Bnnfly descr~be !he lypes of ~nfonnat~onldocuments~orms fot~nd In llle serles. Include the purpose or hlnctlon of the serles ) 

4.2B. Quality Assurance maintains electronic records supporting reviews and analysis of eligibility processes, and may have 

scanned documents from individual case records. 

- - - 

7 Record Serlns Formal(s) L ~ s l  all 

Papnr Ftlm I tape Electrantr 

X Leller Stze F!lmlSltdes Kept on Hard Drove 

I (35mm, etc) 
Legal S17e M~crofilml Computer Tape 

M~cM~che  

Rolls - Aud~o Tape Floppy D~sk 

Bound Book Video Tape CD.DVD.etc 

CRrd - . Olhnr (spnc~fy) -- 

8. Record Senes Sequence 

Alphabet~cal 

Numerical 

x Chronolog~cal 

Geographical 

Olher (spec~fy) 

9. Volume 

F~le  Drawer(s1 

MtcroRlm Resl(s) 

.- Cmpciler Tnpels) 

Number Other (speclfyl 

10. Annual Accutnulal~on 

Ftte Drawerls) 

Microfilm Reel(s) 

- - Compuler Tape(s) 

Number Olher (spec~ly) 

11. Fate 1s Used Dally Weekly x Monthly Annually 12. File Becomes Inachve Afler Month(s1 

Number Yenr(s) 

11 Current Locallon(s) (Blda . Floor. Room) 14 1% Record Serles Dupl8cated Elsewhere? (If yes speclfy aqnnry or offlcn ) 

MI Preston St. 5" FI BALTIMORE AND OTHER LOCATIONS 

Yes x No Agency1 Fonnal 

15 Prtvacy I Access Reslncl~ons Yes x No 

Personnl Medlcal Proprlelnry Classtfied Olher -. 

(If Yes. clte LawW R Rngulntlon(s1 HIPA4 PERSONNEL REGS 

I f i  Audd Requtlemenls x None lnlernal OIG 

Leg!slallve Federal Independent 

17 IS an Index Syslfm used? If yes, exptaln br~efly and descnbe requbrments 

Yes No -- --- 

18. Recommended Relenl!on. In  Ofice And In Slornqe (Each Fonnal) 

Scan paper records. After scanning perform a 10% random 
verification. Retain hardcopy for one (1) year, then destroy. 
Maintain all electronic records in secure files for six (6) . . (1 years and until audit requirements are satisfied. 

19 Name and Ttlle of Preparer 1 20 ~ocatron I 
WALTER ZERRLAUT 

DHMH RECORDS OFFICER 
201 WEST PRESTON STREET. BALTIMORE MD 21201 

Telephone NumberX 410 767-3598 Room # ROOM LL-5 

DGS 550 4 IDHMH Rev 7002 \ 




