DEPARTMENT OF GENERAL SERVICES Schedule No.
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RECORDS RETENTION AND DISPOSAL SCHEDULE 9

Agency: Maryland Department of Health Division/Unit: Office of Boards and Commissions

‘| No.

Item Description Retention

This schedule does not apply to the Board of Physicians, Board of Nurses, or Md Health Care
Commission. This schedule was developed for use along with the General Schedule for
Administrative Records by the DHMH Health Profession Boards and Commissions. Previously
authorized schedules are in effect except the following which are superseded and may not be
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Schc-;c!u]e Approved by pepartment, Agency, | Schedule Authorized by State Archivist
graltD;vnsmn Representative. Date 6’2 ,)_ ’ [ (&
Signature /

Typed Name _Dennis Schrader Signature L L~ /\?) ﬁ’Lx
Title _COO

DGS 550-1




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.249¢3

Page 2 of 6

Agency: Department of Health and Mental Hygiene Division/Unit: Office of Boards and
Commissions

Item
No.

Description

Retention

1

MINUTES OF MEETINGS

May include agendas, transcriptions of minutes of meetings and
hearings, electronic record media such as audio or video tape. May
be microfilmed or scanned to CD or secure database.

LICENSURE FILE — (NOTE: Privacy & Security)

Including databases of licensed professionals, applications,
registration, resumes, examinations, photos, license renewals,
inquiries, CEU’s, correspondence, references, and other data. May
be microfilmed or scanned to CD or secure database.

RETAIN PERMANENTLY
and transfer paper copies to
State Archives every ftve (5)
years, with the exception that
if records are scanned, scan to
Maryland State Archives
standards then destroy paper
originals. For audto/visual
and electronic media, Retain
for five (5) years, then
transfer to Maryland State
Archives. If records are
scanned or digitized from
analog media, scanning or
digitization should be done to
Maryland State Archives
standards and the original
paper or analog media should
be destroyed.

Screen material annually.
Inactive records or data
identified during screening
will be removed or flagged as
inactive, retained for 20
years, then be destroyed,
during this 20 year period, it
may be stored at the State
Records Center. If records are
scanned, scan to Maryland
State Archives standards and
destroy paper originals; scans
will be retained according to
the above retention staterment.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 240 2,

Page 3  of 6

Agency: Department of Health and Mental Hygiene Division/Unit: Office of Boards and
Commissions |

item Description Retention
No.
3 COMPLAINT AND DISCIPLINARY FILE (NOTE: Privacy & | Screen material annually. A.
Security) Retain inactive records for 20
Including complaints, documentation, legal and/or criminal charges, | years, then destroy with the
hearing cases, settlements, advisory opinions, Final Orders, following exception: If
suspensions, revocations, Staterments of Fact, etc. Maintain an records are scanned, scan to
active and closed case file. (May be grouped with Licensure File Maryland State Archives
Series). standards and destroy paper
A. Inactive Records originals; scans will be
B. Final Orders, Statements of Fact, and Opinions of the retained 20 years.
Attorney General B. Retain Permanently,
transfer to the Maryland State
Archives every five years, if
records are scanned, scan to
Maryland State Archives
standards and destroy paper
originals; scans will be
' retained permanently.
; Retain files for 25 years, then
4 LICENSEE REGISTERS destroy, with the following

Ledgers, dating back to 1979 when the Boards first started, listing
members of the profession licensed in Maryland including their
names, license numbers, diplomas, and other information.

exception, If records are
scanned, scan to Maryland
State Archives standards and
destroy paper originals; scans
will be retained for 25 years,
then destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

{Continuation Sheet)

Schedule No. 7 653

Page 4 of 6

Agency: Department of Health and Mental Hygiene Division/Unit: Office of Boards and

Commissions

Item Description Retention
No.

5 HISTORY FILE Retam for ten years, then

Including one copy of each publication issued by the unit,
documentation (such as news clippings) on highly publicized cases
or cases of significance, videotapes or CD’s of broadcasts or events,
annual reports, surveys, lists of current/past members of the
Board/Commission. Information culled from other files during
screening which has apparent historic value or significance that
merits preservation

LEGISLATION FILE

Information related to proposed or enacted legislation including
supporting studies and research, statistical and financial analyses,
impact statements, etc.

REGULATED BUSINESS FILE

Includes applications, registration, licensing, inspections, renewals,
’ and other monitoring data for businesses associated

witn the professions regulated by Boards or Commissions such as

pharmacies, funeral homes, optometrists, hearing aid vendors, efc.

Inactive Business License File including applications, renewals, etc.

transfer to the Maryland State
Archives for permanent
retention. If records are
scanned, scan to Maryland
State Archives standards and
destroy paper originals; scans
will be retained according to
the above retention statement.

Retain for ten years, then
screen annually and destroy
when no longer needed for
current business. If records
are scanned, scan to Maryland
State Archives standards and
destroy paper originals; scans
will be retained according to
the above retention statement.

Screen material annually,
removing duplicate and
outdated information and
inserting new info when
available, Inactive records
identified during screening
will be removed or flagged as
inactive and separated into
Items. Retain inactive files for
10 years, then destroy, with
the following exception, If
records are scanned, scan to
Maryland State Archives
standards and destroy paper
originals; scans will be
retained for 10 years, then
destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

{Continuation Sheet)

Schedule No. 2903

Page 5 of 6

Agency: Department of Health and Mental Hygiene Division/Unit: Office of Boards and
Commissions

Item Description Retention
No.
8 GENERAL FILE Retain until administrative

A. Transitory Correspondence:
Incoming and outgoing correspondence related to
matters of short term interest. Transmittal
correspondence between individuals, departments or
external parties containing no final contractual,
financial or policy information. This correspoadence
does not impact agency functions. When resolved, there
is no further use or purpose.

B. Administrative Correspondence
Incoming and outgoing business-related
correspondence created in the course of administering
agency functions and programs. Administrative
correspondence documents work assigned, work
accomplished, transactions made, or actions taken. This
correspondence documents the implementation of
agency functions rather than the creation of functions or
policies. Business-related correspondence that is
essential to a core function of another series should
follow the retention period for that series.

C. Executive Correspondence
Incoming and outgoing non-transitory, business-releted
correspondence of the agency director. These recorcs
document executive decisions made regarding agency
interests and provide unique information relating to the
functions, policies, procedures or programs of an
agency.

D. Subject Reference File

need ends then destroy.

Retain for 5 years, then
destroy. If records are
scanned, scan to Maryland
State Archives standards and
then destroy paper originals;
retain images for 5 years from
date of original record and
then destroy.

Retain until end of Executive
Director’s term, then scan and
destroy paper originals.
Retain images for 5 years and
then transfer to Maryland
State Archives.

Retain for three years, then
screen anmually and destroy
when no longer needed for
current business. If records
are scanned, scan to Maryland
State Archives standards and
destroy paper originals; scans
will be retained according to
the above retention statement,




I
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 7443

Page 6 of 6

Agency: Department of Health and Mental Hygiene Division/Unit: Office of Boards and

Commissions

Item Description
No. :

Retention

E. Database of information on profession and/or other
businesses.

F. Web pége development files, including content
pertaining to online transactiens, research,
brochures on the Board business, etc.

Retain for three years, then
screen annually and delete
data when no longer needed
for current business.

Retain for three years, then
screen annually and destroy
or delete data when no longer
needed for current business. If
records are scanned, scan to
Maryland State Archives
standards and destroy paper
originals; scans will be
retained according to the
above retention statement.




OHMH Instruetions -Make a list of al! files. Determine whether each is non-reco-d, DEPARTMENT OF GENERAL SERVICES MDH RECORDS INVENTORY

record materal or both, Group Into Record Series. Prepare a separata inveniory form STATE RECORDS CENTER
for each Record Series identilied, All Record Series are to be listed an a Schedule 7275 WATERLOQ ROAD
Form. Forward alf Records inveniory forms with the proposed Sehedule form (DGS P.O. BOX 275 PAGE _ 1_ OF _ 8_
550-1) to the DHMH Racords Officer thru your Retords Coordinater, JESSUP, MARYLAND 20764
{410) 7991379
1. Department/Agency 2. OfficefAdministration/Board 3. Division/Unit or Section
MARYLAND DEPARTMENT OF HEALTH BOARDS & COMMISSIONS
CEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as ion and disposilian purposes.

4. Racord Series Title
MINUTES OF MEETINGS

5. Earliest Year/Latest Year
-2003_to _2018_

6. Record Series Dastription (Briefly describe Lhe types of information/documentsiforms found in the seties. Intlude the purpose or function of 1he serigs.)

May include agendas, transcriptions of minutes of meetings and hearings, electronic record media such as audio or video tape.
May be microfilmed or scanned to CD or secure database.

7. Record Series Format(s) Listall 8. Record Series Sequence 9. Volume
Paper: Film/ lapea: Electronic: ’ Z File Drawer(s)
= Letter Size [ FilmiSlides = Kept on Hard Drive I' Alphabetical Z  Microfilm Reel(s)
[35mm, etc} [ ' Coamputer Tape{s}
T" Legal Size = Microfilm/ T Computer Tape I' Numerical Number I Other (specify)
Micrafiche
TRolls __= Z Audio Tape T Floppy Disk x  Chronotogical 10. Annual Accumulalion
= File Crawer(s)
I Bound Book = Video Tepe = CD,DVD,etc " Geographical Z Microfilm Reelis)
_19 I Computer Tape(s)
FCard __x___ [ Other {specify) I Qtherispecifyy Number [ Other (specify)
11. File is Used T Daly I Weekly x Monthly I Annually 12. File Becomes Inaclive After __ S r Month(s)
Humber = Year(s)

13. Cumrent Lacalion(s) {Bldg.. Floor, Roam)
4201 PATTERSON AVENUE, BALTIMORE AND OTHER LOCATIONS

14. ts Record Serles Duplicated Elsewhere? (i yes, specify agency or office.)

r Yes x Na Agency/Farmat____

15, Privacy f Access Restrictions x Yes T No
Personal Medical I Proprietary T Classified ZOther B ive S

16. Audit Requirements ®  Ncne T Intemal roac

{If Yes, cite Law(s) & Regulation(s)

htiputAwww.marylandatiomeygeneral.gov/OpenGov%20Documents/Openmeetings/OMA_FAQ. pdi

- Dpen Meali Act I Lagistaiive [ Fegeral T Independent

I Yes £ Na

17. Is an Index Sysiem used? i yes, explain briefly and describe requiremenis

18. Recommendced Ratensien: In Ofice And In Storage (Each Fermat)

RETAIN PERMANENTLY and transfer paper copies to
State Archives every five (5) years, with the exception that if
records are scanned, scan to Maryland State Archives
standards then Cestroy paper originals. For audio/visual and
electronic media, Retain for five (5) years, then transfer to
Maryland State Archives. If records are scanned or digitized
from analog media, scanning or digitization should be done to
Maryland State Archives standards and the original paper or
analog media should be destroyed.

19, Name and Title of Preparer
WALTER ZERRLAUT
MOH RECORDS OFFICER DESIGNEE

E-mail address walter.zemaui@mariand.gov

20. Location:
21, Date

201 WEST PRESTON STREET, BALTIMORE MO 21201 FEBRUARY 13, 2018
Telephone Numbers 410 767-3598 Room # LL-5

DGS 550-4 [MOH Rev. Z002 )



http://www.marylandattomeygeneral.gov/OpenGov%20Documents/Openmeetings/OMA_FAQ.pdf
mailto:walter.zerrtaut@martand.gov

DHMH Instructions -Make a list of all fles. Determine whether each is non-recard,
record matenal or both. Group into Record Series. Prepare a separale invenlory form
for gach Record Series identified. All Record Series are to be lisled on a Schedule
Form. Forward all Records Inventory forms with the propased Schedule form (DGS
550-1) to the DHMH Records Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER
7215 WATERLOC ROAD

JESSUP, MARYLAND 20784

MDH RECOROS INVENTORY

P.O. BOX 275 PAGE _2_oF _B__

(410) 7991379

1. DepartmentiAgency

MARYLAND DEPARTMENT OF HEALTH

2. OfficelAdministration/Board
BOARDS & COMMISSIONS

3. Division/Unit or Section

DEFINITION - RECORD SERIES - A group of relaled retords normally filed and usec as & unit for referente as well as retention and disposilion purposes.

4, Record Series Tille

LICENSURE FILE — (NOTE: Privacy & Security)

§. Earliest Year/Latest Year
1898 1o 2018

6. Record Sertes O ption (Briefly

secure database.

ibe the types of inf
Including databases of licensed professionals, applications, registration, resumes, examinations, photos, license renewals,
inquiries, Continuing Education Unit’s, correspondence, references, and other data. May be microfilmed or scanned to CD or

found in the series. Inciude the purpese or function of ihe series.)

7. Record Series Formal(s)  bist ail 8. Record Series Sequence 9. Volume
Papar: Fitm / tape: Eleclronic: = File Drawer(s)
= Lelter Size I Film/Slides T Kept on Hard Drive x  Alphabetical I Microfilm Reel(s)
{35mm, etc) 500 r Computer Tape(s)
I Legat Size & Microfilm/ T Computer Tape r  Numereal Number I Other {specify)
Micraliche
FRolls __= [ Audio Tape T Floppy Disk Chranolagical 10. Annual Accumylation
& Fite Drawer(s)
I Bound Book I Video Tapa & CD,DVD.ete r Geographical I Microbim Reel(s)
P r Compuier Tape(s)
rCard __x__ I" Giher {specily) r Other {specify) Number [ Other {specify)
11. Fileis Used XT Dally I Weekiy Monthiy 12. File Becomes Inactive After __£ I Month{s)
MNumber 2 Yearis}

13. Cument Location(s)  (Bkdg., Flaor, Room}

4201 PATTERSON AVENUE, BALTIMORE AND OTHER LOCATIONS

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

' Yes x Neo Agency Formal

15. Privacy ! Access ResWictions Yes Z Ne
Personal Medical T Propdetary I Classified TOther
{1 ves, cite Law(s) & Regulation(s) HIPAA, PERSONNEL RESS

18, Audit Requirgments x None x I Intemal XroG
X F Legislative I Federal I Independent

17. Is an Index System vsed? If yes, explain briefly and describe requiremenis

r Yes & No

18, Recommended Retenfion: In Qffice And In Storage  (Each Format} Screen material
annually. Inactive records or data identified as obsolete during
screening will be removed or flagged as inactive, retained for
20 years, then be destroyed; during this 20 year period, it may
be stored at the State Records Center. If records are scanned,
scan to Maryland State Archives standards and destroy paper
originals; scans will be retained according to the above
retention statement.

19. Name and Title of Freparer 20. Location:
21, Date
WALTER ZERRLAUT
201 WEST PRESTON STREET, BALTIMORE MO 21201 FEEBRUARY 13, 2018
MDH RECORDS OFFICER DESIGNEE Tefephone Number# 410 767-3598 Room # LL%
E-mail walter, @mary gov

DGS 550-4 (MDH Rev. 2002 }



mailto:walter.zerriaut@maryland.gov

!
DHMH Instructions -Make 2 list of all files. Determine whether each 13 non-record,

DEPARTMENT OF GENERAL SERVICES

MDH RECORDS INVENTORY

record malerial or bolh. Group into Record Series. Prepare a separale inventory lcnm STATE RECORDS CENTER
for each Record Series ideniified. All Record Serfes are fo be lisied on a Schedute 7275 WATERLOO ROAD
Form. Forward all Records inveniory forms with the proposed Schedule farm (OGS P.O. BOX 275 PaGE_3_oF _B__

550-1} to the DHMH Records Officer thry your Records Coordinator.

JESSUP, MARYLAND 20794

{410} 799-1379

1. Department/Agency
MARYLAND DEPARTMENT OF HEALTH

2. Office/Administration/Board
BOARDS & COMMISSIONS

3. Division/Unit or Section

DEFINITION - RECORD SERIES - A group of related records nommally filed and uzed as a unil for reference as well as relenfion and disposition purposes.

4, Record Series Title
COMPLAINT AND DISCIPLINARY FILE (NOTE: Privacy & Security)

5. Earliest Year/Latest Year
_1988_to 2018

§. Record Series Description (Briefly d

the types of inl ion/d

found in the series. Include the purpose or funclion of the series.)

Including complaints, documentation, legal and/or criminal charges, hearing cases, settlements, advisory opinions,

Final Orders, suspensions, revocations, Statements of Fact, etc. Maintain an active and closed case file. (May be

grouped with Licensure File Series).

A. Inactive Records

B. Final Orders, Statements of Fact, and Opinions of the Allorney Generat

T. Record Senes Format{s} List all : 8. Record Sertes Sequence 9. Volume
Paper; Film/ 1ape: Electronic: £ File Drawer(s)
X T Letter Size I Film/Slides I Kept on Hard Drive A Alphabetical I Microfilm Reel(s)
{35mm, etc) 500 I Computer Tape(s)
X Legal Size I Microfilms r Computer Tape | r Numerical Number r Other (specify}
Microfiche. .
IRolis __ = T Awtio Tape I Floppy Disk Chronological 10. Annwal Accurmulalion
% File Drawer(s}
T Bound Book I Video Tape T CD,OVOD.elc I Geographical I' Microfiim Reef{s)
, i r Compuler Tape(s)
FCard __x___ I'Other(specify)______ [*  Other {(specify) Number r Other (specily)
11, File is Used £ Doty T Weekly Monthly I Annually 12, File Becomes Inactive After __ 5 T Month{s)
Number E Year(s)

13. Cument Location{s)  {Bidg., Floor, Room)
4201 PATTERSON AVENUE, BALTIMORE AND OTHER LOCATIONS

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

r Yes x Nao Agencyl Formal, S,
15. Privacy ! Access Resliiclions. x Yes T No 16. Audil Requirernems Nonz x I Infernal XTI oIG
#« P r T Prop y I Classi rOther X T Legistative I Federal [ Independem

(f Yes, cite Law({s) & Regulation{s} Personnel being investigaled should be kepi Private until case is made
public.

17. Is an Index Syslem used? If yes, explain bhefly and describe requirements

I Yes E No

18. Recommended Retention: In Office And In Slorage  (Each Format) Screen material annually.
A. Retain inactive records for 20 years, then destroy with the following
exception: If records are scanned, scan to Maryland State Aschives
standards and destroy paper originals; scans will be rgtained 20 years.

B. Retain Permanently, transfer to the Maryland State Archives every five
years, if records are scanned, scan to Maryland State Archives standards

and destroy paper origina's; scans will be retained permanently.

19. Name and Tille ol Preparer 20. Location:

WALTER ZERRLAUT
MDH RECORDS CFFICER DESIGNEE
E-mail address: walter.zerat@maryland.gov

201 'WNEST PRESTON STREET, BALTIMORE MD 21201
Telephone Number# 410 767-3598 Room # ROCMLL-5

21, Date
FEBRUARY 13, 2018

DGS 550-4 (MDH Rev, 2002 )



mailto:walter.zerrlat@maryland.gov

DHMH Instructions -Make a tist of all fles. Determine whether each is non-recod,
record material or both. Group into Record Series. Prepare a separate inventory form

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

MDH RECORDS INVENTORY

MARYLAND DEPARTMENT OF HEALTH

for each Record Series identified. All Record Series are o be listed on a Schectule 72715 WATERLOO ROAD
Form. Forward alt Records Inventory forms with the proposed Schedute form (OGS P.0.BOX 275 Pace_4_ofF _8__
550-1) te the DHMH Records Officer thry your Reconds Coordinator, JESSUP, MARYLAND 20734
{410} 799-1379
2. Office/Administratior/Board
1, DepanmentiAgency BOARDS & COMMISSIONS 3. Division/Unit or Section

DEFINITION - RECORD §§RIES _A growp of related records nomally fited and used as a unit for reference as well ag retention and disposition puiposes.

4. Record Series Tille
LICENSEE REGISTERS

5. Earliest Year/Lates! Year
_1678_to 2018,

6. Record Senes Descripti he types of inf i i

{Briefly

diplomas, and other information.

found in the series. Include the purpese or function of the series.)

Ledgers, dating back to 1979 when the Boards first sterted, listing members of the profession licensed in Maryland including their names, license numbers,

7. Record Series Farmal(s) List afl 8. Record Series Sequence 9. Volume
Paper: Fitm / tapa: Elecironic: x File Drawen(s)
xLetier Size DFimySlides (1 Kept an Hard Drive x00 Alphabetical O Micrafitn Reel(s)
{35mm, etc) 20 O Computer Tape(s)
O Legal Size 0 Microfilm/ D Compulter Tape O Numencal Number 0 Other [specify)
Micrafiche
ORots __ 0O O Audio Tape O Floppy Disk Chronalogical 40. Annual Accumulation
’ x File Drawer(s)
XD 8ound Book O Video Tape 0OCD.DVD.ele O Geographical 0 Microfilm Reel(s)
5. O Camputer Tapa(s)
0 Card 0 Other (speeily) O  Qther (specify) Number O Other (specify)
T
11, File is Used D Daily OUWeekly x Monthly 0 Annually 12, File Becomes WnactiveAter 5 O Month(s)
MHumber X Yeans}

13. Current Localion{s)  (Bldy., Floor, Room}
4201 PATTERSON AVENUE, BALTIMCRE AND OTHER LOCATIONS

14, Is Record Series Dupltated Elsewhere? (f yes, specify agency of office.}

{If 'Yes, cite Law{s) & Regulation{s) PERSONMNEL RESS

O Yes x No Agency/ Fommat,
15, Privacy ! Access Restictions Yes X No 16, Audit Requirements % Ngne O Intemal a0IG
Personal Medical O Proprietary 0O Classifi COther 0 Legisiative O Federal D Wndependent

17. 18 an Index System used? If yes, explain briefly and describe requiremenit.

a Yes % No

18. Recommended Retencion; In Office And In Storage  {Each Formal)

Retain files for 25 years, then destroy, with the following
exception, If records are scanned, scan to Maryland State
Archives standards and destroy paper originals; scans will be
retained for 25 vears, then destroy.

18, Name and Title of Preparer 20. Location:
WALTER ZERRLAUT
MDH RECORDS OFFICER DESIGNEE

miaul@maryland.gov

E-mail : walter.

201 WEST PRESTON STREET, BALTIMORE MD 21201
Telephone Number#t 410 767-2588 Room # LL-5

21. Date

FEBRUARY 13, 2018

DGS 5504 {(MDM Rev. 2002 )



mailto:walter.zerdaut@maryland.gov

DHMH Instructions -Makae a list of all files. Determine whether each is non-recard,

DEPARTMENT QF GENERAL SERVICES

MDH RECORDS INVENTORY

record malenal or both, Group into Record Series. Prepare a separate inventory form STATE RECORDS CENTER
for #ach Record Series identified. All Record Series are lo be listed on a Schedule 7275 WATERLOO ROAD
Form. Forward all Records Inventory forms with the propased Schedulé form (DGS P.O.BOX 215 pacE__5_oF _B__
§50.1) to the DHMH Recards Officer thru your Regords Coordinator. JESSUP, MARYLAND 20794
(410) 799-1379

1. Qepartment/Agency

MARYLAND DEPARTMENT OF HEALTH

2. Office/Administration/Baard

BOARDS & COMMISSIONS

3. Division/Unit ar Section

4. Record Series Title

HISTORY FILE

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unil for reference as well as relenlion and dispesilion puposes.

5. Earliest Year/Latest Year
_2003_ to _2018_

6. Recard Series D iplign (Briefly d ibe the types of informationidocumenisiforms found in the series, Include the purpose or function of the series.)

Including one copy of each publication issued by the unit, documentation (such as news clippings) on highly

apparent historic value or significance that merits preservation

publicized cases or cases of significance, videotapes or CD’s of broadcasts or events, annual reports, surveys, lists
of current/past members of the Board/Commission. Information culled from other files during screening which has

7. Record Seres Format{s)  List ah

Paper Film { tape: Elettronic:

Eleter Size EFilm/Slides I Kept an Hard Drive
(35mm, etc)

& Legal Size " Migrofilmy T’ Camputer Tape
Microfiche

FRolis =  &AutioTape [ Floppy Disk

I Bound Book & Video Tape & CD,OVD,eic

r Card [ Other (specify)

8. Record Senes Sequence

r

r

Alphabetical

MNumerical

Chronstogical

Geagraphical

Other (specify)

§. Volume

£ File Drawer(s)

[ Microfilm Reel{s)
| — I Computer Tape(s)
Number r Other {specify)

10, Annyah Accumutiation

£ File Drawer(s)

I Microfitm Reel(s)
. S " Computer Tape(s)
Nurnber I' Other (specity)

1. FileisUsed [ Dally TI'Weekly x Monthly [ Annually

12. File Becomes Inactive After

[ S

Kumber

Maonlh{s}
Year(s)

[ ]

13. Cument Location{s) {Big., Floor, Room)
4201 PATTERSON AVENUE, BALTIMORE AND OTHER LOCATIONS

I Yes x No Agency/ Format.

14, 1s Record Serieg Duplicated Elsewhere? {If yes, specify agency or ofice.)

18. Privacy ! Access Reslriclions Yes x No
Personal Medical T Proprietary I Classified 'Qlher
{If Yes, cite Law(s) & Regulation(s}

16. Audil Requirernents x Ncne

T Intema) roG

[ Legislalive ™ Federal I Independent

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

I Yes E No

retention statzment.

18. Recommended Retenvion: in Offce And In Storage (Each Fomat) REGIN fOT ten
years, then transfer to the Maryland State Archives for
permanent retention. If records are scanned, scan to
Maryland State Archives standards and destroy paper

originals; scans will be retained according to the above

WALTER ZERRLAUT

MDH RECORDS OFFICER DESIGNEE
€-mail address: KRAVITZT@DHMH.STATE.MO.US

19. Name and Tille of Preparer 20. Location;

201 WEST PRESTON STREET, BALTIMORE MD 21201
Telephone Number# 410 767-3598 Room # LLS

21. Date
FEBRUARY 13, 2018

DGS 5504 (MDH Rev. 2002)



mailto:KRAVITZT@DHMH.STATE.MD.US

DHMH Instructions -Make a list of al! files. Determine whether each is non-record,
record materia! or both. Group inle Record Series. Prepare a separate inventory form
{or each Recard Series identified. All Record Series are lo be listed on a Schedule
Form. Forward all Recards Inventery farms with the proposed Schedule form (DGS
§550-1) ta the DHMH Records Officer thn your Recards Caoprdinator.

DEPARTMENT OF GENERAL SERVICES

MDOH RECORDS INVENTORY

STATE RECORDS CENTER
72¥5 WATERLOO ROAD
P.O. BOX 275 PaGE_B__ oF _B__
JESSUP, MARYLAND 20734
{410) 793-1379

1. Department’Agency
MARYLAND DEPARTMENT OF HEALTH

2. OfficefAdministratior/Board
BOARDS & COMMISSIONS

3. DivisiorvUnil or Section

OEFINITION - RECORD SERIES - A group of related records nanmally filed and used as a unit for reference ag well as retention and disgositinn PUEOSEs,

4. Record Series Title

LEGISLATION FILE

5. Earliest Year/Lalest Year
_2008_to _2018_

financial analyses, impact statements, etc.

6. Record Senes Description (Briefty deseribe the types of information/dacumentsftorns found in the series. Include the purpose or function of the series.)

Information related to proposed or enacted legislation including supporting studies and research, statistical and

7. Record Series Formal(s)  List alt B. Record Series Sequence 8. Volume
Paper: Film I tape: Electronic: £ File Drawer(s)
X I' Letter Size I FikvySlides T Kept on Mard Orive Xxr T Microfim Reel(s}
(35mm, etc) S [ Computer Tape(s)
" Legal Size " Microfilm/ T Compuler Tape r Number I Other (specify)
Micrafiche ’
rRolls _5 I Audio Tape T Floppy Disk Chronological 10. Annual Accumulation
% File Drawer(s)
T Bound Book T Video Tape [ CD,DV0.elc [ Geographical I Microfilm Reel{s)
JR, R [ Computer Tapeis)
r Card T Other (specify) I Olherispecity) Number [ Other (specify)
11. File is Used I" Daily XTWeekly Morthly T Armually 12. Flle Becomes Inactive Afer _ 5_ r Month(s)
Humber = Year(s)

13. Current Localion[s) (Bldg., Floar, Roorm)
4201 PATTERSON AVENUE, BALTIMORE AND OTHER LOCATIONS

t4. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

[ Yes X No  Agency Format

15. Privacy f Access Resirctions Yes X No
Persanal Medical [ Proprigtary T Classified I'Other
{If Yes, cite Law(s) & Regulation{s]

16, Audit Requiremenls % Ncne T Inemal TOIG
[ Legislative T Federal [ Ingependent

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

18. Recommended Retention: In QOffice And In Storage  (Each Farmal)

Retain for ten years, then screen annually and destroy

MDH RECORDS OFFICER DESIGNEE

E-mail address: wafter.zemaut@maryland.gov

201 WEST PRESTON STREET, BALTIMORE MD 21201
Telephone Number# 410 767-3598 Room ¥ LL-5

T when no longer needed for current business. If records
are scanned, scan to Maryland State Archives
standards and destroy paper originals; scans will be

' retained according to the above retention statement.
19. Name and Title of Preparer 20. Location:
WALTER ZERRLAUT 1. Date

FEBRUARY 13, 2018

DGS 550-4 (MDH Rev. 2002 )



mailto:walter.2errlaul@maryland.gov

'
DHMH Instructions -Make a list of all files. Determine whether gach is non-recod,
record material or baih. Group inte Recard Series. Prepare a separate inventory form
for each Record Series identified. All Record Series are ta be listed an 2 Schedule
Farm. Farward all Records Inventory forms wilh the proposed Sehedule form (DGS

§50-1) to the DHMH Records Officer thne your Records Coordinatar, .

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER
T275 WATERLOOC ROAD

JESSUP, MARYLAND 20784

MDH RECORDS INVENTORY

PO BOX 275 PAGE _T_ or _8__

(410) 785-1378

1. DeparimenVAgency '
MARYLAND DEPARTMENT OF HEALTH

2. CificefAdministration/Board

BOARDS & COMMISSIONS

3. Division/Urit or Section

4. Record Series Title

REGULATED BUSINESS FILE

DEFINITION - RECORD SERIES - A group of related records nomally filed and used as a wnit far refarence ag well as retention and dispasition pLrposes.

S. Earliest Year/Latest Year
_1988_to _ZME

8. Record Serigs Description {Briefly descritie the types of informatior’documentsiforms found in the series. Include the purpose or function of the series.)
Includes applications, registration, licensing, inspections, renewals, and other manitoring data for businesses associated with the professions regulated by
Boards or Commissions such as pharmacies, funeral homes, optometrists, hearing aid vendors, etc.

Inactive Business License File including applications, renewals, etc.

7. Recard Series Farmat(s) List all

Paper: Film / tape: Eletironic;
X 0 Letler Size O FitmySlides O Kept on Hard Drive
{35rmm, &te) \
O Legal Size 0 Microfilm/ [ Camputer Tape
Microfiche
DRolls __ 0O 0 Audio Tape O Floppy Qisk

8. Recard Serles Sequence

O Alphabetical

O Numerical

X Chronological

4. Volume

X File Drawer(s)

0 Microfilm Reelis)
125 0O Computer Tape(s)
Number 0 Other (specify}

10. Annual Accumutatian
X File Drawer(s}

OBound Book OVideoTape 0OCD,DVD.etc 0 Geographical O Microfilm Reel(s)
20 0 Computer Tape(s)
0 Card O Cther (specify) 0  Other (specify) Number O Gther (specify)
11. File is Used O Daily XOWeekly  Monthly O Annually 12. File Becomes Inactive Ater __5___ O Manth(s)
Number X Year(s)

13. Current Lacation(s) (Bldg.. Froor, ﬁoom]
4201 PATTERSON AVENUE, BALTIMORE AND OTHER LOCATIONS

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

O Yes X No Agency/ Farmat

15. Privacy / Access Reslriclions Yes X No
Persanal Medical O Proprielary G Classified OQther

{If Yes, cile Law(s) & Regulation(s)

O Internal QoG
C Federal 0 Independent

X None
O Legislative

18. Audil Requirements

17. Is an Index System used? If yes, explain briefly and describe requirements
1

O Yes XQ No

1B, Recommended Reten:ion; In Offiva And 1a Storage  (Each Format)

Screen material annually, removing duplicate and outdated information and
inserting new info when available. Inactive recards identified during
sereening will be removed or lagged as inactive and separated into ltems.
Retain inactive files for 1C years, then destroy, with the following exception, If
records are scannzd, scan to Maryland State Archives standards and destroy
paper originals; scans will be retained for 10 years, then destroy.

19. Name and Title of Preparer
WALTER ZERRLAUT
MDH RECORDS OFFICER

E-mail address: walter, zerdaut@maryland.gav

1

20, Location:

201 WEST PRESTON STREET. BALTIMORE MD 21201
Telephone Number# 410 767-3588 Room# LL-S

21. Date

FEBRUARY 13,2018

DGS 550-3 (MOH Rev. 2002)



mailto:zerrlaut@maryland.gov

DHMH Instructions -Make a list of all fites. Ootermine whather each is non<ecosd,
record material or both. Group into Record Series. Prepara a separate inventary form
for each Record Series identified, All Record Series are lo ba listed an a Schedule
Forrn. Forward all Records Iaventory forms with 1he proposed Schedule form (DGS
550-1) to the DHMH Records Officer 1hru your Records Coordinator.

OEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER
7275 WATERLOD ROAD
P.Q, BOX 275
JESSUP. MARYLAND 20734
(410) 799-1379

MDH RECORDS INVENTORY

pace_B_ oF _8__

1. Depariment/Agency
MARYLAND DEPARTMENT OF HEALTH

2. OfficelAdministration/Board

BOARDS & COMMISSIONS

3. Division/Unil or Seclion

DEFINITION - RECORO SERIES - A group of related reconds normally fited and used as a unit for reference as well as retention and di

' QLAPISeS.

4. Record Series Title
GENERAL FILE

5. Eariest Year/Lalest Year
_2013_ 10 2018_

business, elc.

6. Record Series Oescription (Briefly describa the types of information/documents/forms found in the series. Include the purpose or function of the series.)

A. Transitory Correspondence: Incoming and outgoing correspondence related to matters of short term interest. Transmittal correspondence between individuals, departments or
external parties containing no final contractual, inancial or policy information. This correspondence does not impact agency functions. When resolved, there is no further use or
purpose. B. Administrative Correspondence Incoming and outgoing business-related correspondence created in the course of administering agency functions and programs.
Administrative correspondence documents work assigned, work accomplished, transactions made, or actions taken. This correspondence dacuments the implementation of agency
functions rather than the creation of functions or policies. Business-related correspondence that is essential t¢ a core function of another series shauld follow the retention period for
that series. C. Executive Correspondence tncoming and outgeing non-transitory, business-related correspondence of the agency director. These records document executive
decisions made regarding agency interests and provide unique information relating to the functions, policies, procedures or programs of an agency. D. Subject Reference File. E.

Database of information en profession and/or other businesses. F. Web page development files, including content pertainirg to online transactions, research, brochures on the Board

Number

7. Record Series Farmal(s)  List all 8, Record Series Sequence 9. Voluma
Paper; Film f tape; Elecironic; = File Drawer(s)
X[ Letter Size I FilvSlides = Kept on Hard Qrive [ Alphabetical I Microfim Reel(s)
(35mm, etc) 30 __ [ Cornpuler Tape(s)
I Legal Size " Micsofilm/ " Compuler Tape I Numerical Mumber I Other (specify)
Micrafiche
FRolls __= " Audio Tape [ Floppy Disk X Chronological 10. Annual Accumulation
£ File Drawer(s)
IBound Book [ video Tape = CO.DVD,elc T Geegraphical I Microfilm Ree(s)
6 _ I Computer Tape(s)
" Card [ Qiher (specify). T Other (specify) Number T Other (specify)
+1. File is Used T Daily XT 'Weekly  Monhiy T Annuatry

42. File Becomes inactive After __3 ¥ Month(s)

Year(s)

13. Curreni Location(s) (Bldg., Floar, Room)
4201 PATTERSON AVENUE, BALTIMORE AND OTHER LOCATIONS

14. |s Record Seres Duplceted Elsewhere? (Il yes, specify agency or office.)

I Yes X “o Agengy! Forman

15. Privacy ] Access Restriclions Yes Z No
Personal Medical I"Proprielary [ Classified [Other
(If Yes, cite Law(s) & Regulation{s}

T Legislative

16. Audit Requirements x Nore

[ Intemat roG
I Federal I’ Independent

17. 15 an Index System used? If yes, explain briefly and deseribe requiremenls

[ Yes Z No

retention statement.

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

A Retain unti) acministrative need ends then destroy. B. Retain for 5 years, then destroy. If
recards are scanned, scar to Maryland State Archives standards and then destroy paper originals;

retain images for 5 years fromn date of original record and then destroy. C. Retain until end of
Executive Director's term, then scan and destroy paper originals. Retain images for 5
years and then ‘ransfer to Maryland State Archives. D. Retain for three years, then
screen annually and destroy when no longer needed for current business. If records are
scanned, scan to Maryland State Archives standards and destroy paper originals; scans
will be retained accarding to the above retention staterment. E. Retain for three years,
then screen annually and delete data when rno longer needed for current business.
F.Retain for three years, then screen annually and destroy or delete data when no longer
needed for current bus ness. If records are scanned, scan to Maryland State Archives

standards and destray paper originals; scans will be retained accerding to the above

WALTER ZERRLAUT

E-mail address walter.zemaut@maryland.gov

19. Name and Tille of Preparer 20. Localion:

201 WEST PRESTON STREET, BALTIMORE MD 21201
MDH RECORDS OFFICER DESIGNEE Telephone Number? 410 767-3598 Room # LL-5

21. Data
FEBRUARY 13, 2018

DGS 550-4 (MDH Rev. 2002 )



mailto:walter.zerrlaut@maryland.gov

