
I ����-e ·---=�= =� 

L..IJL-L1J:M,'¢i ------ ---·--- ----

·--- ---l 

Dr41g_A e.-.an.QJ1en.t.al_H.ealth...Admi n j st.ration._ 

_S int_.f;_liz9J>. J;hs_JlQ�p_i..t_aJ,.________ _ _____ _ 

" 

l.__5_7.4:-_'l46Q J { !__! 

. .. . --- --------------------------·-·----- ·---M---·-----

-C.-DA-TE---- o:-s1G NATUR_E_O_ F "A c; ·-E-NC-Y- RE_P_R·- E-s E_ N_ T_ATl ___ VE·-- --·· - ·- ·1 E·. 

�---'+------ . ________ __._! R.;::;e-"'c-=or-=dc.=:s_O.;;..:of..:of...:::i .ce r, Saint ·Eliza beth�L.H-9SQj. t_q],_ 

A'<EN 
i 

' 
-------------------------+-- ---� 

i 

REQUEST FOR RECORD.HSl'OSIT!ON AUTHORITY 
(SP.e lnsi1:1.1c on reverse} . . 	 Joe·· A· . 

I tlCl-'fff-77-2 
' 

ro 	 GENERAL SERVICES f,OMINISTRATiON, 
NATIONAL ARCH IVfS . im RECGRO; SERVICE, WASfmF;TON, oc 20408 ------ -·----·DATE P.ECEIV:l-

1. FROM (AGENCY OR ESTAllLISHMENf) 	 2 MAY 1917' 
He.al.th ..Efil1ca.tion....and.Jiel.fare _J�_®grt_m nt. _o_f 

2. MAJOR SUBDIV;SiON 
!n ;H.rrird;irice w1t:1 !hf: [··1·vi·:1·1 :: cf 44 I! SC :nrn.i t:1  ic: in<;,d !": 

-- lcQQQl.,_ aLle'i. 1•1c1 d1nr. :me.r:o1n•)11t;, ''  oOP":"'o ''"hJi l·r ,: "'''' th.d 01.<v . .<pp10vr:•J · ur , ., •,. .c111n i3. Ml!'IC.lFI SUBDIVISION 	 De >l.a.µ•!L "u·o; ri;,11 1:/ ·,.,,tharown I 
4. INAME OF PEtlSON WITH WHOM TO CONFER 15. TEL. EXT. 

__N:i.J.and !-1_,__R.i_t_tftr ______._________ __ .. ____ _ _:1 ':.':.. '.11'.'.!...: '.1' · : .'.'_: .•_J
6. CE:RTIFIGATE OF AGENCY REPRESENT/,TIVE. 

I hernby certify that I zm auth0rizer to act for this agency in matters pertaining to the disposal of the agcnGy's ::;;:u1 ds; 
that the rnconls proposed for disposal i11 th is Request of _3 3_ page(s) are not now r1eeded fer the busir:c;ss of 
this agency or will not be needed after the retention periods specified. 

D 	 A Request for immediate disposal. 

[i] B Request for disposal after a specified period of time or request for permanent 
retention. 

TITLE 

Louis S. Marcel 
7. 	 8. DESCRIPTION OF ITEM I 9· 10SAMPLE OR P 1ITEM NO. (With lndusive Dates or Retention enods) 	 ACT'ON ·,JOB NO. 

RECORDS CONTR OL SCHEDULE 

For Use By 


SAINT ELIZABETHS HOSPITAL 


(An organizational element of the Alcohol, Drug Abuse 
and Mental Health Administration, Public Health Service, 
DepartIIBnt of Health, Education1. and Welfare) 

The records described in this Records Control Schedule 
are created by Saint Elizabeths Hospital, an organiza-

"tional component of the National Institute of Mental . 
Health. Saint Elizabeths Hospital is a mental hosp'ital
caring for approximately 5 ,500 patients with mental and 
nervous disorders. It was established in 1855 as the 
"Government Hospital for the Insane" and operated under 
that title until 19 16 when its name was changed to "Saint 
Elizabeths Hospi al." 

This schedule should be utilized only by SEH personnel 
for determination/verification of proper disposition of 
records created by the Hospi ta! in carrying out l.ts 
mission of treatIIBnt and care of patients and otherwise 
providing for their welfare. 

STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41CFR)101-11.4 

http:He.al.th
http:lnsi1:1.1c


NovPIJJf 
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I 
I 

 

Fo1>m No.116-A 
lt.1-,;i:.;ui; t•r l'Jf)l 
l'rrserih(·d by tJ,.lrn·ru.l Service  Aflministrstion • .Job No. Pn.g••
OSA H•· . 3-l Y-10G 

ll5-202 of 33 _pagcs 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

This schedule does not relate to records common to 
several or all Federal agencies such as those which 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

pertain to official documentation of civilian personnel,
fiscal, accounting and procurement programs, etc. 
Schedules for those records contained in the standards 
established by the General Services Administration, (GSA)
are commonly referred to as "General Records Schedules. 11 I 
Appendix B. , General Records Schedules, of the DHEW 
Records Management Manual lists the categories of record 
covered by the GSA schedules and provides specific 
information regarding authorized disposition. I 

! 

Fom: copies, including original to be submitted to the Notional Archives and Records Service GPO, t9u3-0-71 t-917 , 
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, Rtandard Form No. 11 5-A 
lfrvis "l.JNovcmlH'r l l!il 

Pr<,,crihM by !lo:rwfal Scrvicc3 Administration 
 .Joh No. 
OSA H.,g, 3-IV ..100

115-202 of -33- pugci1 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. II 10.7. 8. DESCRIPTION OF ITEM 
SAMPLE OR ACTION TAKEN ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

This schedule is divided into three parts: 

PART I - ADMINISTRATIVE MANAGEMENT AND SUPPORT 

These records are accumulated in Staff Offices of the 
Superintendent, SEH, and (a) , reflect the leade ship, 
goals and administrative program management of the 

Hospital, and (b) , document and record management and 

coordination of medical and other patient related I 
programs which are applicable SEH-wide. Both categories I 

are directly supportive of the primary functi0n of the I 

Hospital - patient treatment and care. (Patient Treat- I 

ment and Care record control schedules are contained in ! 


Part II). i


I 
PART II - PATIENT TREATMENT AND CARE 

These records are accumulated in Saint Elizabeths 

Hospital wards, treatrrent offices and clinics, rehabili  
· 

tation facilities, laboratories, therapy faci lities and 

other related hospital components and document cornmittment, 

care, treatment and progress of individual patients whil  

at the hospital in a domiciled or outpatient status. They 

also relate to in-house training of professionals in the i 

field of mental health, to the employment of consultants I 


1' and to research projects and studies of SEH patients. 

PART III - AUTOMATIC DATA PROCESSING 

These records are produced by the Division of Clinical 
Support, Biometrics Branch and include reports, listings, ! 
master files, tapes, cards and assorted products generated1by or derived. from computer records. Since the BiometricsIBranch is the on-site data processing support facility fd,r 

Saint Elizabeths Hospital, subject matter pertains to thd 

areas of Administrative Management and Support (Part I, 1 


above) and Patient Treatment and Care (Part II, above) . 


Fo'lll' copies, including original, lo be aubmilled lo the National Archives and Records Service GPO: 1963-0-711-917 
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I 

Superintendent, 

Description: 

Copy 

Dispositio : 

Description: 

Copy 

Disposition: 
transfer 

' fitand.1-n'l Form No. 115-A 
H."'liSf 11 '  ovnm twr .1 l!';l 
l'n•sc:rihf·fi hy .ft.111·ral Servicc.1 Administration 	 Pa " ..ob 
GSA Jt.,g. 3-IV-106 

115-202 	 of _J.J_ page  

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ---

PART I -	 ADMINISTRATIVE MANAGEMENT AND SUPPORT 

These records are accumulated in Staff Offices of the 
Superintendent, SEH, and (a) , reflect the leadership, 
goals and administrative program management of the 

9. I 
ACTION TAKEN ' 'Joo" 10. 

I 
! 

Hospital, and (b) , document and record management and 1 
coordination of medical and other patient related prograrqs 
which are applicable SEH-wide. Both categories are I 
directly supportive of the primary function of the 
Hospital - patient treatment and care. (Patient Treat
ment and Care record control schedules are cor.tained in 
Part II) . 

1 Immediate Office of the 	 SEH 

a. These records incorporate the general 
correspondence and administrative files which document 
the formulation of hospital policy and the establishment,: 
direction and review of the primary missions of SEH. 

·-

li Record Location - Immediate Office of the Superinte+ 
dent, SEH I 
b. Permanent - The SEH Records Officer wi l 
offer to the National Archives at the end of ten years
after a Superintendent leaves office. 

SEH Staff Offices and Facilities - Destroy duplicate and ;
reference copies two years after superseded. Earlier 
disposal is authorized. Do not··send to Federal Records 
Center. 

2 SEH Accreditation File 

a. This record includes correspondence,
notes of meetings.and other materials concerning
accreditation by the Joint Commission on accreditation of 
Hospitals. Also includes records and reports of commit
tees regarding recommendations of the Joint Commission 
and contains the official dCl'Cuments certifying existence 
or non-existence of accreditation of SEH and/or component
elements or programs. 

Record Location - Immediate Office of the Superin
tendent. 

b. 	 Permanent - Office of Record will 
to the Federal Records Center when fifteen years 

Fou copie•, inc:Jgding originul, to be submitted to the Nationul Archives and Records Service GPO: 1963--0-711-917 
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Description: 
evaluatE 

Copy 

I 

Copy 

Copy 

, 	 Rtnndn.Nl Form No. 115-A 
UP.vised r. ovcrnl>Pr W.'1l 
Pr..Scrihcrl hy (11"willl Scrvicc.1 Administration .,Joh No. 
GSA R"K· 3-IY-100 

of 33 _ pagesll&-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

old. SEH Records Officer will offer to the National 
Archives when thirty years old. 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

3 Quality Assurance Files 

a. Records document the quality assurance 
program of SEH which was devised to identify and 
deficiencies in patient care and services and to estab- Ilish and monitor a system of correction. The broad 
purpose is to assure that SEH meets or exceeds standards ! 
and guidelines e"ltablished by the Joint Commission on ' 
Accreditation of Hospitals. Emphasis is on safety and 
environmental health programs. Records · include reports , 
of survey and investigation of deficiencies and correctidn 
thereof. I 

RecGrd Location - Office of Quality Assurance 

b. Disposition: 

I
I·-1 

1 .  Final reports and supportive documents not incl jed 
in reports - Office of Record will transfer to Federal 
Records Center when five years old. Destroy when ten 
years old. 

2. Other project and study materials, correspondence, 
etc. - Destroy when two years old. 

I 
I 

4 Legal Advisory Administrative Support Files 

a. Description: Supportive documents and materials 
relating to litigation or legal claims against SEH, legal 
research. files, legal opinions and related materials. 

Record Location - Legal Office 

b. Disposition: Destroy when super eded, discontinued 
or obsolete. 

5 Legal Case Files 

a. Description: Legal documents and materials, briefs,
evidentiary papers, correspondence between and among
attorneys, clients and witnesses, and other supporting
materials. · 

Record Location - Legal Office 

Fo.u copie•, including original, to be •abrnitted to tlte National Archives and Records Service GPO: 1%3-0-711-917 

http:Rtnndn.Nl
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7. 
ITEM NO. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10. 
SAMPLE OR 

8. DESCRIPTION OF ITEM 
ACTION TAKEN (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

b. Disposition: Office of Record will forward to 
Federal Records Center at end of ten years. Destroy 
twenty years old. 

Freedom of Information Act (FOIA) Requests Files 

a. Files created in response to requests 
for information under the Freedom of Information Act l' 
consisting of the original request, a copy of the reply 
thereto, and all related supporting files including the 
originals or cop es of the records being requested. 

Record Location - Immediate Office of the Superin
tendent, SEH. 

b. 	 Disposition: 

1. Correspondence and supporting documents, (excluding ,
the originals or copies of the records requested. ) - ·- l 

A. 	 Granting access to all the· requested records, j

destroy two years after date of reply. 1 


B. 	 Responding to requests for non-existent records; i 

to requesters who provide inadequate description ; 

and to those who fail to pay the SEH reproduction 

fees. 

(1) Destroy two years after date of reply if I 

appealed. 
(2)  	 Dispose of appealed requests as authorized !' 
under item 10 of GSA, General Records 


Schedule No. 14. --
C. 	 Denying access to all or part of the records 


requested:

(1) 	 Destroy five years after date of reply if 


not appealed. 

(2)  	 Dispose of appealed requests as authorized 


under item 10 of GSA, General Records 

Schedlile No. 14. 


2. Originals or copies of requested records -

Dispose of in accordance with approved SEH disposition 
instructions for the related records, or with the related 
FOIA request, whichever is later. 

Freedom of Information Act Files 

a. Files created in responding to adminis
trative appeals under the FOIA for release of information 
denied by the SEH consisting of the 

Fom c:opiea, inchuling original, to be aubrnitted lo the National Archives and Records Service GPO, 19&:!-0-711-917 
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Copy 

Description: 

Copy 

Description: 

Copy 

' 

a. 

Rtani""'n'I Form No. l 15-A 
kevis1 c! Nov('mfwr 1951 
Prescriht•d by'<Jt.ueral Scrviccg Administration e Job No. Page
GSA H1·g. 3-IY-106 

1 1:;-2Q'l of -3.J_pagcs 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9·7. 8. DESCRIPTION OF ITEM 10.I!SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN 

docunents, including the originals or copies of denied 

records. 


Record Location - Immediate Office of the Superin

tendent, SEH. 


b. Disposition: 

1 .  Correspondence and supporting documents, (exclusive 

of the originals or copies of the records denied.) 
Destroy four years after final denial, or 3 years after 

final adjudication by courts, whichever is later. 


2 .  Originals or copies of denied records. Dispose of . 

in accordance with approved SEH disposition instructions: 

for-the related records, or with the related FOIA reques , 

whichever is later. 


FOIA Control Files 8 

a. Files maintained for control purposes 

in responding to requests, including registers and 

similar records listing date, nature and purpose of 

request and name and address of requester. 


Record Location - Immediate Office of the Superin

tendent, SEH. 


b. Disposition: 

1. Registers or listing: Destroy five years after date 

· of last entry. 


2. Other Files: Destroy five years after final action 

by the SEH or after final adjudication by courts, which

ever is later. 


FOIA Reports Files 9 

Recurring reports and one-time infor
mation requirements relating to SEH implementation of 
the Freedan of Information Act, including annual reports
to the DHEW. 

Record Location - Immediate Office of the Superin

tendent, SEH. 


Fom copies, including original, to be submitted to the National Archives and Records Service GPO, 1%3-0-711-917 
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Copy 

Accounting 

Description: 

Copy 

Disposition: 

later. 

Privacy 

Description: 

provided· 

Copy 

Disposition: 
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Rtandan1 Form No. 115-A
Rr vise1J NovcmtH"r 19.11 
Prt'Scrilit!d by 01,1.-ral Services Administration e Job No. Pagr 8 . 
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115-20'l e of _ 3- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

10 

11 

12 

8. DESCRIPTION QF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

b. Disposition: Destroy when two years old or.sooner 
no longer needed for administrative use. 

Freedom of Information Act Administrative Files 

a. Description: Records relating to the general agency
implementation of the FOIA, including notices, memoranda, 
routine correspondence, and related records. 

Record Location - Immediate Office of the Superin
tendent, SEH. 

b. Disposition: Destroy when two years old or sooner i · 
no longer needed for administrative use. ,1
Privacy Act of Disclosure Files 

-
l a. Files maintained under the provisions ! 

of 5 U. S. C. 552a(c) for an accurate accounting of the ·  1 
date, nature, and purpose of each disclosure of a · record. 
to any person or to another agency, including forms show1 
ing the subject individual's name, requester's name and 1 
address, purpose and date of disclosure, and proof of 
subject individual's consent when applicable. 

Record Location - Legal Office 

b. Dispose of in accordance with the 
approved SEH disposition schedule for the related subjec  
individual's records, or five y ars after the disclosure 
for which the accountability was made, whichever is 

Act Amendment Case Fi les 

a. Files relating to an individual's 
request to amend a record pertaining to that individual 
as provided for under 5 U. S. C. 552a(d) (2) ; and to an Iindividual's request for a review of an agency's refusal 
of the individual's request to amend a record as 
for u.nder 552a(d) (3). Includes all actions from the 
initial request to amend a record through the final 
appeal. 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

Record Location - Legal Office 

b. 

1. Statanent of disagreement and SEH justification for 
refusal to amend a record: Dispose of in accordance with 

FoN copies, including original, lo be submitted lo the National Archives and Records Service GPO, 1%3-0-711-917 

" 
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subject 

deter

Privacy 

Copy 

Equal Employment Opportunity 

Copy 

Disposition: 

Copy 

13 

Rtand!"n'I Form No. 115-A 
Ht.-visud Novr.mhP1 HJ.51 
Prescrillf'<I hy'U1·11cral Serviced Administration -Job No. Page
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115-202 	 of 3 3-pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10. 
SAMPLE OR 

7. 	 8. DESCRIPTION OF ITEM 
ACTION TAKEN ITEM NO. 	 (WITH INCLUSIVE OATES OR RETENTION PERIODS) JOB NO. 

approved disposition instructions for the related 

individual's records; four years after final determina

tion by SEH; or three years after final adjudication by 

courts, whichever is later. 


2. Other records: Destroy four years after final 

mination by SEH or three years after final adjudication 

by the courts, whichever is later. 


Act General Administrative Files 

a. Description: Records relating to the general SEH 

implementation of the Privacy Act, including notices, 

memoranda, routine correspondence, and related records. 


Record Location - Legal Office 

b. Disposition: Destroy when two years old or sooner if.I 

no longer needed for administrative use. 
·

- ! 

I 


14 (El'..'O) Files 

fI a. Description: These files relate to administration o
<
the SEH EEO Program. They contain materials related to i 

EEO complaints of current and former SEH employees and I 

rejected applicants for employment, activities and I 

program records of the twelve EEO' s located throughout 

SEH, EEO education and training materials, sixteen-point 

Spanish-speaking coordination files and other related 1· 

correspondence. (Case files are covered in General 

Records Schedule No. 1) . 


· 	 Record Location - Office of Equal Employment 

Opportunity. 


b. Destroy when three years old or sooner 

if obsolete. 


15 SEH Controlled Correspondence Files 

a. Description: These files constitute the record of 

controlled correspondence which includes responses to 

written or telephoned inquiries from members of the 

Congress and written inquiries from the highest levels 

within DHEW and other Federal Agencies. 


Record Location - At originating (signatory) offices 

throughout SEH. 


Fo1U' copie1, including original, to be subnulled to the National Archives and Records Service GPO: 1963-0-711-917 



-=1=0 __ 

----- 1---------------------------- ---

Psychology I 

Copy 

Disposition: 

::;c:::;i::: · 

Disposition: 

Psychiatry 

Description: 

Copy 

l'IUUHllLn'I J•'orm No. 111>-A 
f{p\·is1·1  NovPrubn l J.ril 
J>rt·.'icrd11-<i t,y <ii-rural Service.  Administration _ .Joh No. Paµ:p
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

'l. 108. DESCRIPTION OF ITEM 7. 
SAMPLE OR ACTION fAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS) ITEM NO. JOH NO. 

b. Disposition: Originating (signatory) offices retain 

in current files for five years, then forward to the 

Federal Records Center. Destory when fifteen years old. 


Program Coordination Records 16 
I 

a. Description: These records document guidance and I 

leadership in planning, developing and implementing the i 

SEH service, training and research programs in the field 11. 

of psychology. 


Record Location - Office of the Associate Director lI 
for Psychology. I 
b. Permanent - Office of Record will I 

forward to Federal Records Center when five years old. i 

SEH_Records Officer will offer to National Archives when: 


17 I Case File Cross Index  /  "'7..>I. 
a. Description: Contains card (alpha and numeric) file  

for each SEH patient ever given a psychological examina- I 

tion. Identifies patient and cross references to i 

psychological case files. Includes description of tests; 

previously administered. Files also used for coding and l 

statistical reporting purposes. I


IRecord Copy Location - Office of the Associate Director 1 

for Psychology. 

b. Destroy when no longer required for 

program administration purposes. 


Program Coordination Records 18 

a. · Those records document guidance and 

leadership in planning, developing and implementing the 

SEH service, training and research programs in the field 

of psychiatry. 


Record Location - Office of the Associate Superin
tendent for Psychiatry. 

b. Disposition: Permanent - Office of Record will 

forward to Federal Records Center when five years old. 

SEH Records Officer will offer to National Archives when 

ten years old. 


Four copies, inchading original, to be suhmiltecl lo the National Archives ancl Recorcls Service GPO: 1963-·0-711-917 
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Program 

Copy 

Disposition: 

Safety Program 

Copy 

Description: 

Copy 

Disposition: 

Nursing Program 

Descri ption: 

a. 

a. 

Fltnndnn'I Form No. 111>-A 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

{WITH INCLUSIVE OATES OR RUENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION Tll.KEN 

19 Social Service Coordination Records 

a. Description : These records document guidance and 
leadership in planning, developing and implementing the 
SEH Social Service program which includes the SEH foster 
care program and related programs outside the Hospital 
complex. 

Record Location - Office of the Associate Director 
for Social Services. 

20 

b. Permanent - Office of Record will 
forward to Federal Records Center when five years old. 
SEH Records Officer will offer to National Archives when l; 
ten years old. . 

iI 
Coordination Records i 

a. Description : These records document guidance and 
leadership in planning, developing and implementing the l 
SEH Safety Program wh:ich includes safety of patients, 
employees and visitors, motor vehicle safety and property 
damage resulting from accidental occurrences. 

IiRecord Location - Office of Quality Assurance 
I 

b. Disposition: Review files annually. Destroy obsole e 
and superseded materials and non-record materials . Do I 
not transfer to Federal Records Center. 

21 School of Nursing Records 

The SEH School of Nursing discontinued 
Files remaining contain school I.operations in 1952. 

records of _student nurses who attended the school during 
the period of its existance. Records maintained to 
facilitate provision of transcripts to former students, 
schools and employers. 

Record Location - Office of the Associate Director 
for Nursing. 

b. Retain for three years after last 
activity, then destraJ. 

Coordination Records 

These recor  document guidance and 
leadership in planning, developing and implementing the 

Four copies, including oriii;nal, to be submitted to the National Archives and Records Service GPO: 19t.i3---0-71 t-917 

22 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.8. DESCRIPTION OF ITEM 7. 
SAMPLE OR ACTION TAKEN {WITH INCLUSIVE DATES OR RETENTION PERIODS) ITEM NO. JOB NO. 

SEH service, training and research programs in the field 
of nursing. 

Record Location - Office of the Associate Director 
for Nursing 

23  

24 

1·1 !,',i

ten years old. 

SEH House Files 1)
a. 	 These files consist of historical I
copies of the SEH publication, the "Elizabethan" contain  
ing information and articles for and often by SEH j
patients and the Equal Employment Opportunity information 
circular titled "EEO Speaks". They include drafts, art i 

·-work and related materials. 	 iI 
Record Location - Immediate Office of the Superin 11' 
tendent, SEH. 

b. Disposition: The Office of the Record will transfer ! 

forward to Federal Records Center !
SEH Records Officer will offer to National Archives when 

complete sets to the Federal Records Center every five 
years ; to be destroyed when ten years old. 

SEH Staff Offices and Facilities - Destroy duplicates 
and reference copies not later than two years after 
superseded. Earlier disposal is authorized. 
send to the Federal Records Center. 

Do not 

Public Affairs Files 

a. These files document public affairs 
policies and related procedures of the Hospital. They 
include formal informational publications such as press 
releases, SEH press conference transcripts, official 
speeches and any indexes thereto. 

Record Location - Immediate Office of the Superin
tendent, SEH. 

b. Disposition: Permanent - The Office of Record will 
transfer one complete set of documents to the Federal 
Records Center when five years old. The SEH Records 
Officer will offer to the National Archives when fifteen 
years old. 

Foar copies, including original, to be submitted to the National Archives and Records Service GPO, 19bJ-0-711-9l7 



A W' ____ _ 

Organization Responsibility 

Description: 

Copy 
h 

Disposition : 

:::::e::c::::Y

C:::e: oject 

implemen-1 

Copy 

o1 

Administrative/Managerial 
Reports 

Description : 

. 1 .... 3.__ 

26 

27 

�,� a v 7if,  ,1;; · 11/i-A 

Pn•scrih1·1l by (frnnul 8crvice.i Ad111i11istration e Job No. Page
GSA Hi· . 3-IV-106

115-20'  of -33- pages 

REQUEST FOR AUTHORITY TO D ISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCR IPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE DAlES OR RETENTION PERIODS) 

SEH Staff Offices and Facilities - Destroy duplicate and 
reference files not more than two years after superseded 
Earlier disposal is authorized. Do not send to Federal 
Records Center. 

25 and Functional Files 

a. These files include documents which 
affect the authority, organization, and functions of 
Saint Elizabeths Hospital. Included are record sets of 

9. 10. 
SAMPLE OR ACTION TAKEN 

JOB NO. 

all organizational charts, functional statements, j
publications, proposed and approved organizational plansJ. 
c harts and organizational code systems and designations : 
and related materials. j

I

!Record Location - Program Planning and Analysis 
i
I 

· I -b. Permanent - The Office of Recor  will 
-

i 
transfer complete set  to the Federal Records Center ! 
whenever obsolete or superseded. The SEH Records Officer; 
will offer to National Archives no later than ten years j
after file cut-off date. I 

ISEH Staff Offices and Facilities - Destroy duplicate and! 
reference copies not later than two years after super-
seded. Earlier disposal is authorized. Do not send to 11 

Back-Up Files 

a. Description : Consisting of materials relating to SE,I 
in-house studies of operations and procedures, they 
document the source .of request for the report, its· scope! 
and accompiishment, survey plans and schedules, back-up I 
materials, comments, records of negotiation and 
tation and related materials. 

Record Location - Program Planning and Analysis 
Branch 

b. Disposition: Destroy five years after publication 
final reports upon which back-up files are based. 

Studies and Projects - Final 

a. · . These published and unpublished final 

Fom copies, including original, lo be submilled lo the National Archives and Records Service GPO, 1%3---0-711-917 



No. -----

Copy 

Disposition : 

Manuals, 

Copy 

Disposition : 

Office1 

senc 

Description : 

recommenda

Copy 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

28 

29 

8 .  DE..SCRIPTION O F  ITEM 
(WITH INCLUSIVE DAlES OR RETENTION PERIODS) 

reports document the SEH in-house programs of review of 
administrative operations and procedures, including 
studies, evaluations and recommendations for changes in 
methods of operation, proposals for organizational align 
ments and other similarly oriented documents. 

Record Location - Program Planning and Analysis 
Branch 

b. Permanent - The Office of Record will 
transfer to Fedr.ral Records Center when five years old. 
The SEH Records Officer will offer to the National 

I 
i 

Archives when fifteen years old. I 
SEH Staff Offices and Facilities - Destroy 
reference copies when no longer required. 
to Federal Records Center. 

! 
duplicate and! 
Do not send 

Administrative Issuances and Procedures Files·

a. Description : These files relate to historical 
records of the SEH Manual Issuance System. Included are 
record copies of administrative and procedural manuals 
and issuances. 

Record Location - Program Planning and Analysis 
Branch 

b. Permanent - The Office of Record will 
transfer complete sets to the Federal Records Center 
whenever obsolete or superseded. The SEH Records 
will offer to the National Archives no later than ten 
years after file cut-off date. 

SEH Staff Offices and Facilities - Destroy duplicates 
and reference copies not more than two years after 
superseded. Earlier disposal is authorized. Do not 
to Federal Records Center. 

Back-Up Files - Issuances and Procedures 

a. These files include materials accumu
lated in the process of preparing issuances and writing 
procedures. They incorporate correspondence, drafts, 
concurrences and comments of staff officials, 
tions for change, and related papers. 

Record Location - Program Planning and Analysis 
Branch 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

Fom copies, including original, to be aub..Uttecl to the National Archives ancl R corcls Service GPO: 1%3-0-711-917 



____ _ 

Disposition: 

Delegation Authority 

Description: 

Management 

Description: 

authorizatiors, 
retiremen1 

Copy 

Disposition: 

Management 

Description: 

' 	 NtnruJnrd Forn1 No. 11/i-A 
R1,vi<;1 ·;! Novemtw.r Et!'d 
Pr{'stri!H·d t1y (fr11nal Service  Afhninistration -.Job No. PagP __15._ 
USA J\<'g. 3-1 V-llJ(; 

lla-20'i 	 or _33_ pagcs 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. I 
I w.7. 	 8. DESCRIPTION OF ITEM 

SAMPLE OR ACT!O"l TAKEN ITEM NO. 	 (WITH INCLUSIVE DATES OR RETENTION PERIODS) 
JOU NO. 

b. Destroy two years after issuance is 

published or procedure placed in effect. 
 jSEH Staff Offices and Facilities - Destroy duplicate and
reference copies not more than two years after supersede . 

Earlier disposal is authorized. I 


30 	 of Records 

a. These delegations are received from the 

National Institute of Mental Health and are t:.e basis fo  

redelegation within SEH. They are published as SEH 
 IInstruction 6020.1 (Administrative Delegations) and SEH 

Instruction 1310.lA (Clinical Delegations). 
 I 
b. Disposition: Permanent - Program Planning and I 

Analysis Branch will include with other Administrative I 

i 

Manuals, when forwarded to the Federal Records Center. i. 

(See Item No. 28). ·-1

I 
SEH Staff Offices and Facilities - Destroy duplicate andi 

reference files not more than two years after supersededJ 

Earlier disposal is authorized. Do not send to Federal I 

Records Center. . 
 . 

31 Records 	 Files 

a. Records maintained and accumulated in 

developing and managing the SEH records management 

program. Includes policy and procedural materials, memo  

and documents related to the overall program. (Disposi

tion files, SF-135's, inventories, disposal 

schedules and revision of schedules for record 

are discussed in General Records Schedule No. 16). 


Record Locat.ion Business Management Branch -

b. 	 Destroy when superseded or obsolete. 

SEH Staff Offices and Facilities - Destroy duplicate and 

reference materials when superseded or obsolete. 


32 SEH Forms 	 Records 

a. These files document the SEH Forms 

Management program. Included are back-up materials 

justifying original preparation and subsequent changes. 

Also includes a cross referenced forms register (by 


Fou copies, i cluding original, to be submitted lo the National Archives ancl Record.s Service GPO : 1963-0-711-917 
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only 
permanently. 

Copy 

Disposition: 

Description: 

Copy 

Completed Survey 

Description: 

Copy report 

Disposition: recurring reports 

non-recurring 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

33 

34 

9. to.8. DESCRIPTION OF ITEM 
SAMPLE OR ACTION TAKEN (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

number and title). (Record sets of forms should be 
retained See General Records Schedule No. 
16) . 

Record Location - Program Planning and Analysis 
Section 

b. Destroy when superseded or obsolete. 

SEH Staff Offices and Facilities - Destroy stocks of 
superseded forms immediately upon receipt of revised 
forms. 

Clinical/Medical Studies and Projects - Final Reports 

a. These published and unpublished final 
repGrts document the in-house review of SEH programs of 
patient treatment and care and the procedures related to i 
those activities. Also includes final reports and ! 

_ 

-

studies of laboratory processes and procedures and of th  
results of treatment cf individual or groups of patients .i

! 
Record Location - Staff offices and facilities 
throughout SEH. 

b. Disposition: Permanent - Office of Record will 
forward to Federal Records Center five years after 
preparation. SEH Records Officer will offer to the 
National Archives when fifteen years old. 

SEH Staff Offices and Facilities - Destroy duplicates 
and reference copies when no longer required. Do not 
send to Federal Records Center. 

Forms 

a. These are forms utilized within SEH to 
collect and accumulate data as the basis for statistical 
studies and reports. They include survey forms for both 
recurring and non-recurring reports. 

Record Location - Office conducting survey or 

b. Survey forms, -
Retain until completion of the next subsequent report, 
then destroy. Survey forms, reports -
Destroy upon verification of transfer to machine-readable 
form; or upon completion of report. 

Foar copiea, including original, to be submitted to the Natiol\al Archlves and Records Service GPO: 196:1-0-711-917 



No. -----

Accounting Management 

Copy 

Disposition: 

Budget Preparation 

Description: 

Copy 

Disposition: 

Support 

Description: 

l'ltnmh n1 Fonn No. 115-A 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 

ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

35 Records 

a. Description: These records are supportive of the 
overall SEH finance and accounting program. Included 
are reports, documents, and administrative support files 
which were created to control the accounting process, 
report status of activities or accounts on an incremenal 
or periodic basis or to otherwise facilitate accomplish
ment of the program. Also included are correspondence, 
instructions and other information used to monitor the 

9. 10. 
SAMPLE OR ACHON TAKEN 

JOB NO. 

SEH accounting function. (Payroll, accountable officer'  
accounts, expenditure and cost accounting records, are I 
described in General Records Schedules ·2, 6, 7 ,  and 8 l 
respectively). j

i 
Record Location - Financial Management Branch j

!' 
b. Destroy final reports when three years! 
old. Other materials may be destroyed when superseded '·-

or obsolete. 

SEH Staff Offices and Facilities - Destroy when super
seded or obsolete. I

36 SER and Execution Records I a. These records document development and'
execution of the SEH Budget including input from the I 
various organizational segments constituting the hospita  
complex. They document steps a tually taken to evaluate  
consolidate and prepare a final budget for submission to' 
the next highest level within DHEW. Also includes 
correspondence with SEH components and higher authority, 
work pap·ers, and rough data. 

Record Location - Financial Management Branch 

b. Destroy five ye rs after close of 
fiscal year covered. 

SEH Staff Offices and Facilities - Destroy three years 
after close of fiscal year covered. 

Administrative Records 

a. These include files and documents 
prepared for convenience of reference, "housekeeping" 
records, administrative correspondence files, extra and 

Foar copies, inclacling original, lo be submitted lo the National Archives and Records Service GPO: 1%3-0-711-917 

37 
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Copy 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 

ITEM NO. 

7. 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

duplicate copies of forms, reading and chronological 
files, tickler files, follow-up copies, transmittal 
letters and memos and any other "non-record" materials. 
("Non-record" materials do not serve as the basis for 
official action). 

9. 10. 
SAMPLE OR ACTION TAKEN 

JOl:l NO. 

i 

Record Location - Staff offices and facilities I l 
l 

throughout SEH. Ib. Destroy when two years old or after . Iout-dated or superseded. Earlier disposal is authorized J 
Do not send to Federal Records Center. i I 

I ; 
I 

Control Files I 
I 
Ia. These records document criteria and ! 

!procedures for preparation of various reports required ! 
i 

for submission within SEH, to higher levels within the·- i · ! 
DHEW, to other Federal agencies, etc. They are wmally '. 
case files containing back-up materials related to indi-' i

! 
vidual reports or report series and are identified by ! 
control number or code. I 
Record Location - Staff offices and facilities 

throughout SEH. 
 I 
b. Destroy two years after report is 

continued. 


_ .
¥
Audio-visual Materials (Public Information 


Public Information ' 
prepared for or by SEH describing progfams andj

actlVi·1(ies which provide an overview of S aint-;/Elizabeths .Hospita (-not relating to individual patiehts). These 
include mofiOn films, tapes, sl'ides, chart model 
' 
and other used for present-ation to the public.

/ 

Record Office of the Superin-
tendent, SEIL 


b. of Records will 

transfer to the Federal Records Cente  when superseded 

or no longer udlized. The SEH RecordS°:.Officer will 

offer to th�National Archives ten years ofter receipt 
·Records Center. ,"''>..' ·,"· ·c .. 

Foar co:;>ies, iachacliag original, to be submitted to the National Archives and Records Service GPO: 190>-0-711-917 



Purpo s e s  On ly) 

Copy 

PAGE OF 
Request for Records Disposition Authority- Continuation 18 - a 

7. 8. DESCRI PTION OF ITEM 
(With Inclusive Dates or Retention Periods) ITEM NO. 

3 9  Au diov i su a l  Rec o r d s  ( Pu b lic Informat ion 

a .  D e s cr ipt ion : Pub l ic in f orma t ion aud iovisua l r e co r d s  
prepar ed for o r  by S EH d e s cr ib ing programs and a c t iv i t i e s  
whi ch providei a n  overv iew o f  S a int El izabeth Hosp ital 

(not rela t ing to in d iv idua l pat i en t s ) . The s e  include a 

d i s c r e t e  s er i e s  of mo t ion p icture f ilms , s l id e s , aud io 
tapes , v ideo t a p e s  , char t model s  , and o ther graphic 

mat erials u s ed for p r e s entat ion to t he pub l ic . Indiv idua 
aud iov isual s e r i e s  are ma intained in accordance with and 

c o n s i s t  of the record e lement s  s p e c if ied in Genera l Recor 
S chedul e  2 1 , Aud iov isual Record s .  

Record Locat ion - Immedia t e  Of f ic e o f  the Super int en 
d ent , S EIL 

b .  D i spo s i t ion : P ermanent - The Of f ic e  o f  Record will 
o f f  er to NARS t hrough the S ER r ec o r d s  o f f  ice when records 
are 10 year s o ld or when sup e r s eded or no longer u t i l i z e d  

9. 
SAM PLE OR 


JOB NO. 


10. 
ACTION TAKEN 

115-203 Four copies, lncludlrig orlglnal, to b e  submitted t o  the National Archives STANDARD FORM 1 1 5-A 
Revised July 1 974 
Prescribed by General Services 

Administration 
GPO : 1975 0 - 579-387 FPMR (41 CFR) 1 01 - 1 1 . 4 
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Films , Slides , 
Videotapes , etc. ; Clinically Oriented Only) 

Description: M  
_ covering 

Copy 

I 

Security 

Description: 

Copy 

Disposition: Pcr�aReae 

lat 77 
i:e NaMel'\al h·uhrn .JP..-  

Reports 

Description: 

Copy Security 

-Job No. 
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41 

42 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

9. !O.8. DESCRIPTION OF ITEM 
SAMPLE OR ACTION TAKEN (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

Audio-visual Materials (Motion Picture 

a. films, videotapes and 
other audio-visual medical, psychia
tric, bio-medical and related subjects . Used by SEH 
staff for SEH medical staff training, clinical support 
and patient treatment purposes. 

Record Location - SEH staff offices and facilities 

b. Disposition: Audio-visual cumenting i 
individual patient activity (e. g. , psychodrama videotape ) 
are retained for same periods as Medical and Correspon
dence Folders (See Items 52 and 53) . Others may be 
destroyed when superseded or no longer required for 
medical purposes. 

I -
Master Files 

·-

I 

jI a. Research and informational files by 
security-related subject such as bomb threat reports, 
civil defense plans, disturbance control, escapees, fire Ialarms and plans to eliminate or reduce each category of 1 . 
instance. Also includes manuals, plans, reports, and 
correspondence reflecting policy and direction of 
security programs throughout SEH. 

Record Location - SecuritJ'.:_ Section 

b. - Close file every three 
years. Office of Record will forward to Federal Records 
Center five years 

SEH Security Force 

a. These police reports and documents 
cover all phases of police activity within SEH . Primar
ily, they relate to actions taken by SEH police in 
response to complaints· or noti fication. All are in 
memorandum form and are maintained by year and month. 
They include various categories of offenses, criminal 
acts and activities such as robbery, murder, rape, theft 
reports of injury to persons, reports of traffic 
accidents, etc. (Case files are covered in General 
Records Schedule No . 18 ) .  

Record Location - Section 

1 

l'oar copies, i cluding original, to be submitted to the National Archiveil ancl Records Service GPO : 1963--0-71 1-917 
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Disposition: 

Reports 

Description: 

Copy 

Disposition: 

Description: 

Copy 

Disposition: 

Laundry 

Description: 

Copy 

Disposition: 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

4 3 

4 4  

45  

8 .  DESCRIPTION O F  ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

b. Des troy five years after most recent 
activity or when superseded or obsolete. 

SEH of Fires 

a. These reports, prepared by the SEH 
Fire Department, consist primarily of completed Forms 
HEW 516 , Accident Report. They may also contain state
ments from witnesses or victims detailing specific 
circumstances. Reports filed by year and month. 

Record Location - Firefighting Unit 

b. Destroy five years after most recent 
activity or when superseded or obsolete. 

War house Records 

a. The SEH warehouses are responsible for ; 
storage of food, clothing, drugs and medicine, furniture  
supplies, etc. Records include card files indicating i 
status of stocked items, filled requisitions, purchase I 
order awaiting delivery by vendors, computer reports Idescribing current inventory, out of stock items, items ! 
on order and related information. (Purchase Orders are 
covered by General Records Schedule No. 3) . 

Record Location - Property Section 

b. Inventory records should be destroyed I 
when updated or superseded. Copies of requisitions ! 
( filled ) should be destroyed when two years old. Compu
ter reports should be destroyed when superseded or 
obsolete. 

Records 

a. The SEH laundry provides laundry and 
dry cleaning services in support of patient-care facili
ties. Files include records of items received (laundry I 
bag weight ) ,  work counts by category of items pressed or 
dry cleaned, pressing production records and related 
information. 

Record Location - Laundry Section 

b. Retain for one year after processing 
date, then destroy. 

9. 10. 
SAMPLE OR ACTION TAKEN 

JOB NO. 

Foar copie•, iuclading original, lo be •abmitted lo the National Arellives a.nd Records Service GPO, 1903-0-71 1-917 

' 
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Copy 
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Copy 

Disposition: 

Support 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.8. DESCRIPTION OF ITEM 7. 	 SAMPLE OR ACTION TAKEN 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 JOB NO . ITEM NO. 

46 Bench Warrant File 

a .  Record of requests from SEH Director 
of Forensic Programs to the Superior Court of the 
District of Columbia re.questing issuance of bench 
warrants for the return of criminally insane SEH 
who have escaped or did not return from authorized leave 
or priviledge at the scheduled time. I IRecord Location - Forensic Division 	 I

I 
t 

b. Disposition: Destroy five years after patient is ! 
returned to custody of SEH . 

47 Unauthorized Leave File Ii I 
II
Ia .  - Memorandum records of patients on I 	 j 

unauthorized leave, i. e. ,  patients who did not return to i · ' Itheir ward or facility at scheduled time. File docu ! i 

ments Division of Sec rity record of missing paiients, 

their return to SEH, their discharge from SEH while in ' 


unauthorized leave status or other final disposition. iI

I 

Record Copy Location - Security Section i 
I 

b. Disposition: Destroy five years after final dispo Isition. 

48 	 Health Records 

Record of visits to SEH Occupational 
Health Center by SEH employees, including treatment •Iadministered. Also includes documentation of tuber ulo
sis testing and Federally provided immunization shots to 
employees . 

Record Location - SEH Employee Health Facility 

b. Retain for five years after employee 
leaves SEH, then destroy. 

49 SEH Industrial and Environmental Records 

a .  These records contain general informa
tion and materials created and maintained to support the 
in-house industrial and environmental programs at SEH. 
They include but are not limit_ed to records relating to 
maintenance of SEH physical facilities, housekeeping, 

Fou copies, including original, lo be submilled lo the National Archives and Records Service GPO, 1903-0-71.1-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

motor vehicle utilization files, guard and fireman 
rosters and duty schedules, routine inspection reports, 
records of production , mechanic and laborer duty 
schedules and reports, work and job orders and similar 
records. All are "non-record" materials. 

b. Disposition :  Office of primary responsibility shoul1 
destroy not later than one year after superseded or no 
longer needed for day-to-day operations or for reference . I 
Retain for minimum period consistent with specific need. I 
Do not send to Federal Records Center. I 

Fom eopies, inclading original, lo be 1111l>milled lo ll1e National Archives and Recorcb Serviee 
GPO, 1%3-0-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9 .7. 8. DESCRIPTION OF ITEM 
SAMPLE OR 

ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

PART II - PATIENT TREATMENT AND CARE 

These records are accumulated in Saint Elizabeths 
Hospital wards, treatment offices and clinics, rehabili
tation facilities, laboratories, therapy facilities and 
other related hospital components and document committ
ment, care, treatment and progress of individual 
while at the Hospital in a domiciled or outpatient statu,. 
They also relate to in-house training of professionals 
in the field of mental health, to the employment of 
consultants and to research projects and studies of SEH 
patients. · 

50 Committment Files (Admission Records) 1 
I 

a. Description : Located in the SEH Registrar's Office, 11 
rec.ords document process by which patients are legally 1 
admitted to SEH. Consist of admission applications and i 
related forms and legal (Court) papers substantiating ·- ! 
legality of admission action. ., , .  

Record Copy Location - SEH Registrar's Office 

b. Disposition : Office of Record will transfer to FRC 
five years after discharge death of patient. 
Destroy fifty years after death of patient   rI 

Patient File 

a. Description : Located at the Central Admission Suite 
Registrar ' s  Office, file consists of forms and documents ! 
describing reasons for non-admission of patients and 
subsequent disposition of cases, e. g. , SEH Form 582 , I 
Admission and Registration Record and SEH Form 666 , . I 
Admission Note - Patient's Medical Record. Identi'fies 
prospective patients by admission category, i. e. , Emer 11 
gency, Voluntary or Non-protesting. Back-up references 
of potential patients arriving at SEH voluntarily or I 
involuntarily. 

Record Copy Location - Central Admission Suite, 
Registrar ' s  Office. 

b .  Disposition : Every three years cull out and retain 
cases relating to patients admitted during the preceding 
three year period. Destroy balance. 

10. 
ACT ION TAKEN 

Fou copies, incladillg original, to be •abmitted to the National Jbchives and Records Service GPO o l!IH-0-711-917 
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52 Medical and Folders - Active 

a. These active folders relate to patient 
currently receiving treatment, either on a domiciliary 
or outpatient basis. They include records of individual 
patients and their activities during their hospital stay;  
personal and family history ; mental and physical condi
tion, examination history and results ; diagnoses ; 
therapies ; results ; ward and nurse notes ; related corres 
pondence ; correspondence regarding funds, property and 
legal matters ; Lotes regarding the patients ' general 
hospital experience and related indices. 

Record Copy Location - SEH Wards and Outpati nt Clinics 

b. Disposition: Transfer to the Division of Clinical 
Support, Medical Records Branch , fifteen days after last ! 
discharge or upon death of patient. The Medical RecorQ§ i -
Branch will retain the files for five years before i 
forwarding to FRC. (See Item No. 53 ) · j

53 Medical and Correspondence Folders - Inactive 

a. Description: These inactive folders, located in the 
ceritral files repository, Division of Clinical Support , 
Medical Records Branch, relate to discharged or deceased 
SEH patients. Folders are awaiting transfer to Federal 
Records Center or re dmission of former patients. They 
include records of individual patients and their acti

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

vities during their hospital stay;  personal and family 
history ; mental and physical condition, examination 
history and results ; laboratory reports ; diagnoses ; 
therapies ; ward and nurse notes ; related correspondence ; 
correspondence regarding funds, property and legal 
matters ; notes regarding the patient ' s  general hospital 
experience and related indices . Note: Active medical 
and correspondence folders of patients who have been 
domiciled or have been outpatients on a continuous basis 
since June 30 ,  1973 or earlier are also located in the 
Medical Records Branch. Effective July 1 ,  1973 , new and 
separate folders were prepared at wards and outpatient 
clinics for each of the above described patients. When 
t hese patients are discharged or die, the two folders 
are combined into one file which is disposed of as shown 

- Division of Clinical Support 

in Disposition, below. 

Record Copy Location 
Medical Records Branch 

Fo11Z copies, incl11cling original, to be S11bmitted to the National Archives ond Records Service GPO: 1963-0-71 1-917 
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9. 
SAMPLE OR 
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10. 
ACTION TAKEN 

b .  The Divi s ion of Clini cal Support will 
transfer to the FRC five years a er last dis charge or 
upon death of patient . 

1 .  Case files predating 1900 . PERMANENT . Offer to 
NARS immedi ately . 

2 .  Case files post dating 1899 . 

a .  PERMANENT . Case files for years ending in 
"O" and "5"  ( 1900 , 1905 , 19lli0 , 1915 , et c .  ) .  Samples to 
be s elected by NARS for cases which are 30 years old from 
the dat e of last dis charge or death of patient . 

b .  PERMANENT . Case files of patients of un
usual prominence or specidl interest for histori cal 
research . Cases to be selected by NARS and SER for 
cases whi ch are 30 years ola from the date of last di s
cha ge or death of pati ent . 

c .  Case files whi ch are NOT SELECTED by NARS 
under 2-a and 2-b above . Records are dispos able im
medi a ely atter NARS s ample i s  t aken , i f  they have been 
retained for 30 years following last dis charge or death 
of pati ent . 

1 1 5-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 1 1 5-A 
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ITEM NO. 

54 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

·b . - -Disposition: Division ·of Clinical .Support- -wi-±1. 

-trans f..er- -to the FRC· five year.s: :after · 1ast ·diseharge  
upon death of .patient. -Destroy when, thi-rty_. y-ea s, co.14.. 

SEH Facilities and Staff Offices - Destroy duplicate 
records when central files repository copy is forwarded 
to FRC. Earlier disposal is authorized. 

Medical-Surgical Support Records - Wards and Treatment 
Facilities 

a. Description: These records document provision of I 

9. 
SAMPLE O R  

JOU NO. 

10. 

ACTION TAKEN 

medical-surgical services and treatment to Hospital 
patients at wards and other patient treatment facilities J 
Included are records of anesthesiology , dental , nursing , ! 
outpatient , operating room , pathology ,  neurology,  labora  
tory , ophthalmology , radiology ,  pharmacy , psychological , !  
psychiatric ,  rehabilitative , and related services and : 
treatments , plus ward-originated records of administra..: - l 
ti on of patient and staff activities . j 
Record Copy Location - SEH Wards and Treatment FacilitieJ 
b. Disposition: 

1 .  Original medical-surgical records should be incor
porated in individual patient'  s Medical/Correspondence i 
folders. (See Items No. 52 and 53). 

·2 . Duplicate medical-surgical ·records which are atypica 
or otherwise considered as special specimen cases or hel 
for use in teaching or orientation programs may be 
retained for research or institutional use . 

3 . Other duplicates , general internal correspondence , 

I
. 

tickler files , reading files , control files , informa
tional materials ,· etc. , should be destroyed when 
are discharged or when materials are superseded, 
or no longer needed. Do not forward to Federal Records 
Center. 

Forensic Investigation File 

a. Description: Files contain investigatory and 
enforcement reports of local law enforcement agencies as 
related to allegedly committed crimes of patients of 
the Forensic Division of SEH .  These patients have all 
been indicted by the Superior Court of the District of 
Columbia , the U. S. District Court for the District of 

Fou copiea, iachading original, to be a11bmitted lo the National Archives and Records Service 
GPO : 1963--0-7 1  1-917 
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Columbia and/or by other jurisdictions . (These. folders 
are not merged with the Medical/Correspondence File 
described at Item No. 53)  . 

Record Copy Location - Forensic Division 

b. Disposition: Office of Record will retain for five 
years, then forward to the Federal Records Center. 
Destroy when thirty years old. 

56 Patient Rehabilitation T herapy Files 

a. Patient rehabilitation therapy files 
relate to the activities and progress of patients 
enrolled in the various programs at SEH . Included are 
attendence records, referrals from clinical teams and 
other working papers, plus a record of attendence of 
patients employed at various SEH facilities as part of 
the rehabilitation therapy program. Also included are ·-
records of speech pathology and audiology program
actions, volunteer ser·vices records , psychodrama files 
and records maintained by chaplains. Occupational 
therapy files describe industrial therapy. Recreational 
therapy refers to music, arts, sports, social events, 
etc. These groups are centrally administered by the 
Rehabilitation Branch. Additional programs of clinical 
occupational therapy are administered at individual 
clinical divisions. 

Record Copy Location - Divisio " of Clinical Support 

b. Disposition: Destroy three years after death or 
last discharge of patient. 

57 Psychological Case Files 

a. Description: Case histories of patients given 
psychological examinations at SEH . They include raw 
data, test and screening evaluations and synopses of 
specific tests and treatment. Includes both domiciled 
and outpatients . ( These files are not merged with the 
Medical/Correspondence File described at Item No. 53)  . 

Record Copy Location - Wards and treatment facilities 
throughout SEH. 

b .  Disposition: Office of Record will send to Federal 
Records Center five years after last discharge or death 
of patient. Destroy when thirty years old . 

9. 10. 
SAMPLE OR ACTION TAKEN 

JOB NO. 

' 


Foar copies, including original, to be submitted to the National Archives and Records Service GPO , 1963-0-71 1 -917 
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58 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Social Service Patient Case Files 

a .  Description : Records patients social history, 
contacts among social workers, patients, and other l 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

parties, evaluations, actions taken, documents participa
tion in therapy groups, etc . Note : These files are 
duplicative of materials contained in patients' Medical/ 
Correspondence Folder. (See Item No . 53) . 

Record Copy Location - Wards and treatment facilities 
throughout SEH . 

b .  Disposition : Retain for five years after death or 
last discharge of patient, then destroy . 

Citizen Board Files 

a. Description : These records document the program of ' 
provision of mental health services by SEH to the Area ·- ! 
"D" Community Mental Health Center . (Area "D" includes I 
the area of the District of Columbia south of East ! 
Capitol Street and south and east of the Anacostia and I
Potomac Rivers . Community Mental Health Centers for all ! 
other parts of the District of Columbia, (A eas A, B, I 
and C ) ,  are operated by the D . C .  Government) . Records 
include minutes of citizens association and board 
meetings, election proceedings and results, membership 
and fund raising data, incorporation papers, by-laws and 
related materials . 

Record Copy Location - Community Mental Health Center 

b .  Disposition : Office of Record will send to Federal 
Records Center when five years old . Destory when 
years old . 

60 Mental Health Trainee Files (SEH In-House ) 

a. Description : These files document in-house training 
or residency of professionals in the field of mental 
health. Trainees are non-patients in both medical and 
non-medical disciplines, and in most cases receive a 
stipend . Included are students, residents, and interns 
receiving training or instruction at SEH . Typical 
categories of training or residency are psychiatry, 
group training, clinical psychology, psychodrama, 
chaplaincy, dance therapy, occupational and recreational 
therapy, nurse education, social services and volunteer 
service coordination . Files include prior educational 

Fou copies, clacling original, to be submitted lo the National Archives and Records Service GPO, 1963-0-71 1-917 
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ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIOOS) 

and employment history of each participant, his training 
program, classroom schedules, documentation of accom
plishments at SEH and related information . 

Record Copy Location - Overholser Division 

b. Disposition : Office of Record will forward to the 
Federal Records Center five years after completion of 
residency or training. Destroy when twenty years old .  

Consultant Empl0yment Files 

a. Description : These files document prior employment, 
education and work history of consultants employed at 
SEH part or full time. Includes records of active days 
or periods employed, scheduled employment periods, 
earnings and related materials. 

9. 10. 
SAMPLE OR ACTION TAKEN 

JOB NO. 

I ! -·- ,
Record Copy - SEH Procurement Section 

b. Disposition : Office of Record will retain for five I 
years after last employment, then forward to the Federal j
Records Center. Destroy when thirty years old. 

Research Studies and 

a. Description : Research and evaluation projects and 
studies of SEH program activities ; study reports on SEH 
patients, their treatment and s_ rvices, research studies 
on children, alcoholic, community services, outreach, 
therapeutic programs and services, consultation and 
education, in-service training . 

Record Copy Location - Staff offices throughout SEH. 

b. Permanent - Retain five years, then 
forward to Federal Records Center . SEH Records Officer 
will offer to National Archives when twenty-five years 
old. 

Foar copies, inclacliug original, to be submitted to the NationalJbchives and Records Service GPO : 1963-0-71 1-917 
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PART III - AUTOMATIC DATA PROCESSING 

These records are produced by the Division of Clinical 
Support, Biometrics Branch, and include reports, listings , 
master files, tapes, cards and associated products 
generated by or derived from computer records. Since 
the Biometrics Branch is the on-site data processing 
support facility for Saint Elizabeths Hospital, subject 
matter pertains to the areas of Administrative Management 
and Support and Patient Treatment and Care, ( Parts I and 
II respectively, of this schedule) . 

63 Master Patient File 

a. Description: The system was begun in 1968 and now 
contains some 360 , 000 records on two reels of tape. 
Ther..e is one record for each inpatient admission at Saint i 
Elizabeths Hospital. Data includes name, hospital Inumber, legal category, referral sauce, date of birth, ·- i 
sex, race, religion, medical insurance data, admission 1 
date, number of previous stays, diagnosis ( psychological I 
and physical) and separation data. The file is used in j
the preparation of a daily census report, monthly board ' bill, monthly statistical summary, quarterly Medicare 
bill, and annual statistical report. In addition, lists 
of patients are generated to answer special requests . 

Record Copy Location - Biometrics Branch 

b. Disposition : Destroy when superseded or no longer
required for record purposes. 

SEH Staff Offices and Facilities - Destroy duplicates 
and reference copies not later than two years after 
superseded. Earlier disposal is authorized. Do not 
send to the Federal Records Center. 

64 Patient Population Statistical Reports 

a. Description : These reports are prepared at SEH by 
use of in-house computer and contain statistical synopses
of demographic data relating to patient population of 
SEH. Reports are prepared daily, monthly, and yearly 
and are distributed throughout SEH facilities and staff 
offices. 

Record Location - Biometrics Branch 

b.  
Fou copie•, ioclacling original, to be •ahmittecl lo the National Archive• a1tcl Recorcls Service 

10. 
ACTION TAKEN 

GPO : 19f>3-0-71 1 -917 
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65 

66 

1 .  Bound copy yearly report - Permanent - Office of 
Record will transfer to Federal Records Center five 
years after date of last report . SEH Records Officer 
will offer to National Archives when ten years old . 

2. Computer Processing Cards - Destroy when superseded -
( See General Records Schedule No . 20 - "Data Automation 
Program Records"). 

3 . All others - ( Forms and other source documents) -
Destroy when superseded, discontinued or no longer 
needed . 

Facilities System 

a .  Description: Contains profiles of foster care homes 
and 11ursing homes and includes data on type of facility , 11 
capacity and licensing information . Data maintained on 
punch cards . 

... . 

Record Location - Biometrics Branch 

b. Disposition: Destroy when superseded or no longer 
required for record purposes . 

SEH Staff Offices and Facilities - Destroy duplicate and 
reference files not more than two years after superseded . 
Earlier disposal is authorized . Do not send to Federal 
Records Center . 

Area D Community Mental Health Clinic Files 

· a. Description: Files contain data derived from the 
Master Patient file plus additional data on the condition 
of the patient upon discharge . Tapes are maintained by 
Saint Elizabeths Hospital and output is given to Area D 
health teams to aid them in caring for outpatients . 
Disposition .  

Record Location - Biometrics Branch 

b. Destroy when superseded or no longer 
required for record purposes . 

SEH Staff Offices and Facilities - Destroy duplicates 
and reference copies not later than two years after 
superseded . Earlier disposal is author zed . Do not 
send to the Federal Records Center . 

Foar copiu, iaclacling original, to be eubmitted to the National Archives cand Records Service GPO: 1963--0-71 1 - 9 1 7  



Revised 
Preicrihi  No. -----

Syste  

Description : 

_. 

Pagc _3_l __ 

of ..3.L pagcs 
Novcm!Jer 1951 

a .  

69 

Standard Form No. 115-A - Jobby 01:11hal Servicc3 Administration 
OSA Reg. 3-IV-106 

116-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.8. DESCRIPTION OF ITEM 7. SAMPLE OR ACTION TAKEN {WITH INCLUSIVE DATES OR RETENTION PERIODS) ITEM NO. JOB NO. 

67 Drug Sensitivity Files 

a. Description : This system measures the effectiveness 

of certain antibiotics on cultures taken from patient 

tissues. Data includes the antibiotic used , site of 

infection, type of disease causing organism , whether 

strain was sensitive or resistant to the antibiotic. 

Reports are generated annually and semi-annually. 


Record Copy Location - Blackburn Laboratory 

b. Disposition : Destroy when supersed.ed or no longer 

required for record purposes. 


SEH Staff Offices and Facilities - Destroy duplicates 
and reference copies not later than two years after 
superseded. Earlier disposal is authorized. Do not 
sent to the Federal Records Center. 

·-- -

68 Autopsy System 

Description : System is part of a research project 
to study autopsy results. Punch cards. Data consists 
of diagnosis and autopsy information . 

Record Copy Location - Biometrics Branch 

b. Disposition : Destroy when superseded or no longer 
required for record purposes. 

SEH Staff Offices and Facilities - Destroy duplicate 
and reference files not more than two years after 
superseded. Earlier disposal is authorized. Do not 
send to Federal Records Center. 

Manpower Data 

a. Data includes employee name , title , 
position, occupational series , annual salary , sex , 
birthdate, and status opposition. File is maintained 
at DHEW level. Saint Elizabeths Hospital submits input 
into the system and receives tape extracts and reports 
upon request. 

Record Copy Location - Parklawn Computer Center 

b. Disposition:  · Destroy extract tapes and reports when 
superseded or no longer required for record purposes. 

Foar copies, including original, to b e  anbrnitted lo the Notional Archives and Records Service GPO: 196:1-0-71 1-917 
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SEH Staff Offices and Facilities - Destroy duplicate and 
reference files not more than two years after superseded 
Earlier disposal is authorized . Do not send to Federal 
Records Center . 

Stock Inventory System 

a. Description: System contains data on requisitions, 

receipts, issues and stock on hand . (To be replaced by 

the Finance Property Procurement Section - See Item No . 

71 below) 


Record Copy Location - Office of the Associate Superin- I 

tendent for Administration 


b .  Disposition : Destroy when superseded or no longer 

reqttired for record purposes . 
 I 

i -
SEH Staff Offices and Facilities - Destroy duplicate ana j
reference files not more than two years after superseded .i 
Earlier disposal is authorized. Do not send to Federal i 
Records Center . 

71 Finance Property Procurement System 

a. This new system will include 3 master 
files : A Master Inventory List containing stock on hand , 
stock issued, and reorder points ; Total Cost Distribu
tion for Hospital File containing purchase and personal 
data by week for each component- · of the hospital ; and 
Vendor File containing a list of people that Saint 
Elizabeths has done business with . Data will be stored 
on disks . 

Record Copy Location - Office of the Associate Superin
tendent for Administration 

b. Disposition : Destroy when superseded or no longer 
required for record purposes . 

SEH Staff Offices and Facilities - Destroy duplicate and 
reference files not more than two years after superseded . 
Earlier disposal is authorized . Do not send to Federal 
Records Center . 

72 One-Time and Requests 

a. These are files, surveys, reports, etc. , 

Fo- copies, i"clcding original, to be submitted to the National lbchivea and Records Service GPO : 196'1-0-7 1 1 -917 
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which are prepared by inclusion of data extract d from 

the Master Patient File (See Item 63 ) .  


Record Copy Location - Biometrics Branch 

b. Disposition: Destroy when superseded or no longer 

required for record purposes. 


SEH Staff Offices and Facilities - Destroy duplicates 

reference copies not later than two years after super

seded. Earlier disposal is authorized. Do not send to 

the Federal Records Center. 


73 Records Or Files Not Described In Part III , Automatic 
Data Ia. , Description: Self-explanatory 

b. Disposition: Contact SEH Records Officer for 1 
instructions on proper disposition . 

·-
I 

NOTE : There is a high probability that the MSIS Patient I 
File will be declared archival by NARS once it is 
in operation. Therefore , SER should send a 
detailed description of this file accomrenied 
by relevant documentation on a separate SF-115 
at the appropriate time . 

/ 

Fo- copies, inch•cling origin.al, to be submitted to the Nationa.I Archives and Records Service GPO: 1903-0-711-917 

http:origin.al
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Loui s S .  Mar c el 
Records Management Offi c er , Saint El i zabeths Hospital 

Mar shall Fit z ,  M .  D .  () 
A c t i ng A s s o c i at e  Super i nt endent for Admini strat ion , 

S i nt Eli z ab eths Ho spi tal 

E Offi c er , NIMH 

Records Offi c er ,  ADAMHA 
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