
IV. RECORDS RETENTION SCHEDULE }

BOARD OF BARBER EXAMINERS

.DEPARTMENT OF LICENSING AND REGULATION

Schedule No. 612-15

This Schedule Lists Only Those Records
Created and Used by the

Board of Barber Examiners

j^^A- (ca-u-



FORM RM- 1
REV. 2/75

DEPARTMENT Or GENERAL SERVICES
Records Manogement Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO. ^

612-15

PAGE
NO. 1 o f 2

DEPARTMENT OF LICENSING AND REGULATION Board of Barber Examiners

AGENCY

Item
No. Description Retention

MASTER BARBER CARD FILE:

5" x 7" alphabetical cards containing the name, address
and registration number of each master barber. Since
the license numbers are restarted annually, columns are
provided for each year's license number as well as the
year and date paid.

JOURNEYMAN CARD FILE:

Retain permanently.

T

3" x 5" alphabetical cards containing the same classes
of information as the Master Barber Card File. ' . :

SHOP CARD FILE:

Retain permanently.

3" x 5" cards arranged alphabetically by shop name list-
ing the shop trade name, address, telephone number and
shop registration number. Columns are provided for
year due, date paid, amount paid and license number.

APPLICATION FILE:

Retain permanently.

Folders are established for each applicant and arranged
by registration number. A representative folder
contains:

a. Applications for Registration

b. Delinquent Renewal Notices

Retain five (5) years after
last renewal, then destroy.
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c. Notices of Test Results

d. Written Examinations

e. Cash Receipts .

f. Correspondence

g. Copies of Diplomas

h. Test Notification Sheets

These folders indexed by a 3" x 5" alphabetical card
file.

SHOP REGISTRATION FILE:

Folders established for all barbering establishments
arranged chronologically by registration number.
Included in these folders are applications for license
renewals, inspection reports, and correspondence.

Retain five (5) years after
last renewal, then destroy.


