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HISTORY CARDS;

Maintained for each licensee. Shows names- — — w . u u w w a ilia

addresses, schools, registration dates,
dates and types of examination, examina-
tion dates and grades, license renewal
dates, license numbers issued, special
notations, credit hours accumulated and
earned in schools, Board examination
scores, application dates a-nd standing
(whether an apprentice or operator).

INSPECTION REPORTS;

Monthly reports maintained for each
licensed beauty shop and school showing
names and addresses of owners, license
numbers issued and names of inspectors.

REGISTRATION FILE;

Folders established for all registrants
that contain request and renewal applica-
tions, registration certificates, examina
tion applications, examination score
sheets, examination fee receipts, student
record cards, monthly student hours repori
license copies and miscellaneous correspoi
dence with the Board and licensees.

, Retain Permanently.
Transfer periodically
to the State Archives.

Retain for five (5)
years, then destroy.

Retain for fifteen
(15) years, then destroy.
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1 NSTRVCTIQNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
[DGS 3 5 0 - I J

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 5 WATERLOO ROAD
P . O . BOX 27S

JESSUP, MARYLAND 2 0 7 94

AGENCY RECORDS INVENTORY

PACE 1 OF 1

'ARTMENT/AGENCY
Department of Licensing and
Regulati ons

2. DIVISION

State Board of Cosmetologists
3. UNIT

DEFINITION-RECORD SERIES-A OROUI* O|r RELATED RECORDS NORMALLV . FI LED AND USED AS A UNIT FOR
REFERENCE AS KEU. A9 RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE
History Cards

. I T ' '" ~ U
6. RECORD SERIES DESCRIPTION fBRIS:'ri-Y DESCRIBE THE TYPES OF INFORMATION/OOCUNENTS/FORKS POUND

IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION Or THE SEFTIES]

Maintained for each licensee. Shows names, addresses, schools, registration dates,
dates and types of examination, examination dates and grades, license renewal dates,
license numbers issued, special notations, credit hours accumulated and earned in
schools, Board examination scores, application dates and standing (whether an apprentice
or operator).

7.

•

Q

D

U

RECORD SERIES FORMAT{S)

LETTER SITE O MICROFILM

^fetAL SIZE D COMPUTER TAPE

BOCTUD BOOK D FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

BOTHER ( SPEC IFY)

11

13

15

17.

4xS r.aj'd.

8. RECORD SERIES SEQUENCE

S ALPHABETICAL

D NUMERICAL

D CHRONOLOGICAL.

D GEOGRAPHICAL

D OTHER(SPECIFY]

' FILE IS USED

E DAILY D WEEKLY H MONTHLY

. CURRENT LOCATION(S) ( BLDG..FLOOR.ROOM)
State Board of Cosmetologists
501 St. Paul Place
Baltimore. Md. 21202

ACCESS RESTRICTIONS a YES B'NO
(IF YES, CITE LAB(S) & REGULATIONS)

IS AN INDEX SYSTEM USED7 {IF YES.EXPLAIN
BRIEFLY AND DESCRIBE: ANY KARDBARE./ SOFTWARE )

D YES • NO OjA-/LSiis<^f~CC<L<jtdL>>

•

9. HfiM^Af^ TITLE OF^REPARER

12.

14 .

16.

18.

9. VOLUME

S FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

NU«BEft fi^THERlSPECIFY)

I 0. ANNUAL ACCUMULATION

d MICROFILM REEL(S)

O QTHFRfiPFrirVl

FILE BECOMES INACTIVE AFTER

NUMBER fljU'hjLA.JL' .A Jcl'Cits^^l-JLS/LJ'&edd-^'

IS RECORD SERIES DUPLICATED ELSEWHERE7

fclF YES. SPECIFY /.OENXY OR OFF 1CE ̂ dh^fO^,
» YES • N O JJ-iftfjLr'^' <&?r>v<~Z£L y^c^x^c^

AUDIT REQUIREMENTS

HNONE n STATE D FEDERAL n INDEPENDENT

RECOMMENDED RETHNTI Off* 3 " " " I

1 1

Permanently. Trartsfer periodically to }
the State Archives. ; " |

2 0 . TELEPHONE NUMBER

333-6320
21. DATE

10-11-91


