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ASENCY

O VI BION

ltem
Ne.

Description

Retention

1

HISTORY CARDS:

Maintained for each licensee. Shows nameg
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 and standing
(wvhether 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:

Sahoivie Appmved by Doporment,
Agenoy, or Division Ropresentetive

Folders established for all registrants
that contain request and renewal applica-

tions, registration certificates, examinaq

tion applications, examination score
sheets, examination fee receipts, student
record cards, monthly student hours repor
license copies and miscellaneous correspor
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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INSTRUCT 1GNNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥ OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENT ION SCHEDULE
(DGS_350-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 273

AGENCY RECORDS INVENTORY

Pace _1 ofF _1

1. "ARTMENT / AGENCY
Department of Licensing and
Regulations

JESSUP, MARYLAND 20794

2. DIVISION
State Board of Cosmetologists

3. WNIT

CEFINITION-RECORD SERIES-? @ROUF OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

REFERENCE AS RELL AS RETENTION AND DISPOS

History Cards

AND USED AS A UNIT FOR
ITION PURPOSES
5. EARLIEST YEAR/LATEST YEAR

or operator).

IN THE SERIES.

PRl Te 05

BR -
§. RECORD SERIES DESCRIPTION ( IXrFLY DESCRIBE THE TYPES OF INFORMATION/DOCUEENTS/FORMB FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE BEP.'IES)

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

7. RECORD SERIES FORMAT(S)

D LETTER S1ZE O MlcéorxLM

a S1ZE 0O COMFUTER TAPE
0O pounp POOK 0O FLOPPY DISK
0O Auplo TAPE 0O VIDEO TAPE

B/BTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
¥ ALPHAEETICAL

-0 NUMERICAL

O cHRONOLOGICAL,

U GEOGRAPHICAL

O OTHER(SPECIFY)

TR A

9. VOLUME

B FILE DRA¥ER(S)

O MICROFILM REEL(S)
U COMPUTER TAPE(S)
NUMBER E’E&HER(gPEClFY)
4’/5‘

10. ANNUAL ACCUMULAT ION
My, T DRAWER(S)
0 MICROFILM REEL({S)

4x5 card RuMseR O COMPUTER TAPE(S)
0 OTHER{SPECIEY' )
1. giLE 1S UsED '2. FILE BECOMES INACTIVE AFTER
0 pailLy O WEEKLY B8 MONTHLY

. -
VD MONTH(ZZ YEAR(S)

BREIEFLY AND DESCRIBE ANY HAHDBARE/SOFTWARE)

a] Ygs D Nno CIEk%}y{Lc/i1¢22k4adL/. -

RECCOMMENDED RET}

13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
ggitg Boardlof1Cosmetologlsts t1r vEs, sPeciFY reENCY OR orrice )it forf,
St. Paul Place B YES O NO Yoyt jlrR 22050l Zecone
Baltimore, Md. 21202 Aept g tr
15. ACCESS RESTRICTIONS O YEs E/;o 15§. AUDIT REGUIREMENTS
(tr ves, ciTE LA®R{8]) & rREGULATION(S] a//
NONE U STATE O FEDERAL 0O INDEPENDENT
» B i
s, ST ¥ 1155
17. 1S AN INDEX SYSTEM USED1 ED: " o JOP N4 Xty
{1 yEs.EXPLAIN quuﬁgixkiszll)A

Permanently. Transfer periodically to

A Hon

the State Archivds. ' {
‘ : vn: THEAS D f‘“‘h. j"‘i};ﬁ‘é»"g
| oA MR
19. NAME TITLE OF _ PAﬁER 20, TELEPHONE. NUMEER 21. DATE
> o 333-6320 10-11-91




