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DEPARTMENT OF GENERAL SERVICES

Records Monag«m»nt Divttlon

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

1482
PACE
NO. 1 Of 2

C)£P/}tfTnt?/vT OF fiMLTN i}W tl^mi/j-/L:,/Bfjb
Ol VI tlt»<

Item

No. Dosrriplion Retention

1.

2.

#„

Supersedes Schedule #463, 464 & 684

MINUTES OF THE BOARD

Contains minutes of Board meetings covering official
acts of the Board with respect to policy, admini-
strative operations, procedures and disciplinary
actions. Minutes are arranged chronologically in
Minute Books.

GENERAL CORRESPONDENCE FILES

Correspondence with individuals, institutions,
associations and organizations relating to the
business of the Board. Records are arranged alpha-
betically by subject.

EXAMINATIONS

A. Northeast Regional Board of Dental Examiners'
results are arranged.alphabetically in binders.

B. Dental Assisting National Board examination
results for Radiation Health and Safety and
Expanded Intra-Oral Functions.

C. Joint Commission on National Dental Examiners'
examination results. Arranged alphabetically on
score cards.

D. Bench Test and Maryland Only examination results,
arranged chronologically in file folders.

*Transfer periodically to the Maryland State Archive:

Retain permanently. "•

Retain for three (3) years,
then destroy.

Retain permanently.i

Retain permanently.1

Retain one (1) year after
results are issued, then
destroy.

Retain one.(1) year after
results are issued, then
destroy.

ScH*<klt« Approved by D«portm*nl,
Agtncy, or Dlvlalon Ripr»»»nla!tv«

4H
M3nl» Ti l l *

Schtdul* Authorliad lr/
Hall ol R««^J Commlnlon

Dot* Slat* Afchlvlil

Sheldon Silverman, D.D.S.,Secretary-Treasurer , ; _r,.

'Typed Name and Title . Typed Name and Title



DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHECTl

SCHIDUU
No- 1482 i;

fACE
MO. 2 of 2

ML Description Retention

4.

t

7.

•

LICENSE STUBS

License stubs contain certificate numbers, names and
addresses of licensees, dates, colleges and remarks.
Seven (7) license stub groups include: (1) Dental License,
(2) Dental Hygiene License, (3) Dental Teacher's License,
(4) General Anesthesia Administration Permit, (5) General
Anesthesia Facility Permit, (6) Parenteral Sedation
Administration Permit, and (7) Parenteral Sedation Facility
Permit.

LICENSURE .

A. Licensure file contains all credentials necessary to
prove education, proof of passing National Board
examinations, information pertaining to licensure in
other states, and any other pertinent information.

B. Licensure registration book contains names and
addresses, license numbers, dates of licensure, schools
attended, and graduation dates of all licensed dentists
and dental hygienists.

C. Applications for licensure (incomplete or denied)

DISCIPLINARY ACTIVITY

A. Final Dispositions/Orders

B. Cases closed with informal action.

C. Cases closed or dismissed without action.

ACCOUNTING RECORDS

A. ' Audit Reports

B. Cash receipts ledgers, per diem and expense sheets,
invoices, deposit slips, Board members' contracts,
budgets, and renewal application forms.

*Transfer periodically to the Maryland State Archives. ,

Retain for three (3) years
or until audited, whichever
is later, then destroy.

Retain for five (5) years,
then microfiche, store for
twenty (20) years, then
destroy.

Retain permanently?

Retain for two (2) years
after the last activity,
then destroy.

Retain files on-site for
three (3) years, store for
seven (7) years, then destroy.
Final Orders are to be
retained permanently.*

Retain on-site for three (3)
years, store for seven (7)
years, then destroy.

Retain on-site for three (3)
years, store for seven (7)
years, then destroy.

Retain permanently. *

Retain for three (3) years
or until audited, whichever
is later, then destroy.



ipSTfVUCTlCNS--TYPE OR PRINT A
FfPARATC FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

| WITH RECORDS RETENTION SCHEDULE
flfecs ISO-! )

t . DEFARIHENT/ACENCY

D///Ttf

DEPARTMENT OF CORRAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX*27S

JESSUP, MARYLAND 20794

*. DIVISION fib STrt-VP

AGENCY RECORDS INVENTORY

PACE , / OF y

3. UNIT

DEFINIT CN-RECORO SERIES-* ° " O U I > °* Htlt^rmO » « « « » • NORMALLY P I U » AND U 8 » AS A UNIT FO«
RKrcneNcc AS M L O . A « R K T K N T I O N AND D i n r o s i T i c N P U R M S M

4 . RECORD SERIES TITLE V. EARLIEST YEAR/LATEST YEAR
TO ?9<^-

%. RECORD SERIES DESCRIPTION (•"»«|r|-r "•">!»« THK TYPE* or INPORUATION/DOCUHKNTS/POim* POUNO

•1(1 THE SERIES. . IHCLUOK THK PUItPOBC OR FUNCTION OT THK SBiriKS)

{Mis jtna^f^ •

7. RECORD SERIES FORMAT(S]

^iTcTTER SIZE O MICROFILM

LKGAL SIaX • COMPUTER TAPE

BOtHO BOOK Q FLOPPY DISK

• AUDIO TAPE 0 VIDEO TAPE

Q OTHER(SPECIFY)

«> RECORD SERIES SEQUENCE

• ALPHABETICAL

Q NUMERICAL

^HRONOLOOICAU

0 GEOGRAPHICAL

O OTHER(SPECIFY)

• . VOLUME

\/rf l L K D R A W C R I S ) ^ ^ ^ ^
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

Hwm** O OTHER( SPECIFY I

1 0 . ANNUAL ACCUMULATION

/ » F I L E DRAWER(S)^> 2 ^ ,
I//L Q UICROFILM REEL(S) ,
fiGHSSir a COMPUTER TA«(SJ !

O OTUTDl<;prrt
1 1 * TUX IS USED /&$> 0F7&-1/ tf-S //6-CPSS/ftey'

Q DAILY Q WEEKLY O MONTHLY
' * • FILE DSCOKES INACTIVE AFTER

l>. CUURENT LOCATION(S) (OLDG..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7

til* YK», •PrciFY AOSNCY ON OFFICg)

a YES krno
II. ACCESS RESTRICTIONS W YES <^*O
, ( IP VKH, CITK LAB(B) * RBOULATION(•) •

A/erfi r / ten/yd/

l«. AUDIT REOJJIRCMKNT8

O NONE A^STATE O FEDERAL H INDEPENDENT

17. IS AN INDEX SYSTEM USED* (|p Vss.KXPLAIN
•niKFLV AKD OKICRIBK ANY MAnDaARK/sOFTWAMK) IS. RECOMMENDED RETENTION

a YESES W NO

Transfer periodically to the Maryland State
Archives.

I • . NAIHC AND TITLE OP PREPAFCn 20. TELEPHONE NUMBER

~76¥--<f7j0
DCS SSO-4 (REVISED Z /S7) 7

2 1 . DATE,

/z //r/fi-

1



JNSTT.VCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED KECORO SERIES. rORWARD -f

J/&H RECORDS RETENTION SCHEDULE
^ P L s » i o - i )

| J. DEFARrMENT/ACENCY

DEPARTMENT OF CEMERAL ' SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX*27S

JES6UP, MARYLAND 20794

1.DIVISION fiP bT&T<T

AGENCY RECORDS INVENTORY

O
PAGE ^"i OF

a. UNIT

DETINlTiON-RECORD SERIES A OROUP Of RJXLATED nCCORDa NOHMUV PILED AND USIO AS A UNIT FOR
WKFcnewcK A« WELL A« RETENTION AHD Pigryg . tT tP^ r " " 1 * 0 3 " '—

RECORD SERIES TITLE V. EARLIEST YEAR/LATEST YEAR

! • . MGCRD SEB.ES DESCH1PT1ON ( • " « « « • » " " ' « ™ « TYPE. Or ,H««4ATIOH/DOCU«HT. / « 'On« . POOHD
•Itl THE SERIES. . INCLUDK THIC PURPOSE OR FUNCTION OP THK BBITIKS)

a.kcTMFMT fa*'"- &"*> ̂  PkA7"L to""'*.*"'* KW-TS

/

7. RECORD SEHieS rORMAT(S)

p\ IVLCTTER SIZE o MicnoriLM

^^JCOAI. S I I E 13 COMJFUTER TAPE

0 BOINO BOOK 0 FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

ANOTHER(SPECIFY)

6> RECORO SCRIES SCQUENCC

fc^ALPHAHCTICAL

a MUMCRICAL

O CWONOLOOICJU.

a GEOGRAPHICAL

n OTHER ( SPEC imr)

11 • TUX is USED # S QF76M fl$ k'SC<F>'>#/Z<S
Q DAILY n WEEKLY 0 MCMTHLV

1 ) . CUUR£NT LOCATION( fJ) ( DLDC., FLOOR, ROOM J

I I . ACCESS RESTRICTIONS PHTSS O NO
I IP v i a , C I T K L A B ( « ) * RaauutTioN(a) .

17. 18 AN INDEX SYSTEM USED? ( I F YKS.EXPLAIN
tniKFLY AND DHCniDR ANY HAnOMAHK/ftOPTWARK)

O YES tt^NO
•

•

l » . NA>>C AND TITLE OF pBEPAFCEn

DC3 390-4 (REVISED 2 / « 7 )

%. VOLUMK
0 r i L E DRAWER(S)
Q MICROFILM REEL(S)
O COMPUTER TAPC(S)

Huuman a oTHEnjgpEdrYj
•

10. ANNUAL ACCUMULATION
J fri\.t, DRAWER(S)/4^2
lltf 0 MICROFILM R£EL(S)'

WbHUw n COMPUTER TA«:(SJ
. Q mmpn/«!PFrirvl

U * r iUC DCCOMES INACTIVE A F T »

^ ^ 2 ^ — ° WCWTM(a) V Y E A I » ( 8 )

14. IS RECORD SERIES DUPLICATED ELSEWHERE7

( i f YK«, SPECIFY AOSNCY ON OFFICEJ

a YES M*o

t « . AUDIT RCQUIRCMKNT8

O NONK O^STATE O rEDERAL n INDEPENDENT

I t . RECOM4ENDCD RETENTION

Transfer periodically to the Marylam State
Archives.

2 0 . TCLEPHOrOC NUMEBCn

t1

2 1 . DATE

±1



jr4STf.VCTICrtS--TYPg OR PRINT A
F£PARATC: FORM FOR EACH NEW OR
REVISED KECORD SERIES. rORWARD -r

J W < RECORDS RETENTION SCHEDULE

^PU a so-1)
I I. DCPARrWENT/ACENCY

DEPARTMENT OF CEMERAL - EERVICES
RECORDS MANACEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX*27»

JESSUP, MARYLAND 207»4

z. DIVISION ftp 3-7#-re

AGENCY RECORDS INVENTORY

a. UNIT

DETlNITiON-RECORD SERIES
A OnOUJ* O6» IISLATKO ftKCORDB NORMAt-1. V TILJCD AMD UBIO AB A UNIT rOlt
WKFCngWCK AB l » q A« WKTKNTtOM AND PfWrOBIT fCM FtlHfQagg ;__

4 . RECORD SERIES TITLERIES TITLE - . V. EARLIEST YEAR/LATEST YEAH

! •. RECORD SERIES DESCRIPTION l""l«l''-r "B-CIIIPK THK TtrH Or IHrOM4ATIOH/DOCO»«HT»/l'On«. rOONO
•111 THE SCRIES. . INCLUDK TMJC PUHPOSC OR FUNCTION Of THK •KfTIESJ

M7ly.fi* '?**» Liarussrp P*™r t-firui**--

/
7. RECORD SERIES rORMAT(S]

^LETTER SIZE • MICROMLM

^AjCOAL SI IE 13 COMPUTER TAPE

O BOIND BOOK a FLOPPY DISK

• AUDIO TAPE 0 VIDEO TAPE

a OTH£R(SPECIFY)

0. RECORD SCRIES SEQUENCE

$B ALPHABETICAL

• MUMCHICAL

8 CHRONOLOGICAL.

Q GEOGRAPHICAL

0 OTHER(SPECirY)

• . VOLUME

D M U C DRAWER(S)
a MicnoriLM REEL(S)
a COMPUTER TAPE(S)

Huuman Q oTMEBjBPECirYj

10. ANNUAL ACCUMULATION

^ I L C D R A W E R ( S , / ^ C
O MICROFILM REEL(S) ,

KUUWW O COMPUTER TAHEJSJ
. 0 nrrwrn{«;pg'<'ip>v]

»• FIUC is USED M&*fie"e7r fis&c&stscy
Q DAILY O UEEKUY O MCffTHLV

' i , * ^ ? ' 1 - * DKCOMES INACTIVE AFTEH
D MONTWlS) ABTYEAIt(8)

1 3 . CUItRENT LOCATION(OJ (BUDC..FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?

t l P YKV^BPCCIPY f.tUCNCX ON OFFICs)
a YCS «BrK>

II. ACCESS RESTRICTIONS •tô YES O NO

( IP Y««, CITK LAH(B) * RBOULATIONla) '
!«. AUDIT RCQUIRCMKNTS

a NONE «rsTATE O FEDERAL H INDEPENDENT

17. IS AN INDEX SYSTEM USEDf \\r YKB.KXPLAIH
tnlKfUY AKO OKBCnlBB ANV HAnQIARK/lOrTVARC1 \%, RKCOMMENDED RETENTIPN

Q YES NO

Transfer periodically to the Maryland State
Archives.

I • . NAJr« AND TITLE.OF PREPAFCIt

j9-on'pt'i7'r#7&'r

20. TELEPHONE NUMBER 21 . DATE
/ /

DCS 530-4 (REVISED l/»7)



msTpQcncMg-'-TYpe OR P R I N T A
EfPARAT* FORM FOR EACH NEW OR
RCVISEO UNCORD SCRIED. FORWARD •?•
J k H RECORDS RETENTION SCHEDULE

DEPARTMENT OF CENERAL <SERVICES
RECORDS MANACCMENT DIVISION

727* WATERLOO ROAD
P.O. BOX*Z7S

JESSUP, MARYLAND 20794

I . Dl VISION ftP S7&T*mm i

AGENCY RECORDS INVENTORY

3. UNIT

DCriNIT;ON>BecORO SERIES*A OROUP Of lUtUATSO HCCOROO NORMALLY PI LAD AMD USKO AS A UNIT FOR
HKFCngWCK AB »g|_L At RKTKNTION AHB DIBfylTIOK >miwati 1_

j 4. RECORD ̂ RIES TITUCSTORIES TITUC If) V. EARLIEST YEAR/LATEST YEAR

TO

I. RECORD SERIES DESCRIPTION j""""-* ""CHID. TH« TYP« Or .HrO^UATIOH/DOCUM.HT./rOnM. POUND
•III THE SERIES. . IHCLUDK THJK PURPOSE OR FUNCTION OP THK SKirtCB)

7. RECORD SERIES FORMAT(S)

^aCTTER SI2S 0 MICROFILM

^HLKOSIL SIZE O COMPUTER TAPE

O BOINO BOOK CL FLOPPY DISK

O AUDIO TAPE 0 VIDEO TAPE

Cl OTHER(SPECIFY)

S . RECORD SERIES SEQUENCE

• ALPHABET I CM.

B NUMERICAL

n cMioNOLoaiCAL

O CEOCRAPHICAL

O OTKER(SPECIFY)

11 • ru'jt is USED I^F/fe^uB-^Y
Q DAILY B WEEKLY

VOLUME
• FILE DRAWER(S)
O MICROFILM REEL(S)

, O COMPUTER TAPE(S)
**USS5W a OTHER( SPECIFY)

10. ANNUAL ACCUMULATION
/JjB^TILE D R A * E R ( S ) ^ 7 ;

'J2- a MICROFILM REEL(S)
WbUhJ '̂ n COMPUTER TAHE(SJ

D mmrm«;pprirvl

n MCWTHLY
' * * FIUC BECOMES INACTIVE AFTER

_ _ , „ , „ _ D WCtTnJ(S) D YEAR(S)
HUMBCT __; ;

I). CUIiRENT LOCAT1ON(S) (OLDG..FLOOR,ROOM) 14. 18 RECORD SERIES DUPLICATED ELSEWCRE7

tlP YK«, SPKCIPY AOSNCT ON OPPICc)

a YES xinio
II. ACCESS RESTRICTIONS O YES • NO

(IP VKH, CITK LAH(a) * RSaULATION(B) •
1«. AUDIT REQUIREMKNTS

• NONE • STATE O FEDERAL " INDEPENDENT

17. IS AN INDEX SYSTEM USEDt (|p VKM.KXTLAIN
IfllKFLV AND OKICRlBB ANV MAnOHARK/aOrTWAMK}

a YES o NO

IS. RECOMMENDED RETENTION

V
Transfer periodically tc/the Maryland State
Archives.

I >. NA>« AND TITLE OF PREPAFCR

L art ftIB- fi*-frfs?7-r
fr&fi/M 7^-79/f

20. TELCPHONX NUMBER XI . DATE

IH'S7?^
DCS J30-4 [Rf.VISED Z/S7) 7


