N
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7 RECORDS RETENTION AND DISPOSAL SCHEDULE M- 10f
STATE BOARD OF LAW EXAMINERS
AGENCY DAIVISION
Item
No. Description Retention

This schedule supersedes item 10
(Board of Law Examiners) on Records
Retention and Disposal Schedule No. 750.

1. | ACCOUNTING RECORDS

A. General Accounting Records

Certificate of Deposit and Bank Retain for three

Deposit Slips (STARS 50-110 Forms)
Allocation/Adjustment for Disbursement
& Receipt Accounts (STAR 120 Forms)
Disbursement Transmittal/Cover Sheets
(STARS-102 Forms) Charge-Backs &
Account Adjustments

Memorandum of Adjustments

Monthly Report of State Funds
Collected & Deposited
(Reported to AOC)

. Schadule Autherised by

Scheduie Approved by Deperment,
Agency, or Divisien Representeative

Date

Hell of Records Commission

\/24
o

(3) years and until
all audit require-
ments have been
fulfilled, then
destroy.

Stete Archivier
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DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
(CONTINUATION SHEET) N0, 109
PAGE
no. 2 of 12
ltem
No. Description Retention
B. Special Accounting Records
Reports of audits conducted by the Retain for ten (10)
Legislative Auditors years, then
destroy.

Books of Final Entry - General Ledger Microfilm.

Retain permanently.
Transfer peri-
odically to the
Maryland State
Archives.

Daily Accounting Ledgers (Computer Microfilm,

Printouts) Retain permanently.
Transfer peri-
odically to the

- Maryland State
Archives.

Transmittals of Character Retain for five (5)

Questionnaires to the eight years or until

judicial circuits value ceases, then
destroy.
Computer records of receipt of Retain for two (2)
application fees. years, then destroy
C. Budget and Fiscal Planning Records Retain for -three
(3) years and until

Budget Estimates all audit require-

Materials and Supplies Physical ments have been

Inventory fulfilled, then

Revenue Estimates destroy.

Executive Planning Process' Retain until
Maximum Agency Request Ceiling (MARC reference value
proposals ceases, then

destroy.
- Y A

Budget Work Papers A R Retain for three

Worksheets, drafts, 1nstruct10ns, b (3) -years after

explanations/clarifications \ adoption of budget
\ " for which they are
\ prepared, then
\ destroy.
\\\} .
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DGS-550-1A AECORDS RETENTION AND DISPOSAL SCHEDULE SCNIDULE
(CONTINUATION SHEET) No. 1409
PAGE
No. 3 of 12
ltem
No. Description Retention
D. Cash Accounting Records
Petty Cash Fund Records Retain for three
: (3) years and until
all audit require
ments have been
fulfilled, then
destroy.
Board's Compensation Order File Retain 20 years,
-then destroy.
.E. - Miscellaneous Accounting Records
Budget Papers and Work Sheets Retain for three
Delivery Orders and Receipts (3) years and until
Reimbursement Requests all audit require-
Paid Bills and Invoices - ments have been
Requisitions and Purchase Orders fulfilled, then
Time Sheets destroy.
F. Purcha31ng Records
Contracts for Examlnatlon Site(s) Retain 5 years,
then destroy.
Contracts for Board's Retreat Meeting Retain 5 years,
‘ then destroy.
Catering Contracts for Board Meetings Retain for three
Out-of-Schedule Requisition for (3) years and until
Supplies all audit require-
Purchase Order ~ ments have been
- Notice of Award of Contract fulfilled, then
Report of Partial Delivery destroy.
Requisitions for Office Supplies
Printing Orders (forms) .
: | L e T
2. PERSONNEL RECORDS B R TS 5 S
ca ﬁ‘lf‘} R L e ‘
A, Temporary Employee(s) ' f
: v _
Time Sheets Retain for three
Performance Report (3) years after
. : termination of .
\ employment “and then
“destroy.

P8 =042




DGS-550-1A AECORDS RETENTION AND DISPOSAL SCHEDULE SCHIDULE
(CONTINUATION SHEERT) NO. 1409
PAGE
O 4 of 12
ltem
No. Description Retention
B. Report of Injury ,
Worker's Compensation First Report of Retain for 5 years,
Injury Reports then destroy.
C. Reclassification of Position
Position Description Retain permanently.
Transfer peri-
odically to the
Maryland State
Archives.
D. Leave Policy
Description Information Screen annually.
Management/Employee Information re Destroy material
Emergency Closings policy - no longer needed
for current
business.
E. Employee Evaluation
Individual Performance Evaluations Retain for three
(3) years after
termination of
employment, then
destroy.
F. Board Members and Board Assistants
Orders appointing Board Members Retain permanently.
Transfer peri-
odically to the
Maryland State
Archives.
- .-
Orders re-appointing Board Members o««Rggéinfﬁermgnently.
7} ¢ *Transfer peri-
. | ¢ odically to the
\ Maryland State
\ Archives.
4
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AECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHERT) .
ek 5 of 12
ltem
No. Description Retention

Correspondence Re Board Assistant
Appointments

G. Character Committees

Orders appointing Character Committeis
for the Eight Judicial Circuits

Orders re-appointing Character
Committees for the Eight Judicial
Circuits

H. Bar Examination Assistants

Proctors Contracting to Assist at Baﬁ
Examinations

PURCHASING

A, Advertising

Legal Notices re Bar Examinations

Legal Notices re Rule Changes

Retain permanently’
Transfer peri-
odically to the
Maryland State
Archives.

Retain permanently.
Transfer peri-
odically to the
Maryland State
Archives.

Retain permanently.
Transfer peri-
odically to the
Maryland State
Archives,

Retain for five (5)
years or until
reference value
ceases, then
destroy.

Retain permanently.
Transfer peri-
odically to the
Maryland State

Archives.
Retéin-permanently.
Transfer peri-
odically to the

Maryland State
Archives.,




DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE scuwlt% 9
(CONTINUATION SHERT) NO.
PAGE
no, 0 of 12
ltom
Neo. Description - Retention.
Press Releases re Bar Examinations Retain for five .
Notice to Deans of Maryland and (5) years, then /
District of Columbia Law Schools and] destroy.
Bar Review Courses
B. Agency Inter-Office Requisitions
General Office Supply Orders Retain for five
' (5) years, then
destroy.
Office Furniture Purchase Records & Retain until
Office Equipment Purchase Records equipment is sold,
. . transferred, or
Related Equipment Operation Manuals destroyed, then
destroy.
Office Equipment Purchase Records
Operation Manuals
C. Notice of Award Contract(s)
-Multistate Bar Examination (Educationafl Retain until
- Testing Service and American College superseded.
Testing Contracts
D. Unscheduled Requisitions for Supplies
Essay Compositioﬁ Books for Exam PARTS Retain for five
Purchase Orders, Proofs, (5) years or until
reference value
ceases, then .
destroy.
E. Pack1ng Slips, Shipping T1ckets, Bills|
of Lading
Records of Multistate Bar Examination Retain for five.
Materials' Shipments .. (3)- yeéys,«then‘
: destray - .
F. Vendor List i .
- Y
Office Supply Catalogues x Retain until :
. superseded.
C ey AT
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‘C. Information files of applicants under
waiver (of requirement of graduation B

6].

G. Correspondence

Memos & Letters re supply requests

Records Management (Transmittals of Essay
Books)

Transmittals (Certificates of Essay
Books in Storage)
Applications for Bar Admission (General

Bar Examination)

A. Applications for individuals admitted

B. Applications for individuals not
admitted

from a law school approved by the ABA
provision of the Rule.

Applications for Bar Admission (Out-of-
State Attorneys)

A. Applications of attorneys admitted

B. Applications of attorneys not admittedh

Retain for three
(3) years, then
screen and destroy
all material not
needed for conduct
of business.

Retain until
Records are

disposed of,
then destroy.

Permanently
maintained by the
Court of Appeals

Retain permanently.
Transfer peri-
odically to the
Maryland State
Archives.

Retain permanently.
Transfer peri-
odically to the
Maryland State
Archives.

Permanently
maintained by the
Court of Appeals

Retain permanently.
Transfer peri-
odically to the
Maryland State
Archives.




DGS-550-1A AECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
(CONTINUATION SHERT) wo. 1409

"t 8 of 12

Description Retention

Computer records of individual application Retain for two (2)°
and petitions years, then trans-
' fer to microfilm

and retain microfildp

permanently.

Transfer peri-
odically to the
Maryland State

Archives.
B. . Index Cards containing Individual A Microfilm.
Applicant Information (before office Retain permanently.
automation) Transfer peri-

odically to the
Maryland State
. Archives.

. D. Bar Examination Essay Books Retain for five (5)
' . years, then destroy

1p. Bar Examination Records.(By Examination
Date)

A. Gradlng Sheets - ' Retain 20 years,
: then destroy.

B. Report to the Court of Appeals of

Successful/Unsuccessful Candidates Retain permanently.
' Transfer peri-
odically to the
Maryland State
Archives.

C. Statistics . ' Retain 20 years,
- then  destroy.

D, Multistate Bar Examination Computer Retain 10 years,
Tapes _ then destroy.

1#. GENERAL CORRESPONDENCE

With applicants other than "forelgn Retain for one
aPpllcants (1) year in
‘ With "foreign'" applicants ' - active file and

With legal and State agencies then two (2)




DGS-550-1A AECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
(CONTINUATION SHEET) NO. 1409
1ol 9 of 12
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No. Description Retention

p—

With Character Committees
Miscellaneous (alphabetical file)

Multistate Bar Examination (MBE) Score
Transfer forms and information

Retained intra-Board correspondence
and forms transmitting attorney
applications

P. Minutes of the State Board of Law Examiner]
(including Exhibits)

3. Character and Eligibility Reports

A. Character Reports of Applicants on
General Bar Examination

Written Report of Hearing by
Character Committee

Transcript of Hearing before
Character Committee

Written Report of Hearing by
Board of Law Examiners

Transcript of Hearing before the
Board of Law Examiners

L R

P

B. Character Reports of Out-of-State |}
Attorney Applicants

1. Written Report of the Board !

(*‘"

.Retain bermahently.

vsuwmﬁrdhlves

years in inactive
file, then destroy’

Retain for three
(3) years, then
destroy.

Retain for five 5)
years, then destroy}

Retain permanently.
Transfer peri-
odically to the
Maryland State
Archives,

Original report by
the Board trans-
ferred with file to
the Court of
Appeals. Trans-
ferred periodically
to the Maryland
State Archives,

Retain permanently
in active files
referred back to
the Board by the
Court when
applicants are
denied admission
to the Bar. Trans-
fer periodically to
the—Maryland State
Ar%hiveé

§

Transfer peri-
odically to the
Maryland - -State

Ph =042
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ICONTINUATION SHERT) wo. 1409
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No. Description Retention

=

14, F11es of Miscellaneous Matters considered

‘Forms Revisions

5, Files of Board Policy Matters

.Combining of MBE & Essay Scores by the

~ 2. Transcript of Hearing before Board

by the Board of Law Examiners
Rules Revisions

Grading Procedures

Rules Proposals

Fee Change Information

Required Course on Professionalism
(Rule 11)

Law School Admissions Council

Drug Enforcement Act of 1990 regarding
licensing.

Consulting Services for Character
Committee policy/procedures

Proposals Re Character Committees

Unusual  Requests from Bar Applicants
Re the Bar Examination

Sunset Law Evaluation

Subject Assignments & Grading Schedule

- for Bar Examinations :

Acceptance of California's Winter 1990
MBE Score Transfers

Legislation Matters

Furnishing Questions & Analyses for
publication.

Furnishing Police Reports to Character
Committee

Regrading and Review Range

Use of Typewriters at Bar Examinations

National Conference of Bar Examiners

Confidentiality of Bar Applicant's
Records

Applicant's Request to Take Bar
Examination in a location other
than the scheduled site

Treatment of Extra Points on Bar
Examination

Refund of Fees--Hardship

Exceptions to Carry-Over of Scores on
Bar Examinations

Retaking Examination (Rule 9)

Retain permanently.
Transfer peri-
odically to the
Maryland State
Archives.

Retain permanently.
Transfer peri-
odically to the
Maryland State
Archives.




DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE scmﬁtolg
(CONTINUATION SHEET) NO.
PAGS
NO. 11 of 12
{tem .
No. Description Retention
Expungement :

1p.

1p.

3 .

D .

Meeting with U. of MD and U. of
Baltimore Law Students
" Supplying Copy of Applicant's
. Application to Law Firms (for cases)
Transfer of MBE Scores by National
Conference of Bar Examiners
Furnishing Names & Addresses of Bar
Applicants
Review of MBE by Board Members

Court Rule change Orders

Board Rule change records

Working Files -

Duplicate Character and Fitness Records

~Files of review procedures and appoint-
ment schedules for review per Rule 8

Retained copies of police reports on
bar applicants

History Files

Letters from Character Committees {M

Transmlttlng Applications to the )
Board's office. !

Evaluation Files of Applicants who
fajled the bar examination

Retain Permanently.
Transfer peri-
odically to the
Maryland State
Archives,

- Retain Permanently.
Transfer peri-
odically to the
Maryland State
Archives.

Retain five (5)
years, then
destroy.
Retain five (5)
years, then

destroy.

Retain five (5)
years or until
application is
received from the
Character Committee
then’ destroy

-

AN
klaRetéln five (5)
years, then

des;roy'“ .

Retaln permanently
Transfen‘per1~
Maodlcally to the
'r‘Maryland State.

I X 1]




DGS-550-1A AECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
(CONTINUATION SHEET) wo. 1409
PO 12 of 12
ftem
No. Description Retention

" State Board of Law Examiners' portion of

the Maryland Manual "

'

Files of Suits Against the Board

Maryland State Bar Association File

National Conference of Bar Examiners
File

Bar Admission Administrators File

Chronological Correspondence File

. Maryland State

" for current

Maryland State
Archives.

Retain updated
material for
future publi-
cation, destroy
outdated
material,

Retain permanently.
Transfer peri-
odically to the

Archives.,

Screen annually.
Destroy material
no longer needed
for current
business.

Screen annually.
Destroy material
no longer needed
for current
business.

Screen annually,
Destroy material
no longer needed

business.
Retain for three

(3) years, then
destroy.

8- 0es




REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 2‘75
(DGS 550-1) JESSUP, MARYLAND 20794 — ———

1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT
State Board of Law Examiners ’

DEFINITION-RECORD SERIES.-A OMOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL A® RETENTION AND DISPOSITION PURPOSES

;abmmngu,.-urvps OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DiV1SION AGENCY RECORDS INVENTORY

4. RECORD SERIES TITLE ) ’ 8. EARLIEST YEAR/LATEST YEAR
+ 1. Accounting Records ‘ 1915 to _Present
| 6. RECORD SERIES DESCRIPTION (.RIIPLV DESCRIBKE THE TYPES OF INPOMTION/DOCU'NT'/NM FOUND
‘tN THE SERIES. INCLUDR THE PURPFPOSE OR FUNCTION OF THK ll"l!'!

B, Daily Accounting Ledgers (Computer printouts)
Books of Final Entry - General Ledgers

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SBEQUENCE 9. VOLUME
D LETTER SI1ZE O MICROFILM O ALPHABETICAL 2 R FILE DRAVER(S)
O MICROFILM REEL(S)
O LEGAL S1ZE U COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
. NUMBER ¢ o1y rp(sPECIFY)
‘naoumaoox O FLOPPY DISK X cHRONOLOGICAL . a (IZS
o o o
AUDIO TAPE VIDEO TAPE GEOGRAPH | CAL 10. ANNUAL ACCUMULAT ION
X OTHER( SPECIFY) O OTHER(SPECIFY) 1/2 © riLE DRAWER(S)
i O MICROFILM REEL(S)
Computer paper RURNER O COMPUTER TAPE(S)
- . O omEr(sPeciEy) |
P10 pie 13 useD 12. F|LE BECOMES INACTIVE AFTER
‘ O pAILY D wEEKLY X MONTHLY 20 O MONTH(S) X3 YEAR(S)
{L__ RUNBER
| 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
People's Resourclze Genliier {ir vyes, srEcIFY raENcY OR OFFiICE)
ace % 568 D yEs XD No
}rgmq yMg iaﬁd 3?& 6
15. ACCESS RESTRICTIONS RYES O NO 16. AUDIT REQUIREMENTS
(1@ vyes, ciTx Law(s) & rREauLATION(S)
Bar Admission Rule 19 O NONE X STATE 0O FEDERAL 0O INDEPEIDREET

17. 1S AN INDEX SYSTEM USED? 2 :
(1r ves.wrLain 18. RECOMMENDED RETENT ION
BRIKFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) Micro Fiem. '

Retain pennanently. Transfer :
periodically to the Maryland State

Dyes B NO

Archives. * . g
‘n. NAME AND TITLE OF PREPARER. 20. TELEPHONE NUMEER ;1. DATE o
Bedford T. Bentley,qu. (410) 514-7044 ‘, November 1, 1991
Board Secretary

DGS 330-4 (REVISED 2/87)
Fig. 7




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 278

PAGE 2 or 'b

{DGS 380-1)

JESSUP, MARYLAND 20794

1. DEFARTMENT/AGENCY
State Board of Law Examiner _

2. DIVISION

3. UNIT

" DEFINITION-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FFILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE
2. Personnel Records

REFERENCK AS WELL AS RETENTION ANS DISPOSITION PURPOAEN

8. EARLIEST YEAR/LATEST YEAR
1946 1o Present

‘1IN THE SERIES.

+ | €, Reclassification of Position

RECORD SERIES DESCRIPTION ‘IHIIPI—T DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/FOM FFOUND

Orders Appointing Board Members and Board A331stants
“ 1 1 Correspondence Re Board Assistant Appointments
14 Orders Appomtmg and Re-appointing Character Committees for the Eight Judicial Circuits

INCLUDK THE PURPOSE OR 'UNCTION OF THK SEFIES )

7. RECORD SERIES FORMAT(S)
il.u‘.'rn:n S1ZE O MICROFILM
R LEGAL Size O ccm&rrm TAPE
‘anv.maoox O FLOPPY DISK
o .
(a]

AUDIO TAPE O VIDEO TAPE
OTHER( SPEC IFY)

8. RECORD SERIES SEQUENCE 9.
O ALPHABETICAL
O NUMERICAL
‘R CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER({SPECIFY)

VOLUME :

3 % FILE DRAVER(S) .
O MICROFILM REEL(S)
D COMPUTER TAPE(S)

m O OTHER({SPECIFY)

10. ANNUAL ACCUMULAT ION
1/8 % FILE DRAVER(S)

O MICROFILM REEL(S)

ROUMBER O COMPUTER TAPE(S )

o] OTHER(SPECIFY) |

| 11. piLe 1S UsED 12. FILE BECOMES INACTIVE AFTER
. O paiLy O WEEKLY K MONTHLY 20 . O monmH(s) X YEAR(S)
P .
» | 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?
Lo People's Resource Center tir ves, see " m n orrir .
100 Goxmrunlty Place, Room_1.210 XX YES O NO u 1%1 Rsrso LOffice

p Msn"v]and 21032=-2026_

18. ACCESS RESTRICTIONS OYES "R nO
(17 ves, ci1TK LAw{S) & REauULATION(S)

18, AUDIT REQUIREMENTS

X NONE O STATE O FEDERAL 0O INDEPENDENT

17. 18 AN INDEX SYSTEM USED?! (1r vES,E»PLAIN
BRIEKFLY AND DESCRIRE ANY HARDIARE/IOPTIARI)

Ovyes & no

18. RECOMMENDED RETENTION

Retain permanently, Transfer periodically
to the Maryland State Archives.

9. NAME AND TITLE OF PREPARER
Bedford T. Bentley, Jr.
Board Secretary

20.

TELEPHONE NUMEBER

(410) 514-7044

DATE
November 1, 1991

21.

DGS 3350-4 (REVISED 2/87)

Fig. 7




JLSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES, FORWARD

7278 WATERLOO ROAD

State Board of Law Examinersf

WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 3 b
or .
‘(DGS 350-1) JESSUP, MARYLAND 20794 PAGE _=_or J—'
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

- DEFINITION-RECORD SERIES-® OROUP OF RELATED REKCORDS NORMALLY FILED
REFERENCE: AS WELL AS RETENTION AND DISPOSITION PURPQAFS

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE
3. Purchasing

8. EARLIEST YEAR/LATEST YEAR
1977 o Present

1

6. RECORD SERIJES DESCRIPTION |{

A. Legal Notices re Bar Examinations
)t Legal Notices re Rule Chan§es
‘C. Notice of Award Contract(s

‘IN THE SERIES.

BRIKFLY DESCRIBK THE TYPES OF IN'OMTIONIDOCMT'/NM FOUND

INCLUDK THE PURPOSE OR FUNCTION OF THE SEFIES)

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE O MICROFILM
R LEGAL S1ZE 0O COMFUTER TAPE O NMMERICAL
O BounD BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE |

o mn(spsc:ﬁr)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL

-8 CHRONOLOGICAL,
0 GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME .
2 T FILE DRAYER(S) -

O MICROFILM REEL(S)

O COMPUTER TAFE(S)

"""E‘.“ O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

i fma{ma(spstun;

FILE 1S USED 12. piLE BECOMES INACTIVE AFTER
g O DAILY 0 WEEKLY B MONTHLY O MONTH(S) X0 YEAR(S)
= .
13. LOCATION(S) (BLDG. ,FL.OOR, ROCM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

CURRENT
People’s Resource Center

100 Commumnity Place, Room 1.210
Crownsville, Maryland 21032-2026

¢ir ves, sPEciIFY saENCY OR OFFicCE)
D vyES X NO

'18. ACCESS RESTRICTIONS Dyes B nNo
{1r ve8, ci1TE LAW({S) & rREauLATION(S)

16. AUDIT REQUIREMENTS

@ NONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r vg.N>PLAIN
BEIEPLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

Ovyes & NO

18. RECOMMENDED RETENT ION

Retain permanently. Transfer

periodically to the Maryland ,<} !
State Archives. .:-»' /s> ©
19. me-é Al:lD TITLE 0{ msgm 20. TELEPHONE NUMEER 21. iwrz .
Bedford T. Bentley, Jr. _ : PO
Board Secretary ’ (410) 504-7044 Novembe;& ; :1“.?".“;1991‘

DGS 330-4 (REVISED 2/87)

Fig. 7




JBSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

-

AGENCY RECORDS INVENTURY

7278 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 ,b
c O

(DGS 880-1) JESSUP, MARYLAND 20794 PAGE i F—=

1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

State Board of Law Examiners

. DEFINITION-RECORD SERIES.A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL A9 RETENTION AND DISPOSITION PURPOSES "

5. EARLIEST YEAR/LATEST YEAR

4. RECORD SERIES TITLE

. 4~ Records Management (Transmittals of Essay Books) 128/ To Present
¢ 6. RECORD SERIES DESCRIPTION ‘.Rl.'LY DESCRIBE THE TYPKES OF INFOMTION/DOCUIINTI/FOM FOUND
. * ; tN THE SERIES.

INCLUDK TME PURPOSE OR FUNCTION OF THE SEFIES )

« Certificates of Records Disposal

8. RECORD SERIES SEQUENCE 2. VOLUME

1/8. | X riLE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)
m O OTHER(SPECIFY)

7. RECORD SERIES FORMAT(S)

°

B LETTER SI1ZE O MICROFILM O ALPHABETICAL

O LEGAL S1ZzE O COMFUTER TAPE O NUMERICAL

O BOUND BOOK O FLOPPY DISK ' -8 CHRONOLOGICAL

0 AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT }ON
O FILE DRAWER(S)
O MICROFILM REEL(S)
ROMEER O COMPUTER TAPE(S)
|l folder o OTHER(SPECIEY)
Twice Annually'®- FILE BECOMES INACTIVE AFTER
O MONTHLY 10 O MONTH(S) & YEAR(S)

O OTHER(SPECIFY) O OTHER(SPECIFY)

v4Ye FILE 1S USED

O palLY 0 ¥EEKLY

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
t1r vyes, srECIFY raENCY OR OFFicE)

cul LOCATION(S) (BLDG. ,FLOOR,ROOM)
People’s Resource Center

Commumity Place, Room 1.210 N
Y i and 2103025026 _TYEs Rwe
- 18. ACCESS RESTRICTIONS O YEs X no 16. AUDIT REQUIREMENTS

{1r vyes, ciTx raw(s) & rEauLATION(S)
: X NONE O STATE DO FEDERAL 0O INDEPEIRDENT

17. 1S AN INDEX SYSTEM USED? (I1r vRS.KPLAIN

. RECOMMENDED RETENT JON
BREIKFLY AND DESCRIRE ANY HARDWARE/SOFTWARE )

Retain permanently. Transfer
periodically to the Maryland-
State Archives

18.

O vyes O NO

9. NAME AND TITLE OF PREPARER
Bedford T. Bentley, Jr.
Board Secretary

20. TELEPHONE NUMEER

(410) 514-7044

21. DATE

November 1, 1991

DGS $50-4 (REVISED 2/87)

Fig. 7




.

LUSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
JESSUP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BoX 273

MARYLAND 207%4

AGENCY RECORDS INVENTORY

PAGE _.5;_ or _’_5;_

o (DGS 380-1)
ql. DEFARTMENT / AGENCY 2. DIVISION

State Board of lLaw Examiners

3. UNIT

- DEFINITION -RECORD SERlEs.A GROUP OF RELATHED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

il

REFERENCK AS WELL AS RETENTION AND DISPOSITION PURPOAFS

¢. 5 Applications for Bar Admission (General Bar Examination)

8. EARLIEST YEAR/LATEST YEAR
1985 +yo Present

i

‘IN THE SBERIES.

A Applicatior:; for individuals not admitted

Admission to the Bar of Maryland.

6. RECORD sEHIES DESCRIPTION (IRIKPI.Y DESCRIBKE THE TYPES OF INFOMTION[DOCU_NT'/POM FOUND

c,Informatmn files of applicants under waiver (of requirement of graduation from a law
school approved by the American Bar Association provision)of the Rule Governing

INCLUDE THE PURPOSE' OR PUNCTION OF THK SEFIES)

‘Daoumaoox O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

a mn(SPECIﬁ)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME :
X LETTER S51ZE O MICROFILM 5 ALPHABETICAL 20 R FILE DRA¥ER(S)

O MICROFILM REEL(S)
X LEGAL S1ZE 0O COMFUTER TAPE | NUMERICAL O COMPUTER TAPE(S)

O OTHER(SPECIFY) 2

"WE"“ O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT JON

X FILE DRAVWER(S)

O MICROFILM REEL(S)
RUMSER O COMPUTER TAFPE(S)

O oTHER(SPECIEY) !

1. riLE 1S USED

f
!
: ¥ palLYy O wEEKLY DO MONTHLY

12. FILE BECOMES INACTIVE AFTER
D MONTH(S) X YEAR(S)
_NURBEN

| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
People's Resource Center
00 Gommmlty Place, Room 1.210
Crownsville, Maryland 21032

14. 1S RECORD SERIES DUPLICATEP ELSEWHERE?

ti1r vyzs, sereciFy rgENcY OR OFFice)
O vyes O NO

18. ACCESS RESTRICTIONS 0 YES O NO
{ir ves, ciTE LAW(S) & REGULATION(S)

Bar Admission Rule 19

16. AUDIT REQUIREMENTS

O NONE R STATE 0O FEDERAL 0O INDEPEIODERT

17, 18 AN INDEX SYSTEM USED? (1v vES.K>PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARK )

Cvyes X No

18. RECOMMENDED RETENT ION

Retain permanently. Transfer
periodically to the Maryland
State Archives

oF ARER
. Bedford TTlgéﬁtley, r. 20.
Board Secretary

TELEPHONE NUMBER 21.
(410) 514-7044 -

A}

DATE
November 1, 1991

DGS 530-4 (REVISED 2/87)

Fig. 7




L4

INSTRUCTIGNS - -TYPE OR PRINT A
. SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD

State Board of law Examiners

WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 'b

h OF
(DGS 380-1) JESSUP, MARYLAND 20794 PAGE —
1 . DEFARTMENT /AGENCY 2. DIVISION 3. WNIT

* DEFINITION-RECORD SERIES-

A GRrROUP 9' RELATED
REFERENCE AS WELL AS RETENTION AND DISPFOS

RECORDS NORMALLY FFILED

4. ns.oom SERIES TITLE

i

b, Appllcatlons for Bar Admlssmn (Out-Of State Attorneys)

AND USKD AS A UNIT FOR

1TION PURPOSESR :

8. EARLIEST YEAR/LATEST YEAR
1976 o Present

i

6. RECORD SERIEB DESCRIPTION (IRIIFLY DESCRIBE THK TYPES OF IN'OR“A'I’ION/DOCU_NTI,FOM FOUND
INCLUDE THE PURPFOSE OR 'UNC'I’ION OF THK SEMIES)

THE SERIES.

B, Applications of attorneys not admitted

7. RECORD SERIES FORMAT(S)
X LETTER S1ZE O MICROFILM

O LEGAL SIZE 0O COMFUTER TAPE

0 BOUND BOOK U FLOPPY DISK

O AUDIO TAPE U VIDEO TAPE

O OTHER|SPECIFY)

8. RECORD SERIES SEQUENCE
& ALPHABETICAL
O NUMERICAL
-0 CHRONOLOGICAL

8 R FILE DRAVER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

"a“‘.“ O OTHER(SPECIFY)

O GEOGRAPHICAL
O OTHER({SPECIFY)

10. ANNUAL ACCUMULAT ION
1/8 ® FILE DRAWER(S)
O MICROFILM REEL(S)
ROMEER O COMPUTER TAPE(S)
O OTHER(SPECIEY) |

| 11 piLe 15 usED 12. FILE BECOMES INACTIVE AFTER

O pAlLY O WEEKLY ® MONTHLY 20 O MONTH(S) X YEAR(B)
L
! .
113, OCATION(S ), { BLDG. , FLLOOR, ROOM 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
: Peo Te's Kosource Cehiter ' )

tir vyes, srECIFY s0ENCY OR OFFicE)
100 Commmity Place, Room 1.210 O yEs O No
d_21032-2026
15. ACCESS RESTRICTIONS X YES O No 16. AUDIT REQUIREMENTS

(ir ves, c1Tx LAW(S) & rREGULATION(S)

Bar Admission Rule 19

‘A NONE X STATE O FEDERAL 0O INDEPENDENT

17. 15 AN INDEX SYSTEM USED? (1w vmS.E3PLAIN
BREIEFLY AKD DESCRIBRE ANY HARDIAR!/IOPTIARI)

O vyes X nNo

18.

RECOMMENDED RETENT JON
Retain permanently.
periodically to the- Marylan L,
State Archlves..: VAL PSR :

'I‘ransfer s

4 .
i \
§

9. NAME AND TITLE OF PREPARER
Bedford T. Bentley, Jr.

Board Secretary

TELEPHONE NUMEER
(410) 514-7044

20.

21. DATE e

November..1; 1991 -

DGS 350-4 (REVISED 2/87)

Fig. 7




JHSTRYUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

7273

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO ROAD

P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE

7 or lb

q 1. DEFARTMENT/AGENCY
State Board of Law Examiners

2. DIVISION

3. UNIT

- DEFINITION-RECORD SERIES- O™OVUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOAES :

4 RECORD SERIES TITLE

7, Computer records of 1nd1v1dual appllcatlons and petitions

5. EARLIEST YEAR/LATEST YEAR
1987 vyo _Present

N THE SERIES.

»Records on Computer as of 10/9/1991:
General Bar Examination

6. RECORD SRIES DESCRIFPTION ‘llll'l.Y DESCRIBE THK TYPES OF INPOMTIOR/MMI/NM FOUND

INCLUDK THE PURPOSE OR mandON OP THI l‘"!ll

Computer record (data entry information) of individual bar applications

1 LETTER SI1ZE O MICROFILM

O LEGAL SIZE [XCOMFUTER TAPE
‘ O BOUND BOOK U FLOPPY DISK
0 AUDIO TAPE 0O VIDEO TAPE

X OTHER(SPECIFY)

O ALPHAEETICAL
O NUMERICAL

-EX CHRONOLOG I CAL
0O GEOGRAPHICAL
0 OTHER(SPECIFY)

Petitions: W-37 -- 595 W-90 -- 594 Registrations: 6335
" 5-87 --1181 $-90 -- 1216 »
' W-88 -- 655 W-91 -- 622
S-88 --1188. S-91 -- 1295
W-89 --_600 Total Petitions: 9112
S-89 --1166 -
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

O FiLE DRAWER(S)

D MICROFILM REEL|S)

5 reels X computer TAPE(S)
NUMBER .2 orHER(SPECIFY)

——— A

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S}

O MICROFILM REEL(S)
1 reel
ROWSEW & COMPUTER TAPE(S)
C oTHER(SPECIFY) !
18- piLe 1S useD 12. FILE BECOMES INACTIVE AFTER
X pAILY O WEEKLY O MONTHLY O MONTH(S) X YEAR(S)

_NUNBEN

[L_
I 13, LOCATION({S) (ELDG. ,FLOOR, ROOM)

Peopleis Resource Center
100 Community Place, Room 1.210

;Gsmggue,—laﬁlawd 21.032=2026

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir ves, srEciFY soEncYy Or OFrice)
O yEs X2 NO

18. ACCESS RESTRICTIONS O NO
(iFr vyes, ci1Tx 1Aw(s) & REGULATION(S)

16. AUDIT REQUIREMENTS

Bar Admission Rule 19 O NONE X0 STATE 0O FEDERAL O INDEPEIDEHT
17. 1S AN INDEX SYSTEM USED? . :
Lir ves.mreamn 18. RECOMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARK )
' . ) . . Retain permanently. Transfer
O ves ® nNo "Program exists for Computer y

Output Microfiche on IBM

periodically to the Maryland State

System 36; index is produced Archives.
by examination.
‘n. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMEER 21. DATE
Bedford T. Bentley, Jr.

Board Secretary

(401) 514-7044

November 1, 1991

DGS 330-4 (REVISED 2/87)

Fig. 7




ILSTRUCTIONS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 VWATERLOO ROAD

AGENCY RECORDS INVENTORY

State Board of Law Examiners

¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE 3 or b
‘(nes 380-1) - JESSUP, MARYLAND 20794 - ——
1. DEFARTMENT/AGENCY 2. DIVISION 3. uNIT ‘

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSER

: ‘8,Index Cards Containing Individual Applicant Information

- DEFINITION-RECORD ERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR
1898 ro 1986

6. RECORD SERIES DESCRIPTION (™!
. : 4N THE SERIES.

(Dating from 1898)

EPFLY DESCRIBK THK TYPES OF INFORIIA'I‘ION[DOCUBN'I"/FOM FOUND

INCLUDE THE PURPOSE OR PUNCTION OF THK SEFIES )

Index Cards containing Individual Applicant Information (befor_'e office automation)

. RECORD SERIES FORMAT(S)

O LETTER S1ZE O MICROFILM

O LEGAL S1ZE 0O COMFUTER TAPE

‘Usoumaoox O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

n onﬁn(spaclﬁ)

3" x 5" index cards

8. RECORD SERIES BEQUENCE 9.
X ALPHABETICAL
O mMERICAL
-0 CHRONOLOGICAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME :
8 R FILE DRAVER(S)
0O MICROFILM REEL(S)
O COMPUTER TAPE(S)
"Eﬁs‘.‘ O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUMBPR U COMPUTER TAPE(S)

O OTHER{SPECIFY)

¢ FILE 1S USED
X pAILY

0 WEEKLY O MONTHLY

12. plLE BECOMES INACTIVE AFTER
20 O MONTH(S) 0 YEAR(S)

T

13. cu LOCATION(S) (BLDG.,FLOOR, ROGM)
People’s Resource Center

Commumnity PL R 1.210
B o Y LGS 998352 5006

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ts» vEs, serEcirFy raency or orrice)
0O YEs XNO :

'15. ACCESS RESTRICTIONS X YES O NoO
(1" vyes, c1Tx Law(s) & reauLaTION(S)

Bar Admission Rule 19

16. AUDIT REQUIREMENTS

X NONE O STATE O FEDERAL 0O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (1r vRS.EXPLAIN
BRIKFLY AND DESCRIBE ANY HARD.AR!/IOF‘I’IARI)

O yEs Ox NO

18. RECOMMENDED lETENTId‘l

Retain permanently. Transfer
periodically to the Maryland State
Archives.

19. NAME AND TITLE OF PREPARER
Bedford T. Bentley, Jr.
Board Secretary

20.

TELEPHONE NUMEER 21.

(410) 514-7044

DATE

November 1, 1991

DGS 530-4 (REVISED 2/87)

Fig. 7




B

, DEFIN'TION-HECORb SERIES'A OROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOS

JUSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FOFRM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 350-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

or 1b_

PAGE _q__

DEFARTMENT /AGENCY
Staté Board of Law Examiners

2. DIVISION

3. UNIT

4. RECORD SERIES TITLE

B

. 10.

Bar Examination Records (By Examination Date)

AND USKED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

1946 yo Present

I 6.

N THE SERIES.

INCLUDK

RECORD SERIES DESCRIPT ION (IRIIFLY DESCRIBE THE TYPES OF INFORHATION/DOCUHINT'/'OINS PFOUND
THE PURPOSE OR FUNCTION OF THK SEFIES )

Report to the Court of Appeals of Successful/Unsuccessful Candidates for the Maryland Bar

7. RECORD SERIES FORMAT(S)
O LETTER S1ZE O MICROFILM

g ee——

B LEGAL SIZE U COMFUTER TAPE
O BOUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE
o mn(SPECIﬁ)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
O NUMERICAL
X CHRONOLOGICAL

9. VOLUME

5 O FILE DRAVER(S)

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

"WE‘_“ O OTHER(SPECIFY)

O GEOGRAPHICAL
0 OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
1/2 X FILE DRAWER(S)
O MICROFILM REEL(S)
ROMEER 0 COMPUTER TAPE(S)
O OTHER(SPECIFY). |

1. riLE 1S USED 12. F(LE BECOMES INACTIVE AFTER
O pDAILY O WEEKLY X MONTHLY 20 O MONTH(S) B YEAR(S)

13 LocAﬂm(sGe) { BLDG. , FLOOR, ROGM ) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
People s Resource Center tir vES, SPECIFY raEncy or orrice)
100 Conmunlty Place, Room _1.210 ® vEs 3 no

—Crownsvi

le,” Maryland 21032-2026

glerk s OEf&ce; ICOHEt of

15. ACCESS RESTRICTIONS

% vyES
{(1r ye8, cITE LAW(S) & REGULATIONIS)

0O no

16. AUDIT REQUIREMENTS

D STATE U FEDERAL O INDEPENDELT

17.

Oyes ® NO

IS AN INDEX SYSTEM USED? (1r yms.m>PLAIN
BRIKFLY ANKD DESCRIAE ANY HAHDIAR!/IOFTIARI)

Retain permanently. :
periodically to the Maryland 4 '
State Archlves. % . ’ :

RECOMMENDED RETENT JON

Transfer

19. NAME AND TITLE OF PREPARER

Bedford T. Bentley, Jr.
Board Secretary

20. TELEPHONE NUMEER

(410) 514-7044

21: DATE

November 1, 1991 -

DGS 3350.4 (REVISED 2/87)

Fig. 7




ISTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
({DGS 880-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOURY

pace 10 or Ib

1. DEFARTMENT /AGENCY 2. DIVISION

State Board of Law Examiners

3. UINIT

) DEFINITIW-Rﬁcom SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

F‘ RECORD SERIES TITLE ,
© 19, Minutes of the State Board of Law Examiners

REFERENCE AS WELL AS RETENTION AND DISFOS]ITION PURPOSES

8. EARLIEST YEAR/LATEST YEAR

1944 _ 1o Pregent

(includin
exhibits

N THE SERIES.

6. RECORD SERIES DESCRIPTION (IRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMT'/'OM FOUND

Minutes of the State Board of law Exami_ners' meetings (including Exhibits)

INCLUDK THE PURPOSE OR FBNCTION OF THK IB"!I,

¥ s

HECORD SERIES FORMAT(S)
XLETTER S1ZE O MICROFILM 0 ALPHABETICAL

O LEGAL. S1ZzE O COMFUTER TAPE -0 NUMERICAL

O pounD BOOK O FLOPPY DISK

°

O AUDIO TAPE 0 VIDEO TAPE O GEOGRAPHICAL

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

- CHRONOL.OGICAL

O OTHER(SPECIFY)

B FILE DRA¥ER(S)
0 MICROFILM REEL(S)
0 COMPUTER TAPE(S)

"aﬁs‘_“ O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
1/8 ® riLeE DRAWER(S)

O MICROFILM REEL(S)

RUMSEW O COMPUTER TAPE(S)

O oTHER(SPECIFY) !
FILE 1S USED 12. plLE BECOMES INACTIVE AFTER
0 palLy 0 WEEKLY X MONTHLY 0O MONTH(S) X YEAR(S)

it

[«
;—u. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)
People's Resource Center
1.210

mmmity Place, R
100 Gom uityMar&(fg’nd NB30-50%¢

IS RECORD SERIES DUPLICATED ELSEWHERE?

1w ves, seECIFY raENCY OR OFFick)
O YyES O NO

"18. ACCESS RESTRICTIONS 2 YES 0O No 1
{(ir vyes, c1TK LAwW(S) & RxGuULATION(SB)

" Bar Admission Rule 19

6. AUDIT REQUIREMENTS

D NONE R STATE O FEDERAL O INDEPEINDENT

17. 1S AN INDEX SYSTEM USED? (1r vRS,.KPLAIN

. 1
BRIKFLY AKD DESCRIRE ANY HARDWARE/SOFTWARE )

0Ovyes OX NO

8. RECOMMENDED RETENTION
Retain permanently. Transfer
periodically to the Maryland
State Archives :

3

|
s

!

9. NAME AND TITLE OF PREPARER
Bedford T. Bentley, Jr.
Secretary

20.

TELEPHONE NUMEER
(410) 514-7044 -

DATE V |
November l 1991

o

DGS 330-4 (REVISED 2/87)
' Fig.

3\-,-

7




JHSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{DGS 330-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

pace [l _or lo

1. DEFARTMENT/AGENCY
State Board of Law Examiners

2. DIVISION

3. WNIT

DEF INITION -RECORD SERIES.” OROUP OF RELATED RECORDS NORMALLY FILED

AND USED AB A UNIT FOR

[ nscom SERIES TITLE
Character and E11g1b111ty Reports

N .

REFERENCK AS WELL AS RETENTION AND DISPOSITION PURPOBES

5. EARLIEST YEAR/LATEST YEAR
1959 g0 Present

‘IN 'THE SERIES.

B,

6. RECORD SERIES DESCRIPT ION ‘IRIIPLY DESCRIBEK THK TYPES OF INFOMTION/DOCMNTI/POM FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES )

A. Character Reports of Applicants on the General Bar Examination

1. Written Report of Hearing by Character Committee

2. Transcript of Hearing before Character Committee

3. Written Report of Hearing by Board of Law Examiners

4. Transcript of Hearing before the Board of Law Examiners

Character Reports of 0u,t—of-State Attorney Applicants

X LETTER S1ZE O MICROFILM

U LEGAL S1ZE O COMFUTER TAPE
O BOouND BOOK U FLOPPY DISK :
D AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY) |

0 NUMERICAL

& ALPHABETICAL

-0 CHRONOLOGICAL
0 GEOGRAPHICAL
0 OTHER(SPECIFY)

1. Written Report of the Board
2. Transcript of Hearing before the Board
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

15 & FILE DRA¥ER(S)
O MICROFILM REEL(S)
O COMPUTER TAFE(S)

"Eﬁsi.“ O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT I1ON
1/2 8 riILE DRAWER(S)
O MICROFILM REEL(S)
RONBER U COMPUTER TAPE(S)

{ 'Y FILE 1S UsED

O pAlLY 0 WEEKLY & MONTHLY

12.

a mgga‘_sz:mng
FILE BECOMES INACTIVE AFTER
O MONTH(S) X YEAR(S)

13. GJRRE.N'I" LOCATION(S) (EBLDG.,FLOOR, ROOM )
Pegple's Resource Center
ity Place, Room 1.210

. 100
* Crownsville, Maryland 21032-2026

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, sreciry saENCY OR OPFFICE)
0O YES XNO

15. ACCESS RESTRICTIONS B YES O NoO
{1r vyes, ciTx LAw(S) & rEGuLATION(S)

Bar Admission Rule 19

AUDIT REQUIREMENTS

X NONE O STATE 0O FEDERAL O INDEPENDERT

17. 15 AN INDEX SYSTEM USED? (Ir YRS.D)PLAIN

BRIKFLY AND DESCRIBR ANY HARDWARE/SOFTWARK )

Ovyes © nNoO

RECOMMENDED RETENT ION

Retain permanently in active f11es
referred back to the Board by the Court
when applicants are denied admission

to the Bar. Transfer periodically

to the Maryland State Archives.

19. NAME AND TITLE OF PREPARER
Bedford T. Bentley, Jr.

Board Secretary

20.

TELEPHONE NUMEER
(410) 514-7044

21. DATE

Novémber 1, 1991

DGS 3530-4 (REVISED 2/87)

Fig. 7




-

ANSTRUCTIGNS - -TYPE OR PRINT A

) SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

~
.

{DGS 350-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

race 1R or _ib_

1. DEFARTMENT /AGENCY
State Board of lLaw Examiners

2. DIVISION

3. UINIT

" DEFINITI1ON-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY F)LED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

ARFERENCK AS WELL AS RETENTION AND DISPOSITION PURPOSER

b A Fi IE of Miscel%_zqmeous Matters considered by-the Board

5. EARLIEST YEAR/LATEST YEAR
1968 To0 Present

i

-Rules revisions IN THE SERIES.

28 ng Frocires
~Rules Proposals
Fee Change Information

Required Courseé on Professionalism (Rule 11)
Law School Admissions Council

Proposals Re Character Committees

6. RECORD SERIES DESCRIPTION (IRIIPI.Y DESCRISE THE TYPES OF INFOMATION/DOCU_NTI/'OM FOUND

INCLUDE THE PURPOSE OR FUNCTION OF TMK SEFIES )

Drug Enforcement Act. of 1990 regarding licensing
Consulting Services for Character Committee policy procedures

7. RECORD SERIES FORMAT(S)
X LETTER S1ZE O MICROFILM

O LEGAL S1ZE O COMFUTER TAPE O NUMERICAL

O BouND BoOK U FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPE

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL 1

-IX CHRONOLOG I CAL,
O GEOGRAPHICAL

9. VOLUME

X FILE DRAYER(S)

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

NUWBER OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

o onzn(sp:cxﬁ) X OTHER(SPECIFY) 1/4 X FILE DRAWER(S)
) B Sub'ect O MICROFILM REEL(S)
y J KOMNER O COMPUTER TAPE(S)
o nn-zm.sezmﬂl.___j
"V FiLe 1S useD 12. FILE BECOMES INACTIVE AFTER
O pAILY X WEEKLY O MONTHLY j&. D MONTH(S) X YEAR(S)

BRI RSN o oo oo

O L ey g * 9835006

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

t1r vyes, sepeciry saEncY OR oFFice)
OYES XNO -

'18. ACCESS RESTRICTIONS K YES O nNo
{ir vye8, ci1TK LAN(S) & REGuLATION(S)

Bar Admission Rule 19

16. AUDIT REQUIREMENTS

 NONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YRS.EXPLAIN
BEIKFLY AKD DESCRIBE ANY HARDWARE/SOFTWARE )

Cvyes ¥ pNo

18. RECOMMENDED RETENTION
Retain permanently.
Transfer periodically to the
Maryland State Archives

o e s ’ i

19. NAME AND TITLE OF PREPARER

Bedford T. Bentley, Jr.
Board Secretary

20.

TELEPHONE NUMEER 21. DATE S S
(410) 514-7044

November 1, 1991

DGS 330-4 (REVISED 2/87)

i
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Fig. 7




AGENCY RECORDS INVENTORY

.Page 14 of 18 CONTINUED.

1.

4.

DEPARTMENT/AGENCY
State Board of Law Examiners

RECORD SERIES TITLE 5.

16. File of Miscellaneous Matter considered by the Board - .

of Law Examiners
(Continued)

RECORD SERTES DESCRIPTION

Unusual Requests from Bar Applicants Re Exam

Sunsel Law Evaluation

Subject Assignment & Grading Schedules for Bar Examinations
Acceptance of California's Winter 1990 MBE Score Transfers
Legislation Matters

FARLIEST YFAR/LATEST YEAR

1968 to Present




IHSTRUCTIONS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 VWATERLOO ROAD

AGENCY RECORDS INVENTORY

¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE ‘3 orF /b
(DGS 8580-1) JESSUP, MARYLAND 20794 —— ——
1 . DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

State Board of Law Examiners

- DEFINITION-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

(4. RECORD SERIES TITLE
1 15, TFiles of Board Policy Matters

REFERENCE AS RELL AS RETENTION AND DISPOSITION PURPOAES

AND USED AS A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR
1970 1o _Present

Policies on:

Regrading and Review Range

" Conference of Bar Examiners
' Conf1dent1a11ty of Bar Applicant'’

N THE SERIES.

Furnishing Questions & Analyses for publication
Furnishing Police Reports to Character Committee

Use of Typewriters at Bar Examinations
Combining of MBE & Esssay Scores by the National

s Records

6. RECORD SRIES DESCRIP’I‘ION (IRIIPI.Y DESCRIBE THE TYPES OF INFOMTION/DOCU_NT./'OM FOUND
INCLUDK THE PURPOSE OR 'UNCTION OF THK SEMIES)

Applicant's Request to Take Bar Examination in a location other than the scheduled site

7. RECORD SERIES FORMAT(S)

ﬁL.s'rn-:R S12ZE O MICROFILM
‘muzmsnzz O COMFUTER TAPE
‘ D BOUND BOOK U FLOPPY DISK

O AUDIO TAPE. O VIDEO TAPE
D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.

0O ALPHAEBETICAL

-0 NUMERICAL
- CHRONOLOGICAL

0 GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME
3 & FILE DRAWER(S)

O MICROFILM REEL(S)

0O COMPUTER TAPE(S)

NUMBER 0§ oripp(sPECIFY)

10. ANNUAL ACCUMULATION
1/8 ™ riLE DRAWER(S)

O MICROFILM REEL(S)

RUMBER O COMPUTER TAPE(S)
O OTHER{SPECIFY)

| 11 piLe 1S UsED
; Q palLy 0 ¥EEKLY
L

R} MONTHLY

12.

FILE BECOMES INACTIVE AFTER

20

O MONTH(S) X YEAR(S)

=
113,
' People's Resource Center

c;mloo ,mca""ms, e tyMaPECEAAR%?RQ% ’2)(]596

CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM)

14.

1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir ves,
O veEs & NO

SPECIFY 2.GENCY OR OFFicCE)

15. ACCESS RESTRICTIONS X YES

Bar Admission Rule 19

-0 NO
(1r ves, ci17vx raw(s] & reauLATION(S)

XNONE O STATE 0O FEDERAL

16. AUDIT REQUIREMENTS

0 INDEPEIDENRT

17.

0 ves X no

15 AN INDEX SYSTEM USED? (t1r vRS,M:PLAIN
BREIEFLY ARND DESCRIBRE ANY NARDIARE/IOFTIARI)

RECOMMENDED RETENT ION

Retain permanently.
Transfer perlodlcallyzto tﬁe Maryland
State Archlves. -

L

,‘w‘ )

19. NAME AND TITLE OF PREPARER
Bedford T. Bentley, Jr.
Secretary

20.

TELEPHONE NUMEBER

(410) 514-7044 -

. DATE SRl

November 1 1991

DGS 330-4 (REVISED 2/867)

Fig. 7




AGENCY RECORDS INVENTORY

Page 15 of 18 QONTINUED.

1.

DEPARTMENT/AGENCY
State Board of Law Examiners

RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
17. Files of Board Policy Matters 1970 to Present
(Continued)

RECORD SERIES DESCRIPTION

Policies on:

Review of Multistate Bar Examination (MBE) by Board Members
Treatment of Extra Points on Bar Examination

Refund of Fees--Hardship

Exceptions to Carry-Over of Scores on Bar Examinations
Retaking Examination (Rule 9)

Expungement

Meeting with U. of MD and U. of Baltimore Law Students
Supplying Copy of Applicant's Application to Law Firms (for cases)
Transfer of MBE Scores by National Conference of Bar Examiners
Furnishing Names & Addresses of Bar Applicants

. VED T
3 VE ¢ 4
R E i




JHSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROQAD
P.O. BOX 273
JESSUP, MARYLAND 207%4

AGENCY RECORDS INVENTORY

e 4 or 16

1. DEFARTMENT/AGENCY
State Board of Law Examiners

2. plvision

3. UNIT

" PEFINITION-RECORD SERIES-

4. RECORD SERIES TITLE
: 16. Court Rule change Orders

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL A9 RETENTION AND DISPOSITION PURPOSES

8. EARLIEST YEAR/LATEST YEAR

130 to Pregent

i
N THE SERIES.

Board's Rule change proposals
Court of Appezls's Order changlng Rules

6. RECORD ssmzs DESCRIPT ION (IRII'LY DESCRIBK THE TYPES OF INPORHATION/DOCUKNT'/FOM FOUND

INCLUDE THE PURPOSE OR 'UNCTION OF THK SEMIES)

7. RECORD SERIES FORMAT(S)
o Ls:rrzn SI1ZE O MICROFILM
X LEGAL S1ZE O COMFUTER TAPE

0 BOUND BOOK U FLOPPY DISK
' O AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
O ALPHABETICAL
0 MMERICAL
-OX CHRONOLOG 1 CAL,
0 GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME .
1 ¥ FILE DRAYER(S) -
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
RUNBER g O’I'HER(SPECIFY)

10. ANNUAL ACCUMULAT ION
1/32 & FILE DRAWER(S)
O MICROFILM REEL(S)
ROMSPR O COMPUTER TAPE(S)

O OTHER(SPECIFY)

11, pie 1S usED 12. FILE BECOMES INACTIVE AFTER

. O DAILY O wEEKLY (X MONTHLY 20 O MONTH(S) X YEAR(S)

r .

13, LOCATION(S) (BLDG.,FLOOR, ROCM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
’ People s Resource ter- tir ves, srEcirY roENCY OR OFFicE)

. 1.210
100 Commumity Place, ngc])rg32

O vEs XNO

15. ACCESS RESTRICTIONS DYES ¥ NO
(1» yes, ciTx taw({s]) & rREouLATION(S)

16. AUDIT REQUIREMENTS

¥ NONE O STATE O FEDERAL O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (1r vES.EXPLAIN
BEIEKFLY AKND DESCRIARE ANY MARDIARK/'OFTIARI)

O YyEs X NO

18. RECOMMENDED RETENTION

Retain Permanently.

Transfer periodically to the the Maryland
State Archives.

19. NAME AND TITLE OF PREPARER
Bedford T. Bentley, Jr.
Board Secretary

20.

TELEPHONE NUMEER

(410) 514-7044

21. DATE

November 1, 1991

DGS 330-4 [REVISED 2/87)

Fig. 7




LBSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

¥ITH RECORDS RETENTION SCHEDULE

(DGS 580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace 15 or 16

1. DEFARTMENT /| AGENCY

2. DIVISION

3. UNIT

State Board of Law Examiners

. DEFINlTlm'mcom SERIES’A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE
19. Board Rule change records

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR

1270 _ to _Present

‘N THE SERIES.

for changes to Rules of the Bogrd

6. RECORD SERIEB DESCRIPTION ‘IRIIPI.Y DESCRIBE THE TYPES OF INFOMTION/DOCMTI/FOM FOUND

. Documents, correspondence, proposals, advertisements, drafts, and final change formats

INCLUDE THE PURPOSE OR FUNCTION OF THK SEMIES |

7. RECORD SERIES FORMAT(S)
X LETTER S1ZE O MICROFILM
O LEGAL S1ZE U COMFUTER TAPE

O BOUND BOOK U FLOPPY DISK
. O AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL
U NUMERICAL
‘R CHRONOLOGICAL,
0 GEOGRAPHICAL
D oTHER(SPECIFY)

VOLUME
1 RriLE DRA'ER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)

NGHBER OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
1/32 exriLE DRAWER(S)
QO MICROFILM REEL(S)
RUNBEN U COMPUTER TAPE(S)

O oTHER(SPECIEY) .|

! 1. priLE 1S USED 12. p|LE BECOMES INACTIVE AFTER
O pAILY O WEEKLY ® MONTHLY D MONTH(S) ® YEAR(S)
- IPS. cY en.s%cl?;égn r’lt‘em"nm . ROOM ) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
eople s ti1r ves, srEciFy saENCY OR OPFicE)
. 100 Commmity Place, Room 1.210 O ves B no
_Cgome‘ri11n, Msn'y'lnﬂ'n 21032=2026
"18. ACCESS RESTRICTIONS OYEE ®NO 16. AUDIT REQUIREMENTS

{i1r vyes, ciTx LAW(S) & REGULATION(S)

X0 NONE O STATE 0O FEDERAL 0 INDEPEINDENT

17. 18 AN INDEX SYSTEM USED? (I1r vyRS.KPLAIN
BRIKFLY AND DESCRIBE ANY HARDRARE/SOFTWARE)

o ves X no

$16. RECOMMENDED IETENTIG{-

Retain permanently.
Transfer periodically to the
Maryland State Archives.

‘n. NAME AND TITLE OF PREPARER 20.

fqrd T. Bentley, Jr.
Egd d gecre

TELEPHONE. NUMBER 21.
(410) 514-7044 -

DATE

November -1, 1991 ..

DGS 3350-4 (REVISED 2/87)

Fig. 7




JHSTRUSTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES :

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 b

(DGS BBO-1) JESSUP, MARYLAND 20794 PAGE "LQ" /

1. DEFARTMENT /AGENCY 2. DIVISION 3. WNIT

State Board of Law Examiners

. DEFINITION-RECORD SERIES A GROUP OF RELATED RECORDS NORMALLY FFILEKD AND USKD AS A UNIT FOR
REFERENCE- AS NELL AS RETENTION AND DISPOSITION PURPOSES :

4. RECORD SERIES TITLE = ) 5. EARLIEST YEAR/LATEST YEAR
}¢ . History Files : ' 1960  yo Present
i
6. RECORD SERIEB DESCRIPTION (-R|"LY DESCRIBE THE TYPES OF lN'OR“ATION/DOCUH‘NT'/FOIN' PFOUND
‘N THE SERIES. . INCLUDK THE PURPOSE OR r\mc'rlon OF THE SEFIES)

“raluation Files of Applicants who failed the bar examination

State Board of Law Examiners' portion of the Procedures Manual of the Administrative-~
Office of the Courtss

Files of Suite Against the Board

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X LETTER S1ZE O MICROFILM R ALPHABETICAL - 3 R FILE DRA®ER(S) .
- O MICROFILM REEL(S)
X LEGAL S1ZE 0O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
| D pOUND BOOK O FLOPPY DISK ° -0 CHRONOLOGI CAL MUY B omEr(sPECIFY)
. . . ' " Data Box Storage Sys.
O AUDIO TAPE D VIDEO TAPE ’ D GEOGRAPH I CAL

10. ANNUAL ACCUMULATION
O OTHER( SPECIFY) - O OTHER(SPECIFY) 1/2 0 riLE DRAWER(S)
O MICROFILM REEL(S)
RUMSEN O COMPUTER TAPE(S)
O oYHER(SPECIFY) !

I 1. pie 15 usep ‘ 12. FILE BECOMES INACTIVE AFTER
; R DAILY O WEEKLY O MONTHLY 20 O MONTH(S) ¥ YEAR(S)
IL NUREER :
. ; 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
People's Resour(ie Center ‘ t1r ves, srECIFY raENCY OR OFFicE)
(bm'melt gae R }%9 O yES D No
_a}r_(mnsw .y (faﬁd 2703 6
183. ACCESS RESTRICTIONS X YES O No 16. AUDIT REQUIREMENTS
{ir vyes, crve vaw(s) & rRxauLATION(S)
Bar Admission Rule 19 XD NONE O STATE 0O FEDERAL O INDEPENDERT

17. 15 AN INDEX SYSTEM USED?! (1r vRS.K)PLAIN

. 18. RECOMMENDED RETENT ION
BREIKFLY AND DESCRIBE ANY HARDWARE/SOFTWAKK )

Retain permanently. L PP
O YEs X No : Transfer periodically to thew’is; ;
- Maryland State Archives.

. ]

H

[

TITLE OF PRE PARER 20. TELEPHONE NUMEER 21: DATE . o

I G S A )

19
‘Ei‘égﬁﬁr carepantley, Jr. (410) 514-7044 - " Nowenbai 1771991 - K

DGS 3350-4 (REVISED 2/87)
Fig. 7




