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RECORDS RETENTION ANO DISPOSAL SCHEDULE

SCHEDULE
MO.

1409
PACE

1 Of 12

STATE BOARD OF LAW EXAMINERS

Item
No. Description Retention

1.

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

ACCOUNTING RECORDS

A. General Accounting Records

Certificate of Deposit and Bank
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)

Retain for three
(3) years and until
all audit require-
ments have been
fulfilled, then
destroy.
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Item
No. Description Retention

B. Special Accounting Records

Reports of audits conducted by the
Legislative Auditors

Books of Final Entry - General Ledgers

Daily Accounting Ledgers (Computer
Printouts)

Transmittals of Character
Questionnaires to the eight
judicial circuits

Computer records of receipt of
application fees.

C. Budget and Fiscal Planning Records

Budget Estimates
Materials and Supplies Physical

Inventory
Revenue Estimates
Executive Planning Process1

Maximum Agency Request Ceiling (MARC
proposals

Budget Work Papers
Worksheets, drafts, instructions,
explanations/clarifications \

\

Retain for ten (10)
years, then
destroy.

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

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

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

Retain for two (2)
years, then destroy

Retain for three
(3) years and until
all audit require-
ments have been
fulfilled, then
destroy.
Retain until
reference value
ceases, then
destrby. \

Retain for three
(3) years after
adoption of budget
for which jthey are
prepared, then
destroy.
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No. Description RtUntion

D. Cash Accounting Records

Petty Cash Fund Records

Board's Compensation Order File

E. Miscellaneous Accounting Records

Budget Papers and Work Sheets
Delivery Orders and Receipts
Reimbursement Requests
Paid Bills and invoices
Requisitions and Purchase Orders
Time Sheets

F. Purchasing Records

Contracts for Examination Site(s)

Contracts for Board's Retreat Meeting

Catering Contracts for Board Meetings
Out-of-Schedule Requisition for

Supplies
Purchase Order
Notice of Award of Contract
Report of Partial Delivery
Requisitions for Office Supplies
Printing Orders (forms)

PERSONNEL RECORDS

A. Temporary Employee(s)

Time Sheets
Performance Report

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

Retain 20 years,
then destroy.

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

Retain 5 years,
then destroy.

Retain 5 years,
then destroy.

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

Retain for three
\ (3) years after
• termination of
i employment "arid then
" de"s troy.

M.MI
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No. Dfscription Retention

B. Report of Injury

Worker's Compensation First Report of
Injury Reports

C. Reclassification of Position

Position Description

D. Leave Policy

Description Information
Management/Employee Information re
Emergency Closings policy

E. Employee Evaluation

Individual Performance Evaluations

F. Board Members and Board Assistants

Orders appointing Board Members

Orders re-appointing Board Members

Retain for 5 years
then destroy.

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

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

Retain for three
(3) years after
termination of
employment, then
destroy.

Retain permanently,

Transfer peri-
odically to the
Maryland State
Archives.

* Regain* permanent ly.
•'•Transfer peri-
odically to the
Maryland State
•Archives.

v',\

M'HI
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Correspondence Re Board Assistant
Appointments

G. Character Committees

Orders appointing Character Committee
for the Eight Judicial Circuits

Orders re-appointing Character
Committees for the Eight Judicial
Circuits

-

H. Bar Examination Assistants

Proctors Contracting to Assist at Bai
Examinations

. PURCHASING

A. Advertising

Legal Notices re Bar Examinations

Legal Notices re Rule Changes

HO. •"•^"J

Na 5 of 12

Retention

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

s
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.

Retain -permanently.
Transfer peri-
odically to the
Maryland State
Archives.
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Press Releases re Bar Examinations
Notice to Deans of Maryland and
District of Columbia Law Schools and
Bar Review Courses

B. Agency Inter-Office Requisitions

General Office Supply Orders

Office Furniture Purchase Records &
Office Equipment Purchase Records

Related Equipment Operation Manuals

Office Equipment Purchase Records
Operation Manuals

C. Notice of Award Contract(s)

Multistate Bar Examination (Educational.
Testing Service and American College
Testing Contracts

D. Unscheduled Requisitions for Supplies

Essay Composition Books for Exam PARTS
Purchase Orders, Proofs,

E.. Packing Slips, Shipping Tickets, Bills
of Lading

Records of Multistate Bar Examination
Materials' Shipments

F. Vendor List

Office Supply Catalogues

Retain for five
(5) years, then
destroy.

Retain for five
(5) years, then
destroy.

Retain until
equipment is sold,
transferred, or
destroyed, then
destroy.

Retain until
superseded.

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

Retain for five «
(-5) • ye&rts, •>,then \

\- Retain until
• superseded.
1 . .
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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

C. Information files of applicants under
waiver (of requirement of graduation
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 admitted

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.
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Description

Computer records of individual application
and petitions

J.. Index Cards containing Individual
Applicant Information (before office
automation)

K Bar Examination Essay Books

). Bar Examination Records (By Examination
Date)

A. Grading Sheets

B. Report to the Court of Appeals of
Successful/Unsuccessful Candidates

C. Statistics

D. Multistate Bar Examination Computer
Tapes

. GENERAL CORRESPONDENCE

With applicants other than "foreign"
applicants

With "foreign" applicants
With legal and State agencies

SCHIBUU

Ha 1409

£"8 of 12

Retention

5 Retain for two (2)'
years, then trans-
fer to microfilm
and retain microfili
permanently.

Transfer peri-
odically to the
Maryland State
Archives.

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

. Archives.

Retain for five (5)
years, then destroy

Retain 20 years,
then destroy.

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

Retain 20 years,
then destroy.

Retain 10 years,
then destroy.

Retain for one
(1) year in .
active file and
then two (2)



DGS-55O-1A RECORDS RETEiTIOH U D OISPOUL SCHEOULE
(COMTIMUATION SMUT)

SCHIOUU
MO. 1409

PAOf
Ma 9 of 12

No. Description Rtttntion

With Character Committees
Miscellaneous (alphabetical file)

Multistate Bar Examination (MBE) Score
Transfer forms and information

Retained intra-Board correspondence
and forms transmitting attorney
applications

2. Minutes of the State Board of Law Examinerfe
(including Exhibits)

13. Character and Eligibility Reports

A. Character Reports of Applicants on
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

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

1. Written Report of the Board

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

'permanently.
Transfer peri-
odically to the
Maryland State
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Description

2. Transcript of Hearing before Board

i. Files of Miscellaneous Matters considered
by the Board of Law Examiners

Rules Revisions
Forms 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

5. Files of Board Policy Matters

Furnishing Questions & Analyses for
publication.

Furnishing Police Reports to Character
Committee

Regrading and Review Range
Use of Typewriters at Bar Examinations
•Combining of MBE & Essay Scores by the

National Conference of Bar Examiners
Confidentiality of Bar Applicant's

D o f* r\TT (^ G
ACLUlUo

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)

SCHIBUU

HO. 1409

NO?* 10 Of 12

Retention

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

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

- • •
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Description

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
Review of MBE by Board Members

>. Court Rule change Orders

7. Board Rule change records

.
J. 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 \*
Transmitting Applications to the .
Board's office. \

t
Evaluation Files of Applicants who

failed the bar examination \

SCHIBUU

HO. 1409

Ho" U of U

Retention

t

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.

? V^ReWin f ive (5)
years, then
desftpoy;1

Retain permanently.
Transfer, ,peri-'

.̂. to,dlcally to the
«. - Maryland State
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Item
No. Description Rtttntion

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
Archives.

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

Retain permanently.
Transfer peri-
odically to the
Maryland State
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
for current
business.

Retain for three
(3) years, then
destroy.



INSTRUCT IQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS B80-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 1 OF

DEPARTMENT/AGENCY

State Board of Law Examiners
2. DIVISION 3. UNIT

DEFINITION-RECORD SERIES-* °" O y F O r WLATKD RECORDS NORMALLY* PILED AND USED AS A UNIT FOR
REFERENCE AS »ELL AS RETENTION AND DISPOSITION PUHPO8EI

4. RECORD SERIES TITLE

1. Accounting Records
8. EARLIEST YEAR/LATEST YEAR

1915 TO Present

«. RECORD SERIES DESCRIPTION (•Rllirur DESCRIBE TH* TYPES Or INPORMATION/DOCUMCNTS/rORMS POUND
•IN THE SERIES. INCLUDE TMK PURPOSE OH FUNCTION OP THE SERIES)

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

7. RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

AUDIO TAPE ° VIDEO TAPE

OTHER( SPECIFY)

Computer paper

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

D NUMERICAL

% CHRONOLOGICAL

° GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

2 R FILE DRAVER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)

NUMBER R OTHER(SPECIFY)

Compiitp-r Binders
10. ANNUAL ACCUMULATION

1/2 0 FILE DRAWER(S)

• MICROFILM REEL(S)
a COMPUTER TAPE(S)
D OTHFBl SPFr IFVI

II FILE IS USED

• DAILY a WEEKLY DC MONTHLY

I Z > FILE BECOMES INACTIVE AFTER

20 D MONTH(S) XJ YEAR(S)

! 13.CURRENT LOCATION!S) ( BLDG..FLOOR,ROOM)

People's Resource Center
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IP YES, 8PECIPY AOEKCY OR OPP I C E )
D YES 3D NO

IB. ACCESS RESTRICTIONS R YES O NO

(IP YES, CITE UA*(s) * REauLATION(s)

Bar Admission Rule 19

16. AUDIT REQUIREMENTS

O NONE * STATE • FEDERAL • INDEPDO-IfrT

17. IS AN INDEX SYSTEM USEDT (|pr Y M . I X P U I N

Br.-IEPUY AKD DKSCRIHE ANY HARDVARB./SOPTKARE)

° YES • NO

16. RECOMMENDED RETENTION

Retain permanently: ̂ Transfer
periodically td the Maryland State
Archives. '•

19. NAME AND TITLE OF PREPARER.

Bedford T. Bentiey,JJr.
Board Secretary

2 0 . TELEPHONE NUMBER

(41Q) 514-7044
2 1 . DATE

\ NdVember 1, 1991

DCS 5S0-4 (REVISED 2/87)

Fig. 7



I f •ISTRUCT IQNS - - TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DOS 8B0-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 2 o r /fc

DEPARTMENT/AGENCY

State Board of Law Examiner;
2. DIVISION S. UNIT

DEFINITION-RECORD SERIES'* O R O U P O r M L A T H D RJCCORDB NORMALLY FILED AMD USKD AS A UNIT FOR
RKFERKNCB: ASWBLJL AB RETENTION AWP DISPOSITION PimFOBEB •

4. RECORD SERIE8 TITLE
2. Personnel Records

B. EARLIEST YEAR/LATEST YEAR
1946 TO Present

e. RECORD SERIES DESCRIPTION (•RIKFUT DKBCHIK-THB TYPEB OF INPOHMATION/DOCUMDITI/PeMn FOUND
'IN THE SERIES. INCLUDK TMK PURPOSE OH FUNCTION OF THE SBR1ES)

C. Reclassification of Position

*pe Orders Appointing Board Members and Board Assistants

// Correspondence Re Board Assistant Appointments

// Orders Appointing and Re-appointing Character Committees for the Eight Judicial Circuits

7. RECORD SERIES FORMAT(S)

H LETTER SIZE • MICROFILM

8 LEGAL SIZE ° COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

B. RECORD SERIES SEQUENCE

O ALPHABETICAL

° NUMERICAL

-B CHRONOLOGICAL

a GEOGRAPHICAL

° OTHER(SPECIFY)

9. VOLUME

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

10. ANNUAL ACCUMULATION

1/8 K FILE DRAWER(S)
a MICROFILM REEL(S)
D COMPUTER TAPE(S)
D OTHgBtsprrirvl

II . FILE IS USED

O DAILY WEEKLY MONTHLY

l2* FILE BECOMES INACTIVE AFTER

20 • MONTH(S) CXYEAR(S)

13. CURRENT LOCATION(S) {BLDG..FLOOR,ROOM)

People's Resource Center
100 Community Place, Room 1.210
f>v>wnsvi11o /MfTy1an'i ?1Q^?-?0?<:>

14. IS RECORD SERIES DUPLICATED ELSEWHERET

( I F YES, SPECIFY AJIENCX OR OFFI

18. ACCESS RESTRICTIONS • YES fl NO
(IF YKS, CITK LA*(S) * RKOULATIONIB)

I S . AUDIT REQUIREMENTS

X§t NONE O STATE ° FEDERAL D lNDEPEIOKr.T

17. IS AN INDEX SYSTEM USEDT (|F YZB.KXFLAIN
BKIKFLY AND DEBCRIBK ANY HARDBARK/BOFTWARK)

18. RECOMMENDED RETENTION

• YES NO Retain permanently. Transfer periodically
to the Maryland State Archives.

[9. NAME AND TITLE O p PREPARER
Bedford T. Bentley, Jr.
Board Secretary

2 0 . TELEPHONE NUMBER

(410) 514-7044

2 I . DATE

November 1, 1991

DCS 350-4 (REVISED 2/87)

Fig. 7



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS B80-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF Jfe-
DEPARTMENT/AGENCY

State Board of Law Examiners
2. DIVISION S. UNIT

DEFINITION-RECORD SERIES-* °" O U F O r "LATKO RECORDS NORMALLY FILED AND UtID AS A UNIT FOR
REFERENCE A« H U . AS RETENTION AND DISPOSITION FUWPO8EI •

4. RECORD SERIES TITLE

3. Purchasing
B. EARLIEST YEAR/LATEST YEAR

1977 TO Present

t. RECORD SERIES DESCRIPTION (•BI"FUY O M C R I M THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
'IN THE SERIES. . INCLUDE THE PURPOSE OM FUNCTION OF THE SERIES)

A. Legal Notices re Bar Examinations
jt Legal Notices re Rule Changes
*Qt Notice of Award Contract(s)

7. RECORD SERIES FORMAT(S)

Ct LETTER SIZE • MICROFILM

9. LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

° AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

B NUMERICAL

JQ CHRONOLOGICAL

Q GEOGRAPHICAL

B OTHER(SPECIFY)

9. VOLUME

2 30 FILE DRAWER(S)
0 MICROFILM REEL(S)
COMPUTER TAPE(S)
OTKER(SPECIFY)

NUMBER

10. ANNUAL ACCUMULATION

Q FILE DRAWER!S)
O MICROFILM REEL(S)
• COMPUTER TAPE(S)
Ot OTHFBl SPFfr I FY 1L folder

It. FILE IS USED

B DAILY WEEKLY 10 MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

10 D MQNTH(S) 3t) YEAR(S)

13. CURRENT LOCATION(S) I BLDG..FLOOR,ROOM)
People s Resource Center
100 Community Place, Room 1.210
Orownsviiie, MaryignH ?im?-90?f;

14. IS RECORD SERIES DUPLICATED ELSEWHEREt

(lF YES, SPECIFY /.OENCY OR OFFICE)
D YES X) NO

IS. ACCESS RESTRICTIONS • YES B NO

(IF YES, CITE LAW(S) A REauLATION(s)
16. AUDIT REQUIREMENTS

Qt NONE B STATE • FEDERAL • INDEPElOr-tr.T

1 7 . I S AN INDEX SYSTEM U S E D ? ( I F Y E 8 . E > ^ L A I N

BF.IEFLY AND DESCRIBE ANY HARDBARK./ SOFTWARE)

Q YES Ot NO

18. RECOMMENDED RETENTION

Retain permanently. Transfer
periodically to the Maryland. , 4-\
State Archives. ,:' //"*-»

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

20. TELEPHONE NUMBER

(410) 504-7044

2 I . DATE

November, 1 ,•_. (1991.

DCS 330-4 (REVISED 2/87)

Fig. 7



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 8B0-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE JL OF

DEPARTMENT/AGENCY
State Board of Law Examiners

2. DIVISION J. UNIT

DEFINITION-RECORD SERIES-A a " O U F O P "LATKD RKCORD0 NORMALLY PILKD AMD USKD AS A UNIT FOB
Al K U AB RETENTION AND DISPOSITION PU»M«E« •

4. RECORD SERIES TITLE

'< If, Records Management (Transmittals of Essay Books)
8. EARLIEST YEAR/LATEST YEAR

1L987 TO Present

RECORD SERIES DESCRIPTION {•RIKPLY DKSCRIBK
•IN THE SERIES.

THK TYPKS Or INFORMATION/DOCUMENTS/FORMS POUND
INCLUDE TMK PURPOSE OH FUNCTION OF THK SKP/tKS)

Certificates of Records Disposal

7. RECORD SERIES FORMAT(S)

It LETTER SIZE • MICROFILM

O LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

a NUMERICAL

•H CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9 . VOLUME
1/8 .

N U M I 1 K 1 *

FILE DRAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S)
OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(B)
O MICROFILM REEL(S)

RTOtRlT D COMPUTER TAPE(S)
. folder. B

FILE IS USED

O DAILY 0 WEEKLY

TVd.ce Annual
D MONTHLY

y12* FILE BECOMES INACTIVE AFTER

10 D MONTH(S) *YEAR{S]

1 3 . CURRENT LOCATION(S> {BLDG.,FLOOR,ROOM)
People s Resource Center
100 Community Place, Room 1.210
Onwn^iip/MaryTanrl 21032-2026

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF VCB, BF-ECIFY /.orKCY OR OPFICB)
a YES R NO •-

18. ACCESS RESTRICTIONS 0 YES 01 NO
(IF YKB, CITS L.A»(B) A RKOULATION(B)

16. AUDIT REQUIREMENTS

)P NONE O STATE D FEDERAL 1NDEPE1OKNT

17. IS AN INDEX SYSTEM USEDT (|F YII.UPLAIH

Br.'IKFLY AND DBaCRIME ANY HARDSARK/BOPTWARB )

• YES X3 NO

18. RECOMMENDED RETENTION

Retain permanently. Transfer
periodically to the Maryland
State Archives

19. NAME AND TITLE OF PREPAKER

Bedford T. Bentley, Jr.
Board Secretary

2 0 . TELEPHONE NUMBER

(410) 514-7044

2 1 . DATE

November 1, 1991

DCS 5S0-4 (REVISED 2/87)

Fig. 7



1NSTRUCTIQMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS SBO-1 )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE

1. DEPARTMENT/AGENCY

State Board of law Examiners
2. DIVISION 3. UNIT

DEFINITION-RECORD SERIES-* OltOUF O F ™LATED RECORDS NORMALLY PILED AMD U H D AS A UNIT FOR
REFERENCE AS KEUL. AS RETENTION AND DISPOSITION fUBFOggl •

4. RECORD SERIE8 TITLE

Z Applications for Bar Admission (General Bar Examination
S. EARLIEST YEAR/LATEST YEAR

1985 TO Present

• • RECORD SERIES DESCRIPTION (•RIKruT BMCRIBE THE TYPES OP INFORMATION /DOCUMENTS/ FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE' OR FUNCTION OF THE SERIES)

A/ Application for individuals not admitted
(^Information files of applicants under waiver (of requirement of graduation from a law

school approved by the American Bar Association provision)of the Rule Governing
Admission to the Bar of Maryland.

7. RECORD SERIES FORMAT(S)

DC LETTER SIZE • MICROFILM

DC LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

~> ALPHABETICAL

R NUMERICAL

•O CHRONOLOGICAL

O GEOGRAPHICAL

0 OTHERfSPECIFY)

9. VOLUME

20 9 FILE DRAWER(S)
• MICROFILM REEL(S)
COMPUTER TAPE(S)

NUMbKR
D OTHER(spec,pYj

10. ANNUAL ACCUMULATION

2 ft FILE DRAWER(S)
• MICROFILM REEL(S)

NUOTtH D COMPUTER T A P E ( S )

FILE IS USED

H DAILY WEEKLY MONTHLY

12 * FILE BECOMES INACTIVE AFTER
20 MONTH(S) XI YEAR(S)

| 13. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)
People's Resource Center

: 100 Coranunity Place, Room 1.210
Grownsville. Maryland 21032

14. IS RECORD SERIES DUPLICATED ELSEWHEREf
tlF YCS, SPECIFY AOENCY OR OFFICE)
Q YES H NO

S3. ACCESS RESTRICTIONS 10 YES • NO

(IF YES, CITE LAl|i) & REOULATI ON ( S)

Bar Admission Rule 19

16. AUDIT REQUIREMENTS

O NONE 9 STATE • FEDERAL INDEPElOi-ZNT

17. IS AN INDEX SYSTEM USED? (IF VKI.V7U1N

BRIEFLY AKD DESCRIBE ANY HARDIARE/SOFTWARE)
18. RECOMMENDED RETENTION

Q YES NO Retain permanently. Transfer
periodically to the Maryland
State Archives

^19. NAME AND TITLE OF P]

| Bedford T. Bentley,
Board Secretary

TITLE.OF PREPARER 20. TELEPHONE NUMBER

(410) 514-7044

2 t. DATE

November 1, 1991

5S0-4 (REVISED 2/87)

Fig. 7



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

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20704

AGENCY RECORDS INVENTORY

PAGE b OF (b

I. DEPARTMENT/AGENCY

State Board of Law Examiners
2. DIVISION J. UNIT

DEFINITION-RECORD SERIES-* a l l O U F 9r "ELATED RECORDS NORMALLY FILED AND USED AS A UNIT
REFERENCE A* KBLL AS RETENTION AND DISPOSITION

4. RECORD SERIES TITLE

6, Applications for Bar Admission (Out-Of-State Attorneys)
8. EARLLEST YEAR/LATEST YEAR

1976 TO Present

0. RECORD SERIES DESCRIPTION f
B R I K r L V DESCRIBE
•IN THE SERIES.

Applications of attorneys not admitted

THE TYPES Or INPORMATION/DOCUMENTS/PORMS POUND
. INCLUDE THE PURPOSE OR FUNCTION OP THE IEME1)

7. RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTKER(SPECIFY)

6. RECORD SERIES SEQUENCE

S ALPHABETICAL

a NUMERICAL

•O CHRONOLOGICAL

a GEOGRAPHICAL

B OTHER(SPECIFY)

9. VOLUME

8 H FILE DRAWER(S)
O MICROFILM REEL(S)
COMPUTER TAPE(S)
OTHER{ SPECIFY)H U M I i n

10. ANNUAL ACCUMULATION

1/8 R FILE DRAWER(S)

a MICROFILM REEL(S)
D COMPUTER TAPE(S)
D

It FILE IS USED

O DAILY WEEKLY Ot MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

20 n MONTH(S) CCYEAR(S)

13 . CURRENT LPCATION(SL (B

People s Resource Center
100 Community Place, Room 1.210
C i l l ^ l i 2 ] ^ ^ ? ? r > ?

BLDG..FLOOR,ROOM)

ter

Crownsvillo

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP VCS, SPECIFY /.OEKCY OR OFFICE)
D YES & NO

18. ACCESS RESTRICTIONS XI YES • NO

(IP YES, CITE LAW(s) * REOULATION(8)

Bar Admission Rule 19

16. AUDIT REQUIREMENTS

"fi NONE H STATE • FEDERAL D INDEPEIOKf.T

17 I S AN INDEX SYSTEM USED? ( | p YES.E>7LAIN

BKIEPLY AND DESCRIBE ANY HARDBARE/SOFTWARE)
18.

YES NO

RECOMMENDED RETENTION

Retain permanently. Transfer,
periodically to the Maryland,-
State Archives"."7^V \•• *! '̂ ""'*'

. NAME AND TITLE OF PREPARER

Bedford T. Bentley, Jr.
Board Secretary

2 0 . TELEPHONE NUMEER

(410) 514-7044

21 . DATE

November, . l j 1991

DCS SSO-4 (REVISED 2/87)

Fig. 7



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 850-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 7 OF \b

DEPARTMENT/AGENCY

State Board of Law Examiners
2. DIVISION S. UNIT

DEFINITION-RECORD SERIES-A a i t O U P O r "BLATBD RECORDS NORMALLY PI LCD AND UfKD AS A UNIT FOR
RBPERBNCB AS BBU. AS RETENTION AND DISPOSITION

4. RECORD SERIES TITLE , '. , ...

^Computer records of individual applications and petitions
8. EARLIEST YEAR/LATEST YEAR

1987 TO Present

9. RECORD SERIES DESCRIPTION faHiKF1UV "BSCRIBB THB TYPES Of INPORMATION/DOCUMEMTS/PORMS POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OP. THE SERIES)

Computer record (data entry information) of individual bar applications and petitions

'•Records on Computer as of 10/9/1991:

General Bar Examination

I
Petitions: W-87 —

S-87 —1181
W-88 — 655
S-88 —1188.
W-89 — 600

W-90 — 594
S-90 — 1216
W-91 — 622
S-91 — 1295
Total Petitions: 9112

Regis trations: 6335

7.

a
a
D

RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE QCCOMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

OC CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME

5 peels
NUMBER

• FILE DRAWER(S)
• MICROFILM REEL(S)
g COMPUTER TAPEJs)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)

I r r-l ° MICROFILMreel
NUMUR

* COMPUTER TAPE(S)
C. onrnsB( s p r r i r v )

I It FILE IS USED

QC DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

20 D MONTH(S) XJ YEAR(S)

I 3 . CURRENT LOCATION!S) (BLDG..FLOOR,ROOM)

People s Resource Center
100 Community Place, Room 1.210

14. IS RECORD SERIES DUPLICATED ELSEWHERET

VCS, SPeCIPY /.OENCY OR OPPICK)
YES * NO

18. ACCESS RESTRICTIONS • YES • NO

(IP VKS, CITK LA«(s) A RKOULATION(s)

Bar Admission Rule 19

16. AUDIT REQUIREMENTS

O NONE X] STATE • FEDERAL I NDEPOO&f.T

17. IS AN INDEX SYSTEM USEDT ( |p vxs.KXPLAIN

BRIBFLY AND DBSCRIBB ANY HARDBARS/SOPTBARB)

o YES » NO ' -Program exists fdr Computer
Output Microfiche on IBM
System 36; index is produced
by examination.

18. RECOMMENDED RETENTION

Retain permanently. Transfer
periodically to the Maryland State
Archives.

}l». NAME AND TITLE OF PREPARER

Bedford T. Bentley, Jr.
Board Secretary

20. TELEPHONE NUMBER

(401) 514-7044

21. DATE

November 1, 1991

DCS 530-4 (REVISED 2/87)

Fig. 7



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

DCPARTMENT/ACENCY

State Board of Law Examiners

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

PACE 3 OF ib

J. UNIT

DEFINITION-RECORD SERIES-* OltOU* O F ""LATHD RECORDS NORMALLY1 PILED AND U H D AS A UNIT FOR
REFERENCE AS VKU. At HTENTI ON AND Dl SPOSITION PURPOSEI •

4. RECORD SERIES TITLE

8.Index Cards Containing Individual Applicant Information
5. EARLIEST YEAR/LATEST YEAR

1898 TO 1986

RECORD SERIES DESCRIPTION (•Rll"'l-r OKSCRIBK THK TYPES Or INFORMATION /DOCUMENTS/ FORMS FOUND
'•** THE SERIES. . INCLUDE THK PURPOSE OR FUNCTION OF THK SERIES)

Index Cards containing Individual Applicant Information (before office automation)
(Dating from 1898)

<, RECORD SERIES FORMAT(S)

•LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHER(SPECIFY)

3" x 5" index cards

6. RECORD SERIES SEQUENCE

•X ALPHABETICAL

Q NUMERICAL

•O CHRONOLOGICAL

B GEOGRAPHICAL

B OTHER(SPECIFY)

9. VOLUME

8 R FILE DRAWER(S)
B MICROFILM REEL(S)
COMPUTER TAPE(S)

NUMBE1» D OTHERJSPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(8)
0 D MICROFILM REEL(S)

D COMPUTER TAPE(S)
D QTHFP( fiPFr I FV

FILE IS USED

a DAILY D WEEKLY 0 MONTHLY

FILE BECOMES INACTIVE AFTER

20 D MONTH(S) jP YEAR(S)

! 13. CURRENT LOCATION(S) (BLDO..FLOOR,ROOM)

People s Resource CenterPeople s Resource Center
100 CommunitywPlace,^oom^l.210^

14. IS RECORD SERIES DUPLICATED ELSEWHERET
('IF YES, SPECIFY AOEKCY OR OFFICE)
O YES IX NO

18. ACCESS RESTRICTIONS XJ YES • NO

( I F YKB, CITE L A « ( S ) at RKOULATION(B)

Bar Admission Rule 19

10. AUDIT REQUIREMENTS

X) NONE O S T A T E O FEDERAL ° I N D E P E l O K f . "

1 7 . I S AN INDEX S Y S T E M U S E D ! ( I F Y E S . E > J > L A I N

BP.-IEFLY AKD DESCRIBE ANY HARDBARK/SOFTWARE)
18. RECOMMENDED RETENTION

YES NO Retain permanently. Transfer
periodically to the Maryland State
Archives.

|I». NAME AND TITLE OF PREPARER

Bedford T. Bentley, Jr.
Board Secretary

2 0 . TELEPHONE NUMBER

(410) 514-7044

2 I . DATE

November 1, 1991

330-4 (REVISED 2/87)

Fig. 7



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

DEPARTMENT/AGENCY

State Board of Law Examiners

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

PAGE 3 OF ih

a. UNIT

DEFINITION-RECORD SERIES-* O R O U* O r RELATED RECORDS NORMALLY FILJCO AND UKO AS A UNIT FOR
At •EH. AS RETENTION AND DISPOSITION PUIIWWEI •

4. RECORD SERIES TITLE

1Q. Bar Examination Records (By Examination Date)
8. EARLIEST YEAR/LATEST YEAR

1946 TO Present

I 6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF° INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OH FUNCTION OF THE SBR1KS)

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

7. RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

H LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

D AUDIO TAPE ° VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

W CHRONOLOGICAL

Q GEOGRAPHICAL

° OTHER(SPECIFY)

9. VOLUME

5 X3 FILE DRAWER(S)
• MICROFILM REEL(S)
COMPUTER TAPE(S)

NUMBER
Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

1/2 X) FILE DRAWER(S)

O MICROFILM REEL(S)
° COMPUTER TAPE(S)
D OTHfRIRPrriFVi

FILE IS USED

O DAILY D WEEKLY MONTHLY

1 2 * FILE BECOMES INACTIVE AFTER

20 • MONTH(S) B YEAR(S)

| 13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM)

People s Resource Center
; 100 Conmunity Place, Room 1.210

Crnwnsvi UP/Maryland 21032-2026

14. IS RECORD SERIES DUPLICATED ELSEWHERET

(lF VCI, SPECIFY /.OfNCY OR OFFICE)
» YES :.? NO Clerk's Office,.Court of

A p a i s or Marylana
18. ACCESS RESTRICTIONS B YES • NO

(IF YES, CITE LA « ( S ) A REauLATION(s)

16. AUDIT REQUIREMENTS

B NONE • STATE O FEDERAL INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( | p V U . I X P U I N

BKIEFLY AKD DBSCRIME ANY MARDVARE./SOFTWARE)

Q YES R NO

18. RECOMMENDED RETENTION

Retain permanently. Transfer
periodically to the Maryland*
State Archives. *,;'-.,' \ •.* J '

9. NAME AND TITLE OF PREPARER

Bedford T. Bentley, Jr.
Board Secretary

2 0 . TELEPHONE NUMBER

(410) 514-7044
2 I : DATE

November 1, 1991

DCS 330-4 (REVISED 2/87)

Fig. 7



^ | (DO

I Sta

INSTRUCT IQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS BSO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7» WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 10 OF10

I. DEPARTMENT/AGENCY

State Board of Law Examiners
2. DIVISION 3. UNIT

DEFINITION-RECORD SERIES-* a H O U P O P "•LATED RKCOROB NORMALLY PILED AND UlfD AS A UNIT FOR
REFERENCE A* IBU, AS RETENTION AND DISPOSITION FUUWliM •_

4. RECORD SERIE8 TITLE ' / . • , , .
(including

]&. Minutes of the State Board of Law Examiners exhibits)

5. EARLIEST YEAR/LATEST YEAR

1944 TO Present

6. RECORD SERIES DESCRIPTION (BRIKPUV DESCRIBE TKK TYPES OP INPORMATION/DOCUMENTS/PORMS POUND
•IN THE SERIES. . INCLUDE THE PURPOSE ON FUNCTION OP THE SERIES)

Minutes of the State Board of Law Examiners1 meetings (including Exhibits)

, HECORD SERIES FORMAT(S)

CXLETTER SIZE ° MICROFILM

LEGAL SIZE ° COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

° NUMERICAL

-$ CHRONOLOGICAL

a GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

1% D FILE DRAWER(S)
• MICROFILM REEL(S)
Q COMPUTER TAPE(S)

HXMan O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

1/8 B FILE DRAWER(S)
O MICROFILM REEL(S)

NTJHBETT D COMPUTER T A P E ( S )

D OTHrulsprrirvl

[TILE IS USED

E DAILY WEEKLY Qt MONTHLY

l2> FILE BECOMES INACTIVE AFTER

D MONTH)S) S Y E A R ( S )

13. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)

People s Resource Center
100 Community Place, Room 1.210

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP YES, SPECIFY /.OEKCY OR OFFICE)

a YES a. NO

18. ACCESS RESTRICTIONS 13 YES • NO

(IF YES, CITE L.A*(S) « REOULATION(S)

Bar Admission Rule 19

16. AUDIT REQUIREMENTS

O NONE % STATE • FEDERAL • INDEPEIO&NT

17. IS AN INDEX SYSTEM USED? (IP YES.EXPLAIN

BKIEFLY AKD DBBCRIHE ANY HARDIARs/SOFTWARE)

O YES QC NO

18. RECOMMENDED RETENTION

Retain permanently. Transfer
periodically to .the Maryland
State Archives • •',.'-

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

2 0 . TELEPHONE NUMBER

(410) 514-7044
2 I . DATE

November 1, .1991 :-\ ;;'

330-4 (REVISED 2/87)

Fig. 7



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE •II OF

DEPARTMENT/AGENCY

State Board of Law Examiners

2. DIVISION J. UNIT

DEFINITION-RECORD SERIES-* °"OU* O r «tLATKD RECORDS NORMALLY1 PILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE
l3. Character and Eligibility Reports

EARLIEST YEAR/LATEST YEAR
1959 TO PresentTO

0. RECORD SERIES DESCRIPTION (•BIKFUY BMCRI1I THI TYPES Of INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE Oil FUNCTION OF THE SBP1ES)

/\» 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

g. Character Reports of Out-of-State Attorney Applicants

1. Written Report of the Board
2. Transcript of Hearing before the Board

7. RECORD SERIES FORMAT(S)

9C LETTER SIZE D MICROFILM

a LEGAL SIZE ° COMPUTER TAPE

^ BOUND BOOK ° FLOPPY DISK

3 AUDIO TAPE O VIDEO TAPE

3 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

& ALPHABETICAL

a NUMERICAL

•O CHRONOLOGICAL

Q GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLUME

15 8 FILE DRAWER(S)
• MICROFILM REEL(S)
COMPUTER TAPE(S)
OTHER{SPECIFY)N U M B K "

10. ANNUAL ACCUMULATION
1/2 g r l L E DRAWER(S)

Q MICROFILM REEL(S)
COMPUTER TAPE(S)

D

FILE IS USED

Q DAILY a WEEKLY MONTHLY

12. FILE BECOMES
20

INACTIVE AFTER

O MONTH(S) (̂

13. CURRENT LOCATIONfS) (BLDG..FLOOR.ROOM)
People s Resource Center
100 Community Place, Room 1.210
Crownsville, Maryland 21032-2026

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY /.OENCV OR OFFICE)
• YES UNO

1 8 . ACCESS RESTRICTIONS

( I F YKS, CITE LAW(S)

Bar Admission Rule 19

B YES • NO
REOULATION(S)

IS. AUDIT REQUIREMENTS

TO NONE D STATE D FEDERAL I NDEPETOehT

17. IS AN INDEX SYSTEM USED? (|F YKS.EXPLAIN

BRIEFLY AND DBSCRISK ANY HARDWARE./SOFTWARE )

° YES XI NO

18. RECOMMENDED RETENTION

Retain permanently in active files
referred back to the Board by the Court
when applicants are denied admission
to the Bar. Transfer periodically
to the Maryland State Archives.

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

2 0 . TELEPHONE NUMBER

(410) 514-7044

2 1 . DATE

November 1, 1991

DCS 330-4 (REVISED 2/87)

Fig. 7



INSTRUCT IONS--TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 980-1 )

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE <JA OF

1. DEPARTMENT/AGENCY

State Board of Law Examiners
2. DIVISION 1. UNIT

DEFINITION-RECORD SERIES-* °" O U P O r MLATHD RECORDS NORMALLY PILED AND U K D AS A UNIT FOR
REFERENCE AS KBLL AS WTKNTIOW AND DISPOSITION PURPOBEB •

4 . RECORD SERIES TITLE
File of Miscellaneous Matters considered by the Board
or law F.yanrnnprs

B. EARLIEST YEAR/LATEST YEAR
1968 TO Present

. RECORD SERIES DESCRIPTION ( • I I I I C F l - Y DESCRIBE TH* TYPES O r INPORMATION/DOCUMSNTS/PORMS POUND
R l revisions > I N ^ ^ SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

Eo
Gr
orms Revisions
rading Procedures

s
ng 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

7. RECORD SERIES FORMAT(S)

X> LETTER SIZE O MICROFILM

D LEGAL SIZE ° COMPUTER TAPE

• BOUND BOOK ° FLOPPY DISK

D AUDIO TAPE ° VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

3 NUMERICAL

-RCHRONOLOGICAL

Q GEOGRAPHICAL

JP OTHER(SPECIFY)

By Subject

9. VOLUME

1 0t FILE DRAVER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)
0 OTHER{ SPECIFY)

10. ANNUAL ACCUMULATION

1/4 CXFILE DRAWER(S)
a MICROFILM REEL(S)
O COMPUTER TAPE(S)
a

II . FILE IS USED

B DAILY O. WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

D MONTH(S) H YEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
{IF YES, SPECIFY AOCKCY OR OFFICE)

• YES OC NO ~~

18. ACCESS RESTRICTIONS B YES • NO

(IP YES, CITE LAljt) * REauLATION(s)

Bar Admission Rule 19

I S . AUDIT REQUIREMENTS

S NONE a STATE • FEDERAL • INDEPElOKf.T

1 7 . I S AN INDEX SYSTEM USED? ( | p YKS.OVLAIN

BKIEPLY AND DESCRIBE ANY HARDWARE./SOFTWARE)

YES 8 NO

18. RECOMMENDED RETENTION

Retain permanently.
Transfer periodically to the
Maryland State Archives

. NAME AND TITLE OF PREPARES
tBedford T. Bentley, Jr.
Board Secretary

2 0 . TELEPHONE NUMBER

(410) 514-7044

21 . DATE

November 1, 1991

-r
DCS 330-4 (REVISED 2/87)

Fig. 7



AGENCY RECORDS INVENTORY

1 Page 14 of 18 CONTINUED.

1. DEPARTMENT/AGENCY

State Board of Law Examiners

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

16. File of Miscellaneous Matter considered by the Board . 1968 to Present
of Law Examiners

(Continued)

6. RECORD SERIES 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



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

DEPARTMENT/AGENCY
State Board of Law Examiners

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

PACE f3 OF Ik

S. UNIT

DEFINITION-RECORD SERIES-* OI*OOF O r MK-ATKD RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS BELL AS RETENTION AND DISPOSITION PUKFO8E1 _

4. RECORD SERIE8 TITLE

IS". Files of Board Policy Matters
8. EARLIEST YEAR/LATEST YEAR

1970 TO Present

«. RECORD SERIES DESCRIPTION f B R I K r u V DESCRIBE THE TYPES O r INPORMATION/DOCUMKNTS/PORMS FOUND

V, i • • "IN ^ME SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES I

Policies on: • '
Furnishing Questions & Analyses for publication
Furnishing Police Reports to Character Committee
Regrading and Review Range
Use of Typewriters at Bar Examinations
Combining of MBE & Esssay Scores by the 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

7. RECORD SERIES FORMAT(S)

(̂  LETTER SIZE O MICROFILM

TO LEGAL SIZE • COMPUTER TAPE

° BOUND BOOK ° FLOPPY DISK

D AUDIO TAPE O VIDEO TAPS

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

° ALPHABETICAL

O NUMERICAL

R CHRONOLOGICAL

O GEOGRAPHICAL

° OTHER(SPECIFY)

9. VOLUME

3 H FILE DRAWER(S)
a MICROFILM REEL(S)
O COMPUTER TAPE(S)
Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

1/8 IX FILE DRAWER(S)
Q MICROFILM REEL(S)
D COMPUTER TAPE(S)
D

I " * FILE IS USED

i G DAILY WEEKLY R MONTHLY

12. FILE BECOMES INACTIVE AFTER
20 D MONTH(S) QCYEAR(S)

{ 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
1 People's Resource Center
: 100 Community Place, Room 1.210
Cirownsville Maryland 710??-?^?^

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY AOENCY OR OFFICE)
• YES R NO

18. ACCESS RESTRICTIONS )P YES • NO

( I F YES, CITE L A « ( S ) * REOULATION(B)

Bar Admission Rule 19

16. AUDIT REQUIREMENTS

•CNONE O STATE a FEDERAL INDEPEXCX^VT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BP.-IEFLY AKD DESCRIBE; ANY HARDBARE./SOFTWARE)

D YES * NO

18. RECOMMENDED RETENTION

Retain permanently. • V ,. •
Transfer periodically;to the Maryland,
State Archives. 'i|V

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

DCS 580-4 (REVISED 2/87)

20. TELEPHONE NUMBER

(410) 514-7044

Fig. 7

21 . DATE v .•>'•,'

November 1,-1*991



AGENCY RECORDS INVENTORY

Page 15 of 18 CONTINUED.

1. DEPARTMENT/AGENCY

State Board of Law Examiners

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

17. Files of Board Policy Matters 1970 to Present

(Continued)

6. 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



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

DEPARTMENT/ACENCY

State Board of Law Examiners

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

PACE 74 OF to

S. UNIT

DEFINITION-RECORD SERIES-A a M O U P Or KH-ATKO RECORDS NORMALLY PILED AND UtID AS A UNIT FOR
REFERENCE AS K U . AS RETENTION AND DISPOSITION PUMflggl L_

4. RECORD SERIES TITLE

16. Court Rule change Orders
8. EARLIEST YEAR/LATEST YEAR

TO Present

9. RECORD SERIES DESCRIPTION f a R I K F U V " M C H I U THI TYPES or INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE FURFOSE ON FUNCTION OF TNE SERIES)

Board's Rule change proposals
Court of Appeals's Order changing Rules

7. RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

» LEGAL SIZE D COMPUTER TAPE

• BOUND BOOK O FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

• OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

B NUMERICAL

•O. CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

>. VOLUME

NUMBER

H FILE DRAVER(S)
• MICROFILM REEL(S)
O COMPUTER TAPE(S)
0 OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

1/32 StFILE DRAWER! S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)
D

It . FILE IS USED

O DAILY O WEEKLY <X MONTHLY

IZ* FILE BECOMES INACTIVE AFTER

20 D MONTH(S) CKYEAR(S)

( 13. CURRENT LOCATIONIS) (BLDG..FLOOR.ROOM)

People s Resource Center
; 100 Community Place. Room 1.210
Crawnsville. Maryland 21032

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AOENCY OR OFFICE)

a YES pc NO

18. ACCESS RESTRICTIONS O YES X> NO

(IF YES, CITE LA*(S) » REOULATION(S)
16. AUDIT REQUIREMENTS

S NONE O STATE ° FEDERAL •

1 7 . I S AN INDEX SYSTEM USEDT ( | p YES.E>VLAIN

BF.'IEFLY AND DESCRIBE ANY HARDBARK/SOFTWARE)

• YES (K NO

18. RECOMMENDED RETENTION

Retain Permanently.
Transfer periodically to the the Maryland
State Archives.

.19. NAME AND TITLE OF PREPARER

1 Bedford T. Bentley, Jr.
Board Secretary

2 0 . TELEPHONE NUMBER

(410) 514-7044

2 I . DATE

November 1, 1991

DCS 5S0-4 (REVISED 2/87)

Fig. 7



INSTRUCTIQNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS BSO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 15 or lym

DEPARTMENT/AGENCY

State Board of Law Examiners

2. DIVISION 3. UNIT

DEFINITION-RECORD SERIES-* °* O U F O|r K*«-*TKD MECORDB NORMALLY FILKD AND UtID AS A UNIT FOR
AS KKLL AS RKTKNTION AND DISPOSITION PUHFOBtl •

4. RECORD SERIES TITLE

1*7. Board Rule change records
B. EARLIEST YEAR/LATEST YEAR

1970 TO Present

». RECORD SERIES DESCRIPTION (•RIK|rl-Y B«C»III THE TYFKS Or INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUOK THK PURPOSE OR FUNCTION OF THK SBR1KS)

Documents, correspondence, proposals, advertisements, drafts, and final change formats
for changes to Rules of the Board

7. RECORD SERIES FORMAT(S)

QtLETTER SIZE O MICROFILM

O LEGAL SIZE a COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

• NUMERICAL

•B CHRONOLOGICAL

Q GEOGRAPHICAL

° OTHER{SPECIFY)

VOLUME

1 fi FILE DRAVER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)

NUMbKR Q

10. ANNUAL ACCUMULATION

l / 3 2 a C f r | L E DRAWER! S)
Q MICROFILM REEL(S)
a COMPUTER TAPE(S)
Q QTHSBlRPFrIFV

It . FILE IS USED

a DAILY • WEEKLY MONTHLY

12. FILE

20
SCOMES INACTIVE AFTER

° MONTH(S) £ YEAR(S)

• 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

! People s Resource Center
; 100 Community Place, Room 1.210

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SFKCIFY /.arKCY OR OFFICE)
a YES H NO

18. ACCESS RESTRICTIONS G> YES K NO
(IF VKS. CITS L.A«(S) A RKOULATION(S)

16. AUDIT REQUIREMENTS

M NONE O STATE D FEDERAL INDEPBOEhT

1 7 . IS AN INDEX SYSTEM USEDT ( | F YKS.K>7LA1N

BKIKFLY AND DKSCRIBK ANY HAHDBAR*/SOFTWARE)

YES NO

I 8. RECOMMENDED RETENTION

Retain permanently.
Transfer periodically to the
Maryland State Archives.

. NAME AND TITLE OF PREPARER
IBedford T.
Board Secre

. Bentley,
retary

Jr.
2 0 . TELEPHONE NUMBER

(410) 514-7044
2 I . DATE

November 1, 1991

DCS 330-4 (REVISED 2/87)

Fig. 7



INSTRUCT IONS--TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS BBO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE \b or I to

DEPARTMENT/AGENCY

State Board of Law Examiners
2. DIVISION S. UNIT

DEFINITION-RECORD SERIES-* OltOUF O F MLATKD RECORDS NORMALLY PILED AND U » D AS A UNIT FOR
RKFCRKMCK AS VtHJ. AS RETENTION AND DISPOSITION P U M O M « •

4. RECORD SERIES TITLE

\\f .. History Files
5. EARLIEST YEAR/LATEST YEAR

1960 TO Present

6. RECORD SERIES DESCRIPTION (•RIKruY DMCRIil T « TYPES Or INPORMATION/DOCUMKNTS/PORMS POUND
"IN THE SERIES. . INCLUDE THE PURPOSE ON FUNCTION OF THE SERIES)

"valuation Files of Applicants who failed the bar examination

State Board of Law Examiners' portion of the Procedures Manual of the Administrative ->.
Office of the CouEtSa

Files of Suite Against the Board

7. RECORD SERIES FORMAT(S)

•X LETTER SIZE ° MICROFILM

<3t LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

• OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

H ALPHABETICAL

O NUMERICAL

•B CHRONOLOGICAL

D GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

3 B FILE DRAWER(S)
Q MICROFILM REEL(S)
O COMPUTER TAPE(S)

H)
Data Box Storage Svs.10. ANNUAL ACCUMULATION

1/2 TO FILE DRAWER(B)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
• OffHEBIBPECIFVL

I U.FILE IS USED
19 DAILY WEEKLY MONTHLY

12. FILE
20

SCOMES INACTIVE AFTER

n MONTH(S) B YEAR(S)

13. CURRENT LOCATION(S) {BLDC..FLOOR.ROOM)

People's Resource Center
14. IS RECORD SERIES DUPLICATED ELSEWHEREf

(IF YES, SPECIFY AOEKCY OR OFFICE)
D YES D NO

15. ACCESS RESTRICTIONS }P YES • NO
( I F YES. CITK LA*(S) a RESULATION(S)

Bar Admission Rule 19

16. AUDIT REQUIREMENTS

5O NONE D STATE • FEDERAL I NDEPETOKf.T

17. IS AN INDEX SYSTEM USED? (IF YEB.EXPLAIN

BKIKFLY AND DBSCRISK ANY HARDVARB./ BOFTBARE)

D YES (X NO

18. RECOMMENDED RETENTION

Retain permanently. ,,
Transfer peribdically to
Maryland State Archives.

kI9. NAME AND TITLE OF PREPARES

AC™.A x. Bentley, J r .
20. TELEPHONE NUMBER

(410) 514-7044 -
21'.-

November *IV "1991

DCS 3 3 0 - 4 (REVISED 2 / 8 7 )

Fig. 7


