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Description

ltem

No.

Retention’

SUPERCEDES SCHEDULES NOS. 645 and 645-A-1 and 674

é

Supersedes Schedule 645, 645-A-1, and 674 of 1976 from:
the Board of Medical Examiners and 1977 from the :
Commission on Medical Discipline. ' f
(Effective 7-1-88, the Board of Physician Quality |
Assurance replaced the Board of Medical Examiners and
Commission on Medical Discipline.)

i
Minutes of Proceedings. File contains open and closed
minutes of Board and Advisory Committee meetings.

i
A. Closed minutes contain minutes from the Board,
Case Reconciliation Conferences, Weekly Review Panels
and Executive Committee sessions, investigative
reports, and deliberations. Minutes of closed sessiong
are confidential, and arranged chronologically.

N

B. Open minutes contain minutes from the Board, Case
Reconciliation Conferences, Weekly Review Panels and
Executive Committee sessions, hearings and actions by
the Board on regulations, Board elections, future test
dates, Board decisions on educational standards and
policy, lists of licensed physicians and osteopaths,
and allied health professionals under the Board’s
jurisdiction (physician assistants, psychiatrist’s
assistants, acupuncturists, radiologic technicians andi
nuclear medical technologists, respiratory care i
therapists, emergency medical technologists, .
paramedics and cardiac rescue technicians). Minutes
of the open sessions are arranged in chronological
order. :

et
e

-
Schedule Approved by Department,
Agency, or Divisien Representetive

Qe

! Schodule Austher zed by
Hell of Recards Cammis

Acting
Exec. Direct

Tive

_ .o ' g ;. -

Retain permanently.
Transfer periodically to
the State Archives. \
Prepare 2 Microfiche copies%
within 12 months of ‘
acceptance of minutes..

‘Records to be microfilmed
‘and film to be retained.
permanently. Periodically
itransfer master silver ,
negative film to the
'‘Maryland State Arclilves:

?Retéih”hbﬁ-record referénce
. copy at, K Board Office until

.no lohger needed.

o fpif

State Ardhivist

-V
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Medical Registers. These are large register books of
all applicants examined and licensed by the Board.
Information includes, but is not limited to,

individual’s seat number, date of examination, name,

age, last address, school of graduation, results of
the examination, and general remarks. This record
series has, in addition, a FLEX (Federal Licensing '
Examination) computer printout of test records begun
in 1968. It is printed by the testing service twice
yearly. File series is arranged chronologically by
year and alphabetically therein.
Applications for Initial Medical License. This file
may contain any or all of the following:

a. Applications for Recognition/Endorsement of FLEX
Exam results.

b. Application for Regular State Examination prior to-

1972 which contains the picture of the applicant,
date license was recorded, fees and other
pertinent information.

c. Certificates of examination results from the
National Board of Medical Examiners.

d. Certification of Postgraduate Training in U.S.A.
e. Certificate of Identity & Moral Character.
f. Licensing correspondence.

g. Photo copy of diploma and authorized translation
where applicable.

Permanent certification from Education Council for
Foreign Medical Graduates (ECFMG) or its
equivalent where applicable.

i. Results of Test of Spoken English.
Consent form.

k. Photostatic copy of transcript of grades from
medical school.

Disciplinary forms from Federation of State
Medical Boards and National Practitioner Data
Bank.

m. Licensure verification form from other states
where licensed.

Retain the large regisfer‘;
books and State Exams H

]

permanently. Transfer
periodically to State
Archives.

- - - ———

Retain FLEX printout only °
until scores are
distributed. Then destroy.

|
!
4

Retain permanently.

Records to be microfilmed
and film to be retained
permanently. Periodically
transfer master silver
negative film to the
Maryland State Archives:

Retain non-record reference
copy at Board Office until
no longer needed.

Fig. 8A
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4.| Applications for Reinstatement of Medical License. Retain permanently.

This file may contain any or all of the following:
|
a. Application form. :

b. Licensure verification form from other states
wvhere licensed.

c. Disciplinary forms from Federation of State
Medical Boards and National Practitioner Data
Bank.

d. Licensure correspondence.

Applications for Renewal of Medical License. This

. file may contain any or all of the following:

a. Renewal card (Part A) which includes statement:
and/or list of continuing medical education
courses.

b. Part B: Answers to specific questlons concerning
conduct during 2-year period prior to renewal.

Summary Record of Results on State Medical
Examinations (pre 1972): These folio volumes contain
the date, score and name of test for an applicant,
including total percentile and average. The State
Board Test scores are entered on applications from
other states for proof of passing Maryland’s Medical
Boards. The volumes are arranged chronologically by
date of test and alphabetically therein.

Records of those who fail any examination will be
separated. Scores on the examination are kept in the
Summary Records of Results on medical examinations.

..no longer neede~

Records to be microfilmed
and filim to be retained

i permanently. Periodically

transfer master silver
negative film to the
Maryland State Archives:

Retain non-record reference
copy at Board Office until

Retain original appllcatlon
until 2nd microfiche is
transferred to State
Archives; then destroy.

Microfiche 2 copies within
12 months of licensure.
Retain working paper (1lst
microfiche) at Board office
for 10 years; then destroy.
Transfer record copy (2nd
microfiche) to State
Records Center for 20
years; then destroy.

Retain original application
until 2nd microfiche is
transferred to Records
Center; then destroy.

Retain permanently.
Transfer in 20 years
(A.D. 2012) to State
Archives.

Retain applications and all
credentialing documents in
office for one (1) year.
Thereafter destroy.

Fig. BA
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Retention

7.

Applications for Registration, Certification of
Allied Health Professionals. .
Applications for Registration or Certificgtl?n 9f
Allied Health Professionals under the jurisdiction of
the Board. Application form shows appli;ant’s
background, various certifications, apd proof of
having met educational and other requirements.

Licensing Correspondence.

Letters requesting information on }icensing
examinations and issuance of credentials are included
in this file series. The correspondence is arranged
in two sections: foreign graduate doctors and United
States graduate doctors. These files are in
alphabetical order by name of doctor.

General Correspondence Files. This file contains

correspondence, reports and records pertaining to the

general business of the Board. Included is
correspondence with federal agencies, state
officials, local officials, associations (including
the Medical and Chirurgical Faculty), hospitals,
other state boards, state institutions and private
individuals. The file includes: Advice and Opinions
of the Attorney General; Advisory Opinions of the
Board, Annual Reports - 7/1/80 to present, Policy
Statements and Legislative History.

There are reports to American Medical Association +
legislation brought before the General Assembly.
These files are arranged alphabetically by subject.

Microfiche 2 copies within
12 months of registration.

Retain working paper (lst
microfiche) at Board office
for 2 years; then destroy.
Retain record copy (2nd
microfiche) at state
records center for 20
years; then destroy. A
Retain original application
two (2) years; then

destroy.

Retain in Board office
for three (3) years.
Thereafter destroy.

Except for the policy
documents (Advice and
Opinions of the Attorney
General; Advisory Opinions
of the Board, Annual i
Reports - 7/1/80 to

present, Policy Statements .

and Legislative History),
retain general

correspondence for 3 years;

then destroy.

Index Policy statements by
subject matter on automated
file. Retain Policy
documents permanently by
transferring to the State
Archives periodically.

Fig. 8A
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10.

12.

‘other public Board orders.

11.°
" | ,confidential agreements between the Board and

:licensees.including agreements to surrender license

and disposition agreements of impaired physicians.

Sy

Retain copy permanently.

Disciplinary Orders (PUBLIC). This file contains

findings of fact, surrenders, consent agreements and.
File series includes
decisions concerning physicians brought before the
Board which are publlshed in the Maryland Medical
Journal.

Records to be microfilmed
: and film to be retained

- permanently. Periodically
transfer master silver
negative film to the
Maryland State Archives.

Disciplinary Orders (NON-PUBLIC). This file contaihs

Retain non-record reference
'copy at- Board Office until
;no 1onger needed. .

Open Investigation Files.  Case files on physicians
including complaint, response, subpoenas, medical
records, investigative and peer review reports, Board
deliberations and a summary of file documents. Files
may include copies of patient records, hospital
records, x-rays, etc.

{

. i

Retain working copy (paper) |
on site until case is o
closed.Then follow Item 13.

A. Investigative Files closed with no advisory
opinion. Files contain investigative material as in
Item 12. Series is kept secure and alphabetically.

B. Investigative Files closed with an advisory
opinion.” Files contain same investigative material

Follow~13 A

Except for patient records,
retain werking copy

(paper) in office 1 year
after closure.

Transfer periodically to
State Records Center for 5
additional years, then
destroy.

Patient records and x-rays:
return originals .to health
provider 3 months after
closure; destroy copies.

Retain SUMMARY in automated
data base in office for 20
years. Then destroy.

Then,

Retain SUMMARY and ADVISORY
OPINION in automated data
base in office for 20

Then destroy.

years.

Fig. 8A
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14,

15.

16.

17.

Malpractice Settlements File. File series includes
paper and automated (diskette) reports of
professional liability by insurance companies. Forms
contain names of insurer, incident reports, names of
insured, summaries of cases, dates, attorneys, costs
and reviews by Board. Files are arranged
chronologically and are confidential.

Malpractice Claims Files. File contains claims Qf>
malpractice in paper form and automated (D BASEIII+
Data Base) form since July 1, 1986.

Persons Investigated (Automated Complaint Tracking

History). , .
Automated file contains names, addresses, incidents,
renewval status, dates, actions taken, amounts listed
and liability. Data for all licensees are indexed
and searchable. Individual files are updated as
stages occur in investigation. There are entries of

30,000+ records as of 1-1-92.

Accounting Ledger.
Contains accounts, fees, technical expenses and
individual expenses.

Rosters & Renewals Sheets.

Contains File Maintenace Sheets and other material to
enter into automated files of Medical Disciplines.

Center for an additional 3

Retain complete file in
office for five (5) years.
Thereafter destroy. .
Retain entries in automated-
data base in office for

(20) twenty years. Then
destroy.

Retain in office for

20 years. Then destroy.
Retain copy of automated
file on diskette in state
documents center for
additional 25 years.
Thereafter, destroy.

All electronic data is
backed up daily at Metro
Center. Data is stored’
offsite weekly for
retrieval.

Can be recovered through
DHMH Disaster Recovery
Procedures if necessary.
Periodically transfer '
complete paper copy of data
base to State Records

years. Then destroy.

Retain for three (3) years
or until all audit
requirements are fulfilled.
Then destroy.

Retain for two (2) years or
until all audit
requirements are fulfilled.
Then destroy.

Fig. 8A
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18.

19.

20.

22,

_to read outside of Board meetings.

Board Packets.
Additional material prepared for Board members

Committee Packets.
Agenda and tabulated material prepared for each

-meeting of the various Advisory Committees.

Weekly Review Panel and Packets.
Focus sheets and documentation for presentation of
compliance cases for review. .

Controlled Correspondence
Letters prepared by Board staff for signature by
Secretary of DHMH, Governor or other agency.

Physician Privilege Information

File of names, license numbers and health care
institution affiliations maintained in automated
dBaseIII+ data base since July 1, 1986.

Retain in Board office

'Retain one copy of packet
for 1 year; then destroy.:

Retain one copy of packet
for 1 year; then destroy.

one year; then destroy.
Retain data in Veekly
Review Panel electronic
data base file permanently
in office.

Retain electronic index of
correspondence 3 years;
retain paper copies 1 year;
then destroy. :

Retain in office for

20 years. Then destroy.
Retain copy of automated
file on diskette in state -
documents center for
additional 25 years.
Thereafter, destroy.

Py - 842

Fig. 8A




HISTRYCTISLIS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

DEPARTMENT OF CENERAL SERVYICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 727% WATERLOO ROAD
RECORDS RETENT 1ON SCHEDULE P.O. BOX 273 1 8
{ s50-1) JESSUP, MARYLAND 20794 PAcE oF
- o4 K
I. DEFARTMENT/ACENCY z. DIVISIOoN 3. wUT _
Dept. of Health &Mental Hygiene | Bd. of Physician Qual. Assuranck 32.16.02 - LA

Y ————

. A GROUPFr OF REXLATED CORD FOMA
DEFINITION-RECORD SERIES- e 8 NORMALLY KFitxn
RXFERENCE A% WELL AN RETKNTION AND Dlaras

AND USED ASE A UNIT FOR
ITION PURPOSNS

5. EARLIEST YEAR/LATEST YEAR

rl. RECORD SERIES TITLE
Minutes of Closed Proceedings (non-public meetingS) 1955 To _present
BRIXFLY DEKECRIBK THX TYPEa’ Or‘lnrcRuAT:on/pocuv:n7:/ronus rounn»f

¢. RECORD SERIES DESCRIPTION {

e e

‘1N THE SERIES.

INCLUDK THE PURPOBSE OH FUNCTION OF THEK SZP‘!ZS)

Ouasi-judiciary hearings on discipline, motions and vote, personnel matters, and all minutes

from Executive sessions of the Board and its committees: and panels.

All decisions are indexed electronically and must be retrievable for legal purposes.

7. RECORD SERIES FORMAT(S)
TTER SIZE O MICROFILM
GAL SizE O COMFUTER TAPE
0 B BOOK O FLOPPY DIsK
O AuD1O TAPE O VIDEO TAPE

O OTHER( SPECIFY)

i

RECORD SERIJES SEQUENCE

8.
O ALPHAEET!CAL
0 NERICAL

)(c:—éaaqoc.oalcu.

$. VOLLME (3 x 5 card size)
2 footlon8 FILE DRAWER(S)

2 B MICROFILM REEL(S)

— . DO comrurER TAPE(S)
NUMBER 0 oTHER(SPECIFY)

O CEOCRAPHICAL
O OTHER|SPECIFY)

ANNUAL ACCUMULAT | O
KFH_E DRAYER({S) .
O MICROFILM REEL({S)
;;Un_?ﬁ' O COMPUTER TAPE(S)
O omeR(SPECIFY)

!D.

- rite 1s useD . 12. FILE BECOMES INACTIVE u-—rER
Q nalLy O weEKLY O JaoNTHLY 0 yoNTH(S 0 YEAR(S
13. CURRENT LOCATICN({S) (BLDG.,FLOOR,ROCH) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
fir vz, sreciFy soEeNncy oRr orrick)

Bd.

‘of Phys., OQual. Assurance - 3rd Floor
4201 Patterson Ave., Metro Building - DHMH

g yes ’(No

ACCESS RESTRICTIONS
(1» vyxo, ci1vx LAw(x) & n

HO 14-410 and 411;

15.

YES
autaTiOoN( 5]

14-413. S.G.

0 No 1.

10-617.

AUDIT REGQUIREMENTS

ﬁNCN:E O STATE O FEDERAL O [NDEPENDENT

1z.

%fzsnno

Index is on VAX system assigned to BPQA.

IS5 AN INDEX SYSTEM USED? [((r vyES.2PLAIN
BREIRFLY AND DEKECRIRE ANY HAnDlAR:/lOFT'ARt)

is.

RECCHMMENDED RETENT ION
PERMANENT for microfiches.

13. NAME AND TITLE OF PREPARER
J. Michael Compton

Act, fyecutive Director

TELEPHONE NUMEER
764-4770

20,

21. DATE

May 5, 1992

DCS 3350-4 (REVISED 2/87)

Fia. 7
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INSTRUCT IS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
| SED RECORD SERIES. FORWARD

DEFARTMENT OF CENERAL
RECORDS MANACEMENT DIVISION
727% WATERLOO ROAD

SERVICES

AGENCY RECORDS INVENTURY

RECORDS RETENT ION SCHEDULE P.O. BOX 273 2 8
N $50-1) JESSUP, MARYLAND 20794 PACE or
f 1. DEFARTMENT [AGENCY 2. Dlvision ' 3. NIT )
'Dept. of Health &Mental Hygiene | Bd. of Physician Qual. Assurancp 32.16.02 -
AND USED AS A UNIT FOR T -

DEFINITION-RECORD SERIES-

A GROUPFr OF RXLATED RXCORDS NOFRMALLY NMILED
REFERENCE AS WELL AN REXTENTION AND DISrOSITION PURFQSES

4, RECORO SERIES TITLE

Medical Registers - assignment of license for qualifications

3. EARLIEST YEAR/LATEST YEAR
1934 oo 1968

IN THE SERIES.

Names, changes,

R s T

BRIXYF = 8 ©
6. RECORD SERIES DESCRIPTION ( R LY DEKECRIN THE TYrk ” INFOR’MATION/DOCU‘NENTI/PORNB FOUND

INCLUDE THE PURFPOSE QR FUNCTION OF THKE 8!”]:‘)

qualifying remarks for licenses assigned to new physicians.

7. RECORD SERIES FORMAT(S) 5.
TTER SIZE O WICROFILM
GAL, SizE 0O COMFUTER TAPE 8 MaERICAL,
O pounp BOCK O FLOPPY DISK
O Aupio TAPE O VIDEO TAPE
O orHER{ SPECIFY)

Folio Volumes in binders

RECORD SERIES SEQUENCE

O ALPHAEETICAL

;XfcwﬁcNoLOGICAL
O GEOCRAPHICAL
O OTHER(SPECIFY)

3. VOLUME
: O FILE DRAYWER(S)

O MICROFIIM REEL(S)
U O COMPUTER TAPE(S )

NUMBER g orpEr(sPeciFy)
binders

10. ANNUAL ACCUMULAT ION
}{ O FILE DRAWER(S)}
Ne Mlore
O WMICROFILM REEL(S)
RUEBER D COMPUTER TAPE(S)

-

o QTT{‘RLSPECLE“L!

. »riLe 18 USED

BYoAalLy O weEEKLY O MoNTHLY

INACTIVE AFTER
8 YEAR(S)

FILE BECOMES

19 O MoNTH(S)

12.
after deat

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

Bd. of Phys. Oual. Assurance - 3rd Floor
4201 Patterson Ave., Metro Building ~ DHMH

15 RECORD SERIES DUPL ICATED ELSEWHERE?
t1r vy, sereciry saency or orrice)
a yes NO

14,

ACCESS RESTRICTIONS g ves & no
(17 yxa, c17x taw({s) & rxauLaTton(s)

15.

(passed)

16. AUDIT REQUIREMENTS

BYNCeE O STATE O FEDERAL O INDEPENDENT

I5 AN INDEX SYSTEM USEDT (Ir YRE.E)PLAIN
BEIKFLY AND DEKECRIRK ANY HARORARE/ SOFTWARK }

ves X o

l,.

-

RECOMMENDED RETENT ION
PERMANENT

18,

13. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE
J. Michael Compton 7644770
Act. Eyecutive Director May 5, 1992 _
3/

DCS 330-4 (REVISED 2/87)

Fia. 7




IHISTRYCT VNS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEY OR

1SED RECORD SERIES, FORWARD 727%

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO ROQAD

P.0. BaX 273

AGENCY RECORDS INVENTORY

3 o 8

RECOROS RETENT ION SCHEDULE
. (DGS 380-1) JESSUP, MARYLAND 20784 PAcE
. ] .
| 1. DEPARTMENT/AGENCY 2. DIVISION 3. waT
IDept. of Health &Mental Hygiene | Bd. of Physician Qual. Assurancp 32.16.02 S w0
! A GROUPFr OF RXILATED RECORDE NOPMALLY FILED AND USID’ A% A UNIT *OR. -

DEFINITION-RECORD SERIES-
REFERENCE AB WELL A8 RETXNTION AND DIBSPFrOSITION PURFPOSES

RECORD SER!ES TITLE
Applications for Initial Medical Licenses.

5. EARUIEST YEAR/LATEST YEAR
1974 To _present

T -]

6. RECORD SERIES DESCRIPTION |
4N THE SERIES.

for physician licensure.

- . e —— e —

BRI!XFLY DESCRIDK THEK TYPX3 OF INFOR'MATION/DOCU‘HCNTIIPORRB FOUND

INCLUDK THE PURPOSE OR FUNCTION OF THRE 8!!?!:‘)

All documents necessary to apply for medical licenses in Maryland for each candidate

7. RECORD SERIES FORMAT(S] 8.
TTER S1zE O MICROFILM
cAl S}z O COMFUTER TAPE
O oD BooK O FLOPPY DIsSK

D Aaupto TAPE O VIDEO TAPE

OTHER( SPECIFY)

RECORD SER{ES SEQUENCE 9.
HXALPHAEETICAL (prior 1988)
WR!C&L

O CHRONOLOG I CAL,

0 CEOGCRAPHICAL, .
O OoTHER(SPECIFY) '

5 x 6 card size

"KXFILE DRAWER(S)

O MICROFILM REEL(S)

9 0 coMPUTER TAPE(S )
NUSMBEER 0 orHER(SPECIFY)

VOL LME

ANNUAL ACCLMULAT JON
‘g’ru.z DRAWER(S (&9;“)

O MICROFILM REEL(S)

Microfiche 1
ROLBER O COMPUTER TAPE(S)
1. riLe 1s useD _ 12. Fiix BECOMES INACTIVE AFTER ~NEVER-
DAILY 0 wEENGY O aoNTHLY O mMoNTH(S) O YEAR(S)
X RUREET

13. CURRENT LOCATION(S) [BLDG.,FLOOR,ROCM)

Bd. of Phys. Oual. Assurance - 3rd Floor
4201 Patterson Ave., Metro Building - DHMH

15 R.ECORD SERIES DUPL |CATED ELSEWHERE?
fir Yy, sreciry saeNncy or orrice)
ayes & no

14,

15. ACCESS RESTRICTIONS Kvyes O No
(17 vyea, ciTx Law{x) & rxautaTion(sx)

Public INformation Act SG 10-611 to 628

16, AUDIT REQUIREMENTS

X NavE O STATE O FEDERAL O INDEPENDENT

17, I8 AN INDEX SYSTEM USEDT [1r YES.E)PLAIN
BIIEFLY AND DKSCRIRK ANY HARDWARE/ SOFTWARK )

0 yeEs BX no Planned for future.

18, RECOMMENDED RETENT JON

PERMANENTLY

18. NAME AND TITLE OF PREPAFER 20. TELEPHONE NUMBER 21. DATE
J. Michael Compton 7644770
Act. Executive Director May 5, 1992
37

DCS 330-4 [REVISED 2/87)

Fra. 7




IHSTRYCT IS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL EZERVICES
RECORDS MANAGCEMENT DIVISION
7273 WATERLOO ROQAD

AGENCY RECORDS INVENTORY

wl CORDS RETENTION SCHEDULE P.O. BOX 273 8
PAceE 4 oF
{DGS 380-1) JESSUP, MARYLAND 20784 — —
1
1 . DEFARTMENT [AGENCY 2. DIVISION 3. WNIT
23 32.16.02 .

Dept. of Health &Mental Hygiene

Bd. of Physician Qual. Assuranc

A GROUP OGF RXILATED RECORDE NOMRMALL
OEFINITION-RECORD SERIES- Y rirsn
RAXFERENCE AS WELL AN RETENTION AND DlAPros

AND USED AX A UNIT FOR
JTION rupnroars

4, RECORD SERIES TITLE

Applications for Reinstatement of Medical Licenses

3. EARLIEST YEAR/LATEST YEAR

—1984 TO present

BRIXKFLY DEECRIBK THX TYFrxs OrF INFOMTXON/DOCUHCNTIIPOMS FOUND

¢. RECORD SERIES DESCRIPTION |{

THE SERIJES.

INCLUDK THYE PURPOBE GR FUNCTION OF THR SZH!ZS)

Contains all documents necessary to apply for reinstatement of license that is no longer

active for medical practice.

7. RECORD SERIES FORMAT(S}
a TTER S1ZE O MICROFILM

a GAL SI1ZE 0O COMFUTER TAPE
O ponp pooK O FLOPPY DISK

D Aaupto TAPE O VIDEO TAPE

¥ onrer(speciFy)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL )
)i(mcsmmx.

O CHRONOLOGICAL,
0 GEoCRAPHICAL,

O OTHER|SPECIFY)

(5" < 6")
B rILE DRAWER(S)
O MICROFILM REEL{S]}
6 O COMPUTER TAPE(S)
NUMBER 0 orHER(SPECIFY)
one foot long

3. YVoLlE

ANNUAL ACCUMULAT ION
FILE DRAWER(S)
5 O MICROFILM REEL(S)

10.

b

RoheeR O COMPUTER TAPE(S])

Microfiche
D orrRl{SPeEcIFY ]
e pite 18 UsSED ) 12. FILE BECOMES INACTIVE AFTER NEVER
RXDAILY O WwEEKLY O MoNTHLY O MoNTH(S ) D YEAR(S)
RUREER"

13. CURRENT LOCATICN(S) (BLDG.,FLOOR,ROOM )

Bd. of Phys. Oual. Assurance ~ 3rd Floor
4201 Patterson Ave., Metro Building ~ DHMH

{4. 15 RECORD SERIES DUPLICATED ELSEWHERE?
bir vy, sPreciFyY sGeNcY OR OFFick)
Ovyes & no

15. ACCESS RESTRICTIONS

A ves

{1 vyxa, c1T7x LAaw(x) & mxautaTion{s)
Public Information Act SG 10-611 thru 628

0O No 16,

AUDIT REQUIREMENTS

fnceos O STATE O FEDERAL O INDEPENDENT

[8 AN INDEX SYSTEM USEDT! (1r YRs.22PLAIN

7. 128. RECOMMENDED RETENTICHN
REIEFLY AND DEXSCRIRE ANY HARORARE/ SOFTwARK)
: : PERMANENT
0 YEs k/No
13. NAME AND TITLE OF PREPAFER 20. TELEPHONE NUMEER 21. DATE
J. Michael Compton 764-4770
May 5, 1992

Act. Executive Director

DCS $30-4 {REVISED 2/87)

Fia. 7
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1HSTRYCT IS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL
RECORDS MANAGEMENT DIVISION

SERVYICES

AGENCY RECORDS INVENTORY

RECORD SERJES, FORWARD 727% WATERLOQ RQAD

wl CORDS RETENT)ON SCHEDULE P.O. BOX 273 8
PACE _5 _©OF
{pGS 550-1) JESSUP, MARYLAND 207594
B
1., DEFARTMENT [AGENCY 2. DIVISION 3. uNIT
Dept. of Health &Mental Hygiene | Bd. of Physician Qual. Assurancp 32.16.02 -
AND USKED AZ A UNIT PFOR

A GROUPr OF RXLATED RECORDE2 NOFMMALLY MFILED
REPERENCE AS WELL AN RETENTION AND Disprogp

DEFINITION-RECORD SERIES-

ITION PURPOSEY

4, RECORD SERIES TITLE
Results of Maryland State Medical Exams

5. EARLIEST YEAR/LATEST YEAR
1918 vo 1972

BRIXFLY DESCRIDBE THX

6. RECORD SERIJES DESCRIPTION {
N THE SERIES.

TYPES OF INFOMT!OH/DOCMTIIFOMB rounND
INCLUDKE THE PURPFOSE OR FUNCTION OF THE sz:zn:sl

Folio volumes of name, date and scores of applicants tested by previous private

and State agencies.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLLME
TTER S1ZE O MICROFILM O ALPHAEETICAL U riLE DRAWER(S]
0O MICROFILM REEL(S]}
OTEGAL SIZE O COMFUTER TAPE B maxErICAL 5 O comPUTER TAPE(S]
NUMBER
0 pouD POoK O FLOPPY DISK O CHRONOLOG]CAL, ] O OTHER(SPECIFY)
binders
Q aunto TAPE O DEOC TAFPE a OCRAPH [ CAL
' T vi T e ! 10. ANNUAL ACCUMULAT ION
‘# OTHER( SPECIFY) 0 OTHER|SPECIFY) 0O FILE DRAWER(S)
Foli 00 O MICROFILM REEL(S)
olio volumes ROGaeH O COMPUTER TAPE(S)
O omER{SPECIEY ]
. riLe 18 UsED . 12. piLE BECOMES INACTIVE AFTER 2012 AD
O paiLy O WEEKLY Gp4CNTHLY 29 0 woNTH(S) X YEAR(S)

13, CURRENT LOCATICON(S) (BLDG.,FLOOR,ROON)

Bd. of Phys. Oual. Assurance - 3rd Floor
4201 Patterson Ave., Metro Building - DHMH

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
tir yrx, srEciry ramncy OR OFFiCE)
0O vyes & no

15. ACCESS RESTRICTIONS % YES Qg No 1€, AUDIT REQUIREMENTS
(1r yzo, ciTe Law(x] & rxautaTion(s)
NoNE O O repeERAL O ENDENT
SG 10-611 to 628 X STATE E INDEP
17. (S AN INDEX SYSTEM USED? “ED:
(1r yes.exrcan 18. RECOMMENDED RETENT ION

BEIEFLY AND DKSCRIRE ANY HANODRARE/ SOFTWARK )

O YEs "pm

!

20 years onsite

PERMANENT THEREAFTER

1. NAME AND TITLE OF PREPARER 20,

J. Michael Compton
Act. Eyecutive Director

764-4770

TELEPHONE NUMEER

21. DATE

May 5, 1992

Fia., 7

DCS $30-4 |REVISED 2/87)

3/




INSTRUCT SIS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEWY OR

SED RECORD SERIES, FORWARD 7273

DEFARTMENT OF GENERAL
RECORDS MANACEMENT DIVISIon
WATERLOO RGAD
P.O. BOX 273

SERVICES

AGENCY RECORDS INVENTORY

8

W RECORDS RETENT JON SCHEDULE
. $850-1) JESSUP, MARYLAND 20784 PACE _6_ or
| 1. DEFARTMENT/AGENCY 2. pIVISION B 3. wT
‘Dept. of Health &Mental Hygiene | Bd. of Physician Qual. Assurancge ~32.16.02
AND USED AS A UNIT PFOR

DEFINITION-RECORD SERIES-

A GROUPF OF RXLATED RXCORDS NOMRMALLY NILXD
AXPFERENCE AS XWELL AN RITXNTION AND DISros

ITION PuRFROarY

ey s ey

RECORD SERIES TITLE
General Correspondence containing Opinions of

»

3. EARLIEST YEAR/LATEST YEAR
1982 To present

AG, Bd,Annual’

=

BRIXFLY DXSCRIBXK THX

$. RECORD SERIJES DESCRIPTION |
‘IN THE SERIES.

i . Keports
TYrxs opr )HFOMT!M/DOCMTI/POR’(! FouUND

INCLUDE THE PURPOSE ORf FUNCTION OF THE SBE‘!ZS]

Statements of Public Policy on Medical Practice Act, COMAR and work of BPQA

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES

TTER S1ZE O WICROFILM
GAL SIZE 0 COMFUTER TAPE 0 MAERICAL
0 souD pooK O FLOPPY DISK
O AunDlOo TAPE QO VIDEO TAPE

OTHER{ SPECIFY)

¥ ALPHABETICAL

O CHROMNOLOG I CAL,
O CEOCRAPHICAL

O OTHER|SPECIFY)

9. VOLLME (3" x 5")12 " long
FILE DRAYWER(S)

O MICROFILM REEL(S)

O COMPUTER TAPE(S)

NUMBER 0 oTHER({SPECIFY)

SEQUENCE

ANNUAL ACCUMULAT | ON

_ﬁ FILE DRAWER(S])
O MICROFILM REEL(S)

10.

Microfiche .25
RULseR U COMPUTER TAPE(S)
O OTrrR{SPECIFY)
M. riee 1s usen ) 12. pitx BECOMES INACTIVE aFTER NEVER
DAILY Q o O moNTH(S O YEAR(S
X L WEEKLY MONTHLY OISR (s] (s]
13. CURRENT LOCATICN(S) (BLDG.,FLOOR,ROOK) 1{4. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
Bd. of Phys. Oual. Assurance - 3rd Floor tir yzx, srPecirFy saEncy or orrice)
4201 Patterson Ave., Metro Building - DHMH 8 yes £ no
g yEs WNo 16, AUDIT REQUIREMENTS

ACCESS RESTRICTIONS
cI1TE LAW({x) & rxauULATION( x)

135.
{17 vxo,

ﬁ;nows O STATE O FEDERAL O [NDEPENDENT

IS AN INDEX SYSTEM USED?! (1r yxs.23PLAIN
RRIKFLY AND DESCRIRE ANY MHANDWARE/SOFTWARK )

17.

18. RECOMMENDED RETENTION

BXYES O No
PERMANENT
Electronic index to be prepared on LAN soonm. E
13. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE
J. Michael Compton 764-4770
Act. Fyecutive Director May 5, 1992

Fia. 7

DCS $30-4 {REVISED 2/87)

3/




THSTRVCT ISCIS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REV RECORD SERIES. FORWARO
wl CORDS RETENT ION SOHEDULE

{DCS 380-1)

DEFARTMENT OF CEMNERAL SERVICES
RECORDS MANACEMENT DIVISION
727% WATERLOO RGQAD

_ P.O. BOX 273
JESSIP, MARYLAND) 20784

AGENCY RECORDS INVENTORY

. DEFARTMENT [ACENCY

Dept. of Health &Mental Hygiene

2. DIVISION
Bd. of Physician Qual. Assuranc

PACE 7 or 8
3. waT -
- 32.16.02 o

A GROUPF OF RXLATED RXGORDE NOPRMALLY FiLXD

DEFINITION-RECORD SERIES-
REFERENCE AE XKLLl AN RETENTION AND olsroys

AND USED AX A UNIT PFOR .
ITION rumroars

4, RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

Legal Disciplinary Orders - PUBLIC and NON-PUBLIC

1381 ro Present

BRIXFLY DESCRIBE THX TYPEXS OPF IHrORuATlou/oocuchTx/roRus rouUND

6. RECORO SERIES DESCRIPTION |

4N THE SERIES,

INCLUDK THE FURPOIE QR FUNCTION OF THEK IEE"KZS'l

All Orders pronounced by the Board as discipline on licenses of physicians and allied

health technicians.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VoLLME (5" x 6") 12" long
a S1ZE O MICROFILM ,XALP:—LAEET:CAL B rILE DRA¥ER(S)
O MICROFIILM REEL(S])
8 (fcal sizE O COMFUTER TAPE 0 NMAERICAL O COMPUTER TAPE(S )
. NUMBER
O pouvo BOoK O FLoePY DISK O CHRONOLOG I CAL . O OTHER(SPECIFY)
0 aupto TAPE O VIDEO TAPE O CEOCRAFPHICAL
. 10 . AMNNUAL ACCILMULAT ON
¥ on=r(sPecIFY) O OTHER(SPECIFY) ¥ FiLs DRAWER(S)
. . O MICROFILM REEL(S
Microfiche -25 (s)
FUhsea O COMPUTER TAPE(S)
Q oER(SPECIFEY )
1. eiLE 1S USED . 1Z2. FlIC BECOMES (NACTIVE AFTER ~NEVER~
DAILY O wEEKLY O }moNTHLY O »oNTH(S ) O YEAR(S)
K ROIBER

13. CURRENT LOCATICN({S) (BLDG.,FLOCR,ROOM)

Bd. of Phys. Oual. Assurance - 3rd Floor
4201 Patterson Ave., Metro Building - DHMH

o vyes & no

{4{. IS RECORD SER!ES DUPL ICATED ELSEWHERE?
f1r yzx, srEciry faency or orricx)

ACCESS RESTRICTIONS
{1r vxa,

15.

XX YES
cirx taw(z] & mxautaTion(x]

HO 14-140 thru 413; SG 10-611 to 617

o Nno 1€,

ALUDIT REQUIREMENTS

Bpiceas O STATE O FECERAL O INDEPENDENT

17.

I8 AN INDEX SYSTEM USEDT? [1r yxs.2 LAIN
REIKFLY AND OKXCRIRE ANY HAROIAR:/IOFT'AR:)

RECGMMENDED RETENTION

a
YES X No PERMANENT
13. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21 . DATE
J. Michael Compton 764-4770 .
Act, May 5, 1992

Executive Director

DCS 330-4 ([REVISED 2/8387)

Fila., 7

3/




INSTRYCTJOQIS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
RECORD SERIES, FORWARD

DEFARTMENT OF CEMNERAL
RECORDS MANACEMENT DIVISION
7273 WATERLOO RQAD

SERVICES

AGENCY RECORDS INVENTORY

REV. )
i} CORDS RETENTICN SCHEDULE P.O. BOX 273 8
PACE 8 or
( :so-x) - JESSUP, MARYLAND 20794 — ———
A )

1. DEFARTMENT/ACENCY 2. plvisicN

Dept. of Health &Mental Hygiene

Bd. of Physician Qual. Assuranck

3. WNIT -
'~ 32.16.02 . S

DEFINITION-RECORD SERIES-

A GROUPFr OF RXILATED RIXCORDO NOMRMALLY pltLxD
RXrERENCE A% WELL AT RAXTXNTION AND DlBFrOg

AND USED AX A UNIT PFOR
ON_PuRFOarS :

4. RECORD SERIES TITLE
Weekly Review Panel/Committee Packets

3. EARL1EST YEAR/LATEST YEAR

1989 _ To present

BRIXFLY DXSCR!IBK THX TYPEs or IHFORMATION/DOCUHCHT!/FORHH rouno

$. RECORD SERIES DESCRIPTION
. ‘1N THE SERIES.

INCLUDX THE PURPOSE OGN FUNCTION OF THK xrzn—xzs]

Packages of Focus Sheets, Patient Records, other subpoenaed material that is presented
for first review of all complaints filed with BPQA.

7. RECORD SERIES FORMAT(S) s.

X

SIZzE O WMICROFILM
S1zeE 0O COMFUTER TAPE 0 No4ERICAL
O oD POOK O FLoPPY DISK
O avotlo TAPE O VIDEO TAPE

O oTH=ER(SPECIFY}

RECORD SERIES SEQUENCE

B ALPHAEETICAL

0 CHRONOLOG | CAL,
O CEOCRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

O FILE DRAYER(S)

8 O MICROFIIM REEL(S)
0 coMPUTER TAPE([S)

NdBER gorusn(sps:mrv)

S5-drawer Pile cabinets

ANNUAL ACCUMULAT 1O
O FILE DRAYER(S]
O MICROFILM REEL({S)

10.

10
KOLSTH A COMPUTER TAPE(S)
. m_LQPE’['lFY')
. wite 13 useD . 1Z. FILE BECOMES INACTIVE AFTER  (Q
DAl O wEEKLY a Y O aNTH( S O yEAR(S ]
P LY MCNTHL S — {s)
14{. 15 RECORD SERIES DUPL |CATED ELSEWHERES?

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOK)

Bd. of Phys. OQual. Assurance - 3rd Floor
4201 Patterson Ave., Metro Building - DHMH

ftr yex, srECiPY saENCY OR OFFicE)
avyes & no

ACCESS RESTRICTIONS I YES a No
{1r yea, ciTx LAaw({=x) & rxautaTiON|=x)

,SG !) 611 THRU 628; HO 140413(a)

15.

16. AUDIT REQUIREMENTS

%NCX‘CE O sTaTE O FEDERAL O INDEPENDENT

{8 AN INDEX SYSTEM USED? [(1r yxs.20PLAIN
RRIEKFLY AND DKXCRIRK ANY HANMORARE/ SsOorTwAmx)

17.

18. RECCMMENDED RETENTION

Ayes 0 N Will be upgraded and produced PERMANENT
on LAN in future. .
{3. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21 . DATE
J. Michael Compton 764-4770 vav 5. 1992
Act, Executive Director ray o, -
3/

DCS 330-4 (REVISED 2/87)

Fra. 7




