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No. Dateription Retention

1.

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

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

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

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 sessions
are confidential, and arranged chronologically.

Retain permanently.
Transfer periodically to
the State Archives.

Prepare 2 Microfiche copies
within 12 months of '
acceptance of minutes.

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 and.
nuclear medical technologists, respiratory care j
therapists, emergency medical technologists,
paramedics and cardiac rescue technicians). Minutes
of the open sessions are arranged in chronological
order.

Records to be~microf Timed
and film to be retained
I permanently. Periodically
itransfer master silver
negative film to the
Maryland State Archives:

Retain hbh-record reference
copy atBbard Office until
ho longer needed.

A««ney, or (MV4«IM R»pr«««nta1lv*

Acting
Exec. Directo

T IH .

Halt • ( R»eorJ.

O«*. Slrt» Af«Slv*«»

FiK. 8'
^»-»«
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2. Medical Registers. These are large register books of
all applicants examined and licensed by the Board. j
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.

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

i. Results of Test of Spoken English,

j . Consent form.

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

1. 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 register
books and State Exams
permanently. Transfer
periodically to State
Archives.

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

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
This file may contain any or all of the following

a. Application form.

b. Licensure verification form from other states
where 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 Bj_ Answers to specific questions 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.

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 louaer need**<a j

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

Microfiche 2 copies within
12 months of licensure.
Retain working paper (1st
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.

Fig. 9A

Retain applications and a l l
credentialing documents in
office for one (1) year.
Thereafter destroy.
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7.

9.

Applications for Registration, Certification of
Allied Health Professionals. •
Applications for Registration or Certification of
Allied Health Professionals under the jurisdiction of
the Board. Application form shows applicant's
background, various certifications, and proof of
having met educational and other requirements.

Licensing Correspondence.
Letters requesting information on licensing
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.

Fig. SA

Microfiche 2 copies within
12 months of registration.

Retain working paper (1st
microfiche) at Board office
for 2 years; then destroy.
Retain record copy (2nd
microfiche) at state . '
records center for 20
years; then destroy.
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
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.

wt~ *-ta

2-J
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10.

11.

12.

13

Disciplinary Orders (PUBLIC). This file contains
findings of fact, surrenders, consent agreements and
other public Board orders. File series includes
decisions concerning physicians brought before the
Board which are published in the Maryland Medical
Journal.

Retain copy permanently.

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 contains Retain' non-record reference
confidential agreements between the Board and c o p y at. B o a r d office until
licensees including agreements to surrender license : no longer needed. •
and disposition agreements of impaired physicians. :

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.

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

Fig. SA

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

Except for patient records,
retain working 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.

Follow* 13 A, Then, __
Retain SUMMARY and ADVISORY
OPINION in automated data
base in office for 20
years. Then destroy.

»•• — »•»*
"7 »
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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 of
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,
renewal 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.

Fig. SA

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
Center for an additional 3
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.
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18.

19.

20.

21.

22.

Board Packets.
Additional material prepared for Board members
to read outside of Board meetings.

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.

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

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

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

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

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

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

Fig. 8A



INSTKVCTlv3-l?--TYPg OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
V^^ RECORDS RETENTION SCHEDULE
{ oK 3 B 0 - I )

DEPARTMENT OF CENERAL SERVICES
RECORDS MANACEMENT DIVISION

727 » WATERLOO ROAD
P . O . BOX*273

JESSUP, MARYLAND 2 07 9 A

AGENCY RECORDS INVENTORY

PACE * OF

| 1 . DeFARTMENT/ACENOf

Dept. of Health &Mental Hygiene

2. DIVISION

Bd. of Physician Qual. Assuranc

3 . UNIT

32.16.02

DEF1NJT1CN-RECORO SER1ES-A a " ° U r °" « J - A T K D wrcoRon NOKXALLY fiucn AND U « D A . A UNIT ro*
utrtwgNCt AI weu. AJ BCTKNTIOW AMP aurojiiTiON funroaci

4 . RECORD SERIES TITLE

Minutes of Closed Proceedings (non-public meetings)

» . EARLIEST TEAR/LATEST YEAR

1955 TO present

.. RECORD SERIES DESCRIPTION {««"'«
> * > " « ! « TH* TYK.'Or ^rOR^T.ON/DOCU^T./ro^ rouxn

•IN THE SERIES. . INCLUDK THE rUxrOSC On fUMCTlW Or THE 8ER-1KS)

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

from Executive sessions of the Board and its committeesr; and panels.

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

7 . RECORD SERIES FORMAT(S)

^^ETTER SIZE Q MICROFILM

^ f t c A L SIZE a COMPUTER TAPE

D BOUND BOOK D FLOPPY DISK

O .AUDIO TAPE D VIDEO TAPS

D OTHER(SPECIFY)

W V vr.trQ~Vv'&M<=_

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

O NUMERICAL

K CHRONOLOGICAL.

n CEOCRAPHICAL

D OTHER(SPEC IrY)

». VOLUME ( 3 X 5 card size)

2 footlong TILE DRAWER(S)

2 D MICROFILM R£EL(SJ

D COMPUTER TAPE ( S J
NLTUBCn Q OTHER(SPECIFY]

1 0 . Af^iUAL ACCUMULAT I ON

6f FILE DRAVER(S}
£.£ 'O MICROFILM R £ E L ( S )

MiXlseTh' a COMPUTER TAPE ( S }
• O Q-n-ff-R(^PF-riFY)

1 I .
FILE IS USED

O DAILY D WEEKLY O MONTHLY

1 2 * F I L E BECOfCS INACTIVE AFTER >/___EVER____^>

,^^^_^. D K5NTH(S) C3 YEAR(S)

1 3 . CURRENT LOCATION(S} ( BLDG. ,FLOOR.ROOM)

Bd. of Phys.. Oual. Assurance - 3rd Floor

4201 Patterson Ave., Metro Building - DHMH

I*. IS RECORD SERIES DUPLICATED ELSEWHERE?
t i r "*"x:s, i r t c i r y / . O W C T OH ocrtcs )
° YES k NO

1 3 . ACCESS RESTR1CTIOKS A YES • NO

( i f YKQ, CITK LAW( j ] * RKauLAT I ON ( ( |

HO 14-410 and 4 1 1 ; 1 4 - 4 1 3 . S.G. 1 0 - 6 1 7 .

! ( . AUDIT REQUIREMENTS

j^NOtCC O STATE O FEDERAL O iNDEPENDeUT

1 7 . IS AN INDEX SYSTEM USEOT ( l r V K I . U 7 U M N

Br:IKfLY AND DKfCnl lK ANY HAf iOIARc/ lOmARxl
I I . RECOMMENDED RCTENTI ON

PERMANENT for microfiches.

YES a NO

Index is on VAX system assigned to BPQA.

it. NAME: AND TITLE OF PREPARER
J. Michael Compton

Act. Executive Director

1 0 . TELEPHONE NUMBER

764-4770

2 I . DATE

May 5, 1992

DCS 53 0-4 (REVISED 2/»7)



ir<sTF»vcT)crig--TYP£ OR PRINT A
SEPARATE FORM FOR EACH NEW OR

USED RECORD S E R I E S . FORWARD
RECORDS RETENTION SCHEDULE

(DCS 3 B 0 - I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 * WATERLOO ROAD

P . O . BQX*27S
JESSUP, MARYLAND 2 07 9 *

AGENCY RECORDS INVENTORY

PACE OF

| I. DEPARTMENT/ACCNCY

Dept. of Health &Mental Hygiene

Z. DIVISION

Bd. of Physician Qual. Assuranc

3. UNIT

32.16.02
DEFtNITICN-RECORO SERIES-"* anOUr Or W ( U A T l £ D W C O R D a NORMALLY flLJCD AND UKO A« A UNIT KOK

wtn:HgNCt A» « e u . A-n nrncNTlow AMP ptarogt-rtoN ruwroar i •__

I 4 . RECORD SERIES TITLE

Medical Registers - assignment of license for qualifications

I. EARLIEST YEAR/LATEST YEAR
1934 TO 1968

! # . RECORD SERIES DESCRIPTION ( BRUfLY DKSCRIBK THX TYI*Efl O r INrORUAT!ON/DOCU*KNT»/rORKS PXHJND
•IN THE SERIES. . iNCLuoff THS runcosE an ruMCTlow or THE SERIES J

Names, changes, qualifying remarks for licenses assigned to new physicians.

7 . RECORD SER I ES FORMAT ( S J

:TTER SIZE a MICROFILM

vCAL SIZE a COMPUTER TAPE

a BOUND BOOK ° FLOPPY DISK

O .AUDIO TAPE E VIDEO TAPE

a OTH£R(SPECIFY)

Folio Volumes in binders

8 . RECORD SERIES SEQUENCE

a ALPHABETICAL

a NL*«:RICAL

^X CHRONOLOG I CAL.

a CEOCRAPHICAL

D OTHER(SPECIFY)

» . VOLUME

D f l L E DRAWER(S)

D MICROFILM REEL(S)

D COMPUTER TAPE ( S )
NUMBER a O T K E . R ( s p e c t F Y J

binders

1 0 . ANNUAL ACCUMULATION

D FILE DRAWER(S)

D MICROFILM R £ E L { S )

hLUaift O COMPUTER TAPE ( S )

I I . FILE 13 USED

g^DAlLY Q WEEKLY D MONTHLY

I Z . FILE BECOMES INACTIVE AFTER

i n . ° KJNTH(S) 5JYEAR(S) after deat
'PER

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

Bd. of Phys. Oual. Assurance - 3rd Floor

4201 Patterson Ave., Metro Building - DHMH

l - t . IS RECORD SERIES DUPLICATED ELSEWHERE?

kit* >TC», IMC1FY / . a « C Y OH OrPtCs)
a Y E S ]j( NO

13. JUCCTSS RESTRICTIONS Q YES ^ NO
( i f Yta, CITK u i ( s ] * MOULATION) >)

1«. AUDIT REQUIREWENTS (passed)

gXNONE O STATE O FEDERAL D INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED? ( | r YK*.t>^i_A|H
BKIEfUY AKO OCICRIIK ANY KAnOkARe,/ lOPTIAXt )

YES

I t . RECOMWENDED RETENTIC3N

PEBMANENT

NO

!». NAME AND TITLE OF PREPARED

J. Michael Compton

^ • c t - Executive Director

D C S 5 S O - 4 ( R E V I S E D 1 / 1 7 )

2 0 . TELEPHONE: N U M B E R

764-4770
2 I . DATE

May 5 , 1992



tMSTKVCTl•&•!?- -TYPE OR PH1NT A

SEPARATE FORM FOR EACH NEW OR

USED RECORD S E K 1 E S . FORWARD

RECORDS RETENTION SCHEDULE

{DOS S B O - I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT D IV IS ION

7 2 7 * WATERLOO ROAD
P.O. BQX*Z73

JESSUP, MARYLAND 2 07 8 4

AGENCY RECORDS INVENTORY

PACE ^ O | ,

I . DEPARTMENT /AGENCY

Dept. of Health &Mental Hygiene

Z. DIVISION

Bd. of Physician Qual. Assuranc

3. UNIT

32.16.02
r

DEFINITION-RECORD SER1ES-A OROUC or juci-ATEn WCCORDB NOHMALLV PILJCD AMD USKD A» A UNIT roN

rUrtHCNCt A« WgLJL AH BCTCNTIOW AMD DIBrOHITION rUn^O3C3 ; _

4 . RECORD SERIES TITLE

Applications for Initial Medical Licenses.

« . EARLIEST YEAR/LATEST YEAR

1974 TO present

#. RECORD SERIES DESCRIPTION (-"'^^ D » « ' " T « TYP« OP- . ^ O ^ T . O H / ^ C ^ T , / ^ . POO*B
•IN THE SERIES. . INCLUDS THK PURPOSE ©« PUNCT1ON OP THE SETTICS]

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

for physician licensure.

7 . RECORD SERIES FORMAT(S)

KTTER SIZE Q MICROFILM

GAL SIZE Q COMPUTER TAPE
Q BOUND BOOK O FLOPPY DISK
Q .AUDIO TAPE D VIDEO TAPE

OTHER(SPECIFY)
Microfiche

8 . RECORD SERIES SEQUENCE

HXALPHABETiCAL (prior 1988)

tRICAL

Q CKRONOLOGI CAL.

O CEOCRAPHICAL

D OTHER(SPECirY)

i . VOLUME: 5 X 6 card s i z e
KKriLE DRAWER(S]
D MICROFILM REEL(S]

9 D COMPUTER TAPE ( S J
NLTXBCR Q OTHER ( s p e c l F Y j

J O . ANNUAL ACCUWUn_AT I ON

^ F I L E DRAWER( S](l[3l;11

, a MICROFILM R £ E L ( S ]
UhUarTR1 ° COMPUTER TAPE ( S J

• • mvFP(<:PFrirY)

1 1 . FILE IS USED

2®; DAILY Q WEEKLY D MONTHLY

I Z . FILE B e c o m e s INACTIVE AFTER -NEVER-
O MONTH(S) a YEAR(S]

.NUMBER

1 3 . CURREm* LOCATION(S) {BLDC..FLOOR,ROOM)

Bd. of Phys.. Oual. Assurance - 3rd Floor

4201 Patterson Ave., Metro Building - DHMH

14. IS RECORD SERIES DUPL ICATED ELSEWHERE7

tip Yra, BPKCIPY AacKcr on OPPJCKJ

a YES $[ NO

15. ACCESS RESTRICTIONS XXYES Q NO
( IP vcn, CITK u > ( i j A RKQULATION|I |

Public INformation Act SG 10-611 to 628

! « . AUDIT REQUIREMENTS

XS NONE O STATE O FEDERAL ° INDEPEND£HT

1 7 . I S AN INDEX SYSTEM USED? ( | p Y X 1 . U 7 L A I N

BrMEfLY AKQ DKICIt lK AMY KAnDIARc/f OPTWAM)

D YES HX NO Planned for future.

I B . RECCfcMENDED RETENTION

PERMANENTLY

if. NAME AND TITLE OP PR£PAf<£R

J . Michael Compton
^•ct* Executive Director

2 0 . TELEPHONE NUMBER

764-4770
2 J . DATE

May 5, 1992

D C S S S O - i ( R E V I S E D 2 / « 7 )



INSTKyCTlv^l?- -TYPE OR PK1NT A
SEPARATE FORM FOR EACH NEW OR
RE^^ED RECORD S ERIES . FORWARD
V l S s C O R O S RETENTION SCHEDULE
(DOS I S O - I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7S WATERLOO ROAD
P . O . BOX*Jt73

JESSUP, MARYLAND Z07 94

AGENCY RECORDS INVENTORY

PACE 4 OF

J . DEPARTMENT/AGENCY

Dept. of Health ScMental Hygiene

Z. DIVISION

Bd. of Physician Qual. Assuranc

3 . UNIT

32.16.02

DEFINITION-RECORD S E R I E S - A CJROUr Or »UCl_ATKO RJCCORDH NOHMALUY FILJCD AND U K D AS A UNIT ItSR

HKIHCHCNCg A» WgLX. Aa HtCTTCNT I ON AND P|ar-OtMT[PN f U | i r o 3 g 1 •_

4 . RECORD SERIES TITLE

Applications for Reinstatement of Medical Licenses

I . EARLIEST YEAR/LATEST YEAR

. ^984 TO prpspnl-

». RECORD SERIES DESCRIPTION ( SRUruy DKSCRIBK TKJC T t r t s or- INF
•IN THE SERIES.

ORUAT ! ON/ DOCtACNTI/ rORMS rCHJUXJ

INCLUOK THE PURPOSE OH TUNCTION Or THE SErrtES)

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

active for medical practice.

7 . RECORD SERIES FOR«AT(S]

a^fcTTER SIZE • MICROFILM

Q l 5 c A L SIZE D COMPUTER TAPE

Q BOUND BOOK • FLOPPY DISK

D .AUDIO TAPE O VIDEO TAPE

^OTHER(SPEC IFYJ

Microfiche

8 . RECORD SERIES SEQUENCE

D ALPHABETICAL

fc( NUMERICAL

D CHRONOLOG1CA1,

O CEOCRAPH1CAL

Q OTHER {SPEC I f - f j

1 ' ' FILE IS USED

HXDAILY ° 1BEEKLY D MONTHLY

1 3 . CURRENT LOCATICN(S) (BLDG..FLOOR,ROOMJ

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

1 5 . ACCESS RESTRICTIONS " ^ Y E S O N O
( i r YXS , CITE L A * ( l J * R K O U L A T I O N I * )

Public Information Act SG 10-611 thru 628

1 7 . I S A N I N D E X S Y S T E M U S E D t [ \ r Y X « . E D ^ l _ A I N

B»;HCl»L.Y AKO OKSCRIM ANY HAnOIARE;/ lOrTIAIIt)

a YES V ^ N O

•

1 1 . NAME Ann TITLE OP PREPAftEH

J . Michael Compton
A c t - Executive Director

9. VOLUME (5" X 6")
^fcriLE DRAWER(S)
D MICROFILM REEL(S)

Q COMPUTER TAPE ( S 1

one foot long
1 0 . AfflSUAL ACCUMULAT I ON

^ FILE DRAVER(S)
5 O MICROFILM REEL(S)

UbUatTH- ° COMPUTER TAPE(S)

1 2 • FILE BECOMES INACTIVE AFTER NEVER
Q VCNTrilSl Q YEARfS)

NUMPEfJ

1 4 . IS RECORD SERIES DUPLICATED EL5EWHERE7

t i r Y E » , irrct^Y /.OKKCY OH orrics)
D YE3 § NO

I « . AUDIT REOUIREWENTS

jg^NONE a STATE O FEDERAL Q INDEPENDENT

I S . RECCWWENDED RETENTION

PERMANENT

2 0 . TELEPHONE: NUMBER

764-4770
2 1 . DATE

May 5, 1992

D C S J 3 0 - 4 ( R E V I S E D 2 / i 7 )



I f <STKVCT | ̂ I S - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
RE^^ED RECORD SERIES . FORWARD
yi^AtECORDS RETENTION SCHEDULE
(DCS SBO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727 » WATERLOO ROAD
P . O . BOx'273

JESSUP, MARYLAND 207 9 A

AGENCY RECORDS INVENTORY

PACE 5 OF

1 . DEFARTMENT/AGENCY

Dept. of Health &Mental Hygiene

Z. DIVISION

Bd. of Physician Qual. Assuranc

3. UNIT

: 32.16.02

DEFINITION-RECORD SERIES-A OBOUr Or IUCl_ATJrD MCORDB NOKMAL.L.V KI LJCD AMD UtCO AS A UNIT fOR
nKitwcNct A« » c u A-B mmcNTlow AND PiafOjiiTlON ruwroac^ •__

4. RECORD SERIES TITLE

Results of Maryland State Medical Exams

I. EARLIEST YEAR/LATEST YEAR
1918 TO 1972

• . RECORD SERIES DESCRIPTION ( • » • " ' " ' « " » ' » « T K * ™ " " O r INW«VATIOH/DOC««TI/ro«.« FOOND
•JN THE SERIES. . INCLUDS TMJC runrOSE OK FUNCTION Of THE SEFTIES)

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

and State agencies.

7. RECORD SERIES FORWAT(S)

jITER SIZE D MICROFILM

EGAL SIZE D COMPUTER TAPE

O BOCND BOOK • FLOPPY DISK

O .AUDIO TAPE D VIDEO TAPE

V OTHER(SPECIFY)

Folio volumes

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

1& NUMERICAL

• CHRONOLOGICAL.

D CEOCRAPH1CAL

Q OTHER(SPEC I JOT)

8. VOLUME

NUMBER

a riLE DRAWER(S]

a MICROFILM RE£L(S)

n COMPUTER TAPE ( S ]

a OTHER(SPECIFY]
binders

1 0 . AttSUAL ACCtJMULAT I ON

D FILE DRAItfER(S)

0 Q 0 MICROFILM REEL(S]
UbUaeTn a COMPUTER TAPE ( S J

I 1 . FILE IS USED

Q DAILY O WEEKLY 53WCNTHLY

1Z' FILE BECC+eS INACTIVE AFTER 2012 AD
20 n MONTH(S) CXYEAR(SJ

NU"PE:R . — _

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

Bd. of Phys. Oual. Assurance - 3rd Floor

4201 Patterson Ave., Metro Building - DHMH

I * . IS RECORD EERIES DUPt. ICATED ELSEWHERE7

t i f >TC*t i r t c i r y / . a w c r on orricK)
D YE3 51 NO

13. ACCESS RESTRICTIONS }Q( YES • NO

( ir v c a , CITK U A W ( « ) & « Q U U I T I O N ( « ]

SG 10-611 to 628

1 < . AUD I T RE CO I REMENTS

J ^ N C N E D STATE D FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( i r Y K I . U 7 U 1 N

BKIKfUY AKD DKICRIM AMY KAPDIARe/ lOrTIAXC )

a YES NO

It. RECOMMENDED RETENT ICN

20 years onsite

PERMANENT THEREAFTER

!». NAME AND TITLE OF PREPARER

J. Michael Compton

^•ct- Executive Director

2 1 . DATE

May 5 , 1992

D C S 3 3 0 - 4 ( R E V I S E D 2 / 1 7 )



IMSTKUCTI^flg- -TYPE OR PHI NT A

SEPARATE FORM FOR EACH NEW OR

REVVED RECORD SER I ES . FORWARD

V^BRECORDS RETENTION SCHEDULE

{DC5 SSO-IJ

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727 » WATERLOO ROAD

P . O . BOX"Z73

JESSUP, MARYLAND 2 0 7 8 4

AGENCY RECORDS INVENTORY

PACE OF

I. DEFARTMENT/ACENCY

Dept. of Health &Mental Hygiene

2. DIVISION

Bd. of Physician Qual. Assuranc

3 . UNIT

32.16.02

DEFINITION-RECORD SERIES-A anour or JUCI_ATED RECORDS NORMALLY riLXD AND uttD A« A UNIT row

mrtRgNct A» yeu . A-a mmcNTiQN AHP PiaropiTtON Minroa» •__

4 . RECORD SERIES TITLE

General Correspondence containing Opinions of AG, Bd,Annual'
KeDorcs

». EARLIEST YEAR/LATEST YEAR
1982 TO present

«. RECORD SERIES DESCRIPTION (BRirri_Y DKSCRIBK THJC TYrKs or-
•IN THE SERIES.

lNKORVLATl OM/DOCUMENT*/rORMS rOUND

INCLUOB! THE I'UIUPOSC OR rUNCTIOH Or THE SEFTIES]

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

7 . RECORD SERIES FORMAT(S)

^TTER SIZE D MICROFILM

tCAL SIZE Q CCMFUTER TAPE

Q BOUND BOOK D FLOPPY DISK

O ,AUDIO TAPE D VIDEO TAPE

OTKER(SPECIFY)

Microfiche

B. RECORD SERIES SECtJENCE

"J$ ALPHABETICAL

• NUMERICAL

Q CHRONOLOGICAL

D CEOCHAPHICAL

a OTHER{SPECirr)

VOLUME (3» x 5")12 " long
K TILE DRAVER(S)

O MICROFILM R £ E L ( S )

^ - D COMPUTER TAPE ( S J

N U X B C R Q OTHER(SPECIFY]

I 0 . ANNUAL ACCUMULATION

y FILE DRAVER(S] \

. 2 5 ° MICROFILM REEL(S)

Nlj'bBgh' ° COMPUTER TAPE(S)

1 I . FILE IS USED

^ DAILY Q WEEKLY a MONTHLY

1 Z - FILE BECOMES INACTIVE AFTER NEVER

^ ^ ^ ^ ^ O VCNTH(SJ Q YEAR(SJ
^U»BEB

13. CURRENT LOCATION(S] ( FU DC. .FLOOR.ROOM)

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
hir Y E » , irecirY A O E K C Y OH orrics)
D YE3 ^| NO

13. ACCESS RESTRICTIONS D YES ^ N O

(ir fca, CITS L A I [ I ] * I»OULATION(I|

1 « . AUDIT REQUIREWENTS

NONE O STATE O FEDERAL D INDEPENDENT

17 . IS AN INDEX SYSTEM USED? ( | r Y K I . U T U I N

BIJIBfUY AKn DCICRIK ANY HAHOMARE/SOrTWARK )

fflCYES Q NO
Electronic index to be prepared on LAN soon.

I S . RECOMMENDED RETENTI ON

PERMANENT

I » . NAfcC AND TITLE OF PREPARES

J. Michael Compton

^ct- Executive Director

20. TELCPHONS: NUMBER
764-4770

21. DATE

May 5, 1992

D C S 3 3 0 - 4 ( R E V I S E D 2 / « 7 )



t n STRUCT iv^-is- -TYPE OR PHINT A

SEPARATE FORM FOR EACH NEV OR
REVVED RECORD S E R I E S . FORWARD
*IT^BeCORDS RETENTION SCHEDULE
{DCS 3 J 0 - I ]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 * WATERLOO ROAD
P . O . BOX*Z73

JESSUP, MARYLAND 2 07 94

AGENCY RECORDS INVENTORY

PACE ' or .

1 . DEPARTMENT/ACENCY

Dept. of Health SMental Hygiene

2. DIVISION

Bd. of Physician Qual. Assuranc

3 . UNIT

32.16.02

DermmoN-REcoRn SERIES-* a n o u " O K "*"-*™a W W B D B M o w w ^ •"*-» *"° „ « « A . A UN.T ror,
strtngMCi: A» ygyjL. A-H nmtNTlon A»O puroaniOH funroigi _ _

4 . RECORD SERIES TITLE
Legal Disciplinary Orders - PUBLIC and NON-PUBLIC

X. EARLIEST YEAR/LATEST YEAR
1981 .__ present

t. RECORD SERIES DESCRIPTION { » " ' * " ^ D " » ' » ™* TTI-Wor- I N r o m T I O N / D o c U « N T . / l ' C W S ro«ND

•IN THE SERIES. . INCLUDS THE TURrOSE Oft rUMCTION o r THE SEITIESJ

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

health technicians.

7. RECORD SERIES F"ORVCAT(S)

Q ̂ fcTER SIZE D MICROFILM

Q ̂ IcAL SI ZE D CCMFUTER TAPE

a BOUND BOOK Q FLOPPY DISK

a ,AUD i o TAPE a v i ceo TAPE

OTHER(SPECIFY)

Microfiche

8 . RECORD SERIES SEQUENCE

^ALPHABETICAL

• NUMERICAL

D CKRCMOLOG1 CAL

a C£O<1RAPH 1 CAL

D OTHER(SPEC IFYJ

9. VOLLac (5«. x 6") ! 2 " l o n g

it riLE DRAVER(S]

D MICROFILM REEL(S)

1 /2 Q COMPUTER TAPE ( S )

10. Af^tUAL ACCUMULAT I ON

^FILE DRAVER(S]

25 ° MICROFILM REEL(S)

htiUBeS*' ° COMPUTER TAPE(S)

; l . MLE IS USED

$ DAILY D VEEEKLY O WONTHLY

1 2 • F I L E BECOMES INACTIVE AFTER -NEVER-

D MONTH(S) a YEAR(S)
fHUMBE: ff*

1 _ . CURRENT LOCATI ON ( S J ( BUDC. , F1.OOR , ROOM J

Bd. of Phys. Oual. Assurance - 3rd Floor

4201 Patterson Ave., Metro Building - DHMH

IX. IS RECORD SERIES DUPLICATED ELSETn-£RE7

i i r Y C » , iMrc irr /.OCNCT O« orrtctz)
D Y_3 §| NO

1 5 . ACCESS RESTRICTIONS XH YES • NO
( i f Y O , CITK U > ( l j * RKOULATIONII)

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

I « . AUDIT REQUIREMENTS

}§Q5K_NE Q STATE O FECERAL CI INDEPEND—NT

1 7 . IS AN INDEX SYSTEM USEDT ( I r YKI.OTLA1N
ai:iEruY AKD D M C X I K ANY KAnD»ARc/«orr*A«)

a YES NO

I B . RECOMMENDED RETENTION

PEBMANENT

I » . NAME AND TITLE ofr PREPARE1H

J. Michael Compton

•̂ct- Executive Director

zo. TELEPHONE: NUMBER

764-4770

21. DATE

May 5, 1992

D C S 3 3 0 - 4 ( R E V I S E D Z / « 7 )



I NSTKVCT | v̂ -IS - --n-T>g OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVVED RECORD S E R I E S . FORVAfiD

*l^^p£COROS RETENTION SCHEDULE

[DC?JIO - I J

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7Z7J WATERLOO ROAD

P . O . B O X 2 7 3

JESSUP, MARYLAND Z07 9X

AGENCY RECORDS INVENTORY

PACE 8 OF

J . DCFARTMENT/AC£NCT

Dept. of Health SMental Hygiene

2. DIVISION

Bd. of Physician Qual. Assuranc

J . WIT

32.16.02
DEFINITION-RECORD SERIES-* a " ° U r ° " KXl^rnto W W R D B NORMALLY rit-Xa AND UKD A« A UN. T rOR

mcrtnexcg A» WELL A-B mmtmlON A-MP oinropfTfON runroar i : _

4 . RECORD SERIES TITLE

Weekly Review 'Panel/Committee Packets
» . EARLIEST YEAR/LATEST YEAR

1989 To present

* . RECORD SERIES DESCRIPTION { BRUrLY DKSCRIBK TKX TYrtS Or

•IN THE SERIES.

INCORMATHW/DOCUNCNTI/rOfWS rOUND

INCLUDK T H E roni-osE OH ruMCTioM or T H S sen-iss]

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 ]

$£ JITTER SIZE D MICROFILM

a HTCAL SI ZE D CCMFUTER TAPE

a BOCTU3 BOOK O FLOPPY DISK

a .AUD i o TAPE a v i DEO TAPE

a OTK£R(SPECIFY]

8. RECORD SERIES SEQUENCE

J? ALPHABETICAL

Q NUMERICAL

Q CHRiONOLOG I CAL

O CEOCRAPH1CAL

a OTHER(SPECirr]

9 . VOLUME

8

NUMBER

5-drawer

O r i L E DRAVER(S]

n MICROFILM R£EL(S)

Q COMPUTER TAPE ( S )

OTHER[SPECIFY)

ile cabinets

I 0 . ANNUAL ACCUMULAT 1 ON

• FILE DRA*ER(SJ *

1 Q a MICROFILM R£EL(S}

M U B A ' - ^ COMPUTER TAPE(S)

• CT (TTVfP|'!PfrlFY]

1 1 .FILE 13 USED

X DAILY Ct WEEKLY O MONTHLY

IZ . FILE BECOMES INACTIVE AFTER QQQ

a HONTH(S) a YEAR(S)
JiVUBZR

1 3 . CURRENT LOCATICN(S) ( BLX>a. , FLOOR , ROOM)

Bd. of Phys.. Oual. Assurance - 3rd Floor

4201 Patterson Ave., Metro Building - DHMH

14 . IS RECORD SERI ES D*JPL 1CATED ELSEVHERE7

t i r YES, «I»ECIr~r AOCNCY OH omes.)
a YES 51 NO

IS. ACCESS RESTRICTIONS X&YES O NO

( If Y M , CITK LAwfx] A ITKOULAT I ON ( S J

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

H. AUDIT RECXJ t REMENTS

O^NONi: O STATE O FEDERAL D INDEPENDej^T

1 7 . I S AN INDEX SYSTEM USED? [ i r Y K I . U 7 U I N

arjIKfLY AKO DKICRIK ANY KAPD»ARc/ lOrTKARt)

M YES a NO Will be upgraded and produced

on LAN in future.

1 S . RECOMMENDED RETENTI ON

PERMANENT

I I . NAME AND TITLE OF PREPAfcEIR

J. Michael Comp.con

" c t :- Executive Director

z o . TELEPHONE: NUMBER

764-4770

2 I . DATE

May 5, 1992

D C S 3 3 0 - J ( R E V I S E D l / l 7 |


