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RECORDS RETENTION AND DISPOSAL SCHEDULE

T DEPARTMENT OF GENERAL SERVICES-STATE RECORDS CENTER SCHEDULE # 2318

PAGE 1 OF 3

- DEPARTMENT OF HEALTH & MENTAL HYGIENE
BOARD OF NURSING

Item No. Description of Records Series (Program, forms, etc.)

Authorized Retention Period & Instructions

This Schedule supersedes Schedules 609 and 610.

1. MINUTES OF THE BOARD

2. ANNUAL REPORTS

3. AD HOC BOARD COMMITTEE MINUTES

4. FILE ON COMMITTEES AUTHORIZED BY
LAWS AND REGULATIONS

5. OUT OF STATE NURSING BOARD FILE
includes nursing laws, regulations, etc.

6. NATIONAL COUNCIL OF STATE BOARD OF
NURSES FILE

a. Exam Instructions

b. Exam applications, re-exam applications

c¢. Council Policy Statements, Minutes of National
Council meetings,
d. Annual Meeting Book of Reports

Retain permanently. Transfer to Archives
periodically. :

Retain permanently, Transfer to Archives
periodically.

Retain permanently. Retain in office until the
Board accepts the final report. Transfer to
Archives periodically.

Retain permanently. Retain in office for three

(3) years, then transfer to Archives.

Retain in office until superseded and
replaced, then destroy

Maintain exam info in accordance with terms
of appropriate exam contract.

Retain five (5) years, then destroy
Retain one(1) year, then destroy

Retain permanently. Transfer to

Archives periodically.

APPROVED BY: (DHMH Official) DATE: q ) Vl@q AUTHORIZED BY: (STATE ARCHIVES) DATE: .. .

MAY 12 205,
SIGNATURE: SIGNATURE: %‘w{ c. //;"‘;%'“/

NAME/TITLE: Donna Dorsey, Executive Director NAME/TITLE :Edward C Papenfuse, Jr., STATE ARCHIVIST

DGS 550-1 (DHMH rev. 2002)




DEPARTMENT OF GENERAL SERVICES-STATE RECORDS CENTER SCHEDULE # 2318

RECORDS RETENTION AND DISPOSAL SCHEDULE

PAGE 2 OF 3

DEPARTMENT OF HEALTH & MENTAL HYGIENE
BOARD OF NURSING

Item No. Description of Records Series (Program, forms, etc.)

Authorized Retention Period & Instructions

7. NURSING SCHOOL FILE

a. Correspondence from institutions concerning
programs

b. Correspondence received from National League for
Nursing, Inc.

c. Curricula

d. Annual School Reports

e. Board Survey reports

f. Staff Lists

g. Questionnaires

h. Education program prospectuses submitted by
institutions

i. Printed Material-institutional, outline of courses
j. Information regarding closed programs

8. LICENSURE FILES
a. Registration Files- RN and LPN

b. Register of Nurses

c¢. Examination Results

d. Temporaries
__ Applications

__ Licensure (register)
e. Advance practice agreements.

9. NURSING ASSISTANT CERTIFICATION PROGRAM
a. Hand-entered applications

b. Walk In : Duplicate, Initial, and Renewal

c. Renewal by mail

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

Permanent. Transfer to periodically MSA
Retain ten (10) years then destroy.

Retain five (5) years, then destroy.

Retain two (2) years, then destroy.

Retain two (2) years then destroy

Retain two (2) years, then destroy.

Retain five (5) years, then destroy.
Permanent. Transfer periodically to MSA.

Enter into database, then destroy paper. Retain
database permanently, transfer periodically to MSA.

Enter into database, then destroy paper. Retain
database permanently, transfer periodically to MSA.

Enter into database, then destroy paper. Retain
database permanently, transfer periodically to MSA.

Enter into database, then destroy paper. Retain
database permanently, transfer periodically to MSA.

Enter into database, then destroy paper. Retain
database permanently, transfer periodically to MSA.

Retain permanently. Enter into database. Transfer
periodically to MSA.

Enter into database. Retain for three (3) years.
then destroy.

Enter into database. Retain for three (3) years
then destroy.

Enter into database. Retain for three (3) years,
then destroy.

DGS 550-1a [continuation] (DHMH 2002)




DEPARTMENT OF GENERAL SERVICES-STATE RECORDS CENTER

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE # 2318

PAGE 3 OF 3

DEPARTMENT OF HEALTH & MENTAL HYGIENE
~ BOARD OF NURSING

a.  General letters
b.  Controlled correspondence

c.  Surveys
d.  Requests for forms and information
e. Multi-state Licensing Forms

Item No. Description of Records Series (Program, forms, etc.) Authorized Retention Period & Instructions
10. FINDINGS OF THE ATTORNEY GENERAL
a. Opinions and rulings Permanent. Transfer to MSA periodically.
b. Declaratory rulings Permanent. Transfer to MSA periodically.
¢. Recommendations regarding Board policies, Retain in office until replaced by a more
procedures, and issues current document. Destroy obsolete material.
11. MRAMRR—MMN—@ Screen annually, discarding duplicates and
Incoming non-administrative correspondence, faxes, . .
. . . . . non-record items. Retain all correspondence
printed e-mails, etc. dealing with substantive issues, relating to substantive issues for THREE (3)
and copies of the Board’s responses. YEARS. then shred
12 UBJE . 1 . . .
§A1—C.—T—M. . . . Screen periodically, removing and discarding
phabetic file of information on various subjects . :
. . obsolete information. Destroy when no
related to the Nursing Profession. longer needed
13.
I%IPLC.ILL—PR—QMM . . Upon completion of project, working papers
aterials compiled to perform special projects, may be discarded. Su .

. . s . Support documentation
studies, or make recommendations on various issues will be transferred to the State Records
related to the Nursing Profession. Center for ten (10) years, then destroyed.

Retain a copy of the Final Report in office
permanently, transferring to the Archives
when no longer needed.

14. CORRESPONDENCE

Retain one (1) year then destroy.
Retain three (3) years, then destroy if no
longer needed.

Retain 30 days, then destroy.
Retain 30 days, then destroy.
Retain five (5) years, them destroy.

DGS 550-1a [continuation] (DHMH 2002)




DHMH RECORDS INVENTORY

MMamduu.mmmmsm.m DEPARTMENT OF GENERAL SERVICES
matenal or bom. Group into Recond Series. Prepare a separte inventory form for each STATE RECORDS CENTER

Record Series identfied. Al Record Series are 1o be lsted on 8 Schedule Form, Forward o 7275 WATERLOO ROAD l L¢
Racords knventory forms with the proposed Schedule form (DGS 550-1) 1o the DHMH P.0.BOX 275 PAGE £ OF

Records Oficer thwy your Records Coordinator. JESSUP, MARYLAND 20794
(410) 799-1379

- Doparment/Agancy 2 Offce/Adminiskator/Boand

DEPT OF HEALTH & MENTAL HYGIENE BOARD OF NURSING

DEFINMION - RECORD SERIES - Amdwmmﬂadmmasauﬂkrrwerevuasmlas and disposith
4. Racord Series Tise

ﬂ//oms OF THE Lot
coreémys a(‘mfww CReplrrs F /%Lz;fs W e

7-Recuu$eriesFomvaqs) List ol

Paper. Fim/tape:  Electronic:

OletterSiza  DFavSides [ Kept on Hard Orive
(35mm, ex)

OlegaiSze [ Microfny 0 Computer Tape
Microfiche

ORols _ 1 DAudoTepe { Floppy Disk

K&xm Book  (Video Tape [ CD.DVD et

0Ced __x__ 0 Other {specity)

0 Month{s)
0 Year(s)

13. Current Locaonts)  (Bidg.. Floor, Room) 14. ts Racord Series Dupicated Elsewhore? (M yes, specify agency or ofice.)

Board of Nursing —Reisterstown Road Plaza Office O
0 Yes/ X No Agency/Format

0 No 16. Audit Requirements 0 None Gtemal  §OIG

15. Privacy / Access Resvictions 0 Yes
0 Legisiative 0 Federal 0 ndependent

0 Personal I Medical 0 Proprietary Clessified  0Other
(1 Yes, cto Lawls) & Roguation(s)

‘lbmwsysmtsem«m.mmmmmm 18. Recommended Retention: in Ofice And In Storage  (Each Format)

o ' Pyr/M/m

6. Name ond Tite of Preparer . Location: 201 West Preston St Baltiimore MD 21201
Tom Kravitz, DHMH Records Officer Telephone Number# 410 767-5934 Room # 540 A
E-mail address: kravitzt@dhmh.state.md.us

GS 5504 (DHMH Rev. 2002 )




DHMH RECORDS INVENTORY

DHMH nsvuctions -Make a st of af fles. Detenmine whether each is non-record, record DEPARTMENT OF GENERAL SERVICES
matanial or both. Group into Record Series. Prepare @ separate inventory form for each STATE RECORDS CENTER

Record Series identifed. A Record Series are 1o be Hsi6d on & Schedule Form. Forward a8 7275 WATERLOO ROAD (10 /7/
Records Invertory forms with te proposed Scheduls form (DGS 550-1) 1o the DHMMH P.0. BOX 275 PAGECZOF £

Records Oficer thy your Records Coortinator. JESSUP, MARYLAND 20794
{410) 799-1379

1. Department/Agency 2. Office/Administration/Board
DEPT OF HEALTH & MENTAL HYGIENE BOARD OF NURSING

DEF'NmON-REOORDSERlES-Amolremsdmwnﬂyﬂedmusedasawﬂbr i as wol as ion 8nd dispasition purposes.
4. Record Series Tie

AvAL  fehers

the types of ink o L found in the series. Include the purpose or function of the series.)

6. Record Serigs D

,MW%M eonlriesd

7- Record Series Format(s)  List ab

Paper: Fimitape:  Electonc:

OteterSize  DFanvSides 0 Kept on Hard Orive
(35mm, etc)

OlegaiSize  ( Microfry [ Computer Tape
Microfiche

DRoks _ 0 0AudioTape (Floppy Disk

0 Bound Book 0Video Tape 0 CD.OVD.etc

0Cord__x__ DOterispoctyy.
P ¥
Eppind pupnd

11. Rleis Used 0 Daly  (0woekly 0 Monthly T Annualy

0 Month(s)
0 Year(s)

13. CunemLoeeﬁm(s) (Bidg., Foor, Room) 14. s Recond Series Duplicated Elsewhere? (i yes, specily agency or office.)

Board of Nursing ~Reisterstown Road Plaza Office
0 Yss X No Agency/Format____

15. Privacy / Access Restictions 0 Yes 8 No
0 Porsonal 0 Medical 0 Propriotary (] Clessified  D0ther
{1 Yes, cite Lawi(s) & Reguiation(s)

'7-Bmmswmmnm,mmmmw 18. Recommended Retention: tn Office And in Storage  (Each Format)
o K///W% /4/»//

jr& “’::’Tm' Preparer 2. Location: 201 West Preston St Baltiimore MD 21201
om .

. vitz, DHMH Records Officer Telephone Number#t 410 767-5934 Room # 540 A
E-mail address: kravitzt@dhmh.state.md.us

GS 5504 (DHMH Rev. 2002




mwauauu.mmmsm.m

DEPARTMENT OF GENERAL SERVICES

DHMH RECORDS INVENTORY

matenal or both. Group into Record Series. Prepare a separata imvertiory form for 6ach STATE RECORDS CENTER
Recors Series idantifiad. Al Racord Series are 1o be #stod on @ Schedule Formn. Forward al 7275 WATERLOO ROAD _‘i‘ /V
Recorts inventory fonms with the proposed Scheduls form {DGS 550-1) 1o the DHMH P.O. BOX 275 PAGE -
Records Offcer thru your Records Coordinator, JESSUP, MARYLAND 20794
(410) 799-1379
! Depersmeny/Agency 2. Offce/Administraton/Board 3. DivisonVUnt or Secton
DEPT OF HEALTH & MENTAL HYGIENE BOARD OF NURSING

DEFleON-REOORDSEFuEs-Amolr&mw&m@bd“waauﬂbm&ummwmmmmm.

4. Record Series Tilo

AD # 4 504@ Goms flee My ofzs

5. Eariest Year/Latest Year

6. Record Series Doscript the types of i

/Z/Wnéwfj or FTamscup fres of

found in the series. MMWGWMMW)

NES

7.Recovu$eri55Furmt(s) List a8

Paper. Fim/ tape: Eloctronic:

0 Lettor Sizg 0RM/Sides [} Kept on Hard Drive
(35mm, exc)

0 Logal Size 0 Microfiny 0 Computer Tape
Microfiche

ORols _ 1 0Audo Tepe 0 Foppy Disk

0 Bound Book CVideo Tape { CO.OVD.etc

0Ce __x_ 0 Other (specity)

0 Other (specify)

9. Volume
@ Fie Drawer(s)
0 Microfim Reel{s)
0 Computer Tape(s)
Number 0 Other (specify)

10. Annual Accumulation

D Fie Drowert(s)

0 Microfim Roel{s)

0 Computer Tape(s)
Number 0 Other (specify)

. FesUsed 0 Doty OWoeidy 0§ Monthly 0 Annualy

12. Fie Becomes Inactive After

0 Month{s)
@ Year(s)

13 Current Location{s) (Bidg., Floor. Room) .
Board of Nursing —Reisterstown Road Plaza Office

0 Yes X No

14. s Record Series Dupiicated Esewhere? (I yes, specify agency or office.)

Agency/ Formet______

15. Privacy / Access Restrictions D ves 0 No
0 Personal  Modical 0 Proprietary Il Ctassified  Other
(M Yos, cito Lawis) & Roguiston(s)

16. Audi! Requirements

0 Legisiative

0 intemal noG
0 Federal 0 mndependent

17. hmmswmmnm,wmmmm

0 ves 0 No

18. Racommended Retenton: in Office And in Storage  (Each Format)

W amunt” Loy o aZ 22?%/

19. Name and Tile of Propares
Tom Kravitz, DHMH Records Officer
E-mail address: kravitzt@dhmh state.md.us

2. Location: 201 West Preston St Baltiimore MD 21201
Telephone Number#

410 767-5934

Room # 540 A

21. Dawe

September 29, 2004

3S 5504 (DHMH Rev. 2002 )




DHMH RECORDS INVENTORY

MMumomm.mmmsm,m DEPARTMENT OF GENERAL SERVICES
Tratertal or both. Group into Record Series. Prepare a separee invenory form for each STATE RECORDS CENTER

Racord Series identifiod. Al Recond Series are 1o be Ested on & Schedule Form, Forward ol 7275 WATERLOO ROAD g /}é
Records lvermory foms with e propased Schedule form (DGS 550-1) 1 the DHMH P.0. BOX 275 PAGE £ OF

Records Officer thry your Records Coontinator. JESSUP, MARYLAND 20794
(410) 799-1379

1. Department/Agency 2. Office/Administration/Board

DEPT OF HEALTH & MENTAL HYGIENE BOARD OF NURSING

DEFINIMION - RECORD SERIES - - A group of redated records nomMmady fled and used as a unil for rek as well as bon and
4. Record Series Tise

FLE iy ines ol by L 4 s

6. Record Series Doscrips the types of ink L lwndnhesenas inchude the purpose or functon of the series.)

/@W/ ),C WM; el ] Wﬂ«ﬂéd

7. Rocord Series Fomat(s) List ol
Paper. Fim/ tape: Electronic:
OtetorSze  OFanvSides [ Kepton Hard Drive
(35mm, etc)

OlegaiSze O Microfmy 0 Computer Tepe
Microfiche

DRols _ 0 [ Audo Tape 0 Roppy Disk

0Bowd Book  0Video Tape (0 CD,OVD et

0Cord__x__ OOmer(spociyy

0 Month(s)
0 Year(s)

13. Curent Location(s) (Bidg.. Foor, Room) 14. ts Record Series Dupicated Elsewhere? (I yas, specify agency or office.)

Board of Nursing -Reisterstown Road Plaza Office
0 Yes X No Agoncyl Format

15. Privacy / Access Restictons D Yes 0 No
0 Personal | Medical 0 Proprietary () Ctessiied DOthor
{1 Yes, cile Lawis) & Reguiation(s)

17.bmmsmmnm,mmnymmm 18. Recommended Retention: In Office And in Storage  (Each Format)

et /%Wwdp

19. Name Preparer
Tom K’:anr:; ;HMH 20. Location: 201 West Preston St Baltiimore MD 21201
vitz, ecords Officer
. Records O Telephone Number# ~ 410767-5934  Room # 540 A
E-mail address: kravitzt@dhmh.state.md.us

GS 550-4 (DHMH Rev. 2002




WWMMammuh,mwmmbm.m
material o both. Group ino Record Series, Prepare a separats inventory form for each

OEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

DHMH RECORDS INVENTORY

Recard Series identiied. Al Record Series are 1o be lsted on 8 Schedule Form, Forward of 7275 WATERLOO ROAD %
+ Racords inventory forms with e proposed Scheduld form (DGS 550-1) to the DHMH P.0. BOX 275 P“GE
Raconds Officer thry your Records Coordinator. JESSUP, MARYLAND 20794
(410) 799-1378
1. DepartnenyAgency 2. Office/Administration/Boerd 3. Division/Unit or Section
DEPT OF HEALTH & MENTAL HYGIENE BOARD OF NURSING

DEFleON-REOORDSERIES-Amdr&mmmhﬂu\dlsedasamu i

8s woll a3 retention and BSPOSIION PUPOSES.

4. Racord Series Tite

Out-of Sufe Npswe bneo Fie

6. Record Series Descript d

e types of /X found in the series. Inciude the purpose or Anction of the series.)

fulfsons ltans | aegiudelions ot

7. Record Series Formatis) List a8

Paper. Fim / tape: Electronic:
OletierSizo  DFarvSides () Kepton Hard Drive
(35mm, exc)

OtegaiSze O Microfny [ Computer Tape
Microfiche

ORols __{ 0Audio Tape  {} Floppy Disk

0 Bound Book DVideo Tape 0 CO,OVD,etc

DCand __ x_ _ []Oher(spsciy)

0 Other (specity)

9. Volume
D Fio Drawer(s)
0 Macrofim Reek(s)
0 Computer Tape(s)
Number 0 Other {specily)

10. Annual Accumutation

0 Fle Drawerls)

0 Microfim Reel{s)
- 0 Computer Tape(s)
Number 0 Other (specify)

. FlesUsed 0 Daly Dwoedy 0 Monty 0 Annusly

12. Fle Becomes inactive Afier

0 Month(s)
0 Year(s)

13. Current Location{s)  (Bug.. Fior, Room)
Board of Nursing —Reisterstown Road Plaza Office

14. Is Record Series Dupiicated Elsewhere? (If yes, specify agency or office.)

0 Yes X No Agoncy/Format____

13. Privacy / Access Restrictions 0 Yes 0 No
0 Personal ) Medical 0 Proprietary 0 Classifi 0Other
(t Yes, ce Law(s) & Roguiation(s)

16. Audit Requirements

0 Legi

0 invtemal 001G
0 Federal 0 independent

. s an index System used? if yos, expiain briefly and describe requrements

0 Yes D No

18. Recommended Retention: in Office And in Storage  (Each Format)

19. Name and Tisly of Preparer
Tom Kravitz, DHMH Records Officer
E-mail address: kravitzt@dhmh.state.md.us

20. Location: 201 West Preston St Baltimore MD 21201
Telephone Number#

410 767-5934

Room # 540 A

21. Oato

September 29, 2004

GS 5504 (DHMH Rov. 2002 )




DHMH RECORDS INVENTORY

DHMH instuctions -Make & st of ol fles. Detormine whethar each is nonecord, recond DEPARTMENT OF GENERAL SERVICES
fratari or both. Group into Record Sefies. Prapare 8 separste inventory form for each STATE RECORDS CENTER
Recond Series identifiod. Al Rocord Series are 1o be Ksid on 8 Schedule Form, Forward o8 7275 WATERLOO ROAD _[ _}/
Raconts inverrory forme with the propasad Schedule lorm (OGS 550-1) 1 the DHMH P.0. BOX 275 PAGE £ OF

Records Officer thny your Records Coordinator. JESSUP, MARYLAND 20794
{410) 799-1379

1. Depertnont/Agency 2. Offce/Administraton/Board
DEPT OF HEALTH & MENTAL HYGIENE BOARD OF NURSING

DEFINITION - RECORD SERIES - - A group of related records normaty fled and used as a unit for reference as wel as retention and POSHION P
4. Racort Series Title

WATTONRL COMCIL JF STHTE fpep 5F MITSE Bree

0 im Jmstoctns T
b é@w// (i ?4/24 /¢~ Ertiam ////ax%s
v, Ty Gty o T ettt o

A %/MM7W7W

7. Racord Series Format(s)  List a

Paper. Fim/tape.  Electronic:

0 Lotter Sizo 0 FinvSides (] Kept on Hard Drive
(35mm, exc)

OlegaiSize  { Mcrofany 1 Compuster Tape
Microfiche

DRos _ i DAudoTape [ Fioppy Disk

0 Bound Book 0Video Tape [ CD.OVD.etc

0Cerd __x__ 0 Other (spocity)

1. FlesUsed [ Doty Dweoky 0 Moty 0 Ancusly

13. Curent Locatonts)  (Bidg.. Foor, Room) 14. Is Rocord Series Dupicated Eisewhere? (if yes, specify agency or office.)

Board of Nursing —Reisterstown Road Plaza Office
0 Yes X No Agency/Format

15. Privacy / Access Restrictions 0 Yes 0 No
U Personal § Medical 0 Proprietary 0 Clessified  0Other
0 Yes, cito Lawis) & Reguiation(s)

. :mnm.e@m’ymmm 15.%’%2}%# C /7{'
D Sffﬂ‘) A. Jaerm .

19.
Noma and Tido of Preparer 20. Location: 201 West Preston St Baltiimore MD 21201 21. Dato

Tom Kravi
‘ ravitz, DHMH Records Officer Telephone Numbes# 410 767-5934 Room# 540 A September 29, 2004
E-mail address: kravitzt@dhmh.state.md.us '

1GS 550-4 (DHMM Rev. 2002 )




mmmmmamwuae&oeummmbmmm.m
material or both. Group into Record Series, Prepare a separate inventory form for each
Record Series identfiad. Al Racord Series are 10 be fisted on & Schedule Form. Forward a8
Mmmmmmwsmmm (DGS 550-1) 1o the DHMH

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER
7275 WATERLOO ROAD
P.0. BOX 275

Records Officer thru your Records Coordinstor.

JESSUP, MARYLAND 20794
(410) 799-1379

DHMH RECORDS INVENTORY

Y

1. DepartmentAgency
DEPT OF HEALTH & MENTAL HYGIENE

2. Office/AdministrationBoard
BOARD OF NURSING

4. Record Serios Tite

Ul S St Fote

DEFleON-REOORDSEPJEs-AmdmmmﬂwmeaUﬂUmegmﬁmmmm.

—n

or knction of the series.)

6. Record Series D bon (Brietly

L. Cprr- ")
c. Curricnla
A Fpral s Horl "f///j’
e. forrl Ser

F. ?%éé/zdf; ‘M kg
& Qs e

H

e T P AT
pa Ma%«&@f‘%&&%//@,

B %/ ‘7fa/l4¢ j‘ .

L

7. Record Series Format(s)  List a
Paper: Fam/ tape: Electronic:
0 Letter Size OFnvSides [ Kept on Mard Drive
(35mm, exc)
0 Mcrofiny
Microfiche
0 Audio Tape [ Roppy Disk

U Legal Size 0 Computer Tape
DRols __ 0

0Bound Book  { Video Tape §CD,0VD.etc

OCod _x__ OOMer(spoctty)

Yoo i [P bt il by L10bstsP o2 S
sl Al g

13. Curent Locaton(s)  (Bidg.. Foor, Room)
Board of Nursing —Reisterstown Road Plaza Office

0 Yes X No

14. Is Record Series Dupicated Elsewhere? (If yes, specify agency or office.)

0 No
DOther

15.PﬂvacylhcoesResvtﬁ:s 0 Yes
0 Personal [ Medical 0 Proprietary 0 Classif
{if Yes, cito Law(s) & Rogutation(s)

17. smmsmmnm,mmmmm

0 No

18. Recommended Retantion: in

a S4vs !
9
C Por/ig £

And In Storage  (Each Format)

/é¢ >4
e F
¢ 5

19. Name and Tifis of Preparer
Tom Kravitz, DHMH Records Officer
E-mail address: kravitzt@dhmh.state.md.us

2. Location: 201 West Preston St Baltiimore MD 21201
Telephone Number# 410 767-5934 Room #

540 A

)GS 550-4 (DHMH Rev. 2002 )

J ferm




mwmmm;muum.mmmsm.m
material o both. Group into Record Series. Prepare 2 separate inventory form for each
Record Series identiied. Al Racord Saries are ® be lstad on @ Schedule Form. Forward af
Racords irventory forms with e proposed Schedule form (DGS 550-1) o e DHMH
Records Officer tu your Records Coordinattor.

DHMH RECORDS INVENTORY

"

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER
7275 WATERLOO ROAD
£.0.BOX 275
JESSUP, MARYLAND 20794
(410) 7991379

1. Deparsmont/Agency
DEPT OF HEALTH & MENTAL HYGIENE

2. Offce/Administraton/Board
BOARD OF NURSING

and dsposits

as wol as

DEFINH’!ON-REOORDSERJES-AmMmhmmmdyﬂedwmasauﬂu “

4. Racord Sertes Tilo

Z/CWfdlée FJc

4 - Kﬁ:(#mffm
b Mygstor of Norscs

¢ @(Wﬁ%//'? 'é{”/é
/{- /‘Myfaraﬂiﬁ

_ Lcen
¢ - fanc ;

found in the series. Include the purpose or knction of the series.)

Ve 4 +LA)

/r&«f/d{?j
Agp i

dyreemend”

Jacroce
7. ReeovuSenssFomm(s) List al

Paper. Fim/ tape: Electronic:

0 Letter Sizo O FnvSides  ( Kept on Hard Drive
(35mm, exc)

0 Microfimy
Microfiche

0 Audio Tape ) Foppry Disk

0 Logal Sze 0 Computer Tape
DRols __ 0
0Bound Book {1 Video Tape  J CD.OVD ot

DCory __x__ 0 Other (specity}

13. Current Locations)  (Bidg.. Floor, Room)
Board of Nursing —Reisterstown Road Plaza Office

14. is Record Series Duplicated Elsewhere? (if yes, specify agency or office.)

0 Yes X No AgencylFomel______

0 No
00ther

15. Privacy / Access Restrictions D Yes
U Personal [ Medical {1 Proprietary 0 Clessifk
0 Yos, cite Law(s) & Reguiation(s)

17. nmmsmmnm,mmmmwm

0 No

18. Recommended Retantion: In Office And in Storage  (Each

4-4,c,d- b se, Han Aat iy
L tir b Akt - réﬁ@W j -

19. Name and Title of Preparer
Tom Kravitz, DHMH Records Officer
E-mail address: kravitzt@dhmh.state.md.us

20. Location: 201 West Preston St Baltimore MD 21201
Telephone Number#

21. Date

410767-5934  Room # 540 A September 29, 2004

GS 550-4 (DHMH Rev. 2002 )




DHMH RECORDS INVENTORY

DHAH Insiructions -Make a 15t of af fles. Detenmine whether @ach is non-record, fecord DEPARTMENT OF GENERAL SERVICES
aterial or both. Group into Record Series. Prepare o separate inventory form for each STATE RECORDS CENTER g
Recond Series identiad. Al Record Series are 10 be Isted on & Schedule Form. Forward al T275 WATERLOO ROAD 5 /%
Records invertory forms with the proposed Scheduo form (DGS 550-1) 1o he DHMH P.0. BOX 275 PAGE __ OF __

Racords Officer tru your Records Coordinator. JESSUP, MARYLAND 20794
(410) 799-1379

1. Deperment/Agency 2. Office/Adminisyation/Board

DEPT OF HEALTH & MENTAL HYGIENE BOARD OF NURSING

DEFINmON-REOORDSENES-AdemmMmﬂwaauﬂv—‘ aswoll gs jon and disposit
4. Record Series Title

//cmfd%f Va7

6. Recor Series Descripk e types of i 3 florms found in the series. inciude the purposa or function of he seres.)

A - &7/ sFfenn - SV F /A
b. /&7/5 bey of Mveses
C. Examin df/cm 5ﬂjfff

A 75, aried © gulic Corans
/ s w%&h’ﬂ/@‘-’" ,

C. Avance Vactice Acrecmient’s

7. Record Series Format(s)  List at 8. Record Series Sequence

Paper. Fim/tape:  Electronic:

Dletrsze  fiFAMVSKdes [ Kept on Hand Drive
{35mm, etc)

OlogaiSze  (Microfv O Computer Tape
Microfiche

ORols _ 0 DAusoTape [ Foppy Disk

0 8ound Book Ovideo Tepe 0 CO.DVD.0tc

0Cerd __x___ 0 Other (specity)

0 Mont(s)

1. FlesUsed 0 Dsly [Oweody 0 Monty [ Awualy
G Year(s)

13. Current LocsBonts)  (Bidg.. Floor, Room) 14. Is Record Series Dupicated Elsewhere? (Hf yes, specify agency or office.)

Board of Nursing -Reisterstown Road Plaza Office
: 0 Yes X No AgencylFormst 000

15. Privacy / Access Resticions Oves 0 Mo 0 Moo | Moma D(O'G
0 Personal I Medical 0 Propristary (I Classified  DOther 0 0 Independent
(M Yos, cite Lawis) & Regutaton(s)

ECTE INED DA BASE]

""""'wsﬁmmmm.mmmmm 18. Recornmended Ratenton: in Office And In Storage {Each Format) .

0 No | P & 3 Mﬁﬁ, MMCII‘J&W/’I

19. Name
and Tio of Preparer 20. Location: 201 West Preston St Baltimore MD 21201 21 Dew

Tom Kravitz, DH Sept
‘ MH Records Officer Telephone Number#  [410767-5934  Room # 540 A ber 29. 2004
E-mail address: kravitzt@dhmh.state.md.us o '
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DHMH trstnuctions -Maka 8 51 of al les. Determine whether each is non-ecord, record DEPARTMENT OF GENERAL SERVICES DHMH_RECORDS INVENTORY
frterial o both. Group into Record Series. Prepars a separate inventory form for each STATE RECORDS CENTER
Record Series identified. Al Racord Series are 10 be ksted on o Schoduls Form, Forward af 7275 WATERLOO ROAD Z/
Records inventory forms with the proposed Schedule form (DGS 550-1) 1o the DHMH P.0. BOX 275 PAGE £ ©
Reconds Offcer thvu your Rocords Coordinator, JESSUP, MARYLAND 20794
(410) 7991379
1. DeparmentAgency 2. Offce/Administraton/Board 3. Division/Urit or Section
DEPT OF HEALTH & MENTAL HYGIENE BOARD OF NURSING
DEFINmON-RECORDSENES-Amolwmmﬂyﬂwwmasauﬂbr“ a3 wol as ion and dsposition purp

4. Racord Series Tise

el AsT_coarr 17

P o

5. Earbest YearfLatest Year

Board of Nursing —Reisterstown Road Plaza Office

!

e types of & ' found in the serias. include e purpose or functon of the series.) ;‘
(1 C /% N
q- /&M’J/J/ /// f ( Caf7on S W ~
b Ut M&W Jbret, B
- yfww// A/W
7. Record Series Format(s) List o8 8. Record Series Sequence 9. Volume
Paper. Fim / tape: Electronic: 0 Fie Drawer(s)
0 Lettor Szo O FamvSides (I Kept on Hard Drive Alphebetical 0 MicroSim Roeks)
(35mm, ekc) —_— 0 Computer Tape(s)
OlegaiSee  OMcofm 0 Computer Tape Numerical Number 0 Owr (specily)
Microfiche
ORols __ 1 0Audio Tape 0 Foppy Disk Chwonologicat 10. Annual Accurmutation
0 Fie Drawer(s)
01 Bound Book 0Video Tape 0 CO,OVD,etc Geographical 0 Microfim Reel(s)
0 Computer Tape(s)
O0Cord __x___ OOther(spoctyy Other (specify) Number 0 Other (specify)
. ResUsed 0 0aly Dwoeekdy 0§ Moty  OAmwwaly 12. Fie Becomes Inactive After ___ 0 Month(s)
Number 0 Years)
13. Cumrent Locaionts)  (Bidg., Floor. Room) 14. is Record Series Dupiicated Eisewhera? (Hf yes, specity agency or office.)

(1 Yes, cito Law(s) & Rogutaton(s)

0 Yes X No AgercylFormet__
15. Privacy / Access Restrictons 0 Yes 0 No 16. Audit Requiremonts 0 None tmomat %IG
0Personal [Medical [ Proprietary [ Classified  00ther 0 Logisietve 0 0 tndependent

7. Bm*wswmmnps,ewmwmmwm

0 Yes 0 No

18. Recommended Reterition: in Office And in Storage  (Each Format)

4 -
V72

s - C.J”gﬁ
72

A

19. Name and Tifle of Preparer
Tom Kravitz, DHMH Records Officer
E-mail address: kravitzt@dhmbh.state.md.us

20. Location: 201 West Preston St Baltimore MD 21201
410 767-5934

Telephone Number#

Room # 540 A

21, Dete

September 29, 2004
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DHMH Insiructions -Make 8 st of af fes. Determine whether each is non-record, fecord DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY
materal or both. Group into Racord Series. Prepare a separate inventory form for each STATE RECORDS CENTER
Record Series identied. Al Record Series are 1o ba listed on & Schaduls Form, Forward a8 7275 WATERLOO ROAD /ﬂ _l
Reconds invertiory fonms with the propossd Schedule form (DGS 550-1) 1 the DHMH P.O.BOX 275 PAGEL— OF
Racords Officer th your Records Coordinator. JESSUP, MARYLAND 20794
(410) 799-1379
1. Depersment/Agency 2. Office/AdministrationyBoard 3. Division/Unit or Section
DEPT OF HEALTH & MENTAL HYGIENE BOARD OF NURSING
DEFleON-Rsmssmes.Amoiwmmwwwmamu . as woll as and ) purp

4. Record Series Tile

5. Earbest Year/Latest Year
L]

e

£- Optmens S g

Ny

Declays

Lindirs ot Beflerry birot -
g Lidog | (
C. ,&Mwwu/a /é/w fg?MW Soreod A{ﬂ/cda//)'m, Lty ~

(¥ Yos, cito Lawis) & Reguiation(s)

7. Record Series Formatis)  List at 8. Record Series Sequence 9. Vokme OZ éé @éd .
Paper: Fm/taps.  Blectonic: I File Drawor(s)
0 Letter Siza D Fam/Sides [ Kept on Hard Drive 0 Aiphabetical @ Mecrofim Reel{s)
(35mm, etc) 0 Computar Tape(s)
UlegaiSize O Microfany D Compuster Tape I Numerical Number 0 Other (specily)
Microfiche
DRols _0  0AuioTape [ Foppy Disk 0 Chvonological 10. Annual Accumutation
’ 0 Fio Drawer(s)
0BondBook  [VideoTape (CD.OVD.ek 0 Geographical U Microfim Reokis)
R —_— 0 Computer Tape(s)
0Cerd __x__ 0 Other (specify), 0 Other (specify) Number I Other (specify)
. FoisUsed D Daly Dweekdy D Moty 0 Annualy 12. Fle Becomes inactive Afler ______ 0 Month(s)
Number 0 Year(s)
13. Cument Locationts)  (Bidg., Fioor, Room) 14. 1s Racord Series Duplcatod Elsewhere? (i yes, specity agency or offce.)
Board of Nursing —Reisterstown Road Plaza Office
0 Yes X No AgoncylFormat
15. Privacy / Access Resictions D Yes o No 16. Audit Requirements 0 None Oinlema 010G
0Porsonal I Medical [} Proprietary [ Classified  00Mer Dlogsatve 0 Federal 0 Independent

17. hmmsnmmnm.mmmmm

0 vYes 0 No

18. Recommended Retenton: in Office And in Storage  (Each Format)

19. Name and Tile of Preparer
Tom Kravitz, DHMH Records Officer
E-mail address: kravitzt@dhmh.state.md.us

20. Location: 201 West Preston St Baltiimore MD 21201
Telephone Number#

21. Deta

410 767-5934 Room # 540 A

September 29, 2004

'GS 550-4 (DHMH Rev. 2002
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DOHMH RECORDS INVENTORY

mweumuum.o@mmmcm.m DEPARTMENT OF GENERAL SERVICES
material or both. Group into Record Series. Prepare a separate inventory form for each STATE RECORDS CENTER ’
Record Serics identfid. Al Recor Series are 1o be fisted on 8 Schedule Form, Forward o 7275 WATERLOO ROAD // y
Records irvertiory forms with the proposed Schedule form (DGS 550-1) 1o the DHMH P.0. BOX 275 PAGE

Records Officer thru your Records Coordinator. JESSUP, MARYLAND 20794
(410) 799-1379

! DepartmentiAgency 2. Office/Administation/Board

DEPT OF HEALTH & MENTAL HYGIENE BOARD OF NURSING
DEF!NTTION-REOORDSERIES-AMOHBMMMWMwwaamhmuwammmmp\m.

4. Record Series Tite
5. Earbost Year/Latest Year

/}a%m C%/KS//JZ%CL "

6. Rocord Series Descrighon (Brietly e types of informat; florrms found in the series. inchude the purGse or funcion of the series.)
/ g AN s oig By LGN e gi Jl Fa s
Y wlod bpriete, g obshadan conuts py K Cppie f

7. Record Serios Format(s) List e
Paper. Fim/ tape: Electronic:
DletlorSize [ FmvSides 0 Kept on Hard Drive
(35mm, exc)
OlegaiSze O Microfiy @ Computer Tape
Microfiche
ORols _ 1 D Audo Tape 0 Roppy Disk

08ound Book 0 video Tape 0CD,DVD.etc

0Card__x__ 0 Other (specity)

0 Month(s)
0 Years)

13. Cumrent Location(s) (Bidg., Floor, Room) 14. Is Record Series Dupicated Elsewhere? (i yes, specify agency or office.)

Board of Nursing —Reisterstown Road Plaza Office
0 Yes X No Agoncy/Format______

15. Privacy / Access Restrictions D Yes 0 No
0 Personal D Medical I Proprietary 0 Classis DOther
(f Yes. cte Law(s) & Regulation(s)

17‘smmsmmnm,mmwmm 18. Recommended Retention: hOﬁhN‘dZﬂ ; z Z

ST S poy 12k ems

j:- """K‘: Titl of Preparer 2. Location: 201 West Preston St Baltiimore MD 21201
om :

. vitz, DHMH Records Officer Telephone Number# 410 767-5934 Room # 540 A
E-mail address: kravitzt@dhmh.state.md.us

'GS 5504 (DHMH Rev. 2002 )




DHMH Istnuctions -Make a kst of af fles. Detrmine whether each is non-Bcord, record . DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY
material or both. Group into Recond Series. Prepare & separate inventory form for each STATE RECORDS CENTER
Record Series identfied. Al Record Series are 10 be listed on 8 Schedule Form. Forwand af 7275 WATERLOO ROAD A’Z /
Racors inventory foms with the proposed Schedule fortm (DGS 550-1) 1o the DHMH P.0.BOX 27§ PAGE F £
Records Oficer twu your Records Coordingtor. JESSUP, MARYLAND 20794
{410) 799-1379
1. DepermenyAgancy 2. Office/Administration/Board 3. Dwvision/Unit or Section
DEPT OF HEALTH & MENTAL HYGIENE BOARD OF NURSING

4. Record Seres Title

év{’féal e

OERNITION - RECORD SERIES - AdeMMMWMS&NhMaNBWMWW

$. Earest YeafLatest Year

6. Record Series De: e types of &

iomdnhesmas Include the purpose or function of the series.)

/%///K@L/c 5/0/“%"5( /”'é/% Vil s 5 4a?<fé/z/a/u7 94'/014/5'

[ oohrsan

1 Yes, che Law(s) & Reguiaton(s)

7. Record Serigs Fomat(s)  List a1 8. Record Series Sequence 9. Volume
Paper: Fim/ tape: Electronic: 0 Flo Drawerts)
OleterSze  DFamvSEdes [} Kept on Mard Drive 0 Aphabetical 0 Morofam Reoks)
(35mm, exc) - 0 Computer Tapels)
OlegalSze  OMicrofiy [ Computer Tape 0 Numercal Mumbor 0 Other (spact)
Microfche
ORols _ 1 0 AwsoTape [ Foppy Disk 0 Chvonologicat 10. Annwal Accumutation
0 Fle Drawerfs)
0BoundBook 0 Video Tape (1 CO.OVD ek 0 Geographical 0 Rooks)
0 Computer Tape(s)
0Card _x__ 0Other(spocity) 0 Other (specity) Number 0 Other {specify)
M. FeisUsed 0 Daly Owoekdy [0 Moty  0Amualy 12. Fils Bocomes inactiva Afler 0 Mortnis)
Number 0 Years)
13. Cument Locatonis)  (Bidg,, Fioor, Room) 14. Is Record Series Dupicated Elsewhere? (i yes, specify agency or office.)
Board of Nursing —Reisterstown Road Plaza Office
0 Yes X No Agency/Formet___ =
15. Privacy / Access Restictions OYes 0w 16 AudiRequiements 0 None  [fimema  DOIG
0Personal ) Medical 0 Proprietary 0 Clssifed (0mer Ologstnve O Foderst 0 tndependont

17. ammsmmnm.ammwmm

0 vYes 0 No

18. Wﬂmm anﬁeaAnthnraoe (Each Format)

PRy

b5 4% %

19. Name and Title of Preparer
Tom Kravitz, DHMH Records Officer
E-mail address: kravitzt@dhmh.state.md.us

w/ /m/’w

20. Location: 201 West Preston St Baltiimore MD 21201
Telephone Number# 410 767-5934 Room # 540 A

September 29, 2004
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WWMMaktduh.mmwm‘sm.m

DEPARTMENT OF GENERAL SERVICES

DHMH RECORDS INVENTORY

mstnsl or both. Group ino Record Series. Prepare & separate inventory fanm for each STATE RECORDS CENTER
Record Seres identfiad. Al Recory Series are 1 be sted on & Schedule Form. Forward o 7275 WATERLOO ROAD Aﬂ f;é
Racornds inventory forms with e proposed Schedu form (DGS 550-1) 1o the DHMM P.O. BOX 275 Pace _— oF
Records Offcer tru your Records Coordngior. JESSUP, MARYLAND 20784

(4107981379
1 DeparmenyAgency 2. Offca/Administration/Board 3. Division/Unit or Section
DEPT OF HEALTH & MENTAL HYGIENE BOARD OF NURSING 7

DEHN"ION-REOORDSENES-ANMWMMMWMasauﬁhmﬁmaswdaswmﬁmm@osﬁmp\m.

fiteraty cpuppedid

4. Racord Series Tl
. - LA 5. Earflest YearrLatest Year
c?,ﬁ’ad ff’/([é 17 ——
& R Series Descripton (Briot The types of s " florms found in the series. Include the purPose or function of the saries.)

¥ W vty s lel ,_
Ftermmendalamg mﬂm Ma{/ A/M/li /Vzm/w; %%Mw

Board of Nursing ~Reisterstown Road Plaza Office

7. Record Series Format(s) List af 8. Record Series Sequence §. Volume
Paper. Fim/bps.  Electon: 0 Fio Draworls)
OleflorSiza  (FavSides [ Kept on Hard Drive 0 Aphabetical 0 Mscrofim Roei(s)
(35mm, exc) - 0 Computer Tapols)
OlogaiSze  OMcomw O Computer Tape 0 Numercal Number 0_Other (specity)
Microfiche :
DRols __ 0 fauvdoTape 0 Foppy Disk 0 Chronologicad 10. Annual Accumuiation
0 Fie Drawer(s)
0Bound Book  (1Video Tepe  (§ CD,OVD.ete 0 Geographicsl 0 Microfim Rook(s)
0 Compuser Tape(s)
0Ced__x__ DOmMerispocityy 0 Other (specify) Number 0 Other (speciy)
. FlosUsed D Oaly Owoeky 0 Monthly 0 Amnualy 12. Flo Becomes inactive Afler 0 Monts)
Number I Year(s)
13. Cumrent Locaton(s)  (Bidg., Foor, Room) 14. Is Record Series Dupicated Elsewhers?  (Hf yes, specily agency or office.)

0 Yes, cito Law(s) & Regutaton(s)

0 Yes X No  Agency/ Format
15. Privacy / Access Restrictions 0 Yes B No 16. Audit Requrements 0 None 0 tntomal 0oG
0 Personal 0 Medical 0 Propriotary 0 Ctassif DOther QLegisiatwve 0 Federal 0 independent

17. hmmSnmmnm,mmmmw

0 Yes 0 No

18. Recommended Retenion: in Office And In Storage

Each

o] Pl

\

19. Name and Tise of Preparer
Tom Kravitz, DHMH Records Officer
E-mail address: kravitzt@dhmh.state.md.us

20. Location: 201 West Preston St Baltimore MD 21201
Telephone Number#

410 767-5934 Room # 540 A

GS 550-4 (DHMM Rev. 2002




DHMH tnstructions -Maka 2 kst of et fles. Deterrine whether 6ach is non-record, record
material or both. Group into Record Series. Prapare a separsts inventory form for each
Record Series identifiad. Al Racord Series an 10 be Ested on 8 Schedule Form, Forward al
Records inventory forms with ho proposed Schedule form (DGS 550-1) 1o the DHMH
Records Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794
(410) 799-1379

DHMH RECORDS INVENTORY

e 87

1. Department/Agency
DEPT OF HEALTH & MENTAL HYGIENE

2. Offce/AdministratorVBoard
BOARD OF NURSING

3. Division/Unit or Section

and

as wel as

4. Record Series Tite

DEFINITION - RECORD SERIES - - A group of related records normally flod and used as 8 unit for ref

Wa/ Crreqpmdina (FT#romn - saihed

5. Earest YearfLatest Year

6. Record Series Dy

the types of nk A

c, fr
W/J

found in the series. Include the pumose o function of the sories.)

Wd %j amf %M/&WWIL"Q:

Wm e M%"W
Z zczW /WA/W

Board of Nursing ~Reisterstown Road Plaza Office

7. Record Series Formatys) List af 8. Record Series Sequence 9. Vousme
Peper Am/pe  Bloctonc: 0 Fio Orawerfs)
DleterSza  DFATVSKdes 0 Kept on Mard Drive 0 Aphabetical 0 Mecrofim Rool(s)
(35mm, ex) 0 Computer Tape(s)
OlegaiSze  OMcrofw 0 Computer Tape 0 Numerical Number 0 Other ispecity)
Microiche
ORols _ )  (AudioTape ( Foppy Disk 0 Ctvonological 10. Amnual Accurmulation
0 Fio Drawer(s)
08ound Book  Video Tape  1CD.OVDetc f Goographice! 0 Mecrofim Reel(s)
0 Computer Tape(s)
UCerd__x__ DOWer(specty)___ 0 Otver (specify) Number 0 Other (specity)
. FleisUsed 0 Daiy OWeekly 0 Monthly [ Annualy 12. Filo Becomes Inactive Afler ______ 0 Month(s)
Number 0 Year(s)
13. Current Locaton(s)  (Bidg.. Floor, Room) 14. Is Record Series Duplicatod Elsewhore? (I yes, specify agency or office.)

(1 Yes, cito Lawis) & Reguiaion(s)

0 Yes X No Agency/Format
15. Privacy / Access Resictons 0 Yes 0 No 16. Audilt Requirements 0 None Oimema 0DOIG
0 Personal | Medical 0 Proprietary [ Classified  0Omher Blegsiatve 0 Federsl 0 independent

17. bmmSmmnm,awmmmmms

0 Yes 0 No

TR0 Sy
bl f{}%fﬂ o ,&75/1‘.. /M)Lllf

19. Name and Tie of Preparer
Tom Kravitz, DHMH Records Officer
E-mail address: kravitzt@dhmh.state.md.us

410 767-5934

2. Location: 201 West Preston St Baltimore MD 21201
Tetephone Number#

Room # 540 A

21, Dswe

September 29, 2004
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