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DEPARTMENT OF HEALTH & MENTAL HYGIENE
BOARD OF NURSING

Item No. Description of Records Series (Program, forms, etc.) Authorized Retention Period & Instructions

1.

2.

3.

4.

5.

6.

This Schedule supersedes Schedules 609 and 610.

MINUTES OF THE BOARD

ANNUAL REPORTS

AD HOC BOARD COMMITTEE MINUTES

FILE ON COMMITTEES AUTHORIZED BY
LAWS AND REGULATIONS

OUT OF STATE NURSING BOARD FILE

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Retain in office until superseded and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

includes nursing laws, regulations, etc.

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

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

Retain five (5) years, then destroy

Retain one(l) year, then destroy

Retain permanently. T r a n s f e r t o
Arr.hivps npri nHi r.ai 1 v .

APPROVED BY: (DHMH Official) DATE: q ] v j QjL\

SIGNATURE: iXlcyQPfXXMXN yOO SJlOj^L.

NAME/TITLE: Donna Dorsey, Executive Director

AUTHORIZED BY: (STATE ARCHIVES) DATE:

MAY 1 2 3185,£? ^ WAT I L W

,j£?hr»*jtC. ftp"*/***/*SIGNATURE

NAME/TITLE :Edward C Papenfuse, Jr., STATE ARCHIVIST

DGS 550-1 (DHMH rev. 2002)



DEPARTMENT OF GENERAL SERVICES-STATE RECORDS CENTER

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE # 2318

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.

8.

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

LICENSURE FILES

a. Registration Files- RN and LPN

b. Register of Nurses

c. Examination Results

d. Temporaries
Applications

Licensure (register)

e. Advance practice agreements.

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-la [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

Item No. Description of Records Series (Program, forms, etc) Authorized Retention Period & Instructions

10.

11.

12

13.

14.

FINDINGS OF THE ATTORNEY GENERAL
a. Opinions and rulings

b. Declaratory rulings

c. Recommendations regarding Board policies,
procedures, and issues

PROGRAM CORRESPONDENCE
Incoming non-administrative correspondence, faxes,
printed e-mails, etc. dealing with substantive issues,
and copies of the Board's responses.

SUBJECT FILE
Alphabetic file of information on various subjects
related to the Nursing Profession.

SPECIAL PROJECTS FILE
Materials compiled to perform special projects,
studies, or make recommendations on various issues
related to the Nursing Profession.

CORRESPONDENCE
a. General letters
b. Controlled correspondence

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

Permanent. Transfer to MSA periodically.

Permanent. Transfer to MSA periodically.

Retain in office until replaced by a more
current document. Destroy obsolete material.

Screen annually, discarding duplicates and
non-record items. Retain all correspondence
relating to substantive issues for THREE (3)
YEARS, then shred.

Screen periodically, removing and discarding
obsolete information. Destroy when no
longer needed.

Upon completion of project, working papers
may be discarded. Support documentation
will be transferred to the State Records
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.

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.

DCS 550-1 a [continuation! (DHMH 2002)



OH»wjD»ugora •*"*» • W of al Iks. Oetermne whether each e nowwort. record

"Bteraorb^GrcM, Mo Record Series. Prepare a separate invent*? form breach

Rocord Series JdenWiad.AI Record Series are to be Wed on a Schedule Form. Forward*

««c^lrrwrriory forms wSh [he proposed Schedule form (DGS 550-1) to ihe OHMH

"•cords Offer* tmj your Records Coordnalor.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

(410)799-1379

DHMH RECORDS INVENTORY

PAGE / - / • /

1. OBpartnenVAoency

DEPT OF HEALTH & MENTAL HYGIENE
2. OfCce/AdmnststnVBoanj

BOARD OF NURSING

3. OvisoVUnrJ or Sector

TPN-RECORD SERIES- A croup of related records normaty Bed 8

rd Series Trie

PI mures tF ne 5. Eartesl Yeer/Letest Year

lo

ord Series Doacj|jiMi(BoBt»descn^W(ype»c<iiiformaliurv^tocurnariis/lw^ Include (he purpose or function o( the series.) /

7. Record Series Formats) Lst al

Paper F»n/tape: Electronic:

0 Letter Size 0 FftnfSMes 0 Kept on Hard Drive

(35mm. etc)

0 Legal Size 0 WcroSnV 0 Computer Tape

Mcrofche

D R c * D OAudoTapo OFtoppyDisk

VBoundBook 0 Video Tape OCO.OVD.etc

OCard x DOtwr(

6. Record Series Sequence

0 Atphabetcal

0 Numerical

u Cnroi mtoQKaf

D Geographical

D Otner(specify)

9. Volume Zftldvlo
0 FfeOmrerts)

D MtoDSm Rsel(s)

0 Computer Tape(s)

Number 0 Olner (specify)

10. Annual Accumulation

D Fie0rawert9)

0 Mcrodm ReeKs)

0 Computer Tape(s)

Number 0 «her (specify)

'1 Fie 6 Used ODaiy nweeMy 0 Monthly DArmualy

13. Current Locafenfc, (Bug.. Floor. Room)

Board of Nursing -Reisterstown Road Plaza Office

12. Fte Becomes Inactive After _ ^ D Monlh(s)

Number 0 Year(s)

14 is Record Series Dupfcated Elsewhere? (If yes. specify agency or offce.)

0 Y e s ( ^ X No ^Agency/Format

15. Privacy /Access Restnctons Q Yes 0 No

0Personal DMecical DProorotary Ddassified 0Other_

(» Yes. dte Law(s) S ReoulafcnOI

16. AurJtRequirements 0 None 0Internal DOIG

0 Legislative 0 Federal D Independent

'. b e n Index System used? if yes. e ^ ^ brle^ arxi descrfce recuremenls

0 YBS Q NO

18. RecorrrnendodRetaiSonlnOflSceAndlnStoraoe (Each Format)

Yi/r/hd^MU<

18. NameandTrfcofPreparer

Tom Kravitz, DHMH Records Officer

E-mail address: kravta@dhmh.state.md.us

GS 550-4 (DHMH Rev. 2002 )

20. Location: 201 West Preston St Baltiimore MD 21201

Telephone Number* 410 767-5934 Room# 540 A

21. DsB

September 29, 2004



W 2 5 i * a « S Z ! s -Make a fet of at Has. Determne «hether each «, norvrecora. record

™terial or be* . Group into Record Series. Prepare a iieparate memory lorm tor each

R « o r t SohasaeraSM.Alftecort S a h a r a to be i ^ Forwards!

• * « » * |n»enlory tormswfttie proposed Schedule torn (DGS 550-1) k>»» DHMH

Records Offcer thru your Records Coordnator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

DHMH RECORDS INVENTORY

PAGEC^-OF / - / /

1. DepartnantfAgency

DEPT OF HEALTH & MENTAL HYGIENE
2. Offce/Adiijfelialiun/Board

BOARD OF NURSING

3. DivisiorVUrtl or Section

-RECORD SERIES -A group of related records normaly
riesTdfe

fa/A/v/fl &M& 5. Eartest Year/Latest Year

nMrjes < ^^(Brt 0 i iy d escr» ) elhelypMolnforrnr j8 0 o«ocu^ Irrtjde the purpose or functai of the series.)

rf% 6fy&(?£ /^^ ^u}WJ/rY<fxjt

' Record Series FormaUs) Ustai

Paper: Rrn/iape: Electronic:

OLenerSia, DF»vSides 0 Kepi on Hard Onw

(35mm, etc)

OLeaalSiM OMooanv D Computer Tape

Mtoolche

0 R o f c _ a OAudbTape ORoppyDok

OBoundBook DVideoTape OCO.DVD.ett

0 C a r d _ x _ a Other (specilyl

3 Record Series Sequence

D Alphabetical

0 Numerical

D Chronological

0 Geographical

0 C*er(speafy)

9. Volume

Number

D FJe Drawerfs)

0 Mfcroan ReeKs)

0 Computer Tapels)

0 Other (specify)

10. Annual Accumulation

0 FieOrBwer(s)

D Mcroftn ReeKs)

0 Computer Tape(s)

Number D Other (specify)

" . F l e o u s e d ODaiy DWeekJy 0 Monthly DAnnualy

13. Current Locator*) (BUg.. Floor. Room)

Board of Nursing -Reisterstown Road Plaza Office

12. Fie Becomes Inaclne After _ 0 Moneys)

Number 0 Yeer(s)

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

0 Yes X No Agency/Format

15. Privacy /Access Restrictions 0 Yes 0 No

0Personal DMedical "Proprietary DCIessified DOther_

<» Yes. die Lawfe) 4 Regulationls)

16. AudB Requiremenls

0

None 0 Internal D0K3

\ , 0 Federal 0 Indapendeni

17. bankxtoSvstamuse^lfyos.exptanWe^arKlc^scrtarer^j iremants

0 Yes 0 No

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

19. NameandTraeofProparer

Tom Kravrtz, DHMH Records Officer

E-mail address: kravitzt@dhmh.state.md.us

GS 550-4 (DHMH Ray 2002 )

20 Location: 201 West Preston St Baltiimore MD 21201

Telephone Number* 410 767-5934 Room # 540 A

21. I

September 29,2004



Bt^'rc'ructioro-Mate a IM of al gas. Deiemire whether e a ^ ^

- r e ^ "both. Group hto Record Series. Prepare a separata inventory torn, tor each

Record Series bantfed A I Record Series are to be feted on a Schedule Form. Forward al

RocorcSlmwtory forms w8h (he proposed Schedule form (DGS 550-1) to the DHMH

Records Olfcer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O BOX 275

JESSUP. MARYLAND 20794

(410) 799-1379

DHMH RECORDS INVENTORY

,3.1</
' DepartnenVAgency

DEPT OF HEALTH & MENTAL HYGIENE
2. OfBca/AdrrwusSTrtorVBoarfl

BOARD OF NURSING

3. DMSiCfVUnlt or Section

ROSE! i group ol related records

4P&C SOMQ Ck*V»//lEeJ[//?o6rs
5. Earfest Year/Latest Year

to

wa Series Description (Brief* descrbe tie types c4 WomWiorWrjcumenlsAc^ found in the series. Include the purpose or function of the series.)

7. Record Series FormaKs) Lstal

Paper F*r,/tape: Eteclronic:

OLettarSaa OFfcvSMes 0 Kept on Hard Driw

(35mm, etc)

OLegalSize QMtaofhV DCorrvulerTape

Mcroache

0 R o f c _ J ] DAudoTape OFbppyOsk

DBoundBook DVideoTape OCO.DVD.etc

D C a r d _ x _ o a n e r f

8. Record Series Sequence

Q Alphabetical

0 Numerical

0 Chronological

D Geographical

D Other (specify)

9. Volume

Number

D F*> Drawer)!)

0 Mcrollm Reeks)

0 Computer Tape(s)

0 OOnr (specify)

10. Annual Accumutation

D Fie Dravnrts)

0 Mcroftn ReeKs)

D Computer Tape(s)

Number 0 Other (specify)

11. FieisUsed 0 Daly DWeeWy D Monthly DAnnualy
12. Fie Becomes Inactive After _ 0 Monlh(s)

NurrOer 0 Yeats)

13. Current Loca«on<s) (Bug.. Floor. Room)

Board of Nursing -Reisterstown Road Plaza Office
14. is Record Series Dupfcated Elsewhere? (If yes. specify agency or office.)

0 Yes X No Agency' Format

15. Privacy / Access Restrictions D Yes D No

0 Personal 0 Medical 0 Proprietary n Classified O0ther_
<« Yes. die Law<s) & Regulation(s)

16. AucB Requirements 0 None 0 Internal 0OK3

OLegisietrw 0 Federal 0 Independent

" . b a n Index System used? K yas. e x p t * b r ^ ard (fescrtw requrements

0 Yes a No

18. Recommended Retention: In Crtce And m Storage (Each Format) j$~ /I

1x!Lz?&i &*iJ
19. Name and TBa of Preparer

Tom Kravitz, DHMH Records Officer

E-mail address: kravitzt@dhmh.state.md.us

3S 55(W (DHMH Rev. 2002)

20 Location: 201 West Preston St Baltimore MD 21201

Telephone Number* 410 767-5934 Room # 540 A

21. Data

September 29, 2004



WWInst iu r tOT-Matea iao fa ia« .De lBrTTTO. *e l^

material or Do*. G r o u p s Retort Series. Prepare a separata hventory form tar each

Rocort Series irJerrMorj. Ai Recoil Series are lo be feted on a Schedule Form. Forwardal

RorMOshverrlotyfomBwBir^pTOposedSjhao^b^ (DGS 550-1) to the OHMH

Records oncer ihnj your Records Coordnator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP. MARYLAND 20794

(410)799-1379

OHMH RECORDS INVENTORY

, / . / /

1. Dapartnert/Aoency

DEPT OF HEALTH & MENTAL HYGIENE
2. OBce/Admnstration/Board

BOARD OF NURSING

3. Division/Una or Section

3N- RECORD SERIES- A aroup o) related recorcb norroalv Bed a
Series r«te

Fn£ w Q0fflirr&5 /oty&i® 6/1^* ^^W
5. Eeriest Year/Latest Year

«ord Senas DescripfcnfBfMydescnDe tie types of htaTTBfcrtdrxMiwbtoms bur«) h t » series. Include the purpose or function of Ihe series.)

- / /

7. Recent Series Formats) List at

Paper F%n/lape: Elector*:

OLetterSiiB OFUnrSides 0Kapton Hard Drive

(35rr»n, etc)

DLeoaSce OMcroftrV 0 Computer Tape

Mtcrofich©

D R * D OAurJoTape OFtoppYDbk

D Bound Book 0 Video Tape DCD.OVD.etc

0 C a r d _ x _ OOtherf:

8. Record Series Sequence

0 Abhabelical

0 Numerical

0 Chfonolofpctri

0 Geographical

0 Other (specify)

9. Volume

0 FleDrawerts)

0 McroSHi ReeKs)

0 Computer Tepe(s)

D Other (specify)

10. Annual Accumulation

Q Fie Drawees)

D Mcroftti Reeks)

0 Computer Tapels)

Numter 0 Other (specify)

11 Fie is used D Oaiy DWeeWy D Monthly OAnnualy 12. Fie Becomes Inactive After 0 Momn(s)

Number 0 Yeats)

13- Current Locator*,) (BUg.. Floor. Room)

Board of Nursing -Reisterstown Road Plaza Office
14. b Record Series Dupfcated Elsewhere? (If yes. specify agency a office.)

0 Yes X No Agency/Format

15. Privacy/Access Resttetjons D Yes 0 No

0 Personal D Medical "Proprietary 0 Classified 0Otner_
Of Yes. die Law<s)« ReguWorKs)

16. Audi Requirements 0 None 0 tntemS 0OK3

Olegisletrve 0 Federal 0 independent

17. ts an Index System used? If yes. explain briety and desert* r«Mrernents

H Yes D No

18. Recommended Retortion: In Once And In Storage (Each Format)

wr/00totw
19. r4ame and Title of Preparer

Tom Kravrtz, DHMH Records Officer

E-mail address: kravrtzt@dhmh.state.md.us

GS 550-4 (DHMH Rev. 2002)

20 Location: 201 West Preston St Baltiimore MD 21201

Telephone Number* 410 767-5934 Room # 5 4 0 A

21. Date

September 29, 2004



DHMHinawtona-MalaaWoiaiges.Oetemire^helherea^bnoiMBcora.recon)
material or bo*. Group Mo Record Series. Prepare a separate nventory form for each
WwwISeries dentfod.AJ Recort Series are lo be feted on a Schedule Form. Forward al
Records Inventory terms with »» proposed Schedule farm (DGS 550-1) lo iheDHMH
Records Officer thru your Records Coordhattr.

DEPARTMENT Of GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O BOX 275

JESSUP, MARYLAND 20794

DHMH RECORDS INVENTORY

•S»J<f

1. DepartnenVAoency

DEPT OF HEALTH & MENTAL HYGIENE
2. Offce/AtlniKjatiuii/Boerd

BOARD OF NURSING

3 DhisiorVUn) or Section

RECOI • A group of related records normafy Bed and u 1loi

Q&ittF vSWe Nu£5<V(b tt?*fi*& fib?
5. Eartesi Yea/latest Year

riesrJescnpfcnfBrWIydBserfcetw types of McnraliorMocumentsrivTO faund in >» series. M d e tie purpose or function of Ihe series.)

/k/f§4W td<4^S
0

: ^c- -

1. Record Series Formatfs) Lstal

Paper (*n/tape: Electronic:

OLenerSize OF»rVSIdes D Kept on Hard Driw

(35mm, e t )

OLegaiSo OMcrofmv D Computer Tape

Microfiche

0 R o f c _ 0 OAudbTape OFtappyDsH

OBoundBook DVideoTape OCO.DVD.etc

DCard x__ D O I » r (

8. Record Series Sequence

D AJphabebcal

0 Numerical

D Chronological

0 Geographcal

0 Olher (specify)

9. VoUne

Number

0 Fie DrswwW

0 Mooftn ReeKs)

Q Computer Tape(s)

0 Other (specify)

10. Annual Accumulation

0 FgeDrawerts)

0 MwoAn Ree4(s)

0 Computer Tape(s)

Number 0 Other (specify)

H H e b U s e d D Daiy DWeaWy 0 Monthly OAnnualy 12. Fie Becomes Inactive After 0 Monlh(s)

Number 0 Vear(s)

13- Current LocaSoo(s) (BUg.. Fk»r. Room)

Board of Nursing -Reisterstown Road Plaza Office
14. Is Record Series Dupfcated Elsewhere? (If yes. specify egency or office.)

0 Yes X No Agency/ Format

15. Privacy/Access Restrictions 0 Yes 0 No

0 Personal 0 Merjcal 0 Proprietary OOassiSed O0ther_
(" Yes. cte Lew<s) & Regulal»o<s)

16. AurJt Reouirements 0 None 0 tntemal 0OK3

OLegfebtrve 0 Federal 0 Independent

17. Is enInoBK System used? tf yes. exptah brie^ end descnos requrements

D Yes 0 No

18. Recommended Retention: In once And In Storage (Eech Format)

19. NameandraaofPreparar

Tom Kravrtz, DHMH Records Officer

E-mail address: kravrtzt@dhmh.state.md.us

<3S 55CM (DHMH Rev. 2002 )

20. Location: 201 West Preston St Baltiimore MD 21201

Telephone Number* 410 767-5934 Room# 540 A

21. Data

September 29, 2004



DHMHhstudiag-Mala a let of al ties. Determine whether eart te norwecord, record

material or bo*. Group Wo Record Series. Prepare a separate inventory form tor each

Record Series identated.AIReeorrJ Series are to be feted on a Schedule Form. Forward:*

Records hventoryfermswlih tie proposed Schedule farm (DGS 550-1) k> the DHMH

Records OfScer thru your Records Coordrator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP. MARYLAND 20794

(410) 799-1379

DHMH RECORDS INVENTORY

PAGE / - / ^

1. DepertnenVAgency

DEPT OF HEALTH 4 MENTAL HYGIENE
2. Office/Adii»fcliaiiun/Bo8rd

BOARD OF NURSING

3. DivisionrUnit or Section

-RECORD SI
nas rule

- A group ol related records normafy Bed and ^

M7?W#L GodfiJaur-JrArg fy/m> *F M/ZS& F/oe
5. Eeriest Year/Latest Year

K ^ ! ^ D « c » ^ ( B d e l r , d e s c r t » » » t y r « o f h f a m ^ IrcUte Ir« purpose or function of ihe series.)

4< wtofyutt

7. Record Series FormaUs) Listel

Paper Fkn/tape: Electronic:

OLeOarSize 0F»iVSMes 0 Kepi on Hard Drive

(35mm, etc)

0 Legal Son OMcroATV 0 Computer Tape

Mcrofche

ORots 0 OAurJoTape 0 Floppy Disk

D Bound Book avdeoTape OCD.OVO.etc

OCard x D0»w(specify)

8. Record Series Sequence

0 Alphabetical

0 Numerical

0 Chronological

0 Geographical

0 Other (specify)

Number

0 Fie Drawees)

0 MtooHm ReeKs)

D Computer Tape(s)

0 Other (specify)

10. Annual Accumulation

0 FleDrawerts)

0 Mcro»n ReeHs)

0 Computer Tape(s)

Number 0 Other (specify)

11. PteisUsed ODaiy DWeekty 0 Monthly OArmualy

13. CurrentLocatanls) (BUg. Floor. Room)

Board of Nursing -Reisterstown Road Plaza Office

12. Fie Becomes Inactive After _ 0 Month(s)

Number D Yoarts)

t4. Is Record Series Duptcated Elsewhere? (If yes. specify agency or ofFce.)

0 Yes X No Agency/Format

15. Privacy /Access Restrictions 0 Yes D No

0Personal DMertad OProprietarv OCtesSed O0lher_
<« Yes. cae L M t . ) « Regjafcn, , ,

16. Audit Requirements 0 None 0 Internal DWG

0 Legislative 0 Federal 0 Independent

17. b e n !noBx System used? If yes. explain brieiy and describe requiements

0 Yes 0 No

16. Recommended Retention: In Office And In Storage (Each

lo- ^

Format)

d- far/*
19. NameandrooofPreparer

Tom Kravrtz, DHMH Records Officer

E-mail address: kravitzt@dhmh.state.md.us

IGS 550-4 (DHMH Rev 2002)

20 Location: 201 West Preston St Baltiimore MD 21201

Telephone Number# 410 767-5934 Room # 540 A

21. Date

September 29, 2004



pHVHJnsJuctans -Make a 1st of el Bes. Oetwmtie whether each B norwecord. record

TOlorial or boHGron) into Racort Series. Prepare a separate inventory form lor each

Record Series identified. Al Record Series are lo be feted on a Schedule Form. Forward al

" ^ ^ k w n t o r y forms with Ihe proposed S<*edule form (DGS 550-1) lo the DHMH

Records OBcer thru your Records Cooronelor

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP. MARYLAND 20794

(410) 799-1379

DHMH RECORDS INVENTORY

7 /</
PAGE _/OF / r

1. Oepertnent/Agency

DEPT OF HEALTH & MENTAL HYGIENE
2. Office/Aotrnslraiion/Board

BOARD OF NURSING

3. DivisorVUna or Section

- RECORD SERIES - A group oi related records normaty Bed a

ftecord Series r *

/tfStffS SWke
5. Earfest Year/Latest Ye

lo

art Series Descriptor! (Briefly describe the types of ntormatorVOopjmeritWioiiiB bund

l~ Orr- 'W* Jbf**®r.

e the purpose or function of the series.)

/

t • $#xM Sur^ /^arr^S

Ws

7. Record Series FormaKs) Ustal

Paper Fim/tape: Electronic:

OLenerSize 0F»rvs«des 0 Kept on Hard Drive

(35mm. etc)

DLegalSee OMeroSmr D Comjiuier Tape

Mcrofche

D R o f e _ 0 OAudioTape OFIoppyDisk

0 Bound Book 0 Video Tape OCO.OVD.etc

D C a r d _ ^ _ OOtherd

6. Record Series Sequence

D Atftabeticaf

0 Numerical

0 Geographical

0 Other (specify)

9. Volume

Number

D F*3Drawer(s)

0 McroSmRoeHs)

D Computnr Tepefs)

0 Other (specify)

10. Annual Accumutoton

0 FieDrawerts)

0 UcroSmReeKs)

0 Computer Tape(s)

Numter 0 Other (specify)

11. Fie is Used D Da*y DWeeWy D Monlhly DAnrualy

13. Current Locafcnfs) (Bug., floor. Room)

Board of Nursing -Reisterstown Road Plaza Office

12. Fie Becomes Inactive After D Monthfs)

Number 0 Year(s)

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

0 Yes X No Agency/ Formal

15. Privacy/ Access Restrictions D Yes 0 No

0Personal 0Medical 0ProprieJary DCtassHed DOther_

01 Yes. dte Low<s) & RegutatorKs)

16. A u « Requremenls 0 None 0 Internal OOtG

0 Legislative 0 Federal 0 Independent

17.
b an Inclex System usetf? if yas. explain crtefV and descnoo requremems

0 Yes a No

18 Recommended Reterrion: In OfSce And m Storage (Each Format) ' j

a. Sjrs 4 /aw 4 2 j form
4 ffs ^ siu A 4-
C f^rA I 5"

19 NameendTiHeofPreparer

Tom Kravitz, DHMH Records Officer

E-mail address: kravitzt@dhmh.state.md.us

20 Location: 201 West Preston St BalUimoreMD 21201

Telephone Number* 410 767-5934 Room# 540 A

21. Date

September 29, 2004

• (DHMH Rev. 2002 )



OHMJltetruriorB • • * * » • •" of at ties. Determine whetier each is norwword. record

material or bolh. Group into Record Series. Prepare a separate inventory lorm tor each

Record Series iderrafed. Al Record Series are to be feted on a Schedule Form. Forward*

Records Inventory farms wOi tie proposed Schedule lorm (DGS 550-1) to the DHMH

nau. iOffcsr ihru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP. MARYLAND 20794

(410)799-1379

DHMH RECORDS INVENTORY

PAGEl*lf

1. OepertnenVAgency

DEPT OF HEALTH & MENTAL HYGIENE
DEFINmON-RECORD SERIES- A group o( fefated records romafy Sed and used as a unit tor reference a
4. Record Series T*o

2. OSce/AdrnWstBtjon/Board

BOARD OF NURSING

3. Division/Unit or Section

Tdc

£(C&n$oK£ F<(t
5. Eartest Yeamjnest Year

to

6. Record Series Description (Brtety Oescnce tie types c4irrrc«inBtirjrv*xajrnertt9*rms(ound in t » series. rncUJe the purpose or function o f»» series.)

f

'fan

O

fat**"-? Afr*<**'**

7. Record Series FormsKs) l ists!

Paper. Fkn/tapa: Etectrone:

Oi-etlerSize DFkrVSidas 0 Kept on Hani Drive

(35mm, etc)

0 Legal Size 0 Mcrofiny D Computer Tape

Mcrofche

DRote 0 OAudoTape DOoepyOisk

Q Bound Book 0 Video Tape OCO.DVD.ett

D C a r d _ x ^ DO»ier(!

8. Record Series Sequence

0 AJphabeDcal

0 Numerical

D Chronological

0 Geographical

0 Other (specify)

Number

0 Fie Drawees)

0 Mcroftn ReeHs)

0 Computer Tape(s)

0 Other (specify)

10. Annual Accumulation

0 Fie Drawerts)

0 Mcroftn ReeXs)

0 Computer Tapels)

Number 0 Other (specify)

" Fie is Used 0 Oa*, DWeeKfy 0 Monthly DAnnualy 12. Rto Becomes Inactive After 0 Month's)

Number 0 Yearts)

13. Current Locatjonjs) (Bldg., Floor. Room)

Board of Nursing -Reisterstown Road Plaza Office
14. Is Record Series Dupfcated Efeev/here? (If yes. specify agency or office.)

D Yes X No Agency/ Formal

15. Privacy/ Access ResMctjons D Yes 0 No

0Personal OMecfcal 0Proprietary rjCtesiSed 0Other_
(» Yes. cite Law<s) a, Regulaton(s)

16. Aura Requirements 0 None ulrttemal DOIG

0 Legislative 0 Federal 0 Independent

17. Is an Index System used? if yes. e x ] * * brieBy and descrbe requrements

0 Yes 0 No .

18. Recommended Retention: In OUce And m Storage (Each Format) . ^^ . j

i-
19. ttarm and TOe of Preparer

Tom Kravitz, DHMH Records Officer

E-fnail address: kravttzt@dhmh.state.md.us

20 Location: 201 West Preston St Baltimore MD 21201

Telephone Number** 410 767-5934 Room# 540 A
September 29,2004

GS 550-4 (DHMH Rev. 2002 )



»«»iJns»ucfons -Mate a fct oi a fte, Determine whether each E norwecord. record

™leraorbrjih.GroupintoPj)eord Series. Prepare a separate memory torn for each

Record Series idemttBd. Al Record Series are to be feted on a Schedule Form. Forward al

Records hvontoryfcrmswiei the proposed Schedule form (DGS 550-1) to Ihe DHMH

Records Offcsr ihru your Records Coordnator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

(410) 799-1379

DHMH RECORDS INVENTORY

8 / /PAGE OF

1- OepartnenVAgency

DEPT OF HEALTH & MENTAL HYGIENE
2. Office/AdmnskaiiorVBoard

BOARD OF NURSING

3. OveiorVUna or Section

RD SERIES- A group ot related records normaly Bed and u

//C0Hj€S/Z<Z Pr££
5. Eartest Year/Latest Year

to

« « w d Series Desenplion (Brtet, descrte the types of titomeiicftfrjcajrnrjrm*^™ bund in » » series Include the purpose or function of Ihe series.)

7. Record Series FormaKs) Uslal

Paper Fkn / tape: Electronic.

OLetterSize 0f%TVSk)B3 0 Kept on Han) Driw

(35mm. etc)

D Legal Sizo OwtanSM 0 Computer Tape

MCfOfiCtiQ

DRofc D DAudbTape OFtoopyDek

0 Sound Book 0 Video Tape OCD.DVD.etc

DCard x O0ther(!

8. Record Series Sequence

D Alphabetical

D Numerical

D Chronological

0 Geographical

D Other (specify)

9. Volume

Number

0 FJe Drawerts)

0 McroHrn RaeKs)

D Computer Tepe(s)

0 Oher(sped»y)

10. Annual Accumutaton

0 R e Drawerts)

0 Mcrofkn ReeKs)

D Computer Tape(s)

Number 0 Other (specify)

11 Fie bused DDaiy DWeekty D MonWy QAnnualy

13. Current LocaSonfe) ( B U B , Floor. Room)

Board of Nursing -Reisterstown Road Plaza Office

12. Fie Becomes Inactive After D MontNs)

Number 0 Year(s)

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

0 Yes X No Agency/Format

15. Privacy; Access Res»fc*ons D Yes 0 No

DPersonal OMedteai UPropnetary DCtesiBed 0Olher_

Ot Yes. cite Law<s) & RegutatJon(s)

16. AurJt Requiements 0 None

OLegisBtrve 0

IOK3

D Independent

17. ts an Index System used? If yes. e>plain briety and descrfce requirements

0 Yes 0 No

18. Rocorrwnondod Rflteotofi! trvOfBcQ And tn StofBQO (Eflcft Fonrul) i

to

19. Name and T«e <y Preparer

Tom Kravitz, DHMH Records Officer

E-mail address: kravitzf@drimh.state.md.us

GS 550-4 (DHMH Rev. 2O02)

20 Location: 201 West Preston St

Telephone Number*

Baltimore MD 21201

410 767-5934 Room* 540A

21.

September 29, 2004

fr. adb/ni*)piir'~



D H » » l l « u r t o r a -Make a 1st ol a) Ses. Detem**. whether each is norwwort. record

"Wenal or both. Group mtRocort Series. Prepare a separate memory tan, lor each

R a w s Series identtiad.AiRoconj series are lo be fcfed on a Schedule Form. Forward a l

^ ^ ^ I n w r ^ l c m w with teprog)sed Schedule term ( D G S 550-1) to Ihe DHMH

Returns Offcer thru >our Records Coordhator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

(410)799-1379

DHMH RECORDS INVENTORY

,£«<r
>• Department/Agency

D E P T OF HEALTH & MENTAL HYGIENE
2. OfS»AdmHstatnn/Board

BOARD OF NURSING

3. DJveoVUr* or Section

flNITION • RECORD SERIES -A group ol related records normaly Bed a

Record Series TBe

A/rfarffi Mr ce2T ft&
5. Earfest Year/Latesl Year

lo

»con<SeriraOesaiulMi(8nBllyoteafcetielypesolititarnBtori«o^ Include Ihe purpose or function of Ihe series.)

x̂

7. Record Series Formats) Lst a l

Paper Fkn / tape: Electronic:

OLenerSize OFkrVSides 0 Kepi on Hard Drive

(35mm. etc)

0 Leas See OMcroftitf D Computer Tape

Mfcrofche

ORois 0 DAurJoTape OHoppyOe*

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

OCard x 0O(her(si

8. Record Series Sequence

0 Abhabelical

D Numerical

0 Chronological

0 Geographical

0 Other (specify)

9. Volume

Number

0 FtoDrawer(s)

0 Mcrofkn ReeKs)

0 Computer Tape(s)

0 Other (specify)

10. Annual Accumulation

D FlaDrawer(s)

0 McroAn Reells)

0 Computer Tape(s)

Number D Other (specify)

11. F f c a u s e d a Daly DWeeMy 0 Monthly OAnnualy 12. Fie Becomes Inaclne After D Month(s)

Number D Yeats)

13. Current Locatanfs) ( B U g . . Floor. Room)

Board of Nursing -Reisterstown Road Plaza Office
14. Is Record Series Dupfcated Elseohere? (if yes. specify agency a office.)

0 Yes X No Agency/Format

15. Privacy / Access Restrictions D Yes 0 No

0Personal 0 Medical 0 Proprietary OCtessMed DOther_

(« Yes. cite Lawfe) a Regulaton's)

16. AurJt Requirements 0 None B&Memal 7t \plG

0 LegjslBtive D Tederal 0 Independent

17. Is an Index System used? tf yes. explain rjrle^ard describe requrements

0 Vos 0 No

18. Recommended Retention: m Office And m Storage (Each Formal)

6- Jfft 4au>L dd&fahL*<Kl
19. Name and TOBoiPreparer

Tom Kravitz, DHMH Records Officer

E-mail address: kravitzt@dhmh.state.md.us

ev. 2002)

20. Location: 201 West Preston St Baltiimore MD 21201

Telephone Number* 410 767-5934 Room #540 A

21. Date

September 29, 2004



DHMHhstuc<OT4teteBlaol^aK.Oe>enT»ie«rfwthareactiiBnoiwBcort,re«)rt

material or bom. Group Mo Record Series. Prepare a separate inventory form for each

Racort Series iaontftodAIRocort Series are lo tw bled on e Schedule Form. Forvrardal

RararoshvMrjry forms «*h Ihe proposed Schedule lorm (D6S 550-1) k> the DHMH

Records Oftcer thru your Records Coonsialor.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P O. BOX 275

JESSUP. MARYLAND 20794

(410)799-1379

DHMH RECORDS INVENTORY

PAGE A 7 /

1. OepertnenVAgency

DEPT OF HEALTH & MENTAL HYGIENE
2. Cflce/Adrrinistraiion'Board

BOARD OF NURSING

3. DrvrsiorvTJnil or Section

now -RECORD SERIES -A group ol related records normaly Bed and used a
d Series roe

findvm *t/%Jljhrn£* &*#>*/?
iartest Year/Latest Year JL

«o»d Series Description (Briefly describe tie types of rtfornntorVdocumerffi/tomB found in tie series. Include Ihe purpose or function of Ihe series.)

'RoconJ Series Format(s) Ustal

Poiw^ f*n/tape: Electronic:

OLenerSee DRhvSidas 0 Kept on Hard Driw

(35mm, etc)

OLegaiSize DMeroaiV 0 Computer Tape

Mcrofche

0 Audto Tape D Roppy DiskDR*

D Bound Book Q Video Tape OCD.DVD.elc

OCard. 0Otwr( !

J. Record Series Sequence

D Alphabetical

D Numerical

0 Chronological

D Geographical

0 Oner (specify)

9. Volume

Number

<2/£^ &6*
0 FieDrawarM

0 McroSm ReeKs)

0 Computsr Tape(s)

0 Other (specify)

10. Annual Accumulation

Q FteDrawerts)

0 Mcnoftn ReeHs)

0 Computer Tape(s)

Number 0 other (specify)

" FteisUsed 0 Daiy OWeekty 0 Monthly OAnnuaiy 12. Fie Becomes Inactive After _ 0 Months)

Number 0 Yeai(s)

13. Current LocaSon(s) (Bug.. Floor. Room)

Board of Nursing -Reisterstown Road Plaza Office
14. Is Record Series Dupfcated Elsewhere? (H yes. specify agency or once.)

D Yes X No Agency Format

15. Privacy /Access Restttjons D Yes 0 No

0Personal DMerJcal "Proprietary OCtesffied 0Olher_
(» Ves. cte Law<s) A Regulationfe)

16. Aura Requiemems 0 None 0 Internal DOK3

0 Legislatrve 0 Federal 0 Independent

17. b an Index System used? If yes. explan bheHy and describe requrements

0 Yes Q No

18. Recommended Retention: In Offee And In Storage (Each Format) if-A J it

19. Name and Trite of Preparor

Tom Kravitz, DHMH Records Officer

E-mail address: kravitzt@dhmh.state.md.us

<3S S50-4 (DHMH Rev. 2002)

20. Location: 201 West Preston St Baltiimore MD 21201

Telephone Number* 410 767-5934 Room# 540 A

21. Dele

September 29, 2004



DH»5iJnstructans -Make a in of al Sea. Oetormine whether each is norvreoord. record

™ ^ w both. Group hto Record Series. Prepare a separate i>wntory torn, tor each

Reoort Senas iUentSad. Al Record Saries are to be feted on a Schedule Form. Forwardat

" e r a * knwtory tarns «*hihe proposed Schedule form (DGS 550-1) to IheDHMH

nau»d»Olicer»»uy<wRecofD3Coon*i8lor.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

DHMH RECORDS INVENTORY

./.y
1 OenarmenVAgency

DEPT OF HEALTH & MENTAL HYGIENE
2. Offioa/AdmnstainVBoand

BOARD OF NURSING

3. Division/Una or Section

SERIES - A group ol related records normaly Bad and u
ties rao

fafrim Csrft5&nc6nCL
5. Eartest Year/Latest Year

lo

^Sen»Oesct i^ (BnBf)ydesqt>ef te types rthtorrrationAlocu^ IncUte tie purpose or function of Ihe series.) S*

7. Record Series Format(9) Let al

POP"* F»n/tape: Ehclronic:

OLederSae 0F»WS*tes D Kept on Hard Drive

(35mm, etc)

OLeoalSra OMfcroShv 0 Computer Tape

Mcrofche

0 R o b _ J DAutfoTapo OFtoppyDbk

0 Bound Book 0 Video Tape OCD.DVD.etc

0 C a r d _ x _ DOBier(s|

8 Record Series Sequence

0 Athabeiical

0 Numerical

0 Chronological

0 Geographical

0 Oner (specify)

9Vokjme

0 Fle0rawer(3)

0 MeroSm Reel(s)

0 Computer Tapefs)

0 Other (specify)

10. Annual Accumulation

0 Fie Drawls)

0 Mcrofkn Reel(s)

0 Computer Tapo(s)

Number 0 Other (specify)

« . BeisUsed D Da l , rjweekty D Monthly OAnnualy
12. Fie Becomes Inactive After D Months)

Number D Year(s)

13- Current Locatjon(s) (BUg., Floor. Room)

Board of Nursing -Reisterstown Road Plaza Office
14. Is Record Series Dupfcated Elsewhere? (If yes. specify agency a office.)

D Yes X No Agency/Format

15. Privacy/Access Restrictions D Yes 0 No

0Personal DMedical OProprietary OOessified 0Other_
(If Yes. eke Lawfc) & Regutatjon<s)

16. AudaRequrements 0 None 0 Internal D0K3

0 Legislative D Federal 0 independent

17. Is an Index System used? If yes. uplain briefly arx) descnoe reowwnents

D Yes Q No

18. Recommended Retention: In OfBce And In ^ ivFonTiat)

/fa/Aft 'MM wy , #iSZ^ 3<fw<7.
19. NameandTiUeofPreparer

Tom Kravitz, DHMH Records Officer

E-mail address: kravitzt@dhmh.state.md.us

GS 550-4 (DHMH Rev. 2002)

20. Location: 201 West Preston St BaltiimoreMD 21201

Telephone Number* 410 767-5934 Room # 540 A

21. Date

September 29, 2004



DHMHInslwaiocB^latoalMolal^.DelemTOv^elhereachBnofWBart.rec^

material or both Group nlo Record Series. Prepare a separate nventory ferm tof each

H " * ^ Series identity, A I Record Series are Bos iBted on a Schedule Form. Forvordal

R a w r m h W n t o y ( 0 m I ! w t t , | l ) B p r o p o s e ( J S c h e ( M 8 ( 0 I 7 t ] JOGS 550-1) lo the DHMH

Records Offcor twu your Records Coordrator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O BOX 275

JESSUP. MARYLAND 20794

(410) 799-1379

DHMH RECORDS INVENTORY

r^Ajf

1. DepertmenVAflency

D E P T OP HEALTH 4 MENTAL HYGIENE
2. Offica/AJufclidtMI/Board

BOARD OF NURSING

3. DMSJorvOJnil or Section

RECORD SE - A group of related records normaty Bed and used a Btei
I Series TBe

'tjtd (?%> 5. Eartesl Year/Latest Year

> Series Descnptxxi (Briefly describe the types of nfenriation/docurnents/torrns kxjnd m l » series. Include the purpose or function of tie

he
types oi iiXiiBtoVotocurnants/tomB tound In t » series. Include the purpose or function of tie series.) , /? /"*

SWi^a fUtfa wrM> &J^r*w»lbMissy'***'''<
/

7. Record Series Format(s) List al

PSPO^ Ffcn/tape: Electronic:
OLetterSm Df*VSides 0 Kept on Hard DnVe

(35mm, etc)

DLeoalSra O M b r t W D Computer Tape

Micro &J io

DRote_JJ DAurJoTape OHoppyDak

D Bound Book D Video Tape QCD.DVO.elc

O C a r d _ , _ D09»r(3|

6. Record Series Sequence

D Alphabetical

D Numerical

0 Chronotogc8t

D Geographical

0 Other (specify)

9. VoUne

Nuntnr

0 FleDrawer<s)

0 McroOm ReeKs)

0 Computer Tapete)

0 Other (specify)

10. Annual Accumulation

D FieDrawerts)

0 Mcrofkn Reel(s)

0 Computer Tepefs)

Number 0 Other (specify)

" . FleisUsed ODeiy, DWeekly 0 Monthly DAmualy

13. Current Locarjon(s) (Bkjg, Ftoor. Room)

Board of Nursing -Retsterstown Road Plaza Office

12. Rto Becomes Inactive After 0 Month(s)

Number 0 Yeaits)

14. Is Record Series Dupfcated Ebewnere? (If yes, specify agency or office.)

0 Yes X No Agency/Formet

15. Privacy/ Access Restictions D Yes D No

0Personal OMerjcal OPropnetery OCtesSed O0ther_

C Ves, ate Law(s) & Regulation(s)

16 A«*t Requirements 0 None 0 Internal OOtG

0 Legislative 0 Federal 0 Independent

17. b an Inde, System used? If yes. wpfch briefly and <testrt» requirements

D Yes Q No

18. Recommended Retention: In Office And In

'Ah^ f % , J-' MJLJ
' 9 . Name end Tine of Preparsr

Tom Kravitz, DHMH Records Officer

E-mail address: kravitzt@dhmh.state.md.us

K3S 550-4 (DHMH Rev. 2002)

20 Location: 201 West Preston St Baltiimore MD 21201

Telephone Number* 410 767-5934 Room # 540 A
September 29, 2004



» « 5 t i 5 > » ! 2 2 ! H •»**» • W of al ftes Determine wnetwr each * rwvrecord. record

maaial or bom. Group hio Record Series. Prepare a separate hventory form tor each

RecordSeriej identified. A I R e o r t Series are to be feted on a Schedule Form. Forwardal

Records Inventory iorms with the proposed Schedule tarn (DGS 550-1) to theDHMH

Records Offcer tmj your Records Coororetor.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP. MARYLAND 20794

DHMH RECORDS INVENTORY

r - ^ - ^

1. OepeitnenVAgency

DEPT OF HEALTH & MENTAL HYGIENE
2. Office/AJi.gjdUuLiBoard

BOARD OF NURSING

3. Division/Unit or Section

>N-RECORDSE

Series roe

-A group ol related records

ffifr// P^/^/s fcte 5. Earfesl Year/latest Yei

to

Series Description (BnoBy descnte trw types of rrtormrtorVdoajr*^^ Include the purpose or function of the aeries.) j ^

7. Record Series FormaKs) Ustal

P B P O T F»n/tape. Electronic:

OLeaerSia OF*TVSides 0 Kept on Hard D m ,

(35mm, e t )

OLeoalSira OMooftW D Computer Tape

McroCcne

D R o f c _ J ) OAuooTapo ORoppyDok

0 Bound Book Q video Tape 0 CO.OVD.etc

0Card_ DO»wr(S|

B. Record Series Sequence

D Alphabetical

0 Numerical

0 OronobgcsJ

0 Geographical

0 Other (specify)

9. Vokme

0 FleDrawerts)

0 Mfcroftn Reel(s)

0 Computer Tape(s)

Number 0 Other (specify)

10. Annual Accumulation

Q FfeDrawerls)

0 Mcrofkn ReeKs)

0 Computer Tape(s)

Number 0 Other (specify)

" . FteHUsed a Daly OWeekty D Monthly OAnnualy

13- Curtent Locatjon(5) (Bbg . Fbor. Room)

Board of Nursing -Reisterstown Road Plaza Office

12. Fie Becomes Inactive After D Months)

Number 0 Yeats)

14. Is Record Series Dupicated Elsexnere? (If yes. specify agency or offce.)

D Yes X No Agency/ Format

15. Privacy/Access Restrictions D Yes D No

DPersonal OMectcal UPropnetary DCtassified DOther_

C Yes. cite Law<s) \ Reguia1ion(s)

16. Audrl Requtemenls 0 None 0 Interns 0OK3

D LegjslBCvB 0 Federal 0 Independent

17. b a n m a * , S v s t e m U M d ? „ ^ e , , , ^ , ^ ^ „ , d e s c r i b e r e q u r e m e m s
18. Recommended Retention. In Oflce And In Storage f(Each

0 Yes D No

/^M^L/^/2^/-' /2Wn^JtA^
19. Name end rate of Proparer

Tom Kravitz, DHMH Records Officer

E-mail address: kravitzt@dhmh.state.md.us

G S 550-4 (DHMH Rev. 2002)

20 UKation: 201 West Preston St Baltiimore MD 21201

Telephone Number* 410 767-5934 Room# 540 A

21. Date

September 29,2004



DHMHjTBhictora -Mate , fe, „, a H M . oaamn -nefwr each m norKrocord. record

motoiial or boJiGrem) into Recort Series. Prepare a separate inventory torn for each

Reart Senas identtbd.AI Record Series are to be feted on a Schedule Form. Forward al

Records Inventory fonm wth l » proposed Schedufe form (DGS 550-1) to the DHMH

Records Officer Ihru your Records Coordrator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP. MARYLAND 20794

(410)799-1379

DHMH RECORDS INVENTORY

PAGE.4rOF _£Sr

'• OepartnenVAoency

D E P T OF HEALTH & MENTAL HYGIENE
2. CMba/AdrnrastatiorVBoard

BOARD OF NURSING

3. Division/Unil or Section

'ON -RECORD SERIES- A group ol retried records normaty Bed and used as a unitloi
I Series roe

5. Earfes! Year/latest Yei

R » W Series rJescitp^fBr^descitielhe types o l h l o r ^ ^ Ircluoe the purpose or function o( the series.)

aeriA^y piw^*

1- Record Series FormaKs) Letel

PSPOT F»n/iape: Electronic:

OLetterSia 0F*n/SfcJ« 0 Kepi on Hard Drive

(35mm, etc)

OLerjalSize 0»fcrof»w 0 Computer Tape

MODdcrle

D R o f c _ J ) OAurJoTape OFtoppyDisIt

OBoundBook OVideoTape DCD.DVD.etc

D C e r d _ x _ O 0 t w ( :

8. Record Series Sequence

0 Alphabetical

D Numerical

D Chronological

0 Geographical

0 Other (spedty)

9. Votme

0 FleOrawerts)

D McroSm Reetfs)

D Computer Tapels)

0 Other (specify)

10. Annual Accumulation

D FleDrawerts)

0 McrcAn ReeKs)

D Computer Tepe(s)

Number 0 Other (specify)

' I . FieisUsed 0 Daiy OWeekly 0 Monthly DAmuaty

13. Current Locatjonfs) (Bug.. Floor. Room)

Board of Nursing -Retsterstown Road Plaza Office

12. Fie Becomes Inactive After D Montrrls)

Number D Yearfs)

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

D Yes X No Agency/ Format

15. Privacy /Access rteurluiutis D Yes 0 No

0Personal OMerJcal DProprietoy rjOassrlied 0Olher_

Of Yes, die Lawts) S Re9ulaiion(s)

16. Auos Requirements 0 None Olmema D0K3

OLeojslattve 0 Federal 0 Independent

17. b an Index System used? If yes. explain briefly and describe requrements

0 Yes 0 No

18 Recommended Retention: In OfBce And tn Storage (Each Format) ^ -

19. Name and roe of Prepare/

Tom Kravitz, DHMH Records Officer

E-mail address: kravitzt@dhmh.stafe.md.us

X K 55<M (DHMH Rev. 2002 )

20 Location: 201 West Preston St Baltiimore MD 21201

Telephone Number* 410 767-5934 Room # 540 A

21. Dele

September 29, 2004


