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If scanning, scan to Maryland State Archives standards and destroy originals.
Scanned images must be kept in accordance with the same retention periods
assigned to the paper version of the record. A certificate of records disposal request
must be submitted to the MDH Records Management Office for review and approval
prior to the disposal of any record materials identified in this records schedule. This
includes paper records that are scanned immediately upon receipt, paper records
that have reached maturity and electronic records that have reached maturity. After
disposal, a disposal certificate will be filed with the Maryland State Archives by the
MDH Records Office.
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Michele Phinney, Diretor, ORPC

Item No. | Description of Records Series (from Inventory Form) | Authorized Retention Period & Instructions
This schedule supersedes Schedules 1837 and 1838.

1 CLOSED REGULATIONS FILE Retain in office for two (2) years. Transfer to
Correspondence, draft and final regulations, Records Center for two (2) years then
comments received and responses the Maryland destroy.

Register clipping of proposals and finals, approvals
from Assistant Attorneys General and the Secretary,
etc.

2 CLOSED BOARD OF REVIEW FILE Retain in office for two (2) years. Transfer to
Correspondence, originals and/or copies of previous | Records Center for two (2) years then
hearing records and exhibits, copy of Board Order, destroy.
etc.

3 BOARD OF REVIEW MINUTES Retain permanently. Transfer periodically to
Minutes of the Board’s meetings. State Archives.
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