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Department of Public Safety
and Correctional Services

Division of Correction

Agency Division
Item
No. Description Retention
INTERNAL INVESTIGATION UNIT AREA:
1. CIR (Criminal Investigative Reports) Retain open
reports until
This series contains all Criminal Investi-| they are
gation Reports with applicable supplemen- suspended or
tary reports attached. Each file may closed.
include some or all of the following:
Retain suspended
A. Waiver of Prompt Presentment (MSP reports for five
Form 46) (5) years from
the date of last
B. Line-Up Identification Record (MSP entry and, then,
Form 61) forward them to
the State Records
C. Request for Laboratory Examination Center for twenty
(MSP Form 67) (20) years, then
destroy.
D. Examination/Analysis Results (MSP
Forms 67B and 67C) Retain closed
reports for three
E. Handwriting Specimen Form (MSP Form (3) years after
70) final adjudica-
tion and, then,
F. Criminal Intelligence Report (MSP Form| forward them to
72) the State Records
, Center for
G. Witness Statement-Criminal Investiga- twenty-two (22)
tion (MSP Form 73) years, then
destroy.
H. Latent Fingerprint Lift Card-3X5 (MSP
Form 74)
I. Authorization to Search and Seize
Property (MSP Form 78)
J. Criminal Investigation Report (MSP
Form 89)
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(CONTINUATION SHEET) SCHEDULE
NO. 1406 -13
PAGE
NO. 2 of 3
Item
No. Description Retention
K. Handgun Search Report (MSP Form 97)
L. Firearms/Handgun Disposition Report
(MSP Form 203)
M. Crime Scene Negatives
Record copies maintained by the origi-
nating source.
2. IR (Incident Reports) Retain open
reports until
This series contains all Incident Reports,| they are
MSP Form 88, with applicable supplementary| suspended or
reports attached. Each file may include closed.
some or all of the following:
' Retain suspended
A. Request for Laboratory Examination reports for five
(MSP Form 67) (5) years from
the date of last
B. Examination/Analysis Results (MSP entry and, then,
Forms 67B and 67C) forward them to
the State Records
C. Witness Statement-Criminal Center for ten
Investigation (MSP Form 73) (10) years, then
destroy.
Record copies maintained by the .
originating source. Retain closed
reports for three
(3) years after
final adjudica-
tion and, then,
forward them to
the State Records
Center for ten
(10) years, then
destroy.
3. General Correspondence
This file contains all written inter- and Retain for three
intra-agency communication. It consists (3) years and,
of letters, memo's, notes, copies of cor- then, destroy.
respondence received as well as generated
in the normal course of conducting busi-
ness.




DGS-550-1A
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This series contains all administrative
reports with applicable supplementary
reports attached. Each file may include
some or all of the following:

A. Letters of Complaint

B. Requests for Investigation

C. Requests for Laboratory Examination
(MSP Form 67)

D. Examination/Analysis Reports (MSP
Form 67B, 67C)

E. Handwriting Specimen Form (MSP Form
70)

F. 1Intelligence Report (MSP Form 72)

G. Witness Statement-Criminal Investiga-
tion (MSP Form 73)

H. Incident Reports (MSP Form 88)

I. Criminal Investigation Reports (MSP
Form 89).

Record copies of IR's and CIR's
maintained by originating source.

(CONTINUATION SHEET) SCHEDULE
NO. 1406 - 13
PAGE
NO. 3 of 3
Item :
No. Description Retention
4, 3504 Administrative Reports

Retain open re-

ports until they
are suspended or
closed.

Retain suspended
or closed reports
for five (5)
years and then
destroy.




JLSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORWARD
YITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGK _L__or_ft_

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. WINIT
Internal Investigation

DEF IN1T1ON -RECORD SRIESOA GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOS

r
ft.smcomnsanuw TITLE

Internal Investigation Criminal Investigative Reports (CIR)

AND USED AS A UNIT PFOR

ITION PURPOSKS

8. EARLIEST YEAR/LATEST YEAR
TO

" 6. RECORD SERIES DESCRIPTION ‘IRIIPI.Y DESCRIBE THE TYPES OF INWMTION/DOCMTOINM FOUND

FHE SERIES.

A. Waiver of Promp: Presentment (MSP Form 46) B.

Each file may

Form 61)

INCLUDE THE PURPOSE OR PUNCTION OF THE Il"!l]

This series contains all Criminal Investi-
gation Reports with applicable supplemen-
tary reports attached.
! include some or all of the following:

Line-Up Identification Record (MSP

7. RECORD SERIES FORMAT(S)

O LETTER SI1ZE O MICROFILM

O LEGAL SIZE 0O COMFUTER TAPK

‘lbtlaalmaaxx O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
QO ALPHAERTICAL
O NERICAL

O CHRONOLOGICAL

O FILE DRAWER(S)
O MICROFILM REEL(S)
0 COMPUTER TAPE(S)

ﬁaﬁﬁ?tﬂcnzaumtcuv)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

O MICROFILM REEL(S)

RUNERR C COMPUTER TAPE(S)

O OTHER|SPECIFY)
!"' FILE 1S USED 12. FiLE BECOMES INACTIVE AFTER .
DAILY O WEEKLY O MONTHLY O MONTH(S) O YEAR(S)
L X RUSEER:
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

OYEs O nNO

ti» vyes, sPEciFyY saENcY ORr OFFicCE)

18. ACCESS RESTRICTIONS ‘CYRS O nNO 16, AUDIT REQUIREMENTS
(17 vyes, ci1Tx LAw(s) & mEauLATIONS)
ONONE O STATE O FEDERAL 0O INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (1rF vyRS.DXPLAIN

BRIKFLY AND DESCRIRR ANY HARDWARK/SOFTWARE )

OYEsS O NO

Retain

RECOMMENDED RETENT ION

open

reports until
they are
suspended or
closed.

‘l’n.ruuz AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

(3Q1) 764-4113

3 /1/7/

DGS 550-4 (REVISED 2/87)




LUSTRVETIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 330-1)

P.OQ.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

eace > or F

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. UNIT
Internal Investigation

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOSES

—

4. RECORD SERIES TITLE

i
I
: Internal Investigation IR (Incident Reports)

AND USKD AS A UNIT FOR

S. EARLIEST YEAR/LATEST YEAR
To

THE SERIES.

This series contains all Incident Reports,
reports attached.
Laboratory Examination (MSP Form 67)
and 67C) C.,

maintained by the originating source.

B.

MSP Form 88,
Each file may include some or all of the following: A.
Examination/Analysis Results (MSP Forms 67B

Witness Statement-Criminal Investigation (MSP Form 73).

RECORD SERIES DESCRIFPTION (llllPLY DESCRIBE THK TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDKE THE PURPOSE OR FUNCTION OF THE llP1!')

with applicable supplementary
Request for

Record copies

RECORD SERIES FORMAT(S) 8.
LETTER SIZE O MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE 0O VIDEO TAPE

0O 0 0O 0o a

OTHER( SPECIFY)

RECORD SERIES SEQUENCE
0 ALPHAEETICAL
O NUMERICAL
O CHRONOLOGICAL.
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

O FILE DRAWER(S)
0 MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMEEN OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
QO MICROFILM REEL(S)
RUNBENW O COMPUTER TAPE(S)

O OTHER{SPECIFY).

P 1le piLE 1S UsED

. /d»nAlLY

0 vEEKLY 0 MONTHLY

12. FILE BECOMES INACTIVE AFTER

O MONTH(S =] 8
_ R (s YEAR(S)

|

. 13. CQURRENT LOCATION(S) (BLDG.,FLOOR,ROQM)

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, sereciFy raency or orFrice)
OvyEs O NO

15. ACCESS RESTRICTIONS

(17 vus,

‘O YES O NO
CITE LAW(S) & nEouLATION(S)

16. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL Klmzpmem

17. 1S AN INDEX SYSTEM USED? (I1PF YRS, EXPLAIN

BRIKFLY AND DESCRIAE ANY HARDRARE/SOFTWARK )

OyeEs O NO

RECOMMENDED RETENTION Retain open reports
until they are suspended or closed. Retain
suspended reports for 5 yrs. from the date of
last entry and, then, forward them to the St.
Records Center for 10O yrs., then destroy

‘9. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20.

(301) 764-4113

TELEPHONE NUMEER 2

/)

DGS 530-4 (REVISED 2/87)

’




JUSTRVCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEVW OR

REVISED RECORD SERIES. FOREARD

¥WITH RECORDS RETENTION SCHEDULE

(DGS $80-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

-

AGENCY RECORDS INVENTORY

prce 3_or

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. UNIT
Internal Investigation

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

—
; 4. RECORD SERIES TITLE

REFERKNCE AS WEKLL AS RETENTION AND DISPOS

Internal Investigpation General Correspondence

AND USED AS A UNIT FOR

1TICH PURPOSES
3. EARLIEST YEAR/LATEST YEAR
TO

6. RECORD SERIES DESCRIPTION (llllnY DESCRIBE THE TYPES OF INNMYION/DOCU.NTI/'OM FOUND
‘tn FTHE SERIES.

INCLUDE THE PURPOSE OR PUNCTION OF THE '!m!l)

This file contains all written inter- and
intra-agency communication. It consists
of letters, memo's, notes, copies of cor-
respondence received as well as generated
in the normal course of conducting busi-

ness.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

O LEGAL SI1ZE O COMFUTER TAPE

‘..Vlaxunlna< O FLOPPY DISK
0 AUDIO TAPE O VIDEO TAPK

O OTHER(SPECIFY)

‘8. RECORD SERIES SEQUENCE ’. VoL
O ALPHABETICAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
C OTHER(SPECIFY)

O FILE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)

RUME O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUIBEN O COMPUTER TAPE(S)

O oTHER|SPECIPY)

111 piLE 1S USED

#Lnaux' O vEEKLY O MONTHLY

-

12. FiLE BECOMES INACTIVE AFTER
O MONTH(S O YEAR(S
RO (s) ()

p—
! 13. CURRENT LOCATION(S) (BL.DG.,FLOOR, ROCM)

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

t1» vz, srEciIFY raENcY On OFFicE)
Ovyes O nO

18. ACCESS RESTRICTIONS ‘OYES O nNoO
(iFr yes, ciTx LAwW({S) & rEauLATION(S)

16. AUDIT REQUIREMENTS

B-NONK O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED?T (1P YRS .RXPLAIN
BRIEFLY AND DESCRIERR ANY MARDUWARK/SOFTWAREK )

OvEs O NO

18. RECOMMENDED RETENTION

Retain for three
(3) years and,
then, destroy.

‘). NAME AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

TELEPHONE NUMEER 21. DA

5//7%)

DGS 350-4 (REVISED 2/87)

’




JUSIRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

]

AGENCY RECORDS INVENTORY

mu::_ét_or W

om——

1. DEFARTMENT /AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

3. UNIT
Internal Investigation

DEFINITION-RECORD SERIKS-

A GROUP OF REKLATED RECORDS NORMALLY FILED

]
i 4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND D]SPOS

Internal Investigation 3504 Administrative Reports

AND USED AS A UNIT PFOR

1TION PURPOSES
5. EARLIEST YEAR/LATEST YEAR
TO

| 6. REC SERIES DESCRIPTION (IRII'LY DESCRIBE THE TYPES OF INPOMTION/DOCU‘NTI/'OM FOUND
INCLUDE THE PURPOSE OR FUNCYION OF THK SEFIES)

THE SERIES.

reports attached.
some or all of the following:

This series contains all administrative
reports with applicable supplementary
Each file may include

A. Letters of Complaint

B. Requests for Investigation

7. RECORD SERIES FORMAT(S)

O LETTER SI1ZE O MICROFILM

O LEGAL SIZE O COMPUTER TAPE

'I'Elaxnplxnx O FLOPPY DISK
O AUDIO TAPE O VIDEO TAFPE

O OTHER(SPECIFY)

¢. RECORD SERIES SEQUENCE
O ALPHABETICAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

5. voLuME

O FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)

m O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUNBER C COMPUTER TAPE(S)

O OTHER(SPECIFY}

[ 1. wiLg 1S UsED

i#naux Q wesY

O MONTHLY

12. F|LE BECOMES INACTIVE AFTER
O MONTH(S)

O YEAR(S)

!"-

NURBEN

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vxs, sPEciFry raency or oFrice)
OvyeEs O NO

13. ACCESS RESTRICTIONS
(1» ves,

‘Q YES O No
cI1TE LAw(S) & mEaULATION(S)

16. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL 4—"¢EPEE£NT

17. IS AN INDEX SYSTEM USED? (I1r YRS.E)PLAIN

BRIEFLY AKD DESCRIBE ANY HARDRARE/SOPTWARE )

CYEs O nNo

18. RECOMMENDED RETENT ION

Retain suspended
or closed reports
for five (5)
years and then
destroy.

Retain open re-

ports until they
are suspended or
closed.

‘. NAME AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of
Procurement Services

TELEPHONKE NUMEER 21.

(301) 764-4113 .

T

DGS 350-4 (REVISED 2/87)




