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RECORDS RETENTION AND DISPOSAL SCHEDULE INO. 1 of 8
Department of Public Safety
and Correctional Services Division of Correction
Agency Division
Item
No. Description Retention
TRAINING (EMPLOYEE) AREA
1. ];NDIVIDUAL EMPLOYEE TRAINING RECORDS:

These chronological records include all ’

information related to the training :

received by any Division of Correction

employee throughout his/her tenure of

employment with the Division of Correc-

tion. '

A record on every Division of Correction

employee, containing some or all of the

following information, will be maintained

. and/or monitored by the Institutional

Training Manager position at the institu-

tion level and by the Director of Staff

Development and Training position at

Headquarters.

These records are confidential in nature,

and are considered as being an extension

of the employee's personnel file.

A. TRAINING VERIFICATION LOG FORMS Retain and main-
tain for current
employees.
Forward to res-
pective ITM upon
employee trans-
Forward to per-
sonnel department
for inclusion in
the employee's
personnel file

’ Schedule Approved by Department, Schedule Authorized by
Agenc%izgé;yivision epresentative
(Y / 4'
sy Ls L0y Tl G, 2,3/ 52
Date Slgnaturg;)r Title Dat State ArcH{vist
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(CONTINUATION SHEET) SCHEDULE
’ NO.1406 - 20
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NO. 2 of 8
Item
No. Description Retention

upon termination
of Division of
Correction em-

ployment.
B. PRE-SERVICE TRAINING RECORDS:
1. Signed statements that employees Do not retain in
have received a copy of handbook the training
and prescribed orientation DCR's. record.
Immediately

forward for

inclusion in the
" employee's

personnel file.

2. Orientation Program Test Answer Retain for cur-
Sheets rent employees.

3. Pre-service Firearms Pre-test, Forward to
post-test and firearms score respective ITM
sheet information. upon employee

transfer.

Forward to per-
sonnel department
for inclusion in
employee's
personnel file

. upon termination
of DOC
employment.

4. Academy Completion Verification Retain one (1)
Forms copy for current
employees in the
ITM's file.
Forward the ITM
file copy upon
employee
transfer.

The original will
be forwarded to
the personnel
department for
inclusion in the
employee's
personnel record.




DGS-550-1A
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{CONTINUATION SHEET) SCHEDULE
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Item
No. Description Retention

5. Personnel Transaction Forms

C. IN-SERVICE TRAINING RECORDS

1. Test Answer sheets

2. In-service firearms pre-test,
post-test and firearms score sheet
information

EMPLOYEE APPRENTICESHIP INFORMATION -
Correctional Officers employed by the
Division of Correction have an oppor-
tunity to participate in a recognized
apprenticeship program. Documentation
of program participation may include
some or all of the following infor-
mation.

1. Apprenticeship Application Form
2. Apprenticeship Form H

" rent employees.

Information will
be logged on
training
verification
forms, then the
transaction forms
will be
destroyed.

Retain for cur-

Forward to res-
pective ITM upon
employee trans-
fer.

Forward to per-
sonnel department
for inclusion in
employee's per-
sonnel file upon
termination of
DOC employment.

Do not retain
in the training
record.

Immediately
forward for
inclusion in the
employee's
personnel file.




DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

SCHEPULE

PAGE
NO. 4 of 8
Item
No. Description Retention

3. Apprenticeship Forms D, E and F

2. PROGRAM FILES:

These files contain information related
to a specific training program presented
to employees. All information relative
to a specific program will be grouped
together in an orderly fashion. Program
files may include some or all of the
following:

A. Training Schedules

B. Rosters

C. Sign-in Sheets

D. Red Cross report sheets

E. Matter of record reports

F. Master set of Sign-in Sheets

3. INSTRUCTOR CERTIFICATION RECORDS:

The records reflect the instructor certi-
fication information for those employees
who provide training in the institutions.
These records will be maintalned in an
orderly and.chronological manner, and may

contain any or all of the following infor-
mation:

" forwarded

A copy will be
retained in the
I™ files for
current
employees.
Forward the ITM
file copy upon
employee
transfer.

The original
forms will be

immediately

for inclusion

in the employee's
personnel file.

Retain for two
(2) years and
until all audit
requirements have
been fulfilled,
then forward to
State Records
Management Center
for an additional
13 years, then
destroy.
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(CONTINUATION SHEET) SCHEDULE
: NO . 1406 - 20
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NO. 5 of 8
Item
No. Description Retention
A. Letter requesting certification Retain for cur-
B. MPCTC-18 Form rent employees.
C. MPCTC-29 Form
D. MPCTC Instructor Evaluation Forward to
Checklist respective ITM
E. Certificates reflecting instructor upon employee
expertise in specialized areas. transfer.

F. MPCTC-22 Form
Forward to
personnel
department for
inclusion in

" employee's
personnel file
upon termination

of DOC
employment.
4. TUITION REIMBURSEMENT RECORDS:
The record for employees who participate
in the tuition reimbursement program
may include any or all of the following
information:
A. Career Development Plan(s) Retain for cur-
B. MS-551 request forms rent employees.
C. 0S-1-TG forms
D. 0S-2-TG forms Forward to
E. O0S-3-TG forms respective ITM
F. 0S-4-TG forms upon employee
transfer.

Forward to
personnel
department

for inclusion in
employee's
personnel file
upon termination
of DOC
employment.

The HQ's training
department
maintains a
master file on
all current DOC
program
participants.
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No. Description Retention

G. Tuition Reimbursement Quarterly

Reports

OUT-SERVICE TRAINING VERIFICATION RECORDS:

In general, out-service training can be
defined as training programs received by
employees off-site or offered by external
agencies. Out-service training verifica-
tion can include any or all of the follow-
ing information:

A.
B.
cC.
D.
E.

Program brochure

MS-551 form

Out-of-State Travel Request
Schedule of Training
Syllabus/agenda

to each ITM.

Retain each file
for one (1) year
after termination
of DOC
employment, then
destroy.

A copy of the
quarterly report
prepared by HQ
will be forwarded

Retain for three
(3) years then,
destroy.

Retain for cur-
rent employees.

Forward to
personnel
department for
inclusion in
employee's
personnel file
upon termination
of DOC
employment.
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(CONTINUATION SHEET)

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.1406 =20

PAGE
NO. 7 of 8

Item
No.

Description

Retention

STUDENT EVALUATION FORMS:

COMAR requirements state that employees
participating in approved training pro-
grams must complete a student evaluation
form.

LESSON PLANS AND TRAINING COMMISSION
APPROVAL SHEETS:

These documents record the actual training
presented in the classroom as well as
whether or not the materials were sub-
mitted to the Correctional Training
Commission for approval.

RESOURCE MATERIALS:

These materials include magazines,
catologs, newsletter, etc.

The HQ's training
department
retains a master
set of MS-551
forms and Qut-of-
State Travel
Requests for

one (1) year
after the con-
clusion of the
fiscal year, then

destroy.

Retain for two
(2) years and.
until all audit
requirements have
been fulfilled,
then destroy.

Retain for five
(5) years at the
institution, then
send to the State
Records Center
for fifteen (15)
years, then
destroy.

The HQ's training
department
retains a set of
records for three
(3) years, then
destroy.

Retain for three
(3) years or un-
til information
becomes outdated,
then destroy.
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(CONTINUATION SHEET)

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO?$LO - 20

This is comprised of miscellaneous letters
from various sources.

PAGE
NO. 8 of 8
Item
No. Description Retention
9. MEMORANDA PRESCRIBING POLICIES AND PRO-
CEDURES OR OTHER GUIDELINES TO FOLLOW: % _
Permanent, Retain
These letters may be written by the until replaced b;
Commissioner, Assistant Commissioner, updated policles
and chart a course of direction for procedures/guide-
training. lines, then trans-
fer to Md. St.
Archives
10.| MINUTES FROM TRAINING MEETINGS:
These documents transcribe the activities Retain for three
at quarterly training meetings. " (3) years and
: then destroy.
11. GENERAL CORRESPONDENCE:

Retain for three
(3) years or un-
til information
is outdated, then
destroy.




LUSTRYCTIGNS - - TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES., FORWARD
¥WITH RECORDS RETENTION SCHEDULE
(DGS 5%0-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BoX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE __’_or_u_

1. DE_FARI'HENT/AGEMY 2. DIVISION 3. UNIT
Public Safety and
Correctional Services Division of Correction Training

DEFINIT1ON - RECORD SERIES-A GROUP OF RELATHED RECORDS NORMALLY PFILED

|

AKFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOSES

4. RECORD SERIES TITLE

Individual Employee Training Records

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
TO

]

6. RECORD SERIES DESCRIPTION ‘IIIKFLY DESCRIBE THKE TYPES OF INFOMT!ON/DOCU_NTS/POM FOUND

‘IN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF

MK l!!’l!l)

These chronological records include all information related to the training received by any Division of Correction
employee throughout his/her tenure of employment with the Division of Correction.

A record on every Division of Correction employee, containing some or all of the following information, will be
maintained and/or monitored by the Institutional Training Manager position at the institution level and by the
Director of Staff Development and Training position at Headquarters.

. . . . .
These records are confidential in nature, and are considered as being an extension of the employee's personnel file.

A. Training Verification Log Forms B. Pre-Service Training C. In-3ervice Training Recqrds

e

|

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM O ALPHAEETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SIZE O CGMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
NUNMBER
O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL . O OTHER(SPECIFY)
C AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL
10. ANNUAL ACCUMULAT ION
O OTHER( SPECIFY) 0 OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
RUNSEW C COMPUTER TAPE(S)
=] Q’TI-ERLSELIFL'L
1. pILE 1S USED 12. F|ILE BECOMES INACTIVE AFTER
DALY a (o] a a
?L L WEEKLY MONTHLY ROMRYY MONTH(S ) YEAR(S)

X
!
:
.

. 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM])

O yYyeEs 0O nNO

14, 18§ R'ECORD SERIES DUPL ICATED ELSE¥WHERE?
tir vyes, serEciFY raEncy or orrice)

15. ACCESS RESTRICTIONS

“Q YES
(1 vys, ci17TE LAw(S) & rxauLATION(S)

O No 16,

AUDIT REQUIREMENTS

O NONE r}*srm: O FEDERAL O INDEPENDENT

17.

CyYEs O nNo

IS AN INDEX SYSTEM USED? (I1r vEsS.DPLAIN
BRIEFLY AKD DESCRIBE ANY HARDRARE/SOFTWARK )

employment.

18. RECOMMENDED RETENTION

Retain and maintain for current employees.
respective ITM upon employee transfer.
sonnel department forinclusion in the employee's per—
sonnel file upon termination of Division of Correction

Forward to
Forward to per-

‘9. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

(301) 764-4113

21. DATE

S

DGS 550-4 (REVISED 2/87)




INSTRUGTIQNS - -TYPE OR PRINT A
SEPARATE FOfRM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
WiTH RECORDS RETENTION SCHEDULE
(oGS 880-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO RQAD

BOX 2783
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

sz.ék_or_iL_

1. DEFARTMENT /AGENCY 2. DIVISION 3. WNIT
Public Safety and ' o
Correctional Services Division of Correction Training

a
DEF IN1T1ON - RECORD ERIES'A ROUP OF RELATED RECORDS NOMMALLY

FILED AND USKD AS A UNIT PFOR

4.

RECORD SERIES TITLE

" Training Program Files

REFERENCE AS WELL AS RETENTION ANG DISPOSITION PURPOSER _

5. EARLIEST YEAR/LATEST YEAR
TO

6.
! ‘IN THE SERIES.

These files contain

to a specific traini
to employees.

to a specific program will be
together in an orderly fashion
files may inclu
following:

grouped

de some or all of the

information related

lNg program presented
All information relative

. Program

REC SERIES DESCRIPTION (IIIIFL.Y DESCRIBE THE YTYPES OF INPORHATION[DOCUIENTS/NM FOUND

INCLUOR THE PURPOSE OR FUNCTION OF THK SEFTES)

A. Training Schedules

B. Rosters

C. Sign-in Sheets

D. Red Cross report sheets

E. Matter of record reports

F. Master set of Sign-in Sheets

7. RECORD SERIES FORMAT(S) 8.

O LETTER SIZE MICROF1LM

0O LEGAL SI1ZE COMFUTER TAPE

0 BOUND BOOK

o
a
0 FLOPPY DISK
a

0 AUDIO TAPE VIDEO TAPE

0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE
O ALPHAEETICAL

0 NUMERICAL

0 cHRONOLOGICAL

0 GEOGRAPHICAL

C OTHER(SPECIFY)

3. VOLUME

Q FILE DRAYER(S)

O MICROFILM REEL(S)

0 COMPUTER TAPE(S)
NGKBER 0 oryep(sPeECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
O MICROFILM REEL(S)
KUWEER B COMPUTER TAPE(S)

Q oTHER(SPECIFY)

b1t. zite 1s usen

#~DAILY O WEEKLY O MONTHLY

-

12. ¢|LE BECOMES INACTIVE AFTER

O MONTH(S) 0 YEAR(S)
Rﬂﬂl!

—
. 13. CURRENT LOCATION(S) (HEL.DG.,FLOOR,ROOM)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti1» vyxs, speciry soENCY OR OFFicE)
OyYyes O NO '

15. ACCESS RESTRICTIONS -Q YES O No

(tr yeg, ciTE 1LAwW({S) & rREauLATION(S)

16, AUDIT REQUIREMENTS

O NonE l#swut O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED?T (1P YRs.EXPLAIN

BRIEFLY AND DEECRIRE ANY HARDWARE/ SOFTWARK }

OyEs O No

18. RECOMMENDED mlm

|Retain for two years and until all audit

requirements have been fulfilled, then forwar
to State Records Management -Center for an
additional 13 years, then destroy.

A

. 19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of

Procurement Services (301) 764-4113

20. TELEPHONE NUMEER

21. DATE

sl

DGS 330-4 (REVISED 2/87)




INSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
¥ITH RECORDS RETENTION SCHEDULK BOX 273 3 ]
(DGS 380-1) JESSUP, MARYLAND 20794 PAGE >~ or L

-
.ﬁ . DEFARTMENT /AGENCY

Public Safety and
Correctional Services

2. DIvVisiON

3. WNIT

Division of Correction Training

A GRO QF RELA CORD (-]
DEFINITION-RECORD SERIES- ur ow TED R& § NORMALLY FILKD AND U;IE AS A UNIT FfOR

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOSES

* Training Instructor Certification Records

5. EARLIEST YEAR/LATEST YEAR
TO

mation:

6. RECORD SERIES DESCRIPTION (‘""'L’;::ﬁ::" THE TYPES OF INFORMAT!ON/DOCUMENTS/FORMS FOUND
N THE .

INCLUDK THE PURPOSE QR FUNCTION OF THK su:sz)

The records reflect the instructor certi-
fication information for those employees
who provide training in the institutions.
These records will be maintained in an
order}y and. chronological manner,. and may
contain any or all of the following infor-

Letter requesting certification
MPCTC-18 Form

MPCTC~29 Form

MPCTC Instructor Evaluation

O LETTER SIZE O MICROFILM

0O LEGAL S1ZE O COMPUTER TAPE

‘I’ O BouND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

0 ALPHABETICAL
0 NUMERICAL

0 CHRONOLOG I CAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLULME

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

NUMBER o o\ pp(sPECIFY)

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

L11. gL 15 useED

*

g palLy - 4bmﬁxu¥ O MONTHLY

O onwER{SpPECIFY)

12. FiLE BECOMES INACTIVE AFTER

! .
» 13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROOM])

O MONTH(S O YEAR(S)
0. (s}

14. 1S RECORD SERIES DUPLICAT:D ELSEYHERE?

t1r vyxs, serEciFY saENCY OR OFFicE)
OvyeEs ONO ‘ '

15. ACCESS RESTRICTIONS 0 YES 0 no
(ir yes, ci1T 1aw{S) & rREguLATION(S)

1§. AUDIT REQUIREMENTS

0O NONE }(snnt D FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED?T {1y yRS.DPLAIN
BRIKFLY AND DESCRIAR ANY HARDWARE/SOFTYARK )

Ovyes O nNO

Retain for current
18. RECOMMENDED RETENTION employees,
Forward to respective ITM upon employee transfer.
Forward to personnel department for inclusion in
employee's personnel file upon termination of DOC

employment.

‘I"ln.rqu:AND TITLE OF.PREPAREB- 20. TELEPHONE NUMEBER 21.

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

DGS 3350-4 (REVISED 2/87)

S/i]4)




INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 273 14 “
(DGS 350-1) | JESSUP, MARYLAND 20794 PAGE or
. DEFARTMENT /AGENCY 2. DlvisionN 3. WNIT
Public Safety and o
Correctional Services . Division of Correction Training

DEFINIT!ON - RECORD ERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USKED AS A UNIT FOR
REFERENCE AS WNELL AS RETENTION AND DISPOSITION PURPFPOSES

4. RECORD SERIES TITLE 3. EARLIEST YEAR/LATEST YEAR

Training Tuition Reimbursement Records i TO

§. RECORD SERIES DESCRIPTION ('""'L'Ez:ﬁﬁs;" THE TYPES OF INFORMATION/DOCUMIENTS /FORME FOUND
4N THE SERIES.

INCLUDK THE PURPOSE QR FUNCTION OF THK IEP.‘!ZB]
The record for employees who participate

in the tuition reimbursement program ! A. career Development Plan(s)

may include any or all of the following B. MS-551 request forms
information: c. 0S-1-TG forms

D. 0S-2-TG forms

E. 0S-3-TG forms

F. 0S-4-TG forms

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
QO LETTER SIZE O MICROFILM O ALPHABETICAL 0 FILE DRAWER(S)
: O MICROFILM REEL(S)
O LEGAL S1ZE 0 COMFUTER TAPE O NMERICAL 0 COMPUTER TAPE(S)
Nmsl‘ o
‘ O pounD BoOK O FLOPPY DISK O CHRONOLOGICAL ) OTHER(SPECIFY)
0O AUDIO TAPE O VIDEO TAPE a OGRAPH 1 CAL
T - 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
) 0 MICROFILM REEL{S)
RUNEER O COMPUTER TAPE(S)
.8 OTHER({SPECIEY)
I 11. ritg 1s useD 12. FiLE BECOMES INACTIVE AFTER
: O DAILY - 0 WEEKLY ‘ﬁhcunax O MONTH(S) Q YEAR(S)
- 2000 1 4.0

1 13. CURRENT LOCATION(S) (BLDG. , FLLOOR , ROQM } 14. IS RECORD SERIES DUPLICATED ELSEWHERE?

ti1r yes, srEciry raencY OR OFrice)
Ovyes 0O NO ’

135. ACCESS RESTRICTIONS "0 YES 0 NO

16. AUDIT REQUIrEMENTs Retain for current
(1r yes, c1Tx LAwW(S) & rRxauLATION(S) .

0O nonE 1#snut O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? 3 ' Retain for current
(17 yRs.@PLAIN 18. REC 1N employees.
BRIKFLY AKD DEKSCRIRE ANY HARDRWARE/SOFTWARK)
. ) | Forward to respective ITM upon employee trans
OyeEs O NoO fer. Forward to personnel department for in-
clusion in employee's personnel file upon
termination of DOC employment. The HQ's'
training department maintains a master file o
all current DOC program participants.

. 19. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER ) 21.

DATE
Myles Carpeneto, Director of ' o A f///ﬁ/
Procurement Services (301) 764-4113

DGS 530-4 {(REVISED 2/87)




INSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

]

AGENCY RECORDS INVENTORY

PAGE.;£Z;OF _[L_

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

7278 WATERLOO ROAD
P.O. BOX 2758

(DGS 380-1) JESSUP, MARYLAND 20794

1 . DEFARTMENT /AGENCY 2. DIVISION 3. UNIT
Public Safety and e
Correctional Services Division of Correction Training

DEF INITION-RECORD SERIES.A 9MOUP OF RELATHD RECORDS NORMALLY FILED AND USKD AS A UNIT FoR
REFERFNNCE AS WELL AS RETENTION AND DISPOS]TION PURPOAES

4. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

Out-Service Training Verification Records To

¢. RECORD SERIES DESCRIPTION ("7!XFLY DESCRIAK THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
‘1IN THE SERIES, INCLUDK THE PURPOSE OR FUNCTION OF THK l!l.’!:s,

In general, out-service training can be

defined as training programs received by A. Program brochure
em e B. MS-551 form
ployees off-site or offered by external c Out-of-Stat 1 ¢
agencies. Out-service training verifica- D. Suh g 1 afe Travel Reques
| tion can include any or all of the follow- : cl? g e o Tga;nlng
ing information: ' E. Syllabus/agenda
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VoL

O LETTER SIZE O MICROFILM. O FILE DRAWER(S)
O MICROFILM REEL({S)
O COMPUTER TAPE(S
T I T3 3 {s)

% O oTHER(SPECIFY)

0 ALPHAEETICAL

LEGAL SI1ZE U COMFUTER TAPE O NUMERICAL

BOUND BOOK O FLOPPY DISK

C CHRONOLOGICAL,

AUDIO TAPE 0O VIDEC TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT jON

O FILE DRAWER(S)

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

0 OTWFR(SPFCIFY)

FILE BECOMES INACTIVE AFTER
O MONTH({S) Q YEAR(S)

RURBEN

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

ti1r vyes, sPpECcIFY saEncy OR OFFicr)
O vyEsS O NO

OTHER( SPECIFY)

"OD o o o

0 OTHER(SPECIFY)

| 11,

FILE IS USED 12.

O pAlLY 0 wEEKLY %LMGﬂTEX

—
. 13. CURRENT LOCATION(S) {BELDG.,FLOOR,ROCM)

15. ACCESS RESTRICTIONS "3 YES O NO

{ir vyes, ciTx Law(s] & rEautavion(s)

16. AUDIT REQUIREMENTS

0O Nonk »?CSTAT: O .FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1p yRS.D>PLAIN
BRIKFLY AKD DESCRIBE ANY HAHDIAR&/ SOFTWARK )

Retain-for current
RECOMMENDED RETENTION “employees.
Forward to personnel department for inclusion
in employee's personnel file upon termination
of DOC employment. The HQ's training dept.
retains a master set of MS5-551 forms and Out-
of-State Travel Requests for one yr. after

the conclusion of the fiscal year, the
destroy. : :

.' 51 4

18.

Cyes O nNoO

‘l!. NAME AND TITLE OF PREPARER: 20. TELEPHONE NUMEBER 21

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

DGS 350-4 (REVISED 2/87)

|




INSTRUCTIQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY¥ OR
REVISED RECORD SERIES. FORYARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

]

AGENCY RECORDS INVENTORY

WITH RECORDS RETENTION SCHEDULK

P.O. BOX 2753 (0 I
(DGS 380-1) JESSUP, MARYLAND 20794 PAGE __or ..L_.
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT
Public Safety and o
Correctional Services Division of Correction Training

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

‘ Training Student Evalua

REFERENCK AS WELL AS RETENTION AND DISPOS

tion Forms

AND USED AS A UNIT Fom
ITION PURPOSES

8. EARLIEST YEAR/LATEST YEAR
TO

form.

6. RECORD SERIES DESCRIPTION ‘IHIIFLY DESCRIBK THE TYPES OF INFOMTION/DOCU‘NTB/FOM FOUND
INCLUDE THMK PURPOSE QR FUNCTION OF THK l!l’l’!l)

‘IN THE SERIES.

COMAR requ1rements state that employees
participating in approved training pro-
grams must complete a student evaluation

7. RECORD SERIES
O LETTER SIZXE

O LEGAL SI1ZE

a

a
C sBOUND BOOK O
0 AupDlO TAPE O
O OTHER(SPECIFY)

FORMAT( S )

M 1CROF 1 LM
COMFUTER TAPE
FLOPPY DISK

VIDEQ TAPE

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0 NUMERICAL

O CHRONOLOGICAL,

9. VOLUME

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

NUMBER 0 o ep(sPECIFY)

0 GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
O MICROFILM REEL(S)
RUISEY U COMPUTER TAPE(S)

O _OTHER(SPECIFY )

| 11. piLe 15 useD 12. FILE BECOMES INACTIVE AFTER
) g palLy *LWEEKLY O MONTHLY O MONTH(S) 0 YEAR(S)
; RURIEN
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPL | CATED ELSEWHERE?
tir yrs, sPeciry raENCY om orrice)
O YEs D NO
1S. ACCESS RESTRICTIONS ‘CYyEs ONO 16. AUDIT REQUIREMENTS

(1" vms,

ciTk LAW(S) & rxautATION(S)

O NoE ¥£snnt O FEDERAL O INDEPENDENT

17.

OYEs O NO

IS AN INDEX SYSTEM USED? (i@ YRS.KPLAIN
BRIKFLY AND DESCRIBRE ANY H.ARDIARK/ BOFTYWARK )

RECOMMENDED RETENT JON

Retain for two

(2) years and -.
until all audit
requirements have.
been fulfilled,
- then destroy-.

’ 12. NAME AND TITLE OF PREPARER

Myles Carpeneto, Direct
Procurement Services

20. TELEPHONE NUMEER

or of

(301) 764-4113

21. DATE

s/la

DGS 550-4 (REVISED 2

/187)




INSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥Y OR
REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULEK P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 YATERLOO ROAD

BaxX 278

AGENCY RECORDS INVENTORY

mmz_lz_or_LL_

(DGS 830-1) JESSUP, MARYLAND 20794

‘l' 1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT
Public Safety and : o
Correctional Services Division of Correction Training

a
DEF IN1TION - RECORD SERIES-A ROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOBES

8. EARLIEST YEAR/LATEST YEAR

* Training Lesson Plans and Training Commission Approval Sheets TO

| 6. ECORD SERIES DESCRIPTION (IRII'LY DESCRIBE THE TYPES OF IHFOMTION/DOCU‘NTS/FOM FOUND

tN THE SERIES.

INCLUDK THE PURPOSE OR FUNCTION OF THK 88!’1!!;

These documents record the actual training’
presented in the classroom as well as
whether or not the materials were sub-
mitted to the Correctional Training

Commission for approval.

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

0 LEGAL SiIZE O COMFUTER TAPK

0 pound BOOK O FLOPPY DISK

0 AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
0 ALPHABETICAL
0 NUMERICAL
0 CHRONOLOGICAL,
U GEOGRAPHICAL

O OTHER(SPECIFY]

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

NGMBER o oppp(sPECIFY)

10. ANNUAL ACCUMULAT JON

O FILE DRAWER(S)
O MICROFILM REEL(S)

RUMBER O COMPUTER TAPE(S)
C oTHER(SPECIEYY

]11.

FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
: O palLY - (Lmnxxv O MONTHLY O MONTH(S) 0 YEAR(S)
— 118121 1 4.8
! 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
‘ tir vyrs, srecirFy raENCY om orrccz)

C YES EJNO

15. ACCESS RESTRICTIONS
(ir vyus,

‘0 YES 0O NO
ciTE LAW(S) & rxauLATiION(S)

16. AUDIT REQUIREMENTS

0 NONE *bsnnt O FEDERAL 0O [INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1F vxs.D>PLAIN
BRIKFLY AND DESCRIRR ANY HARD‘AR‘I BOFTRARK )

Qyes O No

Retain for five yrs.
18. RECOMMENDED RETENTION at the Institution
then send to the State Records Center for 15
yrs., then destroy.
The HQ's training department retains a set
of records for three years, then destroy.

Il 19. NAME AND TITLE OF!%EE%RER- 20,

Myles Carpeneto, Director oE

Procurement Services (301) 764-4113

TELEPHONE NUMEER

21. DATE

S/igy

DGS 350-4 (REVISED 2/87)




INSTRYCT IQNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES ‘
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISIoN AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULEK P.O. BOX 278 4 ]

(DGS 880-1) ~ JESSUP, MARYLAND 20794 PAGE ___or /I

1. DEFARTMENT/AGENCY 2. DIVISION 3. WIT

Public Safety and ) .

Correctional Services . Division of Correction Training

DEF INIT1ON-RECORD SERIES.A OMOUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT Fom
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

' Training Resource Materials TO

| §. REC SERIES DESCRIPTION (nnlxruv DESCRIERK THE TYPKS OF INFORMAT!ON/DOCUMENTS/FORMS FOUND
i ‘1IN THE SERIES. INCLUOK THE PURPFOSE QR FUNCTION OF THE SERTES)

These materials include magazines,
catologs, newsletter, etc.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SizE O MICROFILM O ALPHABETICAL O FILE DRAWER(S)
. O MICROFILM REEL(S)
0 LEGAL SIZE QO COMPUTER TAPE C NUMERICAL O COMPUTER TAPE(S)
NUMBER 0 oryarp(sPECIFY)
0 BOUND BOOK O FLOPPY DISK O CHETONOLOG I CAL, )
o a a
AUDIO TAPE VIDEO TAPE GEOGRAPHICAL ‘0. ACCLMULAT 108
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
' 0 MICROFILM REEL(S)
KUMB®PX 0 COMPUTER TAPE(S)
0 OTHER|SPECIFY)
|11 piLe 1s wsED 12. FILE BECOMES INACTIVE AFTER
' O pAILY - 0 WEEKLY #iuunﬂlv 0O mMoNTH(S) O YEAR(S)
5 RUNIEN
. 13. CURRENT LOCATION(S) {EBELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
' tir vyes, sPEciry raENcCY OR oOFrice)
g ves 0O No ) '
15. ACCESS RESTRICTIONS "OCYES OnNo 16. AUDIT REQUIREMENTS

(1" vyes, ciTx LAwW(S) & rEauLATION{S) . -
O NONE ﬁﬂu:ﬂrmmuwﬂmvmmm

17. 1S AN INDEX SYSTEM USED? (1r vRS.DPLAIN
BRIKFLY AND DXKSCRIRE ANY H.ARDIARE/ SOFTRARK )

. . . S Retain for ‘three '
CyeEs O no (3) years or un-

til information
becomes outdated,
then destroy.

18. RECOMMENDED:'RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER , 21. DATE
Myles Carpenetd, Director of ’ o : L{///?/
Procurement Services ‘ (301) 764-4113

DGS 5350-4 {(REVISED 2/87)




INSTRUSCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
¥1TH RECORDS RETENTION SCHEDULK P.O. BOX 273 q J
(DGS 580-1)  JESSUP, MARYLAND 20794 PAGE _L_or 1
. 1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT '
Public Safety and o
Correctional Services . Division of Correction Training

DEF INITION -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT ron
AKFERENCKE AS YELL AS RETENTION AND Dl'”!l[[g PURPFPOSES
_r‘_ RECORD SERIES TITLE JTraining Memoranda Prescribing Policies
: and Procedures or Other Guidelines to Follow

8. EARLIEST YEAR/LATEST YEAR
To

| 6. RECORD SERIES DESCRIPTION (®"'%FLY PESCRIRK THEK TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

‘IN T}‘E SERIES. INCLUDE THE PURPOSBE QR FUNCTION OF THK u:mzs)
These let .
Commissio§:§s gay.be written by the
and chart a éou?:éSt?nt‘Commissioner,
training. of direction for
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM O ALPHABETICAL O FILE DRAWER(S)
. O MICROFILM REEL(S)
0 LEGAL SIZE O COMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
NUMBER SPECIFY
0 pouND BooK O FLOPPY DISK 0 CHRONOLOGICAL . U OTHER{ !
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
RUMSEYX O COMPUTER TAPE(S)
O OTHER(SPECIFY)

!"' FILE IS USED ‘ 12. FILE BECOMES INACTIVE AFTER

l J pAlILY - ‘+sz O MONTHLY O MONTH(S) O YEAR(S)

; RUMIYN.

! 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROCM) : 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti1r vyrs, sPEcirY sraEncY OR OFrice)
O vyeEs 0O NO '

135. ACCESS RESTRICTIONS -0 YES g Nno 16. AUDIT REQUIREMENTS
{ir vyes, ci17vx LAwW(S) & rxauLATiON(S)
O NONE )fsrxr: O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? {1¥ YRS.DOPLAIN

18. RECOMMENDED RETENTION
BRIKFLY AND DESCRIRE ANY HARDWARE/SOFTWARK)

Permanent, Retdin

Oves O no ' | until replaced by
_ updated pdlicies/
procedures/guide- :
. lines,then transfer to
‘ _ o " to Md. State Archives
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER _ 21. DATE
Myles Carpeneto, Director of ' ' . ng[//?y
Procurement Services (301) 764-4113

DGS 5350-4 (REVISED 2/87)




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

(DGS 580-1)

REVISED RECORD SERIES. FORWARD
WIiTH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

N

AGENCY RECORDS INVENTORY

717% WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

mmz_lg_or_li_

r]. DEFARTMENT / AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. UNIT

Training

DEFINITION-RECORD SERIES-

A GROUP

OF RELATED RECORDS NORMALLY F]LED
1-RE 1o} ]

4., RECORD SERIES TITLE

REXFERENCE AS NHELL AS RETENTION AND

Training Minutes from Training Meetings

AND USKED AS A UNIT Fronr
ITION PURPOBES

5. EARLIEST YEAR/LATEST YEAR
To

These docume
at quarterly

6. REC SERIES DESCRIFPTION ‘-RIKFLY DESCRIBE THE TYPES OF INPORHAYION/DOCU_NTS/NM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK IEP.TZS)

‘IN THE SERIES.

nts transcribe the activities
training meetings.

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

O LEGAL SI1ZE U COMPUTER TAPE

0O soUND BOOK O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0O NUMERICAL

0 CHRONOLOGICAL

$. VOLLME

O FILE DRAYER(S)

O MICROFILM REEL(S)

0 COMPUTER TAPE(S)
RUMBER OTHER(SPECIFY)

0 GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

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

}11.

O OTHER(SPECIFY)

FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
8 pAILY 0 WEEKLY YQMGHHLY 0 MONTH(S) 0 YEAR(S)
! RUASEX.
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
{1 yzs, sPpeciFy raency Om orFrice])
0O YEs 0O NO ’
15. ACCESS RESTRICTIONS "0 YES g NnO 16. AUDIT REQUIREMENTS
(ir yEs, ci17Tx Law(s) & rEautaTiON(S) .
O NONE Vannt O FEDERAL O INDEPENDENT
17.

IS AN INDEX SYSTEM USED? |
BRIKFLY AND DESCRIAE ANY

OyeEs O nNnO

1P YRES.KPFLAIN

18.
HARDRARE/ SOFTWARK )

RECOMMENDED RETENT JON

Retain for three
(3) years and
then destroy.

19. NAME AND TITLE OF PREPARER -

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

(301) 764-4113

21. DATE

S5

DGS 330-4 (REVISED 2/87)




upsxéggzlgu§--rvpg OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE
(DGS 580-1)

e coms A aCar e SERVICES | AGENCY RECORDS INVENTORY
727% WATERLOO RQAD

P.O. BQX 273 ll II

JESSUP, MARYLAND 20794 e PAGE _ff _or 17

‘ 1t . DEFARTMENT /AGENCY
Public Safety and
Correctional Services

2. DIVISION 3. WNIT

Division of Correction : Training

DEFINITION -RECORD ER]ES-A GROUP OF RELATED RECORDS NOMMALLY FILED AND USKD AS A UNIT FOR

4. RECORD SERIES TITLE

REFERKNCKE AS WELL AN RETENTION AND DISPOS|TION PURPOSES

Training General Correspondence

5. EARLIEST YEAR/LATEST YEAR
TO

6. RECORD SERIES DESCRIPTION (-Ri"LTsDE.R.ICERSIII THE TYPES OF INFOMTION/DOCU_NTS/'OM FOUND
IN TFHE .

This is comprised of miscellaneous letters
from various sources.

INCLUDE THE PURPOSBE OR FUNCTION OF THK lxmzs)

7. RECORD SERIES FORMAT(S)

O LETTER SIZE T MICROFILM

O LEGAL SI1ZE 0O COMFUTER TAPE
‘I' O BOUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECI!FY)

8. RECORD SERIES SEQUENCE 9. VOLUME

O ALPHABETICAL C FILE DRAWER(S)
: O MICROFILM REEL(S]
O COMPUTER TAPE(S)
NUMBER
0 CHRONOLOG I CAL . 0 OTHER(SPECIFY)

O NMERICAL

a OGRAPH | CAL
= ! 10. ANNUAL ACCUMULAT ION

C FILE DRAWER(S)

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

0 grER(SPECIFYY

0 OTHER({SPECIFY)

I 11 pite 1s usep
fa'DAILY - 0 wEEKLY

=

=

12. FILE BECOMES INACTIVE AFTER

O MONTHLY RURIYX O MONTH(S) " O YEAR(S)

! 13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROCM)

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

tir yxs, seEciry ragncy om orrice)
0 vyeEs O No

1S. ACCESS RESTRICTIONS "0 YES
{ir vye8, ciTx raw(s) & rREauLATION(S)

0O NnO 16, AUDIT REQUIREMENTS

O NonE fﬁnm:z O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1pr yrsS.KOPLAIN
BRIKFLY AND DESCRIBE ANY HARDIARE/IOFTIAR‘)

OYEs O nNoO

18. RECOMMENDED RETENT ION

Retain for three
(3) years or un-.
¢ til information
" is outdated, then
destroy.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER ) 21. DATE

DGS 5350-4 (REVISED 2/87)

(3OL) 764-4113 ' | 9 /L/?y




