
DEPARTMENT OF GENERAL SERVICES Schedule No. 2628 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3 
- - - - - -- - - -- - 

Agency DivisionlUnit 
DEPARTMENT OF PUBLIC SAFETY PRETRIAL RELEASE SERVlCES 
AND CORRECTIONAL SERVICES PROGRAM - CENTRAL -- REGION 

Item Description Retention 
No. - 

1. PRETRIAL RELEASE SERVICES "CASE MANAGEMENTI Retain at Hdqrs. for one (1) 
ADMINISTRATIVE (ONCE-A-WEEK SUPERVISED VIA year and then send to State 
TELEPHONE OR IN-PERSON; AND/OR DIVERSION Records Center for 5 years, and 

then destroy. 
A case file is a pre-printed 8 '/z x 11 manila folder. The average 
case file contains the following records: 

A. Statement of Charges 
R. Rail Recommendation Form 
C. Case record sheet (Case Agent notes) 
D. Recognizance Form 
E. Call-in Record Sheet 
F. Diversion Contract 
G. Assessment Forms 
H. Urinalysis test result printouts 
1. Supervision Agreement 

K. Risk Classification and Assessment Form 

Schedule Approved by Department, Agency, Schedule Authorized by State Archivist 
or Division Repr entative. 
Date 

&A?+ 
Date ~ / z b / 2 0 1 3  I I 

Signature 

Typed Name Robert S. Weisenqoff Signature .- 
Title Executive Director 

--m ..-- 



DEPARTMENT OF GENERAL SERVICES Schedule No. 2628 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 3 
(Continuation -- - - -- Sheet) 

Agency DivisionIUnit 
DEPARTMENT OF PUBLIC SAFETY PRETRIAL RELEASE SERVTCES 

AND CORRECTIONAL SERVICES PROGRAM - CENTRAL -. REGION 
Item Description Retention 
No. 

PRETRIAL RELEASE SERVICES "CONDITIONAL RELEASEn Retain at Hdqrs. for one (1) - 

3 &. (INTENSIVE SUPERVISION, DRUG, ALCOHOL, ETC) CASE year and then send to State 
Records Center for 5 years, 
and then destroy. 

A case file is pre-printed 8 112 x 1 1 manila folders. The average 
case file contains the following records: 

A. Statement of Charges 
B. Bail Recommendation Form 
C. Case Record Sheet (Case Agent notes) 
D. Recognizance Form 
E. Call-in Record Sheet 
F. Assessment forms 
G. Treatment facility progress report 
H. Rescind Order/Supervision Report 
1. Urinalysis test result printouts 
K. Supervision Agreement 
L. Risk Assessment and Classification form 

3. PRETRIAL RELEASE SERVICES "FALURE TO APPEAR1 Retain at Hdqrs. for six (6) 
FAILURE TO REPORT " lNOT UNDER PRETRIAL months, and then destroy. 
SUPERVISION) CASE FILES 

A case file is pre-printed 8 % x I I manila folder. The average case 
file contains the following records: 

A. Statement of Charges 
R. Rail Recommendation Form 
C. Case record sheet (Case Agent notes) 
D. Recogni~ance Form 
E. Call-in Record Sheet 
F. Assessment Forms 
G. Urinalysis test result printouts 
H. Supervision Agreement 
I. Risk Assessment and Classification Report 
J. Rescind OrderISupervision Report 

K. Notification Letter 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 2628 

Page 3 of 3 

Agency DivisionlUnit 
DEPARTMENT 
AND 

Item 
No. - 

4. 

5. 

OF PURLIC SAFETY PRETRIAL 
CORRECTIONAL SERVICES PROGRAM 

Description 

REPORT FILES 

Consisting of statistical data kept on a weekly, monthly, quarterly, 
semi-annually or annual basis by fiscal and calendar year 

GENERAL CORRESPONDENCE 

Subject arrangement of original incoming letters, copies of outgoing 
letters, memoranda, studies, reports, directives, policies, and other 
materials related to the administration of the Program. 

RELEASE SERWCES 
- CENTRAL REGION - -- 

Retention 

Retain for three (3) years, 
then destroy with the 
following exception: transfer 
to the Maryland State Archive 
all annual reports. 

Screen annually and destroy 
material no longer needed for 
current business. with the 
following exception: transfer 
to the Maryland State Archive 
directives, policies and other 
material related to the 
planning and policy that 
illustrate the development of 
the Program. 
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-- - -- 

Instructions -Type or Print e separate form for 

each new or revlsed record serles. Forward 

with Records Retentlon Schedule (DGS 560-1) 

1. De~eRmentlAgency 

DEPARTMENT OF PUBLIC SAFETY AND 
CORRECTIONAL SERVICES 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DlVlSlON 

7275 Waterloo Road, P.O. 80% 275 
Jessup. Maryland 20794 

44 b199.10RD 

2. Dlvlsion 

DPDS - CENTRAL REGION 

. AQENCY RECORDS INVENTORY 

PAGE 'I OF 1- 

3. Unit 

PRETRIAL RELEASE SERVICES PROGRAM 

CENTRAL REGION 

DEFINITION: RECORD SERIES: A group of relgted records normally fllsd and u3ed as a unit for reference es well as mtentlon and disposltlon 
purposes. 

4. Record Series Tltle 

PRETRIAL RELEASE SERVICES PROGRAM -CENTRAL REGION 

5. Earliest Yearl Mast Year 
1994 to 2012 

6. Record Series Description (Brlefly deacn'be t h ~  types of information docurnentdbns in the sedes. Include the purpose or fundion of the sorles) 

Flle blders, dienl informallon and supervision plan lnbnnetion 

7. R m f d  Saw Femm(8 LO1 Ml 

& r ~ w  u 
LW Slrr o chwuts, ~ n p n  

~ M O T S P E  O~lawy~k 

DB6und~sa* Dvldaa~am - (*pecnv).- 

8, Rscwd Won S e a m  

, & h o m l  

o ~ u m e  

onwondoglcal 

0- 

0 6 m a r ~ ~ ~  - 

9, Vohme - 
mwr 

d~ ~8wer(e) 
0 ~km6m ROW) 

CarnWterTa~e(8) 

0 (W)- 

16. Annual PdCymUlnibn 

Numbs 

& m a ,  
Mlmnm ~ w y z )  
Campula T m h )  

D o m  (apaalV1- 

11. wn h u w  

dl Owww 0 Mc4My O l n h  

13. Cunw Lwn(kn(8) (El*., M, Rwm) 

Mlmon Cotmhowe. Reem 808 

16. Mmsa Resmcuont (If Yea, c ~ e  ~nw((l) & Rqumm($) 

o v w  6 

' 17. I8 en 1ndr)x 8yst ucmb) If yea. expln b M l y  end dcacdbm rsqt~lrsmen(J 

2 0  

12. Flle eocr~~~w Inaa~lva A M  - 
Flvmber n Mwr(h(f.) 0 Y ~ I )  

' ,  R- sulr 6rJ Er~ewflom? (If yea. specily nQmcy w o m . )  
ova 

re. hum uaqukemena 

Oaae OF- n-anbml 

18. Recommended Retention 

5 years 

19. Name end Tltle of Prepam 

Marie 6. Hlsley, AdmlnlstrWive O f n c ~  II 

r - - - - - - . .- . - - 
20. Telephone Number 

410-980-5914 

21. Date 

November 7,201 2 



DOS-ISO.I
kREV. 7 /««

DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
N0-1222

PACE
HO. 1 O f 3

DEPARTMENT OF PUBLIC SAFETY & CORRECTIONAL SERVICES - PRETRIAL RELEASE
SERVICES DIVISION

AOENCY Ol VISION

Item
No. Description Retention

1 .

2 .

Pretrial Release Services "Rejects" (not
under Pretrial Supervision) Case Files

A case file, is a pre-printed 8 1/2 x 12)
manilla folder.

The average case file contains the following
records:

Statement of Charges
Bail Recommendation Form
Record Checks (CJIS; traffic; criminal;
Baltimore City Police. Department; etc.
Case Record Sheet (Investigative Notes)

Pretrial Release Services "Regular Release"
(once-a-week supervised via telephone call 1
and/or "Diversion" (first time offender
program) Case Files

The average case, file contains the following
records:

Statement of Charges
Bail Recommendation Form
Record Checks (CJIS; traffic; criminal;
Baltimore. City Police. Department; etc.)
Case. Record Sheet (investigative. Notes)
Recognizance Order
Call-in-Card (when case is closed
Diversion Contract

Retain at Headquar-
ters for three (3) yrs
Thereafter, to be
be transferred to
the State Records
Center for disposal
ten (10) years from
the date the case
was closed.

Retain in Headquar-
ters for three (3)
years. Thereafter,
to be transferred
to State Records
Center for disposal
ten (10) years from
the date the case
was closed.

Schedule Approved by Deportment,

Agency, or Division Representative

4rJ* J^ih^fT^h-
' Date ;«nnoluro \ J Titles

Schedule Authorised fcy

/ Oeto/ Slate ArdilvUtl/



1 OHM KM
REV. i/75

Item

No.

3.

4.

f

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Description

Pretrial Release Services "Conditional
Release." (intense supervision: Drua:
Alcohol; DWI; etc.)•Case Files

The average case file, contains the
following records:

Statement of Charges
Bail Recommendation Form
Record Checks (traffic;
criminal; Baltimore City Police
Department; etc.)
Case Record Sheet (Investigative
Notes)
Recognizance Order
Call-in-Card (when case is closed)
Assessment Forms
Treatment Facility Progress
Reports
Rescinding Order
Performance. Letter to Court on
date of trial

Personnel Files

Consisting of employee personnel files
arranged in alphabetical order which
contain but are not limited to the.
following: Applicant. Investigation,
Retirement Information, Withholding
Statement/Address Card, Health Care
Enrollment Information; Automobile Rules,
Blood Assurance Program Application,
Self-Identification of Disability Form,
MS 310's, Annual Efficiency Ratings,
Letters of Commendation, Reclass/
Promotion materials, MS 340 - Employee.
Identification Form; MCTC Evaluation
Form and Nomination Form, Personnel
Transactions Forms, Accident Leave
Information, Acting Capacity Requests,
MS 100 - State Applications, Retirement
forms, Medical Reports, MS 22.

!

SCHEDULE

NO. 1222

PAGE
NO. 2 of 3

Retention

Retain at Headquar-
ters for three years
three (3) years
Thereafter, to be
transferred to the

State Records Center
for disposal ten (10)
from the. date the case
was closed.

Retain in Headquar-
ters active status plus
four years after termi-
nation. Thereafter,
to be transferred to
State Records Center
for disposal six (6)
years after employee's
termination then
destroy.



IUKM DM I A
RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Item
No. Description

SCHEDULE
NO. 1 2 2 2

PAGE
NO.

3 of 3

Retention

7.

Certification Files

Consisting of list of eligibles, de-
cline not'ices and letters to applicants
who failed to respond to interview.
Kept by classification on a Fiscal Year
basis.

Report Files

Consisting of statistical data kept on
a weekly, monthly, quarterly, semi-
annual or annual basis by Fiscal Years.
May include but not limited to: Monthly
Position Count, Payroll In-transits,
E.E.O. Reports, Unemployment Insurance.
Questionnaire, Dept. of Human Resources
Employment Statistics, Part-time Employ-
ment Reports, Turnover Report, Accident
Leave. Report, Personal Leave and Wage
Report.

Leave Records

Consisting of alphabetically arranged
MS 920 leave cards which show annual
accumulation of all leave earned and
used by employees and corresponding
form ADM-31 and/or time sheets.

Retain in Headquar-
ters for three (3)
Fiscal years plus
current year, then
destroy. Keep longer
where litigation is
pending and until
case is closed

Retain in Headquar-
ters for three. (3)
calendar years,
then destroy.

Retain in Headquar-
ters for three (3)
calendar years plus
current year and
until all audit re-
quirements have been
fulfilled, then des-
troy.

Retain final leave
card prior to termi-
nation of employment
for four (4) calendar
years and until audi-
ted, then destroy.



INSTRUCTION5- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 1 OF Z_

1 . DEPARTMENT/AGENCY

ublic Safety & Correction
2. DIVISION

Pre-TRial Release Service
3. UNIT

Case Processing

DEFINITION-RECORD SERIES-* OltOUP Or "«LATEO RECORDS NORMALLY PILED AND UtKD AS A UNIT FOR
REFERENCE AS H U . AS RETENTION AND DISPOSITION PURPOSEI

4 . RECORD SERIES TITLE

Rejects (not under PTRS supervision)
8 . EARLIEST YEAR/LATEST YEAR

1.9 R2 TO _present

| 0. RECORD SERIES DESCRIPTION {•RIKFl-Y DESCRIBE THE TYPES Or INPORMATION/DOCUMENTS/PORM8 POUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

8 1/2 x 12" manilla folder. Statement of Charges; Bail REcommendation Form;
REcord Checks (CJIS, traffic, criminal; Case
Record sheet.

7. RECORD SERIES FORMAT(S)

D^LETTER SIZE D MICROFILM

B LEGAL SIZE D COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

B"ALPHABETICAL

O NUMERICAL

° CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME

D FILE DRAWER(S)
3 8 4 D MICROFILM REEL(S)

, O COMPUTER TAPE|S)
HUMBK* BROTHER! SPECIFY)
cubic ft. Office/storage

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)

OQ D MICROFILM REEL(S)
NuUhEn D COMPUTER TAPE( S )

CUt f t . . \H//crrytrv>{ S P E C I F Y L

II . FILE IS USED

O DAILY
as required by court
D WEEKLY D MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
f& D MONTH(S) Ig^fEARFrfWBCTT" (s)

IS. CURRENT LOCATION(S) {BLDG. ,FLOOR,ROOM)
Room 508
100 N. Calvert St., Balto., MD 21202

14. IS RECORD SERIES DUPLICATED ELSEWHERET
( IP YES, SPE/CIPY /.OEKCY OR OPPICE)
D YES ê f4O

IS. ACCESS RESTRICTIONS B^YES Q NO
( IP YES, CITE LAB(s) A RBQULATIONI S)

CJIS regulations

16. AUDIT REQUIREMENTS in te r -depar tmenta l

D NONE B»̂ STATE D FEDERAL B INDEPENDENT

17. IS AN INDEX SYSTEM USEDT {|p YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY KARDBARC/SOPTBARE)

.-.:--- - y- • --n
t/NCD YES NO

IB . RECOMMENDED RETENTION

10 years

<k
NAME AND TITLE OF PREPARER
Janet D. Yodris,
Adm^ Officer I

20. TELEPHONE NUMBER

333-3823

2 I . DATE

5-22-90
(/ DCS S5«-4 (REVISED 2/87)



IMSTRUCTIQNS•-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS BBO-t )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 2 OF 1_

DEPARTMENT/ACENCY

ublic Safety & Correction
2. DIVISION

t> Pre-TRial Release Service
a. UNIT

Case Processing
DEFINITION-RECORD SERIES-* OIIOim O F ««LATBD RECORDS NORMALLY FILED AND UtID Al A UNIT FOR

WEFCRENCE AS •BU. AS RETENTION AND DISPOSITION PUBPOBM •

4. RECORD SERIES TITLE

Regular Release/Diversion CAse files
8. EARLIEST YEAR/LATEST YEAR

1982 TO present

0. RECORD SERIES DESCRIPTION JBRIK|ri-Y DESCRIBE THE TYPES Or INPORMATION/DOCUIHENTS/PORMB POUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

8 1/2 x 12" manilla folder. Statement of Charges; Bail REcommnedation form;
Record Checks (CJIS, District and Circuit Court
Balto. City Police); Recognizance Order; Call-
in-Card; Diversion Contract.

7. RECORD SERIES FORMAT(S)

D'LETTER SIZE a MICROFILM

° LEGAL SIZE • COMPUTER TAPE

P BOUND BOOK • FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^^ALPHABETICAL

D NUMERICAL

a CHRONOLOGICAL

O GEOGRAPHICAL

B OTHER(SPECIFY)

9. VOLUME

° FILE DRAWER(S)
300 ° MICROFILM REEL(S)

D COMPUTER TAPE(S)
N U M B B " O^OTHER(SPECIFY)

cubic ft. Office/Storage
10. ANNUAL ACCUMULATION

• FILE DRAWER(S)

5Q • MICROFILM REEL(S)

RT5BCTR- D COMPUTER TAPE(S)
C U . f t . . n/hTHFR(SPFrlFY)

II .
FILE is USED a s r e q U i r ed by court

a DAILY Q WEEKLY Cl MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

I® D MONTH(S) O-̂ YIYEAR(S)

13. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)
Room 508
100 N. Calvert St., Balto., MD 21202

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IP YES, SPECIFY AGENCY OR OFFICE)
a YES Gfc'NO

18. ACCESS RESTRICTIONS O/YES D NO
( I F YES, CITE LAV(S) a REGULATION!s)

CJIS regulations

16. AUDIT REQUIREMENTS inter-departmental

D NONE INSTATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( ,w n s . W U I N

BRIEFLY AND DESCRIBE ANY HARDIARe/SOFTWARE)

a YES NO

18. RECOMMENDED RETENTION

10 years

NAME AND TITLE.OF PREPARER

Janet D. Yodris,
Adm£<g5icer. I

2 0 . TELEPHONE NUMBER

333-3823

2 t . DATE

5-22-90

0 DCS 5^-4 (REVISED 2/87)



IfJSTRUCTIQNS-•TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 980-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 3 OF

DEPARTMENT/AGENCY

>ublic Safety & Correction

2. DIVISION

; Pre-TRial Release Service
3. UNIT

Conditional RElease

DEFINITION-RECORD SERIES A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS BELL AS RETENTION AND DIBI»OBITION PUHFQgEg

4 . RECORD SERIES TITLE

Conditional RElease Case Files

S . EARLIEST YEAR/LATEST YEAR

j Q P4 TO p rpgpnf

I 0. RECORD SERIES DESCRIPTION f B R I K P U r DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

8 1/2 x 12" manilla folder. Statement of Charges; Bail REcommendation form;
Record Checks (traffi; criminal; BCPD); Case
Record sheet; REcognizance Order; Call-in-Card;
Assessment Forms; Treatment FAcility Progress
Reports; REscinding Order; Performance Letter.

7. RECORD SERIES FORMAT(S)

CLETTER SIZE D MICROFILM

• LEGAL SIZE O COMPUTER TAPE

• BOUND BOOK O FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

D OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

B"ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

322
O FILE DRAWER(S)
O MICROFILM REEL(S)
Q COMPUTER TAPE(S)

N U M B E* B^OTHERt SPECIFY)
cu.ft; office/storage

1 0 . ANNUAL ACCUMULATION

D FILE DRAWER(S)
35 n MICROFILM REEL(S)

ETOSETT D COMPUTER TAPE(S)
C U . f t . P^'on-FBI BE"bn-irp(BPFriFV)

1 1 . FILE IS USED , .
as required by court

O DAILY D WEEKLY O MONTHLY

12 • FILE BECOMES INACTIVE AFTER,
D MONTH(S) tB^YEAR(S)

13. CURRENT LOCATION!S) ( BLDG. .FLOOR,ROOM)
Room 508
100 N. Calvert St., Balto., MD 21202

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
{IF YES, SPECIFY AOEKCY OR OFFICE)

D YES B'-NO

IS. ACCESS RESTRICTIONS D^YES O NO
(IF YES, CITE LAV(S) A RBOULATION(S)

CJIS regulations

16. AUDIT REQUIREMENTS I n t e r d e p a r t m e n t a 1

O NONE INSTATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (if VK8.U7UilN
BRIEFLY AKD DESCRIBE ANY HARDBARE./SOFTBARE J

D YES t NO

18. RECOMMENDED RETENTION

10 years

NAME AND TITLE OF PREPARER
Janet D. Yodris,
Adm^ Officer. I

20. TELEPHONE NUMBER

333-3823

2 I . DATE

5-22-90

D C S 5«4>-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 550-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 4 OF

J . DEPARTMENT/AGENCY
5ublic Safety & Correction

2. DIVISION ,

Pre-TRial Release Service!;
S. UNIT

Administrative

DEFINITION-RECORD SERIES-* aitOU* o|r RKLATBD RECORDS NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AS SELL AS RETENTION AND DISPOSITION rUBFOBEl

4 . RECORD SERIES TITLE
Personnel Files

5 . EARLIEST YEAR/LATEST YEAR

iQfiR TO present

I 9. RECORD SERIES DESCRIPTION (BRI"FUr DBE-CRIBE. THE TYPES Or INPORMATION/DOCUMENTS/PORMB POUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

Employee Personnel. Withholding STatements; Health CAre Forms; Efficiency
Ratings; Insurance forms; MS 340; MS22; Acting CApacity
Requests; MS 100, Medical REports.

7. RECORD SERIES FORMAT(S)

Q^LETTER SIZE O MICROFILM

D LEOAi. SIZE Q COMPUTER TAPE

D BOUND BOOK • FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^'ALPHABETICAL

° NUMERICAL

H CHRONOLOGICAL

Q GEOGRAPHICAL

0 OTHER(SPECIFY]

9 . VOLUME

Q FILE DRAWER(S)
D MICROFILM REEL(SJ
D COMPUTER TAPE(S)
CĴ OTHERJ SPEC I FY)

cu ft.'office/storage
10. ANNUAL ACCUMULATION

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

:R TAPE(S)
CU f t . - Ji^rHFPISPFriPVl

» D MICROFIL
LbUhgk D COMPUTEF

1 f t . - JJkOTHFBI BE
11 * FILE IS USED (Xo A**fr«~&a?6a&

D DAILY D WEEKLY O MONTHLY

12" FILE BECOMES INACTIVE AFTER,

D MONTH(S) B-'YEAR(S)

1 3 . CURRENT LOCATION(S) (BLDG. .FLOOR,ROOM)
Room 508
100 N. Calvert St., Balto., MD 21202

14. IS RECORD SERIES DUPLICATED ELSEWHERET
( I F Y E S , S P E C I F Y AOENCY OR O F F I C E )

Q YES B"NO

1 5 . ACCESS RESTRICTIONS • YES B~NO
( I F YES, CITE LAW(S) A REOULATION(S)

16. AUDIT REQUIREMENTS mter-depar tmental

D NONE D^STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( I F YES.EXPLJl IN

BRIEFLY AKD DESCRIBE ANY HARDWARE./SOFTWARE) 18. RECOMMENDED RETENTION

E YES ^ NO
6 years fcom'

termination date. \

NAME AND TITLE OF PREPARER

Janet D. Yodris,
Adm^ Officer I

2 0 . TELEPHONE NUMBER

333-3823

2 I . DATE

'5-22-90

DCS 3*t-4 (REVISED 2/87)



I ̂STRUCT IQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 850-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 5 OF 7

J . DEPARTMENT/AGENCY

sublic Safety & Correction
2. DIVISION

Pre-TRial Release Service
J. UNIT

Adminstrative

DEFINITION-RECORD SERIES-* O I I O O P O F MLATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR
H i r e r o w c g A S i g u . AS RETENTION AND D I S P O S I T I O N pu»w»«e«

4 . RECORD SERIES TITLE

Certification Files
5 . EARLIEST YEAR/LATEST YEAR

1985 TO present

I •• RECORD SERIES DESCRIPTION (BRIIt|ri-Y DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS POUND

•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Eligible lists of employment hirings and decline notices and letters to
aplicants who failed to respond to interview.

1

7 . RECORD SERIES FORMAT(S)

B'LETTER SIZE O MICROFILM

D LEGAL SIZE • COMPUTER TAPE

D BOUND BOOK O FLOPPY DISK

a

1 it

: >3 .

I S .

1 7 .

AUDIO TAPE O VIDEO TAPE

OTHERJSPECIFY)

8 . RECORD SERIES SEQUENCE

Q^LPHABET ICAL

D NUMERICAL

O CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

FILE is USED upon request
D DAILY 0 WEEKLY D MONTHLY

CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM)
Room 508
100 N. Calvert S t . , Ba l to . , MD 21202

ACCESS RESTRICTIONS Q YES O^NO
I IF YES, CITE LAW(s) * REOUUATI ON { S }

IS AN INDEX SYSTEM USED? ( I F VEB.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDIARe/SOFTWARE)

•..-.-.•.:•. " / - - --o
D YES Sr NO

^ B NAME AND TITLE OF PREPARER
^ Janet D. Yodris,
(1 hdm. Officer. I

12

14

1 6

1 8 .

9 . VOLUME

O FILE DRAWER(S)
• MICROFILM REEL(S)

5 • COMPUTER TAPE(S)
N U M B " 0xOTHER( SPECIFY)

cu.ft.' office/storaqe
10 . ANNUAL ACCUMULATION

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

KCTSEIT D COMPUTER T A P E ( S )

t U ' VJ-' B^THPRlRPFPIFVl

• FILE BECOMES INACTIVE AFTER,

. IS RECORD SERIES DUPLICATED ELSEWHERE?
( I F Y E S , S P E C I F Y AOEKCY OR O F F I C E )

D YES Q^NO

AUDIT REQUIREMENTS Interdepartmental

D NONE HASTATE O FEDERAL ^ INDEPENDENT

RECOMMENDED RETENTION

3 years or where litigation is pending

2 0 . TELEPHONE NUMBER

333-3823

2 1 . DATE

5-22-90

ffDGS 3»«-4 (REVISED 2/87]



IMSTBUCTIQNS- -TYPE OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 880-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 6 OF

J . DEPARTMENT/AGENCY
5ublic Safety & Correction

2. DIVISION

Pre-TRial Release Service
3. UNIT

Administrative
DEFINITION •RECORD SERIES-* Q R O U F O r «LATED RECORDS NORMALUV PILED AND USED A* A UNIT FOR

REFERENCE A S H U . AS RKTKNTtON AND DISPOSITION PURPOSES

4 . RECORD SERIES TITLE
Report Files

8 . EARLIEST YEAR/LATEST YEAR

0. RECORD SERIES DESCRIPTION (BRIIC|ri-r DESCRIBE THE TYPES OF" INPORMATION/DOCUMENTS/PORMS POUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SBCTES]

Statistical data; Monthly Position Count, Payroll In-Transits; EEO REports;
Unemployment Insuracne Questionnaire; Turnover Reports; Accident Leave Report;
.Personal Leave and WAge Reports

7. RECORD SERIES FORMAT(S)

O'LETTER SIZE D MICROFILM

E LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

0 ALPHABETICAL

D NUMERICAL

^CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

1 ! * FI LE IS USED &<? /le-^-e^t*^

O DAILY O WEEKLY

9. VOLUME

D FILE DRAWER(S)
D MICROFILM REEL(S)
E COMPUTER TAPE(S)
Gl-'OTHER ( SPEC IFY)

cu.ft. office/storage
10. ANNUAL ACCUMULATION

O FILE DRAWER(S)

4 H MICROFILM REEL(S)
Mlilbgw ° COMPUTER TAPE(S)

C U . f t . . SLrfTHTPI SPFrl FV I

D MONTHLY

12. FILE BECOMES INACTIVE AFTER
3 D MONTH(S) B̂ l

NUMBER
YEAR(SJ

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Room 508
100 N. Calvert St., Balto., MD 21202

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IP YES, SPECIFY AGENCY OR OFFICE)
O YES 0^NO

IS. ACCESS RESTRICTIONS • YES D"NO

(IF YES, CITE UAV(S) A REOULATION(S)

16. AUDIT REQUIREMENTS I n t e r - d e p a r t m e n t a l

O NONE B^STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HAROMRS/SOFTWARE)

D YES B ^NO

1 8 . RECOMMENDED RETENTION

3 years.

a
NAME AND TITLE OF PREPARER
Janet D. Yodris,
Adnu Officer. I

2 0. TELEPHONE NUMBER

333-3823

2 I . DATE

5-22-90

(/ DGS 5s4-A (REVISED 2/87)



INSTRUCTIQMS»•TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS BBO-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _Z OF _Z_

*

I. DEPARTMENT/AGENCY

ublic Safety & Correction

2. DIVISION

; Pre-TRial Release Services
3. UNIT

Administrative

DEFINITION-RECORD SERIES-A OltOUP O r MLATED MCCORDS NORMALLY PILED AND UtID Al A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PUI

4 . RECORD SERIES TITLE

Leave REcords
8 . EARLIEST YEAR/LATEST YEAR

19 85 TO prsent

| •. RECORD SERIES DESCRIPTION (BRI"|rUT DMCBIBE THE TYPB8 Of INFORMATION /DOCUMENTS/ FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

MS 920 Leave cards; ADM-31 and SMF-16.
and Request for leave ships.

Personnel Leave cards; time cards;

7. RECORD SERIES FORMAT(S}

5>^LETTER SIZE • MICROFILM

C LEGAL SIZE O COMPUTER TAPE

D BOUND BOOK O FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

Q CHRONOLOGICAL

O GEOGRAPHICAL

^OTHER{SPEC1FYJ

9. VOLUME

Q FILE DRAWER(S)
Q MICROFILM REEL(S
O COMPUTER TAPE(S)
9^OTHER(SPEC IFY)

cu.ft.' office/storage
10. ANNUAL ACCUMULATION

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

huiihgh ° CpMPUTER TAPE(S)

I I FILE is USED upon request
D DAILY O WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
3 D MCNTH(S) B"YEAR(S)

PMF—NUMBER

13. CURRENT LOCATION!S) IBLDG.,FLOOR,ROOM)

Room 508
100 N. C a l v e r t S t . , B a l t o . , MD 21202

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
( I F Y E S , SPECIFY AOENCY OR OFFICE)
n YES B"NO

IS . ACCESS RESTRICTIONS • YES D̂ NO
( I F Y E S , CITE L.Aflr(s) a REOUUATION(S)

16. AUDIT REQUIREMENTS ^ . ..
Inter-departmental

D NONE IB̂ STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDMRE/SOPTVARE )

tar NC
- — — (-»

Q YES NO

1 8 . RECOMMENDED RETENTION

4 years or until audited.

.»,• •

NAME AND TITLE OF PREPARER

- Janet D. Yodris,
(j Adm^ Officer. I

(/ DGS 5«*-4

20. TELEPHONE NUMBER

333-3823

2 I . DATE

5-22-90

(REVISED 2/87)



#•> ̂  R E C O R D S MANAGEMENT DIVISION . .-•.&•
i . ' "* RECORDS RETENTION AND DISPOSAL SCHEDULE

hJWI IY7UUIC7 I ^ U .
TRQR

Page ^ OT 3

^jJAgency Division/Unit
-̂"i Department of Public'Safety Division of Pre-trial
Jj^nd Correctional Services _ Detention and Services

Intern -
|No.

1 .

T

Description
• . . _ • - - - . . . ' -

CENTRAL RECORDS INMATE COMMITMENT RECORDS
(ORIGINAL DOCUMENTS)

This series includes the original court,
law enforcement and corrections documents
containing inmate commitment information.

a. Added Charge Documents
b. Bail Reductions
c. Body Receipts
d. Compassionate Leave Forms
e. Court Commitments
f. Court Releases
g. Court Postponement Forms
h. Detainers
i . Face Sheets
j . Federal Prisoner Remands
k. Indictments
1. Mental Health Commitments
m. Parole Orders
n. Parole Notification Forms
o. Release Forms
p. Retake Warrants for Escape
q. Sentence Commitments
r. Sentence Diminution Forms
s. Summons
t . Writs
u. Subpeona
v. Certification of Records

Schedule Approved by Department,
Agency,
or Division Renrpspntativp
Date
Sinnaturp

,'Pp.bru^ry ?4. 1994 ^

Mvned Nan^WilliafrTli. Jones
(Jitlp Di rpnfor/6f Sapport Services

Retention

Retain for two (2)
years after
inmate's release,
then send to State
Records Center for
five (5) years,
then destroy.

Schedule Authorized by State Archivist

V 6

lev.

Figure 3 - 27 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

^RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 1595

Page of
2 3

;ncy
||Department of Public Safety
and Correctional Services

Division/Unit

Division of Pre-trial
Detention and Services

Description Retention

INMATE COMMITMENT RECORDS
(MICROFICHED DOCUMENTS)

This series consists of microfiche copies
of the original documents comprising the
inmate commitment records.

COMPUTER PROCESSING SYSTEM

This series includes the •'computerized
database containing detailed personal,
court and institutional data on inmates
which has been retrieved from documents
comprising the inmate commitment re.cords;/
and is on microfilm.

MANUALS

This series consists of administrative,
operations and technical procedures
governing work activities of persons
assigned to the Central Records Office.

a. Data Entry Procedures
b. Standard Operating Procedures
c. CJIS Reference Manual

Retain for two (2)
years after
inmate's release,
then send to State
Records Center for
five. (5) years,
then destroy

Retain for two (2)
years after
inmate's release,
then send to State.
Records Center for
five (5) years,
then destroy.

Retain for two
then destroy.

2) yea :s

JGS.550-1A (Rev. 1/93)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1595

Page of

ency
epartment of Public Safety

Correctional Servicesand

Division/Unit
Division of Pre-trial
Detention and Services

Item
No.

Description

FORMS

This series consists of forms which are
completed in the course, of processing
inmate commitment records for various
purposes, such as court, release and
so forth.

a. Court Receipts
b. Court Form Letters
c. DOC List
d. Expedited Trial Lists
e. Worksheets

GENERAL CORRESPONDENCE

Subject arrangement of original incoming
letters, copies of outgoing letters,
memoranda, studies, reports, directives,
policies, and other materials related to
the administration of the agency.

Retention

Destroy one (1)
month after they
are no longer
administratively
useful.

Screen annually and
destroy that-
material no longer
needed for current
business.

Directives,
policies, and other
material related to
the planning and
policy that
illustrate the
development of the
agency retain
permanently for
eventual transfer
to the Maryl a restate
Archives.

DGS 550-1A (Rev. 1/93)

Figure 3A - 28 -



MSTRUCTICKS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORO SERIES. FORWARO WITH RECOROS RETENTION

SCHEEULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O. BOX 275 - JESSUP. UARYLANO 2079*

AGENCY RECORDS INVENTORY

Page . Of

OEPARTMENT/AGENCY

^ftartment of Public Safety
and Correctional Rervirps

2. DIVISION

Division of Pretrial
3. UNIT

DEFINITION - Rtcordt StrUt - A group of rtUtxi rtcordi normally fll»d ind und i t • unit for rtfartnc* n w»ll i t retention and diipotition purpottt.

*. RECORD SERIES TITLE

CENTRAL RECORDS INMATE COMMITTMENT RECORDS

5. EARLIEST YEAR / LATETEST YEAR

1 9 9 1 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informatiaVdocuments/forms found in the Series. Include the purpose or function of the Series)

This series includes the original court, law enforcement and corrections documents
containing inmate committment information.
a. Added Charge Documents k.
b. Bail Reductions 1.
c. Body Receipts m.
d. Compassionate Leave Forms n.
e. Court Committments o.

Court Releases • p.
Court Postponement Forms q.
Detainers r.
Face Sheets s.
Federal Prisoner Remands t.

f.
g-
h.
1.

j-

Indictments
Mental Health Committments
Parole Orders
Parole Notification Forms
Release Forms
Retake Warrants for Escape
Sentence Commitments
Sentence Diminution Forms
Summons
Writs

u. Supeona
"V. certir ication

8. RECORD SERIES SEQUENCE

D Alphabetical

}& Numerical

a Chronological

D Geographical

a Other (Specify)

3t Records
9. VOLUME7. RECORD SERIES FORMAT(S)

X) Letter Size o Microfilm

Legal See o Computer Tape •

Q Bound Book a Floppy Disk

D Audio Tape D Video Tape

a Other (Specify)

23,600
Numoer

X File Drawer(s)
• Microfilm Reel (s)
D Computer Tape (s)

• Cther (Specify)

10. ANNUAL ACCUMULATION
X rile Drawer (?)
a Microfilm Reel (s)
D Computer Tape(s)
a Other (Specify)

23,600
Numper

11. FILE IS USED

JS Daily D Weekly Q Monthly

12. FILE BECOMES INACTIVE AFTER

1
Numper

D Month(s) )fc Year(s)

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

Jail Industries Building
Record Retention Room

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. swefy agency or office)

D Yes X No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s)

K Yes Federal Privacy & cSesaarity
Act

16. AUDIT REQUIREMENTS

tX None a Siate D Federal c Independen:

17. IS AN INDEX SYSTEM USED"? (If yes. explain briefly and
describe any hardware/software)

a Yes & No

18. RECOMMENDED RETENTION

Retain for two (2) years after inmate's release then send
to State Records Center for five (5) years, then destroy.

• i iV 'NAfKCf ND'TTTCE*QP^REPARER

'dchard A. Bradley

-20:- TELEPHONE NUMBER

410-637-1361

,.,21. DATE

24 February 1994
OGS 550-4 (Revised 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISEO RECORD SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT/AGENCY

B^rtment of Public Safety
a V Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O. BOX 275 • JESSUP. UARYLANO 20794

2. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVtNIUKK

Page Of

3. UNIT

DEFINITION • Rtcordt S»rit» • A group of r»Jit»d r*cordi normally fll*d and u>*d I I i unit for rtftrinci n w»ll i t rattntion ind disposition purpoot.

4. RECORD SERIES TITLE

INMATE COMMITMENT RECORDS

5. EARLIEST YEAR / LATETEST YEAR

1991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informauon/documents/forms found in the Series. Include the purpose or function of Ihe Series)

This ser ies consists of microf iche copies of the o r i g i n a l documents comprising the
CENTRAL RECORDS INMATE COMMITMENT RECORDS.

7. RECORD SERIES FORMAT(S)

a Letter Size y? U\acU\m(MiCROFICH£)

^ ^ k Legal Size a Computer Tape '

• Bound Book o Floppy Disk

D Audio Tape • Video Tape

• Other (Specify) ' '

11. FILE IS USED

% Daily 0 Weekly a Monthly

'3. CURRENT LOCATION(S) (Bldg., Floor. Room)

Jail Industries Building
Record Retention Room

15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s)

rX Yes F e d e r a l P r i v a c y •K,ac;cWaur i-t :"

Act

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and
descnbe any hardware/software)

II a Yes c No

•
pj.V H*^"AND1mtEfQF"PREPARER

Richard A. Bradley

8. RECORD SERIES SEQUENCE

0 Alphabetical

CX Numerical

D Chronological

0 Geographical

a Other (Specify)

9. VOLUME
X File Drawer(s)
a Microfilm Reel (s)
D Computer TaDe is)
D Other (Specfy)

23,600
Number

10. ANNUAL ACCUMULATION
» File Drawer (s)
o Microfilm Reel (s)

D Computer Tape(s)

D Other (Soecifv)

23,600
Number

12. FILE BECOMES INACTIVE AFTER

1 a Montn(s) §£ Year(s)

Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. SDecify agency or office)

a Yes Si- No

16. AUDIT REQUIREMENTS

Xi None a Slate G Federal c Independent

18. RECOMMENDED RETENTION

Retain f o r two (2) years a f t e r inmate's re lease, then send
to State Records Center f o r f i v e (5) years, then destroy.

•20. .TELEPHONE NUMBER

410-637-136L

2*. DATE

24 February 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE |DGS 550-1)

DEPARTMENT/AGENCY

^teartment of Public Safety
W i Correctional Services

D E P A R T M E N T O F G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. SOX 275 - JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
nofonf-inn anrt Ct&riri rv«!

AGENCY RECORDS INVENTORY

Paae Of

3. UNIT

DEFINITION - R«cordt S»rU« - A group of tdited rtcordi normilly flltd and uttd <t i unit for rtfirtnct • • well • • retention and dispoaition purpont.

4. RECORD SERIES TITLE

COMPUTER PROCESSING SYSTEM

5. EARLIEST YEAR / LATETEST YEAR

1991 T 0

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or (unction of the Series)

This Series includes the computerized database containing detailed personal, court and
ins t i tu t iona l data on inmates which has been retrieved from documents comprising the
inmate commitment records, and is on microfilm.

7. RECORD SERIES FORMAT(S)

X i Letter Size X Microfilm

^ ^ k . e g a l See J f Computer Tape '

a Bound Book a Floppy Disk

a Audio Tape o Video Tape

• Other (Soecifv)

11. FILE IS USED

X Daily a Weekly a Monthly

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

J a i l Industries Building
Record Retention Room

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

Xi Yes Federal Privacy & cSestority
Act

17. IS AN INDEX SYSTEM USED? (If yes. explain bnefly and •
describe any hardware/software)

^ a Yes fS Nn

Pnmrm i n i rv* t- i on / F1 ppt Coord i Jiator

8. RECORD SERIES SEQUENCE

a Alphabetical

sf Numerical

a Chronological

a Geographical

a Other (SDecifvl

9. VOLUME
a File Drawer(s)

Xi Microfilm Reel (s)
o Computer Tape (s)
D Other !Specifv)

12
Number

10. ANNUAL ACCUMULATION
a File Drawer (s)

X) Microfilm Reel (s)
a Computer Tape(s)
a Other (Soecifv)

Numbei

12. FILE BECOMES INACTIVE AFTER

1 • Mcnthfs) <X Year(s)

NumDer

14. IS RECORD SERIES DUPLICATED ELa,v.vHERE? (If yes, specify agency or office)

a Yes ^3 No

16. AUDIT REQUIREMENTS

M None a Stste a Federal c Independent

18. RECOMMENDED RETENTION

Retain for two (2) years after inmate's release, then send
to State Records Center for f i ve (5) years, then destroy.

20. TELEPHONE NUMBER

410-637-1361

21. DATE

24 February 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 25 -



•INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE |0GS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

DEPARTMENT/AGENCY

it of Public Safety
Correctional Services

^kartrnent
aW Correc

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

DEFINITION - Record* S«ri»« • A group of rdittd rtcordi normilly flltd ind uitd i t a unit for rtftrtnct I I wtll •« retention md dlipoiltion purpont.

4. RECORD SERIES TITLE

MANUALS

5. EARLIEST YEAR / LATETEST YEAR

1991 T 0

6. RECORD SERIES DESCRIPTION ( Briefly descnbe Ihe types of information/documents/forms found in the Series. Include the purpose of function of the Series)

This series consists of administrative, operations and technical procedures governing
work activities of persons assigned to the Central Records Office.

a. Data Entry Procedures
b. Standard Operating Procedures
c. CJIS Reference Manuals

7. RECORD SERIES FORMAT(S)

CX Lelter Size Q Microfilm

Legal See n Computer Tape '

a Bound Book o Floppy Disk

a Audio Tape a Video Tape

D Other (Specify) '

8. RECORD SERIES SEQUENCE

a Alphabetical

5( Numerical

D Chronological

D Geographical

a Other (Specify)

9. VOLUME

10

XD File Drawer(s)
• Microfilm Reel (s)

o Computer Tape (s)

D Other (Specify)

Numoer

10. ANNUAL ACCUMULATION
X) File Drawer (s)
a Microfilm Reei (s)

• Computer Tape(s)

D Other (Specify)
10

NumDer

11. FILE IS USED

d( Daily D Weekly • Monthly

12. FILE BECOMES INACTIVE AFTER

2
Number

Month(s) & Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Jail Industries Bldg.
Record Retention Room

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office

D Yes IX No

15. ACCESS RESTRICTIONS (If yes. crte law(s) & regulation(s)

D Yes - K No

16. AUDIT REQUIREMENTS

X None G State • Feaeral c Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

Xi No

18. RECOMMENDED RETENTION

Retain for two (2) years, then destroy

Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

24 February 1994
0GS 5504 (Revised 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT/AGENCY

^^artment of Public Safety
mm Corrprt-ionai Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 • JESSUP. MARYLANO 20794

2. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Paqe Of

3. UNIT

DEFINITION - Record* Strltt - A group of rtJattd rtcordt normally flltd and uitd • • a unit for nftrtnc* aa wt(l at r«t*ntlon and ditpoiltion purpotit.

4. RECORD SERIES TITLE

FORMS

5. EARLIEST YEAR / LATETEST YEAR "

1991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/documents/forms found in the Series. Include the purpose or function of the Series)

This series consists of forms which are completed in the course of processing inmate
commitment records for various purposes, such as court, release and so fo r th .

a. Court Receipts
b. Court Form Letters
c. DOC L is t
d. Expedited Tr ia l L ists
e. Worksheets

7. RECORD SERIES FORMAT(S)

)P Letter Size a Microfilm

^^k Legal Size a Computer Tape '

• Bound Book a Floppy Disk

n Audio Tape • Video Tape

a Other (SDecifv)

11. FILE IS USED

56 Daily D Weekly o Monthly

II
. 13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

Jail Industries Building
Central Records Office

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

56 Yes Federal Privacy .So S^eurity
Act

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and •

describe any hardware/software)

^ _ . -a • Yes • •• % -No

Richard A. Bradley

8. RECORD SERIES SEQUENCE

o Alphabetical

rX Numerical

o Chronological

D Geographical

D Other (SDecifv)

9. VOLUME
) 6 File Drawer(s)
D Microfilm Reel (s)
• Comrjuter Tape (s)
a Other (SDecfv)

23,600
Number

10. ANNUAL ACCUMULATION
} £ File Drawer (s)
D Microfilm Reel (s)
a Computer Tape(s)
D Other (Soecifv)

23.600
NumDer

12. FILE BECOMES INACTIVE AFTER

1 X Month(s) 0 Yearfs)

Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes 5fc No

16. AUDIT REQUIREMENTS

K None Q Slate • F

18. RECOMMENDED RETENTION

Destroy one (1) month af ter
.administratively useful.

20. TELEPHONE NUMBER

410-637-1361

ederal c Inceoendsr,;

they are no longer

21. DATE

24 February 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 2079*

AGENCY RECORDS INVENTORY

Page . Of

DEPARTMENT/AGENCY

it of Public Safety^^artment
2. DIVISION

Division of Pretrial
npf-pnt-inn and Services

3. UNIT

DEFINITION - Rtcordt Stritt - A group of rtUtxi rtcordi normilly flltd ind uitd n a unit for rtfirinci • • wdl n retention ind dispoaltion purpotti.

4. RECORD SERIES TITLE

GENERAL CORRESPONDENCE

5. EARLIEST YEAR / LATETEST YEAR

1991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies, and other materials related to the administration
of the agency{

7. RECORD SERIES FORMAT(S)

X Letter Size o Microfilm

Legal See o Computer Tape •

a Bound Book a Floppy Disk

a Audio Tape o Video Tape

D Other (Specify) '

8. RECORD SERIES SEQUENCE

D Alphabetical

X) Numerical

D Chronological

D Geographical

• Other (Specify)

9. VOLUME

'2 ,000
Number

X File Drawer(s)
c Microfilm Reel (s)
D ComDuter Tape (s)
a Other (Sceefy)

10. ANNUAL ACCUMULATION
a File Drawer (s)
D Microfilm Reel (s)
D Computer Tape(s)
• Other (Specify)

2,000
N I'noer

11. FILE IS USED

55 Daily a Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

1
Number

a Month(s) X2 Ye2r(s)

13. CURRENT LOCATION(S) (Bldg.. Floor, Room)

Jail Industries Building
Record Retention Room

14. IS RECORD SERIES DUPLICATED TLSEWHERE7 (If yes. sceafy agency or office)

a .Yes }p No

15. ACCESS RESTRICTIONS (If yes. crte law(s) 8 regulation(s)

a Yes ; > rJ£ No

16. AUDIT REQUIREMENTS

Sf None a State a Federal s Inoeoenden;

17. IS AN INDEX SYSTEM USED? (If yes. explain bnefly and
desenbe any hardware/software)

X No

18. RECOMMENDED RETENTION

Screen annually and destroy that material no longer
needed for current business. Periodically transfer to
the Maryland State Archives.

LJEJSIRJJBS^ARER
Richard A. Bradley
rYimrrmnir'a-H nn/Floof Cnmrfli ns-r-rvr

20. TELEPHONE NUMBER

410-637-1361

21. DATE

24 February 1994
DGS 550-4 (Rsvisea 1/93)

Figure 1 - 25 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1596

Page 1 of 2

I Agency
Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and services

It

Description

CLASSIFICATIONS

INMATE INTAKE NOTES FILE UNIT

Contains all or some of the following:

Baltimore City Police Record
Ident-Index Report from CJIS
Maryland Rap Sheet
Parole and Probation Printouts
NCIC printout
Wanted NCIC information
Out-of-state Criminal Records
Risk Assessment for Bail Review

Hearing Purpose
Vera Point Scale
Classification Instrument
Medical/Mental Health Records for

Inmate Assignment
Face Sheet with inmate's Picture Attached
BCDC Record's Department automated Printout
Reclassification Instruments
Notice of Infractions
Disciplinary Infraction Forms

NOiTE: The Inmate Intake Notes File Unit is a
preprinted form completed by the Pretrial
Investigator via information from the
Inmate.

Retention

Six (6) months from
the Release Date of
the inmate from the
Baltimore City
Detention Center,
the f i l e is then
burned.

Schedule Approved by Department,
Agency,
or Division Representati
Date /tjargji 2JUl994 ; , /
Ifiignaturp /////<*&* f &
Uyped Namcwill^arn H./Jones

•jtlp Director/of Support Services

Schedule Authorized by State Archivist

Date
7

iignatute. J41<-J^IO^U

t)GS 550-1 (Rev. T793)

Figure 3 - 27 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 1596

Page of 2

Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

Item
No.

Description Retention

GENERAL CORRESPONDENCE

Subject arrangement of original incoming
letters, copies of outgoing letters,
memoranda, studies, reports, directives,
policies, and other materials related to
the administration of the agency.

Screen annually anc
destroy that
material no longer
needed for current
business.

Directives, policie
and other material
related to the
planning and policy
that illustrate the
development of the
agency retain
permanently for
eventual periodic
transfer to the
State Archives.

3 ,

JGS 550-1A (Rev. 1/93)

Figure 3A - 28 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

EPARTMENT/AGENCY

tment of Public Safety
2. DIVISION

Division of Pretrial
3. UNIT

DEFINITION • Rtcordi Stritt - A group of rdittd rtcordt normtlly flltd and uitd at i unit for rcfirtnc* ai well at retention and dltpotltion purpottt.

4. RECORD SERIES TITLE

CLASSIFICATIONS

5. EARLIEST YEAR / LATETEST YEAR

1W1 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

INMATE INTAKE NOTES FILE UNIT
Contains all or some of the following:
Baltimore City Police Records
Ident-Index Report from CJIS
Maryland Rap Sheet
•Parole and Probation Printouts
NCIC Printout
Wanted NCIC Information
Out-of-State Criminal Records
Risk Assessment for Bail Review Hearing Purpose
Vera Point Scale
Classification Instruments

Medical/Mental Health Records for Inmate
Assignment

Face Sheet with Inmate's Picture Attached
BCDC Record's Department automated Printout
Reclassification Instruments
Notice of Infractions
Disciplinary Infraction Forms

NOTE: The Inmate Intake Notes File is a
preprinted form completed by the
PieUJjdl tlyatt.

7. RECORD SERIES FORMAT(S)

& Letter Size o Microfilm

^ ^ V ° legal See o Computer Tape '

a Bound Book a Floppy Disk

D Audio Tape D Video Tape

D Other (Specify)

8. RECORD SERIES SEQUENCE

j a Alphabetical .

D Numerical

D Chronological

o Geographical

a Other (Specify)

inves
9. VOLUME

& File Drawer(s)
D Microfilm Reel (s)
D Computer Tape (s)

D Other (Specify)

8 ppr mnnth
Number

10. ANNUAL ACCUMULATION
X File Drawer (s)
D Microfilm Reel (s)
D Computer Tape(s)

a Other (Specify)
92

Number

11. FILE IS USED

K Daily • Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

6
Number

rX Month(s) Year(s)

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

Classification Room
Jail Industries Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

D Yes X No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

M Yes Federal Privacy - a No
and Security Act

16. AUDIT REQUIREMENTS

rX None a Slate a FederaJ a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

'W;
a Yes X No

18. RECOMMENDED RETENTION

Six (6) months from the Release Date of the inmate from th
Baltimore City Detention Center, the file iS then burned.

/. NAME TITttOF I RER

Richard A. Bradley

20. TELEPHONE NUMBER

410-637-1361

21. DATE

21 March 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

^^•iEPARTMENT/AGENCY

tment of Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - Rtcordt Stria* - A group of rtlated rtcordt normally filtd and uitd a* • unit for rtftrtnct at wtll at rtttntlon and ditpotltion purpottt.

4. RECORD SERIES TITLE

CLASSIFICATION- GfMRfiL C6fZR£Sp0tfD£//C£

5. EARLIEST YEAR / LATETEST YEAR

iqqi TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series Include the purpose or function of the Series)

Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies, and other materials related to the administration
of the department.

7. RECORD SERIES FORMAT(S)

K Letter Size a Microfilm

Legal See D Computer Tape •

o Bound Book a Floppy Disk

D Audio Tape D Video Tape

a Other (Specify) ' '

8. RECORD SERIES SEQUENCE

a Alphabetical

ft Numerical

a Chronological

a Geographical

D Other (Specify)

9. VOLUME

1,000

Xn File Drawer(s)
a Microfilm Reel (s)

a Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
rX File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
o Other (Specify)

1 .onn
Number

11. FILE IS USED

Xb Daily D Weekly D Monthly

12. FILE BECOMES INACTIVE AFTER

1
Number

Month(s) X Year(s)

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

Classification Room
Jail Industries Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

• Yes K No

15. ACCESS RESTRICTIONS (If yes.-crte law(s) 8 regulation(s)

a Yes. • M No

16. AUDIT REQUIREMENTS

« None o State D Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)
18. RECOMMENDED RETENTION

• Yes X .N9

Screen annually and destroy that material no longer
needed for current business.

-ifS NA"ME ANP-UTLEPF PRg

LLchard A. Bradley

20. TELEPHONE NUMBER

410-637-1361

21. DATE

21 March 1994
UGS 550-4 (Revised 1/93)

Figure 1 - 25 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1512

Page 1 of 7

/f««]Agency
^Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

Item
No.

Description Retention

1 .

TRAINING (EMPLOYEE) AREA

INDIVIDUAL EMPLOYEE TRAINING RECORDS:

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

A record on every Division of Pretrial
Detention and Services employee, containing
some or all of the following information,
will be maintained and/or monitored by the
Institutional'Training Manager (ITM) position
at the institution level and by the Director
Staff Development and Training position at Hd1

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 maintain
for current employe
Forward to respecti
ITM upon employee
transfer. Forward t
personnel departmen
for inclusion in th
employee's personne
file upon termi.nati
of Division of Pret
Detention and Servi
Employment.

n
ial
es .

Schedule Approved by Department,
Agency,
or Division Representative.
Date ^flprU l , 1994
Signature:
[Typed Ndrtte Patti Brown

itle Director of Support Services

Schedule Authorized by State Archivist

Date

TLJL
iDGS 550-1 (Rev. 1/93)

Figure 3



1
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

M RECORDS RETENTION AND DISPOSAL SCHEDULE

fAgency (Continuation Sheet)

Schedule No. 1612

Page 2 of 7
/

Division/Unit
Department of Public Safety- Division of Pretrial
and Correctional Services „" Detention and Services

Item
No.

11
1

t

Description

B. PRE-SERVICE TRAINING RECORDS

(1) Signed statements that employees
have received a copy of handbook
and prescribed orientation OCR's.

(2) Orientation Program Test Answer
Sheets.

(3) Pre-Service Firearms Pre-test,
post-test and firearms score
sheet information.

(4) Academy Completion Verification
Forms.

Retention

Do not retain in
the training
record. Immediately
forward for
inclusion in the
employee's
personne1 file.

Retain for current
employees.

Forward to .
respective ITM
upon employee
transfer. Forward
to Personnel Dept.
for i nc1usi on i n
emp1oyee's
personne1 file
upon termination
of Div. of Pretrial
Detention and
Services
emp1oyment.

Retain one (1) copy
for current
employees in the
ITM's file. Forward
the ITM file copy i
upon employee
transfer. The
ori gi na1 will be
forwarded to the
personnel depart.
for inclusion in
the employee's
personnel records.

||
Jtab 550-1A (Rev. 1/93)

Figure 3A o. ' 7'.



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No 1 6 1 2

Page 3 of 7

Agency
Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

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.

D . EMPLOYEE APPRENTICESHIP INFORMATION

Correctional Officers employed by the
Division of Pretrial Detention and
Services have an opportunity to
participate in a recognized apprentice-
ship program. Documentation of program
participation may include some or all of
of the following information.

(1) Apprenticeship Application Form
(2) Apprenticeship Form H

Information will be
logged on training
verification forms
then the transactio
forms wi11 be
destroyed.

Retain for current
employees. Forward
respective ITM upon
employee transfer.
Forward to Personne
Dept. for inclusion
employee's personne
file upon terminati
of DPDS employment.

Do not Retain in th
training record.
Immediately forward
for inclusion in th
employee's personne
file.

JUS 550-1A (Rev. 1/93)

Figure 3A
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and

lltem
[No.

2.

1r

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

rtment of Public Safety Divis'i^
Correctional Services Detenti

Description

(3) Apprenticeship Forms D, E, and F.

PROGRAM FILES:

These fi les 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
fol1owi ng :

A. Training Schedules
B. Rosters
C. Sign-in Sheets
D. Red Cross Report Sheets
E. Matter of Records
F. Master Set of Sign-in Sheets

INSTRUCTOR CERTIFICATION RECORDS

The records reflect the instructor
certification information for those
employees who provide training in the
institutions, These records will be
maintained in an orderly and chronol-
ogical manner, and may contain any
or all of the following information:

Schedule No. 1612

Page 4 of 7 '

5ion^nj4r(3+r.a1

on and Services

Retention

A copy wi11 be
retained in the ITN
files for current
employees. Forward
to respective ITM
upon employee
transfer. The
original forms will
be forwarded
immediately for
inclusion in the
employee's personne
file.

Retain for two (2)
years and unti1 all
audit requirements
have been fulfilled
then forward to Sta
Records Management
Center for an
additional 13 years
then destroy.

:e

)GS 550-1A (Rev. 1/93)

Figure 3A



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1612

Page 5 Of 7

Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial

Description Retention

Letter requesting certification.
MPCTC-18 Form
MPCTC-29 Form
MPCTC Instructor Evaluation Checklist
Certificates reflecting instructor
expertise in specialized areas.
MPCTC-22 Form

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)
B. MS-55? Request Forms
C. OS-1-TG Forms
D. OS-2-TG Forms
E. OS-3-TG Forms
F. OS-4-TG Forms

Retain for current
employees. Forward
to respective ITM
upon employee
transfer. Forward
to Personnel Depart
for inclusion in
employee's personne
file upon terminate
of Division of Pret
Detention and Servi<
employment.

n
ial
es

Retain for current
employees. Forward
to respective ITM
upom employee
transfer. Forward
to Personnel Dept.
for inclusion in
employee's personne
file upon terminatic
of DPDS employment.
The Hq ' s . Trai ni ng
Depart, maintains a
master file on all
current DPDS program
participants. Retain
each file for one (1
year after terminati
of DPDS employment,
then destroy.

-i

)GS 550-1A (Rev. 1/93)

Figure 3A •I.,:



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

U RECORDS RETENTION AND DISPOSAL SCHEDULE
™ (Continuation Sheet)

Schedule No. 1C1O

Page 6 ot 7

Agency . Division/Unit
Department of Public Safety Division of Pretrial
and Correctional Services __ Detention and Services

jltem
[No.n
5.

6.

L

Description

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 verification
can include any or all of the fol levying
information:

A. Program brochure
B. MS -55 1 Form
C. Out-of-State Travel Request
D. Schedule of Training
E. Syllabus/agenda

STUDENT EVALUATION FORMS:

COMAR requirements state that employees
participating in approved training
programs must complete a student eval-
uation form.

Retention

A copy of the quart
report prepared by
will be forwarded t
each ITM. Retain f
three (3) years, th
destroy.

Retain for current
employees. Forward
to Personnel Dept.
for inclusion in
employee's personne
file upon terrninati
of DPDS employment.
The HQ's. Training D
retains a master se
MS-55 1 Forms and Ou
State Travel Reques'
for one (1) year af
the conclusion of t
fiscal year, then d<

Retain for two (2)
years and until all
audit requirements
have been fulfi1 led
then destroy.

X
)GS 550-1A (Rev. 1/93)

Figure 3A
• /



%i2xfSf^ — ; % - — ^ - . • . K « ^ . U . » * « W

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1612

Page 7 of 7

Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and'Services

8 .

9 .

10

Description Retention

PLANS AND TRAINING COMMISSION APPROVAL

These documents record the actual training
presented in the classroom as well as whether
or not the materials were submitted to the
Correctional Training Commission for • approva1

RESOURCE, MATERIALS:
\ ----------------------

these materiaIs:incTude magazines, catalogs,
news 1etters, etc.

MINUTES FROM TRAINING MEETINGS:

These documents transcribe the activities at
quarterly training meetings.

GENERAL CORRESPONDENCE:

Subject arrangement of original incoming
letters, copies of outgoing letters,
memoranda, studies, reports, directives,
policies, and other materials related to
the administration of the agency.

SHEETS

(5)Retai n for fi ve
years at the
institution, then
send to' State Recor
Center for fifteen
years, then destroy
The HQ's Training
Depart, retains a s
of records for thre
(3) years, then des

Retain for three (3
years or until infor
at ion becomes outdai
then destroy.

Retain for three (3)
years, then destroy

Screen annually and
destroy that materic
no longer needed for
current business.

Directives, policies
and other material
related to the
planning and policy
that illustrate the
development of the
agency r eta in
permanently for
eventual periodic
transfer to the Stat
Archi ves.

s
15)

t

roy

m--,

1

)GS 550-1A (Rev. 1/93)

Figure 3A



INSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

PEPARTMENT/AGENCY

Department of Public Safety
and Crtrrt*CTi-\ nnai Sprvi nPR

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION

Division of Pretrial
Dpt-p.ntion and Services

AGENCY RECORDS INVENTORY

Page L Of 10

3. UNIT

Baltimore City Detention
Center

DEFINITION - Record* Serial - A group of related record* normally filed and uiad a* a unit for reference a* wall a* retention and disposition purposes

4. RECORD SERIES TITLE

TRAINING

5. EARUEST YEAR / LATETEST YEAR

•1991.
TO_

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Individual Employee Training Records
Training Verification Log Forms
Pre-Service Training Records
In-Service Training Records
Employee Apprenticeship Information!)

7. RECORD SERIES FORMAT(S)

Letter Size D Microfilm

D Legal Size a Computer Tape '

o Bound Book n Floppy Disk

D Audio Tape a Video Tape

• Other (Specify) '

8. RECORD SERIES SEQUENCE

X Alphabetical

D Numerical

a Chronological

• Geographical

D Other (Specify)

9. VOLUME
M File Drawer(s)
a Microfilm Reel (s)
D Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
X File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
D Other (Specify)

14
Number

11. FILE IS USED

« Daily • Weekly Q Monthly

12. FILE BECOMES INACTIVE AFTER
Termination of Employment

D Month(s) D Year(s)

Number

13. CURRENT LOCATION'S) (Bldg.. Floor, Room':

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

a Yes X No

15. ACCESS RESTRICTIONS (If yes, cite law(s) a reguiation(s)

D Yes • X No

16. AUDIT REQUIREMENTS

D None ^& State o Federal D Independent

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and
describe any hardware/software)

Q Yes NO

18. RECOMMENDED RETENTION

Retain for current employees. Forward to respective ITM
upon employee transfer. Forward to Personnel Dept. for
inclusion in employee's personnel file upon termination.

-ommunication/Fleet Coordinator
Richard A. Bradley

20. TELEPHONE NUMBER

410-637-1361

21. DATE

April 4, 1994
DGS 550-4 (Revised 1/93)

Figure 1



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

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

^KPARTMENT/AGENCY

^^)epartment of Public Safety
and ("Yvrreyi'H onal S*»r-vi rv=Q

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial

AGENCY RECORDS INVENTORY

Paqe 3 L Of | ^

3. UNIT

Baltimore City Detention
Center

DEFINITION • Ricordt Stritt - A group of riltted rtcordt normilry flltd ind utid n i unit for rtfirtnci i t well i t rtttntlon ind ditpotltlon purpottt.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

1'QQ1 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Program Files
These f i les contain information related to a specific training program presented to
employees. Al l information relative to a specific program w i l l be grouped together
in an orderly fashion. Program f i les may include some or a l l the following:
A. Training Schedules
B. Rosters
C. Sign-in Sheets
D. Red Cross Report Sheets
E. Matter of Records
F. Master Set of Sign-in Sheets

7. RECORD SERIES FORMAT(S)

^ ^ _ 5 5 Letter Size • Microfilm

^ ^ ^ o Legal Size a Computer Tape •

a Bound Book a Floppy Disk

D Audio Tape a Video Tape

D Other (SDecifv)

11. FILE IS USED

X> Daily a Weekly a Monthly

13. CURRENT LOCATION(S) (Bldg Floor Room)
!l
it Training Office
I Jail Industries Bldg.

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

D Yes - r3C No

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and -
describe any hardware/software)

J f c l ^ • Yes X i Now
Richard A. Bradley
Communication/Fleet Coordinator

8. RECORD SERIES SEQUENCE

cX Alphabetical

• Numerical

• Chronological

• Geographical

• Other (SDecifvl

9. VOLUME
X File Drawer(s)
• Microfilm Reel (s)
• Computer Tape (s)
D Other (SDecifv)

14
Number

10. ANNUAL ACCUMULATION
3S File Drawer (s)
• Microfilm Reel (s)
• Computer Tape(s)
a Other (SDecifv)

14
Number

12. FILE BECOMES INACTIVE AFTER

2 • Month(s) rX Year(s)

Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

D Yes )£> No

16. AUDIT REQUIREMENTS

a None K State o F

18. RECOMMENDED RETENTION / / / i f ///,

20. TELEPHONE NUMBER

410-627-1361

ederal o Indeoendent

21. DATE

April 4, 1994
DGS 550-4 (Revised 1/93)

Figure 1



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

EPARTMENT/AGENCY

"Department of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Page . Of /o
3. UNIT

Baltimore City Detention CentjJer

DEFINITION • Rtcordt Strict - A group of rtUtad rtcordt normtlly flltd ind uttd i t i unit for rtftrtnet i t wall i t rettntion ind ditpotlUon purpottt.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

1991
_TO_

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Instructor Certification Records
The records reflect the instructor certification information for those employees who
provide*training in the institutions. These records will be maintained in an orderly
manner, and may contain any or all of the following information:
A. Letter requesting certification.
B. MPCTC-18 Form
C. MPCTC-29 Form
D. MPCTC Instructor Evaluation Checklist
E. Certifications reflecting instructor expertise in specialized areas.
F. MPCTC-22 Form

7. RECORD SERIES FORMAT(S)

A f f Letter Size a Microfilm

D Legal Size • Computer Tape •

a Bound Book • a Floppy Disk

a Audio Tape a Video Tape

D Other (Specify) ' .

8. RECORD SERIES SEQUENCE

X Alphabetical

D Numerical

• Chronological

a Geographical

D Other (Specify)

9. VOLUME
& File Drawer(s)
a Microfilm Resl (s)
D Computer Tape (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
£> File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
n Other (Specify)

Nui.iher

11. FILE IS USED

Q Daily o Weekly cX Monthly

12. FILE BECOMES INACTIVE AFTER E m p l o y e e T rans fe r

a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room)

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED .\SEWHERE7 (If yes, specify agency or office)

)6 Yes W o o d s t o c k A c a d p m y o No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

a Yes • X No

16. AUDIT REQUIREMENTS

a None [X State D Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

D Yes No

18. RECOMMENDED RETENTION

Retain for current employees. Forward to respective ITM
upon employee transfer. Forward to Personnel Dept. for
inclusion in employee's personnel record upon termination.

chard A. Bradley
Prvnnrmni r* ("Vy>r"rH n a f n r

20. TELEPHONE NUMBER

410-637-1361

21. DATE .

April 4, 1994
DGS 550-4 (Revised 1/93)

Figure 1



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEOULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

DEPARTMENT/AGENCY

"Department of Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Rtcordi S»ri«« - A group of rdated records normally flltd and u«*d at a unit for rcftranct at wall at retention and ditpotltion purpottt.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

1-991
_TO.

6. RECORD SERIES DESCRIPTION ( 8nefly descnbe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

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)
B. MS-551 Request Forms
C. OS-l-TG Forms
D. OS-2-TG Forms
E. OS-3-TG Forms
F. OS-4-TG Forms

G. Tuition Reimbursement Quarterly Report

7. RECORD SERIES FORMAT(S)

rX Letter Size a Microfilm

a Legal Size • Computer Tape •

• Bound Book o Floppy Disk

• Audio Tape o Video Tape

a Other (Specify) '

8. RECORD SERIES SEQUENCE

Q Alphabetical

D Numerical

D Chronological

o Geographical

D Other (Specify)

9. VOLUME
}fo File Drawer(s)

a Microfilm Reel (s)
• Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
q ( File Drawer (s)
D Microfilm Reei (s)
D Computer Tape(s)
a Other (Specify)

Number

11. FILE IS USED

D Daily a Weekly X Monthly

12. FILE BECOMES INACTIVE AFTER Employee T rans fe r

o Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

H Yes Ha ' s Tra in ing Dept. a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s)

a Yes • % N o

16. AUDIT REQUIREMENTS

• None X State D Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

• Yes No

18. RECOMMENDED RETENTION

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

.<,'. N,
-_LChafd A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

April 4, 1994

DGS 550-4 (Revised 1/93)

Figure 1



INSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

PARTMENT/AGENCY

ipartment of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Page 6 " Of

3. UNIT

Baltimore City Detention
Center

DEFINITION • Record* Stritt - A group of rtlattd rtcordt normtlly filed ind used •• i unit for rtftrtnct at wttl i t retention and ditpotition purpotst.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

1991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsyforms found in the Series. Include the purpose or function of the Series)

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 verification
can include any or all of the following information:
A. Program brochure
B. MS-551 Form
C. Out-of-State Travel Request
D. Schedule of Training
E. Syllabus/agenda

7. RECORD SERIES FORMAT(S)

^ ^ & Letter Size a Microfilm

a Legal See a Computer Tape •

o Bound Book o Floppy Disk

D Audio Tape o Video Tape

D Other (Specify) '

8. RECORD SERIES SEQUENCE

X Alphabetical

a Numerical

D Chronological

a Geographical

a Other (Specify)

9. VOLUME
X) File Drawer(s)
• Microfilm Reel (s)
D Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
Xi File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
D Other (Specify)

Number

11. FILE IS USED

a Daily a Weekly Monthly

12. FILE BECOMES INACTIVE AFTER

1
Number

a Month(s) XD Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

D Yes ^fe No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

a Yes - cX No

16. AUDIT REQUIREMENTS

a None & Slate a Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and •
describe any hardware/software)

• Yes X No

18. RECOMMENDED RETENTION

Retain for current employees.
retain^ for one (1) year.

After employee leaves,

Lichard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

April 4, 1994

DGS 550-4 (Revised 1/93)

Figure 1



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

REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

. AGENCY RECORDS INVENTORY

Page. Of

IEPARTMENT/AGENCY
Department of° Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - Rtcordt SarlM - A group of ralatad record* normally flltd and ut*d aa a unit for rtftrtnc* at wall a* rsttntion and diipotition purpotct.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

TQ

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Student Evaluation Forms
COMAR requirements state that employees participating in approved training programs
must complete a student evaluation form.

7. RECORD SERIES FORMAT(S)

J f Letter Size o Microfilm

D Legal Size D Computer Tape •

a Bound Book o Floppy Disk

D Audio Tape o Video Tape

D Other (Specify) '_

8. RECORD SERIES SEQUENCE

a Alphabetical

a Numerical

X Chronological

Q Geographical

a Other (Specify)

9. VOLUME
z> File Drawer(s)
D Microfilm Reel (s)
D Computer Tape (s)

D Other (Specify)

Number

10. ANNUAL ACCUMULATION
X File Drawer (s)
D Microfilm Reel (s)
D Computer Tape(s)
a Other (Specify)

2
Nui,':!er

11. FILE IS USED

& Daily D Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER

2
Number

a Month(s) X Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED iiSEWHERE? (If yes, specify agency or office)

D Yes ' X No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

a Yes • 33 No

16. AUDIT REQUIREMENTS

D None • ex State D Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

a Yes No

18. RECOMMENDED RETENTION

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

'ichard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

April 4, 1994
DGS 550-4 (Revised 1/93)

Figure 1



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

EPARTMENT;AGENCY

Department of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
Detention and Services

. AGENCY RECORDS INVENTORY

Page "~J Of /o
3. UNIT

Baltimore City Detention
Center

DEFINITION • Recordt SerUt - A group of rtlated rtcordt normally flltd and uttd at a unit for rtftrtnct at wttl at retention and ditpotltion purpottt.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function o( the Series)

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 submitted to the Correctional Training Commisssion for approval.

7. RECORD SERIES FORMAT(S)

Letter Size Q Microfilm

• Legal Size o Computer Tape '

• Bound Book o Floppy Disk

D Audio Tape a Video Tape

a Other (Specify) '

RECORD SERIES SEQUENCE

a Alphabetical

a Numerical

X J Chronological

D Geographical

a Other (Specify)

9. VOLUME
X File Drawer(s)
D Microfilm Reel (s)
D Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
X File Drawer (s)
• Microfilm Reel (s)
D Computer Tape(s)
D Other (Specify)

Nuiv;er

11. FILE IS USED

H Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) ) £ Year(s)
Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED CISEWHERE7 (If yes, specify agency or office)

Xb Yes Woodstock Academy MPCTC • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

D Yes • X) No

16. AUDIT REQUIREMENTS

a None & State . a Federal D Indeoendent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

descnbe any hardware/software)

a Yes K No

18. RECOMMENDED RETENTION

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

Richard A ."""Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

April 4, 1994

DGS 550-4 (Revised 1/93)

Figure 1



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

BEPARTMENT/AGENCY

Department of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROA0

P.O. BOX 275 • JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Page. of /Q

3. UNIT

Baltimore City Detention
Center

DEFINITION • Records Series - A group of relited records normilly flltd ind uttd i t i unit for rtftrtnet i t wall i t retention ind deposition purpotts.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

1-991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Resource Materials
These materials include magazines, catalogs, newsletters, etc.

7. RECORD SERIES FORMAT(S)

Letter Size a Microfilm

a Legal Size a Computer Tape •

}5 Bound Book D Floppy Disk

D Audio Tape a Video Tape

a Other (Specify) '

RECORD SERIES SEQUENCE

a Alphabetical

a Numerical

X) Chronological

o Geographical

a Other (Specify)

9. VOLUME
O File Drawer(s)
o Microfilm Reel (s)

D Computer Tape (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
X File Drawer (s)
• Microfilm Reel (s)
D Computer Tape(s)
D Other (Specify)

Nui

11. FILE IS USED

O Daily Weekly • Monthly

12. FILE BECOMES INACTIVE AFTER

3
Number

• Month(s) X] Year(s)

13. CURRENT LOCATION'S) (Bldg., Floor, Room)

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED FLSEWHERE? (If yes, specify agency or office)

D Yes X No

15. ACCESS RESTRICTIONS (If yes, cite law(s) S regulation(s)

• Yes • cK No

16. AUDIT REQUIREMENTS

K None a State D Federal D Indecendent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

f^J a Yes • X No

18. RECOMMENDED RETENTION

Retain for three (3) years or until information becomes
outdated, then destroy.

ichard A. Bradley
JZlorjornuriication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

April 4, 1994
DGS 550-4 (Revised 1/93)

Figure 1



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

REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE (DGS 550-1)

^WEPARTMENT/AGENCY
Department o f Public Safety
and Correct ional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. 8OX 275 - JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
Detention and Services

. AGENCY RECORDS INVENTORY

Paae 9 Of / 0

3. UNIT

Baltimore City Detention
Center

DEFINITION • Record! Seri(t - A group of rtJattd rtcords normally fll»d and ui«d ai a unit for rsfsrtncs as wtll as retention and disposition purposts.

4. RECORD SERIES TITLE

TRAINING

5. EARUEST YEAR / LATETEST YEAR

1 9 9 1 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Minutes From Training Meetings:
These documents transcribe the activities at quarterly training meetings.

7. RECORD SERIES FORMAT(S)

^ ^ V Letter Size o Microfilm

a Legal Size o Computer Tape •

D Bound Book a Floppy Disk

a Audio Tape o Video Tape

• Other (Soecifv)

11. FILE IS USED

a Daily o Weekly X : Monthly

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Training Office
Jail Industries Bldg.

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

a Yes • X No

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and •

^ ^ descnbe any hardware/software)

l^s^ o Yes Xo No
I

|l Pnmrm in "i r"31" i on / F1 ppf- PoordinStOT—

8. RECORD SERIES SEQUENCE

a Alphabetical

o Numerical

Xi Chronological

D Geographical

D Other (Srjecifv)

9. VOLUME
55 File Drawer(s)
D Microfilm Reel (s)
D Computer Tape (s)
n Other (Specify)

1
Number

10. ANNUAL ACCUMULATION
X File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
D Other (Specifv)

1
Nuiv:er

12. FILE BECOMES INACTIVE AFTER

3 a Month(s) X Yearfsl

Number

14. IS RECORD SERIES DUPLICATED CISEWHERE? (If yes, SDecify agency or office)

)fc Yes Woodstock Academy MPCTC D NO

16. AUDIT REQUIREMENTS

$ None D State . Q F

18. RECOMMENDED RETENTION

Retain for ' three (3) years,

20. TELEPHONE NUMBER

410-637-1361

ederal o Inoecenoenl .

then destroy.

21. DATE

Apri l 4, 1994
DGS 550-4 (Revised 1/93)

Figure 1



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

REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE (DGS 550-1)

REPARTMENT/AGENCY

Department of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. 8OX 275 • JESSUP. MARYLANO 20794

2. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Pane Of /o

3. UNIT

Baltimore City Detention
Center

DEFINITION - Records Strict - A group of rtdttd rtcordt normilly flltd ind uttd i t i unit for rtftrtnct i t wall i t retention ind dltpotltion purpottt.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

General Correspondence
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies, and other materials related to the administration
of the agency.

7. RECORD SERIES FORMAT(S)

Letter Size a Microfilm

a Legal See a Computer Tape '

a Bound Book a Floppy Disk

D Audio Tape • Video Tape

a Other (Specify) '

8. RECORD SERIES SEQUENCE

a Alphabetical

a Numerical

)5 Chronological

o Geographical

a Other (Specify)

9. VOLUME
X File Orawer(s)
D Microfilm Reel (s)
o Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
X. File Drawer (s)
D Microfilm Reel (s)
D Computer Tape(s)

o Other (Specify)

1
Nui v;er

11. FILE IS USED

D Daily Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER

1
Number

• Month(s) H Year(s)

13. CURRENT LOCATION(S) (Bldg.. Floor, Room)

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED fLSEWHERE? (If yes. specify agency or office)

D Yes • & No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

a Yes • K No

16. AUDIT REQUIREMENTS

Xi None a State . a Federal • Indecendent

17. IS AN INDEX SYSTEM USED? (If yes. explain bnefly and

describe any hardware/software)

• Yes. No

18. RECOMMENDED RETENTION

Screen annually and destroy that material no longer
needed for current business. &/££/?>v'JS ,?r<?,

/

Richard A. Bradley
f!omm\:ni <-.ation/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

April 4, 1994
DGS 550-4 (Revised 1/93)

Figure 1



T
DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1 6 1 4

Page i of 2 4\
^gency
Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

Description Retention

1 .

MEDICAL AND MENTAL HEALTH AREA

INMATE MEDICAL AND MENTAL HEALTH RECORDS
This series includes all the medical and
mental health forms, reports and other
materials containing inmate medical
information, inmate grievance commission,
emergency treatment (after regular hours),
nurse treatment plan, physician assistant
sick ca11.

A. Completed medical intake forms.
B. Specialty clinic referrals with

documented follow-up.
C. Progress notes.
D. Physician order sheets.
E. Sick call requests.
F. Continuity of care forms.
G. Laboratory findings.
H. Radiology reports.
I. Inpatient and outpatient documentation

from off site hospitals.
J. Infirmary reports.
K. Diagnostic test reports.
L. Psychiatric records.
M. Dental records.
N. Optometry records.
0. Dietary physicals.
P. Special' diet requests.
Q. Medical waivers or refusals.
R. Excuses from work.
S. Security requests.
T. Legal correspondence.
U. Miscellaneous correspondence.
V. Receipts for medical equipment/prothesis
W. Accident/injury reports.
X. Medical alert forms.
Y. Consent forms.

Retain for three (3
years after inmate
released, then send
to State Records Ce
to retain for eleve
(11) years, then
destroy. For minors
retain for three (3
after inmate is rei
then send to State
Center to retain fo
seventeen (1?) year-
then destroy.

s

ter

years
ased
ecor

I
Schedule Approved by Department,
Agency,
or Division Representative.
Date xt? May? 9, 1994

SignakiTyped Namp Pani R. Rrnwn
Titlp Special Assistant to the Commissi Dner

Schedule Authorized by State Archivist

Date.

Signatu re

OGS 550-1 (Rev. 1/93)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 1614

Page of 2

Agency

Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

Item
No.

Description Retention

2 .

3 .

MISCELLANEOUS DOCUMENTATION

A. Quality assurance documentation
B. Infectious disease reports.
C. Contractual agreements.
D. Statistical reports.

GENERAL CORRESPONDENCE

Subject arrangement of original incoming
letters, copies of outgoing letters,
memoranda, studies, reports, directives,
policies, and other; materi a 1 s -re lated to
the administration of the agency.

Retain for three (3
years, then send to
State Records Cente
for e leven (11) yea
then destroy.

Screen annua11y
and destroy that
material no longer
needed for current
business.

Directives, p o1i c i e
and other material
related to the
planning and policy
that i 1 1 ustrate the
development of the-
agency retain
permanently for
eventual periodic
transfer to the
State Archives.

DOS 550-1A (Rev. 1/93)

Figure 3A - 28 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

, REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

EPARTMENT/AGENCY

t of Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - Record* Strit* - A group of rtiited racordt normally flltd ind ui«d u a unit for rifirtnct at well at retention and dlipotltlon purpom.

A. RECORD SERIES TITLE

MEDICAL AND MENTAL HEALTH AREA

5. EARLIEST YEAR / LATETEST YEAR

1'qqi TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Inmate Medical and Mental Health Records

7. RECORD SERIES FORMAT(S)

J5 Letter Size Q Microfilm

'a Legal See D Computer Tape •

D Bound Book • Floppy Disk

• Audio Tape o Video Tape

a Other (Specify) "

8. RECORD SERIES SEQUENCE

& Alphabetical

D Numerical

a Chronological

a Geographical

D Other (Specify)

9. VOLUME

JL2
Number

X) File Drawer(s)
D Microfilm Reel (s)

o Computer Tape (s)
D Other (Specify)

10. ANNUAL ACCUMULATION
& File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)

o Other (Specify)
5
Number

11. FILE IS USED

Xi Daily a Weekly • Monthly

12. FILE BECOMES INACTIVE AFTER

14 years
2 0 yaaT-g (M-j n o r , ? )

Number

Month(s) Year(s)

13. CURRENT LOCATION(S) (Bldg , Floor, Room)

fedical Department
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

D Yes X No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

XJ Yes Federal Privacy & Security
Act

16. AUDIT REQUIREMENTS

D None X1 State D Federal • Independent •.

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

No

18. RECOMMENDED RETENTION

Retain for 3 years after inmate is released, then send to
State Records Center for 11 years, then destroy. Minors
retain at State Records Center for 17 years, then destroy,

Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

Q 1 Q C M

DGS 550-4 (Revised 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

J5CHE0UIE (OGS 550-1) , ;

' D E P A R T M E N T O F G E N E R A L S E R V I C E S

' RECORDS MANAGEMENT DIVISION

! 7275 WATERLOO ROAD
PO. BOX 275 • JESSUP. MARYLAND 207M

AGENCY RECORDS INVENTORY

Page. Of

l/y DEPARTMENT/AGENCY
DJJurtment of Public Safety
a^rCorrectional Services

2. DIVISION

Divisioni of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION • Rtcordt Strltt • A group of rtJitad rtcordt normilly filtd ind ut*d i t • unit for rtftrtne* • • wtll i t rtttntion and dltpotitjon purpottt.

< RECORD SERIES TITLE

MEDICAL AND MENTAL HEALTH AREA

5. EARLIEST YEAR / LATETEST YEAR

fqqi TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

MISCELLANEOUS DOCUMENTATION

A. Quality Assurance Documentation
B. Infectious Disease Reports
C. Contractual Agreements
D. Statistical Reports

7. RECORD SERIES FORMAT(S)

X Letter Size • Microfilm

Legal See a Computer Tape '

Bound Book • Floppy Disk

• Audio Tape a Video Tape

o Other (Specify) '

8. RECORD SERIES SEQUENCE

OC Alphabetical

a Numerical

D Chronological

a Geographical

D Other (Specify)

9. VOLUME
X) File Orawer(s)
a f.'irroWm Reel (s)
D Computer Tape (s)

a Other (Specify)

Number

10. ANNUAL ACCUMULATION
X) File Drawer (s)

D Microfilm Reel (s)
• Computer Tape(s)
D Other (Specify)

Number

11. FILE IS USED

X Daily • Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

14
Number

Month(s) H Year(s)

13. CURRENT LOCATION(S) (Bldg . Floor. Room)

ledical Department
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

a Yes ft No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

XJ Yes Federal Privacy & Security
Act

16. AUDIT REQUIREMENTS

o None X Slate a Federal o Independent. „

.K ».•:

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes No
Retain for 3 years, then send to State Records.Center for
11 years, then destroy.

A. Bradley
Communication/Fleet Coordinator'

20. TELEPHONE NUMBER

410-637-1361

21. DATE

Q 1 QQA
DOS 550-4 (Revised 1/93)

Figure 1 •••: i : : , - 2 5 . - ' i "• ' ' '
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1

]

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
ReviSEtf RESORO SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1) .

V . - . . : : . '

- , ' ! - ' DEPARTMENT/AGENCY

D j ^ r t m e n t o f Pub l i c Safe ty
^ ^ C o r r e c t i o n a l Services1 , ; , ' •

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 207M

2 . D I V I S I O N ' • • • • • ' " ' •

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Page Of

3. UNIT

Baltimore City Detention
Center

i •
DEFINITION - Rtcordt Strltt • A group of rtlited rtcordt normilly flltd ind uttd i t i unit for rtftrtnct i t wtll i t rtttntfon tnd dlipotltlon purpoitt.

4. RECORD SERIES TITLE

MEDICAL AND MENTAL HEALTH AREA

5. EARLIEST YEAR / LATETEST YEAR

fqqi TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Sen'"; Include the purpose or function ol the Seties)

General Correspondence

' \ •

7. RECORD SERIES FORMAT(S)

IS Letter Size o Microfilm

^ ^ 3 Legal See Q Computer Tape •

^ ^ ^ ) Bound Book a Floppy Disk

• Audio Tape o Video Tape

• Other (SDecifvi

11. FILE IS USED

» Daily a Weekly • Monthly

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

fedical Department
Baltimore City Detention Center

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

X) Yes Federal Privacy & ffieasidrity
Act

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

o Yes • S No

Richajd 'hi' Bradley • 'i ; ( j :\u i!1 >i
Comrrrunication/Fleet Coordinatbr ' '

8. RECORD SERIES SEQUENCE

rX Alphabetical

a Numerical

• Chronological

a Geographical

o Other (Specify)

9. VOLUME
X) File Drawer(s)
a Microfilm Reel (s)
o Computer Tape (s)
D Other (Specify)

12
Number

10. ANNUAL ACCUMULATION
X) File Drawer (s)
a Microfilm Reel (s)
• Computer Tape(s)
O Other iSneafyl

Number

12. FILE BECOMES INACTIVE AFTER

1 a Month(s) Xb Year(s)

Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

• Yes rX No

16. AUDIT REQUIREMENTS

D None X State • Federal a Independent

1B. RECOMMENDED RETENTION

Screen annually and destroy
needed for current business.

20. TELEPHONE NUMBER
| l l:;! (| |>; n |. l ; i j i i | i • • |: •

410-6i7-i3f l ' '' '''"

that material no longer

21. DATE

M a y Q 1QQ4
OGS 55O-* (Revised 1/93)

Figure 1

i ; : • < • ! ' ' , ' 1

i • . : » . . !
i" '" ' !
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1615

Page of 2

I •.

gency
Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

Item
No.

1.

2 .

3 .

h.

Description Retention

SOCIAL WORK AREA

PSYCHO-SOCIAL ASSESSMENT

This series includes
diagnostic materials
is used in planning,
maintained in inmate
is maintained in the

social and
for inmates and
Record copy

s basefile. A copy
departmental office

for purposes of reference

GROUP FILES

This series contains rosters, contracts,
dropout notices, completion evaluations,
certificate copies, worker notes, inmates
evaluation of groups.

RELEASE PLANNING FILES

This series contains worker notes and
copies of correspondence, release of
information forms and other miscellaneous
data related to specialized inmate
re lease plans.

STATISTICAL REPORTS

A. RAW DATA

This series contains reports from
each staff person on psycho-social
assessment group activity.

Retain for three (3)
years or as long as
i nmate i s i n the
institution, then
destroy.

Retain for five (5)
years from group
termination date,
then destroy.

Retain for two (2)
years, then destroy

the

Retain for three (3
years, then destroy

Schedule Approved by Department,
Agency,
or Division Representative.
Date ? Mav 1Q; 1994

|Typed Namp Paul E. Brown
• TitlpSpecial Assistant to the Commissic

Schedule Authorized by State Archivist

Date <7&</iV

Signatuta.
17

ner
tDGS 550-1 (Rev. 1/93)

Figure 3 - 27 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1615

Page 2 of 2

Agency
Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

Item
No.

5 .

Description

B* MONTHLY AND ANNUAL SUMMARIES

Reports generated by Regional
Supervisors each month and for the
fiscal year. Original is sent to
the Director of Social Services,
copy in Regional Supervisor's office
files.

Retention

GENERAL CORRESPONDENCE

Subject arrangement of original incoming
letters, copies of outgoing letters,
memoranda, studies,' reports,'directives,
policies, and other materials related to
the administration of the agency.

Retain for ten (10)
years, then destroy

Screen annually and
destroy that rnateri;
no longer needed fo
current business.
Directives, policie
and other material
related to the
planning and policy
that i 1 lustrate the
development of the
agency retain
permanently for
eventual periodic
transfer to the
State Archives.

050-1A (Rev. 1/93)

Figure 3A - 28 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page ]_ Of

^^EPARTMENT/AGENCY

nt of Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial

3. UNIT

Baltimore City Detention
Ponfor

DEFINITION - Rtcordt Strict - A group of raJated rtcordt normilly fll*d ind uttd it i unit for rtftrtnc* i t wtll i t retention ind ditpotition purpottt.

4. RECORD SERIES TITLE

SOCIAL WORK AREA

5. EARLIEST YEAR / LATETEST YEAR

1 9 9 1 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Psycho-Social Assessment

7. RECORD SERIES FORMAT(S)

K Letter Size a Microfilm

"a Legal See D Computer Tape •

D Bound Book n Floppy Disk

• Audio Tape D Video Tape

D Other (Specify)

8. RECORD SERIES SEQUENCE

}p Alphabetical

a Numerical

D Chronological

a Geographical

c Other (Specify)

9. VOLUME
X File Drawer(s)
D Microfilm Reel (s)
• Computer Tape (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
M File Drawer (s)
a Microfilm Reel (s)
D Computer Tape(s)
a Other (Specify)

Number

11. FILE IS USED

X Daily " • Weekly D Monthly

12. FILE BECOMES INACTIVE AFTER

3
Number

Month(s) Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Social Work Office
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

D Yes }p No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

a Yes - )p No

16. AUDIT REQUIREMENTS

a None Jf State a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

5S No

18. RECOMMENDED RETENTION

Retain for three (3) years or as long as the inmate is in
the institution, then destroy.

:ommunication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

Mav 10. 1994
DGS 550-4 (Revised W93)

Figure 1 - 25 -



INSTRUCTIONS -• TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORO SERIES FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS SSO-I)

DEPARTMENT/AGENCY

Department of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SLKVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO. BOX 275 • JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
Dpf-p>nf-i nn anH

AGENCY RECORDS INVENTORY

Page . 01

3. UNIT

Baltimore City Detention

DEFINITION - Rtcorda S*ri*i - A group of rdatad ftcordt normally fll*d and uttd at a unit for rtftrtnct ta wdl at rtttntlon and ditpoiltion purpottt.

4. RECORD SERIES TITLE

SOCIAL WDRK AREA

5. EARLIEST YEAR I LATETEST YEAR

1991 TO

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documents/forms found in Ihe Series. Include the purpose or function of the Series)

Group Files

7. RECORD SERIES FORMAT(S)

X Letter Size • Microfilm

• Legal Size a Computer Tape '

a Bound Book a Floppy Disk

a Audio Tape • Video Tape

• Olher (Specify)

8. RECORD SERIES SEQUENCE

Xi Alphabetical

• Numerical

• Chronological

a Geographical

a Other (Specify)

9. VOLUME
H File Drawer(s)
a Microfilm Reel (s)

D Computer Tape (s)
D Olher (Specify)

Number

10. ANNUAL ACCUMULATION
H File Drawer (s)
o Microfilm Reel (s)
• Computer Tape(s)
Q Other (Specify)

Number

11. FILE IS USED

K Daily a Weekly • Monthly

12. FILE BECOMES INACTIVE AFTER

5
Number

Month(s) Year(s)

13. CURRENT LOCATION(S) (Bldg. Floor. Room)

Social Work Office
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

a Yes ) p No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

n Yes -X> No

16. AUDIT REQUIREMENTS

a None gj State a Federal a Independent

t
IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardwaie/sofiware)

No

18. RECOMMENDED RETENTION .

Retain' for five>s(5) years, frpm group termination ̂date,
t h e n d e s t r o y . ••••'. '• ' • > " - .

Uchard A. Bradley
:ommunication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 10. 1994
f.GS 550-4 (Revisea 1/S3)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE |DGS 550-1)

DEPARTMENT/AGENCY

Department of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. BOX 275 • JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
anri fi

, , AGENCY RECORDS INVENTORY

Page. Of

3. UNIT

Baltimore City Detention

DEFINITION - Rtcordt StrUa - A group of raiatod racorda normally Iliad and uaad aa a unit for rafaranca aa wall aa ratantlon and disposition purpoaaa.

4. RECORD SERIES TITLE

SOCIAL WORK AREA

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Release Planning Files

7. RECORD SERIES FORMAT(S)

U ^ ^ K Letter Size a Microfilm

a Legal Size a Computer Tape

II a Bound Book a Floppy Disk

D Audio Tape D Video Tape

• Other (Specify)

RECORD SERIES SEQUENCE

)p Alphabetical

a Numerical

• Chronological

a Geographical

D Other (Specify)

9. VOLUME
K File Drawer(s)
D Microfilm Reel (s)
o Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
H File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
• Other (Specify)

Number

11. FILE IS USED

X Daily a Weekly • Monthly

12. FILE BECOMES INACTIVE AFTER

2
Number

Month(s) ) 6 Year(s)

13. CURRENT LOCATION(S) (Bldg , Floor. Room)

Social Work Office
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes XI No '

15. ACCESS RESTRICTIONS (If yes, cite law(s) S regulation(s)

D Yes >XJ NO

16. AUDIT REQUIREMENTS

D None 5f Slate a Federal Q Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any harOware/soflware)

No

18. RECOMMENDED RETENTION

Retain for. two (2} years, then destroy.

llchard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 10, 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 25 -



!S$lSk£L!OKS •• TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FOR.VARO WITH RECORDS RETENTION

SCI-.EDULE (DGS iSCM)

DEPARTMENT/AGENCY

Department of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. BOX 275 • JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
a n d fi<ar-wi c ^ g

AGENCY RECORDS INVENTORY

Page. Of

3. UNIT

Baltimore City Detention

DEFINITION • R«cord» Stritt • A group of rriited itcordt normally flltd ind uttd <t I unit for rtfartnc* i t wtll •» rtttntion ind dltpotltion purpotti.

4. RECORD SERIES TITLE

SOCIAL WORK AREA

5. EARLIEST YEAR / LATETEST YEAR

1 9 9 1 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documenls/forms found in the Series. Include the purpose or function of the Series)

Statistical Reports

a . Raw Data
b . Monthly and Annual Summaries .• _

7. RECORD SERIES FORMAT(S)

K Letter Size a Microfilm

o Legal Size a Computer Tape '

a Bound Book a Floppy Disk

a Audio Tape D Video Tape

• Other (Specify)

RECORD SERIES SEQUENCE

X> Alphabetical

a Numerical

• Chronological

o Geographical

a Other (Specify)

9. VOLUME
X File Drawer(s)
• Microfilm Reel (s)
o Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
K File Drawer (s)
D Microfilm Reel (s)
D Computer Tape(s)
D Other (Specify)

Number

11. FILE IS USED

X Daily a Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

3
Number

a Month(s) Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Social Work Office
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

• Yes X> No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

• Yes - X i No

16. AUDIT REQUIREMENTS

a None & Slate a Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION j .

Retain for three ,(3) years , ithen destroy.

o Yes NO

ichard A. Bradley
•Communication/F lee t Coordinator

20. TELEPHONE NUMBER

410-637-1361 ! ' ;|
"GS 550-4 IRevisea 1/33)

Figure 1

21. DATE

May 10, 1994

- 25 -



1 i

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

OEPARTMENT/AGENCY

Department of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial

AGENCY RECORDS INVENTORY

Page. Of

3. UNIT

Baltimore City Detention
Ponfor

DEFINITION - Rtcordt S»ri«» - A group of r*ltt*d rtcordt normally flltd and utad aa a unit for raftitnea at wall at rtttnUon and diapotlUon purpotat.

4. RECORD SERIES TITLE

SOCIAL WORK AREA

5. EARLIEST YEAR / LATETEST YEAR

1 9 9 1 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

General Correspondence

7. RECORD SERIES FORMAT(S)

y^^k & Letter Size a Microfilm

a Legal See a Computer Tape

a Bound Book a Floppy Disk

• Audio Tape a Video Tape

D Other (Specify)

RECORD SERIES SEQUENCE

)P Alphabetical

a Numerical >

• Chronological

• Geographical

• Other (Specify)

9. VOLUME
X File Drawer(s)
a Microfilm Reel (s)
a Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
M File Drawer (s)
• Microfilm Reel (s)
D Computer Tape(s)
Q Other (Specify)

Number

11. FILE IS USED

H Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly D Monthly D Monlh(s) 56 Year(s)
Number

13. CURRENT LOCATION(S) (Bldg , Floor, Room)

HSocial Work Office
iltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes X> No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

• Yes • # No

16. AUDIT REQUIREMENTS

o None X Slate o Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software) . •

D Yes No

18. RECOMMENDED RETENTION ; . ;

Screen; annually and destroy that material no longer
needed for1 current..business.: , '..''"-

Richard A. Bradley
hommunication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361 i

21. DATE

May 10. 1994
OGS 550-4 (Revised 1/93)

Figure 1 - 25 - !



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 16-|6

Page i of

Agency

Department of Public Safety
and Correctional Services

Division/Unit

Division of Pret rial
Detention and Services

1 .

PERSONNEL AREA

PERSONNEL FOLDERS:

This folder may contain all or some of the
following documents:

A. Application
B. Appointment Letters
C. Correspondence Relating to New Appointment
D. Personnel Payroll Form
E. Personnel Transaction Form
F. Health Insurance Form
G. CPB Form
H. Governor's Policy on Substance Abuse
I. Handicap Employee Survey
•J . Investigation Form
K. Retirement Form
L. . Change of Address Forms
M. Charges for Removal
N. Commendations
0. Counseling Sessions
P. Discip1inary Actions
Q. Efficiency Ratings
R. General Correspondence
S. Grievance Actions
T. Leave Forms
U. Medical Documentation
V. Probation
W. Promotions
X. Accident Leave
Y. Reclassifications
Z. Resumes
AA. Suggestion File
AB . Suspension Actions
AC. Training
AD. Letter of Resignation

Retai n for ten (10)
years after termin-
ation of employment,
then send to State
Record Center for te
(10) years, then
destroy.

Schedule Approved by Department,
Agency,
or Division Representative.
Date >-i Mav ,4 . 1 994

|[SignatuL£2
Typed Namp Paul E. f&rown

"Titlp Special Assis tant t o the Comnri ss

Schedule Authorized by State Archivist

Date

Signature

.oner
-" OGS 550-1 (Rev. 1/93)

Figure 3 - 27 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 16T6

Page Of 6

Agency
Department of Public Safety
and Correctional Services

Division/Unit
Division of Pretrial
Detention and Services

Description Retention

AE . Retirement
AF. Transfer
AG. Dismissal

POSITION CONTROL CARDS

HISTORY CARDS:"

Upon being selected for employment within the
Division of Pretrial Detention and Services,
either as new hire, transfer, reinstatement or
temporary employee, a personnel history card i
prepared. This card contains the following da

Name-
Social Security Number
Telephone Number
Race
Sex
Birthdate
Increment Date
EOD (Entry on Duty) Date
Classification
Effective Date of Classification
Employment Status
Salary
Position Identification Number for Employe

Each reclassification, promotion, demotion,
change in salary, extended probation, title
change, change of address or telephone number
is duly noted on the following:

Resi gnati on
Reti rement

Retain for five (5)
years after position
abolished, then destt

i s
oy

s
ta

Field offices retain
non-record copy for
ten (10) years, then
destroy; HQ retain fc
thirty (30) years, t'
destroy.

sn

DGS 550-1A (Rev. 1/93)

Figure 3A - 28 -
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No
•1616

Page of

Agency
Department of Public Safety
and Correctional Services

Division/Unit
Division of Pretrial
Detention and Services

Item
No.

5 .

6 .

Description Retention

BACKGROUND INVESTIGATIONS

Criminal background investigation done on
each employee of the Division of Pretrial
Detention and Services.

PART-TIME QUARTERLY REPORTS

Statistics about the number of part-time
employees currently employed.

VACANCY REPORT - WEEKLY

Statistics about the number and types of
vacancy reports, including information
about the length of the vacancy and
recruitment efforts.

EXAM SCHEDULE POSTING

Records showing that notices about
Department of Personnel employment tests
had been posted on employee bulletin
boards.

OSHA ANNUAL REPORT (Form 200)

Federal government statistical report about
the nature and number of on-th-job injuries

EMPLOYEE LEAVE RECORDS

Records about the days each employee worked,
took leave, the type of leave and the accrued
balances of the various types of leave.

Retain for (3) three
years after termin-
ation of employment,
then send to State
Records Center for
two (2) years, then
destroy.

Keep for one (1)
then destroy.

year

?etai n for
(3) years,
destroy.

three
then

DGS 550-1A (Rev. 1/93)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 1616

Page

Agency
Department of Public Safety
and Correctional Services

Description

4 of 6

Division/Unit

Division of Pretrial
Detention and Services

8.

EEO - DISCRIMINATION COMPLAINT FILE

Case Files of all employment discrimination
complaints filed against the agency by
employees.

A. Employee Not Terminated

B. Employee Terminated

EEO - QUARTERLY REPORT

A. Termination and Rejection on Probation
Data

B. Statistical Report
C. Written Reprimand Report

D. Promotion Report

WORK FORCE CHARACTERISTICS - SEMIANNUAL

ANNUAL GRIEVANCE AND DISCIPLINARY REPORT

Retention

Field offices retain
non-record copy for
three (3) years after
resolution of the
complai nt, then
destroy.

Headquarters retain
the record copy for
ten (10) years after
resolution of the
complaint, then
destroy.

Field offices retain
non-record copy for
three (3) years
after termination
of employee, then
destroy.

Headquarters retain
for ten (10) years
after termination of
employee, then destro

Field offices* retai n
non-record copy for
three (3) years, then
destroy. '4

Headquarters retain
ecord copy for ten
10) years', then

destroy.

JGS 550-1A (Rev. 1/93)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 1616

Page Of 6

Agency
Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

Item
No.

9 .

10 .

1 1 .

12 .

Description

LEAVE REPORT - QUARTERLY

TURNOVER REPORT - QUARTERLY

ELIGIBILITY LISTS - -SELECTIONS MADE

Information about the persons contacted and
selected to fill various positions from
the Department
lists.

of- Personnel's eligibi1ity

BB 40 FILE

Records about such personnel actions as
reclassifications, inter and intra agency
transfers and position abolition.

CLASSIFICATION FILES

Requests to
di sposition

reclassify positions and the
of those requests.

DISCIPLINARY CASE FILES

Records about disciplinary suspensions,
rejections on probation, charges for
removal and grievances.

Retention

Field office retain
non-record copy for
three (3) years, ther
destroy.

Headquarters retain
record copy for five
(5) years, then
destroy.

Field offices retair
non-record copy for
three (3) years, .
destroy.

Headquarters retain
record copy for thre
(3) years, then send
to State Records
Center for two (2)
(2) years, then dest

Headquarters retain
for five (5) years
after action which
abolishes position,
then destroy.
Headquarters retain
the only record for
ten (10) years, then
destroy.

Headquarters retain
the only record for
four (ft) years after
final disposition
of the case, then
destroy.

-oy

DGS 550-1A (Rev. 1/93}

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 1616

Page Of 6

Agency
Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

Item
No.

Description Retention

13

14

15

16.

17 .

RESCINDED DISCIPLINARY ACTIONS

Records about disciplinary actions which
were rescinded by agreement of the parties,
by court order or by order of a hearing
officer.

COMPUTERIZED DISCIPLINARY STATISTICAL DATA

Statistical data about disciplinary actions
which is kept on a computer hard disk.

EAP FILE

Record of referrals made to the State's
Employee Assistance Program.

MITIGATING CIRCUMSTANCES FILE

Records of Disciplinary cases in which the
Commissioner of Division of Pretrial
Detention and Services authorized a
disciplinary action different from the usual
action because of mitigating circumstances.

GENERAL CORRESPONDENCE:

Subject arrangement of original incoming
letters, copies of outgoing letters,
memoranda, studies, reports, directives,
policies, and other rnateria 1 s related to
the administration of the agency.

Retain for three (3)
years after terrninat
of employment, then
destroy;

Purge annual 1y to
delete records over
ten (TO) years old.

Retain for three (3)
years after termin-
ation of employment,
then destroy.

Retai n for ten (10)
years, then destroy.

on

Screen annually and
destroy that materia
no longer needed for
current business.
Directives, policies
and^'other material
related t6 the
planning and policy
that illustrate the
development of the
agency retain
permanently for
eventua 1 pe_r i odi c
transfer to' the State
Archi ves.

)GS 550-1A (Rev. 1/93)

Figure 3A - 28 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS S50-1)

D E P A R T M E N T O F G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. 80X 275 - JESSUP. MARYLAND 20754

AGENCY RECORDS INVENTORY

Paoe Of

PARTMEHT/AGENCY

partment of Public Safety
and Correctional Services

2, DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Record! Saritt - A group of rtliUd rtcordi normilly flUd ind uitd t i a unit for rtfirtnct i i well n retention ind ditpoiltion purpoiai.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

1'991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of inforrr.alion/oocumenls/forms found in '.he Series.

A. Application
B. Appointment Letteres

Correspondence Relating
to New Appointment
Personnel Payroll Form

E. Personnel Transaction

F. Health Insurance Form
. CPB Form

H. Governor's Policy on
Substance Abuse

I. Handicap Employee Survey
J. Investigation Form

K. Retirement Form X
L. Change of Address Form Y
M. Charges for Removal Z
N. Commendations AA
o. Counseling Sessions AB
P. Disciplinary Actions AC
Q* Efficiency. Ratings AD
R. General Correspondence AE
g. Grievance Actions AF
T. Leave Forms AG
U. Medical Documentation
V. Probation
W. Promotions

Include the purpose or function of the Series)

Accident Leave
Reclassifications
Resumes
Suggestion File
Suspension Actions
Training
Letter of Resignation
Retirement
Transfer
Dismissal

7. RECORD SERIES FORMAT(S)

- s " e r Size • D Microfilm

D Legal Size o Computer Tape '

• 3ound Book a Floppy Disk

• Audio Tape o Video Tape

c Other (SDecifv)

8. RECORD SERIES SEQUENCE

yp Alphabetical

• Numerical

• Chronological

a Geographical

n Other (Specify)

9. VOLUME

Numper

Xb File Drawer(s)
a Microfilm Reel (s)
a Computer Tape (s)
• Other (Scecifv)

10. ANNUAL ACCUMULATION
X File Drawer (s)
D Microfilm Reel (s)
a Computer Tape(s)
a Other (Specify)

Number

11. FILE IS USED

X Daily o Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

10
Number

Month(s) Year(s)

13. CURRENT LOCATION(S) (Bldg.. Floor, Room)

Personnel Office
Jail Industries Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes $ No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

TO Yes

Act
PHvsry ft

16. AUDIT REQUIREMENTS

• None & State a Federal a Inoeoendent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
descnbe any hardware/software)

Xi No

18. RECOMMENDED RETENTION

Retain for ten (10) years after termination of employment,
then send to State Record Center for ten (10) years, then
destroy.

ichard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 4, 1994
DGS S5O-4 |Rmsed 1/93)

Figure 1 - 25 -



INSTRUCTIONS - JYPE OR PRINT A SEPARATE FORM FOR EACH NEW

•REVISEO RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

spartment of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Page. Of 17

3. UNIT

Baltimore City Detention
Center

DEFINITION - Rtcorda S»rUi - A group of rtUttd racords normally flltd and uatd ai a unit for raftrinct aa wall at rrttntion and disposition purpoiai.

A. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

1 9 9 1 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Position Control Cards

7. RECORD SERIES FORMAT(S)

Letter See D Microfilm

• Legal See o Computer Tape '

a Bound Book D Floppy Disk

a Audio Tape • Video Tape

a Other (Specify) '

8. RECORD SERIES SEQUENCE

)f) Alphabetical

a Numerical

D Chronological

a Geographical

a Other (Specify)

9. VOLUME
J5 File Drawer(s)
a Microfilm Reel (s)
a Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
Xi File Drawer (s)
a Microfilm Reel (s)
D Computer Tape(s)
a Other (Specify)

1/2
Number

11. FILE IS USED

PX Daily D Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

5
Number

Month(s) Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Personnel Office
Jail Industries Building .

14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes, specify agency or office)

a Yes )fJ No

15. ACCESS RESTRICTIONS (If yes, cite law(s) S regulation(s)

X Yes

16. AUDIT REQUIREMENTS

a None & State D Federal D Independent

Act
17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

D Yes No

18. RECOMMENDED RETENTION

Retain for five (5) years after position is-abolished,
then destroy.

Richard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 4, 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD,SERIES. FORWARD WITH RECORDS RETENTION
•SCHEDULE (DGS £50-))

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20754

AGENCY RECORDS INVENTORY

Page 3_ Of 17

•

pyPARTMENT/AGENCY

tpartment of Public Safety
and Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Rtcordi Saritt • A group of rtUted rtcordi normilly flltd ind uttd t i • unit for rtftrtnct it will i t rrttntion ind diipotltion purpottt.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of mlormation/documents/lorms found in the Series. Include the purpose or function ol the Series)

History Cards

7. RECORD SERIES FORMAT(S)

_ X Letter See a Microfilm

^ I R J Legal See a Computer.Taoe •

• sound Bcx̂ k o Floppy Disk

a Audio Tape a Video Tape

c Other (Speci(y) \ .

8. RECORD SERIES SEQUENCE

)P Alphabetical

• Numerical

a Chronological

a Geographical

• Other (Specify)

9. VOLUME

5fa File Drawer(s)
D Microfilm Reel (s)
a Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
tX File Drawer (s)
o Microfilm Reel (s)
a Computer Tape(s)
a Other (Specify)

1/2
Number

11. FILE IS USED

X Daily • Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER

10
Number

Month(s) H Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Personnel Office
Jail Industries Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (II yes. specify agency or office)

Xi Yes H r i q . P f^ rgnnTT 3 ! P ^ p t . ° N o

15. ACCESS RESTRICTIONS (II yes. cite law(s) 8 regulation(s)

>5 Yes

Act
Pri vary &

16. AUDIT REQUIREMENTS

a None H State a Federal D Independent
5 " * n • < t.
t, • -1 .••• \

17. IS AN INDEX SYSTEM USED7 (If yes, explain briefly and

describe any hardware/software)
18. RECOMMENDED RETENTION

Retain non-record copy for ten (10)years, then destroy.

o Yes No

Lichard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 4 , 1994
DGS 550-4 (Revised 1/33)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE 1DGS S5O-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO. BOX 275-JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

PARTMENT/AGENCY
partment of Public Safety

and Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Record! Saris* - A group of rtUUd ncordi normilly flltd ind ui»d i< a unit for nf«r«nc» i t will i t rttantion ind disposition purpoiti.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe me types of infomaiion/documents/forms found in the Series. Include the purpose or function of the Series)

Background' Investigations

7. RECORD SERIES FORMAT(S)

Letter See a Microfilm

' b Legal See a Computer Tape '

• Sound Book o Floppy Disk

D Audio Taoe D Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

yp Alphabetical

a Numerical

o Chronological

• Geographical

a Other (Specrfy)

9. VOLUME

1/2
Number

X) File Drawer(s)
• Microfilm Reel (s)
a Computer Tape (s)

a Other (Specify)

10. ANNUAL ACCUMULATION
X) File Drawer (s)
a Microfilm Reel (s)
o Computer Tape(s)
• Other (Specify)

1/4
Number

11. FILE IS USED

X o Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

3
Number

Month(s) Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Personnel Office
Jail Industries Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes K No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulanon(s)

Yes Pri vary &

16. AUDIT REQUIREMENTS

• None H Si'afe o Federal a Independent .

Act
17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and

descnbe any hardware/software)

a Yes tt No

18. RECOMMENDED RETENTION

Retain for three (3) years after termination of employment,
then send to State Records Center for two (2) years, then
destroy.

rrd A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 4, 1994
DGS 350-4 (Rmsad 1/S3)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORB SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

D E P A R T M E N T OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20734

AGENCY RECORDS INVENTORY

Page . Of 17

PARTMENT/AGENCY

partment of Public Safety
and Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Record! SeriM - A group of rtlitad ricordi normilly flltd ind uitd n a unit for rtfirsnci ai w«ll «• rattntion ind diipoilMon purpotat.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of inlormation/documenls/forms found in the Series. Include the purpose or function Gf the Series)

Part-time Quarterly Reports
Vacancy Reports - Weekly
Exam Schedule Posting

7. RECORD SERIES FORHAT(S)

Letter Size D Microfilm

a Legal See a Computer Tape '

a Bound Book o Floppy Disk

D Audio Tape a Video Tape

a Other (Specify) •

8. RECORD SERIES SEQUENCE

yp Alphabetical

• Numerical

D Chronological

a Geographical

a Other (Specify)

9. VOLUME

J
Number

tX File Drawer(s)
D Microfilm Reel (s)
a Computer Tape (s)
• Other (Specify)

10. ANNUAL ACCUMULATION
^o File Drawer (s)

a Microfilm Reel (s)
• Computer Tape(s)
D Olher (Specify)

1/4
Number

11. FILE IS USED

X) Daily 0 Weekly D Monthly

12. FILE BECOMES INACTIVE AFTER

1

Number

Month(s) Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Personnel Office
Jail Industries Building .

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

0 Yes X No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

Yes

Act
Pri var-y &

16. AUDIT REQUIREMENTS

D None M Stale • Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

a Yes 15 No

18. RECOMMENDED RETENTION

Keep for one (1) year, then destroy. ,,*,

lichard A .Brad ley
Communication/Fleet Coordinator:

20. TELEPHONE NUMBER

410-617-1161

21. DATE

May 4, 1994
OGS 550-4 |RBYUK) 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-t)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20754

AGENCY RECORDS INVENTORY

Page . Of 17

PARTMENT/AGENCY

partment of Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION • Rtcordi Sarlti - A group of rditod rtcordi normilly filed ind uitd n i unit for nftrtnci ai wtll n retmtion ind diipodtion purpotsi.

A. RECORD SERIES TITLE

PERSONNEL

5. EARUEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include Ihe purpose or (unction of the Series)

OSHA Annual Report (Form 200)
Employee Leave Records

7. RECORD SERIES FORMAT(S)

Letter Size • Microfilm

"o Legal See a Computer Tane •

a Sound Book a Floppy Disk

n Audio Tape o Video Tape

c Other (Specify)

8. RECORD SERIES SEQUENCE

)p Alphabetical

• Numerical

a Chronological

a Geographical

a Other (Specify)

9. VOLUME

)p File Drawer(s)
a Microfilm Reel (s)
a Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
56 File Drawer (s)
o Microfilm Reel (s)
o Computer Tape(s)

a Other (Specify)
1/7
Number

11. FILE IS USED

X: Daily Q Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

3
Number

Month(s) rX Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Personnel Office
Jail Industries Building .

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (II yes. specify agency or office)

a Yes X No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

Yes

Act
Priory § <Seti€irity

16. AUDIT REQUIREMENTS

G None H Slate a Federal1 a Independent'

t
IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)
18. RECOMMENDED RETENTION

Retain for three (3) years, then,destroy.
a Yes_ No

Richard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 4 , 1994
0GS SS0-4 (Rmued 1/93)

Figure 1 - 25 -



INSTRUCTIONS-- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD.SERIES. FORWARD WITH RECORDS RETENTION

-SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO. BOX 275 • JESSUP. MARYLAND 20754

AGENCY RECORDS INVENTORY

Page . of 17

•
PiPARTMENT/AGENCY

partment of Public Safety
"and Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Racordi S«rie« - A group of rtlitod rtcordt normally filed ind ut»d t i i unit for rtftrtnet at wtll i t rrUntion md diapoaitton purpom.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informatiorVdocuments/forms found in the Series. Include the purpose or function of the Series)

EEO - Discrimination Complaint Files

7. RECORD SERIES FORMAT(S)

Letter See o Microfilm

Legal See a Computer Tape •

• Bound Book o Floppy Disk

D Audio Tape o Video Tape

D Other (Specify) •

8. RECORD SERIES SEQUENCE

)P Alphabetical

• Numerical

• Chronological

a Geographical

a Other (Specify)

9. VOLUME

1/2

56 File Drawer(s)
D Microfilm Reel (s)

• Computer Tape (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
^B File Drawer (s)
o Microfilm Reel (s)
D Computer Tape(s)
a Other (Specify)

1/4
Number

11. FILE IS USED

Xi Daily a Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

3
Number

Monlh(s) X Year(s)

13. CURRENT LOCATION(S) (Sldg.. Floor. Room)

Personnel Office
Jail Industries Building .

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

X Yes Hr3q. P p r s n n n p l r top t • No

15. ACCESS RESTRICTIONS (If yes. crle law(s) 8 regulation(s)

)0 Yes PH vary &

16. AUDIT REQUIREMENTS

a None & State D Federal a Independent

A c t

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and
describe any hardware/software)

Q Yes 15 No

18. RECOMMENDED RETENTION

Retain non-record copy for three (3) years after resolution
of the complaint.

Richard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1 361

21. DATE

May 4 , 1994
DGS 350-4 |RmuM 1/33)

Figure 1 - 2 5 -



IKSTRUCTIOKS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DCS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O. BOX 275 - JESSUP. MARYLAND 20754

AGENCY RECORDS INVENTORY

Page. Of 17

EPARTMENT/AGENCY
partment of Public Safety

'and Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Rtcordi Sariet - A group of rtUtxi rtcordt normilly flltd and uitd ai a unit for rifirtnc* n will at rrtantion and disposition purpoiai.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documenls/forms found in the Series. Include Ihe purpose or function of the Series)

EEO Quarterly Report
Work Force Characteristics - Semi Annual
Annual Grievance and Disciplinary Report

7. RECORD SERIES FORMAT(S)

X Letter See a Microfilm

' a Legal Size o Computer Tape "

• Bound Book a Floppy Disk

o Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

)P Alphabetical

• Numerical

Q Chronological

o Geographical

a Other (Specify)

9. VOLUME

1/4

<X File Drawei(s)
D Microfilm Reel (s)
o Computer Tape (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
rX File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
Q Olher (Specify)

1/8
Number

11. FILE IS USED

• Daily o Weekly Monthly

12. FILE BECOMES INACTIVE AFTER

3
Number

a Month(s) J5 Year(s)

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

Personnel Office
Jail Industries Building .

14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

X> Yes Hdq. Personnel n p p t . o No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

Yes

Act
Pri vary &

16. AUDIT REQUIREMENTS

a None H Slate a Federal a Indeoendenl

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

13. RECOMMENDED RETENTION

Retain non-record copy for three (3) years, then destroy.

a Yes No

A. Bradley
CaTmunication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 4 , 1994
DGS 550-4 (RensM 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD. SERIES. FORWARD WITH RECORDS RETENTION

•SCHEDULE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 • JESSUP. MARYLAND 207S4

AGENCY RECORDS INVENTORY

Page. Of
\T

PARTMENT/AGENCY

ipartment of Public Safety
and Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Rieordt Seriet - A group of rtUt*d rtcordi normally flltd ind uitd n i unit for r«f»r»nc« at wtll at retention and diipoiltion purpottt.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / UTETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documenls/forms found in the Series. Include the purpose or function of the Series)

Leave Report - Quarterly
Turnover Report - Quarterly

7. RECORD SERIES FORMAT(S)

J5 Letter Size • Microfilm

' a Legal See D Computer Tape '

a Bound Book o Floppy Disk

D Audio Tape a Video Tape

• Other (Specify)

RECORD SERIES SEQUENCE

)£) Alphabetical

a Numerical

0 Chronological

o Geographical

a Other (Specify)

9. VOLUME

1/8

5( rile Drawer(s)
D Microfilm Reel (s)
• Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
X a File Drawer (s)

D Microfilm Reel (s)
D Computer Tape(s)
o Other (Specify)

1/16
Number

11. FILE IS USED

a Daily o Weekly cX Monthly

12. FILE BECOMES INACTIVE AFTER

3
Number

a Month(s) Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Personnel Office
Jail Industries Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (l( yes. specify agency or office)

tK Yes Hdq. Personnel Dept. a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s)

Yes

Act
Pr-ivary

16. AUDIT REQUIREMENTS

a None & State a Federal .-..•

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

Retain non-record copy for three ,(3) years, then destroy.

a Yes 15 No

Richard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 4 , 1994
DGS 550-4 (Rovned 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEQULE (DGS 550-t)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20754

AGENCY RECORDS INVENTORY

Page 1 Q ' l Of 1 7

•

EP>EPARTMENT/AGENCY

partment of Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION • Rtcordi Serie* • A group of rtUUd rtcordi normilly filtd ind ui»d i t a unit for rtfirtnct i t w*ll i t rttintlon ind ditpoiltion purpotot.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

1'991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documenls/forms found in '.he Series. Include the purpose or function cf the Series)

Eligibility Lists - Selections Made

7. RECORD SERIES FORMAT(S)

X Letter Size D Microfilm

c Legal See • Computer Tape •

• Bound Book o Floppy Disk

o Audio Tape a Video Tape

c Other (Specify)

8. RECORD SERIES SEQUENCE

yp Alphabetical

• Numerical

n Chronological

a Geographical

a Other (Specify)

9. VOLUME

15 File Drawei(s)
D Microfilm Reel (s)
D Computer Tape (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
4 File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)

• Other (Specify)

1/2
Number

11. FILE IS USED

X Daily a Weekly D Monthly

12. FILE BECOMES INACTIVE AFTER

3
Number

Month(s) Year(s)

13. CURRENT LOCATION(S) (Bldg.. Floor, Room)

Personnel Office
Jail Industries Building .

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

X Yes Hdq. Personnel rv>pi-_ o No

15. ACCESS RESTRICTIONS (If yes, cite law(s) S regulation(s)

Yes Pr-i var-y &

16. AUDIT REQUIREMENTS

n None i i Stale a Federal D Independent

Act
17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)
18. RECOMMENDED RETENTION

Retain non-record copy for three (3) years, then destroy.

a Yes No

Richard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1

21. DATE

May 4, 1994
UGS S5O-4 (Rrnnsed 1/93)

Figure 1 - 25 -



INSTRUCTIONS'- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD >SERIES. FORWARD WITH RECOROS RETENTION

?CKEDU.LE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 2079<

AGENCY RECORDS INVENTORY

Page . 11 Of 77

PARTMENT/AGENCY

bpartment of Public Safety
""and Correctional Services

z. DIVISION

Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - Records Seriat - A group of raiited racordi normally fllad ind uiad I I a unit for rafaranca i i wall i t rtttntion and diapoiitjon purpoiat.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR I LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms found in the Series. Include the purpose or function of the Series)

BB 40 File
Classification File

7. RECORD SERIES FORMAT(S)

Letter Size o Microfilm

Legal See Q Computer Tace

D Bound Book a Floppy Disk

o Audio Tape D Video Tape

c Other (Specify)

8. RECORD SERIES SEQUENCE

)p Alphabetical

D Numerical

Q Chronological

D Geographical

a Other (Specify)

9. VOLUME
)p File Drawer(s)

D Microfilm Reel (s)

a Computer Tape (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
rX File Drawer (s)
a Microfilm Reel (s)
D Computer Tape(s)

D Other (Specify)
1
Number

11. FILE IS USED

)p Daily a Weekly

12. FILE BECOMES INACTIVE AFTER

a Monthly

Number

a Month(s) ja Year(s)

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

Personnel Office
Jail Industries Building .

14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (II yes. specify agency or office)

Xi Yes H d q . P p r s o n n p i n p p i - . Q No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

)5 Yes Privacy &

16. AUDIT REQUIREMENTS

• None H Stale a Federal "lncJe_6ende"nr

Act
17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)
18. RECOMMENDED RETENTION

i

a Yes 55 No
Retain for five (5) years after action which'abolished
position, then destroy. *;

20. TELEPHONE NUMBER

dchard A7T3radley
Communication/Fleet Coordinator

21. DATlE

May 4, 1994
DGS SSO-4 (Revned 1/33)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RsCORb SERIES. FORWARD WITH RECORDS RETENTION
SCHEBULE (DGS £50-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 207S4

AGENCY RECORDS INVENTORY

Page . 12-'. of 17

PARTMENT/AGEHCY

epartment of Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - Rtcordt Strltt - A group of rtlitod rtcordi normilly fllid and uttd at a unit for nftrtnct at w»ll at rittntion and ditpotltlon putpoitt.

A. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of mformaliorVdocumenls/forms found in the Series. Include the purpose or function of the Series)

Disciplinary Case Files

7. RECORD SERIES FORMAT(S)

Let'.er Size a Microfilm

c Legal See o Computer Tape '

D Bound Bock a Floppy Disk

a Audio Tape a Video Tape

D Other (Specify)

8. RECORD SERIES SEQUENCE

)£ Alphabetical

Q Numerical

D Chronological

o Geographical

a Other (Specify)

9. VOLUME

1/4
Number

X : File Drawer(s)
a Microfilm Reel (s)
G Computer Tape (s)
D Other (Specify)

10. ANNUAL ACCUMULATION
X) File Drawer (s)

D Microfilm Reel (s)
a Computer Tape(s)
a Other (Specify)

1/16
Number

11. FILE IS USED

D Daily a Weekly Monthly

12. FILE BECOMES INACTIVE AFTER

4
Number

a Month(s) )fa Year(s)

13. CURRENT LOCATIONS) (Bldg., Floor, Room)

Personnel Office
Jail Industries Building .

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes ^ No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s)

)0 Yes

Act
Prwar-y &

16. AUDIT REQUIREMENTS

c None & State • Federal o Independent

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes No

Retain the only record for four (4) years after final
final disposition, then destroy.

Richard A. Bradley^-51

Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-617-1

21. DATE

May 4 , 1994
DGS S5O-4 (Rmnm) 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORB SERIES. FORWARD WITH RECORDS RETENTION

'SCHED.UIE (DGS S50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. 13 Of 17

PARTMENT/AGENCY

partment of Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - Records Ssriei - A group of rtUUd racords normally fllad and usad as a unit for rafaranca as wall as ratsntion and disposition purposas.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include Ihs purpose or function of the Series)

Rescinded Disciplinary Actions

7. RECORD SERIES FORHAT(S)

X Letter See

legal Size

D Bound Book

a Audio Tape

• Other (Specify)

D Microfilm

a Computer Tape •

a Floppy Disk

D Video Tape

8. RECORD SERIES SEQUENCE

) p Alphabetical

D Numerical

• Chronological

a Geographical

a Other (Specify)

9. VOLUME

JL/8
Number

M File Drawer(s)
a Microfilm Reel (s)
a Computer Tape (s)
a Other (Specify)

10. ANNUAL ACCUMULATION
& rile Drawer (s)
D Microfilm Reel (s)
n Computer Tape(s)
D Other (Specify)

Number

11. FILE IS USED

• Daily o Weekly cK Monthly

12. FILE BECOMES INACTIVE AFTER

3
Number

a Month(s) 8 Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Personnel Office
Jail Industries Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes K No

15. ACCESS RESTRICTIONS (If yes, cite law(s) S regulation(s)

Yes Privacy &

16. AUDIT REQUIREMENTS

a None H Stale D Federal D Independent'

Act
17. IS AN INDEX SYSTEM USED7 (If yes, explain briefly and

describe any hardware/software)

a Yes No

13. RECOMMENDED RETENTION

Retain for three (3) years after termination of employment,
then destroy.

lichard. A.15radiey
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1

21. DATE

May 4 , 1994
DGS 550-4 {Revised 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD' SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page .
T4

Of 17

PARTMENT/AGENCY
partment of Public Safety

and Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center .

DEFINITION • Rtcorda Sarita - A group of rajattd racorda normally flltd and ua*d aa a unit for rafartnc* aa w«ll aa rrtantlon and diapoalUon purpoaaa.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

1'991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Computerized Disciplinary Statistical Data

7. RECORD SERIES FORMAT(S)

Letter Size o Microfilm

Legal See o Compuier Tape "

a Bound Book a Floppy Disk

D Audio Tape • Video Tape

X: Other (Specify) T- tarr l TYi g y "

8. RECORD SERIES SEQUENCE

}£ Alphabetical

• Numerical

D Chronological

a Geographical

• Other (Specify)

9. VOLUME
• File Drawer(s)
D Microfilm Reel (s)

• Computer Tape (s)
^ other (Specify) H a r d D i s k

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
D Microfilm Reel (s)
Q Computer Tape(s)

(X other (Specify) H a r d D i s k

Number

11. FILE IS USED

• Daily a Weekly X Monthly

12. FILE BECOMES INACTIVE AFTER

10
Number

Month(s) Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Personnel Office
Jail Industries Building .

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes K No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

)0 Yes P H vary &

16. AUDIT REQUIREMENTS , . - •-

a None 5f Slate a Federal ° \ , Di Independent • ' ' J

A c t

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)
11 RECOMMENDED RETENTION

Purge annually to delete records over ten (10) years old.

a Yes X No

Richard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-6T7-1

21. DATE

May 4 , 1994
DGS 550-4 (ReviJM 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD*SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE (DGS S5C-1)'

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page .
15 Of 17

'ARTMENT/AGENCY

ipartmsnt of Public Safety-
arid Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - R«cord> SsrUt - A group of rtlatod rtcordt normally filed and uitd aa a unit for rifirtnc* aa w»ll at retention and ditpoiltion purpoati.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly desert* the types of information/oocuments/forms found in the Series. Include Ins purpose or function of the Series)

EAP File

7. RECORD SERIES FORHAT(S)

'-sner Size o Microfilm

: Legal See a Computer Tape "

• oound Book a Floppy Disk

D Audio Tape Q Video Tape

c Ciher (Specify)

8. RECORD SERIES SEQUENCE

)p Alphabetical

• Numerical

D Chronological

o Geographical

• Other (Specrfy)

9. VOLUME
) 6 File Drawer(s)

D Microfilm Reel (s)
D Compuler Tape (s)
o Olher (Specify)

Number

10. ANNUAL ACCUMULATION
X : File Drawer (s)

o Microfilm Reel (s)
a Computer Tape(s)
a Other (Speci(y)

1/4
Number

11. FILE IS USED

a Daily } p Weekly a Monthly

12. RLE BECOMES INACTIVE AFTER

3
Number

D Month(s) X Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Personnel Office
Jail Industries Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

c. Yes J5 No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

X Yes

16. AUDIT REQUIREMENTS

a None & Stale a Federal a Independent

Act
17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and

describe any hardware/software)

Q Yes No

18. RECOMMENDED RETENTION

Retain for three (3) tears after termination of employment
then destroy.

20. TELEPHONE NUMBER

Richard A. Bradley
Communication/Fleet Coordinator

21. DATE

May 4 , 1994
DGS 5XM (Revised 1/33)

Figure 1 - 25 -



INSTRUCTION - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION

* SCHEDULE (DGS S5C-1)

^fiEPARTMEHT/AGENCY

^^epartment of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. 8OX 275 - JESSUP. MARYLAND 20754

2. DIVISION

Division of Pretrial
Detention and Services

DEFINITION - Racordi Sarlai • A group of ralittd racordi normilly fllad ind ui«d ta i unit for rafaranca la

4. RECORD SERIES TITLE

PERSONNEL

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of

Mitigating Circumstances File

7. RECORD SERIES FORMAT(S)

X Letter Size o Microfilm

^ a ^ r c Legal Siza Q Computer Tape '

• 3cund Book • Floppy Disk

D Audio Tape a Video Tape

c Other (Specify)

11. FILE IS USED

o Daily H Weekly a Monthly

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Personnel Office
Jai l Industries Building .

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

*5 Yes P p ^ p r a i P r i v a c y * cFWfcnr i t"y

Ac t

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and •
describe any hardware/software)

J L B a Yes X No

w
Richard A. Bradley^5**
Communication/Fleet Coordinator

nformaliorVdocuments/forms found in the Series. Include

8. RECORD SERIES SEQUENCE

)P Alphabetical

• Numerical

o Chronological

• Geographical

a Other (Specify)

12. FILE BECOMES INACTIVE AFTER

10 D
Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE

a Yes

16. AUDIT REQUIREMENTS

AGENCY RECORDS INVENTORY

Pace 1 6 Of 1 7

3. UNIT

Baltimore City Detention
Center

wall aa ratantion ind disposition purpoiat.

5. EARLIEST YEAR / LATETEST YEAR

1991 TO

the purpose or function of the Series)

9. VOLUME
K File Drawer(s)
D Microfilm Reel (s)
• Computer Tape (s)
• Other (Specify)

2
Number

10. ANNUAL ACCUMULATION
15 File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)

D Other (Specify)
1/4

Number

Month(s) cJC Year(s)

7 (If yes, specify agency or office)

j p NO

a None 5f Ŝ tale a Federal • Independent

18. RECOMMENDED RETENTION

Retain for ten (10) years, then destroy.

20. TELEPHONE NUMBER

410-637-1361

21 . DATE

May 4 , 1994
DGS 550-4 (Revised V93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD- SERIES. FORWARD WITH RECORDS RETENTION

'SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO. BOX 275 • JESSUP. MARYLAND 20754

AGENCY RECORDS INVENTORY

Page. 17 Of 17

mPARTMENT/AGENCY

partment of Public Safety
and Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Rtcordi SarlM - A group of rtlited rtcordi normtlly flltd ind uitd I I i unit for rtfirtnct n wtll I I rrttntlon ind disposition purpom.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of inforrr.aliorv/documents/forms lound in the Series. Include the purpose or function ol the Series)

General Correspondence

7. RECORD SERIES FORHAT(S)

X Letter Size a Microfilm

'a Legal See a Computer Taoe •

• Bound Ecck a Floppy Disk

D Audio Taoe a Video Tape

c Other (Specify)

RECORD SERIES SEQUENCE

)P Alphabetical

• Numerical

D Chronological

D Geographical

• Other (Specify)

9. VOLUME
X3 File Drawer(s)

D Microfilm Reel (s)
o Computer Tape (s)

a Other (Specify)

Number

10. ANNUAL ACCUMULATION
& File Drawer (s)
D Microfilm Reel (s)
D Computer Tape(s)
a Other (Specify)

1
Number

11. FILE IS USED

iX Daily a Weekly D Monthly

12. FILE BECOMES INACTIVE AFTER

1
Number

Month(s) Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Personnel Office
Jail Industries Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes X) No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s)

Yes Pri vary &

16. AUDIT REQUIREMENTS

a None & Stale a Federal

Act
;ov ipdeOendent
• . •• v . ". 1 '

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

O Yes No

Screen annually and destroy that material no-longer needed
for current business.

tichard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-617-nfii

21. DATE

May 4 , 1994
DGS 53(M (Revised 1/93)

Figure 1 - 25 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1619

Page of

gency
Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Servi ces

Item
No.

Description

FACILITIES. MAINTENANCE

POWER HOUSE LOGS

Retention

This series includes all the forms,
reports and other material containing
general correspondence information.

A. Institutional Logs
B. Correspondence

(1). Letters and Memos
(2). Material Requests

MAINTENANCE PERSONNEL FILE SERIES

This series includes all the forms,
reports and other material containing
individual personal information.

A. Time Sheets
B. Leave Requests
C. Evaluations
D. Disciplinary Letters
E. Receipt for OCR's & I.D.'s
F. Commendations
G. Any "Material of Record" Forms

Retain for two (2)
years at institut-
ion, then destroy.

Retai n for one (1)
year after the
employee leaves the
i nsti tut ion then v

destroy.

X"

Schedule Approved by Department,
Agency,
or Division Representative.
Date / ? Ma-tf 1 7 ' 1 9 9 4

Signature^ _
Typed Namp Paul E. Brown

t

Titlp Special Assistant to the Commissi

Schedule Authorized by State A^hivist

Date^

Signatuca

Dner

" DGS 550-1 (Rev. 1/93)

Figure 3



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1619

Page Of 4

Agency
Department of Public Safety,
and Correctional Services

Division/Unit
Division of Pretrial
Detention and Services

Item
No.

Description Retention

4 .

SPECIFICATIONS

This series contains projects
specifications and solicitation logs.

A. Specifications

(1) Detailed specifications-critical
Maintenance Projects

(2) Alternates
(3) Drawings

B.- Specification Log

(1) Institutional Projects
(2) J.r.ansmiita.1 Letters _..

C. Solicitation Log, including Contractor
Bids.

ASBESTOS RECORDS

This series includes building survey
reports, medical and training records.

A. Building Survey
( 1 ) Traco Reports
(2) Inmate Health Hazard Reports
(3) Priority Listing
(4) Asbestos Facility Management Plan

B . Trai ni ng
( 1) Level II
(2 ) Trai ni ng

C. Medical
(1) Medical
(2) Medical

Li sti ng
Schedules

Monitoring Schedules
Monitoring Results

Revi ew annua 1 1 y
and destroy
obsolete material

Retain at institu-
ti on for two (2)
years, then send to
State Archives for
permanent retention.

...—"-*"." ,'-'o -.i

DOS 55G-1A (Rev. 1/93)

Figure 3A - 28 -



1 DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

^ RECORDS RETENTION AND DISPOSAL SCHEDULE

Agency
(Continuation Sheet)

Schedule No.
1619

Page 3 of 4
' j

Division/Unit
Department of Public Safety • Division of Pretrial
and Correctional Services Detention and Services

Item
No.

5.

6.

7 .

•

Description

FIRE SAFETY

This series includes all the forms,
reports and other materials containing
fire safety information.

A. Fire Procedures
B. Fire Drill Schedules
C. Monthly Reports

MOSH CITATIONS

This series includes all the forms,
reports and other materials containing
MOSH citation information.

A. Notifi cation -of • Posting--
B. Notification of Compliance

ELEVATOR INSPECTIONS

This series includes all the forms,
reports and other material containing
elevator information.

TOXICS

This series includes all the forms,
reports and other documents containing
information about toxic materials.

\. PCB ' s
1. Locati on
2. Transformer Testing Results.
3. Specifications
k. Replacement Schedule

5. TOXIC List
1. Type of Toxic
2. Location
3. Material Specifications

Retention

Retain for three (3)
years, then send to
State Records Center
for seven (7) years,
then destroy.

Retain for three (3)
years, then destroy.

Retain for two (2)
years, then send to
State Archives for
permanent retention.

1
LJCab boO-1A (Rev. 1/93)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1619

Page 4 of 4

Agency
Department of Public Safety
and Correctional Services

Division/Unit
Division of Pretrial
Detention and Services

Item
No.

Description Retention

8 . GENERAL CORRESPONDENCE

Subject arrangement of original incoming
letters, copies of outgoing letters,
memoranda, studies, reports, directives,
policies, and other materials related to
the administration•of the agency.

Screen annually and
destroy that maten"
no longer needed fo
current, busi ness.
Directives, policie
and other material
related to the
planning and policy
that i 1 lustrate the
development of the
agency retain
permanently for
eventual periodic
transfer to the
State Archives.

)GS 550-1A (Rev. 1/93)



, INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED KECORO SERIES. FORWARO WITH RECORDS RETENTION

SCHEDULE (OGS S5O-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

FO. BOX 27S - JESSUP. MARYLAND 2O7«

AGENCY RECORDS INVENTORY

1 8—
Page . Of

t of Public Safety
and Correctional Services

z DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION • Rtcordt Stritt - A group of rditad rtcordi normally ftl*d tnd uttd t t t unit for nfmnci i t w*i\ i t rrUntion and diipoilUon purpottt.

4. RECORD SERIES TITLE

FACILITIES MAINTENANCE

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of mformation/documents/forms found in Ihe Senes. Include Ihe purpose or function of Ihe Series)

Maintenance Personnel File Series

This series includes all the forms, reports and other material containing individual personal
information.

A. Time Sheets
B. Leave Requests
C. Evaluations
D. Disciplinary Letters
E. Receipt for DCR's & I .D . ' s
F. Commendations
G. Any "Material of Record" Forms.

7. RECORD SERIES FORMAT(S)

Letter Size a Microfilm

Legal See . • Computer Tape "

D Bound Book o Floppy Disk

D Audio Tape • Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

D Alphabetical

} p Numerical

D Chronological

G Geographical

o Other (Specify)

9. VOLUME
X File Drawer(s)
D Microfilm Reel (s)
D Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
}5 File Drawer (s)
D Microfilm Reel (s)
D Computer Tsce(s)
• Other (Specify)

1/8
Number

11. FILE IS USED

X Daily Q Weekly D Monthly

12. FILE BECOMES INACTIVE AFTER

1
Numoer

D Mortfis) }£

13. CURRENT LOCATION'S) (Bldg., Floor. Room)

Maintenance Department
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? i:.' yes. specify agency a office)

D Yes No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulanon(s)

D Yes - cX No

16. AUDIT REQUIREMENTS

D None K State c incecencen;

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly ana

describe any hardware/software)

o Yes_ No

18. RECOMMENDED RETENTION

Retain for one (1) year after the employee leaves the
institution.

Lchard A. Bradley
Zommunication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 17, 1994
OGS 550-4 (Revised 1/93)

Figure 1 - 25



•INSTRUCTIffNS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
gEVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

^^•PARTMENT/AGENCY

.t of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

2. DIVISION

bivision of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Page . Of

3. UNIT

Baltimore City Detention
Center

DEFINITION - Record* Strirt - A group of related records normally filed and uaed •« a unit for rtfartnet at well n retention and dtspoaltton purpottt.

4. RECORD SERIES TITLE

FACILITIES MAINTENANCE

5. EARLIEST YEAR / LATETEST YEAR

1*991 TO

6. RECORD SERIES DESCRIPTION ( Briefly bescnbe the types of information/documents/forms found in the Senes. Include the purpose or function of the Series)

Specifications

This series contains projects specifications and solicitation logs.

A. Specifications
B. Specification Log
C. Solicitation Log, including Contractor Bids.

7. RECORD SERIES FORMAT(S)

^ • | $ Letter Size • Microfilm

D Legal See a Computer Tape

o Bound Book a Floppy Disk

a Audio Tape 0 Video Tape

• D Other (Specify)

8. RECORD SERIES SEQUENCE

D Alphabetical

>p Numerical

D Chronological

D Geographical

D Other (Specify)

9. VOLUME
X File Drawer(s)
D Microfilm Reel (s)

o Computer Tape (s)

a Other (Specify)

Number

10. ANNUAL ACCUMULATION
)5 rile Drawer (s)
D Microfilm Reel (s)
D Computer Tape(s)

D Other (Soecify)
1/8
Number

11. FILE IS USED

X Daily Weekly n Monthly

12. FILE BECOMES INACTIVE AFTER

1
Numoer

D Mcr.ihis) X Yearis)

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

lintenance Department
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency c office)

a Yes )p No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

a Yes - cX No

16. AUDIT REQUIREMENTS

• None & State G Inceosrcen!

17. IS AN INDEX SYSTEM USED"? (If yes. explain briefly and
desenbe any hardware/software)

18. RECOMMENDED RETENTION

Review annually and destroy obsolete material.

a Yes X No

lommunication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 17 , 1994
OGS 550-4 (Revised 1/93)

Figure 1 25 -



•IWSTRUCTipWS - TYPE OR PRINT A SEPARATE FORU FOR EACH NEW
REVISED RECORO SERIES. FORWARO WITH RECOROS RETENTION
SCHEDULE (OGS 560-1)

DEPARTMENT O F G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO. BOX 275 - JESSUP. UARYLANO 2O7S4

AGENCY RECOROS INVENTORY

Page . Of

PARTMENT/AGENCY

t of Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION • Rtcordt Strict • A group of rotated r*cordt normtlly flltd ind ut»d i t i unit for rtfirtnct i t w«)l <• rtttntion and diipotlSon purpottt.

4. RECORD SERIES TITLE

FACILITIES MAINTENANCE

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Senes. Include the purpose or function of the Series)

Asbestos Records

This series includes building survey reports, medical and training records.

A. Building Surveys
B. Training
C. Medical

7. RECORD SERIES FORMAT(S)

^ K Letter See a Microfilm

Q Legal See a Computer Tape •

a Bound Book o Floppy Disk

Q Audio Tape D Video Tape

• a Other (Specrfy)

RECORD SERIES SEQUENCE

• Alphabetical

} p Numerical

• Chronological

D Geographical

a Other (Specrfy)

9. VOLUME
K File Orawer(s)
D Microfilm Reel (s)
o Comcuier Tape (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
}5 rile Drawer (s)
G Microfilm Reei (s)
a Comsuter Tape(s)
a Other (Specify)

1/4
Numcer

11. FILE IS USED

X Da.ly Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

12
Numoer

c Mcr;r.;3) ; X

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

Lntenance Department
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, soeciy agency c office)

a Yes } f No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation^)

a Yes • dX No

16. AUDIT REQUIREMENTS

G None ft State c Incecsncsn

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly anc

describe any haroware/software)

o Yes No

18. RECOMMENDED RETENTION

Retain at institution for two (2) years, then send to
State Records Center for ten (10) years, then destroy.

Richard A. Bradley /^B5S

Zormiunication/Fleet Coordinator

20. TELEPHONE

410-637-1361

21. DATE

May 17, 1994
DGS 550-4 (Revised 1/S3)

Figure 1 — <-.O ""



.INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM f OR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (OGS 550-1)

(1

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . O(

jPARTMENT/AGENCY

it of Public Safety
and Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION • Rtcordt S«ri»» - A group of r*Ut»d rtcordi normally filed ind u«td n a unit for rtftrtnc* at w«JI • • rtttntion and disposition purpottt.

4. RECORD SERIES TITLE

FACILITIES MAINTENANCE

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of mformalion/documenls/forms found in the Senes. Include the purpose ot function of me Series)

Pire Safety

This series includes all the forms, reports and other materials containing fire safety
information.

A. Fire Procedures
B. Fire Drill Schedules
C. Monthly Reports

7. RECORD SERIES FORMAT(S)

Letter Size a Microfilm

Legal See a Computer Tape '

n Bound 3ook o Floppy Disk

o Audio Tape o Video Tape

• a Other (Specify)

8. RECORD SERIES SEQUENCE

• Alphabetical

)f) Numerical

D Chronological

a Geographical

• Other (Specify)

9. VOLUME
X File Drawer(s)
a Microfilm Reel (s)
a Computer Tape (s)
c Ctner (Specify)

Number

10. ANNUAL ACCUMULATION
}5 F'le Drawer (s)
• Microfilm Reel (s)
D Corr.Buter Tape(s)
a Gif.er (Specify)

1/2
Numcer

11. FILE IS USED

X Daily G Weekly D Monthly

12. FILE BECOMES INACTIVE AFTER

10
NumDer

Merits!

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

Maintenance Department
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if y.es. specify ager.cv cr cffice)
I

0 Yes •* X 3 N o

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

• Yes • cX No

16. AUDIT REQUIREMENTS

a None & State G Feoersi G Incecencen;

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly ana
describe any harcware/software)

D Yes No

18. RECOMMENDED RETENTION

Retain for three (3) years, then send to State Records
Center for seven (7) years, then destroy.

Richard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 17, 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 2~



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION

•SCHEDULE (OGS 550-1)

||;jj^PARTMENT/AGENCY
DaPfctment of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20754

2. DIVISION

Division of Pret r ia l
Detention and Services

AGENCY RECORDS INVENTORY

Paae Of

3. UNIT

Baltimore City Detention
Center

DEFINITION - Racorda Saria* - A group of ralatxi racordi normally fliad and uaad >t a unit for rafaranca 11 w«ll i t ratantlon and ditpotltion purpotat.

4. RECORD SERIES TITLE

FACILITIES MAINTENANCE

5. EARLIEST YEAR / LATETEST YEAR

1*991 TO

S. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series Include the purpose or function of the Series)

General Correspondence

Subject arrangement of or ig inal incoming le t te rs , copies of outgoing le t te rs , memoranda,
studies, reports, direct ives, pol ic ies, and other materials related to the administration
of the agency.

7. RECORD SERIES FORMAT(S)

^ » J & Letter Size a Microfilm

^ • ^ 5 Legal Size a Computer Tape •

a Bound Book • Floppy Disk

a Audio Tape a Video Tape

• a Other (Specify)

11. FILE IS USED

>5 Daily G Weekly D Monthly

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Maintenance Department
Baltimore City Detention Center

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

a Yes - d( No

17. IS AN INDEX SYSTEM USED7 (If yes. explain bnefly ana •
describe any harcware/software)

•^fc a Yes X No

Richard A. Bradley^"^21

Zommunication/Fleet Coordinator

8. RECORD SERIES SEQUENCE

a Alphabetical

) p Numerical

D Chronological

o Geographical

D Other (Specify)

9. VOLUME
X File Drawer(s)
D Microfilm Reel (s)
D Computer Tape (s)

- • Other (Scecifv)

Number

10. ANNUAL ACCUMULATION
}5 File Drawer (s)
c Microfilm Reel (s)
n Computer Tape(s)
D Other (Specify)

Numoer

12. FILE BECOMES INACTIVE AFTER

1 D Monims) X: Yeansi

Numoer

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency cr office)

D Yes SP No

16. AUDIT REQUIREMENTS

a None X Stale a F
•-if- • - ' * • )

eceral c lncesenoerti'" ~~ .,\ v
-•-"TV* - ' - ' ' ' 4 ^ 5 *

\
13. RECOMMENDED RETENTION

Screen annually and destroy that material no longer needed
for current business;/c7£

,.

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 17 , 1994
DGS 550-4 (Revisefl 1/93)

Figure 1 2b -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISEO-KECORO SERIES. FORWARD WITH RECORDS RETENTION

'SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MAKAGEMENT DIVISION

7275 WATERLOO ROAD
PO. BOX 275 - JESSUP. UARYLANO 20794

AGENCY RECORDS INVENTORY

Page. Of

PARTMENT/AGENCY

it of Public Safety
and Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center ,

DEFINITION • Rtcordi Strl** - A group of raJit»d rtcorda normilly flltd and uatd at • unit for rtfartnca aa wall aa rtttntlon and ditpoiltlon purpotai.

4. RECORD SERIES TITLE

FACILITIES MAINTENANCE

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Senes. Include the purpose or function of the Series)

TOXICS

This series includes all the forms, reports and other documents containing information about
toxic materials.

A. PCB's
B. TOXIC L i s t

7. RECORD SERIES FORMAT(S)

K Letter Size • Microfilm

Legal See a Computer Tape

• Bound Book • Floppy Disk

D Audio Tape o Video Tape

• Other (Specify)

8. RECORD SERIES SEQUENCE

D Alphabetical

) p Numerical

D Chronological

• Geographical

o Other (Specify)

9. VOLUME
X File Drawer(s)
D Microfilm Reel (s)

o Computer Tape (s)

• Cther (Specify)

Number

10. ANNUAL ACCUMULATION
}5 File Drawer (s)
G Microfilm Reel (s)
D Computer Taoe(s)

a Other (Specify)

1/?
Number

11. FILE IS USED

)3 Daily G Weekly D Monthly

12. FILE BECOMES INACTIVE AFTER

7
Numoer

c Mer-.-is) ' X Yeans',

13. CURRENT LOCATION'S) (aldg., Floor. Room)

Maintenance Department
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. soecry agency cr office)

D Yes }f- No

15. ACCESS RESTRICTIONS (If yes, cite law(s) S regulation(s)

D Yes _ _ - cX No

16. AUDIT REQUIREMENTS

n None & Slate

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly anc
describe any hardware/software)

a Yes No

18. RECOMMENDED RETENTION

Retain for two (2) years, then send to State Records
Center for five (5) years, then destroy.

(Richard A. Bradley
lommunication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 17 , 1994
DGS 550-4 (Revised 1/S3)

Figure 1 ^ -, tz



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
'REVISED R2C0RD SERIES. FORWARD WITH RECOROS RETENTION
SCHEDULE IDGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 207M

AGENCY RECORDS INVENTORY

8
Page_7_ or

it of Public Safety
and Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Rtcordt Stritt • A group of rtUtsd rtcordi normally flltd md uttd i t a unit for rtftrtnci i t w*4l i t rtttntjon ind ditpotitlon purpottt.

4. RECORD SERIES TITLE

FACILITIES MAINTENANCE

5. EARLIEST YEAR / LATETEST YEAR

1'991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of mformatrorVdocuments/forms (ound in the Series. Include the purpose or function o( the Series)

MOSH Citations

This series includes all the forms, reports and other material containing MOSH citation
information.

A. Notification of Posting
B. Notification of Compliance

Elevator Inspections

This series includes all the forms, reports and other material containing elevator
information.

7. RECORD SERIES FORMAT(S)

Letter Size a Microfilm

Legal See • Computer Tape •

D Bound Book a Floppy Disk

a Audio Tape a Video Tape

o Other (Specify)

8. RECORD SERIES SEQUENCE

o Alphabetical

}£) Numerical

D Chronological

Q Geographical

D Other (Specify)

9. VOLUME

15 File Drawer(s)

D Microfilm Reel (s)

• Corr.Duier Tape (s)

D Other (Sceqfy)

Number

10. ANNUAL ACCUMULATION

]J File Drawer (s)

o Microfilm Reel (s)

G Computer TaDe(s)

D Other (Specify) _^_

1 / 4 . , ,-. ' - > • • '

Number

11. FILE IS USED

X Daily a Weekly Monthly

12. FILE BECOMES INACTIVE AFTER

3
NumDer

o Mor.'.ns! X Yeans,-

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Maintenance Department
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency c office)

a Yes )f No

15. ACCESS RESTRICTIONS (If yes. crte law(s) 8 regulation(s)

• Yes • cX No

16. AUDIT REQUIREMENTS

a None & Slate c Incecenoen

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any harcware/software)
18. RECOMMENDED RETENTION

Retain for three (3) years, then destroy.
I D Yes No

Richard A. Bradley
Zommunication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 17, 1994
OGS 550-4 (Revised 1/93)

Figure 1



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISECVRECORO SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

v^tfEPARTMENT/AGENCY

JPartment of Public Safety
and Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - Rtcordt Strict - A group of rtlattd rtcordt normally flltd and uttd t t a unit for rtftrtnet at w4l at rtttntlon and ditpoillion purpottt.

4. RECORD SERIES TITLE

FACILITIES MAINTENANCE

5. EARLIEST YEAR / LATETEST YEAR

1'qqi TO

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of mformation/documents/fofms found in the Series. Include the purpose or function of the Series)

Power House Logs

This series includes all the forms, reports and other material containing general
correspondence information.

A. Institutional Logs
B. Correspondence

(1) Letters and Memos
(2) Material Requests

7. RECORD SERIES FORMAT(S)

K Letter Size a Microfilm

)a Legal Size o Computer Tape

a Bound Book a Floppy Disk

a Audio Tape D Video Tape

• • Other (Specify)

8. RECORD SERIES SEQUENCE

D Alphabetical

>p Numerical

a Chronological

c Geographical

D Other (Specify)

9. VOLUME
X File Drawer(s)
D Microfilm Reel (s)
D Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
)5 File Drawer (s)
D Microfilm Reel (s)
a Computer Tape(s)
D Other (Specify)

1/2
Number

11. FILE IS USED

X Daily a Weekly D Monthly

12. FILE BECOMES INACTIVE AFTER

2
Number

Month(s) Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Department
iltimore City Detention Center

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes., specify agency or office)

D Yes 'jp .No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

• Yes • cK No

16. AUDIT REQUIREMENTS

a None & State • Federal D Independent

18. RECOMMENDED RETENTION

Retain for two (2) years at institution, then destroy.

A. Bradley
Hommunication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 17, 1994
DGS 550-4 (Revised 1/93)

Figure 1



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1620

Page 1 of

' • • : < • ency
Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and:Services

Item
No.

Description Retention

FOOD SERVICE/DIETARY AREA .

This series includes all standard State
Food Service forms as well as supporting
documents necessary for special and general
operating procedures of the Food Service
Department.

Changes in record format may not
necessarily require change in the
retention schedule. However, should the
scope and content of the record be
altered or modified, the schedule may be
amended to reflect such changes.

Each agency will use all or some of the
following records governed by the
record retention schedule as indicated:

A. ADEQUACY OF DIET SERIES

a. RD Certification.
b. Master copy of 5-Week menus for

each fiscal year.
c. Master copy of 5-Week diet menus

for each fiscal year.
d. Medical diet orders.
e. Memos of religious diets and

religious diet requests.
f. Food Production Worksheets.

Retain for three (3
years and unti1 all
audit requirements
have been fulfilied
then destroy.

Schedule Approved by Department,
[Agency,
or Division Representative.
Date May 13 , 1994

Signatuce_
yped Nan-iP ' Paul E. Brown

TitlpSpecial Assistant to the Commissioner

Schedule Authorized by State Archivist

Date.
C~j P

Signatute

t)GS 550-1 (Rev. 1/93)

Figure 3 - 27 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1620

Page of

Agency
Department of Public Safety
and Correctional Services

Division/Unit
Division of Pretrial
Detention and Services

Item
No.

Description Retention

B' GENERAL RECORDS FOR MONITORING FOOD
SERVICE SERIES:

a. Annual Health Inspection Records.
b. Medical Screening Records - Dietary

Staff and Inmate Workers.
c. Weekly Sanitation Inspection Reports.
d. Daily Meals Temperature Sheets.
e. Dietary Pick-up Sheets for

Satellite Institutions.
f. Memos on Satellite Food Service.
g. Segregation &.Protective Custody

Issuing Sheets. .
h. Hospital Cart Sheets.
i. Utensil Control Sheets - Class A

• " •••• arid- B Tools'- •--•• :-• --

j. Work Order Request For Repair of
Food Service Equipment.

C. SPECIAL DIETARY RECORDS:

Reports of audits conducted by
person(s) or agencies other than
Legislative Audits.

D. DIETARY PERSONNEL RECORDS

a. Monthly Dietary Work Schedule.
b. Request for leave forms.
c. Secondary copies of infraction

and disciplinary measures on
correctional- officers.

E. DIETARY PURCHASING RECORDS AND FINANCE

a. Monthly Dietary Food Cost Report
b. Memos to Managing Officers regarding

food cost, enhancement, expenditures,
etc.

c. Donable Records and Allocations.
d. Overtime Sheets (secondary copies)
e. -Verification for self-help group

purchases.
f. Request For Purchase Form.

Same as above

Same as above

Same as above

Same as above

DGS 550-1A (Rev. T793)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 1620

Page 3 Of 3

Agency
Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

Item
No.

Description Retention

GENERAL CORRESPONDENCE

Subject arrangement of original incoming
letters, copies of outgoing letters,
memoranda, studies, reports, directives,
policies, and other materials related to
the administration of the agency.

Screen annually, and
destroy that rnateri
no longer needed fo
current- business.
Directives, p o1i c i e
and other material
related to the
planning and policy
that illustrate the
development of the
agency retain
permanent 1y for
eventual periodic
transfer to the
State Archives.

)GS 550-1A (Rev. 1/93)

Figure 3A - 28 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (OGS 550-1)

DEPARTMENT/AGENCY

Department of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Page . Of

3. UNIT

Baltimore City Detention
Center

DEFINITION - Ricordi Siritt - A group of rriited record! normally filed ind ui»d n i unit for nfinnc* •• will n ritintlon ind diipoiltJon purpoiti.

4. RECORD SERIES TITLE

Food Service/Dietary Area

5. EARLIEST YEAR / LATETEST YEAR

1991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Senes. Include the purpose or function of the Series)

This series includes all standard State Food Service forms as well as supporting documents
necessary for special and general operating procedures of the Food Service Department.

i. Adequacy of Diet Series
). General Records for Monitoring Food Service Series.
:. Special Dietary Records
I. Dietary Personnel Records

Dietary Purchasing Records and Finance

7. RECORD SERIES FORMAT(S)

Letter Size

o Legal See

D Bound Book

D Audio Tape

Q Other (Specify)

a Microfilm

D Computer Tape

D Floppy Disk

D Video Tape

,8. RECORD SERIES SEQUENCE

• Alphabetical

K Numerical

D Chronological

a Geographical

a Other (Specify)

9. VOLUME

12

Xi File Drawer(s)
a Microfilm Reel (s)'

a Computer Tape (s)

D Other (Specify)

Number

10. ANNUAL ACCUMULATION
Xi File Drawer (s)

D Microfilm Reel (s)
D Computer Tape(s)

a Other (Specify)
4
Number

11. FILE IS USED

J5 Daily o Weekly • Monthly

12. FILE BECOMES INACTIVE AFTER

3
Number

Year(s)

13. CURRENT LOCATION(S) (Bldg.. Floor, Room)

Dietary Department
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes & No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

D Yes ')b No

16. AUDIT REQUIREMENTS

a None M State a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

Yes No

18. RECOMMENDED RETENTION \ f[|^V V$- K
Retain for three (3) years andfuntil all audit
requirements have been fulfilled, then destroy ,; i

( • : . c

Richard A. Bradley
Cnmiminira-r-ion/Fipp-h Coordinator

20. TELEPHONE NUMBER

410-637-1361

2V DATE

Mav 12. 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVIS'KO RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS.550-1)

IEPARTMENT/AGENCY

Department of Public Safety

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 207M

2. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Page. Of

3. UNIT

Baltimore City Detention
Center

DEFINITION - Rtcordt Striti - A group of rdattd rtcordi normilly flltd and und ai a unit for rtftnnct a> wtll ai retention and dlipoiltion purpont.

4. RECORD SERIES TITLE

Food Service/Dietary Area

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/documents/forms found in the Series. Include the purpose or function of the Series)

General Correspondence

Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies, and other materials related to the administration
of the agency.

7. RECORD SERIES FORMAT(S)

Letter Size a Microfilm

a Legal See o Computer Tape "

D Bound Book • Floppy Disk

D Audio Tape o Video Tape

o Other (Specify) _ _ _ ;

8. RECORD SERIES SEQUENCE

• Alphabetical

cX Numerical

o Chronological

a Geographical

D Other (Specify)

9. VOLUME
X File Drawer(s)
D Microfilm Reel (s)

D Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
<s File Drawer (s)

a Microfilm Reel (s)
D Computer Tape(s)

a Other (Specify)
1
Number

11. FILE IS USED

X Daily o Weekly D Monthly

12. FILE BECOMES INACTIVE AFTER

1
Number

D Month(s) X) Year(s)

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

Dietary Department
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

o Yes X No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

D Yes - X No

16. AUDIT REQUIREMENTS

n None cK State D Federal a • Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

a v3S K No

18. RECOMMENDED RETENTION

Screen annually and destroy that material no longer needec
for current business

lichard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 12, 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 25 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1621

Page of

jency
'•-•'•'^^Department of Public Safety

and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

Description Retention

INTERNAL INVESTIGATION UNIT AREA

CIR (CRIMINAL INVESTIGATION REPORTS)

This series contains all Criminal
Investigation Reports with applicable
supplementary reports attachaed. Each
file may include some or all of the
f oilowi ng:

A. Waiver of Prompt Presentment (MSP
Form 46) •

6. Line-up Identification Record (MSP
Form 61)

C. Request for Laboratory Examination
(MSP Form 6?)

D. Examination/Analysis Results (MSP
Forms 67B and 67C)

E. Handwriting Specimen Form (MSP Form
70)

F. Criminal Intelligence Report (MSP
Form 72)

G. Witness Statement-Criminal Investi-
gation (MSP Form 73)

H. Latent Fingerprint Lift Card-3x5
(MSP Form 74)

I. Authorization to Search and Seize
Property (MSP Form 78)

Retain open reports
unti1 they are
suspended or closed

Retain suspended
reports for five
(5) years from the
date of last entry
and, then, forward
them to the State
Records Center for
twenty (20) years,
then destroy.

Retain closed repor
for three (3) years
after final adjudic
tion and, then, for
ward them to the
State Records Cente
for twenty-two (.22)
years, then destroy

Schedule Approved by Department,
Agency,
or Division Representative.

|Date ^ Mav 17, 1994
Signature^
Fyped NarrtP

TitleSpecial Assistant to the Commissic

Schedule Authorized by State Archivist

mer

OGS 550-1 (Rev. 1/93)

Figure 3 - 27 -



I ! DEPARTMENT OF.GENERAL SERVICES
L RECORDS MANAGEMENT DIVISION
P RECORDS RETENTION AND DISPOSAL SCHEDULE
1 (Continuation Sheet)

Schedule No. 1621

Page 2 of 3

Agency Division/Unit
Department of Public Safety • Division of Pretrial
and Correctional Services Detention and Services

Item
No.

•

L 2-
I

L

Description

J. Criminal Investigation Report (MSP
Form 89)

K. Handgun Search Report (MSP Form 97)

L. Firearms/Handgun Disposition Report
(MSP Form 203)

M. Crime Scene Negatives

Record Copies maintained by the
originating source.

IR (INCIDENT REPORTS)

This series contains all Incident
. Reports, MSP Form 38, with applicable
supplementary'reports attached. Each
file may include some or all of the
followi ng:

A. Request for Laboratory Examination
(MSP Form 67)

B. Examination/Analysis Results (MSP
Forms 67B and 67C)

C. Witness Statement-Crimina1 Investig-
ation (MSP Form 73)

Record copies maintained by the
originating source.

Retention

Retain open reports
unti1 they are
suspended or closed

Retain suspended
reports for five
(5) years from the
date of last entry
and, then, forward
them to the State
Records Center for
ten (10) years, ther
destroy.

Retain closed repori
for three (3) years
after final adjudicc
tion and, then,
forward them to the
State Records Center
for ten (10) years,
then destroy.

II
DGS 550-1A (Rev. 1/93)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1621

Page Of 3

Agency
Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

Item
No.

Description Retention

3. GENERAL CORRESPONDENCE

Subject arrangement of original incoming
letters, copies of outgoing letters,
memoranda, studies, reports, directives,
policies, and other materials related to
the administration of the agency.

Screen annually and
destroy that materi
no longer needed fo
current business.
Directives, policie
and other material
related to the
planning and policy
that i 1 lustrate the
development of the
agency retain
permanently for
eventual periodic
transfer to the
State Archives.

DGS 550-1A (Rev. 1/93)

Ficmre 3A - 28 -



INSTRUCTIONS -'TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION

SCHEDULE (DGS aO-1)

(8

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OMSION

7275 WATERLOO ROAD

PO. BOX 275 - JESSUP. UARYLANO

AGENCY RECORDS INVENTORY

Page . 01

'ARTMENT/AGENCY

Department of Public Safety
and Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - Racorda Sarltt - A group of rtJatad racorda normally filad and u i t d u a unit for rafaranca aa w«JI aa rrttntlon and diapoalUon purpoiaa.

4. RECORD SERIES TITLE

INTERNAL INVESTIGATION UNIT AREA

5. EARLIEST YEAR / UTETEST YEAR

f TO

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of information/documents/forms found in the Senes Include the purpose or function of the Series)

CIR (Criminal Investigation Reports)

7. RECORD SERIES FORHAT(S)

Letter Size a Microfilm

o Legal See D Computer Tape '

D Bound 3ook G Floppy Disk

• Audio Tape o Video Tape

• Other (Specify)

8. RECORD "SERIES SEQUENCE

a Alphabetical

>p Numerical

o Chronological

a Geographical

D Other (Specrfy)

9. VOLUME
}£ rile Drawer(s)
D Microfilm Reel (s)
O Computer Tape (s;

G Cther (Scecify)

Number

10. ANNUAL ACCUMULATION
}£ ?:le Drawer (s)
• Microfilm Reel (s)
G Computer Taoe(s)

c Other (Soecify)
2
Numcer

11. FILE IS USED

JJ Oai'y G Weekly G Monthly

12. FILE BECOMES INACTIVE AFTER

25
Numcer

Mom-is; X

13. CURRENT LOCATION(S) (E-lcg.. Floor. Rccm)

lintenance Department
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE.? {I? yes. scecrfy scer.cy :r :ffice

c Yes ) f No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 reguianon(s)

• Yss • cX No

16. AUDIT REQUIREMENTS

• None X State

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly ana

descnbe any harcware/software)

No

13. RECOMMENDED RETENTION

Retain suspended reports for five (5) years from the date cJp
last entry and, then forward them to the State Records Center

i for twenty (20) years, then destroy.

Richard A. Bradley
Zormiunication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

Mav 17, 1994
DGS 5S0-4 (Reviseo 1/93)

Figure 1 - 25 -



INSTRUCTIOHS •- TYfE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION

SCHEOULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT 0MSION

7275 WATERLOO ROAO
PO. BOX 275 • JESSUP. UARYLANO 207S4

AGENCY RECORDS INVENTORY

Page . Of

PARTHENT/AGENCY

t of Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - Rtcordt Stritt • A group of rtJited rtcordt normilly fll*d ind uitd i t i unit for rifirinct n w»JI i t rttantion ind ditpotltion puipoatt.

4. RECORD SERIES TITLE

INTERNAL INVESTIGATION UNIT AREA

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Senes Include the purpose or function of me Series)

IR (Incident Reports)

7. RECORD SERIES FORMAT(S)

Letter Size a Microfilm

o Legal See c Computer Tape

G Bound 3ock o Floppy Disk

D Audio Taoe a Video Tape

• D Other (Sp-ecrfy)

8. RECORD SERIES SEQUENCE

a Alphabetical

>p Numerical

D Chronological

D Geographical

a Other (Specify)

9. VOLUME
X File Drawer(s)

a Microfilm Reel (s)
o Corncmer Taoe (s)

• Other (Sceafy)

Nurr.oer

10. ANNUAL ACCUMULATION
}5 File Drawer (s)
C Mic::fiim Reel (s)
G Co.T.ouier Tape(s)

G G-her (Soeafy)
2

11. FILE IS USED

35 Daily G Weekly G Monthly

12. FILE BECOMES INACTIVE AFTER

15
Nurr.cer

C Mon;-(3i

13. CURRENT LOCATION(S) (Blcg., Fleer. Rccm)

Maintenance Department
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (I? yes. scsc:fy aser.cy

c Yes } f N o

;r cffiCS1

15. ACCESS RESTRICTIONS (If yes. cte lawfs) & regulations';

c Yes . - cX No

16. AUDIT REQUIREMENTS

G None X State z ir.cecer.cerv.

17. IS AN INDEX SYSTEM USED? (If yes. exciain briefly ana

describe any harcwara/sofrivare)

No

13. RECOMMENDED RETENTION

Retain suspended reports for five (5) years from the date o:
the last entry and, then forward them to the State Records
Center for ten (10) years, then destroy.

iQjjjmunication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 17 , 1994
DGS 550-4 (Revised 1/S3)

Figure 1 - 25 -



INSTRUCTIONS - 'TYJE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION

SCHEOULE {OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

PO. BOX 275 • JESSUP. UARYLANO 20734

AGENCY RECOROS INVENTORY

Page . Of

'ARTMENT/AGENCY

Department of Public Safety
and Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Rtcordt Stritt - A group of rtlttsd rtcorda normilly flltd md ultd at i unit for rifartnct at w*tl i t rtttntlon tnd ditpoaition purpottt.

4. RECORD SERIES TITLE

INTERNAL INVESTIGATION UNIT AREA

5. EARLIEST YEAR / LATETEST YEAR

6. RECORO SERIES DESCRIPTION ( Briefly describe Ihe types of mfprmatKxVdocuments/forrns found in Ihe Senes Include the purpose or (unction of the Series)

General Correspondence

Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies, and other materials related to the administration
of the agency.

7. RECORD SERIES FORMAT(S)

Latter See a Microfilm

o Legal See Q Computer Tape •

D Bound Sock a Floppy Disk

c Audio Taoe Q Video Tape

• Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

>p Numerical

D Chronological

D Geographical

D Other (Specify)

9. VOLUME
}£ File Drawer(s)
D Microfilm Reel (s)

c Co.T.cuter Tape (s;
G Cther (Scecify)

Number

10. ANNUAL ACCUMULATION
}£ r;le Drawer (s)
G Micr:fiim Reel (s)
G Computer Taoe(s)
G Other (Specify)

1
N'jmcar

11. FILE IS USED

X Daily G Weekly G Monthly

12. FILE BECOMES INACTIVE AFTER

1
Numoer

C Mentis) Xc Yeans;

13. CURRENT LOCATION(S) (Elcg., Floor. Recm)

Maintenance Departinent
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. scecfy agency c :ffics)

c Yes £ No

15. ACCESS RESTRICTIONS (If yes. cite lawis) a regulation^';

a Yes - 3C No

16. AUDIT REQUIREMENTS

G Ncne X Slate z incecencen;

17. IS AN INDEX SYSTEM USED7 (If yss. explain briefly ana

describe any harcivare/sofrware)
13. RECOMMENDED RETENTION

O Yes X No

Screen annually and destroy that material no longer needed
for current business,

lojTjTjunication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 17, 1994
UGS 550-4 (Revised 1/S3)

Figure 1 - 25 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1622

Page of

epartment of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

1 .

Description Retention

PRETRIAL RELEASE SERVICES .

PRETRIAL RELEASE SERVICES "BAILED OUT"
(NOT UNDER PRETRIAL SUPERVISION) CASE FILES

A case file is a pre-printed 8 1/2 X
1t manilla folder. The average case
file contains the following records:

A. Baltimore City Detention Center
Face - Sheet

B. Assessment Forms (When necessary)
C. Data Checklist
D. Statement of Charges
E. Records Checks (CJIS, Traffic, Criminal,

Baltimore City Police Department, etc.)
F. Bail Recommendation Form
G. Case Record Sheet (Investigative Notes)

PRETRIAL RELEASE SERVICES "MONITORING UNIT"
(ONCE-A-WEEK SUPERVISED VIA TELEPHONE CALL
OR IN PERSON; AND/OR DIVERSION (FIRST TIME)

A case file is a pre-printed 8 1/2 X 11
manilla folder. The average case file
contains the following records:

Statement of Charges
Bail Recommendation Form
Records Checks (CJIS, Traffic, Criminal,
Baltimore City Police Department, etc.)
Case record sheet (Investigative Notes)
Recognizance Form
Call-in Record Sheet
Diversion Contract
Assessment Form

Retain at Hdqrs. fo
six (6) months, the
send to State Recorc
Center for five (5)
years, then destroy

Schedule Approved by Department,
Agency,
or Division Representative.

Date Jf^J1 155

Signat

(WptleJ]
LTyped Namp Paul E. Brown

Special Assistant to the Commissi oner

Schedule Authorized by State Archivist

Date. ~?AL / f ¥

Signature— *.a

X)GS 550-1 (Rev. 1/93)

Figure 3 - 27 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 1622

Page 2 of

Agency
Department of Public Safety
and Correctional Services

Division/Unit
Division of Pretrial
Detention and Services

Item
No.

Description Retention

2 .

3 .

PRETRIAL RELEASE SERVICES "CONDITIONAL
RELEASE1' (INTENSIVE SUPERVISION; DRUG;
ALCOHOL;. DWI, ETC.) CASE FILES

A case file is a prerprinted 8 1/2 X 11
manilla folder. The average case file
contains the following records:

Statement -of charges
Bail Recommendation form -
Record Checks (CJIS, Traffic, Criminal,
Baltimore City Police Department, etc.)
Case record sheet (Investigative Notes)
Recognizance Order
Call-in Record Sheet
Assessment forms
Treatment Facility Progress Report
Rescinding.Order
Performance lette.r' to court on date
of trial

K. Urinalysis test result printouts

REPORT FILES

Consisting of statistical data kept on a
weekly, monthly, quarterly, semi-annual 1y
or annual basis by fiscal and calendar
years.

GENERAL CORRESPONDENCE

Subject arrangement of original incoming
letters, copies of outgoing letters,
memoranda, studies, repqrts, directives,
policies, and other materials related to
the administration of the agency.

Retain in Hdqrs. for
three (3) calendar
years, then destroy.

Screen annually and
destroy that, rnateria
n.p 1 p.n.g e,;r ~,

D̂i recti ves, "policies
a;nd other material •'.
related to> the *
planning and policy'
that illustrate the*
dp v a lop me n t, t>1* .the
agency,- retai-n
permanently for
eventual periodic
transfer to the

D G S 550-TA (Rev. 1/93) State Archives.

oo



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (9GSS50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

.JjjfcEPARTMENT/AGENCY

'^Ppartment of Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION • Rtcorda Sariaa - A group of rdatad racorda nonnally Mad and uaad aa a unit for rafaranca aa wall aa ratantlon and diapoaltion purpoaaa.

4. RECORD SERIES TITLE

PRETRIAL RELEASERSERVICES

5. EARLIEST YEAR / LATETEST YEAR

1 9 9 1 TO

6. RECORD SERIES DESCRIPTION ( Bhefly descnbe the types of information/documents/forms found in the Senes. Include the purpose or function of the Series)

Pretrial Release Services "Bailed Out" (Not Under Pretrial Supervision) Case Files
Pretrial Release Services "Monitoring Unit" (Once-a-̂ week Supervised Via Telephone Call
or in Person; and/or Diversion)(First Time)
Pretrial Release Services "Conditional?Release" (Intensive Supervision; Drugs; Alcohol;
DWI, etc.) Case Files

7. RECORD SERIES FORMAT(S)

5J Letter Size • Microfilm

Legal Size a Computer Tape

D Bound Book • Floppy Disk

o Audio Tape o Video Tape

• Other (Specify) '

8. RECORD SERIES SEQUENCE

X i Alphabetical

o Numerical

D Chronological

a Geographical

D Other (Specify)

9. VOLUME

10

X File Drawer(s)
a Microfilm Reel (s)
a Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
3s File Drawer (s)
D Microfilm Reel (s)
• Computer Tape(s)
a Other (Specify)

Number

11. FILE IS USED

M. Daily D Weekly • Monthly

12. FILE BECOMES INACTIVE AFTER

5 1/2
Number

Mont'n(s) Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Pretrial Release Services
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes ^& No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

X Yes Federal Privacy &
Act

16. AUDIT REQUIREMENTS

D None K State n Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

• Yes No

18. RECOMMENDED RETENTION

Retain at Hdqtrs. for six (6) months, then send to State
Records Center for five (5) years, then destroy.

Lichard A. Bradley
Commnnication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 31.}; 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION

SCHEDULE 10GS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

EPARTMENT/AGENCY

tment of Public Safety
Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION • Rtcordt S»ri*t • A group of rtftttd records normtlly flltd tnd ut*d i t t unit for reftrtnet i t wttl i t retention and dltpotltlon purpotit.

4. RECORD SERIES TITLE

PRETRIAL RELEASE SERVICES

5. EARLIEST YEAR / LATETEST YEAR

1991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

REPORT FILES

Consisting of Statistical Data kept on a weekly, monthly, quarterly, semi-annually or annual
basis by fiscal year and calendar years.

7. RECORD SERIES FORMAT(S)

X Letter Size a Microfilm

' o Legal Size a Computer Tape •

D Bound Book o Floppy Disk

• Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

K Alphabetical

a Numerical

D Chronological

a Geographical

n Other (Specify)

9. VOLUME
X) File Drawer(s)

D Microfilm Reel (s)
o Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
j p File Drawer (s)
a Microfilm Reel (s)
D Computer Tape(s)
D Other (Specify)

Number

11. FILE IS USED

Xi Daily D Weekly • Monthly

12. FILE BECOMES INACTIVE AFTER

3
Number

Month(s) K Year(s)

13. CURRENT LOCATION(S) (Bldg , Floor, Room)

Pretrial Release Services
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

D Yes & No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

D Yes *^b No

16. AUDIT REQUIREMENTS

a None J5 State D Federal.. • Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

No

18. RECOMMENDED RETENTION .

Retain in Hdqtrs. for three (3) calendar years, then
destrov.

Richard A. ̂ adley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 3 1 , 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 25 -



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

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE [OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

3 5
Page. Of

jtfBEPARTMENTfAGENCY

apartment of Public Safety
and Correctional Services

2. DIVISION

Division of Pretrial
Detention aid Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - Rtcordt Stritt - A group of rtlatad rtcordt normally flltd and u»»d at a unit for riftrtnc* at wtll at retention and diapotltion purpottt.

4. RECORD SERIES TITLE

PRETRIAL RELEASE SERVICES

5. EARLIEST YEAR / LATETEST YEAR

1991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/forms found in the Series. Include the purpose or function of the Series)

GENERAL CORRESPONDENCE

Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies, and other materials related to the.administration of
the agency,.

7. RECORD SERIES FORMAT(S)

X) Letter Size • Microfilm

' a Legal See a Computer Tape •

D Bound Book a Floppy Disk

• Audio Tape • Video Tape

• Other (Specify)

8. RECORD SERIES SEQUENCE

o Alphabetical

M Numerical

Q Chronological

• Geographical

• Other (Specify)

9. VOLUME
XD File Drawer(s)

D Microfilm Reel (s)
D Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
X D File Drawer (s)

D Microfilm Reel (s)
D Computer Tape(s)
D Other (Specify)

Number

11. FILE IS USED

cX Daily D Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

1

Number

Month(s) JJ Year(s)

13. CURRENT LOCATION(S) (Bldg.. Floor, Room)

Prat rial Release Services
I Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

D Yes X No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

a Yes • H No

16. AUDIT REQUIREMENTS

a None X) Slate D Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

Q Yes No

18. RECOMMENDED RETENTION

Screen annually and destroy that material no longer needed
for current business. Ere.

Richard A. Bradley
Communication/F1eet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 3 1 , 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 25 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1523

Page 1 of 5

ency
Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

1 .

FINANCE AREA

FINANCIAL RECORD:

A. GENERAL ACCOUNTING RECORD:

(1) Certificate of Deposit and Bank
Deposit Slips

(2) Memorandum of Adjustments
(3) STARS Reports

The reports in this
are not limited to,
followi ng:

series include, but
some or all of the

(1) A30^01 Detail of Transactions Posted
(2) A30402 Trial Balance of General

Ledger Accounts
. (3) A30406 Monthly Statement of Agency

Revenue
(h) A30451 Statement of Budget, Expend-

itures, and Encumbrance by Sub-object

B. BUDGET AND FISCAL PLANNING RECORDS:

(1) Budget Estimates
(2) Budget Schedule Amendment
(3) Request for Position Action
(h) Food Reports
(5) Laundry Reports
(6) Motor Vehicle Mileage Reports
(7) Personal Mileage Reports
(8) Overtime Reports

(MFOM)

(9) Projections of Expenditures

Retain for three (3
years and unti1 all
audit requirements
have been fulfilled
then destroy.

as above.

Retai n for
year, then

one (1)
destroy

Schedule Approved by Department,
Agency,
or Division Representative.
Date Maj 25> 1994

Pan! K.

V ,.v.
Special Assistant to the Commissioner

Schedule Authorized by State Archivist

/(A/ TVDate.

Signatu

tDGS 550-1 (Rev. 1/93)

Figure 3 - 27 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet) <j

Schedule No.
1623

Page L • Of

Agency
Department of Public Safety
and Correctional Services

Division/Unit
Division of Pretrial
Detention and Services

Item
No.

Description Retention

C. PAYROLL ACCOUNTING RECORDS;

(1) Employee Roster Card File
(2) Payroll and Check Register
(3) Payroll Exception Time Report
(h) Employee Time Cards and Time Sheets
(5) Positive Time Reports

(Contractual Employees)

(6) Wage Garnishments

D. MISCELLANEOUS ACCOUNTING RECORDS;

(1) Bank Books, Statements, and Deposit
(2) Receipts . •
(3) Cancelled Checks, Check Copies, and
... Check. Stubs.
(4) Delivery Orders and Receipts
(5) Gas Withdrawal Tickets
(6) Paid Bills and Invoices
(7) Receipt Copies and Stubs
(8) Requisitions and Purchase Orders
(9) Accounts Payable Files

(10) Federal Grants Files
(1.1) Special Project Files
(12) Welfare Fund Reports
(13) Board of Public Works Agenda
(14) Accounts Receivable Records
(15) Central Collection Lists
(16) Abatement Lists
(17) Petty Cash Reconciliation Schedules

E. MISCELLANEOUS CORRESPONDENCE;

The records in this series'include, but ar
not limited to, some or all of the followi

(1) Letters to and from Countries
(2) Letters about inmates accounts
(3) Letters about inmate and employee

property claims

Same as above.

Same as above.

ig

Same as above.

DGS 550-1A (Rev. 1/93)



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1623

Page of

Agency
Department of Public Safety,
and Correctional Services

Division/Unit
Division of Pretrial
Detention and Services

Item
No.

Description Retention

SPECIAL ACCOUNTING RECORDS

B

Reports of audits conducted by the Legis-
lative Auditors
Reports of audits conducted by persons or
agencies other than Legislative Auditors.
Internal Audit Reports

D. DCR Audit Series

( 1) DCR's
(2) Institutional
(3 Audit Results

Directive Approvals

INMATE ACCOUNT RECORDS;

A. Computerized Inmate Statements
B .Inmate Commissary Account ...Cards
C. Inmate Ledger Cards

D. Inmate Vouchers
E. Inmate Register Receipts
F. Inmate Time Sheets

LOCAL JAIL REIMBURSEMENT RECORDS:

A. Law and Legal Opinions
B. Formula II Base Fi le
C. Schedule of payments and projected

payments.

D. Audit Reports
E. Financial Records
F. Schedule of Inmate Days

Retain item 2A in
office for five (5)
years and unti1 all
audit requirements
are met, then destr
Items 2B, 2C and 2D
retain in office fo
five (5) years then
transfer to State
Archives for permam
retention.

Retain for three (3;
years, then send to
the State Records
Center for seventeer
( 1 7) years, then
destroy.

Retain for thp.ee-.,(,30
years and unti1 al1
audit requirements
have been fulfi1 led,
then destroy.

Review annually and
and destroy obsolete
material.

Retain for five (5)
years, then destroy

n t

5S0-1A (Rev. 1/93)

Figxire 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1623

Page 4 of

Agency
Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretr ia l
Detention and Services

Item
No.

Description Retention

1 .

PROCUREMENT AREA

This series applies to the Division of
Pretrial Detention and Services Procure-
ment Offices and includes all standard
procurement forms as well as other
purchasing media which provide support-
ing data for special and general procure-
ment records.•

Procurement
some of the

records may include all
followi ng.documents. or

PROCUREMENT RECORD:

A. PROCUREMENT CONTRACT SERIES

(1) Under $.10,000 Maintenance Contract
(2) Purchase Orders
(3) Service Contracts
(4) BB -h
(5) Specifications
(6) Paar
(?) Action Agenda
(8) Written Determinations
(9) Tabulation of Bids
(10) Bid and Quote.File
(11) Maryland Register Award Form

B. SOLICITATION SERIES

(1) Request for Approval of Award
(2) Fund Certification and Transfer

Authorization
(3) Bidders List Follow-up
(4) Bid Bond
(5) Maryland Register Soliciation Form
(6) Advertising
(7) Proposals
(8) Protests

Retain for three (3)
years from date of
transaction and unti
all audit requiremen
have been fulfilled,
then destroy.

ast
1
ts

)GS 550-1A (Rev. 1/93)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1623

Page
5

Of
6 .

(Agency
Department of Public Safety,
and Correctional Services

Item
No.

Description

Division/Unit

Div is ion of P r e t r i a l
Detention and Services

Retention

C. REQUISITION SERIES

(1) Unscheduled Requisitions
(2) Scheduled Requisitions

. MINORITY BUSINESS ENTERPRISE SERIES

(1) Minority Business Report
(2) Minority Business Enterprise Self

Certification Form

• GENERAL ADMINISTRATIVE RECORDS SERIES

(O Correspondence
(2) Emergency Log
(3) Contract Number Log
(4) Telep.hone.._Servi c.e Request- Log- -
(5) Surplus Property Authorizations

, PERSONNEL CONTRACT SERIES

(D
(2)
(3)
(4)
(5)
(6)

CPB 200
CPB 311
CPB 3 12
Contract
MS 100
DCR 50-45

SPECIAL PROJECTS SERIES

Documents related to minor research activit
usually related to procurement

PROCUREMENT ADMINISTRATIVE SERIES

(1) Institutional
(2) Authorization

File
and Delegation Files

fes

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet) ll

Schedule No.1623

Page of

Agency
Department of Public Safety
and Correctional Services

Division/Unit
Division of Pretrial
Detention and Services

Item
No.

Description Retention

2 . GENERAL CORRESPONDENCE:

Subject arrangement of original incoming
letters, copies of outgoing letters,
memoranda, studies, reports, directives,
policies, and other materials related to
the administration of the agency.

Screen annually and
destroy that materi
no longer needed fo
current, busi ness .
Directives, policie
and other material
related to the
planning and policy
that- i 1 lustrate the
development of the
agency retain
permanently for
eventual periodic
transfer to the Sta
Archi ves.

)GS 550-1A (Rev. 1/93)



'

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVlSEDiRECORD SERIJES. FORWARD WITH RECOROS RETENTION
SCHEDULE |0GS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O BOX J75 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page i Of 6_

, -
-\0
-\0 DEPARTMENT/AGENCY

partment of Public Safety
screctional Services

2. DIVISION • • • • • • , •

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION • Rtcordt Sari** - A group of r*lit*d rtcordt normilly fll*d tnd uitd n • unit for r^firtnct • • wall • • rtUntlon and diopotltion puipoitt.

*. RECORD SERIES TITLE

FINANCE/PROCUREMENT

5. EARLIEST YEAR / LAfTiTEST YEAR

1991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informaliorVdocumenls/forms lound in the Series. Include the purpose or function of the Series)

Financial Records

A. General Accounting Record
B. Budget and Fiscal Planning Records
C. Payroll Accounting Records
D. Miscellaneous Accounting Records
E. Miscellaneous Correspondence

Procurement Records
A. Procurement Contract Series
B. Solicitation Series
C. Requisition Series
D. Minority Business Enterprise Series
E. General Admin. Records Series
F. Personnel Contract Series
G. DCR Audit Series
H. Special Projects Series
I. Procurement Admin. Series

7. RECORD SERIES FORMAT(S)

35 Letter Size o 'Microfilm

o Legal Size p Computer Tape •

• Bound Book a Floppy Disk

a Audio Tape o Video Tape

• Other (Specify)

8. RECORD SERIES SEQUENCE

o Alphabetical

rX Numerical

o Chronological

a Geographical

a Other (Specify)

9. VOLUME

Number

X) File Drawer(s)
a Microfilm Reel (s)
a Computer Tape (s)
D Other (Specify)

10. ANNUAL ACCUMULATION
Xi File Drawer (s)
o Microfilm Reel (s)
D Computer Tape(s)
a Other (Specify)

Number

11. FILE IS USED

M Daily o Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER

3
Number

D Mo'-:-\s) Year(s)

13. CURRENT LOCATION(S) (Bldg , Floor. Room)
|;i:i nance Department
Jail Industries Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (!f yes. specify agency or office)

D Yes X) No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

Yes p r-jvacy

Security Act
No

16. AUDIT REQUIREMENTS

o None rX State D Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

1 ' i

D Yes • No

18. RECOMMENDED RETENTION
i ; i i

Retairi for three (3) years and until all audit
requirements have been fulfilled, then destroy.

Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361 '«•

21. DATE

May 25, 1994
DGS 550-4 (Revised 1/93)

Figure 1 i - 2 5 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED-.RECOR0 SERIES FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS S50-1)

k . . . i 'DEPARTMENT/AGENCY

rtment of Public Safety
.rrectional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. BOX 275-JESSUP. MARYLAND :-'"i "

7. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Page t _ Of

3. UNIT

Baltimore City Detention
Center

«.
DEFINITION • Rtcordi Stritt • A group of rtUttd rtcordt normtlly flltd ind uttd i t i unit for rtftrtne* i t wtll i t rtttntlon ind dltpotlUon purpottt.

4. RECORD SERIES TITLE

FINANCE/PROCUREMENT

5. EARLIEST YEAR / LATETEST YEAR

1 9 9 1 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informatkWdocuments/forms found in the Series Include the purpose or function ci w>

Projections of Expenditures

7. RECORD SERIES FORMAT(S)

35 Letter Size • 'Microfilm

a Legal Size • Computer Tape

• Bound Book • Floppy Disk

o Audio Tape o Video Tape

D Other (Specify)

8. RECORD SERIES SEQUENCE

• Alphabetical

<X Numerical

D Chronological

o Geographical

a Other (Specify)

9. VOLUME

1/4

X> File Drawer(s)
o Microfilm Reel (s)
o Computer Tape (s)
o Other (Specify)

Number

10. ANNUAL ACCUMULATION
X) File Drawer (s)
D Microfilm Reel (s)
o Computer Tape(s)

D Other (Specify)

1/8
Number

11. FILE IS USED

H Daily o Weekly • Monthly

12. FILE BECOMES INACTIVE AFTER

1
Number

D Monr-.^j }£) Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Finance Department
Jail Industries Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes X) No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

Yes

Security Act
pri vary and No

16. AUDIT REQUIREMENTS

a None rX Slate D Federal D Independenl

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

Retain for one (1) year, then destroy.

• Yes No

Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361 '

21. DATE

May 25, 1994
DGS 550-4 (Revised 1/93) ,

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEV/

KEVISEURE'CORD SERIES FORWARD WITH RECORDS RETENTION

SCHEOUlE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO. BOX 275-JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

'DEPARTMENT/AGENCY ,

rtment of Public Safety
Services

! • • i i
1

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Rtcordt S«rlt» - A group of r (U t *d r»cord« normilly flltd and u i t d t i • unit for r t 'or tnct >• woll • • retnntlon »nri Hinponltlon p u r p o t t i .

4. RECORD SERIES TITLE

FINANCE/PROCUREMENT

5. EARLIEST YEAR / LATETEST YEAR

1 9 9 1 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of infofmalion/documenls/forms found in the Series. Include the purpose or function of the Series)

SPECIAL ACCOUNTING RECORDS

7. RECORD SERIES FORMAT(S)

X> Letter Size o 'Microfilm

r a Legal See D Computer Tape '

D Bound Book o Floppy Disk

n /mdio Tape D Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

K Numerical

D Chronological

a Geographical

o Other (Specify)

9. VOLUME
X> File Drawer(s)
D Microfilm Reel (s)
D Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
X) File Drawer (s)
a Microfilm Reel (s)
D Computer Tape(s)
D Other (Specify)

' 1/2
Number

11. FILE IS USED

M Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Morth^) Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Finance Department
Jail Industries Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

D Yes X) No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

H Yes

Security Act
Privacy and No

16. AUDIT REQUIREMENTS

• None rX Slate a Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

X No

18. RECOMMENDED RETENTION

Retain item 2A in office for 5 years and until all audit
requirements are met, then destroy. Items 2B and 2C
Retain in office for 5 years then transfer to the State Re<
Center for 15 yearsr then destroy.

Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 25, 1994

ore

DGo 560-4 (Revised 1/93)

Figure 1 - 25 r



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISEO.RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7775 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

4 6
Page _ _ . . . ^ f

Ae;5 .
V ;..''V DEPARTMENT/AGENCY

rtment of Public Safety
prrectional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Rtcordi Stritt • A group of rtlattd rtcordt normally flltd and uttd at a unit for rtftrtnet at wt)l i t rtttntion and dlipoiltion piirpottt.

4. RECORD SERIES TITLE

FINANCE/PROCUREMENT

5. EARLIEST YEAR / LATETEST YEAR

1 9 9 1 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

INMATE ACCOUNT RECORDS

A. Computerized Inmate Statements
B. Inmate Commissary Account Cards
C. Inmate Ledger Cards
D. Inmate. Vouchers
E. Inmate Register Receipts-
F. Inmate Time Sheets

7. RECORD SERIES FORMAT(S)

ft) Litter Size D 'Microfilm

a Legal Size o Computer Tape •

D Bound Book • Floppy Disk

o Audio Tape o Video Tape

• Other (Specify)

8. RECORD SERIES SEQUENCE

D Alphabetical

(X Numerical

D Chronological

o Geographical

• Other (Specify)

9. VOLUME
X) File Orawer(s)
D Microfilm Reel (s)
D Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
X) File Drawer (s)
• Microfilm Reel (s)
a Computer Tape(s)

D Other (Specify)

1/2
Number

11. FILE IS USED

M Daily n Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

?0
Number

X> Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Finance Department
Jail Industries Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

• Yes X3 No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

Yes

Security Act
Pri vary and No

16. AUDIT REQUIREMENTS

a None rX Stale D Federal n Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

D Yes No

18. RECOMMENDED RETENTION I t e m s A t h r u C
Retain for 3 years, then send to State Records Center for
17 years, then destroy. Items D thru F, retain for 3 year:
and until all audit requirements are met, then destroy.

Communication/Fleet Coordinator

20. TELEPHONE NUMBER
1
 N : • :

410-637-1361 ••

21. DATE

May 25, 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISE0*fiECORD SERIES. FORWARD WITH RECORDS. RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

. PO. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1 DEPARTMENT/AGENCY

it of Public Safety l.f
Correctional

2. DIVISION ,.
Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION • Rtcorda Sariaa • A group of r»Ut»d rtcorda normally fll*d and uatd aa a unit for rafarane* aa wdl aa rttantlon and dlapoaltlon purpoata.

4. RECORD SERIES TITLE

FINANCE/PROCUREMENT

5. EARLIEST YEAR / LATETEST YEAR

1 9 9 1 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documents/forms found in the Series. Include Ihe purpose or function of Ihe Series)

LOCAL J A I L REIMBURSEMENT RECORDS

A. Law and Legal Opinions
B. Formula II Base File
C. Schedule of payments and projected payments
D. Audit Reports
E. Financial Records
F. Schedule of Inmate Days

7. RECORD SERIES FORMAT(S)

jp Letter Size o "Microfilm

a Legal Size p Computer Tape •

• Bound Book o Floppy Disk

o Audio Tape o Video Tape

• Other (Specify)

8. RECORD SERIES SEQUENCE

D Alphabetical

rX Numerical

D Chronological

• Geographical

• Other (Specify)

9. VOLUME
X) File Drawer(s)
D Microfilm Reel (s)
D Computer Tape (s)
Q Other (Specify)

Number

10. ANNUAL ACCUMULATION
X) File Drawer (s)
D Microfilm Reel (s)
D Computer Tape(s)
a Other (Specify)

1
Number

11. FILE IS USED

M Daily D Weekly D Monthly

12. FILE BECOMES INACTIVE AFTER

5
Number

Year(s)

13. CURRENT LOCATION(S) (Bldg, Floor, Room)

Finance Department
Jail Industries Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency o- office

a Yes XJ MO

15. ACCESS RESTRICTIONS (II yes. cite law(s) 8 regulation(s)

H Yes

Security Act
Vri vary and No

16. AUDIT REQUIREMENTS

n None & Slate o Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

• Yes No

18. RECOMMENDED RETENTION

Items a thru C, Review annually and destroy obsolete
material. Items D thru F, Retain for 5 years, then destroy

I

radley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361 !•

21. DATE

May 25, 1994
DGS 550-4 (Revised 1/93)

Figure 1 . - 25 -,

i . .'!'•



<INSTRUCTORS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD, SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 207M

AGENCY RECORDS INVENTORY

Page . Of

lEPARTMENT/AGENCY

it of Public Safety
and Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Rtcordt Siri** • A group of rtJittd r*cordt normilly flltd ind uitd n i unit for rtfirinc* n w«ll i t retention and disposition purpotti.

4. RECORD SERIES TITLE

FINANCE/PROCUREMENT

5. EARLIEST YEAR / LATETEST YEAR

1991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

GENERAL CORRESPONDENCE

7. RECORD SERIES FORMAT(S)

3? Letter Size o Microfilm

Legal Size a Computer Tape

o Bound Book a Floppy Disk

D Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

K Numerical

a Chronological

a Geographical

• Other (Specify)

9. VOLUME

2

X> File Drawer(s)
D Microfilm Reel (s)
a Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
Xi File Drawer (s)
a Microfilm Reel (s)
• Computer Tape(s)
a Other (Specify)

N u m b e r . - - - •; • " > ' - ' ,

11. FILE IS USED

H Daily D Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

1
Number

o Mo':-Vs>j X Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Finance Department
Jail Industries Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)

a Yes X) No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

Yes

Security Act
Pri vary and No

16. AUDIT REQUIREMENTS

a None & Slate D Federal 0^Independent..

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

o Yes No

18. RECOMMENDED RETENTION . .

Screen annually and destroy that material no longer needed
for current business. jj

Lichard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 25, 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 25 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. ao9a
Page 1 of 20

Agency
Department of Public Safety
And Correctional Services

Division/Unit
Division of Pretrial
Detention and Services

Item
No.

Description Retention

COMPLIANCE

COMPLIANCE SERIES fSupercedes schedule #1634)
This series includes documents, forms, and other
materials that are retained for future review by the
Maryland Commission on Correctional Standards
(MCCS)

1. Security Equipment Inventory/Inspection Forms
(DPDS

a)
b>
c)
d)
e)
f)
g)
h)
i)
j)
k)
I)
m)
n)
o)
P)
q)
r)
s)
t)
u)

#243-94):
MDC Duty Capt.
WDC
Jl
RLP
O'BHS
MOC Hosp.
MDC Seg.
WDC Seg.
MDC RDCC
Tac. Room
Transp-Office
Transp-Mitchell
Transp-Post Office
Transp-Wabash
Transp-Southern
Transp-North Ave.
Transp-Equip. Room
Transp-Capt.
Dietary
MDC Control
WDC RDCC

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

Schedule Approved by Department,
Agency,
or Division Representative.
Date March 2, 2000
Signature SSi *f\. T&cwi^scwi.
Typed Namp Margaret Boulware
Titip S e t . - DPDS Court Complianc

Schedule Authorized by State Archivist

MAR 2 7 2000
Date_

Signature.
J^u-te./V*/-"/

J<JO obu-i (Rev. 1/93)

Figure 3 - 27 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. _ _

Page of
2 20

Agency Division/Unit
Department of Public Safety Division of Pretrial
And Correctional Services Detention and Services

Item
No.

Description •

Security Equipment Inventory/Inspection Forms
(DPDS #243-94) con't:

v) WDC Infirmary
w) Post #6
x) Control (P. Mace only)
y) Training Dept.

2. Security Equipment Issue/Return Forms (DPDS
#298-94):

a) MDC Duty Capt.
b) WDC
c) Jl
d) Jl(v.a.)
e) RLP
f) O'B HS
g) Post #6
h) MDCRDCC
i) Tac Room
j) Transp-Mitchell
k) Transp-Post Office
1) Dietary
m) MDCSeg.
n) WDCSeg.
o) WDC Infirmary

3. Weapons Condition Checklist-Post #6

4. Weapons Issue/Return Forms-Post #6
(DPDS # 237-94)

(Rev. 1/93)

Retention

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. . _

Page of
3 20

Agency Division/Unit
Department of Public Safety Division of Pretrial
And Correctional Services Detention and Services

Item
No.

DGS 550-1"A"

Description •

5. Arsenal Inventory/Inspection Forms
(DPDS # 320-94)

6. Gas Gun Inventory/Inspection:
a) MDC Control
b) Jl Post #200

7. Gas Gun Issue/Return:
a) MDC Control
b) Jl Post #200 .

8. Peppermace Log (Issue/Return):
a) MDC Control
b) Jl Post #200
c) RLP

9. Radio Accountability Sheets:
a) MDC Control
b) WDC
c) Jl
d) MDC North
e) MDC South
f) Duty Capt
g) Security Admin.
h) Traffic
i) Training
j) MDC Annex
k) Seg.
1) Tac. Room
m) Fire Marshal

(Rev. 1/33)

Retention

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

Page of
4 20

Agency • Division/Unit
Department of Public Safety Division of Pretrial
And Correctional Services Detention and Services

Item
No.

Description •

Radio Accountability Sheets (Cont):
n) Rec. Supv.
o) MDC Acupuncture
p) K-9
q) Maintenance
r) RDCC Supv.
s) O'BHs
t) Health & Safety
u) RLP

10. Search Reports (DPDS #236-94):
a) MDC
b) WDC
c) Jl
d) RLP
e) O'BHS
f) K-9
g) ssu
h) Facility Search (mass shakedown)

11. Key Inventory/Inspection Forms (DPDS #256-94):
a) MDC Sections
b) MDC Control Cntr
c) MDC Duty Capt
d) Maintenance
e) MDC RDCC
f) Shift Commander
g) Control Keybox
h) Medical Keybox
i) IMHU

Retention
•

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

•

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. _

Page of
20

Agency Division/Unit
Department of Public. Safety
And Correctional Services

Division of Pretrial
Detention and Services

Item
No.

Description

Key Inventory/Inspection Forms (Cont):
j) Dietary Security
k) Medical Admin.
I) Tac Room
m) WDC Infirmary
n) School
o) Dietary
p) WDC Sections
q) WDC Control
r) Jl Post #200
s) Support Serv Office
t) Laundry
u) Mailroom
v) Inmate Property Room
w) Storeroom
x) Building Construction
y) Inmate Grievance Office
z) Health & Safety
aa) RLP
bb) O'B HS
cc) Transp Office
dd) Transp Vehicles
ee) Key Control Office bx 1, 2, & 3
ff) Post#1
gg) Post #3
hh)Post#6
ii) MDC Acupuncture Program
jj) Key Control Storage Room
kk) Training Dept
II) K-9
mm) Fleet Communications

Retention

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

uS SSIMA (Rev. 1/93)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule N
%09*

Page of
20

Agency Division/Unit
Department of PuhHc Safety
And Correctional Services

Division of Pretrial
Detention and Services

12. Key Issue/Return Forms (DPDS #159-94):
a) MDC Control
b) MDC Duty Capt
c) Dietary
d) WDC
e) Health & Safety
f) Jl Post #200
g) Support Serv Office
h) Building Constr
i) - Transp Office
j) RLP
k) O'BHS
I) Medical Admin
m) Post #6
n) Key Control Office
o) MDCRDCC
p) MDC Acupuncture Program
q) WDC Acupuncture Program
r) IMHU
s) Maintenance
t) Post #1
u) Post #3
v) Storeroom
w) K-9
x) Training Dept
y) Fleet Communications
z) Tac Room
aa) WDC Infirmary
bb) Inmate Property Room
cc) Laundry

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

JCSS S50-1A (Rev. 1/93)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

Page of
7 20

Agency Division/Unit
Denartmfint nf Puhlir. Safety Division nf Prfitrial
And Correctional Services Detention and Services

Item
No.

}GS £50-1J5

Description

13. Tool Inventory/Inspection Forms:
a) Maint (t bx)
b) Maint (shbrd)
c) Maint (fir/ladders)
d) Maint (stor cabnt)
e) Maint (Bin)
f) Maint (Rear Storage)
g) Dietary
h) Storeroom
i) - Health & Safety
j) Renovation Project .
k) Key Control Office
1) MDC North (clippers)
m) MDC South (clippers)
n) Annex (clippers)
o) WDC Supv (clippers)
p) Jl (clippers)
q) RLP (clippers)
r) O'B Hs (clippers)
s) InmateGrievance Office (clippers)
t) WDC Beauty Shop
u) Building Constr.

14. Tool Issue/Return Forms
a) Maint Office
b) WDC Beauty Shop
c) Health & Safety
d) Dietary
e) Building Constr

{Rev. 1/93)

Retention

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Agency

Item
No.

ug 030-1A

(Continuation Sheet)

Schedule No.

Page of
8 20

Division/Unit
Department of Public. Safety . Division of PpRtrial
And Correctional Services Detention and Services

Description •

15. Clipper Accountability Sheets (iss/ret)
a) MDC North
b) MDC South
c) Annex
d) WDCSupv
e) Jl
f) RLP
g) O'BHs
h) WDC Beauty Shop

16. Vehicle Issue/Return Forms .

17. A/R Monthly Stat Report

18. Vehicle Extinguisher/1 st Aid Kit Checklist

19. A/R Log (copy)

20. P.M. Vehicle Inspection Forms
a) Transp
b) RLP
c) Jl

21. Quarterly P.M. Records

22. Emergency (mock) Exercises

23.1st. Aid Kit Reports

24. Vehicle 1st. Aid Kit Reports

(Rev. 1/93)

Retention

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

I

•

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

Page of
9 20

Agency Division/Unit
Departmfint of Public Safpty Division of Prpfrial
And Correctional Services Detention and Services

Item
No.

CiS 550-1A

Description •

25. On-Call Schedules:
a) PJK.
b) Pysch

26. Emerg Medical Equip Checklist:
a) MOC Clinic
b) WOC
c) IMHU

27. Emerg Medical Box (crashcart) Checklist:
a) MDC Clinic
b) WDC
c) IMHU

28. Routine Health Services Schedule

29. Meds Returned to Pharm List:
a) Dispensary
b) WDC Infirmary

30. Med Transfer Sheet:
a) IMHU
b) Dispensary
c) WDC Infirmary

31. Medication Disposal Log Sheet:
a) Dispensary
b) WDC Infirmary

32. Medical Waste Receipts

(Rev. 1/93)

Retention

—
Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

Page of
10 20

Agency Division/Unit
Depaiimpnt of PuWir Safpty Oivicinn nf Prptrial

And Correctional Services Detention and Services

Item I Description •
No. 1

Cao 550*1 A

33. Med/SharpRecord (CDS Invent/Use):
a) IMHU
b) WOC Infirmary
c) Dispensary

34. Sched Drug Count/Verifcat Sheet:
a) IMHU
b) Dispensary
c) WDC Infirmary

35. Methadone Log Sheet

36. Medical Instrument Inventory/Inspection Form:
a) IMHU
b) Clinic
c) MDC Intake
d) WDC Intake
e) Dental

37. Med/Sharp Record (Sharps Invent/Use):
a) IMHU
b) Clinic
c) WDC Infirmary
d) MDC Intake
e) WDC Intake
f) HIVCTS
g) Dental

38. Denta! Daily Needle Log

39. Dental Lidocaine Record

(Rev. 1/93)

Retention

- — " ~
Retain for three (3) yearsand until all audit
requirements have been
fulfilled, then destroy.

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

Page of
11 20

Agency Division/Unit
Department of Puhlir. Safety Division nf Prptrial
And Correctional Services Detention and Services

Item
No.

VJO 930*1 A

Description •

40. Count Correct Form:
a) 1MHU
b) Clinic
c) WDC Infirmary

41. Acupuncture Inventory/Usage Form:
a) MDC
b) WDC

42. Norplant Inventory/Usage Form

43. Meal Summary Sheets:
a) MDC
b) WDC
c) JI/RLP/OfBHS
d) Transp/Courts

44. Inmate Dietary Worker/Daily Inspection Forms

45. Employee Dietary Med Screening Records

46. Inmate Dietary Med Screening Records

47. Diet Census/Verification Forms

48. Dietary Closing Checklists:
a) WOC
b) JI/RLP

(R6V. 1/93)

Retention

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

Page of
12 20

Agency
Department nf Puhlir Safpfy
And Correctional Services

Division/Unit
Division of PrPtrial
Detention and Services

Item
No.

Description

49. Dietary Shift Supv Reports:
a) MDC
b) WDC
c) Jl

50. Refridgeration Temp. Forms:
a) MDC
b) WDC
c) Jl

51. Utensil Inventory Forms:
a) MDC (main kitchen)
b) MDC (storage room)
c) Jl
d) RLP
e) O'BHS
f) Post #8 Knives

52. Utensil Issue/Return Log:
a) MDC
b) Jl
c) RLP
d) O'BHs

53. Post #8 Knife Issue/Return Log

54. Solid Waste Disposal Records

Retention

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

VJO 33U-1A inBV. 1/9OJ

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule N
$092.

Page of
13 20

Agency Division/Unit
Department of Piihlir. Rafpfy
And Correctional Services

Division nf Prptrial
Detention and Services

Item
No.

Description Retention

55. Uniform Issue/Return Log:
a) Annex 1
b) Annex 2
c) Annex 3
d) WDCPost#90
e) MDCSeg
f) Jl
g) Wyatt
h) WDCPost#86
i) RLP
j) O'B Hs
k) Building Constr
I) WDC RDCC
m) WDC Post #83
n) Juv(male)
o) Juv (female)
p) Laundry
q) Health & Safety
r) Paint & Sanitation
s) Storeroom

56. Custody In Sheets (Indv. linen iss.):
a) MDC
b) WDC

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

( jb 530-1A (Rev. 1/93)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

Page of
14 20

Agency
Departrnpnt of PiihHr Safoty
And Correctional Services

Division/Unit
Division nf Prptrial
Detention and Services

Item
No.

Description

57. Section Laundry Iss/Ret Records

58. Laundry Service Requests

59. Clothing Convert to Inst. Use Records

60. Clothing Disposal Records

61. Abandoned Inmate Property
(30 day Invent/Disposal)

62. Bi-Annual Property Rm Inventory

63. Inmate Orientation (Alpha In-Sheets)

64.1 yr. Inmate Reclass Log Sheets

65. Case Records Distr/Transf/Disp:
a) Central Records Dept
b) Medical Records Dept

Retention

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule Nq^

Page of
15 20

Agency Division/Unit
Department of Pub'«c Safety Division nf Prptnai
And Correctional Services Detention and Services

Item
No.

B

US" 550-"HS

Description •

COMPLIANCE SERIES
This series includes documents, forms, and other
materials that are retained for future review by the
Maryland Commission on Correctional Standards
(MCCS).

1. Tour Sheets (DPDS #252-94):
a) MOC
b) WDC
c) Jl
d) RLP
e) O'BHS

2. Weekly Supv Security Inspection Forms (DPDS
#238-94):

a) Areal
b) Area 2
c) Area 3
d) Area 4
e) Area 5
f) Area 6
g) Area 7

3. Random Drug/Alcohol Test Records

4. Worksheets:
a) MDC
b) WDC
c) Jl
d) RLP
e) O'BHS

(Rev. 1/93)

Retention

' i • — • • ' • • ' " ^

—

Retain for three (3) years
and until ail audit
requirements have been
fulfilled, and hold until
beqinninq of next audit
cycle; then destroy.

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

Page of
16 20

Agency Division/Unit

Department of Public- -Safety Division of Pretnai
And Correctional Services Detention and Services

Item
No.

)GS 550-1A

Description •

5. BCDC Count Sheets

6. Post Order Sign-Off Sheets
a) MDC
b) WOC
c) Jl
d) RLP
e) O'BHS
f) Visiting Areas
g) Transportation

7. Intake Phone Call Log Sheet:
a) MDC
b) WDC

8. Special Confinement Activity Sheets (DPDS #235-
94):

a) Seg
b) P/C
c) Isol/Secl
d) Sect Lock

9. Suicide Watch Records

10.30-Day Reviews:
a) Seg
b) P/C

(Rev. 1/93)

Retention

Retain for three (3) years
and until all audit
requirements have been
fulfilled, and hold until
beqinning of next audit
cycle; then destroy.

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

SLO92.
Page 17 Of.20

Agency
Department of Public. Safety
And Correctional Services

Division/Unit
Piv/i$irin of Prptp?!'
Detention and Services

Item
No.

Description Retention

• — - — •

11. Internal Fire Safety Inspection Forms (DPDS
#221-010):

a) MDC
b) Maintenance
c) WOC
d) JI/EBDAC
e) RLP
f) O'BHS
g) Kitchens (MDC/WDC)
h) - Acupuncture Trailers

12. Monthly Fire Extinguisher Insp.

13. Annual Fire Extinguisher Service

14. Bi-Annual Kitchen Fire System Insp.

15. SCBA Insp.

16. Quarterly Fire Drill Forms (DPDS #101-045):
a) MDC
b) WDC
c) Jl
d) RLP
e) O'BHS

17. Quarterly Sprinkler/Alarm System Insp.

18. Fire Marshall's Inspections

19. Mosha Inspections

= l ' ' ' - ' - • , M ^ ^ ^ ^ I 1 M . . -II — • • 1 • ! ! —

Retain for three (3) years
and until all audit
requirements have been
fulfilled, and hold until
beginnina of next audit
cycle; then destroy.

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

Page of
18 20

Agency Division/Unit
Department of Public Safety Division of Pretrial
And Correctional Services Detention and Services

Item
No.

-

bus 55CMA

Description • Retention

20. Dietary Health Inspections

21. Weekly Kitchen Inspections:
a) MDC
b) WDC
c) RLP
d) O'BHS

22. Toxic, Caustic, Flammables Inventory Forms
(DPDS #187-94):

a) Maintenance
b) P. Plant
c) Dietary
d) Health & Safety
e) Building Constr
f) Storeroom
g) RLP
h) O'BHS
i) Transp Equip Room
j) Beauty Shop
k) HIVCTS

23. Weekly Sanitation Inspections:
a) MDC North bldg
b) MDC South bldg
c) MDC Annex/Wyatt
d) Medical (MDC/WDC)
e) Maintenance
f) P. Plant
g) WDC
h) Jl

(Rev. 1/93)

Retain for three (3) years
and until all audit
requirements have been
fulfilled, and hold until
beainning of next audit
cycle; then destroy.

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

Page of
19 20

Agency
Department of Public- Safety
And Correctional Services

Division/Unit
Division of Pretna'
Detention and Services

tern
No.

Description Retention

Weekly Sanitation Inspections con't:
i) RLP
j) O'B HS

24. Sanitation Checklists

25. Reg & Emerg Pest Control Records

26. Front Gate Reports (indv. linen iss./ret.):
a) MDC
b) WDC
c) Jl
d) RLP
e) O'BHS

27. Indigent Kit Receipt Books:
a) MDC
b) WDC

28. Log Books:
a) Vehicle Log (searches)

I. Post #1
II. Post #5
Jit Post #201

c) Release Log
d) Post Logs

Retain for three (3) years
and until all audit
requirements have been
fulfilled, and hold until
beginning of next audit
cycle; then destroy.

us oou-iA (nev. i/yj)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. _

Page of
20 20

Agency
Department of Public Safety
And Correctional Services

Division/Unit
Division of Pretri?!
Detention and Services

Item
No.

Description

COMPLIANCE SERIES
This series includes documents, forms, and other
materials that are retained for future review by the
Maryland Commission on Correctional Standards
(MCCS).

1. Master Schedule

Retention

2. Master
a)
b)
c)
d)
e)
f)
9)
h)
i)
j)

Listings:
- Security Equipment
Spec Equipment
Radios
Keys
Tools
Vehicles
Weapons
Medical Instruments
Dental Instruments
Kitchen Utensils

3. Infirmary License/Permit

4. Drug Formulary

5. Approved Menu/Dietician's License

6. Dietary License/Permit

7. Allowable Property List

Retain until
then destroy.

superceded,

taia &3Q-1A (Rev. 1/93)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 2305

Page 1 of 22

Agency Department of Public Safety
And Correctional Services

Division/Unit Division of Pretrial
Detention and Services

Item
No.

A.

1.

Description

COMPLIANCE (repiacesschedule#2092)

rniMPi IANP.F S F R I F S

This series includes documents, forms, and other
materials that are retained for future review by the
Maryland Commission on Correctional Standards
(MCCS)

Security Equipment Inventory/Inspection Forms
(DPDS #243-94):

a) MDC Duty Capt.
b) WDC
c) Jl
d) RLP
e) O'BHS
f) MDC Control
g) Post #6
h) Tactical Equip. Rm.
i) MDC Seg.
j) WDC Seg.
k) MDCRDCC
I) WDC RDCC
m) WDC Infirmary
n) Training Dept.
o) Post#1
p) Security Chief
q) MDC P/C
r) Transp-Office
s) Transp-Mitchell
t) Transp-Post Office
u) Transp-North Ave.
v) Transp-Wabash

• w) Transp-Southern

Retention

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, then
destroy. <A>

Schedule Approved by Department,
Agency,
or Division Representative.
Date February 6, 2004

Signal, i rot la^y^ fto*U»«~1
Typed Name Margaret Boulware
rfjHp Sgt. BCDC Compliance

Schedule Authorized by State Archivist

Date_ JUN 16 2004

Signature

AaS> i5i5U-1 (Hev. 1/93)

Figure 3



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
ZJU_>

Page 2 of 22

Agency Department of Public Safety Division/Unit Division of Pretrial
And Correctional Services Detention and Services

Item
No.

Description •

Security Equipment Inventory/Inspection Forms
(DPDS #243-94) con't:

x) Transp-Equip. Room
y) Transp-Capt.

2. Security Equipment Issue/Return Forms (DPDS
#298-94):

a) MDC Duty Capt.
b) WDC Control
c) Jl
d) RLP
e) O'BHS
f) Post #6
g) Tac Room
h) MDCRDCC
i) Post #1
j) MDC Seg.
k) WDC Seg.
I) Transp-Mitchell
m) Transp-Post Office
n) WDC Infirmary
o) WDCRDCC
p) Security Chief
q) MDCP/C
r) MDC Control (P. Mace)
s) JI(P. Mace)

3. Gas Gun Inventory/Inspection:
a) MDC Control
b) Jl Post #200

Retention

Retain for two (2) years
or until MCCS audit
requirements have .
been fulfilled, then
destroy. <A>

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
Z305

Page 3 of 22

A 9 e n c V Department of Public Safety Division/Unit D i v j s i o n o f P r e t r j a |
And Correctional Services Detention and Services

Item
No.

UQao 00U-1A

Description •

' • • — • — — . . • . . . . . ' • ' • I. - • • • . — i . n . I , I , • —

.

4. Weapons Issue/Return Forms-
(DPDS # 237-94)

a) Post #6
b) Post#1

5. Weapons Condition Checklist-Post #6

6. Arsenal Inventory/Inspection Forms
(DPDS # 320-94)

7. Radio Accountability Sheets:
a)- MDC Control
b) MDC North
c) MDC South
d) MDC Anx/Wyatt/Acup
e) Tac. Room
f) WDC
g) Ji
h) Segregation/Seg. OIC
i) Fire Marshal
j) Recreation Supv.
k) K-9
I) Maintenance
m) RDCC Supv./Traffic
n) Health & Safety
o) Duty Capt
p) Operations
q) Training
r) RLP
s) Admin. Building

(Rev. 1/93)

Retention

Retain for two (2) years
or until MCCS audit
requirements have .
been fulfilled, then
destroy. <A>

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
2305

Page 4 of 22

A 9 e n c V Department of Public Safety Division/Unit D j v i s j o n o f Pretrial
And Correctional Services Detention and Services

Item
No.

Description •

8. Search Reports (DPDS #236-94):
a) MDC
b) WDC
c) Jl
d) RLP
e) O'BHS
f) K-9
g) ssu
h) Facility Search (mass shakedown)

9. Key Inventory/Inspection Forms (DPDS #256-94):
a) MDC Control
b) MDC Control (white bx)
c) MDC Sections
d) MDc Duty Capt.
e) MDCRDCC
f) MDC IMHU/Clinic
g) Medical (control keybx)
h) Dietary
i) Post #1
j) Post #3
k) Post #6
1) Post #6 Emerg. Keys
m) Post #25 Emerg. Keys
n) Acupuncture
o) School
p) Tac Room
q) Maintenance
r) Inmate Grievance Office
s) Post#46a
t) WDC Sections

- u) WDC Control (key cabnt)

Retention

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, then
destroy. <A>

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
2305

Page 5 of 22

A g e n c y Department of Public Safety Division/Unit D iv jS jon of Pretrial
And Correctional Services Detention and Services

Item
No.

UCii> 550-1A

Description •

i • • . . . . . • • i - . . . • i • 1 I. - .i • . — - — . . I . —

Key Inventory/Inspection Forms (Cont):
v) WDC infirmary
w) RLP Box 1
x) RLP Box 2
y) O'B House
z) Jl Post #200
aa) Jl Post #201
bb) Jl Emerg. Keys
cc) Jl Sections/Supv.
dd) Jl Admin. Services
ee) Support Serv. Office
ff) Laundry
gg) Mailroom
hh) Inmate Property Room
ii) Supply Room
jj) Building Constr.
kk) Health & Safety
II) Training Dept.
mm) K-9/SSU/Box2
nn) Fleet Office
oo) Transp. Office
pp) Transp. Equip. Room
qq) Key Control Box 1
rr) Key Control Box 2
ss) Key Control Box 3
tt) Key Control Box 4
uu) Key Control Storage Rm.
vv) Key Control Blanks

(Rev. 1/93)

Retention

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, then
destroy. <A>

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
2305

Page 6 of ??

A 9 e n c V Department of Public Safety Division/Unit D i v i s i o n o f P r e t r i a l

And Correctional Services Detention and Services

Item
No.

Description •

10. Key Issue/Return Forms (DPDS #159-94):
a) MDC Control
b) MDC Duty Capt
c) MDCRDCC
d) Dietary
e) Inmate Grievance Office
f) Post #46a
g) Post#1
h) Post #3
i) Post #6
j) Tac Room
k) School
1) IMHU/Clinic
m) Medical (control key bx)
n) WDC
o) WDC Infirmary
p) Jl Post #200
q) Jl Post #201
r) Jl Supv.
s) Jl Admin. Services
t) RLP
u) RLP Box 2
v) O'BHS
w) Maintenance
x) Support Serv Office
y) Laundry
z) Building Constr
aa) Health & Safety
bb) Training Dept.
cc) K-9/SSU
dd) Fleet Office
ee) Transp Office

- ff) Key Control Office

Retention

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, then
destroy, w

.»VJO 3 3 U < I A ^nev. I/so/

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. „ „ „
Z305

Page 7 of 22

Agency Department of Public Safety Division/Unit D j v j s j o n Of Pretrial
And Correctional Services Detention and Services

Item
No.

Description •

11. Tool Inventory/Inspection Forms:
a) Maint (shop)
b) Maint (t bx)
c) Maint (fir/ladders)
d) Fleet Office
e) Key Control Office
f) Dietary
g) Supply Room
h) Health & Safety
i) Outside Contractors
j) Duty Capt.
k) - Security Chief
I) MDC Kitchen
m) RDCC
n) MDC North (clippers)
o) MDC South (clippers)
p) Annex (clippers)
q) Juveniles (clippers)
r) WDC Supv (clippers)
s) Jl (clippers)
t) RLP (clippers)
u) O'B Hs (clippers)
v) Tool Control Officer (clippers)

12. Tool Issue/Return Forms:
a) Maint Office
b) Health & Safety
c) Dietary
d) Fleet Office
e) Duty Capt.
f) Security Chief
g) MDC Kitchen
h) RDCC

Retention

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, then
destroy. <A>

UKJO ssu-iA (nev. i/3oj

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. o___
Z30.)

Page 8 of 22

A g e n c y Department of Public Safety Division/Unit D j v j s j o n o f Pretrial
And Correctional Services Detention and Services

Item
No.

UCiS 550-1A

Description •

Tool Issue/Return Forms (con't):
i) Key Control Office
j) MDC North (clippers)
w) MDC South (clippers)
x) Annex (clippers)
y) Juveniles (clippers)
z) WDC Supv (clippers)
aa) Jl (clippers)
bb) RLP (clippers)
cc) O'B Hs (clippers)

13. A/R Log (copy)

14. A/R Monthly Stat Report

15. Daily P.M. Vehicle Inspection Forms (samples):
a) Transp
b) RLP
c) Support

16. Vehicle Issue/Return Forms

17. Quarterly P.M. Records

18. Vehicle Extinguisher/1st Aid Kit Checklist

19. Emergency (mock) Exercises

20.1st. Aid Kit Reports

(Rev. 1/93)

Retention

1

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, then
destroy. <A>

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
2305

Page 9 of 22

A 9 e n c V Department of Public Safety Division/Unit D i v j s i o n o f P r e t r i a ,
And Correctional Services Detention and Services

Item
No.

Description •

21. On-Call Schedules:
a) P.A.
b) Pysch

22. Emerg Medical Equip Checklist:
a) MDC Clinic
b) WDC
c) IMHU

23. Emerg Medical Box (crashcart) Checklist:
a) MDC Clinic
b) WDC
c) IMHU

24. Routine Health Services Schedule

25. Insulin Records

26. Medication Disposal Log Sheet:
a) Dispensary
b) WDC Infirmary

27. Meds Returned to Pharm List:
a) Dispensary
b) WDC Infirmary

28. Med Transfer Sheet:
a) IMHU
b) Dispensary
c) WDC Infirmary

29. Medical Waste Receipts

Retention

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, then
destroy. (A>

uua oou-iA (riev. i/So)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

Page 10 of 22

A 9 e n ° y Department of Public Safety Division/Unit D iv ision of Pretrial
And Correctional Services Detention and Services

Item
No.

Description •

30. Med/Sharp Record (CDS Invent/Use):
a) IMHU
b) WDC Infirmary
c) Dispensary

31. Sched. Drug Count/Verification Sheet:
a) IMHU
b) Dispensary
c) WDC Infirmary

32. Methadone Log Sheet

33. Medical Instrument Inventory/Inspection Form:
a) IMHU
b) Clinic
c) WDC Intake
d) WDC Infirmary

34. Dental Instrument Inventory/Inspection Form

35. Med/Sharp Record (Sharps Invent/Use):
a) IMHU
b) Clinic
c) WDC Infirmary
d) WDC Intake
e) Dental

36. Dental Daily Needle Log

37. Dental Lidocaine Record

Retention

Retain for two (2) years
or until MCCS audit

. requirements have .
been fulfilled, then
destroy. <A>

uuo oou-iA (nev. i/ao)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. .___
ZJU3

Page n of 22

A 9 e n c y Department of Public Safety Division/Unit D i v i s i o n o f P r e t r i a |
And Correctional Services Detention and Services

Item
No.

Description •

38. Count Correct Form:
a) IMHU
b) Clinic
c) WDC Infirmary
d) WDC Intake

39. Acupuncture Inventory/Usage Form:
a) MDC
b) WDC

40. Meal Summary Sheets:
a) MDC
b) WDC
c) JI/RLP/O'BHS
d) Transp/Courts

41. Dietary Supv. Shift Reports:
a) MDC
b) WDC
c) Jl

42. Employee Dietary Med Screening Records

43. Inmate Dietary Med Screening Records

44. Diet Census/Verification Forms

45. Dietary Closing Checklists:
a) WDC
b) Jl

Retention

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, then
destroy (A)

UUd 03U-1A (HeV. 1/SJ)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. .___

Page 12 of 22

A 9 e n c y Department of Public Safety Division/Unit Division of Pretrial
And Correctional Services Detention and Services

Item
No.

Description •

46. Refridgeration/Dish Machine Temps:
a) MDC
b) WOC
c) Jl

47. Utensil Inventory Forms:
a) MDC (main kitchen)
b) MDC (catering)
c) Jl
d) RLP
e) O'BHS
f) Post #8 Knives

48. Utensil Issue/Return Log:
a) MDC
b) Jl
c) RLP
d) O'BHs

49. Uniform Issue/Return Log:
a) Annex 1
b) Annex 2
c) Annex 3
d) Annex 4
e) MDCSeg
f) Juv (male)
g) Juv (female)
h) Wyatt
i) RLP
j) O'B Hs
k) Jl
I) WDC Post #90
m) WDC Post #86 Seg.
n) WDCRDCC

Retention

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, then
destroy. <A>

U I J S OOU-IA (riev. i/yo;

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
2305

Page „ of 99

Agency Division/Unit
Department of Public Safety Division of Pretrial
And Correctional Services Detention and Services

Item 1 Description •
No. |

Uniform Issue/Return Log (con't):
o) WDCPost#83
p) WDCSAP
q) Building Constr.
r) Laundry
s) Health & Safety
t) Paint & Sanitation
u) Storeroom

50. Custody In Sheets (Indv. linen iss/ret):
a) MDC
b) - WDC

51. Section Laundry Iss/Ret Records

52. Laundry Service Requests

53. Clothing Convert to Inst Use Records

54. Clothing Disposal Records

55. Abandoned Inmate Property
(30 day Invent/Disposal)

56. Semi-Annual Property Room Inventory

57. Inmate Orientation (Alpha In-Sheets)

58.1 yr. Inmate Reclass Log Sheets

59. Case Records Distr/Transf/Disp:
a) Central Records Dept

- b) Medical Records Dept

Retention

• • • —

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, then
destroy. (A>

uuo OOU-IA {nev. i/yo;

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
2305

Page 14 of 2 2

Agency
Department of Public Safety
And Correctional Services

Division/Unit
Division of Pretrial
Detention and Services

Item
No.

Description •

60. Samples: Religious Services Logs

61. Samples: Indigent Clothing Logs

62. Samples: Commissary Slips for Indigent
Kits

63. Samples: Press Visits Agreements /
Refusals

64. Samples: Inmate Grievance Logs

65. Samples: Law Library Requests

66. Samples: Acupuncture Program Rosters

67.Samples: Inmate Special Program Rosters

68. Samples: TCF Receipts (Section Issue)

69. Samples: TCF Receipts (on site disposal,
if any)

70. Samples: Intake log sheets (BCBIC) for
"New-Man Kits"

Retention

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, then
destroy, w

UU3 0OU-1A (riev. I/So)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
2305

Page 1 5 of 22

A g S n C y Department of Public Safety' Division/Unit D i v i s i o n o f P r e t r i a l

And Correctional Services Detention and Services

Item I Description •

No. 1

B miUIPI IANHF SFRIFS
This series includes documents, forms, and other
materials that are retained for future review by the
Maryland Commission on Correctional Standards
(MCCS).

1. Worksheets:
a) MDC
b) WDC
c) Jl
d) RLP
e) - O'B HS

2. Tour Sheets (DPDS #252-94):
a) MDC
b) WDC
c) Jl
d) RLP
e) O'BHS

3. Weekly Supv Security Inspection Forms (DPDS
#238-94):

a) Area 1
b) Area 2
c) Area 3
d) Area 4
e) Area 5
f) Area 6
g) Area 7

4. Random Drug/Alcohol Test Records

5. BCDC Count Sheets

Retention

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, and hold
for an additional six (6)
months; then destroy. <BI

uoa OOU-IA {nev. i/sj)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
2305

Page 1R of 99

Agency Division/Unit
Department of Public Safety Division of Pretrial
And Correctional Services Detention and Services

Item
No.
= = = = =

J

Description •

6. Samples: Section Activity Sheets
f) MDC
g) WDC
h) Jl
i) RLP
j) O'B HS

7. Post Order Sign-Off Sheets

a) MDC
b) WDC
c) Jl
d)-RLP
e) O'BHS
f) Visiting Areas
g) Transportation

8. Intake Phone Call Log Sheets-WDC

9. Special Confinement Activity Sheets (DPDS #235-
94):

a) MDCSeg
b) MDCP/C
c) MDC Isol/Secl
d) MDC Sect Lock
e) WDCSeg
f) WDCP/C
g) WDC Isol/Secl

10. Suicide Watch Records
a) MDC
b) WDC

Retention

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, and hold
for an additional six (6)
months; then destroy, w

UVJO 00U-1A (Hev. i/Sj)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
2305

Page 17 of 22

A 9 e n c y Department of Public Safety Division/Unit Division of Pretrial
And Correctional Services Detention and Services

Item
No.

DGS 550-1A

Description •

11.30-Day Reviews:
a) Seg
b) P/C

12. Internal Fire Safety Inspection Forms (DPDS
#221-010):

a) MDC (N,S,WYTT)
b) Maintenance/P. Plant
c) WDC
d) JI/EBDAC
e) RLP
f) - O'B HS
g) Admin Building
h) Kitchens (MDC/WDC)
i) Acupuncture Trailers

13. Quarterly Sprinkler Alarm System Insp.

14. Monthly Fire Extinguisher Insp.

15. Annual Fire Extinguisher Service

16. Semi-Annual Kitchen Fire System Insp.

17. Quarterly Fire Drills (DPDS #101-045):
a) MDC
b) WDC
c) Jl
d) RLP
e) O'BHS

18. State Fire Marshall's Annual Inspections

{Rev. 1/93^

Retention

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, and hold
for an additional six (6)
months; then destroy. <B>

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
2305

Page 18 of 22

Agency Department of Public Safety Division/Unit D i v j s i o n o f P r e t r i a ,
And Correctional Services Detention and Services

Item
No.

Description •

19. Bi-Annual MOSHA Inspections

20. DHMH Annual Kitchen Inspections

21. Weekly Kitchen Inspections:
a) MDC
b) WDC
c) RLP
d) O'BHS

22.Toxic, Caustic, & Flammables Inventory/Use
(DPDS #187-94):

a) Maintenance
b) P. Plant/Shed
c) Dietary
d) Health & Safety
e) Building Constr
f) Supply Room
9) RLP
h) O'BHS
i) Fleet Office
j) Security Chief
k) Dietary Maintenance
I) Commissary
m) Training Dept.
n) WDC Health & Safety

Retention

—

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, and hold
for an additional six (6)
months; then destroy. <B>

UIJO OOU-IA (Hev. i/9j)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
2305

Page 19 of 22

A 9 e n c y Department of Public Safety Division/Unit D iv jS ion of Pretrial
And Correctional Services Detention and Services

Item
No. ,

DCiS 550-\K

Description •

23. Weekly Sanitation Inspections:
a) MDC North
b) MDC South
c) MDC Annex/Wyatt
d) MDC Medical
e) WDC Medical
f) Maintenance
g) P. Plant
h) WDC
i) Jl
j) RLP
k) - O'B HS

24. Reg & Emerg Pest Control Records

25. Solid Waste Disposal Records

26. Sanitation Checklists

27. Indigent Kit Receipt Books:
a) MDC
b) WDC

28. Front Gate Reports (indv. linen iss./ret):
a) MDC
b) WDC
c) Jl
d) RLP
e) O'BHS

29. Vehicle Log Books (searches)

30. Section & Attorney Visit Log Books

{Rev. 1/93̂

Retention

i i • r i i in •• • ' ••• . . . .

- 1 • •• - • — . •

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, and hold
for an additional six (6)
months; then destroy. <B>

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
2305

Page 20 of 22

A g e n c y Department of Public Safety Division/Unit DiViSjon of Pretrial
And Correctional Services Detention and Services

lltem
|No.

c

Description •

nniuPi I A N H P S F R I F S

This series includes documents, forms, and other
materials that are retained for future review by the
Maryland Commission on Correctional Standards
(MCCS).

1. Master Schedule

2. Master Listings:
a) Security Equipment
b) Radios
cj- Keys
d) Tools
e) Vehicles
f) Weapons
g) Medical Instruments
h) Dental Instruments
i) Kitchen Utensils
j) TCF Materials

3. Infirmary License/Permit

4. Drug Formulary

5. Approved Menu/Dietician's License

6. Dietary License/Permit

7. Allowable Property List

8. Medical Contract / Amendments

9. Dietary Contract / Amendments

Retention

Retain until superceded,
thon Hoctmu m\
iiicii ucouuy (C)

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
2305

Page 21 o f -??

A 9 e n c V Department of Public Safety Division/Unit D i v j s i o n o f P r e t r i a l

And Correctional Services Detention and Services

Item
No.

D

J

Description

10. Dietary Inmate Job Descriptions

11. Pest Control Contract / Amendments

12. Trash Removal Contract / Amendments

13. Emergency / Disaster Plan M.O.U.s

rrtMPI IANHF SFRIFS
This series includes documents, forms, and other
materials that are retained for future review by the
Maryland Commission on Correctional Standards
(MCCS).

1. Weekly Supv Security Inspection Forms (DPDS
#238-94):

h) Areal
i) Area 2
j) Area 3
k) Area 4
I) Area 5
m) Area 6
n) Area 7

2. Random Drug/Alcohol Test Records

3. BCDC Count Sheets

Retention

Retain until superceded,
then destroy. <c>

Retain for three (3) years
or until MCCS audit
requirements have been
fulfilled, then destroy. (D>

JoS 550-1A (Rev. 1/931

Figure 3A - 28 -



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
2305

Page 22 of 22

Agency Department of Public Safety
And Correctional Services

Division/Unit Division of Pretrial
Detention and Services

Item
No.

Description •

r.nwipi IAN^F SFRIFS
This series includes documents, forms, and other
materials that are temporarily retained for sample
purposes.

1. Section Activity Sheets:
k) MDC
I) WDC
m) Jl
n) RLP
o) O'BHS

Retention

Retain for six (6) months;
then destroy. (E>

u«o OOU-IA (nev. i/so)

Figure 3A - 28 -


