DEPARTMENT OF GENERAL SERVICES Schedule No. 2628

RECORDS MANAGEMENT DIVISION e — of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE 9

Agency Division/Unit
DEPARTMENT OF PUBLIC SAFETY PRETRIAL RELEASE SERVICES
AND CORRECTIONAL SERVICES PROGRAM - CENTRAL REGION
Item Description Retention
No.
1. PRETRIAL RELEASE SERVICES “CASE MANAGEMENT/ Retain at Hdqgrs. 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 S years, and

then destroy.

A case file is a pre-printed 8 2 x 11 manila folder. 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. Diversion Contract

G. Assessment Forms

H. Urinalysis test result printouts

I. Supervision Agreement

K. Risk Classification and Assessment Form

Schedule Approved by Department, Agency, | Schedule Authorized by State Archivist

or Division Representative.
Date Date ‘f/’lé/ZoID’
QJ ) o
Signature Jd zsﬁ
c A
Typed Name Robert S. Weisengoff Signature W Mw
v v /

Title Executive Director

DGS 550-1
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(Continuation Sheet)
Agency Division/Unit
DEPARTMENT OF PUBLIC SAFETY PRETRIAL RELEASE SERVICES
AND CORRECTIONAL SERVICES PROGRAM - CENTRAL REGION
Item Description Retention

No.

PRETRIAL RELEASE SERVICES “CONDITIONAL RELEASE”
(INTENSIVE SUPERVISION, DRUG, ALCOHOL, ETC) CASE
FILE

b

A case file is pre-printed 8 1/2 x 11 manila folders. The average
case file contains the following records:

. Statement of Charges
. Bail Recommendation Form
. Case Record Sheet (Case Agent notes)
. Recognizance Form
. Call-in Record Sheet
Assessment forms
. Treatment facility progress report
. Rescind Order/Supervision Report
Urinalysis test result printouts
. Supervision Agreement
. Risk Assessment and Classification form

CARARTIQOMEOmOoOO®>

3. PRETRIAL RELEASE SERVICES “FAILURE TO APPEAR/
FAILURE TO REPORT ” (NOT UNDER PRETRIAL
SUPERVISION) CASE FILES

A case file is pre-printed 8 2 x 11 manila folder. The average case
file contains the following records:

Statement of Charges
. Bail Recommendation Form
. Case record sheet (Case Agent notes)
. Recognizance Form
. Call-in Record Sheet

Assessment Forms
. Urinalysis test result printouts
. Supervision Agreement

Risk Assessment and Classification Report
J Rescind Order/Supervision Report
K. Notification Letter

~TQoTmmouOw?

Retain at Hdgrs. for one (1)
year and then send to State

Records Center for 5 years,
and then destroy.

Retain at Hdgrs. for six (6)
months, and then destroy.
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Agency

DEPARTMENT OF PUBLIC SAFETY
AND CORRECTIONAL SERVICES

Division/Unit

PRETRIAL RELEASE SERVICES
PROGRAM - CENTRAL REGION

Item Description Retention
No.
REPORT FILES
4. Consisting of statistical data kept on a weekly, monthly, quarterly, | Retain for three (3) years,
semi-annually or annual basis by fiscal and calendar year then destroy with the
following exception: transfer
to the Maryland State Archive
all annual reports.
3 GENERAL CORRESPONDENCE Screen annually and destroy

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.

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 -fype or Print @ separate form for
each new or revised record series, Forward
with Records Retention Schedule (DGS 550-1)

418-333-0680

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

PRE TRIAL RELEASE

PAGE 02/82

—

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

410:783.1030

1. Department/Agency
DEPARTMENT OF PUBLIC SAFETY AND
CORRECTIONAL SERVICES

2. Division
DPDS - CENTRAL REGION

3. Unit

CENTRAL REGION

PRETRIAL RELEASE SERVICES PROGRAM

DEFINITION: RECORD SERIES: A group of ralated records normally flled and used as a unil for reference as well as retention and disposition

pumosas,

4. Record Series Tille

PRETRIAL RELEASE SERVICES PROGRAM -CENTRAL REGION

S. Earliest Year/ Latest Year

1994 to 2012

6, Record Series Description (Briefly describe the types of information documents/forms in the series. Include the purpose or function of the serles)

Flle folders, client information and supervision plan Information

7. Racord Serios Format(s) List all 8. Record Snrias Sequence 9, Volume
mor Siza  [] Microfiim B‘ummem Numbar
[ LegaiSize [ Computer Tape ] Numerical E/Fuo Drawaer(s)
[C] Microfiim Roni(2)
[ Audio Tepe 7] Floppy Disk [0 Chronologicat [ computer Tape(s)
[] Other (specity) ...
[ Bound Boek  [[] Video Tapo [ Gaographicel
10. Annual Aseumulation
[0 Other (specify) ] Othar (specity) ______
Number
Eﬁh Drawer(e)
D Microfilm Resi(%)
[3 Computer Tapa(s)
[ Ower (epocify)_____
11, Fila is Used 12. Flle Bacomes Inactive After
E{eﬂy [ waekly [ Monthly [ Annuatty Number [ Month(z) [ Yeer(s)
13. Current Location(s)  (Bldg,, Floor, Room)

Mitchet Courthouse . Room 508

14, Is Record Servlt;?qwl Emsewhora? (If yes, specify ngoncy or office.)
[ Yes o

15. Aconss Reslrictions (If Yes, cile Lmw(2) & Reguiation(s)
O vee

16. Audit Requirements

E/Nono O swete [ rederal [T) mdapandent

‘17. ls an Indax Syé?w\d? If yes, expiain brisfly and deseribe requirements
N

[ Yes o

18. Recommended Retention
5 years

19. Name and Title of Preparer
Marie B. Hisley, Administrative Officer !

20. Telephone Number
410-986-5914

21. Date
November 7, 2012

0GB 550-4 (Rov. 1/83)
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DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO. 1222

" PAGE

wo. 1 of 3

DEPARTMENT OF PUBLIC SAFETY & CORRECTIONAL SERVICES

_ PRETRIAL RELEASE

SERVICES DIVISION .

Schedule Approved by Department,
Agency, or Division Representative

oo

(once-a-week supervised via fTelephone call)
and/or "Diversion" (first time offender
program) case Files

The average case file contains the following
records:

-— Statement of Charges

- Rail Recommendation Form

- Record cChecks (CJIS; traffic; criminal;
Raltimore City Police Department; etc.)

-- (tase Record Sheet (Investigative Notes)

-- Recognizance Order

- Call-In-Card (when case is closed

-- Diversion Contract

RS
\b wdx w _.jﬁhq

Schedule Authori zed by

‘#/TW%—

7 Date

-Signature Title, Date

AGENCY DI VISION
Item -
No. Description - Retention
1. | Pretrial Releage Services '"Rejects® (not
under Pretrial Supervision) Case Files
A case file is a pre-printed 8 1/2 x 12) Retain at Headquarf
manilia folder. ters for three (3) yrs.
Thereafter, to be
The average case file contains the fo¢low1ng hbe transferred to
records: ‘the State Records
Center for disposal
-- Statement of Charges ten (10) years from
-- Bail Recommendation Form the date the case
-- Record Checks (CJIS; traffic; criminal; | was closed.
Baltimore City Police Department; etc.
-- Case Record Sheet (Investigative Notes)
2. | Pretrial Release Services "Regqular Releasel

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.

State Archivistl/




W

FORM BN 1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
REV. 2/75 (CONTINUATION SHEET) NO. 1222
‘ PAGE
No. 2 of 3
Item
No. Description Retention
3. Pretrial Release Services "Conditional
- Release” (intepnse sgupervision; Druq;
Alcohol: DWI; etc;) Case Files
The average case file contains the Retain at Headquar-
following records: ters for three years
three (3) years
- Statement of Charges Thereafter, to be
-- Bail Recommendation Form transferred to the
-— Record cChecks (traffic; , State Records Center
criminal; Baltimore City Police for disposal ten (10)
Department; etc.) from the date the case
- Case Record Sheet (Investigative was closed.
Notes) :
-- Recognizance Order
- Call-In-Card (when case is closed)
- Assessment Forms
-- Treatment Facility Progress
Reports
-- Rescinding Order
-- Performance Letfer to Court on
date of trial
4. 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 Disabhility 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.

Retain in Headguar-
ters active status plus
four vears after termi-
nation. Thereafter,

to be transferred to
State Records Center
for disposal six (6)
years after employee's
termination then
destroy.

PSS - Ja2

b e e  rr o e e e — =



Hyom e TR

b o M ;. . RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
REV. 2/75 (CONTINUATION SHEET) NO. 1222
PAGE 3 of 3
NO.
‘ tem o .
No. Description Retention
5. Certification Files

Consisting of list of eligibles, de-
cline notices 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 Repeorts, Turnover Report, Accident
Leave Report, Personal Leave and Wage
Report.

Leave Records

Consisting of alphabetically arranged
M3 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 1s closed

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

Retain in Headguar-
ters for three (3)
calendar years plus

‘current year and

until all audit re-
quirements have been
fulfilled, then des-
troy.

Retain final 1leave
card prior to termi-
nation of employment
for four (4) calendar
vears and until audi-
ted, then destroy.

PSS - Jag
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LSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

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

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
BOX 278 1
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE or 7

2. DIVISION

1. DEFARTMENT/AGENCY
ublic Safety & Correctiong

.
Pre-TRial Release Service¥

uNIT
Case Processing

- DEFINITION-RECORD SERIES-? 9"OUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR

REFERENCK AS WELL AS RETENTION AND DISPOS

O pounp BOOK O FLOPPY DISK
‘lblmnno TAPE O VIDEO TAPE
O OTHER({ SPECIFY)

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
‘ Rejects (not under PTRS supervision) 1282 10 _Dbresent
| 6. RECORD SERIES DESCRIPTION (IRIIFLY DESCRIBE THE TYPES OF INPOMTION/DOCMNTS/POM FOUND

‘N THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES)
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) 8. RECORD SERIES SEQUENCE 9. VOLUME

G/fETTER S1ZE O MICROFILM ﬂkifPHAsETchL O FILE DRA¥ER(S)

o a 384 D MICROFILM REEL(S)

LEGAL SIZE COMFUTER TAPE 0 NUMERICAL 0O COMPUTER TAPE(S)
NUMBER g o p(SPECIFY)

0 CHRONOLOGICAL
0 GEOGRAPHI!CAL
0 OTHER(SPECIFY)

cubi¢ ft. Office/storage

10. ANNUAL ACCUMULAT ION

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

ﬁ%%!wtlcmﬁtnER'NVE(s)
cu.ft. m4ﬁlgguy{rlr{;

FILE 1S USED
O pAILY

!"‘ as required by court

0 wEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

557 O MONTH(S) @Aé;R(S)

f{i.cunman'Lauuch(S)(aLns”FLamhnauu
Room 508

100 N. Calvert St., Balto., MD 21202

14. 18 RECORD SERIES DUPLICATED ELSEWHERE?Y
tir ves, sepciry raEncy or orrice)
O vES (]

ACCESS RESTRICTIONS B/§:s ‘0 NO
(1" vEs, ci1TE LAW(S) & RrREGULATIONIS)
CJIS regulations

16. AUDIT REQUIREMENTS Inter-departmental

O NoNE W@;ATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? + B
(1r ves.ExrLAIN 18. RECOMMENDED RETENTION

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) e
TLTTET O CoTTn : 10 years Ty
O yes NO R A
NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEBER 21. DATE !
Janet D. Yodris, '
Adm, Officer 1I - -9

DGS ségia (REVISED 2/87)




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

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

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 2 or 7

DEFARTMENT / AGENCY 2. DIVISION

ublic Safety & Correctiong

Pre-TRial Release Services$

3. UINIT

Case Processing

" DEFINITION-RECORD ERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE
o Regular Release/Diversion CAse files

REFERENCE AS WELL AS RETENTION AND DISPOBITION PURPOSES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
12§g To present

‘IN THE SERIES.

8 1/2 x 12" manilla folder.

Statement of Charges;
Record Checks
Balto. City Police);
In-Card; Diversion Contract.

6. RECORD SERIES DESCRIFPTION (IRIIPLY DESCRIBE THE TYPES OF INFORI‘ATION/DOCMNTB/FOM FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

Bail REcommnedation form;
District and Circuit Court
Recognizance Order; Call-

(CJISs,

7. RECORD SERIES FORMAT(S)
LETTER SI1ZE U MICROFILM

-0 LEGAL S1ZE 0O COMFUTER TAPE 0 NUMERICAL

O BoUND BOOK O FLOPPY DISK
‘I'AUDH:TAPE O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
ALPHAEET ICAL

O CHRONOLOGICAL
O GEOGRAPHICAL .
O OTHER(SPECIFY)

VOLUME
O FILE DRAWER(S)

300 O MICROFILM REEL(S)
Fﬁnﬁwlﬂcuwxntn'nwt(S)

@ OTHER(SPECIFY)
cubic ft. Office/Storage

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

50 O MICROFILM REEL(S)
KROWSER C COMPUTER TAPE(S)
v cu.ft..
I "' riLe 1S useD 4 required by court 12. FILE BECOMES INACTIVE AFET?
: O DAILY O WEEKLY O MONTHLY O MONTH(S) YEAR(S)
i ]
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROGM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
' Room 508 tir vyes, spEciFyY sroEncY OR OFFicE)
100 N. Calvert St., Balto., MD 21202 0 yEs W’é
15. ACCESS RESTRICTIONS ﬂ/cg; O no 16, AUDIT

{1" vyEs, ci17Te LAW({S) & rEGULATION(S)
CJIS regulations

RZ:gﬁﬂ““”s Inter-departmental
0O NoNE STATE O FEDERAL Dlunﬂwxmﬂn

17. 1S AN INDEX SYSTEM USED? (1® yRS.E)XPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

- |

6 yEs & no

18. RECOMMENDED RETENT ION

10 years

NAME AND TITLE .OF PREPARER
Janet D. Yodris,

Adm, Officer I

20.

333-3823

TELEPHONE NUMEER

21. DATE

5=-22-90

DGS 560-4 (REVISED 2/87)




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

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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

PAGE 3 or 7

1. DEFARTMENT/AGENCY
‘ ublic Safety & Correction

ur

2. DIVISION
Pre-TRial Release Servicej

3. UNIT
3 Conditional RElease

" DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FlLED

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISFOS

' Conditional RElease Case Files

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

3284 TO _present

8 1/2 x 12"

‘IN FHE SERIES.

manilla folder.

Statement of Charges;
Record Checks (traffi;

Record sheet; REcognizance Order;
Treatment FAcility Progress

Assessment Forms;
Reports;

REscinding Order;:

RECORD SERIES DESCR]P‘TIW (.RIIFLY DESCRIRE THE TYPES OF lNPOMTION/DOCUBNTI/FOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THEK SEFIES )

Bail REcommendation form;

BCPD); Case
Call-in-Card;

criminal;

Performance Letter.

7. RECORD SERIES FORMAT(S)
lV1£Tﬂ5!S|zE!Julmm»1LM
0O LEGAL S1ZE 0O COGMFUTER TAPE

0O BOUND BOOK O FLOPPY DISK
‘I'JNWMO'nwt D VIDEO TAPE
O OTHER(SPECIFY)

8. R:f:§9 SERIES SEQUENCE
ALPHABETICAL
0 MUMERICAL

U CHRONOLOGICAL,

§. VOLUME

o
395 O FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
'““'diﬁ4hﬂnnumecwv)
cu.ft. office/storage

O GEOGRAPHICAL
O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
35 O MICROFILM REEL(S)
ROWsER C ¢ R TAPE(S)

cu.ft. oomEp(speciFy)

11 piLg 1S5 useD
' 0 DAILY

as required by court
0 wEEKLY 0 MONTHLY

12.

i

FILE BECOMES INACTIVE AFTER
O MONTH(S)

&45;3(5)

-
1

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

14. 18 R'ECORD SERIES DUPLICATED ELSEWHERE?
fi1r vyes, sPECiFY raExcY OrR oOrrice)
0O YEs (o]

ACCESS RESTRICTIONS dﬁés O No
(1r vyes, ciTe LAwW{S) & REGULATION(S)

CJIS regulations

15.

16. AUDIT REQUIREMENTS

Interdepartmental
O NoNE Qdﬁ;mz O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {(1r YES.E)PLAIN

18. RECOMMENDED RETENTION
BRIEFLY AND DESCRIRBE ANY H.ARD-ARE/BOF’TIARE)
D T re ) 10 years
0O YES NO
‘ NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Janet D. Yodris,

333-3823

5=22-90

/Oﬂméd_% Oéficer,a/l

DGS 3580-4 (REVISED 2/87)




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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

. ~
-~

AGENCY RECORDS INVENTORY

ublic Safety & Correction

=3

REVISED RECORD SERIES, FORWARD 727% WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278
PAGe 4 or 7
(DGS 380-1) JESSUP, MARYLAND 20794
1. DEFARTMENT /AGENCY 2. DIVISION 3. WINIT
5 Pre-TRial Release Service Administrative

. DEFINITION-RECORD SERIES.® OMCUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR

REFERENCE AS NELL AS RETENTION AND DISPFOSITION PURPOSES

RECORD SERIES TITLE
Personnel Files

4.

5. EARLIEST YEAR/LATEST YEAR
1948 TOo _present

Employee Personnel.

‘IN THE SERIES.

Withholding STatements;
Ratings;
Requests;

Insurance forms; MS 34
MS 100, Medical REpor

6. RECORD SERIES DESCRIPTION ‘IRIIPLY DESCRIBRE THE TYPES OF INFOMTION/DOCMNTBIPOM FFOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES )

Health CAre Forms;

Efficiency
0; MS22; Acting CApacity

ts.

7. RECORD SERIES FORMAT(S)
W<;Tﬂ§!SIZEEIMlde1LM

O LEGAL SI1ZE 0O COGMFUTER TAPE

O BOUND BOOK D FLOPPY DISK
AUDIO TAPE 0 VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
Bﬂﬁ;HUETKmL
D NUMERICAL

0 CHRONOLOGICAL

9. VOLUME

O FILE DRAWER(S)

17 O MICROFILM REEL(S)

O COMPUTER TAPE(S)
NOMBER o CryER( SPECTFY)
cu ft. office/storage

O GEOGRAPHICAL
O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

2 O MICROFILM REEL(S)

RUMBPR O c R TAPE(S)
cu ft.. OIHER(SPECIEY)

FILE 1S USED
O palLY

}11.
C ¥EEKLY

Qo Pegeceatadl

12.

O MONTHLY

FILE BECOMES INACTIVE AFTER
O MONTH(S) EﬁE;R(s)

! 13. CURRENT LOCATION(S) (EBLDG.,FLOOR,ROOM)

Room 508

100 N. Calvert St., Balto., MD 21202

14.

0O vEs NO

18 RECORD SERIES DUPLICATED ELSEWHERE?
tir vyes, spEciIFY raEncy or oFrice)

15. ACCESS RESTRICTIONS

Q YES
(1Fr vyes, ci1Tx LAW(S) & rREGULATION(S)

o

AUDIT REQUIREMENTS

Inter-departmental

O NONE 915235 O FEDERAL 0O INDEPENDENT

17.

T TA

IS AN INDEX SYSTEM USED? (1w YRS.E)PLAIN
BEIEFLY AND DESCRIBE ANY HARDNARE/SOFTWARE )

18.

RECOMMENDED RETENT JON

6 years ‘firom-
termination date. \

NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Janet D. Yodris,
améd% Ogﬁflcer,?il 333-3823 5~-22-90

DGS 562T; (REVISED 2/87)




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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

1. DEFARTMENT/AGENCY
ublic Safety & Correctiong

REVISED RECORD SERIES. FORWARD 727% WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 PAGE 5 oF 7
(DGS B380-1) JESSUP, MARYLAND 20794

2. DIVISION 3. UNIT

Pre-TRial Release Servicgf Adminstrative

. DEFINITION-RECORD SERIES.™ OMOUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE AS RELL AS RETENTION AND DISPOSITION PURPOSES :

4. RECORD SERIES TITLE
| Certification Files

5. EARLIEST YEAR/LATEST YEAR
1985 TOo Present

SN THE SERIES.

. 6. RECORD SERIES DESCRIPTION ‘lRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCUENT!/POM FOUND

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

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

0O pouND BOOK U FLOPPY DISK
‘lblumHO'ﬂUE O VIDEO TAFE
O OTHER(SPECIFY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE $. VOLUME
&’LETTER SI1zE O MICROF I LM E/ALPHAETICAL O FILE DRAWER(S)

O MICROFILM REEL(S)
O LEGAL SI1ZE 0O COMFUTER TAPE 0 NUMERICAL 5 O coMPUTER TAPE|S)

O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

’“mad;@AﬁﬂERHWECUY)
cu.ft. office/storage
ANNUAL ACCUMULAT 10N

D FILE DRAWER(S)
0O MICROFILM REEL(S)

D COMPUTER TAPE(S)
Cu-gh-. OTHER(SPECIFY) |

I 11 piLE IS USED
O pAiILY

upon request

0O WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTE

Nowbey O MONTH(S)

{s)

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

IS RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, sepecirFy raEncy or orrice)
O vyEs -]

14.

15 . ACCESS RESTRICTIONS 8 YES -D‘ﬁo
(17 ves, crve LAwW({s} & rReGuLATION(S)

16. AUDIT REQUIREMENTS Interdepartmental

O NONE B@;mrs O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YES.EXPLAIN
BEIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

- - - )

18. RECOMMENDED RETENT ION

3 years or where litigation is pending

NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Janet D. Yodris, -
Adm, QOffi - :

. 290 Z;iiiiib} 333-3823 5-22-90
DGS 386-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 278

AGENCY RECORDS INVENTORY

PAGE _6

. (DGS 880-1) JESSUP, MARYLAND 20794 oF /
{ . DEFARTMENT/AGENCY 2. DIVISION : 3. UNIT
ublic Safety & Correctionp Pre-TRial Release Servicef Administrative

DEF INI'T 10N -RECORD ERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

Report Files

i

REFERENCE AS WELL AS RETENTION AND nlggggrxlgu_zun:gn:l, :
4. RECORD SERIES TITLE ’ 8. EARLIEST YEAR/LATEST YEAR

196§ To _present

sN FTHE SERIES.

6. RECORD SERIES DESCRIPTION ‘.RIIPLY DESCRIBE THK TYPES OF INFOMTION/DOCWTS/POM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK SEFTES )

Statistical data; Monthly Position Count, Payroll In-TransiFs; EEO REports;
Unemployment Insuracne Questionnaire; Turnover Reports; Accident Leave Report;

. Personal Leave and WAge Reports

7. RECORD SERIES FORMAT(S)
RﬂiﬁTznsnzthMIQKWlLu

0O LEGAL S1ZE 0O COMFUTER TAPE

0 BOUND BOOK U FLOPPY DISK
'lblumlO'ﬂUi D VIDEO TAPE
O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
@ ALPHABETICAL
O NUMERICAL
gdﬁ;xmmLocumL
O GEOGRAPHICAL
0 OTHER(SPECIFY)

9. VOLUME
O FILE DRAWER(S)
" O MICROFILM REEL(S)
U COMPUTER TAPE(S)
NUMBER B-6THER(SPECIFY)
cu.ft. office/storage

ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

O MICROFILM REEL(S)
RUNMBER 0 COMPUTER TAPE(S)

10.

cu.ft. . PECIEY)
|11, piLE 1S useD @0 12. FILE BECOMES INACTIVE AFTER
O pAILY O WEEKLY O MONTHLY 3 O MONTH(S) =YEAR(S)

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

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

Room 508 -
100 N. Calvert St., Balto., MD 21202

ACCESS RESTRICTIONS O YES D’ﬁs

(1" vyes, ciTe LAW(S) & rREGULATION(S)
. - 0O nonE

t1r ves, serECcIFY raEncY OrR OFFicE)
O YES o

18. 16. AUDIT REQUIREMENTS Inter-departmental

STATE U FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1 yES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

186. RECOMMENDED RETENT ION

et )

3 years.

NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Janet D. Yodris,
Adm, i -

4uy‘2§ %ﬁfiiffgf 333-3823 5-22-90 .

57 DGS sézia (REVISED 2/87)




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

REVISED RECORD SERIES., FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 5B80-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72783 WATERLOO ROAD

BOX 273
JESSUP, MARYLAND 20794

]
AGENCY RECORDS INVENTORY

PAGE 7 __or 7

1. DEFARTMENT/AGENCY
ublic Safety & Correctiong

2. DIVISION

Pre-TRial Release Service%

3. WNIT
Administrative

DEF INIT1ON-RECORD SERIES-A O"OUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOAEE :

4. RECORD SERIES TITLE

' Leave REcords

8. EARLIEST YEAR/LATEST YEAR
1985 1o _prsent

IN THE SERIES.

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

) 6. RECORD SERIES DESCRIPTION ‘IRIIPLY DESCRIBKE THE TYPKES OF INFOMTION/DOCU'BNTl/'OM FOUND

and SMF-16.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

Personnel Leave cards; time cards;

7. RECORD SERIES FORMAT(S)
@4ETTER£HZEIJMIGKWIUM

O'LEGAL SIZE 0O COMFUTER TAPE 0 NUMERICAL

0 BouND BOOK O FLOPPY DISK
‘l':umIO'UUE D VIDEO TAPE

O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE 8.
O ALPHAEETICAL

B CHRONOLOG I CAL
D GEOGRAPHICAL
2 OTHER(SPECIFY)

VOLUME
O FILE DRAWER(S)
8 D MICROFILM REEL(S)
O COMPUTER TAPE(S)
NGMBER o ¢ rp(SPECIFY)
cu.ft. office/storage
10. ANNUAL ACCUMULAT ION
D FILE DRAWER(S]}

O MICROFILM REEL(S)
m%mtwfic R TAPE(S)

cutft. OTHER(SPECIFY) |

P11, pite 1s usep upon request _ 12. FILE BECOMES INACTIVE AFTER
O pAILY O WEEKLY O MONTHLY B 3 O MONTH(S) AR(S)
L RUNEER

E;étaﬁoV'eép”)
74

! 13. CURRENT LOCATION(S) (ELDG.,FL.OOR,ROOM)
Room 508 .
100 N. Calvert St., Balto., MD 21202

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
tir vyEs, spEciFyY soENCY OR OFFicE)
0 vyeES NO

15. ACCESS RESTRICTIONS O YES B’ﬁ;

{1r vyes, ciTE LAw({s) & rEGuULATION(S)

16. AUDIT REQUIREMENTS | ... sooartmental

0 NonNE m45;:= O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1 vyag.m)>PLAIN
BRIEFLY AND DESCRIBE ANY MHARDWARE/SOFTWARE )

0 YES 9/1;

- = R

18. RECOMMENDED RETENT JON

. B N

4 years or until audited.

NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Janet D. Yodris, . »
;umﬁdﬂp %Eflcer,l 333-3823 5-22-90 -

DGS 56214 (REVISED 2/87)




: UEPARTVIENT UF GENERAL SERVIGTO LIS UToO IYU . 1505
- RECORDS MANAGEMENT DIVISION . - . i Sace . of
RECORDS RETENTION AND DISPOSAL SCHEDULE 9 1 .3 /
) Agency Division/Unit
¥ |Department of Public- Safety Division of Pretrial
d Correctional Services . Detention and . Services
tem - ) Description o Retention
No. : - o T
1.. CENTRAL RECORDS INMATE COMMITMENT RECORDS
(ORIGINAL DOCUMENTS)
This series includes the original court, Retain for two (2)
law enforcement and corrections documents years after
containing inmate commitment information. inmate's release,
‘ then send to State
Added cCharge Documents Records Center for
Bail Reductions five (5) years,
Body Receipts then destroy.

Compassionate Leave Forms
Court Commitments

Court Releases

Court Postponement Forms
Detainers

Face Sheets

Federal Prisoner Remands
Indictments

Mental Health Commitments
Parole Orders

Parole Notification Forms
Release Forms

Retake Warrants for Escape
Sentence Commitments
Sentence Diminution Formq
Summons

Writs

Subpeona

Certification of Records

<ccdnBgUoOBSERxWGRETAQHDD RO

’

Schedule Approved by Department ' SchedJIe Authorized by State Archivist
Agency, _
or Division Representative. Date ’53/7_1 7‘/ -

Date Eeffzﬁg Ef, ]%?é ~ ' /
Signatute /// S|gnaturp ﬁ W/a rANP
Typed Na Wlll‘aﬁ/ Jones
.- ‘ itl i § &‘é:pgzt Services

50-T (Rev. 1/53)

Figure 3




)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

-‘ &RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 1595

Page - of
g .2 3 ]

ncy

Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

item Description Retention
No.
2. INMATE COMMITMENT RECORDS
{MICROFICHED DOCUMENTS)
This series consists of microfiche copies Retain for two (2)
of the original documents comprising the vyears after ’
inmate commitment records. inmate's release,
' then send to State
Records Center for
five (5) years,
then destroy
3. COMPUTER PROCESSING SYSTEM
This series includes the computerized Retain for two (2)
database containing detailed personal, years after
court and institutional data on inmates inmate's release,
which has been retrieved from documents then send to State
comprising the inmate commitment records, Records Center for
and is on microfilm. ‘ five (5) vears,
then destroy.
h . MANUALS
This series consists of administrative, Retain for two (2) yes
operations and technical procedures then destroy.
governing work activities of persons
assigned to the Central Records Qffice.
a. Data Entry Procedures
b. Standard Operating Procedures
c. CJIs Reference Manual

- 98 -

'S




.
| DEPARTMENT OF GENERAL SERVICES
A RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1595

Page L3 ot

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. :

Court Receipts

Court Form Letters
DOC List .
Expedited Trial Lists
Worksheets

(Lo o PR e 2 )

6. . GENERAL CORRESPONDENCE

letters, copies of outgoing letters,

Subject arrangement of original incoming
memoranda, studies, reports, directives,

the administration of the agency.

policies, and other materials related to

i
eency Division/Unit
epartment of Public Safety . Division of Pretrial
and Correctional Services Detention and Services
ltem ' Description Retention
No. :
5. FORMS

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 Marilaid State
Archives.

[}

Figure 3A | | - 98 -
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INSTRUCTICHS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION
SCHEGULE (DGS 550-1)

2

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

_ T275 WATERLOO RCAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 N Page of

EPARTMENT/AGENCY

tment of Public Safety
| _and Correctional Services

2. DIVISION 3. UNIT
Division of Pretrial
Detention and Services

DEFINITION - Records Serles - A group of related records normally filed and used as a unit for raference as well 13 retention and disposifon purposes.

4. RECORD SERIES TITLE

CENTRAL RECORDS INMATE COMMITTMENT RECORDS

5. EARLIEST YEAR / LATETEST YEAR
1991 10

a. Added Charge Documents
b. Bail Reductions
c. Body Receipts
d. Compassionate Leave Forms
e. Court Committments
f. Court Releases .
g. Court Postponement Forms
"h. Detainers '
i. Face Sheets

6. RECORD SERIES DESCRIPTION ( Brefly describe the types of informatior/documents/forms found in the Series. Include the purpose of function of the Seres)
This series includes the original court, law enforcement and corrections documents
containing inmate committment information.

k. Indictments

1. Mental Health Committments
m. Parole Orders

n. Parole Notification Forms
0. Release Forms '
p. Retake Warrants for Escape
g. Sentence Commitments

r. Sentence Diminution Forms
S. Summons

j. Federal Prisoner Remands t. Writs
u. Supeona
Certiiication pr Records
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
' X Fiie Drawer(s)
X Letter Sze a Microfim G Alphabetical G Microfilm Reel (s)
o Ccomputer Tape (s)
. Legal Sze o Computer Tape X5 Numencal 3 Cther {Specify)
23,600
0 Bound Book O Floppy Disk o Chronological ’ Numbpsr
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
. %X File Drawer (s)
O Other (Specify) O Other {Specify) O Microfilm Reel (s)
C Computer Tape(s)
0 Other {Specity)
23,600
Numper
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
® Oaly o Weekly O Monthy i O Month(s) X Year(s)

Number

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

Jail Industries Building
Record Retention Room

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, scecify agency or office)

o Yes ¥ No

15. ACCESS RESTRICTIONS (I yes, cite law(s) & requlation(s)

¥ Yes Federal Privacy &cSemrity
Act

16. AUDIT REQUIREMENTS

X None O State 0O Federal G Indepencen:

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

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

'

ichard A. Bradley

T 20, TELEPHONE-NUMBER - o o210 DATE

410-637-1361 24 February 1994

DGS 550-4 (Revised 1/93)

Figure 1

- 95 -




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

A

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOURY

Page of

—

DEPARTMENT/AGENCY

—Da.rtrrent of Public Safety
Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT

DEFINITION - Records Series - A group of related records normally flled and used as & unit for reference ae

well a3 retsntion and disposition purposes.

4. RECORD SERIES TITLE

INMATE COMMITMENT RECORDS

5. EARLIEST YEAR / LATETEST YEAR

1991 1o

CENTRAL RECORDS INMATE COMMITMENT

This series consists of microfiche copies of the ori

RECORDS.

6. RECORD SERIES DESCRIPTION ( Brefly descrbe the lypes of informator/documentsfforms found in the Series. include the purpese or function of the Seres)

ginal documents comprising the

7. RECORD SERIES FORMAT(S)

O Letter Size

. Legal Sze

0 Bound 8Book

X Micrefim (Ml[.'ROF /Cf/f)

o Computer Tape

8. RECORD SERIES SEQUENCE
O Alphabetical

X Numerical

9. VOLUME
¥ File Drawer(s)
O Microfilm Reel (s)
O Computer Tape (s)
O Qther {(Specidy)

23,600

Qa Flopoy Disk 0 Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
O Other (Specify) O Other (Specify) O Microfilm Reel {s)
g Computer Tape(s)
a Other (Specify)
23,600
Numbper
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daly O Weekly G Monthly 1 _ 0 Monin(s) X  Year(s)
Number

"3. CURRENT LOCATION(S) (Bldg., Flocr. Room)
Jail Industries Building

14, IS RECORD SERIES DUPLICATED ELSEWHERE?

(1f yes, specify agency or office)

& Yes Federal Privacy &0Se¥surity
Act :

X o Yes No
Record Retention Room X
15. ACCESS RESTRICTIONS (i yes. cte law{s) & regulation(s) 16. AUDIT REQUIREMENTS
% None o Slate G Federal G Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain bnefly and
descnbe any hardware/software}

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.

LECQF“PREPARER

Richard A. Bradley

A~20. ~-TELEPHONE RUMBER

410-637-1361

21, DATE

24 February 1994

0GS 5504 (Rewsed ¥93]

Figure 1

- 95 -




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 550-1)

N

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

Page of

DEPARTMENT/AGENCY
t of Public Safety
Correctional Services

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

DEFINITION - Records Serles - A group of related records normally flied and used a» 2 unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE
COMPUTER PROCESSING SYSTEM

5. EARLIEST YEAR / LATETEST YEAR

1991 1o

6. RECORD SERIES DE§CRIPTION ( Briefly describe the types of information/documents/forms found in the Senes. Include the purpose or function of the Senes)

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 records., and is on microfilm.

describe any hardware/software)

O Yes X No

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
) O Fie Drawer(s)
# Letter Size X Micichiim O Alphabetical X Micoofilm Reel (s)
o Comcuter Tape {s)
.egal See $ Computer Tape & Numerical 3 Other {Specify)
, 12
o Bound Bock QO Floppy Disk a Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
o File Drawer (s)
O Other (Specify) O Other (Specify) X Microliim Reel (s)
0 Computer Tape(s)
¢ Other (Specif
12 (Specify)
Numbe:
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Day o Weekly O Monthly 1 O Month(s) X vear(s)
’ Number
13. CURRENT LOCATION(S) (8ldg., Flocr. Rocm) 14. S RECORD SERIES DUPLICATED EL> VHERE? (If yes, specify agency or ofiicej
Jail Industries Building O Yes % o
Record Retention Room
15. ACCESS RESTRICTIONS (If yes. cne law(s) & regulation(s) 16. AUDIT REQUIREMENTS
X ves Federal Privacy & Sesurity X None o State O Federal G Incependent
Act :
17. IS AN INDEX SYSTEM USED? (If yes. explain brefly and 18. RECOMMENDED RETENTION

' nr EPARER
icha¥d A. Bradley

20. TELEPHONE NUMBER

410-637-1361

21. DATE

24 February 1994

DGS 5504 (Rewised 1/33]

Figure 1

- 95 -




[ oot e et e et e e R S ———s

SCHEDULE (DGS 550-1)

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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

DEPARTMENT/AGEKRCY

t of Public Safety
Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used as 2 unit for reference as

well as retention and disposition purposes,

MANUALS

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
1991 4

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

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of informationvdocumentsfforms found in the Series. Inciude the purpose of function of the Seties)

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

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 3. VOLUME
X File Orawer(s)
X Letter Size O Micrefilm O Alphabetical o Micrcefilm Reel (s)
G Computer Tape (s)
. Legal Sze o Computer Tape & Numerical a Cther {Specify)
~1lo
O Bound Book o Floppy Disk o Chronologicat Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
Yo File Drawer (s)
a Other (Specify) G Other (Speciy) g Microfim Reel (s)
o Computer Tape(s)
T Other (Spectly)
10
Numpert
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daily O Weekly o Monthly 2 O Month(s) K Year(s)
Number

13. CURRENT LOCATION(S) (Bldg., Fioor, Room)
Jail Industries Bldg.

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

. N
Record Retention Room G Yes X Mo
15. ACCESS RESTRICTIONS (if yes, crte taw(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes ~ & No B None o State O Federal C Incspendent

o Yes

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

%X No

18. RECOMMENDED RETENTION

Retain for two (2) years, then destroy

N
ichard A. Bradle
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

24 February 1994

0GS 550-4 (Rewised 1/93)

Figure 1

- 95 -




l___NSY‘ﬁUCTIOLS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE {DGS 550-1) 7275 WATERLOO ROAD
. P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of
DEPARTMENT/AGENCY ’ 2. DIVISION “ 3. UNIT
_!artment of Public Safety Division of Pretrial
Correctional Services Detention and Services
DEFINITION - Records Series - A group of related records normaliy flied and used as a unit for reference as well as tetention and disposition purposes.
4. RECORD SERIES TITLE i ' 5. EARLIEST YEAR / LATETEST YEAR
FORMS ' 1991 7o

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of informatio/documents/forms found in the Series. Inciude the purpose or function of the Senes)

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
X5 File Drawer(s)
YO Letter Size a Miccfiim O Alphabetical G Microfilm Reel (s)
: G Comouter Tape (s)
Legal Sze O Compuier Tape - & Numerical . a Otker (Specify)
. 23,600
O Bound Book O Floppy Disk o Chronological Number
M Audio Tape QO Video Tape 0 Geographical 10. ANKUAL ACCUMULATION
Yo Fie Drawer (s)
O Other (Specify) D Other (Specify) O Mucrofim Reel (s)
a Computer Tape(s)
O Other (Specify)
23,600
Number
11. FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
X2 Daly O Weekly .0 Monthly 1 ¥ Monin(s o VYear(s)
Number
13. CURRENT LOCATION(S) (8lcg., Floor. Rocm) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes, soecify agency cr office)
Jail Industries Building o v % o
Central Records Office _ & -
15. ACCESS R_ESTRICTIONS (if yes. ctte law(s) & regulation(s) 16. AUDIT REQUIREMENTS
% vYes _Federal Privacy .& Sagurit ¥ None o State G Federal C  Incependant

Act .

17. 1S AN INDEX SYSTEM USED? (if yes. explain brefly and - | 18. RECOMMENDED RETENTION
descnbe any hardware/software) .
Destroy one (1) month after they are no longer

o o Yes % No . »|.administratively useful.
. PARER 20. TELEPHONE NUMBER : 21. DATE
Richard A. Bradley
Commnication/Flest Coordinator 410-637-1361 24 February 1994

OGS 550-4 (Rewised 1/93)

Figure 1 . - 25 -




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS $50-1)

‘u

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO RCAD
P.0. BOX 275 - JESSUP. MARYLAND 20734

AGENCY RECORDS INVENTORY

Page of

DEPARTMENT/AGENCY

_!artment of Public Safety
Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT

DEFINITION - Records Series - A group of related records normaily filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

GENERAL: CORRESPONDENCE

5. EARLIEST YEAR / LATETEST YEAR
1991 10

of the agency,

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of information/documentsforms found in the Senes. include the purpose of function of the Series)

Subject arrangement of original incoming letters, copies of outgoing letters, r'nerporand:?l,
studies, reports, directives, policies, and other materials related to the administration

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
’ K Fie Drawer(s)
X Letter Sze o Microfilm O Alphabetical G Micrefilm Reel (s)
‘ G Computer Tare (s)
. Legal Sze o Computer Tape - X Numernical O Ciher (Specify)
_12,000
QO Bound Book O Floppy Disk a Chronological Number
O Audio Tape O Video Tape G Geographicai 10. ANNUAL ACCUMULATION
) o Fie Drawer {s)
O Other (Specify) O Other {Specify) O Miciofiim Reel {s)
' a Computer Tace(s)
O Other {Specify)
2,000
N rnper
11. FILE IS USED 12. FILE BECOMES INAbTIVE AFTER
¥ Daly a Weekly O Monthly . ] O Month(s) Xz Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Fioor, Room) 14. 1S RECORD SERIES DUPLICATEL FLSEWHERE? (If yes, soecify agency or cfiice)
Jail Industries Building N
Record Retention Room o Yes - X Mo
15. ACCESS RESTRICTIONS (If yes. crte law(s) & regulation(s) 16. AUDIT REQUIREMENTS
a Yes X No & None o Swzte O Federal S Incependen:

17. IS AN INDEX SYSTEM USED? (If yes. explan bnefly and
descnbe any hardware/software)
O Yes

X No

18. RECOMMENDED RETENTION

needed for current business.
the Maryland State Archives.

Screen annually and destroy that material no longer

Periodically transfer to

el E RER
Richard A. Bradley

Comminication/Fleet Coordinatar

20. TELEPHONE RUMBER

410-637-1361

21. DATE

24 February 1994

DGS 5504 (Rewised 1/33)

Figure 1
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DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1596

Page 1 of

erglAgency

Department of Public Safety
and Correctional Services

Division of Pretrial
Detention and Services

Division/Unit

N

item

0.

: T

Description

Retention

CLASSIFICATIONS

NQTE :

\

Schedule Approved by Department,
Agency, '

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

The Inmate Intake Notes File Unit is a
preprinted form completed by the Pretrial

Investigator via information from the
Inmate.

Schedule Authorized by State Archivist

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

itle_Director0Of - Suppbrt Services

or Division Representa' . Date %/ /7“/ .

e e Tl

Signature_¢ /Y gignaturp - 0 Cme——""
J .

2
yped Naéd@l@%&u&s__

-1 (Rev.

Figure 3

- 27 -




DEPARTMENT OF GENERAL SERVICES Schedule No. 1596
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 2
(Continuation Sheet) ’
Agency ' , Division/Unit
Department of Public Safety: _ Division of Pretrial
and Correctional Services Deteg;;gg_gnd_ﬁery;ges______
ltem ' Description Retention
No.
2. GENERAL CORRESPONDENCE
'Subject arrangement of original incoming Screen annually and
letters, copies of outgoing letters, destroy that
memoranda, studies, reports, directives, material no longer
policies, and other materials related to - needed for current
the administration of the agency. business.
Directives, policids,

and other material
related to the
planning and polic
that illustrate th
development of the
agency retain
. permanently for
’ . ' eventual periodic

' ‘ transfer to the
State Archives.

i)

Figure 3A - 28 -




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

—

D&E s

9 EPARTMENT/IAGENCY
artment of Public Safety

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

T275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

Page 1 of 2

Division of Pretrial
Detention-and Services

2. DIVISION 3. UNIT

Carrectional Services

DEFINITION - Records S;rin - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

CLASSIFICATIONS

§. EARLIEST YEAR / LATETEST YEAR

Y : 1993 10

INMATE INTAKE NOTES FILE UNIT

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

Vera Point Scale
Classification Instruments

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

Contains all or some of the follewing:

Risk Assessment for Bail Review Hearing Purpose

Medical/Mental Health Records for Inmate
Assignment

Face Sheet with Inmate's Picture Attached

BCDC Record's Department automated Printouf

Reclassification Instruments

Notice of Infractions

Disciplinary Infraction Forms

NOTE: The Inmate Intake Notes File is a

preprinted form completed by the

- Pretrigt—Tnvestigator:
8. RECORD SERIES SEQUENCE

7. RECORD SERIES FORMAT(S} 8. VOLUME
¥ File Drawer(s)
M Letter Size O Microfilm g Alphabetical . O Microfilm Reel (s)
Sl ) O Computer Tape (s)
5 .D Legal Sze o Computer Tape o Numerical O Other (Specify)
‘ _ 8 per month
0 Bound Book a Floppy Disk O Chronological Number
o Audio Tape O Video Tape o Geographical 10. ANNUAL ACCUMULATION
& File Drawer (s)
O Other (Specify) a Other (Specify) O Microfim Reel {s)
0 Computer Tape(s)
O Other (Specify)
92
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
W Daily O Weekly o Monthly 6 : X Month(s) O Year(s)

Number

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

Federal Privacy -
and Security Act

Classification Room O Yes % No
Jail Industries Building '
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) | 16. AUDIT REQUIREMENTS
K Yes o No & None O Stae 0 Federal O Independent

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

¥ No

QO Yes

18. RECOMMENDED RETENTION

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

/ NAME AN TIREOF ER

Richard A. Bradley

20. TELEPHONE NUMBER

410-637-1361

21. DATE

21 March 1994

DGS 550-4 (Revised 1/93)

Figure 1

- 95 -




1
\

SCHEDULE (DGS $50-1)

<_, EPARTMENT/AGENCY
| tment of Public Safety
and Correctional Services

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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION
Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Page __ 2 of 2

3. UNIT
Baltimore City Detention
Center

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

CLASSIFICATION- GANARAL CORRESPONDENCE

5. EARLIEST YEAR / LATETEST YEAR

i991 70

of the department.

6. RECORD SERIES DESCRIPTION ( Breefly describe the types of information/documentsiforms found in the Series.

Include the purpose or function of the Senes)

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

7. RECORD SERIES FORMAT(S)

X Letter Size

8. RECORD SERIES SEQliENCE

8. VOLUME
Xo Fie Drawer(s)

) O Microfilm O Alphabetical o Microfilm Reel (s)
f_‘ O Computer Tape (s)
Legal See o Computer Tape ¥ Numerical O Other (Specify)
\ 1,000 ‘
0 Bound Book O Floppy Disk 0O Chronological Number
O Audio Tape O Video Tape o Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
Q Other {Specify) O Other (Specify) O Microfilm Reel (s)
o Computer Tape(s)
0 Other {Specify)
1,000
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Xa Daiy O Weekly G ‘Monthly 1 _ o Month(s) X Year(s)
Number

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes, specify agency or office)

. . . . O Yes ¥ No
Jail Industries Building :
15. ACCESS RESTRICTIONS (If yes -cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes_ X No X None O State O Federal O Independent

descnbe any hardware/software)

0O Yes

X No

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

18. RECOMMENDED RETENTION

needed for current business.

Screen annually and destroy that material no longer

ichard A. Bradley

20. TELEPHONE NUMBER
410-637-1361

21. DATE

21 March 1994

DGS 550-4 {Revised 1/93)

Figure 1

- 925 -




DEPARTMENT OF GENERAL SERVICES
‘RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1472

Page 1  of 7

fax|Agency

1

Cepartment of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

‘Description

Retention

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 emplioyee, 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 Hd

These records are confidential in nature, and
are considered as being an extension of %the

employee's personnel file.

A. TRAINING VERIFICATION LQOG FORMS

o

s

- employee's personne

Retain and maintain
for current employeﬂs.
Forward to respectifye
IT™™ upon employee

transfer. Forward t
personnel departmen]
for inclusion in thﬁ

file upon terminatidgn

of Division of Fretfial
Cetention and Servides.
Employment.

Agency,

Schedule Approved by Department,

or Division Representative.,

Schedule Authorized by State Archivist

Dat9§/3/fy ,\' -
/7 |

A

Date rik 1, 1994
Signatuui%%_ﬁ,_,é_&gnatum
djr‘yped Narfe__Padl Brown .

Plitle Director of -Support Services

\

Figure 3

—

“ OGS 550-1 (Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

(Continuation Sheet)

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 16.12

Page 2

Agency

Department of Public 3afety -

Diviston/Unit

Division of Pretrial

-{2) Orientation Program Test Answer
Sheets.
Pre-Service Firearms Pre-test,

(3)
- post-test and firearms score

‘sheet information.

(4) Academy Completion Verification
Forms.

DGS 550-TA

Figure 3A

and Correctional Services . . Detention and Services
ltem’ Description Retention
No.
B, PRE-SERVICE TRAINING RECORDS
(1) Signed statements that employees Do not retain in
have received a copy of handbook the training
and prescribed orientation DCR's. record. Immediately

forward for
inclusion in the
amployee's
personnel file,

Retain for current
emp loyees,

Forward to
respective 1ITM
upon employae
transfer. Forward
to Personnel Dept,
for inclusion in
employee's
personnel file
upon termination
of Div. of Fretrial
Detention and
Services
employment.

Retain one (1) copy
for current
employees in the
ITM's file.
the I™ file copy
upon employee
transfer. The
original will be
forwarded to the
personnel depart.
for inclusion in
the employee's
personne] records.

Forward!

]Rev.ﬂ@B)




DEPARTMENT OF GENERAL SERVICES Schedule No. 1412
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page -3 ot 7~
(Continuation Sheet) _

Agency Division/Unit

Department of Public Safety - Division of Pretrial

and Correctional Services . Detention and Services
ltem | Description Retention
No.

{(5) Personnel Transaction Forms Information will be
logged on training
verification forms,
then the transactioh
forms will be
destroyed.

C. IN-SERVICE TRAINING RECORDS
(1) Test Answer Sheets. Retain for current
(2) In-Service firéarms pre-test, emp loyees. Forward lto
- post-test and firearms score respective ITM upon
sheet information. employee transfer,
Forward to Personnew
Dept. for inc]usionpin
employee's personne
file upon terminatipn
of DFDE employment,
D. EMPLOYEE APPRENTICESHIP INFORMATION

Correctional Officers employed by the

Division of Pretrial Detention and

-Services have an opportunity to

participate in a recoanized apprentice-

ship program. Documentation of program

participation may include some or all of

of the following information.

(1) Apprenticeship Application Form Do not Retain in th

(2) Apprenticeship Form H training record.
Immediately forward
for inclusion in thy
employee's personne
file.

J
DGS 550-TA (Rev. 1/93)
Figure 3A .




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 1612

Page 4 of 7

AGRISY¥rtment of Public safety
and Correctional Services

Divi

Qisk

igyngretria1

Detention and Services

tem-
No.

Description

Retention

Figure 3A

together in an orderly fashion.

TMOOm>»

(3) Apprenticeship Forms D, E,

PROGRAM FILES:

These files. contain information related

and F.

to a specific training proaram presented

to'emp}oyees. AT
to a specific program will be grouped
files may include some or all of the
following:

. Training Schedules
Rosters ‘
ian~in Sheets
Red Cross Report
Matter of Records
Master Set of 5ign-in Sheets

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 a1l of the following information:

information relative

Frogram

A copy will be
retained in the ITM
files for current
emp loyees, Forwar
to respective ITM
upon emplovee
transfer. The
original forms will
be forwarded
immediately for
inclusion in the
emplovee's personne
file,

Retain far two (2)
years and until all
sudit requirements
have been fulfilled
then forward to Sta
Records Management
Center for an

additional 13 years
then destroy.

(1)

DGS?EUHI}Rew1EB)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

(Continuation Sheet)

Schedule No.

1612

RECORDS RETENTION AND DISPOSAL SCHEDULE |Page * 5 of 7

Agency

Department of Public safety "
and Correctional Services

Division/Unit

Division of Pretria)

Detenti ﬁa:p’{ AQ“““:A.ZS

tem
No.
AU
B.
C *
D L]
E.
F *
4,

Description

Retention

—

Letter requesting certification.
MFCTC~-18 Form
MPCTC~28 Form

MFCTC Instructor Evaluation Checklist
Certificates reflecting instructor

expertise in specialized asreas.
MPCTC~22 Form

TUITION REIMBURSEMENT RECORDS:

emplovees.
to respecti

Retain for current

upon employee
transfer. Forward
to Personnel Depart
for inclusion in

Forward
ve ITM

The record for employvees who participate ¥n

the tuition reimbursement program may include

any or all of the following information:

Career Development Plan(s)
M&-551 Request Forms

Forms
Forms.
Forms
Forms

employee's personne
file upon terminatig

n
of Division of Pretfi
@

Detention and Servide
employment.

Retain for current
employees. Forward
to réspective ITM
upom emplovee
transter. Forward
to Personnel Dept.
for inclusion in
employee's personne]

file upon terminatidh

of DFDS employment.
The Hg's. Training
Depart, maintains a
master file on all
current DFDS program
participants. Retain

each file for one (1&
n

year after terminati
of DFDS employment,
then destroy.

A,

&,

C. 085-1-Tg

D. 08-2-T6

E. 05-3-TG

F. 08-4-TG
DGS 550-1A (Rev. 1/93)

Figure 3A

Uy o

1




DEPARTMENT OF -GENERAL SERVICES Schedule No. 1612
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 6 of 7
(Continuation Sheet) _
Agency . B Division/Unit
Department -of Public Safety - Division of Pretrial
and Correctional Services . Detention and Services
ltem ' Description . Retention
No. ' '

G. Tuition Reimbursement Quarterly Reports A copy of the quartprly
report prepared by HQ
will be fTorwarded fjp
egch ITM. Retain fpr
three (3) years, thig
destroy.

5. OUT-SERVICE TRAINING VERIFICATION RECORDS:

In genersl, out-service trainiﬁg can be.

defined as training programs received by

employees off-site or.offered by externa]

agencies. Out-service training verification

can include any or 611 of +he following

information:

’ A. FProgram brochure Retain for current

B. M3-551 Form employees. Forward

C. Out-of-State Travel Request to Personnel Dept.

D. Schedule of Training - for inclusion in

"E. °y11abuq/aqendd' . employee's personne
tile upon terminati¢n
of DPFDS employment,

. The HR's Training D#part.
retains a master sel of
M3-551 Forms and Quf -of-
State Travel Requesis
for one (1) vear affer
the conclusian of the
fiscal year, then d#stro:
6. : STUDENT EVALUATION ‘FORMS:
COMAR requirements state that employees Retain for two (2)
participating in approved training years and until alil
programs must complete a student eval- audit requirements
uation form. . » have been fulfilled
C than destroy.
Ir

UGSTEUWK}Rew1EE)

Fi@re 3A ‘ ﬁ"? ;p.)‘
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No.

1612

? RECORDS RETENTION AND DISPOSAL SCHEDULE Page 7 of 7 FERY
(Continuation Sheet)
Agency Division/Unit
Department of Public Safety . Division of Pretrial
and Correctional Services Detention and Services
Item Description Retention
No. :
7. LESSON PLANS AND TRAINING COMMISSION APPROVAL| SHEETS:
These documents record the actual training Retain for five (5)
presented in the classroom as well as whether| years at the
or not the materials were submitted to the institution, then
Correctional Training Commission for approval)l send to State Records
' Center for fifteen (15)
years, then destroy
The H@'s Training
Depart., retains a s4t
of records for thre%
(3) years, then desfroy.
8. RESOURCE, MATERIALS: )
. \
‘ ‘ These materials inc¢lude magazines, c¢atalogs, Retain for three (3] ..
newsletters, etc. - years or until inform-
’ ation becomes outdaﬂéd}
then destroy.
9. MINUTES FROM TRAINING MEETINGS:
These documents transcribe the dct1v1t1e= at Retain for three (3
quarterly training meetings years, then destroy.
10, GENERAL CORRESFONDENCE:
Subject arrangement of original incoming .Screen annually and
letters, copies of outgoing letters, , destroy that materidl
memoranda, studies, reports, directives, no lonaer needed for
policies, and other materials re]a+ad to current business,
the administration of the agency. '
Directives, policiesd|,
and other material
relgted to the
planning and policy
that illustrate the
development of the
sgency retain
permanently for
eventual periodic
transfer to the Statle

Archives,

DGS £50-TA (Rev. 1793)

Figure 3A




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.0. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION
Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

5]

Page } of

|

3. UNIT
Baltimore City Detention
Center

DEFINITION - Records Series

- A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR
1991 o

Pre-Service Training Records
In-Service Training Records

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series

Individual Employee Training Records
Training Verification Log Forms

Employee Apprenticeship Informationn

. Include the purpose or function of the Senes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
K File Drawer(s)
& Letter Size o Microfilm % Alphabetical o Microfiim Reel (s)
O Computer Tape (s)
O Legal Size o Computer Tape O Numerical 14 g Other (Spectfy)
O Bound Book o Floppy Disk O Chronologicat Number
O Audio Tape O Video Tape a Geographical 10. ANNUAL ACCUMULATION
& File Drawer (s)
o Other (Specify) o Other (Specify) 0 Microfim Reel (s)
o Computer Tape(s)
O Other (Specify)
14
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Termination of Employment
X Daily o Weekly o Monthly o Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room! 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Trglnlng Off}ce O Yes ¥ o
Jail Industries Bldg.
15. ACCESS RESTRICTIONS (i yes, cite faw(s) & reguiation(s) 16. AUDIT REQUIREMENTS
o Yes & No O None % stae & Federal O Indspendent

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

'DYBS

X No

18. RECOMMENDED RETENTION

upon employee transfer.

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

[A Eommunlcatlon/Fleet Coordinator

20. TELEPHONE NUMBER
410-637-1361

Richard A. Bradley

21. DATE

April 4, 1994

DGS 550-4 (Rewised 1/93)

Figure 1




SCHEDULE {DGS 550-1)

‘PARTMENTIAGENCY
Di

epartment of Public Safety
and Correctional Services

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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

2. DIVISION
Division of Pretrial

Detention. and Qer'tvriﬁqe

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20784 Page __ & - of |

3. UNIT

Baltimore City Detention
Center

DEFINITION - Records Series - A group .of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

TRAINING

S. EARLIEST YEAR / LATETEST YEAR

1991 10

Program Files

employees.
in an orderly fashion.
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

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

These files contain information related to a specific training program presented to
All information relative to a specific program will be grouped together
Program files may include some or all the following:

7. RECORD SERIES FORMAT(S} 8. RECORD SERIES SEQUENCE 9. VOLUME
X File Drawer(s)
¥ Letter Size o Microfilm X Alphabetical o Microfilm Reel {s)
. O Computer Tape (s)
O Legal Size a Computer Tape o Numerical 14 a Other (Specify)
O Bound Book a Floppy Disk o Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
: X File Drawer (s)
O Other (Specify) O Other (Specify) 0 Microfilm Reel (s)
O Computer Tape(s)
O Other (Specify) ___
14
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ Daiy O Weekly a Monthly 2 O Months) X Year(s)
Number

l 13. CURRENT LOCATION(S) (Bidg., Floor, Room)
' . .
Training Office

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

- 1 o Yes X No
Jail Industries Bldg.
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes + X No o None K State O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

b O Yes g ¥ No

18. RECOMMENDED RETENTION 7,0 /4 (CETENS 10N (EEE 22 S 25 SEAeE

. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER
410-627-1361

21. DATE

April 4, 1994

DGS 550-4 {Rewised 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
Department of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD 3
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page

o __[O

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention Cent

DEFINITION - Records Serles - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

1991 10

B. MPCTC-18 Form
C. MPCTC-29 Form

F. MPCTC-22 Form

6. RECORD SERIES DESCRIPTION { Briefly describe the types of in!orma!ion/dochmemslforms found in the Series.

Instructor Certification Records
The records reflect the instructor certification information for those employees who
provide‘ training in the institutions.
manner, and may contain any or all of the following information:
A. Letter requesting certification.

Include the purpose or function of the Seres)

These records will be maintained in an orderly

D. MPCTC Instructor Evaluation Checkllst
E. Certifications reflecting instructor expertise in specialized areas.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
& File Drawer(s)
Letter Size O Microfilm X Alphabetical O Microfilm Reel (s}
D Computer Tape (s)
O Legal Size 0 Computer Tape O Numerical O Other {Spectfy)
-1
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape D Video Tape G Geographical 10. ANNUAL ACCUMULATION
£ Fiie Drawer (s)
O Other (Specify) O Other (Specify) O Microfim Reel (s)
g Computer Tapa(s)
o Other {Specify}
41
Nuraber
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER Employee Transfer
g Daily o Weekiy X Monthly a  Month(s) a  Year(s)

Number

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

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED '\ SEWHERE?

¥ Yes Woodstock Academy G No

(If yes, specify agency or office)

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

<% No

a Yes

16. AUDIT REQUIREMENTS

O None X State . O Federal O Independent

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

'D Yes : M 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

Comminicatian/Fleet (‘mrﬂ'l nator

20. TELEPHONE NUMBER 21. DATE

410-637-1361 April 4, 1994

DGS 5504 (Rewised 1/93)

Figure 1




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEOULE (DGS $50-1) 7275 WATERLOO ROAD
X P.O. BOX 275 - JESSUP, MARYLAND 20794 Page lj of ’ 0
EPARTMENT/AGENCY 2. DIVISION 3. UNIT ] )
Department of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally filed and used as a unit for refsrance as well as retention and disposition purposes.
4. RECORD SERIES TITLE »

5. EARLIEST YEAR / LATETEST YEAR

- 1991
TRAINING :

6. RECORD SERIES DESCRIPTION ( 8riefly descrbe the types of information/documents/forms found in the Series. Include the purpose or function of the Senes)
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. 0S-1-TG Forms

D. 0S-2-1G Forms

E. 0S-3-TG Forms

F. 0S-4-TG Forms

G. Tuition Reimbursement Quarterly Report

7. RECORD SERIES FORMAT(S) . 8. RECORD SERIES SEQUENCE 9. VOLUME
Xo File Drawer(s)
X Letter Size o Microfilm & Aiphabetical o Microfilm Reel (s)
. O Computer Tape (s)
O Legal Sze O Computer Tape - O Numerical o Other (Specify)
O Bound Book a Floppy Disk o0 Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
I File Drawer (s)
O Other {Specify) ____ O Other (Specify) O Microfilm Resi (s)
: o Computer Tape(s)
QO Other (Specify)
1
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER Employee Transfer
o Daily o Weekly ¥ Monthly ’ O Month(s) o Years)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Trglnlng Off}ce M Yes ! aining Dept. o No
Jail Industries Bldg. . )
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes X N o None ¥ state O Federal O Independent
17. IS AN INDEX SYSTEM USED? (if yes, expiain briefly and - | 18. RECOMMENDED RETENTION
describe any hardware/software) Retain each file for one (1) year after termlnatlon of
DPDS employment, then destroy.
. O Yes : X No
@%&@MQ 20. TELEPHONE NUMBER 21. DATE
ch radle A .
Communlcatlon/Fleet Coordlnator 410-637-1361 April 4, 1994
DGS 550-4 (Rewised 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)

Department of Public Safety
and Correctional Services

‘PARTMENTIAGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

2. DIVISION )
Division of Pretrial

Detention and Services

I

5 o_1J1©C

Page

3. UNIT -
Baltimore City Detention
Center

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as

weil as retention and disposition purposes.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR
1991 14

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

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

Out-service training verification

describe any hardware/software)

e -
W

¥ No

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
% File Drawer(s)
Letter Size o Microfilm X Alphabetical O Microfiim Reel (s)
g Computer Tape (s)
O Legal Sze O Computer Tape O Numerical 1 O Cther {Specify)
O Bound Book O Floppy Disk 0 Chronological Number
O Audio Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
o Other (Specify) a Other (Specify) O Microfilm Reel (s)
g Computer Tape(s)
G Other (Specify)
1
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily o Weekly ¥ Monthly 1 O Month(s) X Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specrfy agency or office)
.. £i ,
Trglnlng Of ice 5 Yes % No
Jail Industries Bldg.
15, ACCESS RESTRICTIONS (if yes, cite law(s) & regulation{s) 16. AUDIT REQUIREMENTS
O Yes <X No O None &£ State O Federal O Independent
17. IS AN INDEX SYSTEM USED? (f yes, explain briefly and 18. RECOMMENDED RETENTION

Retain for current employees.

retaigé for one (1) year. rpN 25770y

After employee leaves,

~4(N£igé¥gmqshé§égﬂﬁk~==
ichard A. Bradley

jcation/Fleet Coordinator

20. TELEPHONE NUMBER
410-637-1361

21. DATE
April 4, 1994

DGS 550-4 (Rewised 1/93)

Figure 1




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD (o
) P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of ' O
‘EPARTMENTIAGENCY . ) 2. DIVISION 3. UNIT
Department of Public Safety Division of Pretrlal Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally flied and used as a unit for reference as well as retention and disposition purposes.

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

1991 14
TRAINING

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of informatior/documents/forms found in the Series
Student Evaluation Forms

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

. Include the purpose or function of the Sernes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
& Fle Drawer(s)
K Letter Size O Microfilm O Alphabetical o Microfilm Reel (s)
‘ 0 Computer Tape (s)
D Legal Size O Computer Tape * O Numerica! O Other (Specity)
2 '
0 Bound Book O Floppy Disk X Chronological Number
o Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
O Other {Specily) Q Other (Specify) O Microfim Reel (s)
o Computer Tape(s)
O Other (Specify)
2
Nuraer
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
" Daly o Weekly O Monthly 2 g Month(s) ¥ Year(s)
) Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED i, SEWHERE? (If yes, specify agency or office)
Training Office , ¥
. . O Yes No
Jalil Industries Bldg. 4 -
15. ACCESS RESTRICTIONS (if yes. cite law(s) & regulation(s) | 16. AUDIT REQUIREMENTS
g Yes *X No o None - X State O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain brefly and - | 18. RECOMMENDED RETENTION
describe any hardware/software) Retain for two (2) years and until all audit requlrements
' o Yes 5 No thave been fulfilled, then destroy.
..,.'Wm@guzh 20. TELEPHONE NUMBER 21. DATE
ichard A. Bradley 410-637-1361 Apri
-637- il 4, 19
Communication/Fleet Coordlnator br r 1994
0GS 5504 (Rewised 1/93)

Figure 1




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD
_ P.O. BOX 275 - JESSUP, MARYLAND 20794 Page N4 of I 0
‘EPARTMENTIAGENCY 2. DIVISION - 3. UNIT
Department of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally flied and used iu 2 unit for referance as welil as retention and disposition purposes.

4. RECORD SERIES TITLE - §. EARLIEST YEAR / LATETEST YEAR

TRAINING 4 1991 T0_

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

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) 8. RECORD SERIES SEQUENCE 9. VOLUME
% File Drawer(s)
Letter Size o Microfilm O Alphabetical o Microfilm Reet (s)
O Computer Tape (s)
O Legal Sze 0 Computer Tape - g Numerical o Qther (Specify)
1 -
O Bound Book a Floppy Disk X Chronalogical Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
G Other (Specify) ___ T Other (Specify) O Microfilm Reet (s)
. o Computer Tape(s)
O Other (Specifyj
1
Nurver
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daly o Weekly O Monthly >} O Month(s) Xo  Year(s)
: Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATE‘D tLSEWHERE? (If yes, specify agency or office)
Training Office
. . Xo Yes Woodstock Academy MPC G No
Jail Industries Bldg. S ® : - MPCTC
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes % No o None - & State . O Federal O Indecendent .
17. IS AN INDEX SYSTEM USED? (If yes, expiain bnefly and - | 18. RECOMMENDED RETENTION :
describe any hardware/software) Retain for five (5) years at the institution, then send to
o Yes , X No State Records Center for fifteen (15) years, then destroy.
20. TELEPHONE NUMBER 21. DATE
410-637-1361 : April 4, 1994

OGS 550-4 (Rewised 1/93)

Figure 1 i




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD
_ P.O. BOX 275 - JESSUP. MARYLAND 20794 Page ¥ ot /0
‘EPARTMENTIAGENCY ) 2. DIVISION - 3. UNIT
Department of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center
DEFINITION - Records Series - A group of related records normally flied and used as 2 unit for reference as woll as retention and disposition purposes.
4. RECORD SERIES TITLE A : 5. EARLIEST YEAR / LATETEST YEAR
TRAINING . 191 10

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of informatiorvdocumentsforms 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) 8. RECORD SERIES SEQUENCE 9. VOLUME
X File Drawer(s)
Letter Size a Microfim O Alphabetical . 0 Microfim Reel (s)
o Computer Tape (s)
o Legal Sze o Computer Tape - a Numerical 1 a Other (Specify) i
R Bound Book O Floppy Disk X6 Chronological Number
o Audio Tape O Video Tape o Geographical 10. ANNUAL ACCUMULATION
¥ File Drawer (s)
O Other (Specify) __~ a Other (Specify) o Microfilm Reel (s)
. ’ o Computer Tape(s)
. : a Other (Specifyj
. 1
Nutyver
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly B Weekly o Monthly 3 o Monthis) X Year(s)
. Number
13. CURRENT LOCATION(S) (Bldg., Fioor, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Training Office a

Yes . X No

Jail Industries Bldg.

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

o Yes « X No & None . g State . O Federal O Ind2cendent .

17. 1S AN INDEX SYSTEM USED? (If yes, explain bnefly and - | 18. RECOMMENDED RETENTION

describe any hardware/software} Retain for three (3) years or until information becomes
O Yes : ¥ o outdated, then destroy. '
\ -.4;"@%@@35% " 20. TELEPHONE NUMBER 21. DATE
ichard A. Bradley . .
. . Fleet Coordinato 410-637-1361 April 4, 1994

OGS 550-4 (Rewised 1/93)
Figure 1




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD
' P.O. BOX 275 - JESSUP, MARYLAND 20794 Page o _JO
QEPARTMENTIAGENCY . 2. DIVISION 3. UNIT
Department of Public Safety Division of Pretrlal Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally flied and used as a unit for referance as well as retention and disposition purposes.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR
1991 1o

Minutes From Training Meetings:

6. RECORD SERIES DESCRIPTION ( Brefly descrbe the lypes of information/documents/forms found in the Series. Include the purpose or function of the: Senes)

These documents transcribe the activities at quarterly training meetings.

7. RECORD SERIES FORMAT(S)

‘ Letter Size O Microfilm

O Legal Sze o Computer Tape
O Bound Book O Floppy Disk
O Audio Tape O Video Tape

O Other (Specify)

8. RECORD SERIES SEQUENCE 9. VOLUME
X% Fie Drawer(s)
O Alphabetical G Microfilm Ree! (s)
O Computer Tape (s)
O Numerical 0 Other (Specify) }
-1
X Chronological Number
o Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
o Other (Specify) O Microfilm Reel (s)
o Computer Tape(s)
O Other (Specify)
1
Nurer

11. FILE IS USED

a Datly o Weekly X Monthy

12. FILE BECOMES INACTIVE AFTER

3 O Month(s) % Year(s)
Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room)
Training Office
Jail Industries Bldg.

14. 1S RECORD SERIES DUPLICATED FLSEWHERE? (if yes, specify agency or office)

% ves Woodstock Academy MPCTC o No

15. ACCESS RESTRICTIONS (if yes, cite law(s) & reguiation(s)

O Yes Xz No

16. AUDIT REQUIREMENTS

EX None - O State . g Federal O Ingependent .

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

0 Yes : Xo No

18. RECOMMENDED RETENTION
Retain for three (3) years, then destroy.

Comminicati On/FI%t_CmrdinatQL

20. TELEPHONE NUMBER . 21. DATE

410-637-1361 ‘ April 4, 1994

DGS 550-4 {Rewised 1/93)

Figure 1




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD
' P.O. BOX 275 - JESSUP, MARYLAND 20794 Page 1o Of Ie
‘EPARTMENTIAGENCY i 2. DIVISION 3. UNIT
Department of Public Safety Division of Pretrlal Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally flied and used a8 2 unit for reference as well as retention and disposition purposes.

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

TRAINING , 1991 10

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

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) 8. RECORD SERIES SEQUENCE 9. VOLUME
& File Drawer(s)
Letter Size o Microfilm QO Alphabetical . O Mcrofiim Reel (s)
o Computer Tape (s)
0 Legal See a Computer Tape - C Numerical 1 a Cther (Specify) :
O Bound Book o Floppy Disk ¥ Chronological Number
O Audio Tape O Video Tape o Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s} -
o Other (Specify) __ o Other (Specify) : O Microfilm Reel {s)
. 0 Computer Tape(s)
QO Other (Specify)
1
Nur ver
11. FILE iS USED 12. FILE BECOMES INACTIVE AFTER
o Daly K Weekly C Monthiy 1 o Month(s) & Year(s)
Number i
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED FLSEWHERE? (if yes, specify agency or office)

Training Office
Jail Industries Bldg.

O Yes . g No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regutation(s) 16. AUDIT REQUIREMENTS

o Yes ¥ No X None - O State . C Federal O Independent .

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and - | 18. RECOMMENDED RETENTION :
descrbe any hardware/software) Screen annual ly and destroy that materlal no longer

’ o Yes : B N needed for current business. 2wE77v.ES ATE, /;cf;,y///
' i /”f/é’rk’fif"fffé‘/fﬂ/' BECTEL)C JRRMSEG O TS SR E
e 29 52 NI
il M&M&MQ ' 20. TELEPHONE NUMBER 21. DATE
Richard A. Bradley am - .
ion/Fleet Coordinator 410-637-1361 April 4, 1994

DGS 5504 (Revised 1/93)

Figure 1




o DEPARTMENT OF GENERAL SERVICES Schedule No. 1614

RECORDS MANAGEMENT DIVISION : Page 1 of 2 /}A,'?
RECORDS RETENTION AND DISPOSAL SCHEDULE g _ ’J//,ﬁ/
gency - Division/Unit
Department of Public Safety Division of Pretrial
and Correctional Services Detention and Services
ltem Description - Retention
No.
MEDICAL AND EENTAL HEALTH AREA
i. INMATE MEDICAL AND MENTAL HEALTH RECORDS
This series includes all the medical and Retain for three (3
mental health forms, reports and other vears aftter inmate {s
materials containing inmate medical released, then send
information, inmate grievance commission, to State Records Cefiter
emergency treatment (after regular hours), to retain for eleve
nurse treatment plan, physician assistant (11) vears, then
sick call. destroy. For minors
retain for three (3jyears
A, Completed medical intake forms. after inmate is relgased
B. Specialty clinic referrals with : then send to State Recor
documented follow-up. Center to retain fo
C. Progress notes. seventeen (17) vyearg,
D. Physician order sheets. then destroy.

E. Sick call requests.
, F. Continuity of care forms.
‘ G. Laboratory findings.
. H. Radiology reports.
I. Inpatient and outpatient documentation
from off 5ite 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.,
5. Security requests.
T. Legal correspondence.
U. Miscellaneous correspondence.
V. Receipts for medical equipment/prothesis
W. Accident/injury reports.
X. Medical alert forms. ‘
Y. Cons MIE

Schedule Approved by Department - |Schedule Authorized by State Archivist

Agency, /

or Division Representative. Date S 3//7‘/

Date May79, 1994 ' f/ / ‘
Signatuce% Mﬁ — S|gnaturp M e S—

Typed Name. Paul E. Brown
TitleSpecial Assistant to the Commissilbner

‘OGS 550-1 (Rev. 1/93)
Figure 3 ' - 27 -
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 1614

Page 2  of 2

Agency

Cepartment of Public Safety -
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

iftem
No.

2 .

¢

Description

MISCELLANEOUS DOCUMENTATION

A. Quality asssurance 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 othepr materials related to
the administration of the agency.

Retention

Retain for three (3
years, then send to
State Records Cente
for eleven (11) vyea
then destroy.

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

Directives, policiel

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.

E3

¥
[£7]
-

7.
-

DGS 550-1A "‘-'jnev. 1793)

Figure 3A
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INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
o REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

EPARTMENT/AGENCY
tment of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.0. 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 - Records Series - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

MEDICAL AND MENTAL, HEALTH AREA

5. EARLIEST YEAR / LATETEST YEAR

1991 to_

Inmate Medical and Mental Health

Records

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

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQLiENCE

9. VOLUME
X File Drawer(s)
X Letter Size o Microfilm & Alphabetical O Microfilm Reel (s)
£ O Computer Tape (s)
4= Legal Sze O Computer Tape 0 Numerical 12 O Other (Specify)
0O Bound Book O Floppy Oisk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
0 Other (Specify) O Other (Specify) O Microfilm Reel (s)
0O Computer Tape(s)
O Other (Specfy)
5
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
14 years
X Daily o Weekly O Monthly 20_years (Minors) O Month(s) @  Year(s)
Number

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

14. S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes, specify agency or office)

Act

: : . o Y % No
Baltimore City Detention Center e :
15. ACCESS RESTRICTIONS (If yes, cite taw(s) & regutation(s) 16. AUDIT REQUIREMENTS
% vesFederal Privacy & Seauarity O None X State O Federal O 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,

=

A. Bradley

20. TELEPHONE NUMBER

ommunication/Fleet Coordinator
DGS 550-4 (Revised 1/93) :

Figure 1

410-637-1361

21. DATE

May 9, 1994

- 25 -




REV!SED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

%.DEPARTMENUAGENCY
3rtment of Public Safety
Correctional Services

; ;&“:.:’

‘ RECORDS MANAGEMENT DIVISION

INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW || DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

! 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION :
.Division, of Pretrial
Detention and Services

Page of

3. UNIT

Baltimore City Detentjon

Center

: DEFleON - Records Series - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES MITLE

MEDICAL, AND MENTAL HEALTH AREA

§. EARLIEST YEAR / LATETEST YEAR

~,

1991 to_

MISCELLANEOUS DOCUMENTATION

B. Infectious Disease Reports
C. Contractual Agreements
D. Statistical Reports

RECORD SERIES DESCRIPTION { Briefly describe lht:a types of information/documentsiorms found in the Senes

. Include

A. Quality Assurance Documentation

N

the purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQleNCE

describe any hardware/software)

O Yes

X No

Retain for 3 years, then send to State Records. Center for

11 years, then destroy.

9. VOLUME
X File Drawer(s)
X Letter Size O Microfilm & Alphabetical O Micrfim Reel (s)
RO a Computer Tape (s)
‘ Legat Sze 0 Computer Tape O Numerical 12 0 Other (Specify) .
O Bound Book Q Floppy Disk o Chronological Number
O Audo Tape' 0O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
O Other (Specify) @ Other (Specify) O Microfilm Reel (s)
0 Computer Tape(s)
0 Other {Specify)
—2
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daily o Weekly O Monthly 14 a  Month(s) M Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)
Medical Department oy H No
X . . es
Baltimore City Detention Center :
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 18. AUDIT REQUIREMENTS
% vesFederal Privacy & Semarity O None X State O Federal O Independent, . .. - oo
Act . , Ry '~ ) , ..‘;.f"is '1,"
17. 1S AN INDEX SYSTEM USED? (If yes. explain briefly and 18. RECOMMENDED RETENTION )

i

1chard A. Bradley : 53'=

OGS 5504 (Rewised 1193)

Figure 1 ' = . ) ?

20. TELEPHONE NUMBER

21. DATE

May 9

1994




INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISELNREGORD SERIES. FORWARD WITH RECORDS RETENTION
‘s/cutome {DGS 550-1)

. -7~/ DEPARTMENT/AGENCY f
t of Public Safety ‘
orrectlonal Services' ..l

it

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

2 pivisioN: '

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Page of

3. UNIT
Baltimore City Detentjon
Center

DEFlNITlON - Records Series - A group of related tecorde normally filed and used as a unit for refetance as

well as retantion and disposition purposes.

4.. RECORD SERIES TITLE

MEDICAL AND MENTAL HEALTH AREA

§. EARLIEST YEAR / LATETEST YEAR

~,

1991 o

General Correspondence

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsfforms found in the Sei

include the purpose or function of the Series)

1. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQU.ENCE

descnbe any hardware/software)

O Yes_--

9. VOLUME
X2 Firle Drawer(s)
X Letter Size O Microfilm & Alphabetical O Microfilm Reel (s)
RO O Computer Tape (s)
0 Legal Sze 0 Computer Tape O Numerical 12 O Other (Specify)
Q Bound Book O Floppy Disk D Chronological Number
File Drawer (s)
O Other (Specify) o Other (Specify) O Microflm Reel (s)
O Computer Tape(s)
a Other {Specify)
2
Numbert
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daiy o Weekly o Monthly 1 O Month(s) Xo  Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (it yes, specify agency or office}
l'ledical Department o v X No
Baltimore City Detention Center e
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
% vesFederal Privacy & Semarity o None X State O Federal O Independent
Act )
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

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

©

.i‘\ it M

DGS 550-4 {Revised 1193)

Flgurel :' K .

n,

20. IT,ELEPHIONE NUMBER

i i

21. DATE

May 9, 1994

i",' Iu B
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1615

Page 1 of 2~

L

3

gency

Department of Public Safety
and Correctional

Division/Unit

Services

Division of Pretrial
r Detention and

Services

Item
No.

Description

SOCIAL WORK -AREA

PEYCHO-SOCTAL ASSESSMENT

This series includes social and
diagnostic materials for inmates and

is used in planning. Record copy
maintained in inmate's basefile. A copy
is maintained in the departmental office

for purposes of reference.

GROUF 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

‘release plans.

STATISTICAL REPORTS

A. RAW DATA

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

Agency,

Date

Schedule Approved by Department

or Division Representative.

Retention

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

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

Retain for two (2)
years, then destroy.

Retain for three (3)
years, then destroy.

the

Date

Schedule Authorized by State Archivist

2

57///7%
%/

May 10L 1994
dsignatute/ Z, forrm—

Typed Name_Paul E. Brown

Signature

TWNPSpec1al Assistant to the Commissigner

\

“'G8 550- T (Rev. 1/53)
Figure 3

e.{/ 7}»%-/
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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

ltem

Description

Retention

No.

Figure 3A

&%mm)

B. MONTHLY AND ANNUAL SIIMMARIES

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. ' '

GENEEAL CORRESFONDENCE

Subject arrangement of original incoming
letters, copies of outgoing letters,
memoranda, studies,’ reports, directives,
policies, and other materials related t
the administration of the adgency. :

-and other material

Retsin for ten (10)
years, then destroy

Screen annually and
destroy that materig)
no longer needed for
current business.
Directives, policieq,

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

e Y
i

T vy

T e

e o

i
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INSTRUCTIGNS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD 1 5
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of
<_ PARTMENT/AGENCY 2. DIVISION 3. UNIT
I tment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally filed and used as 2 unit for rafsrence as well ss retention and disposition purposes.

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

SOCIAL WORK AREA 1991 710

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

Psycho-Social Assessment

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
& Fie Drawer(s)
& Letter Size o Microfilm Yo Alphabetical O Microfim Reel (s)
e O Computer Tape (s)
O Legal Sze O Computer Tape - O Numerical o Other (Specify)
5
0 Bound Book o Floppy Disk O Chronologtcal Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
K File Drawer (s)
o Other (Specify) O Other (Specify) ' O Microfiim Reel (s)
g Computer Tape(s)
O Other {Specify)
3
Number
11. FiLE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ paly - 0 Weekly O Monthly 3 : O Month(s) X  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Soc1<'_:11 Work_Offlce . o Yes ¥ No
[Baltimore City Detention Center . ‘
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes X No O None X State 0O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and - | 18. RECOMMENDED RETENTION :
describe any hardware/software) Retain for three (3) years or as long as the 1nmate is in
% o the institution, then destroy.
1
' ADD PR 20. TELEPHONE NRUMBER 21. DATE
chard A. Bradley
ommunication/Fleet Coordinator 410-637-1361 May 10, 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 25 -
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INSTRUCTIONS TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECGRD SERIES™ FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 850-1)

7275 WATERLOO ROAD

5
PO. BOX 275 - JESSUP, MARYLAND 20794 Page 2 of
(.oepmmsmmcsucv : 2. DIVISION 3. uNiT
'Department of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEPARTMENT OF GENERAL St:KVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

DEFINITION - Records Series -

A group of related records normally flled and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

SOCIAL WORK AREA

5. EARLIEST YEAR / LATETEST YEAR

1991 10 :

Group Files

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documentsfosms found in the Series

. Include the purpose of function of the Series)

1. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQ\.;ENCE

9. VOLUME
. X Fie Drawer(s)
O Letter Sze O Microfilm ¥ Alphabetical 0 Microfilm Reel (s)
; 0 Computer Tape (s}
Q Legal Sze a Computer Tape 0 Numerical .0 Other {Specify)
- 5 .
O Bound Book a Floppy Disk D Chronological Number *
O Audio Tape O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
K Fue Drawer (s)
0 Other (Specily) O Other (Specify) O Microfim Reel (s)
0 Computer Tape(s)
O QOther (Specify)
3
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ Daly a Weekly O Monthly 5 O Month(s) e“: Year(s)
. Number
13. CURRENT LOCATION(S) (Bldg., Ficor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Soc1§11 Work . Office . a  Yes ¥ No
rBa ltimore City Detention Center
15. ACCESS RESTRICTIONS (if yes. cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes "X No a  None [ State O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (f yes, explain bnefly and
describe any hardware/software)

’ 0 Yes
P i
(¢

X No

(N

[ o

18. RECOMMENDED RETENTION

then destroy. '

Retain for five:(5) years. from group termlnatn.on date,

i
i

ichard A. Bradley
ommunication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 10, 1994

(G5 550-4 (Rewisea 1793

Figure 1

- 25 -




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GEN\ERAL SERVICES . ."\GENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION b S
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD 3 5
PO. BOX 275 - JESSUP. MARYLAND 20784 Page of
(. W DEPARTMENT/AGENCY : 2. DIVISION 3. UNIT
Department ef Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services i Rerention and Services. Center i

DEFINITION - Racotds Series - A group of reiated records normally flied and used as a unit for reference as well as retention and disposition purposes.

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

SOCIAL WORK AREA 1991 1o

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

Release Planning Files

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
A Fre Drawer(s)
& Letier See a Microfilm Y2 Alphabetical o Mcrofim Reel (s)
: 0 Computer Tape (s)
QO Legal Sze 0 Computer Tape - 0 Numerical o Other (Specify)
' -
O Bound Book a Floppy Disk o Chronological Number *
D Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
K Fde Drawer (s)
O Olher (Specify) O Other (Specify) ‘ O Microfilm Reel (s)
. . o Computer Tape(s}
. O Other (Specify)
’ 3
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ Daly - o Weekly O  Monthly 2 O Monthis) B  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

Social Work Office
Baltimore City Detention Center

o Yes X No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

O Yes <30 No o0 None X State o0 Federal O Independent

17. 1S AN INDEX SYSTEM USED? (I yes, explain briefly and - | 18. RECOMMENDED RETENTION .
descrnbe any haraware/software)

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

.
Lo

20. TELEPHONE NUMBER _ - l - | 21. DATE o o
E chard A. Bradley . N I , A
ommunication/Fleet Coordinator 410-637-1361 . May 10, 1994

DGS 550-4 {Revised 1/93)
N

Figure 1 o | . -25- i | '




{NGLRUCTIONS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY

REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCIEDULE (DGS $5C-1) 7215 WA‘ERLOO ROAD 4 5
PO. BOX 275 - JESSUP, MARYLAND 20794 : Page of : ,
f————_—————:—_—————_—_—_——_—_—__
( W, DEPARTMENT/AGENCY : 2. DIVISION > 3. UNIT
Department of Public Safety Division of Pretrial

Baltimore City Detention

and Correctional Services Detentiaon and Services Center

DEFINITION - Records Series - A group of related recorde normally flled and used as a unlt for reference as well as retention and disposition purposes.
4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
SOCIAL WORK AREA 1991 710

6. RECORD SERIES DESCRIPTIGH ( Brefly describe the types of informatior/documenisfforms found in the Series. Include the purpose of function of the Senes})

Statistical Reports

a. Raw Data
b. Monthly and Annual Summaries

1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME
X File Drawer(s)
O( Letter Size O Microfilm 30 Alphabetical _ O Microfilm Reel (s)
’ : O Computer Tape (s)
0 Legal See O Computer Tape - o Numerical -0 Other (Specify)
-5
@ Bound Book O Floppy Disk 0 Chronological Number *
O Audio Tape O Video Tape G Geographical 10. ANNUAL ACCUMULATION
K Fie Drawer (s)
O Other (Specify) O Other (Specify) ’ O Mucrofiim Reei (s)
O Computer Tape(s)
a Other (Specity)
3
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ Day - o Weekly 0 Monthly 3 ; o Monihs) &  Yearls)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes, specdy agency or office)

Social Work Office
Baltimore City Detention Center

o Yes ¥ No

15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

O Yes X No "o None X State O Federal O independent

118 AN INDEX SYSTEM USED? (i yes‘, explain briefly an& -] 18. RECOMMENDED RETENTION o i ‘
describe any hardware/software)

: : ) Retain for three, (3) years,~then destroy. . a
p O Yes ¥ No S a ! . "'u A
.\ P 'M - - . .

TSR IAREVNOSIERE OELREPRRER 20. TELEPHONE NUMBER 21. DATE

'1chard A. Bradley . o ,
Communication/Fleet Coordinator 410-637-1361 ° O May 10, 1994

TGS 550-4 (Rewicea 1/33) : : j

FingI"el C _25_'u' ] r
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INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD 5 5
PO. BOX 275 - JESSUP. MARYLAND 20794 Page of
( ¥ DEPARTMENTIAGENCY : 2. DIVISION 3. UNIT
Department of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center )

DEFINITION - Records Series - A group of related records normally filed and used as a unit for refarence as well as retention and disposition purposes.

4. RECORD SERIES TITLE §. EARLIEST YEAR { LATETEST YEAR

SOCIAL WORK AREA 1991 1o

6. RECORD SERIES DESCRIPTIOR ( Brefly descrbe the types of information/documentsfforms found in the Senes. Include the purpose of function of the Series)

General Corresporidence

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
¥ File Drawer(s)
o Letter Sze a Microfilm ¥ Alphabetical ‘ o Microfilm Reel (s)
; 0O Computer Tape (s)
O Legal Sze a Computer Tape - 0 Numerical ) 0O Other (Specify)
5
0 Bound Book O Floppy Disk 0 Chronological Number *
0 Audio Tape O Video Tape a Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
O Other (Spectly) O Other (Specify) ) Qa Microfilm Reel (s)
. o Computer Tape(s}
0 Other (Specify)
3
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ Day - 0 Weekly o Monthly ] O Month(s) ¥ Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)
80012311 Work.Offlce - O Yes ¥ No
Baltimore City Detention Center .- o :
15. ACCESS RESTRICTIONS (If yes, cte law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes ‘X No o None X State D Federal o Independent
17. 1S AN INDEX SYSTEM USED? (if-yes, explam bneﬂy and - 18 RECOMMENDED RETENTION ° L o !
describe any hardware/software) - Screen annually- .and destroy ;:hat materlal no lonqer
. L needed for' current bu51ness., .
D Yes . ¥ No
4 G sl . e
’ 20. TELEPHONE NUMBER ‘ ‘ 21. DATE i
1char A. Bradley TS : .o - o
ommunication/Fleet Coordinator 410-637~-1361 | ' ; May 10, 1994 ; -
DGS 550-4 (Rewvised 1/93) o ' . :

Figure 1 . =95 =




_DEPARTMENT OF GENERAL SERVICES Schedule No. 1616
RECORDS MANAGEMENT DIVISION Page 1 of .6
RECORDS RETENTION AND DISPOSAL SCHEDULE g '
(aamldgency Division/Unit
e Department of Public 3Safety Division of Pretrial
and Correctional Services Detention and Services
ltem Description o Retention

No. 0 é ' (222 _

PERSONNEL AREA

1. |PERSONNEL FOLDERS:

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

A Application Retain for ten (10).
B. Appointment Letters years after termin-
C. Correspondence Reglating to New Appointment|{ation of employment,
D. Personnel Payroll Form then send to State
E. Personnel Transaction Form Record Center for te
F. Health Insurance Form (10) years, then
G. CPB Form destroy.
H. Governor's Policy on Substance Abuse
I. Handicap Employvee Survey
J. Investigation Form
K. Retirement Form

_ L. . Change of Address Forms

‘ M. Charges for Remova)

N. Commendations

0. Counseling Sessions
P. Disciplinary Actions
@. Efficiency Ratings

R. General Correspondence
. Grievance Actions

T. Leave Forms

U, Medical Documentation
V. Probation

W. FPromotions

X. Accident Leave

Y. Reclassifications

Z. Resumes

AA., Suggestion File

AB . Suspension Actions
AC, Training

AD, Leitter of Resignation

Schedule Approved by Department ~ |Schedule Authorized by State Archivist
Agency,
or Division Representative. Date S//A// 7Y .

Date May 4 1994 ' 5 /
Slgnalur# W Slgnaturp /12 ﬂ./gc u,.’-dg'-’ N~—

"yped Nam Pg('ll E. ,grown

.Title_Special Assis t to issjoner

“'5GS 550-1 (Rev. 1793)

Figure 3 - 97 -
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Figure 3A - 28 -

DEPARTMENT OF GENERAL SERVICES Schedule No._161-6
RECORDS MANAGEMENT DIVISION . .
’ RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 6 P
(Continuation Sheet) |
Agency Division/Unit
Department of Public Safety Division of Pretrial
and Correctional Services Detention and Services
ltem Description Retention
No. , '
AE. Retirement
AF. Transfer
AG. Dismissal
2. POSITION CONTROL CAEPS Retain for five (5)
years after positionlis
abolished, then destrqy.
3. | HISTORY CARDS?
Upon being selected for employment within the
Division of Pretrial Detention and 5ervices,
either as new hire, transfer, reinstatement on.
temporary employee, a personnel history card is
q prepared. This card contains the following ddta:
. Name ... - , : Field offices retain
Social Security Number non-record copy for
Telephone Number ten (10) years, then
Race destroy; HQ retain fdr
Sex . thirty (30) vears, thEn
Birthdate _ destroy.
Increment Date
EOD (Entry on Duty) Date
Classification
Effective Date of Classification
Emp]oyment Status
Salary
Position Identification Number for Employee
Each reclassification, promotion, demotion,
change in salary, extended probation, title
change, change of address or telephone number
is duly noted on the following:
Resignation
RKetirement
I
DGS 550-1A (Rev. 1/93)
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Figure 3A

DEPARTMENT OF GENERAL SERVICES Schedule N°‘1616
‘ RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 ot ¢
(Continuation Sheet)
Agency - Division/Unit -
Department of Public Safety Division of Pretrial
and Correctional Services Detention and Services
Item Description Retention
No. ‘ _
L. | BACKGROUND INVESTIGATIONS
Criminal background investigation done on Retain for (3) three
each employee of the Division of Pretrial vyears after termin-
Detention and Services. ation of employment,
then send to State
Records Center for
two (2) vears, then
destroy. '
5. PART-TIME QUARTERLY REPORTS
Statistics about the nﬁmber of part-time Keep for one (1) year
employees currently &émplovyed. then destroy.
. . VACANCY REPQRT . - WEEKLY
o Statistics about the number . and types of
vacancy reports, including information
about the length of the vacancy and
recruitment efforts.,
EXAM SCHEDWULE POSTING
Records showing that notices about
Department of Personnel employment tests
had been posted on employee bulletin
boards. :
6. QSHA ANNUAL REPORT (Form 200)
Federal government statistical report about. Retain for three
the nature and number of on-th-job injuries. (3) vears, then
Hestroy.
EMPLOYEE ILLEAVE RECORDS b
Recordé about the days each emplovee worked,
took leave, the type of leave and the accrued
‘ balances of the various types of leave.
DGS 550-1A (Hev. 1/93)

- 28 -




Figure 3A

DEPARTMENT OF GENERAL SERVICES Schedule No. 1616
‘ RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 4 of b6
(Continuation Sheet) :
Agency Division/Unit
Department of Public sSafety Division of Pretrial
and Correctional Services Detention and Services
Item Description Retention
No. -
U S —— — =
e ———————————— —— — =ﬂ
7.] EEO. - DISCRIMIMNMATION COMPLAINT FILE
Case Files of all employment discrimination
compiaints filed aga1nat the agency by
emp loyees.,
A. Emplovee Not Terminated Field offices retain
: non-iecord copy for-
three (3) vears after
resolution of the
complaint, then
destroy.
Headquarters retain
the record copy for
’ = v - e “Iten (10) vears after
resolution of the
complaint, then
destroy.
B. Employee Terminated Field offices retain
. non-record copy for
three (3) years
after termination
of employee, then
destroy.
Headquarters retain
for ten (10) vears
atter termination of
employee, then destro
8. | EEO ~ QUARTERLY REPORT v

A, Term1nat1on and Re3ect1on on Proba+1on
Data

B. Statistical Report

C. Written Reprimand Report

D. Promotion Report

WORK FORCE CHARACTERISTICS - SEMIANNUAL

ANNUAL GRIEVANCE AND DISCIPLIMNARY REPORT

Field offices rétain
non-record copy for
three (3) years, then
destroy. '

ieadquarterg retain
record copy: for ten
(10) vyears), then

.~
.

[jestroy.

BGS 550-TA (Hev 1793)

- 98 -
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 1616

Page 5 of 6

Agency -

Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

ltem
No.

Description

Retention

I.LEAVE REPORT -

QUARTERLY

- TURNOVER REPORT - QUARTERLY

10, ELIGIBILITY LISTS -

SELECTIONS MADE

selected to fill va

1ists.

11.] BB 40 FILE

reclassifications,
transfers and posit

CLASSIFICATION FILE

Information about the persons cohtacted and

rious positions from

the-Department of- Personnel's - eligibility

Records about such personnel actions as

inter and intra agency
ion abolition.

5

Requests to reclass

12.|DISCIPLINARY CASE F

ify positions and the

disposition of those requests.

ILES

.

L___|

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

Field office retain
non-record copy for
three (3) vears, thed
destroy.

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

Field offices retain
non-record copy for |

destroy.

- Headquarters retain
record copy for thre
(3) vears, then send
to State Records

Center for two (2)
(2) vears, 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 (W) vyears after
final disposition
of the case, then

three (3)-y§ars, . A;

3=

destroy.

DGS 550-TA (Rev. 1793)

Figure 3A

- 98 -

; : T . N M A i B o e BTN RN " T TR R I LRI B A L)
PROPTICILLR ¥ SRS I UPI S S NIRRT ST RUD APy W SV POR P SIS P S

oY .




T P TR IS B LB A o i B e s Ve R Lt e r et Sl ettt eBae e e e s T b et 2h caema et e s et e R e ot

Agency

Department of Public Safety
and Correcticnal Services

DEPARTMENT OF GENERAL SERVICES Schedule No.m6
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 6 of 6
(Continuation Sheet)
Division/Unit

Division of Pretrial
Detention and Services

item
No.

Description

Retention

13.

14,

15,

16.

17,

Figure 3A

RESCINDED DISCIPLINARY ACTIONS

Records about disciplinary asctions which
were rescinded by agreement of the parties,
by court order or by order of & hesring
officer. '

COMPUTERIZED DISCIFLINARY STATISTICAL DATA

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

EAP FILE i
Record of referrals made to the State's
Employee Assistance Proaram. o
MITIGATING CIRCUMSTANCES FILE

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

GENERAL CORRESPONDENCE:

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

kRetain for three (3)
years after terminat
of employment, then
destroy: '

Purge annually to
delete records over
ten (10) years old.

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

Retain for ten (10)
vears, then destroy.

Screen annually and
destroy that materia
no longer needed for
current business.
Directives, policies
and Sther material
reladted toé the
planning and policy
that illustrate the
development of the .
agency retain
permanently for
eventual periodic

i on

transfer to the 5tat
Archives.

4

]

DGS 550-TA (Rev. 1/93)

- 08 -




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
» SCHEDULE DGS 550-1) 7275 WATERLOO RCAD 1 17
P.0. BOX 275 - JESSUP. MARYLAND 20784 Page of
PARTMENT/AGENCY 2. DIVISION 3. uNIT _ .
partment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center
DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as rotention and disposition purposes.
4. RECORD SERIES TITLE ‘ : 5. EARLIEST YEAR | LATETEST YEAR
. 70
PERSONNEL B
B. RECORD SERIES DESCRIPTION { Brefly describe the types of m!ormanon/oocumemsﬂorms found in the Senes. Include the purpose or funchion cf the Senes)
A. Appla:.cation K. Retirement Form X. Accident Leave
B. Appointment Letteres L. Change of Address Form Y. Reclassifications
C. Correspondence Relating M. Charges for Removal Z. Resumes
to New Appointment . N. Commendations AA. Suggestion File
D. Personnel Payroll Lform 0. Counseling Sessions AB. Suspension Actions
[E. Personnel Transaction P. Disciplinary Actions AC. Training
Form Q. Efficiency Ratings AD. Letter of Resignation
. Health Insurance Form - R. General Correspondence AE. Retirement
G. CPB Form' ' " S. Grievance Actions AF. Transfer
H. Governor's Policy on T. Leave Forms AG. Dismissal
Substance Abuse U. Medical Documentation
I. Handicap Employee Survey V. Probation
J. Investigation Form W. Promotions
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME
‘ X0 Fie Drawet(s)
X letter Size - 0 Microfilm 30 Alphabetical o Microfilm Reel (s)
. a Computer Tape (S)
G Legal Sze o Computer Tape - 3 Numerical 30 a Cther (Specily)
G Bound Book O Floppy Disk O Chronological Number
C Audio Tape O Video Tape 0 Geographical 10. ANRUAL ACCUMULATION
: & File Drawer {s)
C Other {Specify) a Othet (Specify) - O Microfilm Reel (s)
: . O Computer Tape(s)
a Other {Specily)
5
Number
11. FILE IS USED 12 FILE BECOMES INACTIVE AFTER
X Daly o Wesekly o Monthly 10 O Month(s) X Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. soeciy agency or office)
Personnel Office :
. . i o o Yes ® No
Jail Industries Building . )
15. ACCESS RESTRICTIONS (If yes, cie law(s) & regulaon(s) | 16. AUDIT REQUIREMENTS
X Yes Federal Privacy & Beturity g None A Sate O Federal G ‘nozpendent
Act : - : :
17. 1S AN INDEX SYSTEM USED? (If yes, explamn bnefly and - | 18. RECOMMENDED RETENTION :
describe any hardware/software) Retain for ten (10) years after termination of employment,
o Yes , % o then send to State Record Center for ten (10) years, then
destroy. .
P\S Y
‘Wwﬂm . 20. TELEPHONE NUMBER 21. DATE
ichard A. Bradley L _
Communication/Fleet Coordinator | 410-637-1361 May 4, 1994

DGS 550-4 (Rewised 1793}

Figure 1
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INSTRUCTIONS -- ¥YPE OR PRINT A SEPARATE FORM FOR EACH NEW
*REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

and Correctional Services

PARTMENT/AGENCY 2. DIVISION
IEepartment of Public Safety

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Division of Pretrial
Detention and Services

j_ Page 2 of 17
3. UNIT
Baltimore City Detention
Center

DEFINITION - Records Serles - A group of related records normally filed and used as a unlit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

PERSONNEL

L

5. EARLIEST YEAR / LATETEST YEAR

1991 7o

Position Control Cards

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

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME -
¥ File Drawer(s)
Letter Size O Microfilm YO Alphabetical a Microfilm Reel (s)
’ a Computer Tape (s)
O Legal Sze o Computer Tape a Numerical O Other {Specify}
1
O Bound Book o Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
 Other {Specify) O Other (Specify) O Microfilm Reel (s)
O Computer Tape(s)
a Other (Specify)
1/2
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
oy Daily o Weekly o Monthly 5 O Monthis) Yo  Year(s)
Number

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

a

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes, specify agency or office)

Act :

. . . . No
Jail Industries Building Yes x
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
X Yes _Eedera_]_m:_u[a_cy & cse@u_rj_ty a  None A State O Federal O Independent

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

'D Yes

¥ No

18. RECOMMENDED RETENTION

then destroy.

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

)

o

Richard A.'Bradley

20. TELEPHONE NUMBER

DGS 550-4 (Revised 1/93)

Figure 1

410~-637-1361

21. DATE

May 4, 1994
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INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS £50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

17

Page 3 Ot

PARTMENTIAGENCY
partment of Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial

Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - Records Series - A group of related records normally filed and used as 2 unit for reference as

well 2s retention and disposition purposes.

4. RECORD SERIES TITLE

PERSONNEL

S. EARLIEST YEAR / LATETEST YEAR

1991 o

6. RECORD SERIES DESCRIPTION { Brefly describe the types of m!ormatwn/documeplsﬂorms found 1n the Series. Include the purpose of function of the Senes)

History Cards

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
) ‘ Xa File Drawer(s)
X Letier Sge a Microfim )0 Alphabetical o Microfitm Reel (s)
‘ C Computer Tape (s)
Legal Sge a Computer, Tape O Numerical a Cther (Specify)
1
C Scund Bork a Floppy Disk a Chronological Numbert
a Audig Tape a Video Tape O Geographical 10. ANNUAL ACCUMULATION
K File Drawer (s)
C Cther {Specily) a Other (Specify} 2 Microfilm Reel (s)
a Computer Tape(s)
. O Other {Specify)
1/2
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daly o Weekiy O Monthly 10 O Month(s) X Years)
Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room)
Personnel Office
Jail Industries Building

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

% Yes Hiq. Personnel Dept.  ©

No

15. ACCESS RESTRICTIONS (I yes, ce law(s) & regulation(s)

X Yes Federal Privacy & Sefurity
Act :

16. AUDIT REQUIREMENTS

a None X state

O Federal

, o

: Lt Y8 A s S

O Inospgndeny § #f7 7T R €
. Cs, 3,

3

R S

o

DGS 550-4 {Rewsed 1/53)

17. 1S AN INDEX SYSTER USED? (If yes, explan brefly and
descnbe any hardware/software)

'om

¥ No

18. RECOMMENDED RETENTION

3

Retain non-record copy for ten (10)years, then "d.estroy.

¥

chard A. Bradley

20. TELEPHONE NUMBER

410~-637-1361

21. DATE

May 4, 1994

Figure 1.
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
- SCHEDULE [DGS £50-1) 7275 WATERLOO ROAD ’ 4 17
PQ. BOX 275 - JESSUP, MARYLAND 207¢%4 Page ot
PARTMENT/AGENCY 2. DIVISIGN 3. UNIT
partment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Serles - A group of related records normally filed and used 2s a unit for refsrence 2s well as retention and disposition purposes.

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

PERSONNEL 1991 o

& RECORD SERIES DESCRIPTION { Bnefly descrbe the types of in!orma::orvdocumep!sﬂorms found in the Series, Include the purpose or function of the Senes)

Background Investigations

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
' File Drawer(s)
X Letier Sge o Microfilm 0 Alphabetical 0 Mcrofilm Reel (s)
: O Computer Tape (s)
O tegal See G Computer Tape ' o Numerical O Cther (Speciy)
1/2
S Bound Bock o Floppy Disk G Chronological Number
O Audia Tape O Video Tape O Geographical 10. ANNUAL A;IgU:lUL;TION )
e Drawer (s
Q Cther {Specify) O Other (Speciy) (; ;.:(lcroﬁl:nrRTee( (('2))
omputer Tape!
O Other (Specify)
1/4
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ Daly o Weskly O Monthly 3 o Month(s) g Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, soectly agency or office)
Personnel Office y : X No
Jail Industries Building . a e .
15. ACCESS RESTRICTIONS (If yes, cfle law(s) & regulation(s) -| 16. AUDIT REQUIREMENTS )
X Yes Federal Privacy & Sedurity S None d siate D Federal O Independent .
Act ' .
17. 1S AN INDEX SYSTEM USED? (I yes, explan bnefly and - | 18. RECOMMENDED RETENTION ~
describe any hardware/software) - Retain for three (3) years after termination of employment,
o Yes , ¥ No then send to State Records Center for two (2) years, then
destroy.
‘W@Bﬂ% 20. TELEPHONE RUMBER 21. DATE
ichard A. Bradley
Comminication/Fleet Coordinator 410-637-1361 May 4, 1994

DGS 550-4 (Rewisad 1/33)

Figure 1 ‘ - 25 -
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INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
* SCHEDULE (DGS 550-1)

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

PO. BOX 275 - JESSUP, MARYLAND 20734 Page _ 5 of 17
‘;ARTMENTIAGENCY i 2. DIVISION 3. UNIT
partment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally filed and used as a unit for refsrence as

woll as retention and disposition purposes.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR f LATETEST YEAR

1991 1o

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

6. RECORD SERIES DESCRIPTION { Brefly descrbe the types of informatior/documents/forms found in the Senes. Include the purpese or function of the Seres)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME )
‘ X File Drawer(s)
X ‘leiter Sze O Microfim )8 Alphabetical 0O Microfilm Reel (s)
‘ O Computer Tape (s)
G Legal See G Computer Tape O Numernical O Cther (Speaify)
1
0 Sound Bock 0 Floppy Disk O Chronologrcal Number
O Audo Tape D Video Tape O Geographical 10. ANNUAL ACCUMULATION
Fie Drawer (s)
a Other (Specily) Q Other (Specty) a Microfiim Reel (s)
o Compuler Tape(s)
. G Other (Specify)
1/4
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ Daly o Weekly O Monthly 1 o Month(s) ®  Yearls)
Number

13. CURRENT LOCATION(S) (BIdg., Floor, Room)
Persconnel Office

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

{if yes, specify agency or office}

Act :

. . . . N
Jail Industries Building o ves ®
15. ACCESS RESTRICTIONS (If yes, cte law(s) & reguiation(s) | 16. AUDIT REQUIREMENTS
X Yes Federal Privacy & Sedurity o None o Slate O Federal

O Indapendent

17. 1S AN INDEX SYSTEM USED? (If yes, explain bnefly and
descnbe any hardware/software)

’ 0 Yes

18. RECOMMENDED RETENTION

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

e

OGS 5504 {Rewised 1193)
Figure 1

. =95 -

) A
¥ No '
S
-‘W 20. TELEPHONE NUMBER 21. DATE
ichard A. Bradley o o
Communication/Fleet Coordinator: | 410~637-1361 May 4, 1994
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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

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION .

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

Page 6 ot 17

——

PARTMENT/AGENCY ) 2. DIVISION 3. UNIT ,
‘epartment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally flled and used as a unit for reference as well ss retention and disposition purposes.

4. RECORD SERIES TITLE

PERSONNEL

§. EARLIEST YEAR / LATETEST YEAR

1991 10

OSHA Annual Report (Form 200)
Employee Leave Records

6. RECORD SERIES DESCRIPTION { Briefly descrbe the types of inlormancn/documeqls/forms found i the Senes. Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
' X2 File Drawer(s)
X ‘Letier Size O Microfim 30 Alphabetical O Microfilm Reel (s)
. o Computer Tape (s)
G Legal See a Computer Tape a Numerical O Cther (Specify)
1
Q SBound Book 0O Floppy Disk 0 Chronological Number
O Auda Tape O Video Tape g Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
T Cther (Specify) Q Other (Specify) O Microfilm Reel (s)
0 Computer Tape(s)
O Other (Specify)
—1/2
Number
11. FILE IS USED 12 FILE BECOMES INACTIVE AFTER
% Daly o Weskly a  Monthly 3 o Month{s) o Year(s)
Number

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

Personnel Office '
Jail Industries Building

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)

a Yes X No

15. ACCESS RESTRICTIONS (If yes, ctte law{(s) & regulation(s}

X Yes Federal Privacy & Setlarity
Act -

16. AUDIT REQUIREMENTS ' -

G None ¥ Siaie O Federal® ™ o Incepéndent”

H

17. 1S AN INDEX SYSTEM USED? {If yes, explain bnefly and
describe any hardware/software)

boYes - ¥ wNo

P

18. RECOMMENDED RETENTION -
Retain for three (3) years, then, destroy.

¢

cr L [

ol 1
Richard A. Bradley

20, TELEPHONE NUMBER 21. DATE

'410-637=1361 May 4, 1994

DGS 5504 {Revised 1/93)

Figure 1
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INSTRUCTIONS: — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD.SERIES. FORWARD WITH RECORDS RETENTION
“SCHEDULE {DGS 556-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT GIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20784

AGENCY RECORDS INVENTORY

Page 7 o _17

PARTMENT/AGENCY
‘epartment of Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - Records Series - A group of relatad records normaily filed and used 21 a unlt for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

1991 o

6. RECORD SERIES DESCRIPTION ( Brefly describe the types of informa:xon/documeptslforms found in the Senes. Include the purpose or function of the Senes)

EEO - Discrimination Complaint Files

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
. X File Drawel(s)
X Lletter See O Microfim YO Alphabetical O Mcrofilm Resel (s)
- . O Computer Tape (s)
> Legal Sze o Computer Tape 3 Numerncal O Other (Specify)
12
O Bound Bock 0 Floppy Disk O Chrcnological Number
O Audio Tape O Video Tape 0 Geographical 10, ANNUAL ACCUMULATION
File Drawer (s)
O Other {Specify) 0 Other {Specdy) O Microfilm Reel (s)
o Computer Tape(s)
O Other (Specily)
1/4
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
% Daly o Weekly O Monthly 3 a  Month{s) W Year(s)
Number

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

{if yes, specfy agency or office)

X Yes Federal Privacy & Gelurity
Act ' :

; . . o N
Jail Industries Building ¥ Yes Hdq. Personnel Dept °
15. ACCESS RESTRICTIONS (If yes. ce law(s) & reguiation(s) | 16. AUDIT REQUIREMENTS
S None A siate O Federal

O Incependent

17. 1S AN INDEX SYSTEM USED? (If yes, explain bnefly and -
descnbe any hardware/software)

' O Yes

X No

18. RECOMMENDED RETENTION

of the complaint.

Retain non-record copy for three (3)

years after resolution

X

Richard A. Bradley

0GS 350-4 (Revised 1/33)

Figure 1

20. TELEPHONE NUMBER

|__410-637-1361

21. DATE

May 4, 1994

- 95 -




INS‘I:RUCNONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPA:RTMEN-T OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

\ SCH':'.DULE {DGS £50-1) 7275 WATERLOQ ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20754 Page 8 or _17
EPARTMENT/IAGENCY 2. DIVISION 3. UNIT
partment of Public Safety Division of Pretrial Baltimore City Detention

and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally filed and used as a unit for refarence as well a8 retention and disposition purposes.

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

PERSONNEL 1991 o

6. RECORD SERIES DESCRIPTION ( Buelly descrbe the types of in!ormauoru'documeqlsﬂorms found in the Senes. Include the pumose or function of the Series)

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. X Fie Drawer(s)
X Lletter Sge a Microfilm Y0 Alphabetical O Microfitm Reel (s)
' O Computer Tape (s)
0O Legal Sge o Computer Tape - _ O Numerncal 1/4 3O Other (Specily)
G Bound Book O Filoppy Oisk O Chronological Number
G Audo Tape O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
) X File Drawer (s)
O Other (Specily) O Other (Specry) o Microfilm Reel (s)
a Computer Tape(s)
Q Other (Specily)
_1/8 :
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly 0 Weekly X Monthly 3 o Month(s) R Years)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room} - 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Personnel Office
: : ‘133 ¥ Yes Hdg. Personnel Dept. o No
Jail Industries Building . -
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
X Yes Federal Privacy & Sedurity O None ¥ Swte O Federal O lngpendent
Act ; - : .o
17. 1S AN INDEX SYSTEM USED? (If yes, explain bnefly and - | 18. RECOMMENDED RETENTION :
describe any hardware/software) Retain non-record copy for three (3) years, then destroy.
o Yes L X No
. _,;m_ma@gw% 20. TELEPHONE NUMBER 21. DATE
i d A. Bradley _ I
__Commnication/Fleet Coordinator 410-637-1361 May 4, 1934
DGS 5504 {Revised 119]) .
Figure 1

- 925 -




INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOREACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS. INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
~SCHEDULE (DGS £50-1) 7275 WATERLOO ROAD - 9 YA
P.O. BOX 275 - JESSUP, MARYLAND 20764 Page of
EPARTMENT/IAGENCY 2. DIVISION 3. UNIT
‘)epartment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

1991 o

Leave Report - Quarterly
Turnover Report - Quarterly

RECORD SERIES DESCRIPTION { Bnefly descrbe the types of informanon/documeplsﬁotms found in the Senes. Include the pumose or function of the Seres)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
¢ & File Drawer(s)
R Letter Sze o Microfilm 30 Alphabetical o Microfilm Reel (s)
a Computer Tape (s)
O Legal Size o Computer Tape O Numerical a Other (Specify)
1/8
O Bound Book 0 Floppy Disk a Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
Xo Fie Diawer (s)
G Other {Specify) G Other (Specify) O Microfitm Reel (s)
o Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly o Weekly X Monthly 3 O Monthis) ¥  Year(s)
Number

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

. . . Hdg. P onnel Dept. o No
Jail Industries Building X ves 4= LELS pt
15. ACCESS RESTRICTIONS (If yes, cfe law(s) & requiation(s) | 16. AUDIT REQUIREMENTS
R W"";‘M’,
X Yes Federal Privacy & Sedurity O None A site o Federal ;o = fspeticeql- - - 3 H
Act : b Aaate £ oser T

17. IS AN INDEX SYSTEM USED? (If yes, explan bnefly and
descnbe any hardware/software)

' o Yes

X No

18. RECOMMENDED RETENTION

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

°

‘

s

) : R
Richard A. Bradley

v

20. TELEPHONE RUMBER 21, DAJE

L oan st

"DGS 5504 {Rewvised 193}

May 4, 1994

410-637-1361

Figure 1 R
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f

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
* SCHEQULE (DGS £50-1) 7275 WATERLOO ROAD . 17
P.O. BOX 275 - JESSUP, MARYLAND 20754 Page _ 107 Ot
EPARTMENT/AGENCY 2. PIVISION 3. UNIT
‘epartment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally filed and used as a unit for refsrence as

well as ritention and disposition purposes.

4. RECORD SERIES TITLE

PERSONNEL

§. EARLIEST YEAR / LATETEST YEAR

1991 1o

6. RECORD SERIES DESCRIPTION { Briefly descnbe the types of infor'mauon/documer_\lsnorms found in the Series. Include the purpose or function cf the Seres)

Eligibility Lists - Selections Made

7. RECORD SERIES FORMAT(S)

3. VOLUME

8. RECORD SERIES SEQUENCE
' ¥ File Drawei(s)
X ‘Letter Sge a Microfim 30 Alphabeticat O Microfilm Reel (s)
‘ o Computer Tape (s)
< Legal Sze O Computer Tape O Numerical a Other (Specify)
1
T Bound Book o Floppy Disk 0 Chronological Number
O Audio Tape 0 Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
File Drawer (s)
C Ciher (Specify) a Other (Specdy) o Microfilm Reel (s}
o Computer Tape(s)
O Other (Specify)
1/2
| Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daly o Weekly O Monthly 3 a  Month(s) §  Year(s)
Number

13. CURRENT LOCATION(S) (8/dg.. Floor, Room)
Personnel Office

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, speciy agency of OHIC/E)

Act

i i 1134 Hdg. Personnel Dept. O No
Jail Industries Building ¥ ves Hdq. Pe pt
15. ACCESS RESTRICTIONS (If yes, cte law(s) & regulavon(s) | 16. AUDIT REQUIREMENTS
X Yes Federal Privacy & Setarity a None A state O Federal o

Indzpendent

17. 1S AN INDEX SYSTEM USED? (If yes, explain bnefly and
descnbe any hardware/software)

18. RECOMMENDED RETENTION :
Retain non-record copy for three (3) years, then destroy.

JFigure 1=

O Yes X No
~ £,
el F 20. TELEPHONE NUMBER 21. DATE -
Richard A. Bradley ‘
. . 410-637-1361 May 4, 1994
OGS 5504 (Revised 1/93)

.A 25 -




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD'SERIES. FORWARD WITH RECORDS RETENTION
€CHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

) 7275 WATERLOO ROAD 11 17
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of
ARTMENTIAGENCY ) 2. DIVISION 3. UNIT
1 partment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Saeries -

A group of related records normally filed and used as a unit for refersnce as well s retention and disposition purpoves.

4. RECORD SERIES TITLE

PERSONNEL

S. EARLIEST YEAR | LATETEST YEAR

1991 10

BB 40 File
Classification File

6. RECORD SERIES DESCRIPTION { Briefly descrbe the types of mformanon/documeplsﬂorms found in the Senes. Include the purpose or function of the Senes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 3. VOLUME
¢ ¥O File Drawer(s)
¥ Lletter Swe o Microfim )0 Alphabetical o Microfim Reel (s)
3 Computer Tape (s)
Legal Sue 0 Computer Tape O Numerical a Cther (Specify)
4
O Sound Book a Floppy Disk o Chronological Number
C Audio Tape Q Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Orawer (s)
C Cther (Specily) a Other (Specify) O Microfilm Reej (s)
o Computer Tape(s)
. O Other (Specify}
S
Number
11. FILE IS USED 12 FILE BECOMES INACTIVE AFTER
¥ Daly o Weekly o Monthly 5 o  Monlh(s) R Years)
Number

13. CURRENT LOCATION(S) (BIdg., Floor, Room)
Personnel Office
Jail Industries Building

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(It yes. speciy agency or office)

X Yes _Hdg. Personnel Dept. ' o No

15. ACCESS RESTRICTIONS (if yes, ctte law(s) & regulation(s)

X Yes Federal Privacy & Sedurity
Act ~

16. AUDIT REQUIREMENTS

g None A siate

O Federal ;- B =incgbengent V0,

AN ‘f, L ¥ ¥
8 co R e

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

'DYes : ¥ No

18. RECOMMENDED RETENTION

Retain for five (5) years after act.lon which - abollshed
position, then destroy.

] REPARER 20. TELEPHONE NUMBER 21. DATE
ichard A. adley - E _
Communication/Fleet Coordinator 410-637-1361 May 4, 1994
OGS $550-4 (Rewvised 1/9)) R -

_I_“igure 1
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lN.STRUCTION.S - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
. REVISED Rg CORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS £50-1)

DEPARTMENT OF GENERAL SERVICES
" RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 27§ - JESSUP, MARYLAND 20754

AGENCY RECORDS INVENTORY

Page of 17

127

PARTMENTIAGEHCY
epartment of Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - Records Series - A group of related records normally filed and used as a unit for referance as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

1991 o

Disciplinary Case Files

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of m!ormanon/documeplsnorms found in the Sernes

. Include the purpose or function of the Sernes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 5. VOLUME
' X1 File Drawer(s)
X Letter Sze 0 Microfim 3@ Alphabetical O Microfilm Reel (s)
‘ C Computer Tape (s)
G Legal Sze O Computer Tape O Numerncal O Cther {Specify)
1/4
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape O Video Tape G Geographical 10. ANNUAL ACCUMULATION
X5 File Orawer (s)
O Ciher (Specify) © Other (Specify) O Microfim Reel (s)
a Computer Tape(s)
0 Other (Specify)
_1/16
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly O Weekly K Monthly 4 g Monthis) Xo  Years)
Number

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

{If yes, specify agency or office)

X Yes Federal Privacy & SeSarity
Act ' ‘

O Federal - ]

X . n o X
Jail Industries Building o Yes No
15. ACCESS RESTRICTIONS (I yes, cte law(s) & reguiaton(s) | 16. AUDIT REQUIREMENTS
S None ¥ Ssiate

Incapendent

17. 1S AN INDEX SYSTEM USED? (If yes, explain bnefly and
describe any hardware/software)

a Yes : ¥ No

18. RECOMMENDED RETENTION

Retain the only record for four (4) years after final
final disposition, then destroy.

- Rlchafd IT&. grag?lgg

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 4, 1994

DGS 550-4 (Rewised 1/93)

Figure 1
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INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
~ SCHEDULE {DGS 550-1) 7275 WATERLOO ROAD 13 17
P.O. BOX 275 - JESSUP, MARYLAND 20754 Page of
PARTMENT/IAGENCY 2. DIVISION : 3. UNIT
partment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally filed and used as a unit for referance as well as retsntion and disposition purposes.

4. RECORD SERIES TITLE S. EARLIEST YEAR / LATETEST YEAR

PERSONNEL 1991 o

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/documepls/forms found in the Sernes. Include the pupese of funclion of the Senes)

Rescinded Disciplinary Actions

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. ¥ File Drawer(s)
X letier Sze O Microfim 3B Alphabetical 0 Microfilm Reel {s)
‘ B ' o Computer Tape (s)
C (egal Sge a Computer Tape - 0 Numerical a Cther (Specify)
/8
G Bound Bock O Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
O Cther (Spectly) a Other (Specify) o Microfilm Reel (s)
. a Computer Tape(s)
O Other (Specily)
A6
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly O Weekly X Monthly 3 O Month{s) X Year(s)
. Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency of office)
Personnel Office _ : ¥ no
Jail Industries Building . O Yes :

15. ACCESS RESTRICTIONS (If yes, cne law(s) & reguiation(s) 16. AUDIT REQUIREMENTS

X Yes_Eede:ca_l_Er_j_ya_cy &ESeﬁurity O None A sState O Federal . O Incdependent:
Act : : : )

17. 1S AN INDEX SYSTEM USED? (f yes, explain brefly and - | 18. RECOMMENODED RETENTION :
descrbe any harcware/software) 4 Retain for three (3) years after termination of employment,
b o Yes : X No

then destroy.

.+ r\ - .
! *W\M&%&,ﬁ% 20. TELEPHONE NUMBER 21. DATE
ichard A. Bradley - _ . |
Communication/Fleet Coordinator | 410-637-1361 May 4, 1994

DGS 5504 (Rewised 1/93)

Figure 1 R - 25 -




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
j!EVISED RECORD™ SERIES. FORWARD WITH RECORDS RETENTION
SCHEDWLE (DGS 550-1)

—

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

* 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 - Records Series - A group of related records normally filed and used as a unit for reference as

well 1¢ retention and disposition purposes.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

1991 710

6. RECORD SERIES DESCRIPTION { Brefly descrbe the types of informauonldocumeplsnorms found in the Sernes.

Computerized Disciplinary Statistical Data

Include the purpose or function of the Sernes)

7. RECORD SERIES FORMAT(S)

X Letier Size O Microfim
‘D Legal Sge o Compuler Tape

O Sound Bock 0 Floppy Disk

O Audis Tape O Video Tape

X Cther (Specify) Hard Disk ~

8. RECORD SERIES SEQUENCE
0 Alphabetical
O Numerical
O Chionological

Geographical

0

Other (Specify)

9. VOLUME
O File Drawer(s)
o Microfiim Reel (s)
G Computer Tape (s)
Other (Specity) Hard Disk
Number

10 ANNUAL ACCUMULATION
0 File Drawer (s)
O Microfim Reel (s)
0 Computer Tape(s)

X Other (Specity) Hard Disk

Number
11. FILE IS USED 12. FILE BECOMES lNACTIVE AFTER
o Daly o Weekly 2 Monthly 10 o Month(s) ® Yeas)
Number

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(if yes, specify agency or office)

X Yes Federal Privacy & Sefurity
Act :

, : e No
Jail Industries Building o Yes L
15. ACCESS RESTRICTIONS (If yes. cte law(s) & requiation(s) | 16. AUDIT REQUIREMENTS S
‘ = . &«@ e oy ?%% ":
a  None A Siate o Federal ¥ * @ Ird—’bendenl oo

g4 v

17. 1S AN INDEX SYSTEM USED? (If yes, explain bnefly and
descnbe any hardware/software) '

¥ No

18. RECOMMENDED RETENTION
Purge annually to delete

records ‘over tén (10) years old.
e ;

A

. foke s kb yrtoeen,

Rlchard A. Bradley

DGS 5504 (Remsed 1/93)

Figure 1

20. TELEPHONE NUMBER

L 410-637-1361

21. DATE

May 4, 1994

-925-




INS'TRUCTIONS‘* T.YFE OR PRINT A SEPARATE FORM FOR EACH NEW DEPA.'RTMENT OF GENERAL SERVICES " AGENCY RECORDS INVENTORY
JAEVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION !
SCHEDULE (DGS £5C-1) 7275 WATERLOO ROAD ' 'i 5
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page o _17
QARTMENTIAGENCY 2. DIVISION 3. UNIT
partment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center
DEFINITION - Records Serles - A group of related records normally filed and used 2w a unit for refarence as well as retention and disposition purposes.
4. RECORD SERIES TITLE . 5. EARLIEST YEAR / LATETEST YEAR
PERSONNEL 131 o
6. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of m{ormaxior\/oocumepls/forms found in the Sernes. Include the purpose or function of the Senes)
EAP File
7. RECORD SERIES FORMAT(S) ) 8. RECORD SERIES SEQUENCE 9. VOLUME
‘ ¥ Fie Drawer(s)
Letier Size O Microfilm g Alphabetical O Microfilm Reel (s)
‘ . O Computer Tape (s)
C Legal See a Computet Tape - a Numerical O Other (Specify)
1
G Bound Bogk O Floppy Disk 0 Chronological Number
O Audio Tape O Video Tape O Geographical ‘ 10. ANNUAL ACCUMULATION
. File Drawer (s)
© Cther (Spectly) O Other (Speciy) o Microfilm Reel (s)
) a Computer Tape(s)
a Other {Specify)
1/4
Number
11. FILE IS USED 12. FILE BECOMES INACT!VE AFTER
39 Daly o Weekly o Monthly 3 ' a  Month(s) ¥ Years)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, speciy agency or office)
Personnel Office y : No
. . . . o,
Jail Industries Building . & : R
15. ACCESS RESTRICTIONS (If yes, cfte law(s) & regulation(s) 16. AUDIT REQUIREMENTS
X Yes Federal Privacy & Seturity o None A siate O Federal a  Inczpendent '
Act : : :
17. IS AN INDEX SYSTEM USED? (I yes, explain briefly and -'{ 18. RECOHHENDED RETENTION
descnbe any hardware/software) . . .
Retain for three (3) tears after termination of employment
a Yes : ¥ No then destroy.
. ] N _
s BN ) 20. TELEPHONE NUMBER 21. DATE
Richard A. Bradley :
icati 410-637-1361 May 4, 1994

DGS 5504 (Revised 1/93)

" Figure 1 I - 25 -




2
INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
“SCHED}JLE {DGS $50-1)

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20784 Page 16 of 17
EPARTMENT/IAGENCY ) 2. DIVISION 3. UNIT -
partment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of relsted records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

PERSONNEL

5. EARLIEST YEAR / LATETEST YEAR

1991 7o

Mitigating Circumstances File

6. RECORD SERIES DESCRIPTION { Brefly descrbe the types of informanorvdocumeptslforms found in the Senes. Include the purpose or function of the Senes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 8. VOLUME
‘ ¥ File Drawer(s)
X lLetier Skze O Microfilm 0 Alphabetical o Microfitm Reel (s)
. o Computer Tape (s)
C Legal Sza O Computer Tape O Numerical O Other (Specily)
2
o Bcund Book O Floppy Disk Q Chronological Number
o Audin Tape O Video Tape | D Geographical 10. ANNUAL AGCUMULATION
File Drawer (s)
G Cther (Specify} O Other (Specidy} a Microfilm Reel (s}
0 Computer Tape(s)
Q Other (Specify)
1/4
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly W Wesekly o Monthly 10 O Month(s) X Year(s)
Number

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(it yes, specty agency of office)

Act '

. .  q qs N
Jail Industries Building 8 Yes X e
15. ACCESS RESTRICTIONS (! yes, cite law(s) & regulation{s) 16. AUDIT REQUIREMENTS
X Yes Federal Privacy & Setlarity O None A siae O Federal O  Incependent

17. IS AN INDEX SYSTEM USED? (i yes, explain bnefly and
descnbe any hardware/software)

b o ves

¥ No

18. RECOMMENDED RETENTION

Retain for ten (10) years, then destroy.

W .a.'éimxmsg@sm;; :
ichard A. Bradley

20. TELEPHONE RUMBER 21. DATE *
410-637~1361 May 4, 1994

DGS 550-4 {Rewised 1/33)

Figure 1
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|

INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION ~RECQRDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD 17 17
P.0. BOX 275 - JESSUP, MARYLAND 20724 Page of
=PARTMENT/AGENCY 2. DIVISION ) 3. UNIT
partment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally ﬂiod and used 2s 2 unit for reference as well as retention and disposition purposes.

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

PERSONNEL : 1991 v

6. RECORD SERIES DESCRIPTION ( Brefly descrbe the types of information/documents/forms found in the Senes. Inciude the purpose of function of the Senes)

General Correspondence

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ) 9. VOLUME
. File Drawer(s)
X Letler Sge a Microfilm 3@ Alphabetical O Microfilm Reef (s)
O Computer Tape (s)
O Legal So;e 0 Computer Tape - ' 9 Numerical 4 O Cther (Spectty)
S Sound Book O Fioppy Disk O Chronological Number
O Audo Tape O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
. & File Drawer (s)
G Ciher (Spectly) O Other {Specy) o Microfilm Reel (s)
. . 0 Computer Tape(s)
O Other (Specily)
S R
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Dary o Weskly G Monthly 1 O Months) @  Years)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ({If yes, speciy agency or office)
Personnel Office : L
X . . . g Yes X No
Jail Industries Building . X

15. ACCESS RESTRICTIONS (if yes, cte law(s) & regulation(s) 16. AUDIT REQUIREMENTS

X Yes Federal Privacy & SeSurity G None A Sate O Federal Qv 1pd=oendﬂnl . ’
Act « . R N
17. 1S AN INDEX SYSTEM USED? ({If yes, explan briefly and - | 18. RECOMMENDED RETENTION o
cascrbe haraware/softw:
scribe any hardware/software) Screen annually and destroy that materlal no -longer needed
b o Yes _ % o . | for current business. , .
..:‘ﬁl& ‘ _ 20. TELEPHONE NUMBER 21. DATE
ichard A. Bradley :
i icati 410-637-1361 May 4, 1934
DGS 5504 (Rewised 1/93) -

Figure 1 ', . -25 -




b

- DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. 1619

of
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 4
femdAgency . Division/Unit
Vi :
) Department of Public Safety Division of Pretrial
and Correctional Services Detention and Services
item Description Retention
No.
FACILITIES MAINTENANCE
1. POWER HOUSE LOGS
This series includes all the forms, Retain for two (2)
reports and other material containing vears at institut-
deneral correspondence information. ion, then destroy.
A. Institutional Logs
B. Correspondence
(1). Letters and Memos
(2). Material Requests
2. MAINTENANCE PERSONNEL FILE SERIES

This series includes all the foFmQ,

reports and other material containing
1nd1v1dua1 perqond1 information.

A. Time Shéets

B. Leave Requests

C. Evaluations ,
D. Disciplinary Letters

"E. Receipt for DCR's & I.D.'s

F. Commendations .
G. Any "Material of Record" Forms

Retain for one (1)
vear aftter the
employee leaves the
institution then
destroy.

. P

Schedule Approved by Department

Schedule Authorized by State @gﬁhwlst

e

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

Titl

Figure 3

Typed Namp Paul E. Brown

ommissibner

Agency, APR 19

or Division Representative. Date

Date / May, 17, 1994 _ W M,« f
Signatuteg 4/\@ Slgnaturp




DEPARTMENT OF GENERAL SERVICES Schedule No.

RECORDS MANAGEMENT DIVISION 1619
RECORDS RETENTION AND DISPOSAL SCHEDULE Page > of 4 [
_ (Continuation Sheet) 3 |
Agency Division/Unit
Department of Public Safety. ' , Division of Pretrial
and Correctional Services Detention and Services
ftem Oescription Retention
No. :
3. SPECIFICATIONS
This series contains projects Review annually
specifications and solicitation logs. and destroy

"

obsolete material.

A. Specifications
(1) Detailed specifications-critica)
Maintenance Projects
(2) Alternates
(3) Drawings
B. -Specification Log

(1) Institutional Projects
(2) Transmittal Letters ... . _. . .

C. Solicitation Log, including Contractor
Bids.

ASBESTOS RECORDS

This series includes building survey Retain at institu-
reports, medical and training records. tion for two (2)
vears, then send to
A. Building 3Survey State Archives for
(1) Traco Reports permanent retention.
(2) Inmate Health Hazard Reports :
(3) Priority Listing R P TR Iyt

(4) Asbestos Facility Management Plan "J’W}gﬁgksﬁw .

.
Yo h
LI

PRI

V “
cay LT

B. Training . ﬁ
(1) Level II Listing \
(2) Training Schedules

C. Medical
(1) Medical Monitoring Schedules
(2) Medical Monitoring Results

GS 5501

Figure 34

{Rev. 1793)

- 928 -




DEPARTMENT OF GENERAL SERVICES

_ [Schedule No. -

Agency

Department of Public Safety
and Correctional Services

RECORDS MANAGEMENT DIVISION 1619
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 4
‘  (Continuation Sheet) )
Division/Unit

Division of Pretrial
Detention and Services

®

item Description Retention
No. ' -
5. FIRE SAFETY
This series includes all the forms, Retain for three (3)
reports and other materials containing’ years, then send to
fire safety informatiaon. State Records Cente
» for seven (7) vyears,
A. Fire Frocedures then destroy.
B. Fire Drill Schedules
C. Monthly Reports
6. MOSH CITATIONS

This series includes all the forms,

‘Ireports and other materials containing

MOSH citation information.

A. Notification -of Posting- - -—-
B. Notification of Compliance

ELEVATOR INSPECTIONS

This series includes a1 the forms,
reports and other material containing
elevator information.

TOXICS

This series includes a311 the forms,
feports and other documents containing
information about toxic materisls.

n. PCB's

1. Location

2. Transformer Testing Results.
3. Specifications

4. Replacement Schedule

TOXIC List

1. Type of Toxic

2. Location :

3. Material Specifications

7
-

Figure 3A

Retain for three (3)
vears, then destroy.

Retain for two (2)
vears, then send to
State Archives for
permanent retention.

o

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

- 28 -
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No.
1619

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 4 of 4
(Continuation Sheet)

A%ency ] _ Division/Unit .

epartment of Public Safety Division of Pretrial

and Correctional Services Detention and Services
ftem Description ‘Retention
No. : _

5. GENERAL CORRESPONDENCE

¢

[ wi

n A

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 agnnually and
destroy that materi
no longer needed fo
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.

< e
s

BG§3EETKTH&LTEB)




. INSTRUCTIONS ~ YYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD —I S
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page of
C: ARTMENT/AGENCY 2. DIVISION 3. UNIT
‘ t of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normaily flied and used as 2 unit for refarence as weli as retention and disposition purposes.

4. RECORD SERIES MITLE 5. EARLIEST YEAR / LATETEST YEAR

FACILITIES MAINTENANCE ) 1991 10

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of mfonnat;otVdocumeqls/foims found 1n the Senes. Inciude the purpose or function of the Senes)
Maintenance Personnel File Series

This series includes all the forms, reports and other material containing individual personal
information.

A. Time Sheets

B. Ieave 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) 8. RECORD SERIES SEQUENCE 8. VOLUME
X Fue Drawer(s)
) Letter Size a Microfilm O Alphabetical G Micrcfilm Reel (s)
son _ O Computer Tape (s)
QO Legal Sze . G Computer Tape - X5 Numencal 1 o Cther (Specify)
G Bound Book ‘o Floppy Disk O Chronotogtcal Number
O Audio Tape O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
X Fie Drawer (s)
. G Other (Specify) O Other (Specily) G Microfim Reel (s)
o Comguter Taoe(s)
G Other {Specify)
__l&—."“' ‘ \" ':"
Numpet 4 g $ '.'K :l‘_‘\ ‘ :‘;.‘/\‘\
B L 8w
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER :
X Dady o Weekly o Montnly 1 c Moriris) X Years; i H .
Numbper
t
13. CURRENT LOCATION(S) (Bidg., Floor. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes, saec.ry aganc, cr :qtco) ]
Eaintenance Department yoor o .
altimore City Detention Center o Yes ¥ Mo
15. ACCESS RESTRICTIONS (If yes, cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
O Yes <X No O None H State T Faoerzt = incecencent
17. 1S AN INDEX SYSTEM USED? (If yes, expiain briefly ana - | 18. RECOMMENDED RETENTION

describe any hardware/software) Retain for one (1) year after the employee leaves the
‘ a Yes ¥ o institution. ///é‘,{/_p,gf,,ea/c/ _
: l
20. TELEPHONE NUMBER 21. DATE
410-637-1361 May 17, 1994

DGS 550-4 {Rewiseq 1/93)

Figure 1 | | - 25




mmp_gg ~ TYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (OGS 550-1) T275 WATERLOO ROAD 2 3

P.O. BOX 275 - JESSUP, MARYLAND 20754 Page of
s — —
(t—; ARTMENT/AGENCY 2. DIVISION 3. UNIT
t of Public Safety Division of Pretrial Baltimore City Detention

and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally fiied and used as a unit for reference as weil a3 retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR ! LATETEST YEAR

FACILITIES MAINTENANCE 1991 710

§. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of mfonnamn/documeqrsll’ohns found in the Series. Include the purpose of 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) 8. RECORD SERIES SEQUENCE 3. VOLUME
X File Drawer(s)
) Letter Sze O Microfim o Alphabetical O Microfim Reet (s)
ook ) O Computer Tape (s)
O Legal Sge o Computer Tape - ¥ Numercal 1 O Cther (Specify)
G Bound Book a Floppy Disk 0O Chronological Number
O Audio Tape Q Video Tape O Geographical 10. ANNUAL ACCUMULATION
X Fie Drawer (s}
. O Other {Specry) O Other (Specify) ) G Microfiim Reel (s)
o Computer Tapels)
G Other (Soecify)
1/8
Numbper
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daiy o Weekly T Monthly 1 G Moninis) . Tean‘,s";
Numoer :
13. CURRENT LOCATION(S) (Bidg., Flcor. Rocm) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ({lf yes, speciy agency ¢r zifice)
Maintenance Department N
altimore City Detention Center o Yes X N
15. ACCESS RESTRICTIONS {If yes, ctte law(s) & regulation(s) 16. AUDIT REQUIREMERTS T S ,._r <
o Yes « X No T None H Stae o Fegerai o Incepencent
17. IS AN INDEX SYSTEM USED? (f yes, explain briefly and - | 18, RECOMMENDED RETENTION
describe any hardwarefsoftware) Review annually and destroy obsolete material.
D o Yes X No oo
" \ v
20. TELEPHONE NUMBER 21. DATE
Communication/Fleet Coordinator 410-637-1361 May 17, 1994
DGS 550-4 (Rewiseg 1/93)
Figure 1 - 935 -
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INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
PEVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLCO ROAD

PO. BOX 275 - JESSUP. MARYLAND 20794 Page 3 of 8
<%: PARTMENT/AGENCY 2. DIVISION 3. UNIT
t of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as

well 28 retention and disposition purposes.

4. RECORD SERIES MITLE

FACILITIES MAINTENANCE

5. EARLIEST YEAR / LATETEST YEAR

3991 1o

Asbestos Records

A. Building Surveys
B. Training
C. Medical

6. RECORD SERIES DESCRIPTION ( Br)eﬂy descnbe the types of m!onnauorVdocumeplslfohns found in the Senes. Include the purpose or function of the Senes)

This series includes building survey reports, medical and training records.

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
X Fie Drawe(s)
] Letter Sgze 0 Microfilm O Alphabetical o Microfim Reel (s)
oy G Comouter Tape (s)
O Legal Sze O Computer Tape X2 Numencal a Cther {Specify)
1
a Bound Bock O Floppy Disk O Chronclogical Number
QO Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X rie Drawer (s)
- 0 Other (Spacty) o Other (Specty) O Microhilm Reel (s)
o Comcuter Tape(s)
O Other (Specify)
1/4
Numeer
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daiy o Weekiy o Montnly 12 o Mermmsy L X Yasngy )
Numper , 1

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)
aintenance Department
FBaltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? iif yes, specify agency or ofiice)

C  Yes

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

Yes + X No

16. AUDIT REQUIREMENTS

o None H Stae

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

%

No

18. RECOMMENDED RETENTION
Retain at institution for two (2) years, then send to

State Records Center for ten (10) years, then destroy.

20. TELEPHONE RUMBEn 21. DATE

410-637-1361 May 17, 1994

Figure 1
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JANSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
EE\HSED KECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE {0GS 550-1) 7275 WATERLOO ROAD 4 8
PO. BOX 275 - JESSUP. MARYLAND 20784 Page of
<_: PARTMENT/AGENCY 2. DIVISION 3. UNIT
t of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Serles - A group of related records normaily filed and used as a unit for refsrence as well as retsntion and disposition purposes.

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

FACILITIES MAINTENANCE 1991 10

6. RECORD SERIES DESCRIPTION ( Buefly describe the types of m{onnauorvdocumeplslfoims found in the Senes. Include the purpose of function of the Series)
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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X Fie Drawet(s)
] Letter Size O Merofilm O Alphabetical O Miczofitm Reel (s}
Fam O Comouter Tape (s)
0 Legal Sze o Computer Tape - X3 Numercal 1 T Ciner {Soecify)
C Bound Book * O Floppy Disk o Chronotogical Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X Fle Drawer (s)
- O Other (Speciy) G Other (Specify) S Micrchim Reel (s)
G Compuier Tape(s)
T Ciher (Specify)
1/2 ,
Numeer
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER .
X Daly o Weekly o Monthly 10 G Memms X V=;§T, \?~ PR
Numoer Lo e )
13. CURRENT LOCATION(S) (Bidg., Ficor. Rcem) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? i yﬁas, specify agency cr cfiice)
Maintenance Department : '
Baltimore City Detention Center o Yes oX e
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation{s} - | 16. AUDIT REQUIREMENTS 3 an
O Yes « K No 4 None ¥ State . G Feosrz T Incepencent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly anc - | 18. RECOMMENDED RETENTION
describe any harcware/software) Retain for three (3) years, then send to State Records
‘ o Yes % no Center for seven (7) years, then destroy.
20. TELEPHONE NUMBER 21. DATE
410-637-1361 May 17, 1994

Figure 1 - g%
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INSTRUCTIONS -

* SCHEDULE (OGS 550-1)

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

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

8
P.O. BOX 275 - JESSUP, MARYLAND 20734 Page Oof
<§a ARTMENTIAGENCY 2. DIVISION 3. UNIT
t of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normaily flied and used as a unit for reference s

well as retantion and disposition purposes.

4. RECORD SERIES TITLE

FACILITIES MAINTENANCE

5. EARLIEST YEAR / LATETEST YEAR

1991 vo___

General Correspondence

of the agency.

6. RECORD SERIES DESCRIPTION { Brefly descnbe the lypes of xnlormat;onldocumeptsﬂohns found in the Senes

. Inciude 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

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQU._ENCE

9. VOLUME
X File Drawer(s)
) Letter Size 0 Microfilm O Alphabetical o Micrsfitm Reel (s)
o G Computer Tape (s)
D Legal Sze o Computer Tape X2 Numencal 2 O Other (Specify)
O Bound Book G Floppy Disk o Chronological Number
O Audio Tape T Video Tape O Geographical 10. ANNUAL ACCUMULATION
X Fide Drawer (s)
. D Other (Specify) o Other {Spectly) G Micrefilm Reet (s)
g Cemeuter Tape(s)
G Other (Specify)
1
Numger
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daily o Weekly T Monthly 1 o Momins) X vaans;
Numper

13. CURRENT LOCATION(S) (Bidg., Ficor. Reom)
Maintenance Department
Baltimore City Detention Center

14.

o Yes

IS RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specify agency cr sffice)

¥ Mo

15. ACCESS RESTRICTIONS (If yes, crte taw(s) & requlation(s)

O Yes

X No

16. AUDIT REQUIREMENTS

O None

—-—trr '
Incepencen™

R ‘},‘L‘.)i

T fot kR

17. 1S AN INDEX SYSTEM USED? (If yes. expian briefly and
describe any haroware/software)

.D Yes
Ao

% No

18. RECOMMENDED RETENTION

for current business, £7C,

5 %

}

i

Screen annually and destroy that material no longer needed

DGS 550-4 (Rewisea 1/93)

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 17, 1994

Figure 1
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INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
* REVISEDRECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
* SCHEDULE (OGS 550-1} 7275 WATERLOO ROAD 6 8
PO. BOX 275 - JESSUP, MARYLAND 20734 Page of
C; PARTMENT/AGENCY 2. DIVISION 3. UNIT
t of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Serles - A group of related records normally flled and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

FACILITIES MAINTENANCE

§. EARLIEST YEAR / LATETEST YEAR

1991 1o

llrox1cs

This series includes all the forms,
toxic materials.

A. PCB's.
B. TOXIC List

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of unformauon/documeplslfohns found In the Sernes. Include the purpose ot function of the Series)

reports and other documents containing information about

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME
X Fie Drawer(s)
- X Letter Size o Mwcrefim O Alphabetical G Microfim Reel (s)
= G Computer Tape (s)
Legal Sge a Computer Tape 3O Numencal 1 o Cther (Scecify)
0 Bound Boock o Floppy Disk O Chronological Numbet
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X rile Drawer (s)
. O Other (Speciy) O Other (Specity) T Microfitm Reei (s)
© Computer Tape(s)
T Cther {Specify)
_1/2
Numbper

11. FILE IS USED

X Daly o Weekly T Monihly

12. FILE BECOMES INACTIVE AFTER

. . 1
7 c  Merinis) X vears
Numoer

13. CURRENT LOCATION(S) (8idg., Ficor. Rocm)
aintenance Department

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, soeciy agency cr office)

. . . ;N
altimore City Detention Center G Yes ¥ ne
Ry
15. ACCESS RESTRICTIONS (If yes, cte law(s) & reguiation(s) | 16. AUDIT REQUIREMENTS e
0 Yes + X No o None o Stae T Fsoera ' = lacecenceni

17. IS AN INDEX SYSTEM USED? (If yes, eipiam briefly ane
describe any harcwareisoftware)

‘CJ Yes % No

18. RECOMMENDED RETENTION

Retain for two (2) years, then send to State Records
Center for five (5) years, then destroy.

20. TELEPHONE NUMBER 21. DATE

410-637-1361 May 17, 1994

Figure 1




y o~

(gggmfou_s - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
'REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

s e e s e e et
(%gj ARTMENT/AGENCY

t of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOOQ ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20754

AGENCY RECORDS INVENTORY

F
Page 7 of

—

2. DIVISION
Division of Pretrial
Detention and Services

—

3. UNIT
Baltimore City Detention
Center

DEFINITION - Records Serles - A group of related recorde normally filed and used as & unit for reference ss

wetl as retention and disposition purposes.

4. RECORD SERIES TITLE

FACILITIES MAINTENANCE

5. EARLIEST YEAR / LATETEST YEAR

1991 710

MOSH Citations

information.

A. Notification of Posting
B. Notification of Compliance

Elevator Inspections

information.

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of m!onnallonldocumef\lsﬂofms found n the Senes.

Include the purpose of function ¢f the Senes)

This series includes all the forms, reports and other material containing MOSH citation

This series includes all the forms, reports and other material containing elevator

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
X Fie Drawer(s)
] Letter Sze O Microfilm O Alphabetical o Micrefilm Reel (s)
£ O Computer Tape (s)
LN Legal Sze o Computer Tape Yo Numerical 1 G Ciher (Scecify)
- . " N
G Bound Book O Fioppy Disk o Chronological Number - - 7
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X F Ia Drawer {s)
. @ Other {Specify) Q Cther (Speciy) T Microlim Resi (s)
o Comouter Tape(s) - + «-
C Ciher (Soecnfy) BFELAV :
1/4 e A 7
s B -
Numper 4
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER I
A «
X Daly o Weekly o Monthly 3 T Meriris) X vzans
Numoper

13. CURRENT LOCATION(S) {Bidg., Ficor. Room)
Maintenance Department
Baltimore City Detention Center

o VYes

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency <r cffice;

15. ACCESS RESTRICTIONS (If yes, cnte law(s) & reguiation{s)

O Yes X No

16. AUDIT REQUIREMENTS

g None ® State o Fecerz

T Incepencent

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

'D Yes % No

18. RECOMMENDED RETENTION

Retain for three (3) years, then destroy.

'chard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 17, 1994

DGS 5504 {Rewisea 1/93)

Figure 1
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BdSIBUQ'TIGNS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

REVISED, RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE {DGS 550-1) 7275 WATERLOO ROAD 8 g
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page of

EPARTMENT/AGENCY 2. DIVISION 3. UNIT
tment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services : Detention and Services Center

DEFINITION - Records Serles - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

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

FACILITIES MAINTENANCE 1991 1o

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of mlorma(ionldocumer_\lslfofms 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) ZLetters and Memos
(2) Material Requests

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X File Orawer(s)
K Letter Size o Microfim O Alphabetical O Microfim Reel (s)
S O Computer Tape (s)
‘D Legal Sze 0 Computer Tape - Yo Numerical 1 O Other (Specify)
o Bound Book a Floppy Disk o Chronologrcal Number
o Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
. O Other (Specify) O Other {Specify) O Microfilm Reel (s)
. o Computer Tape(s)
) O Other (Specify)
1/2 ,
Number . ' .
11. FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER B
X Daily c Weekly O Monthly . 2 O Month(s) K Yeai(s)
Number :
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES D_UPLICATED ELSEWHERE? (if yes,;specify agency or office) ’
aintenance Department T M N
altimore City Detention Center o Yes B g
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS -
O Yes + X No a None o State O Federal O Independent
17. IS'AN INDEX SYSTEM USED? (If yes, explain briefly and - | 18. RECOMMENDED RETENTION .
describe any hardware/software) Retain for two (2) years at institution, then destroy.
X No
20. TELEPHONE NUMBER . 21. DATE
410-637-1361 May 17, 1994

0GS 5504 {Revised 1/33)

Figure 1




DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

'RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1620

Page 1 of 3

~
#5520
: ;

ency

Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial

ltem -
No.

Description

Detention and:Services

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

. RD Certification.
. Master copy of S5-Week menus for
‘each fiscal year.

c. Master copy of S-Week diet menus
for each fiscal vear.

d. Medical diet orders.

e. Memos of religious diets and
religious diet requests.

f. Food Production Worksheets.

Retain for three (3
years and until all
audit requirements

have been fulfilled
then destroy.

Agency,

Date

e

ignatu

yped Name__Paul E. Brown
itleSpecial Assistant to the Commissi¢ner

Schedule Approved by Department, gchedule Authorized by State Archivist

or Division Representative. Date Z//,Z/ 7;/

May 13, 1994 . WZ
(0 e G Lo = ISignatu

7

Figure 3

“5GS 550-1 (Rev. 1/93)

n g ———
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

(Continuation Sheet)

. RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

1620

Page

of 3

Agency

Department of Public safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

Item
No.

Description

Retention

e e ———— —

B.

Taes @ -h

GENERAL RECORDS FOR MONITOQORING FOOD

SERVICE SERIES:

a.

@

j.

Annual Health Inspection.Record

Staff and Inmate Workers.

Weekly Sanitation Inspection Reports.

Daily Meals Temperature Sheets.
Dietary Pick-up Sheets for
Satellite Institutions.

3.

Medical Screening Records - Dietary

Memos on Satellite Food Service.

Segregation & Protective Custod
Issuing Sheets.

Hospital Cart Sheets.

Utensil Contreol qheetq - C1a

Fordande B Too s e

Y

A

work Order Request For Repu1r of

Food Service Equipment.

°PECIAL DIETARY RECORDS:

Reports of aud1ts conducted by
person{s) or agencies other than
Legislative Audits.

DIETARY PERSONNEL RECORDS

a .
b.
C .

DIETARY PURCHASING RECORDS AND FINANCE

Monthly Dietary Work Schedule.
kRequest for leave forms.
Secondary copies of infraction
and disciplinary measures on
correctional officers.

a.
b.

Monthly Dietary Food Cost Report

Memos to Managing Officers regarding
food cost, enhancement, expenditures,

etc.
Deonable Records and Allocstions.

Overtime Sheets (secondary copies)
Verification for self-help group

purchases. A
Recquest For Purchase Form,

k]

Same as above

. Same as above

Same as above

; Same as above

13

- 98 -




Figure 3A

Rev. 1753)

DEPARTMENT OF GENERAL SERVICES Schedule No. 1620
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 3
(Continuation Sheet)
Agency Division/Unit
Department of Public Safety - Division of Pretrial
and Correctional Services Detention and Services
ltem Description Retention
No.
2. GENERAL .CORRESPONDENCE
Subjéct arrangement of original incoming Screen annually. and
letters, copies of outgoing letters, destroy that materi
memoranda, studies, reports, directives, no longer needed fo
policies, and other materials related to current business.
the administration of the agency. Directives, policie
‘ and other material
related to the
planning and poelicy
that illustrate the
developmant of the
agency retain
permanently for
eventual periodic
transfer to the
State Archives.
L —
DGS 550-1A

B

- 928 =~
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794 - Page __1 ot 2
i —————————— = » -
4 NIPOEPARTMENT/AGENCY 2. DIVISION 3. UNIT
"~ Department of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally flied and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

Food Service/Dietary Area

5. EARLIEST YEAR / LATETEST YEAR

1991 to__

. Adequacy of Diet Series

. General Records for Monitoring Food Service Series.

. Special Dietary Records
. Dietary Personnel Records

. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documents/orms found in the Senes. Include the purpose or function of the Seres)

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.

Dietary Purchasing Records and Finance

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQlJENCE 9. VOLUME -
: X Fie Drawer(s)
X Letter Size o Microfilm O Alphabetical _ O Microfim Reel (s)’
8 - : O Computer Tape (s)
O Legal See O Computer Tape & Numerical 0 Other (Specify)
. A 12
O Bound Book O Floppy Disk o Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANKNUAL ACCUMULATION
X3 File Drawer (s)
O Other {Specify) O Other (Specify} O Microfilm Reel (s)
. a Computer Tape(s)
O Other (Specily)
4
Number

11. FILE IS USED

X Daily o Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

3 o Moris X Year(s)
Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room)
Dietary Department _
Baltimore City Detention Center

14. IS RECORD SERIES DUPLICATED ELSEWHERE? {f yes, specify agency or office)

0 Yes X No

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

O Yes Jo No

16. AUDIT REQUIREMENTS

o None H State O Federal O Independent

O N i

17. 1S AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software}

?"““""‘“’;3,“1"‘ vt oet {8
18. RECOMMENDED RETENTION I TS ’1,' Lo

Retain for three (3) years and $unt11 all audit

"‘_v..

Iy 2 4

P oo % N requirements have been fulflllezd, then destroy :;
\‘%& \W@M‘ 20. TELEPHONE NUMBER 21." DATE
ichard A. Bradley '
i i i o) 410-637-1361 May 12, 1994

DGS 550-4 (Rewised 1/93)

Figure 1
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¢

SCHEDULE (DGS.550-1)

L

(“‘
L

EPARTMENT/AGENCY

Department of Public Safety
and Correctional Services

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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD 2 2
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page of

|

2. DIVISION
Division of Pretrial
DRetention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

Food Service/Dietary Area

§. EARLIEST YEAR / LATETEST YEAR

General Correspondence

of the agency.

RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsfforms found in the Series.

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

Include the purpose of function of the Senes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME )
X File Drawer(s)
K Letter Size o Microfilm O Alphabetical o Microfilm Reel (s)
O Computer Tape (s)
O Legal Sze O Computer Tape X Numerical 5 O Other ({Specify)
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
& File Drawer (s)
O Other (Specify) O Other (Specify) a Microfilm Reel (s)
O Computer Tape(s)
O Other (Specity)
1
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ Caly o Weekly o Monthly 1 O  Monthis) B Year(s) ¢

Number

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

Dietary Department

Baltimore City Detention Center

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

0 Yes

%X No

15.

0 Yes

<% No

ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

16. AUDIT REQUIREMENTS

O None X State O Federal 0 - Independent

17.

describe any hardware/software)

A No
P o N\

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

18. RECOMMENDED RETENTION

Screen annually and destroy that material no longer needed
for current bu51ness)g:ra.

~=?f¥§§§§NQﬂuﬂk§kfkﬁ§kae332>134x<§b
ichard A. Bradley

Communication/Fleet Coordlnator

DGS

20. TELEPHONE NUMBER 21. DATE

410-637-1361

May 12, 1994

550-4 (Rewised 1/93)

Figure 1
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Property (MSP Form 78)

v ot DEPARTMENT OF GENERAL SERVICES Schedule No. 1421 e
RECORDS MANAGEMENT DIVISION Page of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE 1 :
‘?s}rf?‘ency | Division/Unit
e epartment of Public Safety Division of Pretrial
and Correctional Services Detention and Services
Item Description Retention
No.
INTERNAL INVESTIGATION UNIT AREA
1. CIR (CRIMINAL INVESTIGATION REFPORTS)
This series contains all Criminal Retain open reports
Investigation Reports with applicable . until they are
supplementary reports alttachaed. Each suspended or closed
file may include some or all of the
following: : Retain suspended
reports for five
A. Waiver of Prompt Presentment (M3P (5) years from the
Form 486) date of last entry
: and, then, forward
B. Line-up Identification KRecord (MSP them to the State
Form 61) Records Center for
twenty (20) vears,
C. Request for laboratory Examination then destroy.
(MSP Form 67) '
) _ Retain closed reporis
. D. Examination/Ana_]ysis Results (Ms3P for three (3) ye.arsil
. Forms 678 and 67C) after final adjudics-
_ tion and, then, for
E. Hdndwr1t1ng °pec1men Form (MSP Form ward them to the
70) State Records Cente
. for twenty-two (22)
F. Criminal Intelligence Report {M3P years, then destroy
Form 72)
G, Witness Statement-Criminal Investi-
gation (MSP Form 73)
H. Latent Fingerprint Lift Card-3x% :
(MSP Form 74) i
I. 'Authorization to Search and Seize

Schedule Approved by Department
Agency,
or Division Representative.

May 17, 1994

Date ‘
ignaturW < 2

>

P

Date_ 7/ /74

Schedule Authorized by State Archivist

Slgnatune%@mﬁ/

yped Name UI‘_E, Brown

. TitleSpecial Assistant to the Commissid

ner

¢

ﬁGSTEUTTHev1Eﬂ)
Figure 3
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Department of Public Safety -
and Correctional Services

! DEPARTMENT OF.GENERAL SERVICES Schedule No. 1621
RECORDS MANAGEMENT DIVISION ‘
RECORDS RETENTION AND DISPOSAL SCHEDULE Page - 2 = of 3
(Continuation Sheet) :
Agency Division/Unit

Division of Pretrial
Detention and Services

ltem

No.
\J L]
K .
L L]
M »

Description
Criminal Investigation Report (MspP
Form 88)
Handgun Search Report (MSF Form 97).

F1rearma/Handgun Disposition Report
(MSP Form 203)

Crime Scene Negatives

Record Copies maintained by the
originating source.

IR”(INCIDENT’REPORTS)

Thi
Reports,
supplementary reports attached.

- file may include some or all of the
fo11owing:

s series contains &l11 Incident
MS5P Form 88, with applicable
Each

Request for Iaboratory Examination
(MsP Form 87)

Examination/Analysis
Forms 678 and 67C)

Results (MSPF

. Witness Statement-Criminal Investig-

ation (MSP Form 73)

Record copies maintained by the
originating source.

|

" Retain open reporits

Retain suspended

Retention

until they are
suspended or c¢losed

reports for five

(5) years from the
date of last entry
and, then, forward
them to the State

Records Center for
ten (10) vears, thery
destroy,

Retain closed repor
for three (3) vears
after final adjudics
tion and, then,
forward them to the
S3tate Records Centern
for ten (10) vyears,
then destroy.

A,
E"
C
(T ——
DGS 550-1A (Hev.

Figure 3A

7793)

- 08 -




RO ST SRR O T S Dt I e o S L e N ¥ S O SO P T T ST ST

DEPARTMENT OF GENERAL SERVICES
? , RECORDS MANAGEMENT DIVISION

Schedule No.

fubject arrangement of original incoming
letters, copies of outgoing letters,
memor&nda, studies, reports, directives,
policies, and other materials related to
the administration of the agency.

¢

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 =~ of 3
(Continuation Sheet)

Agency Division/Unit

Department of Public Safety . Civision of Fretrial

and Correctional Services Detention and Services
ltem , ' » Description - Retention
No. : :

3. GEMERAL CORRESFOMDENCE

- eventusl periodic

gcreen annually and
destroy that materi
no longer needed fo
current business.
Directives, policie
and other material
retated to the
planning and policy
that illustrate the
development of the
agency retain
permanently for

transfer to the
State Archives.

S N L T

alr

3

k=24

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

Figure 3A - 28 -




SCHEDULE {DGS £50-1)

INSTRUGTIONS ~'TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO. BOX 275 - JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

Page 1 ot 3

mNTIAGENCY
De t of Public Safety

and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Records Series - A group of related records normally flled and used.as 2 unit for refsrence as

well a8 retantion and disposition purposes.

4. RECORD SERIES TITLE

INTERNAL, INVESTIGATION UNIT AREA

5. EARLIEST YEAR / LATETEST YEAR

1991 to_

CIR (Criminal Investigation Reports)

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of mfonnauorvoocumemslfohns found in the Senes Inciude the pumpose o function of the Sernes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
X File Drawer(s)

) Letter Sze o Microfilm O Alphabetical G Micrsfilm Reel (s}
o . C Ccmeuter Tape {S)
G Legat Sge © Computer Tape X0 Numencal N 5 c Cther (Scecify)

G Bound Bock C Floppy Disk 0 Chrcnological Number
O Audio Tage C Video Tape O Geographical 10. ANNUAL ACCUMULATION
X Fide Drawar (s}
. @ Other (Specdy) O Cther (Specify) S Miccchim Resl (s)
= Comouter Tape(s)
o Cther (Soecify)
2
Numget
11. FILE IS USED 12. FILE BECOMES IKACTIVE AFTER
X Daiy c Weekly o Moenthiy 25 o Morinis) X vaans,
Numpar
13. CURRENT LOCATION(S) (Sicg.. Fleor, Reem) 14. {S RECORD SERIES DUPLICATED ELSEWHERE? {If yes, soecidy agancy or cifice}
Maintenance Department
. . . 2 ONG
Baltimore City Detention Center G Yes X

15. ACCESS RESTRICTIONS (If yes. cite tawis) & reguiation(s}

O Yes X No

16. AUDIT REQUIREMENTS

T Ncene

17. 1S AN INDEX SYSTEM USED? (If yes. expiain brefly zna
descnte any Karcwarsisoftware) )

% No

13. RECOMMENDED RETENTION
Retain suspended reports for

five (5) years from the date o©

| last entry and, then forward them to the State Records Cent
! for twenty (20) years, then destroy.

ichard A. Bradley
ication/Fleet Coordinator
DGS 5504 (Rewiseg 1/S3 '

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 17, 1994

Figure 1

- 25 -




INSTRUGTIONS + TYGE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED fiECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEQULE (0GS $50-1) 7275 WATERLQO ROAD 7 3
PO. BOX 275 - JESSUP. MARYLAND 20734 Page of
<%Pmmeumceucv 2. DIVISION 3. UNIT
Department of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally flled and used 2s a unit for reference as weil ss retantion and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR | LATETEST YEAR

INTERNAL INVESTIGATION UNIT AREA 1991 710

6. RECORD SERIES DESCRIPTION ( 8Bnefly cescrbe the types of m!onnanonldocumeqlslfoﬁns found n the Senes Inciude the purpose ot function of the Series)

IR (Incident Reports)

7. RECORD SERIES FORMAT(S) 8. RECORD 'SERIES SEQUENCE 3. VOLUME
X Fie Drawer(s)
] Letter Size o Micrefilm O Alphabetical G Micrziilm Resl (s}
e C Camcuter Tape (s)
O Legal See T Computer Tape 3 Numencal 3 C Cther(Scectty) ____
G Bound Bock C Floppy Disk 0O Chienclogical Number
O Audio Tace Qa Video Tape o Gecgraphical 10. ANNUAL ACCUMULATION
X ride Drawer (s)
. G Other (Spacdy) o Cther (Speciy) =
T Cther (Soecily)
2
Numgsar
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Oaiy C Weedy T Monthly 15 o Moninis) X Yzais
Numper
13. CURRENT LOCATION(S) (Sicg., Flcor. Reem) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. scecty agency or cifice)
Maintenance Department
. . . o T Ng
Paltlmore City Detention Center G Yes ¥
15. ACCESS RESTRICTIONS (If yes. cite lawis) & reguiauon(s} 15. AUDIT REQUIREMENTS -
C  Yes - X No G Nene ¥ State o Fecers = incensncent
17. 1S AN INDEX SYSTEM USED? {f yss. explain briefly ana 18. RECOMMENDED RETENTION “
describe any harcwarsisoftware) : Retain suspended reports for five (5) years from the date of
C ves % no the last entry and, then forward them to the State Records
_ N iCenter for ten (10) years, then destroy.
. 0 S i Y ! 4
{ ;
20. TELEPHONE NUMBER 21. DATE
Communication/Fleet Coordinator 410-637-1361 May 17, 1994

0GS 5504 (Rewseq /3]

Figure 1
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INSTRUCTIONS - TYEE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED BECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION .
SCHEDULE {DGS £50-1) 7275 WATERLOO ROAD 3
P.O. BOX 275 - JESSUP, LARYLAND 20734 Page o 3
/\
(;: ARTMENTIAGENCY 2. DIVISION 3. UNIT '
De t of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services : Detention and Services Center

DEFINITION - Records Series - A group of related records normally filed and used.as 2 unit for reference as well as retsntion and disposifon putposes.

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

INTERNAL INVESTIGATION UNIT AREA 1991 10

6. RECORD SERIES DESCRIPTION { Briefly descnbe the types of m!,ormatmvdocumeglslfor'ms found in the Senes. Inciude the purpose or function of the Senes)
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) 8. RECORD SERIES SEQUENCE 9. VOLUME
X Fie Drawer(s)
_ Letter Size O Micrefilm O Alphabetical G Micishim Reel (s}
s . C Ccmpwter Tape (s}
O Legal Sge O Computer Tape - Y0 Numercal = Cther (Scecily)
3
G Bound Bock 0 Fioppy Disk o Chrenological Number
C Aucio Tape O Video Tape O Gecgraphical 10. ANNUAL ACCUMULATION
X cide Drawer (s)
. © Other {Spaciy) o Cther (Specify) S Microhim Reel (s)
= Computer Tape(s}
o Cther (Soecify)
_1
Nymeer
11. FILE iS USED 12. FILE BECOMES INACTIVE AFTER
X Oaiy o ‘Weekly G Menihiy 1 = Mornis) C  Yeans)
Numper
13. CURRENT LOCATION(S) (Elgg., Ficer. Reem) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes sceciy agency or ciiice)
Maintenance Department ‘
. . . > No
tBaltlmore City Detention Center G Yes . X
15. ACCESS RESTRICTIONS (If yes. cite 'awis) & reguiation(s; 16. AUDIT REQUIREMENTS
Q  Yes « X No G Ncne X Slate | = Feceral T incecencent
17. 1S AN INDEX SYSTEM USED? (f yes, sxola.n briefly —n -] 18 RECOHHENDED RETENTION LR -
descnibe any harcwa Ly
Y Rarcwareisoftware) Screen annually and destroy that material no longer needed
o Yes ¥ no for current business, £7¢.
—m— N
20. TELEPHONE NUMBER 21. DATE
mmunication/Fleet Coordinator 410-637-1361 May 17, 1994
OGS 5504 (Rewised 1/53)

Figure 1 -25 -




| - DEPARTMENT OF GENERAL SERVICES Schedule No. 14622 d
.. RECORDS MANAGEMENT DIVISION Page | of 2
- RECORDS RETENTION AND DISPOSAL SCHEDULE ag
Agency Division/Unit
Department of Public 3afety Division of Pretria1
and Correctional Services Detention and Services
Item = Description o Retention
No. ; é . [g %2 - _

Agency,

Date
Signatu

‘1':yped Name__Paul E. Brown

PRETRIAL RELEASE SERVICES

PRETRIAL RELEASE SERVICES "BAILED OUT"

Schedule Approved by Department

(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:

A. Statement of Charages

B. Bail Recommendation Form

C. Records Checks (CJIS, Traffic, Criminal,
Baltimore City Police Department, etc.)

D. Case record sheet (Investigative Notes)

E. Recognizance Form

F. Call~in Record Sheet

G. Diversion Contract

H. Assessment Form _

I. Urinalysis Test Result Printouts

Retain at Hdgrs. fo
six (6) months, the
send to State Recor
Center for five (5)
vears, then destroy

or Division Representative. ' Date__ 7/ /77

Schedule Authorized by State Archivist

o

I

A

ay ‘31, 174 /
M" — Slgnaturp _ % /2,/

itle_Special Assistant to the Commissijoner

ﬂ"G'S_SSUTTRev 1733)

Figure 3
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DEPARTMENT OF GENERAL SERVICES Schedule No. 1622
RECORDS MANAGEMENT DIVISION _ > .
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of
(Continuation Sheet)
Agency _ Division/Unit
~Department of Public Safety . Division of Pretrial
and Correctional eervlceq Detention and Services
ltem ' | Description _ Retention
No. ' ~
PRETRIAL RELEASE SERVICES "CONDITIONAL
~RELEASEY (INTENSIVE SUFPERVISION s DRUGS
ALCOHOL ;- DWI, ETC.) CASE FILES
A case file is a pre-printed 8 1/2 X 11
manilla folder. The average case file
contains the following records:
A. Statement -of charges
B. Bail Recommendation form
C. Record Checks (CJIS, Traffic, Cr1m1nal
Baltimore City Police Department, etc. )
D. Case record sheet (Investigative Notes)
E. Recognizance Order )
F. Call-in Record Sheet
| G. Assessment forms
' H. Treatment Fac111ty Progress Report
I. Rescinding Order
J. Performance letter to court on date
of trial
K. Urinalysis test result printouts
2. REFPQRT FILES
Consisting of statistical data kept on a | Retain in Hdgrs. fTor
week]y,'month1y, quarterly, semi-annually three (3) calendar
or annual basis by fiscal and calendar vears, then destroy.
years. ; : ‘
3. GENERAL CORRESFONDENCE
Subject arrangement of original incoming Screen annually and h
letters, copies of outgoing lptfera, destroy that materia
memoranda, studies, reports, directives, no lopger .neededwfor
policies, and other materials related to gurrent §p31mesd.
the administration of the aqency. : q réct1ves, policies
and other material’
, N related to, the i
» ‘ : A ‘ planning and po11cy
: : . ' that fllustrate thek
B devealopment, of the
agency. retain
permanently for
eventual periodic .
: transfer to the I
DGS 550-1A (Rev. 1/93) - ¥tate Archives.
- s _ ne : o




‘INS] BU§T|6NS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

EPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD 3
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page of

N N R

2. DIVISION 3. UNIT
artment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Serfes - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

PRETRIAL RELEASERSERVICES

§. EARLIEST YEAR / LATETEST YEAR

1991 1o

DWI, etc.) Case Files

6. RECORD SERIES DESCRIPTION ( Briefly 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;

8. RECORD SERIES SEQUENCE

7. RECORD SERIES FORMAT(S) 9. VOLUME
X File Drawet(s)
W Letter Size o Microfim ¥ Alphabetical o Microfilm Reel (s)
iy O Computer Tape (s)
Legal Sze o Computer Tape O Numerical o Other (Specify)
- 10
o Bound Book O Floppy Disk D Chronological Number
o Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
File Drawer (s)
O Other (Specify) O Other (Specify) O Microfilm Reel (s)
O Computer Tape(s)
O Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daily o Weekly o Monthly 51/2 O Monin(s) X0 Year(s)
Number

13. CURRENT LOCATION(S} (Bidg., Floor, Room)
Pretrial Release Services

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

Act

Baltimore City Detention Center o Yes % No
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
¥ ves Federal Privacy & Se@irity o None & state O Federal o .

Independent

(SRR

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

describe any hardware/software)

18. RECOMMENDED RETENTION
Retain at Hdqtrs. for six (6) months, then send to State
Records Centzr for five (5) years, then destroy.

‘ O Yes X No
<Ry AP das 22 378 20. TELEPHONE NUMBER 21. DATE
R 'chard A. Bradley
oordinator 410-637-1361 May 31; 1994

DGS 550-4 (Revised 1/93)

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

EPARTMENT/AGENCY
artment of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOC ROAD

2. DIVISION
Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

5 .

2
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page of

3. UNIT
Baltimore City Detention
Center

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

PRETRTAL RELEASE SERVICES

5. EARLIEST YEAR / LATETEST YEAR
1991 1o

REPORT FILES

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documentsfforms found in the Series.

Include the purpose of function of the Senes)

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)

8. RECORD SERIES SEQleNCE

describe any hardware/software)

X No‘

destrov.

9. VOLUME
X File Drawer(s)
% Letter Size O Microfim & Alphabetical a Microfim Reel (s)
o O Computer Tape (s)
O Legal Size o Computer Tape a Numerical o Other (Specify)
0O Bound Book o Floppy Disk O Chronotogical Number
C Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
30 File Drawer (s)
o Other (Specify) O Other (Specify) Q Microfilm Reel {s)
o Computer Tape(s)
0 Other (Specify)
3
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daly 0 Weekly O Monthly 3 O Month(s) A Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Pretrial Release Services X N
Baltimore City Detention Center o Yes °
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) |, 16. AUDIT REQUIREMENTS R
1. o v 5
O Yes X5 No O None % State O Federal . o] Indepead_eqt_. ﬁ...’ [ i'
1]
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION .

Retain in Hdgtrs. for three (3) calendar years, then

radley
Communlcatlon/ Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 31, 1994

DGS 550-4 (Revised 1/33)

Figure 1

- 95 -
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE 10GS 550.1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD 3 3
P.O. BOX 275 - JESSUP, MARYLAND 20794

Page __.- of

EPARTMENTIAGENCY 2. DIVISION 3. UNIT
artment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

PRETRIAL RELEASE SERVICES

5. EARLIEST YEAR / LATETEST YEAR

99110

GENERAL CORRESPCNDENCE

the agency.

6. RECORD SERIES DESCRIPTION ( Brefly describe the types of information/documents/forms found in the Sefies.

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

8. RECORD SERIES SEQUENCE

7. RECORD SERIES FORMAT(S) 9. VOLUME
) Xa File Drawet(s)
X Letter Size a Microfilm O Alphabetical O Microfilm Reel {s})
) O Computer Tape (s)
O Legal Swze O Computer Tape B Numerical 5 0 Other (Specify)
0O Bound Book a Floppy Disk a Chronological Number
O Audio Tape O Video Tape D Geographical 10. ANNUAL ACCUMULATION
File Drawer (s)
a Other (Specify) o Other (Specify) O Microfilm Reel (s)
o Computer Tape(s)
O Other (Specify)
3
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daily O Weekly O Monthly ] O Month(s) ¥ Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)

Prafz-ial Release Services

. X . o Yes & No
Baltimore City Detention Center .
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
Q  Yes ¥ No o None X State O Federal /O Independent

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

.GYes

& No

O\

18. RECOMMENDED RETENTION

Screen annially and destroy that material no longer needed
for current business. £7¢,

L

Richard A. Bradley
mmunication/Fleet Coordlnato

20. TELEPHONE NUMBER
410-637-13¢1

21. DATE

May 31, 1994

0GS 550-4 {Rewised 1/93)

Figure 1

- 25 -
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- DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1423

Page 1 of 6

ency

Depar
_and C

Division/Unit

tment of Pub11c bafety
orrectional Services

Division of Pretrial
Detention and Services

Item
No.

Description

Retention -

FINANCE AREA

FINANCIAL RECORD:

A. GENERAL ACCOUNTING RECORD:

(1) Certificate of Deposit and Rank
Deposit 5lips

(2) Memorandum of Adjustments

(3) 5TARS Reports

The reports in this series include, but
are not limited to, some or all of the
following:

(1) A3040t Detail of Transactions Fosted
(2) A30402 Trial Balance of Genera]
Ledger Accounts
. (3) A30406 Monthly Statement of Agency
Revenpue .
(&) A30451 Statement of Budget, Expend-

B. BUDGET AND FISCAL‘PLANNING RECORDS::

(1) Budget Estimates

(2) Budget Schedule Amendment

(3) Request for Position Action

(4) Food Reports

(5) Laundry Reports

(8) Motor Vehicle Mileage Reports (MFOM)
(7)) Personal M11edqe Reports

(8) Overtime Reports

{(9) Projections of Expenditures

ftures, and Encumbrance by Sub-object

kRetain for three (3
years and until all
audit requirements

have been Tulfilled
then destroy.

Sarie as above.

Retain for one (1)
year,,then destroy.

Agency,
or Divisi
Date

Signatu

Schedule Approved by Depanment

Schedule Authorized by State Archivist

Val

on Representative. Date ////// 7y

1]ngfspec1al Assistant to the Commissiloner

ﬁGgTEUWTHev1EE)

Figure 3

May 25, 1994 B ;ffé;’ 4/7 o
e ?./;; % (O Signatute_;/,@\,./«,/QQj (—

yped NameZ Pau)l "E. Brown

- 97 -
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RECORDS MANAGEMENT DIVISION

DEPARTMENT OF GENERAL SERVICES Schedule No. 1623

(Continuation Sheet) |

RECORDS RETENTION AND DISPOSAL SCHEDULE Page £ of

b

Department of Pub11c Safety. Division

‘Agency ‘ Division/Unit

dnd Correct1onq1 Services ‘ Detention and Services

of Pretrial

item ’ Description
No. '

Retention

C. PAYROLL ACCOUNTING RECORDS:

Employee Roster Card File

Payroll and Check Register

Payroll Exception Time Report

) Employee Time Cards and Time Sheets
" Positive Time Reports

{Contractual Employees)

(6) Wage Garnishments

e R T
s WN =
N N N e

D. MISCELLANEOUS ACCOUNTING RECORDS:

Bank Books, Statements, snd Deposit
Receipts

‘ Cunce]]edbchecks, Check Coo1eq, and
’ , _ .Check stubs .

De11Very Orders and Receipts

Gas Withdrawal Tickets

Faid Bi11s and Invoices

Receipt Copies and 3tubs
Requisitions and Purchase Orders
Accounts Pavable Files.

Federal Grants Files

Special Project Files

Welfare Fund Reports

Board of Public Works Agenda
Accounts Receivable Records
Central Collection Lists
Abatement Lists .
Petty Cash Reconciliation Schedules ;

E. MISCELLANEOUS CORKESFONDENCE: : :

W N -

NN EFWN =2 OQOOO~wNO O &

PN AN PN SN N TN N N

The fecords in-"this éeriesiinc1ude, but ar
not limited to, some or all of the followi

(1) Letters to and from Countries
(2) Letters about inmates sccounts
(3

‘Letters about inmate and employee
i property claims

Nt et

Same as above.

Same as above.

Ao R RVATZ asth

7 gz T

ha s e
g

0 l%

b'GS“SBUﬁA'(Rev. 1/93)
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Figure 3A

- 28 -

DEPARTMENT OF GENERAL SERVICES Schedule No. 1623
RECORDS MANAGEMENT DIVISION . .
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 6 o
(Continuation Sheet) B
. o ni
Agency D.Msnon/U t -
Department of Public Safety. Division of Pretrial
and Correctional Services Detention and Services
tem Description Retention
No. ‘
2. SPECIAL ACCOUNTING RECORDS
Retain item 2A in
A. Reports of audits conducted by the Legis-~- office for five (5)
lative Auditors years and until &1}
B. Reports of audits conducted by persons or audit requirements
agencies other than Legislative Auditors. are met, then destréy.
C. Internal Audit Reports Items 2B, 2C and 2D
D. DCR Audit Series retain in office fow
. five (5) years then
(1) DCR's transfer to State
(2) Institutional Directive Approva]; Archives for permandnt
(3 Audit Results retention.
3. INMATE ACCOUNT RECORDS:
‘ A. Computerized Inmate Statements - Retain for three (3)
B. Inmate Commissary Accounthards e -yYears, then send to
C. Inmate Ledger Cards the State Records
Center for seventeer
(17) vears, then
destroy.
D. Inmate Vouchers Retain for three..(3)
E. Inmate Register Receipts vyears and until all
F. Inmate Time Sheets audit requirements
have been fulfilled,
then destroy.
4, LOCAL JAIL REIMBURSEMENT RECQRDS:
A. Law and Legal Opinions Review annually and
B. Formula II Base File and destroy obsolete
C. Schedule of payments and projected materiagl.
payments. : oA
PN
D. Audit Reports kRetain for five (5)
E. Financial Records years, then destroy.
F. Schedule of Inmate Days
I
DGS 550-TA (Rev. 1/93)
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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

Civision of Pretrial
Detention and Services

tem
No.

Description

Retention

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 records may include all or
some of the following documents.

PROCUREMENT RECORD:

A. PROCUREMENT CONTRACT SERIES

Purchase Orders

Service Contracts

BB-4

Specifications

Paar

Action Agenda

Written Determinations
Tabulation of Bids

Bid and Quote.File

Maryland Register Award Form

—~ O WO NU E W) !
Nt Nt M Mt Nl " i N e ot |

—h TN LN N SN PN N N

B. SQOLICITATION 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) Frotests

.UHQEF”$10,000 Maintenance Contract

Retain for three (3
years from date of 1
transaction and unti
all audit requiremen
have been fulfilled,
then destroy.

Figure 3A

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

- 928 -




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

Civision of Pretrial
Detention and Services

tem
No.

Description

Retention

®

I

UGS?SETK]R@%1EB)

Figure 3A

REQUISITION SERIES

Unscheduled Requisitions
Scheduled Requisitions

(1)
(2)

MINORITY BUSINESS ENTERPRISE SERIES

(1) Minority Business Report
(2) Minority Business Enterprise Self
Certification Form

GENERAL ADMINISTRATIVE RECORDS SERIES

Correspondence
Emergency Log
Contract Number Log

PN N
(6200 i VI N QN
Nt el N st

Surplus Property Authorizations

FERSONNEL CONTRACT SERIES

CPB 200
CPB 311
CPB 312
Contract
M3 100
DCR 50-45

NN N NN~
DN E WN -
R N

SPECIAL PROJECTS SERIES

Documents related to minor research activiti

usually related to procurement

PROCUREMENT ADMINISTRATIVE SERIES

(1) Institutional File

(2) Authorization and Delegation Fifes

 Telephone. Service Request Log-- - - -

o
- e

AL

- 928 -
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No;¢,5

w3

RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet) {

Agency Division/Unit |
Department of Public Safety Division of Pretrial
and Correctional Services Detention &nd Services

ftem Description Retention

No. :

GENERAL CORRESPONDENCE :

Subject arrangement of origingl 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- 11lustrate the
development of the
agency retain
"permanently for
eventual periodic

ﬁ1

transfer to the S5ta
Archives.

L

GS 550-TA (Rev. 1/33)

h k] 2 A - 09




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEONRECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 5501

G

pr

DEPARTMENT OF GENERAL SERVICES .
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD -

P P.O. BOX 275 - JESSUP, MARYLAND 20794 Page ___ 1 o _0
SDEPARTMENIIAGENCY ‘ ' ' 2. DIVISION Lokl 3. UNIT ‘ i
ggpartment of Public Safety Division of Pretrial Baltimore City Detent‘lon

d Correctional Services . Detention and Services Center

L .
DEFINITION - Records Sarles

- A group of relatsd records normally filed and used as s unlit for rafarence as

4. RECORD SERIES TITLE

FINANCE/PROCUREMENT

5. EARLIEST YEAR J LAIETEST YEAR

1991 1o

Financial Records

A, General Accounting Record
C. Payroll Accounting Records

E. Miscellaneous Correspondence

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatio/documentsAorms found in the Series.

B. Budget and Fiscal Planning Records B.

D. Miscellaneous Acgounting Records D.

Include the purpose of function of the Series)

Procurement Records

A. Procurement Contract Series
Solicitation Series

C. Requisition Series

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)

8. RECORD SERIES SEQleNCE 9. VOLUME

0 Fie Drawer(s)

waoll as retention and divposition purpones.

.. R Lelter Size O Microfilm 0 Alphabetical o Microfiim Reel {s)
ARt O Computer Tape (s)
' O Legal Sze o Computer Tape X Numerical O Other (Speciy)
, 15
O Bound Book O Floppy Disk 0 Chronological Number .
o Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X Fie Drawer (s)
O Other (Specify) O Other (Specify) 0 Microfilm Reel (s)
O Computer Tape(s)
a Other (Specily)
5
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
W Daty o Weekly 0 Monthly 3. 0 Morny) X Year(s)
Number

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

14. 1S RECORD SERIES DUPLICATED E{SEWHERE? !f yes specify agency or office)

Security Act

Jail Industries Building o Yes X Mo
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) | 16. AUDIT REQUIREMENTS
R Yes Federal Privacy amd No o None & State O Federal O independent

[ “

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

-0 Yes: ' ¥ No

ONO

R

18. Rsco’uusnueo RETENTION :
Retain for three (3) years and until all audit
requirements ha}v,e been fulfilled, then destroy.

|

ithard A. Bradley:
Communication/Fleet’ Coordlnator '

20. TELEP:HONE NUMBER - 21. DATE
‘ 1|x'.é! ' LA L

' 410-637-1361.7° May 25, 1994 :

DGS 550-4 (Rewsed 193],

Flgure 1

i

.‘ i

v

Gt
1
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INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
REVISED-.RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS \5504) T275 WATERLOO ROAD 6
PO. BOX 275 - JESSUP, MARYLAND I7 04 - Page 2 of
DEPARTMENTIAGENCY 7. DIVISION 3. UNIT ' _
artment of Public Safety Division of Pretrial Baltimore City Detent}on
Correctional Services Detention and Services Center

[ .
DEFINITION - Records Serles - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

FINANCE/PROCUREMENT

5. EARLIEST YEAR / LATETEST YEAR

1991 1o
6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/documeqlsﬂotms found in the Series. Include the purpose of funclict o1 the 3enes)
Projections of Expenditures
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. ' _ X0 File Drawer(s)
. R Letter Size O *Microfilm O Alphabetical O Microfilm Reel (s)
Zam O Computer Tape (s}
' O Legal Sze o Computer Tape & Numerical O Other (Specify)
0 Bound Book O Floppy Disk o Chronological Number .
D Audio Tape O Video Tape O Geographical 10. ANKUAL ACCUMULATION
X3 File Drawer (s)
Q Other (SD?CI'Y) o Other (Specr!y) 0 Microfim Reel (s)
o Computer Tape(s)
L O Other (Specify)
. _1/8
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daily o Weexly O Monthly ] o Mortns) X Year(s)
Number

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)

Security Act

. v (] L] N
Jail Industries Building o Yes X No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) | 18. AUDIT REQUIREMENTS
X Yes Federal Privacy amd No o None & Siate o Federal O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
descrbe any hargware/software)

O Yes_-

18. RECOMMENDED RETENTION
Retain for one (1) year, then destroy.

Conmumcatlon/ Fleet Coordinator -

20. TELEPHONE NUMBER 2.
' o [ IR

[

DATE

 410-637-1361 May 25, 1994

DGS 550-4 (Rewised 1/93) ,
Figure 1

- 25:-




REVISEC.RECORD SERIES
SCHEDULE (DGS 550-1)

'

INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEVY/
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO. BOX 275 - JESSUP, MARYLAND 20794

@iyartment of Public Safety
Correctional Services

. ) ) B
DEPARTMENTIAGENCY ,

oot

2. DIVISION
Division of Pretrial
Detention and Services

. AGENCY RECORDS INVENTORY

3 b

Page of

3. UNIT i
Baltimore City Detent‘lon

Center

[
DEFINITION - Records Serles - A group of related records normally flled and used as s unit for reference a»

waoll as rotontion snd dinposifon purposss,

4. RECORD SERIES TITLE

FINANCE/PROCUREMENT

5. EARLIEST YEAR / LATETEST YEAR

1991 1o

SPECIAL ACCOUNTING RFCORDS

6. RECORD SERIES DESCRIPTION { Brefly describe the types of informatiorVdocumentsforms found in the Series. Include the purpose or function of the Seres)

8. RECORD SERIES SEQUENCE

7. RECORD SERIES FORMAT(S) 9. VOLUME
. ¥ File Drawer(s)
R Letter Size O Microfilm D Alphabetical O Mictofilm Reel (s)
el O Computer Tape (s)
O Legal See O Computer Tape X Numerical o Other (Specify)
O Bound Book O Floppy Disk D Chronological Number
r Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X Fie Drawer (s)
O Other (Specily) 0 Other (Specify) O Microfilin Reel (s)
D Computer Tape(s)
O Other {Specify)
1/2
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ Daiy o Weekly O Monthly 5 O Morths) ¥ Year(s)
Number

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

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

Security Act

Jail Industries Building o Yes X No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s}) | 16. AUDIT REQUIREMENTS
R Yes Federal Privacy amd No o None X State O Federal O Independent

Vg

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

X No

18. RECOMMENDED RETENTION

: o L Y e
pm
Richard A. Bragley

Communication/Fleet Coordinator

20. TELEPHONE NUMBER

i 410-637-1361

r
v

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
Center for 15 years, then destroy.

Red
t

21. DATE. .

May 25, 1994

ord

OGS 550-4 {Rewised 1/93)

Figure 1




- ; e
INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED, RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

DEPARTMENT/AGENCY
artment of Public Safety
Carrectional 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

) 6

Page .. . o

3. UNIT
Baltimore City Detent‘ion
Center

e .
i~ - . DEFINITION - Records Series - A group of related records normally fled and used as a unit for reference as

well as retention and disposition purposes.

4, RECORD SERIES TITLE

FINANCE/PROCUREMENT

5. EARLIEST YEAR / LATETEST YEAR

1991 1o

INMATE ACCOUNT RECORDS

C. Inmate Ledger Cards

D. Inmate Vouchers

E. Inmate Register Receipts-:
F. Inmate Time Sheets

A. Computerized Inmate Statements
B. Inmate Commissary Account Cards

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

7. RECORD SERIES FORMAT(S)

33 Letter Seze a ~Microfilm

0 Legal Sze O Computer Tape
‘n Bound Book O Floppy Disk

O Audio Tape ' O Video Tape

D Other (Specify)

8. RECORD SERIES SEQliENCE
O Alphabetical
@ Numerical
o Chronological
0 Geographical

a Other (Specify)

9. VOLUME
X2 File Drawer(s)
o Microfilm Reel (s)
a Computer Tape {s)
0O Other (Speci
1’_ (Specify)
Number

10. ANNUAL ACCUMULATION

X File Drawer {s)

O Microfilm Reel (s)

0O Computer Tape(s)
O Other (Specify)
1/2

Number

11. FILE IS USED

K Daily o Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER

— 20 o
Number

Morthis) X Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)
Finance Department
Jail Industries Building

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes, specify agency or office)

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

X Yes Federal Privacy amd No
Security Act

O Yes ¥ No
16. AUDIT REQUIREMENTS
O None &K State _ O Federal G Independent

17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and
descnbe any hardware/scitware)

O Yes: , X No
oS (NN '

18. RECOMMENDED RETENTION  Ttems A thru C-
Retain for 3 years, then send to State Records Center for

17 years, then destroy. Items D thru F, retain for 3 years
and until all audit requirements are met, .then destroy.

chard 'A. Bradley ‘
Communication/Fleet Coordinator -

20. TELEPHONE NRUMBER
! [ . T

~N

| 410-637-1361

21. DATE

May 25, 1994

DGS 550-4 (Revised 1/93) :
Figure 1

A
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[
INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
" REVISED™RECORD SERIES. FORWARD WITH RECORDS, RETENTION
SCHEDWLE (DGS 550-!) '

RECORDS MANAGEMENT DIVISION
T275 WATERLOO ROAD

6
.P.O. BOX 275 - JESSUP. MARYLAND 20794 Page 5 of
DEPARTMENT/AGENCY N 2. DIVISION " 3. UNIT - ) _
artment of’ ‘Public Safety gr‘ Division of Pretrial Baltimore City Detentjion
Correctlonal Services ' Detention and Services Center

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

DEFINITION Records Series - A group of related records normally filed and uud as 8 unit for reference as

well as retantion snd disposition purposes.

4. RECORD SERIES TITLE

F INANCE/ PROCUREMENT

5. EARLIEST YEAR | LATETEST YEAR

1991 o

LOCAL JAIL REIMBURSEMENT RECORDS

A. Law and Legal Opinions

B. Formula II Base File

C. Schedule of payments and proj
D. Audit Reports

E. Financial Records

F.

Schedule of Inmate Days'

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatior/documents/forms found in the Series

. Inc

ected payments

lude the purpose or function of the Sernes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQleNCE

9. VOLUME
X0 File Drawer(s)
¥ Letter Sze O 'Microfilm O Alphabelical . O Microfilm Reel (s)
s . O Computer Tape (s)
O Legal Sze O Computer Tape & Numerical a Other (Specily)
\
O Bound Book 0 Floppy Disk o Chronological Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Drawer {s)
O Other (Specify) O Other (Specify) O Mcrofilm Reel (s)
0 Computer Tape(s)
O Other (Specily)
-1
Number
.
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER -
¥ Daily o Weekly O Monthly 5 O Mortns) R Years)
Number

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

Security Act

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes, specity agency or office) .
Finance Department % .
Jail Industries Building O Yes 7o
15. ACCESS RESTRICTIONS (if yes, cite taw(s) & regulation(s) 16. AUDIT REQUIREMENTS
X Yes Federal Privacy amd No o None X State 0O Federal O Independent

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

O Yes_

¥ No
* S (O

material.

18. RECOMMENDED RETENTION

Items & thru C, Review annually and destroy obsolete
Items D thru F, Retain for 5 years, then destroy

i

it P
Richard A. ﬁgadley

Communication/Fleet Coordlnator

20. TELEPHONE NUMBER

© 410-637-1361

21. DATE

May 25, 1994

DGS 550-4 (Rewised 1/93)

Figure 1.

-25 =




“INSTRUCTRNS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD_ SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS* $50-1) 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page

U N R

EPARTMENT/AGENCY 2. DIVISION 3. UNIT ) )
artment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally flled and used as a unit for reference as well as retention and disposition purposes.

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

FINANCE/PROCUREMENT ‘ 1991 1o

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

GENERAL CORRESPONDENCE

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQGENCE 9. VOLUME

X File Drawer(s)
¥ Letter Size o Microfilm O Alphabetical o Microfilm Reel (s)

A O Computer Tape (s)
Legal Seze o Computer Tape - & Numerical 0O Other {Specify)

D . )

o Bound Book 0O Floppy Disk a Chronological Number .

O Audio Tape O Video Tape O Geographical i 10. ANNUAL ACCUMULATION

X File Drawer (s)

0 Other (Specify) O Other (Speciy) O Microfilm Reel (s)
. o Computer Tape(s)

O Other (Specify)

Number .~ 5 *

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

X Daily o Weekly O Monthly 1 ") o0 Year(s)
Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {if yes, specify agency or office)
Finance Department . Xu "
Jail Industries Building _ . B Yes - _

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) | 16. AUDIT REQUIREMENTS

X Yes Federal Privacy amd No a  None X State o Federal O.-Independent, .. -
i ’ ;o TR . N TS .
Security Act ~ RS T aater kb

f i

®» AT

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and - | 18. RECOMMENDED RETENTION v )

descrioe any hardwarel/software) Screen annually and destroy that materlal no longer needed

% No for current business.

v
!
¥

v

v ; ' R~ 20. TELEPHONE NUMBER 21. DATE
chard A. Bradley -

Communication/Fleet Coordlnator - 410-637-1361 ' May 25, 1994
DGS 550-4 (Revised 1/93)

Figure 1 . . , : - 25 -




————— = — —— —— em— -—

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

Schedule No. ao q A

RECORDS RETENTION AND DISPOSAL SCHEDULE Page  ,of 20
5gency Division/Unit
Department of Public Safety Division of Pretrial
And Correctional Services Detention and Services
Item Description Retention
No.

COMPLIANCE

COMPLIANCE SERIES
This series includes documents, forms, and other

(Supercedes schedule #1634}

materials that are retained for future review by the
Maryland Commission on Correctional Standards
{(MCCS)

1.

Schedule Approved by Department,

Security Equipment Inventory/inspection Forms
(DPDS #243-94):

a) MDC Duty Capt.

b) WDC

c) J

d) RLP

e) O'BHS

f) MDC Hosp.

g) MDC Seg.

h) WDC Seg.

i) MDC RDCC

j) Tac.Room

k) Transp-Office

I) Transp-Mitchell
Transp-Post Office
n) Transp-Wabash
o) Transp-Southern
p) Transp-North Ave.
q) Transp-Equip. Room
r} Transp-Capt.
s) Dietary
t) MDC Control
u) WDC RDCC

Schedule Authorized by State Archivist

—_———— e ———————————
————

Retain for three (3) years
and until all audit
requirements have been
fulfilied, then destroy.

Typed Name_Margaret Boulware

Agency,

or Division Representative. Date MAR 27 200
Date March 2, 2000

Signatute .

Title__Sgt .- DPDS Court Compliang

Signatute W 6?/ ; /

-~ - ev.

Figure 3

- 97 -




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) J
d) Ji(v.a.)
e) RLP
f) OBHS
g) Post#6
h) MDC RDCC
i)} Tac Room
j) Transp-Mitchell
k) Transp-Post Office
I) Dietary
m) MDC Seg.
n) WDC Seg.
o) WDC Infirmary

3. Weapons Condition Checklist-Post #6

4. Weapons Issue/Return Forms-Post #6
(DPDS # 237-94)

DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION A0922
RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet) 2 20

Agency Division/Unit

Department of Public Safety Division of Pretrial

And Correctional Services Detention and Services
Item Description Retention
No.

-1

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

DGS 550-TA (Rev. 1/93)
Figure 3A . - 928 -




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.

Q092

Page of
3 20

Agency

Department of Public Safety -
And Correctional Services

Division/Unit
Division of Pretrial
Detention and Services

Item

Figure 3A

Description

5. Arsenal Inventory/Inspection Forms
(DPDS # 320-94)

6. Gas Gun Inventory/Inspection:
a) MDC Control
b) Ji Post #200

7. Gas Gun Issue/Return:
a) MDC Control
b)- JI Post #200

8. Peppermace Log (Issue/Return):
‘ a) MDC Control

b) JiPost #200

c) RLP

9. Radio Accountability Sheets:
a) MDC Control
b) WDC
c) Ji
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

Retention

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

(Rev. 1/393)

- 928 -
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

(Continuation Sheet)

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

HO P A

Page - of
4 20

Agency

Department of Public Safety .
And Correctional Services

Division/Unit
Division of Pretrial
Detention and Services

Item
No.

DGS 550-1A

Figure 3A

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) J

d) RLP

e) O'BHS

fil K-9

g) SSU

h) Facility Search (mass shakedown)

11. Key Inventory/Inspection Forms (DPDS #256-94):

a) MDC Sections
b) MDC Control Cntr
¢) MDC Duty Capt
d) Maintenance

e) MDC RDCC

f) Shift Commander
g) Control Keybhox
h) Medical Keybox
i) IMHU

Retention

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

(Rev. 1,93)




W—m— P ==y~ -— p—— ———— ———— "

Figure 3A

Key Inventory/inspection Forms (Cont):
j) Dietatry Security
k) Medical Admin.
1) Tac Room
m) WDC Infirmary
n) School
o) Dietary
p) WDC Sections
q) WDC Control
r) - JIPost#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 i _
gg) Post #3
hh) Post #6 }
ii) MDC Acupuncture Program
ji) Key Control Storage Room
kk) Training Dept
) K-9
mm) Fleet Communications

DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION | 209 2
RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet) 5 20
Agency _ Division/Unit
Department of Public Safety Division of Pretrial
And Correctional Services Detention and Sewibes
:\tjem Description - Retention
0. S

'—]_*——_———-_——

Retain for three (3) years
and until  all audit
requirements have been
fuifilied, then destroy.

- 98 -




DEPARTMENT OF GENERAL SERVICES Schedule Ng,
RECORDS MANAGEMENT DIVISION . gl 09 A
RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet) 6 20

Agency - Division/Unit

Department of Public Safety . Division of Pretrial.

And Correctional Services Detention and Services
item ' Description - Retention

No. :
_—__—__+_‘___—__—__1

Retain for three (3) years

12. Key Issue/Return Forms (DPDS #159-94): and until all audit
. a) MDC Control requiremenfs have been
b) MDC Duty Capt fulfilled, then destroy.
c) Dietary
d) WDC

e) Health & Safety

f) Jl Post #200

g) Support Serv Office

h) Building Constr

i) . Transp Office

i) RLP '

k) O'BHS

i} Medical Admin

m) Post #6

n) Key Control Office

o) MDC RDCC

p) MDC Acupuncture Program
q) WDC Acupuncture Program
r) IMHU

s) Maintenance

t) Post#

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

DGS 550-TA (Fev-T53) ‘ ‘ ' —

Figure 3A i . 28 -




DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION .
RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet) 7 20

Agency B Division/Unit

Nepartment of Public Safety . Nivision of Pretrial .

And Correctional Services Detention and Services
ftem ' Description - Retention

———

Retain for three (3) years

13. Tool Inventory/inspection Forms: and untii all  audit
a) Maint (t bx) requirements have been
b) Maint (sh brd) fulfilled, then destroy.

¢) 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) Ji(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
¢) Health & Safety
d) Dietary
e) Building Constr

DGS 550-1A (Hev. 1/33)

Figure 3A T 98 -




DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION . A0 G 2
RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet) 8 20
Agency y Division/Unit
Department of Public Safety . Division of Pretrial
And Correctional Services ' Detention and Services
Item ' Description - - Retention

‘Retain for three (3) years
15. Clipper Accountability Sheets (iss/ret) and untit  all audit
a) MDC North requirements have been
b) MDC South fulfiiled, then destroy.
¢) Annex
d) WDC Supv
e) Ji
f) RLP
g) O'BHs
h) WDC Beauty Shop

16. Vehicle Issue/Retumn Forms .
17. A/R Monthly Stat Report
18. Vehicle Extinguisher/1st Aid Kit Checklist
19. A/R Log (copy)
20. P.M. Vehicle Inspection Forms
a) Transp
b) RLP
c) J
21. Quarterly P.M. Records.

22. Emergency (mock) Exercises )

23. 1st. Aid Kit Reports

24. Vehicle 1st. Aid Kit Reports

DG5S 550-1A (Hev. 1/

Figure 3A ' L 8 -




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

07

Page of
9 20

Agency

Departmeant of Public Safety
And Correctional Services

Division/Unit
Division of Pretrial
Detention and Services

item Description -
No.

25. On-Calf Schedules:
a) P.A.
b) Pysch

26. Emerg Medical Equip Checklist:
a) MDC Clinic
b) WDC
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

Retention

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

DGS 550-TA (Rev. 1/33)

Figure 3A -98 -




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
R0 9 A

Page of
10 20

Agency

Deparfmpm of Puhlir Safpfy
And Correctional Services

Divisior/Unit

Nivicinn nf Pretrial
Detention and Services

item

Figure 3A

Description -

33. Med/SharpRecord (CDS Invent/Use):
a) IMHU
b) WDC Infirmary
c) Dispensary

34. Sched Drug Count/Verifcat Sheet:
a) IMHU
b) Dispensary
¢) WDC Infirmary

35. Methadone Log Sheet

36. Medical Instrument inventory/Inspection Form:
a) IMHU
b) Clinic
¢) 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, Dental Daily Needle Log

39. Dental Lidocaine Record

- 98 -

~etention

Retain for three (3) years
and until  all audit
requirements have been
fuifilled, then destroy.




DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION ﬁo S 2
RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet) 11 20
Agency Divisiorn/Unit
Department of Puhlic Safety Divisinn nf Pretrial
And Correctional Services Detention and Services
item Description - Retention
No.
Retain for three (3) years
40. Count Correct Form: and until all audit
a) IMHU requirements have been
b) Clinic fulfilied, then destroy.

c) WDC Infirmary
41. Acupuncture Inventory/Usage Form:

a) MDC

b) WDC
42, Norplant Inventory/Usage Form
43. Meal Summary Sheets:

a) MDC

b) wWDC

¢) JURLP/O'BHS

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) WDC
b) JURLP




49. Dietary Shift Supv Reports:
a) MDC
b) WDC
c) Ji

50. Refridgeration Temp. Forms:
a) MDC
b) WDC
c) J

51. Utensil Inventory Forms:
a) MDC (main kitchen)
b) MDC (storage room)
c) Ji
d) RLP
e) O'BHS
f) Post #8 Knives

52. Utensil Issue/Returmn Log:
a) MDC
b) J
¢) RLP
d) O'BHs

53. Post #8 Knife Issue/Return Log

54. Solid Waste Disposal Records

DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION 09 A
RECORDS RETENTION AND DISPOSAL SCHEDULE Page  of
(Continuation Sheet) 12 20
Agency Division/Unit
Department of Puhlir Safety Divisinn nf Pretrial
And Correctional Services Detention and Services
item Description - Retention

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

- 08 -




——

DEPARTMENT OF GENERAL SERVICES Scheduie Ng.
RECORDS MANAGEMENT DIVISION é&i p=X

RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet) 13 20
Agency Division/Unit
Department of Puhlin Safety Diviginn nf Pretnal
And Comrectional Services Detention and Services
Item Description - Retention

No.
—_—————————————————————— ———————

Retain for three (3) years
55. Uniform Issue/Return Log: and untii all  audit
a) Annex1 requirements have been
b) Annex 2 fulfilled, then destroy.
c) Annex3
d) WDC Post #90
e) MDC Seg
f J
g) Wyatt
h) WDC Post #86

i) - RLP

jy O'BHs

k) Building Constr
1) WDC RDCC

m) WDC Post #83
n) Juv (male)

o) Juv (female)

p) Laundry

q) Health & Safety
r) Paint & Sanitation
s) Storeroom

§6. Custody In Sheets (Indv. linen iss.):
a) MDC
b) WDC

ll

OGS 550-1A (Rev. 1/ =

Figure 3A - 28 -




DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet) 14 20
Agency Division/Unit
Department nf Puhlic Safaty Divician of Pretrial
And Correctional Services Detention and Services
item Description - Retention

No.
#%

Retain for three (3) years

57. Section Laundry Iss/Ret Records and untii all  audit
requirements have been
58. Laundry Service Requests fulfilled, then destroy.

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

DGS 550-1A (Rev. 1/33)

Figure 3A -98 -




DEPARTMENT OF GENERAL SERVICES Schedule No
RECORDS MANAGEMENT DIVISION 20} 8
RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet) 15 20
Agency Division/Unit
Department of Public Safety Division of Pratrial
And Correctional Services Detention and Services
ltem Description Retention
No.
Retain for three (3) years
B COMPLIANCE SERIES and until all audit
This series includes documents, forms, and other requirements have been
materials that are retained for future review by the fuifiled, and hold until
Maryland Commission on Correctional Standards beginning of next audit
(MCCS). cycle; then destroy.
1. Tour Sheets (DPDS #252-94):
a) MDC
b) WDC
c)- Ji
d) RLP
e) O'BHS
2. Weekly Supv Security Inspection Forms (DPDS
#238-94):
a) Area1 }
b) Area2
c) Area3
d) Aread
e) Area$
f) Area$
g) Area?
3. Random Drug/Alcohol Test Records
4. Worksheets:
a) MDC
b) WDC
c) Ji
d) RLP
e) O'BHS
DGS 550-TA (Rev. 1/93)
Figure 3A - 28 -




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule N
209 2

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

5. BCDC Count Sheets

6. Post Order Sign-Off Sheets
a) MDC
b) WDC
c) J
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) PIC
c) lIsol/Secl
d) SectLock

9. Suicide Watch Records
10. 30-Day Reviews:

a) Seg
b) PIC

RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet) 16 20
Agency Division/Unit
Department of Public Safety Division of Pretrial
And Comrectional Services Detention and Services
item Description Retention
No.

-—

Retain for three (3) years
and  until all audit
requirements have been
fulfiled, and hold until
beqginning of next audit
cycle; then destroy.

Figure 3A S _og-




DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION RAO09 R,
RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet) 7 20
Agency ' DivisionvUnit
Department of Pub!iC.S?f‘?ty Division of Pretrial
And Correctional Services Detention and Services
item Description - Retention

No. .
_“—__ﬁ—_—-——m

Retain for three (3) years

11. Internal Fire Safety Inspection Forms (DPDS and until all audit
#221-010): requirements have been

a) MDC fulfiled, and hold untii
b) Maintenance beginnina of next audit
c) WDC cycie; then destroy. '
d) JI/EBDAC
e} RLP
f) OBHS

g) Kitchens (MDC/WDC)
h). Acupuncture Trailers

12. Monthly Fire Extinguisher lnsb.
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

DGS 550-TA (Hev. 1733) —

Figure 3A ‘ . - 98 -




DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION RO G A
RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet) 18 20

Agency Divisior/Unit

Department of Public Safety Division of Pretrial

And Correctional Services Detention and Services
item Description - Retention

No.
—_———

Retain for three (3) years

20. Dietary Health Inspections and until all audit
) requirements have been
21. Weekly Kitchen Inspections: fulfiled, and hold until
a) MDC beainning of next audit
b) WDC cycle; then destroy.
¢) 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 bidg
b) MDC South bidg
c) MDC Annex/Wyatt
d) Medical (MDC/WDC)
e) Maintenance
f) P.Plant
g) WDC
h)y J

DGS 550-TA (Rev. 1/33)
Figure 3A . 28 -




Figure 3A

-98 -

DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION 092
RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet) 19 20
Agency Division/Unit
Department of Public Safety Division of Pretrial
And Correctional Services Detention and Services
item Description - Retention
No.
o . Retain for three (3) years
Weekly Sanitation Inspections con't: and untit all  audit
i) Rl'.P requirements have been
j) O'BHS fulfiled, and hold until
] beqginning of next audit
24. Sanitation Checklists cyole; then destroy_
25. Reg & Emerg Pest Control Records
26. Front Gate Reports (indv. linen iss./ret.):
a)- MDC
b) WDC
c) Ji
d) RLP
e) O'BHS
27. Indigent Kit Receipt Books:
a) MDC
b) WDC
28. Log Books:
a) Vehicle Log {searches)
l. Post #1
il. Post #5
1il. Post #201
¢) Release Log
d) Postlogs
DGS 550-1A (Rev. 1/93)

So e




DEPARTMENT OF GENERAL SERVICES

Scheduie No.

DGS 550-1A (Rev. 1.93)

Figure 3A

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

2. Master Listings: ,

- a) - Security Equipment”
b) Spec. Equipment
c) Radios

. d) Keys
e) Tools
f) Vehicles
g) Weapons .
h)

Medical instruments
i)
J)

Dental Instruments
Kitchen Utensils
3. lnﬁrmary LicenselPeﬁnit
4 Drug Form.ulary
§. Approvéd Menu/Dietician's License ’

6. Dietary LicénselPermit

7. Allowable Property List

RECORDS MANAGEMENT DIVISION A0S 2.
RECORDS RETENTION AND DISPOSAL SCHEDULE |Page of
(Continuation Sheet) 20 20

Agency o Division/Unit

Department of Public Safety - Division of Pretrial

And Cormrectional Services Detention and Services
ftem Description Retention
No.

C|

Retain until
then destroy.

superceded,

- 928 -
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DEPARTMENT OF GENERAL SERVICES Schedule No
RECORDS MANAGEMENT DIVISION Mt
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 22
| '@gency Department of Public Safety ~ Division/Unit Division of Pretrial
And Correctional Services . Detention and Services
Item < Description o Retention

No.

=

COMPLIANCE {replaces schedule # 2092)

A. COMPI IANCE SFRIES
This series includes documents, forms, and other Retain for two (2) years
materials that are retained for future review by the N or until MCCS audit
Maryland Commission on Correctional Standards . requirements have

(MCCS) been fulfilled, then.

B . i destroy. «)
1. Security Equipment Inventory/Inspection Forms

(DPDS #243-94):

a) MDC Duty Capt.
b) WDC

c) J

d) RLP

e) O'BHS

f) MDC Control

g) Post#6

h) Tactical Equip. Rm.
i) MDC Seg.

j) WDC Seg.

k) MDC RDCC

1) WDC RDCC

m) WDC Infirmary

n) Training Dept.

o) Post#l

p) Security Chief

q) MDCPIC

-r) Transp-Office

s) Transp-Mitchell

t) Transp-Post Office
u) Transp-North Ave. -
v) Transp-Wabash :
- w) Transp-Southern

Schedule Approved by Department Schedul ) =
Agency, b ule Authorized by State Archivist

or Division Representative. Date JUN 16 200 A

Date February 6, 2004 _

Signatuew Polsent, Signatutej;:"""“‘ec'M/
Typed Name Margaret Boulware 4

Sgt. BCOC Compliance

[i itle_
%GWWEB)

Figure 3




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.

2305

2 of 22

Agency

Department of Public Safety
And Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

tem
No.

Figure 3A

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) J
d)- RLP
e) O'BHS
f) Post#6
g) Tac Room
h) MDC RDCC
i) Posti#
i) MDC Seg.
k) WDC Seg.
) Transp-Mitchell
m) Transp-Post Office
n) WDC Infirmary
o) WDC RDCC
p) Security Chief
q) MDCPIC
r) MDC Control (P. Mace)
s) JI(P. Mace)

3. Gas Gun Inventory/Inspection:
a) MDC Control
b) Ji Post #200

Retention

Retain for two (2) years
or until MCCS audit
requirements have .
been fulfilled, then
destroy. w

TRev. 1753)

- 028 -
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.

2305

3 of 22

Figure 3A

DGS 550-1A (Rev. 1/33)

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) wbC
g) J
h) Segregation/Seg. OIC
i) Fire Marshal
i) Recreation Supv.
k) K9
) Maintenance
m) RDCC Supv./Traffic
n) Health & Safety
o) Duty Capt
p) Operations
q) Training
r) RLP
s) Admin. Building

Agency Department of Public Safety Division/Unit  p;ision of Pretrial

And Correctional Services Detention and Services
item Description Retention
No.

—w

Retain for two (2) years
or until MCCS audit
requirements have .
been fulfilled, then
destroy. »

- 28 -




DEPARTMENT OF GENERAL SERVICES Schedule No. 230
RECORDS MANAGEMENT DIVISION 305
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 4 of 29
(Continuation Sheet)
Agency Department of Public Safety Division/Unit  pyyision of Pretrial
And Correctional Services Detention and Services
item Description Retention l
No. :

a)
b)
c)
d)
e)
f)

g)
h)

a)
b)
c)
d)
e)
f)
g)
h)
i)
)]
k)
)]
m)
n)
o)
()]
q)
r
s)
t)
. u)

DGS 550-1A

Figure 3A

MDC

wDC

Ji

RLP

O’'B HS

K-9

Ssu

Facility Search (mass shakedown)

9. Key Inventory/Iinspection Forms (DPDS #256-94):

MDC Control )
MDC Control (white bx)
MDC Sections

MDc Duty Capt.

MDC RDCC

MDC IMHU/Clinic
Medical (control keybx)
Dietary

Post #1

Post #3

Post #6

Post #6 Emerg. Keys
Post #25 Emerg. Keys
Acupuncture

School

Tac Room
Maintenance

Inmate Grievance Office
Post #46a

WDC Sections

WDC Control (key cabnt)

r___*______—______—.___—__*————————————————————————-—“———
8. Search Reports (DPDS #236-94):

Retain for two (2) years
or until MCCS audit

_ requirements have
been fulfilled, then
destroy. )

(Hev. 1793)

- 028 -
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DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION 2305

RECORDS RETENTION AND DISPOSAL SCHEDULE Page s of

(Continuation Sheet)

22

Agency Department of Public Safety Division/Unit Division of Pretrial

And Correctional Services Detention and Services

Item Description - Retention
No.
——m
Key Inventory/Inspection Forms (Cont):

v) WDC infirmary

w) RLP Box 1

x) RLP Box 2 Retain for two (2) years

y) O’B House or untit MCCS audit

z) Jl Post #200 requirements have

aa) JI Post #201 been fulfilled, then

bb) J| Emerg. Keys destroy. ()

cc) JI Sections/Supv.

dd) JI Admin. Services

ee) Support Serv. Office

ff) . Laundry

gg) Mailroom

hh) Inmate Property Room

ii) Supply Room

jj) Building Constr.

kk) Health & Safety

i) 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

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

Figure 3A - 28 -




DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION 2305
RECORDS RETENTION AND DISPOSAL SCHEDULE Page s of .
(Continuation Sheet)

Agency Department of Public Safety Division/Unit  ry o of Pretrial

And Correctional Services Detention and Services
Item Description - Retention
No.

——_‘———.—_—_—_———————:———_—_._—__———_———_—1
10. Key Issue/Return Forms (DPDS #159-94):
a) MDC Control
b) MDC Duty Capt
¢} MDC RDCC Retain for two (2) years
d) Dietary or until MCCS audit
e) Inmate Grievance Office requirements have
f) Post#46a been fulfilled, then

g) Post# destroy. @
h) Post#3

i) Post#6
i) Tac Room
k)- School
) IMHU/Clinic
m) Medical (control key bx)
n) WDC
o) WDC Infirmary
p) Ji Post #200
q) Ji Post #201
r) Ji Supv.
s) Ji 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

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

Figure 3A - 28 -




DEPARTMENT OF GENERAL SERVICES

Schedule No. 2305
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 7 of 22
(Continuation Sheet)
Division/Unit

Agency Department of Public Safety
And Correctional Services

Division of Pretrial
Detention and Services

Item
No.

a)
b)
c)
d)
e)

a)
b)
c)
d)
e)
f)

g)
+ h)

Description

_—
11. Tool Inventory/lnspection Forms:

Maint (shop)

Maint (t bx)

Maint (fir/ladders)
Fleet Office

Key Control Office
Dietary

Supply Room
Health & Safety
Outside Contractors
Duty Capt.

- Security Chief

MDC Kitchen

RDCC

MDC North (clippers)
MDC South (clippers)
Annex (clippers)
Juveniles (clippers)
WDC Supv (clippers)
Ji (clippers)

RLP (clippers)

O’B Hs (clippers)
Tool Control Officer (clippers)

12. Tool Issue/Return Forms:

Maint Office
Health & Safety
Dietary

Fleet Office
Duty Capt.
Security Chief
MDC Kitchen
RDCC

Retention

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

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

Figure 3A

- 28 -



DEPARTMENT OF GENERAL SERVICES

Schedule No. __—H

DGS 550-1A

Figure 3A

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) JI (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

RECORDS MANAGEMENT DIVISION 2305
RECORDS RETENTION AND DISPOSAL SCHEDULE Page g of 22
(Continuation Sheet)
Agency Department of Public Safety Division/Unit pyigion of Pretrial
And Correctional Services Detention and Services
item Description Retention
No.

e e e ———

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, then
destroy. »

(Rev. 1/33)

- 28 -



DEPARTMENT OF GENERAL SERVICES Schedule No.

RECORDS MANAGEMENT DIVISION 2305
RECORDS RETENTION AND DISPOSAL SCHEDULE Page g of 22
(Continuation Sheet)
Agency Department of Public Safety Division/Unit Division of Pretrial
And Correctional Services Detention and Services
Item Description - Retention
No.
_—%
21. On-Call Schedules:
a) P.A.
b) Pysch
Retain for two (2) years
22. Emerg Medical Equip Checklist: or untit MCCS audit
a) MDC Clinic requirements have
b) WDC been fulfilled, then
c) IMHU destroy. »)
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

DGS 550-1A (Rev. 1/33)

Figure 3A o8-




DEPARTMENT OF GENERAL SERVICES Schedule No.

RECORDS MANAGEMENT DIVISION _ 2305
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 10 of 22
(Continuation Sheet)
Agency Department of Public Safety Division/Unit Division of Pretrial
And Correctional Services Detention and Services
item Description - Retention
No. :
a) IMHU
b) WDC Infirmary
c) Dispensary Retain for two (2) years
or until MCCS audit
31. Sched. Drug Count/Verification Sheet: . requirements have .
a) IMHU been fulfilled, then
~b) Dispensary ' destroy. )

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
¢) WDC Infirmary
d) WDC Intake
e) Dental

36. Dental Daily Needle Log

37. Dental Lidocaine Record

DGS 550-1A (Rev. 1/33)

Figure 3A - 28 -




DEPARTMENT OF GENERAL SERVICES Schedule No.

RECORDS MANAGEMENT DIVISION 2305

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 11 of 29
(Continuation Sheet)
Agency Department of Public Safety Divisio/Unit  pyyigion of Pretral
And Correctional Services Detention and Services
item Description - Retention
No.
38. Count Correct Form:
a) IMHU
b) Clinic
c) WDC Infirmary Retain for two (2) years
d) WDC Intake or until MCCS audit
requirements have
39. Acupuncture Inventory/Usage Form: been fulfilled, then
a) MDC destroy )
b) WDC

40. Meal Summary Sheets:
a) MDC
b) WDC
c) JURLP/O’B HS
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) J

DG5S 550-1A {Rev. 1/93)

Figure 3A - 928 -




DEPARTMENT OF GENERAL SER=V|CES Schedule No.

RECORDS MANAGEMENT DIVISION 2305

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 12 of 22
(Continuation Sheet)

Agency Department of Public Safety Division/Unit  piyigion of Pretrial
And Correctional Services Detention and Services
item Description - Retention
No.
46. Refridgeration/Dish Machine Temps:
a) MDC
b) WDC
c) J Retain for two (2) years
or until MCCS audit
47. Utensil inventory Forms: requirements have
a) MDC (main kitchen) been fulfilled, then
b) MDC (catering) destroy. )
c) Ji
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) Annex1

b) Annex 2

c) Annex3

d) Annex 4

e) MDC Seg

f) Juv (male)

g) Juv (female)

h) Wyatt

i) RLP

i) OBHs

k) Ji

) WDC Post #90

m) WDC Post #86 Seg.
* n) WDC RDCC

DGS 550-1A (Hev. 1793)

Figure 3A - 28 -




DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION . 2305
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 13 of )
. . 2
(Continuation Sheet) ‘
Agency Department of Public Safety Divisior/Unit Division of Pretrial
And Correctional Services Detention and Services

Item Description - Retention
No.

%
Uniform Issue/Return Log (con’t):

o) WDC Post #83

p) WDC SAP
q) Building Constr. Retain for two (2) years
r) Laundry or until MCCS audit
s) Health & Safety requirements have
t) Paint & Sanitation been fulfilled, then
_u) Storeroom destroy. «)
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. iInmate 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’

DGS 55014 (Rev. 1/93)

Figure 3A - 28 -




i DEPARTMENT OF GENERAL SERVICES Scheduie No.
RECORDS MANAGEMENT DIVISION 2305
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of -
(Continuation Sheet)
Agency Department of Public Safety Divisiorv/Unit Division of Pretrial
And Correctional Services Detention and Services
item Description Retention
No. :

DGS 550-1A (Rev. 1/33)

Figure 3A

| R R R rrrrBREBRE=DDd—— e —Y—Dm T/, —/e———————,——_——e—,————mmm————
_ |

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 Li'brary 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”

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, then
destroy. @)

-98 -




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.

2305

Page 15 of 22

DGS 550-1A

Figure 3A

Agency Department of Public Safety Division/Unit DIVISIO'n of Pretrial '
And Correctional Services Detention and Services

Item Description - Retention

No.

El. 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. Worksheets:
.a) MDC
b) WDC
c) J
d) RLP
e)- O'BHS

2. Tour Sheets (DPDS #252-94):
a) MDC
b) WDC
c) J
d) RLP
e) O'BHS

3. Weekly Supv Security Inspection Forms (DPDS
#238-94):
a) Area1t
b) Area2
c) Area3
d) Aread
e) Areab
f) Areab
g) Area?7

4. Random Drug/Alcohol Test Records

5. BCDC Count Sheets

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilied, and hold
for an additional six (6)
months; then destroy. @)

Rev. 1753)

- 928 -




DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION 2305
RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet)

Agency ivisi i
Department of Public Safety Division/Unit Division of Pretrial

And Correctional Services Detention and Services

16 22

:Gem Description - Retention
0.

L C
6. Samples: Section Activity Sheets

fy MDC
g) WDC

h) Jd
i)) SLp Retain for two (2) years

i) O'BHS or untit MCCS audit
requirements have
7. Post Order Sign-Off Sheets been fulfilled, and hold
a) MDC for an additional six (6)
b) WDC months; then destroy. @

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) MDC Seg

b) MDC P/C

c) MDC Isol/Secl

d) MDC Sect Lock

e) WDC Seg

f) WDCPIC

g) WDC Isol/Secl

10. Suicide Watch Records
a) MDC
b) WDC

DGS 550-1A (Rev. 1753)

Figure 3A - 28 -




DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION 2305
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 17 of 22
(Continuation Sheet)

A enc X a . . .
gency Department of Public Safety Division/Unit Division of Pretrial

And Correctional Services Detention and Services

item Description - Retention
No.
L R R == )
11. 30-Day Reviews:
a) Seg
b) PIC

] . Retain for two (2) years
12. Internal Fire Safety Inspection Forms (DPDS or until MCCS audit

#221-010): requirements have
a) MDC (N,S,WYTT) been fulfilled, and hold
b) mggtena"ce"’- Plant for an additional six (6)
:;)) N EBDAC months; then destroy. @)
e) RLP
f) -O'BHS _
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) J
d) RLP
e) O'BHS

18. State Fire Marshall's Annual Inspections

DGS 550-1A (Hev. 1793)

Figure 3A . 28 -




DEPARTMENT OF GENERAL SERVICES Scheduie No.
RECORDS MANAGEMENT DIVISION 2305
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 18 of
(Continuation Sheet) 2
Agency Department of Public Safety Division/Unit Division of Pretrial
And Correctional Services Detention and Services
Item Description - Retention
No.

Figure 3A

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,
(DPDS #187-94):

a) Maintenance

b) P. Plant/Shed

c) Dietary

d) Health & Safety

e) Building Constr

f) Supply Room

g) RLP

h) O'BHS

i) Fleet Office
Security Chief
Dietary Maintenance
1) Commissary
Training Dept.
WDC Health & Safety

& Flammables Inventory/Use

Retain for two (2) years
or until MCCS audit
requirements have
been fulfilled, and hold
for an additional six (6)
months; then destroy. @

DGS 550-1A (Rev. 1/33)

- 98 -




DEPARTMENT OF GENERAL SERVICES

Schedule No.

a) MDC North
b) MDC South
c) MDC Annex/Wyatt
d) MDC Medical
e) WDC Medical
f) Maintenance
g) P.Plant

h) WDC

iy J

i) 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) M
d) RLP
e) O'BHS

29. Vehicle Log Books (searches)

30. Section & Attorney Visit Log Books

RECORDS MANAGEMENT DIVISION 2305
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 19 of 22
(Continuation Sheet)
Agency Department of Public Safety Division/Unit Division of Pretrial
And Correctional Services Detention and Services
Item Description Retention
No.

ywo.— -

23. Weekly Sanitation Inspections:

Retain for two (2) years
of until MCCS audit
requirements have
been fulfilled, and hold
for an additional six (6)
months; then destroy. @

Figure 3A . 28 -




DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION 2305
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 20 of 22
(Continuation Sheet)
Agency Department of Public Safety Division/Unit Division of Pretrial
And Correctional Services Detention and Services

item Description - Retention
No.

No.
CW——_}
This series includes documents, forms, and other Izetam until superceded,
materials that are retained for future review by the then destroy ()
Maryland Commission on Correctional Standards
(MCCS).

1. Master Schedule

2. Master Listings:

a) Security Equipment

b) Radios

c). 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

DGS 550-1A (Rev. 1/83)

Figure 3A - 928 -
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DEPARTMENT OF GENERAL SERVICES Schedule No. |
RECORDS MANAGEMENT DIVISION 2305
RECORDS RETENTION AND DISPOSAL SCHEDULE Page ¢ Of 2 Il -
(Continuation Sheet)
Agency Department of Public Safety Division/Unit Division of Pretrial
And Correctional Services Detention and Services
item Description - Retention
No.
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10. Dietary Inmate Job Descriptions
11. Pest Control Contract / Amendments
12. Trash Removal Contract/ Amendments

13. Emergency / Disaster Plan M.O.U.s

D 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. Weekly Supv Security inspection Forms (DPDS
#238-94):
h) Area1
i) Area2
j) Aread
k) Aread
1) Areas
m) Area 6
n) Area?7

2. Random Drug/Alcohol Test Records

3. BCDC Count Sheets

Retain until superceded,
then destroy. )

Retain for three (3) years
or until MCCS audit
requirements have been
fulfilled, then destroy. i)

DGS 550-1A (Rev. 1/93)
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'E. COMPLIANCFE SERIES Retain for six (6) months;’
This series includes documents, forms, and other then destroy. &)
materials that are temporarily retained for sample
purposes.

1. Section Activity Sheets:
k) MDC
) WDC
m) Ji
n) RLP
o) OBHS

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