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Jj^nd Correctional Services _ Detention and Services

Intern -
|No.

1 .

T

Description
• . . _ • - - - . . . ' -

CENTRAL RECORDS INMATE COMMITMENT RECORDS
(ORIGINAL DOCUMENTS)

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

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

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

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

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

Retention

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

Schedule Authorized by State Archivist

V 6

lev.
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

^RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 1595

Page of
2 3

;ncy
||Department of Public Safety
and Correctional Services

Division/Unit

Division of Pre-trial
Detention and Services

Description Retention

INMATE COMMITMENT RECORDS
(MICROFICHED DOCUMENTS)

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

COMPUTER PROCESSING SYSTEM

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

MANUALS

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

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

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

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

Retain for two
then destroy.

2) yea :s

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

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1595

Page of

ency
epartment of Public Safety

Correctional Servicesand

Division/Unit
Division of Pre-trial
Detention and Services

Item
No.

Description

FORMS

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

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

GENERAL CORRESPONDENCE

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

Retention

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

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

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

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

Figure 3A - 28 -



MSTRUCTICKS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORO SERIES. FORWARO WITH RECOROS RETENTION

SCHEEULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO

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

AGENCY RECORDS INVENTORY

Page . Of

OEPARTMENT/AGENCY

^ftartment of Public Safety
and Correctional Rervirps

2. DIVISION

Division of Pretrial
3. UNIT

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

*. RECORD SERIES TITLE

CENTRAL RECORDS INMATE COMMITTMENT RECORDS

5. EARLIEST YEAR / LATETEST YEAR

1 9 9 1 TO

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

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

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

f.
g-
h.
1.

j-

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

u. Supeona
"V. certir ication

8. RECORD SERIES SEQUENCE

D Alphabetical

}& Numerical

a Chronological

D Geographical

a Other (Specify)

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

X) Letter Size o Microfilm

Legal See o Computer Tape •

Q Bound Book a Floppy Disk

D Audio Tape D Video Tape

a Other (Specify)

23,600
Numoer

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

• Cther (Specify)

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

23,600
Numper

11. FILE IS USED

JS Daily D Weekly Q Monthly

12. FILE BECOMES INACTIVE AFTER

1
Numper

D Month(s) )fc Year(s)

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

Jail Industries Building
Record Retention Room

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

D Yes X No

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

K Yes Federal Privacy & cSesaarity
Act

16. AUDIT REQUIREMENTS

tX None a Siate D Federal c Independen:

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

a Yes & No

18. RECOMMENDED RETENTION

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

• i iV 'NAfKCf ND'TTTCE*QP^REPARER

'dchard A. Bradley

-20:- TELEPHONE NUMBER

410-637-1361

,.,21. DATE

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

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISEO RECORD SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT/AGENCY

B^rtment of Public Safety
a V Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O. BOX 275 • JESSUP. UARYLANO 20794

2. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVtNIUKK

Page Of

3. UNIT

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

4. RECORD SERIES TITLE

INMATE COMMITMENT RECORDS

5. EARLIEST YEAR / LATETEST YEAR

1991 TO

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

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

7. RECORD SERIES FORMAT(S)

a Letter Size y? U\acU\m(MiCROFICH£)

^ ^ k Legal Size a Computer Tape '

• Bound Book o Floppy Disk

D Audio Tape • Video Tape

• Other (Specify) ' '

11. FILE IS USED

% Daily 0 Weekly a Monthly

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

Jail Industries Building
Record Retention Room

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

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

Act

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

II a Yes c No

•
pj.V H*^"AND1mtEfQF"PREPARER

Richard A. Bradley

8. RECORD SERIES SEQUENCE

0 Alphabetical

CX Numerical

D Chronological

0 Geographical

a Other (Specify)

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

23,600
Number

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

D Computer Tape(s)

D Other (Soecifv)

23,600
Number

12. FILE BECOMES INACTIVE AFTER

1 a Montn(s) §£ Year(s)

Number

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

a Yes Si- No

16. AUDIT REQUIREMENTS

Xi None a Slate G Federal c Independent

18. RECOMMENDED RETENTION

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

•20. .TELEPHONE NUMBER

410-637-136L

2*. DATE

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

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE |DGS 550-1)

DEPARTMENT/AGENCY

^teartment of Public Safety
W i Correctional Services

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

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

2. DIVISION

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

AGENCY RECORDS INVENTORY

Paae Of

3. UNIT

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

4. RECORD SERIES TITLE

COMPUTER PROCESSING SYSTEM

5. EARLIEST YEAR / LATETEST YEAR

1991 T 0

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

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

7. RECORD SERIES FORMAT(S)

X i Letter Size X Microfilm

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

a Bound Book a Floppy Disk

a Audio Tape o Video Tape

• Other (Soecifv)

11. FILE IS USED

X Daily a Weekly a Monthly

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

J a i l Industries Building
Record Retention Room

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

Xi Yes Federal Privacy & cSestority
Act

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

^ a Yes fS Nn

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

8. RECORD SERIES SEQUENCE

a Alphabetical

sf Numerical

a Chronological

a Geographical

a Other (SDecifvl

9. VOLUME
a File Drawer(s)

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

12
Number

10. ANNUAL ACCUMULATION
a File Drawer (s)

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

Numbei

12. FILE BECOMES INACTIVE AFTER

1 • Mcnthfs) <X Year(s)

NumDer

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

a Yes ^3 No

16. AUDIT REQUIREMENTS

M None a Stste a Federal c Independent

18. RECOMMENDED RETENTION

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

20. TELEPHONE NUMBER

410-637-1361

21. DATE

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

Figure 1 - 25 -



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

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE |0GS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

DEPARTMENT/AGENCY

it of Public Safety
Correctional Services

^kartrnent
aW Correc

2. DIVISION

Division of Pretrial
Detention and Services

3. UNIT

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

4. RECORD SERIES TITLE

MANUALS

5. EARLIEST YEAR / LATETEST YEAR

1991 T 0

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

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

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

7. RECORD SERIES FORMAT(S)

CX Lelter Size Q Microfilm

Legal See n Computer Tape '

a Bound Book o Floppy Disk

a Audio Tape a Video Tape

D Other (Specify) '

8. RECORD SERIES SEQUENCE

a Alphabetical

5( Numerical

D Chronological

D Geographical

a Other (Specify)

9. VOLUME

10

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

o Computer Tape (s)

D Other (Specify)

Numoer

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

• Computer Tape(s)

D Other (Specify)
10

NumDer

11. FILE IS USED

d( Daily D Weekly • Monthly

12. FILE BECOMES INACTIVE AFTER

2
Number

Month(s) & Year(s)

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

Jail Industries Bldg.
Record Retention Room

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

D Yes IX No

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

D Yes - K No

16. AUDIT REQUIREMENTS

X None G State • Feaeral c Independent

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

describe any hardware/software)

Xi No

18. RECOMMENDED RETENTION

Retain for two (2) years, then destroy

Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

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

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT/AGENCY

^^artment of Public Safety
mm Corrprt-ionai Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

2. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Paqe Of

3. UNIT

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

4. RECORD SERIES TITLE

FORMS

5. EARLIEST YEAR / LATETEST YEAR "

1991 TO

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

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

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

7. RECORD SERIES FORMAT(S)

)P Letter Size a Microfilm

^^k Legal Size a Computer Tape '

• Bound Book a Floppy Disk

n Audio Tape • Video Tape

a Other (SDecifv)

11. FILE IS USED

56 Daily D Weekly o Monthly

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

Jail Industries Building
Central Records Office

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

56 Yes Federal Privacy .So S^eurity
Act

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

describe any hardware/software)

^ _ . -a • Yes • •• % -No

Richard A. Bradley

8. RECORD SERIES SEQUENCE

o Alphabetical

rX Numerical

o Chronological

D Geographical

D Other (SDecifv)

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

23,600
Number

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

23.600
NumDer

12. FILE BECOMES INACTIVE AFTER

1 X Month(s) 0 Yearfs)

Number

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

D Yes 5fc No

16. AUDIT REQUIREMENTS

K None Q Slate • F

18. RECOMMENDED RETENTION

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

20. TELEPHONE NUMBER

410-637-1361

ederal c Inceoendsr,;

they are no longer

21. DATE

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

Figure 1 - 25 -



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

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

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

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

AGENCY RECORDS INVENTORY

Page . Of

DEPARTMENT/AGENCY

it of Public Safety^^artment
2. DIVISION

Division of Pretrial
npf-pnt-inn and Services

3. UNIT

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

4. RECORD SERIES TITLE

GENERAL CORRESPONDENCE

5. EARLIEST YEAR / LATETEST YEAR

1991 TO

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

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

7. RECORD SERIES FORMAT(S)

X Letter Size o Microfilm

Legal See o Computer Tape •

a Bound Book a Floppy Disk

a Audio Tape o Video Tape

D Other (Specify) '

8. RECORD SERIES SEQUENCE

D Alphabetical

X) Numerical

D Chronological

D Geographical

• Other (Specify)

9. VOLUME

'2 ,000
Number

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

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

2,000
N I'noer

11. FILE IS USED

55 Daily a Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

1
Number

a Month(s) X2 Ye2r(s)

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

Jail Industries Building
Record Retention Room

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

a .Yes }p No

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

a Yes ; > rJ£ No

16. AUDIT REQUIREMENTS

Sf None a State a Federal s Inoeoenden;

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

X No

18. RECOMMENDED RETENTION

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

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

20. TELEPHONE NUMBER

410-637-1361

21. DATE

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

Figure 1 - 25 -


