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CASES

This series contains the original of all court files and
records ordered to be expunged and any unitized microform
of the records for multiple defendants. This includes the
original case file and other court records relating or refemng
to the action or proceedings.

AM,_MM

Sdu&h Autherl sed by
Hell of Rocords Commission

Signetute YM . (74

A VIR ON
ltem | AMENDMENT TO SCHEDULE 655, SECTION IX ITEMS 1 & 2
Neo. © Deseription Retention
1 EXPUNGED RECORDS FOR SINGLE DEFENDANT
CASES
Thls series contains the original of all court files and Retain expunged records and
records ordered to be expunged and any unitized microform indices for 3 years, then
of the records for a single defendant. This includes the destroy by shredding or
original case file and other court records relating or referring remove to a separate secure
to the action or proceedings. area.
Destruction shall promptly be
reported to the Records
Management Division of the
Department of General
Services.
2 EXPUNGED RECORDS FOR MULTIPLE DEFENDANT

Retain expunged records and
indices for 3 years or until the
prison terms, if any, of all co-
defendants convicted in the
action have been served,
whichever is greater; then
destroy by shredding or
remove to a separate secure
area. '

Destruction shall promptly be
reported to the Records

Management Division of the
Depattment of General
Services.
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JHSTRUCTIGNS - -TYPE OR PRINT A | DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO RGAD
¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE or .
‘s 350-1) ‘ JESSUP, MARYLAND 20794 —
¥ DEFARTMENT / AGENCY 2. plvision 3. UNIT
Judiciary Circuit Court Charles Cow:

-] ) ror
DEFIN1T1ON-RECORD SERIES.® SMOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPORES :

4. RECORD SERIES TITLE ) - 8. EARLIEST YEAR/LATEST YEAR
1976 4o continuous

Expuhged Cases

oN/Dpoc TS/FORMS FOUND
6. RECORD SERIES DESCRIPTION ‘IRIIFLY DESCRIBR THK TYPES OF INFORMATION/DOCUMENTS/
: ‘sN 'THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THK SERiES)

EXPUNGED RECORDS FOR SINGLE DEFENDANT CASES

This series contains the original of all court files and records
ordered to be expunged and any unitized microform.of the records for a
single defendant. This includes the original case file and other court
records relating or referring to the action or proceedings.

7. RECORD SERIES FORMAT{S) " | 8. RECORD SERIES SEQUENCE 9. VOLUME

O FILE DRAWER(S)

0O MICROFILM REEL(S)
LEGAL SIZE 0O COMFUTER TAPE | ¥ NUMERICAL 5 €.f. 5 compuTER TAPE(S) i

o L.E'I'I'ER SI1ZE O MICROFILM ¥ ALPHABETICAL

’ ’ NUMBER n :
BOUND BOOK U FLOPPY DISK O CHRONOLOGICAL ) OTHER(SPECIFY) ;
0O AUDIO TAPE 0O VIDEO TAPE 0 GEOGRAPHICAL 1o, ACC TioN
a OTHEE(SPECIFY) O OTHER{SPECIFY) O FILE DRAWER(S)

1/2 c.f O MICROFILM REEL(S)
RUMBEK O COMPUTER TAFPE(S)
O OTHER(SPECIFY)
''- piLE 1S USED Never used after expunged | '?* FILE BECOMES INACTIVE AFTER ‘

3 o X YEAR(S
a o] a] Y MONTH( S ) (8)
. DAILY WEEKLY MONTHL. RURTYE .
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
Cl}arle_zs County Courthouse' tir ves, sreciry raency or orrice)
Circuit Court Clerks' Office 0OvyEs ¥ NO
2nd floor File Room-secured _area
15. ACCESS RESTRICTIONS YEsS ONO 16, AUDIT REQUIREMENTS

(ir ves, ciTx LAW(s) & REGULATION(S)

] o a ERAL 0O INDEPENDENT
MR 4-512(f) NONE STATE FED |

17. IS AN INDEX SYSTEM USED? (i1r YRS.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE)

18. RECOMMENDED RETENTION Retain expunged
records and indices for 3 years, then
destroy by shredding or remove to a -
separate secure area. Expunged records
shall not be transferred to any Hall of
Records facility. Destruction shall
promptly be reported to the Records
Management Div. of the Hall of Records—

19. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUBIER1SS1on. .. oagp
Donna G. Burch, Clerk 301/932-3202 March 28, 1991

0OYEs & NO

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 PA o

DGS 550-1) JESSUP, MARYLAND 20794 o Fe—
DEFPARTMENT / AGENCY 2. DIVISION 3. UNIT

Judiciary- Circuit Court Charles Co.

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE
Expunged Cases

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

8. EARLIEST YEAR/LATEST YEAR
1976 <o continuous

‘IN 'FHE SERIES.

ing to the action or proceedings.

6. RECORD SERIES DESCRIPTIW (IRIIPLT DESCRIBEKE THE TYPES OF INPOMTION/DOCMTB/'OM FOUND

EXPUNGED RECORDS FOR MULTIPLE DEFENDANT CASES

This series contains the original of all court files and records ordered
to be expunged and any unitized microform of the records for multiple defendants|
This includes the original case file and other court records relating or referr-

INCLUDE THE PURPOSE OR PFUNCTION OF THEK SEFIES)

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

& LEGAL SI1ZE O COMFUTER TAPE
'l’am;u:aoa< O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
B ALPHABETICAL
3|nnsnuum
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

O FILE DRAWER(S)
D MICROFILM REEL(S)
3 COMPUTER TAPE(S)
¥ oTHER(SPECIFY)

5 c.
NUMBER

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
1/2 c £.0 MICROFILM REEL(S)
RUWEPH O COMPUTER TAPE(S)

8 orpen(sPeciEY)

FILE 1S USED Never used after expunged | !2: FILE BECOMES INACTIVE AFTER
0 pailLy 0 WEEKLY O MONTHLY 3 O MONTH(S) ¥ YEAR(S)
: RUNEER

13. CURRENT LOCATION(S) (ELDG.,FLOOR, ROOM)
Charles County Courthouse

Circuit Court Clerks' Office

2nd floor - file room - secureéed area

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

- -—'/
tir vyes, serECiIFY raENcY OR OFFicCE)
ovyes B nNo

18. ACCESS RESTRICTIONS XyEs O nNo
{(ir vyms, ci1Tk Law(S) & rREGULATION(S)

MR 4-512 (f)

16. AUDIT REQUIREMENTS

8 NoNE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (I1Ff YRS.EXPLAIN

BRIERFLY AKND DESCRIBE ANY HAHD-ARE_/ SOFTWARE )

O YEsS X NO

18. RECOMMENDED RETENTION Retain éxpunged
records and indices for 3 years or until
the prison terms, if any, of all co-

| defendants convicted in the action have

been served, whichever is greater;

destroy by shredding or remove to a
separate secure area. Expunged records
shall not be transferred to any Hall of

then

|9. NAME AND TITLE OF PREPARER

Donna G. Burch, Clerk of
the Circuit Court-Charles Cé¢.

TELEPHONE NUMEER

301/93273202

Records fac. 2??Eﬁyft10n shall promptly

March 28, 1991

DGS 350-4 (REVISED 2/87)

con't from above

be reported to the_Records Management
Division of the Hall of Records

Commission.




