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- 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.
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Schedule Authorized by State @gﬁhwlst
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"OGS 550-1 (Rev. 1/93)
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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)
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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)
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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.
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. 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

25 -




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
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(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




