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April 22, 1994

Mr. Kevin J. Swanson
Maryland State Archives
3 50 Rowe Boulevard
Annapolis, Maryland 21401

Dear Mr. Swanson:

RE: Your discussion with Ms. Betty Wolfe of my staff on
April 20, 1994.

Records Retention and Disposal Schedule No. 1224 authorized
by the State Archivist on July 16, 1990, is designated for
the CJIS Central Repository of Data Services Division,
Department of Public Safety and Correctional Services. A
reorganization of Data Services was approved by the
Department of Budget and Fiscal Planning on August 20, 1993.
Review of internal procedures indicated that it would be
appropriate for Schedule 1224 to apply to the entire
division rather than to be limited to the Central
Repository.

We would appreciate your assistance in this redesignation.
It is understood that expansion of the schedule may
subsequently be required. Should you require further
information, please contact me at 764-4508.

Yours truly,

William H. Niemeyer II
Director
Administrative & Fiscal Services
Data Services Division

WHN:bw
cc: Paul E. Leuba
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DCS-obU-LA RECORDS RETENTION AMD DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDUU
NO.

1 ??A
*A«
NO. 2 of 9

No. Description Retention

1.0

1.1

1.2

1.4

t.

1.6

2.0

12.1

ADMINISTRATIVE

Records Management

Contains a copy of applicable filing and retention
schedules. *"

Records Transmittal and Receipt

Contains a completed copy of DGS-RM-550-5 form,
copy maintained by the State Records Center.

1.3; Certificate of Records Disposal

j i Record copy maintained by State Records Center.

Record

Meeting Minutes

Contains minutes of meetings.

Application for Access to Public Records

Contains all copies of approved Applications for Access
to Public Records.

General Correspondence

Routine correspondence.

PERSONNEL

Employee Work and Leave Reports

Contain reports documenting hours worked and leave taken
on the bi-weekly Employee Work and Leave Report.

Retain the schedule as a
perpetual file by updating
when ammended or revised.

Retain copy for three (3) years
Transfer to State Records !
Center for 22 yrs.,
destroy.

then

Retain the non-record copy for
one (1) year, then destroy.

Retain permanently. Transfer,
periodically to Maryland State
archives.

Retain for three (3) years.
Then forward to State Records
Center for destruction after
twenty-five years additional
retention.

Retain three (3) years or until
no longer heeded. Then destroy.
Any policy directive or history
of planning would retain per- ;
manently. Transfer''periodically
to Maryland State archives.

Keep current year, plus one (1)
year then transfer to State-
Records Center for additional
two (2) years. Then destroy.



UCS-D3U-LA RECORDS RETENTION AND DISPOSAL SCHEDULE

m
No.

2.2

i

2.3

2.4

2.5

•
:
|
1
[

1

2.6

•

I
f

2.7

•

(CONTINUATION SHEET)

Description

Employee Payroll Exception Reports

Contains reports summarizing information obtained from
the Employee Work and Leave Report. Record copy
maintained by the Department of Public Safety and
Correctional Services Finance Division.

Personnel Roster

Contains copies of the official alphabetical rosters.

Overtime/Compensatory Time Records

Contains copies of documents used for the authorization
and control of overtime and compensatory time.

Auxiliary Personnel Records

Documents included in these folders are duplicates or
extracts of documents filed in the official personnel
folder. Record copy maintained by the Personnel Section
of Data Services Division. Exception: Certain other
personnel documents which must be kept for a limited
period of time as a reference shall also be included in
this file. Will be subdivided as indicated:

Request for Transfer or Withdrawal
Personnel Information Form
Efficiency Ratings
Founded Complaints and Records Involving

Disciplinary Action
Commendations
Leave Record
Secondary Employment
Miscellaneous Material.

Personnel Leave Jackets

File contains all copies of A & S Reports, Leave Requests
pertinent correspondence concerning "administrative
leave", documentation relative to any event which needs
explanation during a work period.

Leave Records

Record of all personnel's leave usage and earned.

SCHCDUU

MO. 1 2 2 4

PAGE

MO. 3 of 9

Retention

Keep current year plus one (1)
year then transfer to State :
Records Center for additional ;
two (2) years. Then destroy. :

Retain until superseded, then
destroy.

Keep current year plus one (1)
year then transfer to State
Records Center for additional
two (2) years. Then destroy.

t

Retain a u x i l i a r y file as long j
as individual is employed. When
individual is transferred,
retires, resigns, etc., forward]
file to Personnel Division.

Retain file as long as individ-
ual is employed. When individ-
ual is transferred, retires,
resigns, etc., forward file to
Personnel Division.

Keep current year plus one (1)
year then transfer to State
Records Center for additional
two (2) years. Then destroy.



D G S - D D U - I A RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHCDUU
HO.

1 ?9/l
PAGE
NO. 4 of 9

Description Retention

Leave Accounting File
Contains paper copy of leave balancing for all
individuals of the Repository.

Change Reports

Contains all changes made to leave records after the
computer has been updated for the previous pay period.

Personnel Sign In/Out File
Contains each employee's sign in/out for each pay period;
(showing starting time, breaks, lunch, and ending times.

Exception Reports (Regular and Contractual)

Contains any payroll exceptions transmitted to DPSCS
Finance Division during a pay period.

Personnel In-transit Forms

Contains information transmitted to DPSCS Finance
Division listing any payroll adjustments for each
individual.

Recruitment

Contains application packet, specification sheets,
eligibility lists, interview schedules, selection
criteria, and related materials and recruitment forms.

Insurance

Contains correspondence relating to insurance (flyers,
brochures, and related materials).

Employee Organizations

Contains correspondence relating to employee organizations
such as MCEA, Credit Union, and Blood Assurance Program.

FISCAL

Daily Cash Receipt Books

Receipt books used to record fees received for copies of
various reports, applications and photographs.

Current year plus one (1) year
then transfer to State Records
Center for two (2) years.Then
destroy.

Current year plus one (1), then
transport to State Records
Center for two (2) years.
Then destroy.

Retain current year plus one
(1), then transfer to State
Records Center for two (2)
years. Then destroy.

Current year plus one (1), then
transfer to State Records Center,
for two (2) years. Then destroy.

Retain current year plus one
(1) then transfer to State
Records Center for two (2) years
Then destroy.

|
Retain until amended or revise,
then destroy.

Retain until amended or revise,
then destroy. •

Retain until amended or revise,
then destroy;

Retain for three (3) years, and
until audited, then destroy.



DGS-obU-lA RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDUU
HO. 1224

PAGE
MO. 5 of 9

Description Retention

3.2

3.3

3.4

3.5

•

3.6

3.7

4.0

4.1

Daily Cash Receipt Eile~

Contains copies of forms used to receipt for and transmit
to MSP Finance Division*1, fees received for copies of
various reports and/or photographs.

Invoices Forwarded for Payment

Contains copies of invoices received directly from vendor
and forwarded for payment. Record copy maintained by MSP
Finance Section.

Budget Requests, Authorizations

Contains copies of documents relating to budget requests
for equipment, personnel, and training. Record copy
maintained by Finance Section.

Cap-ital Equipment Inventory & Improvements

Contains records relating to inventory of furniture,
typewriters, files, and related equipment; contains copie:
of warranties, loss or damage to capital equipment,
requests for repairs or salvage, improvement receipts,
etc. Record copy is maintained by Data Services Division
Headquarters.

Audit Reports

Contains any fiscal
^1 * H ^ >4B ̂ t I A tf« ^t ^h ^L ^J . a ij ^M ««

Contains any fiscal report required or requested by
Department of Budget and Fiscal Planning, or any other
responsible authority. Record copy is maintained by

Services Division, Headquarters.Data

Contracts

Create files as needed. Contains copies of initial
contracts for leased office equipment, service contracts
for office equipment, copies of vendor contracts.

OPERATIONS

Master Criminal Fingerprint File

Fingerprint cards covering reportable events are for-
warded to the Central Repository from all law enforcement
agencies in the state.

Retain for three (3) years, and
until audited, then destroy, j

Retain non-record copy one (1)
year, then destroy.

Retain non-record copy five (5
years, then destroy.

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

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

Retain three (3) years after
date of expiration and until ;
no longer needed, then destroy.:

Retain permanently. Transfer
periodically to Maryland State
archives.



DCiS-UiU-lA RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

No.

SCHEDUU
NO. 1 2 2 4

PAGE
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Description Retention

4.2

,4.3

4.4

4.5

1^6

4.7

J4.8

!4.9

Master Non-Criminal Fingerprint File

Fingerprint cards for employees, applicants, and
licensees of organizations specified by law, regulation
or petition to the/Secretary of Department of Public
Safety and Correctional^ervices are forwarded to the
Central Repository for processing and filing.

Duplicate Fingerprint File

Duplicate or subsequent fingerprint cards received from
criminal justice and non-criminal justice agencies are
received, processed and filed separately from the master
file.

Deceased Fingerprint File
t

! Fingerprint cards removed from the master and duplicate
• files when the subject has been identified as being
deceased by fingerprint supported data.

Inactive Fingerprint File

Fingerprint cards removed from the master and duplicate
files when the subject is 80 years old;

Petition File, et al

Contains open and closed petitions received from the
court systems in the processing of an expungement and
other associated correspondence. Record copy of petition
maintained at the courts.

MD State Police's Expunged Cases

Contains petition, court order, all CHRI print outs,
fingerprint card or index card relating to incident
unsupported by fingerprints, buck slips, copy of
certificate of compliance, and all other related
correspondence produced or received in the processing
of an expungement. Retained in manila folders.

Expungement Case File

File contains petitions* court orders-, and related
correspondence. Expunged fingerprint cards and other
documents are returned to the originating agencies.

Child Care Background Investigation File

File contains' applications for background investigations,
computer printouts, FBI processed fingerprint cards, and
related correspondence.

Retain permanently. Transfer i
to Maryland State archives
periodically.

Retain permanently. Transfer
to Maryland State archives
periodically.

Retain permanently. Transfer
to Maryland State archives
periodically.

Retain permanently. Transfer
to Maryland State archives
periodically.

Retain current year plus two
(2) years, then destroy.

Retain current year plus one
(1) year,.then destroy.

Retain in current active' file
for three (3) years then destroy.

Retain in active file for two
(2) years; transfer to State
Records Center for additional
ten (10) years, then destroy.



DGS-^U-IA RECORDS RETEMTIOU AND DISPOSAL SCHEDULE
iCONTINuATION SHEET)

Description

SCMEDUU
NO.

1224
PAGE
MO. 7 of 9

Retention

4.10 Child Care Disclosure File

File contains applications for background investigation
when only a disclosure statement is required.

4.11 Criminal Arrest File

(Supported by B.I. No.) Contains copies of those arrests
which are supported by B.I. numbers (MSP Form 53). These
arrest reports which also show case disposition are
received from all Maryland State Police installations.

4.12J Criminal Arrest File
1 (Unsupported by B.I. No.) Contains copies of those

arrests which are not supported by B.I. numbers
(MSP.Form 53).

4.14

4.15

4.16

4.17

Criminal Arrest File

(Juvenile) Contains copies of criminal arrest reports
and case dispositions which are supported by B.I. number.

Barrack Identification File

(B.I.) 16m microfilm of criminal case records containing
criminal data on subjects arrested between 1935 and 1965

Criminal Rap Sheet File

16m microfilm of FBI and other law enforcement agencies
copies of subjects criminal arrerst reports and
disposition.

Criminal History Record Inspection File

Contains completed application of an individual
to review and inspect criminal
concerning the applicant.

requestin
history record information

Master Fingerprint Files (appi.)
Master fingerprint cards (Applicant) which have been
stored on.micro-film cartridges.

Criminal Arrest Report (CAR)
Criminal arrest report numbers 00001 to 19999, case.files
of arrest and dispositions. These reports support the
arrest supplied by fingerprints.

Retain in active file for two
(2) years, transfer to St.Recond
Center for additional ten (10) j
years, then destroy.

Retain originals for one (1)
year, transfer to State Records
Center for 25 years, then
destroy. Retain microfilm |
as duplicate record for twenty-1

five years, then destroy.

Microfilm closed cases system-
atically. Retain original |
for one (1) year, then destroy.;
Retain microfilm for 25 years
then destroy.

Microfilm closed cases system-
atically. Retain originals for
one (1) year, then destroy.
Retain microfilm for twenty-
five years, then destroy.

Retain microfilm for twenty-
five years, then destroy.

Retain microfilm for twenty-
five years, then destroy.

Retain in active file.for five
(5) years. Transfer to State
Records Center for additional
twenty years, then destroy.

Retain permanently. Transfer
periodically to Md. State Archives.

I
Retain microfilm for twenty-fivfe
years, then destroy. f



acs-oju-iA RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDUU
HO. 1 2 2 4

PAGl
NO. 8 of 9

l^£
Description Retention

4.19

4-20

4.21

4.22

4.25

•

4.24

4.26

4.27

\^

Challenge to Criminal History Record File

Contains completed forms an applicant submits to challenge
the completeness, contents, accuracy or dissemination of
his criminal history f.ile.

Master Index File

Names of persons, incidents which identify and used to
reference record to computerized name Identification/Index
files. Index Cards: Prior to automation.

Statistical Reports

Production sheets, daily, monthly statistical activity
sheets, telephone logs, for use on monthly and yearly
statistical report.

406 Letters

406-.Letters-Visa and Immigration record check request
copies with receipts.

Private Employers

Private employers - receipts and addresses of private
employers submitted by private employers.

Tracking Number Audit Report

Contains computer printouts which list all tracking
numbers by ORI order that have been assigned by that
Agency.

Rope File

Contains pre-sentence investigation reports for charges
prior to 1/1/78.

Detention Reports

Contains incarceration and release reports from local
detentions.

D.H.M.H. Reports

Contains commitment and release reports from Mental
Health Centers..

Master Name Index Deletion Report

Contains identification data of information deleted from
Ident/Index. ' .

Retain in active file for
five (5) years. Transfer to
State Records Center for
additional twenty years, then
destroy.

Retain microfilm for twenty-
five-years, then destroy.

Retain for six (6) months,
then destroy.

Retain three (3) years, then
destroy consistent with
Privacy and Security Laws.

Retain three (3) years, then
destroy consistent with
Privacy and Security Laws.

Retain until superseded, then
destroy.

Retain permanently. Transfer
periodically to Maryland State
archives.

Retain until superseded, then
destroy.

Retain until superseded, then
destroy.

Retain for one (1) year from
date of deletion, then destroy.



DGS-oMJ-lA RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDUU
NO.

1224
PAGE
MO. 9 of 9

Description Retention

H

ADR Input Change Report

Contains identification/arrest tracking data that shows
the old/versus the new data.

ADR Input Deletion Report

Contains identification and arrest .tracking information
deleted from Maryland on-line rap sheets.

LEGAL

U. S. Laws

Self explanatory .

5.2 ; State Laws
i

i Self explanatory

Maryland Regulations

Self explanatory

4

Attorney General Opinions

Self explanatory

LIAISON

Miscellaneous Correspondence.

Create files as needed. Record copy maintained by the
originating source.

SUPPLIES AND SERVICES .

Requisitions - Open

Contains copies of requests for materials not >et
received.

Requisitions - Closed

Copies of requests for materials which have been filled
through supply channels.

Material Safety Data Sheet

Lists hazardous and toxic substances on file for each HTS
used or stored. .

Retain one (1) year from date
of change. Then destroy.

Retain one (1). year from date
of deletion. Then destroy.

Retain until repealed. Then
destroy.

Retain until repealed. Then
destroy.

Retain until repealed. Then
destroy.

Retain as a perpetual file by
updating as necessary.

Maintain three (3) years or
until no longer needed. Then
destroy.

Retain until closed,
to closed file.

Transfer

Retain six (6) months, then
destroy.

Retain for three (3) years
after the Agency discontinues
using a specific HTS, after
which it will be forwarded to
the Records Center for an
additional thirty seven years
retention.



I;) S T=-.,-C T I <̂ T'S - -TYPE OR P R I N T A

SZ.?&J^7Z FCFSA FOR EACH N£* OR

REV I SCD RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DCS 330-I]

CEFA.=.TM£.V»T OF CC'.-ZRAX. EERVIC3

. RECORDS ̂ MANAGEMENT D I V I S I CN

717 3 WATERLOO RCAD

P.O. BOX Z73

JESSUP, MARYLAND 2079-t

r^E/JCY RECORDS INVE.NTOKY

PACE 1 OF 27

I . DEPARTMENT/AGENCY

Dept. Pub Safety & Corr Services
2. DIVISION

Data Services Division
3 - <-NIT

Central Repository

DEFINITION-RECORD SERIES -A QROUl- OF RTLATTD RJCC3RD3 NORMALLY r T ' °—I AhC USES AS A UNIT PCR
nerEBtycr A» ireu. Aa RrrrMTicw A-NO 3 t ; ^ . r - , e N »...,..j.,...

-I. RECORD SZRIES TITLE

j.^-Employee Payroll Exception Reports-
5 . EAV2.IES7 YEAR/UATSST YEAR

7/89 TO 1990

« . RECORD SSHJES DESC3IPTICN ( B R l l c r u j r B I ! 3 C S I B S T H E T T T - I S Ofr i H F e i B * A T i e N / c e e a i a T S / r e i > « T o w s •
•JN Thi SERIES. . INCLUDE THE MIWCSC CJ« FVNCTtCN Or THK SEJTTESJ

Contains reports summarizing information obtained from the Employee Work and Leave Report.
Record copy maintained by the Department of Public Safety and Correctional Services
Finance Division.

7. RECORD SERIES FORMAT( S ]

V LETTER SIZE Q MICROFILM

a LEGAL Sirs • COMPUTER TAPE

O S2<_MD BOCK O FLOPPY DISX

a AUDIO TAPS a viceo TAPS

O OTrER( S P E C I F Y ]

8 . RECORD S E R I E S SECCENC2

Q ALPHABETICAL

Q NUJrCRICAL

)( CHPCNCLOG I CAL

O GEOGRAPHICAL

0 OTHER(SPECIFY)

S . VOLUME

NLVSCS

X ^ I L E DRATCR(S]
O MICROFILM REEL(S)
C COMPUTER TAPE(S)
n OTHER(SPECIFY)

I 0 . ANMUAL ACCtJ^JLAT ICN

X, PILE CRAT»-ER(S)
y Q MICROFILM REEL(S)

Luwaeh 0 COMPUTES TAPE(S )
• O nrucolCTfrirvi

II . FILE IS USED

C DAILY D WEEKLY C MONTHLY

12. FILE EECC.MES INACTIVE AFTER

C MCNTHfS] 0 YEAR(S)

1 3 . CURRENT LCCATICN(S) ( ELDG. . FLOOR. ROOM )

MSP Hqs, Bldg. G, 1st Floor

\ i . IS RECORD SERIES DUPLICATED ELSE-fHERET

t,ir YCS , srtc .FY AHE.VCT on e r r i c r )

X Y E S c NO DPSCS Finance Division

\

13 . ACCESS RESTRICTICNS C YES X N O

( \ r Y T S , C I T S LAn(a) a RECULATION(3)

I S . AUDIT RESUIRE>SNTS

O NONE C STATE C FEDERAL ° INEEPENCCNT

17. IS AN INDEX SYSTEM USED 7 ( | r Y I 3 , U ^ I > I N

BrrlE^LY AND DS3CSIBC AMY KARDBARe/lOrTSARZ )

a YES NO

I B . RECCWWc^EED RETENTION

Keep current year plus one (1) year
then transfer to State Records Center
for additional two (2) years.

I 3 . NAME AND T1TLE OF PXEPARZJl
Pamela Dauses
Admin. Section Supervisor

2 0 . TELEPHONE NU.CESR

653-4459

2 t . CATS

4/11/90

C O S 3 2 0 - 4 ( R E V I S S D 2 / 8 7 )



=SY ! SZZ RZZZPZ S E= ! HIS . FC ~ i ~ ~

*;?>: sscof^s RSTZ-NT ; CN sc-£z<-"—s
(c-cs :.:o -1 ]

P . C . ECX Z73

J Z S S . ? , MA?TYIA.N= 2 c r ; . PA ce c^<

t . K?ARTHShT/ACZ.NC"r

Oept. Pub Safety & Corr Services
Z. DIVISICS

Data Services Division
3 . L?<!7 •

Central Repository

«. RECSR3 SSF.1ES CS3C3IPTICN {BR ' rriT C " C S _ I 2 = ™ r T Y ? " C ^ wremTieN/cscwc'Ts/rciw « « : "

File contains all copies of A&S Reports, Leave Requests, pertinent correspondence concerning
"administrative leave," documentation relative to any event which needs explanation during
a work period.

7 . FECZFS SZ?. I H^ FC=XAT( S )

~ =c-_rc: sec-: - r"_c-=.=r c : s x

8. EZCZFZZ SXHIES SZCI

X A L P H A = T I C A ^

c c-r:-x.-.;£psr:-r]

J - vc;."jrr

X F"H-= CSA^E-=.(£J
c MIC.?:.-;L.M F Z Z ^ J S ;

_ c c=M?-_Ti=. T A P T : S ;
"-•»2 = S - c _ > _ _ c ^ c ; . ^ -

A.vrc^ . AC~_^_-wiT; as

^ - MtC?C
TAFS;S]

1'' • r ; ur i s SJ

X w^r
i z . F I L Z Er==:^3 I.VACT:-.- AFTr.=.

^ • ^ •* = a. -

. v • — —V H~T-- . , FUCCH . =2c«;

MS- Hqs, Bidg. G. 1st Flocr. Rcon 109

! - . is F-azz?^: sr=::

/.:sv:r c? c

I : ' ' r r s , c : r r i_>s; 3 i a B S : - » U \ T I C S | S !

I S . A_— IT KZZUl rS-

C .SCTS y( STA7>TS c Ft ; r .vd . z iNZi?5r»=£>i~

i r i s A.N i : c r x S-.'ST=-H. U - T Z T ( I r Y S S . E J L - U M N

Bricr-_r >N= CE;:SIBC ANY HARc:>3s/:cr::ARi)

c ^ X NC

1 3 . RS^CVJr-ST^Eii: RETZJiTlCN

Retain file as long as individual is
employed. When individual is transferrec
retires, resigns, etc., forward file to
Personnel Division.

1 3 . NAVE A.NZ TI TL£ CF P^iEPAFEJ?

Parel'a Dauses
Adnin. Section Supervisor

653-4459" ' 2 1 " C4/Ti/90

_



111a . -v-t- i i <-»T• ~ • • T Y P S C.=. P S ' I N T A

SE?cu=lA7E FCRM FCR EACH NE-y CS

REVISED RECORD SER I ELS . FCR^ATCD

VITH RECORDS RETENTION SOSDULZ

(DCS 330 - I )

EE?A,= TVX.NT CF c^.-,-z=.i_ s z s - . : c r s
R£c;?.cs V.A.-<ACE.ME.NT c _••; s ; CN

P . O . BCX 273

AGENCY n£:OR:S INVENTUH

PACE.- 3 OF Hi
1 . DCFARTVENT/ACE.NCY

Dept. Pub Safety & Corr Services
2 . DIVISION

Data Services Division
3- UNIT

Central Repository
DEFINITION-RECORD SEHIES-A °HOU'* O r «1-*"r== « K B D S NenxA^y F i t x = AXC urr= AS A UN.T roR

nensRSNcr AS wg—, A3 « — • I N T J W A.NS S I -y>s« t T r e v ( y , , , . - . - .

^

* . REC3RD SERIES TITI

Leave Records
s - EAR_.'lEST 1TEAR/LATEST YEAR

, 7/89 TO 1990 ,

«. RECCRI3 SERIES CESCRIPTICN ( B r "« : r _ r CEScaias THE TY?M e r IMfCjmATl ON/cdcyvwrs/fCR*- rows

•JN -Tha. SERIES. . iNcLaK.Tj«'w»e« « RN-ICN er mi lenEs;

Record of all personnel's leave usage and'earned.

7 . KECCRO SERIES FCSAAT(S]

O LETTER S I Z E Q MICROFILM

C LTCJU. SIZE O CCS-J="JTER TAP^

C BCXJxD EOCK |r FLOPPY DISK

C Ai-—1C TAJ=E C VI^C2 TAPE

C CTHE=(SPECIFY]

8 . RECCR2 SERIES S E a

*.ALPHABET I CAL

C NL>—Ĵ ICAJL

C CHSOtiCLC<: I CAi.

C CEOCP^^PV. [ CAL

C CTrZS;SPECIFY]

^^cz 3 . VCLLME

O FILE CRAWER(S)

C MICROFILM REEL(S]

5 C COWPLTSR TAPE(S)
N v x a e a i ^

V OTHER(SPECIFY)
f looov disk

I 3 . A.NNUAL ACC_VLI_AT ICN

C FILE CSA1*ER(SJ

5 C MICROFILM REELjS;

. t u « a e s = CCMP--TS.- TAPE'S )= CCWPLTSS TAPE'S

y/1^^,^1, floppy
11 . FILE IS LSE3

C OAILY / ^ I-O.Y C MCNTKLY

1 2 . FILE EECC.VES INACTIVE AFTER

' C Wr-H(S) B^YSAHJS]

1 3 . CL-RKENT LOCATICNiSj ( =I_OC . , FLOCR. RCCW ]

MSP Hqs, Bldg. G. 1st Floor , Room 109

\i. IS RZCCSS SERIES CUPLICATE3 ELSErT-ERET

t>T "r=s. s^rc- .pr Acc.vcr CP c r r i c z ]

ITYES c NC CR Off-site/Sudbrook Station
• . 3 . ACCESS FESTR 1 CT I OfiS E YES - NO

( " r YTc= , e r r u<«.B;3i a B E C - . U T l CN{ S j

Annotated Code of ,'iD/Public Information Act

I S ALT IT RS=CIR£>X.\TS

C NCfS e STATE C FEDERAL C INZEPENCSNT

1 7 . IS AN 1NEEX S^rSTEH USED 7 ( t F Y t S . U J ' U I N

O YES 6> NO

l o . RECC«^E>O:EZ RETE.vmCN

Keep current year plus one (1) year
then transfer to State Records Center
for additional two (2) years.

1 9 . NA*£ AND TITLE OF PftEPAKEH

Pamela Dauses
A'dmin. Section Supervisor

c o s ! 5 o - i ( R E V I S E : : z / a 7 )

2 0 . TELEPHCNE NU.SCR

653-4459
2 I . GATE

4/11/90



SZ?i.=ATH: FCr}4 FCR EACH N t ' i CR

REVISZJ RECCrS SSLR I ELS . FCPTAAKT

tflTH K C O f C S RETENTICN SOiESCI-E

(DCS 3 3 0 - I ]

FSZZF-S KA.'vACST-'^.T C LV I S i C<S

7zrs ieATERLco RCAJ:

P.O. ECX 273

AGENCY RECORDS INVENTOH'

I . D£?ARTXENT/ACZN<Tr

Dept. Pub Safety & Corr Services
2 . CIVISICN

Data Services Division
3 . tNIT

Central Repository
CEFlNlTlCWiHSCCRO SERIES-A ° a ° U P ° r « = " « » « W R " NawcuiY r l u s = ^ c U s r = > s A ^ ^ ^

>

^ . RSC3RD SERIES TXTXE

•% Leave Accounting File
3. EARLIEST YEAR/LATEST YEAR

. • 7/89 TO- 1990

«. Rscora SERIES DESCRIPTION (BRirr»-r: « 5 c a l == ""<« TY^rs c r iNPCRvArtoN/BerawTs/roRw rouMc -!'
I N T-i SERIES. . IHCLUCE THT w w c : c M racrtc* cr' THS SEJT:E:

Contains paper copy of leave balancing for a l l individuals of the Repository. '

7 . f S C C m S E R I E S FC-RMAT(S)

^ L E T T E R S I Z S ° MICRCFILM

Q LEGAL. S I 2 X Q CCh-J=JTER TAP^

C BC'_ND BOCK O FLOPPY D I S X

C AL-3IO TAPS C VICSO TAPS

c CTXER(SPEC:FY]

S . VCLLWS

Kuxsea

^ F I L E DRAVER(S)

a MICRCFILM BEE1.(S]

C COMPUTER TAPE(S]

C CTKSR(SPECIFY!

I 0 . ANrfUAi. ACCUAJLATICN

KFILE CRA*ER(SJ

^ C MICRCFILM REEL(S)

R ^ a e y c CCNPUTER TAPE( S )

I I . FILE I S L S S 3

C CAILY ^ '5EE:-XY C .MOSTHLY

I Z .
F I L E EECC.MES INACTIVE AFTER

I _ O MCr,TH(S) X YEAR(S]

1 3 . C,-RSE>iT LCCATICN(S) (=!_=<=.. FLOCR. =CCM ]

MSP Hqs, Bldg. G, 1st Floor, Room 109

l i . I S RECSRD SERIES CL-PLICATED. ELSST5KERET

t i r YTS, s ^ r s v r r /.cr.ver on e r n e s ]
C YES JSC.NO

! 3 . ACZZSS RSSTRlCTiCNS C YES ^ N C

( ir YTS , c : r= LA»{ 3 ) a R E S S J U T I C N I S ]

I £ . ALT IT EECCJ 1 RESENTS

C NCTS X 5 7 - ^ " ^ C rE=E=AL 0 I .N=E?ENCSffT

1 7 . IS AN I t e r X SYSTEM USES 7 ( t r rE3.cjj>vJMM

B r l E ^ L Y AKD DESCRIBE AKY K A R O B A R E / SOrTIARI )

D YE5 V NO

! 8 . • RECCM^ENEED RSTTENTICN

Current year plus one, then transfer
to State Records Center for two years.

I 3 . NAVE AND TI TI_E OF PR£_=A£KR

Pamela Dauses
Admin. Section Supervisor

23 . NUM

653-4459
2 I . CATE

4/11/90

CC-3 3 5 0 - 1 ( R E V 1 S E 2 2 / 8 7 }



P.O. BCX 273

JZSS^P , "MAHrLANS 2 37 3-i - ^ r 2 l

i.v.--.u.-_- i r iVi . , ;U.-

« . JSCCRQ SEHiES C£SC?JPTICN [BRlrJ'^T C K : s c a l " *""= TTrT-rs c r IMFcaxATroH/ccc-jvsNTs/rcRi-s w a : '

Contains all changes made to leave records after the computer has been updated for

the previous pay period.

7 . K£C=R3 SS3IES FCT5MAT(S]

J^LJITTXH S I S O MICSCF1LM

c I_S:CJJ_ s i s : n C=S-J=UTXH TAPE

C 32'_KD BCCK a FLcppv c [ 3 ^

C Ai."3 I O 7AP£ C Y 1 CSC

3- VCLU^T

*

<

F1LZ C=A7EH(S)
c MIC=CFII_V fsrL(s)
C CSKPUTi?. TAPS;S)
c CTHZ.-;S7^C:?T!

1 3 . A>CfU^. AC=LM.-_ATICN

y C MICSC-iUM rSZ^JSi

Kc«a£S = CCWV7Z.-. TAPEiSJ

I I . riLS: IS CSiTS

X •szzzz.f C yCHTr-Z.-.

1 2 . FILT SSC=:

n..«et-

=SC=.ME3 trtACTIVE AFTt =

1 3 . C S S E S T LCCAT1CN;S) ( =1 ~<Z. , FL3CH. =CCM )

MSP Hqs, Bldg. G, 1st Floor, Room 109

J i . IS KS=:S3 ST?.:£3 C-JPLICA7Z=- E^SZ'£i-S

t- l r 'n : : s^. s»»r = : r r /.csxer OR erricr]

I I . ACCESS KSSTHl CTICNS C YZS _X.NC

( I F Y T S , C : T = U>W{ 3 | a R C : U I _ \ T I C N ( J ]
I S . ALT IT Rsci; I RETrSxTS

c Ncrs X ^ ^ " c r£rr.-jy. c iN=r=;

1 7 . IS AN I N T O : SYSTZ:* U S H S T { I r Y S S . U J - L A I H
B l ^ ' = 7 r ' - T AND C E I C a i B C A«Y HARCSARc/jCrrrARJC i

Q YES )<L NO

i s . • RSC=MRS?O:E3 Rsrr^n-icN

Current year plus one, then transport
to State Records Center for two. years.

1 3 . NAXE AND TI T1_S OF PHE=AK£H
Pamela Dauses •

Admin. Section Supervisor

2 0 . TZLSPHCNS NLMETS
653-4459

21 - CATS
4/11/90



RS7 I £=L3 RZ 2 Z =T S £= I £3 . FCR-i'AS

(DCS 310-T]

p.c. ECX zr;

" - - w U'l 1 1:1 . - '

•** JL-, 51
1 . D£.~ART«HNT/ACE.NC?

Dept. Pub Safety & Corr Services
2. CI.VISiCN

Data Services Division
3. LUIT •

Central Repository

«. -BSCSRO-SSaiES :B£S=31PTION •( « . '«"•'• crscsitsr
•IN -THZ SaSlaS. • »"<=-"== T>=: ^jK>s:s'eut r^cT:w< cr THE S:

Contains each employee's sign in/out for each pay period. •
(showing starting time; breaks; lunch; and ending times.

X1
7 . EZCCrSZ SZSIES FO=MAT(S]

c L£c .̂ sirr c cap.—a TAP̂ :

C K ' j Q BOCK C F-.CPFT D I SK

c Ai.— 1 c TAJ=«: c v ; z z z TAJ=»E:

c CTHZP.{ spzz:r(]

8 . RS—SS SZHIZS £

/ '

3. VC^L>X

A

hi-Ta;3

FILE C=A-SE=(S]

c Mic=crii_M F x n . ; s ;

)(~F\\.Z C=A*&?.( Sj

h ^ u a - CCMfVTZS TAPSi S 1
. C >~——T's' e s c 1- ' r~s <

1 1 . FILE: IS 'JSI

c CA:LY X VESl<L.r c .vc^Txi.r

t z . FILT ET

* v-M e c -

CSMSS INACTIVE ATTSH

13. CL'S?ii_ST LSCAT'.CNiS) [ E L K . ,Fu3C = ,»XHi

MSP Hqs, Bldg. G, 1st Floor , Room 109

w . t s RZZZ7-: S H ? :

NC^ 3 A N
rr /.cr.vcr cp erne:)

13. ACZZES FS~P. icr-.a^. c rzs 'X. NC

( i r r r s , c : r r L > S ; 3 ) a RC=U^JKTICN( 3 I

! i . AL.~ IT EZZL' I =2T-Z:iTH

C NCfS X'ST-— C FZrS^AL C !N==?S^==S-

17. IS ^ l.N=r* S-.'ST=H USH37 ( I r YT3.CJ-!^1N

aricr '_r AKS C E I C S I B C AJ<Y HARctAs;/:crri , JEJ

D YESX NO Retain current year plus one, then
transfer to State Records Center for
two years.

I 3 . NAVE AWT TI TL£ CF PSEPAJS3

Pamela Dauses
Adm'n. Section Supervisor

2 3 . TZLi^HCNS NX .̂C

653-4459
2 1 . CAT;

4/11/90



SX.= i_=-A7E FZFiJ. FZP. HUCH fiE'i1 CF.

R£v i =X3 R S : : S : SZJ=IIZS. FCR-MAJ^

( DCS 3 1 0 - 1 ]

I . DC~AHTV3-iT/ACSN<rr

Dept. Pub Safety & Corr Services

FXZZFZZS H

2 . C1VISICS

Data Services Division

C£~INtTICN-R£CSRa SSP.1ES-
» g ? n E H = ^ C = A S TTL^. A 3 B r T = N - t e r < ^ ^ = | , A ' U X I T I T : *

^Personnel In-transit Forms

«. psccsn

5 . EA.^.*Ii5r YTAP./LATZST YTA-3-

Contains information transmitted to DPSCS Finance Division l ist ing any payroll adjustments

for each individual. ••;

7 . KSCCFE EHHIES FCf~AT(S]

C 3C-LTO ECC--: C F'_CPFY C 1 SX

a. KEC=S= szmzs sz:
c Ai_=VA,=:T:cAi.

C NX>E=:CAi.

3- VC^-JrS

X F I L Z C=A^E?.(S!

1 ' • ";ur is us£^

c CA:-_Y X—V c Hcjrr-^r

MSP Hqs, Bldg. G, 1st F loor , Room 109

IS: ACCrSS F£.~n ICT: C-̂ S C YT5 X NC

17. is A N i.\=s^ S-I-STHT-H. uszzi \r YX3 .CĴ -'-Jk IN

Brtcr-_r A K : CEICSIBC w-r HARc5ASs.':crr^«)

C YES ^ NQ

13. NAXE AN= TI7T-S CF pê rp̂

Pamela Dauses
Admin. Section Supervisor

1

X^n-r =
- MtCSC-

Z CCWP--T
C (—_•=••=.•

AT I CM

SS TAPS-S]

l i .
Fit_^ Err=:KH3 irwcrr/r ATTZ.=

•= W r v ; s ; p^^^.^.

t i r Y r r . s ^ r . r r « s . v : - c * e r r t c = J

IS. R S C a « B i = = SETTNT1CN

Retain current year plus one, then
transfer to State Records Center for
two years.

• = - TZ_ZP

653-4459
ẑ Nussa

4/11/90



------ •u-i-'<A£<J-_rv - C ^ I S i C ^

7Z71 '£ATZ=L^c PCAC

P.O.. BCX 273

J^SS.?. KAKTUA.^ 2 07 3-i

2.. DIVISION

Data'Services Division

f~ - Z.. ! :.

.«. RSCSFS SERIES TITl^T

3,1 DaUy Cash Receipt Books' 3 . EASIEST WAR/LATEST YEAH

. -laSi-TO J990.

- • . INC^U=E THE W W C ! C - O jr^CTtC^ Cr TXS S S K :

photograPphs?OkS US6d t° ̂ fees reCeived for C°P i e s ° f v a r i ° ^ reports, applications and

7 . FZZZ&2 ST?. I £5 FC-=NAT(S:

c usTTi?. s:rz c .MIC=CFII_M

1 : .
is 'jsrr

1- Ai_=«A«:ricAi.

j{ N u ^ : ! CAi.

c C-^-X.-.;SPS:Z:— ri

' - VCL'JrS

C F1LZ C=A3^?.(S)

c MIC.-=C-;I_M fsr^(s)

• O _ - C=MP-_Ti?. TAJ=^; S ]

X<g:-s.-;s?sc:rY:
6cves

- MCf,T>I.Y

: MSP Hqs, Bleg. G. I s : F loo r . Room 109

1 1 .

- F iur C.=A*&.-.(S:

<7 : M I C - C - ; L M K E : : ; S ;

i iJ^aea = C=M=-_-rr.-. TAP^i S )

( \r -rc-z , c: r r
X N =

j t : r YTS, s r r : : r r /.cs>-=r CR crrscrJ

; F k Y - 3 c NC F i n a n c £ o i v i s i o n

t-> = ; 3) fl. HS^-^TICNis!

17. IS AM I.'CZSX S"-"=—~- p e r - - 1
IN

Bricr-_r ANS C E : : S I B C AXY HARC»ARs,';crrrARs)

C YES ^ NQ

I J . A-_= IT RSCC I R Z r S i T S

I S . • REC=«VS^{nE2 RETZ.NT1CN

Retain for three (3) years, and until
audited, then destroy.

t3. KJ^Z. A-NS TITI-E: cr PREPARES

Pamela Dauses
• Adtnin. Section Supervisor

2 0 - TZLEPVCNZ NU3.ESH

653-4459
2 I . CATE

4/11/90



i t . - a . - ^ L- rurW )-<-.K î t—-1. Nil's C ?.

KSVISZJ RECCR3 SEP. I ES . FC~*AJ==:

f l 7 r i RECGftCS EXTENT l-£N SO-E2CLE

(DCS 330 - I ]

7 2 71 HATZP-LCC HC-̂ 2

P.O. ECX 273~

JES3L73 . MArTrLA.N3 2 3 7 5 i

r. -:v R Z : : : : ;

PACe 5 1 0̂  J l

2 . D1VISICX

Data Services Division
2 . LN1T

Central Repository

csrmmcN-RECORD SEHIES-A C * O U '
 or p - ^ - = «««== N O W A W riusa ^ c u = r = Aa A W I _ ^

; »gns:p.=?<cr AS K C U A3 R=-r=NTtc* A W B T->e g , - , g w , , . , . , .

i . RSC3RO SSHIES TITL^

*f.k> Petition File, et al
s - EASIEST YEAS/UATEST YEAR

- 1 9 8 7 TO 1990

« . RSCCTO SE31ES DSSC11 FT ICN ( BRirrur ccscatss THr Trrrz cr
•IN T-^ SES1ES. INCH'S r T5"— ̂ - w e i i CJ! r-JNCTicN cr THE s s m r :

Contains open and closed petitions received from the court systems in the processing
of an expungement and other associated correspondence.

Record copy of the Petitions are maintained at the Courts. . •- • ••

7. R£CC?Q SZHIES FCf*<AT(S]

t> LETTEH S i : = O M1CSCFILH.

c i_s:cAi_ s i : ^ o cci»"j»oTEa TAJ=S

C BC'-rCD BOCK C FLCPFY CI £X

C A^T3IO TAPS P VI2^Q TAPS

C CTrE3( SPECIFY]

8 . FECCSC SZ3IES SSCt

t /Al_PViA3ETlCAl.

C C-̂ C<SCLC-G ! CAi.

C CSCw=APV. I CAi.

C CTr i=(SPECIFY]

3 • VCLLKE

A FILE CRAWEH(S]
Q MfC^CFtLM REELfS]
C CCWPVTZP. TAPE(S)
c CTKE=!SPECIFY;

13. ATCTC ACC'JA.'_JkT ICN

^( FILE CHAlfER(S]

/ C M1CSCFILM KEEL(S)

u^aM = COMFVTES- TAPE( S ]..

I 1 . FILE IS USED

CAILYZ C -DEEI-CLY C .WCffTrS-'i

I Z . FILE EECCMES INACTIVE AFTEa

1 2 . Ci.-SKE.Vr LOCAT ICN ( S ) ( 2JTC . , F?.3C.= . =CCH ]

.'IS? Hqs, 81 dg. Gr 1st Floor, Rocn 102

li. IS XZ.ZZPJ2 SSSIE3 C-JPLICATE3 ELSE:

. £ ' r Y = S , s ? : ; : r Y /.cs.vcr OR c r r t c j

X YES C ,NC originators

\
«. ACCESS sssraiCTiWis XYES C NO

I i r res, C:T= u^sia] 4 R=:-JLATICN( 3)

MD Annotated Code: Art. 27, §735-741, §292.

is. A L - I T KEcci.=s>z:»-rs . ";';

S^li--.Tl

17. IS. AW lfGEX S-rSTEM CSE=7 ( I r YS3 .OJ-U1N

aniBi'i.Y AKD csscaiBc A « Y HARcaARe/sorrsARE!

X YES C NO

3x5 index lists all activity of correspondence
received concerning each expunged case plus
identifiers leading to the cases.

I S . RECC*>STSEE3 HETZNTICN

Retain current year plus two (2)
years, then destroy.

I 3 . NAVE AND TI TI_S Cf PSHPASH3

Pamela Dauses
Admin. Section Supervisor
CC5 3 J 0 - 4 (REV I££3 2 / 3 7 ]

2 0 . TELEPHCKE NLT.SEH

.653-4459
2 I . DATE

' 4/11/90



KT/IZZZ RZZZ7ZZ SERIES. FCZT.AJZZ
»;~r: Ez;oi=r5 RETENTION sc-zrcu

[ECS 3 ! 0 -t )

7 : : : 'tA—sicc RCA:

P . C . ecx 27:
J E S S . ? , MAKY'_A."C; 2 C 7 ; .

i • I ' _ . I . - •

P~ZZ J£_cr Xl

I . D£FAr?TK£.NT/AC£.N<rr

Dept. Pub Safety & Corr Services
2. UNIT

Central Repository
CZ-INITICN-RSCSR3 SE?.IES-A e a c - ' > C r R S ^ 7 r = * = « * = = N6WALLY ni_S= A*= urr= AS A UNIT re*

•». BSCSR3 SERIES TITLE
ft

'*•' Expungement Case F i l e
S . EASIEST YEAS/LATEST YEAR

J988 TO 1990

8. RECCR3 SERIES DESCRIPTION
'•IN -THE S E . , I M . . IHCLU=: TKT J - . - R . C ^ . C , K-JMCTION Cr THE S = ̂ ' :

. Contains Pet i t ion, Court Order, all CHRI pr in t outs , buck s l i p s , l e t t e r s of expungement
from law enforcement agencies, and al l related correspondence received or produced in the
processing of an expungement.

Expunged fingerprint cards and other documents are returned to the originating agencies.

7. RSCCrC SSaiES FC-nXAT(S)

e LiTTH?. s irz n MIC=CFII_M

c LICAL s izr o ca.-j=jrrs TAJ=̂

~ BCCTiD BCCK C FLCPFY C I SX

i
^ CTTrXP.; SP E Z \ F~f )

S. RECCES SZHIES SS:3LTNCZ

C KUyZP.llZAX.

^ CHHCNCLCGICAi.

C CE3C?UJ=V. ICAL

c crr-s=;s?£c:—rj

3 . VCL'JrS

X
40

F!LE-CSA»E=.(S]

c CCWP--TT?. TAPS; S ;
- e rHi .~ ;SPECIFY;

I • -

^ FILi C.=A»ZH(S;
2Q c MIC-.C.-:^H FEZI ;S ;

*a£S - CCMrVTi." TAPE [ S )

I 1 . FILE IS USED

t^CACA1LY C MCi" "̂ "•"̂  "̂

I Z .
FILE ESCCVES INACTIVE AFTEP.

= vcr--:{Si X ^ ' -

I 3 . C^rSvEN ^TiCN(sj [sjrcn-xs.xcHi

MSP H q s , B l d g . G , 1 s t f i e c r . R c c ~ : C 2

i - . is H I : : ? - sr.=.:E3 CL—LICATED El.5if>E:.̂ ^r

( i r r=s, SPr:: rr /.srvcr on e r n e s !

^ Y E 3 ; NC MO's law enforcement agencie

X ̂ ^
N

i ir rr= . e r r u s ; s i & R = = •_••_•> r :;.-;; s ;

"• ! MO Annotated Code: Art. 27. §735-7-1 £ §292.

i s. AL- :T KE:L-:=:

C NCTS X STAT~S A FE:i=AL C I»CE=ENZENT

17. IS AN UCSX S-rSTEH USE: 7 ( I r y s s . u j . - j » I N

Bricr i .Y AKC CESca iac A.MT KAP = ! * a ; / : c r r i A K £ )

^ YES C NO

3x5 index lists all activity o-f correspcndenc:
received concerning each expunged case plus
identifiers leading to the cases.

I S . RSC:.WE?<£E2 =STi.\TICN

Retain in current active file for two
(2) years, then destroy.

13 . NAVE A.VD TITLE OF PHE?AKE =

Pamela Causes
Admin. Section Suoervi.sor

3 . TZLEP^fiE NIJ.3E3

653-4459
CATZ

4/11/90

C S S ' J J 3 - J I K E V I E : 2 / 3 7 )



lnS-?, -CT I C ' S • -TYPE CP. PRINT A

SEPARATE FCF2K FOR EACH !*£* CR

REVISES RECCRD SERIES. FCFTWARZ

1SITH RECORDS RETE.NTICN SCKECCLZ

(DCS 3 3 0 - t ] •

C E ? A = . T V X . X . T c - C Z . - , T = A L s r — , ; c :

R£ = = K=S .MA,'<ACEM£.\T c ; v I S 1 C*S

717 5 'iiATZRi.CC RCA2

P . O . BCX 27.1

JESS^P , MARYLAND 2073.4

:1E!iCv RECORDS -INVENTORY

PACE* / /ii-^H.
I . DEFARTVE.NT/ACENCY

Dept. Pub Safety & Corr Services
2. DIVISION

Data Services Division
2. UNIT

Central Repository

DEFINITION-RECORD SES-IES-A OROUr Or

RErrs»ct AS »c
r== RCCSRCS Noi>>iAi.i.y r:u:= AXC U=E=

!-^ A3 n m N T ! C N AXC = t;r-= = r-rcw » . . . . ^ ^ > -
AS A UNfT F>OR

4 . RECORD SERIES T1TLS -,

^ Child Care Background Investigatfon File
3 ..• EAr2."tEST YEAR/ LA—ST YEAR

1986 TO 1990

S. RSTCCRD SERIES DESCRIPTICN j 0 * " " ^ c = s c a i = r T « E TY7-r= e r iNFeiauT:eH/cecwBiTS/feR« r o w c
•IN Tr-̂  SERIES. . INC.UCE THT WRMSC Of TOICTIci* OF T«K SEH1BS)

File contains applications for background investigations, computer printouts, FBI processed
fingerprint cards, and related correspondence

The series of forms are used to process the criminal background check for applicants who work
with or supervise children, in accordance with Family Law Article 5-560, et. seq.

7 . RSC3RD SERIES FORMAT( S ]

X LETTER S I ZE O MI CSCFI LM

a LEGAL S I ^ E a CCMFUTER TAPE

a BOtJND BOCK a FLCPFY DISK

O AUDIO TAPE Q VICEO TAPE

0 C3-n-21R( SPECIFY)

8 . RECCR2 SERIES SECLSNC

C ALPHASETICAL

^ N U « a I CAL

C CKRCNCLOG I CAL

C OTHER(SPECIFY]

a . VCLUWS

^ F I L E DRAWER(S]

• _ y O MICHCFILM REEL(S]

Ofe C COMPUTER TAPE(S)
W t > l a M 0 OTHER (SPECIFY)

I 3 . ANNUAL ACCLMULAT ICN

XfJI-E CRA*ER(S]
7 0 MICROFILM REEL(S)

.Jwae^ 3 COMPUTER TAPE(S)

I 1 . FILE IS USED

DAILYX c -ie:z:-a.Y C MCNTHLY

I Z . FILE EECCMES INACTIVE AFTER

'"<_. C M=STH(S) XYEAR(S)
S u M e £ .^

1 3 . CLIRHEm- LOCATICN(S) ( EL3C. , FLOCR, RCCW )

MSP Hqs, Bldg. G., 1st Floor

I i . IS RSC=R= SERIES CUPLICATED ELSZ-£KER£7

t » r Y S S , . s^ ;c : r r ACCVCY OH c r r i c r )

C YSS ^ NO

IS. ACCESS RESTRICT IONS C YES C ;;o

( ir Yts, CITS LAB(S) & RBCUWTICNIS)

Art. 27, Sec. 742-755; Ti t le 12

i s . ALT I T E E ; C I R E > E N T S

C NCfCE ) ( STATE j ^ FEDERAL O INCE?ENDEKT

1 7 . I S AN I N E E X SYSTEM USED 7 ( | r Y t 3 . u ^ t J I H

BRiE«.Y AKD DESCRIBE ANY HABDBARc/ 3OrTBXR£ )

^ YES O NO

Numerical -Cross referenced alphabetically by
computer.

1 8. RECCVyEXCEE RETENT1CN

Retain in active file for two (2) years;
transfer to State Records Center for addi •
tional ten (10) years., then destroy.

I 3 . NAVE AND TITLE OF PREPARED

Pamela Dauses
Admin. Section Supervisor

2 0 . TELEPWCNZ N U S 3

• 653-4459
21 . DATE

4/11/90

C & S 3 5 0 - 4 ( R E V I S E : : 2 / 8 7 )



InST.gyCT ICT^S • -TTr*£. CP. PRINT A

SZP£J=L\TZ FC?CM FCR EACH NEW CR

REVISED RECCRC S E R I E S . FCR-*AR2

WITH RSCORES RETENTION SO-XDL'LS

(DCS 3 3 0 - ! )

7 ; n CATE=LOO RCAD

P . C . BCX 2 7 3

JESSL"?, MARYLAND 20 7 3-t

-H:'{CY RECORDS INVENTOR

PACS , / ^ _ op O T

I . DEPARTMENT/ACE.NCY

Dept. Pub Safety & Corr Services
2 . DIVISION

Data Services Division
J . UNIT

Central Repository

CEFINITICN -RSCCRa ».1ES A a*OU» O. KT^T== « « R B 3 HOWAUUV n LO A*C u r = a A 8 A w , T
nsy-Eag*cz AS I E J . Aa Rr-N7tCN AXC 5 i i W 3 , . , P U ,

4 . RECORD SERIES TITLE

•^Child Care Disclosure File
S - ' S - ^ I E S T YZAR/UATSST YEAR

1986 • TO 1990

«. RECCRD SEHIES CESC-.IPTICN (BRlrj"-'!' CEScatsr THC T T ? M e r IHFCRUAT:SN/cec-vtsTS/reiM r o w o
•IN -pa. SEHISS.- . 1NCLUCB TXT ̂ U R J .C= C « n H C7IW OF THK S C ^ K j

File contains applications for background investigation when only a disclosure statement is
required.

The series of forms are used to process the criminal background check for applicants who work
with or supervise children, in accordance with Family Law Art. 5-560, et. seq.

7 . RECCRO SZrilKS FORMAT(S]

^ 1-ETTEH S I Z E D MIC=CFII_M

° LEGAL S I Z E a Ctt-;F».—H TAPE

Q BOCND BOCK Q FLOPPY D I S K

a AJunio TAF*: c VICEC TAF-:

a on-Sj?( SPECIFY]

8 . RECCR2 SERIES SECLENCS

C AL2>yA2ET I CAL

^ N L ^ e H J C A L

C OH??CtSCLC<: I CAI.

c CTHE = ( S F - : C i r Y ]

S. VCLLXE

Ntvaea

X ^ I L E DRA.WEH(S)
Q MICSCFILM KETL(S]

C CEWPUTEH TAPE(S)

0 CTKEH( SPECIFY]

1 0 . AfCiUAL ACCJMULATI CN

X ^ I U DRA*EH(S]
/ 0 MICSCFILM REEL(S)

kcuae^' a COMFUTEH TAPE(S)

1 I . FILE IS USED

^ DAILY C WEEKLY C HCfVTHLY

1 2 • FILE EECC.MES INACTIVE AFTER

1 3 . CJRKE.NT LOCATICN(S) ( ELOC . . FLOCR. SECW )

MSP Hqs, Bldg. G, 1st Floor
l i . I S P.EC=;=3 SEHIE3 CL7»L ICATED ELSE'Sl iS5S7

I S . ACZZBS RESTP. ICT!C>
1S C YTS C N O

( ir rrs, CIT= L^nl'si a RECUUTICNISI

Art. 27, Sec. 742-755; Ti t le 12

I S . AL-DIT EEOJIRE>2NTS

° NCfC ^ STATE S^ FESEHAL 0 INCE?ENEE>n-

1 7 . I S AN INDEX SYSTEM USED7 ( i r Y E 3 , U J > U > I N

B r i c r t - Y AND D E 3 H I B E AMY HAPDBABs/ SOrTllARE )

YES O NO

Alphabetical

1 8 . RECCAWEKCED RETENTICN

Retain in active file for two (2) years,
Transfer to State Records Center for .
additional ten (10) years, then destory.

1 3 . N A U AJ<D TITLE OF F5tEPAK£H

Pamela Dauses
Admin. Section Supervisor

2 0 NU.EEH
653-4459

2 ! - GATE
4/11/90

CCS 3 5 0 - 4 ( K £ V I S : ; / 8 7 j



ST/ISZJ: RZCZEZ SZP.IZS. FZ~*AJ?Z

- ITH F S f ^ - R ^ S RTTZNTICN SO-X3L.-_i

'. D<IS . 3 I 0 - I )_

'. . D=;~ArTi r/Aczxrt

?ept. Pub Safety & Corr Services | - Dcta Services Division

7 2 7 1 •±A7Z.=J_CC = C ^ J :

P . C . ECX 271

-•Z~S_?, KA=rLA.N= 217 5.1

2 . E I Y I S I C ^

« " ' - M I -Ji" i

>Ac^i2.or_.^
2 . LWIT

Centra.! Repository
^£-INlTICN-H£C=S3 SZ?.IZS-A c a e u ^ . ° ' p P-=^AT== R e ~ S C s HC»uu.Y r i L S - AXE . , —

n=rrP.=Ncr AS » g ^ A 3 P ^ N T ; ^ A.V = n, ^ . AS A U^.T r=«

I. RSCCRD SSSIES T1TLS ' *

V x Barrack Identification Number (BIN)

. RSTCCK3 S E S I E 3 C-£SC-.I?T1CN

3 . EASIEST YZAR/LA—ST YEAH
1935 n 1965

{-«H - ^ - H I S S . . • INC...-.« ^ ^ o « ^ c ^ ! * ^ o r a - r t x : M B

Criminal Arrest file supported by BI Number, contains copies of=thos7*a7rests°1' 7 M K.* E I""1
which are supported by BI Numbers, show dispositions from MSP installations.

3 U l w ^ . S I ZT C CO.-J=.—?. TAPS

3Cj_rc: = C C K — Fi-C-F.=̂ r z;5:<

C A!_=ViA^71 CAL

C e r r - — - ' £==• - • —'

i .

S- VCLIAS
c
 FILE: c.=AsrH(s)

0( HI esc FILM KrrL;s;
37 C C^I^TZ?. TAF^( S )

N •_>» a c=>
7HTH(SPECIFY)

10 . A-'C . AC~Jfl.-LA7 ICX

- FiLS C=A*T.-(S)

C HIC^CFILM KiZL(S

t « a e s - CCWPU7ZH 7APE( S )

F I L i IS L2=T3

C CAILY >- '5ir;-Z.Y x̂ --̂
- • c_-s?ciLV7 L=CAT:CN(S; [ EUT-S. ,rL=c=..^cw]

3 - H d i r . : G 1st f l : c r

FiLZ ES~. \S3 INACTIVE AF7ZH

YZAH(S;

I - : " I S F—-=•-— STP.IE3 •;«"?•_ icA7Z3 EL£r-£VES:7

/ ̂
c No State Racoris Centsi

"X i . ACZZSS RES7.=. 1 CT I CiS

{ ir res , c:r= ui j j ) *

A r t i c l e 27

7: i s AN IM:H2<: S-.'

a rzs y_ NO

3 . NAXT A.ND T I 7-i_E!

Joanna Graves

Section

STHTT'. U S :

CSSC31E;

t

it

742-

= T {

AK^P.

YZS

75:

I C N

Ti

C NC

( = ]

t i e

I f YS.3 .CS/Lf

KARCBARZ/

2 0

12

•_A IN

ZI.?SHCN:

653-44

= ]

I £ . /

C

I S .

Reta
dest

53

^-•=IT

NCNX

Krzu'iRsr-rz:—s

* STATZ C FT=:r=A^

SSCCM^VCSD RETENTION

in mi
roy.

crofilm for twenty-

2 I . CATc:

4/8/90

c

five

I ^c:z=EN^£^•T

•

years then



INS TSyC 7 I C S - - TYPE CR PRINT A

SZP&JiATZ FORM FOR EACH. HE* OR

REVISED RECORD S E R I E S . FORWARD

WITH RECORDS RETENTION S O S C U L E

(D<JS 3 3 0 - ! ]

CE?A.=.TM£.*'T c r csi*,x=Ai. s=:~.-1 c:

-F-ECCriZS__MA.NACE.ME.NT D I V I S 1 ON

7 : 7 S 1EATEHLOO RCAD

P . O . BCX 2 7 !

J E S S L ? . MARYLAND 2C73-t

^2£.",:CV RECORDS INVENTOR:

•P^HLcr Hi

I . D£r ARTWENT/ACZNCY

Dept. Pub Safety & Corr Services

2 . DIVISION

Data Services Division
Z. UNIT

Central Repository

DEFINITION -RECORD S H I E S - A a n ° U > ' " ^ « " • " = = R r C a R D S NOBCM.UY F!L£= A>C U = r= AS A U*, T r̂ R

4 . RECORD SERIES TITLE

^. 'cr iminal History Record Inspection F i le
5 - EA=LI£ST TEAR/LATSST YEAH

.7/89 .TO 4/90

«. RECORD SE31ES DESCRIPTION ( « ' ^ ^ D M C S I B S THE TY?>r2 Of- ixpcRjuriSN/see-jVBiTS/reR^ PTKNC
•IN THE SERIES. INC'_UOE THE MWCSE' U KKCTICN Of TXK SEP1ES]

Contains completed application of an individual requesting to review and inspect
criminal history record information concerning the applicant.

7 . RECORD SERIES FORMATf S ]

K LETTER SIZE E MICROFILM

a LEGAl. S I Z E a COMPUTER TAPE

Q KXJvCD BOC+C O FLCPFY DISK

a AJJD IO TAPE C VI GEO TAPE

Q OTKER( SPECIFY ]

8 . RECORD SERIES SECCEHC

C ALPHABETICAL

Q NXiERICAL

^ CH?=CNCLO<;iCAL

S . VCL1XE

J&-
^FILE DHA»EH(S|
O MICROFILM REEL(S)
C COMPUTE?. TAPE(S)
2 OTHER (SPECIFY)

10. A.*C<UAL ACCLMULATICN

)i FILE CHA*ER(S]
/ V O Q MICROFILM REEL(S
— ^ a COMPUTER TAPE(S)

I 1 . FILE IS USED

^t DAILY C WEEWLY C MONTHLY

I Z .
FILE BECOMES INACTIVE AFTER

I C MCNTHiS] ^ Y E A R J S )

1 3 . CJRSE^rr LOCATICN(S) ( ELJ2G.. FLOOR, ROCM )

MSP Hqs., Bldg. G, 1st f l o o r .

I i . I S RECSSS SERIES CLT". ICATED ELSS'fVESST

t' f Yts,. s^rcifv /.cr.vcT on e m c r l
a YES jî NO

I S . ACCESS RESTRICT I CSS -C YES C NO

( \r yes , CIT= W B ( S ] a RECUI_KTION( S )

1 S . ALT IT RECU I REJ-Z:~S

Q NONE ^ STATE X' FSSS3AL ° 1N=E?ENEENT

1 7 . IS AM 1NEEX SYSTEM USED 7 ( ( r T S 3 . C J ^ U I N

Br lCrj -Y AKD DKSMIBE A«Y KARDBARc/ SOrTBARE )
> 8 . RECOMMENCED RETEJVTICN

a YES NO Retain in active f i l e for f ive (5) years.
Transfer to State Records Center for
additional twenty years, then destroy.

I 9 . NAVE AND TITLE OF PREPARES

Pamela Dauses
Admin. Section Supervisor

20 . NTJMEER

653-4459
2 I . CATS

4/11/90

c c s 5 s o - 4 ( R E V I S E : : ; / 8 7 )



SET'/ I iZ-3 RZrCRC SZLRIELS. FCftWASC

* I T H RECC-R^S RZTE.NTICN S C - X I X U

- ( D C S J J O - t ]

7 2 7 - '£A . c .~-L CC PCAH

P . C . BCX 2 7 1
PAC£; /C? CF A7

I
Md. Capt. Pa6£-tc Safety and'

2 . DIVISION 3. W I T Central Rzpotitouj
FinqZKpiint Stctian

CEFINI7ICM-RECCRS SERIES-* O " e U ' > C r p - ^ ~ = R E K R C S HCRHAUiY r m : A* = U s = = A 8 A w , T „ „
BgltHENCI AS » t U . A3 WSTgNTtCrw A>V= D I gj^j g T T T CV y . » r , ^ . > .

X. RECCFQ SEH1ES T1TI.E

I 4.l7jUASTER FINGERPRINT FILE (APPLICANT) •
s • EA^L'IEST YEAR/LATEST YXAP.

m e TO /9^-r
I «. RECCRC SEHIES DSSC?. I FT 1 CM (B«11C!'^Y c r s c H I 8 = ™s TY-t= e r IMrcmuneN/cccwwTS/reiM m e
| -JN Tr-i SEHJES. . iNc-.'j:r TK= J-JRJ-C-C CM rcNcricN or TXK series

Ma^i-tei ^nge^p-iin-t ca-xd.A (APPLICA.VT) cc.'Uc/i Ziaue faean *tc-xzd on mizxo-^iim c<L\t\idQt.A.r

7 . RECCFQ SEHIEJS FORMAT(S]

D I-ETTZP. S I 2 T H MIG5CF1LM

C LEGAL S1Z2T C CCtr-JKTTZR TAPE

C BCCTO BOCK C FLOPPY D 1 SK

^ AL— 1 O TAP5Z C V 1 C-£C TAPS

C CTr-3L?.( S P E C I F Y ]

9 . VCLLME

D FILE D.°A¥EH(S]

tJ^ lcSCFILM-EEELtS)

'*•- I C CCMPUTEH TAPE [ S ]

C CTHEHISPECIFY)

I : . A."C<UAL ACCLXO.TJS.T ICN

0 FILE CRA*E3(S)

Q 0 MIC^CFILM REZLJS;

- CCWPUTE3 TAPE(S)

1 1 . FILE J S LSE3

E CAILY c rcsjiY C McasTKL':

I Z . FII-E ESCC.VSS iriACTIVE AFTES (Wevei)
1 . ; . c V*=S-TH(S] C YEAR(S)

1 3 . CL-KF-E.VT LOCAT!CN(Sj ( El-ZXi . , FLOC3 . =CCH ]

}fep Has, Bidq. G., 1st Floor

14 . IS r^ZZ== SERIES CCPLICATED EL5E"f>£=S:T

t"" >^=. s ^ s c i f Y /.ac.vcr OP c r r t c r )
E YX5 =• NC

. ACCEZ3 R£27?. ICTIC,"^ C YES - NC

( " f' Y^= . C I T : L A B I S ] 4 REci.-^>vr :CN{ s i

A:t. V, Szction 747-755 Ut£c /"

I E . AL—IT ?iE ZCI K2-3L\TS

C NCT^: C STATZ C FErEPAL 0 INEE?5?CC£N"r

1 7 I S Af< INTEX S-I-STEM USED 7 ( ( r Y S 3 .=-_- •_> IN

B r l C r L Y AKO DESCRIBE: AKY H A R C B A R l / j C m A R Z
I 8 . RSCSAKENTSS RETE.NT ICN

Q YES & NQ
Retain permanently. Transfer periodically
to Maryland State'Archives. \,

I 3 . NAME AND TITLZ OP" PJvEPAREj?

Mat-cue Jame-4
Supetu-c-ict, Ftngetp-t-inC Sect-co»

2 i. CAT;

4/9/90

CO3 1 1 3 - 4 [ R E V I S E D 2 / 3 7 )



: • : / ! sz^: R£cZKZ SZP. i E S . F C ~ * A = T :

* I TK ~nX ̂  C^T5 RETE.V7 ICN SC/rS^XT-Z
• ' D C S iI 2 - 1 )

I . D£.~A=T>C3LST/ACSLSCY

Dept. Pub'Safety 5" Corr Service^ Data Services Division

?^zc.=^s vv

P . O . BCX 2 7 1

JZSS^-P , WArTTLASa 2 C 7 S i

2 . D I Y I S I G S

^ i C Y RECORDS IrjVENTJHY

AC :̂ V ^

3 . LH1T ,

Central .Repository
ZZFlHlTlCti-nZCZr^ SZJUZS-* a n c - r c ' ' P-=1-«.T== RtctRDS HCRXAL^Y riUS- AXC U —

i . R£C=?S SUSIES TITLE •

^'^" Criminal Arrest Reoort - (CAR)
3 . EAJ2.ISS7 YEAR/mTXST YEAS

I t ) ^ TO 10^^

Criminal arrest report numbers 00001 to 199999, case f i les of arrest and
dispositions. These reports support the arrest the arrest supplied by fingerprints

. KS=C== SZTllZS FOSVATiS]

- !_r"m_3. s i r r >S(MIC.^CFII_M

I " 3Z^^Z 3CCK - FLC-FFY Z I Z<

- Ai.—IC TAPS - VI CSC TA=^:

" • — T — • <r_p c- — • £— ̂  ]

— C-^?C^i C'_ Z<Z ! CAI,

'." ?•;•_£ i s USH:^

C B-SCY /*C HC?y~-Z.Y

-~s.\- L C C A T : C N ( s ; ( SLZ-Z. . ruoca, =CCM;

Bu i ld ing G 1st f l o o r

"«. ACCXiS KS37H1 CT 1 C\S CX YZ3 - .\C

( i r YT3-, C I T S u ^ n ( a ) a R= = >.I_ \T: CN ( s !

Article 27 Section 742-755 & Title 12

". IS AN INC£X S-.'STET-K USTr-7 i r r=3 . EJ i--_*i N
BrJrri_Y AK: DESCHIHS AXY KARciAR:,':;rriAR£
• Sid number-Arrest number. BI nunber and

% rzs o N O indexed to CRT Terminal.

3 • NA-̂ Z A.-O T1 T_ i OF p?^.?XFZ^?.

3- VCLLWT

1 9 0

I 0 . A.*CnjAi

-a-

c

c

FILE C.=Ai:

Ml CSCFILM

CTHE=(S7T

:=(S)

REEL;S)

::FY )

. ACZ•_^a.'LAT: CN

c
'J

c

FILE C.=-VH

MICROFILM

CC«PUTiH "

:-.(s;
HSSMSJ

•APS;S ]

1 Z " F.LE E E - H S 5 INACTIVE ATTE3

c x^- - : ; S ] a YEAP.;S;

1-- IS KS==?- sr=I-S CL-PLICA—3 C J K £ S :
hr YK, s^::rr /.sever c* crr.cr)

^ VE3 = NC s t a t e R e c o r ( j s C e n t s r

I S . AL121T rCEZCIHE>X îTS

C NCtCE t STATE C FE=E=AL O I^EPENEE.NT

Retain microfilm for twenty-five years, then
destroy

= « • CATS.

! . . . _ . O . _ . . . _



I H S T P V C T I Q T S - - T Y P E GR PRINT A

S c ? i A A T E FCRM FCR EACH NE* CH

REvFsEJ RECCFQ S E R I E S . FORWARD

»ITH RECORCS RETE.VT1CN SCKEJX.T-E .

(DCS 3 3 0 - I )

1 . DEPARTMENT/AGENCY

Dept. Pub Safety & Corr Services

CE?-A=7V.E.-— c r CC'.-E=Ai. SZ-..ZZS. 1

RECCRTS .MA,'<AC£.ME.N-7 D I V I £ : CN" |

7 1 7 J •fiATSHl.OO RCAD

P . O . BCX Z73

JESSU.? , • MAHYUUsa 2 C 7 J i

2 . DIV1SICN

Data S e r v i c e s D i v i s i o n

AGE.'iCY RECORDS INVENTOKY

PACE £J_ or an

I- LNIT

Central Repository
CEFIN1TICN-RECORD SERIES-* '""""' ° r * = ^ ^ = «CC=RDS NOPXALLY r!tx= *>,= u = = = A 8 A W , T ^

n=JHEs=xcr AS w='_i. AS R=V=.NTIC* A.N= : I . K . . , . , , U „ _ _

4^ RECORD SERIES TITLE

^ ' l C h a l l e n g e t o Criminal H i s t o r y Record F i l e
5 - ^^RL ' IEST YEAR/LATEST YEAR

7/8_9_. , TO 4/90

S. RECORD SERIES DESCRIPTION [BRlr7'l-r e r sc s i s r THE Trj-ir er I.VFCSUATI:H/CCC^VMTS/«H« rtx.-we
•tN • . « . SSa iES . . I H C U S B W l-Jfti-CrE CJ, n.'HCTlCW Or TXK SETHCS,

Contains completed forms an applicant submits to challenge the completeness, contents,
accuracy or dissemination of his criminal history filei

7 . RECORD S E R I E S FORMAT(S]

/( I-ETTEH S I Z E O MICaCFILM

Q LECA1_ S l ^ O c a i R T T S S TAPE

O BOUND BOCK O FLOPPY DISK

d AUDIO TAPE a VICZO TAPE

Q OTH£H( S P E C I F Y )

3 . RECCRC S E R I E S SZOJENCE

C ALPHABETICAL

O NUnESICAJL

){ CHSCNCLOG I CAL

C OTHEH(SPECIFY]

1 1 • FILE I S USED

^ DA 1 LY C 'SEEMLY C HCNTKLT

1 3 . CLJRKE.VT LOCATICN(S) ( ELOG. , FLCCR. =CCW )

MD State Police Hqs, Bldg. G, 1st floor

13 . ACCESS RESTRICT I WiS X Y S S C N O

( i r y r s , c u r L A * ( S | a RCCU'-ATI ON( S )

1 7 . IS AN INCEX SYSTEM USED7 ( | P YK3. cju-ujk m

B r i c r t - Y AND DE3C3IBC ANY HABOBARE:/ S O m A « )

O YES ^ NO

1 9 . NAME ATG3 TITLE OF" PREPARED

Pamela Dauses
Admin. Section Supervisor

CCS 3 1 0 - 4 [REVISED 2 / 8 7 )

S- VCLL3KE

X FILE DRAVER(S)

, / - 0 MICROFILM REEL(S)

/ - ^ C COMPUTER TAPE(S)
M t " ' M B " 0 OTHER (SPECIFY)

1 3 . ANNUAL ACCLWL'LATICN

H FILE ERA»ER(S)

/ '/j5L a MICSCFILM RE-Ms)
WcuaeV 3 COMPUTER TAPE(S)

1 2 . PILC; EE=>SS INACTIVE AFTER

^J;... C WCT-H(S) j^YEAR(S]

I i . I S RSC=S= SERIES CLTLICATSD ELSETH^RET

i*r *r=3, s^rc.rr ACB.VCY on erricsJ
c YXS ^ N O

I S . A L - IT RE =C I RE>2:,TS

C NCTS ^ STATE ^ FETEHAL C INEE?ENEENT

t 8 . RECCftO»S2CEZ RETEhT ICN

Retain in active f i le for five (5) years.
Transfer to State Records Center for
additional twenty years, then destroy.

2 0 . TELEPHCNE NU.5EER

653-4459
2 1 . CATE

4/11/90



i\~ri FZZZfZZS KTTE.VT 1CN S O - - — - -

; C-GS 3 : a • i j

I . D£FAH7VeLNT/AC£-NOf

Dept. Pub Safety 5 Corr Service]

7;71 tA7r.=j_cc ;=C!_c

P.C. 3CX 27;

-'E2SJP, M A H T L A N S 2:7 -,i

' •_; 1 i •_ ..

2. DIVISION

Data Services Division

^ / £ _ o r 41

liFINlTlCN -E£CC=3 SSHIES-A a a c > J ^ OIr R= -̂«.Tr= s r c c R s - NOR>uk̂ i.Y rr^j:=

3 - LMIT

Central Repository

A* = u = = = AS A war rnn

I. RSC2R2 SERIES T1T1X

•k>*° Mas te r Index Fi1<

Kg,tP.s<cz AS >-;u. Aa RrrrxTiCN AXS e t gj>c; t-r rev -..«..^,.^..

3 . E A J ^ I T ; ^ Y ^ A R / L A T Z S T YSAR

1935 TO 1965

Names of persons, incidents which identify antT'uVed t'o" r ^ r e n c e " ^ ^ ' ^ " " ^ **"''"'
computerTzed name Identification/Index files.

Index Cards: Prior to automation

. . RSCCSC SZHIZS FC-fWATJSJ

- L I C A : s I r s - cch-jzjrz?. TAPS C NUSSKICAi.

- o-r?cwcL=c;cA^.

c cz^=.^A=y.:cA^

C CTKi:.~; SPECIFY

NCZ

I . FILr IS USZ2

^ Bii>2.Y c Her —-_r

. Bu i l d ing G 1st f l o o r

\ ! . ACCESS RS3TF. i CTI G.\S d YT3 C ,»;c

( i r rrs , c:r= L>B{ 3 ) 6 RCC-J^TSONIS]

Article 27 Section 742-755 Title -12

• . IS AN 1NES3: S-.'STEH L2Z3 7
i r Yt3.C5^—_JMM

BrirruY AN= C K « I E = WHABBBARs/scrTSAw;

Q YZS fl NC

J. NAVS A.ND T1T-X OF PKTPAKSS

Joanna Graves

3 . \~ULXi

37

C FILE CHA5X=(S]
^ y.ic.=cFiLM KrrL(s;
c c:^^=».-n?. TAF=:{S;

" - CT:-S?.(SPSC;FY)

: = . A-'COI^. Azz-^<ir^7\cn

^ FILZ C=A%i=(SJ
Q - HIGTCFILM FEZL(S;

h ^ a e a - CCMPUTTH TAP«:( S )

C VCr,TH{S) £ YSAP.{S]

1-. is fisc=s= sr=:rs =•-•?•.ICA-TSS E'-sr«:;s7
h r r r r , sj.= = :r>r /.stver cs .crncr j
- r r s c N c • S t 2 t 3 Rgrsrj; Canter:.....-

Retain microfilm for twenty-five years,
then destroy.

20. <= susa
653-4453

: 1 . CATS

4/8/90



'*ITH RZCOf&S RETE.NTICN SCHEDULE

(DCS 3 10 - 1 ] '

H£-C.=ZS yA.'iAO£HHL\— DIVISION
7 2 71 -'SATtriOC SCAT

P . O . BCX 273

JESSLP, MARYLAND 227 S4 •A« / ? . cr 5 I •

• I . DE? ARTKE.NT/AGENCY

Dept. Pub Safety & Corr Services

2. DIVISION

Dcta Services Division
3 . LNIT

Central Repository

: DEFINITION-RECORD SERIES-* a R C U F ° r W*2-*™ W K S « NCRXAULY rjLSD A*C USES AS A UNIT rc«
: wg^n-TRgycr AS weu . A3 HzrgNTtCN AXB Dtsf<:sTTtevi r » . . o , , .

I I. RSCCRD SEH1ES TITT-E

; LJ-.P-I Stat is t ical reports
5 . EAJS.ISS7 YEAP/UA—ST YŜ JR

1987
TXJ 1990

«. RETCCra SSHJES CSSCP.IPTICN {B*'1"r^ ==scaiB= TH= TYT'rs c r iHrcmwTiOH/BccaiwTS/reRw rocxc
•IN T>-̂  SHHIES. . INC-«UBB TKT r u v o s ^ u i KNCTICN cr THE sr^irs

Production sheets, daily, monthly statistical activity sheets, telephone logs,
for use on monthly and yearly statistical report.

7. RSCCFQ SERIES FOFJMAT{S]

£cL£TTTH SIZT 0 MICSCF1L.M

C L i i U . SIZZ Q COlFLTTta TAFT

^ ^ = 3C-LTC3 BOCK C FLOPPY CISK

^F - Ai.-;o TAP^: c vicec TAPS

- cr:-2^(SPEciF"f j

8 . RECCRD SERIES SECLSNCS •

C AJLPMABETICAJL

C NiJMERICAi.

^ C - ? ? C < S C L C < ; i CAI,

C OTHER(SPECIFY]

1 ' • ? ; i i i s USED

^ CAILY c i - i i - ay :C::vK*fi-rfi_Y

13. CH=i \T LOCATICN(Si ( ELT-C . , FLOCH, ==CM )
MSP Hqs, Bldg. G

Room 101,1 St f loor

: ; . Accrss RESTSICTIC,*^ C YXS CC»;C

l i r I T S , CITS u s ( s | a REC-JWTICNI S )

17. IS A* INEE.X S-rSTE^ USED? ( , r YSS.E^J-UXN

BTIK^UY AKC OSSCaiBC AJ<Y MARDHARc/SCrTHAKE )

C YES J ^ NO

•

13 . NAXE AN3 TI Tl-E OF PKEPARE=?

•Joanna Graves

S. VOLUME

i? FILE C=AsER(S)
C MICROFILM REZL(S)

4 C CCMPUTZ?. TAPS ( S )
H ^ a " C C7HE3(S?SCirf J

1 0 . ATCO1AL ACCUifL'LATICN

C FILE C.=AtER(Si

^ C MICROFILM REEL{S)

Sukiaes - CCMPUTEH TAPE(S)

1 2 * FII.E EEC=MES I.HACTIVE AFTER

^ ^°:_ fivcxTriis} z YEAR:S;

U . IS RSCCRT SERIES C!JP'_ ICATE3 E'_srT-ERS7

t " 1 Y = S , s p i c i f Y /.oc.vcr CR c m c r )
C YES E<NO

I S . AL.- IT EECCIREWE.V7S

C NCfCE C STATS. C FE=E=A!- XS IS=E=ENEENT

18. REC—V^^NEED RETENTICN . .

R e t a i n fo r s i x (6) months , then d e s t r o y

2 0 . TELEPVCNE NUMHER

653-4453
2 I . DATE

4-9-90

C i S J 5 0 - 4 l i x - v i c n ? / P T I



SZP^P^TZ FCF-y FCR EACH N E * CH

REVISED RECORD S E R I E S . FCR*AKD

Hl.TH RECORDS RETENTION SCHEDULE •

(OGS 3 3 0 - 1 )

RECCRCS VA.NAC£ME.\T D I V I S ! CN

7 1 7 1 1KATSRLCO RCAD

P . O . BCX 2 7 3

J E S S W , MARYLAND 2 0 7 Si

•^i'-iCi RECORDS INVEN'TOH"

PAZz£O_ cy Hi

1. DeFARTMEvfr/ACENCYQgp,. _ Q f

Public Safety Corr. Serv
2 . DIVISION

Data Services Division
3 . LNI7

Central Repository
DEFINITION-RECORD SERIES-* a " O U 1 " ° r R E l - * T s n « « » « NOWAUUY FILM A* = U S E = A 8 A W , _ ^ ^

BSrEHCTCI At yg!-t. A3 RETg.NTtCN AMC Q | ; f c ; t - , e v »y»»o«y.

4-
-t. RECORD SERIES TITLE

£.406 Letters
3 . EASLIES7 YEAJ?/LATEST YEAR

1/89 TO 4/90

« . RSCCRQ SSHIES DESCSIFTICN {BR'"Crl-r BKSCRJBS THE TTTMCS Or IHFCRlU7len/CCC-JVWTS/rCR>« rsCMC

•JN .-7KS SESiES. . INC.UCE T*r I-URl-CSE M PUNeTICN Or THE: K n ' E 3

406- Letters-Visa and Immigration Record. Check Request copies with
receipts .

7 . RECORD S E R I E S FORMAT(S)

&XLETTER S I Z E O MIC<=CFI1_M

C LECA1. S I Z E O CCWJ=UTER TAPS

C BC<_TvD BOCK Q FLOPPY D I S K

C AJ--3 1O TAPS D VII^EO TAPE

C CTr2L=( S P E C I F Y )

8 . RECCRQ S E 3 I E S SZOLENCS

C ALPHASTICAL

O N U ^ R I C A L

•£% C-SCWCLOOICU.

C CTHE?.( S P E C I F Y )

3. VCLUKS

\x

HLKBSS

FILE DRASEH(S)

C MICROFILM REEL(S)

C CZWJTZP. TAPE(S)

C CTHSS(S7^:CIFY)

: a . AJC^UAI. A C C I M - I ^ T i CM

JCXFILE CRA*ES(S]

2 c MICrJCFILM REELJS]

h ^ a e i i - CCMP-JTE.- TAPE( S )

11 . FILE IS USED

tXcAILY Q BEEKLY 0 MONTHLY

1 2 . FILE EECOMES INACTIVE AFTER

, 1 M . , . C w=><-ri(s) XX« YEAR;S]

1 3 . C^RHE-VT LOCATICN(S) I ELSC . , FLOCR, RCCM )

B u i l d i n g G , 1 s t F l o o r , R e c e p t i o n i s t
A r e a

14 . IS RSCSS3 SERIES CUPLICATZD ELSE-£1-EHE7

. t i r Y S S , s M : : r r Aac.vcr CR e r n e s )

O YES M NO

: 3 . ACCESS R£ST?.1CTIC,-^ JfcX YES C NO

' ('l^ YT3 , C!T= L^uis] * RCd,'UT I CN ( S )

A r t i c l e 2 7 , 7 4 2 t o 7 5 5 , T i t l e 1 2

I S . AL"=IT nS=CIRE>ZNTS

D NCfCE Xc?! STATE ^ FE=i=Al- C I NZEPENnENT

1 7 . IS AN INEEX SYSTEM USED 7 ( t r YT3. CiJ-l_A IN

B r l C r U Y AKD OE3CHIBC AJIY HARCOARc/ J O m A R E )

C YES X5< NO

I 3 . NAME A^03 TITLE Of PHEPAREH

Brenda L. Thacker
Office Secretary I

I a . . RECCAWEXEEi: RETENT I CN
Qr^vcThree years then destroy conststa
'^^ with Privacy and Security Laws.

2 0 . TELEPHONE NUMEEH

( 3 0 1 ) 6 5 3 - 4 4 5 4
2 I . CATE

A p r i l 1 1 , 1 9 9 0

C C S 3 S O - 4 ( R E V I S E D 2 / 8 7 )



• ~ • - i t / - = - ^ n r n i r i i > \

S£?.S,=_A7E FC^M FCR EACH N£"tf CR
REVISED RECCRC SEH I ES . FOFCMJ^j-Z

ttl.TH RSCCfECS RETENTION SO-ZZULX

( D C S 3 3 0 - 1 ]

L:S..--A=—J.E.NT c - C^.-.T=A^ S E R V ; c :
RE - Z rC S Vjy 1A CEMENT 0 I V I S i CN

7271 WATERLOG RCA3

P.O. BCX 273

JESSJP. MAKYLA.NE 2073*

i-zzA'Ji RECORDS .INVE.NTOKY

PACE ol\ OF *• '

I . DErARTKE-NT/ACE-NCY D e p t . 0 f

Public Safety Corr.Serv.
2 . DtVISICM

Data Services Divisior
3 . UNIT

Central Repository

CEFlNITICN-RECom SERIES-A aBOU>" or « ' - * - = « « R O S HCRMAUV rtusa AXC « « = A» A UN.T « »

4 . RSC3RD SE3IES TITLE

^3 Pr iva te Employers
s_- EASL'IEST YEAR/ LATEST YEAR

• 7/39 TO 4 / 9 0

(. RECORD SSHIES DESCRIPTION ( " " ^ t T B M C R I B S T>": T Y F r S Ol" INK««ATION./=eeawTS/K«W K w c '
•IN r.-^. S E R I E S . . INCVJBS TKC f'JRfCSE U rcMCTION OF TWK SKJnESJ

Private Employers-Receipts and addresses of Private Employers submitted by
Private Employers

7 . RSCORO SERIES FCHMAT(S]

XJ? LETTER SISS ° MICROFILM

C LEGAL SIZE D CO.IPUTER TAî S

c ecusn BCC-K n FLOPPY DISK

0 AL—IC TAPS C VI CEO TAPS

C CT>£?.(SPECIFYJ

8 . RSCCRC S E R I E S SECCENC

C ALPHABETICAL

C NT^EHICAL

XS e-:sc*siCLCc i C A L

0 CTHSS;SPECIFY)

VCLL3KE

X)& FILE DRAWER(S)
, Q MICROFILM REEL(S)

. . C COMPUTER TAPE(S)

I S . A,*CiUAi. ACZLTrfL.'LATICN

X,t FILE CRA*ER(S]

2 C MICROFILM REEL(S)

kwnaeh = CCMPUTER TAPE(S )
C o n ^ ' ' COCT T F̂ * *

I 1 . FILE IS USED

Xi£ DAILY 0 lSEEJOLY C MCJS—-2.Y

1 2 . F I L E EECC.MES INACTIVE AFTER

1 C JrtCSS—ri(S] XtL YEAR(S)

1 3 . CJRKSXT LOCATICN( S I ( ELSXZ . , FLOCR . RCCH j

B u i l d i n g G , 1 s t . F l o o r , R e c e p t i o n i s t
A r e a

I^. IS RSCCS3 SERIES CL-PLJCATZD ELSSWSSS7
if Y=s. S P » ; : rr /.crvcr on o r n c s l
C YES X5(NO

. ACCESS KSSTRlCTiCfiS XX: YES C j;c

( if Yts , c.'Tr i_>nia) a RCSULJ^TICNI s;

A r t i c l e 2 7 , 7 4 2 t o 7 5 5 , T i t l e 1 2

I S . A L w l T EZSLMES-ZNTS

C NCTCE Xd( STATE Xd( FEZE=AL Q INEEPEftDSNT

1 7 . I S AN INTEX SYSTEM USED 7 ( t r Y S 3 . CJ^—_> | H

B r l c r t _ Y AND CE3CRIBC AJiY RARCOAHc/ :CFTIARZ )

C YES )tX NO

1 8 . RECCJrWEMIES RETENTION

iCfTA** Three years then destroy, ccwsi s£c
witn Privacy and Security Laws.

13 . NAVE AND TITLE OF PREPARES

Brenda L. Thacker
Of.fice Secretary I"

2 0 . TELEPHONE NU.EER

( 3 0 1 ) 6 5 3 - 4 4 5 4
2 I . CATE

A p r i l 1 1 , 1990

C C S 3 1 0 - 4 ( R E V I S E D 2 / 8 7 )



2T/ '• S ^ 2 FJiZZFZZ 53LH i ELS . F ; = - « A . ~

C-SS 2 : 0 - 1 1

. D^PAJTrVGLNT/A&^.-'TCT
JcPARTAOT pF PU3LIC SAFETY A.W

2. nr/isicN

PATA 5c Rl/ ICES'

« s - t a r < c r A S y r _ A:= R^-r^.vT?cr< AM^ r», = = = AS A U N I T l^="

. K C S : S^.^IES TITT_E:

^ • 9 - ^ TRACKING NUmEZ AUDIT REPORT

. RS:CCR= seaiEs CSSC?.I?T:ION

• COMPUTER PRLVT-OUTS WHICH LISTS ALL TRACKING WUMBcRS USE9 87 ARRESTING AGE.VCIES " ' ' '

. FS:C=.==: sr?. 1 ELS FC-RMAT;SJ

: LSTTZP. SIZZ C MI C.-=Cr 11_M

: LZC-U. s i r r c C=S-J=_T^.-. TA=«:

c;_rw S I C K — .~"_cp~r c: s:-:

- ^ _ - ; c TA.=^: c v 1 c s : T.-.=T

COMPUTER PRINT-OUT

" ?•;•»£ i s u s r r

PATE ORDER

s. ^-CLLWZ

f i . ^ e ; . ? _ ~ ' ' "^" ~ l ~ '

1 3 . A-'CVLIAI. AZZ'-2SKSL^7 ION

c MICSCFtLH i=ZZL(S

c -£zi:-z--f c ."-c*~-z.r

• c_.̂ = :̂- L=CAT:CN(S; |B^c.,r.:c.-,=:^|
MSP Hqs, Bldg. G., 1st Floor

CA7A E'ITZV/ F : \ ' G E £ " : : ' , 7 SE:~::V

K 3 T ? . : C T ; C , \

! i.» r r s , C : T = L ^ e i a i . S ns = ̂ Ljkr ; C N ( 3

IS AN IN-3^C S-.-ST^. 1=1=7 [ l r YSS.C3J--AIN

s r i s r u Y A N : c E i c a i s s A-"<Y KAR==ARs/r=rrrAKX

S^YZS C NO

Identification/Index -.Conputcr SystHi

i^aEA - CCMPMTZ.-. TAPS:(s

CLLTL C vcr--:(sj c

1 ^ .

_:r^=^--:rr wsxcr ==» crr,==!

Retain until superseded, then destory.

f^AVX A-̂ C: TIT*_r O" F^JTPA^r.^
PcicCi:/ J . R-tce - > • CATS



[=-C5 HO - I

I . DC.-AHTWHLNT/ACZLNCY
DEPARTMENT OF PUBLIC SAFETY
A.VP CORRECTIONAL SERVICES

/ i / 5 tA rZ.=JL CC r C i .

P. c . . BCX — : :

2 . DIVISION

PATA ScRl/ICES

cl9'D •» ROPE FILES
2 - Z^L-lZS7 YEAR/LXTZST YTAP.

COUTAIUS 7RE-SEWEUCE IMESTIGATTOU REPORTS OF REPEAT QFFEHVEZ OF 643Z OFFERS
WHICH OCCUREV PRIOR TO 01-01-7Z

'. RZ.C-TZZ SZ.H 1E3 FC-RVATJS)

=C_-Tw 5CCK ^ FLC-r—r 2 I £X

- A^r ; c TAP^: - v i zz z TA.= :̂

' ' r ;LZ IS USEZ

a. FT—RC SZP . IES s z :

c AU=HA=:TICAI_

^NIJVE:.- i CAI_

S - •V'C^LJMi

* • -X 2 - ."> _

.-—.-., _.- i~: rv j

• c MC.-,—-I.Y

MSP Hqs, B l d g . G . , 1 s t F l o o r

J. AC=Z£S RE3T.=.iCTIW^ * < Z 3 C.v;=

A t t t e ^ 27 §§ 742 - 755

r . i s AN INEELX s - r s r s n u - r ; ( I r n a . a . J . . ^ l t i

BHiCrUY >K= C E 3 « U - AH Y HASCBARS/serTBA«

C YXS C N c

Identification/Index - Ccrurtcr Systan

J. NAĴ X A>N3 TITI_£: OF p^_r?;^rj3
PotcC'u/ 0 . R-<.ce

i a . F -c= .w^=r2 RET^TICM : r ' .

Retain permanently. Transfer periodically to
Maryland State Archives.

. .. .i

2 ° • . TtLEPMINi: NU.S

7 . i t / ^ - 7 t i e ;

= ' - CATX



. R£C=H3 SERIES TITLT

4-2") C . J . I . S REPORTS [PHMH)

sccra SERIES ESSCSIFTION { " i * ^ y crsc*r== TO- , - , „ c ^ r ^ , ^ - , •„ ' "~
•IN TrS SZr.lZS. . , N C -_ . J = . r w ' - ^ - / » - - « « r^.^ =

' "~ " - = = M T~-*crizn cr THE sr?n = :

COUTAJNS COMMITHE.VT AWP RELEASE LVFOH'MTICW FROM ME.VTAL HEALTH CE.VTERS

3 - VCL'JMZ

.1 _-J ; ; i _

«C.r^r

MSP Hqs, B l d g . G, 1 s t f l o o r
V.i C; E'ltxii 'r -.r.gcxp'J.r.Z SLZZLCH

C N =
( i r YTS , c : r r :_».?{ « ) = «r5-»Lvric.N( r !

A t t c c i a Z7 §§ 7-;2 - 755

. is AN I N T O : s-rsrri-ri LSZ-7 I ,

« YZ3 • NO

Identification/Index - Ccnxrt=r tenriral

Z - MIC-=C.-iLM nrZL(S;

• • • • . - . - Ti.-.-. 4 5 /

IS. r.

Retain until superseded; then destroy.

Voxctiu 0. R-L^ ' "*" ; 3 NwT.t 1 f *•+ . .



• s r= - .< - :crs - --•?•=: c.=. .».= ;.s- A
£?AP_A7£ FC.=>-< FCS EAO: , sr- i CS

* I TH r?Z.ZZfZ£S r— . —ST 1 Crs sr~-~ -• ~ :

; [>GS 3 1 0 - 1 ] • :

' • D£:~AHT>OrT/AC£.N<rr
DEPARTMENT OF PUBLIC SAFETY
AMP CflRRECTIOMAL SEMKES

_ P-S - - ~— s KA.'<A cc:-i£.s7 c : v : s ; ex

7271 £A7i:=_LCC PC-O

P.O. BCX 271

2. DIVISION

PATA SERVICES

: . R£C=S3 SH1RIH3 TITl-^

^ / • g ? . MASTER MAMc I.VPEX PELETTO.V REPORT
3- EAJ=i.*IZ— YiAR/LATrST YiA-=.

Contain* Tdznti&iciZion data. 0^ ^^o-tnai^Cii d2.Z2.tzd &tom the. Idznti^alcaticn/lndzx MjAte.nv!>

- LiTn?. sizz c M:O?C.-:LM

^ CT>5L-(S?>£C:-.']

COMPUTER P3I.\!T-0UT

1 • F ;L£ I S LSZ-

Xc-^c-.=-:c;c^.

PATE t"rER

s • Vdu'-^r

^ I L Z C=ATZ.-.(SJ
= MIC.?IF:LM KZZ"_:S;

->• 3 ̂  p. ~" ~ \ ~* *

" " = CT:-S=;S«:C:;~J

•4

1 3 . ATCtT^A^ AC~J/U"_AT ICN

4 c MIC^CFILH rer~_;s]
^w^aes - CCMP>jrr.- TAPS( S )

i^,,r C .m---i

N.
MSP Hqs., Bldg. G., 1st Floor

PATA E.VTR;'/FLVGE^PRI,VT SECTION

I. ACZZSS rS3T.-.lCTIC%.S It^TZS C NC

A-xtLclz 11 §§ 742 - 755 •

• . 1 s AN 1 N=ZT< svrrr:-; -jsr^ 7 ( 1 r YXS . i.^--_* 1 .H
ar:=rt_Y AK= CESCS 1 a- A.WY KARC=ARr/==r-rrAKs )

YES a N c

Ident i f i ca t ion Index - Computer System

/ G-yer,T>:;si Xrz.^.[s)

l:r ^=0. " • " ' " WS.VC? cs c m s : ]

i s. A'JZ I T sz;c 1 KS>Z:»TS • '

X'NCTCZ c STATS. . c F-=r=^. c V
I N ==?=«:£.VT

1 3 . FS==.V>-^e£D R£T3^T1C«

Retain <Jô i one t/eat faom dziz ofr thz dzlztion.
Tkzn dZ'itxoy.

: 3 . NAVZ A.NT T I — L S C F p j r r p ^ - j ^
: a



ZT/ISZ2 RZCZZZ SESIES. FC~î J=T

E<iS 3 3 0 - I' J ' ~

PEPARTMENT OF PUBLIC SAFETY AMP
^ORRECTIOMAL SERl/TCES

'•— - - - - - ^ . - /< .vr-c- i ; , , i_ . V . i ; CfV

717 3 '£ATr=i.CC SCAC

J" P . C . ECX 271

- s-=3v."P , MARYT_A.VC2 2 C 7 S i

<- !

2 . DIVISICT*

PATA SERVICES
r.-INlTICN-rSC==3 SEHIES

. R£C=R3 SERIES TITLZ

4--£" • •• ' APR INPUT CHANGE REPORT
5 - ^ - ^ I H S T YZAP./LATEST YTAS

— r_R. _ _ = c « r-.NcriCK cr THE srrrrr:

v Contain* Identification!kifii&t Tracking in&o*matLon ukidi thcou tiiz old data and uSiat it
wa* diangzd to. _

: t-rTTz= s i r r c MIO>=-:I_M

tT ^-=^- s i r r z c=s-j=.Ti-. TA=T

^--J"'— 5CCK — F : _ C ^ ~ f 3 ; S <

- A ^ - ; C TA=^: c v i c e : TA=^:

COMPUTER PRIMT-OUTS
riLi is use;

R^CAILY

a - fE~SC StP.IiS SZ2

c cr:-x?.;s=sc:F-f j

PATE-ORDER

' • '.~u'_>^:

r l LZ C=AisI?.(S)

c H : c=c-: :_v srL; s;

*FILZ C = . V i i . - ( S j

3- c MICSC-:I_M KEzi.{s;

H--aj:A = ccHP-jTi?. TAPS;S]

MSP Hqs, Bldg. 6 . , 1st Floor
Pata Entuj/Fiiiqzxp\int Suction

: . AC=Z£o RE3T?.ICTI«iS «^YZ3 C N =

( i r YTS, c iTr i^n\ s ) & BS = W-«ATICN('S ;

A-tt-ccg^ 27§§7-?2 - 755

-.. I S A N I N C S X S Y S T E M L = 3 7 l l r ^ . ^ . . ^ , H

• r iSrUY AK= DMC3 1ES AXY KARCBARs/s=rTrAKS i

^SYZS a N c

Idsntificaticn/Index -. Coputer Systen

YSA.=..;S; .

^:r Y=r, s ? . = = : r r A = = v = r = 3 crr:==]

IS. KSC=M-̂ >rS3 H .̂̂ STICf<

RETAIW OWE yEAR FROM PATE OF CHMGE. THEU
VESTRQV.

• NA>X A.-C3 T I T L Z CF p j r = ? i S j r s ^ s , _
NU.SZ3



^S. 1 S^3 W c C S SZP. 1 HIS .__ FZ~kA.==

I TV. RS.ZZPZZS EZTZ-NTICN SCH£^<_-_=:
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