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H

1.

4.

5.

This Schedule supersedes all items in Schedules
326 dated 25 April 1958 and 326A dated 23 March
1977:

DIRECTOR'S OFFICE

INMATE FILE

This is a folder that contains general information
about the inmate maintained for the convenience of
the Director.

MINUTES OF THE BOARD OF PATUXENT MEETINGS

This is a file of the minutes of all meetings of
the Board of Patuxent (formerly known as the Advisory
Board).

MINUTES OF THE BOARD OF REVIEW

This is a file of the minutes of the Institutional
Board of Review.

LEGISLATIVE AUDIT REPORTS

This is a file of reports submitted as a result of
the biennial legislative audit.

PATUXENT INSTITUTION REGULATIONS & PATUXENT
INSTlTUTTUN BULLETINS

This is a file of the originals of all PIR's & PIB's.

Upon release or transfer
of the inmate the file
is sent to the Records
Department to be merged
with the inmate Base
File (item #13 below)

Retain Permanently.
Transfer periodically to
Maryland State Archives.

Retain Permanently.
Transfer periodically to
Maryland State Archives.

Retain three years,
then destroy.

Retain Permanently.
Transfer periodically to
Maryland State Archives.
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6.

7.

8.

9.

10,

11

12

MARYLAND CORRECTIONAL STANDARDS AUDIT REPORT

This is a file of all reports irid correspondence
received from the Maryland Commission on
Correctional Standards

LAW SUITS AND GRIEVANCE HEARINGS

This is a file maintained in the office of the
Administrative Assistant oh each individual, inmate
or employee, who files a law suit and/or grievance
against the Institution.

ADMINISTRATIVE SEGREGATION REVIEW .

This is a file of the results of the monthly
review of inmates on administrative segregation.

GENERAL CORRESPONDENCE FILE

This is a file containing correspondence of a
general nature not related to a specific individual

ASSOCIATE DlRECfOR
'• FOR BEHAVIORAL SCIENCES

BOARD OF REVIEW FILE CARDS

This file contains two (2) cards on each inmate
committed to the Institution". These cards contain
all information needed for scheduling the initiate's
annual review by the Institutional Board of Review.

DIAGNOSTIC STAFF RESULTS

This is a file of the results of the Diagnostic
Staff Meetings (two per month).

RECORDS DEPARTMENT
INMATE RECORD BOOKS

This is a listing in numerical order of the number
I assigned to each inmate received into <;he program.

Retain Permanently.
Transfer periodically to
Maryland State Archives.

Retain Three years after
final litigation th&t
destroy.

Retain three years,
then destroy.

Retain three years then
destroy."

[Retain 75 years, then
idestroyi Records will not
be accepted at the State
Records Center.

Retain three years'*
then destroy.

Retain 75 years, then
destroy. Records Will not
be accepted at the State
k£o6ir!!e Center.
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13.

14.

I

INMATE BASE FILE

When an inmate is received from the Division of
Correction all of their Base File information is als
received. This is a file with partitions allowing
for six filing surfaced. The record layout and
filing order is as follows:

First Filing Surface
Picture and Control Ca'rd

Second Filing Surface
All Psychiatric Reports and Notes Written
at Patukehtjiall Board of Review Hearing
Reports, a!T Psychiatric Reports received
from other institutions and all Medical
Reports; All Psychological reports and
Notes wHttert at Patiixefit ahd all
Psychological Reports received from1 other
Institutions; '••

Third Filing Surface
Violation of status Reports ahd notices
of status revocation hearings, I.B.R.
Status papers (i.e., leaves, work/school
Release and Parole), Social History data
received frorti other Institutions.

Fourth Filing Surface
Correspondence•, Moverteht Orders, Personal
Belongings List afid Educational Reports.

Fifth Filing,Surfke
Incident Reportsj Disciplinary Reports*
Package;|Receipts and Description Sheet.

Sixth Filing Surface
Admission Summary, FtB.I. "Rip Sheet",
State's Version, Pre-Sentence
Investigation and records of prior
incarcerations.

PROGRESS REPORT FOLDER

This is a. file listing in chronological order all
contracts with the inmate, i.e.* all movement
outside the Institution* results of I.B.R. hearings,
results of Progress Review Committee, etc.

Retain the microfilm of all
Inmate Base Files for 1976
and prior for thirty (30)
jteSrs) then destroy. Retain
ali other Inmate Base Files
for five (5) years after
complete release then,
-transfer- to the State Records
Center for an additional 15
years> or until microfilmed
' ̂Whichever occurs first, then
1 destroy original. Retain
all microfilm of Inmate Base
Files for thirty (30) years,
then destroyJ

Upon complete release merge
with Inmate Base Hie (item
#13 abovejr

L
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15.

16.

17.

18.

19.

COMMITMENT FOLDER

This is a file containing all Criminal Commitments,
Writs of Habeas Corpus, Detainers, Authorization
for Final Release and all correspondence related to
these documents.

DIMINUTION OF CONFINEMENT CARD

Under Article 27, Section 700 (ACM) each inmate is
entitled to a reduction of his or her period of
confinement for good behavior and, work performance
or school attendance.

NOTE:
WHEN AN INMATE IS TRANSFERRED TO THE DIVISION
OF CORRECTION ALL BASE FILES. PROGRESS REPORT

"AND"FOLDERS, COMMITMENT FOLDERS AND DIMINUTION
OF CONFINEMENT CARDS ARE MICROFILMED AND SENT
TO THE RECEIVING INSTITUTION. THEY THEN.
BECOME SUBJECT
D.O.C.

TITTHE RETENTION SCHtUULt OF

INMATE HISTORY CARD

This is a card on each inmate admitted. It contains
the inmates name, number(s) and information about
the crime and sentence. All changes in cell
assignment and program assignment are recorded on
this card. In 1985 we began keeping the above
information in an automated system (OBSCIS).

MICROFILM OF INMATE BASE FILE

This is a microfilm record of all Inmate Base Files
that were in our possession as of 1976 and updated
in accordance with item #13 above.

ARRIVAL NOTICE

This record is kept on each inmate sent to
Patuxent for placement into the program for
evaluation. The notice is distributed to each
department within the Institution giving pertinent

1 information relative to criminal sentence, length
I of sentence, sentencing jurisidiction and unit
assignment.I

Upon complete release merge
with Inmate Base File (item
#13 aboveTT

Upon Complete release file
in Inmate Base File (item"
#13 above)?

Retain Permanent!y. The
retention on the OBSCIS data
base is permanent?

Retain Permanently. Transfer
periodically to Maryland
State Archives.

Retain three years then
destroy.
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20.

21.

22.

23.

24.

25.

26.

PERSONNEL DEPARTMENT

POSITION CONTROL CARD

This is a card maintained on each position in the
Institution. The caHT lists the current and past
incumbents of the position;

INDIVIDUAL EMPLOYEE TIME RECORDS

Individual time records are kgpt in two Ways* i.e.;
Custodial personnel use the tifiie clock and all other
personnel time cards fil1§d out by harid.

PERSONNEL HISTORY FOLDER

This is a file containing allI forms arid
correspondence, not of a confidential nature* on
all present and former; employees»

EMPLOYEE BACKGROUND INFORMATION FOLDER
• • • - - - t

This is a file containing all ihfoirtnation that is
confidential, i.e;, finger prints* F^B.I. and State
Police Reports, Reference Letters* Credit Checks-, etc

EMPLOYEE HISTORY CARD i

This is a card maintained on all employees past
and present containing nafiiej address* race, sex* 6tc^

EMPLOYEE LEAVE. CARD . :•

This is a card fot rec6fdin"$ artfiual leave* sick
leave and compehsttoryitime Earned arid used by eafch
employee in a calendar,yeati

INFIRMARV

INMATE MEDICAL HISTORY FlLE

This is a file maintained by the Medicai Services
Contractor. They have control of its content while
the inmate is incarcerated* It follows the inmate
in all transfers, the same a§ the Base File (item
#13 above).

Retain for ten years,
then destroy.

Retain three years or until
audited whichever is longer,
then destroy.

Retain five years after
Iheseparation then clestroy.

Retain five years after
thlseparation then destroy.

Retain for ten years after
termination of employment,
then destroy.

Retain Five years then
destroy*

Wher

fen

• !••"*/*.*«•••»•<

: «
UVttjgJie'tely

asea from Patuxent this
tiia|is sent to the Records
Depjrtmeni; it is filed wTth
the'Base m e and becomes,
subject to tnat Ketention, and j
Uisposai bcneouie: : : I
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EDUCATION DEPARTMENT

27. INMATES' EDUCATIONAL AND VOCATIONAL FILE

This is a file maintained on each inmate. It
contains all information about his or her
vocational and educational activities and or
aptitude.

28. VOLUNTEER SERVICES FILE

This is a file on all volunteer workers. It
contains the application, background check and
correspondence regarding the individual.

29. SPECIAL PROJECTS FILE

This is a file containing all information on
special projects undertaken by inmates.

30.

ACCOUNTING DEPARTMENT

ACCOUNTING RECORDS

This is a file which includes all standard forms
used by State agencies as supporting data to the
final books of entry.

These are the Prisoners' Fund General Ledger, the
Prisoners' Fund Cash Receipt and Disbursement
Books and the General Ledger (containing accounts
other than Prisoners' Fund).

Specifically these records are:

Comptroller of the Treasury

Memorandum of Adjustment
Distribution of Charges
Transmittals
Certificate of Deposit and Bank
Deposits Slips
Monthly Report of State Funds
Collected and Deposited
Distribution of Unexpended and Obligated Balances
Monthly Statement of Balances.

Retain three years after
release or transfer then
destroy.

Retain three years after
service ends then destroy.

Retain three years after
project completion then
destroy.

The files are retained three
years or until audited,
whichever is longer, then
destroy.

The ledgers are retained
permanently. Transfer

FT?eriodicaiiy to Maryland
tate Archives.

1
, . - < t < o » < - • . " ' ••• •' » • < • • « « • *
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RECORDS RETENTION AND DISPOSAL SCHEDULE
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Description

Purchasing Bureau
(Department of Budget and Fiscal Planning)

Requisition for Supplies
Purchase Order
Out-of-Schedule Requisition for Supplies
Store Requisition
Copy of Contracts Awarded
Capital Fund Requisition for Equipment
Actual Emergency Purchase Report
Delivery Invoice
Notice for Award of Contract
Credit Memorandum
Report of Partial Delviery

Budget Bureau
(Department of Budget and Fiscal Planning

Budget Schedule Amendment Sheet
Report of Fixed Assets (annual)
Report of Materials and Supplies (annual)
Materials and Supplies Physical
Inventory (annual)
Budget Estimates Fiscal Year
Power Plant Utility Report (monthly)
Food Report (monthly)

Other

Vendors Invoices
Bank Deposit Slips
Bank Statements
Bank Deposit Receipts
Storeroom Requisitions
Storeroom Receipts
Meat Tickets
Cash Receipts
Inmate Cash Receipts
Petty Cash Vouchers
Inmate Cash Receipts
Petty Cash Vouchers
Inmate Petty Cash Vouchers
Purchase Requests
Receiving Reports
Daily Report of Inmates Employed
Inmate Payroll Sheets
Inmate Account Cards

SCHfDUU

NO-1231

PACE
NO. 7 Of 9

Retention
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3T.

32.

33.

34.

35.

36.

MASTER AUTHORIZATION

This is a Statewide form of the Department of
Personnel that authorizes the entry of an employee's
name on the payroll and/or any changes in the pay
rate. It also indicates all payroll deductions.

OTHER ACCOUNTING RECORDS

THESE ARE RECORDS FOR WHICH RETENTION AND DISPOSAL
IS PROVIDED BY A GENERAL RECORDS RETENTION AND
DISPOSAL SCHEDULE. They are Payroll, Payroll
Journal, Payroll Exceptions, Additions and Deduction
Pay Warrants, Recieving Warrants and Transmittal
Forms.

RESEARCH DEPARTMENT

RESEARCH PROJECTS

The Department carries out various research
projects and administers tests to inmates and
employees* It also monitors research projects
undertaken by outside individuals or groups.

TRAINING DEPARTMENT

This is a file that contains all information about
training received by each employee.

CUSTODIAL DEPARTMENT

DAILY LOG

This is a ledger used for recording all routine
matters handled by the Custodial Department daily.
Entries consist of short notations concerning
employee absence, inmate movement, etc.

VISITORS CARD FILE

\ This is a card maintained on each inmate that lists
! the names of all persons authorized to visit that
| inmate. It also has space to record all visits.

Retain three years after
separation or until audited,
whichever is longer, then
destroy.

Retained three years or
until audited, whichever
is longer, then destroy.

Retain as long as project
has research value or five
years after completion,
whichever is longer, then
destroy.

Retain three years after
separation then destroy.

Retain three years after
last entry then destroy.

Upon release or transfer of
inmate send to Records Dept.
for filing in inmate Base
File (item #13 above).
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37.

38.

39.

40

41

VISITORS' REGISTER

This is a file used for recording the date* name,
address, time in and out and purpose of all visitors
to the institution.

IDENTIFICATION DEPARTMENT

FINGERPRINT FILE -

This is a card containing the inmate's fingerprints*
picture and other identification data.

INMATE SUMMARY BOOK (tNMAf^'S .DESCRIPTION)

This is a summary of!the descriptive Information
on each inmate received ifitd the program, it list
along with the basic descriptive data physical
appearance, marks and scaiPs* drug and alcohol habits
etc. > ; ,

MAINTENANCE,DEPARTMENT

MAINTENANCE CONfRACtS

This is a file of all Maintenance contracts;

UNIT FILE

CLINICAL! SERVICES

I
This is a file maintained by1 the Unit Treatment
team. Contains psychiatric evaluations,
psychological Evaluations, social history reports
as well as progress hpt#s» Board of Review notes
arid raw testing data (protocol).

Retain three years after
release or transfer then
destroy.

Retain 20 years after release
or transfer then destroy?

Retain Permanently. Transfer
Periodically to Maryland
State Archives.

• Sfetaift fot three years after
i cctnpletion or termination
of the contract, then
<3estJr>y.

Retain for 50 years, then
destroy* Records will not
be accepted at the State

Centeri

• pO','|i I"-'. \ "I f• , ., \ ..,,, , , ,



I.MSTRUT.T IQNS- -TYPE OR PRINT A
SEPARATE* FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 580-1)

^ U DEPARTMENT/AGENCY
A PUBLIC SAFETY &
^CORRECTIONAL SERVICES

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PACE 1_ OF 40,

3. UNIT

DIRECTORS OFFICE
I DEFINITION-RECORD SERIES-* O R O U F O r ™"-ATHO RECORDS NORMALLY FILED AND USED AS A UNIT FOR
\ REFERENCE AS WELL AS RETENTION AND DISPOSITION PUBMflEg •__

4. RECORD SERIES TITLE

INMATE FILE (Item #1)
5. EARLIEST YEAR/LATEST YEAR

TO presentlM!p.

6. RECORD SERIES DESCRIPTION lBRIItri-Y DESCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

General information about inmates presently under the jurisdiction

of the Institution. This file is maintained for the convenience of

the Director.

7. RECORD SERIES FORMAT(S)

)tX LETTER SIZE Q MICROFILM

a LEGAL SIZE O COMPUTER TAPE

E BOUND BOOK • FLOPPY DISK

AUDIO TAPE B VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

M. ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

•3 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

%% FILE DRAWER(S)
D MICROFILM REEL(S)
D COMPUTER TAPE(S)

N U M B E R O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
Q FILE DRAWER(S)

[\j/̂  • MICROFILM REEL(S]
NTJRSEB" D COMPUTER T A P E ( S )

D QTHFPI SPFr I FY )
11 . FILE IS USED

)PX DAILY ° WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
• MONTH(S) • YEAR(S) n/A

NUMBER
13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM)

D.C. BUILDING, 1ST FLOOR, ROOM NUMBER 121
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY AOENCY OR OFFICE)
ft YES O NO

15. ACCESS RESTRICTIONS Q YES Xtt NO

(IF YES, CITE LACr(s) & RBOULATI ON ( S )
16. AUDIT REQUIREMENTS

*#NONE a STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( I F YES.EXPLAIN

BRIEFLY AKD DESCRIBE ANY HARDBARE/SOFTWARE)

D YES Ĉ X NO

18. RECOMMENDED RETENTION

UPON RELEASE OF INMATE FILE IS SENT
TO THE RECORDS DEPARTMENT TO BE MERGED
WITH THE INMATE BASE FILE

NAME AND TITLE OF PREPARER

Susan Sherman,
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext . 451

2 1 . DATE

APR 2 51990
DCS 5S0-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE'FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH REOftRDS RETENTION SCHEDULE
(DGS 850-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 2 OF 40

I. DEFARTMENT/AGENCY

P U B L I C SAFETY &
:ORR:CTIONAL SCRVICC;

2. DIVISION

PATUXENT INSTITUTION
3 . UNIT

DIRECTOR'S OFFICE
1 DEFINITION-RECORD SERIES-* aROUI" O r MLATED RECORDS NORMALLY FILED AND USED Af A UNIT FOR

REFERENCE AS ME LO. AS RBTBNTIOW AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

MINUTES OF THE BOARD OF PATUXENT MEETINGS (Item '#2)
5. EARLIEST YEAR/LATEST YEAR

XQRK TO present •

8. RECORD SERIES DESCRIPTION lBRIKri-Y DBBCRIBB THE TYPES OP* INFORMATION/DOCUMENTS/PORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THK SERIES 1

Minutes of all meetings of the Board of Patuxent (formerly known as the
Advisory Board).

7. RECORD SERIES FORMAT(S)

&Xi_ETTER SIZE D MICROFILM

Q LEGAL SIZE a COMPUTER TAPE

D BOUND BOOK D FLOPPY DISK

^^UJDIO TAPE • VIDEO TAPE

^^THER( SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

• NUMERICAL

>tt CHRONOLOGICAL

Q GEOGRAPHICAL

P OTHER(SPECIFY)

9. VOLUME

NUMBER

) ^ F I L E DRAWER(S)
• MICROFILM REEL(S]
Q COMPUTER TAPE(S)

OTHER{SPECIFY)

10. ANNUAL ACCUMULATION

a FILE DRAWER(S)
1 D MICROFILM REEL(S)
NbUbBh a COMPUTER TAPE(S)

. y60 QrrmrR|c;prriry)
I I I . FILE IS USED

D DAILY ° WEEKLY H MONTHLY

' 2 - FILE BECOMES .NACTIVE A F T 1 & f O i d e r

• MONTH(S) E YEAR(S)

; 1 3 . CURRENT LOCATION(S) ( BUXS..FLOOR.ROOM)

D.C. Bldg, 1 St Floor, Room 121
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY /.OEKCY OR OFFICE)
D YES D NO

IS. ACCESS RESTRICTIONS • YES O NO
(IF YES, CITE LA«(S) A RBOULATION(S)

16. AUDIT REQUIREMENTS

E NONE D STATE ° FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED7 (IF YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDBARC/ SOFTWARE )

a YES )« NO

18. RECOMMENDED RETENTION

Retain permanently

J_9. NAME AND TITLE OF PREPARER

Susan Sherman
Inmate Records Supervisor

DGS S50-4 (REVISED 2/87)

20. TELEPHONE NUMBER

799-3400 ext. 451

2 I . DATE

APR 2 51990



I NSTRUcf I OflS - - TYPE OR PRINT A
SEPARATE'FORM FOR EACH NEW OR
REVISED. RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 980-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF 40

w*pui
ARTMENT/AGENCY

PUBLIC SAFETY &
rDRRFrTTDNAI SFRVTTFS

2. DIVISION

PATUXENT INSTITUTION
3. UNIT

DIRECTOR'S OFFICE
DEFINITION-RECORD SERIES-* O R O U F O r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS W U AS RETENTION AND DISPOSITION FUBfOgEB •__

4. RECORD SERIES TITLE

MINUTES OF THE BOARD OF REVIEW ' (;itern,-#3i) :.
5. EARLIEST YEAR/LATEST YEAR

1Q$5.T T O present.

9. RECORD SERIES DESCRIPTION fBRIKPUV DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/PORMB FOUND
•IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Minutes of all meeting of the Board of Review of Patuxent Institution.

7. RECORD SERIES FORMAT(S)

^LETTER SIZE • MICROFILM

D LEGAL SIZE O COMPUTER TAPE

^^BOUND BOOK Q FLOPPY DISK

^KuJDlO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

RECORD SERIES SEQUENCE

B ALPHABETICAL

Q NUMERICAL

TOCHRONOLOGICAL

n GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

HXFILE DRAWER(S)
„ • MICROFILM REEL(S]
-, „ . D COMPUTER TAPE(S)

N U M B E R O OTHER{SPECIFY)

1 0 . ANNUAL ACCUMULATION

O F I L E DRAWER(S)
Y O MICROFILM R E E L ( S )

KUTBBBR-XQ COMPUTER T A P E ( S )
• Xla OTHFRlRPFrlFVl

It . FILE IS USED

G DAILY Xtt WEEKLY D MONTHLY

1 2 - FILE BECOMES INACTIVE AFTER f o l d e r

• MONTH(S) • YEAR[S)

1 3 . CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM)

D.C. Bldg., 1st Floor, Room Number 121
14. IS RECORD SERIES DUPLICATED ELSEWHERET

('IF YES, SPECIFY AOENCY OR OFFICE)
Q YES M NO

15. ACCESS RESTRICTIONS • YES H NO

(IF YES, CITE LAW(B) a REGULATION!s)
16. AUDIT REQUIREMENTS

Xtt NONE G STATE • FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|F VES.E>J>LA1N
BRIEFLY AND DESCRIBE ANY HARDBARC/SOFTWARE )

O YES W NO

1 8 . RECOMMENDED RETENTION

Permanent

NAME AND TITLE OF PREPARER

Susan Sherman,
Inmate Records Supervisor

DCS 550-4 (REVISED 2/87)

20. TELEPHONE NUMBER

799-3400 ext. 451

2 I . DATE

APR 2 51990



INSTRUCT J QMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED*RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 850-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE4 OF 40

• s FARTMENT/AGENCY
PUBLIC SAFETY &
rnRRFrTfnNAi SFRVTT.FS

2. DIVISION

PATUXENT INSTITUION
S. UNIT

DIRECTOR'S OFFICE

DEFINITION-RECORD SERIES-* OHOUI* O|r MLATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS SELL AS RETENTION AND DISPOSITION fUHPOBEB •

4. RECORD SERIES TITLE

LEGISLATIVE AUDIT REPORT (item # 4)
8. EARLIEST YEAR/LATEST YEAR

1<j74 TO present

0. RECORD SERIES DESCRIPTION lBRII"rl"r DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Reports submitted as a result of the biennial Legislative Audit.

7. RECORD SERIES FORMAT(S)

•^LETTER SIZE • MICROFILM

° LEGAL SIZE Q COMPUTER TAPE

#BOUND BOOK • FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

B NUMERICAL

^ CHRONOLOGICAL

O GEOGRAPHICAL

B OTHER(SPECIFY)

9. VOLUME

llL
NUMBER

Q FILE DRAWER(S)
B MICROFILM REEL(SJ
O COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

XR FILE DRAWER(S)
• MICROFILM REEL(S)

NUMBE-R D COMPUTER TAPE(S)
. • fITHFRl fiPFr I PV 1

11. FILE IS USED

O DAILY • WEEKLY )tX MONTHLY

12. FILE BECOMES INACTIVE AFTER
D MONTH(S) D YEAR(S)

13. CURRENT LOCATION(S) (BLDC.,FLOOR,ROOM)

D.C. Bldg., 1st Floor, Room 121
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY /.OEKCY OR OFFICE)
X̂  YES a NO Dept. of Legislative Audits

15. ACCESS RESTRICTIONS • YES ^ NO
(IF YES, CITE LAS(S) a RBOULATION(S)

16. AUDIT REQUIREMENTS

Xti NONE O STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDBARc/SOFTWARE)

a YES &X N O

18. RECOMMENDED RETENTION

Eetain three years, then destroy".

; ' • # • •

NAME AND TITLE OF PREPARER

Susan Sherman,
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

2 I . DATE

APR25199Q
DCS 550-4 (REVISED 2/87)



INSTRUCT1QNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED'RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 5B0-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF 40

PUB
ARTMENT/AGENCY

PUBLIC SAFETY &
f.QRRFf.TTONAL SFRVTTFS

2. DIVISION

PATUXENT INSTITUTION
S. UNIT

DIRECTOR'S OFFICE
DEFINITION-RECORD SERIES-* O H O U F O r WLATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PUBPOSE8 •

4. RECORD SERIES TITLE

PATUXENT INSTITUTION REGULATIONS & BULLETINS (item #5)
8. EARLIEST YEAR/LATEST YEAR

1Q76 TO present

6. RECORD SERIES DESCRIPTION fBRIKPl-v DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/PORMS POUND
•IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Originals of all Patuxent Institution Regulations and Bulletins.

7. RECORD SERIES FORMAT(S)

^LETTER SIZE O MICROFILM

O LEGAL SIZE • COMPUTER TAPE

BOOK D FLOPPY DISK

'AUDIO TAPE a VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

)$ NUMERICAL

Q CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

X)b FILE DRAWER(S)
Q MICROFILM REEL(S)
O COMPUTER TAPE(S)

KlSiiSER' Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

)fX FILE DRAWER(S)
^ • MICROFILM REEL(S)

NuUbKh ° COMPUTER TAPE(S)
D OTHEHf RPFr I FV 1

11 . FILE IS USED

Q DAILY Xtt WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

n/A
NUMBEB

D MONTH(S) O YEAR(S)

13. CURRENT LOCATION!S) (BLDG. .FLOOR.ROOM)

D.C. BLDG., 1st Floor, Room Number 121
14. IS RECORD SERIES DUPLICATED ELSEWHERET

('IP YES, SPECIFY /.4XENCY OR OFFICE)
XH YES a NO

15. ACCESS RESTRICTIONS O YES ^ NO
(IF YES, CITE LAB(S) a RBOULATION(S)

16. AUDIT REQUIREMENTS

D NONE ^ STATE Q FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES.E>7LAIN
BRIEFLY AND DESCRIBE ANY HARDBARBVSOFTWARE )

D YES i4̂  NO

18. RECOMMENDED RETENTION

Permanent

NAME AND TITLE OF PREPARES
Susan Sherman,
Inmate Records Supervisor

DCS 550-4 [REVISED 2 / 8 7 )

2 0 . TELEPHONE NUMBER

799-3400 ext . 451

2 I . DATE

APR 2 51990



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 6 OF 40

DEPARTMENT/AGENCY

'PUBLIC SAFETY &
2. DIVISION

PATUXENTYINSTITUTION
S. UNIT

DIRECTOR'S OFFICE
DEFINITION •RECORD SERIES-* O R O U P O F M"-ATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •__

4. RECORD SERIES TITLE

MARYLAND CORRECTIONAL STANDARDS AUDIT REPORT (item #6)
5. EARLIEST YEAR/LATEST YEAR

f.1984 TO present

6. RECORD SERIES DESCRIPTION (BRI"Fl-Y DESCRIBE THE TYPES Or INPORMATION/DOCUMENTS/PORMS POUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE BURIES J

Reports and correspondence from the Maryland Commission on Correctinal Standards.

7. RECORD SERIES FORMAT(S)

^LETTER SIZE O MICROFILM

H LEGAL SIZE • COMPUTER TAPE

D BOUND BOOK O FLOPPY DISK

^ B AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

Q ALPHABETICAL

O NUMERICAL

Xtf CHRONOLOGICAL.

O GEOGRAPHICAL

O OTHER(SPECIFY)

11" FILE IS USED

. D DAILY D WEEKLY Xfl MONTHLY

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

i d.c. Bldg., 1st Floor, Room 121

IS. ACCESS RESTRICTIONS O YES #XNO

(IF YES, CITE LAH(S) Bt REOULATION(S)

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE)

a YES ^ NO

^ ^ . NAME AND TITLE OF PREPARER

9. VOLUME
^FILE DRAWER(S)
• MICROFILM REEL(S)

I n COMPUTER TAPE/S)
NUMBER D O T H E R( Sp E C, F Yj

10. ANNUAL ACCUMULATION

XX FILE DRAWER(S)

•, ,p ° MICROFILM REEL(S)

KUUh&k a COMPUTER TAPE(S)

D C5THFR/ fitter 1 FY 1

I 2 # FILE BECOMES INACTIVE AFTER

IM/Q O MONTH(S) Q YEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY AOEKCY OR OFFICE)

OXYES D NO Md. Commission on Correctional

16. AUDIT REQUIREMENTS

£KNONE O STATE a FEDERAL W INDEPENDENT

18. RECOMMENDED RETENTION

Permanent ^ 'f ;'^'^ : "4'"VA %\ I

! \
i • .. * j

, \
V

f
20. TELEPHONE NUMBER 2 1 . DATE " • * • ;

'APR2 51990
DCS 550-4 (REVISED 2/87}



IHSTRIJCT IQNS - - TYPE OR PRINT A
SEPARATE* FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 7 _ OF 40

I. DEPARTMENT/AGENCY
?UBLIC SAFETY &

IFCTThNAI SFRl/TrFS

2 . DIVISION

PATUXENT INSTITUTION
3 . UNIT

DIRECTOR'S OFFICE

DEFINITION-RECORD S E R I E S - * O R O U I" O r RELATED RECORDS NORMALLY FILED AND UBKD AS A UNIT FOR
mreWENCg AS WtCLL AS RBTBHTIOH AND DISPOSITION PURPOSES •

4 . RECORD SERIES TITLE

LAW SUITS AND GRIEVANCE HEARING (item #7)
8. EARLIEST YEAR/LATEST YEAR

1984_ TO present

«. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THK TYPES or
•IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE THE PURPOSE Oil FUNCTION OF THE SERIES)

This is a file on all law suits brought against the Institution.

7. RECORD SERIES FORMAT(S)

D LETTER SIZE D MICROFILM

$)QLEGAL SIZE D COMFUTER TAPE

Q BOUND BOOK O FLOPPY DISK

•

AUDIO TAPE D VIDEO TAPE

OTHER(SPECIFY J

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

Q NUMERICAL

ft ̂ CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

NUMBER

)£X FILE DRAWER(S)
• MICROFILM REEL(S]
D COMPUTER TAPE(S)
n OTHER( SPECIFY)

1 0. ANNUAL ACCUMULATION

) ^ FILE DRAWER(S)
lg n MICROFILM REEL(S)

NUMBER CJ COMPUTER TAPE(S)
n OTHELH/ s p y r i FV y

1 1 . FILE IS USED

D DAILY D WEEKLY Xto MONTHLY

iZ' FILE BECOMES INACTIVE AFTER L i t i g a t i o n
_ _ _ D MONTH{S) O YEAR(S)
NUMBER

1 3 . CURRENT LOCATION(S) { BLJDG . , FLOOR. ROOM)

Admin. Bldg. 1st Floor, Room 121
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY /.OENCY OR OFFICE)
Q YES XJP NO

15. ACCESS RESTRICTIONS • YES ^ N O

{IF YES, CITE i_Acr(s) a RKOULATION(s)

16. AUDIT REQUIREMENTS

XX NONE D STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDBARE/ SOFTWARE )
18. RECOMMENDED RETENTION

Q YES #x NO Retain three years after final
litigation then destroy.

19. NAME AND TITLE OF PREPARER

Susan Sherman
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext . 451

2 1 . DATE

APR 2 51990
DCS 550-4 (REVISED 2/87)

r-'^'Jiiiy^vV-^''•'• i ' ^



INSTRUCT IONS- -TYPE OR P R I N T A
SEPARATE' FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WfTH RECORDS RETENTION SCHEDULE
(DCS BBO-1 )

1 . DEPARTMENT/AGENCY
J^PUBLIC SAFETY &
^PrnRRFrTTni\|AL SERVICES

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2 . DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PAGE 8 OF 4 0

3. UNIT

DIRECTOR'S OFFICE

! DEFINITION-RECORD SERIES-A a R O U F O r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
' IWreSKNOC A» WELL AS RETENTION AND DISPOSITION PUHPO8E« •

4. RECORD SERIES TITLE

Administrative Segregation Review (item #8^ '•

S. EARLIEST YEAR/LATEST YEAR

I^RD TO prp«:pnt

6. RECORD SERIES DESCRIPTION JBRIICFl-Y DESCRIBE THE TYPES Or IN FORMAT I ON/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

This is a file of the results of the month review of inmates on

administrate segregation.

7. RECORD SERIES FORMAT(S)

M LETTER SIZE O MICROFILM

D LEGAL SIZE D COMPUTER TAPE

D BOUND BOOK 3 FLOPPY DISK

#AUDIO TAPE • VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

n ALPHABETICAL

n NUMERICAL

X$ CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

1 file
NUMBER

folder

O FILE DRAWER(S)

O MICROFILM REEL(S)
Q COMPUTER TAPE(S)

OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

D FILE DRAWER(S)

12 o the r D MlCFX>FiW
 R E E L ( S )

KTOBBR" a COMPUTER TAPE(S)

4m-PS- D OTHFP( gppr 1 FV•4-
I I J .FILE IS USED

D DAILY Q WEEKLY XXl MONTHLY

12. FILE BECOMES INACTIVE AFTER

O MONTH(S) • YEAR(S)
IEEL

• 13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM)

'. D.C. Bldg., lst.Floor, Room 121
1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET

frlF YES. SPECIFY /.OEKCY OR OFFICE)
D YES )n( NO

19. ACCESS RESTRICTIONS • YES U, NO

{IF YES, CITS LAB(S) 8t RBOULATION(S)
16. AUDIT REQUIREMENTS

IRftlONE D STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( IF YES.UYUIN

BRIEFLY AKD DESCRIBE- ANY HARDBARE./SOFTWARE)
18. RECOMMENDED RETENTION

a YES x* NO Retain three years, then destroy....

19. NAME AND TITLE OF PREPARER

Susan Sherman,
Supervisor of Inmate Recor

20,

is

TELEPHONE NUMBER

799-3400 ext . 451

2 1 . DA'

1\PR 2 5
DCS S50-4 (REVISED 2/87)

' ̂fSnS^J'r--:'-^:^' ?r'?S^i^~^^^?^^'^^



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

1 . DEPARTMENT /AGENCY

^ P U B L I C SAFETY &
"CORRECTIONAL SERVICES

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PACE 9 or 4Q

3. UNIT

DIRECTOR'S OFFICE

DEFINITION-RECORD SERIES_A OROUP OF RKLATRO RECORDS NORMALLY
1 riLEO AND USED AS A UNIT FOR

mrewtwcK AS WELL AS RETENTION AND DISPOSITION puwroaea

4. RECORD SERIES TITLE

General Correspondence File (item #9)
8. EARLIEST YEAR/LATEST YEAR

1 Q^7 TO prpQont

| 6 . RECORD SERIES DESCRIPTION ( • » l » r « > B«CRIDB THE TYPES Or INFORVATION/DOCUMENTS/FORMS FOUND
. _ -IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

This is a file containing copies of correspondnece received and sent as

a result of the daily administration of the Institution.

7. RECORD SERIES FORMAT(S)

9[)LETTER SIZE D MICROFILM

O LEGAL SIZE D COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

tAUDIO TAPE B VIDEO TAPE

OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

Xtt CHRONOLOGICAL

D GEOGRAPHICAL

E OTHER(SPECIFY)

9. VOLUME

8

)P FILE DRAWER(S)
n MICROFILM REEL(S]
Q COMPUTER TAPE(S)

NUMBER n OTHER(SPEClFY)

I 0. ANNUAL ACCUMULATION

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

NI&BET* D COMPUTER TAPE(S)
a QTHFPjgPFrlFY)

It FILE IS USED

Xft DAILY O WEEKLY D MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

D MONTH(S) Q YEAR(S)

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

D.C. Bldg., 1st Floor, Room 121

14. IS RECORD SERIES DUPLICATED ELSEWHERE1
tlF YES, SPECIFY AdENCY OR OFFICE)
D YES $(NO

IS. ACCESS RESTRICTIONS • YES )(JP N O

(IF VKfl, CITE LAB(s) * RBOUUAT I ON ( S )

16. AUDIT REQUIREMENTS

)tt NONE O STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED7 (IF YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDBAREV SOFTWARE )

a YES Xfl NO

IB. RECOMMENDED RETENTION

Retain three years thea^destcoy.-•* *f fi;-r/s:-i;>:-w
t

19. NAME AND TITLE O F PREPARER
Susan Sherman,
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

2 1 . DATE

APR 251990' s.l

DGS 550-4 (REVISED 2/87)

•^|;:;y"3!r-*JK*^v^:*'?J:''^i^



INSTROCTIQNS--TYPE OR PRINT A
SEPARATE: FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS BBO-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 10 OF 40

•

DEPARTMENT/AGENCY

"UBLIC SAFETY &
'pnRRFPTTnNAI ^FPWTrFC

2. DIVISION

PATUXENT INSTITUTION
3. UNIT

Off. of the Associate Director

DEFINITION-RECORD S E R I E S - * O R O U I * ° * «««-ATKO PUCCORDS NORMALLY PI LJCD AND U8ED A«° A* UN£f~ U , R C ^
WKFERKNCK A S WELL A S RBTWITIOW AND D I S P O S I T I O N p u n w a e a •

4 . RECORD SERIES TITLE

BOARD OF REVIEW FILE CARDS,
5. EARLIEST YEAR/LATEST YEAR

• IQRZL TO present

6. RECORD SERIES DESCRIPTION lBRIKri-Y DEBCRIBE THK TYPES OP" INPORMATION/DOCUMBNTS/PORM8 POUND
•IN THE SERIES. . INCLUDE THK PURPOSE OR FUNCTION OP THE SBFTIES)

This file'cohtains-twoxards on each-inmate commitment of the Institution. The

cards contain all of the information needed to schedule the inmate for annual review

and the result of the review.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

D LEGAL SIZE O COMPUTER TAPE

D BOUND BOOK O FLOPPY DISK

AUDIO TAPE E VIDEO TAPE

OTHER(SPECIFY)

3" x 5" file card

8 . RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

XX° CHRONOLOGICAL

-- O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

H F I L E DRAWER(S)
• MICROFILM REEL(S;

4 • COMPUTER TAPE(S)
NUMBK* a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

'tT FILE DRAWER(S)
1/3 Q MICROFILM REEL(S)
RTJRSEE" a COMPUTER TAPE(S)

D QTHFRfSPFrlFVl
I 1 1 - FILE IS USED

Q DAILY #XWEEKLY E MONTHLY

1 2 > FILE BECOMES INACTIVE AFTER

, N/A D MONTH(S) D YEAR(S)
NUMBER

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

Admin. Bldg., 1st Floor, Room number Z-102
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlP YE», BPECIPY AOEKCY OR OPPICE)
D YES JPXNO

13. ACCESS RESTRICTIONS • YES Xf? NO

( IP YES, CITE 1~AB(B) * RSQULATI ON ( S )
16. AUDIT REQUIREMENTS

)tX NOME O STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDt (|p yca.UVLAIN

BRIEFLY AND DESCRIBE- ANY HARDBARE/SOFTWARE )

• YES M. NO

18. RECOMMENDED RETENTION

Retain 75 years, then destroy. Records
will not be accepted at the State Records
Center. ; • '

*

,«. NAME AND TITLE OF" PREPARER

Susan Sherman
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

2 1 . DATE

APR 251990
DCS S50-4 (REVISED 2/87)

'••'•:-i V-~VJ^*7-^":''\''S:.^V*':;~?^



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE' FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 580-1J

1. DEPARTMENT/AGENCY
^ P U B L I C SAFETY &
^rr.nRRFnTTDNAI SFRVKE^

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PACE n OF an

, ._.._ Office of the Associate
-Director for
Behavioral Sripnrp<

DEFINITION •RECORD S E R I E S - A O H O U * O r RELATED RECORDS NORMALLV FILED AND USED AS A UNIT rOR
RETCRENCE AS WELL AS RgntNTICW AND DISPOSITION PUBPB«Eg •

4 . RECORD SERIES TITLE
Diagnostic Staff Results (item #11)

8. EARLIEST YEAR/LATEST YEAR
19,77 TO prp<;pnt

6. RECORD SERIES DESCRIPTION (HRIIr|ruY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
'•»• THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES J

i This is a file of the results of the Diagnostic Staff Meetings, It.contains the
i . r

names of each inmate seen at staff and the decision (eligible or not eligible).

7. RECORD SERIES FORMAT(S)

KKLETTER SIZE ° MICROFILM

a LEGAL SIZE Q COMFUTER TAPE

• BOUND BOOK Q FLOPPY DISK

fAUDIO TAPE E VIDEO TAPE -

OTHER{SPECIFY)

8. RECORD SERIES SEQUENCE

0 ALPHABETICAL

O NUMERICAL

X^ CHRONOLOGICAL

B GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

X^FILE DRAWER(S)
a MICROFILM REEL(S)
E COMPUTER TAPE(S)

N U M B E* a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
^ F I L E DRAWER(S)

2 /3 a MICROFILM REEL(S]

RTJiaBBR" D COMPUTER TAPE ( S )

11 . FILE IS USED
D DAILY Xft WEEKLY D MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

N/A D MONTH(S) • YEAR(S)
NXffl

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

Admin. Bldg., 1st Floor Room Z-102

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY AQENCY OR OFFICE)
• YES x5? NO

IS. ACCESS RESTRICTIONS O YES ^ NO
I IF YES, CITE LA>{s) * REOULATION(S)

16. AUDIT REQUIREMENTS

XP NONE D STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED7 (IF YES.E>:FI_A1N
BRIEFLY AKD DESCRIBE ANY HARDBARE/SOFTWARE)

Q YES )fl[ NO

18. RECOMMENDED RETENTION

Retain three years, then destroy.

J^. NAME AND TITLE OF PREPAREH
Susan Sherman,
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

2 1 . DATE

APR 251990

DGS 3S0-4 (REVISED 2/87)

:":' >\^^?^vV'^ViVT^



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE' FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WfTH RECORDS RETENTION SCHEDULE
(DCS 880-1 )

1. DEPARTMENT/AGENCY

^ P U B L I C SAFETY &
^^r.nRRFr.TJnMAL SERVICES

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PACE 1? or 40

3. UNIT

RECORDS DEPARTMENT
I DEFINITION-RECORD SERIES-A a R O W O F RELATED RECORDS NORMALLY FILKD AND USED AS A UNIT FOR
' HKFEREWCt AS WELL AS RBTKNTION AND DISPOSITION PUBPOHEB •

4. RECORD SERIES TITLE

INMATE RECORD BOOK (item #12)
5. EARLIEST YEAR/LATEST YEAR

1954 TO present

6. RECORD SERIES DESCRIPTION (BRIItf'l-Y DESCRIBE THE TYPES or INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE SBFTTE8]

This book contains the names and number assignment of each inmate admitted to the

Institution.

7. RECORD SERIES FORMAT!S)

D LETTER SIZE • MICROFILM

O LEGAL SIZE D COMPUTER TAPE

$( BOUND BOOK Q FLOPPY DISK

^^AUDIO TAPE Q VIDEO TAPE

^aOTHER( SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

X$ NUMERICAL

O CHRONOLOGICAL

a GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

a FILE DRAWER(S)

2 other,
P MICROFILM REEL(S]

NUMBER
D COMPUTER TAPE(S)
$ OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION
D FILE DRAWER(S)

5 Q MICROFILM REEL(S]
NUUBBR D COMPUTER TAPE(S)

PAGES • ^ OTHFBjfiPFf IFY)
11 . FILE IS USED

a DAILY XJP WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

N/A
NUMBER

n MONTH(S) O YEAR(S)

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

Admin Bldg., 1st Floor, Room Z-135

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
fclF YES, SPECIFY /.OEKCY OR OFFICE)
° YES JP NO

IS. ACCESS RESTRICTIONS Q YES #XNO

(IF YES, CITE LABT(S) & REGULATION!s)

16. AUDIT REQUIREMENTS

X>b NONE Q STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YE8.E>^LAIN

BRIEFLY AND DESCRIBE- ANY HARDBARE/ SOFTWARE )

a YES 0( NO

18. RECOMMENDED RETENTION

,. Retail 75 years, then destroy. Records
will hot be eccepted at the State n

.. Records Oenttx..-^-^rfffyX%iQ \.

_1̂ 9. NAME AND TITLE OF PREPARER

Susan Sherman,
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext . 451

2 1 . DATE

;APR 251990
DCS 3S0-4 (REVISED 2/87)

5^7-V'Y^''^.-^ ?.'.^^

.



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE' FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH REC&RDS RETENTION SCHEDULE
(DGS 350-1]

t . DEPARTMENT/AGENCY
p u b l i c Safety &
^PflRRFrTThNAI SFRVTrFS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PAGE 13 OF 4Q

3. UNIT

RECORDS DEPARTMENT

DEFINITION-RECORD SERIES-A GROUP OF RKLATKO RKCORDB NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AS WELL AB RETENTION ANP DISPOSITION PtTHPOBEB ;_

4. RECORD SERIES TITLE

INMATE BASE FILE (item #13)

8. EARLIEST YEAR/LATEST YEAR

1954 .„, present

6. RECORD SERIES DESCRIPTION fBRII"ri-Y OKCRIBK THE TYPES Or IN FORMAT I ON/ DOCUMENTS /FORMS FOUND
•IN THE SERIES. , INCLUDE THE PURPOSE O*» FUNCTION OF THE SERIES]

This file contains all the available information on the inmate's background and

criminal history.

7. RECORD SERIES FORMAT(S)

PXLETTER SIZE O MICROFILM

a LEGAL SIZE E COMPUTER TAPE

• BOUND BOOK O FLOPPY DISK

iIO TAPE Q VIDEO TAPE

"OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

M, ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

)9( FILE DRAWER(S)
0 MICROFILM REEL(S)

65 D COMPUTER TAPE[ S)
N U M B E H • OTHER (SPECIFY)

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)
n MICROFILM REEL(S)
O COMPUTER TAPE(S)
D fyrHFP(c;PFriFV)

NUl

I I I .FILE IS USED

&XDAILY a WEEKLY a MONTHLY

1Z- FILE BECOMES INACTIVE AFTER release of inmate
O MONTH(S) Q YEAR(S)

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

Admin. Bldg., 1st Floor, Room Number Z131

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES, SPECIFY AOKNCY OR OFFICE)
Q YES ft NO

13. ACCESS RESTRICTIONS Q YES $( NO
(IP YKS, CITE l_AB(s) A REGULATION! S)

16. AUDIT REQUIREMENTS

X& NONE O STATE • FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|F Yia.UJ>UIN
BRIEFLY AND DESCRIBE ANY HARDBARE/ SOFTWARE )

a Y E S {?X N O

is. RECOMMENDED RETENTION - Retain the Micxo-
film oi all Inmate Bases Files for 1976 and
prior for thirty (30) years, then destroy.
Retain all other Inmate Base Piles for five .
year.3 after complete release then, transfer to
the State Records Center for an additional 15

years, or until microfilmed whichever occurs-

19. NAME AND TITLE OF PREPARES

Susan .Sherman :
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

2 I . DATE

APR 251990
#18 - Continued - first' then destroy original. Retain all

microfilm of Inmate Base Files for thirty (30)
years, then destroy.

DCS 330-4 (REVISED 2/87)

'..; >y-7;i"'\7-V-A\*''^T"'"'"\'£>':T^^



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

IDEFARTMENT/AGENCY
PUBLIC SAFETY &
CORRECTIONAL .SERVICES

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PACE*! OF 40

3. UNIT

RECORDS DEPARTMENT

I DEFINITION-RECORD SERIES A GROUP OP RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS HELL AS RETENTION AND DISPOSITION fUKPOSBB •__

4. RECORD SERIES TITLE

PROGRESS REPORT FOLDER (item #14)
5 . EARLIEST YEAR/LATEST YEAR

1 yifl TO prpt;pnt

6. RECORD SERIES DESCRIPTION (BRII"'l-Y DESCRIBE THE TYPES OP INPORMATION/DOCUMENT8/PORM8 POUND
•IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Folder contains all contacts with the inmate, i.e., all movement outside the
Institution, results of I.B.R. Hearings, results of Progress Review Committee, etc.

7 . RECORD SERIES FORMAT(S)

>fcK LETTER SIZE ° MICROFILM

° LEGAL SIZE D COMPUTER TAPE

BOOK Q FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

° NUMERICAL

O CHRONOLOGICAL

n GEOGRAPHICAL

O OTHER(SPECIFY)

8 . VOLUME

HftMLE DRAWER(S)
B MICROFILM REEL(Sj

' •- - D COMPUTER TAPE(S)
"UMBER a OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

fc^FILE DRAWER(S)
W 4 D MICROFILM REEL(S)

NUMBER D COMPUTER TAPE(S)
• OTHFP(RPFrlFY|

II . FILE IS USED

HDAILY Q WEEKLY O MONTHLY

1 Z * F I L E B E C O M E S I N A C T I V E A F T E R I N M A T E R E L
_ _ _ _ _ P MONTH(S) O YEAR(S)
HPHBCTT

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

! A d m i n . B l d g . , 1 s t F l o o r , R o o m z - 1 3 1
1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET

( I F VES. SPECIFY /.OEKCY OR OFFICE)
a YES a NO

15. ACCESS RESTRICTIONS Q YES X0( NO
(IF YES, CITE LAW(B) ft RKOULATION(8)

16. AUDIT REQUIREMENTS

XX3 NONE a STATE ° FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARe/SOFTWARE)

D YES CK NO

18. RECOMMENDED RETENTION

Upon complete release merge
wi th i nmate base fi1e
(item # 1 3 ) .

NAME AND TITLE OF PREPARER
Susan Sherman,
Inmate Records Super.

20. TELEPHONE NUMBER

7 9 9 - 3 4 0 0

2 1 . DATE

APR 251990
DCS 550-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OH PRINT A
•SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS S 8 0 - I )

«.! . DEPARTMENT/AGENCY
M PUBLIC SAFETY &
r r n R R F r t m N A i S F R V T P F S

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2 . DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PAGE 15 OF 40

3. UNIT
RECORDS DEPARTMENT

DEFINITION-RECORD SERIES-* a H O U * O r MLATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS IEU. AS RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

INMATE COMMITMENT FOLDER (item #15)
8. EARLIEST YEAR/LATEST YEAR

1954 TO present

6> RECORD SERIES DESCRIPTION lBRIK|r|LV DESCRIBE THE TYPES OF INFORMATION/DOCUMENTB/PORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEMES)

This file contains off criminal commitments, writs of habeas corpus,
detainers,, authorization for final release and all correspondence related to
these documents.

7. RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

(JOLEGAL SIZE a COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

D AUDIO TAPE B VIDEO TAPE

B OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

HXALFHABETICAL

B NUMERICAL

• CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

8

fc FILE DRAWER(S)
• MICROFILM REEL(s;
Q COMPUTER TAPE(S)

N U M B " a OTHER( SPECIFY)

10. ANNUAL ACCUMULATION
)P FILE DRAWER(S)

1/4 Q MICROFILM REEL(S)
NuMBBfc D COMPUTER TAPE(S)

D OTHFRIRPFflFVl
It. FILE IS USED

XX DAILY d WEEKLY D MONTHLY

IZ* FILE BECOMES INACTIVE AFTER release
N/A D MONTH(S) • YEAR(S)

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

Admin. Bldg. lrst. Floor, Room Number Z-135

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
I IF YES, SPECIFY AOEKCY OR OFFICE)
Q YES R NO

IS. ACCESS RESTRICTIONS • YES ffl NO
(IF YES, CITE LAV(S) a RBOULATION(S)

16. AUDIT REQUIREMENTS

& NONE D STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBAREl/SOFTWARE )

D YES M NO

18. RECOMMENDED RETENTION n
upon complete release>.me»?g6 s..J*.*^i.~'' |
with inmate base file. !

rot.' )U/-

I 9. NAME AND TITLE O F PREPARER
Susan Sherman,
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

21 . D.#R:251990

DGS 350-4 (REVISED 2/87)



.INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISE© RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 8S0-1 )

^_. DEPARTMENT/AGENCY

• PUBLIC SAFETY &
^ CORRFCTTflNAI SFRVTHFS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27S

JESSUP. MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PAGE ift OF aq

S. UNIT

RECORDS DEPARTMENT
i DEFINITION-RECORD SERIES-* O B O U I* O r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
• REFERENCE AS MULL AS RETENTION AND DISPOSITION PURPQSEg •

4. RECORD SERIES TITLE

DIMINUTION OF CONFINEMENT CARD (item #16)
B. EARLIEST YEAR/LATEST YEAR

1954 TO present

9. RECORD SERIES DESCRIPTION (BRIKFUY "SCRIBE THE TYPE8 Or IMFORJIATI ON /DOCUMENTS/ POHOT FOUND
IN JHE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Under Article 27, Section 700 .(ACM) each inmate ..is .entitled to. a reduction. 6f his'

or. .her. period, of confinement for good behavior and, work performance or

school attendnace. This card determines the Mandatory Release date^.

7.

a

a

a

>

x5?

RECORD SERIES FORMAT(S]

LETTER SIZE ° MICROFILM

LEGAL SIZE ° COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

OTHER(SPECIFYJ

6" x 9"

8. RECORD SERIES SEQUENCE

XK> ALPHABETICAL

° NUMERICAL

Q CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

1/2

y$ FILE DRAWER(S)
O MICROFILM REEL(S)
Q COMPUTER TAPE(S)

N U M B E R n OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

XR FILE DRAWER(S)
. a MICROFILM REEL(S]

kuUSgh ° COMPUTER TAPE(S)

II FILE IS USED

$XDAILY D WEEKLY O MONTHLY

I 2 > FILE BECOMES INACTIVE AFTER r e l e a s e of
o MONTH(S) o YEAR(S) inmate

NUMBER

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

: Admin. Bldg. 1 st Floor, Room Number Z-135

14. IS RECORD SERIES DUPLICATED ELSEWHERE1

I IF YES, SPECIFY /.OEKCY OR OFFICE )

a YES XKNO

IS. ACCESS RESTRICTIONS d YES XJP N O

(IF YES, CITE LAW(S) & RBOULATION(S)

16. AUDIT REQUIREMENTS

^ NONE D STATE D FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|F YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE)

a YES «XX NO

18. RECOMMENDED RETENTION

Upon complete release file in

Inmate Base File.

NAME AND TITLE OF PREPARER

Susan Sherman,
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext . 451

2 I . DATE
APR 251990

DCS 550-4 (REVISED 2/87)



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

^ ^ DEFARTMENT/AGENCY
• PUBLIC SAFETY &
^ r.DRRFnTTPINfll SFRVTrFS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PACE 17 OF 40

3. UNIT

RECORDS DEPARTMENT

I DEFINITION-RECORD SERIES-A OI1OOF O F RELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR
: HBFCREWCE AS »ELL AS RETENTION AND DIBPOSITION PUBPOBEB •

4. RECORD SERIES TITLE

INMATE HISTORY CARD (item # 17)
8. EARLIEST YEAR/LATEST YEAR

1954 TO _present

C. RECORD SERIES DESCRIPTION lBRIKFl-Y DESCRIBE THE TYPES OF IN FORMAT I ON/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

This card contains, information about the crime and sentence of each inmate.
In.1985 we began keeping the above information!irran automated, system
(OBSCIS), therefore, there will be no further accumulation.

7. RECORD SERIES FORMAT(S)

D LETTER SIZE O MICROFILM

<=> LEGAL SIZE Q CCMFUTER TAPE

D BOUND BOOK Q FLOPPY DISK

AUDIO TAPE >=> VIDEO TAPE

BXOTHER(SPECIFY)

3 " x 5" card

8. RECORD SERIES SEQUENCE

X)P ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

XJP FILE DRAWER(S)

•=1 MICROFILM REEL(S]

•*• Q COMPUTER TAPE(S)
N U M B " Q OTHER( SPECIFY}

10. ANNUAL ACCUMULATION

D FILE DRAWER(S)
K,,p. D MICROFILM REEL(S)
K U M B W * ° COMPUTER TAPE(S)

D QTHFRl RPFr 1 FV \W '±
II . FILE IS USED

X59 DAILY Q WEEKLY D MONTHLY

12 • FILE BECOMES INACTIVE AFTER

D MONTH(S) a YEAR(S)

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

' Admin. Bldg., 1 st Floor, Room number Z-131
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(IF YES, SPECIFY /.OENCY OR OFFICE)

X% YES a N O automated r.O.B.S.C.I..S. SYSTEM

15. ACCESS RESTRICTIONS O YES d( NO
(IF YES, CITE LAB(S] A RBOULATION(S)

16. AUDIT REQUIREMENTS

R NONE • STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES,EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE./ SOFTWARE )

D YES Q)( NO

18. RECOMMENDED RETENTION

RETAIN PERMANENTLY'

NAME AND TITLE OF PREPAREH
Susan Sherman
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext . 451

2 I . DATE

APR 2 51990

DCS 550-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 580-1 )

^ ^ DEPARTMENT/AGENCY
V PUBLIC SAFETY &

CDRRFCTtDNAI SFRVTfFS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PAGE JJL_ OF 40

3. UNIT

RECORDS DEPARTMENT

DEFINITION-RECORD SERIES-A O H O U F Ol" ELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS »ELL AS RETENTION AND DISPOSITION PUHPOSgg •

4. RECORD SERIES TITLE

MICROFILM OF INMATE BASE FILE (item number 18)'
5. EARLIEST YEAR/LATEST YEAR

1 Q ^ TO proeont

j 6. RECORD SERIES DESCRIPTION . f B R I K F U T DESCRIBE THE TYPES or INFORMATION/DOCUMKNTS/PORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

A cassette of all inmate base files that were in our possession as of
1976 and updated in accordance with the Records Retention and Disposal
Schedule #325A to date.

7.

a

a

a

RECORD SERIES FORMAT(S)

LETTER SIZE # MICROFILM
A

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

X)fcl CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME

D FILE DRAWER(S)
_ £XMICROFILM REEL(S)

• '"- D COMPUTER TAPE(S)
N U M B E * a OTHER{SPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)

• 1 / 4 ^MICROFILM REEL(S)
RtnaSE? b COMPUTER TAPE( S )

n OTHFP(SPFriFV)
11 FILE IS USED

IPX DAILY D WEEKLY D MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
M/fl
NUMBER

D MONTH(S) n YEAR(S)

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

! Admin. Bldg., 1 St Floor, Z-135
14. IS RECORD SERIES DUPLICATED ELSEWHEREf

llF YES, SPECIFY AOEKCY OR OFFICE)
D YES O NO

15. ACCESS RESTRICTIONS P YES d( NO
(IF YES, CITE LAB(S) & RBOULATION(S)

16. AUDIT REQUIREMENTS

XH NONE Q STATE D FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|P YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

D YES &X N O

18. RECOMMENDED RETENTION

Retain permanentTyT-°•'.'/•;" irV1-

NAME AND TITLE OF PREPARER
Susan Sherman
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

2 1•DtTCAPR 251990L.J

DCS 350-4 (REVISED 2/87)



INSTRUCTIONS- -TYPE OH PRINT A
SEPARATE1 FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 980-1)

^ ^ DEPARTMENT/AGENCY
H PUBLIC SAFETY &

CORRECTIONAL SFRVTCFS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PACE _19_ OF 40

3. UNIT

PERSONNEL DEPARTMENT
DEFINITION-RECORD SERIES-* O R O U P O r MM-ATKD RECORDS NORMALLY FILED AND USED A8 A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOBEB •

4. RECORD SERIES TITLE

POSITION CONTROL CARD (Item No.'AO :)
8. EARLIEST YEAR/LATEST YEAR

6. RECORD SERIES DESCRIPTION lBRIIrFI-Y DESCRIBE THE TYPES OF" INFORMATION /DOCUMENTS /FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

This card is kept on each employee current and past.

7. RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

E LEGAL SIZE D COMPUTER TAPE

.Q BOUND BOOK Q FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

G()bTHER( SPECIFY)

4 ' x 6 "

8. RECORD SERIES SEQUENCE

XXft ALPHABETICAL

° NUMERICAL

n CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

M FILE DRAWER(S)
^ Q MICROFILM REEL(S]
^ O COMPUTER TAPE[S)

N U M B E H D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
)$ FILE DRAWER(S)

p O MICROFILM REEL(S)
RTJRWR" D COMPUTER TAPE(S)

O QTHFBISPFCIFVl
11. FILE IS USED

KX DAILY E WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
O MONTH(S) D YEAR(S)

5ER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY /.OENCY OR OFFICE)
a YES ̂ (NO

15. ACCESS RESTRICTIONS • YES Xtf NO
(IF YES, CITE L A B ( B ) a RKOULATIONIS!

16. AUDIT REQUIREMENTS

)0(NONE a STATE a FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( I F YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

D YES f^ NO

18. RECOMMENDED RETENTION

Retain for 10 years, then destroy.

NAME AND TITLE OF PREPARER

Susan Sherman, Supervisor
Inmate Records

20. TELEPHONE NUMBER

799-3400 ext . 451

2 1 . DATE

APR 2 51990

DCS S50-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 3S0-1 )

^ ^ DEPARTMENT/AGENCY

M PUBLIC SAFETY &
CORRECT'TONAI SFRVTPFS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PAGE 20 OF 40

3. UNIT

PERSONNEL DEPARTMENT '
i DEFINITION-RECORD SERIES-* O R O U F O F RELATED RECORDS NORMALLY FILED AND USED A8 A UNIT FOR
'• REFERENCE AS »ELL AB RHTKNTtOW AND DISPOSITION PUHPOBE8 •__

4. RECORD SERIES TITLE

INDIVIDUAL EMPLOYEE TIME RECORDS (Hem 2(D)
5. EARLIEST YEAR/LATEST YEAR

v.;-/"--i. T O present

6. RECORD SERIES DESCRIPTION lBRIKri-Y DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/PORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES J

Employee time records are kept in two way, i.e., Custodial personnel

use the time clock and all other personnel time cards filled out by

hand. There is also an automated listing taken from the time clock

each pay period. -

7.

Xto
a

o

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK Q FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

OTHER(SPEC1FY)

8. RECORD SERIES SEQUENCE

XXl ALPHABETICAL

O NUMERICAL

H CHRONOLOGICAL

<3 GEOGRAPHICAL

H OTHER(SPECIFY)

social security number

9. VOLUME

Xfi FILE DRAWER(S)

° MICROFILM REEL(S;
- D COMPUTER TAPE(S)

N U M B " • OTHER( SPECIFY)

10. ANNUAL ACCUMULATION

£] FILE DRAWER(S)

4 5 D MICROFILM REEL(S]

KUKTBER" D COMPUTER TAPE(S)
D OTHFPIfiPFrlFYI

I I FILE IS USED

t$>DAILY O WEEKLY D MONTHLY

I Z > FILE BECOMES INACTIVE AFTER

N7A D MONTH(S) • YEAR{S)

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

Admin. Bldg. 1 st Floor, Room Number Z-105
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

I IF YES, SPECIFY /.OBKCY OR OFFICE)
D YES M NO

15. ACCESS RESTRICTIONS • YES XR NO

(IF YES, CITE LACr(s) A RBOUUAT I ON ( S J
16. AUDIT REQUIREMENTS

D NONE )$ STATE D FEDERAL E INDEPENDENT

17, I S A N I N D E X S Y S T E M U S E D ? ( i r Y B S . E > ^ L A I N

BRIEFLY AND DESCRIBE ANY HARDBARE./ SOFTWARE )

a Y E S ftNO

18. RECOMMENDED RETENTION .̂̂ ..-«..

RETAIN THREE YEARS" OR' UNTIL AUDITED, •
WHICHEVER IS 1L0NGER, THEN DESTROY. \

NAME AND TITLE O F PREPARER

Susan Sherman
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

21 • HPR:25199FJ'J

DCS 550-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
.REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{DGS SBO-I )

^ ^ DEPARTMENT/AGENCY
^ PUBLIC SAFETY &

CORRECTTONAI SFRVTTFS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PAGE ?1 OF flf)

3. UNIT

PERSONNEL DEPARTMENT
DEFINITION •RECORD SERIES-* a H O U* O|r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS »ELL AS RBTBNTIOW AND DISPOSITION PUHPOBEB •__

4. RECORD SERIES TITLE

PERSONNEL HISTORY FOLDER (item 2%),
5. EARLIEST YEAR/LATEST YEAR

1954 T O present

6. RECORD SERIES DESCRIPTION lBRIi:ruY DESCRIBE. THE TYPES OP" IN FORMAT I ON /DOCUMENTS /FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

This file contains all forms and correspondence, not of a confidential nature,
in all present and former employees.

7.

a

D

RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE D COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Xfc ALPHABETICAL

0 NUMERICAL

O CHRONOLOGICAL

H GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

36

X^ FILE DRAWER(S)
• MICROFILM REEL(S)
B COMPUTER TAPE(S)

N U M B E* O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
Xtt FILE DRAWER(S)

3 O MICROFILM REEL(S]
NbUBUAt a COMPUTER TAPE(S)

n OTHER/ RPFri FV1
11 FILE IS USED

° WEEKLY D MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
5 O MONTH(S) ^

HUMBERT
YEAR(S)

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

: Admin. Bldg. 1st Floor, Room Number Z-105
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY AOEKCY OR OFFICE)
D YES X)6 NO

15. ACCESS RESTRICTIONS Q YES XftNO
(IF YES, CITE LAB(B) & RBOULJVTION(S)

16. AUDIT REQUIREMENTS

^ NONE D STATE Q FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YES.EXPl-A IN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

a Y E S tit N O

18. RECOMMENDED RETENTION

Retain five years after separation
then destroy.

I. NAME AND TITLE OF PREPARER
Susan Sherman,
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 4511

2 1 . DA

7?PR 251990
DGS 950-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1 )

^fe DEPARTMENT/AGENCY
9 PUBLIC SAFETY &

CnRRFCTTONAI SFRVTTFS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PACE 77 OF 4Q

3 . UNIT

PERSONNEL DEPARTMENT
DEFINITION-RECORD SERIES-* O R O U* O r »««-ATED RECORDS NORMALLY FILED AND USED AS A UNIT fON

HBFERENCE AS WELL AS RETENTION AND DISPOSITION PUHPQ8EB •

4. RECORD SERIES TITLE

EMPLOYEE BACKGROUND INFORMATION FOLDER (item'23)
8. EARLIEST YEAR/LATEST YEAR

. ,. TO present

6. RECORD SERIES DESCRIPTION lBRIII|Pl-Y OEBCRIBI THK T W H OF INFORMATION/DOCUMENTS/PORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

This file contains all information that is confidential, i.e., fingerprints,

F.B.I, and State Police Reports, reference letters, credit checks, etc.

7.

X«
a

a

RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE • COMFUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHER(SPEC IFY}

8. RECORD SERIES SEQUENCE

Xfc ALPHABETICAL

D NUMERICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

$ FILE DRAWER(S)
Q MICROFILM REEL(S)

- ' D COMPUTER TAPE(S)
NUMBEft D OTHERjspec, pY)

I 0. ANNUAL ACCUMULATION
, XW FILE DRAWER(S)

1/4 ° MICROFILM REEL(S)
ITOIBBBR" a COMPUTER TAPE(S)

II FILE IS USED

XR DAILY O WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
5

NUMBEB
D MONTH(S) YEAR(S)

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

Admin Bldg., 1 st Floor, Room Z-105
14. IS RECORD SERIES DUPLICATED ELSEWHERET

I IF YES, SPECIFY AOEKCY OR OFFICE)
a YES >tX N O

IS. ACCESS RESTRICTIONS D YES X)P NO
(IF YES, CITE L.Acr(s) & RBOULATION(S)

16. AUDIT REQUIREMENTS

^D NONE D STATE D FEDERAL E INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

a Y E S tiX NO

18. RECOMMENDED RETENTION

Retain.five years after
separation then destroy.

NAME AND TITLE OF PREPARER

Susan Sherman
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext . 451

2 1 . DA'

7?PR 2 51990

DCS 850-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE- FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 3B0-1 )

I. DEPARTMENT/ACENCY

A B L I C SAFETY &
^)RRECTIONAL SERVICES '

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PACE 23 OF 40

3. UNIT

PERSONNEL DEPARTMENT
I DEFINITION-RECORD SERIES-* OROUW O r RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
'• REFERENCE AS WELL Ag RETENTION AND DISPOSITION PURPOflEg •__

4. RECORD SERIES TITLE

• . " -EMPLOYEE HISTORY CARD (itenT# 2fr) '
8. EARLIEST YEAR/LATEST YEAR
-•; - . - TO- present

6. RECORD SERIES DESCRIPTION (BRI"ruY DESCRIBE THE TYPES Or 1NPORMATION/DOCUMENT8/PORMS FOUND- -
•IN THE SERIES. . INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES)

This card is maintained on all employees past and present containing name,

address, race, sex, etc.

a

a

RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE D COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

IO TAPE a VIDEO TAPE

OTHER(SPECIFYJ

5 " x 8"

8. RECORD SERIES SEQUENCE

X)P ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

• 3 •

NUMBER

# FILE DRAWER(S)
Q MICROFILM REEL(S)
n COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
X16 FILE DRAWER(S)

Yjn D MICROFILM REEL(S)
KUUBKT> ° COMPUTER TAPE(S)

O OTHER/ SPFri FYl
II FILE IS USED

^ DAILY n WEEKLY E MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

D MONTH(S) a YEAR(S]

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Admin, Bldg., 1 st Floor, Room Z-105

14. IS RECORD SERIES DUPLICATED ELSEWHERET
fclF YES, SPECIFY AOENCY OR OFFICE)
D YES )(̂  NO

IS . ACCESS RESTRICTIONS • YES y$ NO
(IF YES, CITE LAB(B) & RBOULATION(S)

16. AUDIT REQUIREMENTS .

X)P NONE O STATE • FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE)

Q YES P;XNO

18. RECOMMENDED RETENTION

Retain for 10 years after :pSodiiatJLQn of
-erqplbymaitrtherv dfisticoy-* 1, ..VI *'"*"' \

NAME AND TITLE OF PREPARER

Susan Sherman
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

2 1 . DA'

"APR 251930,

DCS S50-4 (REVISED 2/87)

;y^%SPggpp^



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE" FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS S80-1 )

!. DEPARTMENT/AGENCY

A PUBLIC SAFETY &
~ CORRECTIONAL SERVICES '

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PAG&4 or 40

a. UNIT

PERSONNEL DEPARTMENT
I DEF IN IT I ON -RECORD SERIES-'* O R O U F O r ELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
I REFERENCE AS WELL AS RETENTION AND DISPOSITION PUWPOSEg •

4. RECORD SERIES TITLE

•EMPLOYEE LEAVE CARD' (item # 24)"
5. EARLIEST YEAR/LATEST YEAR

TO present •

6. RECORD SERIES DESCRIPTION IBRIK|I>1-Y DESCRIBE THE TYPES OF- INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

This card is for recording annual leave, sick leave and compensatory

time earned and used by each employee is an calendar year.

7. RECORD SERIES FORMAT(S)

X)P\]UETTER SIZE O MICROFILM

O LEGAL SIZE ° COMPUTER TAPE

O BOUND BOOK D FLOPPY DISK

^^AUDIO TAPE B VIDEO TAPE

;;;° OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

Xtt ALPHABETICAL

H NUMERICAL

B CHRONOLOGICAL

a GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME

M FILE DRAWER(S)
• MICROFILM REEL(S)

(S a COMPUTER TAPE(S)
R t 5 5 i ^ ! r DOTHER(SPECIFY]

I 0. ANNUAL ACCUMULATION
X& FILE DRAWER(S)

1/4 D MICROFILM REEL(S]

KUjafiBS" ° COMPUTER TAPE(S)
D QTHFR(SPFrlFY)

j n * FILE IS USED

&XDAILY • WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

NUMBER ° M O N T H l S ' X8 YEAR(S)

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

! Admin. Bldg., 1st Floor, Room Number Z-105
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY AOEKCY OR OFFICE)
Q YES M NO -

15. ACCESS RESTRICTIONS DYES )tlNO
I IF YES, CITE LAB(s) * RBOULATION(S)

16. AUDIT REQUIREMENTS

X& NONE Q STATE • FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF VE8.U7UIN
BRIEFLY AKD DESCRIBE ANY HARDBARe/SOFTWARE )

D YES EX NO

18. RECOMMENDED RETENTION

Retain five years then destroy.

•
NAME AND TITLE O F PREPARER

Susan Sherman
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext . 451

2 I . DATE

APR 251990

DCS 350-4 (REVISED 2/87}

'^V'ff^a?11p^npj^^



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE' FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 380-1 )

^CORRECTIONAL SERVICES

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PACE 25 OF 40

3. UNIT

DISPENSARY
! DEFINITION-RECORD SERIES-* O R O U F O F «*»-*TBD RECORDS NORMALLY FILED ANO USED AS A UNIT FOR
i REFERENCE AS WELL AS RETENTION AND DISPOSITION FUWFOBEg •__

A. RECORD SERIES TITLE

INMATE MEDICAL HISTORY FILE (item number 25)
8. EARLIEST YEAR/LATEST YEAR

--•- T O 'present

6. RECORD SERIES DESCRIPTION (BRIKI'l"Y DESCRIBE THE TYPES Or INFORMATI ON/ DOCUMENTS /FORKS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OW FUNCTION OF THE SEP/1E8)

File is maintained by theoMedical Services Contractor. They have control

of its contentsv.while the inmate is incarcerated.. It follows the inmate in all

transfers the same as the Base File (item #13).

7.

a

a

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE a COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

IO TAPE D VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

'X'F ALPHABETICAL

O NUMERICAL

Q CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

in

)9(FILE DRAWER(S)
O MICROFILM REEL(Sj
a COMPUTER TAPE(S)

N U M B B R Q OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATION
D FILE DRAWER(S)

^•/^ E MICROFILM REEL(S)
NUHBEV a COMPUTER TAPE(S)

• nTHFBffiPFriFYl

11 FILE IS USED

X& DAILY D WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
a MONTH(S) • YEAR(S)

!EE_
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

D.C. Bldg., Second Floor
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY AOENCY OR OFFICE)

. a YES x̂  NO .

15. ACCESS RESTRICTIONS • YES )$ NO
(IF YES, CITE LAH(S) ft REOULATION(S)

16. AUDIT REQUIREMENTS

toXNONE • STATE n FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDHARE./SOFTWARE )

a YES )DX NO

18. RECOMMENDED RETENTION

Records follows inmates in all
transfers. However, when the
inmate is completely released
from Patuxent this file is sent
to the Records Department. It is
file with t.hp Rasp F I I P

#
NAME AND TITLE OF PREPARER

Susan Sherman,
Inmate Rpr.nrds Supprvisnr

20. TELEPHONE NUMBER

799-3400 ext. 451
2 1 . DATE

APR 2 51990

DGS 550-4 (REVISED 2/87)

fr'-"^^3;J«S,^^~^^^



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE* FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS BSO-I ]

1. DEPARTMENT/AGENCY

^ U B L I C SAFETY &
wCORRECTIONAL SERVICES

DEPARTMENT OF GENERAL SERV1CES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20784

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PAGE ?fi OF 4f1

3. UNIT

EDUCATION DEPARTMENT
! DEFINITION-RECORD SERIES-A O B O U F Ol* RELATED RKCORDB NORMALLY CILKD AND USED AS A UNIT PON
'i REFERENCE AS WELL AS RETENTION AND DISPOSITION ^UBMagg

4. RECORD SERIES TITLE

INMATES' EDUCATIONAL AND VOCATIONAL FILE (item'# 2?)

5. EARLIEST YEAR/LATEST YEAR

TO present

6. RECORD SERIES DESCRIPTION lBRIICFl-'r DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS POUND
•IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

File is maintained on each inmate. It contains all information about his

or her vocational and educational activities and or aptitude.

7 .

xa
a

a

RECORD SERIES FORMAT(S)

LETTER SIZE B MICROFILM

LEGAL SIZE Q COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

IO TAPE D VIDEO TAPE

OTHER(SPEC1FY)

8. RECORD SERIES SEQUENCE

xj? ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL

n GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

36
NUMBER

X^ FILE DRAWER(S)
• MICROFILM REEL(S]
, Q COMPUTER TAPE(S)
Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

OO^ILE DRAWER(S)
r • MICROFILM REEL(S)

JBE" D COMPUTER TAPE(S)
• QTHFBlRPFrlFVl

I It FILE IS USED
IRXDAIL.Y O WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
n MCNTH(S) )(̂  YEAR(S)

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

School Office i,.

14. IS RECORD SERIES DUPLICATED ELSEWHERET
{•IP YES, SPECIFY /.OENCY OR OFFICE)
Q YES )B\NO

15. ACCESS RESTRICTIONS O YES A NO
(IP YES, CITE LAB(S) * RBOULATION(S)

16. AUDIT REQUIREMENTS

y& NONE D STATE D FEDERAL n INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDSARE./SOFTWARE)

D YES ^x N O

18. RECOMMENDED RETENTION

Retain three years /aft^r-^e^as'e'^i'A' *|
or transfer then de'stfovM ^ K"-1 ''v'tvi :.or transfer then desstiirdyA

NAME AND TITLE OF PREPARER

Susan Sherman
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

2 1 . DATE

ARR 251990
DGS 550-4 (REVISED 2/87)

"r;W^^W$%^Z%$$^



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE' FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS SSO-I)

1. DEPARTMENT/AGENCY

^ P U B L I C SAFETY &
"CORRECTIONAL SERVICES '

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PACE 27 OF 40

3. UNIT

CUSTODY DEPARTMENT
DEFINITION-RECORD SER1ES-A O H O U F Ol<> R"»-ATKD RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS BETBNTION AND DIMPOSITION PURPOSES •

4. RECORD SERIES TITLE

VOLUNTEERS SERVICES FILE (item # 28)
8. EARLIEST YEAR/LATEST YEAR

1954 TO ' present

«. RECORD SERIES DESCRIPTION /BRM"'l-Y DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

This file is kept on all volunteer workers. It contains then application,

background check and correspondence regarding the individual.

7. RECORD SERIES FORMAT(S)

ĵp LETTER SIZE O MICROFILM

D LEGAL SIZE D COMFUTER TAPE

O BOUND BOOK ° FLOPPY DISK

^^AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

M ALPHABETICAL

• NUMERICAL

a CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

X)P FILE DRAWER(S)
• MICROFILM REEL(S)
a COMPUTER TAPE(S)

NUMBtSR a OTHER{ SPECIFY)

10. ANNUAL ACCUMULATION

X)P FILE DRAWER(S)
lJg Q MICROFILM REEL(S]
kuUbtfh D COMPUTER TAPE(S)

. D OTHrRf RPFrlFY)
11. FILE IS USED

XP DAILY E WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
3 O MONTH(S) W

RUMBBR
YEAR(S]

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

; D.D. Bldg. 1st Floor
' Volunteer Services Office

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF W S , SPECIFY /.OENCY OR OFFICE)

a YES XQ NO

IS. ACCESS RESTRICTIONS O YES Xti NO
(IF YES, CITE LAH(S) * REGULATION!s)

16. AUDIT REQUIREMENTS

^NONE D STATE • FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

a YES ^ NO

18. RECOMMENDED RETENTION

Retain three years after

service ends then destroy.

•
NAME AND TITLE OF PREPARER

Susan Sherman,
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

2 1 . DATE

APR 251990
DCS 350-4 (REVISED 2/87)

^rvqr;re^;g^f;yff^^^



INSTRUCT1QMS- -TYPE OR PRINT A
SEPARATE* FORM FOR EACH NEW OR
REVtSED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 550-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 207 94

AGENCY RECORDS INVENTORY

PAGE 28 or 40

I . DEPARTMENT/AGENCY

fcPUBLIC SAFETY &
2. DIVISION

PATUXENT INSTITUTION
3. UNIT

CUSTODY DEPARTMENT
RUCTIflMl^MJ^aiDEFINlTl'oN-raCORo'^SERrES-^ OI*OUF O F M"-*TKD RKCORD8 NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION ^UHFOSEB

4. RECORD SERIES TITLE

SPECIAL PROJECTS FILE (item # 2f)
8. EARLIEST YEAR/LATEST YEAR

6. RECORD SERIES DESCRIPTION (•RIKFL-Y DESCRIBE THE TYPES OP INFORMATION /DOCUMENTS /FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

This file contains all information on special project

7. RECORD SERIES FORMAT(S)

#X«-ETTER SIZE Q MICROFILM

O LEGAL SIZE O COMPUTER TAPE

Q BOUND BOOK D FLOPPY DISK

^feftUDIO TAPE Q VIDEO TAPE

Q OTOER(SPEC1FY)

8. RECORD SERIES SEQUENCE

X$ ALPHABETICAL

Q NUMERICAL

a CHRONOLOGICAL

B GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

XX0 FILE DRAWER(S)
B MICROFILM REEL(S]
D COMPUTER TAPE(S)

N U M B E* a OTHER(SPECIFY]

10. ANNUAL ACCUMULATION
Xft FILE DRAWER(S)

Y^ a MICROFILM REEL(S)
kUMWh ° COMPUTER TAPE(S)

D ftTWFPl SPFr I FY \

I n .FILE IS USED

X& DAILY D WEEKLY D MONTHLY

1 2 * FILE BECOMES INACTIVE AFTER

m t ^ e w ° MONTH(S) X)P YEAR(S)

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

! Speddal Project Coordinator's Office
D.B. Bidq., 1 st Floor •

14. IS RECORD SERIES DUPLICATED ELSEWHERET
frlF YES, SPECIFY AOENCY OR OFFICE)
° YES 8XNO

IS. ACCESS RESTRICTIONS • YES RXNO
(IF YES, CITE LAB(S) a RBOULATIONCS)

16. AUDIT REQUIREMENTS :

X)b NONE D STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|F VKB.UPUIN
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE)

O YES M NO

18. RECOMMENDED RETENTION

Retain three years after
project completion then
destroy.

I. NAME AND TITLE OF PREPAREH

Susan Sherman
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext . 451

2 I . DATE

APR 251990
OSS 550-4 (REVISED 2/87)

^"y-T^s?*^;^



INSTRUCT IONS--TYPE OR PRINT A
SEPj&nATE*FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 5S0-I }

1. DEPARTMENT/AGENCY
^UBLIC SAFETY &
WORRECTIONAL SERVICES

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PACE J29_ OF _J0_ .

3. UNIT

ACCOUNTING DEPARTMENT
DEFINITION-RECORD SER1ES-A a R O W o r R"«-ATKO RECORDS NORMAL.LV Ft USD AND USED AS A UNIT FOR

REFERENCE AS IEU. AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

ACCOUNTING RECORDS (item #30)
S. EARLIEST YEAR/LATEST YEAR

1954? • , TO present

0. RECORD SERIES DESCRIPTION (BR'"tFl-Y DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE SHRIEK)

This file includes all standard forms used by State agencies as supporting data to the
final books of. entry. These are the Prisoners' Fund, General Ledger, the Prisoners'
Fund Cash Receipt and Disbursement books and the General Ledger(containing accounts
other than Prisoners' Fund).

Specifically these records are;

Comptroller of the Treasury

Memorandum of Adjustment
Distribution of Charges

Transmittals
Certificate of Deposit and Bank (see attachment)

7. RECORD SERIES FORMAT(S)

X5? LETTER SIZE D MICROFILM

O LEGAL SIZE • COMPUTER TAPE

Q BOUND BOOK B FLOPPY DISK

^feujDio TAPE a VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

B NUMERICAL

• CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

Xft FILE DRAWER(S)
D MICROFILM REEL(S)

36 Q COMPUTER TAPE(S)
NUMBl!* • OTHER (SPECIFY)

10. ANNUAL ACCUMULATION
XXa FILE DRAWER(S)

g d MICROFILM REEL(S]
NbtfaeT* ° COMPUTER TAPE(S)

D effHFPlSPFriFVl

I I I . FILE IS USED

JPX DAILY D WEEKLY O MONTHLY

12'* FILE BECOMES INACTIVE AFTER

13. CURRENT LOCATION(S) (BLDC.,FLOOR,ROOM)

Admin, Bldg. 1 st Floor
Room Number 7-1?7

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY /.OEKCY OR OFFICE)

a Y E S x̂J N O

15. ACCESS RESTRICTIONS O YES X$ NO
(IF YES, CITE LAB(s) & RBOULATION(S)

16. AUDIT REQUIREMENTS

)CKNONE Q STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED! (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARC/SOFTWARE)

a YES M NO

18. RECOMMENDED RETENTION

The files are retained three years
or until audited, whichever-is
longer, then destroyed.

The ledgers are retained permanently.

NAME AND TITLE OF PREPARER

Susan Sherman
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

2 1 . DATE

APR 2 51990

DCS 5S0-4 (REVISED 2/87}

*-—'''l?> ~^i£y;?ra^



PATUXENT INSTITUTION

ACCOUNTING RECORDS CONTINUED

Deposit Slips
Monthly Report of State Funds
Collected and Deposited
Distribution of Unexpended and
Obligated Balances
Monthly Statement of Balances

Purchasing Bureau
(Department of Budget and Fiscal Planning)

Requisition for Supplies
Purchase Order
Out-of Schedule Requisition for
Supplies
Store Requisition
Copy of Contracts Awarded
Capital Fund Requisition for Equipment
Actual Emergency Purchase Report
Delivery Invoice
Notice of Award of Contract
Credit Memorandum
Report of Partial Delivery

Budget Bureau
(Department of Budget and Fiscal Planning)
Budget Schedule Amendment Sheet
Report of Fixed Assets (annual)
Report of Materials and Supplies

(annual)
Materials and Supplies Physical
Inventory (annual)
Budget Estimates Fiscal Year
Power Plant Utility Report (monthly)
Food Report (monthly)

Other

Vendors Invoices
Bank Deposit SIips
Bank Statements
Bank Deposition Receipts
Storeroom Requisitions
Storeroom Requisitions
Storeroom Receipts
Meat Tickets
Cash Receipts
Inmate Cash Receipts
Petty Cash Vouchers
Inmate Petty Cash Vouchers
Commissary Orders - Inmate
Purchase Requests

Receiving Reports
Daily Report of Inmates
Inmate Payroll Sheets
Inmate Account Cards

» <• ' , • • • • ' . .

1 "
\

i

Employed
- ...

iJ-'k I
I

I
c

i



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

I . DEPARTMENT/AGENCY
^ U B L I C SAFETY' &
• f lRRF fT IONAL SERVICES - •

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2 . DIVISION

PATUXENT INSTITUTTnN

AGENCY RECORDS INVENTORY

PAGE 30 OF 40 .

3. UNIT

ACCOUNTING DEPARTMENT
DEFINITION-RECORD SERIES-* O R O U F O r RELATED RECORDS NORMALLY PILED AND US8D Al A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOBEB

4. RECORD SERIES TITLE

MASTER AUTHORIZATION (Exception Time Rppnrt) (it.pm #3(1))

S. EARLIEST YEAR/LATEST YEAR

T.95fl TO -present

0. RECORD SERIES DESCRIPTION lBRIItl*UY DESCRIBE THE TYPES Or IN FORMAT I ON/DOCUMENTS/FORMS FOUND
IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

This Statewide form of the Department of Personnel authorizes the entryyo*

an employee's name on the payroll and/or any changes in the pay rate. It also

indicates all payroll deductions.

7 .

a

a

RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK Q FLOPPY DISK

IO TAPE Q VIDEO TAPE

'OTHERt SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

D NUMERICAL

a CHRONOLOGICAL

O GEOGRAPHICAL

X$ OTHER{SPECIFY)

payroll period

9. VOLUME

NUMBER

XP FILE DRAWER(S)
O MICROFILM REEL(S]
O COMPUTER TAPE(S)
D OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATION
Xfa FILE DRAWER(S)

g n MICROFILM REEL(S)
RTJHBBR" D COMPUTER TAPE(S)

O QTHFRlRPFrlFyl
11 FILE IS USED

X)P DAILY D WEEKLY E MONTHLY

12. FILE BECOMES INACTIVE AFTER

NUMBER
O MONTH(S) «XYEAR(S)

i 1 3 . CURRENT LOCATION(S) ( BLDC.,FLOOR.ROOM)

Admin. Bldg. 1 st Floor, Room Number Z-133
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(IF YES, SPECIFY AGENCY OR OFFICE)

Q YES) JPXNO

IS. ACCESS RESTRICTIONS • YES W(NO
(IP YES, CITE LAW(s) & RBOULATION{S)

16. AUDIT REQUIREMENTS

D NONE MSTATE P FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YSS.E>7LAIN

BRIEFLY AND DESCRIBE- ANY HARDBARe/SOFTWARE)

D YES ^x N O

18. RECOMMENDED RETENTION

Retain five years then destroy.

•

NAME AND TITLE OF PREPARER

Susan Sherman
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext . 451

2 I . DATE

APR 2 51990
DCS 350-4 (REVISED 2/87)

*^":^^;'™-™^;%P£?T&



INSTRUCT IONS--TYPE OH PRINT A
SEPARATE'FORM FOR EACH NEW OR
REVisED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 350-1 }

1. DEFARTMENT/AGENCY

^ U B L I C SAFETY &
-JMoRRiCTIONAL SERVICES '

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PAGE 3] OF 4Q

3. UNIT

ACCOUNTING DEPARTMENT
I DEFINITION-RECORD SERIES-A O R O U P O r W"-*TKD RECORDS NORMALLY FILED AND USED AS A UNIT FOR
' REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •__

4. RECORD SERIES TITLE

OTHER ACCOUNTING RECORDS (item # 31)
5. EARLIEST YEAR/LATEST YEAR

1 QRfl ' TO pypcont

6 - RECORD SERIES DESCRIPTION (
BRI*Fl-Y DESCRIBE THE TYPES OP INFORMATION/DOCUMENTS/PORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

These are records for which retention and disposal .is provided by a General

Records andjRetention Schedule. They are Payroll, Payroll Journal, Payroll

Exceptions, Additions and Deductions, Pay Warrants, Receiving Warrants and

Transmittal Forms.

7.

a

a

a

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

IO TAPE Q VIDEO TAPE

•bTHER{ SPEC 1FY J

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

• NUMERICAL

a CHRONOLOGICAL.

n GEOGRAPHICAL

X)P OTHER (SPECIFY)

^pay. period

9. VOLUME

NUMBER

D FILE DRAWER(S)
• MICROFILM REEL(S)
O COMPUTER TAPE(S)
OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)
• MICROFILM REEL(S)

kuUkttfc ° COMPUTER TAPE(S)
D OTHFP(SPFrlFY]

11 FILE IS USED

XXD DAILY D WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER

n MONTH(S) Q YEAR(S)
NUMBER

! 1 3 ' CURRENT LOCATION}S) (BLDG..FLOOR.ROOM)

Admin. Bldg., 1 st Floor, Room Number Z-130

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY /.OBKCY OR OFFICE)
° YES O NO

IS. ACCESS RESTRICTIONS • YES M NO

(IP YES, CITE LA>(|) ft RBOULATION(S)

16. AUDIT REQUIREMENTS

O NONE ffi STATE • FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED! (|p YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDVARE./SOFTWARE )

• YES &X NO

18. RECOMMENDED RETENTION

Retain in accordance with General

Schedule.

^ ^ NAME AND TITLE OF PREPARER

^fc Susan Sherman
^ ^ Inmate records Supervisor

20. TELEPHONE NUMBER

799-3400 ext . 451

2 1 . DA'

"SPR 251990
DGS 550-4 (REVISED 2/87)

^•^'^^JM^^?^";!^5J^£?3?^^



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE' FORM FOR SACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS SBO-I )

1. DEPARTMENT/AGENCY

^ U B L I C SAFETY &

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PAGE 32 OF 40

3 . UNIT

RESEARCH DEPARTMENT
DEFINITION-RECORD SER1ES-A a R O U* O r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

KBFEBENCE AS K U AS HBTKNTIOW AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

RESEARCH PROJECTS (item #33^
8. EARLIEST YEAR/LATEST YEAR

1954 T O present

6. RECORD SERIES DESCRIPTION (BRI":F'l-Y DESCRIBE THE TYPES Or INPORMATION/DOCUMENTS/PORM8 FOUND
IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

The Department carries out various research projects and administers tests to

inmates and employees. It also monitors research projects undertaken by

outside individuals or groups.

7. RECORD SERIES FORMAT(S)

^ LETTER SIZE O MICROFILM

a LEGAL SIZE Q COMFUTER TAPE

a BOUND BOOK O FLOPPY DISK

IO TAPE D VIDEO TAPE

"OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

° NUMERICAL

a CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

NUMBER

X)P FILE DRAWER(S)
a MICROFILM REEL(S)
• COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
X& FILE DRAWER(S)
• MICROFILM REEL(S)

NUMBER1 D COMPUTER TAPE(S)
D OTMEBl SPECIFY I

1/1_
NUMB

! n * FILE IS USED

XP DAILY D WEEKLY D MONTHLY

12. FILE

5
iCOMES INACTIVE AFTER
. D MONTH(S) )^(YEAR(S)

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

' D.D. Bldg. 1 st Floor, Room G 110
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY /.OEKCY OR OFFICE)
a YES x$ NO

IS. ACCESS RESTRICTIONS Q YES M NO
(IF YES, CITE LAB(S) A REOULATION(s)

16. AUDIT REQUIREMENTS

D NONE XW STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE./ SOFTWARE )

D YES 1ft NO

18. RECOMMENDED RETENTION

Retain as long as project has
research value or five years
after completion, whichever
is longer, then destroy.

^9. NAME AND TITLE OF" PREPARED

^ P Susan Sherman
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext 235

2 t . DATE

APR 251990

DCS 330-4 (REVISED 2/87)

" *''r:''-'—:~V"r?:^'''~'^



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE' FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{DCS 880-1 ]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 33 OF 40

1. DEPARTMENT/AGENCY

PUBLIC SAFETY &APUE
RECTIONAL GCRVICCC

2. DIVISION

PATUXENT INSTITUTION
3 . UNIT

TRAINING DEPARTMENT
! DEFINITION-RECORD SERIES-A O R O U* o r

 RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
: REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •__

4. RECORD SERIES TITLE

EMPLOYEE TRAINING FOLDER (item #3$)
8. EARLIEST YEAR/LATEST YEAR

1954 TO present

6. RECORD SERIES DESCRIPTION (BRICI*UY DESCRIBE THE TYPES OF* IN FORMAT I ON/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

This file contains all information about training received by

each employee.

7. RECORD SERIES FORMAT(S)

Xft LETTER SIZE B MICROFILM

O LEGAL SIZE • COMPUTER TAPE

D BOUND BOOK E FLOPPY DISK

^^UJDIO TAPE Q VIDEO TAPE

^^OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

Q NUMERICAL

• CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER{SPECIFY)

9. VOLUME

X$ FILE DRAWER(S)
a MICROFILM REEL(s;

3 D COMPUTER TAPE(S)
N U M B E * Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

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

RTJESBR" D COMPUTER TAPE ( S )
D QTHFBlRPFriryl

11 . FILE IS USED

X59 DAILY E WEEKLY D MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
D MONTH(S) XW YEAR(S]

13. CURRENT LOCATION(SJ (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY /.OEKCY OR OFFICE)
D YES )9(NO

15. ACCESS RESTRICTIONS • YES $( NO

( I F YES , C I TE LA»( S ) Bt RBOULAT I ON ( S )

16. AUDIT REQUIREMENTS

Xti NONE O STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( I F YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE)

a YES flX NO

18. RECOMMENDED RETENTION

Retain three years
after separation then destroy.

• o:'i *•'^1^:T» 1

•
NAME AND TITLE OF PREPARER

Susan Sherman
2 0 . TELEPHONE NUMBER

799-3400 ext . 451
2 I . DATE

IAPR251990
DGS 8 5 0 - 4 (REVISED 2 / 8 7 )

.... rV"5.̂ -̂'-V;T\fT;r~:''-̂



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REV ISED .RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 350-1 )

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 34 OF 4fi

1. DEPARTMENT/AGENCY

^ > U B L I C SAFETY &
2. DIVISION

PATUXFNT INSTITUTION

3 . UNIT

rilSTOniAl nFPARTMFNT
CfiDDrrTTntJAI "^FRVTrF^

DEFINITION-RECORD SERIES- A O R O U F O r RELATED RECORDS NORMALLY FILED AMD USED AS A UNIT FOR
n«FERgwa Ag »KLL AM RETENTION AND DIMPOSITION PURPOSES •

4. RECORD SERIES TITLE

DAILY LOG (item #3ff)
5. EARLIEST YEAR/LATEST YEAR

1Qft7 TO nrp^pnf

6. RECORD SERIES DESCRIPTION (•RIKri-Y DMCRIBB THK TYPES Or INFORMATION/DOCUMCNTS/PORMS FOUND
IN THE SERIES. INCLUDE THK PURPOSE OR FUNCTION OF THK SERIES)

Ledged is used for recording, in chronological order, all routine matters handled
by the Custodial Department daily. Entries consist ofshortnotations concerning
employee absence, inmate movement, etc.

7. RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROFILM

a LEGAL SIZE D COMFUTER TAPE

XX BOUND BOOK O FLOPPY DISK

)IO TAPE D VIDEO TAPE

'OTHER(SPECIFY)

10" x9" x 1"

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

O NUMERICAL

X00 CHRONOLOGICAL

n GEOGRAPHICAL

B OTHER(SPECIFY)

9. VOLUME

a FILE DRAWER(S)
• MICROFILM REEL(S)

. D COMPUTER TAPE(S)
rj$ OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)
D MICROFILM REEL(S)

NulfeEV D COMPUTER TAPE{S)
. D QTVIFRf RPET* I FVl

1 1 . FILE IS USED

X)P DAILY D WEEKLY D MONTHLY

12> FILE BECOMES INACTIVE AFTER
3 D MONTH(S) M YEAR(S)

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

D.C. BLDG, Control Center
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY AOENCY OR OFFICE)
a YES PXNO

IS. ACCESS RESTRICTIONS • YES j?XNO

(IF YKS, CITS LAB(S) & REGULATION!S)
16. AUDIT REQUIREMENTS

X5fa NONE Q STATE D FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YKS.EXPLAIN
BRIEFLY AND DBSCRIBB ANY HARDBARc/ SOFTWARE )

a YES )Px N O

18. RECOMMENDED RETENTION

Retain three years after last entry,
then destroy.

1^. NAME AND TITLE OF PREPARER

Susan Sherman,
INmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext . 451

2 1 . DATE

APR 2 51990
DCS 350-4 (REVISED 2/87)

. . ! " • * . • ' * ; • ; . . ' • . - " . - ̂ >.-.rr*-:p.>-^ v-"? *v: •-:.; v • 1 v . . ^ v * 7 - V - ; J . J > ; • ».**-̂ •;•."".•;'":• Tyc^rrc;-™



INSTRUCT!QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 3B0-1)

1. DEPARTMENT/AGENCY
PUBLIC SAFETY &
^FlRRFr.TT'nNAI SFRVITF^

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PACE 35 OF an

3. UNIT

CUSTODIAI DFPARTMFNT
] DEFINITION-RECORD SERIES-* OROU1* O r WH-ATKD RECORDS NORMALLY FILED AND USED AS A UNIT FOR

MITRBWCg AS WKU. AS RBTKNTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

VISITORS CARD FILE (item #36)
5. EARLIEST YEAR/LATEST YEAR

1987 TO prpspnt•

6. RECORD SERIES DESCRIPTION .BRIEFLY DESCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

This card is maintained on each inmate that lists the names of all persons
authorized to visit that inmate. It also has space to record all visits.

7. RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

° LEGAL SIZE O COMPUTER TAPE

Q BOUND BOOK CD FLOPPY DISK

AUJDIO TAPE Q VIDEO TAPE

X)^^THER( SPEC I FY)

5 V x 8%' .

8. RECORD SERIES SEQUENCE

M ALPHABETICAL

a NUMERICAL

Q CHRONOLOGICAL

° GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

D FILE DRAWER(S)
Q MICROFILM REEL(S)

2h CjU'bJC p COMPUTER TAPE(S)
NUMBER g, OTHER{ SPEC, PY)

f o o t b o x
I 0. ANNUAL ACCUMULATION

Q FILE DRAWER(S)
1/4 O MICROFILM REEL(S)

NuUbgb a COMPUTER TAPE(S)
CUbiC ^ Q T H F B( ̂ PPri try)

II . FILE IS USED

XJP DAILY a WEEKLY D MONTHLY

1 2 • FILE BECOMES INACTIVEOfttTER
N/A D MCNTH(S) Q YEAR(S]

NUMBER
13. CURRENT LOCATION(S) { BLDC. ,FLOOR,ROOM)

Main Gate Post
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY AOEKCY OR OFFICE)
a YES XP NO

13. ACCESS RESTRICTIONS Q YES XW NO
I IF YES, CITE LAB(S) fit RBOULATION(S)

16. AUDIT REQUIREMENTS

XX NONE D STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YKS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HAROBARC/SOFTWARE)

D YES XK NO

18. RECOMMENDED RETENTION

Upon release or transfer of inmate
send to Records Department for filing
in Inmate Base File

19. NAME AND TITLE OF PREPARER

Susan Sherman,
Inmate Records Supervisor
DCS S50-4 (REVISED 2/87)

20. TELEPHONE NUMBER

799-3400 ext. 451

2 1 . DATE

APR 2 R1990

7-v'=^-r^:rKA>Yr.:-o'^:../-:r.g:itt^



INSTRUCTIQN$--TYPE OR PRINT A
SEPARATE F,ORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 3S0-I )

1. DEFARTMENT/AGENCY
^KUBLIC SAFETY &
^RORRECTTONAI SFRVTT.FS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PAGE _36_ OF 40

3. UNIT

CUSTODTAh'.nFPARTMFNT
I DEF IN IT I ON -RECORD SERIES-A a R O U P O r RELATED WCCOHD8 NORMALLY FILED AND USED AS A UNIT FOR
• mrtMWCg AS WELL A* RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

VISITORS' REGISTER (item #37)
8. EARLIEST YEAR/LATEST YEAR

19fi7 TO prpspnt •

8. RECORD SERIES DESCRIPTION lBRIItlri-Y ""CR1BE THE TYPES OF INPORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE TNE PURPOSE OH FUNCTION OF THE SERIES)

This file is used.forrecordi.ng.the.date, ..name, address, time ii;n and out
and purpose of all visitors to the Institution.

7. RECORD SERIES FORMAT(S)

Xft LETTER SIZE • MICROFILM

Q LEGAL SIZE O COMFUTER TAPE

D BOUND BOOK O FLOPPY DISK

>IO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

• NUMERICAL

)9( CHRONOLOGICAL

D GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

H FILE DRAWER(S)
0 MICROFILM REEL(S)
• COMPUTER TAPE(S)

NUMBEIP^^ OTHER( spec, FY,
box

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)

1/4 cub. a M I C R O F' L M REEL(S)
huUbKh' a COMPUTER TAPE(S)

fOOt D t>THFBI^;PFrlFV1
1 1 . FILE IS USED

XJP DAILY Q WEEKLY O MONTHLY

12' FILE BECOMES INACTIVE AFTER

3 _ a MONTH(S) HYEAR(S)
NUMBER

13. CURRENT LOCATION(S) ( BLDC..FLOOR.ROOM)

Main Gate Post
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY AOEKCY OR OFFICE)
D YES X5? NO

IS. ACCESS RESTRICTIONS • YES Xft N O

(IF YES, CITE LAW(S) St RBOULATION(S)
16. AUDIT REQUIREMENTS

XX NONE • STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YES.U7LA1N
BRIEFLY AND DESCRIBE- ANY HARDBARc/ SOFTWARE )

a YES XX NO

18. RECOMMENDED RETENTION

Retain three years after last entry
then destroy.

•

£. NAME AND TITLE OF PREPARES

Susan Sherman,
Inmate Records:Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

2 1 . DATE

APR 2 51990
DCS 580-4 (REVISED 2/87)

WT.-..---: n- r- .."^:,^:'r, -/^•:^-• v>-_%7v<jvuytr^r^~." '<.::~P-



I M STRUCT IjQNS - -TYPE OR PRINT A
SEPARATE F,ORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 380-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX Z79

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 37 OF 40

1 .^EFARTMENT/AGENCY

JUBLIC SAFETY &
"CORRECTIONAL SERVICED

2. DIVISION

PATUXENT INSTITUTION
3. UNIT

IDENTIFICATION DEPARTMENT

DEFINITION-RECORD SERIES-A O R O W Or RELATED RECORDS NORMALLV FILED AND USED AS A UNIT FOR
BIFCRgHCK AS WBLL A» RETENTION ANO DISPOSITION fUHTOBEg •

RECORD SERIES TITLE

FINGERPRINT FILE (1tem #3g)

5. EARLIEST YEAR/LATEST YEAR

Ig54 T O present •

6. RECORD SERIES DESCRIPTION lBRIIC'rl-Y DESCRIBE THE TYPES Of INFORMATION/DOCUMENTS/FORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE Oft FUNCTION OF THE BEPIESj

This file contains the inmate's fingerprints, picture and other

identification data.

7. RECORD SERIES FORMAT(S)

Q LETTER SIZE D MICROFILM

a LEGAL SIZE O COMPUTER TAPE

a BOUND BOOK ° FLOPPY DISK

fAUDIO TAPE O VIDEO TAPE

OTHER(SPECIFY)

8 " x 8 "

8. RECORD SERIES SEQUENCE

X& ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

m

NUMBER

FILE DRAWER(S)
D MICROFILM REEL(S)
n COMPUTER TAPE(S)
° OTHER{SPECIFY)

10. ANNUAL ACCUMULATION

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

NT5»5ffR" a COMPUTER TAPE ( S )
D QTWFIPf fiPFr I FY 1

11 FILE IS USED

HDAILY ° WEEKLY D MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

Jrt_r DM0WT"(S) °VEAR(S)

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

D.C. Bldg, Basement
Identification Office

14. IS RECORD SERIES DUPLICATED ELSEWHERE1
tlF YES, SPECIFY S.aENCY OR OFFICE)

a YES J^NO

IS. ACCESS RESTRICTIONS P YES O NO
(IF YES, CITE LAV(S) « REOULATION(B)

16. AUDIT REQUIREMENTS

X)f NONE D STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|r YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDBARs/SOFTWARE)

D YES CK NO

IS. RECOMMENDED RETENTION

Retain 20 years after release
or inmate transfer then destroy.

•

NAME AND TITLE OF PREPARES

Susan Sherman
Inmate Records Supervisor

20. TELEPHONE NUMBER

7--3400 ext. 451

2 1 . DATE

APR 251990
DCS S50-4 (REVISED 2/87}

? i-s;-»; '!^r^iv!'~'['-i't>P- v--V
;v' *:-,'~"-~"y t"^::'"1'-;:.— -'•



mSTRLK-iT IONS- -TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED*RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS BBO-I )

^ ^ DEPARTMENT/ACENCY
^ PUBLIC SAFETY &

rnRRFrTJn|\|/\|_ SERVICES

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PAGE 38 O F 40

3. UNIT

IDENTIFICATION DEPARTMENT

DEFINITION-RECORD SERIES-A O R O U P O r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS «gLL AS RETENTION AND DISPOSITION PUBPOSEB •

4. RECORD SERIES TITLE

INMATE SUMMARY BOOK (Inmate's Description^ (item #3«)

5 . EARLIEST YEAR/LATEST YEAR

1 Qf̂ 4 TO prp<;pnt

6. RECORD SERIES DESCRIPTION {BR"Cri-Y DESCRIBE' THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

This is a -summary of the descriptive^information/ each inmate received into
the program. It lists along withthe basic descriptive data physical

^appearance, marks and scars, drug and alcohol habits, etc.

7.

D

a

M

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER{SPECIFY)

8. RECORD SERIES SEQUENCE

° ALPHABETICAL

XH NUMERICAL

a CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

E FILE DRAWER(S)
• MICROFILM REEL(S)
[ti COMPUTER TAPE(S)

NUMBER n OTHER, spec IFY,

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)

}'. - ° MICROFILM REEL(S]
U b i f iuUllak n COMPUTER TAPE(S)

D QTHFBI sptrrri ry)
11 FILE IS USED

fflt D A I L Y D WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
_____ D MONTH(S) a YEAR(S)NUMBBIT ______

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

D.C. Building,
Identification Department

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
('IP VCS, SPECIFY AOENCY OR OFFICE)
D YES XP NO

IS. ACCESS RESTRICTIONS • YES JPXNO
(IF YES, CITE LAB(S) a REOULATION(s)

16. AUDIT REQUIREMENTS

%%• NONE O STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF VES.E>VLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

O YES (XX NO

18. RECOMMENDED RETENTION

Retain permanently

t. NAME AND TITLE OF PREPARELR
Susan Sherman,
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

2 I . DATE

APR 251990
DGS 550-4 (REVISED 2/87)



rNSfkU<*T IONS --TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED*RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 880-1 )

^ ^ DEPARTMENT/ACENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PAGE 39 O F n̂

3. UNIT

MAINTENANCE DEPARTMENT
DEFINITION-RECORD SERIES-* O R O U P O r Wt«-ATKD RECORDS NORMALLY1 FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOBEB

4. RECORD SERIES TITLE

MAINTENANCE CONTRACTS (item #4fO)
8. EARLIEST YEAR/LATEST YEAR

1954 ,-,' TO present

9. RECORD SERIES DESCRIPTION lBRIKrl-Y DESCRIBE. THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

This is a - f i l e of a l l Maintenance contracts.

7 .

XJP
•

o

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE Q COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

a NUMERICAL

X)b CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

•th_
NUMBER

XJP FILE DRAWER(S)
. • MICROFILM REEL(S)
& COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
£ FILE DRAWER(S)

| • MICROFILM REEL(S]
NuMbgh D COMPUTER TAPE(S)

D QfTHFRlfiPFrlFYl

I I FILE IS USED

X/P DAILY O WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
N/A • MONTH(S) a YEAR(S]

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

D.C. Bldg., /,1st Floor
14. IS RECORD SERIES DUPLICATED ELSEWHERE1

I IP YES, SPECIFY AOENCY OR OFFICE)

a Y E S (JJXNO

IS. ACCESS RESTRICTIONS • YES X$ NO
I IF YES, CITE LAB(B) * REOULATION(S)

16. AUDIT REQUIREMENTS

XJP NONE Q STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|F VEB.E>J>LAIN
BRIEFLY AKD DESCRIBE ANY HARDWARE/SOFTWARE)

D YES H NO

18. RECOMMENDED RETENTION

Retain for three; years after completion
or termination-of the contract, then
destroy.'

NAME AND TITLE OF PREPARER
Susan Sherman,
Inamte Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext . 451

2 1 . DATE

APR25199G
DCS 850-4 (REVISED 2/87)



INSTRUCT,) QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED JIECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 9B0 -I )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX Z7B
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 4 0 OF 4Q

•

DEPARTMENT/AGENCY

BLIC SAFETY &
Z. DIVISION

PATUXENT INSTITUTION

3 . UNIT

CLINICAL SERVICES
: DEFm'lTfoN-RECORDESER^ES>-A O R O U P O r M U A T B D RECORDS NOMWLUV FILED AND USED AS A UNIT FOR
• REFERENCE AS W U A« RBTHNTIW AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

UNIT TREATMENT FILE (item #4»)
8. EARLIEST YEAR/LATEST YEAR

1983 TO present

8. RECORD SERIES DESCRIPTION lBRIMFl-Y OIBCRtBB THE TYPES OF" IN FORMAT I ON/ DOCUMENTS j FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OJt FUNCTION OF THK SERIES]

File contains all therapy related material on inmate, social history
psychological and psychiatric notes and evaluations, all correspondence
related to the treatment of inmate, as well as Board notes, progress
notes, and protocol of psychologicals.

7. RECORD SERIES FORMAT(S)

X$ LETTER SIZE • MICROFILM

Q LEGAL SIZE O COMFUTER TAPE

a BOUND BOOK O FLOPPY DISK

fAUDIO TAPE B VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

G NUMERICAL

a CHRONOLOGICAL

n GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

XKl FILE DRAWER(S)
• MICROFILM REEL(S)

46 • COMPUTER TAPE(S)
N U M B E * O OTHER(SPECIFY)

J 0. ANNUAL ACCUMULATION

X£ FILE DRAWER(S)
2 a MICROFILM REEL(S)

NUUB£R n COMPUTER TAPE(S)
D OTHEHISPEC1FYI

11 . FILE IS USED

XXD DAILY a WEEKLY ° MONTHLY

1Z. FILE BECOMES INACTIVE AFTER

0 MONTH(S) E YEAR(S)

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

D.D. Bldg., Second and Third Floor
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY AOENCY OR OFFICE)
• YESX)P NO

13. ACCESS RESTRICTIONS ^X^ Y E S D N O

(IT YES, CITE LAw(s) A RBOULATION(S)

Art. .. 31B. Section 11

16. AUDIT REQUIREMENTS

Xfl NONE £• STATE ° FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.E>^LAIN

. BRIEFLY AND DESCRIBE- ANY HARDBARE/SOFTWARE)

a YES x$ NO

18. RECOMMENDED RETENTION

Retain for 50 years, then destroy.
Records will* not be accepted at the
State Records Center.

1.9. NAME AND TITLE OF PREPARER

Susan Sherman,
Inmate Records Supervisor

DCS S50-4 (REVISED Z/S7)

ZO. TELEPHONE NUMBER

799-3400 ext. 451

Z 1 . DATE

APR25199Q



INS>RU)C^,QNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS S S O - t )

1 .^|PARTMENT/ACCNCY

^ O B L I C SAFETY &
CORRECTIONAL SERVICE!

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 8 WATERLOO ROAD
P . O . BOX 275

JESSUP, MARYLAND 2 0 7 9 4

2 . DIVISION

PATUXENT INSTITUTION

AGENCY RECORDS INVENTORY

PACE 4 1 O F 4 1

3 . UNIT

RECORDS DEPARTMENT

DEFINITION-RECORD SERIES-* O R O U F O r H K L A T E D RECORDS NORMALLV FILED AND USED A8 A UNIT FOR
REFERENCE AS WELL Afl RETENTION AND DISPOSITION PURPOSES

4 . RECORD SERIES TITLE

ARRIVAL NOTICE ( I t e m # 1 9 )

5 . EARLIEST YEAR/LATEST YEAR

1987 TO oresent '

• • RECORD SERIES DESCRIPTION fBRIItFl-Y DESCRIBE THE TYPES OF- INFORMATION/DOCUMENTS/FORMS FOUND
•INj THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES!

This report is a compilation of vital information concerning
sentence length, sentencing jurisdiction, commitment crime,
Patuxent unit assignment and list the Patuxent assigned
I.D. Number

7 . RECORD SERIES FORMAT(S)

B^LETTER SIZE D MICROFILM

D LEGAL SIZE ° COMPUTER TAPE

C|^kuND BOOK O FLOPPY DISK

D AUDIO TAPE • VIDEO TAPE

D OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

O ALPHABETICAL

t^¥flJMERICAL

O CHRONOLOGICAL

Q GEOGRAPHICAL

° OTHER(SPECIFY)

1 1 * FILE IS USED

O DAILY BXwEEKLY O MONTHLY

I S . CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM)

D.D. Building, First Floor
Records Supervisors ' s Qftfiicee

I S . ACCESS RESTRICTIONS D YES O NO

( I F Y E S , C I T E L A V ( S ) A R B O U L A T I O N ( S )

1 7 . IS AN INDEX SYSTEM USEDT ( I F Y E S . E X P L A I N
BRIEFLY AND DESCRIBE ANY HARDBARE./SOFTWARE)

O YES C3XXNO

•

1 9 . NAME AND TITLE OF.RREPARER

9 . VOLUME j

^ ^ I L E DRAWER(S) [
O MICROFILM REEL(S) •

1 O COMPUTER TAPE(S) '
NUMBER Q aTHER{SPEClFY)

1 0 . ANNUAL ACCUMULATION
^ F I L E DRAWER(S)

W g O MICROFILM REEL(S)
KTJKiSEk- ° COMPUTER TAPE(S)

O OTHFRlRPPrlFYl

1 2 • FILE BECOMES INACTIVE AFTER

XffJtggB. D MONTH(S) }flCYEAR[S)

14 . IS RECORD SERIES DUPLICATED ELSEWHERET

t l F YES, SPECIFY AOENCY OR OFFICE)

a YES e NO

1 6 . AUDIT REQUIREMENTS

O^NONE a STATE D FEDERAL B INDEPENDENT '

1 8 . RECOMMENDED RETENTION j

Retai n three years- then-de stony;:"-* " i '

•; \

•} , -A .. ;

t • n

i \-
2 0 . TELEPHONE NUMBER

799-3400 ext. 430

1 " :

2 1 . .DATE ' • ' " '' ' i

7-23-90

DGS 350-4 (REVISED 2/87)


